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RETENTION: Retain until obsolete, superseded, or administrative value is lost.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

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 29 CFR 1926.651, 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RETENTION: Retain until obsolete, superseded, or administrative value is lost.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 to monitor activities occurring inside and/or outside of public 
buildings and/or on public property (including in public vehicles such as school buses and municipal buses, and in public 
roadways such as intersections monitored by red light cameras). 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. 
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 
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