
District Office:          Meeting Location: 
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Westchase Community Development District 
 
Board of Supervisors 
Matt Lewis, Chairman        Heather Dilley, District Manager 
Christopher Barrett, Vice Chairman       Erin McCormick, Esq, District Counsel 
James Wimsatt, Assistant Secretary       Sherida Cook, Office Manager 
Reggie Gillis, Assistant Secretary       Robert Dvorak, District Engineer 
Christopher High, Assistant Secretary      David Sylvanowicz, Field Manager 
 

Regular Meeting Agenda 
Tuesday, September 1, 2026 – 4:00 p.m. 

Meeting Location: Maureen B. Gauzza Regional Library,  
11211 Countryway Boulevard, Tampa, Florida 

www.westchasecdd.us  
 

 
1. Call to Order  
2. Pledge of Allegiance  
3. Audience Comments on Agenda Items – Three (3) Minute Time Limit  
4. Consent Agenda  

A. Acceptance of Unaudited July 2026 Financials Page 2 
a. Operations and Maintenance Espenditures Report for July 2026 Page 19 

B. Review of Minutes from the Meeting held August 4, 2026………………………………… Page 20 
5. Staff Reports  

A. Field Manager  
a. All Water – Reid Connor  
b. Discussion of Tree Removal Request…………………………………………………... Page 52 

B. District Counsel  
a. Consideration of Records Retention Policy…………………………………………….. Page 54 
b. Consideration of Policy regarding Use of the CDD Parks……………………………… Page 155 

C. District Engineer  
a. Discussion of Engagement Letter Christovich and Associates, LLC…………………... Page 161 
b. Discussion on Sidewalk Assessment…………………………………………………… Page 164 

D. District Manager  
a. WOW 5k Event Permit………………………………………………………………..... Page 199 
b. Consideration of Invoicing SOP………………………………………………………... Page 202 

6. Audience Comments on New Business Items – Three (3) Minute Time Limit  
7. Supervisor Requests  
8. Adjournment  

 
 The next workshop meeting is scheduled for September 15, 2026, 4:00 p.m. at Maureen B. Gauzza 
Public Library, 11211 Countryway Blvd, Tampa, Florida. 



Westchase Community Development District
Balance Sheet
July 31, 2026

ACCOUNT DESCRIPTION GENERAL FUND (001)
GENERAL FUND - 

HARBOR LINKS (002)
GENERAL FUND - THE 

ENCLAVE (003)
GENERAL FUND - 

SAVILLE ROW (004)

GENERAL FUND - 
COMMERCIAL ROAD 

(005)
ASSETS
Cash - Checking Account  $                               -    $                               -    $                               -    $                               -    $                               -   
Accounts Receivable 73,300                                     -                                     -                                     -                                     - 
Lease Receivable 479,758                                     -                                     -                                     -                                     - 
Due From Other Gov'tl Units 1,642                                     -                                     -                                     -                                     - 
Interest/Dividend Receivables 2,401                                     -                                     -                                     -                                     - 
Due From Other Funds 2,857,782 421,713 9,673 10,811 76,231 
Investments:
Money Market Account                                     -                                     -                                     -                                     -                                     - 
Prepaids                           14,671                                  96                                     -                                177                                     - 
Deposits 3,191 667 3,030 20                                     - 

TOTAL ASSETS 3,432,745$ 422,476$ 12,703$ 11,008$ 76,231$ 
LIABILITIES
Accounts Payable  $                     155,970  $                       14,880  $                               -    $                            177  $                               -   
Accrued Expenses 108,225                             1,448                             2,017                                  38                                     - 
Sales Tax Payable 2,901                                     -                                     -                                     -                                     - 
Deferred Revenue 456,285                                     -                                     -                                     -                                     - 
Due To Other Funds -                                     -                                     -                                     -                                     - 

TOTAL LIABILITIES 723,382 16,329 2,017 215 - 
FUND BALANCES
Nonspendable:
Deposits 3,191                                667                             3,030                                  20                                     - 

Restricted for:
Capital Projects -                                     -                                     -                                     -                                     - 

Assigned to:
Operating Reserves 833,713                             9,555                                205                                     -                             1,280 
Reserves - Erosion Control 60,000                                     -                                     -                                     -                                     - 
Reserves - Roadways 502,031                         177,921                                     -                             5,234                           14,250 

Unassigned: 1,310,428                         218,004                             7,451                             5,539                           60,701 

TOTAL FUND BALANCES 2,709,363$ 406,147$ 10,686$ 10,793$ 76,231$ 

TOTAL LIABILITIES & FUND BALANCES 3,432,745$ 422,476$ 12,703$ 11,008$ 76,231$ 
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Westchase Community Development District
Balance Sheet
July 31, 2026

ACCOUNT DESCRIPTION
ASSETS
Cash - Checking Account
Accounts Receivable
Lease Receivable
Due From Other Gov'tl Units
Interest/Dividend Receivables
Due From Other Funds
Investments:
Money Market Account
Prepaids
Deposits

TOTAL ASSETS
LIABILITIES
Accounts Payable
Accrued Expenses
Sales Tax Payable
Deferred Revenue
Due To Other Funds

TOTAL LIABILITIES
FUND BALANCES
Nonspendable:
Deposits

Restricted for:
Capital Projects

Assigned to:
Operating Reserves
Reserves - Erosion Control
Reserves - Roadways

Unassigned:
TOTAL FUND BALANCES

TOTAL LIABILITIES & FUND BALANCES

GENERAL FUND - THE 
GREENS (102)

GENERAL FUND - 
STONEBRIDGE (103)

GENERAL FUND -
WEST PARK VILLAGE 

(323,4,5A,6) (104)

GENERAL FUND -
WEST PARK VILLAGE 

(324-C5) (105)
GENERAL FUND - 
VINEYARDS (106)

 $                               -    $                            -  $                               -    $                               -    $                               -   
                                    -  -                                     -                                     -                                     - 
                                    -  -                                     -                                     -                                     - 
                                    -  -                                     -                                     -                                     - 
                                    -  -                                     -                                     -                                     - 

353,169 67,311 120,922 30,585 300,411 

                                    -                                  -                                     -                                     -                                     - 
                                    -                                  -                                     -                                     -                                     - 

8,120 853 14,572 765                                     - 

361,289$ 68,164$ 135,494$ 31,350$ 300,411$ 

 $                              93  $                         576  $                               -    $                               -    $                            290 
                          29,679                             779                           12,009                                554                                     - 
                                    -                                  -                                     -                                     -                                     - 
                                    -                                  -                                     -                                     -                                     - 
                                    -                                  -                                     -                                     -                                     - 

29,772 1,355 12,009 554 290 

                            8,120                             853                           14,572                                765                                     - 

                                    -                                  -                                     -                                     -                                     - 

                                    -                          3,703                                361                             1,289                             3,818 
                                    -  -                                     -                                     -                                     - 
                            5,201                        51,831                         101,362                           23,797                         156,509 
                        318,196                        10,422                             7,189                             4,945                         139,794 

331,517$ 66,809$ 123,484$ 30,796$ 300,121$ 

361,289$ 68,164$ 135,494$ 31,350$ 300,411$ 
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Westchase Community Development District
Balance Sheet
July 31, 2026

ACCOUNT DESCRIPTION
ASSETS
Cash - Checking Account
Accounts Receivable
Lease Receivable
Due From Other Gov'tl Units
Interest/Dividend Receivables
Due From Other Funds
Investments:
Money Market Account
Prepaids
Deposits

TOTAL ASSETS
LIABILITIES
Accounts Payable
Accrued Expenses
Sales Tax Payable
Deferred Revenue
Due To Other Funds

TOTAL LIABILITIES
FUND BALANCES
Nonspendable:
Deposits

Restricted for:
Capital Projects

Assigned to:
Operating Reserves
Reserves - Erosion Control
Reserves - Roadways

Unassigned:
TOTAL FUND BALANCES

TOTAL LIABILITIES & FUND BALANCES

WESTCHASE 
UNINSURABLE 
ASSETS FUND CLEARING FUND TOTAL

 $                               -   1,740,423$ 1,740,423$ 
                                    -                                     - 73,300 
                                    -                                     - 479,758 
                                    -                                     - 1,642 
                                    -                                     - 2,401 

702,196                                     - 4,950,803 

                                           - 
                                    - 3,210,380 3,210,380 
                                    - - 14,944 
                                    -  - 31,218 

702,196$ 4,950,803$ 10,504,869$ 

 $                               -   -$ 171,987 
                                    -                                     - 154,749 
                                    -                                     - 2,901 
                                    -                                     - 456,285 
                                    -                      4,950,803 4,950,803 

- 4,950,803 5,736,725.46 

                                    -                                     - 31,218 

                        702,196                                     - 702,196 

                                    -                                     - 853,924 
                                    -                                     - 60,000 
                                    -                                     - 1,038,136 
                                    -                                     - 2,082,668 

702,196$ -$ 4,768,143$ 

702,196$ 4,950,803$ 10,504,869$ 
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jul-26

BUDGET  ACTUAL ADOPTED BUD ACTUAL

26,000$ 50,526 194.33% 5,275$ 
             1,500              4,760 317.33%                      - 
           20,899                    -   0.00%                      - 
      3,608,406       3,608,782 100.01%                 365 
        (144,336)         (133,068) 92.19%                      - 
                800              3,652 456.50%                      - 
             5,000              8,425 168.50%                 300 
                     -              2,500 0.00%                      - 

3,518,269 3,545,577 100.78% 5,941

           19,000            17,400 91.58%              2,000 
             1,454                 352 24.20%                      - 
           75,000            67,425 89.90%            19,875 
         125,000            82,860 66.29%              9,514 
         128,683          105,651 82.10%            10,417 
           16,639            12,927 77.69%              1,475 
             7,800              7,900 101.28%                      - 
             5,000              4,666 93.32%              4,665 
           62,116            52,546 84.59%                      - 
                300                    -   0.00%                      - 
             6,500              1,487 22.88%                 836 
           68,384            69,507 101.64%                      - 
             1,100                 321 29.17%                   11 
             9,363              3,122 33.34%                 422 
                120                 961 800.60%                 119 
                175                 175 100.00%                      - 

526,634 427,300 81.14% 49,332

         118,000            98,530 83.50%            10,030 
             8,820            14,614 165.69%              1,415 
           15,000                    -   0.00%                      - 
           27,200          163,707 601.87%             (9,787)
             8,000              1,458 18.23%                      - 

177,020 278,309 157.22% 1,658Total Flood Control/Stormwater Mgmt

Flood Control/Stormwater Mgmt

Total Administration
Annual District Filing Fee
Office Supplies
Misc-Contingency

R&M-Fountain
R&M-Drainage
R&M-Aquascaping
Contracts-Fountain
Contracts-Lake and Wetland

Postage and Freight
Auditing Services
ProfServ-Recording Secretary
ProfServ-Mgmt Consulting
ProfServ-Legal Services

Misc-Credit Card Fees
Misc-Assessment Collection Cost
Legal Advertising
Printing and Binding
Insurance - General Liability

TOTAL REVENUES
Insurance Reimbursements
Pavilion Rental
Other Miscellaneous Revenues
Special Assmnts- Discounts

ProfServ-Engineering
FICA Taxes
P/R-Board of Supervisors

Administration
EXPENDITURES

ACCOUNT DESCRIPTION

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund (001)                                                                                                                                                                                                                                                                                                                                                                                                                                  
For the Period Ending July, 31, 2026

Special Assmnts- Tax Collector
Lease Revenue
Interest - Tax Collector
Interest - Investments

REVENUES
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jan-00

BUDGET  ACTUAL ADOPTED BUD ACTUAL

         310,000          245,377 79.15%            21,998 
         104,000            69,235 66.57%              7,351 
           36,000            31,655 87.93%              2,879 
           40,000            37,500 93.75%                      - 
           50,000            24,062 48.12%              1,903 
           25,000            18,387 73.55%              4,720 
         185,000          150,331 81.26%            16,190 
           20,000            16,300 81.50%              1,630 
         708,000          631,667 89.22%            63,167 
         147,592          150,000 101.63%                      - 
         140,000            96,430 68.88%                      - 
             9,843            13,500 137.15%                      - 
           72,000          122,704 170.42%            40,901 
                781                 481 61.57%                      - 
                730                 800 109.61%                   71 
           16,500            16,798 101.80%              2,029 
             9,000              2,975 33.06%                 279 
           23,275            33,893 145.62%              3,344 
           10,000            30,342 303.42%              6,082 
             6,703              5,670 84.59%                      - 
           60,000          226,313 377.19%             (3,787)
           20,000            16,246 81.23%             (1,278)
         125,000          261,408 209.13%          125,076 
           80,000            39,829 49.79%                 814 
           26,000            98,529 378.96%              6,114 
             6,000            39,605 660.09%                      - 
           32,500            33,123 101.92%                      - 
           20,000              8,937 44.69%                      - 
           10,000                    -   0.00%                      - 
           80,000                    -   0.00%                      - 
         250,000            82,722 33.09%                   71 
             3,500                 982 28.04%                      - 
             6,800              5,500 80.88%                 550 
             3,000                 424 14.13%                   23 
                600                 960 160.00%                      - 
                600                   39 6.58%                      - 
             4,000              1,072 26.80%                 185 
             1,000 0.00%                      - 

2,643,424 2,513,796 95.10% 300,309

Office Supplies
Cleaning Services

Misc-Taxes (Streetlights)
Misc-Contingency

Holiday Decoration
Misc-Hurricane Expense

Conference and Seminars

Total Right of Way

Supplies - Misc.
Subscriptions and Memberships

Op Supplies - General
Op Supplies - Uniforms

Insurance - General Liability
R&M-General

Utility  - General
Utility - Reclaimed Water

Fuel, Gasoline and Oil
Communication - Teleph - Field

R&M-Signage
R&M-Walls and Signage

R&M-Irrigation
R&M-Sidewalks

R&M-Equipment
R&M-Grounds

Contracts-Other Services
Contracts-Landscape

ProfServ-Landscape Architect
Contracts-Police

Payroll - Bonus
FICA Taxes

Contracts-Security Alarms
Contracts-Pest Control

Contracts-Road Cleaning
Contracts-Trees & Trimming

Contracts-Mulch
Contracts-Plant Replacement

Payroll-Benefits
Payroll - Overtime

Right of Way
Payroll-Salaries

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund (001)                                                                                                                                                                                                                                                                                                                                                                                                                                  
For the Period Ending July, 31, 2026

ACCOUNT DESCRIPTION
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jan-00
BUDGET  ACTUAL ADOPTED BUD ACTUAL

           30,000            53,877 179.59%              8,642 
                700                    -   0.00%                      - 
             1,200              1,500 125.00%                      - 
             1,500              6,314 420.92%                      - 
             1,400                 584 41.71%                      - 
             4,000              2,900 72.50%                      - 
             7,391              9,766 132.13%                 882 
         125,000            35,999 28.80%                      - 

171,191 110,939 64.80% 9,524

3,518,269 3,330,344 94.66% 360,823

                     -          215,233 0.00%         (354,882)
-$ 215,233 0.00% (354,882)$ 

2,494,131 2,494,131 
$ 2,494,131 2,709,363 FUND BALANCE, ENDING

Net change in fund balance
FUND BALANCE, BEGINNING (OCT 1, 2025)

Excess (deficiency) of revenues
Over (under) expenditures

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund (001)                                                                                                                                                                                                                                                                                                                                                                                                                                  
For the Period Ending July, 31, 2026

ACCOUNT DESCRIPTION

R&M-Grounds
R&M-Signage

R&M-Boardwalks
R&M-Brick Pavers

Common Area
R&M-General

TOTAL EXPENDITURES

Park Improvements

Total Common Area

R&M-Walls and Signage
Internet Services
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jul-26

BUDGET  ACTUAL ADOPTED BUD ACTUAL

500$ 6,769 1353.78% 707$ 
           60,182            60,188 100.01%                     6 
            (2,407)             (2,219) 92.20%                      - 
                     -                 488 0.00%                   90 

58,275 65,226 111.93% 803

             1,204              1,159 96.28%                      - 
                  15                   19 124.80%                     4 

1,219 1,178 96.64% 4

             3,300              4,407 133.55%                 400 
             5,500              5,581 101.48%                 543 
             3,000              2,538 84.59%                      - 
           19,700            46,975 238.45%            15,238 
             5,794            10,186 175.81%                      - 
           19,762                    -   0.00%                      - 

57,056 69,688 122.14% 16,182

58,275 70,866 121.61% 16,186

                     -             (5,640) 0.00%           (15,383)
-$ (5,640) 0.00% (15,383)$ 

411,787 411,787 
$ 411,787 406,147 

REVENUES
Interest - Investments
Special Assmnts- Tax Collector
Special Assmnts- Discounts
Gate Bar Code/Remotes

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund - Harbor Links (002)                                                                                                                                                                                                                                                                                                                                                                                                               

ACCOUNT DESCRIPTION

For the Period Ending July, 31, 2026

Total Administration

Right of Way
Communication - Teleph - Field
Electricity - Streetlights
Insurance - General Liability

TOTAL REVENUES

EXPENDITURES
Administration

Misc-Assessment Collection Cost
Misc-Credit Card Fees

FUND BALANCE, ENDING

TOTAL EXPENDITURES

Excess (deficiency) of revenues
Over (under) expenditures

Net change in fund balance
FUND BALANCE, BEGINNING (OCT 1, 2025)

R&M-General
R&M-Gate
Reserve - Roadways

Total Right of Way
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jul-26

BUDGET  ACTUAL ADOPTED BUD ACTUAL

151$ 58 38.09% 6$ 
           28,339            28,342 100.01%                     3 
            (1,134)             (1,045) 92.16%                      - 

27,356 27,355 100.00% 9

                567                 546 96.28%                      - 
567 546 96.28% 0

           26,500            20,779 78.41%              2,169 
26,500 20,779 78.41% 2,169

27,067 21,325 78.79% 2,169

                289              6,030 2086.42%             (2,160)
289$ 6,030 2086.42% (2,160)$ 

4,656 4,656 
$ 4,945 10,686 

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund - The Enclave (003)                                                                                                                                                                                                                                                                                                                                                                                                       

FUND BALANCE, ENDING
FUND BALANCE, BEGINNING (OCT 1, 2025)
Net change in fund balance

Over (under) expenditures
Excess (deficiency) of revenues

TOTAL EXPENDITURES

Total Right of Way
R&M-Streetlights

Right of Way

Total Administration
Misc-Assessment Collection Cost

Administration
EXPENDITURES

TOTAL REVENUES
Special Assmnts- Discounts
Special Assmnts- Tax Collector
Interest - Investments

REVENUES

ACCOUNT DESCRIPTION

For the Period Ending July, 31, 2026
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jul-26

BUDGET  ACTUAL ADOPTED BUD ACTUAL

80$ - 0.00% -$ 
           16,222            16,224 100.01%                     2 
               (649)                (598) 92.18%                      - 
                     -                 218 0.00%                   45 

15,653 15,844 101.22% 47

                324                 312 96.44%                      - 
                    4                     8 208.25%                     2 

328 321 97.80% 2

             1,980              2,055 103.78%                 176 
             4,796              4,057 84.59%                      - 
             1,500              3,500 233.33%                      - 
             1,500                 758 50.56%                      - 
                300                 345 114.96%                   35 
             3,300                    -   0.00%                      - 

13,376 10,715 80.11% 211

13,704 11,036 80.53% 213

             1,949              4,808 246.68%                (166)
1,949$ 4,808 246.68% (166)$ 

5,985 5,985 
$ 7,934 10,793 

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund - Saville Row (004)                                                                                                                                                                                                                                                                                                                                                     

TOTAL REVENUES
Gate Bar Code/Remotes
Special Assmnts- Discounts
Special Assmnts- Tax Collector
Interest - Investments

For the Period Ending July, 31, 2026

REVENUES

ACCOUNT DESCRIPTION

R&M-General
Insurance - General Liability
Communication - Teleph - Field

Right of Way

Total Administration
Misc-Credit Card Fees
Misc-Assessment Collection Cost

Administration
EXPENDITURES

Net change in fund balance

Over (under) expenditures
Excess (deficiency) of revenues

TOTAL EXPENDITURES

Total Right of Way
Reserve - Roadways
R&M-Streetlights
R&M-Gate

FUND BALANCE, ENDING
FUND BALANCE, BEGINNING (OCT 1, 2025)
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jul-26

BUDGET  ACTUAL ADOPTED BUD ACTUAL

150$ 1,077 718.11% 112$ 
             6,052              6,053 100.01%                     1 
               (242)                (223) 92.23%                      - 

5,960 6,907 115.88% 113

                121                 117 96.34%                      - 
121 117 96.34% 0

             5,000                    -   0.00%                      - 
                839                    -   0.00%                      - 

5,839                    -   0.00% 0

5,960 117 1.96% 0

                     -              6,790 0.00%                 113 
-$ 6,790 0.00% 113$ 

69,441 69,441 
$ 69,441 76,231 

Interest - Investments

For the Period Ending July, 31, 2026

REVENUES

ACCOUNT DESCRIPTION

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund - Commercial Road (005)                                                                                                                                                                                                                                                                                                    

R&M-General
Right of Way

Total Administration
Misc-Assessment Collection Cost

Administration
EXPENDITURES

TOTAL REVENUES
Special Assmnts- Discounts
Special Assmnts- Tax Collector

FUND BALANCE, ENDING
FUND BALANCE, BEGINNING (OCT 1, 2025)
Net change in fund balance

Over (under) expenditures
Excess (deficiency) of revenues

TOTAL EXPENDITURES

Total Right of Way
Reserve - Roadways
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jul-26

BUDGET  ACTUAL ADOPTED BUD ACTUAL

700$ 2,780 397.10% 290$ 
         440,564          440,610 100.01%                   45 
          (17,623)           (16,247) 92.19%                      - 
                     -              2,361 0.00%                 135 
                     -              4,726 0.00%              1,633 

423,641 434,229 102.50% 2,103

             8,811              8,486 96.32%                      - 
                  80                   92 115.38%                     5 

8,891 8,579 96.49% 5

         240,977          225,236 93.47%            23,282 
                240                 175 72.92%                   20 
             2,100              2,063 98.25%                 197 
             2,119              1,793 84.59%                      - 
           20,000         (190,382) -951.91%                 311 
           10,000              8,579 85.79%              1,740 
           68,712            59,992 87.31%              6,271 
           62,000                    -   0.00%                      - 

406,148 107,455 26.46% 31,820

415,039 116,034 27.96% 31,826

             8,602          318,196 3699.09%           (29,723)
8,602$ 318,196 3699.09% (29,723)$ 

13,321 13,321 
$ 21,923 331,517 

Insurance Reimbursements
Gate Bar Code/Remotes
Special Assmnts- Discounts

For the Period Ending July, 31, 2026

Special Assmnts- Tax Collector
Interest - Investments

REVENUES

ACCOUNT DESCRIPTION

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund - The Greens (102)                                                                                                                                                                                                                                                                                                     

FUND BALANCE, ENDING
FUND BALANCE, BEGINNING (OCT 1, 2025)
Net change in fund balance

Over (under) expenditures
Excess (deficiency) of revenues

TOTAL EXPENDITURES

Total Right of Way
Reserve - Roadways
R&M-Streetlights
R&M-Gate
R&M-General
Insurance - General Liability
Communication - Teleph - Field
Contracts-Pest Control
Contracts-Security Services

Right of Way

Total Administration
Misc-Credit Card Fees
Misc-Assessment Collection Cost

Administration
EXPENDITURES

TOTAL REVENUES
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jul-26

BUDGET  ACTUAL ADOPTED BUD ACTUAL

200$ 974 486.83% 102$ 
           19,237            19,239 100.01%                     2 
               (769)                (709) 92.25%                      - 

18,668 19,503 104.47% 104

                385                 371 96.26%                      - 
                  10                    -   0.00%                      - 

395 371 93.82% 0

             1,500              2,101 140.04%                 255 
                386                 327 84.59%                      - 
             1,000                    -   0.00%                      - 
             3,792                 484 12.76%                 484 
             7,740              6,641 85.80%                 684 
             3,855                    -   0.00%                      - 

18,273 9,552 52.27% 1,423

18,668 9,922 53.15% 1,423

                     -              9,581 0.00%             (1,319)
-$ 9,581 0.00% (1,319)$ 

57,228 57,228 
$ 57,228 66,809 

EXPENDITURES

TOTAL REVENUES
Special Assmnts- Discounts
Special Assmnts- Tax Collector
Interest - Investments

REVENUES

ACCOUNT DESCRIPTION

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund - Stonebridge (103)                                                                                                                                                                                                                                                                                                     
For the Period Ending July, 31, 2026

FUND BALANCE, ENDING
FUND BALANCE, BEGINNING (OCT 1, 2025)
Net change in fund balance

Over (under) expenditures
Excess (deficiency) of revenues

TOTAL EXPENDITURES

Total Right of Way
Reserve - Roadways
R&M-Streetlights
R&M-Gate
R&M-General
Insurance - General Liability
Communication - Teleph - Field

Right of Way

Total Administration
Misc-Credit Card Fees
Misc-Assessment Collection Cost

Administration
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jul-26

BUDGET  ACTUAL ADOPTED BUD ACTUAL

-$ 1,465 0.00% 153$ 
         176,696          176,714 100.01%                   18 
            (7,068)             (6,516) 92.19%                      - 

169,628 171,663 101.20% 171

             3,534              3,404 96.31%                      - 
3,534 3,404 96.31% 0

             2,044                 269 13.15%                      - 
         144,348          120,055 83.17%            12,009 
           19,702            40,747 206.82%                      - 

166,094 161,071 96.98% 12,009

169,628 164,475 96.96% 12,009

                     -              7,189 0.00%           (11,838)
-$ 7,189 0.00% (11,838)$ 

116,296 116,296 
$ 116,296 123,484 

ACCOUNT DESCRIPTION

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund - West Park Village (323,4,5A,6) (104)                                                                                                                                                                                                                                                                                        
For the Period Ending July, 31, 2026

FUND BALANCE, ENDING
FUND BALANCE, BEGINNING (OCT 1, 2025)
Net change in fund balance

Over (under) expenditures
Excess (deficiency) of revenues

TOTAL EXPENDITURES

Total Right of Way
Reserve - Roadways
R&M-Streetlights
R&M-General

Right of Way

Total Administration
Misc-Assessment Collection Cost

Administration
EXPENDITURES

TOTAL REVENUES
Special Assmnts- Discounts
Special Assmnts- Tax Collector
Interest - Investments

REVENUES

Page 14



ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jul-26

BUDGET  ACTUAL ADOPTED BUD ACTUAL

90$ 446 495.26% 47$ 
             7,778              9,416 121.06%                     3 
               (311)                (294) 94.47%                      - 

7,557 9,568 126.61% 49

                156                 182 116.90%                      - 
156 182 116.90% 0

             4,999              5,705 114.12%                 596 
             2,402                    -   0.00%                      - 

7,401 5,705 77.08% 596

7,557 5,887 77.90% 596

                     -              3,681 0.00%                (546)
-$ 3,681 0.00% (546)$ 

27,115 27,115 
$ 27,115 30,796 

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund - West Park Village (324-C5) (105)                                                                                                                                                                                                                                                                                   

Reserve - Roadways
R&M-Streetlights

Right of Way

Total Administration
Misc-Assessment Collection Cost

Administration
EXPENDITURES

For the Period Ending July, 31, 2026

TOTAL REVENUES
Special Assmnts- Discounts
Special Assmnts- Tax Collector
Interest - Investments

REVENUES

ACCOUNT DESCRIPTION

FUND BALANCE, ENDING
FUND BALANCE, BEGINNING (OCT 1, 2025)
Net change in fund balance

Over (under) expenditures
Excess (deficiency) of revenues

TOTAL EXPENDITURES

Total Right of Way
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ANNUAL YTD ACTUAL

ADOPTED  YEAR TO 
DATE 

AS A % OF Jul-26

BUDGET  ACTUAL ADOPTED BUD ACTUAL

500$ 4,862 972.45% 508$ 
28,020 26,385 94.16% 1

            (1,121)             (1,026) 91.55%                      - 
                     -                 263 0.00%                   45 

27,399 30,484 111.26% 553

                560                 507 90.57%                      - 
                  10                     9 85.80%                     2 

570 516 90.48% 2

             1,436              1,215 84.59%                      - 
             4,543                 921 20.26%                      - 
             2,625                    -   0.00%                      - 
             5,000            16,758 335.16%                      - 
             1,800              1,642 91.20%                 141 
           11,425                    -   0.00%                      - 

26,829 20,535 76.54% 141

27,399 21,051 76.83% 142

                     -              9,433 0.00%                 411 
-$ 9,433 0.00% 411$ 

290,687 290,687 
$ 290,687 300,121 

Westchase Community Development District                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Statement of Revenues, Expenditures and Changes in Fund Balances                                                                                                                                                                                                                                                                                                                                                                                                                                                           

General Fund - Vineyards (106)                                                                                                                                                                                                                                                                                   

Administration

For the Period Ending July, 31, 2026

EXPENDITURES

TOTAL REVENUES
Gate Bar Code/Remotes
Special Assmnts- Discounts
Special Assmnts- Tax Collector
Interest - Investments

REVENUES

ACCOUNT DESCRIPTION

Internet Services
R&M-Gate
R&M-Drainage
R&M-General
Insurance - General Liability

Right of Way

Total Administration
Misc-Credit Card Fees
Misc-Assessment Collection Cost

FUND BALANCE, ENDING
FUND BALANCE, BEGINNING (OCT 1, 2025)
Net change in fund balance

Over (under) expenditures
Excess (deficiency) of revenues

TOTAL EXPENDITURES

Total Right of Way
Reserve - Roadways
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Westchase Community Development District 
Supporting Schedules
July 31, 2026

Non-Ad Valorem Special Assessments
(Hillsborough County Tax Collector - Monthly Collection Distributions) For the Fiscal Year Ending September 30, 2026

Date Received
Net Amount 
Received

Interest/ 
Discount 
Amount

Collection 
Costs

Gross Amount 
Received

001 General 
Fund 

Assessments

002 Harbor 
Link Fund 

Assessments

003 The 
Enclave Fund 
Assessments

004 Saville 
Row Fund 

Assessments

005 
Commercial 
Road Fund 

Assessments
Assessments 4,391,496$        3,608,406$        60,182$          28,339$          16,222$          6,052$            
Levied 100.00% 82.17% 1.37% 0.65% 0.37% 0.14%

11/07/25 49,621              2,550              1,013              53,184               40,773               680                 320                 183                 68                   
11/14/25 242,498            10,310            4,949              257,757             199,256             3,323              1,565              896                 334                 
11/21/25 248,314            10,557            5,068              263,939             204,035             3,403              1,602              917                 342                 
12/03/25 1,134,184         48,222            23,147            1,205,553          931,937             15,543            7,319              4,190              1,563              
12/05/25 1,593,668         67,753            32,524            1,693,945          1,309,486          21,840            10,284            5,887              2,196              
12/19/25 450,328            18,533            9,190              478,051             370,026             6,171              2,906              1,663              621                 
01/06/26 80,070              2,506              1,634              84,209               65,792               1,097              517                 296                 110                 
02/04/26 128,130            2,895              2,615              133,640             105,282             1,756              827                 473                 177                 
03/05/26 34,742              349                 709                 35,799               28,547               476                 224                 128                 48                   
04/07/26 123,601            42                   2,522              126,165             101,560             1,694              798                 457                 170                 
05/07/26 15,086              (441)                308                 14,953               12,396               207                 97                   56                   21                   
06/05/26 9,237                 (275)                189                 9,151                 7,590                 127                 60                   34                   13                   
06/17/26 35,492              (1,055)             724                 35,161               29,163               486                 229                 131                 49                   
07/16/26 445                    445                    365                    6                      3                      2                      1                      
TOTAL 4,145,415         161,946          84,592            4,391,953          3,406,206          56,810            26,751            15,313            5,713              

% Collected 94.40% 94.40% 94.40% 94.40% 94.40%

ALLOCATION BY FUND
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Westchase Community Development District 
Supporting Schedules
July 31, 2026

Non-Ad Valorem Special Assessments
(Hillsborough County Tax Collector - Monthly Collection Distributions) For the Fiscal Year Ending September 30, 2026

Date Received
Net Amount 
Received

Interest/ 
Discount 
Amount

Collection 
Costs

Gross Amount 
Received

Assessments 4,391,496$        
Levied 100.00%

11/07/25 49,621              2,550              1,013              53,184               
11/14/25 242,498            10,310            4,949              257,757             
11/21/25 248,314            10,557            5,068              263,939             
12/03/25 1,134,184         48,222            23,147            1,205,553          
12/05/25 1,593,668         67,753            32,524            1,693,945          
12/19/25 450,328            18,533            9,190              478,051             
01/06/26 80,070              2,506              1,634              84,209               
02/04/26 128,130            2,895              2,615              133,640             
03/05/26 34,742              349                 709                 35,799               
04/07/26 123,601            42                   2,522              126,165             
05/07/26 15,086              (441)                308                 14,953               
06/05/26 9,237                 (275)                189                 9,151                 
06/17/26 35,492              (1,055)             724                 35,161               
07/16/26 445                    445                    
TOTAL 4,145,415         161,946          84,592            4,391,953          

% Collected

102 The 
Greens Fund 
Assessments

103 
Stonebridge 

Fund 
Assessments

104 West Park 
Village Fun 

Assessments

105 West Park 
Village Fund 
Assessments

106 Vineyards 
Fund 

Assessments
440,564$        19,237$          176,696$        28,020$          7,778$            

10.03% 0.44% 4.02% 0.64% 0.18%
4,978              217                 1,997              317                 88                   

24,328            1,062              9,757              1,547              430                 
24,911            1,088              9,991              1,584              440                 

113,784          4,968              45,635            7,237              2,009              
159,880          6,981              64,123            10,168            2,823              

45,178            1,973              18,119            2,873              798                 
8,033              351                 3,222              511                 142                 

12,854            561                 5,155              818                 227                 
3,485              152                 1,398              222                 62                   

12,400            541                 4,973              789                 219                 
1,513              66                   607                 96                   27                   

927                 40                   372                 59                   16                   
3,561              155                 1,428              226                 63                   

45                   2                      18                   3                      1                      
415,877          18,159            166,795          26,450            7,342              

94.40% 94.40% 94.40% 94.40% 94.40%

ALLOCATION BY FUND
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Number Date Payee Memo Payment
070826ACH 07/08/26 Matrix Trust Company - Ach Westchase CDD Retirement Trust.  https://clientname(FILLIN).payableslockbox.com/DocView/InvoiceVie 679.50             
100216 07/08/26 Redtree Landscape Systems, Llc Invoice: 34685 (Reference: seasonal color - June 2026.  )  Invoice: 34786 (Reference: Landscape Ju 85,666.66      
100217 07/08/26 Jan Pro of Tampa Invoice: 244638 (Reference: Cleaning Service July 2026.  ) 1,645.00         
100218 07/08/26 Florida Municipal Insurance Trust Invoice: 062226- (Reference: Invoice for Insurance Programs Due 06/01/2026 and  07/01/2026.  ) 10,358.80      
100219 07/08/26 Kai Connected, LLC Invoice: 5379 (Reference: June 2026 Management.  )  Invoice: 5378 (Reference: May 2026 Management. 20,833.34      
100220 07/08/26 Aventura Nursery & Landscape Inc. Invoice: 55887 (Reference: Harbor Links- Washy Palm replacement.  )  Invoice: 55888 (Reference: Ha 8,600.00         
100221 07/08/26 Buchanan Building Services, LLC Invoice: 20211409 (Reference: wiring of Sheldon/Linebaugh monument.  ) 475.00             
100222 07/08/26 Palmdale Oil Company, Inc Invoice: SI-259191 (Reference: Palmdale June 2026.  )  Invoice: SI-227436 (Reference: Palmdale oil 3,334.08         
100223 07/08/26 Quality Power Invoice: 727694 (Reference: Brush knife blade, grass blade and FS tool parts kit.  ) 82.26               
100224 07/08/26 SiteOne Landscape Supply, LLC Invoice: 168007070-001 (Reference: Roundup and Pro-Trade sprayer.  ) 134.69             
100225 07/08/26 Bomac Construction Services, Inc Invoice: 4576a (Reference: Street Sweeping 6/24/26.  ) 2,250.00         
100226 07/08/26 Hughes Exterminators Inc Invoice: 68659846 (Reference: Pest Control - Office June 2026.  )  Invoice: 68660884 (Reference: R 66.00               
100227 07/08/26 Panther Pools Invoice: 6129 (Reference: 9998 New Parke fountain - July 2026.  ) 232.41             
100228 07/08/26 Pete's Tree & Crane Service Invoice: 1238 (Reference: Tree removal- June 9, 10, 17 and 25.  ) 14,400.00      
100229 07/08/26 Panther Pools Invoice: 6131 (Reference: WPV Fountain - July 2026.  )  Invoice: 6127 (Reference: Actuating Founta 1,182.28         
300030 07/09/26 Hillsborough County Florida Reference: Summary account 1988200000.  https://clientname(FILLIN).payableslockbox.com/DocView/Inv 3,230.74         
134 07/10/26 Verizon Florida Llc - Ach To accrue payment for two bussiness lines 74.88               
300029 07/12/26 Truist Bank Invoice: 061726-1809 (Reference: CC expenses 5/18/26 to 06/17/26.  ) 4,786.26         
133 07/17/26 TECO To accrue payment for 8934 Promise Dr, Well 22.20               
133 07/17/26 TECO To accrue payment for 9840 W Linebaugh Ave 25.53               
072126ACH 07/21/26 TECO Reference: Summary Account 321000010710 05/21/26-06/19/26.  https://clientname(FILLIN).payablesloc 24,187.07      
100230 07/21/26 Business Observer Invoice: 26-02325H (Reference: Notice of Public Hearing to Consider the Adoption of the Fiscal Yea 835.63             
100231 07/21/26 Hillsborough County Solid Waste Invoice: 15184 (Reference: Solid waste removal - 6/1/2026 to 6/30/2026.  ) 80.37               
100232 07/21/26 Mo'Zart Designs Invoice: 26-9577 (Reference: Island-side exit motor repair.  ) 1,740.21         
100233 07/21/26 Taylor Tree & Land Mgnt Invoice: 1514 (Reference: 6/30/26 clean out canal TECO/Cavendish.  )  Invoice: 1520 (Reference: TE 3,950.00         
100234 07/21/26 R. Marshall Rainey P.A. Invoice: 2026-601 (Reference: Professional Legal Services - Pond 120 06/03, 06/11, 06/15 and 06/16 6,619.50         
100235 07/21/26 Off Duty Management, Inc Invoice: INV368328 (Reference: Off Duty officers - 6/15/2026 to 6/21/2026.  )  Invoice: INV370662 6,503.70         
100236 07/21/26 Securitas Security Invoice: 12617679 (Reference: Securitas 6/01/2026--06/30/2026.  ) 22,244.40      
100237 07/21/26 Veritext, LLC Invoice: 9402380 (Reference: Professional Attendance Job Date: 7/7/2026.  ) 387.50             
100238 07/21/26 Aventura Nursery & Landscape Inc. Invoice: 55886 (Reference: Glencliff, Greencrest & West Park Village- Crape Myrtle Installation. 11,280.00      
100239 07/21/26 SiteOne Landscape Supply, LLC Invoice: 168310368-001 (Reference: Hunter NODE Outdoor Controller and Arborbrace Cloth Palm Brace 1,024.31         
100240 07/21/26 Freeport Fountains, LLC Invoice: 58095 (Reference: WPV Fountain - motor repair shaft seal and replacement.  ) 4,971.00         
100241 07/21/26 AllWater Aquatic Resource Management Invoice: 3190752595220037 (Reference: July 2026 - Monthly Spray Maintenance and Fuel Surcharge.  ) 10,030.00      
132 07/21/26 Service Fee 25.75               
070826ACH 07/08/26 Spectrum Business Reference: Summary account 168980001 05/30/2026 to 06/29/2026.  https://clientname(FILLIN).payable 1,966.11         
151 07/16/26 Payroll 06/29/26-07/12/26 12,403.21      
072126ACH 07/19/26 Spectrum Business Reference: 10053 PARLEY DR WPV Bridge 07/02/26 - 08/01/2026.  https://clientname(FILLIN).payablesl 70.00               
152 07/30/26 Payroll 07/13/26-07/26/26 12,395.17      

Total Disbursment for the Month 278,793.56   

Westchase Community Development District
O&M Report

July 2026
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1  RE:  WESTCHASE COMMUNITY

2      DEVELOPMENT DISTRICT

3  ____________________________________/

4

5  TRANSCRIPT OF:  BOARD MEETING

6

7  DATE :          AUGUST 4, 2026

8

9  TIME:           4:00 p.m. - 6:15 p.m.

10

11  PLACE:          Westchase Swim & Tennis Center

12                  10405 Countryway Boulevard

13                  Tampa, Florida 33626

14

15  REPORTED BY:    Whitlie Grace Cullipher

16                  Notary Public

17                  State of Florida at Large

18

19

20

21

22

23

24

25

Page 1

Veritext Legal Solutions
800-726-7007 305-376-8800
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Page 2
1 APPEARANCES:
2          WESTCHASE COMMUNITY DEVELOPMENT
3          DISTRICT BOARD MEMBERS:
4
5          Matthew Lewis, Chairman
6          Christopher Barrett, Vice Chairman
7          Jim Wimsatt (via telephone)
8          Reggie Gillis
9          Christopher High

10
11          ALSO PRESENT:
12          HIKAI:
13          Heather Dilley, District Manager
14
15
16          DISTRICT ATTORNEY:
17          Erin McCormick
18
19          WESTCHASE STAFF:
20          David Sylvanowicz
21          Sherida Cook
22
23          DISTRICT ENGINEER:
24          Robert Dvorak
25

Page 3
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2 Meeting called to order                                        5
3
4 Roll Call                                                      6
5
6 Pledge of Allegiance                                           6
7
8 Pond 120 discussion with Marsh Rainey                          6
9 Motion to send certified letter                               13

10 (Motion passes)                                               14
11
12 Audience comments                                             15
13
14 Consent agenda                                                19
15 Motion to approve consent agenda                              19
16 Discussion of miscoded expenses to the Greens                 20
17 (Motion passes)                                               19
18 Motion to open public hearing                                 24
19 (Motion passes)                                               26
20 Motion to close public hearing                                44
21 (Motion passes)                                               48
22
23 Resolution 2026-12                                            48
24 Motion to approve Resolution 2026-12                          49
25 Motion to open public hearing                                 49
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1 (Motion passes)                                               49
2 Motion to close public hearing                                50
3 (Motion passes)                                               50
4 Resolution 2026-13                                            50
5 Motion to approve Resolution 2026-13                          51
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8 Motion to accept Resolution 2026-14                           55
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10
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13 district staff                                                56
14 Motion to appoint Chairman Matthew Lewis                      57
15 (Motion passes)                                               57
16 Cell tower discussion                                         57
17 Motion to authorize Chairman Matthew Lewis to execute
18 documents                                                     58
19 (Motion passes)                                               59
20 Discussion of pond 85                                         59
21 Motion to authorize Chairman Matthew Lewis to execute
22 a final license agreement                                     62
23 (Motion passes)                                               63
24 Aquatic Maintenance discussion                                63
25 Motion to approve contract for $130,095                       63

Page 5
1 (Motion passes)                                               74
2
3 Engineer's Report                                             80
4 Discussion of next sidewalk phase                             80
5
6 Field Manager's Report                                        82
7 Paver repair discussion                                       82
8 Motion to approve J & R Paving for repair                     89
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Page 6
1 The transcript of Westchase Community Development District Board

2 Meeting, on the 4th day of August, 2026, at the Westchase Swim &

3 Tennis Center, 10405 Countryway Boulevard, Tampa, Florida,

4 beginning at 4:00 p.m., reported by Whitlie Grace Cullipher,

5 Notary Public in and for the State of Florida at Large.

6                 * * * * * * * * * * * * *

7              CHAIRMAN LEWIS:  Good evening, everyone.  I think

8     we have -- are you ready?

9              THE COURT REPORTER:  Yes.

10              CHAIRMAN LEWIS:  Okay, sorry.  I'm in a different

11     environment today.  I'd like to call to order the Westchase

12     Community Development District meeting for August 4th, 2026.

13     It is 4:00 p.m.  For those of you that are new to a meeting

14     or even if you are not, if you don't mind making sure your

15     cell phones are off or on vibrate or silenced at least.

16     Thank you.

17              With that, also, I'd like to let the record reflect

18     that all supervisors are present with Jim Wimsatt being on

19     the phone, as well as our staff, engineer, manager and

20     attorney.

21              With that, I will -- let's do the Pledge of

22     Allegiance, please.

23              Do we have a flag?

24              MR. SYLVANOWICZ:  I was going to --

25              (The Pledge of Allegiance was recited.)

Page 7
1              CHAIRMAN LEWIS:  Slight change of plans.  We do
2     have an attorney on with -- related to pond 120 and want to
3     move him into position to speak before we move into audience
4     comments.
5              So Heather, I'll turn it over to you.
6              MS. DILLEY:  All right.  Perfect.
7              Hi, Marsh.  Can you hear us okay?
8              MR. RAINEY:  I can hear you great.  Good afternoon.
9              MS. DILLEY:  All right.  Good.  So I'll give you

10     the floor then, Marsh.
11              MR. RAINEY:  Great.  So I've talked with Erin a
12     little bit about what you all have done in the past with the
13     Gilligans and Mr. Consolman and seems like that --
14     (indiscernible) and the -- when the April 10th letter went
15     out, they signed it, this letter agreement, that they would
16     hold -- that -- you had the whole harmless provision in
17     there basically saying, "Look, if something happens to your
18     property, you won't hold us responsible because" -- I mean,
19     these -- the retaining walls are right up on the areas that
20     you need to dredge, so it's a very good chance, you dredge
21     them out, those retaining walls, you know, slide into the
22     pond and -- and those -- good thinking and they signed the
23     letter and they inserted the word, "No," where -- in fact, I
24     was just looking at the letters here.
25              You had, you know, "Furthermore, property owners

Page 8
1     agree to assume liability for any injuries, damages or
2     claims in connection with," and they put, "No liability."
3     Okay.  So that kind of wipes out your whole harmless and the
4     concern is you go out there, you know -- you got a right to
5     go out there and clean this pond and do the dredging.
6     Forget the -- forget the improper improvements and the
7     encroachments.  That's a -- that's a separate issue.  The
8     immediate concern is you're in the middle of the rainy
9     season now, you've had flooding, this part of the drainage

10     system, it's chalked full of stuff, you need to clean it
11     out.
12              So -- and you have a right to do it and I don't
13     think they're questioning that you have no right to go out
14     there and clean it out, but they're like, "Take the chance,"
15     and we don't want to do that because if we just go in there
16     like a bull in a China shop, then you clean it out and then,
17     you know, they are making a claim against you guys and
18     they're the ones who put themselves in that position.
19              And I'm not saying that there wouldn't be
20     comparative fault and there wouldn't be defenses to that,
21     but -- you see where I'm going, it could just be a whole
22     bigger mess than they've already created.
23              So I said to Erin the other day -- we talked about,
24     you know, whether we issue the contract and we just go out
25     there and do out do the work and just -- that just seems --

Page 9
1     I mean, unless there's absolute emergent issues out there,
2     like flooding and they can't -- you know, it's becoming a
3     public danger or a hazard, my thought is to send them
4     another letter with the one you sent before, which I
5     drafted, send them this letter out saying, "If you don't
6     sign this letter without your little heading and get it back
7     to us by August 25," here just to -- to create 20 days, but
8     "If you don't get that back to us, we're going to file a
9     declaratory judgment action against you and go seek

10     declaratory relief from the circuit court," interpreting --
11     you know, the -- and there are legal fee clauses in the CCRs
12     as I recall and they can just make this problem a lot worse
13     for themselves by being this abstinent.
14              And so -- you know, that's my advice, whether you
15     elect to sue them or whether you elect to just go ahead with
16     the work, that's the -- I mean, that's a business judgment
17     call, but -- you know, legally, if you go in there, even
18     though you have a right to be there and even though they
19     shouldn't have built stuff out there and the improvements
20     and the what -- you know, there's still a question because
21     they're going to raise issues saying, "We had permission,"
22     and, "We had some kind of verbal license," which all that's
23     defensible, but it's going to be a fight.
24              So -- and you don't want to -- you know, right now,
25     you don't want to risk going into -- I mean, you don't want
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1     to risk going into the stuff that they've built.  Some of
2     the stuff, I'd be okay with you guys -- once you get this --
3     get this thing worked out, but -- you know, there's just
4     some risk involved.
5              But for the time being, I think, you know, you
6     can't just stand here with this standoff doing nothing while
7     they continue to just ignore the -- ignore the declarations
8     and enjoy their property as they've effectively rebuilt it
9     into the community's easement and so the only way I can see

10     to shake that list is to say, "Okay, we're going to court or
11     you're going to sign this letter so we can at least go out
12     there and do the work," and we -- we'll adjust the issue
13     with the improvements later.
14              If we have to file a DEC action, the DEC action
15     will not only be to declare that, you know, we have a right
16     to go in there without liability and to tear down the stuff
17     they've erected in the drainage easement, but also to have
18     the Court determine that they -- you know, ask for mandatory
19     injunctive relief to remove all the improvements from the
20     drainage easement area and they are at a big risk of, you
21     know, losing everything.
22              So based on my reading -- read of the documents --
23              CHAIRMAN LEWIS:  So --
24              MR. RAINEY:  -- that's the planned course is to get
25     another letter out, send it out tomorrow via certified mail
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1     and with the old letter attached saying, "Sign the clean
2     copy," and we'll get out there and do the dredging and we
3     can talk about the improvement issue because that's still a
4     big issue.
5              CHAIRMAN LEWIS:  Right.
6              MR. RAINEY:  You know, and we still have not heard
7     from SWFWMD -- I don't believe we've heard anything from
8     SWFWMD -- as of the end of last week, we did not -- as to
9     what they want to do.

10              CHAIRMAN LEWIS:  Okay.  And --
11              MS. McCORMICK:  And one thing I would add:  So what
12     you have in your packet is the letter that Marsh had drafted
13     to go to John Consolman and Kara Sutherland, but he did
14     confirm that a small portion of the retaining wall and fill
15     is within the Gilligan's property, too, so this letter would
16     get modified a little bit, but there would be a second
17     letter that would be sent out to the Gilligans as well.
18              CHAIRMAN LEWIS:  Okay.
19              MR. RAINEY:  That was -- that would be substantial
20     in saying unfortunately, there's a -- it's kind of a wonky
21     property line that comes off between them because there's a
22     bend in the street, so it creates this angular property line
23     and the curved drainage easement area goes up onto both
24     properties and the whole pond probably encroaches a good
25     brief eight feet, maybe, into the Gilligan's property, but I
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1     mean, who -- whoever did that retaining wall put retaining
2     wall on the Gilligan property in the drainage easement and
3     there's pond there, so it's -- it's -- and it's -- clearly,
4     some backfill was brought in there, too, once that was done.
5              They don't have the soccer island, but -- that's
6     what I've called it, that the Consolmans have, but -- you
7     know, they've got some -- they've got some stuff in there.
8              CHAIRMAN LEWIS:  Okay.  And we need action on this
9     tonight to --

10              MS. McCORMICK:  If you -- yeah, if you approve us
11     going -- Marsh going ahead and sending it out, then we'll do
12     that, but I wanted to make sure the board was all in
13     agreement with this.
14              CHAIRMAN LEWIS:  Okay.  Have -- and we had All
15     Water scheduled to dredge, they just pushed it out a bit.
16     Right, David?
17              MR. SYLVANOWICZ:  Well, it's in September at some
18     point.
19              CHAIRMAN LEWIS:  September.  And this is -- and
20     they were requesting a response by the parties here by the
21     25th of August.  So -- okay.
22              MR. DVORAK:  I think September 17th.
23              CHAIRMAN LEWIS:  Okay.  I'll make a motion --
24              MR. BARRETT:  Can I just -- can I ask one question?
25              CHAIRMAN LEWIS:  Sure.

Page 13
1              MR. BARRETT:  So Marsh, Chris Barrett on the board.

2     Would SWFWMD's response change anything here or do you think

3     it's not relevant to what we're doing today?

4              MR. RAINEY:  Yeah, we're in a pretty narrow issue

5     right now.  We want to get this letter agreement signed by

6     them or, you know, force the issue just to do the clean out.

7     SWFWMD you is not going to have any problem with us cleaning

8     out what's left in the sump pond right now.  If SWFWMD

9     finally responds and gets back after their review, they're

10     probably going to want a whole lot more done than what we're

11     talking about.  The clean out was simply -- so they won't

12     have any problem with just -- I don't believe -- with just

13     cleaning out the -- the pond that's actually there right

14     now.  They may come in and tell us that pond's got to be a

15     lot bigger and a lot of these improvements have to go, but

16     that's a bigger issue for a later time.

17              MR. BARRETT:  Right, okay.

18              MR. RAINEY:  And frankly, it will really help you

19     guys because now, you got SWFWMD, you got the state

20     government behind you and the Consolmans and the Gilligans

21     in the crosshairs, particularly, if they see the CDD is

22     doing everything it can do to try and force the issue.

23              MR. BARRETT:  Thank you.

24              CHAIRMAN LEWIS:  Jim, did you -- were you going to

25     say something?
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1              MR. WIMSATT:  I was just going to say that sounds
2     like a good plan of action to me.  So --
3              CHAIRMAN LEWIS:  Is that a motion?
4              MR. WIMSATT:  -- that's it.  No, you can make the
5     motion.  You're there.
6              CHAIRMAN LEWIS:  Okay.  All right, guys.  I'll move
7     to send the certified letter to Mr. Consolman, Ms.
8     Sutherland and the Gilligans in relation to pond 120.
9              Do we have a second?

10              MR. GILLIS:  Seconded.
11              CHAIRMAN LEWIS:  Seconded by Reggie.  Any other
12     comments or questions?
13              (No response.)
14              CHAIRMAN LEWIS:  Okay.  All in favor?
15              MR. WIMSATT:  Aye.
16              (All board members signify in the affirmative.)
17              CHAIRMAN LEWIS:  Carries five to zero.
18              (Motion passes.)
19              MR. RAINEY:  Mention one -- one quick housekeeping
20     matter.  Erin, the -- you know, I've got the final signed
21     copies of both of those letter with their little edits.  If
22     you could send me the clean copy of the one you initially
23     sent to Gilligan; you sent me the Consolman one, I've got it
24     and it's already attached to the draft you guys have seen.
25     If you could send me the one you send to the Gilligans at
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1     some point tonight and I'll --
2              MS. McCORMICK:  Yep.
3              MR. RAINEY:  -- you know, or I could attach it.
4     I've already got it up, I'm already editing, you know, I was
5     doing it before we started this Zoom call, so these are
6     going to go out -- I'm going to the Post Office in the
7     morning on the way to do a couple of other errands and I'll
8     get them out the door.
9              MS. McCORMICK:  Okay.  I will send that to you

10     tonight.
11              MR. RAINEY:  All right.  Good deal.  Thank you so
12     much.
13              CHAIRMAN LEWIS:  Thank you, Marsh.  Appreciate it.
14              MS. DILLEY:  Thank you.  Have a great evening.
15              MR. RAINEY:  Have a good one.
16              CHAIRMAN LEWIS:  Thank you.
17              MR. RAINEY:  Take care.
18              CHAIRMAN LEWIS:  All right.  Heather, I'll turn it
19     back over to you for audience comments.
20              MS. DILLEY:  Audience -- all right.  Most of you
21     know me.  I'm Heather Dilley, I'm the manager, CDD manager
22     for Westchase.  We have two sections for audience comments.
23     The first one we have is for agenda items and solely agenda
24     items and then we actually have another audience comments
25     towards the end of the agenda and that's for new business.
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1              I know there's a few items that residents wanted to
2     bring up, but just remember that it's a three-minute
3     maximum.  Just be cautious of your -- you know, mindful of
4     your neighbor and we will usually do from front row to back.
5              So if you have anything, comments or questions for
6     the board, just feel free to do so.  And I'll start now.
7     This is for the agenda items and I'll start with the front
8     row, if anyone has any questions?
9              MR. BARRETT:  So is this like not the official

10     public meeting for the budget.
11              MS. DILLEY:  Not yet.
12              MR. BARRETT:  -- so we wouldn't -- you might want
13     to clarify that we're not going to take budget comments.
14              MS. DILLEY:  Yes, what we'll do is we have the
15     budget adoption in the O and M assessment adoption.  We will
16     have an open public hearing and then there will be a
17     discussion, if you have any questions solely on the budget
18     or the O and M and then we close that section and then we
19     resume the proper -- the regular meeting.
20              So if you have budget questions, there will be
21     another opportunity when the public hearing opens up.
22              So thank you, Chris.
23              MR. SPLAINE:  Is that today you mean?
24              MR. BARRETT:  Yeah.
25              MS. DILLEY:  That's today.
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1              MR. SPLAINE:  Okay.  So if I've got questions about
2     the budget, quiet now, talk later.
3              MS. DILLEY:  Yes, you -- you can open it up at the
4     public hearing.
5              MR. SPLAINE:  Okay.
6              MS. DILLEY:  Anyone in the second row on agenda
7     items?
8              (No response.)
9              MS. DILLEY:  Third row?  Okay.  Go ahead, sir.  If

10     you could, state your name and address.
11              MR. ANDERSON:  Do you mind if I come up there that
12     way because I'm hard of hearing, so it's very difficult --
13              CHAIRMAN LEWIS:  Yeah, that's fine, Barry.
14              MR. ANDERSON:  My name is Barry Anderson, 11829
15     Derbyshire Drive.  Thank you.  I see that the lease
16     assignment by Vertex is on the agenda, so I'd like to follow
17     up with a question that I raised at the last CDD meeting on
18     that issue and specifically, my question -- if you don't
19     mind if I read it, I would appreciate that.  I believe Andy
20     committed at the last meeting to take a look to see, if
21     indeed, Vertex has paid to the CDD everything that is due
22     them under the lease agreement.
23              MS. McCORMICK:  So there's a payment that is due
24     from Vertex tomorrow.  The date under the lease agreement is
25     August 5th, that's for the annual lease payment and I talked
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1     to Allen.  He's wiring that to the district, so it will be
2     received tomorrow morning.  He just -- the reason he hadn't
3     done it yet was he was waiting for the bank information for
4     the district.
5              MR. ANDERSON:  Okay.  I appreciate that, but that's
6     not -- that is not my issue.  I'm a little bit confused as
7     to -- let me back up.  When I looked at the budget for the
8     coming year, it looks like since FY '24 through FY '26, the
9     amount of lease revenue has been held exactly the same every

10     year.  Does that mean that Vertex is paying that amount and
11     that's why it's showing as leased revenue?
12              MS. McCORMICK:  I can't -- I can't answer that
13     question because I don't know how that number in the budget
14     was derived, but I can certainly get with Andy, go through
15     the lease agreement, say, "This is the amount that Vertex
16     has paid each fiscal" -- or each year under the lease
17     agreement and then make sure it's accurate --
18              MR. ANDERSON:  If they are paying the same amount
19     each year, which I believe it shows in the budget
20     spreadsheet --
21              MS. McCORMICK:  Right.
22              MR. ANDERSON:  -- and package for next year, it's
23     20,899 or something like that.  When I look at the lease
24     agreement, I would expect that the inflation provision in
25     the lease should have kicked in sometime -- maybe not in
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1     2024, but I would guess in 2025, 2026 and definitely in
2     2027.  So if we're holding those payments constant and
3     indeed, that's what they're paying, then you could argue
4     they're not in compliance with the lease and that we're
5     losing -- although it's not a tremendous sum of money, we
6     are losing money that the lease says they should be
7     escalating.
8              To me, it's most important, if we're going forward
9     -- if you choose to go forward, that the new company,

10     Vertical Bridge, really does understand what the current
11     base amount is; that it's not 21,000 as within the initial
12     lease, but it has, through the escalated provisions,
13     increased to this amount so that there's no confusion at
14     that point.
15              MS. McCORMICK:  Yeah, that's a good -- I appreciate
16     that and I understand your issues.  So -- I mean, the board
17     can give Andy direction, but what I'm going to do is go
18     through the lease agreement, confer with Kai to make sure of
19     what has been received each year and then before the
20     estoppel and consent would be executed and the sixth
21     amendment to the lease agreement, I will provide that
22     information to make sure --
23              MR. ANDERSON:  I think that's --
24              MS. McCORMICK:  -- so that he can verify that.
25              MR. ANDERSON:  Okay, understand.  Thank you.

Page 20
1              CHAIRMAN LEWIS:  Thank you, Barry.
2              MS. DILLEY:  Okay.  Any other questions in the back
3     row?
4              (No response.)
5              MS. DILLEY:  All right.  Then, I'll close the
6     audience section and we will move to the consent agenda.
7              CHAIRMAN LEWIS:  Okay.  I move to approve the
8     consent agenda.
9              Do we have a second?

10              MR. HIGH:  I'll second.
11              CHAIRMAN LEWIS:  Okay.  With the second, I -- I
12     think there was some things from the previous discussions
13     that I know Mr. Barrett had with the Greens working group,
14     we'll call it and I think it was related to the replacement
15     of the funds.
16              MS. DILLEY:  Yes.
17              CHAIRMAN LEWIS:  So was that -- did we confirm -- -
18     did that --
19              MS. DILLEY:  Yep.  Do you want me to confirm it now
20     or during the -- the budget?
21              CHAIRMAN LEWIS:  If you don't mind, now.  I just
22     want --
23              MS. DILLEY:  Yep.  No problem.  So there were two
24     expenses that were miscoded to the Greens and they had been
25     brought to our attention.  The first one was 172,942.  That
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1     was for sidewalk services and then there was a second which
2     was 26,950, which were for painting services.  That has come
3     to our attention.  We have reversed that account, so it came
4     from the general account, went back into the R and M's
5     general fund for the Greens.  So that's where it came out
6     of, so we put that back into the R and M's general fund.
7              I know that there was a few questions about moving
8     it to the road reserve.  That is a question for the board.
9     We are going to have a workshop, if it's up to the board and

10     then we'll kind of dig into that section.  We can always do
11     an amendment to move that kind of funds over to the road
12     reserve, if the board chooses to do that.
13              So it's been cleared up and I thank you very much
14     for bringing that to our attention; but yes, it's -- that's
15     the only change to the budget that we did was we moved both
16     of those back over to the Greens.  So the budget is
17     completely the same as May except for those two.
18              MR. BARRETT:  So just to clarify, there is no
19     specific road reserve.  There's just currently the Greens'
20     reserve.  We talked about creating separate lines -- right
21     -- for that.
22              MR. SPLAINE:  Well, there is a separate line in the
23     budget called road reserve.
24              MR. BARRETT:  Oh, okay.  So -- but generally what
25     happens is at the end of the year, any surplus from the
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1     Greens just kind of rolls in like -- is there a separate --
2     there is a separate --
3              MS. DILLEY:  There's a separate line item for
4     the --
5              MR. BARRETT:  Yeah, I don't think there will be an
6     issue with putting that into the Greens' reserve, the road
7     reserve fund.
8              MR. SPLAINE:  Okay.  So there's a separate line
9     item for the reserve.  I mean, there is not a separate bank

10     account or anything, but on the spreadsheet --
11              MR. BARRETT:  The spreadsheet.
12              MR. SPLAINE:  -- for lack of a better word, it's a
13     separate line item for road reserve and the separate -- and
14     there's a budget item, it was 50, then 60.  So it's between
15     50 and 60 for the last few years that's what's supposed to
16     go into and ultimately accumulate.  As we all know, that's
17     not what's been happening.
18              MR. BARRETT:  Yeah, because that's sort of where it
19     came out of was, essentially, the road reserves, so we
20     should move it back into there as opposed to --
21              MS. DILLEY:  Chris, it didn't come out of the road
22     reserves.  It came out of the R and M, so that's where it
23     came from.
24              MR. BARRETT:  Well, when it runs a deficit, it's
25     going to come out of the road reserves and that's what it
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1     did; it ran in deficit, so it did -- it did come out of the
2     road reserves.
3              MR. SPLAINE:  You're both right.  It did come from
4     R and M, but the R and M sucked out of the road reserve
5     because the R and M ran dry.
6              MS. DILLEY:  Okay.
7              MR. BARRETT:  So -- okay.
8              MS. DILLEY:  Okay.  So that will be a discussion
9     for the board during a workshop.

10              CHAIRMAN LEWIS:  I agree, and -- and as you said,
11     again, if we need to do an amendment, I --
12              MS. DILLEY:  Yeah.
13              CHAIRMAN LEWIS:  -- I think it would --
14              MS. DILLEY:  It's very easy to do that.
15              CHAIRMAN LEWIS:  Okay.
16              Okay.  With that, any other questions, comments on
17     the consent agenda?
18              MR. SPLAINE:  I have a comment on this particular
19     topic, if you have a minute.
20              CHAIRMAN LEWIS:  Is it related -- I -- I knew I
21     would open this up.
22              MS. DILLEY:  I think we should wait until the
23     public hearing because if it has to do with the budget and
24     finances --
25              MR. SPLAINE:  That's fine, okay.
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1              MS. DILLEY:  -- then we'll wait until the public --
2     the public hearing, if that's okay with the board.
3              CHAIRMAN LEWIS:  Full disclosure, I brought it up
4     on this comment because of the June financials were in
5     there.  I -- I probably shouldn't have done that, but I will
6     let you -- you can have every opportunity to speak in a
7     minute.
8              MR. SPLAINE:  Okay.  Just trying to say it at the
9     right time.

10              CHAIRMAN LEWIS:  No, I understand.
11              MR. SPLAINE:  Thank you.
12              CHAIRMAN LEWIS:  All right.  All in favor?
13              Jim?
14              MR. WIMSATT:  Aye.
15              (All board members signify in the affirmative.)
16              CHAIRMAN LEWIS:  Okay.  Passes five to zero.
17              (Motion passes.)
18              CHAIRMAN LEWIS:  All right.  Moving on to new -- or
19     excuse me, business items.  2026-2027 budget public hearing.
20     Do you want to go through this?
21              MS. DILLEY:  Sure, yeah.  What we'll do is we will
22     pause the regular meeting now and we will open up the public
23     hearing.  This is for the fiscal year 2026-2027 budget
24     public hearing.  The budget is on page 49.  It is posted on
25     the website and we have an affidavit.
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1              There was two adds in the Business Observer.  One
2     was July 3rd and the second one ran July 10th and if the
3     board wants to go over anything during -- with the budget,
4     as I mentioned, everything is exactly the same except for
5     those two -- those two reversed items.
6              And then if the board has any questions, then I'll
7     open it up for audience questions.
8              MR. BARRETT:  I had a question.  Historically,
9     don't we take a vote to --

10              MS. McCORMICK:  Yes, you can go ahead and --
11              MS. DILLEY:  Okay, sorry.
12              MS. McCORMICK:  (Indiscernible.)
13              MS. DILLEY:  Okay, thank you.  I'll look for a
14     motion to open the public hearing.  Sorry about that.
15              MR. HIGH:  I have one question.  The contracts that
16     were -- are approven (phonetic) today, are they funded in
17     the budget?
18              MS. DILLEY:  No, this is for fiscal year 2026,
19     which starts October 1st, so we're still in this fiscal
20     year, so all the contracts that we do now, if they're for
21     now before October --
22              MR. HIGH:  I guess my question's more if it goes
23     into next year, it's -- I couldn't track it in all this
24     stuff.
25              MS. DILLEY:  Say it again?  I'm sorry.
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1              MR. HIGH:  If it -- if the contract is approved
2     now, if it goes into next year, if the -- the money's coming
3     out of the budget for this year for the contracts approven
4     today.
5              CHAIRMAN LEWIS:  Correct.
6              MR. HIGH:  And it's not going to impact the
7     budget --
8              MS. McCORMICK:  It's going to go -- if it's not
9     getting paid until next fiscal year, then it's going to come

10     out of the next fiscal year's budget.
11              MR. HIGH:  Okay.  That's what I was -- yeah, but I
12     guess my question ultimately is just the contracts are
13     funded or accounted for that we have approved?
14              MS. DILLEY:  Mm-hmm.  Yep.
15              MR. HIGH:  Okay.
16              CHAIRMAN LEWIS:  Okay.  I'll second Chris' motion
17     to open up the public meeting.
18              MS. DILLEY:  Okay.  Thank you.
19              All in favor?
20              MR. WIMSATT:  Aye.
21              (All board members signify in the affirmative.)
22              CHAIRMAN LEWIS:  Carries.
23              (Motion passes.)
24              MS. DILLEY:  Okay.  Thank you so much.  And I'll
25     mark the time is 4:24.
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1              (The public hearing was opened.)
2              CHAIRMAN LEWIS:  Okay.  I'll open it up.  I don't
3     think we have any other questions.
4              MS. DILLEY:  All right.  Okay.  Same thing, I'll do
5     front row to back.
6              So -- all right.  Just state your name and address.
7     Go head, sir?
8              MR. MILLS:  My name's Jim Mills, 10423 Greendale
9     Drive.  Good to see everybody, it's been a long time.  Two

10     comments.  One is -- and I appreciate what's being done
11     about the Greens' road reserve and that thing and -- and you
12     know, shouldn't have happened in the first place, but that
13     was yesterday.
14              I'm more concerned with the accuracy of these kinds
15     of things in the future and was that the only error prior
16     auditors or management companies made, so I would ask you to
17     fine-tooth comb through a lot of other categories that may
18     have not yet been discovered over uncovered.
19              And then the second comment in the category of
20     accuracy and information, we got a letter with next year's
21     assessments.  Different than this years -- last year's
22     assessments, but the headers on the letter were reversed, so
23     it looked like they were going down, not up.
24              I believe you left me a message regarding this, but
25     your letter -- very nice letter -- stating what's going on
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1     and at the bottom said, "If you have any questions, please
2     contact me," with no e-mail, no phone number or contact
3     information, so I had to Google how to get in touch with you
4     and finally tracked some gal down in your office.  I -- I
5     would expect better --
6              MS. DILLEY:  Yes.
7              MR MILLS:  -- ability to be reachable than that.
8              MS. DILLEY:  Yes, yes, apologies on that.  I
9     thought my -- my e-mail was on there, but --

10              MR. MILLS:  No, it was not.
11              MS. DILLEY:  -- I'll definitely make sure of that.
12              MR. MILLS:  I appreciate you getting back to me.
13              MS. DILLEY:  Absolutely.
14              MR. MILLS:  But I also question how the headers got
15     reversed, you know, who's editing this information before we
16     do mass-community mailings, frankly, at our expense.
17              MS. DILLEY:  Yeah, that -- that was a printing
18     mistake and so they ate the cost, too.  I sent that
19     secondary letter out, so we did proof it --
20              MR. BARRETT:  So it did get corrected?
21              MS. DILLEY:  It did get corrected with a second
22     letter, so yes.  Apologies on that and we proof read it and
23     then they just transposed it, so we -- as soon as we found
24     out, we went ahead and sent --
25              MR. MILLS:  For confidence in all of you, it's
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1     critical that information that's disseminated is accurate
2     the first time and not relying on residents to call you and
3     go, "Hey, this is wrong."  So I appreciate that.  That's
4     all.
5              CHAIRMAN LEWIS:  Thank you, Jim.
6              Yes, sir?
7              MR. ROSSBACH:  Is this the time to talk about the
8     assessments?
9              CHAIRMAN LEWIS:  Yes.

10              MR. ROSSBACH:  So my name is Tom Rossbach.  I live
11     at 12302 Marblehead Drive in Harbor Links.  The CPI for the
12     federal reserve in the -- in 2022 was 4.1 percent and 2024,
13     it was 2.9 percent.  In 2025, it was 2.6 present and so far,
14     it's tracking this year at 2.25 percent.  Your percent of
15     change on inflation for the general fund is almost double,
16     so the question is why?  Why can't we get that down to
17     standard?
18              And then secondly, my particular property, there's
19     a special fund increase of 17.5 percent.  That's 16 times
20     the rate of inflation.  That's unsustainable.  That means my
21     property taxes are going to double in seven years if it
22     keeps up like that, so my question to the board is why?
23     Thank you.
24              MR. GILLIS:  I just -- I want to make one comment
25     before we go into the details because this has happened a
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1     number of times.  I -- I live on Marblehead as well, but I
2     take offense to your comment that, "My taxes will go up," at
3     that rate and the reason I say that is because I think we
4     seem to forget that we are looking and dealing with ten
5     percent of our taxes.  The other 90 percent go to the county
6     and so when we make statements like, "Eight percentage
7     increase," specifically to our community, as that rate on
8     our overall taxes is inaccurate.
9              MR. ROSSBACH:  No, no, I'm not suggesting that.  I

10     didn't say that.  I'm talking about what is assessed on this
11     property.  Why is the rate for the general fund twice as
12     high as CPI and a special -- a special rate six times as
13     high as CPI?  That's a legitimate question.  I mean, those
14     are like off-the-charts.
15              MR. GILLIS:  That is, but I wanted to make sure --
16     I think if you go back in records, you did say, at one
17     point, it's unsustainable that my taxes go up at that rate.
18     It is not your total taxes is my point.
19              MR. ROSSBACH:  Okay.  Well, that's what the -- the
20     taxes, as assessed, in this document, which is why I'm here.
21              MR. BARRETT:  So I -- I'll try.  I'm not going to
22     be a hundred percent accurate because I don't, you know,
23     follow the financials as closely as the team that put the
24     budget together.  Couple of things are -- and there are
25     going to be two different funds.  One is the general fund,
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1     one is Harbor Links specific.
2              Harbor Links specific fund, that specifically is
3     driven by whatever costs are coming out of that community in
4     terms of like gate repairs, the security camera repairs,
5     tree trimming and also in the case of -- it's going to be
6     some for road reserves, but that probably has changed that
7     significantly in that case.
8              So what's driving those things are those major
9     components of Harbor Links' budget, anything related to that

10     and that's specific to -- well, that's the run rate and so
11     that's what they're trying assess those people in Harbor
12     Links to cover those costs at that rate.  And also,
13     streetlights, I think, also goes into the Harbor Links
14     specific.
15              So that's really not -- that doesn't really have a
16     lot to do with, you know, spending coming before this board
17     and we're like, "Oh, yeah, we really like that idea.  Let's
18     spend it and bill Harbor Links for it."  These are really
19     kind of costs related to maintaining your gates and the
20     special features for behind them.
21              MR. ROSSBACH:  Well, I understand that, I
22     understand that, but in the same vein, you can't sustain a
23     17 percent --
24              MR. BARRETT:  Yeah, I don't think historically,
25     though -- I don't think historically, a 17 percent rate of
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1     this year is going to be what you see historically going
2     back and I don't think that -- I'll -- I'll put a caveat:
3     We are going to look at, this fall, road reserves.  Given
4     the cost of petroleum, we are probably under reserving for
5     roads, so you may see another assessment increase next year.
6     I don't know what it is, I'm not going to speculate on it,
7     but that doesn't mean that five years from now, you're going
8     to see another 17 percent and then --
9              MR. ROSSBACH:  I guess I would implore the board to

10     find ways to reduce Harbor Links' special assessment budget
11     because that's unsustainable.
12              MR. BARRETT:  So the general fund, a couple of big
13     drivers of our costs increases.  A lot of these are related
14     to our major contracts, which have gone up.  We have
15     actually a pond contract that's going to come before us if
16     not this month, next month, with the first increase in
17     something like ten years.
18              We had a landscape contract increase, but one of
19     the big things that we've had to deal with over the last two
20     years -- since the last hurricane caused pretty significant
21     flooding in the -- in the county, but also in Westchase.
22     We've basically undertaken a lot of deferred maintenance on
23     things like our drainage system and so that's where a lot of
24     costs are going.
25              We also adopted a community-wide sidewalk program
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1     because the county is not funding it and we have significant
2     -- like deferred maintenance on basic sidewalks in
3     Westchase, so that's -- that's going to be a component of
4     that, too.  So a lot of this is just also -- and keep in
5     mind that our community is now 35 years old and we are
6     actually seeing a lot of our landscaping is aging out and
7     there are these costs that are kind of coming to bear the --
8     have been kind of a free lunch for us for the first 25, 30
9     years, so that's just the reality.

10              But I want to assure you that, you know, I
11     certainly take seriously, you know, maintaining the basic
12     infrastructure of Westchase to protect our home values, but
13     I also take seriously the need to kind of make sure that
14     we're not neglecting like the appearance of our community as
15     well.  So like you have my assurance that I am trying my
16     best to kind of keep up costs contained, but not at the
17     expense of those other things that also are going to affect
18     other parts of your pocketbook, like your home value down
19     the road.
20              So that's -- that's the long and short of it, but I
21     appreciate your feedback, sir.
22              MR. ROSSBACH:  Thank you.
23              MS. DILLEY:  Okay.  Anyone else in the front row?
24     Okay.
25              MR. SPLAINE:  Okay.  I've got three items and I'll
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1     try to stick to 60 seconds per item and they're kind of
2     related.
3              MS. DILLEY:  Will you just state your name?  I'm
4     sorry, just for the record.
5              MR. SPLAINE:  Oh, yeah.  Steve Splaine, 10404
6     Acelia Way, which is in the Greens, Westchase.  So first up,
7     I spent Sunday afternoon going through some of the documents
8     that Andy provided in terms of charges and thank you for
9     reverting two of them, but we found -- well, I found an

10     additional 25 questionable items.  I've provided a list to
11     Heather and asked them to forward them to the board.
12              I'm just going to pick a few here as illustrative
13     and I'm not asking you to debate, but I just want to kind of
14     illustrate it.  So there were $3,000 on queen palms.  Queen
15     palms are bound in the Greens.  It's explicitly bound and
16     we've read our -- in our HOA, they're not there, there are
17     no queen palms.
18              There was 20 no-thru traffic signs ordered for
19     several thousand dollars.  We don't have a single one of
20     those signs in the Greens.  I drove around, they're not
21     there.  They're probably in West Park Village.
22              Interestingly enough, over a couple of years, we
23     ordered multiple orders of 50 lots, nearly four hundred gate
24     clickers.  At the same time, the Greens only sold about 120.
25     Interestingly, the other gated communities didn't by any
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1     clickers, so you don't have to be a mathematician or a math
2     magician to figure out what happened.  One order came in and
3     the whole order got charged to us for $10,000.
4              There was $300 on bottled water and bin liners
5     charged at the gate.  We don't provide bottle water to the
6     guards.  This was probably going to the office, the CDD
7     office.
8              There was a charge for fixing the fountain in
9     Village Plaza.  We -- we don't have a fountain in the

10     Greens.
11              MR. BARRETT:  So I think -- was that the one that's
12     the aerator in the canal pond?  All right.
13              MR. SPLAINE:  That was separate.
14              MR. BARRETT:  Yeah.
15              MR. SPLAINE:  You and I debated that.  This is
16     separate.
17              MR. BARRETT:  Got it.
18              MR. SPLAINE:  Another one that was interesting, the
19     Halloween lights.  I don't want to be a Scrooge, but
20     typically -- and I went back several years -- it's about 15
21     hundred dollars, these elves put them up until two years ago
22     and it suddenly jumped to 28 hundred, same -- same vendor
23     and there's a note in there that says, "Added on for the
24     field."  What field?  There is no field by the guardhouse.
25              And then last year, it jumped up to 36 hundred.  So
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1     15, 15, 15, 28, 36.  You're worried about 16 percent
2     inflation, this is like 200 percent.  I suspect -- because
3     it's the same vendor -- it's not inflation; it's some other
4     property that had the holiday lights, but the invoice didn't
5     get split.  So that was -- that was point number one.
6              Point number two.  I looked over the proposed
7     Greens' budget for this coming year and unfortunately, it
8     looks like we're going to commit the same sins as previous
9     years.  The guards' salary, I think you pointed that out,

10     Chris, there was no provision for any pay rise this coming
11     year.  I'm not going to say they're going to get it, but
12     it's not unreasonable for four percent, some -- something,
13     so -- but we've not factored that in and then the general
14     fund has been funded at $20,000 for, I think, the last seven
15     years; however, the expenditure of this fund in 2020 was 42,
16     the following year was 43, the following year, it was 55,
17     the following year, '23, it was 90.  Then, it got to 142 and
18     then the last two years are a bit funky because of this
19     correction, but we are still over $100,000.
20              MR. BARRETT:  So can I just touch on that one?  We
21     have to, by law, send out trim notices in -- I forget when
22     that month is.  April or --
23              CHAIRMAN LEWIS:  I think May.
24              MR. BARRETT:  So unfortunately, that budget was
25     trim noticed to everyone before a lot of these issues were
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1     brought to light.  So that's -- that's bad on us, but that
2     explains why -- it's not like -- we can't go in today and
3     change that budget -- change the budget and actually address
4     those same sins, those short countings.  We have to wait
5     until next year.
6              MR. SPLAINE:  Chris, I appreciate that.  In the
7     same way, this is the public opportunity to --
8              MR. BARRETT:  Yeah, no, I understand what you're
9     saying.

10              MR. SPLAINE:  -- provide that feedback.
11              MR. BARRETT:  No, I just wanted to explain that.
12     That's all.
13              MR. SPLAINE:  I understand, I understand.  The net
14     result is there is 60,000 in there for the roads.  That
15     60,000 is just going to get gobbled up like last year and
16     we're going eat into some reserve, so even if you move the
17     190 into the road reserve, it will be less than 190 by the
18     end of the year because we're going to go over budget again.
19              So one of the things that I believe contributes to
20     going over the budget are the examples that I've kind of
21     gone through where we're not necessarily charging in the
22     right place.
23              There's also an element of providing better
24     guidance to the staff around what should be charged to a
25     neighborhood fund, whether it's Harbor Links, the Greens or
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1     -- what is it, five others that have their own funds versus
2     the general fund.  So I would ask the board, please, could
3     we look at adopting the same approach that was done I
4     believe back in 2006 with the commercial properties where if
5     there was a methodology applied -- I think we looked at it
6     last time we were here and went through and said, "Well,
7     this is" -- "this is what should be charged to the
8     commercial group, this is what should come out of the
9     general fund."

10              The same concept applied, the same methodology
11     applied to gated communities versus the general fund.  So
12     it's not an arbitrary decision and I realize certain board
13     members have got very little recollections of what those
14     policies are, but it was never documented and my ask is
15     could we do something similar for the gated communities
16     versus the general fund; the same way the commercial
17     communities got a methodology, dependable, predictable,
18     lines up.  We could -- accounting practices that the state
19     endorses going forward.  I realize it's too late --
20              MR. BARRETT:  So --
21              MR. SPLAINE:  -- for this budget.
22              MR. BARRETT:  Yes, so in fact, we've been working
23     on a document just this past two or three weeks and I've
24     asked that that document -- which basically talks about how
25     -- so the document isn't how -- it's not a recommendation
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1     for how we should budget these things because I know you
2     have some concerns about that.  It's basically a document
3     that captures how we have been billing historically the
4     different gated neighborhoods and I've asked for that to be
5     put on the next workshop so that this board can look at it
6     and say, "Hey, maybe it's time for changes," or, "No, this
7     is how we'd like to do it."
8              So that document already exists.  If you want a
9     copy of it, the staff can give it to you, but that's what's

10     going to be thrown at the board during our next workshop.
11     Does that make sense?
12              MR. SPLAINE:  I love the trajectory --
13              MR. BARRETT:  And that's -- basically affects --
14              MR. SPLAINE:  -- of that conversation.  I'd like to
15     see the -- the document and I'm sure some of my neighbors
16     would as well.
17              MR. BARRETT:  Yeah, sure.  Well, again, it's more
18     specific to the Greens, but it should -- obviously, whatever
19     -- it will apply to all of the gated neighborhoods.
20              MR. SPLAINE:  The Greens would probably be under
21     ten grand just because of the size, but the philosophy of
22     the implication would apply to about six or seven different
23     communities.
24              MR. BARRETT:  So if you e-mail Heather, I'm sure
25     she'll be happy to get that -- and again, it's just a draft.
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1     It's not -- it's kind of like historically, what we've done
2     and we're going to talk about it middle of this month.
3              MR. GILLIS:  Well, let's go back to that.  Last
4     meeting, we talked about this and we said we shouldn't do it
5     just for the Greens.
6              MR. BARRETT:  Well, it is -- it is for -- I mean,
7     the Greens' thing is what motivated the creation of --
8              MR. GILLIS:  Well, I mean --
9              MR. BARRETT:  But it will apply to everyone.

10              MR. GILLIS:  But I'm going back to I kind of -- you
11     know, I -- we listened to Andy' recommendation, I disagree,
12     though.  I've done, you know, decades in the military,
13     decades of running a company, trying to have two separate
14     documents -- one to tell you guidance and another one to
15     tell you how you're going to do it, I think that's a --
16     that's a process for failure.  They should be together.  It
17     should be, "How are we going to do this," and "This is the
18     process we're using," and I think it would be a lot simpler
19     and it should apply for all communities, not simply one of
20     them.
21              MR. BARRETT:  That's the intention, Reggie.  That's
22     the intention.
23              MR. SPLAINE:  Okay, thank you.
24              CHAIRMAN LEWIS:  Thanks, Steve.
25              MS. SELLS:  Nancy Sells, 12123 Clear Harbor Drive.
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1     I --
2              MR. BARRETT:  I'm sorry, Nancy, could I interrupt?
3              MS. SELLS:  Yes, sir.
4              MR. BARRETT:  Steve, can you get the list of the
5     items that you feel are incorrect?
6              MR. SPLAINE:  I have e-mailed it to Heather.
7              MR. BARRETT:  And please also e-mail it to the --
8     to staff locally because they can also help with the
9     investigations.

10              MR. SPLAINE:  I did.
11              MS. DILLEY:  Steve, is this the -- the checklist
12     that --
13              MR. SPLAINE:  Yes, and I asked Heather to forward
14     it to the board.  Unfortunately, it didn't --
15              MS. DILLEY:  Yeah, I didn't see it this morning.
16              MR. SPLAINE:  -- it didn't get to you, otherwise,
17     it would've been in your packet.
18              MR. BARRETT:  Thank you.
19              MR. SPLAINE:  So the intention was not to ambush
20     you, I just worked on it way late, so -- you know, I just
21     didn't get a chance to get it out sooner.
22              MR. BARRETT:  I appreciate it.  Sorry.
23              MS. SELLS:  That's all right.  I'm not a numbers
24     person, I'll be the first to admit that.  On this table that
25     we were sent with the letter, I see on commercial
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1     properties, there's Applebee's and Burger King listed.  Do
2     they even own those properties anymore?
3              MR. BARRETT:  So that's kind of, I think, shorthand
4     for the actual owner.  It's like a commercial -- like the
5     person who owned Burger King was a woman and wasn't part of
6     the Burger King Corporation, but it was -- that's just for
7     us to know what the property --
8              MS. SELLS:  Oh, oh okay.  I was just curious.  And
9     then the other question -- and I've asked this a few times

10     and I haven't heard anything back.  Our percentage increase
11     for Harbor Links was over ten percent, which is higher than
12     any of the others.  I'm just curious why, what is that?
13     What does it cover other than just the ones that we've
14     mentioned before, the -- the main things that are normally
15     taken care of?
16              CHAIRMAN LEWIS:  Yeah, I think that really falls
17     into what Chris was explaining to you -- and I'm sorry, I
18     forget -- forget your name.
19              MS. SELLS:  Nancy.
20              CHAIRMAN LEWIS:  No, I know you, I just don't
21     know --
22              MS. SELLS:  Oh, okay.
23              CHAIRMAN LEWIS:  And then actually, I did follow up
24     with Heather before the meeting and Elizabeth Moore had --
25     or did this go to her?
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1              MS. DILLEY:  The Hotmail?
2              CHAIRMAN LEWIS:  Yeah, is it -- no, I don't know if
3     that's her.  The intent was to answer your e-mail because In
4     noticed that you copied me on it --
5              MS. SELLS:  Right.
6              CHAIRMAN LEWIS:  -- and so I followed up with her
7     to find out.  But essentially, it's really what -- what
8     Chris had mentioned earlier.
9              MS. SELLS:  The general versus the -- the

10     neighborhood?
11              CHAIRMAN LEWIS:  And with the amount of things
12     that's going on with the -- at least Harbor Links and the
13     gates and maintenance and things like that.
14              MS. SELLS:  Okay.  Those costs have gone up that
15     much or potentially will?
16              MR. GILLIS:  Correct, just the sidewalks alone.
17     Remember, we have to take care of all the sidewalks behind
18     the gates.
19              MR. BARRETT:  Well, that's -- that will no longer
20     be in the Harbor Links' specific fund, so -- but my guess
21     is, Nancy -- and I haven't dived into it, but my guess is
22     you're going to see like big increases on like tree
23     maintenance in there because the trimming in there is just
24     incredibly expensive and then --
25              MS. SELLS:  Well, and they had to recently replace
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1     a whole lot of them.
2              MR. BARRETT:  Replace a bunch of palms.  Yeah,
3     there was a bunch that have been --
4              MS. SELLS:  Yes, I'm sure that was a fortune.  So
5     --
6              MR. BARRETT:  And then gates, but I would have to
7     look more specifically at the neighborhood fund to see where
8     the actual expenditures are there.
9              MS. SELLS:  Okay.  I -- you know, just

10     clarification since I have residents that ask me.
11              CHAIRMAN LEWIS:  Sure.
12              MR. ROSSBACH:  Is there a possibility to get a copy
13     of those expenditures from like last year?
14              CHAIRMAN LEWIS:  Sure.
15              MR. BARRETT:  You can request it from Heather,
16     yeah.
17              MS. DILLEY:  And all the financials with the O and
18     Ms are included online.
19              CHAIRMAN LEWIS:  I think I -- actually, I think I
20     talked to Sherida about this -- I don't know if it was today
21     or yesterday, but we have a records request e-mail.  I think
22     it's posted on our website.  It's called records@kai.com.
23              MS. DILLEY:  At hikai.com.
24              CHAIRMAN LEWIS:  Hikai.com.  H-i-k-a-i-.com.
25     That's a mouthful.  Sorry.
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1              MS. DILLEY:  Yeah.
2              CHAIRMAN LEWIS:  Or you can e-mail Heather, too.
3              MS. DILLEY:  Okay.  Second row?
4              (No response.)
5              MS. DILLEY:  Okay.  Anyone in the third row?
6              MR. SIDDLE:  Yeah, Jeff Siddle.  (Indiscernible.)
7     Any new transactions that were -- Steve was referring to,
8     I'm assuming the board would just agree to transfer it back
9     to our general account if there's a mischarge?

10              MR. BARRETT:  Oh, yeah.  I mean, if it's found in
11     error, sure.  Why wouldn't we do that?
12              MR. SIDDLE:  Okay.  Just wanted to ask for the
13     record.  That's all.
14              CHAIRMAN LEWIS:  Okay.
15              MS. DILLEY:  Okay.  All right.  If there is no
16     other questions, then I will look for a motion to close the
17     public hearing.
18              CHAIRMAN LEWIS:  So moved.
19              Second?
20              MR. BARRETT:  Oh, yeah.
21              MR. GILLIS:  Sure.
22              CHAIRMAN LEWIS:  Seconded by Reggie.
23              MS. DILLEY:  Okay.  Sorry about that, just moving
24     some of my papers around here.  Okay.
25              UNKNOWN SPEAKER:  Can I ask a question real quick?
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1     If an error is found, is that something that is proactively
2     disclosed or is that something that we would have to ask or
3     like when -- if it's found by -- I don't know, a team or
4     something and it's redisturbed somewhere else, I'm just
5     curious if there is proactive communication on it.
6              CHAIRMAN LEWIS:  It comes out in the monthly
7     financials with our meeting minutes.
8              UNKNOWN SPEAKER:  Okay.  So it's sort of promoted?
9              CHAIRMAN LEWIS:  It would show up there if there

10     was some sort of --
11              UNKNOWN SPEAKER:  Okay.
12              CHAIRMAN LEWIS:  -- yeah, correction there.
13              MR. BARRETT:  But my guess is Steve will follow up
14     with his comments in the meeting and if -- if you're
15     wondering the outcome, he will also be able to tell you.
16              CHAIRMAN LEWIS:  Well, I -- I think her question --
17              MR. SPLAINE:  What street do you live on?
18              UNKNOWN SPEAKER:  I'm sorry?
19              MR. SPLAINE:  What street do you live on?
20              UNKNOWN SPEAKER:  Hartwell, the Bridges.
21              MR. SPLAINE:  The Bridges, okay.  I've been looking
22     at the Greens, it's -- so --
23              MR. BARRETT:  So --
24              CHAIRMAN LEWIS:  Hold on.
25              MR. SPLAINE:  (Indiscernible.)
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1              CHAIRMAN LEWIS:  Hold on, Stephen.  All right.
2     Let's -- let's -- sorry, I just want to keep things in order
3     here.  Did you say your name for the record?  I'm sorry.
4              UNKNOWN SPEAKER:  April.
5              CHAIRMAN LEWIS:  Okay.
6              MR. BARRETT:  So April, the errors that he was
7     talking about refer specifically to the Greens' neighborhood
8     fund, so they have no impact on the Bridges, like -- and
9     other outside neighborhoods.

10              UNKNOWN SPEAKER:  That's okay.  I guess in the
11     spirit of -- I guess there's been a lot of mentions about
12     errors and budget, so I was wondering like if you -- like --
13              CHAIRMAN LEWIS:  Just a general question.  Okay.
14              UNKNOWN SPEAKER:  Yeah, if something was found in
15     some of these workshops that you're having, is it something
16     we should ask for or is it proactively communicated?
17              CHAIRMAN LEWIS:  Like I said earlier, it should
18     show up in the monthly financials each month with our
19     meeting minutes, if there was a correction.
20              UNKNOWN SPEAKER:  Okay.  That sounds good to me.
21              CHAIRMAN LEWIS:  But you're more than welcome, as I
22     said, to reach out if you want to ask for something else or
23     something.
24              UNKNOWN SPEAKER:  I appreciate it.  It's my first
25     meeting, this is my first question.
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1              CHAIRMAN LEWIS:  Okay.
2              UNKNOWN SPEAKER:  I feel good right now.
3              CHAIRMAN LEWIS:  Thanks for having the confidence.
4              Christine?
5              MS. LINDSAY:  Yeah, Christine Lindsay, 9848
6     Bridgeton Drive.  I have a question about the two big giant
7     oak trees that were taken down on the ---
8              CHAIRMAN LEWIS:  I'm sorry, I don't want to stop
9     you, but I -- this is really the open comment for the -- for

10     the budget for the 2026-2027.
11              MS. LINDSAY:  Okay.
12              CHAIRMAN LEWIS:  I will gladly take your comment
13     later in the meeting, if you don't mind, Christine, so that
14     we can --
15              MS. LINDSAY:  I don't mind.
16              CHAIRMAN LEWIS:  -- just move forward.  Okay.  You
17     know I will hear you out, you know I will.
18              MS. DILLEY:  Matt, you made the motion to close --
19              CHAIRMAN LEWIS:  I did, and Reggie seconded.
20              MS. DILLEY:  Reggie seconded.  Okay.
21              CHAIRMAN LEWIS:  Do we want to vote?
22              MS. DILLEY:  All in favor?
23              Jim?
24              MR. WIMSATT:  Aye, aye.
25              (All board members signify in the affirmative.)
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1              MS. DILLEY:  Okay, perfect.
2              (Motion passes.)
3              MS. DILLEY:  Okay.  Next, we have consideration for
4     adoption of resolution 2026-12, which is adopting the fiscal
5     year 2026-2027 budget.
6              MS. McCORMICK:  Let's go ahead and read the title
7     of resolution into the record and then if anybody wants me
8     to go through the text of it, I'm happy to do that, but it's
9     a resolution of the Westchase Community Development District

10     relating to the annual appropriations of the district and
11     adopting the budget for the fiscal year, beginning October 1
12     of 2026 and ending September 3rd of 2027 authorizing budget
13     amendments and providing an effective date.
14              Does anybody want any further explanation or any
15     questions?
16              (No response.)
17              MS. DILLEY:  Okay.  Then, I'll look for a motion to
18     approve.
19              CHAIRMAN LEWIS:  I'll move to approve.
20              MS. DILLEY:  Okay.
21              CHAIRMAN LEWIS:  Second?
22              MR. GILLIS:  I'll second.
23              CHAIRMAN LEWIS:  Seconded by Reggie.
24              MS. DILLEY:  Okay.  All in favor?
25              MR. WIMSATT:  Aye.
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1              (All board members signify in the affirmative.)
2              MS. DILLEY:  Okay, thank you.
3              (Motion passes.)
4              MS. DILLEY:  All right.  Next, we have the fiscal
5     year 2027 -- or 2026-2027 levying of the O and M
6     assessments, which is a public hearing and I will look for a
7     motion to open the public hearing from the board.
8              CHAIRMAN LEWIS:  So moved.
9              MR. BARRETT:  Seconded.

10              MS. DILLEY:  Okay.  Thank you, Matt and then Chris
11     Barrett.
12              All in favor?
13              MR. WIMSATT:  Aye.
14              (All board members signify in the affirmative.)
15              MS. DILLEY:  Jim?  Okay, thank you.
16              (Motion passes.)
17              (The public hearing was opened.)
18              MS. DILLEY:  Okay.  So this is an open comments
19     section.  So if we have any public comments on the O and M
20     assessments, I'd be happy to take them.  We'll go front row
21     to back.
22              So anyone in the front row?
23              (No response.)
24              MS. DILLEY:  Second row?
25              (No response.)
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1              MS. DILLEY:  Third road?
2              (No response.)
3              MS. DILLEY:  Okay.  Then, I will close the public
4     hearing and look for a motion from the board.
5              CHAIRMAN LEWIS:  So moved.
6              MR. BARRETT:  I'll second it.
7              MS. DILLEY:  Okay.  Chris Barrett.
8              Okay.  All in favor?
9              MR. WIMSATT:  Aye.

10              (All board members signify in the affirmative.)
11              MS. DILLEY:  Okay.  Five to zero, motion carries
12     then.
13              (Motion passes.)
14              MS. DILLEY:  Okay.  So next, we've got the
15     consideration for adoption of Resolution 2026-13, imposing
16     levying the O and M assessments and I'll let Erin go ahead
17     and read that.
18              MS. McCORMICK:  I'll just go ahead and read this
19     into the record.  It's a resolution of the Board of
20     Supervisors of the Westchase Community Development District
21     providing for vending for the fiscal year 2026-27, adopted
22     budgets, providing for the collection and enforcement of
23     special assessments, including but not limited to penalties
24     and interests thereon, certifying an assessment role,
25     providing for amendments to the assessment role, providing a
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1     separability clause and providing an effective date.
2              MS. DILLEY:  Thank you.  And I'll look for a motion
3     to approve Resolution 2026-13.
4              CHAIRMAN LEWIS:  Motion to approve 2026-13.
5              MS. DILLEY:  Okay.  Second?
6              MR. GILLIS:  Seconded.
7              MS. DILLEY:  Okay, Reggie.
8              All in favor?
9              MR. WIMSATT:  Aye.

10              MS. DILLEY:  Okay.  Thank you, motion carries.
11              (Motion passes.)
12              MS. DILLEY:  Next, we have Exhibit A, which is
13     fiscal year 2026-2027, the meeting minutes -- or the meeting
14     schedule.  Excuse me.  We do have a few items that I want to
15     address with the board -- let me see here -- okay.  So we
16     have the October 6th -- Sherida's been great about finding
17     locations for us.  October 6th will be here as well, so
18     we're going to change that location.
19              November 3rd, we don't have a location for that
20     right now.  The board had suggested moving it to November
21     10th, which is a Tuesday, the week after.  November 11th is
22     -- is Veteran's Day, I'm not sure if that has any -- you
23     know, any bearing, but we don't have a location yet.  But
24     it's up to the board, if you're available and staff is
25     available on November 10th, to move that, if the board
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1     chooses or you can cancel it or -- it's up to the board.
2              CHAIRMAN LEWIS:  Okay.
3              MS. DILLEY:  Is the board available on November --
4              CHAIRMAN LEWIS:  No, I thought -- it's a Tuesday.
5     Right?  The 10th.
6              MS. DILLEY:  It's a Tuesday, November 10th.
7              CHAIRMAN LEWIS:  I think she said Veteran's Day was
8     the next --
9              MS. DILLEY:  Veteran's Day is the 11th.

10              MR. BARRETT:  But the library and this place are
11     used as polling sites.  So --
12              CHAIRMAN LEWIS:  Yeah.
13              MR. BARRETT:  Yeah, I'm fine with moving it the
14     week --
15              MR. GILLIS:  To the 10th.
16              CHAIRMAN LEWIS:  To the 10th, yeah, because I
17     talked to Sherida about that and typically, in November and
18     December, we're most likely not going to have a workshop.
19     So -- because it's a short month.  So --
20              Jim, any issues?
21              MR. WIMSATT:  No problem.
22              CHAIRMAN LEWIS:  Okay, thank you.  So yeah, the
23     10th.
24              MS. DILLEY:  All right.  So we'll move the November
25     3rd to November 10th, which is a Tuesday.  Location to be
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1     determined.  Okay?
2              MS. COOK:  We're just -- (indiscernible.)
3              CHAIRMAN LEWIS:  Thank you.
4              MS. DILLEY:  And then the only other one was the
5     November 17th, but again, if we have one on the -- if we
6     have a regular meeting on the 10th, you may want to cancel
7     that workshop on November 17th, especially because we do not
8     have a location at this point.
9              CHAIRMAN LEWIS:  Right, okay.

10              MS. DILLEY:  So it's up to the board.  Okay.  So we
11     will cancel the November 17th --
12              CHAIRMAN LEWIS:  Oh, well no, let's leave it, but
13     we'll just make a determination whether -- on the 10th,
14     whether -- or before --
15              MS. DILLEY:  Oh, okay.  All right.  Sounds good.
16              CHAIRMAN LEWIS:  I just said that just thinking
17     through the -- the move from the 3rd to the 10th.
18              MS. DILLEY:  All right.  No problem.
19              MR. SPLAINE:  Quick question.
20              CHAIRMAN LEWIS:  Uh --
21              MS. DILLEY:  This is --
22              MR. SPLAINE:  I know the board experimented with a
23     6:00 p.m. start, are all of these at 4:00 p.m. or --
24              CHAIRMAN LEWIS:  Yeah, we moved on from 6:00 p.m.
25     There wasn't enough -- any difference in attendance.
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1              MR. SPLAINE:  Okay.
2              MS. DILLEY:  We really have to keep the comments in
3     the --
4              CHAIRMAN LEWIS:  It's okay.  Thank you.
5              MS. DILLEY:  -- in the comment section.
6              MS. McCORMICK:  I was just going to say, if the
7     board wants to approve this tonight and just have staff go
8     in the location for November 10th, once that's confirmed,
9     then that way --

10              MR. BARRETT:  And the 17th.
11              MS. McCORMICK:  Well, I'm talking and the November
12     10th -- yes, and the November 17th, but if you want to
13     approve it and have -- you know, direct staff to go ahead
14     and -- once that's been confirmed, then Heather can wait to
15     submit this for publication so we don't have to --
16              MS. COOK:  The only reason I don't know the 17th
17     yet is because I can only ask three months in advance.
18     That's why, so -- just so you know.
19              CHAIRMAN LEWIS:  Okay.
20              MS. DILLEY:  Okay.
21              CHAIRMAN LEWIS:  Are you ready for a motion?
22              MS. DILLEY:  I am ready for consideration for
23     adoption of Resolution 2026-14, adopting the '26-27 meeting
24     schedule with a few corrections that staff will work
25     together with Sherida and we will correct the locations.
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1     Okay?
2              CHAIRMAN LEWIS:  So moved.
3              MS. DILLEY:  Okay.  Matt, so --
4              CHAIRMAN LEWIS:  Second?
5              MR. HIGH:  Second.
6              MS. DILLEY:  Christopher.
7              All in favor?
8              MR. WIMSATT:  Aye.
9              (All board members signify in the affirmative.)

10              MS. DILLEY:  Okay, five to zero.  Motion carries.
11              (Motion passes.)
12              MS. DILLEY:  Okay.  Then, I will send it over to
13     Erin for staff reports.
14              MS. McCORMICK:  Okay.  We already talked about pond
15     120, so that's already been addressed with Marsh Rainey.
16     The second item here is the consideration of appointment of
17     a board representative to meet with district management
18     staff, district counsel and with the representatives that
19     would want to attend regarding the professional center
20     section 235, 240, professional office park assessments.
21              So we had a follow up call with one of those
22     property owners, I saw him here earlier, but I don't --
23              CHAIRMAN LEWIS:  Yeah, I think he left.
24              MS. McCORMICK:  Yeah, so we had talked with him
25     about getting a time for that meeting and it's going to be
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1     this month, August 12th at 3:30 at the HOA offices and so I
2     think he was going to let us -- you know, if there is others
3     from that professional office center that wanted to attend
4     that meeting, that would be fine, but what I wanted to see
5     if the board wants to do tonight is to appoint a
6     representative from the board -- probably Matt Lewis since
7     he's the one that's been involved with this and most
8     recently staff participate in that meeting and then if any
9     -- you know, any final determinations would have to come

10     back through the board at the next -- presumably at the
11     September board meeting.
12              CHAIRMAN LEWIS:  Any issues with that?
13              (No response.)
14              MS. McCORMICK:  So if the board wants to make the
15     motion --
16              MR. BARRETT:  Yeah, I'll make the motion to appoint
17     Matt as our representative for that.
18              MR. GILLIS:  Second.
19              MS. DILLEY:  And Reggie, you seconded?
20              MR. GILLIS:  Mm-hmm.
21              MS. DILLEY:  All in favor?
22              MR. WIMSATT:  Aye.
23              (All board members signify in the affirmative.)
24              MS. DILLEY:  Okay, thank you.
25              (Motion passes.)
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1              MS. McCORMICK:  Okay.  And then we talked a little
2     bit about the cell tower option in the lease agreement.  I
3     did talk to Allen Ruiz and confirm with him that Vertical
4     Bridge was fine with all of the changes that we had made to
5     the sixth amendment and to the estoppel and consent
6     agreement that had been previously presented to the board.
7     We're going to take out the provisions that relate to a
8     third cell tow- -- or cell provider going on the tower prior
9     to the assignment because that -- that's not moving forward

10     at this time.
11              And then as I was just talking to Barry about, I
12     will, you know, work with Kai to make sure that all of the
13     payments that are due by Vertex have been accounted for and
14     correctly reflected in the financials of the district before
15     that assignment is -- is executed before the consent and
16     estoppel gets executed and the sixth amendment.
17              CHAIRMAN LEWIS:  And just to clarify, I think he
18     was asking more of an escalation of --
19              MS. McCORMICK:  Right, yeah, I understand.
20              CHAIRMAN LEWIS:  Okay.  Just wanted to make sure.
21              MS. McCORMICK:  So -- so if the board wants to go
22     ahead and just confirm, by motion, that the Chair is
23     authorized to execute these documents once that's been done,
24     I think that would be appropriate tonight.
25              Are there any questions?
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1              MR. HIGH:  I think my question is just the
2     escalation clause, just going back to what Barry said, I
3     think it's coming before the -- if you could just maybe
4     report back next time --
5              MS. McCORMICK:  I will.
6              MR. HIGH:  -- what it -- you know, what it says and
7     when it goes into effect and --
8              MS. McCORMICK:  Okay.
9              MR. HIGH:  That's one thing I'd ask, just to

10     clarify that.  Hopefully that satisfies what Barry's looking
11     for, also.
12              MS. McCORMICK:  I can do that.  So does anyone want
13     to have a motion to authorize the Chair to execute the --
14              MR. HIGH:  I'll make the motion.
15              MR. GILLIS:  Second.
16              MS. DILLEY:  All right.  Mr. High, Reggie seconded.
17              All in favor?
18              Jim?  Jim, are you there still?
19              MR. WIMSATT:  Aye, aye, aye.
20              (All board members signify in the affirmative.)
21              MS. DILLEY:  Okay.  Five to zero.
22              (Motion passes.)
23              CHAIRMAN LEWIS:  Only one vote, Jim, only one.
24              MS. McCORMICK:  The next thing on my report, if
25     you'll go to page 165 of the agenda packages, this relates
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1     to the restoration work that is being done for pond 85 and
2     the staff had advised me that they are not -- the contractor
3     is not going to be able to access that pond 85 that you see
4     there through the district's property.
5              Dave may be able to explain this a little bit more,
6     but I guess because of the trees in the conservation area,
7     it's going to require going through the neighboring property
8     that is owned by that resident and their property is
9     outlined in red.

10              So I prepared a -- a license agreement that I
11     passed out today that's basically similar in format to the
12     license agreements that we've use for other purposes for the
13     district.  The important thing that it would do from the
14     perspective of a homeowner is that there's Article III in
15     this license agreement that says that the district would be
16     agreeing to.  (Indiscernible) the property owner for the
17     activity involving their property by -- by either the
18     district, by the district's contractor or by the equipment
19     and the materials that would need to go on their property.
20              And so this hasn't been provided to the property
21     owner yet, but if the board wants to authorize it tonight, I
22     would send it to them and, you know, I'm sure David is
23     probably following up with them, also.  If they have any
24     questions to it, you could -- or comments to it, you could
25     authorize the Chair to approve any changes subject -- but
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1     this would be the form, the substantial form.
2              Any questions about that?
3              MR. DVORAK:  And just -- just so you guys know, on
4     the left side of that red lot, there's a pipe that goes from
5     the street to the pond and there's a drainage easement
6     there, which is where we would normally get access.  Right?
7     It's a drainage easement, that's what we would use it for,
8     but there's so much stuff -- I mean, it's -- I mean, I
9     haven't seen it, David has and Kirk has, but there is so

10     much stuff, landscaping and other things --
11              MR. SYLVANOWICZ:  Fence.
12              MR. DVORAK:  -- in the easement -- and a fence that
13     this is just the -- a path of least resistance to get the
14     contractor back there without having to have the homeowners
15     remove landscaping and fencing that has been placed in the
16     easement.  So --
17              CHAIRMAN LEWIS:  And so we're going to go on the
18     other side?
19              MR. DVORAK:  On the right side, yeah, on the east
20     side.  Right.
21              MR. SYLVANOWICZ:  Yeah, and this is CDD property
22     already and this is how the landscapers are able to access
23     it to care for this pond.
24              MR. DVORAK:  And that odd shape just reflects the
25     -- it just follows the wetland line, so -- and it has an odd
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1     shape.  So technically, they'd be accessing the wetland
2     buffer, which is totally fine in terms of, you know, no
3     environmental impact or anything.
4              CHAIRMAN LEWIS:  I mean, I -- I mean, if you've had
5     conversations with them and they're willing to sign this,
6     I'd say -- I'd say, "Okay."  I mean, at some point, though,
7     there may be another discussion because I think there's
8     several of these locations in the Greens.  Right?
9              MR. SYLVANOWICZ:  Very many.

10              CHAIRMAN LEWIS:  Maybe not just the Greens, but if
11     that's -- you know, I don't want to upset the apple cart
12     here with somebody's landscaping and fence, but --
13              MR. SYLVANOWICZ:  These two residents -- excuse me,
14     Matt.  These two residents did not do that.  They've --
15     they're newer to the homes --
16              CHAIRMAN LEWIS:  Oh, they didn't.  Okay.
17              MR. SYLVANOWICZ:  -- and it's been what they've
18     been used to --
19              CHAIRMAN LEWIS:  Yeah, okay.
20              MR. SYLVANOWICZ:  -- but it still is what it is.
21              CHAIRMAN LEWIS:  All right.  Just one note, on page
22     three, the address for -- it's 2502 and on page one, it's
23     2501.  Just --
24              MS. McCORMICK:  Oh, okay.  Thank you for that.
25     I'll fix that.
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1              CHAIRMAN LEWIS:  -- just a correction there.  Do we
2     need to vote on --
3              MS. McCORMICK:  Yeah, if you want to just authorize
4     the Chair to execute a final license agreement once the
5     property owner has reviewed it, that would be appropriate.
6              MR. BARRETT:  I'll make the motion.
7              CHAIRMAN LEWIS:  Okay, thanks.
8              MR. HIGH:  Second.
9              MS. DILLEY:  All right.  Christopher High.

10              All in favor?
11              (All board members signify in the affirmative.)
12              MS. DILLEY:  Jim?  Are you there, Jim?
13              (No response.)
14              MS. DILLEY:  Okay.  Well, we'll do four to zero.
15     Motion carries.
16              (Motion passes.)
17              CHAIRMAN LEWIS:  That's fine.
18              MS. McCORMICK:  Okay.  And then the last thing that
19     I have is the agreement that I prepared for the aquatic
20     maintenance with environmental management acquisition.  I --
21     I don't know that the board -- I -- based on the discussion
22     that we had at last month's meeting, I'm not sure that
23     you're going to want to go forward with this tonight or --
24     or not.
25              I -- I do want to note, you know, the contract that
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1     we had with the aquatics maintenance company initially, it
2     was for a one-year period and then it was subject to two
3     annual renewals.  So that expired in February of 2026, so
4     essentially, right now, they're, you know, working on a
5     month-to-month basis, so we do want to make sure we get a
6     contract in place.
7              CHAIRMAN LEWIS:  Okay.  Can I interrupt?  Did we
8     lose Jim?
9              MR. BARRETT:  We did.

10              CHAIRMAN LEWIS:  Okay.
11              MR. DVORAK:  I think so, something happened and he
12     had --
13              MR. SYLVANOWICZ:  Not something happened, he had --
14     I mean, he had to go.
15              CHAIRMAN LEWIS:  Okay, fair enough.  Sorry, Erin, I
16     just wanted --
17              MR. BARRETT:  What is the increase that they are
18     requesting?
19              MS. McCORMICK:  Do you have that information,
20     Heather or Dave?
21              MS. DILLEY:  Yeah, let's see here -- description of
22     services.  We've got this agreement governance, "Contractor
23     shall perform such work," $10,841.25 for the month.  Let's
24     see -- that equates to $130,095 per year.
25              MS. McCORMICK:  That's what we're currently paying
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1     or that's what the contract provides?
2              MS. DILLEY:  That's what -- a year.
3              MS. McCORMICK:  Okay.
4              MS. DILLEY:  I don't see --
5              CHAIRMAN LEWIS:  So David, I think me and you had
6     -- was that this morning or earlier this week --
7              MR. SYLVANOWICZ:  Yep.
8              CHAIRMAN LEWIS:  -- we discussed this.  They had --
9     they had their previous contract, which you said expired in

10     February.
11              MS. McCORMICK:  Right.
12              CHAIRMAN LEWIS:  It was the same, but they had an
13     escalation clause that they never exercised, so they were
14     not charging us -- they were only charging -- still charging
15     us, for the last two years, the first year rates.
16              MR. SYLVANOWICZ:  Correct.
17              CHAIRMAN LEWIS:  Did I get that right?
18              MR. SYLVANOWICZ:  Yep.
19              CHAIRMAN LEWIS:  Okay.
20              MR. SYLVANOWICZ:  And then what they are asking now
21     is what they, in the previous contract, asked to be the
22     third year.  So they had escalated it from that like
23     wherever it was, it was in the nines, to this one.  They
24     didn't do any of that and they just kept it at the first
25     year.  I don't know why and I can get Reid on the phone
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1     right now and call him.
2              MR. GILLIS:  I think he said why.
3              MR. SYLVANOWICZ:  Yeah, he was going to be here,
4     but he --
5              MR. GILLIS:  Yeah, he said he purposely did that.
6     He said wanted to keep --
7              MR. SYLVANOWICZ:  He wanted -- yep.  I'm sorry, I'm
8     just paying attention, needing to call him.
9              MS. DILLEY:  Well, that was nice.  I guess we can

10     tab it out how much they saved the district.  So -- and it's
11     quite a bit.
12              MR. BARRETT:  So I'm going to vote against this
13     contract.  I've not been happy with their performance and I
14     -- I think that -- I appreciate --
15              MR. SYLVANOWICZ:  (Indiscernible.)
16              MR. BARRETT:  While I appreciate Reid kind of
17     holding back on the increase, I think that's kind of
18     contributed to this.  I think that what has happened because
19     of his -- I think that any good contractor has to thread the
20     needle between not wanting to upset the -- the organization,
21     community you're working for by not raising the rates too
22     much, but then having enough money to do the job adequately
23     and I fear like because he wasn't actually billing us --
24     right -- for what the kind of costs to the contract were
25     related, I think he tried to cut corners and I think we're
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1     starting to see the cut corners in the appearance of that
2     pond in the Fords and the Bridges, which is terrible.
3     Right?
4              So like I understand that the rest of you want to
5     vote in favor of this contract.  I don't think it's in the
6     interest of the district to have an interruption in our
7     service, but I want Reid to know that I'm not happy.  I told
8     him I was going to vote against this contract because of
9     that pond and that's what I am going to do because he needs

10     to do -- I would rather see, you know, inflation adjustment
11     every year in order for him to maintain the proper level of
12     service than to have what's happened happen.  But that's
13     just me speculating, but that's what I think what this --
14     that's what, I think, this is about.
15              CHAIRMAN LEWIS:  Is that Jim?
16              MR. SYLVANOWICZ:  He wanted to talk.  That's Reid.
17              CHAIRMAN LEWIS:  Oh, that's Reid.
18              MR. SYLVANOWICZ:  Yes, it's Reid.
19              CHAIRMAN LEWIS:  Okay.  I thought it was Jim.
20              MR. SYLVANOWICZ:  Reid, can you hear us?
21              MR. CONNER:  Yes, I can hear you.
22              MR. SYLVANOWICZ:  Okay.  He did want to talk.  So
23     --
24              MR. BARRETT:  All right.
25              MR. SYLVANOWICZ:  He -- he couldn't be here due to

Page 68
1     family obligations.
2              CHAIRMAN LEWIS:  Okay.  Go ahead, Reid.
3              MR. CONNER:  Yeah, sorry about that, guys.  My wife
4     had to leave town last night for work and I was left without
5     childcare, so I apologize for not being there.
6              CHAIRMAN LEWIS:  No worries.
7              MR. CONNER:  And I -- I'm not sure who was
8     speaking.  I totally understand that.  It was not a matter
9     of us not charging enough to do the job right, you know, I

10     -- I bought A & B from the founder four years ago and, you
11     know, we had sent in the contract with escalating prices
12     year after year, but I felt that until I was certain we had
13     a good grip on the community, changing the price didn't feel
14     right to me, which is why we never charged more according to
15     the contract that was signed.
16              I just felt that, hey, I need to fully understand
17     what this community needs and how it needs to be serviced.
18     And then, you know, as far as pond 43, you know, obviously,
19     there are environmental factors there.  I think our guys
20     probably could've done a little better job there, especially
21     that corner by Bridgeton in the -- in the southeast corner
22     of that pond.
23              And Monday, today, Thursday and Friday, I've got
24     crews there physically removing that vegetation that's been
25     killed and that's just floating around that will eventually
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1     cause algae, you know, like I kind of described would
2     happen.  You know, so not that it's super important to you,
3     but that's a service -- by the time they are all said and
4     done, it's probably around 20, $25,000 we normally charge
5     for something like that, but in good faith, I just told the
6     guys, "This is something we just need to do to clean it up
7     and get to the end result quicker," so -- you know, we just
8     said we're just going to eat that, get out there, clean it
9     up manually so the community doesn't have to wait any

10     longer.
11              So -- you know, whether that is something that
12     shouldn't have happened at all, maybe a little bit in
13     part -- you know, maybe our guys weren't keeping as close of
14     a watch as they should, part just environmental factors, but
15     I was unwilling to come to you and say, "Hey, by the way,
16     this problem, we need money from you guys to fix it."  So we
17     just said, "We're just going to handle it," you know?  And
18     then moving forward, we felt, "Hey, with the cost of
19     chemicals, labor," everything else, we felt that the price
20     that we suggested fit with what this community needs and had
21     I been using those escalating prices over the last four
22     years, we would have bumped up to this level at this year
23     anyway.
24              So I understand that's quite a jump from where we
25     were to where we are and, you know, if there needs to be a
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1     discussion there, I'm happy to have one.  I mean, it's kind
2     of a, "Hey, we forgo those rate increases each year," even
3     though it was in the contract to just say I need a better
4     understanding before I walk into our biggest customer and
5     say, "Hey, we never did this, but here is the rate
6     increase."
7              CHAIRMAN LEWIS:  Thanks, Reid.
8              MR. CONNER:  Yep.  And with the support we have
9     being All Water now, you know, these things are much easier

10     for us to handle to say, "Hey, we can" -- "we can handle
11     throwing a full crew out there for 80 percent of the week to
12     clean up a mess," regardless of why the mess is there
13     without impacting you guys, you know, it's just -- we're
14     going to do what it takes.
15              We've been there, you know, going on ten, 12 years
16     now and, you know, we're interested in being with you for
17     another ten to 12 years.  So -- you know, I can confidently
18     say that whatever it takes to make the community happy, we
19     are going to do.
20              CHAIRMAN LEWIS:  Okay, thank you.
21              MR. BARRETT:  Thank you, Reid.
22              CHAIRMAN LEWIS:  And I -- I actually see things a
23     little differently than you do.  For the almost ten years
24     that I've been on the board, I feel like A & B has been
25     responsive.  I know pond 43 has been a sticky point to you
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1     and I know at least one other audience member.
2              I think the other thing is that environmental
3     factors this year, Chris, I just feel like if -- you know,
4     we -- we have had a pretty severe drought.  I would just
5     hate to see a disruption in service only because of that and
6     I guess I just would not want us to do that just from one
7     year of service over -- I think he said 12.  So -- but
8     that's how I see it.
9              So -- I guess I'll make a motion -- and we can have

10     other discussion, but I'll make a motion to approve their
11     contract in the amount of $130,000 -- excuse me, $130,095.
12              MR. GILLIS:  I'll second.
13              MR. BARRETT:  Is --
14              CHAIRMAN LEWIS:  Okay.
15              MS. McCORMICK:  And I was just going to say, your
16     contracts generally -- and I'm sure this one does -- have a
17     termination provision so that you can terminate it with 30
18     days notice without costs.  So even though you're approving
19     a one-year contract, you're not necessarily bound by that.
20              MR. BARRETT:  Excuse me, there's no extension to
21     this with the additional rate?
22              MS. McCORMICK:  There -- there is the ability to
23     extend it.  Let me get to that provision.
24              CHAIRMAN LEWIS:  Yeah, I guess I should restate
25     that, if -- I'm going to -- there is an escalation clause.
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1              MR. BARRETT:  Right.
2              MR. SYLVANOWICZ:  I don't think there was a --
3              MS. McCORMICK:  It will be at the same rate, so --
4     and then the contract --
5              CHAIRMAN LEWIS:  Oh, there was no -- okay.
6              MR. SYLVANOWICZ:  There is no escalation on this
7     one.  This is one year --
8              MS. McCORMICK:  Yeah.
9              MR. SYLVANOWICZ:  -- and it just -- if we get the

10     12 months, it just keeps rolling over month-to-month and not
11     --
12              MS. McCORMICK:  Correct.
13              CHAIRMAN LEWIS:  Okay.  Chris, did you have a
14     comment or --
15              MR. HIGH:  I mean, I just have a lot of thoughts
16     about this.  I know it's complicated because you're talking
17     about the environmental factors and I mean, we, the
18     residents -- I mean, we contribute to that -- that problem
19     because we fertilize our yards and it runs off in there.
20              I mean, we were in a historic drought, but also, I
21     sympathize with the residents and Chris because, I mean, I
22     live close to there and I've been walking by and looking at
23     it and I think there were improvements when I'm seeing it
24     mostly just because we've had rain and it kind of is
25     fleshing it out.  The grass is still there and the scum is

Page 73
1     still floating.  You know, I haven't seen that improvement
2     since we -- we pretty much put him on notice to fix this
3     problem.
4              But at the same time, you know, I don't want to go
5     without service, so I -- you know, I will agree to -- to
6     move forward with this contract with the understanding that
7     if -- if he doesn't perform, we need to get other quotes and
8     we need to look at other options, which I don't think we've
9     done yet, but that is something I'd be interested in, seeing

10     what else we have out there.
11              That's -- that's kind of where I stand.  I just
12     physically have not seen improvement, you know, since I've
13     been paying more attention to it.
14              MR. GILLIS:  I think what -- Erin kind of satisfied
15     my concern was if -- if we see there is no improvement, then
16     we can terminate the contract and then have the foresight to
17     have something else lined up, but not having anything lined
18     up and terminating I think is a bad play.
19              MR. HIGH:  I agree.
20              CHAIRMAN LEWIS:  Go ahead, David.
21              MR. SYLVANOWICZ:  Just, you know, to Chris'
22     comment, I have seen improvements and then what has happened
23     is that the aggressiveness of what they've been doing
24     recently then causes plant death, which then gets us to
25     this.  So we had a good group of weeks where it looked

19 (Pages 70 - 73)
Veritext Legal Solutions

800-726-7007 305-376-8800

Page 38



Page 74
1     better and these were main ponds and I was sending him
2     photos of the troublesome ponds.  There's a few in the
3     Greens, a few in the Shires and then we kind of flipped back
4     the other way because everything is dying off and needing to
5     be brought down to the bottom with rain.
6              It -- it -- we're getting some of that now within
7     the last week or so and the algae bloom continues.  And
8     again, this is my understanding of discussions with
9     engineering, with Kirk from the BDI, with Reid, with Reid's

10     guys onsite.  So that's where I'm coming from.
11              CHAIRMAN LEWIS:  I think the other thing, too,
12     Reid, if you're still on --
13              MR. CONNER:  Yes.
14              CHAIRMAN LEWIS:  -- at the last meeting or the last
15     workshop, one of our residents had asked for a -- I think
16     you had offered a bimonthly newsletter of kind of --
17              MR. CONNER:  Yes.
18              CHAIRMAN LEWIS:  -- what you're doing.  Is that --
19     is that something that has started?
20              MR. CONNER:  Yes, so August will be the first
21     issue.  You'll get it the third week of August for the first
22     one.  They just -- you know, sending it off for formatting,
23     but that is absolutely something we want you guys to have
24     frequently from us that you can circulate to the residents.
25              CHAIRMAN LEWIS:  Okay.  Yeah, I think that would be
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1     -- I think that would be a good start.  Okay.  Do we have
2     Jim back or no?
3              MR. SYLVANOWICZ:  No, I don't think we're getting
4     him back.
5              CHAIRMAN LEWIS:  Okay.
6              MR. SYLVANOWICZ:  It's not a technical issue, it's
7     a scheduling issue.
8              CHAIRMAN LEWIS:  Okay, fair enough.  All right.
9     Thank you.

10              All right.  Any other comments, questions?
11              (No response.)
12              CHAIRMAN LEWIS:  All right.  All of those -- we
13     have a motion on the table, so all of those in favor?
14              (Three board members signify in the affirmative.)
15              CHAIRMAN LEWIS:  So it passes three to one.
16              MR. BARRETT:  So I -- Reid, I want to -- again, I
17     appreciate what you're doing, I appreciate the extra effort
18     to clean it up, but I do think that you could have saved a
19     lot of money if your guy had kind of paid more attention to
20     that in recent years, but that's just my opinion, I don't
21     know much about ponds.
22              But I really do want to see an improvement in that
23     pond over the next six months or, you know, I'm going to
24     basically make a motion to put the contract out to bid
25     because I don't think we should have to wait six months for
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1     an improvement to a pond.  The pond is looking terrible and

2     it's not just the algae.  It's the plant growth that traps

3     the algae and the plant growth is still there, even though

4     -- so anyway, I'm just repeating -- I'm beating a dead

5     horse, but -- col.

6              MR. CONNER:  Sure.

7              MR. BARRETT:  -- I just want you to know that I

8     appreciate all you're doing.  I appreciate that you've got a

9     bit more money now.  Fix the pond.

10              MR. CONNER:  I understand, and I -- I want to be

11     clear that, you know, I don't think this was anything but,

12     you know, clear and -- and direct communication and we'll

13     operate accordingly.  You know, I'd love to get with Kirk

14     and Dave, that littoral area of that -- that -- kind of the

15     choke point in the middle of what we call the X on that

16     pond, you know, it's possible we could have discussions

17     about ways to clean that up as SWFWMD -- SWFWMD permits it.

18     You can't just eradicate a littoral shelf, but BDI has done

19     a great job advising using the permit to the -- the

20     customer's benefit of saying, "Hey, this is' -- "these are

21     the parameters we can operate within."

22              So I'll get with Dave and Kirk and if there is

23     anything that legally can be done within that permit, we are

24     happy to do it because we agree, it's an eyesore.  Our hands

25     are somewhat tied because of those regulations surrounding
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1     the littoral shelves, but if there is a way that it can be
2     improved without violating a permit, we'd be happy to take
3     care of that.
4              MR. BARRETT:  Yeah, I think most of the issues that
5     I've raised repeatedly with staff have nothing to do with
6     the littoral shelf.  It's all around the --
7              MR. CONNER:  Okay.
8              MR. BARRETT:  -- pond bank itself behind people's
9     homes.  So --

10              MR. CONNER:  Okay, got it.
11              MR. BARRETT:  But thank you, I appreciate your
12     attention on the matter.
13              MR. CONNER:  Absolutely, I understand the point of
14     direction here and we'll take that and you'll see the
15     results you want to see.
16              MR. BARRETT:  Thank you.
17              MR. CONNER:  Thank you guys.
18              CHAIRMAN LEWIS:  We're -- we're about to segue to
19     Robert anyway, but -- and maybe you could answer this, too,
20     but would replanting in the littoral shelves help with the
21     issue that --
22              MR. DVORAK:  Well --
23              CHAIRMAN LEWIS:  -- around the pond bank or --
24              MR. DVORAK:  -- I don't know what type of
25     vegetation is on the littoral zone.  Maybe there's some, you
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1     know, nonnative, invasive type species, I don't know, but
2     you can certainly plant wetland plants that might be more
3     aesthetically pleasing.  A lot of people don't like certain
4     species.  There's a wire grass looking plant that is very
5     prolific in Florida and people can't stand the look of it.
6     Is not green generally and it's like a spike rush type
7     plant.
8              CHAIRMAN LEWIS:  Okay.
9              MR. DVORAK:  And then you got other ones that are

10     lush, like you get Pickerelweed that gets a really full, you
11     know, really dense, thick, green and looks very more
12     aesthetic or more pleasing.
13              But he's right, there are a lot of restrictions
14     when it comes to the littoral zone and it's a shallow area.
15     That's the was it was permitted.  The area of it was
16     calculated and it needs to stay shallow and have plants on
17     it, ideally, just, you know, for the permit.  You can
18     possibly modify the permit, but not in the sense that you
19     could get rid of it.  You might be able to move the littoral
20     zones to -- to a different area, but it doesn't sound like
21     the littoral zone itself is really the issue.
22              CHAIRMAN LEWIS:  Yeah, I -- I know.
23              MR. BARRETT:  It's not, it's not.
24              CHAIRMAN LEWIS:  Well, I -- and I -- I am just
25     wondering if there was anything that can be done in that
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1     littoral zone that would help the issue on the pond.
2              MR. DVORAK:  Oh, okay.  I see what you're saying.
3              CHAIRMAN LEWIS:  I'm not necessarily saying dig
4     that deeper or remove plants there or remove --
5              MR. DVORAK:  Yeah, as long as -- as long as it's
6     got healthy vegetation, it's doing it's job.  There's a lot
7     of -- what aquatic vegetation does is it gives a -- a matrix
8     for these small animals that eat up like nitrogen and other
9     -- the other things that end up getting washed into the

10     pond, picking up nutrients and things like that.  So it's
11     really -- it serves a purpose, it serves a function.
12              So a good, healthy littoral zone is probably your
13     best -- you know, having a good healthy littoral zone that's
14     supporting this aquatic micro bio life that lives on it is,
15     really, a pretty important thing.  So --
16              CHAIRMAN LEWIS:  Okay.
17              MR. HIGH:  So Robert, could you just for -- I guess
18     you can start with this pond.  Can you look in -- again,
19     there is two separate issues.  Right?  I don't know if
20     there's actually issues with the littoral zone versus like
21     the -- the edging of these ponds where the grasses are
22     collecting and all the scum.  I don't know from like a water
23     quantity standpoint, can we improve those areas?  Can we put
24     a littoral shelf like in those areas where these grasses are
25     growing and replace it with a littoral shelf that like --
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1     and some plantings or something that can --
2              MR. DVORAK:  I can look at it.
3              MR. HIGH:  -- help out?  I mean, can you look to
4     see if there's --
5              MR. DVORAK:  Yeah.
6              MR. HIGH:  -- anything we can do there?  My concern
7     is that we need the quantity from a flooding standpoint and
8     you don't want to change those areas.
9              Again, I think I agree with Chris.  I think what

10     happened for us is whatever these plants are have been able
11     to kind of take over these areas and when it gets really
12     low -- and there's -- there's really no water flow in there
13     in the dry season.  And again, any kind of runoff from our
14     irrigation or grass cuttings or fertilization gets in there
15     and just feeds it.  So that -- it's just an issue that --
16     it's almost like if the chemicals -- I know he's already
17     tried different chemicals, but that's not working.  It's a
18     -- it's a manual process, it has to be cleaned out.
19              But I do believe that Reid, maybe when he
20     presented, he said there were some plantings or something
21     and if we can -- we can pull out those invasive species --
22     whatever those plants that are in there now and maybe
23     replace it with something else, maybe that can get a
24     foothold and manage this in the future, but I think the
25     problem right now is just getting it cleaned out.

Page 81
1              MR. CONNER:  Yeah.
2              MR. HIGH:  Okay.
3              CHAIRMAN LEWIS:  Thank you.
4              All right.  Robert, anything else on your report?
5              MR. DVORAK:  I just had a quick update on the --
6     you guys had approved us to get going on the sidewalk -- the
7     RFP for the next phase of the sidewalk work and I just
8     wanted to let you know that Jerry got all of the field work
9     and data collection done and I believe he marked everything

10     as he went and right now, he's working on the actual
11     document and I wanted to get that -- it sounds like we would
12     be able to get that to Heather probably by the end of the
13     week or the beginning of next week so that you can -- you
14     guys can at least have it for the workshop.
15              Not necessarily make any decisions, but you'd be
16     able to look at it and I told him we'd -- we'd -- or I asked
17     him to provide an engineer's estimate of the probable
18     construction costs for each neighborhood so that you guys
19     would have our estimate of what the work would be and then
20     you can, you know, maybe in the September meeting, make a
21     decision on which neighborhoods and -- you know, all of them
22     or one of them, however many you want to do at that time.
23              CHAIRMAN LEWIS:  Okay.  All right.  That's it?
24              MR. DVORAK:  Mm-hmm.
25              CHAIRMAN LEWIS:  All right.  Thank you.
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1              MR. SYLVANOWICZ:  Do you guys have anything else
2     for Reid?
3              CHAIRMAN LEWIS:  No.
4              Chris, anything?
5              MR. BARRETT:  No.
6              CHAIRMAN LEWIS:  Okay.  No, I think we're good.
7              Reid, thank you.
8              MR. BARRETT:  Yeah, Reid, thank you for taking the
9     time to talk to us.

10              MR. CONNER:  Absolutely.  Sorry again I couldn't be
11     there.  I'll see you guys next month, but you'll see drastic
12     improvement immediately and --
13              MR. BARRETT:  Thank you.
14              MR. CONNER:  -- thank you for keeping us on.
15              CHAIRMAN LEWIS:  You're welcome.  Have a good day.
16              MR. CONNER:  You, too.
17              CHAIRMAN LEWIS:  All right.
18              David, you're the man.
19              MR. SYLVANOWICZ:  Okay.  All right.  So the paver
20     -- the project that I have in front of you guys is a repair.
21     So we briefly talked about this last -- a couple of weeks
22     ago.  So I have a better way of showing you where this is.
23     So this is West Park Village Drive, here is pond 120 just
24     for reference and here's the businesses.
25              There is a paver path underneath these trees that
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1     comes out here that all of these oak trees have turned it
2     into a bit of a roller coaster with tripping hazards.  So my
3     thought process was to get a paving company, from J & R -- I
4     got quotes from J & R, from a newer client -- excuse me --
5     vendor that's been working for the residents in town and
6     he's very capable of doing this kind of work and from the
7     EEL company that has done some of erosion repairs.  They are
8     quite capable.
9              So the current conditions -- let's see how quickly

10     this goes -- there's a lot of that.
11              CHAIRMAN LEWIS:  And you've currently got this
12     closed.  Right?  Or --
13              MR. SYLVANOWICZ:  Yeah, I've got --
14              CHAIRMAN LEWIS:  -- or roped off?
15              MR. SYLVANOWICZ:  -- it taped off, just for caution
16     so people did see.
17              CHAIRMAN LEWIS:  Okay.  So I noticed you had -- you
18     had -- I don't know if I'm missing something, but
19     Naturescapes of Tampa Bay, you had two -- two lines.  Is
20     that just -- should those have been combined?
21              MR. SYLVANOWICZ:  Yeah, so it's combined, but I
22     kind of -- when I get someone, I always like, "Let's do
23     this," and I also have another in my pocket that I would
24     like to deal with and I can bring up that first.  But the
25     West Park Village path, so J & R is at 11,000, Naturescapes
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1     is at 12,800; EEL, they were, combined, much more expensive
2     than these two guys.  So I'm kind of just looking at these
3     two because they are both quite capable.
4              So the path would just be removing, digging it up,
5     root running, putting a base back down where needed and
6     using material, paver material, that we took from the demo
7     of the West Park Village fountain project.  In discussions
8     with both vendors, they're close enough to match and to be
9     able to cut pieces because we're going to be able to reuse a

10     lot of the large pieces and then just put pieces that need
11     to be cut, the little triangles and angles and all of that,
12     will be with new brick that we have.  They are color off,
13     but they're always going to be a color off because of the
14     fade.  They can buy new product and have it still not match.
15              So that's what -- that was the main concept that I
16     got from both of these guys, so that's the one project.
17              CHAIRMAN LEWIS:  So I -- I'm sorry, where was the
18     Baybridge?  I think I -- I might've looked down, but did you
19     show that?
20              MR. SYLVANOWICZ:  In Google Earth.
21              CHAIRMAN LEWIS:  Okay.  I guess I just saw the West
22     Park Village --
23              MR. SYLVANOWICZ:  No, I -- I haven't gotten to
24     Baybridge yet.
25              CHAIRMAN LEWIS:  Oh, okay.

Page 85
1              MR. SYLVANOWICZ:  Sorry.
2              CHAIRMAN LEWIS:  Okay.
3              MR. SYLVANOWICZ:  So at Baybridge -- so what do I
4     have it as Baybridge?  So this is the end of the HOA parking
5     lot.  So if you're familiar, this area -- this keeps coming
6     up as a concern or what not when Paul Woods does his
7     walkthroughs.  He -- his main comment is like, "Can't this
8     be better?"
9              So you got to understand that both these areas were

10     not paver paths, they were just grass and so the grass got
11     worn out some time ago and, you know, predecessor, Doug,
12     took it upon you guys -- or our previous okayed either a
13     small paver project here.  This was mainly because the mulch
14     was running down to the mouth of the tunnel and then at the
15     other one, it was kind of an eyesore, it was killing the
16     grass and people walking through there, so let's create a
17     path for it.  So now that path needs to be maintained.
18              CHAIRMAN LEWIS:  Okay.
19              MR. SYLVANOWICZ:  And then this one is to extend
20     the paver path area that goes down to the tunnel that's over
21     here to just kind of create a pathway going to the parking
22     lot and continuing on.
23              MR. BARRETT:  So what's on the other side of the
24     parking lot is one of the alleys that leads towards like the
25     YMCA and --
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Page 86
1              CHAIRMAN LEWIS:  Oh, right there.  Okay.  Yeah,
2     good picture.
3              MR. BARRETT:  So it's a --
4              CHAIRMAN LEWIS:  Oh, so it's already pavers -- so
5     there's already pavers there?
6              MR. BARRETT:  Yeah.
7              MR. SYLVANOWICZ:  There's pavers here.  This is at
8     the HOA office.  There's pavers here that move back around
9     and go into the tunnel --

10              CHAIRMAN LEWIS:  Right.
11              MR. SYLVANOWICZ:  -- and I think from talking to
12     the guys that -- we had a paving company -- you know,
13     landscape, parkscape company come in and put the pavers down
14     because all that mulch that is near that structure for their
15     dumpster and the pool center was washing into the mouth at
16     the Baybridge Tunnel.
17              CHAIRMAN LEWIS:  Okay.
18              MR. SYLVANOWICZ:  So this was kind of like a half
19     measure and there is an irrigation box in here that
20     everybody's going to have to manipulate around and deal with
21     while it's being done.
22              CHAIRMAN LEWIS:  Could that be moved?
23              MR. SYLVANOWICZ:  That's probably the concept is
24     that it's probably going to be put -- put over here.
25              CHAIRMAN LEWIS:  Okay.
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1              MR. SYLVANOWICZ:  And then also part of that is
2     just this repair and -- actually would like to repair this
3     one also on the other side because it's excavating it out
4     and getting concrete down our larger paver pieces and not
5     railroad ties.
6              MR. BARRETT:  Oh, so you're moving away from the
7     wood?
8              MR. SYLVANOWICZ:  Yeah, just to get more permanent.
9              CHAIRMAN LEWIS:  Okay.  So I noticed the root

10     pruning on both of these things.  Are these people qualified
11     to -- to do that or is that something that --
12              MR. SYLVANOWICZ:  Well, they are going to prune the
13     roots out of the way, much like when sidewalks get put in.
14              CHAIRMAN LEWIS:  Okay.
15              MR. SYLVANOWICZ:  That basically --
16              CHAIRMAN LEWIS:  Okay.  So -- all right.  They're
17     --
18              MR. SYLVANOWICZ:  Yeah, it's --
19              CHAIRMAN LEWIS:  But is that going to be -- I mean,
20     I don't know, what are the trees in that one area?  Is that
21     going to be a -- I guess I would to see them do that enough
22     to where it would be a detriment to the -- to the trees on
23     that West Park Village.  Doesn't look like there's anything
24     at Baybridge there, but --
25              MR. SYLVANOWICZ:  I think the disconnect with the
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1     vendor was on the -- the larger price tag.  They were going
2     to rip it all up and just prune through and whatnot where I
3     was more looking for can we get this back to functional,
4     non-tripping, back to the way it should be by kind of
5     repairing it through.
6              It was a little big.  It would take my guys weeks
7     and weeks to do it.  They need to throw a crew at it and
8     just dedicate their days to it.  So more of a repair.  My
9     guys have done this type of repair often, but it's in small

10     sections that they can handle.
11              CHAIRMAN LEWIS:  All right.
12              MR. SYLVANOWICZ:  Let me go back to -- yeah, so
13     project one is at 9623 West Park Village Drive extending to
14     Bentley, the west end of commercial space.  That is the West
15     Park Village path.
16              Project two is extending the existing paver walkway
17     near the HOA office connecting to that lot --
18              CHAIRMAN LEWIS:  Okay.
19              MR. SYLVANOWICZ:  -- and then that -- in that price
20     tag was -- was repair one of the rotting retaining wall
21     that's right there around that drainage.  I neglected to
22     bring to their attention the one on the other side, so
23     that's why I -- I'm asking for, you know, a little bit more
24     on that, wiggle room, to take care of both while I have
25     those vendors there.

Page 89
1              CHAIRMAN LEWIS:  You mentioned there was a new
2     vendor, which one was that?
3              MR. SYLVANOWICZ:  That is the Naturescapes.
4              CHAIRMAN LEWIS:  Okay.  And you've seen J & R's
5     work before?  You said --
6              MR. SYLVANOWICZ:  J & R, they redid the nature
7     trail with the mulch and the railroad ties and whatnot.
8              MR. BARRETT:  Oh.
9              CHAIRMAN LEWIS:  Well, they happen to be the

10     cheapest, too.
11              MR. BARRETT:  They did a good job there.
12              CHAIRMAN LEWIS:  Yeah, they did.
13              MR. SYLVANOWICZ:  J & R is -- they are also the
14     company that does our tree trimming.  They also, you know,
15     I'll have the -- the manager will be there, the -- the crew
16     will be there and I will work with -- not so much the crew,
17     but with the manager in making sure that everything is done
18     properly.
19              With Naturescapes, that's a family business.  The
20     guy that took the estimate is the guy that's going to be
21     laying the stone and working with it.
22              CHAIRMAN LEWIS:  Okay.
23              MR. SYLVANOWICZ:  So it's just a smaller firm.
24              CHAIRMAN LEWIS:  Yeah, okay.
25              MR. BARRETT:  What is the wiggle room you need for
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1     -- do you --
2              MR. SYLVANOWICZ:  I think on one of them, I have to
3     get with J & R because their scope listed it back as
4     railroad timbers and they were at 350 and I didn't want to
5     do that, so that's -- I need a little wiggle room with that
6     to manage, which I can obviously do on my own and it's just
7     -- you know, just a little bit of cost over on there.
8              The other aspect of -- it was 15 hundred for the
9     separate concrete one, so I figured that would probably be

10     about the same -- not concrete, but stone.
11              MR. BARRETT:  Naturescapes had it as 15 hundred for
12     concrete?
13              MR. SYLVANOWICZ:  Yeah, let me -- I'm quoting, but
14     I have the -- I can certainly bring up the page, it just
15     takes me a minute to find it.
16              MR. BARRETT:  I'll make the motion for J & R, but
17     let's give you the $3,000 -- it's not going to be quite that
18     --
19              MR. SYLVANOWICZ:  No.
20              MR. BARRETT:  Maybe 27 hundred dollar wiggle room
21     with the contract.
22              MR. SYLVANOWICZ:  Mm-hmm.
23              MR. BARRETT:  Not to exceed --
24              MR. SYLVANOWICZ:  Okay.  So what is that number
25     now?  So J & R is 17,436.  They under- -- you know, that's a
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1     me mistake, the fact that it was railroad ties and not
2     stonewall.  And then if I look at Naturescapes, just for
3     reference, install retain wall, it's 1,750.
4              MR. BARRETT:  All right.
5              MR. SYLVANOWICZ:  So that's what your -- that's
6     your delta there.
7              MR. BARRETT:  What's your do not exceed, Matt?
8              CHAIRMAN LEWIS:  I was kind of in line with you.  I
9     was going to say 25 hundred, but I'm good with 3,000.

10     That's fine.
11              MR. BARRETT:  Well, I want --
12              MS. DILLEY:  How much do you need, David?
13              David?
14              MR. SYLVANOWICZ:  If J & R does it for about the
15     same price that the Naturescapes is -- so if we're looking
16     at -- hang on, I -- if we're at 17 now, remove 350 and add
17     another 3,000, so we're at $20,000 for all of that.  That
18     kind of takes care of any overrun, if we have to buy more
19     pavers because what I am able to supply --
20              CHAIRMAN LEWIS:  Okay.  I -- I'll second that.
21              MS. DILLEY:  All right.  So not to exceed the
22     20,436?  That adds that 3,000.
23              (Multiple speakers speaking.)
24              CHAIRMAN LEWIS:  I think it was just straight
25     $20,000.
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1              MS. DILLEY:  20,000, okay.  Sounds good.
2              CHAIRMAN LEWIS:  Any comments or concerns?
3              (No response.)
4              CHAIRMAN LEWIS:  Okay.  All in favor?
5              (All board members signify in the affirmative.)
6              CHAIRMAN LEWIS:  Carries four to zero.
7              (Motion passes.)
8              MS. DILLEY:  Okay.
9              MR. SYLVANOWICZ:  Okay.  So a few weeks ago, we

10     talked about Baybridge Park and the end conservation area,
11     so I just basically continued a thought I had a little bit
12     ago was -- it's 150 feet to go around that arc of that
13     sidewalk and that three feet -- piece to put in 15 gallon
14     Viburnum, so that's 50 of them.
15              Let me switch over.  So basically when it all comes
16     down -- and I got this from Adventura, who is our main
17     nursery that we deal with.  They're very good at installing.
18     They do the washy palms.  They did the Viburnum hedge row
19     all along Gretna Green when that was -- the Oleanders were
20     removed and then the irrigation to support it would be two
21     spray zones.  Bear with me while I pull it up.
22              MR. BARRETT:  So while you're pulling that up, I
23     went over and looked at it.  There's actually a portion of
24     that area of the park that already has the Viburnum along
25     the -- the sidewalk and then the bamboo behind it, so it
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1     would tie in nicely with that.
2              MR. SYLVANOWICZ:  Mm-hmm.
3              MR. BARRETT:  So I -- I think that that would --
4     that would solve the -- both the privacy and the appearance
5     problems of those areas, what he's pitching.
6              MR. SYLVANOWICZ:  Yeah, and the irrigation to
7     support it, if you can see, this is pavilion four, so the
8     distant one from the playground.  That's where our last
9     valve is and -- or irrigation water, so then a -- a

10     standalone battery operated controller would have to be put
11     in and then one zone would spray the Viburnum and another
12     zone would come into the -- the larger area and have the
13     access to bubblers to get these -- the clumping bamboo that
14     -- some of it is there.  You could kind of just add to it
15     and kind of fill that space.
16              The main concept is to try to kind of finish this
17     spot to review -- this was Brazilian pepper with an oak tree
18     that got damaged.  There were volunteer palm trees.  It was
19     a mismatch of everything in there.  A bunch of it went over
20     during the storms, destroying the rest.  We removed it and
21     so now, we need to kind of finish off this park area and as
22     an added benefit, it'll give us some buffer to the two
23     neighbors that back up to it.
24              CHAIRMAN LEWIS:  So is there any -- sorry, if you
25     said this, I don't think you did, but anything behind that
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1     -- like around that blue line, like tree repayment at all or
2     --
3              MR. SYLVANOWICZ:  That's going to be -- I think
4     it's -- it was 20, 20 clumping bamboo.
5              CHAIRMAN LEWIS:  Mm-hmm.
6              MR. SYLVANOWICZ:  And that's that -- as you walk it
7     -- I know I sent the -- a couple of you guys some pictures.
8     That was kind of the concept I was talking about and I know
9     I talked to Chris about it also; is eventually, to have a

10     Viburnum hedge with the depth of the clumping bamboo behind
11     it.
12              The thought to not go smaller than a 15 gallon
13     plant is because of the use of the park and the kids and
14     what they do and what they do to plants and if we put in too
15     small of a plant, you might be constantly replacing them.
16              CHAIRMAN LEWIS:  Okay.
17              MR. BARRETT:  So --
18              MR. SYLVANOWICZ:  Yep.
19              MR. BARRETT:  -- I did say to them -- I think I
20     know who came down there and kind of personally would like
21     to see another oak, you know, go in.  It would look really
22     good there, especially when it become fully mature and it
23     really wouldn't damage anything.
24              MR. SYLVANOWICZ:  No, yeah, we could -- could
25     definitely have --
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1              MR. BARRETT:  So as long as -- as long as you have
2     like space that the bamboo wouldn't choke it out --
3              MR. SYLVANOWICZ:  Yeah.
4              MR. BARRETT:  Yeah, I think it'd be really cool to
5     -- to put a nice live oak back there.  And we -- I mean,
6     they grow quick.
7              MR. SYLVANOWICZ:  Yeah.
8              MR. BARRETT:  But in 20 years, that --
9              MR. SYLVANOWICZ:  Well, especially if we -- we can

10     also play the game where we don't have as much of the
11     clamping -- the bamboo or position them appropriately and
12     put in a couple of oak trees or an oak tree.
13              CHAIRMAN LEWIS:  I'm good with that.
14              MR. BARRETT:  Okay.  That will change the price,
15     though.  So I have no idea what oak trees cost.
16              MR. SYLVANOWICZ:  Well, I always have the ability
17     to buy it, to add an oak tree on and just have them plant
18     it.  It would be within my -- you know --
19              CHAIRMAN LEWIS:  Well, if you're taking out some of
20     the -- right, the --
21              MR. SYLVANOWICZ:  Yeah, and if we flip-flop it
22     around a little bit.
23              CHAIRMAN LEWIS:  Yeah, agreed.  So there were two
24     separate ones.  Right?  15,750 --
25              MR. SYLVANOWICZ:  Yep.
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1              CHAIRMAN LEWIS:  -- and this 6,835.90.
2              MR. SYLVANOWICZ:  Yep.
3              CHAIRMAN LEWIS:  Okay.  All right.  I'll make a
4     motion to approve the landscaping -- the 15,700 -- what does
5     that add up to -- 15,750 and then 6,835.90 for the
6     irrigation.
7              Do we have a second?
8              MR. GILLIS:  Second.
9              CHAIRMAN LEWIS:  Seconded by Reggie.

10              MS. DILLEY:  Reggie, okay.
11              CHAIRMAN LEWIS:  All right.
12              MS. DILLEY:  All in favor?
13              (All board members signify in the affirmative.)
14              MS. DILLEY:  Four to zero.  Motion passes.
15              CHAIRMAN LEWIS:  Ready to go, huh, Heather?
16              (Motion passes.)
17              MS. DILLEY:  Uh-huh.
18              CHAIRMAN LEWIS:  Okay.
19              MR. SYLVANOWICZ:  Last comment I have is -- you
20     know, we had a sod project go in, we did -- they -- in the
21     Greens, in the curves, in the common area in the entrance.
22     You guys had approved it months ago.
23              They say to put sod in during the rainy season so
24     that it can get established.  Well, we kind of -- the team
25     struggled with that with respect to both the installer,
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1     Felix Sod.  He definitely had to warranty a bunch of pallets
2     of sod.  As he was installing him, he was turning around and
3     losing it.
4              And then Red Tree -- the long and short of it is
5     Red Tree kind of did not treat the new sod going down in a
6     timely fashion leading to some sod death.  I brought this to
7     Paul Woods' attention, we discussed it and basically, they
8     are on the hook for warrantying the sod.  I communicated to
9     them that we were putting in sod, we worked with their

10     irrigation team to make sure they were prepared for this and
11     it kind of went sideways for other reasons.
12              So they received a minus ten out of ten for sod
13     fertility and so he indicated that all of it has to be
14     warrantied.  They have some issues at Glencliff Park, too,
15     for pest damage.  So just wanted to acknowledge that it's
16     being dealt with and we've had multiple meetings.  We've
17     talked more about sod and sod webworm than I care to ever
18     again, but they are -- they are on it.  They are actively
19     dealing with it, treating it and they know which sections
20     that they're going to have to deal with when it doesn't
21     rebound.
22              CHAIRMAN LEWIS:  Okay, thank you.  Is that all you
23     got?
24              MR. SYLVANOWICZ:  That's all I got.  I think that's
25     all I got.  Are we --

25 (Pages 94 - 97)
Veritext Legal Solutions

800-726-7007 305-376-8800

Page 44



Page 98
1              MS. COOK:  Yeah, we're good.
2              CHAIRMAN LEWIS:  Thank you, David and Sherida.
3              All right.  Heather?
4              MS. DILLEY:  Okay, so just a few things.  I've got
5     the invoicing SOP that was requested.  That's on page 192.
6     That basically is the process of how we do invoicing,
7     straight from when the invoice is submitted into the e-mail
8     from vendors, all the way down.  We use a program called
9     Strongroom.  I'm sure you, you know, are familiar with it

10     and Sherida as well.
11              So there's aspects of that where it's timestamped
12     when it comes in.  You can also -- the AP would -- excuse
13     me.  Once the AP has it, they do -- they assign it to the
14     correct community and the vendor and they also do a coding.
15     If they know the code, then it goes directly to Sherida and
16     then it goes to -- you got it?
17              CHAIRMAN LEWIS:  Sorry, Heather.
18              MS. DILLEY:  No, that's okay.  Yeah, this is just
19     the flow.  The office manager, which is Sherida, she'll
20     validate the information, the vendor information, the
21     contract, was it performed with David.  She also looks at
22     the coding again, makes sure that the coding is legible,
23     which funding it's going to come out of.
24              Once she's satisfied, she approves it, then it goes
25     to me, which again, I check the coding on it, I check to
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1     make sure that there isn't any tax, we're tax exempt and
2     also the amount as well.  So once I sign off on that as a
3     second approval, then it goes to our accountant and the
4     accountant is the only one that can actually pay those
5     bills.  So she's doing another review of it, but again, she
6     just pays the bills once we've authorized it.
7              The other aspect, too -- excuse me -- is every
8     handoff is logged with a timestamp -- excuse me -- and user
9     ID so we know exactly -- excuse me, let me just take a

10     drink.  So what we're going to implement, too, is once a
11     month, we're going to go through the ledger and so Sherida
12     and I will both double check that to make sure that there
13     isn't any missed coding, so that's something new.
14              And Chris, that was a great idea, so we're going to
15     implement that as well.  The other aspect that we've
16     implemented is any kind of ACH, our accountant is going to
17     call and same thing with -- with Vertex, with their
18     payments.  So our accountant is going to call them on the
19     phone and verify everything and information, all of this
20     banking information.  Even though he's paying us, we're
21     still doing that double check to it.  Okay?
22              And if you'd like me to add anything else, I know
23     that there was a suggestion about starting when the
24     proposals come and kind of do -- beginning for proposal to
25     approval from the board or from field managers, so we can go
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1     that route.  I do think it's up to the board, but a lot of
2     items do get approved by Sherida and David that are smaller
3     and so we would just have to kind of put a cap on that.
4              So if we want the whole process, we could do any
5     number -- like if it's $10,000 or more, how you'd like it to
6     be approved.  We've got the spending limits for all of us,
7     so if you'd like me to alter it in any way, I certainly can
8     or if you like it the way it stands or I'm open to
9     suggestions.

10              CHAIRMAN LEWIS:  Yeah, I mean, I think we can also
11     -- in my mind, I think this is a good start.  I think that
12     some of the discussion, we may have at the workshop
13     regarding --
14              MS. DILLEY:  Okay.
15              CHAIRMAN LEWIS:  -- our budget and how things are
16     allocated.  I'm trying to think of the word.  I think that
17     might be a good time to --
18              MS. DILLEY:  Bring it up then as well.
19              CHAIRMAN LEWIS:  Yeah, and then I think -- I know
20     like Stephen might've had some interest in this and maybe
21     other residents.
22              MS. DILLEY:  Okay, perfect.  Sounds good.  So the
23     other aspect, too, is the workshop items.  So I've got the
24     allocation of funds that we're going to have a discussion
25     on, we'll have the SOP discussion on and we will also have
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1     Robert, the items that you had mentioned.
2              MR. DVORAK:  Yeah, the CRFB.
3              MS. DILLEY:  CRFB.
4              CHAIRMAN LEWIS:  For the sidewalks.
5              MS. DILLEY:  Do we have any other items for the
6     workshop?
7              MR. GILLIS:  Yeah, well, I can do it now or later,
8     but again, I think we need to continue the -- keep the golf
9     course on the workshop agenda.  There's continued to be

10     movement and discussions.  The owner still has interests in
11     talking with the community and the only way to share that is
12     -- I think in a productive manner would be using the
13     workshop, so I'd like for us to keep that on the agenda.
14              MS. DILLEY:  Okay, will do.
15              CHAIRMAN LEWIS:  And we're talking -- just so we're
16     aware -- July 18th.  Is that okay with --
17              MR. SYLVANOWICZ:  August.
18              CHAIRMAN LEWIS:  August.  I know I can't be the
19     only one where July felt like a week.  So -- okay.  Yes,
20     August 18th.
21              Karen, make sure to get that right.  I'm joking.
22              MS. DILLEY:  And I did just want to bring up one
23     item for the board and the residents, too.  Just be very
24     careful with social media.  Social media, we get a lot of
25     misinformation that's put out there.  So if anyone wants to

26 (Pages 98 - 101)
Veritext Legal Solutions

800-726-7007 305-376-8800

Page 45



Page 102
1     come to the CDD meetings, you can get firsthand the
2     information from the board.  We also have the minutes that
3     are posted every month, so I just want you to be cautious
4     with any kind of social media.
5              You know, negativity does breed a little bit, so we
6     just want a positivity of the community.  If you have any
7     questions for the board, we are always here to answer you.
8     I'm happy to answer any questions you have, too.  I just
9     want to right information coming out.  So just wanted to

10     bring that up to the board and that concludes my subject.
11              MR. SPLAINE:  Could I --
12              CHAIRMAN LEWIS:  Okay.  We'll move into audience
13     comments.
14              MS. DILLEY:  Okay, we'll start with the front row.
15              MR. SPLAINE:  Quick question.  I notice last
16     month's minutes weren't posted to the website.  It was under
17     a separate cover, but I couldn't find them anywhere.
18              MS. DILLEY:  We post them when the board approves
19     them, so we're always one month behind, should I say.  So
20     this one right now, the minutes that Whitlie's taking, they
21     won't be approved until next month and that's when they will
22     be posted.
23              MR. SPLAINE:  Okay.  So you --
24              MS. DILLEY:  So it's one month -- it's always one
25     month --
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1              MR. SPLAINE:  Okay.  Yeah, it's normally in the
2     packet and you can go down the packet and see all the
3     minutes --
4              MS. DILLEY:  Mm-hmm.
5              MR. SPLAINE:  -- and it wasn't in this month's
6     packet.
7              MS. DILLEY:  Oh, yes, yes.  This one was a little
8     bit of a -- of a time delay.  No, the substitute had
9     e-mailed me and didn't know that what we wanted a

10     transcript, so that was on them.  They rushed to get it out,
11     so -- yeah, that was -- that was the point there, because we
12     had a substitute, but --
13              CHAIRMAN LEWIS:  Are we able to get that up this
14     week or --
15              MS. DILLEY:  Yeah, it -- it should be in the book
16     now or we will do a revised one.  So --
17              MR. SPLAINE:  Thank you.
18              CHAIRMAN LEWIS:  Thank you for mentioning that.
19              MS. DILLEY:  Absolutely.  Anything else in the
20     front?
21              (No response.)
22              MS. DILLEY:  Okay.  Second row?
23              MS. STONE:  Can you give me an example of when
24     there was misinformation in social media and how else would
25     you suggest we communicate when the meetings are at 4:00
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1     p.m. and people cannot come to them?
2              MS. DILLEY:  Mm-hmm.  Well, I don't really have an
3     example.  That was just brought to my attention and I say it
4     --
5              MS. STONE:  Well, I don't think you should make a
6     blanket statement.
7              MS. DILLEY:  I'm sorry?
8              MS. STONE:  I don't think you should make a blanket
9     statement like that.

10              MS. DILLEY:  I do that at almost all of my -- all
11     of my districts.
12              MS. STONE:  But then how do you -- how do you
13     suggest we communicate as a neighborhood without having
14     social media?
15              MS. DILLEY:  No, no, no, I'm not -- I'm not saying
16     you can't use social media.  I'm just saying it was brought
17     to my attention and I -- I say this in every board meeting
18     that I have.  It's just standard because there is a lot of
19     miscommunication.  I mean, that's why I invite people come
20     to the CDD meetings.  You get a firsthand -- also, the
21     minutes are there.
22              So no, by all means, I'm not saying do not use
23     social media.  I'm just saying that you just have to be
24     cautious because, you know, negativity breeds, positivity
25     breeds as well, so it's just -- we're all part of a

Page 105
1     community and that's all I'm saying.
2              So -- any other questions in the second row?  Sure.
3              UNKNOWN SPEAKER:  Yeah, I had two questions.  I
4     missed the July 18th workshop meeting and I was wondering
5     what, if any, decision was made on the purchase of the golf
6     course?
7              MR. BARRETT:  Nothing.
8              CHAIRMAN LEWIS:  So -- so Christine, just keep in
9     mind, too -- I'm sorry, go ahead, if you want.

10              MR. GILLIS:  There is no decisions at the
11     workshops, so the discussion's there, but anytime that
12     something is formal or anything like that, that would be
13     here.  The discussions about the golf course thus far have
14     all been informative to the board about the discussions that
15     we've had with the owner.
16              UNKNOWN SPEAKER:  Okay.  Do you think that
17     something is going to happen soon or -- you know, I'm just
18     curious.  You know, I wonder if -- what makes me nervous, if
19     we wait, they sell it to a developer and then we're all --
20     all our property values --
21              MR. GILLIS:  I share your concerns, I'll just say
22     that.
23              UNKNOWN SPEAKER:  Okay.  But there's no information
24     about it?
25              MR. GILLIS:  Well, again, we're going to continue
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1     to talk through any discussion we have at the workshops or
2     here, if we think we need to make a decision, but there is
3     -- we're not -- I wouldn't -- to answer your question, I
4     don't believe we are close to making a decision about
5     anything right now and I think you would've seen us have
6     brought a discussion -- we share a lot more information with
7     the community prior to making a decision.
8              UNKNOWN SPEAKER:  Okay, I got to start making it to
9     the workshops.  The other question I have is the two big

10     oaks that were taken out, were they diseased or -- they were
11     on the northwest corner of the entrance of Sheldon and
12     Linebaugh, that entrance.  There was these two giant oaks
13     that look they were chopped clear --
14              CHAIRMAN LEWIS:  On the northwest corner?
15              UNKNOWN SPEAKER:  On the -- like if you're driving
16     north from Sheldon and you make the left-hand turn on to
17     Linebaugh, on the --- on that corner.  Like right --
18              CHAIRMAN LEWIS:  Okay.  Near the Walgreens or CVS?
19              UNKNOWN SPEAKER:  Opposite -- CVS, CVS, yes.
20              CHAIRMAN LEWIS:  Yeah, CVS.
21              MR. SYLVANOWICZ:  Opposite of CVS?
22              UNKNOWN SPEAKER:  Up -- yeah, up -- like CVS is on
23     one corner of Linebaugh and Sheldon and --
24              MR. SYLVANOWICZ:  Kind of backed up to the bus stop
25     that's on Sheldon?
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1              UNKNOWN SPEAKER:  Not to the -- no.  Let me --
2     yeah, that backs up to the bus stop.
3              MR. SYLVANOWICZ:  Yeah, they were going to fall
4     over.
5              UNKNOWN SPEAKER:  They were going to fall over?
6              MR. SYLVANOWICZ:  They were unrooting.  They were
7     either dead or they weren't even -- they were green because
8     they were covered in vines and ivy.
9              UNKNOWN SPEAKER:  Oh, okay.  Hmm.

10              MR. SYLVANOWICZ:  Yeah, they were a risk to the bus
11     stop and Sheldon.
12              UNKNOWN SPEAKER:  Okay, was just curious.  Thank
13     you.
14              MS. DILLEY:  I think there was one more question.
15              UNKNOWN SPEAKER:  I'd just like to thank all of you
16     for all the work you've been putting into -- David, I've
17     been working with you the most, although, I ignored his
18     first piece of advice about killing everything and I felt a
19     little backed up into a corner, but I must say I find the
20     discussion with Reid troubling, problematic.
21              I don't know if it's the Bridges factor or
22     whatever, but I'd like to talk about the photo we gave at
23     the workshop, if we can.  You all have to understand that
24     there is a public relations problem here and whatever you're
25     doing, you need to do a better job.  I would suggest in
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1     explaining the actions that you're taking.
2              I've talked to Robert a little bit and in his
3     absence, I'll take the liberty in saying what I was going to
4     ask you today is that the situation seems to be we need to
5     do a careful evaluation of the whole pond.  It's a weir,
6     river like thing and to come after the fact and put a
7     Band-Aid on an open wound doesn't seem to be the answer.
8              22 -- in the last 25 years, that whole area has
9     been open water and it looks like a bath and now, it looks

10     like crap and I have no real idea of what we're going to
11     look at when we go back to the littoral shelf.  Someone
12     needs to tell the residents what it is we're doing and what
13     the definition of the littoral shelf is because for 22 of
14     those years, we've had open water.
15              So -- now, Reid's people, when they come out -- and
16     the pictures I gave you will show you, they attacked it with
17     as much as anyone could expect, but when I read the
18     contract, I don't know if it's one person, a half a person,
19     a child that's going to do the work and -- and I think
20     that's our fault.
21              I know it has a section there -- and I asked David,
22     did you get a written report from Reid telling you that this
23     pond was deteriorating?
24              MR. SYLVANOWICZ:  Telling us it was deteriorating?
25              UNKNOWN SPEAKER:  In May or April.  I was walking
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1     around with a guy that does this over in the Eagles and he
2     told me in April, it's getting bad and he told me in May,
3     you've lost it.  I've been coming to the meetings and saying
4     this and so the recovery, they are doing well.  Even if they
5     are going in with shovels to take some stuff out, it's bad
6     between -- from there all the way around to every corner
7     where it goes in with dead ends.
8              So -- and I understand what you did today and you
9     got to have a contractor, but there's a lot of people that

10     are unsatisfied and I still don't know the plan.  They come
11     to me and say, "Well, what are they going to do?"  I don't
12     know.  I hear about different kinds of weeds and things we
13     have to have, but I couldn't draw a picture and say, "There
14     will be grasses here or this will be here."
15              So if we can keep it, do something at the workshop
16     and talk -- I can bring an Army in here.  I don't want to do
17     that.  I had a -- a copy of the petition that's in there and
18     I want to say to you I don't want to send that out because
19     you're going to get people angry.  I mean, the ladies on --
20     on near where I live, they get upset when there's a trash
21     can left out for a day.
22              So they're mad and I'm trying to say, "Give them
23     time."  And David, I agree with you, he's doing it now to
24     clean it up, but I would submit it probably shouldn't have
25     ever happened and he has a contract that says you're
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1     supposed to tell David when you see a problem coming and he
2     didn't do that.
3              MR. BARRETT:  So I -- what I heard him say today,
4     Pat, is that he is bringing in a crew to actually physically
5     go into those ponds and instead of spraying all that growth
6     that really looks so terrible that I think you're referring
7     to, he's going to have them manually pull it out.
8              UNKNOWN SPEAKER:  Shucks.  Those poor guys were
9     working their asses off and it was pouring rain and they

10     were in there with shovels and they got piles outside of the
11     ones --
12              MR. BARRETT:  Yeah, but there's -- there's several
13     plans that they've brought before us to plan the littoral
14     shelf --
15              UNKNOWN SPEAKER:  I don't know when --
16              MR. BARRETT:  There was a lot of talk today about
17     -- there's -- do you know what a littoral shelf is?
18              UNKNOWN SPEAKER:  Yeah.
19              MR. BARRETT:  All right.  So there was some talk at
20     the meeting today about looking at that, but there are no
21     plans -- like that would be a separate contract.  We'd
22     actually have to pay separately to plant that and that would
23     have to come before us.  I have no plans of supporting that
24     sort of thing.  It's been, as you've said, open water.  I
25     don't think that's at all related to what the issue that you
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1     and I have been complaining about.
2              So my goal is -- I'm going to give them -- I want
3     to see the result of the clean out and if it's -- if I'm not
4     satisfied, I'm going to come to the board and say, "Look, I
5     think we need a different vendor," because --
6              UNKNOWN SPEAKER:  So if they do that, Chris --
7              MR. BARRETT:  -- I think you're right.  I think --
8              UNKNOWN SPEAKER:  -- then what's the pond going to
9     look like as soon as they do that?  Is it going to be all

10     water or --
11              MR. BARRETT:  Well, hopefully --
12              UNKNOWN SPEAKER:  -- is it going to be growth?
13              MR. BARRETT:  Hopefully, it will be back to what it
14     looked like eight months ago.
15              UNKNOWN SPEAKER:  Well, that's all water.  I mean,
16     to be very specific, if -- if my talking with David is -- he
17     -- he told me -- he showed me the grasses that were growing
18     in and it makes sense.  It should have some kind of
19     filtering effect.  I mean, it's got a job to do, so if we
20     leave 35 percent like that, what's the 35 percent?  Is it
21     all behind Pat's house or is it all throughout the river and
22     the -- the point of me saying 35 percent grown, it's been
23     ignored for 22 or so -- the last 25 years.  So we're --
24     we're marching uphill with that.
25              And I'm not against it now because of what David
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1     said, because of what I'm reading and I'm reading more than
2     I want to read, but it makes a lot of sense.  It's there for
3     a reason and the water's got to go through it, so let's see
4     what that plan -- how is that going to be developed and
5     deployed?
6              CHAIRMAN LEWIS:  Pat, say that last part again.  22
7     years, what -- what did you just say?
8              UNKNOWN SPEAKER:  I've lived here 25 years.
9              CHAIRMAN LEWIS:  Yeah, I know, I'm --

10              UNKNOWN SPEAKER:  Three times -- and that's what I
11     was going to say earlier before I listened to the contract
12     discussion.  This is small potatoes compared to everything
13     you guys are dealing with.  But three times since I've lived
14     there, people have -- hadn't come in and they didn't use
15     shovels.  They had big equipment and they tore the thing
16     apart and they carried and it -- it was a ten-by-ten foot
17     patch, they put a hook in it and carved it out and they took
18     it all the way down Gretna Green and loaded into a grinder
19     and -- and carried it away.
20              And in a those times, to my knowledge, it was
21     because it just went too far too soon and they had to
22     recover.  David's got on this quicker and I think that Reid,
23     to his credit, those guys are working when they're there and
24     they're going to recover, but my buddy over in the Eagles is
25     telling me we might've been able to stop this a lot sooner.

Page 113
1              MR. BARRETT:  I agree, I think they -- they did not
2     spray adequately and it got out of hand and --
3              UNKNOWN SPEAKER:  I don't know why.
4              MR. BARRETT:  -- and I -- it started eight months
5     ago, roughly eight months ago and so that's why I voted
6     against the contract.  But hopefully he'll -- he's willing
7     to spend 22 grand trying to fix it.  So -- but --
8              UNKNOWN SPEAKER:  But it's more important for
9     public relations if the pond is going to be anything other

10     than water, which is what it was, with some weeds along the
11     -- or whatever they're called along the edge, but a tenth of
12     what's around there now.  If it's going to be different in a
13     major way, somebody's got to tell somebody about that
14     because --
15              MR. BARRETT:  What is your understanding, David?
16              MR. SYLVANOWICZ:  David what is my what?
17              MR. BARRETT:  When he was talking about pulling all
18     that stuff out, I'm assuming it's along the pond banks
19     there, the stuff that we've been complaining --
20              MR. SYLVANOWICZ:  Well, I think we're talking about
21     so many different things, I'm not quite aware of what we're
22     talking --
23              MR. BARRETT:  We're not talking about the littoral
24     shelf --
25              MR. SYLVANOWICZ:  You're not talking about --
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1              MR. BARRETT:  -- we're talking about all around the
2     edge of the pond that has seen kind of like a --
3              MR. SYLVANOWICZ:  That --
4              MR. BARRETT:  -- ten foot growth of this --
5              MR. SYLVANOWICZ:  Yeah, I --
6              MR. BARRETT:  -- weed.
7              MR. SYLVANOWICZ:  Correct, that is a -- and Robert
8     can help me.  I think he just said it, is that a Hydrangea
9     or --

10              MR. DVORAK:  Hydrilla.
11              MR. SYLVANOWICZ:  Hydrilla.
12              MR. BARRETT:  That's an invasive thing.  That's --
13              MR. DVORAK:  It is.
14              MR. BARRETT:  That needs to be pulled out.
15              MR. SYLVANOWICZ:  Yeah, it's -- that's what was
16     sprayed out and killed and now, it's floating on the surface
17     that they're now dragging out and removing.
18              MR. BARRETT:  So it's no longer --
19              MR. SYLVANOWICZ:  To my understanding.
20              MR. BARRETT:  -- no longer rooted in --
21              MR. SYLVANOWICZ:  Well, because when they spray, it
22     no longer roots, then it floats up.  You can see it and
23     there is other plants that look exactly like it that aren't
24     invasive.  I don't have that eye, I rely on them; that we
25     went through this last year and it was explained to me that
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1     it's just because the water levels are low.  This all goes
2     away when we get rain, then the water levels come up, we
3     don't see it anymore --
4              MR. BARRETT:  That's not how I --
5              MR. SYLVANOWICZ:  -- and then we just go through a
6     cycle.
7              MR. BARRETT:  That's -- I don't believe that that's
8     how --
9              MR. SYLVANOWICZ:  Okay.

10              MR. BARRETT:  -- Hydrilla's work.  What we --
11              MR. SYLVANOWICZ:  No, not the Hydrilla, the other
12     -- the other plant material.
13              MR. BARRETT:  Got it.  So one thing we might think
14     about -- and Robert, you know probably more about this than
15     I do, but there are basically carp that will eat that stuff
16     and keep it out of the ponds.  They are not cheap, but they
17     grow really big because they eat a lot of Hydrilla.  It
18     might be in our interest to look into what it would cost to
19     stock that pond with a little bit of carp so that we --
20              UNKNOWN SPEAKER:  They've always been there.  Guys
21     come and fish in the backyard all the time.  There is fish
22     like you can ride, always has been.
23              MR. HIGH:  I -- I would not recommend putting in
24     invasive species to kill another invasive species.  I would
25     not be --
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1              CHAIRMAN LEWIS:  Okay, okay.
2              MR. BARRETT:  Is that actually the -- the Hydrilla
3     eating carp because that's been use through --
4              MR. HIGH:  I --
5              MR. BARRETT:  -- districts --
6              MR. HIGH:  I wouldn't have -- as far as I know -- I
7     don't -- that's an invasive species --  (indiscernible.)
8              MR. DVORAK:  They have -- (indiscernible.)
9              (Multiple speakers speaking at once.)

10              MR. DVORAK:  They have a program, it's subsidized
11     and were approved by Fish and Wildlife and you have to do
12     certain things to the pond to make sure that they don't
13     escape because they don't want them out in the native
14     environment, but they --
15              MR. BARRETT:  Well, my understanding is they are
16     sterilized, that they're --
17              MR. DVORAK:  They are, but they just don't --
18     there's just things you have to do so that they don't
19     escape.  They don't want them to escape, so they'll make --
20     they'll give you a permit to stock the pond and they're like
21     -- I don't know, they used to be like seven, ten bucks a
22     piece or something like that.  And generally, what happens
23     is they will just eat, eat, eat and re -- reproduce and when
24     the food source disappears, they --
25              MR. BARRETT:  Well, they don't reproduce.  They are
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1     sterilized.
2              MR. DVORAK:  Well, yeah, okay.  The ones that are
3     sterilized, the sterilized version or whatever, but the idea
4     is that they don't want them to escape and then eventually
5     when the food goes away, they pass away and die and you
6     retrieve them out of the lake and that's the end of it.
7              MR. BARRETT:  I know that the Park Place CDD used
8     them successfully to deal with the terrible Hydrilla problem
9     up in -- up in Park Place, so I'm -- I think it would be

10     worth -- as long as they are not considered an invasive
11     species, as long as there's control mechanisms, to me, it
12     sounds like a smart way of controlling this problem, but --
13              CHAIRMAN LEWIS:  I've never heard of that, but
14     okay.  I mean, it seems like a potential option.  So --
15              MR. HIGH:  I do have one more clarification.  So we
16     are in a historic drought.  This has been (indiscernible)
17     2024.  I don't know the exact numbers, they're saying like
18     20 something years of -- of a historic drought and we have
19     rain now and --
20              UNKNOWN SPEAKER:  That's like politics.  I mean,
21     it's --
22              MR. HIGH:  No, it's not politics, it's science.
23              UNKNOWN SPEAKER:  If it's ten percent warmer --
24     this is Tampa.  It's warm, there's drought every summer and
25     the water just -- you can see it flowing.  It's not the Gulf
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1     of Mexico, but it's a pond --
2              MR. HIGH:  Yes, but the area that it's growing
3     around is because that -- it is a lower area that's allowing
4     the plants -- the plants have gotten out of control.  I
5     agree with that, it needs to be maintained, but I don't want
6     the expectations of the community to be that we fix this and
7     we don't have another problem in the future if we have a
8     drought.
9              UNKNOWN SPEAKER:  And I go back to you -- and I

10     have absolute confidence in that man.  I would defer to
11     Robert for a, you know, overall evaluation of the
12     infrastructure.  Is this pond the way it should be or not,
13     but you got 119 people that live around that pond who are
14     not happy and like someone else mentioned -- I think it was
15     you -- that you walk around it, it's not stinking anymore,
16     but -- you know, back in June, it was smelly.
17              MR. HIGH:  It's still stinking.
18              UNKNOWN SPEAKER:  So -- so I'm ready to say right
19     now, unilaterally, you guys are great, I go along with
20     everything.  If you come back and say the answer is to do
21     nothing, keep A & B doing whatever it is they do without
22     knowing whether there's one person or ten doing it, not
23     delivering the report to give David your early warning
24     system, I'll agree, a hundred percent, but you write the
25     letter to the 119 people and you -- you are fighting uphill
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1     because with all this technical and scientific stuff you're
2     talking about, it ain't the way it's been for 20 some years.
3              MS. DILLEY:  Well, I think All Water will do what
4     they said they were going to do this month and so we'll see
5     from there.
6              UNKNOWN SPEAKER:  Yeah, I apologize for breaking
7     your family reunion.
8              MS. DILLEY:  No, that's all right.  I was watching,
9     but --

10              CHAIRMAN LEWIS:  That's your only time, Pat.  Never
11     again.  I'm kidding.
12              UNKNOWN SPEAKER:  I'll second that.
13              MS. DILLEY:  Any questions in the back row?
14              (No response.)
15              CHAIRMAN LEWIS:  All right.
16              MS. DILLEY:  Okay.  So just the --
17              CHAIRMAN LEWIS:  Supervisor requests.  I'll starts
18     with Mr. High?
19              MR. HIGH:  I don't have anything.
20              CHAIRMAN LEWIS:  Reggie?
21              MR. GILLIS:  The workshop, I will not be here.  I
22     will definitely be chiming in, specifically to talk about
23     the golf course.  I'll be in South Carolina.  So --
24              MS. DILLEY:  Okay.
25              CHAIRMAN LEWIS:  Chris?
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1              MR. BARRETT:  There was an e-mail from Mr. Stone,
2     it wasn't responded to.
3              MS. DILLEY:  Not the one this morning.  I did not
4     see it, I've been traveling all day.
5              MR. BARRETT:  So --
6              MS. DILLEY:  There's been a few of them and I've
7     responded -- any records request, like I was saying, please
8     --
9              MR. BARRETT:  No, it was -- it was --

10              MS. DILLEY:  -- send them to records at --
11              MR. BARRETT:  It was a question about whether there
12     is a fraudulent billing --
13              CHAIRMAN LEWIS:  Oh, the overpayment thing?
14              MR. BARRETT:  That one, yeah.  So if we could just
15     make sure that he did get a res- -- because I heard an
16     explanation that like I found reassuring that no, there is
17     nothing like adverse or wrong going on there.  So if someone
18     could just take the time to send Mr. Stone the explanation I
19     heard today, that would be appreciated.
20              MS. DILLEY:  Yeah, absolutely.
21              MR. BARRETT:  Thank you.
22              CHAIRMAN LEWIS:  All right.  I have nothing.
23              So motion to adjourn?
24              MR. BARRETT:  Motion made, motion to adjourn.
25              CHAIRMAN LEWIS:  Is everybody in -- everybody in
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1     agreement?
2              (All board members signify in the affirmative.)
3              (Motion passes.)
4              CHAIRMAN LEWIS:  The meeting is adjourned.
5              (At 6:15 p.m., all proceedings were concluded.)
6
7
8
9

10
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1                  CERTIFICATE OF COURT REPORTER

2

3 STATE OF FLORIDA

4 COUNTY OF HILLSBOROUGH

5

6   I, Whitlie G. Cullipher, Certified Shorthand Reporter, do

7 hereby certify that I was authorized to and did stenographically

8 report the Westchase Community District Development Meeting; and

9 that the foregoing transcript is a true record of my

10 stenographic notes.

11

12   I FURTHER CERTIFY that I am not a relative, employee, or

13 attorney, or counsel of any of the parties, nor am I a relative

14 or employee of any of the parties' attorney or counsel connected

15 with the action, nor am I financially interested in the action.

16

17   DATED this 25th day of August, 2026, at Hillsborough County,

18 Florida.

19

20

21

                   <%34253,Signature%>

22                    Whitlie G. Cullipher, CSR

23

24

25
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RESOLUTION 2026-____ 

A RESOLUTION OF THE BOARD OF SUPERVISORS OF THE 
WESTCHASE COMMUNITY DEVELOPMENT DISTRICT 
ADOPTING A RECORDS RETENTION AND DISPOSITION 
POLICY; PROVIDING FOR COMPLIANCE WITH CHAPTERS 
119 AND 257, FLORIDA STATUTES, RULE 1B-24.003, FLORIDA 
ADMINISTRATIVE CODE, AND APPLICABLE RECORDS 
RETENTION SCHEDULES; PROVIDING FOR 
IMPLEMENTATION; PROVIDING FOR CONFLICTS AND 
SEVERABILITY; AND PROVIDING AN EFFECTIVE DATE. 

 

WHEREAS, the Westchase Community Development District (hereinafter the “District”) is a 
local unit of special-purpose government created and existing pursuant to Chapter 190, Florida 
Statutes, and located within Hillsborough County, Florida; and 

WHEREAS, Section 190.011(5), Florida Statutes, authorizes the District to adopt resolutions 
which may be necessary for the conduct of District business; and 

WHEREAS, the District is an “agency” for purposes of Chapters 119 and 257, Florida Statutes, 
and is required to maintain, preserve, retain, and dispose of its public records in accordance with 
applicable law and retention schedules established by the Florida Department of State, Division of 
Library and Information Services (the “Division”); and 

WHEREAS, Section 119.021, Florida Statutes, requires each agency to comply with the rules 
establishing retention schedules and disposal processes for public records adopted by the Division; 
and 

WHEREAS, Section 257.36, Florida Statutes, requires each agency to establish and maintain an 
active and continuing program for the economical and efficient management of records; and 

WHEREAS, Rule 1B-24.003, Florida Administrative Code, incorporates by reference the General 
Records Schedule GS1-SL for State and Local Government Agencies and establishes requirements 
governing records retention, disposition, documentation, secure destruction, and annual 
compliance reporting; and 

WHEREAS, the Board of Supervisors of the District (the “Board”) desires to adopt a 
comprehensive Records Retention and Disposition Policy to promote the lawful, uniform, secure, 
and efficient management of District records; and 
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WHEREAS, the Board determines that adoption of the Records Retention and Disposition Policy 
attached hereto as Exhibit A is in the best interests of the District and necessary for the efficient 
conduct of District business. 

NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF SUPERVISORS OF THE 
WESTCHASE COMMUNITY DEVELOPMENT DISTRICT: 

Section 1.  INCORPORATION OF RECITALS. The above recitals are true and correct, 
and by this reference, are incorporated into and form a material part of this Resolution. 

Section 2.  ADOPTION OF RECORDS RETENTION AND DISPOSITION POLICY. 
The Records Retention and Disposition Policy attached hereto as Exhibit A is hereby approved and 
adopted. The District shall manage, retain, preserve, and dispose of its records in accordance with 
the Policy and applicable law. 

Section 3.  IMPLEMENTATION. The District Manager, Records Management Liaison 
Officer, custodian of public records, District Counsel, and other District officers, employees, 
consultants, contractors, and agents are hereby authorized and directed to take all actions 
reasonably necessary to implement this Resolution and the Policy. Administrative updates to 
statutory citations, rule citations, governmental forms, hyperlinks, titles, and State-approved 
retention schedules may be made without further action by the Board, provided that such updates 
do not materially alter the substance of the Policy. 

Section 4.  CONTROLLING LAW. If the Policy conflicts with applicable federal or Florida 
law, an administrative rule, a court order, or a records retention schedule established or approved 
by the Division, the controlling authority shall govern. 

Section 5.  CONFLICTS. Resolutions or parts thereof in conflict with this Resolution are, to 
the extent of such conflict, superseded and repealed. 

Section 6.  SEVERABILITY. If any provision of this Resolution or the Policy is held invalid 
or unenforceable, the remainder shall remain in full force and effect. 

Section 7.  EFFECTIVE DATE. This Resolution shall take effect immediately upon 
adoption. 

PASSED AND ADOPTED ON ____________________, 2026. 

Attest: 

 

Print Name: _________________________ 
Secretary/Assistant Secretary 

 WESTCHASE COMMUNITY 
DEVELOPMENT DISTRICT 

____________________________________ 

Print Name: _________________________ 
Chair, Board of Supervisors 
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EXHIBIT A 

RECORDS RETENTION AND DISPOSITION POLICY 

1.- PURPOSE AND AUTHORITY 
This Records Retention and Disposition Policy (the “Policy”) establishes a uniform program for 
the creation, maintenance, preservation, retention, disposition, and lawful destruction of records 
of the Westchase Community Development District (the “District”). 

This Policy is intended to be construed consistently with: 

1. Chapter 119, Florida Statutes, including section 119.011, section 119.021, and section 
119.07, Florida Statutes; 

2. Section 257.36, Florida Statutes; 
3. Rule 1B-24.003, Florida Administrative Code; 
4. The Florida Department of State, Division of Library and Information Services, General 

Records Schedule GS1-SL for State and Local Government Agencies, June 2023, as 
amended, superseded, or replaced (the “GS1-SL”).  A copy of the GS1-SL, currently 
approved as of the date of adoption of this Policy, is attached as Appendix A; and 

5. Any other applicable federal or Florida law, administrative rule, court order, grant condition, 
contract, or records-retention schedule approved by the Florida Department of State (the 
“Division”). 

2.- POLICY STATEMENT 
The District shall: 

1. maintain an active and continuing records management program; 
2. designate a Records Management Liaison Officer; 
3. retain each record series for at least the minimum period established by the applicable State-

approved retention schedule; 
4. suspend disposition when a legal hold, audit hold, public records request hold, investigation, 

claim, or other preservation duty applies; 
5. document disposition when required by law or rule; and 
6. destroy confidential or exempt information securely. 

3.- SCOPE 
This Policy applies to all District records. 

4.- DEFINITIONS 
For purposes of this Policy: 

“Agency” has the meaning provided by section 119.011, Florida Statutes, and section 257.36, 
Florida Statutes. 
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“Confidential or Exempt Record” means a record, or information within a record, that Florida 
law makes confidential, exempt from public inspection or copying, or both. A retention 
requirement applies even when a record is confidential or exempt. 

“Disposition” means the destruction, deletion, transfer, or other authorized final action taken 
with respect to a record after all applicable retention and preservation requirements have been 
satisfied. 

“Electronic Record” means a public record created, received, maintained, or transmitted in 
electronic form. 

“Legal Hold” means a written or oral directive suspending ordinary disposition because records 
may be relevant to pending or reasonably anticipated litigation, an administrative proceeding, an 
investigation, an audit, a subpoena, or another legal or regulatory requirement. 

“Public Record” has the meaning provided by section 119.011(12), Florida Statutes. 

“Record Copy” means the copy designated by the District as the official or master copy that 
must be retained for the full retention period assigned to the applicable record series. 

“Records Management Liaison Officer” or “RMLO” means the individual designated by the 
District under section 257.36(5), Florida Statutes, to coordinate the District’s records-
management program and serve as the primary contact with the Division. 

“Retention Period” means the minimum period during which a record must be maintained 
before it becomes eligible for disposition.  

5.- RESPONSIBILITIES 

5.1.- Records Custodian 
The District’s designated custodian of public records shall maintain or arrange for the 
maintenance of District public records; coordinate responses to public records requests; identify 
applicable exemptions in consultation with District Counsel when appropriate; and ensure that 
requested records are not disposed of while a request or related enforcement period remains 
pending. 

5.2.- Records Management Liaison Officer 
The RMLO shall: 

1. serve as the District’s principal contact with the Division; 
2. maintain current copies of applicable general and District-specific retention schedules; 
3. maintain permanent disposition documentation; and 
4. coordinate the annual records management compliance statement required by Rule 1B-

24.003(11), Florida Administrative Code. 

5.3.- District Manager and Department or Function Leads 
The District Manager and each person responsible for a District function shall ensure that records 
within that function are organized, accessible, protected, and retained. 
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5.4.- District Counsel 
District Counsel shall, when requested in writing, advise regarding public records requirements, 
exemptions, legal holds, litigation preservation, subpoenas, claims, and interpretation of this 
Policy. 

6.- RETENTION SCHEDULES 

6.1.- Adoption of GS1-SL by Reference 
The District adopts and shall use the current GS1-SL as its principal general records-retention 
schedule. GS1-SL establishes minimum (as opposed to maximum) retention periods for common 
state and local government record series. The version incorporated by Rule 1B-24.003, Florida 
Administrative Code, controls unless superseded by a later lawfully adopted version. 

The official current schedule is available through the Florida Department of State’s General 
Records Schedules page.  A copy of GS1-SL, currently approved as of the date of adoption of this 
Policy, is attached as Appendix A.   

7.- DISPOSITION DOCUMENTATION 
For each disposed record or record series, the District shall document the information required by 
Rule 1B-24.003(9)(d), Florida Administrative Code. 

8.- METHOD OF DESTRUCTION 
The District shall destroy records in a manner that protects governmental interests and individual 
safety, security, and privacy. Confidential or exempt information must be destroyed so that it 
cannot practicably be read, reconstructed, or recovered. 

9.- SCANNING, REPRODUCTION, AND FORMAT CONVERSION 
A photographic, electronic, or microfilmed reproduction may serve as the record copy when 
permitted by law and produced and maintained in accordance with applicable standards, 
including Rules 1B-26.0021 and 1B-26.003, Florida Administrative Code, as applicable. 

10.- EFFECTIVE DATE 
This Policy takes effect upon adoption by the Board of Supervisors. 
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APPENDIX A 
 

The Florida Department of State, Division of Library and Information 
Services, General Records Schedule GS1-SL for State and Local 
Government Agencies, June 2023, as amended, superseded, or replaced 
(the “GS1-SL”).  A copy of the GS1-SL, currently approved as of the date 
of adoption of this Policy, is attached as Appendix A. 
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GENERAL RECORDS SCHEDULE 
GENERAL INFORMATION AND INSTRUCTIONS 

FOREWORD 

The general records schedules established by the Department of State are intended for use by state, 
county, city and special district public records custodians. If you are unsure of your organization’s status 
as a “public agency,” consult your legal counsel and/or the Florida Attorney General’s Office for a legal 
opinion. The Department of State publishes the following general records schedules: 

GS1-SL State and Local Government Agencies 
GS2 Criminal Justice Agencies and District Medical Examiners 
GS3 Election Records 
GS4 Public Hospitals, Health Care Facilities and Medical Providers  
GS5 Public Universities and Colleges 
GS7 Public Schools Pre-K-12 and Adult and Career Education 
GS8 Fire Departments 
GS11 Clerks of Court 
GS12 Property Appraisers 
GS13 Tax Collectors 
GS14 Public Utilities 
GS15 Public Libraries 

All Florida public agencies are eligible to use the GS1-SL, which provides retention periods for the most 
common administrative records, such as routine correspondence and personnel, payroll, financial and 
legal records. General records schedules GS2 through GS15 are applicable to program records of 
specific functional areas, such as elections administration, tax collecting or law enforcement, each of 
which has unique program responsibilities and thus unique records retention requirements. The GS2 
through GS15 should be used in conjunction with the GS1-SL to cover as many administrative and 
program records as possible. 

The retention periods set forth in the general records schedules are based on federal and state laws and 
regulations, general administrative practices and fiscal management principles. Please note that these 
are minimum retention periods; public agencies may retain their records longer at their discretion. In fact, 
certain accreditation committees may have standards that require longer retention periods. Contact your 
accrediting organization for more information on their requirements. In addition, federal, state or local 
laws and regulations regarding recordkeeping and records retention for specific agencies or specific types 
of records might require a longer retention than indicated in this general schedule. Agencies should be 
aware of all laws and regulations relating to their records and recordkeeping requirements. However, 
remember that a public agency is not permitted to reduce the retention periods stated in a general 
records schedule. 

For additional information on records retention and disposition, please refer to Managing Florida’s Public 
Records handbook, which, along with all Florida general records schedules, is available on the 
Department of State’s Records Management website at info.florida.gov/records-management/. 
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I.  STATUTORY AUTHORITY 

This general records schedule is issued by the Department of State’s Division of Library and Information 
Services in accordance with the statutory provisions of Chapters 119 and 257, Florida Statutes. 

Chapter 119, Florida Statutes, defines the terms “public records,” “custodian of public records” and 
“agency,” as well as the fundamental process by which disposition of public records is authorized under 
law. 

Chapter 257, Florida Statutes, establishes the Florida State Archives and the Records and Information 
Management Program under the direction of the Division of Library and Information Services and 
specifically provides for a system for the scheduling and disposition of public records. Chapter 257 also 
authorizes the Division to establish and coordinate standards, procedures and techniques for efficient and 
economical records creation and recordkeeping, and it requires all agencies to appoint a Records 
Management Liaison Officer (RMLO). 

II.  DETERMINING RETENTION REQUIREMENTS 

In determining public records retention requirements, four values must be considered to ensure that the 
records will fulfill their reason for creation and maintenance: administrative, legal, fiscal and historical. 
These four values have been evaluated in depth to determine the retention requirements of the records 
listed in this general records schedule. 

There are two particular financial factors that may impact the retention period of an agency’s records: 

A. Audits - The term “audit” is defined by Section 11.45, Florida Statutes, as encompassing financial, 
operational and performance audits. The Florida Auditor General’s Office describes these audits 
as follows: 

1. Financial audit means an examination of financial statements in order to express an 
opinion on the fairness with which they are presented in conformity with generally 
accepted accounting principles and an examination to determine whether operations are 
properly conducted in accordance with legal and regulatory requirements. Financial 
audits must be conducted in accordance with auditing standards generally accepted in 
the United States and government auditing standards as adopted by the Florida Board of 
Accountancy. Audit requirements for state financial assistance provided by State of 
Florida agencies to nonstate entities are established by the Florida Single Audit Act, 
Section 215.97, Florida Statutes. When applicable, the scope of financial audits shall 
encompass the additional activities necessary to establish compliance with the Single 
Audit Act Amendments of 1996, 31 U.S.C. ss. 7501-7507, and other applicable federal 
laws. 

2. Operational audit means an audit conducted to evaluate management's performance in 
establishing and maintaining internal controls, including controls designed to prevent and 
detect fraud, waste and abuse, and in administering assigned responsibilities in 
accordance with applicable laws, administrative rules, contracts, grant agreements and 
other guidelines. Operational audits must be conducted in accordance with government 
auditing standards. Such audits examine internal controls that are designed and placed in 
operation to promote and encourage the achievement of management's control 
objectives in the categories of compliance, economic and efficient operations, reliability of 
financial records and reports, and safeguarding of assets, and identify weaknesses in 
those internal controls. 

3. Performance audit means an examination of a program, activity or function of a 
governmental entity conducted in accordance with applicable government auditing 
standards or auditing and evaluation standards of other appropriate authoritative bodies. 
The term includes an examination of issues related to a number of defined criteria. 
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The Records Management Program does not track or maintain information on which audits apply 
to which records in which agencies. Different agencies are subject to different types of audits at 
different times, and each agency is responsible for knowing what audits might be conducted and 
retaining needed records for that purpose. For instance, some agencies might be subject to the 
Federal Single Audit Act, while others are not. In general, any records relating to finances or 
financial transactions might be subject to audit. 

Audits may be conducted by the Florida Auditor General, independent public accountants, or 
other state or federal auditors, as well as grant funding agencies and national or statewide 
professional accreditation or certification groups. Your finance office, your legal office and the 
Auditor General’s Office are good sources of information regarding which specific records your 
agency should retain for audit purposes.  

Because conceivably any record in any agency might be required for audit, we are no 
longer including the “provided applicable audits have been released” language on 
selected retention items. Each agency is responsible for ensuring that any and all 
auditable records are maintained for as long as necessary to meet that agency’s audit 
requirements. 

B. Grants - Any public agency receiving local, state or federal grant money will need to be familiar 
with grantor agency requirements. 

III.  SCHEDULING AND DISPOSITION OF PUBLIC RECORDS 

The procedures for scheduling and disposition of public records, which are applicable to all public 
agencies, consist of two separate but related actions: 

A. Establishing a Records Retention Schedule - A retention schedule describing the records and 
setting the minimum retention period is required for each record series. A record series, as 
defined in Rule 1B-24, Florida Administrative Code, is “a group of related public records arranged 
under a single filing arrangement or kept together as a unit (physically or intellectually) because 
they consist of the same form, relate to the same subject or function, result from the same 
activity, document a specific type of transaction, or have some other relationship arising from their 
creation, receipt, or use.” Examples of series that agencies might maintain are Personnel Files, 
Client Case Files, Project Research Files, Equipment Maintenance and Repair Records, and 
Procurement Files. Each record series might contain records in a variety of forms and formats 
that collectively document a particular program, function or activity of the agency. 

The records retention schedule officially establishes the minimum length of time that the record 
series must be retained. This retention applies to the agency’s record (master) copy of the 
records - those public records specifically designated by the custodian as the official 
record. The retention period for duplicates – copies of records that are not the official 
record of an agency – is always “Retain until obsolete, superseded, or administrative 
value is lost” (“OSA”) unless otherwise specified. Therefore, we are no longer including 
the OSA retention statement for duplicates in each retention item. 

1. General records schedules establish retention requirements for records documenting 
administrative and program functions common to several or all government agencies, 
such as personnel, accounting, purchasing and general administration. General records 
schedules can cover a significant proportion of an agency’s record series. The General 
Records Schedule GS1-SL for State and Local Government Agencies can be used by all 
state and local agencies in determining their records retention requirements. 

Certain agencies can use other general records schedules in conjunction with the GS1-
SL. For example, along with using the GS1-SL, public universities and colleges should 
use the GS5 for Public Universities and Colleges for program records unique to their 
functions and activities. Similarly, along with using the GS1-SL, State Attorneys should 
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use the GS2 for Criminal Justice Agencies and Medical Examiners and property 
appraisers should use the GS12 for Property Appraisers. Please see the Forward for a 
complete list of general records schedules, and contact the Records Management 
Program to verify which general records schedules are appropriate for use by your 
agency. 

If a similar record series is listed in two general record schedules, the schedule with the 
longer retention requirement shall take precedence.  

REMEMBER: The retention period stated in the applicable schedule is the minimum 
time a record must be maintained. If two or more record series are filed together, the 
combined file must be retained through the longest retention period of those records. 

2. Individual records schedules establish retention requirements for records that are 
unique to particular agencies. These schedules are used for records that are not in a 
general schedule. Individual records schedules may only be used by the agency for 
which they were established.  

To establish an individual records schedule, an agency must submit a Request for 
Records Retention Schedule, Form LS5E105REff.2-09, to the Records Management 
Program for review and approval. This “105” form is available on the Records 
Management website at info.florida.gov/records-management/forms-and-publications/.  

Records become eligible for disposition action once they have met the retention 
requirements specified in an established retention schedule and any other applicable 
requirements (e.g., litigation). The individual schedule remains effective until there is a 
change in series content or until other factors are introduced that would affect the 
retention period, at which time a new individual records retention schedule should be 
submitted for approval. If a new general records schedule is later established that 
requires an equal or longer retention period for the same records, that general records 
schedule supersedes the individual records schedule. If you have an individual schedule 
that requires a longer retention, contact the Records Management Program for guidance. 

B. Final Disposition of Public Records - Section 257.36(6), Florida Statutes, states that “A public 
record may be destroyed or otherwise disposed of only in accordance with retention schedules 
established by the division.” This means that all records, regardless of access provisions, must be 
scheduled before disposition can occur (see Sections 119.07-119.0714, Florida Statutes, 
regarding access provisions). Agencies must identify an appropriate general records schedule or 
individual records schedule for any records being disposed of. If an appropriate retention 
schedule for the records does not exist, one must be established by following the procedures 
listed above for individual records schedules. 

Agencies must maintain internal records disposition documentation, including retention 
schedule number, retention schedule item number (including, when needed, the suffix ‘a’ for the 
record copy or ‘b’ for duplicates), record series title, inclusive dates, volume in cubic feet of 
physical records destroyed (for electronic records, record the number of bytes and/or records 
and/or files if known, or indicate that the disposed records were in electronic form), disposition 
action (manner of disposition) and date. A form titled Records Disposition Document, which is 
recommended for use in documenting records disposition, is available on the Records 
Management website at info.florida.gov/records-management/forms-and-publications/. Agencies 
must maintain this documentation as a permanent record but should not submit it to the Records 
Management Program for review or approval. 
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IV.  DISTINGUISHING BETWEEN THE DIFFERENT TYPES OF RETENTION PERIOD 
REQUIREMENTS 

When trying to determine when records are eligible for disposition, agencies must be aware of the 
different types of retention requirements. For instance, records with a retention of “3 anniversary years” 
will have a different eligibility date from records with a retention of “3 fiscal years” or “3 calendar years.” 

A. Anniversary Year - from a specific date 

Example: 3 anniversary years 

If a record series has a retention of “3 anniversary years,” the eligibility date would be 3 
years after the ending date of the series. 

B. Calendar Year - January 1 through December 31 

Example: 3 calendar years 

If a record series has a retention of “3 calendar years,” the eligibility date would be 3 
years after the end of the calendar year of the last record in the series. 

C. Fiscal Year - depends on agency type 

• State government agencies, school districts - July 1 through June 30 

• Local government agencies - October 1 through September 30 

Example: 3 fiscal years  

If a record series has a retention of “3 fiscal years,” the eligibility date would be 3 years 
after the end of the fiscal year of the last record in the series. 

D. Months or Days 

Examples: 6 months; 90 days 

If a record series has a retention of “6 months,” the eligibility date would be 6 months 
after the ending date of the record series. 

If a record series has a retention of “90 days,” the eligibility date would be 90 days after 
the ending date of the record series. 

E. Retain until obsolete, superseded, or administrative value is lost (OSA) 

With this retention, a record is eligible for disposition whenever it is no longer of any use 
or value to the agency or when it has been replaced by a more current record. The 
retention could vary from less than one day to any length of time thereafter. 

F. Triggering Event 

With this retention, records become eligible for disposition upon or after a specific 
triggering event. 

Examples: 

Retain until youth turns age 25. 
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Retain for life of the structure. 

3 anniversary years after final action. 

Example: Calculating Eligibility Dates 

If the ending date for a specific record series is 7/31/2017, when are these records eligible for disposition 
under different retention period types? 

Retention Period 
Start Counting 

From 
Add # of 
Years 

Retain 
Through 

3 anniversary years 7/31/2017 +3 = 7/31/2020 
3 fiscal years (local govt.) 9/30/2017 +3 = 9/30/2020 
3 fiscal years (school district) 6/30/2018 +3 = 6/30/2021 
3 calendar years 12/31/2017 +3 = 12/31/2020 

V.  ARCHIVAL VALUE 

A. State Agencies - The State Archives of Florida identifies records having enduring historic, 
administrative or fiscal value that may be eligible for permanent preservation. If a record series 
description indicates that the records “may have archival value,” the state agency must contact 
the State Archives of Florida for archival review before disposition of the records. The RMLO or 
other agency representative should contact the Archives by telephone at 850.245.6750 or by 
email at recmgt@dos.myflorida.com. The Archives will provide guidance for the transfer of the 
records to the State Archives or other appropriate disposition of the records. For records 
indicating both a Permanent retention and possible archival value, agencies should contact the 
State Archives after five years for archival review and guidance as to whether, when and how to 
transfer the records to the Archives. 

B. All Other Agencies - When preparing to dispose of records that have met their required 
retention, carefully consider the potential historical research value of those records. Some 
records that do not have a permanent retention still might have enduring value to your community 
as evidence of the interactions between government and citizens and as sources of information 
about local government, society and culture. For your convenience, we have indicated that “This 
series may have archival value” for series that are most likely to have such historical or archival 
value. Not all such records will be determined to be archival; conversely, some records without 
this statement in the series description might have archival value. Records of historical value to 
your community should be preserved locally for the benefit of historians and other researchers. 
Technical assistance in determining archival value is available from State Archives staff at 
850.245.6750. 

VI.  ELECTRONIC RECORDS 

Records retention schedules apply to records regardless of the format in which they reside. Therefore, 
records created or maintained in electronic format must be retained in accordance with the minimum 
retention requirements presented in these schedules. Printouts of standard correspondence are 
acceptable in place of the electronic files. Printouts of electronic communications (email, instant 
messaging, text messaging, multimedia messaging, chat messaging, social networking, or any other 
current or future electronic messaging technology or device) are acceptable in place of the electronic 
files, provided that the printed version contains all date/time stamps and routing information. 
However, in the event that an agency is involved in or can reasonably anticipate litigation on a particular 
issue, the agency must maintain in native format any and all related and legally discoverable electronic 
files. 
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VII.  FACTORS THAT MAY INFLUENCE THE DISPOSITION OF RECORDS 

A. Litigation - When a public agency has been notified or can reasonably anticipate that a potential 
cause of action is pending or underway, that agency should immediately place a hold on 
disposition of any and all records related to that cause. Your agency’s legal counsel should 
inform your Records Management Liaison Officer and/or records custodian(s) when that hold can 
be lifted and when the records are again eligible for disposition. 

B. Public Records Requests - Pursuant to Section 119.07(1)(h), Florida Statutes, the custodian of a 
public record who has made an assertion that a requested record is not a public record subject to 
public inspection or copying pursuant to Chapter 119, Florida Statutes, may not dispose of a 
record “for a period of 30 days after the date on which a written request to inspect or copy the 
record was served on or otherwise made to the custodian of public records by the person seeking 
access to the record. If a civil action is instituted within the 30-day period to enforce the provisions 
of this section with respect to the requested record, the custodian of public records may not 
dispose of the record except by order of a court of competent jurisdiction after notice to all 
affected parties.” This 30-day requirement does not supersede the established records retention 
schedule(s). Agencies cannot dispose of records at the end of the 30-day period following a 
public records request unless disposition is authorized by the applicable retention schedule.  

C. Accreditation Standards - Some public agencies receive national or statewide accreditation or 
certification by professional societies, organizations and associations. Examples include the Joint 
Commission on the Accreditation of Healthcare Organizations, the Commission on Accreditation 
for Law Enforcement Agencies and COLA (formerly the Commission on Office Laboratory 
Accreditation). In an effort to enhance the professionalism of their members, these groups may 
place additional requirements on public agencies beyond those mandated under state or federal 
law. Agencies may therefore choose to maintain their records for a longer period of time than 
required by established records retention schedules in order to meet accreditation standards. 

D. Records in Support of Financial, Operational or Performance Audits - These records should be 
retained in accordance with the following guidelines provided by the Florida Office of the Auditor 
General: 

Records must be retained for at least three fiscal years (most financial records must be 
retained for a minimum of five fiscal years in accordance with guidelines of the 
Department of Financial Services and the Office of the Auditor General). If subject to the 
Federal Single Audit Act (pursuant to 2CFR200.501(a)) or other federal audit or 
reporting requirements, records must be maintained for the longer of the stated 
retention period or three years after the release date of the applicable Federal 
Single Audit Act or completion of other federal audit or reporting requirements. 
Finally, if any other audit, litigation, claim, negotiation, or other action involving the 
records has been started before the expiration of the retention period and the disposition 
of the records, the records must be retained until completion of the action and resolution 
of all issues arising from it. However, in no case can such records be disposed of before 
the three fiscal year minimum. 

E. Federal, state or local laws and regulations regarding recordkeeping and records retention for 
specific agencies or specific types of records might require a longer retention than indicated in 
this general schedule. Agencies should be aware of all laws and regulations relating to their 
records and recordkeeping requirements. 

VIII.  REFORMATTING STANDARDS AND REQUIREMENTS 

Unless otherwise prohibited by law or rule, the record copy of public records as defined by Section 
119.011(12), Florida Statutes, may be reformatted to microfilm or electronic form as long as the 
requirements of Rule 1B-26.003 or 1B-26.0021, Florida Administrative Code, are met. 
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A. Electronic Recordkeeping is defined in Rule 1B-26.003, Florida Administrative Code, which 
provides standards and guidelines for creation and maintenance of record (master) copies of 
public records in electronic form.  

B. Microfilm Standards are defined in Rule 1B-26.0021, Florida Administrative Code, which provides 
standards for microfilming of public records to ensure that the film, photography methods, 
processing, handling and storage are in accordance with methods, procedures and specifications 
designed to protect and preserve such records on microfilm. 

IX.  RECORDS VOLUME CONVERSION TO CUBIC FOOT MEASUREMENTS 

Cassette tapes, 200 1.0 cubic foot 
Letter-size file drawer  1.5 cubic feet 
Legal-size file drawer  2.0 cubic feet 
Letter-size 36” shelf 2.0 cubic feet 
Legal-size 36” shelf 2.5 cubic feet 
Magnetic Tapes, 12 1.0 cubic foot 
3 x 5 cards, ten 12” rows 1.0 cubic foot 
3 x 5 cards, five 25” rows 1.0 cubic foot 
4 x 6 cards, six 12” rows 1.0 cubic foot 
5 x 8 cards, four 12” rows 1.0 cubic foot 
16mm microfilm, 100 rolls 1.0 cubic foot 
35mm microfilm, 50 rolls 1.0 cubic foot 
Map case drawer, 2” x 26” x 38” 1.1 cubic feet 
Map case drawer, 2” x 38” x 50” 2.2 cubic feet 
Roll storage, 2” x 2” x 38” 0.1 cubic foot 
Roll storage, 2” x 2” x 50” 0.2 cubic foot 
Roll storage, 4” x 4” x 38” 0.3 cubic foot 
Roll storage, 4” x 4” x 50” 0.5 cubic foot 
(One roll of microfilm contains approximately 1.0 cubic foot of records.) 

Cubic foot calculation: (Length” x Width” x Height”) ÷ 1,728 = cubic feet 
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RECORDS RETENTION SCHEDULES 

ACCESS CONTROL RECORDS Item #189 
This record series consists of records pertaining to employee, contractor or subscriber access to a facility or resource 
(e.g., office building, secure office area, parking facility, computer network) including, but not limited to, arrival/departure 
data, key assignment records, identification badge records, parking assignment records, network account and permission 
records, etc. This series does not include records relating to visitors, such as visitor logs or visitor badges. See also 
“VISITOR/ENTRY RECORDS.” 
RETENTION: 1 anniversary year after superseded or access rights terminated. 

ADDRESS REQUEST RECORDS Item #415 
This record series consists of requests for addresses for properties that previously did not have an address assigned to 
them. The series includes an address request form providing such information as name of person making request, 
identifying information regarding the parcel and subdivision, and the type of address requested (residential, commercial, 
other). The series may also include supporting documentation such as copies of site maps and floor plans. 
RETENTION: 5 fiscal years. 

ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (COMMERCIAL) Item #244 
This record series consists of case files documenting approval or denial of requests to construct or modify a commercial 
structure in a manner not in conformance with the building code. 
RETENTION: Retain for life of structure OR 10 anniversary years after case closed, whichever is later. 

ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (RESIDENTIAL) Item #331 
This record series consists of case files documenting approval or denial of requests to construct or modify a residential 
structure in a manner not in conformance with the building code. 
RETENTION: 10 anniversary years after case closed. 

ADMINISTRATIVE CONVENIENCE RECORDS Item #2 
This record series consists of DUPLICATES of public records maintained for the convenience of officials and employees 
in carrying out their duties. These records are NOT the official file or record (master) copy. Do NOT use this item if 
records fall under a more appropriate retention schedule item. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

ADMINISTRATIVE SUPPORT RECORDS Item #3 
This record series consists of records relating to internal administrative activities rather than the functions for which the 
office exists. These records document day-to-day office management and do not serve as official documentation of office 
programs. Examples are an individual’s daily activity tracking log used to compile periodic activity reports; sign-up sheets 
for staff use of office equipment or facilities (e.g., reserving a meeting room); and records documenting operating and use 
of an internal staff library. Do NOT use this item if records fall under a more appropriate retention schedule item or 
if the unique content/requirements of the records necessitate that an individual retention schedule be 
established. For instance, use Budget Records: Supporting Documents for budget work papers, or use Purchasing 
Records for records relating to purchase of office supplies; etc. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER Item #122 
This record series consists of records documenting the substantive actions of elected officials or appointed program 
managers or agency directors, including but not limited to state agency department heads and their executive staff. These 
records constitute the official record of an agency's performance of its functions and formulation of policy and program 
initiatives. This series may include various types of records, such as correspondence (including electronic 
communications); memoranda; statements prepared for delivery at meetings, conventions, or other public functions that 
are designed to advertise and promote departmental programs, activities, and policies; interviews; and reports concerning 
agency program development and implementation. See also “CORRESPONDENCE AND MEMORANDA: PROGRAM 
AND POLICY DEVELOPMENT,” “DIRECTIVES/POLICIES/PROCEDURES,” and “SUBJECT/REFERENCE FILES.” 
These records may have archival value. 
RETENTION: 10 anniversary years; State agencies must contact the State Archives of Florida for archival review 
before disposition of records. Other agencies should ensure appropriate preservation of records determined to 
have long-term historical value. 

ADVERTISEMENTS: LEGAL Item #25 
This record series consists of advertisements that have appeared in newspapers or other publications or public media as 
stipulated in Chapter 50, Florida Statutes, Legal and Official Advertisements, or that have appeared in the Florida 
Administrative Register or Florida Administrative Weekly as stipulated in Section 120.525(1), Florida Statutes, Meetings, 
hearings, and workshops. The advertisements concern matters pertaining to the agency as well as any other legal 
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advertisements which may directly or indirectly affect the agency, e.g., bid invitations for construction jobs, public hearings 
or notices, and public sales. A legal advertisement is frequently filed with the item to which it applies. 
RETENTION: 5 fiscal years. 

AFFIRMATIVE ACTION RECORDS Item #82 
This record series consists of records relating to an agency’s affirmative action plan and/or affirmative-action-related 
activities, including reports submitted to the Equal Employment Opportunity Commission (EEOC), discrimination 
complaints, correspondence, and investigation records. If the records document compliance under a federal grant 
program, use “GRANT FILES” or “PROJECT FILES: FEDERAL.” See also “EQUAL EMPLOYMENT OPPORTUNITY 
COMPLIANCE RECORDS” and “BUSINESS CERTIFICATION CASE FILES: MINORITIES AND VETERANS.” 
RETENTION: 2 anniversary years provided litigation has been resolved. 

ANIMAL CONTROL RECORDS Item #234 
This record series consists of animal adoption applications, registrations, licenses, violation notices, health department 
correspondence, tag receipts, rabies alerts, rabies vaccination certificates, sodium pentobarbital administration records, 
quarantine case files, euthanasia decrees, trap records, neglect or abuse cases that have not resulted in litigation, and 
patient medical records for a limited service veterinary medical practice clinic. Limited service veterinary medical practice 
clinic records may include: specific information on the identification of each animal and its owner, indication of the 
parasitic procedure, recommendations of the future immunizations and procedures, the medication administered, the 
dates and dosages of each medicine, the route and frequency of administration, and the tests performed and results 
received. Sodium pentobarbital administration records may include: the date of use, identification of the animal on which it 
was used, the amount administered, the signature of the person administering the drug, the signature of the on-site 
administrator certifying at least once a month the accuracy of the drug’s use, and the signature of the on-site manager 
attesting to the accuracy of the records. These records are subject to audit by the Drug Enforcement Administration. The 
series includes records maintained by animal control agencies and shelters documenting the intake and disposition of 
animals. Please refer to Section 381.0031, Florida Statutes (Epidemiological research; report of diseases of public health 
significance to department), Section 823.15, Florida Statutes (Public or private animal agencies; sterilization required for 
dogs and cats released; recordkeeping requirements; microchipping), Section 828.30, Florida Statutes (Rabies 
vaccination of dogs, cats, and ferrets), and Rule 61G18-15.0071, Florida Administrative Code (Limited Service Patient 
Records). Retention is pursuant to Rule 64B16-29.004, Florida Administrative Code, Animal Control Shelter Permits, 
Records. 
RETENTION: 4 anniversary years. 

ANNEXATION RECORDS Item #247 
This record series consists of a description and related documentation of both approved and disapproved annexations of 
property by local government that would change municipal boundaries or lines. The records may include, but are not 
limited to, correspondence, reports, maps, voluntary petitions, certifying statements and municipal service plans. 
RETENTION: Permanent. 

ANNUAL REPORT TO THE BOARD OF COUNTY COMMISSIONERS Item #380 
This record series consists of annual reports required of each county officer who receives any expenses or compensation 
in fees, commissions or other remuneration. The report contains an annual listing of all such fees, commissions or 
remuneration and shows in detail the purpose, character and amount of all official expenses and the unexpended budget 
balance. This report is pursuant to Section 218.36, Florida Statutes, County officers; record and report of fees and 
disposition of same. These records may have archival value. 
RETENTION: 5 fiscal years. 

ANNUAL REPORTS: COUNTY GOVERNMENT Item #246 
This record series consists of the annual report of the county administrator to the board of county commissioners pursuant 
to Section 125.74(1)(b), Florida Statutes, which requires the administrator to “Report to the board on action taken 
pursuant to any directive or policy within the time set by the board and provide an annual report to the board on the state 
of the county, the work of the previous year, and any recommendations as to actions or programs the administrator 
deems necessary for the improvement of the county and the welfare of its residents.” This is NOT the annual financial 
report required under Section 218.32, Florida Statutes, nor is it the annual financial audit report required under Section 
218.39, Florida Statutes, and Chapters 10.558(3), 10.807(3), and 10.857(4) of the Rules of the Auditor General of the 
State of Florida. See also “ANNUAL REPORTS: GOVERNING BODY” and “FINANCIAL REPORTS: LOCAL 
GOVERNMENT ANNUAL REPORTS.” These records may have archival value. 
RETENTION: 10 fiscal years. 

ANNUAL REPORTS: GOVERNING BODY Item #245 
This record series consists of the annual program, narrative, and statistical report issued by the highest level of authority 
within an agency. It is a comprehensive compilation of all annual reports submitted by departments, divisions, bureaus, 
program offices, and other subdivisions including boards, commissions, and dependent special districts. This is NOT the 
annual financial report required under Section 218.32, Florida Statutes, nor is it the annual financial audit report required 
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under Section 218.39, Florida Statutes, and Chapters 10.558(3), 10.807(3), and 10.857(4) of the Rules of the Auditor 
General of the State of Florida. See also “ANNUAL REPORTS: COUNTY GOVERNMENT,” “AUDITS: AUDITOR 
GENERAL,” “AUDITS: INDEPENDENT,” and “FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS.” 
These records may have archival value. 
RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5 
years. Other agencies should ensure appropriate preservation of records. 

ARCHITECTURAL/BUILDING PLANS: COMMERCIAL Item #216 
This record series consists of graphic and engineering records (blueprints, elevations, specification plans, as-builts, etc.) 
that depict conceptual as well as precise measured information for the planning and construction of, or additions to, 
commercial buildings, including government facilities. This retention applies to the record copy held by the local 
government permitting authority (often a building department) or filing office (such as the county clerk). Other 
governmental departments may hold duplicates for their reference use; for example, an agency that owns or rents a 
structure may hold copies for operational use (see REAL PROPERTY RECORDS: PROPERTY ACQUIRED). Refer to 
Chapter 553, Florida Statutes, Building Construction Standards, and Section 95.11(3)(c), Florida Statutes, Statute of 
Limitations regarding design, planning or construction of an improvement to real property. NOTE: This item does not 
cover permits for construction in floodplains; use NATIONAL FLOOD INSURANCE PROGRAM RECORDS: 
FLOODPLAIN CONSTRUCTION AUTHORIZATION RECORDS. See also “ARCHITECTURAL/BUILDING PLANS: 
RESIDENTIAL,” “ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS,” “ARCHITECTURAL/BUILDING 
PLANS AND PERMITS: ABANDONED/WITHDRAWN” and “ENGINEERING RECORDS: INFRASTRUCTURE.” 
RETENTION: Retain for life of structure OR 10 anniversary years after issuance of certificate of occupancy or termination 
of contract with professional engineer, registered architect, or licensed contractor, whichever is later. 

ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS Item #204 
This record series consists of preliminary graphic and engineering drawing records that depict conceptual as well as 
precise measured information for the planning and construction of facilities. See also “ARCHITECTURAL/BUILDING 
PLANS: COMMERCIAL,” “ARCHITECTURAL/BUILDING PLANS: RESIDENTIAL,” “ARCHITECTURAL/BUILDING 
PLANS AND PERMITS: ABANDONED/WITHDRAWN,” and “ENGINEERING RECORDS: INFRASTRUCTURE.” 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

ARCHITECTURAL/BUILDING PLANS: RESIDENTIAL Item #252 
This record series consists of graphic and engineering records (blueprints, elevations, specification plans, as-builts, etc.) 
that depict conceptual as well as precise measured information for the planning and construction of, or additions to, 
residential buildings and single-family residences. The record copy is held by the local government permitting authority 
(often a building department). Other governmental departments may hold duplicates for their reference use. Refer to 
Chapter 553, Florida Statutes, Building Construction Standards, and Section 95.11(3)(c), Florida Statutes, Statute of 
Limitations regarding design, planning, or construction of an improvement to real property. NOTE: This item does not 
cover permits for construction in floodplains; use NATIONAL FLOOD INSURANCE PROGRAM RECORDS: 
FLOODPLAIN CONSTRUCTION AUTHORIZATION RECORDS. See also “ARCHITECTURAL/BUILDING PLANS: 
COMMERCIAL,” “ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS,” “ARCHITECTURAL/BUILDING 
PLANS AND PERMITS: ABANDONED/WITHDRAWN,” and “ENGINEERING RECORDS: INFRASTRUCTURE.” 
RETENTION: 10 anniversary years after issuance of certificate of occupancy. 

ARCHITECTURAL/BUILDING PLANS AND PERMITS: ABANDONED/WITHDRAWN Item #332 
This record series consists of building plans and permit applications that have been submitted for review but were 
abandoned or withdrawn by the applicant with no permit issued or upon verification that no work was performed under the 
permit. The retention is based on Florida Building Code 105.3.2, Time limitation of application: “An application for a permit 
for any proposed work shall be deemed to have been abandoned 180 days after the date of filing, unless such application 
has been pursued in good faith or a permit has been issued; except that the building official is authorized to grant one or 
more extensions of time for additional periods not exceeding 90 days each. The extension shall be requested in writing 
and justifiable cause demonstrated.” See also “ARCHITECTURAL/BUILDING PLANS: COMMERCIAL,” 
“ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS,” and “ARCHITECTURAL/BUILDING PLANS: 
RESIDENTIAL.” 
RETENTION: 180 days after last action. 

ATTENDANCE AND LEAVE RECORDS Item #116 
This record series consists of requests or applications for vacation, sick, family medical leave act (FMLA), and other types 
of leave including leaves of absences; time sheets or time cards along with any required documentation (medical 
statements or excuses from a physician, jury duty summons, or military orders, etc.) submitted by an employee to 
document authorized absences; reports of leave hours used and accrued during a pay period; and reports of leave 
balances for all agency employees. NOTE: Use PAYROLL RECORDS: SUPPORTING DOCUMENTS if the records are 
used at least in part to determine or verify pay or benefits. 
RETENTION: 3 fiscal years. 
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ATTENDANCE RECORDS: COMMUNITY SERVICE Item #249 
This record series consists of, but is not limited to, time sheets, timecards, and sign-in logs for community service workers 
performing work in accordance with a court order or as part of a school or other community service program. These 
individuals do not receive any financial remuneration or retirement benefits for community service hours worked. Court-
ordered community service workers must document their employment for the court or be subject to jail time, fine, or 
forfeiture. 
RETENTION: 1 calendar year after last date of service. 

AUDIT TRAILS: CRITICAL INFORMATION SYSTEMS Item #393 
This record series consists of system generated audit trails tracking events relating to records in critical information 
systems including, but not limited to, systems containing patient records, law enforcement records, public health and 
safety records, clinical trial records, voter and election records, and financial transaction records. Audit trails link to 
specific records in a system and track such information as the user, date and time of event, and type of event (data 
added, modified, deleted, etc.). Since audit trails may play an integral part in prosecution, disciplinary actions, or 
audits or other reviews, agencies are responsible for ensuring that internal management policies are in place for 
retaining audit trails as long as necessary for these purposes. 
RETENTION: Retain each audit trail entry as long as the record to which the entry relates. 

AUDIT TRAILS: ROUTINE ADMINISTRATIVE INFORMATION SYSTEMS Item #394 
This record series consists of system-generated audit trails tracking events relating to records in information systems 
used for routine agency administrative activities. Audit trails link to specific records in a system and track such 
information as the user, date and time of event, and type of event (data added, modified, deleted, etc.). Since audit 
trails may play an integral part in prosecution, disciplinary actions, or audits or other reviews, agencies are 
responsible for ensuring that internal management policies are in place for retaining audit trails as long as necessary 
for these purposes. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

AUDITS: AUDITOR GENERAL Item #8 
This record series consists of reports issued by the Auditor General to establish the position of the audited agencies 
against their performance standards. These records are created pursuant to Section 11.45, Florida Statutes, Definitions; 
duties; authorities; reports; rules. See also “AUDITS: INDEPENDENT,” “AUDITS: INTERNAL,” “AUDITS: 
STATE/FEDERAL,” and “AUDITS: SUPPORTING DOCUMENTS.” These records may have archival value. 
RETENTION: 10 fiscal years after audit report release date. State agencies must contact the State Archives of 
Florida for archival review before disposition of records. Other agencies should ensure appropriate preservation 
of records determined to have long-term historical value. 

AUDITS: INDEPENDENT Item #56 
This record series consists of reports, including any appropriate financial statements, issued by an independent auditor to 
establish the position of the audited agencies against their performance standards. The audits may be instigated by any 
agency, organization, or internal management. These records are created pursuant to Section 11.45, Florida Statutes, 
Definitions; duties; authorities; reports; rules, and/or Section 215.97, Florida Statutes, Florida Single Audit Act. See also 
“AUDITS: AUDITOR GENERAL,” “AUDITS: INTERNAL,” “AUDITS: STATE/FEDERAL,” and “AUDITS: SUPPORTING 
DOCUMENTS.” 
RETENTION: 10 fiscal years after audit report release date. 

AUDITS: INTERNAL Item #73 
This record series consists of reports issued by an internal auditor to establish the position of the audited agencies against 
their performance standards. The audits may be instigated by any agency, organization, or internal management. Records 
of internal audits for state agencies are created pursuant to Section 11.45, Florida Statutes, Definitions; duties; authorities; 
reports; rules and/or Section 20.055, Florida Statutes, Agency inspector generals. See also “AUDITS: AUDITOR 
GENERAL,” “AUDITS: INDEPENDENT,” “AUDITS: STATE/FEDERAL,” and “AUDITS: SUPPORTING DOCUMENTS.” 
RETENTION: 5 fiscal years after audit report release date. 

AUDITS: STATE/FEDERAL Item #83 
This record series consists of reports issued by a federal or state auditor to establish the position of the audited agencies 
against their performance standards. The audits may be instigated by any agency, organization, or internal management. 
Records of such audits for state agencies are created pursuant to Section 11.45, Florida Statutes Definitions; authorities; 
reports; rules. See also “AUDITS: AUDITOR GENERAL,” “AUDITS: INDEPENDENT,” “AUDITS: INTERNAL,” and 
“AUDITS: SUPPORTING DOCUMENTS.” These records may have archival value. 
RETENTION: 10 fiscal years after audit report release date. State agencies must contact the State Archives of 
Florida for archival review before disposition of records. Other agencies should ensure appropriate preservation 
of records determined to have long-term historical value. 
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AUDITS: SUPPORTING DOCUMENTS Item #57 
This record series consists of the documentation and supporting documents used to develop audit reports, including all 
bills, accounts, transaction records, reports or other related documentation. The audits may be instigated by any agency, 
organization, or internal management. See also “AUDITS: AUDITOR GENERAL,” “AUDITS: INDEPENDENT,” “AUDITS: 
INTERNAL,” and “AUDITS: STATE/FEDERAL.” 
RETENTION: 5 fiscal years after audit report release date. 

AUTOMATED ACCOUNTING SYSTEM REPORTS Item #50 
This record series consists of reports generated by an agency’s automated accounting system, such as SAMAS (State 
Automated Management Accounting System), FLAIR (Florida Accounting & Information Resource), Aspire, or other 
automated accounting system. Included are such reports as a log of all updated transactions entered into the system and 
a financial statement for each month for all divisions and/or bureaus of the agency. See also “FINANCIAL TRANSACTION 
RECORDS: DETAIL,” “FINANCIAL TRANSACTION RECORDS: SUMMARY” and “FINANCIAL HISTORY SUMMARY 
RECORDS.” 
RETENTION: 3 fiscal years. 

BACKFLOW AND CROSS CONNECTION CONTROL PROGRAM RECORDS Item #416 
This record series documents the testing of residential and commercial backflow assemblies. The Backflow and Cross 
Connection Control Program (established pursuant to Rule 62-555.360, Florida Administrative Code, Cross-Connection 
Control for Public Water Systems) prevents the backflow of contaminants into the potable water supply. The series 
includes, but is not limited to, backflow prevention device inspection forms, backflow assembly test/certification forms, 
reclaimed water surveys and cross connection control inspection forms. Information regarding the number of inspections 
completed is generated from these forms and submitted as an annual report to the Florida Department of Health. 
Retention is pursuant to Rule 62-550.720(3), Florida Administrative Code, Recordkeeping. 
RETENTION: 10 anniversary years. 

BACKUPS: ELECTRONIC/DIGITAL RECORDS 
There is no retention schedule for backup tapes, disks, drives, servers or other forms of electronic/digital data backup. A 
backup should be just that, a data/records backup kept solely for disaster recovery/business continuity but not intended 
to serve as the record copy or as a records retention tool. In the case of disaster, the backup would be used to 
recover system operability and/or restore lost records; otherwise, agency records that have not met their retention should 
not be disposed of on the basis of the existence of a backup. If for any reason (for instance, a disaster erases emails on 
your server) the only existing copy of an item that has not met its retention period is on a backup tape or drive, the 
custodial agency of that record must ensure that the record on the backup is maintained for the appropriate retention 
period. A backup containing record copies/only existing copies of items that have not passed their retention would have to 
be retained for the length of the longest unmet retention period. Preferably, the records should be restored to the agency’s 
systems from the backup to ensure that the backup is not used as a records retention tool. 

BALLOTS Item #397 
This record series consists of ballots and related records for elections conducted to determine issues not governed by 
Florida election laws. This may include, but is not limited to, votes on issues addressed by municipal pension board 
members, advisory councils and committees; election of a chair by board members; election of members of a pension 
board by employees; and other similar instances. The series may include, but is not limited to: nomination forms, ballots, 
envelopes, vote tally sheets, and related unused forms. NOTE: For ballots and vote sheets for votes that are required to 
be taken in public by public officers at public meetings as defined in Section 286.011, Florida Statutes, use MINUTES: 
OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS). NOTE: For ballots and other 
records relating to elections governed by Florida election laws, use General Records Schedule GS3 for Election 
Records. 
RETENTION: 30 days after vote count or cancellation of election. 

BARGAINING RECORDS Item #87 
This record series consists of contracts and supporting documentation related to contracts or agreements between public 
agencies and labor organizations or employee unions. 
RETENTION: 5 fiscal years after expiration or cancellation of contract. 

BID RECORDS: CAPITAL IMPROVEMENT SUCCESSFUL BIDS Item #70 
This record series documents the processing and letting of capital improvement successful bids including, but not limited 
to, legal advertisements, “Requests for Proposals,” “Requests for Qualifications,” “Letters of Interest,” “Invitations to Bid,” 
“Invitations to Negotiate,” technical specifications, correspondence, bid tabulations, and bid responses. “Capital 
Improvements” shall mean improvements to real property (land, buildings, including appurtenances, fixtures and fixed  
equipment, structures, etc.) that add to the value and extend the useful life of the property, including construction of new 
structures, replacement or rehabilitation of existing structures (e.g., major repairs such as roof replacement), or removal of 
closed structures. See also “BID RECORDS: CAPITAL IMPROVEMENT UNSUCCESSFUL BIDS” and “BID RECORDS: 
NON-CAPITAL IMPROVEMENT.” 
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RETENTION: Retain as long as related CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL 
PROPERTY file. 

BID RECORDS: CAPITAL IMPROVEMENT UNSUCCESSFUL BIDS Item #71 
This record series documents the processing and letting of capital improvement unsuccessful bids including, but not 
limited to, legal advertisements, “Requests for Proposals,” “Requests for Qualifications,” “Letters of Interest,” “Invitations 
to Bid,” “Invitations to Negotiate,” technical specifications, correspondence, bid tabulations, and bid responses. “Capital 
Improvements” shall mean improvements to real property (land, buildings, including appurtenances, fixtures and fixed 
equipment, structures, etc.) that add to the value and extend the useful life of the property, including construction of new 
structures, replacement or rehabilitation of existing structures (e.g., major repairs such as roof replacement), or removal of 
closed structures. This series also includes records of bid projects canceled prior to being awarded and projects awarded 
but canceled prior to any work being done. See also “BID RECORDS: CAPITAL IMPROVEMENT SUCCESSFUL BIDS” 
and “BID RECORDS: NON-CAPITAL IMPROVEMENT.” 
RETENTION: 5 fiscal years after awarded, bid project canceled, or appeal process expires. 

BID RECORDS: NON-CAPITAL IMPROVEMENT Item #72 
This record series documents the processing and letting of successful, unsuccessful and canceled non-capital 
improvement bids including, but not limited to, legal advertisements, “Requests for Proposals,” “Requests for 
Qualifications,” “Letters of Interest,” “Invitations to Bid,” “Invitations to Negotiate,” technical specifications, 
correspondence, bid tabulations, and bid responses. See also “BID RECORDS: CAPITAL IMPROVEMENT 
SUCCESSFUL BIDS” and “BID RECORDS: CAPITAL IMPROVEMENT UNSUCCESSFUL BIDS.” 
RETENTION: 5 fiscal years after awarded, bid project canceled, or appeal process expires. 

BOND FINANCING ADMINISTRATIVE RECORDS Item #417 
This record series documents administrative and management activities relating to the financing of local government 
projects through bonded indebtedness. The series may include, but is not limited to, preliminary studies; legal opinions; 
proposals and prospectuses; authorizations and certificates for issuance; cancellation and exchange records; retired 
bonds and bond interest coupons that have been redeemed, including such information as identifying date, number of 
each bond and quality and value of bond by maturity; registers recording the redemption of bond coupons, including such 
information as upon what authority bonds and bond interest coupons were issued, details of bondholders, balances, 
identifying dates, number of each bond, interest paid and maturation dates; and other related correspondence and 
documentation. See also “BOND RESOLUTIONS/ORDINANCES.” These records may have archival value. 
RETENTION: 5 fiscal years after final payment or closeout activity, whichever is later. State agencies must contact the 
State Archives of Florida for archival review before disposition of records. Other agencies should ensure 
appropriate preservation of records determined to have long-term historical value. 

BOND RESOLUTIONS/ORDINANCES Item #191 
This record series consists of resolutions or ordinances to issue bonds to finance undertaking of any capital or other 
projects for the purposes permitted by the State Constitution. The series may include, but is not limited to, legal 
agreements, reports of principal, interest, paying agents, and reports. See Section 166.111, Florida Statutes, Municipal 
Borrowing, Authority to borrow. See also “BOND FINANCING ADMINSTRATIVE RECORDS.” These records may have 
archival value. 
RETENTION: Permanent. 

BONUS/AWARD RECORDS: EMPLOYEES Item #333 
This record series documents bonuses or other awards given to employees based on performance or other criteria. The 
series may include, but is not limited to, nominations, evaluations and selection records for peer review bonuses or other 
awards. 
RETENTION: 5 fiscal years. 

BUDGET RECORDS: APPROVED ANNUAL BUDGET Item #58 
This record series consists of the agency’s approved annual budget and its amendments. This series does NOT include 
working papers, agency staff analyses, drafts, budget requests, or other supporting documentation relating to the 
development, modification, or implementation of an agency’s final approved budget. See also “BUDGET RECORDS: 
SUPPORTING DOCUMENTS.” These records may have archival value. 
RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5 
years. Other agencies should ensure appropriate preservation of records. 

BUDGET RECORDS: SUPPORTING DOCUMENTS Item #88 
This record series consists of any documentation relating to the development, modification or implementation of an 
agency’s final approved budget. The series may include, but is not limited to, working papers, agency staff analyses, 
drafts, budget requests and other supporting documentation. See also “BUDGET RECORDS: APPROVED ANNUAL 
BUDGET.” 
RETENTION: 3 fiscal years from the budget year the records pertain to. 
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BUSINESS CERTIFICATION CASE FILES: MINORITIES AND VETERANS Item #169 
This record series consists of case files documenting companies that have applied to the agency for certification as a 
certified business enterprise. The series includes files documenting application for certification certified minority business 
enterprise as defined in Section 288.703, Florida Statutes, Small and Minority Business, Definitions, and in accordance 
with Section 287.0943, Florida Statutes, Certification of minority business enterprises, as well as certification of veteran 
business enterprises in accordance with Section 295.187, Florida Statutes, Florida Veteran Business Enterprise 
Opportunity Act. The series may include, but is not limited to, application for certification; documentation verifying 
ownership and control of the business by an eligible party; documentation verifying that the business performs or intends 
to perform a “useful business function” as defined in Section 287.0943, Florida Statutes; and other records used in the 
evaluation of the application. See also “AFFIRMATIVE ACTION RECORDS” and “EQUAL EMPLOYMENT 
OPPORTUNITY COMPLIANCE RECORDS.” 
RETENTION: 3 fiscal years after expiration of certification, revocation, denial or withdrawal. 

BUSINESS TAX RECEIPT RECORDS: LOCAL GOVERNMENT Item #221 
This record series documents the method by which a local governing authority grants the privilege of engaging in or 
managing any business, profession or occupation within its jurisdiction pursuant to Chapter 205, Florida Statutes, Local 
Business Taxes. Per Chapter 205, this does not include records of any fees paid to any board, commission or officer for 
permits, registrations, examinations or inspections. The series includes applications, renewal cards, business tax receipts 
and supporting documentation. This series does not cover records relating to the issuance of business or 
occupational licenses by state agencies. For records documenting financial transactions associated with this process, 
see “FINANCIAL TRANSACTION RECORDS: DETAIL.” See also “LICENSES: CERTIFICATE OF COMPETENCY 
RECORDS” and “LICENSES: CERTIFICATE OF COMPETENCY RECORDS (TEMPORARY).” 
RETENTION: 1 calendar year after expiration, revocation, or denial of business tax receipt. 

CABINET AFFAIRS FILES Item #11 
This record series consists of the Cabinet agendas, minutes, backup materials, and other information received from any 
office on all subject matters relating to a Cabinet agenda item or a potential agenda item. The State of Florida’s record 
copy is held by the Executive Office of the Governor until transferred to the State Archives of Florida. See also 
“MINUTES: OFFICIAL MEETINGS,” “MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO 
RECORDINGS),” and “MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS).”  
RETENTION: 
a) Record copy (Governor’s Office). Permanent. Contact the State Archives of Florida for transfer to Archives after 5 
years. 
b) Duplicates (Agency copies). Retain until obsolete, superseded, or administrative value is lost. 

CALENDARS Item #89 
This record series consists of calendars, appointment books, planners or other records showing official daily appointments 
and meetings. The series might also include lists of “prioritized daily tasks,” background materials, issues for discussion, 
and speaking points or remarks. This series does NOT include the record copy of speeches, which are covered by 
“PUBLIC INFORMATION FILES.”  
RETENTION: 1 anniversary year. 

CEMETERY/DISPOSAL OF HUMAN REMAINS RECORDS Item #235 
This record series documents each burial or cremation, showing the name of the deceased, date of burial or disposal of 
cremains, and the lot, plot, and space in which the burial was made or the location at which the cremains were disposed. 
These records relate to government lands and operations, not to private cemeteries. These records may have archival 
value. 
RETENTION: Permanent. 

CERTIFICATE OF OCCUPANCY: COMMERCIAL Item #255 
This record series consists of a certificate issued by the local governing authority’s jurisdiction for occupancy of a 
commercial structure, new addition, or remodeling. This certificate identifies the structure as meeting or exceeding the 
local building codes and constitutes final approval for habitation. The series may also include the certificate of inspection 
initiated by the building department/office and used by the fire inspector when inspecting a building to determine if the 
type of occupancy is suitable for the intended use. Refer to Florida Statutes, Chapter 553, Building Construction 
Standards, and Section 95.11(3)(c), Statute of Limitations regarding design, planning or construction of an improvement 
to real property. See also “CERTIFICATE OF OCCUPANCY: RESIDENTIAL.” 
RETENTION: Retain for life of structure OR 10 anniversary years after issuance of certificate of occupancy or termination 
of contract with professional engineer, registered architect, or licensed contractor, whichever occurs latest. 

CERTIFICATE OF OCCUPANCY: RESIDENTIAL Item #256 
This record series consists of a certificate issued by the local governing authority’s jurisdiction for occupancy of a 
residential structure, new addition, or remodeling. This certificate identifies the structure as meeting or exceeding the local 
building codes and constitutes final approval for habitation. The series may also include the certificate of inspection 
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initiated by the building department/office and used by the fire inspector when inspecting a building to determine if the 
type of occupancy is suitable for the intended use. Refer to Florida Statutes, Chapter 553, Building Construction 
Standards, and Section 95.11(3)(c), Statute of Limitations regarding design, planning, or construction of an improvement 
to real property. See also “CERTIFICATE OF OCCUPANCY: COMMERCIAL.” 
RETENTION: 10 anniversary years after issuance of certificate of occupancy. 

CHARTERS/AMENDMENTS/BYLAWS/CONSTITUTIONS Item #207 
This record series consists of foundation documents establishing an organization and its mission, functions, duties and 
responsibilities, and organizational structure. See also “ORDINANCES,” “PROCLAMATIONS,” and “RESOLUTIONS.” 
These records may have archival value. 
RETENTION: Permanent. 

CHILD CARE RECORDS Item #257 
This record series consists of information on the children enrolled in a child care facility, including, but not limited to, 
information and forms required by law such as the child’s legal name, birth date, and preferred nicknames; parents’ 
names, addresses, and telephone numbers; names of persons allowed to remove child from the facility; physical 
identification; emergency information; physician information; facility brochure statements; disciplinary procedure 
statements; procedures for a handicapped child as applicable; enrollment forms; immunization record exemption forms; 
and health forms. Refer to Section 1003.22, Florida Statutes, School-entry health examinations; immunization against 
communicable diseases; exemptions; duties of Department of Health; and Section 1003.23, Florida Statutes, Attendance 
records and reports. 
RETENTION: 5 calendar years after termination of enrollment. 

CITIZEN SUPPORT ORGANIZATION/DIRECT SUPPORT ORGANIZATION REPORT FILES Item #418 
This record series consists of reports submitted by citizen support organizations and direct support organizations pursuant 
to Section 20.058, Florida Statutes, Citizen support and direct-support organizations. The series documents such 
information as the organization’s name, mailing address, telephone number and website address; the statutory authority 
or executive order pursuant to which the organization was created; a brief description of the organization’s mission and 
results of its efforts; a brief description of the future plans of the organization; a copy of the organization’s code of ethics; 
and copy of the organization’s most recent federal Internal Revenue Service Return of Organization Exempt from Income 
Tax form. 
RETENTION: 5 fiscal years from date of report. 

CLIENT CASE FILES: HUMAN/SOCIAL SERVICES Item #275 
This record series consists of the client case files for citizens receiving assistance from a social services agency. The 
series may pertain to, but is not limited to, low cost energy assistance programs; emergency payments for electricity, 
medicine, medical care, food, or rent; and referrals to a doctor or social services organization. The series may also include 
claim documentation and copies of monthly, quarterly, and/or annual reports that are submitted by the local government 
agency to the Agency for Health Care Administration as provided by Sections 154.301-154.331, Florida Statutes, Health 
Care Responsibility For Indigents; and Chapter 59H-1, Florida Administrative Code, Florida Health Care Indigency 
Eligibility Certification Standards. 
RETENTION: 5 fiscal years. 

CLIENT CASE FILES: VETERAN SERVICES Item #310 
This record series consists of case files relating to veterans receiving various types of assistance. The series may include, 
but is not limited to, copies of the following documents: proof of military service; applications for various Veteran 
Administration (VA) benefits; marriage, death, divorce, and birth certificates; incoming and outgoing correspondence 
relating to the development and status of claims; change of address forms; and all other VA forms that are used in 
development of claims for VA benefits. The originals of all of these documents are forwarded to the Veterans 
Administration for processing. The series may also include a client case file index providing such information as name, 
social security number, employment data, other sources of income, death records, and additional notes on pending 
claims. 
RETENTION: 5 fiscal years after case closed. 

CODE VIOLATION RECORDS: CITATION ISSUED Item #398 
This record series documents code enforcement activities in response to code or ordinance violations in instances when 
citations were issued. Records may include, but are not limited to, evidence of verbal or written warnings, photographs, 
on-site inspection notes, copies of the first and second violation notices, and orders to appear. If the process continues to 
a Code Enforcement Board hearing or a Special Master proceeding, the records become part of the Code Enforcement 
Hearing Case Files. Refer to Chapter 162, Florida Statutes, County or Municipal Code Enforcement. See also “CODE 
VIOLATION RECORDS: HEARING CASE FILES” and “CODE VIOLATION RECORDS: NO CITATION ISSUED.” 
RETENTION: 5 fiscal years after case is closed. 
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CODE VIOLATION RECORDS: HEARING CASE FILES Item #236 
This record series consists of case files documenting code violation hearings, whether held before the Code Enforcement 
Board, a Special Master or other applicable hearing body or official. The series may include, but is not limited to, 
affidavits, exhibits, letters, photographs, orders, and any supporting documentation and working papers relating to the 
case. Refer to Chapter 162, Florida Statutes, County or Municipal Code Enforcement. This series also includes records of 
hearings of red light camera violation appeals heard by the Code Enforcement Board or Special Magistrate in accordance 
with Section 316.0083(1)(b)1. a., Florida Statutes, Mark Wandall Traffic Safety Program; administration; report. See also 
“CODE VIOLATION RECORDS” and “MINUTES: OFFICIAL MEETINGS.” 
RETENTION: 5 fiscal years after case is closed. 

CODE VIOLATION RECORDS: NO CITATION ISSUED Item #237 
This record series documents code enforcement activities in response to code or ordinance violations in instances when 
no citation is issued. Records may include, but are not limited to, evidence of verbal or written warnings, photographs, on-
site inspection notes, copies of the first and second violation notices, and orders to appear. If a citation is issued and the 
process continues to a Code Enforcement Board hearing or a Special Master proceeding, the records become part of the 
Code Enforcement Hearing Case Files. Refer to Chapter 162, Florida Statutes, County Or Municipal Code Enforcement. 
See also “CODE VIOLATION RECORDS: CITATION ISSUED” and “CODE VIOLATION RECORDS: HEARING CASE 
FILES.” 
RETENTION: 3 anniversary years after case is closed. 

COMMITTEE/BOARD APPOINTMENT RECORDS Item #334 
This record series consists of records relating to the appointment of individuals to serve on committees, boards, advisory 
councils, or other such groups. The series may include, but is not limited to, applications, letters of recommendation, 
letters of appointment, letters of acceptance, oaths of office, resignation letters, and related correspondence and 
supporting documentation. See also “COMMITTEE/BOARD APPOINTMENT RECORDS: NON-SELECTED 
APPLICANTS.” 
RETENTION: 3 fiscal years after term of office ends, appointee resigns, or committee/board is abolished, whichever is 
applicable. 

COMMITTEE/BOARD APPOINTMENT RECORDS: NON-SELECTED APPLICANTS Item #379 
This record series consists of records relating to applicants not selected to serve on committees, boards, advisory 
councils, or other such groups. The series may include, but is not limited to, applications, letters of recommendation, and 
related correspondence and supporting documentation. See also “COMMITTEE/BOARD APPOINTMENT RECORDS.” 
RETENTION: 4 anniversary years after appointment and any litigation is resolved. 

COMMODITY SUPPLEMENTAL FOOD PROGRAM RECORDS Item #258 
This record series consists of records documenting the receipt, inventory, and disbursement of U.S. Department of 
Agriculture supplemental foods, and the receipt and disbursement of administrative funds, including reports of racial and 
ethnic participation and complaints of improper disbursement or denial of services. Refer to 7CFR247.29, Commodity 
Supplemental Food Program – Reports and Recordkeeping, for federal recordkeeping, reporting, and retention 
requirements. 
RETENTION: 5 fiscal years. 

COMMUNICATIONS AUDIO RECORDINGS Item #335 
This record series consists of audio recordings of radio and telephone communications and complaint calls. The 
recordings may be made for a variety of purposes including, but not limited to, backup of activity reports, tracking and 
addressing complaints, quality assurance reviews of customer service calls, or employee training. Since these recordings 
may play an integral part in disciplinary actions or other agency actions, agencies are responsible for ensuring that 
internal management policies are in place establishing criteria for which recordings should be retained as long as 
necessary for these purposes. See also “DISPATCH COMMUNICATIONS RECORDS” and “DISPATCH RECORDS: 
LOGS.” 
RETENTION: 30 days. 

COMPLAINTS: CITIZENS/CONSUMERS/EMPLOYEES Item #94 
This record series consists of individual complaints received from citizens, consumers or employees. The records provide 
name, address, and telephone number of complainant, date of complaint, nature of complaint, to whom referred and date, 
action taken, and signature of person taking the action. This series does not include records documenting employee 
claims of harassment or discrimination. Do NOT use this item if records document a specific type of complaint covered by 
a different retention schedule item. See also “DISCIPLINARY CASE FILES: EMPLOYEES’” and “GRIEVANCE FILES.” 
RETENTION: 1 anniversary year after resolved or closed. 
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COMPREHENSIVE MASTER PLANS: ADOPTED Item #166 
This record series consists of adopted original and succeeding plans of local governmental agencies required by the State 
of Florida, including, but not limited to, maps, surveys, site plans, and any other material comprising or incorporated into 
the adopted comprehensive plan and all associated amendments. The plans may contain elements such as: growth 
management, sanitary sewer records, drainage records, future land use records, traffic circulation, economic 
assumptions, conservation, housing, recreation and open space, solid waste, electric utilities, potable water, 
intergovernmental coordination, mass transit, and all other local government related functions. Refer to Chapter 163, Part 
II, Florida Statutes, Growth Policy; County and Municipal Planning; Land Development Regulation. See also 
“COMPREHENSIVE MASTER PLANS: ADOPTED (SUPPORTING DOCUMENTS).” These records may have archival 
value. 
RETENTION: Permanent. 

COMPREHENSIVE MASTER PLANS: ADOPTED (SUPPORTING DOCUMENTS) Item #174 
This record series consists of items used in preparing, but not incorporated into, the adopted original and succeeding 
plans of local governmental agencies required by the State of Florida. The supporting documents may include, but are not 
limited to, additional maps, surveys, site plans, correspondence, public opinion polls, copies of relevant studies or 
analyses, and other materials that support the proposed plan. Refer to Chapter 163, Part II, Florida Statutes, Growth 
Policy; County and Municipal Planning; Land Development Regulation. See also “COMPREHENSIVE MASTER PLANS: 
ADOPTED.” These records may have archival value. 
RETENTION: 5 anniversary years after adopted. Agencies should ensure appropriate preservation of records 
determined to have long-term historical value. 

COMPUTER LOGS Item #391 
This record series consists of firewall logs, system logs, network logs, or other logs used to maintain the integrity and 
security of the agency’s computer systems. The logs may record such information as: source and destination Internet 
Protocol (IP) addresses; user identification information; files, directories, and data that have been accessed; user rights; 
and running applications and databases. Since these logs may play an integral part in prosecution or disciplinary actions, 
agencies are responsible for ensuring that internal management policies are in place establishing criteria for which logs or 
entries should be retained for further investigation. 
RETENTION: 30 days or until review of logs is complete, whichever occurs first. 

CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY Item #64 
This record series consists of legal documents, correspondence, reports, and other records documenting the negotiation, 
fulfillment, and termination of capital improvement or real property contracts, leases, or agreements to which the agency is 
a party, including contracts, leases, or agreements with architects, engineers, builders, and construction companies. 
“Capital Improvements” shall mean improvements to real property (land, buildings, including appurtenances, fixtures and 
fixed equipment, structures, etc.) that add to the value and extend the useful life of the property, including construction of 
new structures, replacement or rehabilitation of existing structures (e.g., major repairs such as roof replacement), or 
removal of closed structures. “Real Property” means land, buildings, and fixtures. The terms “land,” “real estate,” “realty,” 
and “real property” may be used interchangeably. See also “CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL 
IMPROVEMENT.” 
RETENTION: 10 fiscal years after completion or termination of contract/lease/agreement. 

CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT Item #65 
This record series consists of legal documents, correspondence, reports, and other records documenting the negotiation, 
fulfillment, and termination of contracts, leases, or agreements to which the agency is a party other than those involving 
capital improvement/real property. In addition, it includes the various contracts, leases or agreements entered into for 
goods and services, such as contracted legal services, the purchase of gas and fuel oil, annual purchases of inventory-
maintained items, and customer/client agreements. See also “CONTRACTS/LEASES/AGREEMENTS: CAPITAL 
IMPROVEMENT/REAL PROPERTY” and “BARGAINING RECORDS.” 
RETENTION: 5 fiscal years after completion or termination of contract/lease/agreement. 

COPYRIGHT RELEASE/AUTHORIZATION DOCUMENTATION Item #337 
This record series consists of releases or other documentation authorizing the agency to reproduce, distribute or publish 
copyrighted materials, including publication on the Internet. The series includes release/authorization forms, 
correspondence, and related documentation. 
RETENTION: Permanent. 

CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE Item #17 
This record series consists of correspondence and memoranda of a general nature that are associated with administrative 
practices or routine office activities and issues but that do not create policy or procedure, document the business of a 
particular program, or act as a receipt. See also “CORRESPONDENCE AND MEMORANDA: PROGRAM AND POLICY 
DEVELOPMENT,” “DIRECTIVES/POLICIES/PROCEDURES,” and “INFORMATION REQUEST RECORDS.” These 
records may have archival value. 
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RETENTION: 3 fiscal years. State agencies must contact the State Archives of Florida for archival review before 
disposition of records. Other agencies should ensure appropriate preservation of records determined to have 
long-term historical value. 

CORRESPONDENCE AND MEMORANDA: PROGRAM AND POLICY DEVELOPMENT Item #338 
This record series consists of correspondence and memoranda documenting policy development, decision-making, or 
substantive programmatic issues, procedures, or activities. See also “ADMINISTRATOR RECORDS: AGENCY 
DIRECTOR/PROGRAM MANAGER,” “CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE,” and 
“DIRECTIVES/POLICIES/PROCEDURES.” These records may have archival value. 
RETENTION: 5 fiscal years. State agencies must contact the State Archives of Florida for archival review before 
disposition of records. Other agencies should ensure appropriate preservation of records determined to have 
long-term historical value. 

DEFERRED COMPENSATION SUMMARY REPORTS Item #339 
This record series consists of reports provided to the agency by deferred compensation providers summarizing 
contributions, gains, losses, and other fund activities over the course of the reporting period. These are not reports of 
individual employees’ contributions or account activities. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

DIRECTIVES/POLICIES/PROCEDURES Item #186 
This record series consists of the official management statements of policy for the organization, supporting documents, 
and the operating procedures that outline the methods for accomplishing the functions and activities assigned to the 
agency. The series may include, but is not limited to, such materials as employee handbooks, standard operating 
procedures, management approval documentation, and correspondence and memoranda stating the policies and 
procedures to be followed by employees. See also “ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM 
MANAGER,” “CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE,” “CORRESPONDENCE AND 
MEMORANDA: PROGRAM AND POLICY DEVELOPMENT,” “DISASTER PREPAREDNESS PLANS,” and “DISASTER 
PREPAREDNESS DRILL RECORDS.” These records may have archival value. 
RETENTION: 2 anniversary years after superseded or becoming obsolete. State agencies must contact the State 
Archives of Florida for archival review before disposition of records. Other agencies should ensure appropriate 
preservation of records determined to have long-term historical value. 

DISASTER PREPAREDNESS DRILL RECORDS Item #259 
This record series consists of the results of disaster preparedness exercises and supporting documents including 
scenarios, location of safety related drills, timetables, response times, probable outcomes, areas of difficulty, descriptions 
of how difficulties were resolved, and areas for improvement. The types of drills include, but are not limited to, fire, 
tornado, safety, hurricane, and SARA (Superfund Amendments and Reauthorization Act) chemical spills. Section 
252.365(3)(b), Florida Statutes, Emergency coordination officers; disaster-preparedness plans, requires state agencies to 
include in their disaster preparedness plans “schedules and procedures for periodic tests, training, and exercises.” 
Section 252.38, Florida Statutes, Emergency management powers of political subdivisions, authorizes counties and 
municipalities to “develop an emergency management plan and program that is coordinated and consistent with the state 
comprehensive emergency management plan and program.” See also “DISASTER PREPAREDNESS PLANS,” 
“DIRECTIVES/POLICIES/PROCEDURES,” and “INSPECTION RECORDS: FIRE/SECURITY/SAFETY/HEALTH.” 
RETENTION: 2 calendar years provided reviews have been conducted. 

DISASTER PREPAREDNESS PLANS Item #210 
This record series consists of disaster preparedness and/or recovery plans adopted by an agency. Section 252.365, 
Florida Statutes, Emergency coordination officers; disaster-preparedness plans, requires state agencies to develop and 
maintain “a disaster preparedness plan that is coordinated with the applicable local emergency-management agency...” 
Section 252.38, Florida Statutes, Emergency management powers of political subdivisions, authorizes counties and 
municipalities to “develop an emergency management plan and program that is coordinated and consistent with the state 
comprehensive emergency management plan and program.” See also “DISASTER PREPAREDNESS DRILL 
RECORDS,” “DIRECTIVES/POLICIES/PROCEDURES” and “EMERGENCY MANAGEMENT PLAN REVIEW 
RECORDS.” These records may have archival value. 
RETENTION: 5 fiscal years after superseded or becoming obsolete. State agencies must contact the State Archives 
of Florida for archival review before disposition of records. Other agencies should ensure appropriate 
preservation of records determined to have long-term historical value. 

DISASTER RELIEF RECORDS Item #321 
This record series consists of all documentation related to the distribution, receipt, or expenditure of state or federal funds, 
goods or services for natural or man-made disasters, including, but not limited to, major storms, floods, fires, tornadoes, 
and hurricanes. The records may include applicable disaster relief funding agreements, expenditure reports, and 
supporting documentation, including, but not limited to, copies of time sheets, payroll records, billing statements, receipts, 
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purchases, executed contracts, invoices, canceled checks, correspondence and daily activity reports. For federal retention 
requirements, refer to 44CFR206.120(f)(7), State administration of other needs assistance.  
RETENTION: 5 fiscal years after submission of final financial report, receipt of last payment, or final activity, whichever is 
latest. 

DISPATCH COMMUNICATIONS RECORDS Item #434 
This record series consists of communications to and from a dispatch office or agency. The records might be in the form 
of recorded telephone calls, text messages or other communication formats and include the complete contents of the 
communication. Since these records may play an integral part in prosecution or disciplinary actions, agencies are 
responsible for ensuring that internal management policies are in place establishing criteria for which recordings should 
be retained for further investigation. See also “COMMUNICATIONS AUDIO RECORDINGS,” “RADIO LOGS” and 
“DISPATCH RECORDS: LOGS.” 
RETENTION: 30 days. 

DISPATCH RECORDS: LOGS Item #377 
This record series consists of a daily listing of dispatch telephone calls received indicating time, address, complaint, officer 
handling the call, handling time, telephone number called from, remarks, and reference signal. This may or may not include a 
verbatim transcript of the 911 audio recording. The log may be generated from an automated system, such as the Automatic 
Number Indicator System (ANI). Since these recordings may play an integral part in prosecution or disciplinary actions, 
agencies are responsible for ensuring that internal management policies are in place to ensure records are retained as long 
as necessary for these purposes. See also “COMMUNICATIONS AUDIO RECORDINGS,” “RADIO LOGS” and “DISPATCH 
COMMUNICATIONS RECORDS.” 
RETENTION: 1 anniversary year after call received. 

DISCIPLINARY CASE FILES: EMPLOYEES Item #98 
This record series documents the investigation of allegations of employee misconduct and/or violation of department 
regulations or orders, state or federal statutes, or local ordinances. The series may include, but is not limited to, 
statements by the employee, witnesses, and the person filing the complaint. Cases include both formal and informal 
disciplinary proceedings relating to allegations that were determined as sustained, not sustained, unfounded, or 
exonerated. “Formal discipline” is defined as disciplinary action involving demotion, removal from office, suspension, or 
other similar action. “Informal discipline” is defined as any disciplinary action involving written and verbal reprimands, 
memoranda, or other similar action. These records are filed separately from the employee personnel file, but the final 
action summary becomes part of the personnel file. See also “EMPLOYEE CONDUCT COUNSELING RECORDS,” 
“PERSONNEL RECORDS” items, and “STAFF ADMINISTRATION RECORDS.” 
RETENTION: 5 anniversary years after final action. 

DOMESTIC PARTNERSHIP REGISTRY RECORDS Item #399 
This record series documents domestic partnerships established and dissolved under authority of law or ordinance. 
Records may include, but are not limited to, Affidavits of Domestic Partnership, domestic partnership amendments, 
Affidavits of Termination of Domestic Partnership, and other supporting or related documentation. 
RETENTION: Permanent. 

DONATION RECORDS Item #342 
This record series documents donations of funds, property, historical documents, artifacts, or other items of long-term 
value or significance to a public agency or institution including, but not limited to, donations to the collections of cultural 
heritage institutions such as public archives and museums. The series may include, but is not limited to, correspondence; 
deeds of gift and/or other transfer documentation; description and/or value of item(s) donated; and documentation of the 
purpose of the donation and any limitations/restrictions on use. See also “ENDOWMENTS/BEQUESTS/TRUST FUND 
RECORDS.” 
RETENTION: Permanent. 

DRAFTS AND WORKING PAPERS Item #242 
This record series consists of materials used in developing, compiling, and assembling a final product such as an agency 
report or database. The series may include, but is not limited to, copies of correspondence or memoranda; circulated 
drafts; data entry forms; notes; calculations; and other supporting documents. Drafts of documents that could have a 
significant effect on an agency’s programs, functions and responsibilities (for instance, agency mission 
statements or major policy initiatives) should be placed under “ADMINISTRATOR RECORDS: AGENCY 
DIRECTOR/PROGRAM MANAGER” or other applicable record series. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

DRUG TEST CASE FILES Item #260 
This record series documents drug testing of individuals under Florida’s Drug-Free Workplace Act, or as required for 
Commercial Driver’s License (CDL) or other drivers under U.S. Department of Transportation regulations. The case file 
may include, but is not limited to, documentation of decisions to administer reasonable suspicion or post-accident testing, 
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or verifying the existence of a medical explanation of the inability of the driver to provide adequate breath or a urine 
specimen for testing; the employer’s copy of a drug or alcohol test form, including the results of the test; a copy of the 
controlled substances test chain of custody control form; documents sent by the Medical Review Officer (MRO) to the 
employer; notice to report for testing; affidavit signed by the employee stating any prescription drugs or over-the-counter 
medication currently being taken; and final clearance to resume working. This record series can also consist of 
documentation relating to an employee’s refusal to take or submit samples for an alcohol and/or controlled substances 
test(s). Refer to Sections 112.0455(7)-(8), Florida Statutes, Florida Drug-Free Workplace Act, Types of Testing and 
Procedures and Employee Protection, Section 443.1715(3)(b), Florida Statutes, Disclosure of Information; Confidentiality, 
and 49CFR382.401, Handling of Test Results, Records Retention, and Confidentiality: Retention of records. 
RETENTION: 5 anniversary years after final action. 

DRUG TEST EQUIPMENT RECORDS Item #261 
This record series consists of records documenting compliance with calibration and other requirements for the use of 
evidential breath testing (EBT) devices. The series may include, but is not limited to, equipment testing, maintenance and 
repair records; equipment checklists; external calibration checks; and equipment readings. Refer to 49CFR40, Procedures 
for Transportation Workplace Drug and Alcohol Testing Programs, and 49CFR382.401, Handling of Test Results, 
Records Retention, and Confidentiality: Retention of records. See also “DRUG TEST PROGRAM ADMINISTRATION 
RECORDS.” 
RETENTION: 5 anniversary years. 

DRUG TEST PROGRAM ADMINISTRATION RECORDS Item #262  
This record series documents the administration of an alcohol and controlled substance testing program under Florida’s 
Drug-Free Workplace Act, or as required for Commercial Driver’s License (CDL) or other drivers under U.S. Department 
of Transportation regulations. This series may include, but is not limited to, annual program summaries, logs, information 
on random selection processes, statistical information, test results, copies of materials on alcohol misuse and controlled 
substance use awareness, copies of employer’s policy, and copies of testing policies and procedures. Refer to 
49CFR382.401, Handling of Test Results, Records Retention, and Confidentiality: Retention of records and 
49CFR382.403, Reporting of results in a management information system. See also “DRUG TEST EQUIPMENT 
RECORDS.” 
RETENTION: 5 anniversary years. 

ELECTRONIC COMMUNICATIONS 
There is no single retention period that applies to all electronic messages or communications, whether they are sent by 
email, instant messaging, text messaging (such as SMS, Blackberry PIN, etc.), multimedia messaging (such as MMS), 
chat messaging, social networking (such as Facebook, Twitter, etc.), voice mail/voice messaging (whether in audio, voice-
over-internet protocol, or other format), or any other current or future electronic messaging technology or device. 
Retention periods are determined by the content, nature, and purpose of records, and are set based on their 
legal, fiscal, administrative, and historical values, regardless of the format in which they reside or the method by 
which they are transmitted. Electronic communications, as with records in other formats, can have a variety of purposes 
and relate to a variety of program functions and activities. The retention of any particular electronic message will generally 
be the same as the retention for records in any other format that document the same program function or activity. For 
instance, electronic communications might fall under a CORRESPONDENCE series, a BUDGET RECORDS series, or 
one of numerous other series, depending on the content, nature, and purpose of each message. Electronic 
communications that are created primarily to communicate information of short-term value, such as messages reminding 
employees about scheduled meetings or appointments, or most voice mail messages, might fall under the “TRANSITORY 
MESSAGES” series. 

ELECTRONIC FUNDS TRANSFER RECORDS Item #264 
This record series consists of the documentation necessary to establish and maintain the electronic transfer of funds. The 
series may include, but is not limited to: an agreement between the two parties; a form that lists both institutions’ names, 
their routing numbers, the name(s) and authorizing signature(s) of the account holder(s); direct deposit authorizations; 
canceled deposit slips or checks; and documentation of the termination of service or transfer of service to a new 
institution. This series does not include records of specific individual deposits or payments. Retention is pursuant to 
Statute of Limitations for fraud, Section 95.11(3)(j), Florida Statutes, Limitations other than for the recovery of real 
property. 
RETENTION: 5 fiscal years after termination of service agreement/authorization. 

ELECTRONIC RECORDS SOFTWARE AND DOCUMENTATION Item #231 
This record series consists of proprietary and non-proprietary software as well as related documentation that provides 
information about the content, structure, and technical specifications of computer systems necessary for retrieving 
information retained in machine-readable format. These records may be necessary for an audit process.  
RETENTION: Retain as long as software-dependent records are retained. 
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EMERGENCY MANAGEMENT PLAN REVIEW RECORDS Item #419 
This record series documents review by the county emergency management agency of emergency management plans 
submitted to the agency for annual review by facilities such as hospitals, nursing homes, assisted living facilities, 
outpatient surgical centers and adult day care centers that are required by the Agency for Health Care Administration 
(AHCA) to have such plans. The series may include, but is not limited to, disaster/emergency management plans; 
correspondence and memoranda (including form letters) issued by the reviewer, either specifying areas where 
improvements should be made to conform with AHCA standards and requiring resubmission of the plan with the noted 
corrections or stating that the plan conforms with AHCA standards; and documentation of fees paid for the review service. 
Refer to Section 252.38(1), Florida Statutes, Emergency management powers of political subdivisions; Counties. See also 
“DISASTER PREPAREDNESS PLANS.” 
RETENTION: 5 fiscal years. 

EMERGENCY OPERATIONS RECORDS: FIVE YEAR STRATEGIC PLAN Item #266 
This record series consists of five year strategic plans addressing areas and objectives for improvement. The series may 
include plan amendments approved by the state during the five-year period. These plans were required under a 
partnership agreement between the Department of Community Affairs and the Federal Emergency Management Agency; 
this particular partnership function is no longer in effect, thus the records are no longer being created. See also 
“DISASTER PREPAREDNESS PLANS.” 
RETENTION: 3 anniversary years after plan expires. 

EMERGENCY OPERATIONS RECORDS: REGISTRY OF SPECIAL NEEDS OR TRANSPORTATION CLIENTS  
 Item #267 
This record series documents applicants accepted for special needs or transportation services due to physical, mental, or 
sensory disabilities. The registry may be updated often, as individuals’ status or needs may change frequently. Refer to 
Section 252.355(1), Florida Statutes, Emergency Management, Registry of persons with special needs; notice; 
registration program, which requires that “each local emergency management agency in the state shall maintain a registry 
of persons with special needs located within the jurisdiction of the local agency...” See also “EMERGENCY OPERATIONS 
RECORDS: SPECIAL NEEDS APPLICATION RECORDS.” 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

EMERGENCY OPERATIONS RECORDS: SHELTER INSPECTIONS Item #268 
This record series documents inspections of potential emergency shelters by the county or city emergency management 
staff. The inspection records should indicate each facility’s name, location, and operating entity, the storm level and 
specialty designation assigned to the shelter, and, if applicable, the reasons for rejection of the facility as a shelter. Refer 
to Section 252.385, Florida Statutes, Emergency Management, Public shelter space; public records exemption. 
RETENTION: 2 anniversary years after inspection/reinspection or closure of shelter, whichever is later. 

EMERGENCY OPERATIONS RECORDS: SPECIAL NEEDS APPLICATION RECORDS Item #265 
This record series consists of applications (accepted or denied) from residents to have a space assignment at a special 
needs shelter or to receive transportation assistance to a shelter. Applications may include the citizen’s name, address, 
telephone number, medical disabilities, caretaker’s name, and required accommodations. The series may also include 
supplemental documentation, such as notifications sent to accepted and denied clients, instructions for accepted clients, 
and related correspondence. See also “EMERGENCY OPERATIONS RECORDS: REGISTRY OF SPECIAL NEEDS OR 
TRANSPORTATION CLIENTS.” 
RETENTION: 4 anniversary years. 

EMPLOYEE ASSISTANCE PROGRAM RECORDS Item #269 
This record series documents services received by employees through an agency sponsored employee assistance 
program. These programs provide employees with information, treatment and counseling on issues such as substance 
abuse, financial planning, mental health issues, stress management, and domestic violence. This series may contain 
letters of inquiry, applications, supporting documentation, referrals, updates on employee treatment, and dates and times 
of appointments. This series does not contain financial or vendor billing information. Refer to Section 112.0455(5)(m), 
Florida Statutes, for definition of “Employee assistance program,” and Section 110.1091(2), Florida Statutes, Employee 
assistance programs; public records exemption. 
RETENTION: 2 anniversary years after final action. 

EMPLOYEE CONDUCT COUNSELING RECORDS Item #206 
This record series documents initial coaching or counseling of an employee regarding performance or behavior issues 
that may lead to disciplinary action if not corrected. If disciplinary action is taken, this record becomes part of the 
employee’s disciplinary case file. See also “DISCIPLINARY CASE FILES: EMPLOYEES,” “PERSONNEL RECORDS” 
items, and “STAFF ADMINISTRATION RECORDS.” 
RETENTION: 1 anniversary year after final action. 
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EMPLOYMENT APPLICATION AND SELECTION RECORDS Item #24 
This record series consists of all records that document the selection process and justify the selection decision, including, 
but not limited to, the job opportunity announcement and any other recruitment efforts; position description, including the 
knowledge, skills, and abilities (KSAs) necessary to perform the job; applications and résumés for employment, including 
any demographic data provided by applicants; correspondence; credential documentation; testing/examination plans, 
documentation, and results; background investigation/screening documentation; pre-employment health examination 
records; reference checks; lists of eligible candidates; lists of applicants’ ratings or rankings; description of the selection 
process and selection techniques used; names and titles of all persons participating in the selection process; and other 
information that affects the selection decisions. Documentation (original or copies) regarding hired candidates 
should be transferred to the employee’s official personnel file. See Sections 110.211 and 110.213, Florida Statutes, 
governing recruitment and selection in state employment; Section 760.11, Florida Statutes, Administrative and civil 
remedies; construction (outlining discrimination grievance procedures, including for employment discrimination 
allegations); and Rules 60L-29 through 60L-40, Florida Administrative Code, Personnel Rules. See also “PERSONNEL 
RECORDS” items and “POSITION DESCRIPTION RECORDS.” 
RETENTION: 4 anniversary years after personnel action provided any litigation is resolved. 

EMPLOYMENT APPLICATIONS: UNSOLICITED Item #400 
This record series consists of employment application records submitted by individuals not responding to a particular job 
announcement or vacancy. The series may include, but is not limited to, employment applications, résumés, credential 
documentation, or other records submitted by the applicant, as well as correspondence and any related records regarding 
the application. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

EMPLOYMENT ASSISTANCE PROGRAM NONEXPENDABLE PROPERTY RECORDS Item #343 
This record series consists of records relating to nonexpendable property acquired under federal employment assistance 
programs, such as the Workforce Investment Act (WIA), or predecessor programs, such as the Job Training Partnership 
Act (JTPA) or the Comprehensive Employment and Training Act (CETA). Nonexpendable property is property that is not 
consumed in use and that retains its original identity during the period of use. 
RETENTION: 3 fiscal years after final disposition of property. 

EMPLOYMENT ASSISTANCE PROGRAM RECORDS Item #113 
This record series consists of records documenting agency participation in federal employment assistance programs such 
as the Workforce Investment Act (WIA) or predecessor programs such as the Job Training Partnership Act (JTPA) or the 
Comprehensive Employment and Training Act (CETA). The series may include, but is not limited to, reports, lists of 
participating individuals, documentation regarding pilot programs, employer proposals, information on potential volunteer 
businesses, evaluations, and other supporting documentation. 
RETENTION: 5 fiscal years after final report. 

EMPLOYMENT ELIGIBILITY VERIFICATION FORMS Item #420 
This record series consists of Employment Eligibility Verification Forms (I-9) that contain information used by employers to 
“verify the identity and employment authorization of individuals they hire for employment to preclude the unlawful hiring, or 
recruiting or referring for a fee, of aliens who are not authorized to work in the United States” (USCIS Form I-9). Retention 
is pursuant to 8 U.S.C. 1324a (b)(3), Unlawful employment of aliens, Retention of verification form. 
RETENTION: 3 anniversary years after the date of the hire or one anniversary year after the date the individual's 
employment is terminated, whichever is later. 

ENCUMBRANCE/CERTIFICATION FORWARD RECORDS Item #20 
This record series consists of reports and other documentation detailing funds that have been encumbered, but not yet 
spent, for a specific planned, approved expenditure. This series includes lists of encumbrances to be applied against 
certified forward money, i.e., money brought forward from the previous fiscal year for goods and services not received 
until the current fiscal year. 
RETENTION: 3 fiscal years. 

ENDOWMENTS/BEQUESTS/TRUST FUND RECORDS Item #211 
This record series documents the creation of, contributions to, or expenditures from, endowments, bequests and trust 
funds. See also “DONATION RECORDS.” These records may have archival value. 
RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5 
years. Other agencies should ensure appropriate preservation of records. 

ENERGY CONSUMPTION AND COST REPORTING RECORDS Item #401 
This series consists of data and documentation regarding each state agency’s energy consumption, conservation, and 
costs for state-owned facilities and metered state-leased facilities. The information is compiled for the purpose of 
submitting an annual report on energy consumption and costs to the Department of Management Services as required by 
Section 255.257, Florida Statutes, Energy management; buildings occupied by state agencies. Records may include, but 
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are not limited to, monthly electricity usage reports, energy usage cost data, correspondence, and other supporting 
documentation. 
RETENTION: 1 fiscal year from report date. 

ENGINEERING RECORDS: INFRASTRUCTURE Item #344 
This record series consists of graphic and engineering records, including as-built drawings, for traffic signals and signs, 
streetlights, pavement markings, roads, sidewalks, pedestrian bridges, drainage ditches, electric power and traffic signal 
control lines, transformers, and other elements of local infrastructure. See also “ARCHITECTURAL/BUILDING PLANS: 
COMMERCIAL,” “ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS,” “ARCHITECTURAL/BUILDING 
PLANS: RESIDENTIAL,” and “SUBDIVISION PLANS.” 
RETENTION: Retain for life of structure/element. 

ENVIRONMENTAL REGULATION COMPLIANCE RECORDS Item #167 
This record series consists of records documenting an agency’s compliance with or efforts to meet federal, state, or local 
environmental regulations. The series may include, but is not limited to, environmental impact statements, environmental 
resource permitting records, storm water or solid waste disposal permitting records, coastal construction control line 
permitting records, reviews, correspondence, National Environmental Policy Act technical reports and studies, and 
supporting documents. This series covers records of agencies being regulated or monitored; it does not cover records 
documenting the regulatory, permitting, or monitoring activities of agencies with environmental regulatory responsibilities. 
RETENTION: 5 fiscal years after completion of project, reporting requirement, or other applicable activity. 

EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE RECORDS Item #103 
This record series consists of annual reports relating to employment statistics (job classifications, race, sex, age, etc.) as 
required by the U.S. Equal Employment Opportunity Commission (EEOC). The series may also include related 
correspondence, reviews, background information, and other supporting documents. Refer to 29CFR1602 for EEOC 
reporting and recordkeeping requirements. Retention is pursuant to Statute of Limitations, Section 95.11(3), Florida 
Statutes. See also “AFFIRMATIVE ACTION RECORDS” and “BUSINESS CERTIFICATION CASE FILES: MINORITIES 
AND VETERANS.” 
RETENTION: 4 anniversary years after final action. 

EQUIPMENT REFERENCE FILES Item #223 
This record series consists of equipment specifications, technical manuals, brochures, bulletins, operating instructions, 
warrantees and other records documenting equipment characteristics and operations. See also “EQUIPMENT/VEHICLE 
MAINTENANCE RECORDS.” 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

EQUIPMENT/VEHICLE MAINTENANCE RECORDS Item #104 
This record series documents service, maintenance and repairs to agency equipment and vehicles, including program 
changes to electronic equipment. The series may include, but is not limited to, work orders and documentation of 
dates/history of repairs, locations, cost of parts, hours worked, etc. Records for all agency vehicles, including ground, air, 
and water vehicles, are covered by this series. See also “EQUIPMENT REFERENCE FILES” and “VEHICLE RECORDS.” 
RETENTION: 1 fiscal year after disposition of equipment or 5 fiscal years after service/maintenance/repair, whichever 
occurs first. 

EQUIPMENT/VEHICLE USAGE RECORDS Item #224 
This record series documents use of agency equipment and vehicles, including, but not limited to, vehicle logs indicating 
driver, destination, fuel/service stops, and odometer readings and/or total trip mileage; equipment usage logs and/or 
reports; and other usage documentation. See also “EQUIPMENT REFERENCE FILES” and “VEHICLE RECORDS.” 
RETENTION: 1 calendar year. 

EXPENDITURE PLANS: CAPITAL IMPROVEMENT Item #208 
This record series consists of capital improvement expenditure plans detailing the long-term building and capital 
improvement needs of the agency. These plans may demonstrate a priority listing for capital improvement expenditures 
as well as a time line for each project’s completion. Records may also include, but are not limited to, background 
supporting materials and reports and related correspondence. “Capital Improvements” shall mean improvements to real 
property (land, buildings, including appurtenances, fixtures and fixed equipment, structures, etc.), that add to the value 
and extend the useful life of the property, including construction of new structures, replacement or rehabilitation of existing 
structures (e.g., major repairs such as roof replacement), or removal of closed structures. These records may have 
archival value. 
RETENTION: 50 anniversary years. State agencies should contact the State Archives of Florida for archival review 
after 5 years. Other agencies should ensure appropriate preservation of records. 
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EXPOSURE RECORDS Item #227 
This record series consists of records documenting the exposure or possible exposure of an employee to a blood borne 
pathogen, contagion, radiation, or chemicals above the acceptable limits or dosage. These records may include, but are 
not limited to, statistical analyses, incident reports, material safety data sheets, copies of medical records or reports, risk 
management assessments, and other supporting documentation demonstrating the possibility of exposure. Employers are 
required to maintain and make available to employees material safety data sheets for each hazardous/toxic chemical or 
substance present in the workplace. Retention is pursuant to 29CFR1910.1020, Access to employee exposure and 
medical records, and 29CFR1910.1030, Bloodborne pathogens. See also “HEALTH RECORDS: BLOOD BORNE 
PATHOGEN/ASBESTOS/EXPOSURE,” and “PERSONNEL RECORDS” items. 
RETENTION: 30 anniversary years. 

FACILITY RESERVATION/RENTAL RECORDS Item #270 
This record series consists of records generated in the process of renting or scheduling a public meeting hall or room, 
conference site, park pavilion, cabin, tent space, recreational vehicle/camper hookup, or other public facility to an 
individual, group, organization, or other public agency. These records may include, but are not limited to, name of renter, 
renter’s address and telephone number, payment information, acknowledgment of rules, liability information, damage 
waiver, date and time of the rental, the specific facility or portion of a facility to be reserved, and a floor plan denoting the 
desired arrangement of tables or chairs as requested by the renter. See also “CONTRACTS/LEASES/AGREEMENTS: 
NON-CAPITAL IMPROVEMENT.” 
RETENTION: 5 fiscal years. 

FALSE ALARM RECORDS Item #345 
This record series consists of records documenting false alarms and fees assessed for false alarm responses. The series 
may include, but is not limited to, correspondence, such as warning letters sent after false alarm responses; response fee 
billing documentation; service tickets or invoices for alarm repairs; credit requests for alarm repairs made; and other 
related documentation. 
RETENTION: 5 fiscal years. 

FEASIBILITY STUDY RECORDS Item #106 
This record series consists of working papers, correspondence, consulting firm reports, and management committee 
reports investigating various projects of the governing agency. These files cover potential projects under consideration or 
those ideas that are studied and discarded by a governmental agency. If the agency decides to continue with the project, 
these records should be scheduled under one of the “Project Files” items or other applicable item. These records may 
have archival value. 
RETENTION: 3 fiscal years after completion of study. State agencies must contact the State Archives of Florida for 
archival review before disposition of records. Other agencies should ensure appropriate preservation of records 
determined to have long-term historical value. 

FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS Item #157 
This record series consists of federal tax withholding and reporting forms including, but not limited to, W-2, W-4, W-5, W-
9, 940, 941-E, 1095-C, 1096, 1099, and 1099-INT. Retention period is pursuant to 26CFR31.6001-1(e)(2), Place and 
period for keeping records. 
RETENTION: 4 years from the tax due date (April 15) of the year to which the record applies, or for W-4s, four years from 
the last tax due date of the year in which the employee separated from employment or submitted a newer W-4. 

FEE/SERVICE SCHEDULES Item #271 
This record series consists of a price sheet or report identifying the types of goods or services provided by the agency and 
any associated fees. The series may also include supporting documents used to determine service costs and fees. The 
price sheet or report may be reviewed and revised as necessary. 
RETENTION: 5 fiscal years after obsolete or superseded. 

FINAL ORDERS RECORDS: INDEXED OR LISTED Item #67 
This record series consists of all final agency orders required to be indexed or listed pursuant to Section 120.53, Florida 
Statutes, along with any material incorporated by reference, a current final orders hierarchical subject matter index or 
database, and a list of all final orders required to be listed pursuant to Section 120.53, Florida Statutes. Agency orders 
that must be indexed per Section 120.53, Florida Statutes, are those resulting from a proceeding under Sections 120.56, 
120.57, 120.573, or 120.574, Florida Statutes; those rendered pursuant to Section 120.57(4), Florida Statutes, that 
contain a statement of agency policy that may be the basis of future agency decisions or that may otherwise contain a 
statement of precedential value; and those that are declaratory statements. Agency orders that must be listed are those 
rendered pursuant to Section 120.57(4), Florida Statutes, that have been excluded from the indexing requirement 
because they do not contain statements of agency policy or precedential value. “Final order” is defined in Section 120.52, 
Florida Statutes, as, “a written final decision which results from a proceeding under s. 120.56, s. 120.565, s. 120.569, s. 
120.57, s. 120.573, or s. 120.574, which is not a rule, and which is not excepted from the definition of a rule, and which 
has been filed with the agency clerk, and includes final agency actions which are affirmative, negative, injunctive, or 
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declaratory in form. A final order includes all materials explicitly adopted in it. The clerk shall indicate the date of filing on 
the order.” Permanent retention is pursuant to Section 119.021(3), Florida Statutes, which requires permanent retention of 
final orders that must be indexed or listed. See also “FINAL ORDERS RECORDS: NOT INDEXED OR LISTED,” “FINAL 
ORDERS RECORDS: SUPPORTING DOCUMENTS,” “LITIGATION CASE FILES” and “MINUTES: OFFICIAL 
MEETINGS.” For Chapter 162, Florida Statutes, proceedings, see “CODE VIOLATION RECORDS: HEARING CASE 
FILES.” 
RETENTION: Permanent. 

FINAL ORDERS RECORDS: NOT INDEXED OR LISTED Item #421 
This record series consists of final agency orders that are not subject to the indexing or listing requirements of Section 
120.53, Florida Statutes. These final orders are those that are not declaratory statements and are not resulting from a 
proceeding under Sections 120.56, 120.57, 120.573, or 120.574, Florida Statutes. Such final orders are of limited or no 
precedential value, are of limited or no legal significance, or are ministerial in nature. A final order includes all materials 
explicitly adopted in it. See also “FINAL ORDERS RECORDS: INDEXED OR LISTED,” “FINAL ORDERS RECORDS: 
SUPPORTING DOCUMENTS” and “MINUTES: OFFICIAL MEETINGS.” For Chapter 162, Florida Statutes, 
proceedings, see “CODE VIOLATION RECORDS: HEARING CASE FILES.” 
RETENTION: 5 anniversary years after date of final order or 5 anniversary years after appeal process expired, whichever 
is later. 

FINAL ORDERS RECORDS: SUPPORTING DOCUMENTS Item #396 
This record series consists of supporting documentation for final orders, including such materials as notices, pleadings, 
motions, orders, statements, opinions, decisions, evidence, and other legal instruments and records documenting the 
administrative proceedings resulting in the final order but not incorporated by reference into the final order. The series 
may also include reports by the officer presiding at the hearing and records submitted to the hearing officer during the 
hearing or prior to its disposition. See also “FINAL ORDERS RECORDS: INDEXED OR LISTED,” “FINAL ORDERS 
RECORDS: NOT INDEXED OR LISTED” and “LITIGATION CASE FILES.” 
RETENTION: 5 anniversary years after date of final order or 5 anniversary years after appeal process expired, whichever 
is later. 

FINANCIAL ACCOUNT AUTHORIZATION RECORDS Item #84 
This record series consists of an authorization to maintain a bank, purchasing card (p-card), credit card, investment or 
other financial account and the names of those authorized to access the account. See also “SIGNATURE 
AUTHORIZATION RECORDS.” 
RETENTION: 5 fiscal years after authorization superseded, expired, or canceled. 

FINANCIAL DISCLOSURE STATEMENTS (LOCAL GOVERNMENT) Item #346 
This record series consists of personal financial information submitted to a local governing body by individuals hired, 
elected or appointed to local government office. The statements indicate such information as financial status, source(s) of 
income or other related information. These records may have archival value. 
RETENTION: 10 fiscal years. Agencies should ensure appropriate preservation of records determined to have 
long-term historical value. 

FINANCIAL HISTORY SUMMARY RECORDS Item #347 
This record series consists of records providing a periodic summary of an agency’s receipts and disbursements over the 
course of an agency’s history. The series may consist of annual summary general ledgers, annual financial reports, or 
equivalent records in other forms. 
RETENTION: Permanent. 

FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS Item #107 
This record series consists of local government annual financial reports required by statute or rule, including those 
required by Section 218.32, Florida Statutes, Annual financial reports; local government entities; Section 218.39, Florida 
Statutes, Annual financial audit reports, and Chapters 10.550, 10.800 and 10.850 of the Rules of the Auditor General of 
the State of Florida; and Section 216.102, Florida Statutes, Filing of financial information; handling by Chief Financial 
Officer, penalty for noncompliance. The series includes the reporting local government agency’s copy as well as the copy 
received by the official filing agency. The reports include such information as total revenues and expenditures and 
outstanding long-term debt. See also “AUDITS: AUDITOR GENERAL” and “FINANCIAL REPORTS: LOCAL 
GOVERNMENT ANNUAL REPORTS (SUPPORTING DOCUMENTS).” These records may have archival value. 
RETENTION: 10 fiscal years. Agencies should ensure appropriate preservation of records determined to have 
long-term historical value. 

FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS (SUPPORTING DOCUMENTS) Item #108 
This record series consists of documentation supporting the information reported in the annual financial reports required 
by statute or rule, including those required by Section 218.32, Florida Statutes, Annual financial reports; local government 
entities; Section 218.39, Florida Statutes, Annual financial audit reports, and Chapters 10.558(3), 10.807(3) and 10.857(4) 
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of the Rules of the Auditor General of the State of Florida; and Section 216.102, Florida Statutes, Filing of financial 
information; handling by Chief Financial Officer, penalty for noncompliance. This documentation may include information 
utilized in compiling the reports or may indicate how the reporting entity arrived at the reported information. See also 
“FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS.” 
RETENTION: 5 fiscal years. 

FINANCIAL TRANSACTION RECORDS: DETAIL Item #435 
This series consists of records documenting specific financial transactions of the agency including transactions through 
cash, checks, warrants, vouchers, electronic fund transfers (EFT), credit and debit cards, purchasing cards, or other 
methods. The series may include, but is not limited to, requisitions, requisition logs, purchase orders, contracts, 
purchasing card (p-card) receipts, vendor invoices, receiving reports, acceptances of contract deliverables, bank/financial 
account statements, check registers, canceled or voided checks, check stubs, canceled or voided warrants, disbursement 
ledgers, journal transactions, expenditure detail reports, refund records, cash collection records and reports, cash receipt 
books, cash register tapes, deposit/transfer slips, EFT notices, credit and debit card records, receipt ledgers, receipt 
journal transactions and vouchers, refund records, bad check records, and other accounts receivable and accounts 
payable related documentation. The series may also include a copy of the agency’s sales tax exemption form. NOTE: 
Agencies that electronically transmit checks to a financial institution must retain the checks under this item unless the 
financial institution is retaining complete images of the checks for the minimum retention required for this item. Retention 
is based on Section 95.11(2), Florida Statutes, Statute of Limitations on contracts, obligations, or liabilities. See also 
“FINANCIAL TRANSACTION RECORDS: SUMMARY.” 
RETENTION: 5 fiscal years after transaction completed. 

FINANCIAL TRANSACTION RECORDS: SUMMARY Item #436 
This record series consists of records providing summary or aggregate documentation of financial transactions of the 
agency regardless of the source or purpose of the funds. The series may include, but is not limited to, summary records 
such as trial balance reports, check logs and registers, bank statements, credit and debit card reports, revenue 
reconciliations, collection balance sheets, summary expenditure reports, federal grant final closeout reports, summary 
journal transactions, and other accounts payable and accounts receivable summaries and related documentation. See 
also “FINANCIAL TRANSACTION RECORDS: DETAIL.” 
RETENTION: 10 fiscal years. 

FOOD SERVICE ESTABLISHMENT LICENSE RECORDS Item #402 
This record series documents the licensing of public food service establishments subject to the certification and inspection 
requirements of the Florida Department of Health under Section 381.0072, Florida Statutes, Food service protection, and 
Rule 64E-11 Florida Administrative Code, Food Hygiene. Records may include, but are not limited to, license/renewal 
applications, fee payment records, inspection records, copies of license suspension/revocation records, and other related 
documentation. 
RETENTION: 5 fiscal years after expiration, suspension or revocation of license. 

FUEL TAX REPORTS Item #213 
This record series consists of fuel tax reports submitted to the Florida Department of Revenue by local government users 
and fuel terminal operators pursuant to the requirements of Chapter 206, Florida Statutes, Motor and Other Fuel Taxes, 
and Rule 12B-5, Florida Administrative Code, Tax On Motor Fuels, Diesel Fuels, Aviation Fuels, Pollutants And Natural 
Gas Fuel. 
RETENTION: 3 fiscal years. 

GEOGRAPHIC INFORMATION SYSTEMS (GIS) DATA LAYERS AND DATASETS Item #381 
This record series consists of individual layers of data and/or datasets used to populate Geographic Information Systems 
(GIS). Data layers and datasets may include, but are not limited to, vector data, such as point, line, and polygon data; 
imagery data, such as satellite imagery and aerial imagery; topographic data, including elevation data and terrain 
contours; land use and planning data, including habitat data, road data, zoning, and parcel ownership; and jurisdictional 
boundary data, including political subdivisions, historic districts, school districts, and urban growth areas. Since GIS data 
layers and datasets are continuously updated, agencies should take periodic snapshots of data layers and datasets 
considered to have long-term or continuing informational or historical value to ensure proper retention of this data. See 
also, “GEOGRAPHIC INFORMATION SYSTEMS (GIS) SOURCE DOCUMENTS/DATA,” “GEOGRAPHIC 
INFORMATION SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE,” and “GEOGRAPHIC INFORMATION SYSTEMS 
(GIS) SNAPSHOTS: HISTORICAL.” 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE Item #382 
This record series consists of periodic snapshots of Geographic Information Systems (GIS) data considered by the 
agency to have only short-term administrative value. This series does not include GIS snapshots that document long-term 
community development and/or growth and that are considered by the agency to have long-term informational and/or 
historical value. This series may include daily or monthly snapshots taken for general administrative or reference 
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purposes. This series does not include snapshots taken by an agency for the sole purpose of back-up/disaster recovery. 
See also “GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: HISTORICAL,” “GEOGRAPHIC 
INFORMATION SYSTEMS (GIS) SOURCE DOCUMENTS/DATA,” and “GEOGRAPHIC INFORMATION SYSTEMS (GIS) 
DATA LAYERS AND DATASETS.” 
RETENTION: 1 anniversary year. 

GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: HISTORICAL Item #383 
This record series consists of periodic snapshots of Geographic Information Systems (GIS) data considered by the 
agency to have long-term informational and/or historical value. This series may include, but is not limited to, snapshots 
documenting community development and/or growth such as geographic contour changes; infrastructure development, 
including transportation, utilities, and communications; environmental changes; demographic shifts; changes to 
jurisdictional boundaries; and changes in property values. This record series does not include GIS snapshots taken by an 
agency for the sole purpose of back-up/disaster or snapshots taken for general administrative or reference purposes such 
as documentation of routine infrastructure maintenance (e.g., road repairs, utility line repairs). See also “GEOGRAPHIC 
INFORMATION SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE,” “GEOGRAPHIC INFORMATION SYSTEMS (GIS) 
DATA LAYERS AND DATASETS,” and “GEOGRAPHIC INFORMATION SYSTEMS (GIS) SOURCE 
DOCUMENTS/DATA.” These records may have archival value. 
RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5 
years. Other agencies should ensure appropriate preservation of records. 

GEOGRAPHIC INFORMATION SYSTEMS (GIS) SOURCE DOCUMENTS/DATA Item #384 
This record series consists of documents and/or data used to update Geographic Information Systems (GIS). This series 
may include, but is not limited to, address change forms, survey data, field notes, legal descriptions, and other documents 
and/or data submitted to or acquired by the agency for the sole purpose of updating the agency’s Geographic Information 
Systems. Do NOT use this item if records fall under a more appropriate retention schedule item or if the unique 
content/requirements of the records necessitate that an individual retention schedule be established. See also 
“GEOGRAPHIC INFORMATION SYSTEMS (GIS) DATA LAYERS AND DATASETS,” “GEOGRAPHIC INFORMATION 
SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE,” and “GEOGRAPHIC INFORMATION SYSTEMS (GIS) 
SNAPSHOTS: HISTORICAL.” 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

GRANT FILES Item #422 
This record series documents the activities and administration of grant funded programs, including the application process 
and expenditure of grant funds. The series may include, but is not limited to, grant applications; notifications to applicants 
of award or denial of grant funds; contracts; agreements; grant status, narrative and financial reports submitted by 
recipient agencies; and supporting documentation. For grantor agencies, grant cycle completion has not occurred until all 
reporting requirements are satisfied and final payments have been received for that grant cycle. For grant recipients, 
project completion has not occurred until all reporting requirements are satisfied and final payments have been made or 
received. See also “PROJECT FILES: FEDERAL” and “PROJECT FILES: NON-CAPITAL IMPROVEMENT.” These 
records may have archival value. 
RETENTION: 5 fiscal years after completion of grant cycle or project, whichever is applicable. State grantor agencies 
must contact the State Archives of Florida for archival review before disposition of records. Other grantor 
agencies should ensure appropriate preservation of records determined to have long-term historical value. 

GRANT FILES: UNFUNDED APPLICATIONS (APPLICANT’S COPIES) Item #349 
This record series consists of a grant applicant’s unfunded grant applications. The series may include, but is not limited to, 
copies of applications, notifications of denial of funding, application reviews, correspondence, and supporting materials 
used in preparing the grant application. NOTE: For unfunded applications held by grantor agencies, use “GRANT 
FILES.” See also “PROJECT FILES: FEDERAL” and “PROJECT FILES: NON-CAPITAL IMPROVEMENT.” 
RETENTION: 1 anniversary year after receipt of denial notification. 

GRIEVANCE FILES Item #110 
This record series consists of records of agency proceedings in the settlement of disputes between the agency as 
employer and its employees. A grievance may be filed when an employee believes that a work related condition affecting 
the employee is unjust, inequitable, or a hindrance to effective operation. Section 110.227(4), Florida Statutes, 
Suspensions, dismissals, reductions in pay, demotions, layoffs, transfers, and grievances, outlines the grievance process 
for state agency career service employees. See also “COMPLAINTS: CITIZENS/CONSUMERS/EMPLOYEES” and 
“PERSONNEL RECORDS” items. 
RETENTION: 3 fiscal years after settlement. 

HEALTH RECORDS: BLOOD BORNE PATHOGEN/ASBESTOS/EXPOSURE Item #350 
This record series consists of medical records of employees known or suspected to have come into contact with blood or 
other potentially hazardous materials. These records may include, but are not limited to, the employee’s name; social 
security number; hepatitis B vaccination status including the dates of testing, results of examinations, medical testing, and 
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follow-up procedures; a copy of the healthcare professional’s written opinion; a list of complaints potentially related to the 
exposure; a copy of information provided to the healthcare professional; and records documenting the exposure or 
possible exposure of an employee to a blood borne pathogen, a contagion, radiation or chemicals above the acceptable 
limits or dosage, including statistical analyses, incident reports, material safety data sheets, copies of medical records or 
reports, risk management assessments, and other necessary data to support the possibility of exposure. Retention period 
is pursuant to 29CFR1910.1001, Asbestos; 29CFR1910.1020, Access to employee exposure and medical records; and 
29CFR1910.1030, Bloodborne pathogens. See also “EXPOSURE RECORDS” and “PERSONNEL RECORDS” items. 
RETENTION: 30 years after any manner of separation or termination of employment. 

HIPAA HEALTH CARE COMPONENT DESIGNATION RECORDS Item #324 
This record series consists of records of a designation of a health care component of a covered hybrid entity under the 
Health Insurance Portability and Accountability Act (HIPAA). Under HIPAA, a hybrid entity is a covered entity whose 
business activities include both covered and non-covered functions (45CFR164.103, Definitions). Per 
45CFR164.105(a)(2)(iii)(C), Organizational requirements, Implementation specifications, Responsibilities of the covered 
entity, “The covered entity is responsible for designating the components that are part of one or more health care 
components of the covered entity and documenting the designation…” Retention is pursuant to 45CFR164.105(c)(2), 
Organizational requirements, Implementation specification: Retention period. See also “PROTECTED HEALTH 
INFORMATION” items. 
RETENTION: 6 anniversary years from date of designation or from the date when it last was in effect, whichever is later. 

HIPAA SECURITY STANDARDS IMPLEMENTATION RECORDS Item #325 
This record series consists of policies, procedures, and records of actions, activities, or assessments relating to the 
implementation of security measures for protected electronic health information required under the Health Insurance 
Portability and Accountability Act (HIPAA), 45CFR164 Subpart C, Security Standards for the Protection of Electronic 
Protected Health Information. The records are required HIPAA documentation per 45CFR164.316(b), Policies and 
procedures and documentation requirements. Retention is pursuant to 45CFR164.316(b)(2), Implementation 
specifications. See also “PROTECTED HEALTH INFORMATION” items. 
RETENTION: 6 anniversary years from date of creation or from the date when it last was in effect, whichever is later. 

HISTORICAL DESIGNATION RECORDS Item #423 
This record series documents the historic designation of buildings, structures, sites or districts, including improvements, 
interiors and landscape features that are significant in the historical, architectural, cultural, aesthetic or archeological 
heritage of the state or local community. The series may include, but is not limited to, applications, descriptive property 
information, photographs, land sketches, staff analyses, evaluations and recommendations by reviewing authorities, 
designation reports, certificates of appropriateness, records of local Historical Preservation Boards regarding the historic 
designations, and other related documentation. These records have historical value.   
RETENTION: Permanent. 

HOUSING APPLICATIONS: NON-PARTICIPATING/INACTIVE Item #273 
This record series consists of applications submitted by citizens who ultimately do not participate in the housing program. 
These applications have no activity on them and the individual has expressed no continuing interest in the program. The 
applications may become inactive because of changes in the eligibility requirements, lack of interest, inability to locate a 
home or to secure financing, relocation of applicant, or a failure to update the application by a given deadline. See also 
“HOUSING FINANCE ASSISTANCE RECORDS.” 
RETENTION: 4 fiscal years after last activity. 

HOUSING FINANCE ASSISTANCE RECORDS Item #274 
This record series consists of records documenting housing finance assistance to low to moderate income households. 
The series may include, but is not limited to: program requirements and project records; community housing development 
set-aside records; equal opportunity and fair housing records; environmental review records; applications; displacement, 
relocation, and real property acquisition records; lead based paint and radon records; housing agreements; income 
verifications; proofs of age or handicap; and other records as required by state/federal governments for public 
housing/housing finance assistance. Records relate to programs such as State Housing Initiatives Partnership (SHIP), 
governed by Section 420.907-9079, Florida Statutes, State Housing Initiatives Partnership, and Rule 67-37, Florida 
Administrative Code, State Housing Initiatives Partnership Program; HOME Investment Partnership Program, governed 
by Section 420.5089, Florida Statutes, HOME Investment Partnership Program, HOME Investment Partnership Fund, 
Rule 67-48.014-022, Florida Administrative Code, relating to the Home Investment Partnerships Program, and 24CFR, 
Part 92, Home Investment Partnerships Program; and other state or U.S. Department of Housing and Urban Development 
(HUD) programs. See also “HOUSING APPLICATIONS: NON-PARTICIPATING/INACTIVE.” 
RETENTION: 5 fiscal years after termination of rental agreement, funds expended and accounted for, and/or satisfaction 
of loans, whichever is the latest applicable event. 
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INCIDENT REPORT FILES Item #241 
This record series documents incidents or unusual occurrences at a public facility or on publicly owned property, including 
incident reports and documentation of any follow-up investigation. These incidents or occurrences may include: alarm or 
lock malfunctions, security breaches, hostile actions by employees or the public, suspicious persons, significant 
maintenance problems, or any other circumstance that should be noted for future reference or follow-up. The incident 
report may include, but is not limited to, the name of the reporting staff member, the date/time/location of the incident, 
names of persons involved or witnesses, description of the incident or occurrence, emergency response, names of 
supervisors notified and at what time, and the general outcome of the incident. This series does not include 
documentation of injuries requiring medical attention. Retention is pursuant to Florida’s Statute of Limitations, Section 
95.11, Florida Statutes. See also “INJURY/ILLNESS RECORDS.” 
RETENTION: 4 anniversary years from date of incident. 

INFORMATION REQUEST RECORDS Item #23 
This record series consists of correspondence and supporting documentation accumulated in answering inquiries from the 
public. The series may include requests for: inspection and/or copies of public records (public records requests), 
publications or services provided by the agency, confirmation of meeting or event times/dates/locations, information on 
outstanding liens, and general agency information (e.g., mission statement, telephone list, map/directions, employee 
directory, etc.). 
RETENTION: 1 fiscal year. 

INJURY/ILLNESS RECORDS Item #188 
This record series consists of investigations, logs and summary records regarding injury, diseases and illness, fatality and 
non-fatality. The series may include, but is not limited to, the report of an injury received on public property; records of an 
employee injury resulting in death; Occupational Safety and Health Administration (OSHA) Form 300 and 300A, Log and 
Summary of Work-Related Injuries and Illnesses; OSHA Form 301, Injury and Illness Incident Report; any equivalent or 
predecessor OSHA forms; and state form DFS-F2-DWC-1 or equivalent or predecessor state forms. For injuries to 
employees resulting in Workers’ Compensation claims, see also “WORKERS' COMPENSATION PROGRAM 
ADMINISTRATION RECORDS,” “INSURANCE RECORDS: AGENCY” and the applicable PERSONNEL RECORDS item. 
For records documenting the exposure or possible exposure of an employee to a blood borne pathogen, a contagion, 
radiation, or chemicals above the acceptable limits or dosage, use EXPOSURE RECORDS or HEALTH RECORDS: 
BLOOD BORNE PATHOGEN/ASBESTOS/EXPOSURE. Retention is pursuant to OSHA’s recordkeeping rule, 
29CFR1904.33, Recording and Reporting Occupational Injuries and Illnesses, Retention and updating. See also 
“INCIDENT REPORT FILES.” 
RETENTION: 5 calendar years. 

INSPECTION/MAINTENANCE RECORDS: BRIDGE Item #276 
This record series consists of records documenting the inspection, condition, maintenance, and repair of bridges. 
RETENTION: Retain for life of structure. 

INSPECTION RECORDS: FIRE/SECURITY/SAFETY/HEALTH Item #193 
This record series consists of inspection reports, logs and summaries relating to the safety, health and security of 
employees, equipment, materials and facilities. Retention is pursuant to Florida’s Statute of Limitations, Section 95.11, 
Florida Statutes. See also “DISASTER PREPAREDNESS DRILL RECORDS.” 
RETENTION: 4 calendar years after inspection. 

INSPECTION REPORTS: EXISTING BUILDINGS/STRUCTURES Item #438 
This record series documents structural, electrical, fire and life safety inspections of existing buildings or structures 
including habitable and non-habitable areas of the building, balconies, platforms, stairways and railways. Inspections 
are conducted by licensed engineers and architects and fire safety specialists after buildings reach a certain age or 
are within a prescribed location. The series may include, but is not limited to, inspector reports, exhibits, 
correspondence, notification of violations and any other supporting documentation. 
RETENTION: Retain for life of building or structure. 

INSPECTION REPORTS: FIRE EXTINGUISHER Item #219 
This record series consists of annual fire extinguisher inspection reports required by the Occupational Safety and Health 
Administration (OSHA) and records of other periodic fire extinguisher inspections conducted by agencies. Retention is 
pursuant to 29CFR1910.157(e)(3), Portable fire extinguishers, Inspection, maintenance and testing. 
RETENTION: 1 anniversary year after the last entry or for life of equipment, whichever is sooner. 

INSPECTOR’S ROUTE SHEETS: DAILY Item #277 
This record series consists of daily inspection sheets used by the inspector for recording violations and other 
requirements that have not met building standards or codes. NOTE: This record may also be part of the building permit 
records. See also “PERMITS: BUILDING.” 
RETENTION: 3 fiscal years. 
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INSURANCE RECORDS: AGENCY Item #111 
This record series documents insurance policies held by an agency for fire, theft, liability, medical, life, workers’ 
compensation or other types of coverage on an agency’s property and/or employees. The series may include, but is not 
limited to, policies; claim filing information such as applications, correspondence, and related documentation; 
documentation of premiums due and amounts paid; and information on insurance carriers and rates. For insurance 
enrollment records of individual employees, use the applicable PERSONNEL RECORDS item. 
RETENTION: 5 fiscal years after final disposition of claim or expiration of policy. 

INTELLECTUAL PROPERTY RECORDS Item #437 
This record series documents patents, copyrights and trademarks for intellectual property issued to the agency. The 
series may include, but is not limited to, applications, certifications of registration, agreements, correspondence, and other 
related supporting documentation. This series also includes authorizations and consents issued by the agency for use by 
outside entities.  
RETENTION: Permanent. 

INVENTORY: AGENCY PROPERTY Item #40 
This record series consists of all information regarding the physical inventory of agency property, including a perpetual 
inventory of expendable parts and supplies that may be located in a central supply office for use by agency employees, as 
well as Fixed Assets/Operating Capital Outlay (O.C.O.) items requiring an identification number and tag. The series may 
also include copies of disposition documentation when the property or equipment is relocated, transferred, surplused, 
sold, scrapped, traded in, abandoned, stolen, cannibalized, or destroyed. Section 274.02, Florida Statutes, Record and 
inventory of certain property, requires an annual physical inventory of all O.C.O. property. See also “PROPERTY 
CONTROL RECORDS.” 
RETENTION: 3 fiscal years. 

INVENTORY: AGENCY RECORDS Item #319 
This record series consists of an inventory of agency records providing such information as record series title, inclusive 
dates, and quantity (e.g., in cubic feet); if records are active, inactive, or closed; whether they are vital records; whether 
they are exempt from public inspection; format of records (paper, electronic, microform, etc.); name of custodial agency 
and official; records retention requirements; and location, including offices or offsite storage facilities and specific physical 
locations. This series may also include documentation of transmittal of records to an offsite storage facility. See also 
“RECORDS RETRIEVAL/REFERENCE RECORDS.” 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

INVESTIGATIVE RECORDS: INSPECTOR GENERAL Item #351 
This record series consists of complete case files of both substantiated and unsubstantiated formal and informal cases 
investigated by the Office of the Inspector General or equivalent office of any agency. The series may include, but is not 
limited to, witness statements; documentary evidence; notes filed by the person(s) filing the complaint, employees, 
witnesses, anonymous complainants, or others; complete case file history; letters; determinations; final reports; and 
executive summaries. Refer to Florida Statutes Section 14.32, Governor, Office of Chief Inspector General; Section 
20.055, Agency inspectors general; Section 112.3187-31895 relating to adverse actions against employees, 
confidentiality and investigative procedures; and Section 119.07(6) relating to access and confidentiality of records. See 
also “WHISTLE BLOWER INVESTIGATIVE RECORDS.” 
RETENTION: 5 anniversary years after final action. 

INVESTMENT RECORDS Item #278 
This record series consists of records related to the selection and maintenance of a government’s investments. The series 
may include, but is not limited to, selection criteria, score sheets, and correspondence concerning the selection process or 
potential investments; annual reports of the investments; firm histories; prospectus and other research materials; and 
initial goals or projected recovery at the time of the initial investment. These records may have archival value. 
RETENTION: 10 fiscal years. State agencies must contact the State Archives of Florida for archival review before 
disposition of records. Other agencies should ensure appropriate preservation of records determined to have 
long-term historical value. 

LAND DEVELOPMENT AND PLANNING PROJECT FILES Item #352 
This record series documents land development projects brought before local government planning or development 
commission or appeal bodies or before other special or ad hoc committees constituted for similar purposes. Records may 
include, but are not limited to, staff reports, determinations and evaluations, correspondence, project case files, drawings 
and plans, and final determinations. See also “LAND DEVELOPMENT AND PLANNING PROJECT FILES: 
DENIED/ABANDONED PROJECTS,” “LAND DEVELOPMENT AND PLANNING PROJECT FILES: PRELIMINARY 
DRAWINGS/DRAFTS,” and “LAND DEVELOPMENT AND PLANNING STUDIES AND REPORTS.” These records may 
have archival value. 
RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5 
years. Other agencies should ensure appropriate preservation of records. 
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LAND DEVELOPMENT AND PLANNING PROJECT FILES: DENIED/ABANDONED PROJECTS Item #403 
This record series documents land development projects brought before local government planning or development 
commission or appeal bodies or before other special or ad hoc committees constituted for similar purposes, in instances 
when the projects were denied by the government bodies or abandoned by the developers. Records may include, but are 
not limited to, staff reports, determinations and evaluations, correspondence, project case files, drawings and plans, and 
final determinations. See also “LAND DEVELOPMENT AND PLANNING PROJECT FILES,” “LAND DEVELOPMENT 
AND PLANNING PROJECT FILES: PRELIMINARY DRAWINGS/DRAFTS,” and “LAND DEVELOPMENT AND 
PLANNING STUDIES AND REPORTS.” These records may have archival value. 
RETENTION: 20 anniversary years after project denied or abandoned. State agencies should contact the State 
Archives of Florida for archival review before disposition of records. Other agencies should ensure appropriate 
preservation of records determined to have long-term historical value. 

LAND DEVELOPMENT AND PLANNING PROJECT FILES: PRELIMINARY DRAWINGS/DRAFTS Item #404 
This record series consists of preliminary or draft documents used to support the creation of project documentation that is 
brought before the local government planning or development commission or appeal bodies, or before other special or ad 
hoc committees constituted for similar purposes. Records in this series are not brought before the local government 
planning or development commission or other applicable entity and are not intended to serve as documentation of 
planning decisions or processes. See also “LAND DEVELOPMENT AND PLANNING PROJECT FILES,” “LAND 
DEVELOPMENT AND PLANNING PROJECT FILES: DENIED/ABANDONED PROJECTS,” and “LAND DEVELOPMENT 
AND PLANNING STUDIES AND REPORTS.” These records may have archival value. 
RETENTION: 10 anniversary years. State agencies should contact the State Archives of Florida for archival review 
before disposition of records. Other agencies should ensure appropriate preservation of records determined to 
have long-term historical value. 

LAND DEVELOPMENT AND PLANNING STUDIES AND REPORTS Item #353 
This record series documents local government land use and development planning. The series may include, but is not 
limited to, feasibility studies, reports, analyses, projections, graphic material, and related planning documents produced by 
outside consultants or in-house staff. The records may relate to comprehensive planning, capital improvements, land use 
and open space, economic development, housing renewal, regional intergovernmental cooperation, transportation, traffic 
engineering, transit systems, airports, long range forecasts, and other aspects of local government planning. See also 
“COMPREHENSIVE MASTER PLANS: ADOPTED,” “COMPREHENSIVE MASTER PLANS: ADOPTED (SUPPORTING 
DOCUMENTS),” “LAND DEVELOPMENT AND PLANNING PROJECT FILES,” “LAND DEVELOPMENT AND PLANNING 
PROJECT FILES: DENIED/ABANDONED PROJECTS” and “LAND DEVELOPMENT AND PLANNING PROJECT FILES: 
PRELIMINARY DRAWINGS/DRAFTS.” These records may have archival value. 
RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5 
years. Other agencies should ensure appropriate preservation of records. 

LEGISLATION RECORDS Item #119 
This record series documents the development or review of legislation proposed by, and/or potentially impacting, an 
agency. The series may include, but is not limited to, proposed legislation; research materials on the subject of the 
legislation; agency staff analysis of the potential impact of the legislation; reports and statistical studies; surveys of and/or 
input from affected industries or populations; and other related records. These records may have archival value. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. State agencies must contact the State 
Archives of Florida for archival review before disposition of records. Other agencies should ensure appropriate 
preservation of records determined to have long-term historical value. 

LICENSES: CERTIFICATE OF COMPETENCY RECORDS Item #253 
This record series consists of the “certificate of competency” license issued to licensed contractors by the local governing 
authority’s jurisdiction. Included in this series is a copy of the license and all supporting documents. The supporting 
documents may include, but are not limited to, contractor records, license application(s), certificate of test score results, 
certificate of incorporation, application for certificate of competency, which includes documentation of applicants’ 
experience, deficiency reports, personal or business credit reports, personal or business financial statements, final orders 
of discipline, correspondence, and proofs of insurance. Refer to Florida Statutes Section 125.56(4) regarding county 
permitting for building construction; Section 489.109-113 regarding qualifications/procedures for certificate of competency; 
Section 553.781 regarding licensee accountability; Section 553.79 regarding permit applications and issuance; and 
Section 553.792 regarding building permit applications to local government. See also “LICENSES: CERTIFICATE OF 
COMPETENCY RECORDS (TEMPORARY)” and “BUSINESS TAX RECEIPT RECORDS: LOCAL GOVERNMENT.” 
RETENTION: 3 fiscal years after the file is closed due to non-renewal and/or revocation of license. 

LICENSES: CERTIFICATE OF COMPETENCY RECORDS (TEMPORARY) Item #254 
This record series consists of a “certificate of competency” license for a temporary licensed contractor applying for a 
current certificate of competency issued by the local governing authority’s jurisdiction. Included in this series is a copy of 
the license and all supporting documents. The supporting documents may include, but are not limited to, contractor 
records, license application(s), certificate of test score results, certificate of incorporation, application for certificate of 
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competency, which includes documentation of applicants’ experience, deficiency reports, personal or business credit 
reports, personal or business financial statements, final orders of discipline, correspondence, and proofs of insurance. 
Refer to Florida Statutes Section 125.56(4) regarding county permitting for building construction; Section 489.109-113 
regarding qualifications/procedures for certificate of competency; Section 553.781 regarding licensee accountability; 
Section 553.79 regarding permit applications and issuance; and Section 553.792 regarding building permit applications to 
local government. See also “LICENSES: CERTIFICATE OF COMPETENCY RECORDS” and “BUSINESS TAX RECEIPT 
RECORDS: LOCAL GOVERNMENT.” 
RETENTION: 1 anniversary year after expiration, revocation, or denial of license. 

LIEN DOCUMENTATION FILES Item #405 
This record series documents liens imposed by government agencies. The series may include, but is not limited to, copies 
of liens and satisfactions of liens, bankruptcy proceedings relating to liens, and any other supporting documentation 
relating to the imposition or lifting of a lien by a government agency. 
RETENTION: 5 fiscal years after satisfaction of lien. 

LITIGATION CASE FILES Item #27 
This record series consists of legal documents, notes, reports, background material, summonses and other related 
records created or received in preparing for or engaging in litigation of legal disputes. See also “FINAL ORDERS 
RECORDS: INDEXED OR LISTED,” “FINAL ORDERS RECORDS: NOT INDEXED OR LISTED,” “FINAL ORDERS 
RECORDS: SUPPORTING DOCUMENTS,” “OPINIONS: LEGAL” and “OPINIONS: LEGAL (SUPPORTING 
DOCUMENTS).” 
RETENTION: 5 anniversary years after case closed or appeal process expired. 

LOBBYIST REGISTRATION RECORDS Item #387 
This record series consists of registration records for lobbyists engaging in lobbying activity with the local government 
entity. The series may include, but is not limited to, registration forms, lobbying activity records, expense reports, and 
correspondence. 
RETENTION: 5 fiscal years after expiration or withdrawal of registration or ceasing to lobby, whichever occurs first. 

LOCAL GOVERNMENT ROAD REPORTS Item #390 
This record series consists of the agency’s copies of reports submitted to the Florida Department of Transportation 
regarding roads and streets within the local government’s jurisdiction. The series may include, but is not limited to, Local 
Government Mileage Report form (or equivalent DOT form) and Local Highway Finance Reporting form (or equivalent 
DOT form). Records created pursuant to Section 218.322, Florida Statutes, County and municipal transportation program 
data. 
RETENTION: 5 fiscal years. 

LOST AND FOUND RECORDS Item #354 
This record series consists of documentation recording items that have been lost and/or found. This includes, but is not 
limited to, description of items found, correspondence transferring unclaimed found items for public auction, and 
documentation from individuals describing items that have been lost and the estimated value of the items. 
RETENTION: 3 fiscal years. 

MAIL: REGISTERED AND CERTIFIED Item #47 
This record series consists of receipts for registered or certified mail sent out by an agency as well as undeliverable 
registered or certified mail items returned by the post office for any reason. This record is usually filed with the agency’s 
copy of the item mailed. See also “MAIL: UNDELIVERABLE/RETURNED,” “MAILING/CONTACT LISTS,” and 
“POSTAGE/SHIPPING RECORDS.”  
RETENTION: 1 fiscal year. 

MAIL: UNDELIVERABLE/RETURNED Item #1 
This record series consists of outgoing agency mail returned by the post office for any reason, including insufficient 
postage, incorrect address, forwarding order expired, etc., or abandoned at a mail/document pickup station by a defunct 
addressee. It does NOT include returned registered or certified mailings. NOTE: In instances when there is a legal need 
to demonstrate that a mailing was sent to a particular address, agencies are responsible for ensuring that internal 
management policies are in place for retaining undeliverable/returned mail for as long as legally necessary. See also 
“MAIL: REGISTERED AND CERTIFIED,” “MAILING/CONTACT LISTS,” and “POSTAGE/SHIPPING RECORDS.” 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

MAILING/CONTACT LISTS Item #29 
This record series consists of lists of U.S. mail or electronic mail/messaging contacts used in agency mail outs or 
other communications. Mailing/contact lists that fall under Section 283.55, Florida Statutes, Purging of 
publication mailing lists, must be updated and superseded every odd numbered year. See also “MAIL: 
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REGISTERED AND CERTIFIED,” “MAIL: UNDELIVERABLE/RETURNED,” and “POSTAGE/SHIPPING 
RECORDS.” 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

MANAGEMENT SURVEYS/STUDIES: INTERNAL Item #30 
This record series consists of raw data and work papers for surveys conducted by the agency to study management 
issues such as client/patron/employee satisfaction and service improvement. This may include survey/poll responses, tally 
sheets, suggestion box submissions, and other records related to the study of internal operations. This does not include 
reports prepared by consultants. The final compilation of the data may be produced as a report, which may be scheduled 
under a different record series depending on the nature and depth of the survey/study (for instance, “FEASIBILITY 
STUDY RECORDS,” “OPERATIONAL AND STATISTICAL REPORT RECORDS,” or “PROJECT FILES” items). 
RETENTION: 1 calendar year after completion of data collection or release of report, whichever is later. 

MAPS: ORIGINALS Item #280 
This record series consists of original maps and the supporting documentation used to create those maps. The records in 
this series are used in planning and engineering of local infrastructure and include highway, sales, sectional, and 
geological survey maps. This series does not include original maps that are required by statute or ordinance to be filed 
with the Clerk of Court under Florida Statutes Section 177.111, Instructions for filing plat; Section 177.131, Recordation of 
the Department of Transportation official right-of-way maps and other governmental right-of-way maps; Section 177.132, 
Preservation of unrecorded maps; or Section 337.2735, Recording of municipal maps of reservation for transportation 
corridors and transportation facilities; or with the State Land Office under Section 253.031, Land office; custody of 
documents concerning land; moneys; plats. See also “SUBDIVISION PLANS.” 
RETENTION: Permanent. 

MEDICAL RECORDS Item #212 
This record series documents routine health examinations not required for insurance or employment. These may include 
stress, blood, and physical tests. Medical records required for insurance or employment should be covered by the 
applicable PERSONNEL RECORDS item. See also “EXPOSURE RECORDS,” “HEALTH RECORDS: BLOOD BORNE 
PATHOGEN/ASBESTOS/EXPOSURE,” and “PERSONNEL RECORDS” items. 
RETENTION: 5 calendar years. 

MEDICAL RECORDS: VETERAN SERVICES Item #311 
This record series consists of duplicate copies of medical records and a digest of medical information maintained by an 
agency in order to provide benefits or services to military veterans. The series may also include related supporting 
documentation. 
RETENTION: 7 fiscal years after last discharge or last entry. 

MICROGRAPHICS: QUALITY CONTROL RECORDS Item #282 
This record series consists of test results and microfilm inspection records for all permanent or long-term microfilm as 
required by Rules 1B-26.0021(3)(f) and 1B-26.0021(3)(j), Florida Administrative Code. The series may also include 
related supporting documentation. 
RETENTION: Permanent. 

MINORITY APPOINTMENT REPORTING RECORDS Item #406 
This record series consists of minority appointment reports submitted annually by the appointing authority to the Florida 
Department of State pursuant to Section 760.80, Florida Statutes, Minority representation on boards, commissions, 
councils, and committees. The reports contain such information as the number of appointments made during the 
preceding year from each minority group, the number of nonminority appointments made, and the number of physically 
disabled persons appointed to boards, commissions, councils, and committees in the previous calendar year. 
RETENTION: 4 anniversary years. 

MINUTES: OFFICIAL MEETINGS Item #32 
This record series consists of the official record of official meetings, defined in Section 286.011(1), Florida Statutes, Public 
meetings and records, as “All meetings of any board or commission of any state agency or authority or of any agency or 
authority of any county, municipal corporation, or political subdivision, except as otherwise provided in the Constitution, 
including meetings with or attended by any person elected to such board or commission, but who has not yet taken office, 
at which official acts are to be taken...” The series may include verbatim transcripts or minutes summarizing issues 
addressed, actions taken, and decisions made. The series may also include agendas and background materials used as 
reference documentation for agenda items; these should be included when they are necessary to understand the minutes. 
For documentation of the logistics/planning of the meetings such as venue information or directions, travel itineraries, and 
reservations and confirmations, use “ADMINISTRATIVE SUPPORT RECORDS.” See also “CABINET AFFAIRS FILES,” 
“MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS),” “MINUTES: 
OFFICIAL MEETINGS (SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/NON-POLICY ADVISORY 
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BOARDS),” “MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS)” and “MINUTES: OTHER MEETINGS.” 
These records may have archival value. 
RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5 
years. Other agencies should ensure appropriate preservation of records. 

MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS) Item #4 
This record series consists of handwritten or typed notes and/or audio and/or video recordings of official meetings as 
defined in Section 286.011(1), Florida Statutes, Public meetings and records. See also “MINUTES: OFFICIAL 
MEETINGS,” “MINUTES: OFFICIAL MEETINGS (SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/NON-
POLICY ADVISORY BOARDS)” and “MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS).” 
RETENTION: 2 anniversary years after adoption of the official minutes or certification of transcript. 

MINUTES: OFFICIAL MEETINGS (SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/NON-POLICY 
ADVISORY BOARDS) Item #424 
This record series consists of the official record of official meetings of special districts established by local ordinance or 
resolution, of agency citizen support organizations or direct support organizations, or of agency advisory boards that do 
not establish policy, rules or guidelines. Official meetings are defined in Section 286.011(1), Florida Statutes, Public 
meetings and records, as “All meetings of any board or commission of any state agency or authority or of any agency or 
authority of any county, municipal corporation, or political subdivision, except as otherwise provided in the Constitution, 
including meetings with or attended by any person elected to such board or commission, but who has not yet taken office, 
at which official acts are to be taken...” The series may include verbatim transcripts or minutes summarizing issues 
addressed, actions taken and decisions made. The series may also include agendas and background materials used as 
reference documentation for agenda items; these should be included when they are necessary to understand the minutes. 
For documentation of the logistics/planning of the meetings, such as venue information or directions, travel itineraries, and 
reservations and confirmations, use “ADMINISTRATIVE SUPPORT RECORDS.” See also “CABINET AFFAIRS FILES,” 
“MINUTES: OFFICIAL MEETINGS,” “MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO 
RECORDINGS),” “MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS)” and "MINUTES: OTHER 
MEETINGS.” These records may have archival value. 
RETENTION: 10 anniversary years. State agencies must contact the State Archives of Florida for archival review 
before disposition of records. Other agencies should ensure appropriate preservation of records determined to 
have long-term historical value. 

MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS) Item #123 
This record series consists of supporting documents for minutes and agendas generated by official meetings as defined in 
Section 286.011(1), Florida Statutes, Public meetings and records. These records provide information necessary for 
conducting the meeting or completing the minutes but do not document actual meeting proceedings. Records may 
include, but are not limited to, copies of required public notices of meeting, attendance lists, roll call sheets, sign-in sheets 
for speakers, and agendas and background materials used as reference documentation for agenda items. See also 
“CABINET AFFAIRS FILES,” “MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO 
RECORDINGS),” “MINUTES: OFFICIAL MEETINGS,” “MINUTES: OFFICIAL MEETINGS (SPECIAL 
DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/NON-POLICY ADVISORY BOARDS)” and “MINUTES: OTHER 
MEETINGS.” 
RETENTION: 2 anniversary years after adoption of the official minutes or certification of transcript. 

MINUTES: OTHER MEETINGS Item #33 
This record series consists of minutes and all supporting documentation from meetings that are not official meetings as 
defined in Section 286.011(1), Florida Statutes, Public meetings and records. These records may have archival value. 
RETENTION: 1 anniversary year after date of meeting. State agencies must contact the State Archives of Florida for 
archival review before disposition of records. Other agencies should ensure appropriate preservation of records 
determined to have long-term historical value. 

MOSQUITO CONTROL RECORDS Item #425 
This record series documents treatment, inspection, testing, tracking and other activities involved in the process of 
mosquito control. The series may include, but is not limited to, activity reports, treatment records, global positioning 
satellite tracking data from inspections and/or treatments, resistance testing, mosquito counts and identification records, 
equipment calibration records, chemical inventory logs, and correspondence. Do NOT use this item if records fall under a 
more appropriate retention schedule item such as “ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM 
MANAGER,” “CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY,” 
“CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT,” “ENVIRONMENTAL REGULATION 
COMPLIANCE RECORDS” or other applicable item(s). 
RETENTION: 5 fiscal years. 
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MUNICIPAL COURT DOCKET RECORDS Item #323 
This record series consists of records docketing municipal court cases at any time until the elimination of municipal courts 
in 1975. Information typically includes individual's name, case number, charge, date, plea, verdict and fine. There is no 
additional accumulation of these records; no audit requirements; no felony cases; and no legal, fiscal, administrative or 
historical value. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

NATIONAL FLOOD INSURANCE PROGRAM RECORDS: COMMUNITY RATING SYSTEM Item #355 
This series consists of records relating to the Federal Emergency Management Administration’s voluntary Community 
Rating System (CRS) program, an incentive program allowing for discounted flood insurance rates for communities that 
exceed minimum national flood protection standards. Records may include, but are not limited to, CRS certification forms, 
recertification and modification forms, flood insurance rate map determination forms, correspondence, and other related 
and supporting documentation. See 44CFR, Emergency Management and Assistance. 
RETENTION: Retain for duration of participation in program. 

NATIONAL FLOOD INSURANCE PROGRAM RECORDS: FLOOD MITIGATION ASSISTANCE PROGRAM RECORDS 
 Item #356 
This series consists of records documenting federally funded flood mitigation projects to reduce the long-term risk of flood 
damage to structures insurable under the National Flood Insurance Program. Records document such projects as 
elevation and retrofit of insured structures; dry floodproofing of non-residential insured structures; acquisition of insured 
structures and real property; relocation or demolition of insured structures; and beach nourishment activities. Projects are 
conducted pursuant to 42 U.S.C. 4104c, Mitigation Assistance, and 4104d, National Flood Mitigation Fund. See 44CFR, 
Emergency Management and Assistance. 
RETENTION: Permanent. 

NATIONAL FLOOD INSURANCE PROGRAM RECORDS: FLOODPLAIN CONSTRUCTION AUTHORIZATION 
RECORDS Item #357 
This series consists of records documenting the authorization process for construction of buildings in floodplains. The 
series may include, but is not limited to, floodplain construction authorization permit applications, flood insurance rate map 
information forms, floodplain maps, affidavits of no wetland alteration, Federal Emergency Management Administration 
elevation certificates, and other related and supporting documentation. See 44CFR, Emergency Management and 
Assistance. 
RETENTION: Permanent. 

NEWS RELEASES Item #34 
This record series consists of news releases distributed by the agency. See also “PUBLIC INFORMATION FILES,” 
“PUBLICATION PRODUCTION RECORDS” and “TRANSITORY MESSAGES.” These records may have archival 
value. 
RETENTION: 90 days. State agencies must contact the State Archives of Florida for archival review before 
disposition of records. Other agencies should ensure appropriate preservation of records determined to have 
long-term historical value. 

NOISE EXPOSURE MEASUREMENT RECORDS Item #283 
This record series consists of studies and measurements of the noise levels to which employees are exposed by location 
or job classification. These documents may include incident reports, risk management assessments, and other necessary 
documentation demonstrating the possibility of exposure. Retention is pursuant to 29CFR1910.95(m)(3)(i), Occupational 
Noise Exposure – Recordkeeping - Record Retention. For audiometric test records, use the applicable PERSONNEL 
RECORDS item pursuant to 29CFR1910.95(m)(3)(ii). 
RETENTION: 2 anniversary years. 

OPERATIONAL AND STATISTICAL REPORT RECORDS Item #124 
This record series consists of narrative and statistical reports of office operations made within and between agency 
departments. The reports may be periodic (daily, weekly, monthly, semi-annual, annual, etc.) or done on an ad hoc basis. 
The series may also include activity reports demonstrating the productivity of individual employees or the work tasks 
completed for a period of time (daily, weekly, hourly, etc.). These are internal agency reports used by management to 
monitor or improve agency administration or for reference purposes when developing broader agency reports. These are 
not official annual reports that each agency is required to submit to its governing authority. See also “MANAGEMENT 
SURVEYS/STUDIES: INTERNAL” and “PROJECT FILES” items. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

OPINIONS: LEGAL Item #26 
This record series consists of written legal opinions issued by agency attorneys establishing policy or precedent and 
answering questions involving legal interpretation of Florida or federal law in relation to the agency’s functions, 
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responsibilities, and authority. See also “LITIGATION CASE FILES” and “OPINIONS: LEGAL (SUPPORTING 
DOCUMENTS).” These records may have archival value. 
RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5 
years. Other agencies should ensure appropriate preservation of records. 

OPINIONS: LEGAL (SUPPORTING DOCUMENTS) Item #125 
This record series consists of documentation supporting the legal opinions issued by agency attorneys. See also 
“LITIGATION CASE FILES” and “OPINIONS: LEGAL.” These records may have archival value. 
RETENTION: 3 fiscal years. State agencies must contact the State Archives of Florida for archival review before 
disposition of records. Other agencies should ensure appropriate preservation of records determined to have 
long-term historical value. 

ORDINANCES Item #228 
This record series consists of county or municipal ordinances. Section 166.041(1)(a), Florida Statutes, Procedures for 
adoption of ordinances and resolutions, defines “ordinance” as “an official legislative action of a governing body, which 
action is a regulation of a general and permanent nature and enforceable as a local law.” See also 
“CHARTERS/AMENDMENTS/BYLAWS/CONSTITUTIONS,” “ORDINANCES: SUPPORTING DOCUMENTS,” 
“PROCLAMATIONS,” and “RESOLUTIONS.” These records may have archival value. 
RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5 
years. Other agencies should ensure appropriate preservation of records. 

ORDINANCES: SUPPORTING DOCUMENTS Item #229 
This record series consists of documentation used in formulating ordinances including, but not limited to, correspondence, 
studies and reports, petitions and other supporting documentation. See also “ORDINANCES.” These records may have 
archival value. 
RETENTION: 5 anniversary years after adoption or rejection of ordinance. State agencies must contact the State 
Archives of Florida for archival review before disposition of records. Other agencies should ensure appropriate 
preservation of records determined to have long-term historical value. 

ORGANIZATION CHARTS Item #126 
This record series consists of organizational charts that show lines of authority and responsibility agency wide, within and 
between the various departments of the agency. See also “DIRECTIVES/POLICIES/PROCEDURES.” These records 
may have archival value. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. State agencies must contact the State 
Archives of Florida for archival review before disposition of records. Other agencies should ensure appropriate 
preservation of records determined to have long-term historical value. 

PARKING DECAL/PERMIT RECORDS: EMPLOYEES Item #127 
This record series consists of applications for parking decals or permits allowing employees to park in designated areas, 
lots, or spaces, along with any related documentation. See also “VEHICLE RECORDS” and “ACCESS CONTROL 
RECORDS.” 
RETENTION: 2 fiscal years after expiration or cancellation of parking privileges. 

PASSPORT RECORDS: DAILY Item #407 
This record series consists of daily reports of persons applying for passports. Records may include such information as 
applicant’s name, amount paid, and receipt number. The series may also include copies of transmittal records that are 
prepared and sent with completed applications when mailing to the Passport Agency. 
RETENTION: 5 fiscal years. 

PAYMENT CARD SENSITIVE AUTHENTICATION DATA Item #395 
This record series consists of elements of a customer’s payment card data that are used to authenticate a financial 
transaction using that payment card (e.g., credit card, debit card). Sensitive authentication data includes those elements 
defined as such by the Payment Card Industry Security Standards Council in their Data Security Standard: Requirements 
and Security Assessment Procedures (Version 3.1, April 2015 or subsequent edition) and includes full magnetic stripe 
data (also known as full track, track, track 1, track 2, and magnetic-stripe data); three-digit or four-digit card verification 
code or value; and personal identification number (PIN) or encrypted PIN block. 
RETENTION: Destroy immediately upon completion of transaction. 

PAYROLL RECORDS: COURT-ORDERED GARNISHMENT Item #385 
This record series documents court-ordered garnishment of employee wages in accordance with Chapter 77, Florida 
Statutes, Garnishment. The series may include, but is not limited to, child support records, bankruptcy records, tax levies, 
and any other court-ordered garnishments stating the total amount to be collected and the amount to be deducted from 
each payroll; copies of final judgment of continuing garnishment; collection worksheets; employee last payment details; 
and copies of receipt of service of garnishment. 
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RETENTION: 5 fiscal years after file becomes inactive. 

PAYROLL RECORDS: DEDUCTION AUTHORIZATIONS Item #129 
This record series consists of employee authorizations for direct deductions for insurance, union dues, credit unions, 
savings bonds, charitable contributions, deferred compensation, day care or other purposes. See also “ELECTRONIC 
FUNDS TRANSFER RECORDS” and “SOCIAL SECURITY CONTROLLED SUMMARY RECORDS.” 
RETENTION: 5 fiscal years after final action. 

PAYROLL RECORDS: LEDGERS/TRIAL BALANCE REPORTS Item #183 
This record series consists of reports reflecting totals for the net and gross wages, FICA wages, retirement wages and 
deductions, tax, and other deductions in payroll as well as a summary of each account/line item’s expenditures and 
encumbrances. See also “ENCUMBRANCE/CERTIFICATION FORWARD RECORDS,” “FINANCIAL TRANSACTION 
RECORDS: DETAIL,” “FINANCIAL TRANSACTION RECORDS: SUMMARY,” “SOCIAL SECURITY CONTROLLED 
SUMMARY RECORDS,” and other “PAYROLL RECORDS” items. 
RETENTION: 5 fiscal years. 

PAYROLL RECORDS: NOT POSTED Item #214 
This record series consists of any payroll records, in any format, not posted to an employee’s retirement plan (plus 
indices, if applicable). The records are used to document payment for retirement or other purposes during an employee's 
duration of employment, and also list each rate of pay. The lengthy retention requirement is intended to ensure the long-
term availability of records needed to determine eligibility for and properly calculate post-employment benefits when such 
information is not available from a retirement account. Agencies should ensure that any records needed beyond the 
stated retention to calculate post-employment benefits are retained. See also “ATTENDANCE AND LEAVE RECORDS,” 
“SOCIAL SECURITY CONTROLLED SUMMARY RECORDS,” and other “PAYROLL RECORDS” items. 
RETENTION: 50 calendar years. 

PAYROLL RECORDS: POSTED Item #35 
This record series consists of any payroll records, in any format, posted to the employee's applicable retirement plan 
(plus indices, if applicable). The records are used to document payment for retirement or other purposes during an 
employee's duration of employment, and also list each rate of pay. Agencies should ensure that any records needed 
beyond the stated retention to calculate post-employment benefits are retained. See also “ATTENDANCE AND LEAVE 
RECORDS,” “SOCIAL SECURITY CONTROLLED SUMMARY RECORDS,” and other “PAYROLL RECORDS” items. 
RETENTION: 5 fiscal years. 

PAYROLL RECORDS: SUPPORTING DOCUMENTS Item #195 
This record series consists of records used in the process of determining or verifying information regarding payment for 
salary, retirement or other compensation purposes during an employee's duration of employment. The series may include, 
but is not limited to, employee time/attendance records when used at least in part to determine or verify pay or benefits, 
correction forms to rectify errors in payroll processing, pay lists used to verify the payroll certification report, and other 
related supporting materials. See also other “PAYROLL RECORDS” items.  
RETENTION: 5 fiscal years. 

PENSION RECORDS: PLAN/FUND Item #358 
This record series consists of performance and activity reports of pension plans/funds, including data on contributions, 
fund gains and losses (e.g., interest/dividends earned), amounts paid, investments purchased and sold, actuarial reports, 
and other information regarding the performance and status of the fund. 
RETENTION: 5 fiscal years. 

PENSION RECORDS: RETIREES Item #359 
This record series consists of records documenting earned pension benefits, payments, actuarial information, and other 
records relating to participation in a pension plan by individual retired employees. For records regarding retirement plan 
contributions of active employees, see “PAYROLL RECORDS” items. 
RETENTION: 5 fiscal years after final payment. 

PERFORMANCE/MAINTENANCE/SURETY BOND RECORDS Item #408 
This record series consists of performance bonds or developer's cash completion bonds for work such as construction, 
improvements and other projects as well as for performance in office by public officials or employees. Construction-related 
bonds are returned to the contractor or developer once the work is completed satisfactorily or can be “cashed in” if the 
work is not completed satisfactorily. The series may also include supporting documentation, such as bond release letters 
that let the contractor or developer know the bond is released, and return letters that accompany the returned bond. If the 
bonds relate to a contractual agreement to which the agency is or was a party, they would fall under the applicable 
CONTRACTS/LEASES/ AGREEMENTS item. 
RETENTION: 5 fiscal years after release, return or expiration of bond. 
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PERMITS: BUILDING Item #286 
This record series consists of permits issued by a governing authority for performance of construction, electric, plumbing, 
gas, heating/ventilation/air conditioning, or mechanical work. Included in this series are the supporting documents and 
other permits that may be issued for construction or improvements to existing structures. See Florida Statutes Chapter 
125, County Government, Chapter 166, Municipalities, regarding local government permitting authority; Section 553.79, 
Permits; applications; issuance; inspections; and Section 95.11(3)(c), Statute of Limitations regarding design, planning, or 
construction of an improvement to real property; and Florida Building Code, Section 105, Permits. NOTE: This item does 
not cover permits for construction in floodplains; use NATIONAL FLOOD INSURANCE PROGRAM RECORDS: 
FLOODPLAIN CONSTRUCTION AUTHORIZATION RECORDS. See also “ARCHITECTURAL/BUILDING PLANS AND 
PERMITS: ABANDONED/WITHDRAWN.” 
RETENTION: 10 anniversary years from close or expiration of permit. 

PERMITS: CONFINED SPACE ENTRY Item #284 
This record series consists of confined-space entry permits provided by the employer to allow and control entry into a 
confined space. Permits include such information as the space to be entered; the purpose of the entry; the date and 
duration of authorized entry; the authorized entrants; the personnel by name currently serving as attendants; the name of 
the entry supervisor; the hazards of the space to be entered; the measures used to isolate the space and to control or 
eliminate hazards; the acceptable entry conditions; the results of the initial and periodic tests performed, the names of the 
testers, and the date and time of testing; the rescue and emergency services that can be summoned and how to summon 
them; communication procedures for entrants and attendants; equipment provided; and any additional permits such as 
those for hot work. Problems that are encountered during entry should be documented on the permit at the conclusion of 
work. Recordkeeping and retention are pursuant to 29CFR1910.146(e-f), Permit-Required Confined Spaces – Permit 
System/Entry Permit. 
RETENTION: 1 anniversary year after cancellation of permit. 

PERMITS: MINING (LOCAL GOVERNMENT) Item #287 
This record series consists of mining permits approved by the local governing board pursuant to the permitting authority 
granted local governments by Florida Statutes Chapter 125, County Government, and Chapter 166, Municipalities. The 
series may include, but is not limited to, applications and supporting documents submitted by the mining company to the 
local development department for review as may be required by local ordinance. Supporting documentation may include 
such records as copies of the application; legal description including total acreage; copy of proof of ownership; consent of 
owner/mortgagees; aerial maps; Master Mining Plan Approval (MAMPA); Mining Operation Plan Approval (MOPA); 
modifications to MOPAs and MAMPAs; environmental assessment; list/copy of previous permits if applicable; list of 
property owners within a specific range of proposed mining site; signed agreement of access (variances); public hearing 
notices; meeting agendas of applicable governing board(s); correspondence; monthly blasting reports; and annual 
inspection reports. 
RETENTION: 1 anniversary year after expiration, revocation, or denial of Certificate of Approval. 

PERMITS: SIGNS (LOCAL GOVERNMENT) Item #288 
This record series consists of permits issued for installing/erecting signs, pursuant to the permitting authority granted local 
governments by Florida Statutes Chapter 125, County Government, and Chapter 166, Municipalities, and in accordance 
with sign permitting provisions of Chapter 479, Florida Statutes, Outdoor Advertising (see especially Section 479.07, 
Florida Statutes, Sign permits). Included in this series are the applications and supporting documents. 
RETENTION: 3 fiscal years. 

PERSONNEL RECORDS: STATE-ADMINISTERED RETIREMENT SYSTEM  Item #19 
This record series consists of all personnel information relating to each employee participating in a state-administered 
retirement system. The series may include, but is not limited to, employment applications, résumés, personnel action 
reports, correspondence, oaths of loyalty, fingerprints, job-related medical examination reports, performance evaluation 
reports, workers’ compensation reports, copies of I-9 forms (Department of Homeland Security, U.S. Citizenship and 
Immigration Services, Employment Eligibility Verification form), benefits records, work schedules/assignments, training 
records, emergency contact information, copies of licensure/professional credentials, and other related materials. Section 
110.201, Florida Statutes, Personnel rules, records, and reports, and Rule 60L-30, Florida Administrative Code, 
Personnel Programs and Records, require state agency personnel officers to institute uniform personnel rules and 
procedures and to determine what records are to be filed in their agency’s official personnel files. Agencies should ensure 
that any records needed beyond the stated retention to calculate post-employment benefits are retained. See also “DRUG 
TEST CASE FILES,” “EMPLOYMENT APPLICATION AND SELECTION RECORDS,” “EMPLOYMENT ELIGIBILITY 
VERIFICATION FORMS,” “STAFF ADMINISTRATION RECORDS,” and other “PERSONNEL RECORDS” items. 
RETENTION: 25 fiscal years after any manner of separation or termination of employment. 

PERSONNEL RECORDS: NON-STATE-ADMINISTERED RETIREMENT SYSTEM (LOCAL GOVERNMENT) 
 Item #162 
This record series consists of all personnel information relating to each employee not participating in a state-administered 
retirement system, including all “permanent” employees (with or without benefits). The series may include, but is not 
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limited to, employment applications, résumés, personnel action reports, correspondence, oaths of loyalty, fingerprints, job-
related medical examination reports, performance evaluation reports, workers’ compensation reports, copies of I-9 forms 
(Department of Homeland Security, U.S. Citizenship and Immigration Services, Employment Eligibility Verification form), 
benefits records, work schedules/assignments, training records, emergency contact information, copies of 
licensure/professional credentials, and other related materials. Agencies should ensure that any records needed beyond 
the stated retention to calculate post-employment benefits are retained. See also “DRUG TEST CASE FILES,” 
“EMPLOYMENT APPLICATION AND SELECTION RECORDS,” “EMPLOYMENT ELIGIBILITY VERIFICATION FORMS,” 
“STAFF ADMINISTRATION RECORDS,” and other “PERSONNEL RECORDS” items. 
RETENTION: 50 fiscal years after any manner of separation or termination of employment. 

PERSONNEL RECORDS: OPS/VOLUNTEER/INTERN/TEMPORARY EMPLOYMENT Item #66 
This record series consists of all personnel information relating to each Other Personnel Services (OPS), volunteer, intern, 
or temporary employee within each agency. The series may include, but is not limited to, employment applications, 
résumés, personnel action reports, correspondence, oaths of loyalty, fingerprints, job-related medical examination reports, 
performance evaluation reports, workers’ compensation reports, copies of I-9 forms (Department of Homeland Security, 
U.S. Citizenship and Immigration Services, Employment Eligibility Verification form), benefits records, work 
schedules/assignments, training records, emergency contact information, copies of licensure/professional credentials, and 
other related materials. Temporary employees may include personnel referred by a local employment agency. Section 
110.201, Florida Statutes, and Rule 60L-30, Florida Administrative Code, require state agency personnel officers to 
institute uniform personnel rules and procedures and to determine what records are filed in the personnel file. See also 
“DRUG TEST CASE FILES,” “EMPLOYMENT APPLICATION AND SELECTION RECORDS,” “EMPLOYMENT 
ELIGIBILITY VERIFICATION FORMS,” “STAFF ADMINISTRATION RECORDS,” and other “PERSONNEL RECORDS” 
items. 
RETENTION: 3 fiscal years after any manner of separation or termination of employment. 

PERSONNEL RECORDS: SUPPLEMENTAL DOCUMENTATION Item #378 
This record series consists of personnel documentation relating to individual employees that agency rules or policies do 
not include as part of the official personnel file and that is not covered by other employee-related items. See also “DRUG 
TEST CASE FILES,” “EMPLOYMENT APPLICATION AND SELECTION RECORDS,” “EMPLOYMENT ELIGIBILITY 
VERIFICATION FORMS,” “STAFF ADMINISTRATION RECORDS,” and other “PERSONNEL RECORDS” items. 
RETENTION: 5 fiscal years. 

PETTY CASH DOCUMENTATION RECORDS Item #202 
This record series consists of records documenting an agency’s petty cash account including, but not limited to, receipts, 
bills, and monthly balances indicating amount needed for replenishing the revolving account. See also “FINANCIAL 
TRANSACTION RECORDS: DETAIL.” 
RETENTION: 5 fiscal years. 

POSITION DESCRIPTION RECORDS Item #38 
This record series documents the specifically assigned duties and responsibilities for a particular position. Information in 
the records may include, but is not limited to, percentage breakdown of duties, job summary, essential job duties, job 
standards, salary or pay range, education and experience requirements, required licenses/certificates, essential skills and 
qualifications, essential physical skills, and working conditions. See also “EMPLOYMENT APPLICATION AND 
SELECTION RECORDS.” 
RETENTION: 2 anniversary years after obsolete or superseded. 

POSTAGE/SHIPPING RECORDS Item #133 
This record series consists of a detailed listing/report showing the amount of postage used, dates used, unused balance, 
and purpose. Also included in this series are postage meter books, daily balance sheets, and agency copies of shipping 
slips from Express Mail, United Parcel Service, Federal Express, DHL, or other express shipping services for packages 
shipped by the agency. See also “MAIL: REGISTERED AND CERTIFIED,” “MAIL: UNDELIVERABLE/RETURNED,” and 
“MAILING/CONTACT LISTS.” 
RETENTION: 3 fiscal years. 

PROBATION RECORDS Item #320 
This record series consists of case files of persons placed on county probation by the county courts and supervised by a 
county or contracted probation agency (such as the Salvation Army Correctional Services). The series may include, but is 
not limited to, copies of legal orders filed with the Clerk of Court; copies of records relating to the probationer’s crime, 
sentencing, and incarceration; probation officer’s case notes; probationer’s periodic reports; community service records; 
correspondence; copies of receipts for monies collected for fines, restitution and cost of supervision; copies of evaluations 
and recommendations for treatment, including psychological or psychiatric reports; reports from various agencies 
regarding client’s progress in counseling areas such as drug, alcohol, and mental health; and certificates of completion of 
court requirements (e.g., training, schooling, etc.). 
RETENTION: 5 calendar years after case closed. 
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PROCLAMATIONS Item #142 
This record series consists of a governing body’s officially issued proclamations calling attention to issues of current 
significance or honoring groups, individuals, or past events, such as a proclamation declaring “Water Conservation 
Month,” “Law Enforcement Appreciation Week,” or “Emancipation Proclamation Day.” The series may also include, but is 
not limited to, correspondence, memoranda, public input, sample proclamations, drafts, and letters of support. See also 
“CHARTERS/AMENDMENTS/BYLAWS/ CONSTITUTIONS,” “DIRECTIVES/POLICIES/PROCEDURES,” 
“ORDINANCES,” and “RESOLUTIONS.” These records may have archival value. 
RETENTION: 2 calendar years after date of issuance. State agencies must contact the State Archives of Florida for 
archival review before disposition of records. Other agencies should ensure appropriate preservation of records 
determined to have long-term historical value. 

PROJECT FILES: CAPITAL IMPROVEMENT Item #136 
This record series documents work done on capital improvement projects and/or project proposals sent out for bid. This 
may include, but is not limited to, correspondence, memoranda, drawings, construction and contract specifications, 
resolutions, narratives, budget revisions, survey information, change orders, and reports. “Capital Improvements” shall 
mean improvements to real property (land, buildings, including appurtenances, fixtures and fixed equipment, structures, 
etc.), that add to the value and extend the useful life of the property, including construction of new structures, replacement 
or rehabilitation of existing structures (e.g., major repairs such as roof replacement), or removal of closed structures. See 
also “PROJECT FILES: FEDERAL,” “PROJECT FILES: NON-CAPITAL IMPROVEMENT,” and “VOUCHERS: FEDERAL 
PROJECTS PAID.” 
RETENTION: 10 fiscal years after completion or termination of project. 

PROJECT FILES: FEDERAL Item #137 
This record series consists of original approved federal project contracts, agreements, awards, line item budgets, budget 
amendments, cash requests, correspondence, and audit reports. NOTE: Check with applicable federal agency and the 
Code of Federal Regulations (CFR) for any additional requirements. See also “GRANT FILES,” “PROJECT FILES: 
CAPITAL IMPROVEMENT,” “PROJECT FILES: NON-CAPITAL IMPROVEMENT,” and “VOUCHERS: FEDERAL 
PROJECTS PAID.” 
RETENTION: 5 fiscal years after completion or termination of project. 

PROJECT FILES: NON-CAPITAL IMPROVEMENT Item #138 
This record series documents work done on projects and/or project proposals that may or may not be sent out for bid. 
This may include, but is not limited to, correspondence, memoranda, contract specifications, resolutions, narratives, 
budget revisions, survey information, change orders, and reports. See also “PROJECT FILES: FEDERAL," "PROJECT 
FILES: CAPITAL IMPROVEMENT,” and “VOUCHERS: FEDERAL PROJECTS PAID.” 
RETENTION: 5 fiscal years after completion or termination of project. 

PROJECT FILES: OPERATIONAL Item #291 
This record series documents projects conducted by agencies in connection with agency operations, programs, and 
functions. The records may include, but are not limited to: project schedules, logs, and reports; correspondence relating to 
the project; names of employees involved in project; equipment/supplies used; project costs; and other related 
information. 
RETENTION: 3 fiscal years after completion or termination of project. 

PROMOTION/TRANSFER REQUEST RECORDS Item #139 
This record series documents employee requests for transfer or promotion within the agency. The series may include, but 
is not limited to, requests for promotion or transfer, copies of employment applications, any promotional level tests, and 
the test results. See also “EMPLOYMENT APPLICATION AND SELECTION RECORDS,” “STAFF ADMINISTRATION 
RECORDS,” and “PERSONNEL RECORDS” items. 
RETENTION: 4 anniversary years after personnel action, provided any litigation is resolved, or 4 anniversary years after 
expiration of the request period if no vacancy occurs prior to expiration. 

PROPERTY CONTROL RECORDS Item #222 
This record series documents all agency property of a non-consumable nature. The records may provide such information 
as the class and type, number of units, make, manufacturer, year, model, manufacturer’s serial number or other 
identifying marker attached to the property, the value or cost of the property, date acquired, the location, custodian, date 
of inventory, condition of property, final detailed disposition of property, and any additional information that may be 
necessary. The series may include a copy of the property transfer record completed when the property or equipment is 
relocated, transferred, surplused, sold, scrapped, traded in, abandoned, or stolen. See also “INVENTORY: AGENCY 
PROPERTY” and “PROPERTY TRANSFER RECORDS.” 
RETENTION: Retain until completion of the next physical inventory after the equipment leaves service. 
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PROPERTY TRANSFER RECORDS Item #41 
This record series documents the transfer of property or equipment that is relocated, transferred to another agency/office, 
surplused, sold, scrapped, traded in, abandoned, or stolen. This series does not include records documenting real 
property transfers. See also “INVENTORY: AGENCY PROPERTY” and “PROPERTY CONTROL RECORDS.” 
RETENTION: 1 fiscal year provided an updated physical inventory has been completed. 

PROTECTED HEALTH INFORMATION ADMINISTRATIVE RECORDS Item #426 
This record series consists of records documenting administrative policies, practices and procedures relating to managing 
protected health information held by covered entities. The series includes access provider records listing the title(s) of the 
person(s) or office(s) of the covered entity responsible for receiving and processing requests by individuals for access to 
or amendment of protected health information; privacy practices records documenting a covered entity's policies and 
procedures for safeguarding the privacy and security of protected electronic health information, including revisions to 
policies and procedures and any correspondence relating to the policies or their revision; and privacy practices violation 
records documenting all complaints received concerning the covered entity's privacy policies and procedures and 
compliance thereto, the disposition of any of the complaints, and any sanctions applied by the covered entity against 
employees failing to comply with the policies and procedures. The records are required HIPAA documentation per 
45CFR164, Security and Privacy. Retention is pursuant to 45CFR164.530(j)(2), Administrative requirements, 
Implementation specification: Retention period. See also “PROTECTED HEALTH INFORMATION DISCLOSURE 
RECORDS” and “HIPAA” items. 
RETENTION: 6 anniversary years from the date of creation or from the date when it was last in effect, whichever is later. 

PROTECTED HEALTH INFORMATION DISCLOSURE RECORDS Item #328 
This record series consists of records documenting the disclosure by a covered entity of protected electronic health 
information required under the Health Insurance Portability and Accountability Act (HIPAA), Subpart C, Security 
Standards for the Protection of Electronic Protected Health Information. The records are required HIPAA documentation 
per 45CFR164.528(b), Accounting of disclosures of protected health information, Implementation specifications: Content 
of the accounting, and must include for each disclosure: date of disclosure; name of entity or person to whom disclosed, 
and address if known; brief description of disclosed information; and purpose of the disclosure or copy of the written 
request for disclosure. Retention is pursuant to 45CFR164.528(a), Accounting of disclosures of protected health 
information, Standard: Right to an accounting of disclosures of protected health information (specifically subsections (1) 
and (3)). See also “PROTECTED HEALTH INFORMATION ADMINISTRATIVE RECORDS” and “HIPAA” items. 
RETENTION: 6 anniversary years from date of disclosure. 

PUBLIC DEPOSITOR ANNUAL REPORT RECORDS Item #389 
This record series consists of the agency's copies of the Public Depositor Annual Report to the Chief Financial 
Officer (Form DFS-J1-1009 or equivalent Department of Financial Services form or predecessor form), also 
known as the Public Depositor Report to the Treasurer, submitted annually to the Chief Financial Officer, State of 
Florida pursuant to Section 280.17(6), Florida Statutes, Requirements for public depositors; notice to public 
depositors and governmental units; loss of protection. This series may also include documentation of 
authorization to execute this report. Pursuant to Rule 69C-2.032, Florida Administrative Code, Execution of 
Forms, Proof of Authorization, documentation of authorization may include copies of minutes of board meetings, 
charters, constitutions, bylaws, and evidence of incumbency. 
RETENTION: 5 fiscal years. 

PUBLIC INFORMATION FILES Item #128 
This record series documents an agency’s efforts to disseminate information to the public about its programs and services 
through such activities as speeches, presentations, exhibits, displays, social media involvement and other activities. The 
series may include, but is not limited to, speeches (including outlines, speaking points and drafts), photographs or other 
illustrations used in agency publications or displays, applicable social media posts, and examples of brochures, handouts, 
or other items meant for public distribution. NOTE: Stocks of agency publications (e.g., brochures, pamphlets, handbooks, 
etc.) are not included in this series. See also “NEWS RELEASES” and “PUBLICATION PRODUCTION RECORDS.” 
These records may have archival value. 
RETENTION: 90 days. State agencies must contact the State Archives of Florida for archival review before 
disposition of records. Other agencies should ensure appropriate preservation of records determined to have 
long-term historical value. 

PUBLIC PROGRAM/EVENT RECORDS Item #238 
This record series consists of files documenting agency provided or sponsored events or programs available to the public 
or segments of the public, such as parks and recreation programs, arts and crafts classes, sports clinics, summer/day 
camps, animal obedience classes, library programs, parenting classes, CPR training, and any other events the public can 
participate in or attend. The files may include, but are not limited to, copies of contracts or agreements, participant or 
performer information, program details and arrangements, photographs, audio and/or video recordings, and completed 
registration forms providing such information as registrant’s name, address, telephone number(s), date of birth, 
parent/guardian information, emergency contact information, current medications, allergies, physician information, medical 
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release and liability release. The series may also include other documentation, such as sign in/out forms, parent/guardian 
authorizations and other related records. These records relate both to events staged by the agency and to events staged 
by a contractor or vendor on behalf of the agency. 
RETENTION: 5 fiscal years after completion of contract or program/event, whichever is later. 

PUBLIC RECORDS EXEMPT STATUS NOTIFICATIONS AND REDACTION REQUESTS Item #392 
This record series consists of written requests from individuals to agencies notifying them of personal information in public 
records that is exempt from public disclosure. The series may include, but is not limited to, notifications that an individual 
has exempt status under Florida Statutes Section 119.071, General exemptions from inspection or copying of public 
records; Section 493.6122, Private Investigative, Private Security, and Repossession Services; and Section 741.465, 
Public records exemption for the Address Confidentiality Program for Victims of Domestic Violence; and other applicable 
sections. The series may also include redaction requests to the Clerk of Court to remove confidential and/or exempt 
information from the Official Records and/or other public records held by the clerk. 
RETENTION: Retain until disposition of record(s) to which notification or request relates or until request is withdrawn or 
exemption no longer applies, whichever is applicable. 

PUBLICATION PRODUCTION RECORDS Item #198 
This record series consists of records used to generate publications such as catalogs, pamphlets, leaflets, and other 
media items. The series may include, but is not limited to, rough, blue lined, camera-ready, and final copies, as well as 
illustrations (e.g., cropped photographs). See also “NEWS RELEASES” and “PUBLIC INFORMATION FILES.”  
RETENTION: Retain until receipt of final, published copy or cancellation of publication project. 

PURCHASING RECORDS Item #42 
This record series consists of copies of purchase orders that are retained by the originating office, while the record copy is 
sent to the Purchasing/Business Office and another copy is sent to the appropriate vendor for action. The series may 
include, but is not limited to, copies of requisitions, copies of receiving reports, and a log of outstanding and paid 
requisitions and purchase orders used for cross-referencing purposes. See also “FINANCIAL TRANSACTION 
RECORDS: DETAIL.” 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

RADIO LOGS Item #292 
This record series consists of a log recording such information as the time radio calls were received/placed, who the 
transmitting parties were, the reason for the call, if additional units were dispatched to a location, or if information was 
retrieved and transmitted back to the caller. These logs may be used for police, fire, EMS, or other radio dispatch 
operations including road and bridge or development departments. See also “DISPATCH COMMUNICATIONS 
RECORDS,” “DISPATCH RECORDS: LOGS” and “COMMUNICATIONS AUDIO RECORDINGS.” 
RETENTION: 1 fiscal year. 

RAIN CHECKS Item #293 
This record series documents rain checks issued to persons who have paid a fee or charge for an event, service, activity, 
or commodity that cannot be provided as scheduled. The records provide such information as date rain check was issued, 
event or item to be provided, expiration date, any limitations on use of the rain check, and name of the staff member 
issuing the rain check. 
RETENTION: 3 fiscal years. 

REAL PROPERTY RECORDS: CONDEMNATION/DEMOLITION Item #364 
This record series documents the demolition and clearance of buildings deemed unfit for occupancy or condemned. The 
series may include, but is not limited to, demolition orders, inspection reports, notices to property owners, and copies of 
any related court documents. 
RETENTION: 5 anniversary years after final action. 

REAL PROPERTY RECORDS: PROPERTY ACQUIRED Item #172 
This record series consists of documents pertaining to real property acquired by a government agency. The series may 
include, but is not limited to, agency property deeds, appraisals, surveys, copies of building plans or blueprints, records of 
sale or other disposition of the property, and other supporting documents. See also “REAL PROPERTY RECORDS: 
PROPERTY NOT ACQUIRED.” 
RETENTION: 3 fiscal years after termination of agency’s ownership of the real property. 

REAL PROPERTY RECORDS: PROPERTY NOT ACQUIRED Item #164 
This record series consists of documents pertaining to real property considered for acquisition but not acquired by a 
government agency. The series may include, but is not limited to, appraisals, surveys and other supporting documents. 
See also “REAL PROPERTY RECORDS: PROPERTY ACQUIRED.” 
RETENTION: 3 fiscal years. 
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RECORDS DISPOSITION DOCUMENTATION Item #45 
This record series documents the agency’s disposition of its public records. Agencies are required to maintain internal 
documentation of records dispositions pursuant to Rule 1B-24.003(9)(d), Florida Administrative Code, which states in part 
that, “For each record series being disposed of, agencies shall identify and document the following: 1. Records retention 
schedule number; 2. Item number; 3. Record series title; 4. Inclusive dates of the records; 5. Volume in cubic feet for 
paper records; for electronic records, record the number of bytes and/or records and/or files if known, or indicate that the 
disposed records were in electronic form; and 6. Disposition action (manner of disposition) and date.” Disposition may 
include either destruction of records or transfer of legal custodianship of the records to another agency. See also 
“RECORDS MANAGEMENT COMPLIANCE STATEMENTS” and “RECORDS RETENTION SCHEDULES: AGENCY 
SPECIFIC.” 
RETENTION: Permanent. 

RECORDS MANAGEMENT COMPLIANCE STATEMENTS Item #322 
This record series consists of the agency’s copy of records management compliance statements submitted annually to the 
Department of State, Records Management Program. The statements indicate the agency’s compliance or non-
compliance with Florida’s public records management statutes and Florida Administrative Code rules, including 
documentation of the quantity of records dispositions and the agency’s designated Records Management Liaison Officer. 
Compliance reporting is required pursuant to Rule 1B-24.003(11), Florida Administrative Code, which requires that, “Each 
agency shall submit to the Division, once a year, a signed statement attesting to the agency’s compliance with records 
disposition laws, rules, and procedures.” See also “RECORDS DISPOSITION DOCUMENTATION” and “RECORDS 
RETENTION SCHEDULES: AGENCY SPECIFIC.” 
RETENTION: 1 fiscal year. 

RECORDS RETENTION SCHEDULES: AGENCY SPECIFIC Item #68 
This record series consists of copies of records retention schedules approved by the Department of State, Records 
Management Program for records that are specific to an individual agency’s programs and activities and are not covered 
by a general records retention schedule. Agency specific retention schedules are established pursuant to Rule 1B-
24.003(2), Florida Administrative Code, Section 119.021(2)(a), Florida Statutes, and Section 257.36(6), Florida Statutes. 
See also “RECORDS MANAGEMENT COMPLIANCE STATEMENTS” and “RECORDS DISPOSITION 
DOCUMENTATION.” 
RETENTION: Permanent. 

RECORDS RETRIEVAL/REFERENCE RECORDS Item #295  
This record series documents the retrieval and refiling of records stored in a records management or archival facility. The 
series may include, but is not limited to, reference or retrieval requests/work orders, refile requests/work orders, and pull 
slips and/or “out cards.” The records may indicate such information as name of requesting party; specific records 
retrieved; date of retrieval and/or delivery to requesting party; by whom retrieved/delivered; date records returned/refiled 
and by whom; whether anything was missing; and any additional information. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 
CODE/ORDINANCE (NO PERMITTING FEE) Item #427 
This record series consists of application files for registrations, permits, licenses or certifications as required by city or 
county code/ordinances not requiring a permitting fee. The records may relate to a wide variety of issues or activities, 
including, but not limited to: special events and/or temporary street closures for such activities as construction on private 
property, repairs, parades, street parties, garage/yard sales, temporary signs, and other events; contractors authorized to 
work within the city or county; small businesses; abandoned or foreclosed real property; residential rental property; 
residential or public parking; solicitors or peddlers; bicycles; tree removal; and construction or demolition debris disposal. 
The series may include, but is not limited to, applications, affidavits and other supporting documentation as required by 
the code/ordinance. 
RETENTION: 1 anniversary year after denial or expiration of registration/permit/license/certification or 
withdrawal/abandonment of application. 

REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 
CODE/ORDINANCE (PERMITTING FEE) Item #428 
This record series consists of application files for registrations, permits, licenses or certifications as required by city or 
county code/ordinances requiring a permitting fee. The records may relate to a wide variety of issues or activities, 
including, but not limited to: special events and/or temporary street closures for such activities as construction on private 
property, repairs, parades, street parties, garage/yard sales, temporary signs, and other events; contractors authorized to 
work within the city or county; small businesses; abandoned or foreclosed real property; residential rental property; 
residential or public parking; solicitors or peddlers; bicycles; tree removal; and construction or demolition debris disposal. 
The series may include, but is not limited to, applications, affidavits and other supporting documentation as required by 
the code/ordinance. 
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RETENTION: 5 fiscal years after denial or expiration of registration/permit/license/certification or withdrawal/abandonment 
of application. 

RESOLUTIONS Item #297 
This record series consists of formal expressions of opinion, intention or decision by a governing body concerning 
administrative matters before the governing body or relating to the governing body’s areas of responsibility. See also 
“RESOLUTIONS: SUPPORTING DOCUMENTS,” “CHARTERS/AMENDMENTS/BYLAWS/CONSTITUTIONS,” 
“DIRECTIVES/POLICIES/PROCEDURES,” “ORDINANCES,” and “PROCLAMATIONS.” These records may have 
archival value. 
RETENTION: Permanent. State agencies should contact the State Archives of Florida for archival review after 5 
years. Other agencies should ensure appropriate preservation of records. 

RESOLUTIONS: SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/NON-POLICY ADVISORY BOARDS
 Item #429 
This record series consists of formal expressions of opinion, intention or decision by a special district established by 
local ordinance or resolution, agency support organization or non-policy advisory board concerning administrative 
matters before that body or relating to its area of responsibility. These records may have archival value. 
RETENTION: 10 anniversary years. State agencies must contact the State Archives of Florida for archival review 
before disposition of records. Other agencies should ensure appropriate preservation of records determined to 
have long-term historical value. 

RESOLUTIONS: SUPPORTING DOCUMENTS Item #143 
This record series consists of documentation used in formulating resolutions of a governing body. The documentation may 
include, but is not limited to, correspondence, memoranda, public requests, drafts and working papers, letters of support 
from civic and political bodies, and samples of similar resolutions from other bodies. See also “DIRECTIVES/POLICIES/ 
PROCEDURES” and “RESOLUTIONS.” 
RETENTION: 3 calendar years after date of resolution. 

RESPIRATOR FIT TESTING RECORDS Item #298 
This record series documents an agency’s compliance with Occupational Safety and Health Administration (OSHA) 
requirements for fit testing procedures for respirators in “any workplace where respirators are necessary to protect the 
health of the employee or whenever respirators are required by the employer . . .” (29CFR1910.134(c)(1), Respiratory 
protection program). The records provide such information as: the protocol selected for respirator fit testing; name or 
identification of each employee tested; type of fit test performed; specific make, model, style, and size of respirators 
tested; date of test; and test results. Recordkeeping and retention requirements for these records are pursuant to 
29CFR1910.134(m), Respiratory Protection - Recordkeeping. 
RETENTION: Retain until the next fit test is administered OR 4 anniversary years after any manner of separation or 
termination of employment or agency no longer required to conduct fit testing, whichever is later. 

REVENUE SHARING APPLICATIONS Item #388 
This record series consists of the agency’s copies of Revenue Sharing Applications (Form DR-700218 or equivalent DOR 
form) submitted annually to the Florida Department of Revenue pursuant to Rule 12-10.008(3), Florida Administrative 
Code, State Revenue Sharing, Administration. Refer to Chapter 218, Part II, Florida Statutes, Revenue Sharing Act of 
1972. The Department of Revenue no longer requires annual submission of this application. 
RETENTION: 5 fiscal years. 

RIGHT-OF-WAY PERMIT RECORDS Item #430 
This record series consists of permits issued for construction in or use of the right of way. Uses for which permits may be 
issued for include, but are not limited to, performance of construction or installation of underground electric, gas, cable 
television, or telephone lines and other long term or permanent usage of the right of way, or temporary placement of 
heavy equipment for construction or building maintenance and temporary commercial dumpsters. The series may include, 
but is not limited to, list of restrictions and inspection information; application for right of way; copy of the permit; 
inspection report; start work notice; and other related documentation. 
RETENTION: 5 fiscal years or as long as right of way is being used for permitted purpose, whichever is longer. 

RULE DEVELOPMENT FILES Item #367 
This record series documents the development and approval process for Florida Administrative Code rules developed by 
state agencies. The series may include, but is not limited to, correspondence, surveys, and research materials used in 
developing the rule; Florida Administrative Register or Florida Administrative Weekly notices and announcements; 
comments from interested parties; documents referenced in the rule; and approval documentation. The final rule is 
published in the Florida Administrative Code. Retention is pursuant to Section 120.54(8), Florida Statutes. 
RETENTION: Retain as long as rule is in effect. 
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RULE REPORTING FILES Item #431 
This record series consists of agency reports to the Legislature documenting the agency’s review and revision of their 
Florida Administrative Code rules and identifying rules they propose to adopt in the next fiscal year. Reports are required 
by Section 120.74, Florida Statutes, Agency annual rulemaking and regulatory plans; reports. 
RETENTION: 10 fiscal years. 

SALARY COMPARISON REPORTS Item #49 
This record series consists of reports compiled for reference purposes to provide employees with a method of comparing 
their job descriptions, educational requirements, and salaries with similar positions within the agency and in outside 
agencies. See also “POSITION DESCRIPTION RECORDS” and “SALARY SCHEDULES.” These records may have 
archival value. 
RETENTION: 1 fiscal year. State agencies must contact the State Archives of Florida for archival review before 
disposition of records. Other agencies should ensure appropriate preservation of records determined to have 
long-term historical value. 

SALARY SCHEDULES Item #240 
This record series consists of a list or report indicating the salary classification/range for each position or pay grade in an 
agency. See also “POSITION DESCRIPTION RECORDS” and “SALARY COMPARISON REPORTS.” These records 
may have archival value. 
RETENTION: 10 fiscal years. State agencies must contact the State Archives of Florida for archival review before 
disposition of records. Other agencies should ensure appropriate preservation of records determined to have 
long-term historical value. 

SALES/USE/LOCAL OPTION TAX RECORDS Item #368 
This record series consists of the agency’s copies of monthly or quarterly Sales and Use Tax Returns (DR-15, DR-15EZ, 
or equivalent) submitted to the Department of Revenue per Chapter 212, Florida Statutes, Tax On Sales, Use, And Other 
Transactions. 
RETENTION: 5 fiscal years. 

SECURITY BREACH NOTICE RECORDS Item #432 
This records series consists of security breach notices submitted to the Florida Department of Legal Affairs as required by 
Section 501.171(3)(a), Florida Statutes, Security of confidential personal information. The series provides such 
information as a synopsis of the events surrounding the breach; the number of individuals affected by the breach; any 
services being offered related to the breach; a copy of the notice sent to affected individuals; copies of police reports; 
copies of policies in place regarding breaches; and steps that have been taken to rectify the breach. 
RETENTION: 5 fiscal years after date of determination that no identify theft or financial harm resulted from the breach OR 
2 anniversary years after last payment in a transaction involved in a violation, whichever is later. 

SECURITY SCREENING RECORDS Item #369 
This record series consists of records documenting security screenings/background checks conducted on individuals who 
are not employees or candidates for employment (for instance, vendors or couriers at ports, contractors who need site 
access, etc.). Records may include, but are not limited to, requests for and results of background and driver’s license 
checks, fingerprints, copies of driver’s licenses, and any other supporting documentation. NOTE: Public schools must 
use General Records Schedule GS-7, Item #142, Security Screening Records, which applies to employees and non-
employees and requires a longer retention in accordance with Florida Statutes. 
RETENTION: 2 anniversary years after receiving results of screening or termination of individual’s access and any 
litigation is resolved, whichever is later. 

SIGNATURE AUTHORIZATION RECORDS Item #300 
This record series consists of forms authorizing individuals to sign purchase orders, credit cards/receipts, or paychecks, to 
accept packages requiring a signature, or to sign off on other types of agency business. See also “FINANCIAL ACCOUNT 
AUTHORIZATION RECORDS.” 
RETENTION: 1 fiscal year after obsolete or superseded. 

SOCIAL MEDIA ACCOUNT AUTHORIZATION RECORDS Item #411 
This record series documents employee administrative access rights to an official agency account on a social media site 
including, but not limited to, Facebook, Twitter, YouTube, or an agency blog. Social media account authorizations allow 
authorized employees to create and maintain a specified account and content for that account. The series may include, 
but is not limited to, social media account information, authorization records, access rights records, and other related 
records. 
RETENTION: 1 anniversary year after superseded or employee separates from employment. 
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SOCIAL SECURITY CONTROLLED SUMMARY RECORDS Item #144 
This record series consists of an agency's copy of the State's Federal Insurance Contributions Act (FICA) report; state-
administered retirement system agencies submit these reports to the Division of Retirement. The report indicates the total 
taxable wages plus the FICA amount withheld from employee wages and the employer's contribution. See also 
“PAYROLL RECORDS” items. 
RETENTION: 4 calendar years after due date of tax. 

SPAM/JUNK ELECTRONIC MAIL JOURNALING RECORDS Item #370 
This record series consists of electronic mail items identified by an agency’s filtering system as spam or junk mail that are 
blocked from entering users’ mailboxes and instead are journaled, or captured as an audit log along with their associated 
tracking information, as evidence of illegal or improper acts. The journaling records lose their value within a brief period 
after their capture unless it is determined that they should be forwarded to a law enforcement agency for investigation. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

STAFF ADMINISTRATION RECORDS Item #371 
This record series consists of documentation maintained in program offices, often by supervisors or program managers, to 
assist in managing office staff and monitoring personnel issues. Records may include, but are not limited to, copies of 
position descriptions, performance plans, performance and disciplinary documentation, leave requests, emergency 
contact information, and other documents filed in the agency’s official personnel file, as well as location information, 
biographical materials such as vitae, biographies, photographs, and newspaper clippings regarding employees. These 
files are NOT Personnel Files or duplicates thereof, although some documents officially filed in the Personnel File might 
be duplicated in this record series. See also “DISCIPLINARY CASE FILES: EMPLOYEES,” “EMPLOYEE CONDUCT 
COUNSELING RECORDS,” and “PERSONNEL RECORDS” items. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost, then offer to personnel/human 
resources office before disposition. 

STORAGE TANK RECORDS Item #412 
This record series documents the registration and maintenance of storage tanks in compliance with requirements for 
petroleum and hazardous substance tanks regulated by the Florida Department of Environmental Protection. The series 
may include, but is not limited to, annual storage tank registration certificates and/or placards; certification of 
responsibility; certificate of financial responsibility; storage tank registration account statements; insurance policies; 
annual site inspection records; and correspondence. Records created pursuant to Chapter 376, Florida Statutes, Pollutant 
Discharge Prevention and Removal; Rule 62-761, Florida Administrative Code, Underground Storage Tank Systems; and 
Rule 62-762, Florida Administrative Code, Aboveground Storage Tank Systems. 
RETENTION: Retain for life of tank. 

SUBDIVISION PLANS Item #301 
This record series consists of final and as-built construction plans/drawings and legal descriptions submitted by 
developers for proposed and approved subdivisions. The plans/drawings are reviewed to ensure compliance with codes 
and ordinances. Any proposed construction involving state right of way is also reviewed by the Department of 
Transportation. The plans/drawings may depict conceptual as well as precise measured information essential for the 
planning and construction of subdivisions. The series may also include, but is not limited to: Master Plan; Water 
Distribution; Site Topography; Drainage Plan; Standard Water Details; Road Construction Details; Sign Details; and 
Control Maps. See also “ARCHITECTURAL/BUILDING PLANS: COMMERCIAL,” “ARCHITECTURAL/BUILDING PLANS: 
PRELIMINARY DRAWINGS,” “ARCHITECTURAL/BUILDING PLANS: RESIDENTIAL,” “ENGINEERING RECORDS: 
INFRASTRUCTURE” and “SUBDIVISION PLANS: PRELIMINARY PLANS/DRAWINGS.” 
RETENTION: Permanent. 

SUBDIVISION PLANS: PRELIMINARY PLANS/DRAWINGS Item #433 
This record series consists of preliminary construction plans/drawings and legal descriptions submitted by developers for 
proposed and approved subdivisions. See also “ARCHITECTURAL/BUILDING PLANS: COMMERCIAL,” 
“ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS,” “ARCHITECTURAL/BUILDING PLANS: 
RESIDENTIAL,” “ENGINEERING RECORDS: INFRASTRUCTURE” and “SUBDIVISION PLANS.” 
RETENTION: 10 anniversary years. 

SUBJECT/REFERENCE FILES Item #373 
This record series may contain copies of correspondence, reports, memoranda, studies, articles, or other documentation 
regarding topics of interest to or addressed by an agency or program unit and maintained as a reference resource for the 
convenience of staff. See also “ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER.” These 
records may have archival value. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. State agencies must contact the State 
Archives of Florida for archival review before disposition of records. Other agencies should ensure appropriate 
preservation of records determined to have long-term historical value. 
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SUBPOENAS Item #374 
This record series consists of subpoenas served on an agency or employee to provide specified records and/or testimony. 
Do NOT use this item if records fall under a more appropriate retention schedule item requiring a longer 
retention, such as LITIGATION CASE FILES for cases in which the agency is a party. 
RETENTION: 1 anniversary year after compliance date specified in subpoena.  

SUNSHINE STATE ONE-CALL OF FLORIDA RECORDS Item #386 
This record series consists of Sunshine State One-Call of Florida locate ticket records requesting underground facilities to 
locate underground utilities prior to excavation. Information in the records includes, but is not limited to, the excavator 
contact information, the specific type of work to be performed, date and location of the proposed excavation, and 
notification to the requestor that the utilities are clear or that the utility lines have been physically marked. This record 
series pertains to copies of records maintained for use by the agency’s locator technicians. Sunshine State One-Call of 
Florida, Inc. is required to retain the records, including information about each notification of excavation, for 5 years 
pursuant to Section 556.105(2), Florida Statutes. Refer to Chapter 556, Florida Statutes, Underground Facility Damage 
Prevention and Safety and 29CFR1926.651, Specific excavation requirements. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost.  

SURVEILLANCE RECORDINGS Item #302 
This record series consists of surveillance recordings created by public agencies to monitor activities and document 
incidents. The series may include, but is not limited to, recordings showing the inside and/or outside of public buildings; 
public property (including in public vehicles such as school buses and municipal buses); public roadways such as 
intersections monitored by red light cameras; and broad views created via aerial surveillance such as from drones or 
helicopters. Since these recordings may play an integral part in prosecution or disciplinary actions, agencies are 
responsible for ensuring that internal management policies are in place establishing criteria for which images should be 
retained for further investigation. Recordings relating to law enforcement investigations should be filed with the applicable 
CRIMINAL INVESTIGATIVE RECORDS item in the General Records Schedule GS2 for Criminal Justice Agencies and 
District Medical Examiners. 
RETENTION: 30 days. 

SURVEYS: AERIAL Item #303 
This record series consists of aerial survey records including, but not limited to, negatives, prints, and supporting 
documentation. 
RETENTION: Permanent. 

TAX EXEMPTION APPLICATION FILES: AD VALOREM (ECONOMIC DEVELOPMENT) Item #304 
This record series documents review and approval or denial of applications for economic development ad valorem 
property tax exemptions in accordance with Section 196.1995, Florida Statutes, Economic Development Ad Valorem Tax 
Exemption. The series includes Department of Revenue Form DR-418 (or equivalent DOR form) listing and describing the 
property for which the exemption is claimed and certifying its ownership and use; the report of the County Property 
Appraiser regarding the application; and any related documentation. 
RETENTION: 5 fiscal years. 

TELEPHONE CALL RECORDS Item #28 
This record series consists of logs or other documentation of telephone calls (landline or cellular) or facsimile 
transmissions (faxes) maintained in order to reconcile with telephone service bills/invoices or for general office 
administration purposes. The series does not include telephone messages. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

TOURIST DEVELOPMENT TAX COLLECTION RECORDS Item #305 
This record series documents the collection of the levy that is imposed by counties on persons who rent, lease, or let for 
consideration any living quarters or accommodations in any hotel, apartment hotel, motel, resort motel, apartment, 
apartment motel, roominghouse, mobile home park, recreational vehicle park, or condominium for a term of six (6) months 
or less. Refer to Section 125.0104, Florida Statutes, Tourist development tax; procedure for levying; authorized uses; 
referendum; enforcement, and Section 95.091, Florida Statutes, Statute of Limitations on actions to collect taxes. 
RETENTION: 5 fiscal years. 

TOURIST DEVELOPMENT TAX APPLICATION/REGISTRATION RECORDS Item #413 
This record series consists of applications or registrations for a tourist development tax account from hotels, motels, or 
other businesses providing rentals for a term of six months or less. The applications/registrations are received by certain 
counties that require those businesses to collect a tourist development tax as authorized by Section 125.0104, Florida 
Statutes, Tourist development tax; procedure for levying; authorized uses; referendum; enforcement. Retention pursuant 
to Section 95.091, Florida Statutes, Statute of Limitations on actions to collect taxes. 
RETENTION: 5 fiscal years after account no longer active. 
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TRAFFIC ACCIDENT REPORTS Item #306 
This record series consists of copies of traffic accident reports received from law enforcement agencies and used in 
agency studies to determine if a traffic light, stop sign, caution light, or other traffic control device should be placed at an 
intersection, street, or other roadway. The series may also include an index to the reports to assist the agency in providing 
information to citizens or other agencies regarding the number of accidents at a particular intersection, street, etc., over a 
specified period of time. The index may include, but is not limited to, the road/street name, the number of accidents for a 
particular street, and other related information. 
RETENTION: 4 calendar years. 

TRAINING MATERIAL RECORDS Item #147 
This record series consists of materials used in training, such as films, slide presentations, manuals, workbooks, and 
other related items. Check with applicable training agencies (i.e., state and federal agencies, etc.) for retention 
requirements. This record series does not include records documenting training of individuals. These records may have 
archival value. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. State agencies must contact the State 
Archives of Florida for archival review before disposition of records. Other agencies should ensure appropriate 
preservation of records determined to have long-term historical value. 

TRANSITORY MESSAGES Item #146 
This record series consists of records that are created primarily to communicate information of short-term value. 
“Transitory” refers to short-term value based upon the content and purpose of the message, not the format or 
technology used to transmit it. Examples of transitory messages include, but are not limited to, reminders to employees 
about scheduled meetings or appointments; most telephone messages (whether in paper, voice mail, or other electronic 
form); announcements of office events such as holiday parties or group lunches; recipient copies of announcements of 
agency sponsored events such as exhibits, lectures or workshops; and news releases received by the agency strictly for 
informational purposes and unrelated to agency programs or activities. Transitory messages are not intended to formalize 
or perpetuate knowledge and do not set policy, establish guidelines or procedures, certify a transaction, or become a 
receipt. 
RETENTION: Retain until obsolete, superseded, or administrative value is lost. 

TRAVEL RECORDS Item #52 
This record series consists of copies of travel vouchers and related records detailing expenses incurred during travel and 
the authorized per diem rate indicated or the amount of reimbursement based on the actual cost of lodging and meal 
allowances and other expenses. Copies of travel authorizations, itineraries and other supporting documents may also be 
included. See also “FINANCIAL TRANSACTION RECORDS: DETAIL.”  
RETENTION: 5 fiscal years. 

TRUTH-IN-MILLAGE (TRIM) COMPLIANCE FILES Item #375 
This series documents each local taxing authority’s compliance with Florida’s Truth-in-Millage statutory requirements 
relating to proposed tax assessments and millage rates. The series may include, but is not limited to, copies of the 
following: forms submitted to the Department of Revenue such as DR-420 Certification of Taxable Value, DR-420S 
Certification of School Taxable Value, DR-422 Certification of Final Taxable Value, and DR-487 Certification of 
Compliance, or their equivalent forms; copies of public hearing agendas and/or minutes; copies of ordinances or 
resolutions adopting the final millage rate and the final budget; and newspaper page(s) containing, and proof of 
publication from the newspapers for, any related legal advertisements such as the Budget Summary Advertisement, 
Notice of Proposed Tax Increase, Notice of Budget Hearing, Notice of Tax for School Capital Outlay (for schools), 
Amended Notice of Tax for School Capital Outlay, and (for counties) Notice – Tax Impact of Value Adjustment Board 
(Form DR-529). Records are created and submitted pursuant to Chapter 200, Florida Statutes, Determination of Millage. 
RETENTION: 5 fiscal years. 

UNCLAIMED PROPERTY RECORDS Item #309 
This record series consists of agency copies of the Report of Unclaimed Property submitted to the Department of 
Financial Services as required by Section 717.117, Florida Statutes, for the registration of unclaimed or abandoned 
tangible or intangible property. Section 717.1311(1), Florida Statutes, Disposition of Unclaimed Property – Retention of 
Records, requires agencies holding unclaimed or abandoned property to maintain records of the specific type of property, 
amount, name, and last known address of the owner for five years after the property becomes reportable. 
RETENTION: 5 anniversary years after the property becomes reportable. 

UNEMPLOYMENT COMPENSATION/REEMPLOYMENT ASSISTANCE TAX RECORDS Item #149 
This record series consists of the agency’s copies of Employers Quarterly Reports (UCT-6) or other reports to the 
Department of Revenue as required by Rule 73B-10.025, Florida Administrative Code, Reports Required of Liable 
Employers. The reports provide the name of each employee, employee number, amount of wages paid during the quarter 
subject to unemployment benefits, social security number, number of weeks covered, and other information used in 
determining unemployment/reemployment assistance benefits due to applicants. The series may also include receipts and 
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statements of charges. Retention is pursuant to Section 443.141(4)(f), Florida Statutes, which states, “The collection of 
any contribution, reimbursement, interest, or penalty due under this chapter is not enforceable by civil action, warrant, 
claim, or other means unless the notice of lien is filed with the clerk of the circuit court as described in subsection (3) 
within 5 years after the date the contribution, reimbursement, interest, and penalty were due.” 
RETENTION: 5 fiscal years. 

VEHICLE ACCIDENT RECORDS Item #78 
This record series consists of all transportation accident reports, general correspondence, and property receipts 
concerning fatality or non-fatality accidents involving employees in an agency vehicle or in their own vehicle, including 
ground or water vehicles, during the course of agency business. The series includes information on vehicles involved, 
occupants, time, and circumstances. This record series is not the official law enforcement agency documentation of traffic 
accidents. Retention is pursuant to Statute of Limitations, Section 95.11(3), Florida Statutes. See also “INJURY/ILLNESS 
RECORDS,” “WORKERS’ COMPENSATION PROGRAM ADMINISTRATION RECORDS,” “EQUIPMENT/VEHICLE 
MAINTENANCE RECORDS,” and “EQUIPMENT/VEHICLE USAGE RECORDS.” 
RETENTION: 4 anniversary years. 

VEHICLE LOCATOR RECORDS Item #414 
This record series consists of records used to track agency vehicles. These records might reside in an automated system 
such as a Computer Aided Dispatch (CAD) system or in some other format. This series may also include Automatic 
Vehicle Locating (AVL) data collected by GPS devices. Since these records may relate to prosecution or disciplinary 
actions, agencies are responsible for ensuring that internal management policies are in place establishing criteria for 
which records should be retained beyond the minimum. These records may become part of disciplinary case files. 
RETENTION: 30 days. 

VEHICLE RECORDS Item #154 
This record series consists of records documenting each vehicle owned by the agency including, but not limited to, vehicle 
registration papers, copy of the title, inspection information, maintenance agreements, credit card information, confidential 
tag issuance information, and any other information relating to the vehicle. See also “VEHICLE ACCIDENT RECORDS,” 
“EQUIPMENT/VEHICLE MAINTENANCE RECORDS,” and “EQUIPMENT/VEHICLE USAGE RECORDS.” 
RETENTION: 1 anniversary year after disposition of vehicle. 

VENDOR FILES Item #97 
This record series consists of records documenting services offered and/or provided by individual vendors. The series 
may include, but is not limited to, vendor background information; product/service and price lists; purchase/lease and 
payment histories; copies of invoices, purchase orders, and receiving reports; payment credit documentation; and other 
related records. 
RETENTION: 3 fiscal years. 

VERIFICATION RECORDS: ATTENDANCE/EMPLOYMENT/ENROLLMENT Item #243 
This record series consists of written responses to requests received for verification of employment at an agency or of 
enrollment/attendance at an educational institution. The record series may also include logs recording the number of 
telephone inquiries for such verification and responses that are made verbally over the telephone. 
RETENTION: 90 days. 

VISITOR/ENTRY RECORDS  Item #54 
This record series consists of logs or other records documenting visitors’ and employees' entry into an agency’s building 
or other facility. The records may include such information as time, date, name, signature, reason for visit, and location 
and/or person visited. See also “ACCESS CONTROL RECORDS.” 
RETENTION: 30 days. 

VOUCHERS: FEDERAL PROJECTS PAID Item #156 
This record series consists of vouchers paid for federally funded projects. Check with applicable agency for any additional 
requirements. See also “PROJECT FILES: FEDERAL.” 
RETENTION: 5 fiscal years after completion or termination of project. 

WHISTLE BLOWER INVESTIGATIVE RECORDS Item #376 
This record series consists of complete case files of both substantiated and unsubstantiated formal and informal “Whistle 
Blower” cases investigated or released by the Office of the Inspector General of any agency or by the agency official 
authorized to conduct such an investigation. The series may include, but is not limited to, witness statements; 
documentary evidence; notes filed by the person(s) filing the complaint (the Whistle Blower(s)), employees, witnesses, 
anonymous complainants, or others; complete case file history; letters; determinations; final reports; and executive 
summaries. Refer to Florida Statutes Section 14.32, Office of Chief Inspector General; Section 20.055, Agency inspectors 
general; and Sections 112.3187-31895 regarding investigation requirements and procedures. See also “INVESTIGATIVE 
RECORDS: INSPECTOR GENERAL.” These records may have archival value. 

Page 111



General Records Schedule GS1-SL for State and Local Government Agencies 

 43 

RETENTION: 5 anniversary years after case closed or conclusion of any litigation that may ensue. State agencies must 
contact the State Archives of Florida for archival review before disposition of records. Other agencies should 
ensure appropriate preservation of records determined to have long-term historical value. 

WORK ORDERS Item #141 
This record series documents requests for major or minor maintenance or service requiring that a work order be 
generated. The work order may include such information as dates, locations, cost of labor, hours worked, equipment cost 
per hour, material used and cost, and other pertinent details. This item does not include equipment maintenance records. 
For record copies of payment information, use “FINANCIAL TRANSACTION RECORDS: DETAIL.” See also 
“EQUIPMENT/VEHICLE MAINTENANCE RECORDS.” 
RETENTION: 3 fiscal years. 

WORK SCHEDULES Item #289 
This record series consists of work scheduling documentation for employees, including shift or part time employees. 
These records may provide such information as hours scheduled to work, assignments, the switching of hours with 
another employee, the location or route of work assignment, and anticipated starting and ending times. 
RETENTION: 1 fiscal year after obsolete or superseded. 

WORKERS' COMPENSATION PROGRAM ADMINISTRATION RECORDS Item #55 
This record series documents employers’ efforts to comply with workers’ compensation reporting laws and rules. The 
series may include, but is not limited to, proof of coverage; self-insured reports; first report of injury or illness forms and 
associated documentation; Occupational Safety and Health Administration (OSHA) Form 300 and 300A, Log and 
Summary of Work-Related Injuries and Illnesses; OSHA Form 301, Injury and Illness Incident Report; any equivalent or 
predecessor OSHA forms; and state form DFS-F2-DWC-1 (First Report of Injury or Illness) or equivalent or predecessor 
state forms. Retention is pursuant to OSHA’s recordkeeping rule, 29CFR1904.33, Other OSHA Injury and Illness 
Recordkeeping Requirements – Retention and Updating. See also “INJURY/ILLNESS RECORDS,” “INSURANCE 
RECORDS: AGENCY” and the applicable PERSONNEL RECORDS item. 
RETENTION: 5 calendar years. 

ZONING VARIANCE RECORDS Item #312 
This record series documents actions taken on requests for zoning variances, including the zoning variance request, a 
copy of the final disposition, and other related documentation. This series includes records relating to temporary special 
exception zoning variances. 
RETENTION: Permanent. 
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CROSS-REFERENCE 

ACCESSION RECORDS: LIBRARY 
use GS15 for Public Libraries 
or ADMINISTRATIVE SUPPORT RECORDS for internal staff library records  

ACCIDENT RECORDS 
use VEHICLE ACCIDENT RECORDS 

ACCOUNTS PAYABLE RECORDS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

ACCOUNTS PAYABLE: SUPPORTING DOCUMENTS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

ACCOUNTS PAYABLE/RECEIVABLE SUMMARY RECORDS 
use FINANCIAL TRANSACTION RECORDS: SUMMARY  

ACCOUNTS PAYABLE/RECEIVABLE RECORDS: SUMMARY 
use FINANCIAL TRANSACTION RECORDS: SUMMARY  

ACCOUNTS RECEIVABLE RECORDS 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

ACCOUNTS RECEIVABLE: SUPPORTING DOCUMENTS 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

ACQUISITION RECORDS: LIBRARY 
use GS15 for Public Libraries 
or ADMINISTRATIVE SUPPORT RECORDS for internal staff library records 

ACTIVITY REPORTS 
use OPERATIONAL AND STATISTICAL REPORT RECORDS 

AD VALOREM TAX RECORDS 
use TAX EXEMPTION APPLICATION FILES: AD VALOREM (ECONOMIC DEVELOPMENT) 

ADMINISTRATIVE RECORDS: AGENCY/PROGRAM HEADS 
use ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER 

ADVERTISEMENTS: JOB (DISCRIMINATION CHARGES FILED) 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 

ADVERTISEMENTS: JOB (NO DISCRIMINATION CHARGES FILED) 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 

AERIAL SURVEYS 
use SURVEYS: AERIAL 

AGENDAS 
use MINUTES: OFFICIAL MEETINGS 

AGREEMENTS: CAPITAL IMPROVEMENT 
use CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY 

AGREEMENTS: NON-CAPITAL IMPROVEMENT 
use CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT 

AMENDMENTS 
use CHARTERS/AMENDMENTS/BYLAWS/CONSTITUTIONS 

Page 113



General Records Schedule GS1-SL for State and Local Government Agencies 
***CROSS-REFERENCE*** 

 

 45 

ANNUAL BUDGETS 
use BUDGET RECORDS: APPROVED ANNUAL BUDGET 
or BUDGET RECORDS: SUPPORTING DOCUMENTS 

ANNUAL FINANCIAL REPORTS 
use FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS 
or FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS (SUPPORTING DOCUMENTS) 

ANNUAL LEDGERS 
use FINANCIAL HISTORY SUMMARY RECORDS 

APPLICATIONS: EMPLOYMENT (NOT HIRED) 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 

APPLICATIONS: LIBRARY CARDS 
use GS15 for Public Libraries 
or ADMINISTRATIVE SUPPORT RECORDS for internal staff library records 

APPLICATIONS FOR REVENUE SHARING 
use REVENUE SHARING APPLICATIONS 

APPRAISALS: LAND (NOT PURCHASED) 
use REAL PROPERTY RECORDS: PROPERTY NOT ACQUIRED 

APPRAISALS: LAND (PURCHASED) 
use REAL PROPERTY RECORDS: PROPERTY ACQUIRED 

ARCHITECTURAL PLANS/SPECIFICATIONS: PRELIMINARY DRAWINGS 
use ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS 

ATTENDANCE RECORDS: LEAVE 
use ATTENDANCE AND LEAVE RECORDS 

ATTENDANCE RECORDS: LEAVE INDEX 
use ATTENDANCE AND LEAVE RECORDS 

AUDIO RECORDINGS OF OFFICIAL MEETINGS 
use MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS) 

AUTOPSY/MEDICAL EXAMINER PAYMENT RECORDS: SUPPORTING DOCUMENTS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

BACKGROUND/SECURITY CHECKS 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS for non-hires 
or PERSONNEL RECORDS for hired employees 
or SECURITY SCREENING RECORDS: NON-EMPLOYEES for non-employees 

BAD CHECK RECORDS 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

BALANCE SHEETS 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

BANK ACCOUNT AUTHORIZATION RECORDS 
use FINANCIAL ACCOUNT AUTHORIZATION RECORDS 

BANK RECONCILIATIONS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

BANK STATEMENTS: RECONCILIATIONS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  
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BANK/FINANCIAL ACCOUNT STATEMENTS  
use FINANCIAL TRANSACTION RECORDS: DETAIL 

BARGAINING RECORDS: SUPPORTING DOCUMENTS 
use BARGAINING RECORDS 

BEQUESTS 
use ENDOWMENTS/BEQUESTS/TRUST FUND RECORDS 

BIOGRAPHICAL FILES 
use STAFF ADMINISTRATION RECORDS 

BOND ADMINISTRATION RECORDS 
use BOND FINANCING ADMINSTRATIVE RECORDS 

BOND REGISTERS 
use BOND FINANCING ADMINSTRATIVE RECORDS 

BONDS AND BOND INTEREST COUPONS 
use BOND FINANCING ADMINSTRATIVE RECORDS 

BONDS, PERFORMANCE/MAINTENANCE/SURETY BOND RECORDS 
use PERFORMANCE/MAINTENANCE/SURETY BOND RECORDS 

BONUS RECORDS: PEER REVIEW EVALUATIONS 
use BONUS/AWARD RECORDS: EMPLOYEES 

BREATH ALCOHOL RECORDS 
use DRUG TEST CASE FILES 
or PERSONNEL RECORDS 

BRIDGE INSPECTION RECORDS 
use INSPECTION/MAINTENANCE RECORDS: BRIDGE 

BUDGET TRANSFER FORMS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

BUILDING CODE BOARD ADJUSTMENT HEARING CASE FILES 
use ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (COMMERCIAL) 
or ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (RESIDENTIAL) 

BUILDING CODE BOARD AGENDAS 
use MINUTES: OFFICIAL MEETINGS 

BUILDING PERMIT APPLICATIONS 
use PERMITS: BUILDING 
or ARCHITECTURAL/BUILDING PLANS AND PERMITS: ABANDONED/WITHDRAWN 

BUILDING PERMITS 
use PERMITS: BUILDING 

BUILDING PLANS: COMMERCIAL 
use ARCHITECTURAL/BUILDING PLANS: COMMERCIAL 

BUILDING PLANS: RESIDENTIAL 
use ARCHITECTURAL/BUILDING PLANS: RESIDENTIAL  

MINORITY BUSINESS CERTIFICATION CASE FILES 
use BUSINESS CERTIFICATION CASE FILES: MINORITIES AND VETERANS 

BUSINESS TAX RECEIPT RECORDS/OCCUPATIONAL LICENSES 
use BUSINESS TAX RECEIPT RECORDS: LOCAL GOVERNMENT 
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BYLAWS 
use CHARTERS/AMENDMENTS/BYLAWS/CONSTITUTIONS 

CAFETERIA/FLEXIBLE SPENDING PLAN: ENROLLMENTS AND CLAIMS 
use PAYROLL RECORDS: DEDUCTION AUTHORIZATIONS 

CAPITAL EXPENDITURE PLANS 
use EXPENDITURE PLANS: CAPITAL IMPROVEMENT 

CAPITAL IMPROVEMENT AGREEMENTS/CONTRACTS/LEASES 
use CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY 

CAPITAL IMPROVEMENT PROJECT FILES 
use PROJECT FILES: CAPITAL IMPROVEMENT 

CAPITAL IMPROVEMENT SUCCESSFUL BIDS 
use BID RECORDS: CAPITAL IMPROVEMENT SUCCESSFUL BIDS 

CAPITAL IMPROVEMENT UNSUCCESSFUL BIDS 
use BID RECORDS: CAPITAL IMPROVEMENT UNSUCCESSFUL BIDS 

CASH COLLECTION RECORDS: RECEIPT/REPORT 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

CASH COLLECTION RECORDS 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

CASH REGISTER TAPES 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

CENSUS BUREAU VOLUNTARY REPORTS AND SURVEYS 
use INFORMATION REQUEST RECORDS 

CERTIFICATE OF COMPETENCY RECORDS 
use LICENSES: CERTIFICATE OF COMPETENCY RECORDS 

CERTIFICATE OF COMPETENCY RECORDS: TEMPORARY 
use LICENSES: CERTIFICATE OF COMPETENCY RECORDS: TEMPORARY 

CERTIFICATION FORWARD DOCUMENTS 
use ENCUMBRANCE/CERTIFICATION FORWARD RECORDS 

CHECKS: CANCELED 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

CHECKS: LOG 
use FINANCIAL TRANSACTION RECORDS: SUMMARY  

CHECKS: REGISTERS 
use FINANCIAL TRANSACTION RECORDS: SUMMARY  

CHECKS: STUBS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

CITIZEN COMPLAINTS 
use COMPLAINTS: CITIZENS/CONSUMERS/EMPLOYEES 

CLASS SPECIFICATION RECORDS 
use POSITION DESCRIPTION RECORDS 

CODE ENFORCEMENT BOARD CASE FILES 
use CODE VIOLATION RECORDS: HEARING CASE FILES 
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COMMERCIAL BUILDING PLANS 
use ARCHITECTURAL/BUILDING PLANS: COMMERCIAL 

COMMERCIAL CERTIFICATE OF OCCUPANCY 
use CERTIFICATE OF OCCUPANCY: COMMERCIAL 

COMMODITY PROGRAM RECORDS 
use COMMODITY SUPPLEMENTAL FOOD PROGRAM RECORDS 

COMMUNITY SERVICE ATTENDANCE RECORDS 
use ATTENDANCE RECORDS: COMMUNITY SERVICE 

COMPLIANCE FORMS 
use RECORDS MANAGEMENT COMPLIANCE STATEMENTS 

COMPREHENSIVE ANNUAL FINANCIAL REPORTS (LOCAL GOVERNMENT) 
use FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS 

COMPREHENSIVE EMPLOYEES TRAINING ACT (CETA) RECORDS 
use EMPLOYMENT ASSISTANCE PROGRAM RECORDS 

CONFINED SPACE PERMITS 
use PERMITS: CONFINED SPACE ENTRY 

CONSTITUTIONS 
use CHARTERS/AMENDMENTS/BYLAWS/CONSTITUTIONS 

CONSUMER CERTIFICATE OF EXEMPTION (DR-14 FORM) 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

CONSUMER COMPLAINTS 
use COMPLAINTS: CITIZENS/CONSUMERS/EMPLOYEES 

CONTINUING EDUCATION RECORDS: IN-HOUSE 
use PERSONNEL RECORDS  

CONTRACTS: CAPITAL IMPROVEMENT 
use CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY 

CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT 
use CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY 

CONTRACTS: NON-CAPITAL IMPROVEMENT 
use CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT 

CONVENIENCE COPIES 
use ADMINISTRATIVE CONVENIENCE RECORDS 

CONVEYANCE RECORDS 
use REAL PROPERTY RECORDS: PROPERTY ACQUIRED 

COPYRIGHT RECORDS 
use INTELLECTUAL PROPERTY RECORDS 
or COPYRIGHT RELEASE/AUTHORIZATION DOCUMENTATION 

CORRESPONDENCE: ROUTINE 
use CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE 

COUNTY GOVERNMENT ANNUAL REPORTS 
use ANNUAL REPORTS: COUNTY GOVERNMENT 
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COURT ORDERED GARNISHMENT RECORDS 
use PAYROLL RECORDS: COURT-ORDERED GARNISHMENT 

CREDIT CARD SECURITY CODES 
use PAYMENT CARD SENSITIVE AUTHENTICATION DATA 

CUSTOMER FILES 
use CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT or other applicable item 

DAILY ACTIVITY REPORTS 
use OPERATIONAL AND STATISTICAL REPORT RECORDS 

DEDUCTION AUTHORIZATION RECORDS 
use PAYROLL RECORDS: DEDUCTION AUTHORIZATIONS 

DEEDS: AGENCY PROPERTY 
use REAL PROPERTY RECORDS: PROPERTY ACQUIRED 

DEPOSIT/WITHDRAWAL/TRANSFER SLIPS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

DISASTER DRILL RECORDS 
use DISASTER PREPAREDNESS DRILL RECORDS 

DISASTER PLANS 
use DISASTER PREPAREDNESS PLANS 

DISASTER PREPAREDNESS PLAN REVIEW RECORDS 
use EMERGENCY MANAGEMENT PLAN REVIEW RECORDS 

DISASTER PREPAREDNESS RECORDS: DRILLS 
use DISASTER PREPAREDNESS DRILL RECORDS 

DISASTER PREPAREDNESS DRILLS 
use DISASTER PREPAREDNESS DRILL RECORDS 

DISBURSEMENT RECORDS: DETAIL 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

DISBURSEMENT RECORDS: SUMMARY 
use FINANCIAL TRANSACTION RECORDS: SUMMARY 

DISCIPLINARY CASE FILES 
use DISCIPLINARY CASE FILES: EMPLOYEES 

DRUG TEST RECORDS 
use DRUG TEST CASE FILES 

DRUG TEST RECORDS: EQUIPMENT 
use DRUG TEST EQUIPMENT RECORDS 

DRUG TEST RECORDS: PROGRAM 
use DRUG TEST PROGRAM ADMINISTRATION RECORDS 

DUPLICATES 
unless otherwise specified, retention for duplicates is “Retain until obsolete, superseded, or administrative 
value is lost.” 

EASEMENT CONVEYANCES: SUPPORTING DOCUMENTS 
use REAL PROPERTY RECORDS: PROPERTY ACQUIRED 
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EEOC RECORDS/REPORTS 
use EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE RECORDS 

EMERGENCY OPERATIONS RECORDS: APPLICATIONS 
use EMERGENCY OPERATIONS RECORDS: SPECIAL NEEDS APPLICATION RECORDS 

EMPLOYEE DISCIPLINARY CASE FILES 
use DISCIPLINARY CASE FILES: EMPLOYEES 

EMPLOYEE PRE-COUNSELING RECORDS 
use EMPLOYEE CONDUCT COUNSELING RECORDS 

EMPLOYMENT APPLICATIONS 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 

EMPLOYMENT ELIGIBILITY LIST 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 

EMPLOYMENT EXAMINATION RECORDS 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 

EMPLOYMENT VERIFICATION RECORDS 
use VERIFICATION RECORDS: ATTENDANCE/EMPLOYMENT/ENROLLMENT 

ENCUMBRANCE RECORDS 
use ENCUMBRANCE/CERTIFICATION FORWARD RECORDS 

ENVIRONMENTAL REGULATION RECORDS 
use ENVIRONMENTAL REGULATION COMPLIANCE RECORDS 

EQUIPMENT MAINTENANCE/USAGE RECORDS 
use EQUIPMENT/VEHICLE MAINTENANCE RECORDS 
or EQUIPMENT/VEHICLE USAGE RECORDS 

EQUIPMENT USAGE RECORDS  
use EQUIPMENT/VEHICLE USAGE RECORDS 

EVENT RECORDS 
use PUBLIC PROGRAM/EVENT RECORDS 

EXCISE TAX/SPECIAL ASSESSMENT RECORDS: DISBURSEMENT/RECEIPT 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

EXCISE TAX/SPECIAL ASSESSMENT RECORDS: JOURNALS 
use FINANCIAL TRANSACTION RECORDS: SUMMARY  

EXPENDITURE REPORTS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  
or FINANCIAL TRANSACTION RECORDS: SUMMARY  

FACILITY RENTAL RECORDS 
use FACILITY RESERVATION/RENTAL RECORDS 

FAMILY AND MEDICAL LEAVE ACT ATTENDANCE RECORDS 
use ATTENDANCE AND LEAVE RECORDS 

FEDERAL PROJECT FILES 
use PROJECT FILES: FEDERAL 

FEDERAL PROJECT PAID VOUCHERS 
use VOUCHERS: FEDERAL PROJECTS PAID 
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FICA REPORTS 
use SOCIAL SECURITY CONTROLLED SUMMARY RECORDS 

FINAL ORDERS 
use FINAL ORDERS RECORDS: INDEXED OR LISTED 
or FINAL ORDERS RECORDS: NOT INDEXED OR LISTED 
or FINAL ORDERS RECORDS: SUPPORTING DOCUMENTS 

FINAL ORDERS: INDEX 
use FINAL ORDERS RECORDS: INDEXED OR LISTED 

FINAL ORDERS: LIST 
use FINAL ORDERS RECORDS: INDEXED OR LISTED 

FINANCIAL DISCLOSURE EMPLOYEE LIST (submitted to Commission on Ethics upon request per Section 
112.3144(5)(a), Florida Statutes) 

use INFORMATION REQUEST RECORDS 

FINANCIAL REPORTS: ANNUAL (COMPREHENSIVE) 
use FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS 

FINANCIAL REPORTS: ANNUAL (SUPPORTING DOCUMENTS) 
use FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS (SUPPORTING DOCUMENTS) 

FINANCIAL REPORTS: COMPREHENSIVE ANNUAL (LOCAL GOVERNMENT) 
use FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS 

FIRE EXTINGUISHER RECORDS 
use INSPECTION REPORTS: FIRE EXTINGUISHER 

FIRE INSPECTION RECORDS 
use INSPECTION RECORDS: FIRE/SECURITY/SAFETY/HEALTH 

FLOOD INSURANCE PROGRAM RECORDS, NATIONAL 
use NATIONAL FLOOD INSURANCE PROGRAM RECORDS 

FUEL REPORTS 
use EQUIPMENT/VEHICLE MAINTENANCE RECORDS 
or EQUIPMENT/VEHICLE USAGE RECORDS 

FUEL USE REPORTS 
use EQUIPMENT/VEHICLE MAINTENANCE RECORDS 
or EQUIPMENT/VEHICLE USAGE RECORDS 

FUEL STORAGE TANK RECORDS 
Use STORAGE TANK RECORDS 

GARNISHMENT RECORDS 
use PAYROLL RECORDS: COURT-ORDERED GARNISHMENT 

GENERAL LEDGERS: ANNUAL SUMMARY 
use FINANCIAL HISTORY SUMMARY RECORDS 

GENERAL LEDGERS: SUPPORTING DOCUMENTS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

GOVERNING BODY ANNUAL REPORTS 
use ANNUAL REPORTS: GOVERNING BODY 

GRANT FILES: GRANTOR AGENCY/RECIPIENT 
use GRANT FILES 
or GRANT FILES: UNFUNDED APPLICATIONS (APPLICANT’S COPIES) 
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HEALTH EXAMINATION RECORDS 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 
or HEALTH RECORDS: BLOOD BORNE PATHOGEN/ASBESTOS/EXPOSURE 
or MEDICAL RECORDS 
or PERSONNEL RECORDS 

HIPAA RECORDS 
use HIPAA HEALTH CARE COMPONENT DESIGNATION RECORDS 
or HIPAA SECURITY STANDARDS IMPLEMENTATION RECORDS 
or PROTECTED HEALTH INFORMATION ADMINISTRATIVE RECORDS 
or PROTECTED HEALTH INFORMATION DISCLOSURE RECORDS 

HUMAN/SOCIAL SERVICES: CLIENT CASE FILES 
use CLIENT CASE FILES: HUMAN/SOCIAL SERVICES 

I-9 FORMS 
use EMPLOYMENT ELIGIBILITY VERIFICATION FORMS 
or applicable PERSONNEL RECORDS item 

INCIDENT/INVESTIGATION REPORTS 
use INCIDENT REPORT FILES 

INCIDENT REPORTS 
use INCIDENT REPORT FILES 

INJURY REPORTS 
use INJURY/ILLNESS RECORDS 
or INSURANCE RECORDS: AGENCY 
or VEHICLE ACCIDENT RECORDS 
or WORKERS’ COMPENSATION PROGRAM ADMINISTRATION RECORDS 

INSPECTION RECORDS: BRIDGE/MAINTENANCE 
use INSPECTION/MAINTENANCE RECORDS: BRIDGE 

INTERNAL SURVEYS/STUDIES 
use MANAGEMENT SURVEYS/STUDIES: INTERNAL 

INVENTORY: EXPENDABLE PROPERTY/SUPPLIES 
use INVENTORY: AGENCY PROPERTY 

INVENTORY: FIXED ASSETS/OPERATING CAPITAL OUTLAY 
use INVENTORY: AGENCY PROPERTY 

INVENTORY/PROPERTY CONTROL RECORDS: EXPENDABLE 
use INVENTORY: AGENCY PROPERTY 

INVENTORY/PROPERTY CONTROL RECORDS: FIXED ASSETS 
use INVENTORY: AGENCY PROPERTY 

INVENTORY RECORDS: PHYSICAL 
use INVENTORY: AGENCY PROPERTY 

INVOICES 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

JOB ADVERTISEMENTS 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 

JOB APPLICATIONS 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 
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JOB DESCRIPTION RECORDS 
use POSITION DESCRIPTION RECORDS 

JOB TRAINING PARTNERSHIP ACT (JTPA) RECORDS 
use EMPLOYMENT ASSISTANCE PROGRAM RECORDS 

JOURNAL TRANSACTIONS (DAILY) 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

JOURNAL TRANSACTIONS (MONTHLY SUMMARY) 
use FINANCIAL TRANSACTION RECORDS: SUMMARY 

JOURNALS: VOUCHERS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

KEY AND BADGE ISSUANCE RECORDS 
use ACCESS CONTROL RECORDS 

LAND APPRAISALS 
use REAL PROPERTY RECORDS: PROPERTY ACQUIRED 
or REAL PROPERTY RECORDS: PROPERTY NOT ACQUIRED 

LEASES: CAPITAL IMPROVEMENT 
use CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY 

LEASES: NON-CAPITAL IMPROVEMENT 
use CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT 

LEASES: REAL PROPERTY 
use CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY 

LEAVE INDEX RECORDS 
use ATTENDANCE AND LEAVE RECORDS 

LEAVE TRANSACTION REPORTS 
use ATTENDANCE AND LEAVE RECORDS 

LEDGERS: GENERAL (ANNUAL SUMMARY) 
use FINANCIAL HISTORY SUMMARY RECORDS 

LEDGERS: GENERAL (SUPPORTING DOCUMENTS) 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

LEGAL ADVERTISEMENTS 
use ADVERTISEMENTS: LEGAL 

LEGAL OPINIONS 
use OPINIONS: LEGAL 
or OPINIONS: LEGAL (SUPPORTING DOCUMENTS) 

LIBRARY ACQUISITION RECORDS 
use GS15 for Public Libraries 
or ADMINISTRATIVE SUPPORT RECORDS for internal staff library records 

LIBRARY CARD RECORDS 
use GS15 for Public Libraries 
or ADMINISTRATIVE SUPPORT RECORDS for internal staff library records 

LIBRARY CIRCULATION RECORDS 
use GS15 for Public Libraries 
or ADMINISTRATIVE SUPPORT RECORDS for internal staff library records 
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LIBRARY SHELF LIST 
use GS15 for Public Libraries 
or ADMINISTRATIVE SUPPORT RECORDS for internal staff library records 

LICENSES: OCCUPATIONAL 
use BUSINESS TAX RECEIPT RECORDS: LOCAL GOVERNMENT 

LONG DISTANCE TELEPHONE CALL RECORDS 
use TELEPHONE CALL RECORDS  

MAIL: REGISTERED AND CERTIFIED RECEIPTS 
use MAIL: REGISTERED AND CERTIFIED 

MAIL: UNDELIVERABLE FIRST CLASS 
use MAIL: UNDELIVERABLE/RETURNED 

MAINTENANCE RECORDS: EQUIPMENT 
use EQUIPMENT/VEHICLE MAINTENANCE RECORDS 

MAINTENANCE RECORDS: VEHICLE 
use EQUIPMENT/VEHICLE MAINTENANCE RECORDS 

MAPS: SUPPORTING DOCUMENTS 
use MAPS: ORIGINALS 
or COMPREHENSIVE MASTER PLANS: ADOPTED (SUPPORTING DOCUMENTS) 
or other items for which maps are supporting documents  
or ADMINISTRATIVE CONVENIENCE RECORDS 

MATERIALS SAFETY RECORDS 
use EXPOSURE RECORDS 

MEDIA ITEM RECORDS 
use PUBLICATION PRODUCTION RECORDS 

MEETING TRANSCRIPTS 
use MINUTES: OFFICIAL MEETINGS 

MEMORANDA 
use CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE 
or CORRESPONDENCE AND MEMORANDA: PROGRAM AND POLICY DEVELOPMENT 
or ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER 
or other items with which memoranda are filed 

MILEAGE REPORTS: LOCAL GOVERNMENT 
use LOCAL GOVERNMENT ROAD REPORTS 

MINING PERMITS 
use PERMITS: MINING (LOCAL GOVERNMENT) 

MINORITY CERTIFICATION CASE FILES 
use BUSINESS CERTIFICATION CASE FILES: MINORITIES AND VETERANS 

MINUTES: OFFICIAL MEETINGS (HANDWRITTEN/AUDIO/VISUAL RECORDINGS) 
use MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS) 

MINUTES: OFFICIAL MEETINGS (AUDIO/VISUAL RECORDINGS) 
use MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS) 

NEW HIRE REPORTS 
use PERSONNEL RECORDS: SUPPLEMENTAL DOCUMENTATION  
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OCCUPATIONAL LICENSES 
use BUSINESS TAX RECEIPT RECORDS: LOCAL GOVERNMENT 

OFFICIAL MINUTES 
use MINUTES: OFFICIAL MEETINGS 

OPS RECORDS 
use PERSONNEL RECORDS: OPS/VOLUNTEER/INTERN/TEMPORARY EMPLOYMENT 

PATENT RECORDS 
use INTELLECTUAL PROPERTY RECORDS 

PERFORMANCE BONDS 
use PERFORMANCE/MAINTENANCE/SURETY BOND RECORDS 

PERIODIC PROGRESS REPORTS: INTERNAL 
use OPERATIONAL AND STATISTICAL REPORTS 
or MANAGEMENT SURVEYS/STUDIES: INTERNAL 

PERMITS/BUILDING: APPLICATIONS 
use ARCHITECTURAL/BUILDING PLANS AND PERMITS: ABANDONED/WITHDRAWN 
or PERMITS: BUILDING 

PERMITS: SPECIAL EVENT/TEMPORARY STREET CLOSURE (NO PERMITTING FEE) 
use REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 

CODE/ORDINANCE (NO PERMITTING FEE) 

PERMITS: SPECIAL EVENT/TEMPORARY STREET CLOSURE (PERMITTING FEE) 
use REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 

CODE/ORDINANCE (PERMITTING FEE) 

PERMITS: TEMPORARY SIGN 
use REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 

CODE/ORDINANCE (NO PERMITTING FEE) 
or REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 

CODE/ORDINANCE (PERMITTING FEE) 

PERMITS: TREE REMOVAL (NO PERMITTING FEE) 
use REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 

CODE/ORDINANCE (NO PERMITTING FEE) 

PERMITS: TREE REMOVAL (PERMITTING FEE) 
use REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 

CODE/ORDINANCE (PERMITTING FEE) 

PERSONNEL RECORDS DISCIPLINARY CASE FILES: EMPLOYEE 
use DISCIPLINARY CASE FILES: EMPLOYEES 

PERSONNEL RECORDS: POLICE AUXILIARY/SPECIAL DEPUTY 
use General Records Schedule GS2 for Criminal Justice Agencies and Medical Examiners, Item #185, 
PERSONNEL RECORDS: POLICE AUXILIARY/SPECIAL DEPUTY 

PERSONNEL RECORDS: SCHEDULES 
use WORK SCHEDULES 

PERSONNEL RECORDS: LOCATOR 
use STAFF ADMINISTRATION FILES 

PLATS: RECORD COPY 
use MAPS: ORIGINALS 
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PLATS: SUPPORTING DOCUMENTS 
use MAPS: ORIGINALS  
or COMPREHENSIVE MASTER PLANS: ADOPTED (SUPPORTING DOCUMENTS) 
or other items to which the supporting documents relate 
or ADMINISTRATIVE CONVENIENCE RECORDS 

POLICIES 
use DIRECTIVES/POLICIES/PROCEDURES 

POSTAGE RECORDS 
use POSTAGE/SHIPPING RECORDS 

PRE-EMPLOYMENT RECORDS: NOT HIRED 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 

PRE-PUBLICATIONS AND MEDIA ITEM RECORDS 
use PUBLICATION PRODUCTION RECORDS 

PRESS RELEASES 
use NEWS RELEASES 

PROCEDURES 
use DIRECTIVES/POLICIES/PROCEDURES 

PROGRAM FILES: ONGOING/LONG-TERM PROGRAMS 
use PROJECT FILES: OPERATIONAL or other applicable item 

PROGRAM/SUBJECT/REFERENCE FILES 
use SUBJECT/REFERENCE FILES 

PROMOTION RECORDS: EMPLOYEE (NOT PROMOTED) 
use PROMOTION/TRANSFER REQUEST RECORDS 

PROPERTY RECORDS: UNCLAIMED 
use UNCLAIMED PROPERTY RECORDS 

PROTECTED HEALTH INFORMATION ACCESS PROVIDER RECORDS  
use PROTECTED HEALTH INFORMATION ADMINISTRATIVE RECORDS 

PROTECTED HEALTH INFORMATION AMENDMENT REQUEST PROVIDER RECORDS 
use PROTECTED HEALTH INFORMATION ADMINISTRATIVE RECORDS 

PROTECTED HEALTH INFORMATION PRIVACY PRACTICES RECORDS 
use PROTECTED HEALTH INFORMATION ADMINISTRATIVE RECORDS 

PROTECTED HEALTH INFORMATION PRIVACY PRACTICES VIOLATION RECORDS 
use PROTECTED HEALTH INFORMATION ADMINISTRATIVE RECORDS 

PUBLIC EMPLOYEE RELATIONS FILES 
use GRIEVANCE FILES  

PUBLIC PROGRAM/EVENT RECORDS: CONTRACTED 
use PUBLIC PROGRAM/EVENT RECORDS 

PUBLIC PROGRAM/EVENT RECORDS: NON-CONTRACTED 
use PUBLIC PROGRAM/EVENT RECORDS 

PUBLIC RECORDS REQUESTS 
use INFORMATION REQUEST RECORDS 
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PUBLIC SAFEY ALERTS [email/text alerts from schools, Police Departments, etc.] 
use PUBLIC INFORMATION FILES 
or ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER 
or other applicable item  

PUBLICATIONS AND MEDIA ITEM RECORDS 
use PUBLICATION PRODUCTION RECORDS 

PURCHASE ORDER LOGS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  
or PURCHASING RECORDS 

READING FILES 
use ADMINISTRATIVE CONVENIENCE RECORDS 

REAL-ESTATE RECORDS: CONDEMNATION/DISPOSAL 
use REAL PROPERTY RECORDS: PROPERTY ACQUIRED 
or REAL PROPERTY RECORDS: CONDEMNATION/DEMOLITION 

RECEIPT BOOKS: CASH 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

RECEIPTS: REGISTERED AND CERTIFIED MAIL 
use MAIL: REGISTERED AND CERTIFIED 

RECEIPT/REVENUE RECORDS: DETAIL 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

RECEIPT/REVENUE RECORDS: SUMMARY 
use FINANCIAL TRANSACTION RECORDS: SUMMARY 

RECEIVING REPORTS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  
or PURCHASING RECORDS 

RECORDS DISPOSITION COMPLIANCE AUTHORIZATION FORMS  
use RECORDS MANAGEMENT COMPLIANCE STATEMENTS 

RECORDS DISPOSITION COMPLIANCE STATEMENT FORMS 
use RECORDS MANAGEMENT COMPLIANCE STATEMENTS 

RECORDS DISPOSITION REQUEST FORMS (FORM 107) 
use RECORDS DISPOSITION DOCUMENTATION 

RECORDS RETENTION SCHEDULE FORMS (FORM 105) 
use RECORDS RETENTION SCHEDULES: AGENCY SPECIFIC 

RECRUITMENT & SELECTION PACKAGES 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 

RED LIGHT CAMERA RECORDS 
use SURVEILLANCE RECORDINGS 

RED LIGHT CAMERA VIOLATION APPEAL HEARING RECORDS 
use CODE VIOLATION RECORDS: HEARING CASE FILES 

REDACTION REQUEST RECORDS 
use PUBLIC RECORDS EXEMPT STATUS NOTIFICATIONS AND REDACTION REQUESTS 

REFERENCE FILES: EQUIPMENT 
use EQUIPMENT REFERENCE FILES 
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REFUND REQUESTS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

REGISTERED AND CERTIFIED MAIL RECEIPTS 
use MAIL: REGISTERED AND CERTIFIED 

REGISTRATION RECORDS: EVENTS 
use PUBLIC PROGRAM/EVENT RECORDS 

REGISTRATION RECORDS: RECREATION (SUMMER/DAY CAMP) 
use PUBLIC PROGRAM/EVENT RECORDS 

REGISTRATIONS: MOTOR VEHICLES 
use VEHICLE RECORDS 

RENTAL RECORDS 
use FACILITY RESERVATION/RENTAL RECORDS 

REQUISITION LOGS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  
or PURCHASING RECORDS 

REQUISITIONS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  
or PURCHASING RECORDS 

RESIDENTIAL BUILDING PLANS 
use ARCHITECTURAL/BUILDING PLANS: RESIDENTIAL 

RESIDENTIAL CERTIFICATE OF OCCUPANCY 
use CERTIFICATE OF OCCUPANCY: RESIDENTIAL 

RETRIEVAL/REFERENCE RECORDS 
use RECORDS RETRIEVAL/REFERENCE RECORDS 

RIGHT-OF-WAY PERMIT RECORDS: PERMANENT USE  
use RIGHT-OF-WAY PERMIT RECORDS 

RIGHT-OF-WAY PERMIT RECORDS: TEMPORARY USE 
use RIGHT-OF-WAY PERMIT RECORDS 

ROAD RECORDS 
use ENGINEERING RECORDS: INFRASTRUCTURE 

ROUTE SHEETS 
use INSPECTOR’S ROUTE SHEETS: DAILY 

SAFETY INSPECTION RECORDS 
use INSPECTION RECORDS: FIRE/SECURITY/SAFETY/HEALTH 

SALES TAX EXEMPTION 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

SEARCH COMMITTEE RECORDS 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS 

SECURITY CHECKS 
use EMPLOYMENT APPLICATION AND SELECTION RECORDS for non-hires 
or PERSONNEL RECORDS for hired employees 
or SECURITY SCREENING RECORDS for non-employees 
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SECURITY INSPECTION RECORDS 
use INSPECTION RECORDS: FIRE/SECURITY/SAFETY/HEALTH 

SERVICE SCHEDULES 
use FEE/SERVICE SCHEDULES 

SHELTER INSPECTION RECORDS 
use EMERGENCY OPERATIONS RECORDS: SHELTER INSPECTIONS 

SIGN PERMITS 
use PERMITS: SIGNS (LOCAL GOVERNMENT) 

SOCIAL SERVICES: CLIENT CASE FILES 
use CLIENT CASE FILES: HUMAN/SOCIAL SERVICES 

SOFTWARE RECORDS 
use ELECTRONIC RECORDS SOFTWARE AND DOCUMENTATION 

SPECIAL EXCEPTION ZONING VARIANCE RECORDS 
use ZONING VARIANCE RECORDS 

STATE AUTOMATED MANAGEMENT ACCOUNTING SYSTEM (SAMAS) REPORTS 
use AUTOMATED ACCOUNTING SYSTEM REPORTS 

STATE AWARDS AND RECOGNITION FILES 
use BONUS/AWARD RECORDS: EMPLOYEES 

STATE HOUSING INITIATIVES & HOME INVESTMENTS PARTNERSHIP PROGRAM 
use HOUSING FINANCE ASSISTANCE RECORDS 

STATE MERITORIOUS SERVICE AWARDS PROGRAM FILES 
use BONUS/AWARD RECORDS: EMPLOYEES 

STATISTICAL REPORTS 
use OPERATIONAL AND STATISTICAL REPORT RECORDS 

STOP PAYMENT RECORDS 
use FINANCIAL TRANSACTION RECORDS: DETAIL  

STUDIES: INTERNAL 
use MANAGEMENT SURVEYS/STUDIES: INTERNAL  

SUBDIVISION PLANS: PRELIMINARY (SUPPORTING DOCUMENTS) 
use SUBDIVISION PLANS 

SUMMONSES 
use LITIGATION CASE FILES 

SUPPLY RECORDS 
use INVENTORY: AGENCY PROPERTY 

SURVEILLANCE VIDEO TAPES 
use SURVEILLANCE RECORDINGS 

SURVEYS/STUDIES: INTERNAL 
use MANAGEMENT SURVEYS/STUDIES: INTERNAL 

TAX EXEMPTIONS: AD VALOREM (ECONOMIC DEVELOPMENT) 
use TAX EXEMPTION APPLICATION FILES: AD VALOREM (ECONOMIC DEVELOPMENT) 

TELEPHONE CALL RECORDS: LONG DISTANCE 
use TELEPHONE CALL RECORDS 
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TEMPORARY SIGN PERMITS 
use REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 

CODE/ORDINANCE (NO PERMITTING FEE) 
or REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 

CODE/ORDINANCE (PERMITTING FEE) 

TEMPORARY SPECIAL EXCEPTION ZONING VARIANCE RECORDS 
use ZONING VARIANCE RECORDS 

TIMECARDS/TIMESHEETS 
use ATTENDANCE AND LEAVE RECORDS 
or PAYROLL RECORDS: SUPPORTING DOCUMENTS 

TRADEMARK RECORDS 
use INTELLECTUAL PROPERTY RECORDS 

TRAINING RECORDS 
use PERSONNEL RECORDS 

TRAINING RECORDS: ASBESTOS 
use PERSONNEL RECORDS 

TRAINING RECORDS: BREATH ALCOHOL 
use PERSONNEL RECORDS 

TRANSCRIPTS OF MEETINGS 
use MINUTES: OFFICIAL MEETINGS 

TRIAL BALANCE REPORTS 
use FINANCIAL TRANSACTION RECORDS: SUMMARY  

TRUST FUND RECORDS 
use ENDOWMENTS/BEQUESTS/TRUST FUND RECORDS 

UNDELIVERABLE FIRST-CLASS MAIL 
use MAIL: UNDELIVERABLE/RETURNED 

UTILITY CUSTOMER RECORDS 
use FINANCIAL TRANSACTION RECORDS: DETAIL 
or CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT 

VALIDATING MACHINE TAPE RECORDS 
use FINANCIAL TRANSACTION RECORDS: DETAIL 

VEHICLE ACCIDENT REPORTS 
use VEHICLE ACCIDENT RECORDS 
or INJURY/ILLNESS RECORDS 
or INSURANCE RECORDS: AGENCY 
or WORKERS’ COMPENSATION PROGRAM ADMINISTRATION RECORDS 

VEHICLE LOGS 
use EQUIPMENT/VEHICLE USAGE RECORDS 

VEHICLE MAINTENANCE/USAGE RECORDS 
use EQUIPMENT/VEHICLE MAINTENANCE RECORDS 
or EQUIPMENT/VEHICLE USAGE RECORDS 

VETERAN SERVICES: CLIENT CASE FILES 
use CLIENT CASE FILES: VETERAN SERVICES 

VETERAN SERVICES: MEDICAL RECORDS 
use MEDICAL RECORDS: VETERAN SERVICES 
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VIDEO RECORDINGS OF MEETINGS 
use MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS) 

VIDEO RECORDINGS: OTHER 
use SURVEILLANCE RECORDINGS 
or other items to which the video recordings relate 

VISITOR LOGS 
use VISITOR/ENTRY RECORDS  

VOICE MAIL 
use TRANSITORY MESSAGES 
or other items to which the voice mail relates 

VOLUNTEER RECORDS 
use PERSONNEL RECORDS: OPS/VOLUNTEER/INTERN/TEMPORARY EMPLOYMENT 

VOUCHERS: INDIVIDUAL AGENCY   
use FINANCIAL TRANSACTION RECORDS: DETAIL  

VOUCHERS: JOURNAL  
use FINANCIAL TRANSACTION RECORDS: DETAIL  

WORK ORDERS: EQUIPMENT 
use EQUIPMENT/VEHICLE MAINTENANCE RECORDS 

WORKERS' COMPENSATION AND INJURY REPORT RECORDS 
use WORKERS' COMPENSATION PROGRAM ADMINISTRATION RECORDS 
or INJURY/ILLNESS RECORDS 
or INSURANCE RECORDS: AGENCY 
or the applicable PERSONNEL RECORDS item 

WORKING PAPERS 
use DRAFTS AND WORKING PAPERS 

W-2 FORMS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 

W-3 FORMS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 

W-4 FORMS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 

W-9 FORMS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 

ZONING VARIANT REQUEST AND DETERMINING RECORDS 
use ZONING VARIANCE RECORDS 

911 RECORDINGS 
use DISPATCH COMMUNICATIONS RECORDS  
or DISPATCH RECORDS: LOGS 

941-E FORMS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 

1095-A FORMS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 

1095-B FORMS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 
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1095-C FORMS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 

1096 REPORTS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 

1099 FORMS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 

1099 REPORTS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 

1099-INT FORMS 
use FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 
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ALPHABETICAL LISTING 

ACCESS CONTROL RECORDS Item #189 
ADDRESS REQUEST RECORDS Item #415 
ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (COMMERCIAL) Item #244 
ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (RESIDENTIAL) Item #331 
ADMINISTRATIVE CONVENIENCE RECORDS Item #2 
ADMINISTRATIVE SUPPORT RECORDS Item #3 
ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER Item #122 
ADVERTISEMENTS: LEGAL Item #25 
AFFIRMATIVE ACTION RECORDS Item #82 

ANIMAL CONTROL RECORDS Item #234 
ANNEXATION RECORDS Item #247 
ANNUAL REPORT TO THE BOARD OF COUNTY COMMISSIONERS Item #380 
ANNUAL REPORTS: COUNTY GOVERNMENT Item #246 
ANNUAL REPORTS: GOVERNING BODY Item #245 
ARCHITECTURAL/BUILDING PLANS: COMMERCIAL Item #216 
ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS Item #204 
ARCHITECTURAL/BUILDING PLANS: RESIDENTIAL Item #252 
ARCHITECTURAL/BUILDING PLANS AND PERMITS: ABANDONED/WITHDRAWN Item #332 
ATTENDANCE AND LEAVE RECORDS Item #116 
ATTENDANCE RECORDS: COMMUNITY SERVICE Item #249 

AUDIT TRAILS: CRITICAL INFORMATION SYSTEMS Item #393 
AUDIT TRAILS: ROUTINE ADMINISTRATIVE INFORMATION SYSTEMS Item #394 
AUDITS: AUDITOR GENERAL Item #8 
AUDITS: INDEPENDENT Item #56 
AUDITS: INTERNAL Item #73 
AUDITS: STATE/FEDERAL Item #83 
AUDITS: SUPPORTING DOCUMENTS Item #57 
AUTOMATED ACCOUNTING SYSTEM REPORTS  Item #50 

BACKFLOW AND CROSS CONNECTION CONTROL PROGRAM RECORDS Item #416 

BACKUPS: ELECTRONIC/DIGITAL RECORDS 

BALLOTS Item #397 
BARGAINING RECORDS Item #87 
BID RECORDS: CAPITAL IMPROVEMENT SUCCESSFUL BIDS Item #70 
BID RECORDS: CAPITAL IMPROVEMENT UNSUCCESSFUL BIDS Item #71 
BID RECORDS: NON-CAPITAL IMPROVEMENT Item #72 
BOND FINANCING ADMINSTRATIVE RECORDS Item #417 
BOND RESOLUTIONS/ORDINANCES Item #191 
BONUS/AWARD RECORDS: EMPLOYEES Item #333 
BUDGET RECORDS: APPROVED ANNUAL BUDGET Item #58 
BUDGET RECORDS: SUPPORTING DOCUMENTS Item #88 
BUSINESS CERTIFICATION CASE FILES: MINORITIES AND VETERANS Item #169 
BUSINESS TAX RECEIPT RECORDS: LOCAL GOVERNMENT Item #221 

CABINET AFFAIRS FILES Item #11 
CALENDARS Item #89 
CEMETERY/DISPOSAL OF HUMAN REMAINS RECORDS Item #235 
CERTIFICATE OF OCCUPANCY: COMMERCIAL Item #255 
CERTIFICATE OF OCCUPANCY: RESIDENTIAL Item #256 
CHARTERS/AMENDMENTS/BYLAWS/CONSTITUTIONS Item #207 
CHILD CARE RECORDS Item #257 
CITIZEN SUPPORT ORGANIZATION/DIRECT SUPPORT ORGANIZATION REPORT FILES Item #418 
CLIENT CASE FILES: HUMAN/SOCIAL SERVICES Item #275 
CLIENT CASE FILES: VETERAN SERVICES Item #310 

CODE VIOLATION RECORDS: CITATION ISSUED Item #398 
CODE VIOLATION RECORDS: HEARING CASE FILES Item #236 
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CODE VIOLATION RECORDS: NO CITATION ISSUED Item #237 

COMMITTEE/BOARD APPOINTMENT RECORDS Item #334 
COMMITTEE/BOARD APPOINTMENT RECORDS: NON-SELECTED APPLICANTS Item #379 
COMMODITY SUPPLEMENTAL FOOD PROGRAM RECORDS Item #258 
COMMUNICATIONS AUDIO RECORDINGS Item #335 
COMPLAINTS: CITIZENS/CONSUMERS/EMPLOYEES Item #94 
COMPREHENSIVE MASTER PLANS: ADOPTED Item #166 
COMPREHENSIVE MASTER PLANS: ADOPTED (SUPPORTING DOCUMENTS) Item #174 
COMPUTER LOGS Item #391 
CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY Item #64 
CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT Item #65 
COPYRIGHT RELEASE/AUTHORIZATION DOCUMENTATION Item #337 
CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE Item #17 
CORRESPONDENCE AND MEMORANDA: PROGRAM AND POLICY DEVELOPMENT Item #338 

DEFERRED COMPENSATION SUMMARY REPORTS Item #339 
DIRECTIVES/POLICIES/PROCEDURES Item #186 
DISASTER PREPAREDNESS DRILL RECORDS Item #259 
DISASTER PREPAREDNESS PLANS Item #210 
DISASTER RELIEF RECORDS Item #321 

DISPATCH COMMUNICATIONS RECORDS Item #434 
DISPATCH RECORDS: LOGS Item #377 
DISCIPLINARY CASE FILES: EMPLOYEES Item #98 
DOMESTIC PARTNERSHIP REGISTRY RECORDS Item #399 
DONATION RECORDS Item #342 
DRAFTS AND WORKING PAPERS Item #242 
DRUG TEST CASE FILES Item #260 
DRUG TEST EQUIPMENT RECORDS Item #261 
DRUG TEST PROGRAM ADMINISTRATION RECORDS Item #262  

ELECTRONIC COMMUNICATIONS 

ELECTRONIC FUNDS TRANSFER RECORDS Item #264 

ELECTRONIC RECORDS SOFTWARE AND DOCUMENTATION Item #231 
EMERGENCY MANAGEMENT PLAN REVIEW RECORDS Item #419 
EMERGENCY OPERATIONS RECORDS: FIVE YEAR STRATEGIC PLAN Item #266 
EMERGENCY OPERATIONS RECORDS: REGISTRY OF SPECIAL NEEDS OR TRANSPORTATION CLIENTS Item #267 
EMERGENCY OPERATIONS RECORDS: SHELTER INSPECTIONS Item #268 
EMERGENCY OPERATIONS RECORDS: SPECIAL NEEDS APPLICATION RECORDS Item #265 
EMPLOYEE ASSISTANCE PROGRAM RECORDS Item #269 
EMPLOYEE CONDUCT COUNSELING RECORDS Item #206 
EMPLOYMENT APPLICATION AND SELECTION RECORDS Item #24 
EMPLOYMENT APPLICATIONS: UNSOLICITED Item #400 
EMPLOYMENT ASSISTANCE PROGRAM NONEXPENDABLE PROPERTY RECORDS Item #343 
EMPLOYMENT ASSISTANCE PROGRAM RECORDS Item #113 
EMPLOYMENT ELIGIBILITY VERIFICATION FORMS Item #420 

ENCUMBRANCE/CERTIFICATION FORWARD RECORDS Item #20 
ENDOWMENTS/BEQUESTS/TRUST FUND RECORDS Item #211 
ENERGY CONSUMPTION AND COST REPORTING RECORDS Item #401 
ENGINEERING RECORDS: INFRASTRUCTURE Item #344 
ENVIRONMENTAL REGULATION COMPLIANCE RECORDS Item #167 
EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE RECORDS Item #103 
EQUIPMENT REFERENCE FILES Item #223 
EQUIPMENT/VEHICLE MAINTENANCE RECORDS Item #104 
EQUIPMENT/VEHICLE USAGE RECORDS Item #224 
EXPENDITURE PLANS: CAPITAL IMPROVEMENT Item #208 
EXPOSURE RECORDS Item #227 

FACILITY RESERVATION/RENTAL RECORDS Item #270 
FALSE ALARM RECORDS Item #345 

Page 133



General Records Schedule GS1-SL for State and Local Government Agencies 
***ALPHABETICAL LISTING*** 

 65 

Item #106 
Item #157 
Item #271 
Item #67 
Item #421 
Item #396 
Item #84 
Item #346 
Item #347 
Item #107 
Item #108 
Item #435 
Item #436 
Item #402 
Item #213 

Item #381 
Item #382 
Item #383 
Item #384 
Item #422 
Item #349 
Item #110 

Item #350 
Item #324 
Item #325 
Item #423 
Item #273 
Item #274 

Item #241 
Item #23 
Item #188 
Item #276 
Item #193 
Item #438 
Item #219 
Item #277 
Item #111 
Item #437 
Item #40 
Item #319 
Item #351 
Item #278 

Item #352 
Item #403 
Item #404 
Item #353 
Item #119 
Item #253 
Item #254 
Item #405 
Item #27 
Item #387 
Item #390 
Item #354 

Item #47 
Item #1 
Item #29 
Item #30 

FEASIBILITY STUDY RECORDS 
FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS 
FEE/SERVICE SCHEDULES 
FINAL ORDERS RECORDS: INDEXED OR LISTED 
FINAL ORDERS RECORDS: NOT INDEXED OR LISTED 
FINAL ORDERS RECORDS: SUPPORTING DOCUMENTS 
FINANCIAL ACCOUNT AUTHORIZATION RECORDS 
FINANCIAL DISCLOSURE STATEMENTS (LOCAL GOVERNMENT) 
FINANCIAL HISTORY SUMMARY RECORDS 
FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS 
FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS (SUPPORTING DOCUMENTS) 
FINANCIAL TRANSACTION RECORDS: DETAIL 
FINANCIAL TRANSACTION RECORDS: SUMMARY 
FOOD SERVICE ESTABLISHMENT LICENSE RECORDS 
FUEL TAX REPORTS 

GEOGRAPHIC INFORMATION SYSTEMS (GIS) DATA LAYERS AND DATASETS 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: HISTORICAL  
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SOURCE DOCUMENTS/DATA  
GRANT FILES 
GRANT FILES: UNFUNDED APPLICATIONS (APPLICANT’S COPIES) 
GRIEVANCE FILES 

HEALTH RECORDS: BLOOD BORNE PATHOGEN/ASBESTOS/EXPOSURE 
HIPAA HEALTH CARE COMPONENT DESIGNATION RECORDS 
HIPAA SECURITY STANDARDS IMPLEMENTATION RECORDS 
HISTORICAL DESIGNATION RECORDS  
HOUSING APPLICATIONS: NON-PARTICIPATING/INACTIVE 
HOUSING FINANCE ASSISTANCE RECORDS 

INCIDENT REPORT FILES 
INFORMATION REQUEST RECORDS 
INJURY/ILLNESS RECORDS 
INSPECTION/MAINTENANCE RECORDS: BRIDGE 
INSPECTION RECORDS: FIRE/SECURITY/SAFETY/HEALTH 
INSPECTION REPORTS: EXISTING BUILDINGS/STRUCTURES 
INSPECTION REPORTS: FIRE EXTINGUISHER 
INSPECTOR’S ROUTE SHEETS: DAILY 
INSURANCE RECORDS: AGENCY 
INTELLECTUAL PROPERTY RECORDS 
INVENTORY: AGENCY PROPERTY 
INVENTORY: AGENCY RECORDS 
INVESTIGATIVE RECORDS: INSPECTOR GENERAL 
INVESTMENT RECORDS 

LAND DEVELOPMENT AND PLANNING PROJECT FILES 
LAND DEVELOPMENT AND PLANNING PROJECT FILES: DENIED/ABANDONED PROJECTS 
LAND DEVELOPMENT AND PLANNING PROJECT FILES: PRELIMINARY DRAWINGS/DRAFTS 
LAND DEVELOPMENT AND PLANNING STUDIES AND REPORTS 
LEGISLATION RECORDS 
LICENSES: CERTIFICATE OF COMPETENCY RECORDS 
LICENSES: CERTIFICATE OF COMPETENCY RECORDS (TEMPORARY) 
LIEN DOCUMENTATION FILES 
LITIGATION CASE FILES 
LOBBYIST REGISTRATION RECORDS 
LOCAL GOVERNMENT ROAD REPORTS 
LOST AND FOUND RECORDS 

MAIL: REGISTERED AND CERTIFIED 
MAIL: UNDELIVERABLE/RETURNED 
MAILING/CONTACT LISTS 
MANAGEMENT SURVEYS/STUDIES: INTERNAL 
MAPS: ORIGINALS Item #280 
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MEDICAL RECORDS Item #212 
MEDICAL RECORDS: VETERAN SERVICES Item #311 
MICROGRAPHICS: QUALITY CONTROL RECORDS Item #282 
MINORITY APPOINTMENT REPORTING RECORDS Item #406 
MINUTES: OFFICIAL MEETINGS Item #32 
MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS) Item #4 
MINUTES: OFFICIAL MEETINGS (SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/ 

NON-POLICY ADVISORY BOARDS) Item #424 
MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS) Item #123 
MINUTES: OTHER MEETINGS Item #33 
MOSQUITO CONTROL RECORDS Item #425 
MUNICIPAL COURT DOCKET RECORDS Item #323 

NATIONAL FLOOD INSURANCE PROGRAM RECORDS: COMMUNITY RATING SYSTEM Item #355 
NATIONAL FLOOD INSURANCE PROGRAM RECORDS: FLOOD MITIGATION ASSISTANCE PROGRAM 

RECORDS Item #356 
NATIONAL FLOOD INSURANCE PROGRAM RECORDS: FLOODPLAIN CONSTRUCTION 

AUTHORIZATION RECORDS Item #357 
NEWS RELEASES Item #34 
NOISE EXPOSURE MEASUREMENT RECORDS Item #283 

OPERATIONAL AND STATISTICAL REPORT RECORDS Item #124 
OPINIONS: LEGAL Item #26 
OPINIONS: LEGAL (SUPPORTING DOCUMENTS) Item #125 
ORDINANCES Item #228 
ORDINANCES: SUPPORTING DOCUMENTS Item #229 
ORGANIZATION CHARTS Item #126 

PARKING DECAL/PERMIT RECORDS: EMPLOYEES Item #127 
PASSPORT RECORDS: DAILY Item #407 
PAYMENT CARD SENSITIVE AUTHENTICATION DATA Item #395 
PAYROLL RECORDS: COURT-ORDERED GARNISHMENT Item #385 
PAYROLL RECORDS: DEDUCTION AUTHORIZATIONS Item #129 
PAYROLL RECORDS: LEDGERS/TRIAL BALANCE REPORTS Item #183 
PAYROLL RECORDS: NOT POSTED Item #214 
PAYROLL RECORDS: POSTED Item #35 
PAYROLL RECORDS: SUPPORTING DOCUMENTS Item #195 
PENSION RECORDS: PLAN/FUND Item #358 

PENSION RECORDS: RETIREES Item #359 
PERFORMANCE/MAINTENANCE/SURETY BOND RECORDS Item #408 
PERMITS: BUILDING Item #286 
PERMITS: CONFINED SPACE ENTRY Item #284 
PERMITS: MINING (LOCAL GOVERNMENT) Item #287 
PERMITS: SIGNS (LOCAL GOVERNMENT) Item #288 
PERSONNEL RECORDS: STATE-ADMINISTERED RETIREMENT SYSTEM Item #19 
PERSONNEL RECORDS: NON-STATE-ADMINISTERED RETIREMENT SYSTEM (LOCAL GOVERNMENT) Item #162 
PERSONNEL RECORDS: OPS/VOLUNTEER/INTERN/TEMPORARY EMPLOYMENT Item #66 
PERSONNEL RECORDS: SUPPLEMENTAL DOCUMENTATION Item #378 

PETTY CASH DOCUMENTATION RECORDS Item #202 
POSITION DESCRIPTION RECORDS Item #38 
POSTAGE/SHIPPING RECORDS Item #133 
PROBATION RECORDS Item #320 
PROCLAMATIONS Item #142 
PROJECT FILES: CAPITAL IMPROVEMENT Item #136 
PROJECT FILES: FEDERAL Item #137 
PROJECT FILES: NON-CAPITAL IMPROVEMENT Item #138 
PROJECT FILES: OPERATIONAL Item #291 
PROMOTION/TRANSFER REQUEST RECORDS Item #139 

PROPERTY CONTROL RECORDS Item #222 
PROPERTY TRANSFER RECORDS Item #41 
PROTECTED HEALTH INFORMATION ADMINISTRATIVE RECORDS Item #426 
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PROTECTED HEALTH INFORMATION DISCLOSURE RECORDS Item #328 
PUBLIC DEPOSITOR ANNUAL REPORT RECORDS Item #389 
PUBLIC INFORMATION FILES Item #128 
PUBLIC PROGRAM/EVENT RECORDS Item #238 
PUBLIC RECORDS EXEMPT STATUS NOTIFICATIONS AND REDACTION REQUESTS Item #392 
PUBLICATION PRODUCTION RECORDS Item #198 
PURCHASING RECORDS Item #42 

RADIO LOGS Item #292 
RAIN CHECKS Item #293 
REAL PROPERTY RECORDS: CONDEMNATION/DEMOLITION Item #364 
REAL PROPERTY RECORDS: PROPERTY ACQUIRED Item #172 
REAL PROPERTY RECORDS: PROPERTY NOT ACQUIRED Item #164 
RECORDS DISPOSITION DOCUMENTATION Item #45 
RECORDS MANAGEMENT COMPLIANCE STATEMENTS Item #322 
RECORDS RETENTION SCHEDULES: AGENCY SPECIFIC Item #68 
RECORDS RETRIEVAL/REFERENCE RECORDS Item #295 

REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY CODE/ORDINANCE 
(NO PERMITTING FEE) Item #427 

REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY CODE/ORDINANCE 
(PERMITTING FEE) Item #428 

RESOLUTIONS Item #297 
RESOLUTIONS: SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/NON-POLICY ADVISORY BOARDS 
 Item #429 
RESOLUTIONS: SUPPORTING DOCUMENTS Item #143 
RESPIRATOR FIT TESTING RECORDS Item #298 
REVENUE SHARING APPLICATIONS Item #388 
RIGHT-OF-WAY PERMIT RECORDS Item #430 
RULE DEVELOPMENT FILES Item #367 
RULE REPORTING FILES Item #431 

SALARY COMPARISON REPORTS Item #49 
SALARY SCHEDULES Item #240 
SALES/USE/LOCAL OPTION TAX RECORDS Item #368 
SECURITY BREACH NOTICE RECORDS Item #432 
SECURITY SCREENING RECORDS Item #369 
SIGNATURE AUTHORIZATION RECORDS Item #300 
SOCIAL MEDIA ACCOUNT AUTHORIZATION RECORDS Item #411 
SOCIAL SECURITY CONTROLLED SUMMARY RECORDS Item #144 
SPAM/JUNK ELECTRONIC MAIL JOURNALING RECORDS Item #370 
STAFF ADMINISTRATION RECORDS  Item #371 

STORAGE TANK RECORDS Item #412 
SUBDIVISION PLANS Item #301 
SUBDIVISION PLANS: PRELIMINARY PLANS/DRAWINGS Item #433 
SUBJECT/REFERENCE FILES Item #373 
SUBPOENAS Item #374 
SUNSHINE STATE ONE-CALL OF FLORIDA RECORDS Item #386 
SURVEILLANCE RECORDINGS Item #302 
SURVEYS: AERIAL Item #303 

TAX EXEMPTION APPLICATION FILES: AD VALOREM (ECONOMIC DEVELOPMENT) Item #304 
TELEPHONE CALL RECORDS Item #28 
TOURIST DEVELOPMENT TAX COLLECTION RECORDS Item #305 
TOURIST DEVELOPMENT TAX APPLICATION/REGISTRATION RECORDS Item #413 
TRAFFIC ACCIDENT REPORTS Item #306 
TRAINING MATERIAL RECORDS Item #147 
TRANSITORY MESSAGES Item #146 
TRAVEL RECORDS Item #52 
TRUTH-IN-MILLAGE (TRIM) COMPLIANCE FILES Item #375 

UNCLAIMED PROPERTY RECORDS Item #309 
UNEMPLOYMENT COMPENSATION/REEMPLOYMENT ASSISTANCE TAX RECORDS Item #149 
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VEHICLE ACCIDENT RECORDS Item #78 
VEHICLE LOCATOR RECORDS Item #414 
VEHICLE RECORDS Item #154 
VENDOR FILES Item #97 
VERIFICATION RECORDS: ATTENDANCE/EMPLOYMENT/ENROLLMENT Item #243 
VISITOR/ENTRY RECORDS  Item #54 
VOUCHERS: FEDERAL PROJECTS PAID Item #156 

WHISTLE BLOWER INVESTIGATIVE RECORDS Item #376 
WORK ORDERS Item #141 
WORK SCHEDULES Item #289 
WORKERS' COMPENSATION PROGRAM ADMINISTRATION RECORDS Item #55 

ZONING VARIANCE RECORDS Item #312 
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NUMERICAL LISTING 

MAIL: UNDELIVERABLE/RETURNED Item #1 
ADMINISTRATIVE CONVENIENCE RECORDS Item #2 
ADMINISTRATIVE SUPPORT RECORDS Item #3 
MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS) Item #4 
AUDITS: AUDITOR GENERAL Item #8 

CABINET AFFAIRS FILES Item #11 
CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE Item #17 
PERSONNEL RECORDS: STATE-ADMINISTERED RETIREMENT SYSTEM Item #19 
ENCUMBRANCE/CERTIFICATION FORWARD RECORDS Item #20 

INFORMATION REQUEST RECORDS Item #23 
EMPLOYMENT APPLICATION AND SELECTION RECORDS Item #24 
ADVERTISEMENTS: LEGAL Item #25 
OPINIONS: LEGAL Item #26 
LITIGATION CASE FILES Item #27 
TELEPHONE CALL RECORDS Item #28 
MAILING/CONTACT LISTS Item #29 
MANAGEMENT SURVEYS/STUDIES: INTERNAL Item #30 

MINUTES: OFFICIAL MEETINGS Item #32 
MINUTES: OTHER MEETINGS Item #33 
NEWS RELEASES Item #34 
PAYROLL RECORDS: POSTED Item #35 
POSITION DESCRIPTION RECORDS Item #38 
INVENTORY: AGENCY PROPERTY Item #40 

PROPERTY TRANSFER RECORDS Item #41 
PURCHASING RECORDS Item #42 
RECORDS DISPOSITION DOCUMENTATION Item #45 
MAIL: REGISTERED AND CERTIFIED Item #47 
SALARY COMPARISON REPORTS Item #49 
AUTOMATED ACCOUNTING SYSTEM REPORTS  Item #50 

TRAVEL RECORDS Item #52 
VISITOR/ENTRY RECORDS Item #54 
WORKERS' COMPENSATION PROGRAM ADMINISTRATION RECORDS Item #55 
AUDITS: INDEPENDENT Item #56 
AUDITS: SUPPORTING DOCUMENTS Item #57 
BUDGET RECORDS: APPROVED ANNUAL BUDGET Item #58 

CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY Item #64 
CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT Item #65 
PERSONNEL RECORDS: OPS/VOLUNTEER/INTERN/TEMPORARY EMPLOYMENT Item #66 
FINAL ORDERS RECORDS: INDEXED OR LISTED Item #67 
RECORDS RETENTION SCHEDULES: AGENCY SPECIFIC Item #68 
BID RECORDS: CAPITAL IMPROVEMENT SUCCESSFUL BIDS Item #70 

BID RECORDS: CAPITAL IMPROVEMENT UNSUCCESSFUL BIDS Item #71 
BID RECORDS: NON-CAPITAL IMPROVEMENT Item #72 
AUDITS: INTERNAL Item #73 
VEHICLE ACCIDENT RECORDS Item #78 

AFFIRMATIVE ACTION RECORDS Item #82 
AUDITS: STATE/FEDERAL Item #83 
FINANCIAL ACCOUNT AUTHORIZATION RECORDS Item #84 
BARGAINING RECORDS Item #87 
BUDGET RECORDS: SUPPORTING DOCUMENTS Item #88 
CALENDARS Item #89 

COMPLAINTS: CITIZENS/CONSUMERS/EMPLOYEES Item #94 

Page 138



General Records Schedule GS1-SL for State and Local Government Agencies 
***NUMERICAL LISTING*** 

 

 70 

VENDOR FILES Item #97 
DISCIPLINARY CASE FILES: EMPLOYEES Item #98 

EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE RECORDS Item #103 
EQUIPMENT/VEHICLE MAINTENANCE RECORDS Item #104 
FEASIBILITY STUDY RECORDS Item #106 
FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS Item #107 
FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS (SUPPORTING DOCUMENTS) Item #108 
GRIEVANCE FILES Item #110 

INSURANCE RECORDS: AGENCY Item #111 
EMPLOYMENT ASSISTANCE PROGRAM RECORDS Item #113 
ATTENDANCE AND LEAVE RECORDS Item #116 
LEGISLATION RECORDS Item #119 

ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER Item #122 
MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS) Item #123 
OPERATIONAL AND STATISTICAL REPORT RECORDS Item #124 
OPINIONS: LEGAL (SUPPORTING DOCUMENTS) Item #125 
ORGANIZATION CHARTS Item #126 
PARKING DECAL/PERMIT RECORDS: EMPLOYEES Item #127 
PUBLIC INFORMATION FILES Item #128 
PAYROLL RECORDS: DEDUCTION AUTHORIZATIONS Item #129 

POSTAGE/SHIPPING RECORDS Item #133 
PROJECT FILES: CAPITAL IMPROVEMENT Item #136 
PROJECT FILES: FEDERAL Item #137 
PROJECT FILES: NON-CAPITAL IMPROVEMENT Item #138 
PROMOTION/TRANSFER REQUEST RECORDS Item #139 

WORK ORDERS Item #141 
PROCLAMATIONS Item #142 
RESOLUTIONS: SUPPORTING DOCUMENTS Item #143 
SOCIAL SECURITY CONTROLLED SUMMARY RECORDS Item #144 
TRANSITORY MESSAGES Item #146 
TRAINING MATERIAL RECORDS Item #147 
UNEMPLOYMENT COMPENSATION/REEMPLOYMENT ASSISTANCE TAX RECORDS Item #149 

VEHICLE RECORDS Item #154 
VOUCHERS: FEDERAL PROJECTS PAID Item #156 
FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS Item #157 

PERSONNEL RECORDS: NON-STATE-ADMINISTERED RETIREMENT SYSTEM (LOCAL GOVERNMENT) Item #162 
REAL PROPERTY RECORDS: PROPERTY NOT ACQUIRED Item #164 
COMPREHENSIVE MASTER PLANS: ADOPTED Item #166 
ENVIRONMENTAL REGULATION COMPLIANCE RECORDS Item #167 
BUSINESS CERTIFICATION CASE FILES: MINORITIES AND VETERANS Item #169 

REAL PROPERTY RECORDS: PROPERTY ACQUIRED Item #172 
COMPREHENSIVE MASTER PLANS: ADOPTED (SUPPORTING DOCUMENTS) Item #174 

PAYROLL RECORDS: LEDGERS/TRIAL BALANCE REPORTS Item #183 

DIRECTIVES/POLICIES/PROCEDURES Item #186 
INJURY/ILLNESS RECORDS Item #188 
ACCESS CONTROL RECORDS Item #189 

BOND RESOLUTIONS/ORDINANCES Item #191 
INSPECTION RECORDS: FIRE/SECURITY/SAFETY/HEALTH Item #193 
PAYROLL RECORDS: SUPPORTING DOCUMENTS Item #195 
PUBLICATION PRODUCTION RECORDS Item #198 

PETTY CASH DOCUMENTATION RECORDS Item #202 
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ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS Item #204 
EMPLOYEE CONDUCT COUNSELING RECORDS Item #206 
CHARTERS/AMENDMENTS/BYLAWS/CONSTITUTIONS Item #207 
EXPENDITURE PLANS: CAPITAL IMPROVEMENT Item #208 
DISASTER PREPAREDNESS PLANS Item #210 

ENDOWMENTS/BEQUESTS/TRUST FUND RECORDS Item #211 
MEDICAL RECORDS Item #212 
FUEL TAX REPORTS Item #213 
PAYROLL RECORDS: NOT POSTED Item #214 
ARCHITECTURAL/BUILDING PLANS: COMMERCIAL Item #216 
INSPECTION REPORTS: FIRE EXTINGUISHER Item #219 

BUSINESS TAX RECEIPT RECORDS: LOCAL GOVERNMENT Item #221 
PROPERTY CONTROL RECORDS Item #222 
EQUIPMENT REFERENCE FILES Item #223 
EQUIPMENT/VEHICLE USAGE RECORDS Item #224 
EXPOSURE RECORDS Item #227 
ORDINANCES Item #228 
ORDINANCES: SUPPORTING DOCUMENTS Item #229 

ELECTRONIC RECORDS SOFTWARE AND DOCUMENTATION Item #231 
ANIMAL CONTROL RECORDS Item #234 
CEMETERY/DISPOSAL OF HUMAN REMAINS RECORDS Item #235 
CODE VIOLATION RECORDS: HEARING CASE FILES Item #236 
CODE VIOLATION RECORDS: NO CITATION ISSUED Item #237 
PUBLIC PROGRAM/EVENT RECORDS Item #238 
SALARY SCHEDULES Item #240 

INCIDENT REPORT FILES Item #241 
DRAFTS AND WORKING PAPERS Item #242 
VERIFICATION RECORDS: ATTENDANCE/EMPLOYMENT/ENROLLMENT Item #243 
ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (COMMERCIAL) Item #244 
ANNUAL REPORTS: GOVERNING BODY Item #245 
ANNUAL REPORTS: COUNTY GOVERNMENT Item #246 
ANNEXATION RECORDS Item #247 
ATTENDANCE RECORDS: COMMUNITY SERVICE Item #249 

ARCHITECTURAL/BUILDING PLANS: RESIDENTIAL Item #252 
LICENSES: CERTIFICATE OF COMPETENCY RECORDS Item #253 
LICENSES: CERTIFICATE OF COMPETENCY RECORDS (TEMPORARY) Item #254 
CERTIFICATE OF OCCUPANCY: COMMERCIAL Item #255 
CERTIFICATE OF OCCUPANCY: RESIDENTIAL Item #256 
CHILD CARE RECORDS Item #257 
COMMODITY SUPPLEMENTAL FOOD PROGRAM RECORDS Item #258 
DISASTER PREPAREDNESS DRILL RECORDS Item #259 
DRUG TEST CASE FILES Item #260 

DRUG TEST EQUIPMENT RECORDS Item #261 
DRUG TEST PROGRAM ADMINISTRATION RECORDS Item #262 
ELECTRONIC FUNDS TRANSFER RECORDS Item #264 
EMERGENCY OPERATIONS RECORDS: SPECIAL NEEDS APPLICATION RECORDS Item #265 
EMERGENCY OPERATIONS RECORDS: FIVE YEAR STRATEGIC PLAN Item #266 
EMERGENCY OPERATIONS RECORDS: REGISTRY OF SPECIAL NEEDS OR TRANSPORTATION CLIENTS Item #267 
EMERGENCY OPERATIONS RECORDS: SHELTER INSPECTIONS Item #268 
EMPLOYEE ASSISTANCE PROGRAM RECORDS Item #269 
FACILITY RESERVATION/RENTAL RECORDS Item #270 

FEE/SERVICE SCHEDULES Item #271 
HOUSING APPLICATIONS: NON-PARTICIPATING/INACTIVE Item #273 
HOUSING FINANCE ASSISTANCE RECORDS Item #274 
CLIENT CASE FILES: HUMAN/SOCIAL SERVICES Item #275 
INSPECTION/MAINTENANCE RECORDS: BRIDGE Item #276 
INSPECTOR’S ROUTE SHEETS: DAILY Item #277 
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INVESTMENT RECORDS Item #278 
MAPS: ORIGINALS Item #280 

MICROGRAPHICS: QUALITY CONTROL RECORDS Item #282 
NOISE EXPOSURE MEASUREMENT RECORDS Item #283 
PERMITS: CONFINED SPACE ENTRY Item #284 
PERMITS: BUILDING Item #286 
PERMITS: MINING (LOCAL GOVERNMENT) Item #287 
PERMITS: SIGNS (LOCAL GOVERNMENT) Item #288 
WORK SCHEDULES Item #289 

PROJECT FILES: OPERATIONAL Item #291 
RADIO LOGS Item #292 
RAIN CHECKS Item #293 
RECORDS RETRIEVAL/REFERENCE RECORDS Item #295 
RESOLUTIONS Item #297 
RESPIRATOR FIT TESTING RECORDS Item #298 
SIGNATURE AUTHORIZATION RECORDS Item #300 

SUBDIVISION PLANS Item #301 
SURVEILLANCE RECORDINGS Item #302 
SURVEYS: AERIAL Item #303 
TAX EXEMPTION APPLICATION FILES: AD VALOREM (ECONOMIC DEVELOPMENT) Item #304 
TOURIST DEVELOPMENT TAX COLLECTION RECORDS Item #305 
TRAFFIC ACCIDENT REPORTS Item #306 
UNCLAIMED PROPERTY RECORDS Item #309 
CLIENT CASE FILES: VETERAN SERVICES Item #310 

MEDICAL RECORDS: VETERAN SERVICES Item #311 
ZONING VARIANCE RECORDS Item #312 
INVENTORY: AGENCY RECORDS Item #319 
PROBATION RECORDS Item #320 

DISASTER RELIEF RECORDS Item #321 
RECORDS MANAGEMENT COMPLIANCE STATEMENTS Item #322 
MUNICIPAL COURT DOCKET RECORDS Item #323 
HIPAA HEALTH CARE COMPONENT DESIGNATION RECORDS Item #324 
HIPAA SECURITY STANDARDS IMPLEMENTATION RECORDS Item #325 
PROTECTED HEALTH INFORMATION DISCLOSURE RECORDS Item #328 

ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (RESIDENTIAL) Item #331 
ARCHITECTURAL/BUILDING PLANS AND PERMITS: ABANDONED/WITHDRAWN Item #332 
BONUS/AWARD RECORDS: EMPLOYEES Item #333 
COMMITTEE/BOARD APPOINTMENT RECORDS Item #334 
COMMUNICATIONS AUDIO RECORDINGS  Item #335 
COPYRIGHT RELEASE/AUTHORIZATION DOCUMENTATION Item #337 
CORRESPONDENCE AND MEMORANDA: PROGRAM AND POLICY DEVELOPMENT Item #338 
DEFERRED COMPENSATION SUMMARY REPORTS Item #339 

DONATION RECORDS Item #342 
EMPLOYMENT ASSISTANCE PROGRAM NONEXPENDABLE PROPERTY RECORDS Item #343 
ENGINEERING RECORDS: INFRASTRUCTURE Item #344 
FALSE ALARM RECORDS Item #345 
FINANCIAL DISCLOSURE STATEMENTS (LOCAL GOVERNMENT) Item #346 
FINANCIAL HISTORY SUMMARY RECORDS Item #347 
GRANT FILES: UNFUNDED APPLICATIONS (APPLICANT’S COPIES) Item #349 
HEALTH RECORDS: BLOOD BORNE PATHOGEN/ASBESTOS/EXPOSURE Item #350 

INVESTIGATIVE RECORDS: INSPECTOR GENERAL Item #351 
LAND DEVELOPMENT AND PLANNING PROJECT FILES Item #352 
LAND DEVELOPMENT AND PLANNING STUDIES AND REPORTS Item #353 
LOST AND FOUND RECORDS Item #354 
NATIONAL FLOOD INSURANCE PROGRAM RECORDS: COMMUNITY RATING SYSTEM Item #355 
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NATIONAL FLOOD INSURANCE PROGRAM RECORDS: FLOOD MITIGATION ASSISTANCE 
PROGRAM RECORDS Item #356 

NATIONAL FLOOD INSURANCE PROGRAM RECORDS: FLOODPLAIN CONSTRUCTION 
AUTHORIZATION RECORDS Item #357 

PENSION RECORDS: PLAN/FUND Item #358 
PENSION RECORDS: RETIREES Item #359 

REAL PROPERTY RECORDS: CONDEMNATION/DEMOLITION Item #364 
RULE DEVELOPMENT FILES Item #367 
SALES/USE/LOCAL OPTION TAX RECORDS Item #368 
SECURITY SCREENING RECORDS Item #369 
SPAM/JUNK ELECTRONIC MAIL JOURNALING RECORDS Item #370 

STAFF ADMINISTRATION RECORDS  Item #371 
SUBJECT/REFERENCE FILES Item #373 
SUBPOENAS Item #374 
TRUTH-IN-MILLAGE (TRIM) COMPLIANCE FILES Item #375 
WHISTLE BLOWER INVESTIGATIVE RECORDS Item #376 
DISPATCH RECORDS: LOGS Item #377 
PERSONNEL RECORDS: SUPPLEMENTAL DOCUMENTATION Item #378 
COMMITTEE/BOARD APPOINTMENT RECORDS: NON-SELECTED APPLICANTS Item #379 
ANNUAL REPORT TO THE BOARD OF COUNTY COMMISSIONERS Item #380 

GEOGRAPHIC INFORMATION SYSTEMS (GIS) DATA LAYERS AND DATASETS Item #381 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE Item #382 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: HISTORICAL Item #383 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SOURCE DOCUMENTS/DATA Item #384 
PAYROLL RECORDS: COURT-ORDERED GARNISHMENT Item #385 
SUNSHINE STATE ONE-CALL OF FLORIDA RECORDS Item #386 
LOBBYIST REGISTRATION RECORDS Item #387 
REVENUE SHARING APPLICATIONS Item #388 
PUBLIC DEPOSITOR ANNUAL REPORT RECORDS Item #389 
LOCAL GOVERNMENT ROAD REPORTS Item #390 

COMPUTER LOGS Item #391 
PUBLIC RECORDS EXEMPT STATUS NOTIFICATIONS AND REDACTION REQUESTS Item #392 
AUDIT TRAILS: CRITICAL INFORMATION SYSTEMS Item #393 
AUDIT TRAILS: ROUTINE ADMINISTRATIVE INFORMATION SYSTEMS Item #394 
PAYMENT CARD SENSITIVE AUTHENTICATION DATA Item #395 
FINAL ORDERS RECORDS: SUPPORTING DOCUMENTS Item #396 
BALLOTS Item #397 
CODE VIOLATION RECORDS: CITATION ISSUED Item #398 
DOMESTIC PARTNERSHIP REGISTRY RECORDS Item #399 
EMPLOYMENT APPLICATIONS: UNSOLICITED Item #400 

ENERGY CONSUMPTION AND COST REPORTING RECORDS Item #401 
FOOD SERVICE ESTABLISHMENT LICENSE RECORDS Item #402 
LAND DEVELOPMENT AND PLANNING PROJECT FILES: DENIED/ABANDONED PROJECTS Item #403 
LAND DEVELOPMENT AND PLANNING PROJECT FILES: PRELIMINARY DRAWINGS/DRAFTS Item #404 
LIEN DOCUMENTATION FILES Item #405 
MINORITY APPOINTMENT REPORTING RECORDS Item #406 
PASSPORT RECORDS: DAILY Item #407 
PERFORMANCE/MAINTENANCE/SURETY BOND RECORDS Item #408 

SOCIAL MEDIA ACCOUNT AUTHORIZATION RECORDS Item #411 
STORAGE TANK RECORDS Item #412 
TOURIST DEVELOPMENT TAX APPLICATION/REGISTRATION RECORDS Item #413 
VEHICLE LOCATOR RECORDS Item #414 

ADDRESS REQUEST RECORDS Item #415 
BACKFLOW AND CROSS CONNECTION CONTROL PROGRAM RECORDS Item #416 
BOND FINANCING ADMINSTRATIVE RECORDS Item #417 
CITIZEN SUPPORT ORGANIZATION/DIRECT SUPPORT ORGANIZATION REPORT FILES Item #418 
EMERGENCY MANAGEMENT PLAN REVIEW RECORDS Item #419 
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EMPLOYMENT ELIGIBILITY VERIFICATION FORMS Item #420 

FINAL ORDERS RECORDS: NOT INDEXED OR LISTED Item #421 
GRANT FILES Item #422 
HISTORICAL DESIGNATION RECORDS Item #423 
MINUTES: OFFICIAL MEETINGS (SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/ 

NON-POLICY ADVISORY BOARDS) Item #424 
MOSQUITO CONTROL RECORDS Item #425 
PROTECTED HEALTH INFORMATION ADMINISTRATIVE RECORDS Item #426 
REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY CODE/ORDINANCE 

(NO PERMITTING FEE) Item #427 
REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY CODE/ORDINANCE 

(PERMITTING FEE) Item #428 
RESOLUTIONS: SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/NON-POLICY ADVISORY BOARDS 

Item #429 
Item #430 

Item #431 
Item #432 
Item #433 
Item #434 
Item #435 
Item #436 
Item #437 
Item #438 

RIGHT-OF-WAY PERMIT RECORDS 

RULE REPORTING FILES 
SECURITY BREACH NOTICE RECORDS 
SUBDIVISION PLANS: PRELIMINARY PLANS/DRAWINGS 
DISPATCH COMMUNICATIONS RECORDS 
FINANCIAL TRANSACTION RECORDS: DETAIL 
FINANCIAL TRANSACTION RECORDS: SUMMARY 
INTELLECTUAL PROPERTY RECORDS 
INSPECTION REPORTS: EXISTING BUILDINGS/STRUCTURES 

BACKUPS: ELECTRONIC/DIGITAL RECORDS 

ELECTRONIC COMMUNICATIONS 
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FUNCTIONAL CATEGORY LISTING 

Accounting, Budget, and Finance 

ANNUAL REPORT TO THE BOARD OF COUNTY COMMISSIONERS Item #380 
AUDIT TRAILS: CRITICAL INFORMATION SYSTEMS Item #393 
AUDIT TRAILS: ROUTINE ADMINISTRATIVE INFORMATION SYSTEMS Item #394 
AUDITS: AUDITOR GENERAL Item #8 
AUDITS: INDEPENDENT Item #56 
AUDITS: INTERNAL Item #73 
AUDITS: STATE/FEDERAL Item #83 
AUDITS: SUPPORTING DOCUMENTS Item #57 
AUTOMATED ACCOUNTING SYSTEM REPORTS  Item #50 

BOND FINANCING ADMINSTRATIVE RECORDS Item #417 
BOND RESOLUTIONS/ORDINANCES Item #191 
BUDGET RECORDS: APPROVED ANNUAL BUDGET Item #58 
BUDGET RECORDS: SUPPORTING DOCUMENTS Item #88 
BUSINESS TAX RECEIPT RECORDS: LOCAL GOVERNMENT Item #221 

CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY Item #64 
CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT Item #65 

DONATION RECORDS Item #342 

ELECTRONIC FUNDS TRANSFER RECORDS Item #264 
ENCUMBRANCE/CERTIFICATION FORWARD RECORDS Item #20 
ENDOWMENTS/BEQUESTS/TRUST FUND RECORDS Item #211 
ENERGY CONSUMPTION AND COST REPORTING RECORDS Item #401 
EXPENDITURE PLANS: CAPITAL IMPROVEMENT Item #208 

FACILITY RESERVATION/RENTAL RECORDS Item #270 
FALSE ALARM RECORDS Item #345 
FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS Item #157 
FEE/SERVICE SCHEDULES Item #271 
FINANCIAL ACCOUNT AUTHORIZATION RECORDS Item #84 
FINANCIAL HISTORY SUMMARY RECORDS Item #347 
FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS Item #107 
FINANCIAL REPORTS: LOCAL GOVERNMENT ANNUAL REPORTS (SUPPORTING DOCUMENTS) Item #108 
FINANCIAL TRANSACTION RECORDS: DETAIL Item #435 
FINANCIAL TRANSACTION RECORDS: SUMMARY Item #436 
FUEL TAX REPORTS Item #213 

GRANT FILES Item #422 

INVESTMENT RECORDS Item #278 

LIEN DOCUMENTATION FILES Item #405 
LOCAL GOVERNMENT ROAD REPORTS Item #390 

PASSPORT RECORDS: DAILY Item #407 
PAYMENT CARD SENSITIVE AUTHENTICATION DATA Item #395 
PETTY CASH DOCUMENTATION RECORDS Item #202 
PUBLIC DEPOSITOR ANNUAL REPORT RECORDS Item #389 
PURCHASING RECORDS Item #42 

RAIN CHECKS Item #293 
REVENUE SHARING APPLICATIONS Item #388 

SALES/USE/LOCAL OPTION TAX RECORDS Item #368 
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TOURIST DEVELOPMENT TAX COLLECTION RECORDS Item #305 
TOURIST DEVELOPMENT TAX APPLICATION/REGISTRATION RECORDS Item #413 
TRAVEL RECORDS Item #52 
TRUTH-IN-MILLAGE (TRIM) COMPLIANCE FILES Item #375 

UNCLAIMED PROPERTY RECORDS Item #309 
UNEMPLOYMENT COMPENSATION/REEMPLOYMENT ASSISTANCE TAX RECORDS Item #149 

VOUCHERS: FEDERAL PROJECTS PAID Item #156 

Administration 

ADMINISTRATIVE CONVENIENCE RECORDS Item #2 
ADMINISTRATIVE SUPPORT RECORDS Item #3 
ADMINISTRATOR RECORDS: AGENCY DIRECTOR/PROGRAM MANAGER Item #122 
ADVERTISEMENTS: LEGAL Item #25 
ANNUAL REPORT TO THE BOARD OF COUNTY COMMISSIONERS Item #380 
ANNUAL REPORTS: COUNTY GOVERNMENT Item #246 
ANNUAL REPORTS: GOVERNING BODY Item #245 
AUDIT TRAILS: CRITICAL INFORMATION SYSTEMS Item #393 
AUDIT TRAILS: ROUTINE ADMINISTRATIVE INFORMATION SYSTEMS Item #394 

BALLOTS Item #397 
BONUS/AWARD RECORDS: EMPLOYEES Item #333 
BUSINESS CERTIFICATION CASE FILES: MINORITIES AND VETERANS  item #169 
BUSINESS TAX RECEIPT RECORDS: LOCAL GOVERNMENT Item #221 

CABINET AFFAIRS FILES Item #11 
CALENDARS Item #89 
CEMETERY/DISPOSAL OF HUMAN REMAINS RECORDS Item #235 
CHARTERS/AMENDMENTS/BYLAWS/CONSTITUTIONS Item #207 
COMMITTEE/BOARD APPOINTMENT RECORDS Item #334 
COMMITTEE/BOARD APPOINTMENT RECORDS: NON-SELECTED APPLICANTS Item #379 
COMPLAINTS: CITIZENS/CONSUMERS/EMPLOYEES Item #94 
COMPUTER LOGS Item #391 
CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY Item #64 
CONTRACTS/LEASES/AGREEMENTS: NON-CAPITAL IMPROVEMENT Item #65 
COPYRIGHT RELEASE/AUTHORIZATION DOCUMENTATION Item #337 
CORRESPONDENCE AND MEMORANDA: ADMINISTRATIVE Item #17 
CORRESPONDENCE AND MEMORANDA: PROGRAM AND POLICY DEVELOPMENT Item #338 

DIRECTIVES/POLICIES/PROCEDURES Item #186 
DISPATCH RECORDS: LOGS Item #377 
DONATION RECORDS Item #342 
DRAFTS AND WORKING PAPERS Item #242 

ELECTRONIC RECORDS SOFTWARE AND DOCUMENTATION Item #231 
ENDOWMENTS/BEQUESTS/TRUST FUND RECORDS Item #211 
ENVIRONMENTAL REGULATION COMPLIANCE RECORDS Item #167 
EXPENDITURE PLANS: CAPITAL IMPROVEMENT Item #208 

FACILITY RESERVATION/RENTAL RECORDS Item #270 
FEASIBILITY STUDY RECORDS Item #106 
FEE/SERVICE SCHEDULES Item #271 
FINAL ORDERS RECORDS: INDEXED OR LISTED Item #67 
FINAL ORDERS RECORDS: SUPPORTING DOCUMENTS Item #396 
FINAL ORDERS RECORDS: NOT INDEXED OR LISTED Item #421 
FINANCIAL DISCLOSURE STATEMENTS (LOCAL GOVERNMENT) Item #346 
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GEOGRAPHIC INFORMATION SYSTEMS (GIS) DATA LAYERS AND DATASETS Item #381 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE  Item #382 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: HISTORICAL  Item #383 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SOURCE DOCUMENTS/DATA  Item #384 
GRANT FILES Item #422 
GRANT FILES: UNFUNDED APPLICATIONS (APPLICANT’S COPIES) Item #349 

INFORMATION REQUEST RECORDS Item #23 
INVENTORY: AGENCY RECORDS Item #319 
INVESTIGATIVE RECORDS: INSPECTOR GENERAL Item #351 

LEGISLATION RECORDS Item #119 
LITIGATION CASE FILES Item #27 
LOBBYIST REGISTRATION RECORDS Item #387 
LOST AND FOUND RECORDS Item #354 

MAIL: REGISTERED AND CERTIFIED Item #47 
MAIL: UNDELIVERABLE/RETURNED Item #1 
MAILING/CONTACT LISTS Item #29 
MANAGEMENT SURVEYS/STUDIES: INTERNAL Item #30 
MICROGRAPHICS: QUALITY CONTROL RECORDS Item #282 
MINORITY APPOINTMENT REPORTING RECORDS Item #406 
MINUTES: OFFICIAL MEETINGS Item #32 
MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO RECORDINGS) Item #4 
MINUTES: OFFICIAL MEETINGS (SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/  

NON-POLICY ADVISORY BOARDS) Item #424 
MINUTES: OFFICIAL MEETINGS (SUPPORTING DOCUMENTS) Item #123 
MINUTES: OTHER MEETINGS Item #33 
MUNICIPAL COURT DOCKET RECORDS Item #323 

NEWS RELEASES Item #34 

OPERATIONAL AND STATISTICAL REPORT RECORDS Item #124 
OPINIONS: LEGAL Item #26 
OPINIONS: LEGAL (SUPPORTING DOCUMENTS) Item #125 
ORDINANCES Item #228 
ORDINANCES: SUPPORTING DOCUMENTS Item #229 
ORGANIZATION CHARTS Item #126 

PASSPORT RECORDS: DAILY Item #407 
PERMITS: CONFINED SPACE ENTRY Item #284 
POSTAGE/SHIPPING RECORDS Item #133 
PROBATION RECORDS Item #320 
PROCLAMATIONS Item #142 
PROJECT FILES: CAPITAL IMPROVEMENT Item #136 
PROJECT FILES: FEDERAL Item #137 
PROJECT FILES: NON-CAPITAL IMPROVEMENT Item #138 
PROJECT FILES: OPERATIONAL Item #291 
PUBLIC INFORMATION FILES Item #128 
PUBLIC PROGRAM/EVENT RECORDS Item #238 
PUBLIC RECORDS EXEMPT STATUS NOTIFICATIONS AND REDACTION REQUESTS Item #392 
PUBLICATION PRODUCTION RECORDS Item #198 

RADIO LOGS Item #292 
RAIN CHECKS Item #293 
RECORDS DISPOSITION DOCUMENTATION Item #45 
RECORDS MANAGEMENT COMPLIANCE STATEMENTS Item #322 
RECORDS RETENTION SCHEDULES: AGENCY SPECIFIC Item #68 
RECORDS RETRIEVAL/REFERENCE RECORDS Item #295  
RESOLUTIONS Item #297 
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RESOLUTIONS: SPECIAL DISTRICTS/AGENCY SUPPORT ORGANIZATIONS/NON-POLICY ADVISORY BOARDS 
 Item #429 
RESOLUTIONS: SUPPORTING DOCUMENTS Item #143 
RIGHT-OF-WAY PERMIT RECORDS Item #430 
RULE DEVELOPMENT FILES Item #367 
RULE REPORTING FILES Item #431 

SECURITY BREACH NOTICE RECORDS Item #432 
SIGNATURE AUTHORIZATION RECORDS Item #300 
SPAM/JUNK ELECTRONIC MAIL JOURNALING RECORDS Item #370 
SOCIAL MEDIA ACCOUNT AUTHORIZATION RECORDS Item #411 
STAFF ADMINISTRATION RECORDS Item #371 
SUBJECT/REFERENCE FILES Item #373 
SUBPOENAS Item #374 
SUNSHINE STATE ONE-CALL OF FLORIDA RECORDS Item #386 
SURVEILLANCE RECORDINGS Item #302 
SURVEYS: AERIAL Item #303 

TELEPHONE CALL RECORDS Item #28 
TRAFFIC ACCIDENT REPORTS Item #306 
TRAINING MATERIAL RECORDS Item #147 
TRANSITORY MESSAGES Item #146 

VERIFICATION RECORDS: ATTENDANCE/EMPLOYMENT/ENROLLMENT Item #243 

WHISTLE BLOWER INVESTIGATIVE RECORDS Item #376 
WORK ORDERS Item #141 
WORK SCHEDULES Item #289 

Building/Development 

ADDRESS REQUEST RECORDS Item #415 
ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (COMMERCIAL) Item #244 
ADJUSTMENT HEARING CASE FILES: BUILDING CODE BOARD (RESIDENTIAL) Item #331 
ANNEXATION RECORDS Item #247 
ARCHITECTURAL/BUILDING PLANS: COMMERCIAL Item #216 
ARCHITECTURAL/BUILDING PLANS: PRELIMINARY DRAWINGS Item #204 
ARCHITECTURAL/BUILDING PLANS: RESIDENTIAL Item #252 
ARCHITECTURAL/BUILDING PLANS AND PERMITS: ABANDONED/WITHDRAWN Item #332 

BACKFLOW AND CROSS CONNECTION CONTROL PROGRAM RECORDS Item #416 

CERTIFICATE OF OCCUPANCY: COMMERCIAL Item #255 
CERTIFICATE OF OCCUPANCY: RESIDENTIAL Item #256 
CODE VIOLATION RECORDS: CITATION ISSUED Item #398 
CODE VIOLATION RECORDS: HEARING CASE FILES Item #236 
CODE VIOLATION RECORDS: NO CITATION ISSUED Item #237 
COMPREHENSIVE MASTER PLANS: ADOPTED Item #166 
COMPREHENSIVE MASTER PLANS: ADOPTED (SUPPORTING DOCUMENTS) Item #174 
CONTRACTS/LEASES/AGREEMENTS: CAPITAL IMPROVEMENT/REAL PROPERTY Item #64 

EMERGENCY MANAGEMENT PLAN REVIEW RECORDS Item #419 
ENGINEERING RECORDS: INFRASTRUCTURE Item #344 

GEOGRAPHIC INFORMATION SYSTEMS (GIS) DATA LAYERS AND DATASETS Item #381 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE Item #382 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: HISTORICAL Item #383 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SOURCE DOCUMENTS/DATA Item #384 
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Item #423 

Item #276 
Item #438 
Item #277 

Item #352 
Item #404 
Item #405 
Item #353 
Item #253 

Item #254 
Item #280 

Item #408 
Item #286 
Item #284 
Item #287 
Item #288 
Item #136 

Item #364 
Item #172 
Item #164 

Item #427 

Item #428 
Item #430 

Item #301 
Item #386 

Item #304 
Item #306 

Item #312 

Item #260 

Item #227 

Item #350 
Item #324 
Item #325 

Item #188 

Item #212 
Item #311 

Item #283 

Item #426 

HISTORICAL DESIGNATION RECORDS 

INSPECTION/MAINTENANCE RECORDS: BRIDGE 
INSPECTION REPORTS: EXISTING BUILDINGS/STRUCTURES 
INSPECTOR’S ROUTE SHEETS: DAILY 

LAND DEVELOPMENT AND PLANNING PROJECT FILES 
LAND DEVELOPMENT AND PLANNING PROJECT FILES: DENIED/ABANDONED PROJECTS 
LAND DEVELOPMENT AND PLANNING PROJECT FILES: PRELIMINARY DRAWINGS/DRAFTS 
LAND DEVELOPMENT AND PLANNING STUDIES AND REPORTS 
LICENSES: CERTIFICATE OF COMPETENCY RECORDS 
LICENSES: CERTIFICATE OF COMPETENCY RECORDS (TEMPORARY) 

MAPS: ORIGINALS 

PERFORMANCE/MAINTENANCE/SURETY BOND RECORDS 
PERMITS: BUILDING 
PERMITS: CONFINED SPACE ENTRY 
PERMITS: MINING (LOCAL GOVERNMENT) 
PERMITS: SIGNS (LOCAL GOVERNMENT) 
PROJECT FILES: CAPITAL IMPROVEMENT 

REAL PROPERTY RECORDS: CONDEMNATION/DEMOLITION 
REAL PROPERTY RECORDS: PROPERTY ACQUIRED 
REAL PROPERTY RECORDS: PROPERTY NOT ACQUIRED 
REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 

CODE/ORDINANCE (NO PERMITTING FEE) 
REGISTRATION/PERMIT/LICENSE/CERTIFICATION RECORDS: REQUIRED BY CITY OR COUNTY 

CODE/ORDINANCE (PERMITTING FEE) 
RIGHT-OF-WAY PERMIT RECORDS 

SUBDIVISION PLANS 
SUNSHINE STATE ONE-CALL OF FLORIDA RECORDS 

TAX EXEMPTION APPLICATION FILES: AD VALOREM (ECONOMIC DEVELOPMENT) 
TRAFFIC ACCIDENT REPORTS 

ZONING VARIANCE RECORDS 

Health and Medical 

DRUG TEST CASE FILES 

EXPOSURE RECORDS 

HEALTH RECORDS: BLOOD BORNE PATHOGEN/ASBESTOS/EXPOSURE 
HIPAA HEALTH CARE COMPONENT DESIGNATION RECORDS 
HIPAA SECURITY STANDARDS IMPLEMENTATION RECORDS 

INJURY/ILLNESS RECORDS 

MEDICAL RECORDS 
MEDICAL RECORDS: VETERAN SERVICES 

NOISE EXPOSURE MEASUREMENT RECORDS 

PROTECTED HEALTH INFORMATION ADMINISTRATIVE RECORDS 
PROTECTED HEALTH INFORMATION DISCLOSURE RECORDS Item #328 
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Human Resources, Personnel, and Payroll 

AFFIRMATIVE ACTION RECORDS Item #82 
ATTENDANCE AND LEAVE RECORDS Item #116 
ATTENDANCE RECORDS: COMMUNITY SERVICE Item #249 

BARGAINING RECORDS Item #87 
BONUS/AWARD RECORDS: EMPLOYEES Item #333 

DEFERRED COMPENSATION SUMMARY REPORTS Item #339 
DISCIPLINARY CASE FILES: EMPLOYEES Item #98 
DRUG TEST CASE FILES Item #260 
DRUG TEST EQUIPMENT RECORDS Item #261 
DRUG TEST PROGRAM ADMINISTRATION RECORDS Item #262  

ELECTRONIC FUNDS TRANSFER RECORDS Item #264 
EMPLOYEE ASSISTANCE PROGRAM RECORDS Item #269 
EMPLOYEE CONDUCT COUNSELING RECORDS Item #206 
EMPLOYMENT APPLICATION AND SELECTION RECORDS Item #24 
EMPLOYMENT APPLICATIONS: UNSOLICITED Item #400 
EMPLOYMENT ASSISTANCE PROGRAM RECORDS Item #113 
EMPLOYMENT ELIGIBILITY VERIFICATION FORMS Item #420 
EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE RECORDS Item #103 

FEDERAL INCOME/EMPLOYMENT TAX FORMS/REPORTS Item #157 
FINANCIAL DISCLOSURE STATEMENTS (LOCAL GOVERNMENT) Item #346 

GRIEVANCE FILES Item #110 

MINORITY APPOINTMENT REPORTING RECORDS Item #407 

PAYROLL RECORDS: COURT-ORDERED GARNISHMENT Item #385 
PAYROLL RECORDS: DEDUCTION AUTHORIZATIONS Item #129 
PAYROLL RECORDS: LEDGERS/TRIAL BALANCE REPORTS Item #183 
PAYROLL RECORDS: NOT POSTED Item #214 
PAYROLL RECORDS: POSTED Item #35 
PAYROLL RECORDS: SUPPORTING DOCUMENTS Item #195 
PENSION RECORDS: PLAN/FUND Item #358 
PENSION RECORDS: RETIREES Item #359 
PERSONNEL RECORDS: STATE-ADMINISTERED RETIREMENT SYSTEM Item #19 
PERSONNEL RECORDS: NON-STATE-ADMINISTERED RETIREMENT SYSTEM (LOCAL GOVERNMENT) Item #162 
PERSONNEL RECORDS: OPS/VOLUNTEER/INTERN/TEMPORARY EMPLOYMENT Item #66 
PERSONNEL RECORDS: SUPPLEMENTAL DOCUMENTATION Item #378 
POSITION DESCRIPTION RECORDS Item #38 
PROMOTION/TRANSFER REQUEST RECORDS Item #139 

SALARY COMPARISON REPORTS Item #49 
SALARY SCHEDULES Item #240 
SOCIAL SECURITY CONTROLLED SUMMARY RECORDS Item #144 
SOCIAL MEDIA ACCOUNT AUTHORIZATION RECORDS Item #411 

WORK SCHEDULES Item #289 

Maintenance, Property, and Purchasing 

BID RECORDS: CAPITAL IMPROVEMENT SUCCESSFUL BIDS Item #70 
BID RECORDS: CAPITAL IMPROVEMENT UNSUCCESSFUL BIDS Item #71 
BID RECORDS: NON-CAPITAL IMPROVEMENT Item #72 
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ENERGY CONSUMPTION AND COST REPORTING RECORDS Item #401 
EQUIPMENT REFERENCE FILES Item #223 
EQUIPMENT/VEHICLE MAINTENANCE RECORDS Item #104 
EQUIPMENT/VEHICLE USAGE RECORDS Item #224 

HISTORICAL DESIGNATION RECORDS  Item #423 

INSPECTION/MAINTENANCE RECORDS: BRIDGE Item #276 
INVENTORY: AGENCY PROPERTY Item #40 
INVENTORY: AGENCY RECORDS Item #319 

PROPERTY CONTROL RECORDS Item #222 
PROPERTY TRANSFER RECORDS Item #41 
PURCHASING RECORDS Item #42 

REAL PROPERTY RECORDS: CONDEMNATION/DEMOLITION Item #364 
REAL PROPERTY RECORDS: PROPERTY ACQUIRED Item #172 
REAL PROPERTY RECORDS: PROPERTY NOT ACQUIRED Item #164 
RECORDS DISPOSITION DOCUMENTATION Item #45 
RECORDS MANAGEMENT COMPLIANCE STATEMENTS Item #322 
RECORDS RETENTION SCHEDULES: AGENCY SPECIFIC Item #68 

UNCLAIMED PROPERTY RECORDS Item #309 

VEHICLE RECORDS Item #154 
VENDOR FILES Item #97 

Public Safety 

ANIMAL CONTROL RECORDS Item #234 

CODE VIOLATION RECORDS: CITATION ISSUED Item #398 

DISASTER PREPAREDNESS DRILL RECORDS Item #259 
DISASTER PREPAREDNESS PLANS Item #210 
DISASTER RELIEF RECORDS Item #321 

EMERGENCY MANAGEMENT PLAN REVIEW RECORDS Item #419 
EMERGENCY OPERATIONS RECORDS: FIVE YEAR STRATEGIC PLAN Item #266 
EMERGENCY OPERATIONS RECORDS: REGISTRY OF SPECIAL NEEDS OR TRANSPORTATION CLIENTS 
 Item #267 
EMERGENCY OPERATIONS RECORDS: SHELTER INSPECTIONS Item #268 
EMERGENCY OPERATIONS RECORDS: SPECIAL NEEDS APPLICATION RECORDS Item #265 

FALSE ALARM RECORDS Item #345 
FOOD SERVICE ESTABLISHMENT LICENSE RECORDS Item #402 

GEOGRAPHIC INFORMATION SYSTEMS (GIS) DATA LAYERS AND DATASETS Item #381 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: ADMINISTRATIVE Item #382 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SNAPSHOTS: HISTORICAL Item #383 
GEOGRAPHIC INFORMATION SYSTEMS (GIS) SOURCE DOCUMENTS/DATA Item #384 

INSPECTION RECORDS: FIRE/SECURITY/SAFETY/HEALTH Item #193 
INSPECTION REPORTS: FIRE EXTINGUISHER Item #219 

MOSQUITO CONTROL RECORDS Item #425 

NATIONAL FLOOD INSURANCE PROGRAM RECORDS: COMMUNITY RATING SYSTEM Item #355 
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NATIONAL FLOOD INSURANCE PROGRAM RECORDS: FLOOD MITIGATION ASSISTANCE 
PROGRAM RECORDS Item #356 

NATIONAL FLOOD INSURANCE PROGRAM RECORDS: FLOODPLAIN CONSTRUCTION 
AUTHORIZATION RECORDS Item #357 

PROBATION RECORDS Item #320 

RADIO LOGS Item #292 

STORAGE TANK RECORDS Item #412 

VEHICLE LOCATOR RECORDS Item #414 

DISPATCH RECORDS: LOGS Item #377 
DISPATCH COMMUNICATIONS RECORDS Item #434 

Risk Management, Security, and Insurance 

ACCESS CONTROL RECORDS Item #189 
AUDIT TRAILS: CRITICAL INFORMATION SYSTEMS Item #393 
AUDIT TRAILS: ROUTINE ADMINISTRATIVE INFORMATION SYSTEMS Item #394 

DRUG TEST EQUIPMENT RECORDS Item #261 
DRUG TEST PROGRAM ADMINISTRATION RECORDS Item #262  

EXPOSURE RECORDS Item #227 

INCIDENT REPORT FILES Item #241 
INJURY/ILLNESS RECORDS Item #188 
INSPECTION RECORDS: FIRE/SECURITY/SAFETY/HEALTH Item #193 
INSPECTION REPORTS: FIRE EXTINGUISHER Item #219 
INSURANCE RECORDS: AGENCY Item #111 

NATIONAL FLOOD INSURANCE PROGRAM RECORDS: COMMUNITY RATING SYSTEM Item #355 
NATIONAL FLOOD INSURANCE PROGRAM RECORDS: FLOOD MITIGATION ASSISTANCE 

PROGRAM RECORDS Item #356 
NATIONAL FLOOD INSURANCE PROGRAM RECORDS: FLOODPLAIN CONSTRUCTION 

AUTHORIZATION RECORDS Item #357 
NOISE EXPOSURE MEASUREMENT RECORDS Item #283 

PARKING DECAL/PERMIT RECORDS: EMPLOYEES Item #127 
PERFORMANCE/MAINTENANCE/SURETY BOND RECORDS Item #408 

RESPIRATOR FIT TESTING RECORDS Item #298 

SECURITY SCREENING RECORDS Item #369 
STORAGE TANK RECORDS Item #412 
SURVEILLANCE RECORDINGS Item #302 

VEHICLE ACCIDENT RECORDS Item #78 
VISITOR/ENTRY RECORDS Item #54 

WORKERS' COMPENSATION PROGRAM ADMINISTRATION RECORDS Item #55 

Social/Human Services and Veterans Services 

CHILD CARE RECORDS Item #257 
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CLIENT CASE FILES: HUMAN/SOCIAL SERVICES Item #275 
CLIENT CASE FILES: VETERAN SERVICES Item #310 
COMMODITY SUPPLEMENTAL FOOD PROGRAM RECORDS Item #258 

DISASTER RELIEF RECORDS Item #321 

EMPLOYMENT ASSISTANCE PROGRAM RECORDS Item #113 

HOUSING APPLICATIONS: NON-PARTICIPATING/INACTIVE Item #273 
HOUSING FINANCE ASSISTANCE RECORDS Item #274 

MEDICAL RECORDS: VETERAN SERVICES Item #311 
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APPENDIX B 

RECORDS DISPOSITION REVIEW FORM 
Department/Function: ______________________________________________ 

Records Custodian: _________________________________________________ 

Schedule Number: __________________________________________________ 

Item Number: ______________________________________________________ 

Exact Record-Series Title: _________________________________________ 

Inclusive Dates: ___________________________________________________ 

Retention Period and Trigger: ______________________________________ 

Date Retention Requirement Satisfied: ______________________________ 

Format and Location: _______________________________________________ 

Volume: 

• Paper, cubic feet: _________________________________________________ 
• Electronic bytes, records, or files, if known: _____________________ 
• If quantity is unknown, identify as electronic: ____________________ 

Hold Review: 

• Litigation, claim, or investigation pending or reasonably anticipated? Yes / No 
• Audit, grant, subpoena, or regulatory hold? Yes / No 
• Contractual or insurance requirement? Yes / No 
• Continuing historical, archival, operational, or legal value? Yes / No 
• Public records request? Yes / No 

Confidential or Exempt Information Present: Yes / No 

Proposed Disposition Action and Method: _____________________________ 

Proposed Disposition Date: _________________________________________ 

Responsible Person Certification: I certify that the records have been accurately identified and 
that, to the best of my knowledge, no unreported preservation requirement applies. 

Signature: __________________________________ Date: ____________________ 

RMLO Authorization: I have reviewed the applicable retention requirement and hold status and 
authorize the stated disposition. 
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Signature: __________________________________ Date: ____________________ 

Disposition Completed By: __________________________________________ 

Actual Method and Date: ____________________________________________ 

Vendor Certificate Attached, if applicable: Yes / No / N/A 
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RESOLUTION 2026-__ 

A RESOLUTION OF THE BOARD OF SUPERVISORS OF 
THE WESTCHASE COMMUNITY DEVELOPMENT 
DISTRICT ESTABLISHING A PROHIBITION ON 
COMMERCIAL AND FOR-PROFIT USES OF THE 
DISTRICT’S GLENCLIFF  PARK AND BAYBRIDGE PARK, 
AND THE ASSOCIATED PARK  FACILITIES; PROVIDING 
DEFINITIONS, IMPLEMENTATION, ENFORCEMENT, 
CONFLICTS, AND AN EFFECTIVE DATE. 

 

 WHEREAS, the Westchase Community Development District (the “District”) is an 
independent special district established under Chapter 190, Florida Statutes; and 

 WHEREAS, Section 190.011, Florida Statutes,  authorizes the District to acquire, 
hold, control, and use property for authorized District purposes and to adopt resolutions 
necessary for the conduct of District business; and 

 WHEREAS, Section 190.012, Florida Statutes, authorizes the District, subject to 
applicable governmental jurisdiction and approvals, to operate and maintain parks and 
recreational facilities and to adopt and enforce appropriate rules in connection with services 
provided through District facilities; and 

 WHEREAS, pursuant to the Interlocal Agreements among Hillsborough County, 
the District, and Westbrook Westchase, L.P., the Glencliff Park and the Baybridge Park 
(the “Parks”) are owned and maintained by the District, subject to the requirement that they 
remain available for use by all residents of Hillsborough County, Florida; and 

 WHEREAS, the Board of Supervisors has reviewed Hillsborough County Code of 
Ordinances § 38-20, which  regulates use of County parks and requires heightened approval 
for for-profit uses of reserved County park facilities; and 

 WHEREAS, the Board of Supervisors finds that preserving the Parks for public 
recreational use, protecting public facilities and resources, minimizing operational and 
liability burdens, and avoiding the diversion of District resources to supervise private 
commercial activities within these Parks serve a valid public purpose; and 

 WHEREAS, the Board of Supervisors finds that a categorical prohibition on 
commercial and for-profit uses of the Parks is consistent with the District’s responsibility 
to operate and maintain those Parks for public use.  
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 NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF 
SUPERVISORS OF THE DISTRICT AS FOLLOWS: 

Section 1. RECITALS; AUTHORITY. The recitals stated above are true and correct 
and are incorporated by reference as a material part of this Resolution. This Resolution is 
adopted pursuant to the District’s authority under Chapter 190, Florida Statutes, and shall 
be implemented consistently with all applicable laws, the Interlocal Agreements with 
Hillsborough County, and with any other recorded or contractual obligation governing a 
particular District Park. 

Section 2.  DEFINITIONS. For purposes of this Resolution: 

a. “Commercial or For-Profit Activity” means an activity conducted in whole or 
in part for monetary compensation, private financial gain, commercial promotion, 
solicitation of customers, or the sale, lease, rental, or offering of goods or services. 
The term includes, without limitation, paid instruction, training, coaching, fitness 
classes, camps, clinics, tutoring, organized tours, product demonstrations, sales, 
vending, commercial photography or videography undertaken for a client or 
business, and the distribution of advertising or promotional materials in connection 
with a business. 

b. “District Parks” means Glencliff Parks, and any associated facilities, and 
Baybridge Park, and any associated facilities, unless a written agreement governing 
a particular facility requires a different treatment. 

c. “District-Sponsored Activity” means an activity directly organized, funded, 
contracted for, or formally authorized by the District to carry out a lawful District 
purpose. A District-Sponsored Activity does not include a private activity merely 
because it is advertised to District residents or held at a District Park. 

Section 3.  PROHIBITION. No person or entity may conduct, organize, advertise, 
offer, solicit, reserve District Park space for, or otherwise use a District Park for a 
Commercial or For-Profit Activity. The District shall not issue a reservation, permit, 
license, or other authorization for such use. 

Section 4.  SCOPE AND LIMITATIONS. 

a. This Resolution does not prohibit ordinary personal recreational use of a District 
Park; incidental, noncommercial sharing of costs among participants; or the use of 
a District Park by a person who happens to be employed by, own, or be affiliated 
with a business, so long as the activity itself is not a Commercial or For-Profit 
Activity. 
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b. This Resolution does not prohibit a District-Sponsored Activity, a governmental 
activity, or a contractor’s work performed for the District or another governmental 
entity under a lawful written contract. 

c. Nothing in this Resolution authorizes the District to restrict activity protected by 
federal or state law or to impose a restriction inconsistent with the Interlocal 
Agreements or another applicable agreement. This Resolution shall be construed 
and applied in a content-neutral and nondiscriminatory manner. 

Section 5.  NO WAIVER OR PRIVATE APPROVAL. No District employee, 
contractor, manager, supervisor, or agent may waive or grant an exception to the 
prohibition in Section 3. Any exception, if legally permissible and deemed necessary by 
the Board, must be approved through a subsequently adopted Board motion or resolution, 
expressly identifying the activity, location, dates, and conditions of the exception. 

Section 6.  IMPLEMENTATION AND ENFORCEMENT. The District Manager 
is authorized and directed to implement this Resolution.  Nothing in this Resolution creates 
a private right of action, authorizes the District to exercise police powers, or limits the 
District’s right to pursue any lawful remedy for unauthorized use of District property. 

Section 7. SEVERABILITY. If any provision of this Resolution is held invalid or 
unenforceable, the remaining provisions shall remain in full force and effect to the extent 
permitted by law. 

Section 8.  CONFLICTS. Any resolution, policy, procedure, or part thereof in 
conflict with this Resolution is hereby superseded to the extent of the conflict. In the event 
of a conflict between this Resolution and a controlling statute, governmental requirement, 
or applicable agreement affecting a District Park, the controlling authority shall govern. 

Section 9.  EFFECTIVE DATE. This Resolution shall take effect immediately upon 
its adoption. 
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 PASSED AND ADOPTED this ___ day of __________, 2026, by the Board of 
Supervisors of the Westchase Community Development District. 

Attest: 

 

Print Name: _________________________ 
Secretary/Assistant Secretary 

WESTCHASE COMMUNITY 
DEVELOPMENT DISTRICT 

____________________________________ 

Print Name: _________________________ 
Chair, Board of Supervisors 
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Westchase Community Development District (CDD) 
Montague Street Green Usage Guidelines 

 
Westchase CDD supervisors approved these Montague Street Green Usage Guidelines at their 
February 7, 2023 meeting. The purpose of the new guidelines is to encourage greater use of the 
Montague Street Green for community-enhancing events and activities. 
 
Purpose: As detailed by Westchase developer representative Jack Rowlett at a February 1998 
community meeting at the Westchase Swim and Tennis Center, West Park Village was designed 
as a neotraditional neighborhood surrounding an active town center, a site for community-
building gatherings, celebrations and events. To lessen homeowner impact from activities on 
the Green, the developer surrounded the Green with apartments and businesses. To enhance 
safety in the town center, the developer also created narrow, divided roads and permitted 
street parking to further narrow roads to slow traffic and enhance walking and pedestrian 
safety.  
 
The following represent acceptable uses of the Montague Street Green. 
 
Acceptable Uses 
 

1. Not for profit organizers (holding a 501(c)3 designation) of events that offer 
opportunities, entertainment and/or recreational activities for residents. Examples 
include the Westchase Community Association’s Movies in the Park, WOW’s Great West 
Chase 5K/10K Road Races and WOW’s Food Truck Rallies. 

2. For-profit events that provide a significant service and/or entertainment value to 
Westchase residents and which enhance community. Examples of such acceptable for-
profit events include a free, open yoga class or art festivals, farmers markets and small 
concerts financed by business sponsorships rather than charging admission. (For-profit 
single-tent vendors selling items/services outside of a large, organized market event do 
not constitute an acceptable use.) 

3. Exceptions for events outside of these acceptable uses may be considered by the 
Westchase CDD Board at their monthly meeting.  

 
The following represent usage rules that all entities using the Montague Street Green must 
agree to: 
 
Usage Rules 
 

1. All organizers/businesses/representatives that use the West Park Village Montague 
Street Green are subject to financial charges for any damages to district property arising 
from event use. 

2. Event usage of the Montague Street Green will be limited to two major events in any 
calendar month (except October), with usage rights provided on a first come-first served 
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basis. In the month of October, three major events may be considered. Additional 
events beyond this number may be considered by CDD Supervisors. 

3. With the exception of the annual WOW road race or a similar, infrequent event, 
activities/events should be scheduled in the hours between 8 a.m.-10 p.m. with care 
taken to minimize disruptive noise before 9 a.m. and after 9:30 p.m. 

4. Organizers of events expected to produce more than 300 vehicles must provide a web 
site or social media site providing suggestions for nearby parking options. 

5. All event organizers must provide proof of adequate insurance coverage of at least 
$300,000 per incident for individuals or $1,000,000 aggregate for not for profit 
organizations or for profit organizations.  
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November 17, 2025 
 
Reggie Gillis 
Westchase Community Development District 
 
Re: Westchase Golf Club Acquisition 
 
Reggie: 
 

Christovich and Associates, LLC (“CAA”) is pleased to have the opportunity to assist you 
in the above referenced matter.  This letter sets forth the terms upon which will govern the 
engagement of our firm, and the terms upon which we have agreed to assist. If you have any 
questions concerning this letter or any matter, please call me. 

 
The purpose of this engagement letter is based upon your request that CAA provide 

consulting services in conjunction with Westchase CDD’s desire to explore the acquisition of the 
Golf Club.  We will bill our work at the rate of $350 per hour.  We will also include reasonable 
expenses associated with the assignment at our cost (i.e. mileage, lodging, etc. should any travel be 
required).  Once this engagement is completed, we will continue to bill you $350 per hour for any 
consultations and related work, and we agree not to exceed twenty (20) hours of preliminary work 
without your prior approval.  An initial retainer of $2,000 is due upon execution of this agreement. 

 
I will be the point person for all communication on the Matter.  I envision the scope of work 

for the initial stage of this engagement as follows: 
 

1) Derive a market opinion of value for the golf club, based on owner-provided historical 
information, current property conditions and deferred maintenance, recent comparable 
sales, and current market conditions as they relate to golf course investment trends.  This 
would include a full review of all due diligence materials and a full property inspection. 
 

2) Assist the CDD in negotiating the purchase price/offer with current ownership 
 

3) Given a meeting of the minds between the CDD and ownership: 
 

a. Solicit input from specialty (club) architects to provide input regarding the current 
clubhouse facilities, potential expansion options/challenges. 
 

b. Engage other experts as needed to assess major capital improvement needs, 
particularly as it relates to the irrigation system, cart paths, drainage, bridges, etc. 

 
c. Provide guidance/options as it relates to the club structure post-purchase (i.e. public, 

semi-private, private). 
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d. Produce a set of financial projections (three-years) and related assumptions for each 
operating structure. 

 

e. Assist in developing the acquisition plan details and timeline communications to 
residents to the CDD board and residents. 

 
Additional Terms and Conditions: 

 
Christovich and Associates, and any of its employees and/or agents, are independent 

contractors. While you and your client will not control the methods by which services are 
conducted, we agree and are required to act reasonably and lawfully at all times, and are not to 
harass or offend anyone, nor invade anyone's privacy. 
 
This engagement will commence upon full execution of this letter and may be terminated by your 
company with fifteen (15) days’ written notice. 
 
This engagement agreement may not be assigned, and applies to and shall bind Christovich and 
Associates, LLC’s successors. 
 
The Westchase CDD is solely responsible for paying the fees and costs contained herein.   
 
Greg Christovich will be available for phone conferences and/or meetings as needed upon 
reasonable notice.   
 

If the terms of this engagement letter are satisfactory to you, please provide evidence of 
your agreement to its terms by signing in the space provided below and returning a copy of the 
letter to me via email.  In the event any specific issues arise that require additional experts, we will 
advise you of the need to obtain those experts and assist in coordinating their assistance. 

 
We are pleased to have the opportunity to propose this work to you, and I look forward to 

our future business relationship. 
 

Sincerely, 
 
Greg Christovich 
 
Greg Christovich, President and CEO 

       November 17, 2025 
Agreed and Accepted: 
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By: ____________________________  
 
Date: __________________ 
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REQUEST FOR PROPOSALS  

FOR  

SIDEWALK REPLACEMENT PHASE 2

WESTCHASE 
COMMUNITY DEVELOPMENT DISTRICT 

ISSUED BY: 
WESTCHASE CDD  

ATTN: BDI ENGINEERS  
536 4TH AVE S, St. PETERSBURG, FL 33701 

(813) 683-2170
JWHITED@BDIENGINEERS.COM 
RDVORAK@BDIENGINEERS.COM 

Date of Issue:09/04/2026
Due Date / Time: 10/23/2026 3:00PM
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WESTCHASE 
COMMUNITY DEVELOPMENT DISTRICT 

Sidewalk Replacement Services 

WESTCHASE, FL 

Request For Proposals 

Notice is hereby given that Westchase CDD (the “CDD”) will accept proposals from all 
qualified companies interested in providing sidewalk replacement, grinding & repair services. 
Firms desiring to submit proposals for this project may attend an optional pre-bid meeting, on 
(09/15/2026 at 10am) at Westchase CDD located at 9515 W. Linebaugh Avenue Tampa, FL 
33626. Firms desiring to submit proposals must submit one all inclusive digital proposal by 
(10/23/2026 at 3pm) to BDI Engineering Attn: Robert Dvorak @ rdvorak@bdiengineers.com & 
Jerry Whited @ jwhited@bdiengineers.com. 

Any proposal not completed as specified or missing the required documents may be 
disqualified. 

The CDD reserves the right to accept or reject any or all proposals in its sole and 
absolute discretion, whether or not reasonable, either with or without cause, to waive 
technical errors and informality, to postpone the award of the contract, to elect not to 
proceed with the subject award process and to accept a proposal or portion of a proposal, 
which in its judgment best serves the CDD. 

If you have questions relative to this project, please contact BDi Engineers, at (813) 683-2170 
& jwhited@bdiengineers.com, rdvorak@bdiengineers.com
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Instructions to Proposers 

SECTION 1. DUE DATE AND Opt onal PRE-BID MEETING. Firms desiring to submit 
proposals for this project may attend an optional pre-bid meeting on (09/15/2026 at 10am) at 
Westchase CDD at 9515 W. Linebaugh Avenue Tampa, FL 33626. Firms desiring to submit 
proposals must submit one all inclusive digital proposal by (10/23/2026 at 3pm) to BDI 
Engineering Attn: Robert Dvorak @ rdvorak@bdiengineers.com & Jerry Whited @ 
jwhited@bdiengineers.com.  Wroposals received after the time and date stated above will not 
be considered. Any proposal not completed as specified or missing the required proposal 
documents may be disqualified at the CDDΖs discretion. Firms submit their proposals on a 
voluntary basis and therefore are not entitled to compensation of any kind. The CDD shall not 
be obligated or be liable for any costs incurred by proposing firm prior to issuance of a contract. 
All costs to prepare and submit a response to this RFW shall be borne by the proposing firm.

SECTION 2. SIGNATURE ON PROPOSAL. The proposing firm must eǆecute all forms, 
aĸdavits, and acknowledgments for which signature and notary blocks are provided. If the 
proposal is made by an individual, that person͛s name and business address shall be shown. If 
made by a partnership, the name and business address of an authoriǌed member of the firm or 
partnership shall be shown. If made by a corporation, the person signing the proposal shall 
show the name of the state under the laws of which the corporation was chartered. In addition, 
the proposal shall bear the seal of the corporation. Anyone signing the proposal as agent shall 
file with the proposal legal evidence of his/her authority to do so. All proposals must be 
completed in ink or typewritten. No erasures are permitted. If a correction is necessary, draw a 
single line through the entered figure and enter the corrected figure above it. Corrections must 
be initialed by the person signing the proposal. 

SECTION 3. FAMILIARITY WITH THE PRO:ECT. Before submitting a proposal, the 
proposing firm shall carefully read the scope and specifications and fully inform itself as to all 
eǆisting conditions and limitations. Submitting a proposal is a certification by the proposing firm 
that the proposing firm is familiar with the scope and specifications as well as all areas where 
work is to be performed. No additional compensation or relief from any obligations of the 
contract agreement will be granted because of lack of knowledge of the site or conditions under 
which the contemplated work will be performed. 

SECTION 4. FAMILIARITY WITH THE LAW. By submitting a proposal, the proposing firm is 
assumed to be familiar with the CDD͛s operating rules and procedures, as well as all federal, 
state, and local laws, ordinances, rules and regulations that in any manner aīect the provision 
of the requested services. Ignorance on the part of the proposing firm will in no way relieve it 
from responsibility to provide the services and fulfill such other obligations covered under the 
proposal in compliance with all such laws, ordinances and regulations. 
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SECTION 5. QUALIFICATIONS OF PROPOSING FIRM. The contract, if awarded, will 
only be awarded to a responsible proposing firm who is qualified and has the ability to 
provide the services specified herein, at the sole and absolute discretion of the CDD. The 
proposing firm shall submit with its proposal satisfactory evidence of a history of fulfillment of 
similar contracts and show that it is fully prepared with the necessary organiǌation, 
personnel, capital, and equipment to provide the specified services. 

SECTION 6. COLLUSION. Wroposing firm shall be disqualified and their proposals rejected 
if the CDD has reason to believe that collusion may eǆist among the proposing firms, 
the proposing firm has defaulted on any previous contract or is in arrears on any previous or 
eǆisting contract, or for failure to demonstrate proper licensure and business organiǌation. 

SECTION 7. INTERPRETATIONS AND ADDENDA. All questions about the meaning 
or intent of the Wroject Manual are to be directed in writing only to BDi Engineering, via 
email at Robert Dvorak @ rdvorak@bdiengineers.com & Jerry Whited @ 
jwhited@bdiengineers.com.  

SECTION 8. SUBMISSION OF PROPOSAL. Firms desiring to submit proposals 
must submit one all inclusive digital proposal by (10/23/2026 at 3pm) to BDI Engineering 
Attn: Robert Dvorak @ rdvorak@bdiengineers.com & Jerry Whited @ 
jwhited@bdiengineers.com. 

SECTION 9 MODIFICATIONS AND WITHDRAWAL. Wroposals may be modified 
or withdrawn by an appropriate document duly eǆecuted and delivered to the place 
where proposals are to be submitted at any time prior to the time and date the proposals are 
due. 

SECTION 10. PRO:ECT MANUAL. The Wroposal Wacket/Wroject Manual, including scope of 
work for the CDD, will be available beginning (09/0ϰ/2026) via email from Jerry Whited @ 
jwhited@bdiengineers.com. Failure to obtain the Wroject Manual as specified herein will 
preclude the CDD͛s consideration of a proposal submitted by the proposer. 

SECTION 11. PROPOSAL FORMS. All blanks on the proposal forms must be completed in 
ink or typewritten. In making its proposal, each proposing firm represents that it has 
read and understands the Wroposal Wacket/Wroject Manual and that the proposal is 
made in accordance therewith, including verification of the contents of the Wroposal 
Wacket/Wroject Manual. Failure to supply any requested information and submit fully 
completed forms may result in disqualification. The CDD reserves the right to request 
additional information if clarification is necessary. 

SECTION 12. BASIS OF AWARD/RIGHT TO RE:ECT. The CDD reserves the right to reject 
any and all proposals in its sole and absolute discretion, whether or not 
reasonable, make modifications to the scope of work, and waive any informalities or 
irregularities in the proposals as it is deemed in the best interest of the CDD up until such 
time as a contract has been fully eǆecuted by both parties. 

SECTION 13. CONTRACT AWARD AND SERVICE AGREEMENT TERM. Within fourteen (1ϰ) 
days of receipt of the Notice of Award of the CDD contract, or as otherwise eǆtended by 
the CDD, the proposing firm shall enter into and eǆecute a contract agreement. If a proposing 
firm to whom the contract is awarded forfeits and fails to eǆecute a contract agreement 
within the aforementioned timeframe, the contract award may be annulled at the CDD͛s 
option. If the award is annulled, the CDD may, at its sole discretion, award the contract to 
the neǆt highest ranked proposing firm, re-advertise, perform the work by day/temporary 
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labor, or through in-house operations. The CDD and the selected contractor (“Contractor”) will 
eǆecute a contract for the specified work. This RFW does not guarantee that a contract will be 
awarded. The CDD reserves the eǆclusive right to reject any and all proposals. The CDD 
reserves the right to award by items, groups of items, or total proposal. 

SECTION 14. CHANGES/MODIFICATIONS. The CDD reserves the right to order changes in 
its scope of work and resulting contract. The successful proposing firm has the right to request 
an equitable price adjustment in cases where modifications to the contract under the authority 
of this clause result in increased costs to the Contractor. Wrice adjustments will be based 
on the prices proposed by the Contractor in response to this solicitation. Any 
contract resulting from this solicitation may be modified upon written and mutual 
consent of both parties. 

SECTION 15. INSURANCE. All proposing firms shall include as part of their proposal 
a current Certificate of Insurance demonstrating the firm͛s insurance coverage. In the 
event the proposing firm is notified of award for the work, it shall provide proof of the 
Insurance Coverage requested, further identifying the CDD, its officers, employees, and 
agents as additional insureds, as more specifically to be stated in the contract to be 
eǆecuted, within fourteen (1ϰ) calendar days after notification, or within such approved 
eǆtended period as may be granted. Failure to provide proof of insurance coverage shall 
constitute a default and the CDD may proceed as referenced in Section Thirteen (13) above. 

SECTION 16. INDEMNIFICATION. The successful proposing firm for the work shall 
fully indemnify, defend, and hold harmless the CDD and its officers, agents, and employees from 
and against all claims, damages, costs, and losses arising, in whole or in part, as more 
fully set forth in the contract to be eǆecuted. 

SECTION 17. LIMITATION OF LIABILITY. Nothing herein shall be construed as or 
constitute a waiver of the CDDΖs limitations on liability contained in Section 768.28, 
Florida Statutes, or other applicable statute or law. 
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SECTION 18. PROPOSAL REQUIREMENTS. All proposals shall include the following 
information in addition to any other requirements of the Wroposal Wacket/Wroject Manual: 

1. Narrative description of the firm͛s approach to providing the services as described
in the scope of services provided herein.

2. Completed proposal pricing. hnit costs for sidewalk replacement, including
installation, sidewalk grinds & additional sidewalk repairs, shall be included.

3. List position or title, corporate responsibilities, and number of years of eǆperience
of key management or supervisory personnel (forms attached as part of
Contractor͛s Yualification Statement). Include rĠsumĠs for each person listed͖
list number of years of eǆperience in present position for each person listed and
years of related eǆperience.

ϰ. Three (3) references from projects of similar siǌe and scope. The firm should
include information relating to the work it conducted for each reference, as well
as a name, address, and phone number of a contact person.

5. Information related to other projects of similar siǌe and scope which firm has
provided, or is currently providing, sidewalk / driveway replacement services
(forms attached as part of Contractor͛s Yualification Statement).

6. A copy of firm͛s insurance certificate indicating the types of coverage and limits
for general, property, automobile liability insurance, and worker͛s compensation
insurance.

7. Completed copies of all other forms included within the Wroject Manual.

SECTION 19. EVALUATION OF PROPOSALS. The proposals shall be evaluated by the 
Board of Supervisors based on the Evaluation Criteria set forth herein. Wroposals may be held by 
the CDD for a period not to eǆceed one hundred twenty (120) days from the date of proposal 
opening for the purposes of reviewing the proposals and investigating the qualifications of 
the proposing firm, prior to eǆecuting a contract agreement. During this time, all provisions of 
the submitted proposal must be in effect, including pricing. The CDD may visit the Wroposer͛s 
facilities as part of the evaluation process. The CDD also reserve the right to seek clarification 
from prospective firms on any issue in a response, invite specific firms for site visits, oral 
presentations, or take any action it feels necessary to properly evaluate the submissions and 
construct a solution in the CDD͛s best interest. 
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SECTION 19.1 PROPOSALS RESPONSIVENESS. REYhIRED DOChMENTATION

1. Wroposals will be reviewed to determine if all required documentation
was included with the proposal submittal.

2. Wroposals that fail to contain the required documents will be
disqualified from further consideration.

3. Wroposals that fail to meet the Minimum Yualifications as described herein or the Wroject
Goals, Objectives, and/or Requirements will be disqualified from further consideration.

In preparing the Wroposals, please dupleǆ print all sections to reduce paper consumption and use 
recycled products, where feasible. Wroposals shall be prepared on 8.5” ǆ 11” paper with 1” margins 
on all sides. Typing shall be single spaced and no smaller than font siǌe 11. hse of 11” ǆ 17” fold 
out sheets for large tables, charts or diagrams is permissible, but should be limited. Each part of 
the Wroposal should be clearly labeled and tabbed for easy reference. 

SECTION 19.2 GENERAL FORMAT.

1. Completed price proposal (form attached)

2. Three references from projects of similar siǌe and scope to which the Wroposer has provided,
or is currently providing work similar to this RFW. The Wroposer must include information
relating to the services that was provided for each reference as well as a name, address and
phone number of a contact person. Failure to provide such contact information shall result in
the non-consideration of the provided reference.

3. A copy of its insurance certificate indicating the types of coverage and limits for general,
property, umbrella, automobile liability insurance, and worker͛s compensation insurance.

ϰ. Completed copies of all other forms included within the Wroposal Wacket.
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EVALUATION CRITERIA

This Request for Wroposal includes following all the procedures in this document and sending the 
sealed proposal information to the CDD by the due date and time and in the manner set forth in 
this RFW. Once proposals are received, the Board of Supervisors members will review each 
submittal and score each proposal based on the evaluation criteria. The award will be 
based on the proposal that is most advantageous to the CDD. The Wroposals will be 
evaluated on the following criteria: 

Factor Description Points 

1. 

CŽŵƉůĞƚĞŶĞƐƐ ŽĨ WƌŽƉŽƐĂů 
Completeness of response in accordance with RFW instructions 
and requirements.
Wroposal is neat, professional in appearance and bound appropriately for the 
document͛s thickness. 

5 

2. 

EǆƉĞƌŝĞŶĐĞ 
Contractual and technical eǆperience in performing work of similar siǌe and 
scope͖ eǆperience working with commercial properties, 
community development districts, or public agencies. 10 

3. 

YƵĂůŝĨŝĐĂƚŝŽŶƐ ŽĨ <ĞǇ WĞƌƐŽŶŶĞů 
Yualifications of staff, adequacy of labor commitment, training programs 
for staff. 5 

4. 

MĂĐŚŝŶĞƌǇ͕ EƋƵŝƉŵĞŶƚ͕ ĂŶĚ MĂŶƉŽǁĞƌ 
Contractor possesses adequate machinery, equipment, and manpower 
to perform the work in a high-quality manner or the ability to acquire 
said machinery, equipment, and manpower prior to contract start 
date. Financial stability and creditworthiness of contractor will be 
considered. 

40 
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5. 

RĞĨĞƌĞŶĐĞƐ 
Assessment of proposer͛s work by client references and references with 
demonstrated success in providing similar product and 
installation. References must also indicate proposer͛s ability to form 
positive and collaborative relationships with clients and clients͛ staff. 

10 

6. 

CŽƐƚ 
Cost Wroposal will be evaluated using the following formula: 

(Lowest Wroposed Cost / Wroposer͛s Cost) y 30 с Total Cost Woints 
30 

Total 100 

Once proposals are received, the Board of Supervisors will review each submittal and score each 
proposal based on the evaluation criteria. The award will be based on the proposal that 
is most advantageous to the CDD. 

The CDD also reserves the right to seek clarification from prospective companies on any issue in 
a response, invite specific companies for site visits or oral presentations, or take any action 
it feels necessary to rigorously evaluate the submissions and construct a solution in the 
CDD͛s best interest. 

Failure to submit the requested information or required documentation may result in the 
lessening of the proposal score or the disqualification of the proposal response. 

Do not attempt to contact any Board member, staff member or any person other than 
the appointed staff for questions relating to this project. Anyone attempting to lobby the 
CDD͛s representatives will be disqualified. 

SECTION 20. BLACK OUT PERIOD/CONE OF SILENCE. The blackout period is defined 
as between the time the Request for Wroposals is issued and the time the CDD awards 
the contract. During this black out period, any attempt by a firm or its representatives to 
influence the thinking of the CDD staff or officials related to this RFW, in person, by mail, by 
facsimile, by telephone, by electronic mail, or by any other means of communication, 
will result in disqualification of the firm from consideration for award and/or contract 
under this RFW. This does not apply to pre-solicitation conferences, contract negotiations, or 
communications with the CDD staff not concerning this RFW. 

SECTION 21. PRICING. Wroposing firms shall submit their price information on the 
supplied forms with all blank spaces completed. Wroposing firms shall also sign the 
required forms. Each line item shall be clearly stated and cover all charges including 
incidental eǆpenses, applicable taǆes, insurance, overhead and profit. Wroposing firms will not 
be allowed to make any substitutions in materials, quantities or frequencies during the 
proposal process. Wroposing firms shall guarantee that their pricing shall not increase 
throughout the term of the contract agreement eǆecuted. 
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SECTION 22. REFERENCE TERMS. Any headings in this document are for the purposes of 
reference only and shall not limit or otherwise affect the meaning thereof. Any reference to 
gender shall be construed to include all genders, firms, partnerships and corporations. 
References in the singular shall be construed to include the plural and references in the plural 
shall be construed to include the singular. Any reference to the “CDD” shall be construed 
to refer to Westchase  Community Development District and the CDD shall be the 
legislative authority for all matters concerning the CDD and the CDD͛s resulting contract. 

SECTION 23. ADDITIONAL TERMS AND CONDITIONS. No additional terms 
and conditions included with the proposal response shall be evaluated or considered and 
any and all such additional terms and conditions shall have no force and effect and are 
inapplicable to the proposal. If submitted either purposefully through intent or design or 
inadvertently appearing separately in transmitting letters, specifications, literature, price lists or 
warranties, it is understood and agreed the general and special conditions in this solicitation 
are the only conditions applicable to this proposal and the proposing firm͛s authoriǌed 
signature affiǆed to the proposal attests to this. 
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WROWOSAL FORM  
FOR  

SIDEWALK GRIND, REWAIR & REWLACEMENT SERVICES FOR 

WESTCHASE CDD 
COMMhNITz DEVELOWMENT DISTRICT 

TO BE ShBMITTED TO: 

WESTCHASE CDD  
COMMhNITz DEVELOWMENT DISTRICT  
c/o Jerry Whited, Wroject Manager at 

jwhited@bdiengineers.com 

TO: Westchase CDD Community Development District 

FROM: 
(Wroposing Company) 

In accordance with the Request for Wroposal for Sidewalk Grinds, Repair & 
Replacement Services for Westchase CDD Community Development District, the 
undersigned proposes to provide all services as described in the detailed Scope and/or 
Specifications for the CDD. 

All Wroposals shall be in accordance with the Wroposal Wacket/Wroject Manual. 

ACKNOWLEDGEMENTS

The undersigned acknowledges, by the below eǆecution of this proposal, that all 
information provided herein has been provided in full and that such information is truthful and 
accurate. The proposing firm agrees through submission of this proposal to honor all pricing 
information for one hundred twenty (120) days from the date of the proposal opening and, if 
awarded the CDD Contract on the basis of this proposal, to enter into a contract agreement 
within fourteen (1ϰ) days after receiving notice of the award. Wroposing firm understands 
that inclusion of false, deceptive, or fraudulent statements of this proposal constitutes fraud 
and that the CDD considers such action on the part of the proposing firm to constitute good 
cause for denial, suspension, or revocation of a proposal. 

The undersigned hereby authoriǌe(s) and request(s) any person, firm, or corporation to furnish 
any pertinent information requested by the CDD and/or its authoriǌed agents, deemed necessary 
to verify the statements made in this proposal or attachments hereto, or regarding the ability, 
standing and general reputation of the proposing firm. 

The undersigned further acknowledges the receipt of the Wroposal Wacket/Wroject Manual and 
all Wroposal Documents related thereto. 
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WESTCHASE CDD 
COMMUNITY DEVELOPMENT DISTRICT SIDEWALK / 

DRIVEWAY REPLACEMENT SERVICES PROPOSAL FORM 

I, ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ representing  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ (“Wroposing firm”), 
agree to furnish the services required in the scope/specifications at the following prices: 

I. Contract Proposal Amount:

A. Contract Total Ψ

NAME OF WROWOSING FIRM: 

FAy: 

ADDRESS: 

WHONE: 

SIGNAThRE: 

WRINTED NAME:  

TITLE: 

DATE: 
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STONEBRIDGE
SIDEWALK GRIND, REPAIR Θ REPLACEMENT

ITEM DESCRIPTION QUANTITY UNIT PRICE 

1 LS $ ____________  

 �� SY $ ____________  

 �� SY $ ____________  

  �� LF  $ ____________  

101-1 Mobiliǌation

522-3 Concrete Sidewalk Removal

522-3 Concrete Sidewalk Replacement

Sidewalk Grinds 

Additional Repairs  $ ____________  

Contractor will call 811 to have all utilities marked before any work begins. Contractor is 
the responsible party to repair or pay for repairs to any utilities and residents irrigation 
lines.   

TOTAL COST Ψ 

TOTAL CONTRACT AMOhNT Ψ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ TOTAL 

CONTRACT DAzS ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
hNIT WRICE FOR ADDITIONAL SIDEWALK GRINDS ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
hNIT WRICE FOR ADDITIONAL SIDEWALK REWLACEMENTS ͺͺͺͺͺͺͺͺͺͺͺͺͺ

Page 176



THE VINEYARDS
SIDEWALK GRIND, REPAIR Θ REPLACEMENT

ITEM DESCRIPTION QUANTITY UNIT PRICE 

1 LS $ ____________   

�� SY $ ____________   

�� SY $ ____________   

��� LF       $ ____________   

101-1 Mobiliǌation

522-3 Concrete Sidewalk Removal

522-3 Concrete Sidewalk Replacement

Sidewalk Grinds

Additional Repairs  $ ____________  

Contractor will call 811 to have all utilities marked before any work begins. Contractor is 
the responsible party to repair or pay for repairs to any utilities and residents irrigation 
lines.   

TOTAL COST Ψ 

TOTAL CONTRACT AMOhNT Ψ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ TOTAL 

CONTRACT DAzS ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
hNIT WRICE FOR ADDITIONAL SIDEWALK GRINDS ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
hNIT WRICE FOR ADDITIONAL SIDEWALK REWLACEMENTS ͺͺͺͺͺͺͺͺͺͺͺͺͺ
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WEST PARK VILLAGE
SIDEWALK GRIND, REPAIR Θ REPLACEMENT

ITEM DESCRIPTION QUANTITY UNIT PRICE 

1 LS $ _____________   

��� SY $ _____________   

��� SY $ _____________   

����� LF       $ _____________   

101-1 Mobiliǌation

522-3 Concrete Sidewalk Removal

522-3 Concrete Sidewalk Replacement

Sidewalk Grinds

Additional Repairs  $ _____________  

Contractor will call 811 to have all utilities marked before any work begins. Contractor is 
the responsible party to repair or pay for repairs to any utilities and residents irrigation 
lines.   

TOTAL COST Ψ 

TOTAL CONTRACT AMOhNT Ψ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ TOTAL 

CONTRACT DAzS ͅ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
hNIT WRICE FOR ADDITIONAL SIDEWALK GRINDS ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
hNIT WRICE FOR ADDITIONAL SIDEWALK REWLACEMENTS ͺͺͺͺͺͺͺͺͺͺͺͺͺ
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VILLAGE GREEN
SIDEWALK GRIND, REPAIR Θ REPLACEMENT

ITEM DESCRIPTION QUANTITY UNIT PRICE 

1 LS $ ____________ 

��� SY $ ____________ 

��� SY $ ____________ 

��� LF       $ ____________ 

101-1 Mobiliǌation

522-3 Concrete Sidewalk Removal

522-3 Concrete Sidewalk Replacement

Sidewalk Grinds

Additional Repairs  $ ____________ 

Contractor will call 811 to have all utilities marked before any work begins. Contractor is 
the responsible party to repair or pay for repairs to any utilities and residents irrigation 
lines.   

TOTAL COST Ψ 

TOTAL CONTRACT AMOhNT Ψ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ TOTAL 

CONTRACT DAzS ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
hNIT WRICE FOR ADDITIONAL SIDEWALK GRINDS ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
hNIT WRICE FOR ADDITIONAL SIDEWALK REWLACEMENTS ͺͺͺͺͺͺͺͺͺͺͺͺͺ
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HARBOUR LINK
SIDEWALK GRIND, REPAIR Θ REPLACEMENT

ITEM DESCRIPTION QUANTITY UNIT PRICE 

1 LS $ ____________ 

��� SY $ ____________ 

��� SY $ ____________ 

��� LF       $ ____________ 

101-1 Mobiliǌation

522-3 Concrete Sidewalk Removal

522-3 Concrete Sidewalk Replacement

Sidewalk Grinds

Additional Repairs  $ ____________ 

Contractor will call 811 to have all utilities marked before any work begins. Contractor is 
the responsible party to repair or pay for repairs to any utilities and residents irrigation 
lines.   

TOTAL COST Ψ 

TOTAL CONTRACT AMOhNT Ψ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ TOTAL 

CONTRACT DAzS ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
hNIT WRICE FOR ADDITIONAL SIDEWALK GRINDS ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
hNIT WRICE FOR ADDITIONAL SIDEWALK REWLACEMENTS ͺͺͺͺͺͺͺͺͺͺͺͺͺ
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THE GREENS
SIDEWALK GRIND, REPAIR Θ REPLACEMENT 

ITEM DESCRIPTION QUANTITY UNIT PRICE 

1 LS $ ____________

��� SY $ ____________ 

��� SY $ ____________ 

����� LF       $ ____________ 

������0RELOL]DWLRQ 

������&RQFUHWH�6LGHZDON�5HPRYDO 

������&RQFUHWH�6LGHZDON�5HSODFHPHQW 

6LGHZDON�*ULQGV

$GGLWLRQDO�5HSDLUV  $ ____________ 

Contractor will call 811 to have all utilities marked before any work begins. Contractor is 
the responsible party to repair or pay for repairs to any utilities and residents irrigation 
lines.   

TOTAL COST Ψ 

TOTAL CONTRACT AMOhNT Ψ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 

TOTAL CONTRACT DAzS ͅ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
hNIT WRICE FOR ADDITIONAL SIDEWALK GRINDS ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
hNIT WRICE FOR ADDITIONAL SIDEWALK REWLACEMENTS ͺͺͺͺͺͺͺͺͺͺͺͺͺ
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͞�RAFT͟ 
SI�EtAL< ͬ �RIsEtAz REWLACEMENT AGREEMENT 

This Agreement (“Contract”), is made between WESTCHASE CDD COMMhNITz 
DEVELOWMENT DISTRICT (hereinafter referred to as “CDD” or “Owner”), a community 
development district organiǌed under the laws of the State of Florida and 
established pursuant to Chapter 190, Florida Statutes, being situated in Hillsborough, 
Florida. 

RECITALS 

t,EREAS, the CDD was established for the purpose of financing, 
funding, planning, establishing, acquiring, constructing, or reconstructing, 
enlarging or eǆtending, equipping, operating and maintaining systems and 
facilities for certain infrastructure improvements͖ and 

t,EREAS, the CDD has a need to retain an independent contractor to 
provide sidewalk / Aprons / Curbs / Gutters replacement services within the 
communities in the Westchase CDD͖ and 

t,EREAS Contractor submitted a proposal (hereinafter “Wroposal”) and 
incorporated herein by reference, and represents that it is qualified to serve as 
contractor for this project and provide said sidewalk / driveway replacement 
services to the CDD. 

NOt͕ T,EREFORE͕ in consideration of the mutual covenants set forth below, and 
other good and valuable consideration, the receipt and sufficiency of which is hereby 
acknowledged, Contractor and the CDD agree as follows: 

I. INCORWORATION OF RECITALS

The recitals stated above are true and correct and by this reference are 
incorporated by reference as a material part of this Agreement. 

II. �ESCRIWTION OF tOR<

The work to be performed shall include all labor, material, equipment, 
supervision, and transportation necessary to perform the services as more fully set forth 
in the scope of services attached hereto as EǆŚŝďŝƚ ͞A͟ or any Additional Services Order 
subject to this Contract (hereinafter referred to
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 as the “Contract Work”). A site map of the CDD showing the sidewalk replacement 
areas to be performed by the Contractor is attached hereto as Eǆhiďit ͞B͟. 

While performing the Contract Work, the Contractor shall assign such 
eǆperienced staff as may be required, and such staff shall be responsible for 
coordinating whenever on site with the Westchase CDD operations Manager, 
eǆpediting, and controlling all aspects to assure completion of the Contract Work 
in accordance with the Wroposal and attached specifications. All work shall be 
performed in a neat and professional manner reasonably acceptable to the CDD and 
shall be of the very highest quality at least in accordance with industry standards. 
The performance of all services by the Contractor under this Contract and related to 
this Contract shall conform to any written instructions issued by the CDD. 

1. Should any work and/or services be required which are not specified in this
Contract, Additional Services Order, or any addenda, but which are
nevertheless necessary for the proper provision of services to the CDD, such
work or services shall be fully performed by the Contractor as if described
and delineated in this Contract.

2. The Contractor agrees that the CDD shall not be liable for the payment of any
work or services unless the CDD, through an authoriǌed representative of the
CDD, authoriǌed the Contractor, in writing, to perform such work.

3. The CDD shall designate in writing one or more individuals to act as the CDD͛s
representative(s) with respect to the Contract Work. The CDD͛s
representative(s) shall have complete authority to transmit instructions,
receive information, interpret, and define the CDD͛s policies and decisions with
respect to materials, equipment, elements, and systems pertinent to the
Contract Work.

4. Contractor shall use due care to protect the property of the CDD, its
residents, and landowners from damage. Contractor agrees to repair, at its sole
cost, any damage resulting from the Contract Work within twenty-four

(24) hours of the damage occurring or receiving written notice, whichever is
earlier. The Contractor will call 811 and have all utilities marked be work is
to begin. Any damages to utility lines or irrigation will be the contractor͛s
responsibility to repair or to pay the cost of repairs.

III. CONTRACT SUM͖ TERM

The CDD agrees to pay the Contractor for the Contract Work not-to-eǆceed the 
sum of . 

1. If the CDD should desire additional work or services, the Contractor
agrees to negotiate in good faith to undertake such additional work or
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services. hpon successful negotiations, the parties shall agree in writing to 
an Additional Services Order, addendum, or change order to this 
Contract. The Contractor shall be compensated for such agreed additional 
work or services based upon a payment amount acceptable to the parties and 
agreed to in writing. 

2. The CDD may require, as a condition precedent to making any payment to the 
Contractor that all subcontractors, material men, suppliers or laborers be paid 
and require evidence, in the form of lien releases or partial waivers of lien, to be 
submitted to the CDD by those subcontractors, material men, suppliers, or 
laborers, and further require that the Contractor provide an Affidavit relating to 
the payment of said indebtedness. Further, the CDD shall have the right to 
require, as a condition precedent to making any payment, evidence from the 
Contractor, in a form satisfactory to the CDD, that any indebtedness of the 
Contractor, as to services to the CDD, has been paid and that the Contractor 
has met all of the obligations with regard to the withholding and payment of 
taǆes, Social Security payments, Workmen͛s Compensation, hnemployment 
Compensation contributions, and similar payroll deductions from the wages of 
employees.

3. The Contractor shall maintain records conforming to usual accounting 
practices. The Contractor must render monthly invoices to the CDD, in writing, 

which shall be delivered or mailed to the CDD by the fifth (5th) day of the neǆt 
succeeding month. Each monthly invoice will include such supporting information 
as the CDD may reasonably require the Contractor to provide. Within thirty

(30) days of receipt of said invoice and supporting documentation, the CDD 
shall remit payment to Contractor in accordance with the monthly invoice. The 
CDD reserves the right to withhold all, or any portion of a payment 
should the work not be completed in accordance with scope and terms set 
forth in this Contract, or otherwise found to be deficient, and such deficiencies are 
not corrected within the manner and timeframe prescribed by the CDD after 
having been brought to the Contractor͛s attention. The CDD also reserves the 
right to hire an outside vendor to complete and/or correct deficient work if 
Contractor fails to correct as set forth above and charge such costs to 
Contractor.

IV. TIME OF COMMENCEMENT

The work to be performed under this Contract shall commence after providing the 
CDD a requisite insurance referenced herein and no later than  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ . 

V. CONTRACTOR͛S REPRESENTATIONS
In order to induce the CDD to enter into this Contract, Contractor makes the following

representations, upon which the CDD has actually and justifiably relied:
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1. That Contractor has eǆamined and carefully studied the project site, and
that Contractor has the eǆperience, eǆpertise and resources to perform all required
work.

2. That Contractor has visited the site and at least a fair representative sample of
the project area and become familiar with and is satisfied as to the general, local,
and site conditions that may affect cost, progress, performance or furnishing of the
work to be performed pursuant to this Contract.

3. That Contractor is familiar with and can and shall comply with all federal, state,
and local laws and regulations that may affect cost, progress, performance, and
furnishing of the work to be performed pursuant to this Contract.

4. The Contractor agrees to be responsible for the sidewalk / Apron / Curb /
Gutter replacement services. The Contractor shall be strictly liable for the
warranty and functionality of the sidewalk / Apron / Curb / Gutter replacement
after the project is complete. The Contractor shall not be responsible for wind
damage, or damages due to vandalism. The Contractor shall immediately notify the
CDD if the above incident occurs.

sI. DUTIES AND RIGHTS OF CONTRACTOR

ContractorΖs duties and rights are as follows:

1. Responsibility for and Supervision of Wroject: Contractor shall be solely
responsible for all work specified in this Contract, including the techniques,
sequences, procedures, means, and coordination for all work. Contractor shall
supervise and direct the work to the best of its ability, giving all attention necessary
for such proper supervision and direction.

2. Discipline, Employment: Contractor shall maintain, always, strict discipline
among its employees and shall not employ for work on the project any person unfit
or without sufficient skills to perform the job for which such person is employed.
No smoking in or around the buildings will be permitted. Rudeness or discourteous
acts by Contractor employees will not be tolerated. No Contractor solicitation of
any kind is permitted on the property. Contractors are required to sign in and out
at the clubhouse.

3. Furnishing of Labor, Materials/Liens and Claims: Contractor shall provide and pay
for all labor, materials, and equipment, including tools, equipment and
machinery, utilities, including water, transportation, and all other facilities
and services necessary for the proper completion of work in accordance
with this Contract. Contractor waives the right to file mechanic͛s and
construction liens. The Contractor shall keep the CDD͛s property free from any
material men͛s or mechanic͛s liens and claims or notices in respect to such
liens and claims, which arise by reason of the Contractor͛s performance under
this Contract, and the
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Contractor shall immediately discharge any such claim or lien. If the Contractor 
does not pay or satisfy such claim or lien within three (3) business days after 
the filing of notice thereof, the CDD, in addition to all other remedies available 
under this Contract, may terminate this Contract. The “CDD Representatives” 
shall have complete authority to transmit instructions, receive information, 
interpret, and define the CDD͛s policies and decisions with respect to materials, 
equipment, elements, and systems pertinent to the Contractor͛s services. This 
authority shall include, but not be limited to, verification of correct timing 
of services to be performed. The CDD shall have the right to change its 
designated representatives at any time by written notice to the Contractor. The 
Contractor shall provide to management a written report of work performed 
for each month with notification of any problem areas and a schedule of work 
for the upcoming month. Further, upon request, the Contractor 
agrees to meet the CDD͛s Representatives at least monthly to inspect 
the property to discuss conditions, schedules, and items of concern 
regarding this Contract, and to attend all meetings of the CDD͛s Board of 
Supervisors.

4. Safety. Contractor shall provide for and oversee all safety orders, precautions,
and programs necessary for the Contract Work. Contractor shall maintain an
adequate safety program to ensure the safety of employees and any other
individuals working under this Contract. Contractor shall comply with all OSHA
standards. Contractor shall take precautions, always, to protect any persons
and property affected by Contractor͛s work, utiliǌing safety equipment such as
bright vests and traffic cones. The Contractor will have all utilities marked before
work will start.

�. Environmental Activities. The Contractor agrees to use best management practices,
consistent with industry standards. The Contractor shall keep all equipment clean
and properly dispose of waste. The Contractor shall be responsible for any
environmental cleanup, and correcting any other harm resulting from the Work to
be performed by Contractor.

VII. INDEMNIFICATION

Contractor does hereby indemnify and hold harmless the CDD, its 
officers, agents and employees, and volunteers from liabilities, damages, losses 
and costs, including but not limited to, reasonable attorney͛s fees, to the eǆtent 
caused by the negligence, recklessness or intentional wrongful misconduct of the 
Contractor and persons or entities employed or utiliǌed by the Contractor in the 
performance of this Contract. In accordance with Section 725.06, Fla. Stat., the CDD 
and the Contractor agree that Contractor͛s responsibility regarding the 
foregoing indemnification shall not eǆceed One Million Dollars (Ψ1,000,000.00). 
The parties specifically agree that the limitation amount bears a reasonable commercial 
relationship to the Contract. 
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In any and all claims against the CDD or any of its agents or employees by any 
employee of the Contractor, any subcontractor, anyone directly or indirectly 
employed by any of them, or anyone for whose acts any of them may be 
liable, the indemnification obligation under the previous paragraph shall not be limited 
in any way as to the amount or type of damages, compensation or benefits payable 
by or for the Contractor or any subcontractor under workers͛ compensation acts, 
disability benefit acts, or other employee benefit acts. 

Contractor shall and does hereby indemnify and hold harmless the CDD 
and anyone directly or indirectly employed by it from and against all claims, suits, 
demands, damages, losses, and eǆpenses (including attorney͛s fees) arising out of any 
infringement of patent or copyrights held by others and shall defend all such claims 
in connection with any alleged infringement of such rights. 

VIII. INSURANCE

1. Before performing any Contract Work, the Contractor shall procure and maintain,
during the life of the Contract, unless otherwise specified, insurance listed below.
The policies of insurance shall be primary and written on forms acceptable to the
CDD and placed with insurance carriers approved and licensed by the
Insurance Department in the State of Florida and meet a minimum financial AM Best
Company rating of no less than “A- Eǆcellent: FSC VII.” No changes are to be made
to these specifications without prior written specific approval by the CDD.

2. WORKERS͛ COMWENSATION: The Contractor will provide Workers͛
Compensation insurance on behalf of all employees who are to provide a
service under this Contract, as required under applicable Florida Statutes AND
Employer͛s Liability with limits of not less than Ψ100,000.00 per employee
per accident,Ψ500,000.00 disease aggregate, and Ψ100,000.00 per employee per
disease.  In the event the Contractor has “leased” employees, the Contractor or
the employee leasing company must provide evidence of a Minimum
Wremium Workers͛ Compensation policy, along with a Waiver of Subrogation in
favor of the CM.

All documentation must be provided to the CDD at the address listed below.
N o c o n t r a c t o r o r s u b - c o n t r a c t o r o p e r a t i n g u n d e r a w o r k e r ͛  s
compensation eǆemption shall access or work on the site.

All contractors and subcontractors shall have workers͛ compensation insurance.

3. COMMERCIAL GENERAL LIABILITz: Commercial General Liability including but not
limited to bodily injury, property damage, contractual, products and
completed operations, and personal injury with limits of not less than Ψ2,000,000.00
per occurrence, Ψ2,000,000.00 aggregate covering all work performed under this
Contract.
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ϰ. AhTOMOBILE LIABILITz: Including bodily injury and property damage, including all
vehicles owned, leased, hired and non-owned vehicles with limits of not less than
Ψ2,000,000.00 combined single limit covering all work performed under this Contract.

5. hMBRELLA LIABILITz: With limits of not less than Ψ2,000,000.00 per occurrence
covering all work performed under this Contract.

6. Each insurance policy required by this Contract shall:

a. Apply separately to each insured against whom claim is made and suit is
brought, eǆcept with respect to limits of the insurer͛s liability.

b. Be endorsed to state that coverage shall not be suspended, voided, or
canceled by either party eǆcept after 30 calendar days prior written
notice, has been given to the CDD.

c. Be written to reflect that the aggregate limit will apply on a per claim basis.

7. The CDD shall retain the right to review, at any time, coverage, form, and amount of
insurance.

8. The procuring of required policies of insurance shall not be construed to limit the
Contractor͛s liability or to fulfill the indemnification provisions and requirements of this
Contract.

9. The Contractor shall be solely responsible for payment of all premiums for insurance
contributing to the satisfaction of this Contract and shall be solely responsible for the
payment of all deductibles and retentions to which such policies are subject, whether
or not the CDD is an insured under the policy.

10. Contract award will be subject to compliance with the insurance
requirements. Certificates of insurance evidencing coverage and compliance with the
conditions to this Contract, and copies of all endorsements are to be furnished to the
CDD prior to commencement of the Contract Work, and a minimum of 10 calendar
days before the eǆpiration of the insurance contract when applicable. All insurance
certificates shall be received by the CDD before the Contractor shall commence or
continue work.

11. Notices of accidents (occurrences) and notices of claims associated with the
work being performed under this Contract shall be provided to the Contractor͛s
insurance company and to the CDD as soon as practicable after notice to the insured.

12. Insurance requirements itemiǌed in this Contract and required of the Contractor
shall be provided on behalf of all sub-contractors to cover their operations performed
under this Contract. The Contractor shall be held responsible for any
modifications, deviations, or omissions in these insurance requirements as they
apply to sub-contractors.
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13. All policies required by this Contract, eǆcept for Workers͛ Compensation or
unless specific approval is given by the CDD, are to be written on an occurrence basis,
shall name the CDD, its Supervisors, Officers, Agents, Employees and Volunteers as
additional insured as their interest may appear under this Contract. Insurer(s),
eǆcept for Workers͛ Compensation on non-leased employees, shall agree to waive
all rights of subrogation against the CDD, its Supervisors, Officers, Agents,
Employees or Volunteers.

14. If the Contractor fails to have secured and maintained the required
insurance, the CDD has the right (without any obligation to do so, however), to
secure such required insurance in which event, the Contractor shall pay the cost
for that required insurance and shall furnish, upon demand, all information that
may be required in connection with the CDD͛s obtaining the required insurance.

Iy. EARLY TERMINATION FOR BREACH OF CONTRACT

1. ContractorΖs Termination. Contractor may terminate this Contact with siǆty

(60) days͛ written notice with or without cause. Termination notice must be 
sent to and received by the CDD by certified mail. The siǆty (60) day notice 
shall commence on the day of actual receipt of said written notice by the CDD.

2. CDDΖs Termination. The CDD may, in its sole and absolute discretion, whether 
or not reasonable, on thirty (30) days͛ written notice to the Contractor, 
terminate this contract at its convenience, with or without cause, and without 
prejudice to any other remedy it may have. Termination notice must be 
sent to the Contractor by certified mail. The thirty (30) day notice shall 
commence on the day of mailing of said notice to the Contractor. In case of 
such termination for the CDD͛s convenience, the Contractor shall be entitled 
to receive payment for work eǆecuted, subject to whatever claims or off-sets 
the CDD may have against the Contractor. On such termination, the CDD 
may take possession of the work site and all materials thereon, and finish the 
work in whatever way it deems eǆpedient. If the eǆpense of finishing the work 
eǆceeds the unpaid balance at the time of termination, the Contractor agrees 
to pay the difference to the CDD within ten (10) days after written notice.  

3. On a default by the Contractor, the CDD may elect not to terminate the 
contract, and in such event, it may make good the deficiency in which the 
default consists and deduct the costs from the payment then or to become due 
to Contractor. On a default by the Contractor, the CDD further reserves the right 
to pursue any and all remedies available under the law, including but not limited 
to equitable and legal remedies.
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y. ATTORNEYΖS FEES

If any dispute occurs between the parties because of this Contract or any other 
document or act required by this Contract, the prevailing party shall be entitled to 
recover reasonable attorneyΖs fees and all court costs including attorneyΖs fees and 
court costs incurred in any pre-trial, trial, bankruptcy and/or appellate 
proceedings, as well as attorney͛s fees and costs incurred in determining 
entitlement to and reasonableness of such fees and costs. 

yI. MISCELLANEOUS

1. No assignment by either party to this Contract of any rights under or interests in
this Contract will be binding on another party hereto without the written consent
of the party sought to be bound͖ and specifically, but without limitation, moneys
that may become due and moneys that are due may not be assigned without
such consent (eǆcept to the eǆtent that the effect of this restriction may be
limited by law), and unless specifically stated to the contrary in any written consent
to any assignment, no assignment will release or discharge the assignor from any
duty or responsibility under this Contract.

2. Contractor binds itself, its partners, successors, assigns, and legal representatives
to the CDD and any of the CDD͛s successors, assigns, and legal representatives of
the CDD in respect of all covenants, contracts, and obligations contained in this
Contract. No employees, agents, or representatives of the CDD are personally or
individually bound by this Contract.

3. Contractor agrees to comply with Florida͛s public records law by keeping and
maintaining public records that ordinarily and necessarily would be required by
the Owner in order to perform the services under the Contract by doing the
following: upon the request of the Owner͛s Custodian of Wublic Records, providing
the Owner with copies of or access to public records on the same terms and
conditions that the Owner would provide the records and at a cost that does not
eǆceed the cost provided by Florida law͖ by ensuring that public records that are
eǆempt or confidential and eǆempt from public records disclosure requirements
are not disclosed eǆcept as authoriǌed by law for the duration of the term of
this Contract and following completion of the Contract if the Contractor does
not transfer the records to the Owner͖ and upon completion of the Contract by
transferring, at no cost, to the Owner all public records in possession of the
Contractor or by keeping and maintaining all public records required by the CDD
to perform the services. If the Contractor transfers all public records to the
CDD upon completion of the Contract, the Contractor shall destroy any
duplicate public records that are eǆempt or confidential and eǆempt from public
records disclosure requirements. If the Contractor keeps and maintains public
records upon completion of the Contract, the Contractor shall meet all applicable
requirements for retaining public records. All records stored electronically
must be provided to the Owner, upon request from the
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Owner͛s Custodian of Wublic Records, in a format that is compatible with the 
information technology systems of the Owner. 

IF THE CONTRACTOR HAS QUESTIONS REGARDING THE APPLICATION OF CHAPTER 
119, FLORIDA STATUTES, TO THE CONTRACTOR͛S DhTz TO WROVIDE WhBLIC 
RECORDS RELATING TO THIS CONTRACT, CONTACT THE CDD͛S CUSTODIAN OF 
PUBLIC RECORDS, SANDRA DEMARCO, INFRAMARK SERVICES, 210 N. 
UNIVERSITY DRIVE, SUITE 702, CORAL SPRINGS, FL 33071 TEL. 
954-7535841, SANDRA.DEMARCOΛINFRAMARK.COM.

4. The laws of the State of Florida shall govern all provisions of this Contract. In the
event the parties to this Contract cannot resolve a difference with regards to
any matter arising here from, the dispute will be referred to court-ordered
mediation pursuant to Section ϰϰ.102, Fla. Stat., as amended. If no agreement is
reached, any party may file a civil action and/or pursue all available remedies
whether at law or equity. Venue for any dispute shall be Hillsborough County,
Florida.

�. This Contract and its attachments contain the entire agreement of the parties
and there are no binding promises or conditions in any other agreements whether
oral or written. This Contract shall not be modified or amended eǆcept in writing
with the same degree of formality with which this Contract is eǆecuted.

�. A waiver of any breach of any provision of this Contract shall not constitute or
operate as a waiver of any other breach of such provision or of any other
provisions, nor shall any failure to enforce any provision hereof operate as a
waiver of such provision or of any other provisions.

�. The eǆecution of this Contract has been duly authoriǌed by the appropriate body
or official of the CDD and the Contractor, both the CDD and the Contractor
have complied with all the requirements of law, and both the CDD and the
Contractor have full power and authority to comply with the terms and
provisions of this instrument.

�. Any provision or part of this Contract held to be void or unenforceable under any
law or regulation shall be deemed stricken, and all remaining provisions shall
continue to be valid and binding upon CDD and the Contractor, who agree that
this Contract shall be reformed to replace such stricken provision or part thereof
with a valid and enforceable provision that comes as close as possible to
eǆpressing the intention of the stricken provision.

�. To the eǆtent the terms described in the attachments conflict with the terms of
the Contract document, the terms of this Contract and the original Request for
Wroposal shall control.
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10. Notices: Unless specifically stated to the contrary elsewhere in this Contract, where
notice is required to be provided under this Contract, notice shall be deemed
sent upon transmittal of the notice by email and by h.S. Mail to the other party
at the addresses listed below and shall be deemed received upon actual receipt by
mail or email, whichever is first.
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IN WITNESS WHEREOF, the Warties eǆecute this Agreement as set forth below.

ATTEST: WESTCHASE CDD COMMUNITY 
DEVELOPMENT DISTRICT 

Signature Signature 

By:  ________________________________ By: ___________  
□ Secretary □ Chairperson
□ Assistant Secretary □ Vice Chairperson

Date:  

ATTEST: CONTRACTOR 

Signature Signature 

By:   ___________________________________ By: 

Date 

46 
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EyHIBIT ΗAΗ SCOPE OF 
SERVICES
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SCOPE OF 

SERVICES 

SIDEWALK GRIND, REPAIR Θ REPLACEMENT

1) SCOPE ʹ This project consists of grinding, repairing & replacing damaged 
sidewalks within Whase 2 locations of Westchase CDD located in Tampa, Florida. Yualified 
firms(s) bidding on this proposal must provide all equipment and materials described in 
this documentation, but are not limited to the following:

1)  Mobiliǌation.

2)  Call 811 have all utilities marked before starting work.

3) Wrovide MOT per FDOT Standard Wlans Indeǆ 102-600 Series.

ϰ)  Wrevent concrete and/or debris from entering eǆisting inlets during 
construction.

5)  Remove and replaced damaged sidewalks.

6)  Grind & repair damaged sidewalks.

7)  Remove all demolished sidewalk concrete off site.

8)  Remove all roots that are under the concrete that is replaced.

9)  Repair or replace all irrigation that is damaged by removing the sidewalks.

10) Coordinate with all utility vendors for all underground utilities that are effected 
by the sidewalk removals for resolution.

11)  Clean up site.

2) CLEAN UP ʹ At no time will the CONTRACTOR leave the premises after 
completion of any work in any type of disarray. All debris, dirt or any other 
unsightly material shall be removed promptly upon completion of work. The 
CONTRACTOR shall use his own waste disposal methods, never the property 
dumpsters. Any damage to utilities or irrigation will be reported to the 
operation manager daily. CONCRETE AND/OR DEBRIS SHALL BE PREVENTED FROM 
ENTERING EyISTING INLETS.
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Westchase CommunitǇ Development District
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Ey,I�IT ͞B” 
SITE MAP 
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Sidewalk Repair Program – Workshop Memorandum 

BDi staff has completed an evaluation of the identified sidewalk deficiencies throughout the 
District. The current repair inventory includes approximately 1,197 locations requiring grinding 
and 775 sidewalk panels requiring removal and replacement, representing approximately 2,120 
square yards of concrete replacement. 

Based on current unit pricing, the estimated cost to complete the identified work is 
approximately $431,500, consisting of approximately $421,330 for concrete removal and 
replacement and $10,174 for sidewalk grinding. 

BDi staff recommends establishing a project budget of $475,000. The additional contingency 
above the current estimate would provide approximately $43,500 for unforeseen or additional 
work encountered during construction, including additional grinding locations, tree/root-related 
work, additional sidewalk replacements, and localized modifications necessary to correct 
drainage and grading issues. 

Recommended Budget: $475,000 

 

Recommended Dates: 

Date RFP Available to Contractors: 09/04/2026 

Date for Pre-Bid Meeting: 09/15/2026 @ 10am 

Date Bids Are Due: 10/23/2026 @ 3pm 
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Westchase and Westchase East
Community Development Districts

Event Permit Application
Application shall be submitted not less than thirty (30) days prior to the commencement date of the event. 

APPLICANT: (Names and addresses of all corporations, associations or individuals who will be promoting, holding 
or operating said event/exhibition) attach additional sheet if necessary. List local and permanent address,     
of individuals  and/or corporation and list principal officers. 

 _____________________________________ 
Tampa, FL  33626 
 ______________813_748 4437_______________________ 

Leslie Blaze/ 
WOW, Inc. 
______________________________________ 
(Name / Title) 

World of Westchase, Inc 
 ___________________________________________ 

(Address and Telephone) 
12 W Linebaugh Ave. # ____________________

(Name and Title 
Tampa, FL  33626   _____________________________ 

 (Address and Telephone) 

The above uses may require a permit for the fire Marshal and/or Hillsborough County Building and 
Permitting. 
Beneficiary of the event (If any) _         Davis 
LOCATION: (Exact location where event will be held) 

Street Name:      From: Brompton Drive To: ___Linebaugh Ave___________________________ 
Location address:  __West Park Band Shell_________________________________________ 

If the locations(s) utilize private property, proof of owner permission to utilize property muse be submitted. 

Does this event utilize and school zones/Property?   _x___   No   ____ Yes (if yes, please list location(s)   

____________________________________________________________________________________________ 

Use of School Zones during posted times is not permitted. 
_x__   Street Closure required   Times: _6:00-9:30am_ Location:    From: Montague Ave   To:  & back
_x__   Staging Area Required   Location:__West Park Village Bandshell and Common Area__________________ 

Approved (Initial)    __________
District Manager    _________
Director of Operations     _________
Legal:   _________

Type of Event

___   Music ____ Parade     ____ Art Show        ____ TV Commercial        ____   Movie/Filming           _X___ Athletic 

Other: (Please Specify) _____________________________________________________________________________________

Extraordinary uses:
___ Animals    ____ Firearms      ____   Explosives/Fireworks    X Road Closures   ___Cooking    X__ Tents/Temp Structures

___ Aircraft    ____ Other (Specify) _________________________________________________________________________
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Page 2 Permit
Westchase CDD

West Park Village Streets 
 Parking Requirements (Specify proposed locations ____       __________________________________________ 
____________________________________________________________________________________________ 

DATE AND TIMES: (list all dates and periods of times on each date that the event will be held)  
October ��
  20 6 Set up 5:00am-8:00am, 10K race 7:00-9:00am, 5K race 8:00-9:00am,____________________ 

__Children s Run 9:00-9:30am, Awards_9:00-10:00am_________________________________________________ 
____________________________________________________________________________________________ 

Rain Date (if any) ___n/a____________________________________________________________________

SIZE: (estimate number of performers/participants and spectators) 
Participants: _10k/5k (1000 )_____ __   Spectators: per day  500-1000_______________  per hour: ______

FACILITIES: Are adequate facilities available for participants and spectators on premises for: 

Sanitary-describe facilities    __Have port-a-potties______________________________________________
Garbage waste-describe facilities __will provide garbage containers, dumpster and pick up__
___________________________________________________

Food will be served or available for purchase yes  _ ____   no _____

Types of cooking facilities to be use

INSURANCE 

event. The District shall be named as additional insured and coverage limits (at minimum) shall be: 
General Liability Automobile Liability Excess Liability 
Gen. Aggregate $2,000,000 All Autos Combined Umbrella Form 
Products $2,000,000 Single Limit $1,000.000 each concurrence $1,000,000 
Pers/Adv Injury  $1,000,000 Aggregate            $1,000,000 
Each concurrence  $1,000,000 
Fire damage  $    50,000 

REQUIRED ATTACHMENTS: 

1. Plan for Traffic management
2. Plan for crown control
3. Plan for waste disposal
4. List of Police & fire protection facilities available at or near site
5. Certificate of Insurance
6. Hold Harmless agreement (approved district form)

CONSUMPTION AND/OR SALE OF ALCOHOLIC BEVERAGES ON PUBLIC PROPERTY IS EXPRESSLY PROHIBITED. 

The District Manager or his designee shall have the authority to determine if police and or fire EMS personnel 
will be required to be in attendance during the event. In such instance, the applicant will be solely responsible 
for the hiring of off-duty Hillsborough County Sherriff office personnel and /or Hillsborough County Fire 
Department personnel only. Waste (garbage) receptacle collection shall be provided only through East Bay 
Sanitation. 
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Page 3 /Event Permit
Westchase CDD

Fee $100 for Wedding @ Park

Applicant covenants and agrees that It will indemnify and hold the District and all of Distri
and employees from any claim, loss, damage, costs, charge or expense arising out of any act, action, neglect or 
omission by applicant during the performance of the event, whether direct, or indirect, and whether to any 
person or property to which the District of said parties may be subject.

___________________________________________ 
Name Title Date

___________________________________________
Signature-Officer of Corporation with Corporate
Resolution authorizing execution and binding corporation

The Westchase and Westchase East Community Development Districts reserve the right to revoke this permit at 
any time for non-compliance of applicable codes and/or unsafe conditions or acts.

For Districts Use Only

___ All required information provided ___ Certificate of Insurance provided

Services Required
___ Traffic Guards ___ Hillsborough County EMS ___ Portable Sanitary Facilities
___ Waste Receptacles/Collection ___ Building Dept Inspections
___ _______________________

___  Police Chief Notified  __    Fire Chief Notified __    Waste Company Notified

Leslie Blaze Event Chair �������
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Here is how every invoice currently moves through Kai for Westchase. From invoice 
receipt to payment with built-in separation of duties, and safeguards. 

 

AP Assignment Team 
The AP team receives the invoice in StrongRoom, assigns it to the correct 
community and vendor, and routes it to the Office Manager. AP does not approve 
invoices; their role is intake, coding and routing. 

Office Manager Review & GL Coding 
The Office Manager validates the invoice against the vendor contract, confirms the 
work was performed, the amount is correct, and confirms coding to the proper 
general ledger account. Once satisfied, the Office Manager approves and routes it to 
the CDD Manager for secondary approval. 

CDD Manager Review  
The CDD Manager reviews the coding, amount, and confirms the invoice is tax 
exempt. Once satisfied, the CDD Manager approves the invoice, which is then routed 
to the accountant for review and payment.  
 

 

2 

3 

4 
Accountant Review & Payment 
Only after CDD Manager approval does the accountant review the invoice one final 
time and process payment. This is the only person who can execute a payment, and 
they cannot do so without the preceding steps completed in the system.  
All new wire or ACH information is confirmed verbally through a previously known 
phone number. 
 

Invoice Entry Point 
All vendor invoices enter through a single controlled channel — the dedicated email 
lockbox kaiaccounts@payableslockbox.com — which feeds directly into the AP 
system. Every invoice is time stamped and tracked from the moment it enters the 
system. 

 
Every handoff is logged with a timestamp, user ID, and action taken, 
creating a permanent, auditable record accessible through the 
StrongRoom portal at any time. A monthly ledger review will be 
conducted by the Office Manager to ensure coding accuracy.  

 


