Purchasing/Administrative Support Facility (ASF)

Bid Records: Capital Improvement Successful Bids

Schedule GS1-SL 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.”

Retention Period: Retain as long as related CONTRACTS/LEASES/AGREEMENTS: CAPITAL
IMPROVEMENT/REAL PROPERTY file.

Bid Records: Capital Improvement Unsuccessful Bids

Schedule GS1-SL 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 Period: 5 fiscal years after awarded or bid project canceled.

Bid Records: Non-Capital Improvement

Schedule GS1-SL 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 Period: 5 fiscal years after awarded or bid project canceled.

Contracts/Leases/Agreements: Capital Improvement/Real Property

Schedule GS1-SL 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 Period: 10 fiscal years after completion or termination of contract/lease/agreement.
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Contracts/Leases/Agreements: Non-Capital Improvement

Schedule GS1-SL 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 Period: 5 fiscal years after completion or termination of contract/lease/agreement.

Disbursement Records: Detail

Schedule GS1-SL Item #340

This series consists of records documenting specific expenditures or transfers of agency moneys for the procurement of
commodities and services and other purposes. The series may include, but is not limited to, procurement records such as
requisitions, requisition logs, purchase orders, contracts, purchasing card (p-card) receipts, vendor invoices, receiving
reports, acceptances of contract deliverables, approvals, and related documentation; and expenditure records for
disbursements made through checks, warrants, electronic fund transfers (EFT), purchasing cards, or other methods, such
as payment vouchers, approvals, check registers, canceled or voided checks, check stubs, canceled or voided warrants,
disbursement ledgers, journal transactions, expenditure detail reports, refund records, and other accounts payable and
related documentation. The series may also include a copy of the agency’s sales tax exemption form. Retention is based
on Section 95.11(2), Florida Statutes, Statute of Limitations on contracts, obligations, or liabilities. See also
“DISBURSEMENT RECORDS: SUMMARY,” “PURCHASING RECORDS,” and “TRAVEL RECORDS.”
Retention Period: 5 fiscal years after transaction completed.

Disbursement Records: Summary

Schedule GS1-SL Item 341

This series consists of records providing summary or aggregate documentation of expenditures or transfers of agency
moneys for the procurement of commodities and services and other purposes. The series may include, but is not limited
to, summary records such as trial balance reports, check logs and registers, summary expenditure reports, federal grant
final closeout reports, summary journal transactions, and other accounts payable summary and related documentation. See
also “DISBURSEMENT RECORDS: DETAIL.”

Retention Period: 10 fiscal years.

Donation Records

Schedule GS1-SL 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 Period: PERMANENT.

Equipment Reference Files

Schedule GS1-SL 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 Period: Retain until obsolete, superseded, or administrative value is lost.
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Equipment/Vehicle Maintenance Records

Schedule GS1-SL 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 Period: 1 fiscal year after disposition of equipment or 5 fiscal years after service/maintenance/repair,
whichever occurs first.

Equipment/Vehicle Usage Records
Schedule GS1-SL 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 Period: 1 calendar year.

Food Service Establishment License Records

Schedule GS1-SL 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 Period: 5 fiscal years after expiration/suspension/revocation of license.

Inventory: Agency Property

Schedule GS1-SL 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.QO.) 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 Period: 3 fiscal years.

Mail: Registered and Certified

Schedule GS1-SL 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 Period: 1 fiscal year.

Mail: Undeliverable/Returned

Schedule GS1-SL 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
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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 Period: Retain until obsolete, superseded, or administrative value is lost.

Postage/Shipping Records

Schedule GS1-SL 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 Period: 3 fiscal years.

Property Control Records

Schedule GS1-SL 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 Period: Retain until completion of the next physical inventory after the equipment leaves service.

Property Transfer Records

Schedule GS1-SL 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 Period: 1 fiscal year provided an updated physical inventory has been released.

Purchasing Records

Schedule GS1-SL 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 “DISBURSEMENT RECORDS:
DETAIL.”

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

Real Property Records: Condemnation/Demolition

Schedule GS1-SL 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 Period: 5 anniversary years after final action.

Real Property Records: Property Acquired

Schedule GS1-SL 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
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sale or other disposition of the property, and other supporting documents. See also “REAL PROPERTY RECORDS:
PROPERTY NOT ACQUIRED.”

Retention Period: 3 fiscal years after termination of agency’s ownership of the property.

Real Property Records: Property Not Acquired

Schedule GS1-SL 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 Period: 3 fiscal years.

Signature Authorization Records

Schedule GS1-SL 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 Period: 1 fiscal year after obsolete or superseded.

Unclaimed Property Records

Schedule GS1-SL 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 Period: 5 anniversary years after the property becomes reportable.

Vehicle Records

Schedule GS1-SL 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 Period: 1 anniversary year after disposition of vehicle.

Vendor Files

Schedule GS1-SL 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 Period: 3 fiscal years.
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