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POLICY 

The Department of Consumer Affairs (DCA) is committed to the efficient retention and 
periodic purging of the Department’s electronic data for the purposes of providing cost-
effective and efficient recordkeeping practices. Thus, the retention of DCA’s electronic 
records shall adhere to this policy regarding retention and preservation of electronic 
records. 

APPLICABILITY 

The Electronic Data Retention policy applies to all employees, governmental officials, and 
temporary staff of DCA, and any of its divisions, boards, bureaus, programs, and other 
constituent agencies that are required to maintain a records retention schedule.  Within 
this policy, the generic acronym “DCA” applies to all of these entities. 

This policy statement applies to all computer and data communication systems owned by 
or administered by DCA. This policy covers only information that constitutes “electronic 
data or records.” 

PURPOSE 

The Electronic Data Retention policy is based on the State policy delineated in the State 
Administrative Manual (SAM) and on the requirements in State law for retaining records, 
including the State Records Management Act.  Further, this policy is promulgated to 
implement State requirements to establish and maintain an active program for the 
economical and efficient management of the electronic records and information collection 
practices of DCA (Government Code section 14750). 



 
 

 

 

 
 

 
 

 
 

 
 

 
 

 

 
  

  
 

 

 
 

 

 
 

 

 

 

 

	

	

	


 

AUTHORITY 

 Business and Professions Code section 110; 

 Government Code sections 14740–14774; and 

 Sections 1600–1695 of the State Administrative Manual (SAM). 

DEFINITIONS 

“Electronic data” or “electronic records” are applicant, cashiering, licensee, and 
enforcement records created, generated, sent, communicated, received, or stored by 
electronic means that are maintained and stored on all computer and data communication 
systems owned by or administered by DCA. 

“Staff” refers to all governmental officials and employees of DCA, and any of its divisions, 
bureaus, boards, and other constituent agencies collectively and individually. 

PROVISIONS 

The use of electronic data and records is one of DCA’s essential tools for doing business. 
In order to ensure good recordkeeping practices, DCA staff shall adhere to the following 
electronic data retention policy: 

1. Each DCA division, board, bureau, program, and other constituent agency, that is 
required to maintain a records retention schedule, shall review its statutory and 
regulatory obligations related to the retention of information that is stored in 
electronic form. This shall be accomplished prior to the migration of any electronic 
data to a different software or hardware platform.  

2. Each division, bureau, board and constituent agency within DCA that maintains 
electronic records shall adopt, or incorporate into its existing records retention 
schedule, a retention schedule for electronic records that shall include the media 
type and time period for which the data shall be retained. 

3. The policy shall apply to all aspects of electronic records, including information 
related to application requirements, cashiering, complaint investigation information, 
etc. 
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PROVISIONS (continued) 

4. Once an electronic record reaches the maximum specified retention period, it shall 
be purged from all DCA maintained media. 

5. The following are recommended electronic record retention timeframes for common 
electronic records maintained by DCA licensing agencies: 

a. Licensee Records 

            Record Status Description   Maximum Retention Recommendation 

Cancelled            25 years  
Deceased              5 years 
Delinquent  25 years 
Revoked            75 years 
Retired            25 years (after the ability to renew) 
Surrender 75 years 

b. Enforcement Records / Licensee Records with Enforcement-Related Activity 

             Record Status Description 

 Non-Jurisdictional, Referred to 
Another Agency 

             No Violation, Closed Without Merit  
             Non-Disciplinary Action Taken, 

Insufficient Evidence, 
Administrative Action Taken 

              Disciplinary Action Attempted 

c. Applicant Records 

Record Status Description 

Abandoned 
Deceased

Maximum Retention Recommendation 

2 years 

5 years 
          5 years  

75 years 

Maximum Retention Recommendation 

1 year from date of abandonment 
           1 year from date of notice of death 

The above retention timeframes are recommended and are not required timeframes.  In 
circumstances where two timeframes may apply to one record, it is recommended to defer 
to the longer timeframe. The recommended timeframes begin on the record’s date of 
action. 
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REVISIONS 

Determination of the need for revisions to this policy is the responsibility of the Legal Affairs 
Division at (916) 574-8220. 

Specific questions regarding the status or maintenance of this policy should be directed to 
the Legislative Policy & Review office at (916) 574-7814. 
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