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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 
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 
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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.

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 
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