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Records Retention Policy 

Overview and Purpose  

Peninsula Clean Energy (PCE) Records will be retained according to the following schedule. 

After the required retention date has passed all documents or electronic files will be deleted 

or discarded. If PCE is required to retain records not listed herein or retention timelines for 

those records that are listed herein change due to updates in law, PCE will retain those records 

pursuant to the current law. This Policy shall replace the Records Retention policy adopted 

December 20, 2018. 

 

Record Type Required Retention Sample Descriptions 

 
 

Executed Agreements 

Operational, including vendor 

agreements (non-energy) – 10 

years after termination date of 

the agreement 

Agreements with vendors or 

consultants for goods and/or 

services including leases and 

property agreements 

Energy Procurement 

agreements – In perpetuity 
Power supply agreements 

 

 
Invoices from Vendors 

Operational agreements – 2 

years after term ends 

Vendors or consultant invoices for 

payment for goods and services 

Energy Procurement 

Agreements – In perpetuity 

Power Agreements and vendor 

invoices for payment 

Customer Program 

Implementers – In perpetuity 

Customer program Implementer 

invoices for payment 

Participation Agreements Program participation 

agreement – 5 years after 

termination of the agreement 

or fulfillment of incentive 

Program participation agreements 

and associated eligibility 

documentation. 

 
Unsuccessful Bids and 

Proposals 

Non-Energy Procurement – 2 

years after close of solicitation 
 

Requests for Proposals (RFPs), 

Open Season Bids, other 

competitive procurements 

Energy Procurement – 5 years 

after close of solicitation 

Non-Disclosure 

Agreements 
In perpetuity 

NDA with vendor, employee, Board 

member or advisor 
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Board/Committee  

Approved Decisions 

 
In perpetuity 

Resolutions, meeting minutes, 

and other items approved at 

regular or special 

Board/Committee meetings 

 

  Board and 

Committee Meeting 

Materials 

 
In perpetuity 

Agendas, staff reports, and other 

material provided to Board 

members in preparation for 

meetings, “in place” materials 

Board Approved 
Budgets 

In perpetuity Final, approved budgets 

Drafts of Documents 
30 days after the final 

version is approved 
Draft of agreements, programs, RFPs, 
etc. Duplicate versions of drafts should 

be deleted immediately. 

General Electronic (E-
mail) Correspondence 

1 year 
Email correspondence 

Instant/Direct 
Messaging/Text/SMS 

Messaging 

90 days 

 

Slack, Teams, Zoom Messages1 

 

Customer Data Requests 

 

5 years 
Cost comparisons, bill analyses, 

usage history, billing history, 
including ad hoc requests 

Customer Information 
10 years 

Customer lists, program data, 
account balances (identifiable 

info/PII) 

Data Platform  

Information  

In perpetuity 
Detailed customer information; data 

warehouse 

AMI Data Lists and 
Reports supporting CPUC 

Savings Claims 

7 years or longer, as 

required by the California 

Public Utilities Commission 

 

Non-aggregated customer AMI data 

Other AMI Data Lists and 
Reports 

Deletion after staff use is 

completed 
Non-aggregated customer AMI data 

 
1Employees should not use personal text messaging and/or email accounts to conduct PCE-

related business.  

 



  Page 3 of 4 
 

 

Process Data 

 

5 years 
Non-aggregated, non-AMI 

customer data supporting PCE’s 
Data Analytics Platform 

Marketing Material 
2 years after date of public 

distribution 
Flyers, brochures, electronic 

advertisements 

General Educational or 
Informational Material 

2 years 
Brochures, reports, electronic 

information 

Employee Files 
7 years after end of employment 

Resume, offer letter, change of 
status, benefits, evaluations, new 

hire forms 

 

Recruitment Files 

3 years after the end of 

employment for recruited 

position 

Application, supporting materials, 
job announcement, testing 

materials, rating sheets, interview 
notes 

Timecards and Other 
Payroll Records 

Current year of employment + 3 

years 
Timecards and employee wage 

records 

 

I-9 Forms 

The longer of 3 years after 

employee hire date or 1 year 

after termination or end of 

employment 

Forms retained for I-9 work 
authorization 

 

Background Checks 

5 years from consent or report 

issued, unless continuing 

consent obtained 

 

Background consent forms, reports 

Employee Leaves of 
Absence 

3 years after employee end 

date 
Forms, leave plans, etc. related to 

an employee leave of 
absence 

Workers’ Compensation 
Related Records 

7 years after termination/end of 

employment 
Employer’s report of injury and 

related records 

Miscellaneous 
Personnel 

Information 

7 years after termination/end of 

employment 
Benefit plan documents, training 

materials 

Procedures for discarding records 

a. PCE records will be retained and disposed of in accordance with this schedule and 

applicable law. 

b. Records may be preserved beyond the stated retention period when required by law or 

operational needs after consultation with the General Counsel. 
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c. Drafts should be deleted when the final version has been completed and saved per the 

retention schedule above. 

d. PCE will undertake a periodic record review to identify those records that may be 

discarded. PCE Staff, including administrative staff and IT, will oversee the purge, in 

consultation with PCE’s General Counsel.  

e. When available, records may be automatically purged consistent with available auto-

delete functions (e.g., auto-delete features on Gmail, Slack, Teams, etc.). 

f. Records with confidential or sensitive information will be discarded in a secure manner, 

such that confidential or sensitive information is no longer viewable or accessible after a 

record is discarded. 

 

 

 


