POLICIES OF THE FOREST CREEK COMMUNITY DEVELOPMENT DISTRICT
RECORDS MANAGEMENT POLICY

1. Purpose

1.1. Section 257.36(5), Florida Statutes, requires the District to establish and maintain an

active and continuing program for the economical and efficient management of
records.

1.2. This policy establishes the District’s Records Management Policy based on the
applicable provisions of Section 257.36(5), Florida Statutes, the rules adopted by the
Division of Library and Information Services of the Department of State (“Division”)

pursuant to Section 257.36, Florida Statutes, and the General Records Schedule GS1-
SL for State and Local Government Agencies established by the Division, and as each

may be amended from time to time.
2. Responsibilities
2.1. The District will:

2.1.1. Comply with the provisions of Section 257, Florida Statutes, GS1-SL, and
Exhibit A.

2.1.2. The Secretary of the District shall be responsible for retaining the District’s
records in accordance with applicable Florida law and the District Rules of
Procedure.

2.1.3. The Secretary of the District will establish and maintain an active and
continuing program for the economical and efficient management of District
Public records.

3. Retention Schedule

3.1. The District will retain certain records longer than required by the General Records
Schedules established by the Division as set forth in Exhibit A. To the extent the above
statute, rules or schedules are amended or supplemented in the future, the District’s
Records Retention Policy shall automatically incorporate such amendment or
supplement provided that such automatic amendment shall not reduce the retention
times set forth in Exhibit A.

4. Destruction

4.1. A public record may be destroyed or otherwise disposed of only in accordance with
retention schedules established by the Division and as amended by Exhibit A.
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Exhibit A
The requirements of GS1-SL (pdf), (Excel) are extended as follows:
ADVERTISEMENTS: LEGAL (Item #25)

The District shall retain mailed and published legal advertisements, and corresponding
affidavits, relating to proceedings under uniform method of collection of debt assessments
permanently. The District shall retain mailed and published legal advertisements, and
corresponding affidavits, relating to the levy of assessments securing bonds for five (5) fiscal
years provided applicable audits have been released, or until three (3) calendar years after
related bonds are redeemed, whichever is later.

AUDITS: INDEPENDENT (ltem #56)

The District shall retain the record copy of independent audits for ten (10) fiscal years or until
three (3) calendar years after all related bonds are redeemed, whichever is later.

DISBURSEMENT RECORDS: DETAIL (Item #340)

The District shall retain the record copy of disbursement records relating to the use of bonds
for five (5) fiscal years provided applicable audits have been released or until three (3) calendar
years after related bonds are redeemed, whichever is later.

DISBURSEMENT RECORDS: SUMMARY (ltem #341)

The District shall retain the record copy of disbursement records relating to the use of bonds
for ten (10) fiscal years provided applicable audits have been released or until three (3) calendar
years after related bonds are redeemed, whichever is later.

FINANCIAL REPORTS: COMPREHENSIVE ANNUAL (LOCAL GOVERNMENT) (Item
#317)

The District shall retain the record copy of disbursement records relating to the use of bonds
for ten (10) fiscal years provided applicable audits have been released or until three (3) calendar
years after all related bonds are redeemed, whichever is later.

INCIDENT REPORT FILES (Item #241)

The District shall retain incident reports for five (5) anniversary years from the date of the
incident.

MINUTES: OFFICIAL MEETINGS (PRELIMINARY/AUDIO RECORDINGS/VIDEO
RECORDINGS (Item #4)

The District shall retain audio recordings of board of supervisor meetings for five (5) calendar
years after adoption of the official minutes.
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PROJECT FILES: CAPITAL IMPROVEMENT (Item #136)

The District shall retain the record copy of project files for projects funded with bonds for ten
(10) fiscal years after completion of the project provided applicable audits have been released
or until three (3) calendar years after all related bonds are redeemed, whichever is later.

REAL PROPERTY RECORDS: CONDEMNATION/DEMOLITION (Item #364)

The District shall retain the record copy of project files for condemnation/demolition projects
funded with bonds for five (5) anniversary years after final action or until three (3) calendar
years after all related bonds are redeemed, whichever is later. The record copy of deeds and
easements shall be kept permanently.

REAL PROPERTY RECORDS: PROPERTY ACQUIRED (ltem #172)

The District shall retain the record copy of documents related to property acquisitions funded
with bonds for three (3) fiscal years after final disposition of the property provided applicable
audits have been released or until three (3) calendar years after all related bonds are redeemed,
whichever is later. The record copy of deeds and easements shall be kept permanently.
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