MARIN COUNTY EMPLOYEES’ ASSOCIATION (“MCERA”)
RECORDS RETENTION POLICY AND GUIDELINES
ADOPTED: May 21, 2008
AMENDED: September 9, 2009

L. PURPOSE

The purpose of the MCERA Records Retention Policy and Guidelines is to establish timeframes
and procedures for the retention and destruction of records held by MCERA in compliance with
legal and regulatory authority.

IL. POLICY OBJECTIVES

The objectives of the Policy and Guidelines are to ensure that:
a) MCERA properly maintains its business records for the appropriate time period,;

b) MCERA properly destroys records once the appropriate time period has passed,
and that such destruction occurs in the appropriate manner; and

c) MCERA staff is apprised of the retention periods and destruction method for the
records maintained by MCERA.

III. POLICY REVIEW

The Board of Retirement (“Board”) will review this Records Retention Policy and Guidelines at
least every three (3) years to ensure that it remains consistent with applicable law and
appropriate under the circumstances. The Board may amend this policy, from time to time, by
majority vote of the Board.

IV. POLICY HISTORY

MCERA has historically followed, and will continue to follow, the County-Wide records
retention schedule that is periodically promulgated by the County of Marin (“County”) as to
records that are not specific to MCERA, unless that schedule conflicts with the Guidelines
hereby adopted by the Board. The County previously has promulgated an MCERA-specific
records retention schedule that MCERA also has followed. With the adoption of this Policy and
its attached Guidelines, MCERA establishes its own Policy and Guidelines on records retention
of MCERA-specific records.

V. RETIREMENT ADMINISTRATOR’S CERTIFICATE

I, Charnel K. Benner, the duly appointed Retirement Administrator of the Marin County
Employees’ Retirement Association, hereby certify the adoption, and amendment, of this Policy.

Dated: September 9, 2009 W

Charnel K. Benner, CFP, Retirement Administrator
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