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Applicable to: All CBCB Staff, Board of Directors and 

Subcontractors 
 

SUBJECT:  Records Retention and Destruction 

PURPOSE: To ensure compliance with all applicable contract guidelines, State and 
Federal regulations, as well as to eliminate accidental or innocent 
destruction of records. 

PROCEDURE:     
 
Definitions 

Records: Data in both paper and electronic formats. 

 
References 

CBC of Brevard (CBCB) contract with the Department of Children & Families (DCF) (“the 
Contract”) GJ246 - Section I, Paragraph D.2;  
 
Fair Labor Standards Act (FLSA), Americans With Disabilities Act (ADA), Age Discrimination in 
Employment Act (ADEA), Civil Rights Act of 1964 (CRA), Equal Pay Act (EAP), Family and 
Medical Leave Act (FMLA), Employee Retirement Income Security Act (ERISA), Occupational 
Health and Safety Administration (OSHA), Controlled Substances and Alcohol Use and 
Testing Act (CSAUT), Federal Insurance Contribution Act (FICA), and Fair Unemployment Tax 
Act (FUTA). 

 
      CFOP 15-7 
 
 CBCB Policies/Procedures: GOV-203, IT-805 

 
Retention 

The Contract between CBCB and DCF (section I, paragraph D.2) requires CBCB: 
 

‘to retain all client records, financial records, supporting documents, statistical 
records, and any other documents (including electronic storage media) pertinent 
to this contract for a period of six (6) years after completion of the contract.  If an 
audit has been initiated and audit findings have not been resolved at the end of six 
(6) years, the records shall be retained until resolution of the audit findings or any 

RECORDS RETENTION 
Location: g:\shared documents\Policies & Procedures\Risk Management 
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