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ADMINISTRATION & OFFICE REPORT 

 
DATE:  February 25, 2020 
 
TO:  District Board Members 
 
FROM:  Jessica Asher, Board Secretary 
 
SUBJECT: Administration & Office Report – Information Only 
 
BACKGROUND: The following is a discussion of office activities and brief status reports 

regarding administration that are not the subject of a separate report. This 
report is formatted to provide new information and recent progress only. 

 
DISCUSSION: Form 700 Statement of Economic Interests 

All Board members are required to complete an annual Statement of Economic 
Interests for filing with Placer County and the State of California Fair Political 
Practices Commission.  The 2019 form and detailed instructions were distributed to 
all Board Members and staff in early January. We encourage completing the form 
online. The online version will save you information and will pre-populate it for 
subsequent filings. Forms completed manually must be returned to the District by 
the end of February for review. Once reviewed, the forms are submitted to Placer 
County by mid-March and will be forwarded to the State of California. 
 
Lactation Room 
Fabienne Gueissaz has been working diligently to clean out and furnish the 
District’s archive room to make space for it to be used as a Lactation Room 
pursuant to the requirements within California Labor Code 1030-1034.  
 
Audio File Retention 
The District’s current policy is to retain audio recordings of monthly board 
meeting for 10 years. At the recent California Special District’s Association 
(CSDA) Board Secretary Conference, lawyers from Meyers Nave recommended 
districts retain audio tapes of their board meetings for the legal minimum only, 
which is 30-days; and to destroy the recordings after they has fulfilled the 
purpose of assisting the Board Secretary prepare the meeting minutes. Guidance 
from the California Secretary of State is to retain the audio tapes for 3-months. 
After the minutes of the board meeting are approved, the written minutes 
should be the only official record of the meeting. Arguments in favor of reducing 
the retention of audio tapes of District Board Meetings include following 
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recommended best practices within the industry, minimizing future staff time to 
respond to a records request for historical tapes, and minimizing any potential 
liability concerns associated with recorded meeting content. An argument in 
favor of retaining audio tapes for a longer period includes the ability to listen to 
a full discussion in the future. Staff respectfully requests direction from the 
Board whether to keep the current retention schedule or to shorten it before 
providing a proposal to the Board for its consideration.  

 
ATTACHMENTS:  None.  
 
DATE PREPARED:   February 13, 2020 


