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A legend explaining the information presented in the retention schedule; please read this for an explanation
of every column.

The specified retention period applies regardless of the media of the record: If a record is stored on paper
and electronic format (a computer file on a hard drive), all electronic and paper records should be
destroyed (or deleted / erased) after the specified period of time has elapsed and authorization to
destroy has been obtained.

Copies or duplicates of records should never be retained longer than the prescribed period for the official
(original) record, and drafts and copies should be destroyed as soon as they are no longer required.

The term “records” shall include all records as defined by the California Public Records Act.
STRUCTURE: CITY-WIDE. DEPARTMENTS & DIVISIONS

The City-wide retention schedule includes those records all departments have in common (e-mails, letters,
memorandums, purchase orders, etc.). These records are NOT repeated in the Department retention
schedule, unless that department is the Office of Record.

Each department has a separate retention schedule that describes the records that are unique to their
department, or for which they are the Office of Record. The department retention schedules may be
organized by Division within that Department. If a record is not listed in your department retention schedule,
refer to the City-wide retention schedule, or look in the index to the schedules (provided after approval.)

BENEFITS

This retention schedule has been developed by Diane R. Gladwell, MMC, an expert in Municipal
Government records, and will provide the City with the following benefits:

* Reduce administrative expenses, expedite procedures

* Free office space and computer storage space

* Reduce the cost of records storage — paper and electronic
« Eliminate duplication of effort within the City

* Find records faster

* Determine what media should be used to store records

AUTHORIZATION TO DESTROY RECORDS (Paper or Electronic Records):

Destruction or deletion of an official (original) record that has exceeded its retention period (and has
SUBSTANTIVE CONTENT) must be authorized prior to destruction or deletion.

o |If there is a minimum retention (“Minimum 2 years"), the destruction / deletion must be
authorized before it is destroyed, as it is an official (original) record.

Copies, drafts, notes and non-records (or originals that do NOT have SUBSTANTIVE CONTENT) do
NOT require authorization, and can be destroyed “When No Longer Required.”

If there is NOT a minimum retention ("When No Longer Required"), it does NOT need to be authorized
prior to destruction, as it is a preliminary draft, copy, or the Content is NOT Substantive.

On every page of the schedules (near the top, just under the column headings) are important instructions,
including instructions regarding holds on destroying records. “Litigation, complaints, claims, public

records act requests, audits and/or investigations suspend normal retention periods (retention

resumes after settlement or resolution).”

*The City intends to provide ongoing public access through its website to audio and video recordings of
meetings, agenda reports, and related documents, consistent with past practice and subject to applicable
records retention requirements.
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OFR (Office of Record): The department that keeps the Official (original or “record copy”) record for its retention period, then authorizes destruction.

Usually, it is the department that originates the record. The official (original) record may be the paper / hard copy version of the record; however the electronic
record may be the official (original) record. See the “Destroy Paper after Imaged & QC’d” below for the Legal Requirements for the electronic record to be the
official (original) record.

Records Description: The record series (a group of like records).
Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active (guideline): How long the file remains in the immediate office area
Inactive (guideline): How long the file is in off-site storage, stored electronically in accordance with law (see below)
Total Retention: The total number of years the record is retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent

Indefinite = No fixed or specified retention period; used for databases, because the data fields are interrelated and certain data may require minimum
retention.
Vital? = Those records that are needed for basic operations in the event of a disaster.

Media Options (guideline) terms used in State law:  Mag = Electronic Computer Magnetic Media (Hard drives, Networks, USB Drives, Cloud, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper, Mylar, Linen, “Hard Copy”
OD = Optical Disk or other Unalterable Media which does not allow changes

Scan / Import (guideline): “S” indicates the record should be scanned into the document imaging system;
“I” indicates the record should be electronically imported into the document imaging system;
“M” indicates the record was microfilmed

Destroy Paper after Imaged & QC’d (quality checked) / Trustworthy Electronic Record: “Yes” means the electronic record may serve as the OFFICIAL
record (and the paper version may be destroyed, or the record may be electronically generated and never exist in paper format) IF (these are the legal
requirements for the electronic record to serve as the official (original) record) the electronic record is also_placed on Unalterable Media, Immutable
Cloud Media, Optical Disk (OD), DVD-R, CD-R, Blue-ray-R, or WORM, or microfilmed) which is stored in a safe & separate location.

Employees are required to Quality Check (“QC’d”) both the images and the indexes, and ensure the electronic record_contains all significant details from
the original and be an adequate substitute for the original document for all purposes; other legal mandates may apply.

Legend for legal citations (§: Section) B&P: Business & Professions Code (CA) CBC: California Building Code

CC: Civil Code (CA) CCP: Code of Civil Procedure (CA) CCR: California Code of Regulations (CA)

CFC: California Fire Code CFR: Code of Federal Regulations (US) EC: Elections Code (CA)

EVC: Evidence Code (CA) FA: Food & Agriculture Code FC: Family Code (CA)

FTB: Franchise Tax Board (CA) GC: Government Code (CA) H&S: Health & Safety Code (CA)

HUD: Housing & Urban Develop. (US) LC: Labor Code (CA) Ops. Cal. Atty. Gen..: Attorney General Opinions (CA)
PC: Penal Code (CA) PRC Public Resources Code R&T: Revenue & Taxation Code (CA)

UFC: Uniform Fire Code USC: United States Code (US) VC: Vehicle Code (CA)

W&I: Welfare & Institutions Code (CA)



Ver. 9.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-1
(Used By ALL Departments)
Image: Bestroy
Office of Total Media |=|m§o'rt Paper
Record Retention No. Records Description ; Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan | 'Maged &
qc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

CITY-WIDE (Used By ALL Departments)

Mag, Yes: After
Lead Dept. CW-001 Accident / Incident Reports 2 years Mfr, OD,| S/I ' GC §34090
Ppr QC & OD
Affidavits of Publications / Affidavits of Posting Mag, Yes: After (SBf\t:trirthltr:é?ig:\?i;O(; _s_gn;soﬁiltl;r;impal
Lead Dept. CW-002 Notices / Legal Advertising / Notices / Proofs of 2 years Mfr, OD, S/ ’ ) ’
Publications / Public Hearing Notices Ppr QC & OD |CCP§335 337 et seq; GC §§34090,
65009(c)(1)
Agreements / Contracts ADMINISTRATION
(WITHOUT Grant Funding) City preference; Covers E and O Statute
Lead Dept (Insurance Certificates, Project Administration, of Limitations; Published Audit
(Managing the Certified Payrolls, Project Schedules, RFP / Completion + | Yes: Before Mag, Yes: After S.tarjdairds=.4-7 years; Statute of. )
CW-003 RFQ - Request for Proposal, Request for . Mfr, OD,| S/I Limitations: Contracts and Spec's=4
Agreement / e 10 years Completion QC & OD _
Contract) Qualification, etc.) Ppr years, Wrongful Death=comp. + 5 years,
Developers=comp. + 10 years; CCP §337
Send all Original Agreements / Contracts to the et. seq., GC §34090
City Clerk
Agreements / Contracts: ADMINISTRATION SO”.‘e grant fund|ng agencies require
WITH Grant Fundin Completion audits; Statute of Limitations for Errors
(I aC rtyf' It 9) Proiect Administrati 10 F:aars or and Omissions is 10 years; Statute of
Lead Dept. ( nsgiance erutica e‘?‘ rojec ministration, Y . Limitations: Contracts and Spec's=4
: Certified Payrolls, Project Schedules, RFP / After Funding . Mag, ) ~
(Managing the CW-004 RFQ-R tfor P | R tr Adency Audit Yes: Before Mfr. OD S/ Yes: After |years, Wrongful Death=comp. + 5 years,
Agreement / Q If efques tor roposal, Request for %re )Lljired '] Completion P . ’ QC & OD |Developers=comp. + 10 years; CCP §337
Contract) ualiication,  etc. Whicgever ; P et. seq., 2 CFR 200.334; 24 CFR
1.105(h), 92. 70.502
Send all Original Agreements / Contracts to the longer wgmg?
City Clerk §34090
Lead Dept. Agreements / Contracts: UNSUCCESSFUL Mag
(Managing the i BIDS / PROPOSALS /| RESPONSES to RFPs ’ Yes: After L
Agreement / CW-005 (Request for Proposals) / RFQs (Request for 2o Mf{:’,‘gD’ S/ QC & OD Includes unopened bids; GC §34090

Contract)

Qualifications) that don't result in a contract
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Ver. 9.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
(Used By ALL Departments)
Image: Bestroy
Office of Total Media | I=import| ' 2Pe
Record Retention No. Records Description ; Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Boards, Commissions, / Committees: External
Organizations - Agendas, Minutes When No Mag, Yes: After
n/a CW-006 . ’ ’ Longer Mfr, OD, S/ Non-records
Resolutions, / other documents Required Ppr QC & OD
(e.g. County Board of Supervisors)
Boards, Committees, Commissions, Advisory Mag
) Bodies, Public Workshops: Citizen Advisory Minimum 2 ' Yes: After |Department Preference; GC §34090 et
Staffing Dept. CW-007 Created by the City Council years Mf;’, oD, S/l QC & OD |[seq. :
AGENDAS / STAFF REPORTS Pr
Boards, Committees, Commissions, Advisory . .
Bodies, Public Workshops: Citizen Advisory - Departmeni preference; AUd'.O Requwed
Staffing Dept. CWwW-008 Created by the City Council - Recordings - Minimum 2 Mag for 30df:1ays, ?C §?.4953'5(b)’ vn’iec; for 90
AUDIO RECORDINGS of Meetings / Audio years ;‘:;c;r ggzg aoo07 oo reduireaer
Tapes
Boaids, Commlttees, Com.m|s.3|.ons, Advisory Department preference; Audio Required
Bodies, Public Workshops: Citizen Advisory Minimum 2 for 30 days: GC §54953 5(b): video
Staffing Dept. CW-008.5 |Created by the City Council - Recordings - years Mag recordings ;)f meetings ére réquired for 90
VIDEO RECORDINGS of Meetings / Video days; GC §34090.7
Tapes
Boards, Committees, Commissions, Advisory Mag
i Bodies, Public Workshops: Citizen Advisory ’ Yes: After
Staffing Dept. CW-009 Created by the City Council P Mf;gD, S/l QcC & OD GC §34090
MINUTES
Committees: Employee Committees, Only Citizen Advisory Boards appointed
Employee Staff Meetings / Department Staff Mag, Yes: After by the City Council must retain minutes
Staffing Dept. CwW-010 Meetings 2 years Mfr, OD,| S/I QC.& oD permanently (Council Subcommittees
AGENDAS / MINUTES (If agendas or minutes Ppr present their recommendations to the full
are created) Council); GC §34090 et seq.
Committees: Subcommittees of the City Mag, Yes: After Council Subcommittees present their
Staffing Dept. Cw-011 Council (Ad-Hoc / Standing Committees) 2 years Mfr, OD,| S/I QC-& oD recommendations to the full Council; GC
AGENDAS / MINUTES Ppr §34090 et seq.
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Ver. 9.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS
(Used By ALL Departments)

Page CW-3

Image: Bestroy
Office of Total Media I-Imgoi't Paper
Record Retention No. Records Description ; Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
Qc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e.g. last document + 2 ye

ars), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or

investigations suspend normal retention periods (retention resumes after settlement or completion).

City preference; Statute of Limitations for

Lead . i . Mag, . personal property, fraud, etc. is 3 years;
(Responding) CW-012 (CI:E?(ncjlﬂlc?énstT:’/oﬁ::enCOi;irc]:er;c)’m Citizens Mm'g:;;n - Mfr, OD,| S/I YQe(s:.&A(l;tgr Claims must be filed in 6 months; CCP
Dept. y Ppr §8§338 et seq., 340 et seq., 342, GC
§34090
Vflzﬁzf?\l:) Mag, Yes: After
Lead Dept. CW-013 Copies / duplicates of any record Longer Mfr, OD,| S/I QcC & OD GC §34090.7
: Ppr
Required
Correspondence - ROUTINE
(IF CONTENT relates in a SUBSTANTIVE way
to the conduct of the public's business)
Dept. that i
, . ONLY IF the Content relates in a
Dé)létuhr::\t (Le.t% e-mMa i/ emal(; with iléBS.'lfAtN'I;.IVEFgIontent, Ma substantive way to the conduct of the
or CW-016 eters, gmorgn umTF'I minis rallve ,' es, 5 vears Mir (%D S/ Yes: After |public's business; City of San Jose v.
Receives the Chronological te“era lles, ReadingFile; y B QC & OD |Superior Court (2017) 2 Cal.5th 608
City's Original Working-Files; etc.) P (Smith). S218066. Supreme Court of
lifornia, 2017; 4
Document SUBSTANTIVE synonyms:_Significant, California, 2017; GC §34090

Meaningful, Considerable, Essential
IF-the Content relates ina SUBSTANTIVE way-
¢ . .
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Ver. 9.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4
(Used By ALL Departments)
Image: Bestroy
Office of Total Media |=|mgo}t Paper
Record Retention No. Records Description ; Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan | 'Maged &
qc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Correspondence - TRANSITORY /
PRELIMINARY DRAFTS, Interagency /
Intraagency Memoranda NOT retained in the
ordinary course of business

Content NOT Substantive, / NOT made /
retained for the purpose of preserving the
informational content for future reference

Electronic and paper records are
categorized, filed and retained based
upon the CONTENT of the record.
Records where either the CONTENT
relates in a SUBSTANTIVE way to the
conduct of the public's business, or
ARE made or retained for the purpose of

Dept. that - ) .
Authors preserving the informational content for
Document (e.g. calendars, checklists, e-mail / email, When No future reference are SAVED by placing
or Cw-015 |social media posting, employee directories, Longer Mag, them in an electronic or paper (project)
Receives the ilyers, in.vitations, ins.tgnt messaging, Required Ppr file folder and retained for the
City's Original |nvgntories, logs, malllqg lists, meet.lng room applicable retention period. If not
Document registrations, PowerPoint presentations, mentioned here, consult the City Attorney
speaker cards, speech notes, staff Teams to determine if a record is considered
videoconference chats, notes / recordings, transitory / preliminary draft. GC §§34090,
supply inventories, telephone messages, text 7927.500, 7928.705.; 64 Ops. Cal. Atty.
messages, transmittal letters, thank yous, Gen. 317 (1981)); City of San Jose v.
requests from other cities, preliminary notices Superior Court (2017) 2 Cal.5th 608
for construction projects, undeliverable (Smith). S218066. Supreme Court of
envelopes / Returned mail, visitors logs, voice California, 2017
mails, webpages, etc.)
As long as the drafts and notes are not
. . . When No Mag, . retained in the "Regular Course of
Lead Dept. CW-016 [_)rafts / Notes. Drafts that are revised (retain Longer Mfr, OD,| S/ Yes: Aiter Business". Consult the City Attorney to
final version) Required Ppr Qc&ob determine if a record is considered a draft.

GC §§34090, 7927.500, 7928.705
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Ver. 9.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS
(Used By ALL Departments)

Page CW-5

Image: Bestroy
Office of Total Media I-Imgoi't Paper
Record Retention No. Records Description ; Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
Qc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

The Lead Department should print out
historical documents (or save source data)

. . When No Mag, . . . . .
Lead Dept. CW-017 GIS I.Daiabase / Data / Layers (both City-wide / Longer Yes Mfr, OD. S/ Yes: After |prior to replacing the dgta, |i they requwe.
Specialized) - QC & OD |the data or output for historical purposes;
Required Ppr o
Department Preference (Preliminary
documents); GC §34090 et seq.
Lead Dept. Grant Applications funded by the City's General Mag, Yes: After |Finance maintains payable information in
(Managing the CW-018 Fund 2 years Mir, OD, | S/ QC & OD |Accounts Payable; GC §34090
Grant) Ppr
Lead Dept. _— Mag, .
(Managing the CW-019 Grants (UNSUCCESSFUL Applications, 2 years Mfr, OD,| S/1 Yes: After GC §34090
Correspondence) QC & OD
Grant) Ppr
Grants / CDBG Administration (Community
Development Block Grant) / Reimbursable Meets auditing standards; Grants covered
Claims / FEMA Reimbursements / OES by a Consolidated Action Plan are
Reimbursements (SUCCESSFUL Reports, . required for 5 years; Uniform Admin.
) X After Funding .
other records required to pass the funding . Requirements for Grants to Local
Lead Dept. ' dit, if ired Agency Audil Mag, Yes: After | Governments is 3 years from expenditure
(Managing the | Cw-020 | 29ency's audit, if required) if required - Mfr, OD, S/ ' ; y penditu
Grant) Minimum 5 Ppr QC & OD |report or final payment of grantee or
Applications (successful), grant agreement, oars subgrantee;2 CFR 200.334; 24 CFR
copies of invoices, program rules, regulations / y 91.105(h), 92.505, 570.490, and
procedures, reports to grant funding agencies, 570.502(a&b),29-CFR-9742-OMB-
correspondence, audit records, completion Giredlar A-H10-and-A-133; GC §34090
records
When No Mag .
- . - ' Yes: After [Non-records - may be obtained from the
Lead Dept. CW-021 Newspaper Clippings / Media Clippings R:%nu?gd Mfl}‘:,);?D, S/l QC & OD |newspaper company; GC §34090
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Ver. 9.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-6
(Used By ALL Departments)
Image: Bestroy
Office of Total Media I-Imgo;'t Paper
Record Retention No. Records Description . Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
Qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Send any
copies to
Human Personnel F".es (De'partment Copies - Human Before Mag, Yes: After |Originals are retained by Human
CW-022 Excludes Police Officers) Resources Annual Mfr, OD, S/ )
Resources . . QC & OD |Resources; GC §34090.7
Send all originals to Human Resources upon Evaluation Ppr
Separation or
Transfer
Shred After
Incor'porahon Notes maintained in a separate folder to
Inte Before Mag, Yes: After |be incorporated into performance
Lead Dept. CW-023 Personnel Files (Supervisor's Notes) Performance Annual Mfr, OD,| S/I ) P P .
: : QC & OD |evaluation, or to document progressive
Evaluation or § Evaluation Ppr N
discipline; GC §34090 et seq.
Documented
Discipline
When No Mag, Ves: Ater the final rocord i whion th photograph s
Lead Dept. CW-024 Photographs Longer Mfr, OD,| S/I ’ . o ) P grap
Reatiired Por QC & OD |published in, if any); destroy unnecessary
q P photographs. GC §§34090, 7927.500
Lead Dept. Real Estate Appraisal Reports: Property NOT Mag, Yes: After |Not accessible to the public; GC §§34090
(Who Ordered | - CW-025 | - ced / sold, Loans not funded, etc. 2 yeas Mir, OD,| S/ | oc '8 oD 7928705
the Appraisal) Ppr
Not accessible to the public until purchase
Lead Dept. . . . . Mag, . has been completed; meets grant auditing
(Who Ordered | CW-026 zela; E,State rtAp‘;ra'sda' deportS' Purchased / M'”';‘:g‘ 5 Y;E'rci:ge Mfr, OD,| S/1 \gg &Aggr requirements; 2 CFR 200.334; 24 CFR
the Appraisal) old Froperty, Funded Loans y Ppr 91.105(h), and 570.502(b); 29-CFR 97.42,
GC §34090
Lead Dept. . Mag, .
(Who Recorded CW-027 Recorded Doquments - Real Property: Deeds, = Mfr, OD,| S/I Yes: After GC §34090(a)
Easements, Rights of Way, etc. QC & OD
the Document) Ppr
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Ver. 9.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-7
(Used By ALL Departments)

Image: Bestroy
Office of Total Media I-Imgo;'t Paper
Record Retention No. Records Description ; Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
Qc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

. o Mag
Records Destruction Authorization Forms / ' Yes: After .
Lead Dept. CwW-028 Certifications (All Departments) 10 years Mf'ra,;:D, S/ Qc'd & OD Department preference; GC §34090

Reference Materials: Policies, Procedures /
SOPs, Brochures, Flyers, Handbooks,
Manuals, Newsletters, Plans, Strategic Plans, (if]
not provided in the schedule.) Standard When No Mag, Yes: After
n/a CW-029 Operating Procedures (SOPs), Studies / Longer Mfr, OD,| S/I QC'a & OD Non-Records
Reports (if not provided in the schedule.): etc.: Required Ppr

Produced by OUTSIDE ORGANIZATIONS
(League of California Cities, Chamber of
Commerce, etc.)

Reference Materials: Policies, Procedures /
SOPs, Brochures, Flyers, Handbooks,
Manuals, Newsletters, Plans, Strategic Plans, (if] Mirimum 2 Mag, Yes: After

Lead Dept. CW-030 not provided in the schedule.) Standard Joars Mfr, OD,| S/I QcC & OD Department preference; GC §34090

Operating Procedures (SOPs), Studies / Ppr

Reports (if not provided in the schedule.): etc.:

Produced by YOUR Department

Reference Materials: Policies, Procedures /

SOPs, Brochures, Flyers, Handbooks,

Manuals, Newsletters, Plans, Strategic Plans, (if] Mag, .

. . When Yes: After .

Lead Dept. CW-031 not provided in the schedule.) Standard Superseded Mfr, OD, S/l Qc & OD Copies; GC §34090.7

Operating Procedures (SOPs), Studies / Ppr

Reports (if not provided in the schedule.): etc.:

Produced by OTHER Departments

. . . - Mag, . Administratively and Historically

Lead Dept. CW-032 Repogs’.St“g'esd.(""sw”ca"y significant - P Mfr, OD,| S/I \gg &Aggr significant, therefore retained

e.g-, Zoning Studies) Ppr permanently; GC §34090
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Ver. 9.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-8
(Used By ALL Departments)
Image: Bestroy
Office of Total Media I-Imgoi't Paper
Record Retention No. Records Description . Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
Qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Mag Department preference; Information is
Reports, Studies (other than Historically ' Yes: After joutdated after 10 years; If historically
Lead Dept. CW-033 significant - e.g. Annual Reports) 1Cyears Mir, OD, | S /1 QC & OD |significant, retain permanently; GC
Ppr
§34090
L Mag, ) .
Lead Dept. CW-034 Special Event Permits Expiration + 2 Mfr, OD,| S/1 Yes: After Department Preference; GC §34090 et
years Ppr QC & OD |seq.
L Mag, : :
Lead Dept. CW-035 |Special Projects / Subject Files / Issue Files Minimum 2 Mfr,OD,| s/1 | oS After/Department Preference; GC §34090 et
years Ppr QC & OD |seq.
Mag, Yes: After Department Preference; GC §34090 et
Lead Dept. CW-036 Subpoenas (appearance / duces tecum) 2 years Mfr, OD,| S/I ’ P ’
Ppr QC & OD |seq.
Surveys / Questionnaires (that the City issues).
If a summary of the data is compiled, the survey Mag, Yes: After
Lead Dept. CW-037 forms are considered a draft / transitory record, 2 years Mfr, OD,| S/I QC-& oD GC §34090
/ can be destroyed as drafts (When No Longer Ppr
Required)
Training EMPLOYEE RECORDS (If Records
are Created - filed by Employee Name)
"
LeadDoot. | CW.0375 | Emoices nams. — Y84l I Separation + vir 05| g/ | Yes: After|§3203 et seq., 29 CFR 1627.3(b)ii), GC
oL : Tra.‘; %Vegroa. deer,s Name 5 years B == | QC & OD |§§12946, 12960, 34090, 53235.2(b),
ning Trovt Pt 53237.2(b); 53238.3(b)
Date
Duration (length)
Core Competencies / Skills
Certifications / Qualification Documents
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Ver. 9.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-9
(Used By ALL Departments)
Image: Bestroy
Office of Total Media |=|mgo}t Paper
Record Retention No. Records Description ; Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan | 'Maged &
qc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Lead Dept.

(Presenting the
Training)

CW-038

Training Presented by Staff - COURSE
RECORDS

(Attendance Rosters / Sign-in Sheets, Outlines /

Materials; includes Ethics, Fiscal & Financial,

Harassment, Workplace Violence, Safety
Training, Tailgates)

5 years

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

Department preference; Ethics, Fiscal &
Financial, Harassment & Workplace
Violence Prevention Training is 5 years;
Calif. Labor Division is required to keep
their OSHA records 7 years;
EEOC/FLSA/ADEA (Age) requires 3 years
for promotion, demotion, transfer,
selection, or discharge; State Law
requires 4 years for personnel actions; 8
CCR §3203 et seq., 29 CFR
1627.3(b)(1)(ii), LC §6429(c); GC
§8§12946, 12960, 34090, 53235.2(b),
53237.2(b); 53238.3(b); LC §6401.9(f)
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Ver. 9.0

RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS

Page B&C-[Page]

Image: Bestroy
Office of Total Media I-Imgo;'t Paper
Record Retention No. Records Description ; Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
Qc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, comelaints, audits, Eublic records act rec_)uests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
BOARDS AND COMMISSIONS (Used by All Departments that Staff a Board or Commission.)
If the Staffing_; Department changes, notify the City Clerk and transfer all records to the new Department.

Econ. Develop. o 5 Mag
Arts / Culture Commission Minimum 2 ' Yes: After .
| Arts and B&C-001 AGENDAS / STAFF REPORTS years Mfr, OD, S/ QcC & OD Department Preference; GC §34090
Culture Ppr
Econ. Develop. Arts / Culture Commission: Recordings - Minimum 2 E)?%%rtg;eg grce:fggedfngc:?;’ 5A(}L£J)$|<\)/!§22Ulred
| Arts and B&C-002 |AUDIO RECORDINGS of Meetings / Audio Mag . ys: . ’ T
Cult T years recordings of meetings are required for 90
ulture apes days; GC §34090.7
- Department preference; Audio Required
Econ. Develop. Arts / Culture Commission . ) o
/Artsand | B&C-0025 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Cult Meetinas / Video Taes years recordings of meetings are required for 90
ulture 9 P days; GC §34090.7
Econ. Develop. Arts / Culture Commission Mag, Yes: After
| Arts and B&C-003 MINUTES / RESOLUTIONS P Mfr, OD,| S/I QcC & OD GC §34090(e)
Culture Ppr
Library and o . . Mag
Commission on Aging Minimum 2 ' Yes: After .
Comm. S_rvsl B&C-004 AGENDAS / STAFF REPORTS years Mfr, OD, S/l QcC & OD Department Preference; GC §34090
Recreation Ppr
. - . Department preference; Audio Required
Library and Commission on Aging . . Ny
Comm.Srvs/ | B&C-005 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
R ti Meetinas / Audio Tabes years recordings of meetings are required for 90
ecreation gs/Au pe days; GC §34090.7
Library and o . N Department preference; Audio .Required
Comm. Srvs / | B&C-0055 Commission on Aging Minimum 2 Ma for 30 days; GC §54953.5(b); Video
Recre.ation ' Recordings - VIDEO RECORDINGS of years 9 recordings of meetings are required for 90

Meetings / Video Tapes

days; GC §34090.7
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Ver. 9.0 RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS Page B&C-[Page]
Image: Bestroy
Office of Total Media I-Imgo;'t Paper
Record Retention No. Records Description ; Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) Imaged &
S=Scan .
Qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Library and . . Mag
Commission on Aging ' Yes: After
Comm. S.rvsl B&C-006 MINUTES / RESOLUTIONS P Mfr, OD,| S/I QcC & OD GC §34090(e)
Recreation Ppr
Community Police Review Commission Mini 2 Mag, Yes: Aft
City Manager B&C-007 |(CPRC) Im(r:ali? Mfr, OD,| S/I (;é'& ogr Department Preference; GC §34090
AGENDAS / STAFF REPORTS y Ppr
. . . - Department preference; Audio Required
Community Police Review Commission (CPRC) . ) o
City Manager | B&C-008 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
. . years recordings of meetings are required for 90
Meetings / Audio Tapes days; GC §34090.7
. . . . Department preference; Audio Required
Community Police Review Commission (CPRC) . ) s
City Manager | B&C-008.5 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
. . years recordings of meetings are required for 90
Meetings / Video Tapes days; GC §34090.7
Community Police Review Commission Mag, Yes: Aft
City Manager | B&C-009 |(CPRC) P Mfr, OD,| S/I gg g Ogr GC §34090(e)
MINUTES / RESOLUTIONS Ppr
Community . . Mag
Design Review Board ' Yes: After .
Developl_nentl B&C-010 AGENDAS / STAFF REPORTS P Mfr, OD,| S/I QcC & OD Department Preference; GC §34090
Planning Ppr
. . . Department preference; Audio Required
Community Design Review Board - ) s
Development/| B&C-011 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
. . . years recordings of meetings are required for 90
Planning Meetings / Audio Tapes days: GC §34090.7
. . . Department preference; Audio Required
Community Design Review Board . ) o
Development /| B&C-011.5 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
. . . years recordings of meetings are required for 90
Planning Meetings / Video Tapes days; GC §34090.7
Community . . Mag
Design Review Board ' Yes: After
De;?;i?:;n” B&C-012 MINUTES / RESOLUTIONS P MfrF,’;?D, S/l QcC & OD GC §34090(e)
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Ver. 9.0 RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS Page B&C-[Page]
Image: Bestroy
Office of Total Media I-Imgo;'t Paper
Record Retention No. Records Description ; Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
Qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Econ. Develop. . - - Mag
. Economic Development Commission Minimum 2 ' Yes: After .
| Business B&C-013 AGENDAS / STAFF REPORTS years Mfr, OD, S/ QcC & OD Department Preference; GC §34090
Develop. Ppr
Econ. Develop. Economic Development Commission Minimum 2 ]%?%aortg;eg grce:fggedfngc:?;’ Qg?'?/iEEEUIred
| Business B&C-014 |Recordings - AUDIO RECORDINGS of Mag cays, . : Lo
Devel Meetinas / Audio Tapes years recordings of meetings are required for 90
evelop. 9 P days; GC §34090.7
. - Department preference; Audio Required
Econ. Develop. Economic Development Commission - ) N
/Business | B&C-014.5 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Devel Meetinas / Video Taes years recordings of meetings are required for 90
evelop. 9 P days; GC §34090.7
Econ. Develop. Economic Development Commission Mag, Yes: After
| Business B&C-015 MINUTES / RESOLUTIONS P Mfr, OD,| S/I QcC & OD GC §34090(e)
Develop. Ppr
Library and Environmental Community / Investment Mag
Comm. Srvs / B&C-016 Agreement (ECIA) Transportation Oversight Minimum 2 Mfr, OD, S/ Yes: After Department Preference; GC §34090
T t Committee years Por QC & OD
ransport. AGENDAS / STAFF REPORTS P
Environmental Community / Investment . .
. . . Department preference; Audio Required
Library and Agreement (ECIA) Transportation Oversight Minimum 2 for 30 days: GC §54953.5(b): Video
Comm. Srvs / B&C-017 | Committee ears Mag recordings of meetings are required for 90
Transport. Recordings - AUDIO RECORDINGS of y ang 9 q
. ) days; GC §34090.7
Meetings / Audio Tapes
Environmental Community / Investment . .
. . . Department preference; Audio Required
Library and Agreerpent (ECIA) Transportation Oversight Minimum 2 for 30 days: GC §54953.5(b): Video
Comm.Srvs /| B&C-017.5 | Committee ears Mag recordings of meetings are required for 90
Transport. Recordings - VIDEO RECORDINGS of y ang 9 q
. . days; GC §34090.7
Meetings / Video Tapes
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Ver. 9.0

RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS

Page B&C-[Page]

Image: Bestroy
Office of Total Media | I=import| ' 2Pe
Record Retention No. Records Description ; Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Library and Environmental Community / Inve.stment . Mag,
Comm. Srvs / B&C-018 Agreement (ECIA) Transportation Oversight P Mfr, OD, S/I Yes: After GC §34090(e)
Transport. Committee Por QC & OD
MINUTES / RESOLUTIONS
Environmental Community / Investment Minimum 2 Mag, Yes: After
City Manager B&C-019 |Agreement (ECIA) Grant Review Committee Mfr, OD, S/ ’ Department Preference; GC §34090
AGENDAS / STAFF REPORTS years Ppr Qc&ob
Environmental Community / Investment Department preference; Audio Required
. Agreement (ECIA) Grant Review Committee Minimum 2 for 30 days; GC §54953.5(b); Video
City Manager B&C-020 Rgecordings(- AUD)IO RECORDINGS of years Mag recording{: of me§etings aré r)equired for 90
Meetings / Audio Tapes days; GC §34090.7
Environmental Community / Investment Department preference; Audio Required
. Agreement (ECIA) Grant Review Committee Minimum 2 for 30 days; GC §54953.5(b); Video
City Manager | B&C-020.5 Rgcordings(- VIDI;O RECORDINGS of years Mag recordingys of me§etings ar((a r)equired for 90
Meetings / Video Tapes days; GC §34090.7
Environmental Community / Investment Mag, Yes: After
City Manager B&C-021 |Agreement (ECIA) Grant Review Committee P Mfr, OD,| S/I QC-& oD GC §34090(e)
MINUTES / RESOLUTIONS Ppr
. - Mag, .
City Clerk B&C-022 fg;;f; ::?ss";lﬁl‘:agép ORTS M”;';‘:;“ 2 Mfll':,) gD, S/ YQGS &Aggr Department Preference; GC §34090
. Department preference; Audio Required
General Pension Boad . .
City Clerk B&C-023 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Meetings / Audio Tapes years recoidlngs of meetings are required for 90
days; GC §34090.7
General Pension Board N Department preference; Audio .Required
CityClerk | B&C-023.5 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Meetings / Video Tapes years recor.dlngs of meetings are required for 90
days; GC §34090.7
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Ver. 9.0 RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS Page B&C-[Page]
. Bestroy
Office of . Image: Paper
Record Retention No. Records Description Re-tr:I:?:on Vital? OM::)I:S I_l\:ITICI?:t after Comments / Reference
(OFR) P ses Imaged &
¢4 _acd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Mag,

. General Pension Board Yes: After
City Clerk B&C-024 MINUTES / RESOLUTIONS P Mf'ra,gD, S/l QcC & OD GC §34090(e)
Community . . - Mag, .
Development / B&C-025 22?;;2:7:}/?;:0;Fg):?gr\lfrs;on P Mfr, OD,| S/I \ga(s;.&Aétgr Department Preference; GC §34090
Planning Ppr
. L . . Department preference; Audio Required
Community Historic Preservation Committee - . N\
Development /| B&C-026 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Pl . Meetinas / Audio Tabes years recordings of meetings are required for 90
anning gs/Au P days; GC §34090.7
. . . . Department preference; Audio Required
Community Historic Preservation Committee . ) s
Development /| B&C-026.5 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Pl . Meetinas / Video Tapes years recordings of meetings are required for 90
anning 9 P days; GC §34090.7
Community L . o Mag
Historic Preservation Commission ' Yes: After
Developl_nentl B&C-027 MINUTES / RESOLUTIONS P Mfr, OD,| S/I QcC & OD GC §34090(e)
Planning Ppr
. . - Department preference; Audio Required
Econ. Develop. Housing Advisory Commission - ) s
/ Housing B&C-028 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Authorit Meetinas / Audio Taes years recordings of meetings are required for 90
uthority gs/Ad P days; GC §34090.7
. . - Department preference; Audio Required
Econ. Develop. Housing Advisory Commission . ) o
/ Housing B&C-028.5 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Authorit Meetinas / Video Tapes years recordings of meetings are required for 90
uthority 9 P days; GC §34090.7
Econ. Develop. . . . Mag
. Housing Advisory Commission ’ Yes: After
lHousmg B&C-029 MINUTES / RESOLUTIONS P Mfr, OD,| S/I QC & OD GC §34090(e)
Authority Ppr
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Ver. 9.0 RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS Page B&C-[Page]
Image: Bestroy
Office of - ’ Paper
Record Retention No. Records Description Re-tr:I:?:on Vital? OM::)I:S I_l\:ITICI?:t after Comments / Reference
(OFR) P ses Imaged &
¢4 _acd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Econ. Develop. . . - - Mag
. Housing Advisory Commission Minimum 2 ' Yes: After .
lHou3|.ng B&C-030 AGENDAS / STAFF REPORTS years Mfr, OD, S/ QcC & OD Department Preference; GC §34090
Authority Ppr
. . . . Mag
Community Human Rights / Human Relations Commission ' Yes: After .
Development B&C-031 AGENDAS / STAFF REPORTS P Mfl;;:D, S/l QcC & OD Department Preference; GC §34090
. . - Department preference; Audio Required
. Human Rights / Human Relations Commission . ) s
Community | 5o 035 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Development Meetings / Audio Tapes years recordings of meetings are required for 90
9 P days; GC §34090.7
. . - Department preference; Audio Required
. Human Rights / Human Relations Commission - ) N
Community | 500 6355 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Development Meetings / Video Tapes years recordings of meetings are required for 90
9 P days; GC §34090.7
. . . . Mag
Community Human Rights / Human Relations Commission ' Yes: After
Development B&C-033 MINUTES / RESOLUTIONS P Mf;gD’ S/ QC & OD GC §34090(e)
Library and . - - Mag
Library Commission Minimum 2 ' Yes: After .
Comm.Srvs/ | B&C-034 |\ GENDAS / STAFF REPORTS years Mir, OD,| S/ | qc g op |Pepartment Preference; GC §34090
Library Ppr
. . . Department preference; Audio Required
Library and Library Commission . ) o
Comm. Srvs/ | B&C-035 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Lib Meetinas / Audio Tapes years recordings of meetings are required for 90
forary 9 P days; GC §34090.7
. . - Department preference; Audio Required
Library and Library Commission . . N
Comm. Srvs / | B&C-035.5 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
. . . years recordings of meetings are required for 90
Library Meetings / Video Tapes

days; GC §34090.7
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Ver. 9.0 RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS Page B&C-[Page]
Image: Bestroy
Office of - ’ Paper
Record Retention No. Records Description Re-tr:I:?:on Vital? OM::)I:S I_l\:ITICI?:t after Comments / Reference
(OFR) P ses Imaged &
¢4 _acd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Library and

Mag,

Library Commission Yes: After
Com.m. Srvs / B&C-036 MINUTES / RESOLUTIONS P Mfr, OD,| S/I QcC & OD GC §34090(e)
Library Ppr
Human Personnel Board Minimum 2 Mag, Yes: After
Resources | CoC0%7 | AGENDAS / STAFF REPORTS years MfrF;p?D’ S/ 1 qc g op |Pepartment Preference; GC §34090
Personnel Board Department preference; Audio Required
Human B&C-038 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Resources Meetinas / Audio Tabes years recordings of meetings are required for 90
gs/Ad P days; GC §34090.7
Personnel Board Department preference; Audio Required
Human B&C-038.5 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Resources Meetings / Video Tapes years recordings of meetings are required for 90
9 P days; GC §34090.7
Human Personnel Board Mag, Yes: After
Resources B&C-039 MINUTES / RESOLUTIONS P Mf;’,gD’ S/ QC & OD GC §34090(e)
Community . L Mag
Planning Commission ' Yes: After .
Developl_nentl B&C-040 AGENDAS / STAFF REPORTS P Mfr, OD,| S/I QcC & OD Department Preference; GC §34090
Planning Ppr
Community Planning Commission Department preference; Audio Required
Development/| B&C-041 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Pl . Meetinas / Audio Tabes years recordings of meetings are required for 90
anning gs/Au pe days; GC §34090.7
. . . Department preference; Audio Required
Community Planning Commission . ) Ny
Development /| B&C-041.5 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Pl . Meetinas / Video Tapes years recordings of meetings are required for 90
anning 9 P days; GC §34090.7
Community . - Mag
Planning Commission ' Yes: After
De;tle;c;zﬁzntl B&C-042 MINUTES / RESOLUTIONS P MfrF,);?D, S/l QC & OD GC §34090(e)

R|CHMOND, CA. ©1995-2024 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 9.0 RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS Page B&C-[Page]
Image: Bestroy
Office of Total Media I-Imgo;'t Paper
Record Retention No. Records Description ; Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
Qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
. . . . - Mag
Econ. Develop. Point Molate Community Advisory Committee Minimum 2 ' Yes: After .
/Real Estate | °oC0%3 | AGENDAS / STAFF REPORTS years Mf;gD’ S/1 | qc & op |Pepartment Preference; GC §34090
. . . . Department preference; Audio Required
Point Molate Community Advisory Committee . ) o
Econ. Develop. B&C-044  Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 fjays, GC §5_4953-5(b)' Vlijeo
| Real Estate Meetinas / Audio Tabes years recordings of meetings are required for 90
gs/Ad P days; GC §34090.7
. . . . Department preference; Audio Required
Point Molate Community Advisory Committee . ) s
Econ. Develop. B&C-0445 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 Fiays, GC §5.4953.5(b), V@eo
| Real Estate Meetings / Video Tapes years recordings of meetings are required for 90
9 P days; GC §34090.7
. . . . Mag
Econ. Develop. Point Molate Community Advisory Committee ' Yes: After
| Real Estate B&C-045 MINUTES / RESOLUTIONS P Mf}r:’,pC:D’ S/l QC & OD GC §34090(e)
City Clerk B&aC-046 | olice/Firemen's Pension Board Minimum 2 M:‘\:Iagb s/1 | Yes: After|n artment Preference; GC §34090
y AGENDAS / STAFF REPORTS years F,’pr ’ QC & OD P ’
. . . . Department preference; Audio Required
Police / Firemen's Pension Board - ) s
City Clerk B&C-047 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Meetings / Audio Tapes years recordings of meetings are required for 90
gs/Ad P days; GC §34090.7
City Clerk B&C-047..5 |Recordings - VIDEO RECORDINGS of Mag days, S . S(b); )
Meetinas / Video Taes years recordings of meetings are required for 90
9 P days; GC §34090.7
. . . Mag
. Police / Firemen's Pension Board ' Yes: After
City Clerk B&C-048 MINUTES / RESOLUTIONS P Mf;gD, S/l QcC & OD GC §34090(e)
Library and . . . Mag,
Comm. Srvs / B&C-049 Recreation / Parks Commission Minimum 2 Mfr OD S/l Yes: After Department Preference; GC §34090 et
" AGENDAS / STAFF REPORTS years i ’ QC'd & OD |seq.
Recreation Ppr
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Ver. 9.0 RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS Page B&C-[Page]

Image: Bestroy
Office of Total Media | I=import| ' 2Pe
Record Retention No. Records Description ; Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
. . . Department preference; Audio Required
Library and Recreation / Parks Commission . ) )
Comm. Srvs/ | B&C-050 | Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Recreation Meetings / Audio Tapes years recor_dmgs of meetings are required for 90
days; GC §34090.7
Library and Recreation / Parks Commission Minimum 2 E)?%aortg;?g grgfg;e:gc; S'A(E;j.'(\)/i'zzgu'red
Comm. Srvs/ | B&C-050.5 |Recordings - VIDEO RECORDINGS of Mag . ’ . : Lo
Recreation Meetings / Video Tapes years recor.dlngs of meetings are required for 90
days; GC §34090.7
Library and . I Mag, .
Comm. Srvs / | B&C-051 ;T;ﬁ?g‘;” / Parks Commission P Mfr,OD,| S/1 gg?a Qfgaé GC §34090(a)
Recreation Ppr
. Reimagining Public Safety Community Task . Mag, .
é':::;?nry;:vds B&C-052 Force M”;'g;‘i? 2 Mfr, OD, S/ g?;?d Qfga[r) Department Preference; GC §34090
’ AGENDAS / STAFF REPORTS Ppr
Reimagining Public Safety Community Task Department preference; Audio Required
Library and B&C-053 Force Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Comm. Srvs Recordings - AUDIO RECORDINGS of years recordings of meetings are required for 90
Meetings / Audio Tapes days; GC §34090.7
Reimagining Public Safety Community Task Department preference; Audio Required
Library and B&C-053 5 Force Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Comm. Srvs ' Recordings - VIDEO RECORDINGS of years recordings of meetings are required for 90
Meetings / Video Tapes days; GC §34090.7
. Reimagining Public Safety Community Task Mag, .
(':';':;?nry ;:‘vds B&C-054 |Force P Mfr, OD,| S/ Eeg &A(‘;tgr GC §34090(e)
’ MINUTES / RESOLUTIONS Ppr
CI:::;':YSE:'CSI Richmond Fund for Children / Youth Oversight Minimum 2 Mag, Yes: After
Children and B&C-055 Board years Mfr, OD, S/ QC & OD Department Preference; GC §34090
Youth AGENDAS / STAFF REPORTS Ppr
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Ver. 9.0 RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS Page B&C-[Page]
Image: Bestroy
Office of Total Media I-Imgo;'t Paper
Record Retention No. Records Description ; Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) Imaged &
S=Scan .
Qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Library and Richmond Fund for Children / Youth Oversight Department preference; Audio Required
Comm. Srvs / B&C-056 Board Minimum 2 Ma for 30 days; GC §54953.5(b); Video
Children and Recordings - AUDIO RECORDINGS of years 9 recordings of meetings are required for 90
Youth Meetings / Audio Tapes days; GC §34090.7
Library and Richmond Fund for Children / Youth Oversight Department preference; Audio Required
Comm. Srvs / B&C-056.5 Board Minimum 2 Ma for 30 days; GC §54953.5(b); Video
Children and ' Recordings - VIDEO RECORDINGS of years 9 recordings of meetings are required for 90
Youth Meetings / Video Tapes days; GC §34090.7
CI:)I:\r:ySE:'C:l Richmond Fund for Children / Youth Oversight Mag, Yes: After
Childr(.en and B&C-057 |Board P Mfr, OD,| S/I QC-& oD GC §34090(e)
MINUTES / RESOLUTIONS Ppr
Youth
. . . . . o - Mag
City Council Shimada Friendship Commission Minimum 2 ' Yes: After .
Office B&C-058 AGENDAS / STAFF REPORTS years Mfll':,)gD, S/ QcC & OD Department Preference; GC §34090
. . . - Department preference; Audio Required
. . Shimada Friendship Commission . ) s
City Council | b0 059 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Office Meetings / Audio Tapes years recordings of meetings are required for 90
9 P days; GC §34090.7
. . . - Department preference; Audio Required
. . Shimada Friendship Commission - . o
City Council | po 050.5 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Office Meetings / Video Tapes years recordings of meetings are required for 90
gs o fape days; GC §34090.7
. . . . . . Mag
City Council Shimada Friendship Commission ' Yes: After
Office B&C-060 |\ NUTES / RESOLUTIONS P MfL;SD’ S/ 1 qc g op |GC §34090()
Public Works / . . . Mag
Urban Forest Advisory Committee Minimum 2 ' Yes: After .
Ii:‘anrI(;:caanpde B&C-061 AGENDAS / STAFF REPORTS years Mflr:,)FSD, S/l QC & OD Department Preference; GC §34090
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Ver. 9.0

RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS

Page B&C-[Page]

Image: Bestroy
Office of Total Media I-Imgo;'t Paper
Record Retention No. Records Description ; Vital? . P after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
Qc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Public Works /

Urban Forest Advisory Committee

Department preference; Audio Required

Parks and B&C-062 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Land Meetinas / Audio Tabes years recordings of meetings are required for 90
andscape gs /AU P days; GC §34090.7
Public Works / Urban Forest Advisory Committee Minimum 2 E)?%a()rtcrj];er;i grgfg;edfngc:?;) 5A(g;j.|<\)/ilzzgwred
Parks and B&C-062.5 |Recordings - VIDEO RECORDINGS of Mag cays, . : Lo
Land Meetinas / Video Tapes years recordings of meetings are required for 90
andscape 9 P days; GC §34090.7
Public Works / . . Mag
Urban Forest Advisory Committee ' Yes: After
Parks and B&C-063 MINUTES / RESOLUTIONS P Mfr, OD,| S/I QcC & OD GC §34090(e)
Landscape Ppr
Library and Mag
Comm. Srvs / Workforce Development Board Minimum 2 ' Yes: After .
Employment B&C-064 AGENDAS / STAFF REPORTS years Mf;gD, S/l QcC & OD Department Preference; GC §34090
and Training
Library and Department preference; Audio Required
Workforce Development Board . ) , s
Comm.Srvs /| 5o 065 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Employment Meetinas / Audio Tapes years recordings of meetings are required for 90
and Training 9 P days; GC §34090.7
Library and Department preference; Audio Required
Workforce Development Board - ) . s
Comm.Srvs /| 5o 0655 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Employment Meetings / Video Tapes years recordings of meetings are required for 90
and Training 9 P days; GC §34090.7
Library and Mag
Comm. Srvs / Workforce Development Board ' Yes: After
Employment B&C-066 MINUTES / RESOLUTIONS P Mflr:,);:D, S/ QC & OD GC §34090(e)
and Training
. . . L Mag
City Council Youth Council Minimum 2 ' Yes: After .
Office B&C-067 AGENDAS /| STAFF REPORTS years Mfll':,);?D, S/ QcC & OD Department Preference; GC §34090
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Ver. 9.0 RECORDS RETENTION SCHEDULE: ALL BOARDS AND COMMISSIONS Page B&C-[Page]
Image: Bestroy
Office of - ’ Paper
Record Retention No. Records Description Re-tr:I:?:on Vital? OM::)I:S I_l\:ITICI?:t after Comments / Reference
(OFR) P ses Imaged &
¢4 _acd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Youth Council

Department preference; Audio Required

City Council | 500 068  |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Office Meetings / Audio Tapes years recordings of meetings are required for 90
gs/Ad P days; GC §34090.7
. Department preference; Audio Required
. . Youth Council . ) s
City Council | b0 5685 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Office Meetings / Video Tapes years recordings of meetings are required for 90
9 P days; GC §34090.7
. . . Mag
City Council Youth Council ' Yes: After
Office B&C-069 MINUTES / RESOLUTIONS P Mfer’pC:D’ S/l QC & OD GC §34090(e)
. . . . I - Mag
City Council Zhoushan Friendship Commission Minimum 2 ' Yes: After .
Office B&C-070 AGENDAS / STAFF REPORTS years Mflr:,JpC:D, S/l QcC & OD Department Preference; GC §34090
. . . Department preference; Audio Required
. . Zhoushan Friendship Commission - ) s
City Council | por 471 |Recordings - AUDIO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Office Meetings / Audio Tapes years recordings of meetings are required for 90
gs/Ad P days; GC §34090.7
. . - Department preference; Audio Required
. . Zhoushan Friendship Commission . ) s
City Council | b0 5715 |Recordings - VIDEO RECORDINGS of Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Office Meetings / Video Tapes years recordings of meetings are required for 90
9 P days; GC §34090.7
. . . . I Mag
City Council Zhoushan Friendship Commission ' Yes: After
Office B&C-072 MINUTES / RESOLUTIONS P Mf[:’,;?D’ S/ QC & OD GC §34090(e)
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Ver. 4.0 RECORDS RETENTION SCHEDULE: CITY ATTORNEY Page CA-1
Image: f)estroy
Office of Total Media |I=import ©2Per
Record Retention No. Records Description Rotontion Vital? Options | M=Mfr after Comments / Reference
(OFR) S=Scan Imaged
& Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, pending records requests, and/or investigations suspend normal retention periods (retention resumes after settlement).

CITY ATTORNEY
Administrative Hearings Escalated from All
Departments Final Maa. Mfr Yes:
City Attorney CA-001 (The Final Decision is provided to the Decision + 2 9 ML gy After QC |Department Preference; GC §34090
R . OD, Ppr
Department, who retains it with their case years & OD
files)
Yes: Department Preference (some records for some
. Lawsuits / Litigation - Historically Yes: Until |Mag, Mfr, "~ |cases are required to be retained for future
City Atomey | CA-002 | ;0 hificant Records F Resolution |OD, Ppr| >/ Af;eégc reference); CCP §337 et seq.; GC §§911.2,
34090, 34090.6; PC §832.5(b)
Yes: Department Preference; Initial Claims must be
. Lawsuits / Litigation - Routine Matters / Resolution § Yes: Until |Mag, Mfr, "~ [filed within 1 year, lawsuit within 2 years; CCP
City Attorney | CA003 | es | Records +5years | Resolution |0D, Ppr| S!! | Afer QClcaas ot seq. GC §§911.2, 34090, 34090.6; PC
& OD
§832.5(b)
Yes: Department Preference (some agreements or
. Lawsuits / Litigation: Settlement Yes: Until |Mag, Mfr, |~ |court decisions may have on-going commitments
City Attorney | CA004 |\ - ements, Court Decisions, etc. : Resolution |0D, Ppr| ! Af;eégc or terms); CCP §337 et seq.; GC §§911.2,
34090, 34090.6; PC §832.5(b)
. . . Yes:
City Attorney CA-005 Leggl Advice Files / Work Requests / Legal iiMinimin = Mag, Mfr, S/l After QC |Department Preference; GC §34090
Advice Requests years OD, Ppr & OD
Indefinite - Yes:
City Attorney|  CA-006 | =692l Case Management Software Minimum 2 Yes  [Mag. Ml o/ | Atter QC |Department Preference; GC §34090
Database vears OD, Ppr 8 OD
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Ver. 7.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-1
(Elections)
. Image: Destroy
Office of . i Total . Media | I=sImport | Paper after
Record Retention No. Records Description Retantion Vital? Options | M=Mfr | Imaged & Comments / Reference
(OFR) S$=Scan QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

CITY CLERK
Agenda Packets - City Council, Housing
Authority, Joint Powers Financing
. Authority, Successor Agency, Former Yes: Before |Mag, Mfr, Yes: After .

City Clerk CcC-001 Redevelopment Agency, Surplus Property : Meeting OD, Ppr S/ QC & OD Department preference; GC §34090
Authority
Includes Appeals
Agreements / Contracts ALL
(INFRASTRUCTURE, / IF IMAGED, JPAs,
MOUs)
Aglfeement / Contract .ir'mlu'des all contractual E:r?t?: :: Se;t]clzledfirgr;(;e;,mA;‘IIn:r:;afitrructu e
obligations (e.g. Specifications / Successful emergency preparedness; Statute of

. Proposal / Scope of Work), Yes: Before |Mag, Mfr, Yes: After |Limitations is 4 years; 10 years for Errors and

City Clerk CC-002 P . S/l B

Examples of Infrastructure: Architects Completion | OD, Ppr QC & OD |Omissions; land records are permanent by
- . ’ law; CCP §337 et. seq., GC §34090;

Buﬂ@ngs, bndges‘, covenants, development, Contractor has retention requirements in 48
environmental, Joint Powers, MOUs, park CFR 4.703
improvements, property / property restrictions,
redevelopment, reservoirs, sewers, sidewalks,
street / alley improvements, settlement,
subdivisions, utilities, water, etc.
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Ver. 7.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-2
(Elections)
. Image: Destroy
Office of . i Total . Media | I=sImport | Paper after
Record Retention No. Records Description Retantion Vital? Options | M=Mfr | Imaged & Comments / Reference
(OFR) S$=Scan QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Agreements / Contracts ALL
(NON-INFRASTRUCTURE, Professional
Services Agreements, Tenant / Lease
Agreements - NOT IMAGED)

Agreement / Contract includes all contractual

Department Preference; Statute of Limitations
is 4 years; 10 years for Errors and Omissions;

Citv Clerk CC-003 obligations (e.g. Specifications / Successful Completion | Yes: Before |Mag, Mfr, S/l Yes: After |land records are permanent by law; CCP
y Proposal / Scope of Work) + 10 years | Completion | OD, Ppr QC & OD [§§337. 337.1(a), 337.15, 343; GC §34090,
Contractor has retention requirements in 48
Examples of Non-Infrastructure: CFR 4.703(a)
Consultants, Franchises, Landscaping,
Painting, Slurry Seals (Paving), Tree
Trimming, Leases, Personnel, Professional
Services, etc.
. Board / Commission / Committee Applications Mag, Mfr, Yes: After
City Clerk | CC-004 | 5 "hether appointed / not) cyean oo, ppr, S/ | acaop |GC§34090
. Board / Commission / Committee Maddy Act Mag, Mftr, Yes: After
City Clerk CC-005 Lists / Vacancy Notices 2 years OD, Ppr S/ QC & OD GC §34090
. . . . Mag, Mfr, Yes: After .
City Clerk CC-006 City Articles of Incorporation P oD, Ppr S/l QC & OD Department preference; GC §34090
Human Copies -
Resources / CC-007 Claim for Damage Forms / Claims Against the § When No Mag, Mfr, S/ Yes: After |[Forwarded to Risk Management, who retains
Risk City Forms Longer OD, Ppr QC & OD |the complete claim file; GC §34090.7
Management Required
FPPC Economic Interest Filings (FPPC 700 gf‘iartmet”t fpl“zferlenfe' O”'l‘l’ Campaign .
Citv Clerk CC-008 Series Forms - Statement of Economic 7 Mag, Mfr, s/l Yes: After f a1e0men s filed electronically are require
- . City-maintains-copies-only;-
ity Cler Interests): ALL, IF NOT ELECTRONICALLY yoes oD, Ppr Qc |erivyears,

FILED

original statements-are filed with FPPC; GC
§81009(f)(g); GC §84615
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Ver. 7.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-3
(Elections)
. Image: Destroy
Office of . i Total . Media | I=sImport | Paper after
Record Retention No. Records Description Retantion Vital? Options | M=Mfr | Imaged & Comments / Reference
(OFR) S$=Scan QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Economic Interest Filings (FPPC 700 Series

Department preference; Only Campaign
Statements filed electronically are required

City Clerk CC-009 Forms - Statement of Economic Interests): 10 years l\él)ag, ::\,/lf; S/l YQeCs::&Acl;tgr for 10 years; City-maintains-copies-only:-
ELECTRONICALLY FILED P original statements-are filed with FPPC; GC
§81009(f)(g); GC §84615
City Clerk CC-010 FPPC Form 801 (Gift to Agency Report) 7 years l\(/l)ag, gg; S/l Yes:Qéfter Must post on website; GC §81009(e)
. ) FPPC Form 802 (Event Ticket / Pass Mag, Mfr, Yes: After |Should post on website for 4 years; GC
City Clerk ce-on Distributions Agency Report) fyeds OD, Ppr S/ QC §81009(e)
City Clerk CC-012  |FPPC Form 803 (Behested Payment Report) | 7 years '\(")ag’ ;\,";[’ S/l YeS:Qéﬂer GC §81009(e)
. ) Must post on website; 2 CCR 18705.5; 2
City Clerk cc-o13  |FPPC Form 806 (Agency Report of Public 7 years Mag, Mir,| o, | Yes: After |~ 18702.5(b)(3): GC §34090: GC
Official Appointments) OD, Ppr QC
_ | §81009(e)
CITY CLERK/ ELECTIONS
Campaign Filings (FPPC 400 Series Forms / Department Preference; as of January 1
City Clerk / Form 501). . .SUCCESSFUL CANDIDATES Mag, Mfr, Yes: After 2.025_’ the FPF.)C '.S the Fl.lmq Off|.cer.fc.)r 87200
Elections CC-014 (Elected Officials) P OD. Por S/l QC & OD filers; City maintains copies only; original
ELECTRONICALLY FILED, / PAPER P statements are filed with FPPC; GC
FILINGS §81009(f)&(g)
Candidates without committees are not
. Campaign Filings (FPPC 400 Series Forms / ) required to file their statements, reports or
Cétligilg:;/ CC-015 Form 501): UNSUCCESSFUL 5 years I\él)ag, ::\,Af; S/lI Yes'Qéﬂer copies online or electronically; Paper-mustbe
CANDIDATES TP retained for atleast 2 years; GC

§81009(b)and(g)
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Ver. 7.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-4
(Elections)
. Image: Destroy
Office of . i Total . Media | I=sImport | Paper after
Record Retention No. Records Description Retantion Vital? Options | M=Mfr | Imaged & Comments / Reference
(OFR) S$=Scan QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Campaign Disclosure Statements (FPPC 400

Statements filed electronically are required

City C!erk/ cc-016 |Series Forms, 501 Form):  UNSUCCESSFUL} 19 years l\él)ag, Mir, S/l Yecs::&Acl;ter for 10 years; GC §81009(b)and(g); GC
Elections CANDIDATES, ELECTRONICALLY FILED - D, Ppr Q D |sga615
WITH / WITHOUT Committees
. Campaign Filings (FPPC 400 Series Forms): .
, , : Paper must be retained for at least 2 years;
CE'tligl's:‘S/ CC-017 |THOSE NOT REQUIRED TO FILE ORIGINAL | 4 years '\gag Q"f: S/l YeSQéﬂer 5O 8510090 and(a)
WITH CITY CLERK (copies) P 9
. Campaign Filings (FPPC 400 Series Forms): .
City Clerk / . Mag, Mfr, Yes: After Paper must be retained for atleast 2 years;
Elections CC-018 OTHER COMMITTEES (PACS - not candidateq 7 years oD, Ppr S/lI ac GC §81009(c)and(g)
controlled)
City Clerk / Candidate File: Nomination Papers, Candidate] Term of Mada. Mfr Yes: After CA law states term of office and 4 years after
El)clactions CC-019 Statement Forms, Ballot Designation Forms, Office + 4 ODg, P r’ S/l QC.& oD the expiration of term for Nomination Papers;
etc. - SUCCESSFUL CANDIDATES years TP EC §17100
City Clerk / Candidate File: Nomination P.aper's, Candidate Election + 4 Mag, Mfr, Yes: After Department preference; CA law st.ate.s term
Elections CC-020 Statement Forms, Ballot Designation Forms, ears oD Por S/l Qc & OD of office and 4 years after the expiration of
etc. - UNSUCCESSFUL CANDIDATES y P term for Nomination Papers; EC §17100
Elections - GENERAL, WORKING /
ADMINISTRATION Files (Correspondence,
City Clerk / ) Applications to fill a Vacancy on the City Minimum 2 Mag, Mfr, Yes: After
Elections cc-021 Council, District Maps, County Election years OD, Ppr S/l QC & OD GC §34090
Services, Candidate Statements to be printed
in the Sample Ballot, Notices, Postings, etc.)
. Elections - HISTORICAL Files (Copies of
City Clerk / . . Mag, Mftr, Yes: After .
Elections CC-022 Sample Ballot, Copy of Resolution Declaring P oD, Ppr S/I QC & OD Department preference; GC §34090

Results, etc.)
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Ver. 7.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-5
(Elections)
. Image: Destroy
Office of . i Total . Media | I=sImport | Paper after
Record Retention No. Records Description Retantion Vital? Options | M=Mfr | Imaged & Comments / Reference
(OFR) S$=Scan QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Not accessible to the public; The 8 month
retention applies after election results, or final

City Clerk / Elections - Petitions (Initiative, Recall / Results + 8 I . .

. CC-023 Ppr examination if no election, unless there is a

Elections Referendum) - IF SUFFICIENT months .

legal or FPPC proceeding. EC
§§17200(b)(3), 17400
Final Not accessible to the public; The 8 month

Citv Clerk / Elections - Petitions (Initiative, Recall / Examination retention applies after election results, or final

EI}éctions CC-024 Referendum) - IF INSUFFICIENT - IF_ + 1 year Ppr examination if no election, unless there is a
Examined by Proponents after petition legal or FPPC proceeding. EC

examination §8§17200(b)(3), 17400
Determinatio Not accessible to the public; The 8 month

Citv Clerk / Elections - Petitions (Initiative, Recall / " of retention applies after the City Clerk makes

E\m CC-024.5 |Referendum) - IF INSUFFICIENT - NOT Insu%nc Ppr the determination of insufficiency / examines

- Examined by Proponents m the petitions. unless there is a legal or FPPC

E— proceeding. EC §§17200(b)(3), 17400
(End of Elections Section)
. Ethics Certificates Financial for City Council, Mag, Mftr, Yes: After B .

City Clerk CC-025 Board / Commission Members. Employees 5 years oD, Ppr S/l Qc & OD GC §§ 3105, 12946, 34090;; 53235.2(b);
Historical Records, Photographs, / Historical City Clerk determines hlstgrlcal S|gn|f|cance;

. . . . ) records can address a variety of subjects and
. Projects (e.g. City Anniversaries, Mag, Mftr, Yes: After . . . .

City Clerk CC-026 . . R P S/l . media. Some media (e.g. audio and video
Incorporation, City Seal, Awards of significant OD, Ppr QC'd & OD . e
historical interest, Grand Openings, etc.) tape) may be limited because of the media's

’ T life expectancy; GC §34090
Legislative History Files - HISTORICALLY
, SIGNIFICANT, LAND, PLANNING, CAPITAL Mag, Mfr, Yes: After .

City Clerk CC-027 IMPROVEMENT INFRASTRUCTURE P oD, Ppr S/l QC & OD Department preference; GC §34090

PROJECTS
. Legislative History Files - NOT Minimum 2 Mag, Mftr, Yes: After .
City Clerk CC-028 HISTORICALLY SIGNIFICANT years oD, Ppr S/l QcC & OD Department preference; GC §34090
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Ver. 7.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-6
(Elections)
. Image: Destroy
Office of . i Total . Media | I=sImport | Paper after
Record Retention No. Records Description Retantion Vital? Options | M=Mfr | Imaged & Comments / Reference
(OFR) S$=Scan QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Minutes: City Council, Housing Authority, Joint
. ) Powers Financing Authority, Successor Mag, Mftr, Yes: After
City Clerk cC-029 Agency, Former Redevelopment Agency, i OD, Ppr S/ QC & OD GC §34090(e)
Surplus Property Authority
Department Preference; Statute of
. Oath of Office / Disaster Service Workers Oath] Mag, Mftr, Yes: After |Limitations: Public official misconduct is
City Clerk CC-030 P S/l .
- ALL Employees OD, Ppr QC & OD |discovery of offense + 4 years, GC §§36507,
34090; PC §§801.5, 803(c); 29 USC 1113
. . Mag, Mftr, Yes: After
City Clerk CC-031 Ordinances P oD, Ppr S/I Qc & OD GC §34090(e)
Petitions (submitted to Council on any subject |
. Dog Parks, Parking, Traffic Calming, etc.) Mag, Mftr, Yes: After . e
City Clerk CC-032 See Elections for Initiative, Recall / 1 year oD, Ppr S/I Qc & OD Law requires 1 year for petitions; GC §50115
Referendum Petitions
Prop. 218 (Property-based fees - Notice )
City Clerk CC-033 Mailing List, Protest Letters / Ballots, 2 years Mag, M, S/l ves: After GC §53753(e)(2)
. OD, Ppr QC & OD
Tabulation
Public Records Requests / Subpoenas Duces
. Tecum Mag, Mftr, Yes: After
City Clerk CC-034 (Excludes Rent Board, Police Responses / < years OD, Ppr S/l QC & OD GC §34090
Fire Responses)
City Council, Housing Authority, Joint Powers
Financing Authority, Successor Agency, Department preference; Audio Required for
. Former Redevelopment Agency, , Surplus Minimum 4 30 days; GC §54953.5(b); video recordings of
City Clerk CC-035 Property Authority Meetings: Recordings: years Mag meetings are required for 90 days; GC
AUDIO RECORDINGS of Meetings / Audio §34090.7
Tapes
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Ver. 7.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-7
(Elections)
. Image: Destroy
Office of . i Total . Media | I=sImport | Paper after
Record Retention No. Records Description Retantion Vital? Options | M=Mfr | Imaged & Comments / Reference
(OFR) S$=Scan QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

City Council, Housing Authority, Joint Powers
Financing Authority, Successor Agency,

Department preference; Audio Required for

. Former Redevelopment Agency, , Surplus Minimum 4 30 days; GC §54953.5(b); video recordings of
City Clerk CC-035.5 Property Authority Meetings: Recordings: years Mag meetings are required for 90 days; GC
VIDEO RECORDINGS of Meetings / Video §34090.7

Tapes
. Records Destruction Authorization Forms / Mag, Mfr, Yes: After .
City Clerk CC-036 Certifications (All Departments) 10 years oD, Ppr S/l Qc'd & OD Department preference; GC §34090
Redistricting Web Page / District Boundary )
City Clerk CC-037 |Web Page (Map, Redistricting Process, 10 years Mag, Mir,| g, | Yes: After |. - <5 1608(g): GC §34090
) OD, Ppr QC'd & OD
Agendas, Calendars, Notice, etc.)
Resolutions: City Council, Housing Authority,
. ) Joint Powers Financing Authority, Successor Mag, Mftr, Yes: After
City Clerk cC-038 Agency, Former Redevelopment Agency, F OD, Ppr S/ QC'd & OD GC §34090(e)
Surplus Property Authority
. Secretary of State Statement of Facts / Mag, Mfr Yes: After
City Clerk £C-039 Registry of Public Agencies 2.years OD, Ppr S/1 QC & OD GC §34090
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY MANAGER Page CM-1
Destro
Image: Papery
Office of . . Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Rotontion Vital? Options | M=Mfr h:;t;:d Comments / Reference
S=Scan 8 QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

CITY MANAGER
- . . . Minimum Yes:
City Manager | CM-001 | /\dministrative Policies Approved by the City} o oo e + Mag, Mir,| 5/ | After QC |Department preference; GC §34090
Manager OD, Ppr
2 years & OD
Legislative Advocacies, Support / Minimum 2 Mag. Mfr Yes:
City Manager CM-002 Opposition to proposed Federal / State 9 s/ After QC |Department preference; GC §34090
. years oD, Ppr
Legislation & OD
. . . . . . .. Yes:
City Manager | CM-003 | rolect Files / Subject Files (Subject will MinirmLm 2 Mag, Mir,| 5/ | After QC | Department Preference: GC §34090 et seq.
change over time) years OD, Ppr 8 OD
Copies - Whenj Maa. Mir Yes:
Finance CM-004 Travel Records / Expense Reports No Longer 9 ST After QC |GC §34090.7
. OD, Ppr
Required & OD
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Ver. 4.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page BLD-1
(Building Division)
Image: D:as:,:-y
Office of Record Retention No. Records Description Tota'l Vital? Me'dia I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

COMMUNITY DEVELOPMENT / BUILDING DIVISION

Department Preference - Data is

. Mag . ) .
. . Indefinite - ’ Yes: After|interrelated; Required for the Life of the
Lead Dept. B&S-001 | Permit Database (TrakiT) Permanent | Y25 MfrF; ?D' ST 1 ac & 0D |Structure; GC §34090; CBC §§ 1.8.4.3.1,
P 104.7 — 104.7.4 and 107.5; H&S §19850
Comm. Develop. / When No Mag, Yes: After Preliminary drafts not retained in the
BiJiIdin P- B&S-002  |Activity Reports Longer Mfr, OD, S/l QC'& oD ordinary course of business (Reports can
9 Required Ppr be re-run from the database); GC §34090
Mag
Comm. Develop. / . _— . . Yes: After|CBC §§104-6 104.7 and 107.5; GC
Building B&S-003 |Address Files / Building Permits P Yes (all) Mf;SD, S/l QC & OD |§34090
Upon Mag
Comm. Develop. / - . Cancellation ’ Yes: After|CBC §§ 1.8.4.3.1, 404-6 104.7 and 107.5;
Building B&S-004 |Building Plans - Cancelled / Withdrawn o Mfr, OD, S/l QC & OD |H&S §19850; GC §34090
. Ppr
Withdrawal
Minimum Mag
Comm. Develop. / - . . Yes: After|CBC §§ 1.8.4.3.1, 404-6 104.7 and 107.5;
Building B&S-005 |Building Plans - Expired U.porlw Mfr, OD, S/l QC & OD |H&S §19850: GC §34090
Expiration Ppr
Building Plans - Finalled - INDUSTRIAL, Mag, . )
Comgm%?:l’ebp' /I B&s-006 |COMMERCIAL, MULTI-FAMILY DWELLINGS, p Yes (all) |Mfr,OD,| S/1 YQeg &Aggr ﬁzg gfgggé'gé §394466901 04.7 and 107.5;
g PLACES OF PUBLIC ACCOMMODATION Ppr ’
Comm. Develop. / B&S-007 Building Plans - Finalled - SINGLE FAMILY Minimum 180] Yes (all) M?:Iag,D S/l Yes: After|CBC §§ 1.8.4.3.1, 404-6 104.7 and 107.5;
Building RESIDENTIAL - SFR/ APPURTENANCES days F;pr ’ QC & OD |H&S §19850; GC §34090
_— . Mag
Comm. Develop. / ) Building Plans - Finalled - TENANT : Yes: After|CBC §§ 1.8.4.3.1, 464-6 104.7 and 107.5;
Building B&S-009 || 1ipPROVEMENTS = ves (all) MfrF;pC:D' ST ac & OD |H&S §19850: GC §34090
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Ver. 4.0

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT
(Building Division)

Page BLD-2

Bestroy
Image: Paper
Office of Record Retention No. Records Description Tota'l Vital? Me'dla I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr
S=Scan Imaged &
Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Minimum Mag
Comm. Develop. / California Building Codes / Uniform Building While : Yes: After
Building B&S-010 Codes Ordinance is Mﬂl;‘ ?D‘ S/ QC & OD GC §50022.6
in Force P
Comm. Develop. / Mag, Yes: After
L P- B&S-011 Certificate of Occupancy (CofO) P Yes (all) | Mfr, OD, S/l ' Department Preference; GC §34090
Building Por QC & OD
Copyright Release Forms / Requests / Mag, .
Comm. Develop. /| ges 012 | permissions to Receive Copies of Plans (to / from | 2 years Mir,OD,| S/1 | oS After oo 634000
Building . QC & OD
Architects) Ppr
Minimum Mag .
Comm. Develop. / ) . . R . ’ Yes: After|Department Preference (Preliminary
Building B&S-013 |Correction Notices - Building V\iheq Permit Mfr, OD, S/l QC & OD |Drafts); GC §34090
is Finalled Ppr
Minimum Mag, .
Comm. Develop. /| geq 014 |Energy Calculations When Permit] Yes (all) |Mir,0D,| s/1 | YeS Afterl oo eaa000
Building L QC & OD
is Finalled Ppr
. . Mag, :
Comm. .De.velop./ B&S-015 Geotechnical / Soils Reports / Structural Reports = Mfr, OD, S/l Yes: After Department Preference: GC §34090
Building (all) Ppr QC & OD
Comm. Develop. / Mag, Yes: After
C P- B&S-016 |Grading Permits P Mfr, OD, S/ ’ Department Preference; GC §34090
Building Ppr QC & OD
Minimum Mag .
Comm. Develop. / ) . . Yes: After|Department Preference (Preliminary
Building B&S-017 |Plan Check Comments V\iher) Permit Mfr, OD, S/ QC & OD |Drafts); GC §34090
is Finalled Ppr
Minimum Mag .
Comm. Develop. / ) . . . Yes: After|Department Preference (Preliminary
Building B&S-018 |Stop Work Notices V\i:?:ri\nZﬁ;r;m Mflr:,)FSD, S/ QC & OD |Drafts); GC §34090
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Ver. 5.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / Page CE-1
CODE ENFORCEMENT
Image: D:as:,:-y
Office of Record Retention No. Records Description Tota'l Vital? Me'dia I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

COMMUNITY DEVELOPMENT / CODE ENFORCEMENT

ndelnite - Mag, Yes: After Department Preference - Data is
Lead Dept. CE-001 Permit Database (TrakiT) Bormanent Yes Mfr, OD, S/l QC-& oD interrelated; Required for the Life of the
Ppr Structure; GC §34090; H and S §19850
Comm. Develop. / . . . . Mag, .
Code CE-002 Business Permlt.s.(ReguIatory) - TECHNICIANS: [ Expiration + Mfr, OD, s/ Yes: After GC §34090
Massage Technicians 2 years QC & OD
Enforcement Ppr
Comm. Develop. / Business Permits Background Files (Regulatory) -} Termination Mag, Yes: After
Code CE-003 BUSINESS OWNER: Massage Establishments, fjof Business + Mfr, OD, S/ QC-& oD GC §34090
Enforcement Pawn Shops, Thrift Stores, etc. 2 years Ppr
Comm. Develop. / Code Enforcement / Abatement Case Files Resolution + I Yes: Until Mag, Yes: After
Code CE-004 (Includes Citations, Notice of Violations, Photos, / Lo Mfr, OD, S/ ’ Department preference; GC §34090
: 2 years Resolution QC & OD
Enforcement Code Enforcement Complaint Letters) Ppr
Comm. Develop. / . i N . Mag, .
Code CE-005 Hearing Officer Qetermlnatlons / Appeals of Code J Resolution + Mfr, OD, s/l Yes: After GC §34090
Enforcement Actions 2 years QC & OD
Enforcement Ppr
Comm. Develop. / Mag, Yes: After
Code CE-006 Liens / Releases (includes Recorded Liens) P Mfr, OD, S/ ’ GC §34090(a)
QC & OD
Enforcement Ppr
Comm. Develop. / . S o L Mag, .
Code CE-007 Notlcg of Vlolations ./ Code Enforcement Citationsj Minimum 2 Mfr, OD, s/l Yes: After Department preference: GC §34090
/ Reminder Notices years QC & OD
Enforcement Ppr
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Ver. 4.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page HOU-1
(Housing)
Image: D:as:,;(:y
Office of Record Retention No. Records Description Tota.l Vital? Me'dia I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S$=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

COMMUNITY DEVELOPMENT / HOUSING

Community ' . Final Mag Department preierence; Mun.icipal que
Development / HOU-001 Falr.Chance Access to Affqrdable Hous_lng. Oetenminatio Mir O‘D S/ Yes: After|7.1 10.980 requires the Housing Provider
Housing Ordinance: Appeals, Hearings, Determinations n + 3 years P’pr ’ QC & OD |to retain records for 3 years and allow

City access; GC §34090
. Department preference; Municipal Code
Community . . Mag, . . . X
Development / HOU-002 Falr.Chance Acgess to Affordable Housing 3 years Mfr, OD. S/l Yes: After|7.1 10.980 requires the Housing Provider
Housing Ordinance: Audits Ppr QC & OD |to retain records for 3 years and allow
City access; GC §34090
Meets auditing standards; Grants covered
. by a Consolidated Action Plan are
Homeless Services / Homeless Outreach After Funding] rgquired for 5 years; Uniform Admin.
Community Applications (successful), grant agreement, ﬁge.ncly Mag, . Requwements.for Grants to Local .
. L ) udit, if Yes: After|Governments is 3 years from expenditure
Development / HOU-003 |copies of invoices, program rules, regulations / required - Mfr, OD, S/ QC & OD |report or final payment of grantee or
Housing procedures, reports to grant funding agencies, Minimtm 5 Ppr subgrantee; : 2 CFR 200.334: 24 CFR
correspondence, audit records, completion Yelars 91.105(h), éé_505’ 570.4:90’ e;nd
records 570.502(a&b), 20 CFR 97.42: OMB-
Ciredlar- A-H10-and-A-133; GC §34090
Community Housing Applications Rejected / Unqualified Mag, Yes: After
Development / HOU-004 |(First Time Home Buyers, Rehabilitation, Below 5 years Mfr, OD, S/l QC'& oD Department preference; GC §34090
Housing Market Rate Housing Units, CalHome, etc.) Ppr
Housing Plans: Consolidated Annual Performance
Communit / Evalluation Revig\iv (CAPER) / Comprehensive Mag, .
D—Levelopment/ HOU-004 5 Housmg Affordapllltv Strategy (CI—iAS)/ Superseded Mfr OD S/l Yes: After|Required for 5 years; 24 CER 91.105(h);
Housin * Consolidated Action Plan / Analysis of + 5 years Por — QC & OD |24 CFR 92.508(a); GC §3409
Tousing Impediments to Fair Housing Choices / Citizen
Participation Plan / Action Plans, efc.
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Ver. 4.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page HOU-2
(Housing)
Image: D:as:,:-y
Office of Record Retention No. Records Description Tota'l Vital? Me'dia I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S$=Scan Qc'd?

If the record is not

listed here, refe

r to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is n

ormally performed by file folder.

HOLDS: Litigation,

complaints, cla

Housing Programs: Affordable Housing Projects,

ims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).

5 years after

HUD requires 5 years after the project

Inclusionary Housing, Below Market Rate (BMR), the completion; documents imposing
CalHome, Rehabilitation, etc. Affordability recapture / resale restrictions are 5 years
Community Period Mag after the affordability period terminates;
D ) May include inclusionary housing agreements, Terminates, . Yes: After|Uniform Admin. Requirements for Grants
evelopment / HOU-005 ) : Mfr, OD, S/l .
Housing regulatory agreemeptg, promissory n.otes, deeds Jor the Written] Ppr QC & OD |to Locai Governments is 3 years from
of trust, resale restrictions, rights of first refusal / Agreement expenditure report; 2 CFR 200.334; 24
options to purchase, etc. Terminates, CFR 92.508(a)and(c) and
Whichever is 570.502(a)(16), 982.158, 884.214;-29-
ALL HAVE a Recapture / Resale Restriction Longer CFR-97-42, GC §34090
5 years after HUD requires 5 years after the project
the completion; documents imposing
Affordability recapture / resale restrictions are 5 years
Community . . Pe.riod Mag aftgr the aﬁoidability period terminates;
Development / HOU-006 Property Files for Affordable Housing Programs: Terminates, Mfr O‘D S/l Yes: After|Uniform Admin. Requirements for Grants
Housing Rent Increases, Termination Notices or the Writtenj I:;pr ’ QC & OD |to Local Governments is 3 years from
Agreement expenditure report; 2 CFR 200.334; 24
Terminates, CFR 92.508(a)and(c) and
Whichever is 570.502(a)(16), 982.158, 884.214;-29-
Longer CFR-97-42, GC §34090

R|CHMOND, CA. ©1995-2024 Gladwell Governmental Services, Inc. - all rights reserved

Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 4.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / Page PL-1
PLANNING
Image: D:as:,:-y
Office of Record Retention No. Records Description Tota.l Vital? Me'dia I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

COMMUNITY DEVELOPMENT / PLANNING

Lead Dept.

PL-001

Permit Database (TracklT)

Indefinite -
Permanent

Yes

Mag,
Mfr, OD,
Ppr

S/l

Yes: After
QC & OD

Department Preference - Data is
interrelated; GC §34090, H and S §19850

Community
Development /
Planning

PL-002

Planning Projects - Discretionary / Ministerial -
Approved Permanent Entitlements / Permits

(Includes Associated CEQA Noticing,
Conditions of Approval, Environmental

Determinations, Staff Reports, Plans, Soils

Reports, Application, etc.)

Examples:

Conditional Use Permits (CUPs)

Density Bonus

Development Permit

General Plan / General Plan Amendments
Lot Line Adjustment

Public Art

Rezones

Specific Plan

Tentative Subdivision Maps / Parcels Maps
Use Permits

Variance

Zoning Clearance

Zoning Ordinance / Updates

Yes

Mag,
Mfr, OD,
Ppr

S/l

Yes: After
QC & OD

Department preference; Final
environmental determinations are
required to be kept a "reasonable period
of time"; 14 CCR §15095(c); GC §34090,
34090.7

Community
Development /
Planning

PL-002.5

Planning Projects - Cancelled / Expired /
Withdrawn

Minimum
Cancellation

Expiration or
withdrawal +

2 years

Mfr, OD

&

w

Yes: After

Department preference (project was not

QC & OD

pursued by applicant); GC §34090
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Ver. 4.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / Page PL-2
PLANNING
Image: D:as:,:-y
Office of Record Retention No. Records Description Tota'l Vital? Me'dla I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr
S=Scan Imaged &
Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Community . . Mag, .
Development / PL-003 Ad\ianced Planning / Long Range Planning / P Mfr, OD, S/ Yes: After Department Preference; GC §34090
. Project Implementation (Final Documents only) QC & OD
Planning Ppr
Community . . N Mag, .
Development / PL-004 Annexations / Boundaries / Consolidations / P Mfr, OD, S/l Yes: After Department preference; GC §34090
. LAFCO QC & OD
Planning Ppr
When N Mag, Yes: After
Census Bureau PL-005 Census, Demographics Longer Mfr, OD, S/l ' (Non-Records - Census Bureau is OFR)
i QC & OD
Required Ppr
Not all internal communications and
Environmental Determinations: Environmental tnhOtfz are trequw%d t.o b.ehs;qv?d;thE-ma.llst
Impact Reports (EIRs), Negative Declarations, . ardono pr(?w € Insight in‘o the projec
. - Project or the agency’s CEQA compliance with
Community etc.) / CEQA - Where Planning is the Lead Mag, . s
Approval or Yes: After|respect to the project — are not within the
Development / PL-006 ! Mfr, OD, S/l . L
. . Denial QC & OD |scope of section 21167.6, subdivision (e)
Planning Correspondence / staff notes that provide Ppr ; "
R . , + 2 years and need not be retained." Golden Door
insight into the project / the agency’s CEQA . .
i ith t1o th act Properties, LLC v. Superior Court of San
compliance with respect to the projec Diego County (2020) 53 Cal.App.5th 733:
PRC 21167,6; GC §34090
Environmental Determinations: Environmental
Communit Impact Reports (EIRs), Negative Declarations, Ma Usually filed in the project file; Final
y Notice of Exemption (NOE), etc.) / CEQA 9 Yes: After|lenvironmental determinations are
Development / PL-007 P Mfr, OD, S/l . " .
Plannin Por QC & OD [required to be kept a "reasonable period
9 Inside City boundaries - Where Planning is the P of time"; 14 CCR §15095(c); GC §34090
Lead
Community General Plan, Elements / Amendments / Master Mag, Yes: After
Development / PL-008 Plans, Specific Plans, Land Use Plans / P Mfr, OD, S/l ’ Department preference; GC §34090
. ) . QC & OD
Planning Amendments; General Plan Interpretations Ppr
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Ver. 4.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / Page PL-3
PLANNING
Image: D:as:,:-y
Office of Record Retention No. Records Description Tota'l Vital? Me'dla I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr
S=Scan Imaged &
Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Community Mag, Yes: After
Development / PL-009 Historical Designations / Historical Landmarks P Mfr, OD, S/ QC'& oD Department preference; GC §34090
Planning Ppr
. Housing Prellmlnar)i Application Form . Various benchmarks are placed using the
Community (required for a housing development project that Mag, . . . . .
. . . o . . Yes: After\number of residential dwelling units on
Development / PL-010 includes residential units; form is provided by 5 years Mfr, OD, S/l . . - ) .
. o . . QC & OD |the project site within the last five years;
Planning California Department of Housing / Community Ppr
GC §34090
Development)
Community When No Mag, . . . .
Development / PL-011 Materials Boards Longer Mfr, OD, S/ Yes: After Pre.llmlnary drafts not rletalniad in the
. - QC & OD |ordinary course of business; GC §34090
Planning Required Ppr
Community Temporary Permits (Approved / Unapproved) Expiration + Yes: Mag, Yes: After
Development / PL-012 Banner Permits, Special Event Permits, Tree ; During Mfr, OD, S/ ’ Department preference; GC §34090
. . 2 years QC & OD
Planning Removal Permit, etc. Event Ppr
Community . . I Mag, .
Development / PL-013 Zoning Clearance Forms / Zoning Verification P Yes (all) | Mfr, OD, S/ Yes: After Department Preference; GC §34090
. Letters QC & OD
Planning Ppr
Community Mag, Yes: After
Development / PL-014 Zoning Maps (Historically Significant) P Yes (all) | Mfr, OD, S/l QC'& oD Department Preference; GC §34090
Planning Ppr
Community Mag, . L
Development / PL-015 Zoning Ordinance Amendments / Zone Changes P Yes Mfr, OD, S/ Yes: After|Department Preference (copies); GC
Planning Ppr QC & OD |§34090.7
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Ver. 4.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / Page SUC-1
SUCCESSOR AGENCY / FORMER REDEVELOPMENT
DeSIroy
_ _ Image: Paper
Off|c7 glf:RR)e cord Retention No. Records Description Re-::I:?ilon Vital? Ol\::teicc‘)l:s IT\:Ir:ICI?:t Im:fgt::;l 2 Comments / Reference
S$=Scan | Qqc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

COMMUNITY DEVELOPMENT / SUCCESSOR AGENCY / FORMER REDEVELOPMENT

Community
Development / Marina Bay Properties (includes Deeds, Mag,
Successor SUC-001 |Subordination Agreements, / other Real Property P Mfr, OD, S/l GC §34090(a)
Agency / Former Records) Ppr Yes: After
Redevelop. QC & 0D
. Redevelopment Projects / Project Areas
Community
Development / . . . Mag,
Successor SUC-002 f"sure Planning has all Environmental Compiefion = Mfr, OD,| S /I Department preference; GC §34090
Agency / Former .ocuments, Engineering has all CIP Projects, /] 10 years Por Ves: Aft
Redevelop. City Clerk has all Real Property records for es: Aner
Permanent retention) QC & OD
Community
Development / Redevelopment Projects / Project Areas Mag,
Successor SUC-003 |CIP Projects built by Redevelopment Agency, P Mfr, OD, S/l Department preference; GC §34090
Agency / Former if any Ppr Yes: After
Redevelop. QC & OD
Dg\?;rorglr;nelm / Redevelopment Projects / Project Areas Mag Final environmental determinations are
Environmental Documents / CEQA Permits, ’ . .
Successor SUC-004 EIRs, Categorical Exemptions, Negative P Mfr, OD, S/l required to be kept a "reasonable period
Agency / Former D I’ ti ¢ ’ Ppr Yes: After|of time"; 14 CCR §15095(c); GC §34090
Redevelop. eclarations, etc. QC & OD
Community
Development / Redevelopment Projects / Project Areas Mag,
Successor SUC-005 |Real Property: Deeds, Easements, Rights of P Mfr, OD, S/ GC §34090(a)
Agency / Former Way Ppr Yes: After
Redevelop. QC & OD

R|CHMOND, CA. ©1995-2024 Gladwell Governmental Services, Inc. - all rights reserved

Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY POLICE REVIEW COMMISSION Page CPRC-1
_ o mae | eper
ReS:frI;‘?CC;IER) Retention No. Records Description Re-tr:I:?:on Vital? Ol\::teicc‘)l:s IT\:Ir:ICI?:t | ,::;:d Comments / Reference
S=Scan 8 QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

COMMUNITY POLICE REVIEW COMMISSION

Community Police Review Commission Minimum 2 Mag, Mfr Yes:
CPRC CPRC-001 AGENDAS / STAFF REPORTS years OD, Ppr S/l Af;e(r)gc Department Preference; GC §34090
Community Police Review Commission: Minimum 2 Department preference; Audio Required for 30
CPRC CPRC-002 |Recordings - AUDIO RECORDINGS of are Mag days; GC §54953.5(b); Video recordings of
Meetings / Audio Tapes y meetings are required for 90 days; GC §34090.7
Community Police Review Commission: Minimum 2 Department preference; Audio Required for 30
CPRC CPRC-002.5 |Recordings - VIDEO RECORDINGS of care Mag days; GC §54953.5(b); Video recordings of
Meetings / Video Tapes y meetings are required for 90 days; GC §34090.7
. . . . Yes:
Community Police Review Commission Mag, Mfr,
CPRC CPRC-003 MINUTES / RESOLUTIONS P oD, Ppr S/l Af;e(r)CDlC GC §34090(e)
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Ver. 4.0 RECORDS RETENTION SCHEDULE: ECONOMIC DEVELOPMENT / Page ED/ARTS-1
ARTS AND CULTURE
_ o mae | eper
ReS:frI;‘?CC;IER) Retention No. Records Description Re-tr:I:?:on Vital? Ol\::teicc‘)l:s IT\:Ir:ICI?:t | ,::;:d Comments / Reference
S=Scan 8 QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

ECONOMIC DEVELOPMENT / ARTS AND CULTURE

Econ. Dev. / Art Inventory / Acquisition Invoices Mag, Mfr Yes:
Arts and ARTS-001 ry/Acq P 9. ML s/1 | After QC | Department preference; GC §34090
(Documentation of Value) OD, Ppr
Culture & OD
Public Art / Art In Public Places Program
(ALL Projects) - Proposed / Not
Econ. Dev. / Completed Minimum 2 Maa. Mfr Yes:
Arts and ARTS-002 cars Og‘ P r’ S/l After QC |Department preference; GC §34090
Culture Proposed / Unsuccessful Permanent / y TP & OD
Temporary (not purchased, nor installed
projects)
Public Art / Art In Public Places Program
Econ. Dev. / (Permanent Projects) - Completed Vo M Yes:
Arts and ARTS-003 . . P 9 I ST After QC |Department preference; GC §34090
Completed Permanent artworks, including OD, Ppr
Culture . . & OD
deaccessioned artworks (materials,
specifications, artist, etc.)
Public Art / Art In Public Places Program
Econ. Dev./ SI'T?porraryEExr:tb ) /CDI:\pIIa)t,sc: Completion Mag, Mfr ves:
Arts and ARTS-004 emporary Events) - Complete P 9 I ST After QC |Department preference; GC §34090
Culture " eyears OD, Ppr & OD

Completed Temporary artwork displays, /
cultural Arts
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Ver. 4.0

RECORDS RETENTION SCHEDULE: ECONOMIC DEVELOPMENT /

BUSINESS DEVELOPMENT

Page BD-1

If the record is not listed here, refer to the Retention for City-Wide Standards .

f)estroy
Image: Paper
Office of . . Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Butantion Vital? Options | M=Mfr h:;t;:d Comments / Reference
S=Scan 8 QC'd?

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

ECONOMIC DEVELOPMENT / BUSINESS DEVELOPMENT

Business Development Economic .
Econ. Dev. / Development Projects / Business Minimum 2 Mag, Mfr Yes:
Business BD-001 oP Ject 9 ’ S/ After QC |Department preference; GC §34090
Recruitment / Retention / Real Estate years oD, Ppr
Develop. Assistance & 0D
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Ver. 4.0 RECORDS RETENTION SCHEDULE: ECONOMIC DEVELOPMENT Page ED/ENV-1
(Environmental And Health Initiatives)
| T mage [T
Re(::frlg‘? (;)IER) Retention No. Records Description Re-tr:I:?:on Vital? Ol\::teicc‘)l:s IT\:Ir:ICI?:t | l:;t;:d Comments / Reference
S=Scan & QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

ECONOMIC DEVELOPMENT / ENVIRONMENTAL AND HEALTH INITIATIVES -

see Grants on City-Wide for any Grant-funded Program)

Meets auditing standards; Grants covered by a

After Consolidated Action Plan are required for 5
Funding years; Uniform Admin. Requirements for Grants
Econ. Dev. / - Agency Yes: |to Local Governments is 3 years from
Environ. and E&H-001 Er;ﬁjgg Eitﬁ;:/gt?:g:g:)ble Energy (may Audit, if I\éag, gﬂf; S/l After QC |expenditure report or final payment of grantee or
Health required - P & OD |subgrantee;2 CFR 200.334; 24 CFR 91.105(h),
Minimum 5 92.505, 570.490, and 570.502(a and b),29-CFR-
years 97-42;-OMB-Gireular A-H0-ard-A-133;-GC
§34090
Meets auditing standards; Grants covered by a
After Consolidated Action Plan are required for 5
Funding years; Uniform Admin. Requirements for Grants
Econ. Dev. / Agency Maa. Mir Yes: |to Local Governments is 3 years from
Environ. and E&H-002 Green Business Support, Grants Audit, if OII?‘ p r, S/ After QC |expenditure report or final payment of grantee or
Health required - TP & OD |subgrantee;2 CFR 200.334; 24 CFR 91.105(h),
Minimum 5 92.505, 570.490, and 570.502(a and b),29-CFR-
years O OE Cirenlas A0 ond 2122 GO
§34090
Solid Waste Reduction / AB 939 . . .
. ) . |Department preference; required for 5 years; Low+
Compliance / SB 1383 Compliance Yes: . .
Econ. Dev. / . ) . Carbon Fuel Standard regulations credits can be
. (Organic Waste Collection / Recycling) Mag, Mfr, After : .
Environ. and E&H-003 . . 10 years S/l , received for 10 years, and are eligible for an
CalRecycle Annual Waste Diversion Report OD, Ppr QC'd & o i .
Health . extension; 14 CCR § 18995.2; H&S §39730.7;
/ CalRecycle Used QOil report / CalRecycle oD
GC §34090
Bottles / Cans report, etc.
Econ. Dev. / Maa. Mfr )—\(;Zr
Environ. and E&H-004 Solid Waste Tonnage Reports / Statistics 10 years OI:Q)]‘ Ppr, S/l Qc'd & Department preference; GC §34090
Health ’
oD
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Ver. 4.0

RECORDS RETENTION SCHEDULE: ECONOMIC DEVELOPMENT /

Page ED/HOU-1

HOUSING AUTHORITY
Image: D:as:,:-y
Office of Record Retention No. Records Description Tota'l Vital? Me'dla I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr
S=Scan Imaged &
Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, comelaints, claims, Eub/ic records act reguests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
ECONOMIC DEVELOPMENT / HOUSING AUTHORITY (all on Boards and Commissions?)

Affordable Housing Projects - RENTAL
PROGRAMS - Tenant / Participant Files - Section
9 Housing Property Management

Econ. Dev. / Separation + Mag, Yes: After HUD requires 5 fiscal years after the
o L HA-001 o . Mfr, OD, S/ ’ funds were received; 24 CFR 990.325,
Housing Authority Applications, Executed Lease, Basis for 6 years P QC & OD
- . pr GC §34090
determining (reasonable) rent; Move-in/move-out
inspection reports Termination of lease / subsidy
assistance; etc.
Affordable Housing Projects - RENTAL
Econ. Dev. / ;ZS;Z’:}“Q:{ Section 9 Housing Property Mag, Yes: After HUD requires 5 fiscal years after the
o " HA-002 6 years Mfr, OD, S/l ’ funds were received; 24 CFR 990.325,
Housing Authority QC & OD
e . . . Ppr GC §34090
Tenant Income Verifications / Financial
Information Only
Checks deposited to Bank for Housing Authority Mag
Econ. Dev. / HA-003 Programs (City scans them for the Bank, rather Follow Bank Mir O‘D S/ Yes: After| These are bank instruments, and not City
Housing Authority than physically taking the checks to the bank to Instructions I:;pr ’ QC & OD [records; per bank agreement.
deposit them.)
Housing Authority Advisory Commission / Easter Mag
Ecgn. Dev. /. HA-004 Hill Housllng Corporation / RHA Housing Minimum 2 Mfr, OD. S/l Yes: After Department Preference; GC §34090
Housing Authority Corporation years Ppr QC & OD
AGENDAS / STAFF REPORTS
Housing Authority Advisory Commission / Easter Department preference; Audio Required
Econ. Dev. / HA-005 Hill Housing Corporation / RHA Housing Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Housing Authority Corporation: Recordings - AUDIO RECORDINGS years recordings of meetings are required for
of Meetings / Audio Tapes 90 days; GC §34090.7
Housing Authority Advisory Commission / Easter Department preference; Audio Required
Econ. Dev. / HA-005.5 Hill Housing Corporation / RHA Housing Minimum 2 Mag for 30 days; GC §54953.5(b); Video
Housing Authority ' Corporation: Recordings - VIDEO RECORDINGS years recordings of meetings are required for

of Meetings / Video Tapes

90 days; GC §34090.7
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Ver. 4.0

RECORDS RETENTION SCHEDULE: ECONOMIC DEVELOPMENT /

Page ED/HOU-2

HOUSING AUTHORITY
Image: D:as:,:-y
Office of Record Retention No. Records Description Tota'l Vital? Me'dla I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr
S=Scan Imaged &
Qc'd?

If the record is not

listed here, refe

r to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is n

ormally performed by file folder.

HOLDS: Litigation,

complaints, cla

Housing Authority Advisory Commission / Easter

ims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).

) . . . Mag
Econ. Dev. / Hill Housing Corporation / RHA Housing ' Yes: After
Housing Authority HA-006 Corporation - Mﬂl;‘ ?D‘ S/ QC & OD GC §34090(e)
MINUTES / RESOLUTIONS P
- _— . Mag, . HUD requires 5 fiscal years after the
Ecpn. Dev. /. HA-007 Wal.t Lists / Applications for.AffordabIe Housing 6 years Mfr, OD, S/l Yes: After funds were received: 24 CER 990.325,
Housing Authority Assistance Programs (Section 9) Ppr QC & OD GC §34090
A - Work Orders / Service Requests - CRM/CMMS | Indefinite - Mag .
D|V|3|qn Providing HA-008 DATABASE (Computerized Maintenance Minimum 5 Yes Mfr, OD S/l Yes: After Data is interrelated; GC §34090
Service / Work QC & OD
Management System) years Ppr
L - Work Orders / Service Requests - All When No Mag, . . .
Division Providing| 1 409 | Information Entered in CRM / CMMS Database | Longer Yes |Mfr,OD,| S/1 |Y8s: AfterPreliminary drafts (the database is the
Service / Work - QC & OD |original); GC §34090
(Paper drafts) Required Ppr
Work Orders / Service Requests - NOT entered
_ - in CRM / CMMS Database (/ partial information Mag, .
Division Providing ) . Yes: After|City Preference; CCP §§338 et seq., 340
Service /Work | HA010  entered into CMMS Database) 2 years Yes |Mir, OD, | S/1 | ocg 0D let seq., 342, GC §34090
(Division providing service retains originals; Ppr

Division requesting service is considered a copy)
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Ver. 4.0 RECORDS RETENTION SCHEDULE: ECONOMIC DEVELOPMENT / Page ED/PORT-1
PORT
-Destroy
Office of Total Medi Image: Paper
Record Retention No. Records Description Ret:nzt’ion Vital? o (teiol:s I=Import after Comments / Reference
(OFR) P S=Scan | Imaged &
Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records requests, and/or investigations may suspend normal retention periods (retention resumes after settlement).

ECONOMIC DEVELOPMENT / PORT

Econ. Dev. / PORT-001 Assignment Agreements / Short-Term Usef Completion + M,f\fag‘D S/I Yes: After |Department Preference; GC §34090 et
Port (Berth Space, Tie-Up, etc.) 2 years P’pr ’ QC & OD |seq.
Department preference to ensure long-
Leases - Tenants / Facilities Ma term records are retained for each tenant;
Econ. Dev. / Completion +jYes: Before 9 Yes: After |E and O does not apply; Published Audit
PORT-002 . Mfr, OD, S/l -
Port - . 5 years Completion QC & OD |Standards=4-7 years; Statute of
Original Leases are sent to the City Clerk Ppr o . .
Limitations: Contracts and Spec's=4 years;
CCP §§336(a), 337 et. seq., GC §34090
Econ. Dev. / Mag, Yes: After |Department Preference; GC §34090 et
' ’ PORT-003 |Port Infrastructure History P Mfr, OD, S/ ’ P ’
Port Ppr QC & OD |seq.
Econ. Dev. / Regulatory Agencies / Government Minimum 2 Mag, Yes: After |Department Preference; GC §34090 et
PORT-004 - Mfr, OD, S/l
Port Agencies years Ppr QC & OD |seq.
Mag, ) Department Preference (meets municipal
Econ. Dev. / PORT-005 |Security Deposits / Refunds Closs o Mfr, OD, S/l Yes: After government auditing standards); GC
Port years QC & OD
Ppr §34090 et seq.
. Mag, ) .
Econ. Dev. / PORT-006 Surveys / Vacometric Surveys for = Mfr, OD. S/l Yes: After |Department Preference; GC §34090 et
Port Dredging Ppr QC & OD |seq.
V?/zzz’le?\l;) Mag, Yes: After
City Clerk PORT-007 |Tariffs Longer Mfr, OD, S/l QC & OD GC §34090.7 (copies)
: Ppr
Required
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Ver. 4.0 RECORDS RETENTION SCHEDULE: ECONOMIC DEVELOPMENT / Page ED/RE-1
REAL ESTATE
_ o mae | eper
ReS:frI;‘?CC;IER) Retention No. Records Description Re-tr:I:?:on Vital? Ol\::teicc‘)l:s IT\:Ir:ICI?:t | ,::;:d Comments / Reference
S=Scan 8 QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

ECONOMIC DEVELOPMENT / REAL ESTATE

Environmental Site Assessments,
Environmental Mitigation / Monitoring

Econ. Dev. / Reports, Environmental Studies / Reports, Maa. Mir Yes:
) ) RE-001 Soils Reports, Water Quality Reports, P 9 ML gy After QC |Department preference; GC §34090
Real Estate . OD, Ppr
Environmental Clean up Plans, etc. & OD
Corporation Yard, Point Molate Marina Bay,
etc.
Econ. Dev. / Mag, Mfr Yes:
) | RE-002 Point Molate Reports, Status Reports P 9 ST After QC |Department preference; GC §34090
Real Estate OD, Ppr & OD
Econ. Dev. / Mag, Mfr Yes:
) | RE-003 Point Molate Reuse Plans P 9 I ST After QC |Department preference; GC §34090
Real Estate OD, Ppr & OD
. . . . Yes:
Econ. Dev. / Point Molate Soil Studies, Site Cleanup Mag, Mfr, .
Real Estate RE-004 Plans, Projects, Monitoring Reports F OD, Ppr S/ AZerOCD)C Department preference; GC §34090
Econ. Dev. / Public Meeting - Recordings - AUDIO Minimum 2
) | RE-005 RECORDINGS of Meetings / Audio Tapes Mag Department preference; GC §34090
Real Estate ) ) years
(Point Molate Meetings, etc.)
Econ. Dev. / Public Meeting - Recordings - VIDEO Minimum 2
) | RE-005.5 |RECORDINGS of Meetings / Video Tapes Mag Department preference; GC §34090
Real Estate years

(Point Molate Meetings, etc.)
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Ver.7.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-1
(Admin., Budget, Accounts Payable, Revenue, Bus. Licensing, Acct., Purchasing, Payroll, Treasury)

. Image: Bestroy
Office of Total Media | I=Import | Paper after
Record |Retention No. Records Description . Vital? R P P Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
FINANCE / ADMINISTRATION

Finance / FIN-001 _Financial Services Database / ERP Database I{;icrj]?r:rtljlrtr?é Yes Mag, Mfr, S/I Yes: After |Data Fields / Records are interrelated;
Lead Div. (Tyler Munis) oo OD, Ppr QC & OD |GC §34090
Finance / FIN-002 Audit Reports / Annual Consolidated Financial = Mag, Mfr, S/l Yes: After |Department Preference (copies - City
Admin. Report (ACFR) / related Audit Opinions OD, Ppr QC & OD |Clerk is OFR); GC §34090.7
. ) Department Preference; (meets
FX‘;:?: / FIN-003 Audit Work Papers 5 years I\/Ioag, g/lf: S/l \g!g.&Acf)tgr municipal government auditing
) TP standards); GC §34090
Finance / Single Audits / Transportation Audits / PERS Mag, Mfr, Yes: After Depgﬁment Preference (mle.ets
Admin FIN-004 Audit etc 10 years OD. Por S/l QC & OD municipal government auditing
) ’ ) P standards); GC §34090
FINANCE / BUDGET
Department Preference; meets
Finance / . Mag, Mfr, Yes: After |municipal government auditing
Budget | [ \005 BudgetAdjustments o years ob,Ppr| S'' | Qca oD |standards; Statute of Limitations is 4
years; GC §34090, CCP § 337
Maq. Mir Yes: After Department Preference; Presented to
City Clerk FIN-006 Budget Reports / Quarterly Budget Reports 5 years g, M, S/l ' the City Council (this is a copy); GC
OD, Ppr QC & OD
§34090.7
. Yes: ) Department Preference (copies - City
Fg‘ua d“‘ft/ FIN-007  |Budgets - Adopted / Final P Current '\éag' Q/'f:’ S/l g“é &A(‘;tgr Clerk is OFR); Must be filed with
9 Fiscal Year | ~ "' P County Auditor; GC §34090.7, 53901
Drafts - Yes:
Finance / . When No ’ Mag, Mfr, Yes: After .
Budget FIN-008 Budgets - Preliminary, Backup Documents Langer .Current OD, Ppr S/l QC & OD Department Preference; GC §34090
Reauired Fiscal Year
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Ver.7.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-2
(Admin., Budget, Accounts Payable, Revenue, Bus. Licensing, Acct., Purchasing, Payroll, Treasury)

. Image: Bestroy
Office of Total Media | I=Import | Paper after
Record |Retention No. Records Description . Vital? R P P Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
FINANCE / ACCOUNT PAYABLE

Department Preference; IRS: 4 years
Finance / o afte'r 'tax is due or paid (Ior?gerfor
Accounts FIN-009 1099's, 1096's, DE542 (California Report of 5 years Mag, Mfr, S/l Yes: After |auditing and contractor delinquency);
Payable Independent Contractors) OD, Ppr QC & OD |Ca. FTB: 3 years; IRS Reg §31.6001-
1(e)(2), Rand T §19530, GC §34090;
29 USC 436
Accounts Payable / Invoices / Backup
Finance / . Yes: Until |Mag, Mfr, Yes: After Department Preferfar'\ce to pass grant
Accounts FIN-010 (Includes Invoices, Travel Expense 7 years Paid oD, Ppr S/l QC & OD audits (meets municipal government
Payable Reimbursements, Warrant Request, P-Card, ’ auditing standards); GC §34090
City Card, etc.)
'Iz\inancet/ FIN-011 Checks | W t Reqister Report (i d 5 Mag, Mfr, S/l Yes: After |Department Preference; Meets auditing
Pc:;aut;es - ecks arrant Register Report (issued) years oD, Ppr QC & 0D |standards; GC §34090
FINANCE / REVENUE, BUSINESS LICENSING
Accounts Receivable / Revenue / Our Invoices
to Outside Entities: Insurance Companies, Department Preference; (meets
Finance / FIN-012 Franchise Fees, DUI Billing, Transient 5 years Yes: Until |Mag, Mfr, S/l Yes: After municipal government a’uditing
Revenue Occupancy Tax (TOT), Auctions of Surplus Paid OD, Ppr QC & OD standards); GC §34090
Property, Credit Card Payment Receipts, ’
Tenant Billing / Rent, etc.
Finance / . When No Mag, M, Yes: After Prelliminary drafts not r_etainfad in the
Revenue FIN-013 Bankruptcies - NOT pursued Longer OD., Ppr S/l QC & OD ordinary course of business; GC
Required §34090
. . Department Preference (negative
223;?3; FIN-014 Bankruptcies - Where a claim is filed 7 years I\él)al:g)], IL\’/I;; S/l YQeCs:.&A(;tgr information remains on credit ratings
’ for 7 years); GC §34090
Finance / FIN-015 Business License Applications, Registrations / § Minimum 5 Mag, Mfr, S/l Yes: After |Department preference; Meets auditing
Revenue Renewals years OD, Ppr QC & OD |standards; GC §34090 et seq.
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Ver.7.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-3
(Admin., Budget, Accounts Payable, Revenue, Bus. Licensing, Acct., Purchasing, Payroll, Treasury)

. Image: Bestroy
Office of Total Media | I=Import | Paper after
Record |Retention No. Records Description . Vital? R P P Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Finance / FIN-016 Business License Permitting Software I{;ﬂ?:;ﬂ':ﬁé Yes Mag, Mfr, S/l Yes: After |Department preference; Meets auditing
Revenue (TracklT) vears OD, Ppr QC & OD |standards; GC §34090 et seq.
';23253 e/ FIN-017  |Checks / Warrants (Returned / NSF) 5 years '\"Oag" I':\,/';:' S/l gg &Aggr Etzzzg:gz?g%reg;%”g%e' Meets auditing
Finance / Checks deposited to Bank'(Clty scains them for Follow Bank Mag, Mfr, Yes: After |These are bank instruments, and not
Revenue FIN-018 the Bank, rather than physically taking the Instructions OD, Ppr S/ QC & OD |City records; per bank agreement
checks to the bank to deposit them.) ’ ’ :
Department Preference; Negative
credit information remains on credit
reports for 7 - 10 years; Meets auditing
Finance / FIN-019 Collection Agency Assignments / Unpaid 7 years Mag, Mfr, S/l Yes: After |standards; City does not Lien property
Revenue Accounts OD, Ppr QC & OD |(Liens are good for 10 years from
recording date, and may be extended
by re-recording lien); WC 36729; GC
§34090
Finance / FIN-020 Daily Cash Summaries, Bank Deposits, Bank 5 yoars Mag, Mfr, S/ Yes: After |Department preference; GC §§34090,
Revenue Transmittal Advice, Cashier's Reports OD, Ppr QC & OD |26 CFR 31.6001-1
Department preference; All tangible
property held by government agencies
Finance / FIN-021 Escheat (Unclaimed money / uncashed 5 years Mag, Mfr, S/l Yes: After |escheats after 3 years; Statute of
Revenue checks) OD, Ppr QC & OD |Limitations is 1 year for seized
property; CCP §§340(d), 1519; GC
§34090
Reports: Financial Reports created by the Whan No
Finance / FIN-022 Finance Database / Permit Database: Ledgers, Longer Yes Mag, Mfr, S/l Yes: After |Financial system can re-create reports
Lead Div. Reconciliations, Registers, Transaction : — oD, Ppr QC & OD |accurately; GC §34090
Histories, etc. Required

FINANCE / GENERAL ACCOUNTING
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RECORDS RETENTION SCHEDULE: FINANCE
(Admin., Budget, Accounts Payable, Revenue, Bus. Licensing, Acct., Purchasing, Payroll, Treasury)

Page FIN-4

. Image: Bestroy
Office of Total Media | I=Import | Paper after
Record |Retention No. Records Description . Vital? R P P Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Finance / . Closed + 5 | Yes: Until |Mag, Mfr, Yes: After |DSPartment Preference; (meets
General FIN-036 Deposit Accounts / Developer Trust Accounts aars Maturit OD. Por S/l QC & OD municipal government auditing
Accounting . y P standards); GC §34090
zr;?:;(;zll FIN-037 Fixed Assets - Annual Listing (Source 5 vears Mag, Mfr, S/ Yes: After |Department Preference; Meets auditing
. Documents) y OD, Ppr QC & OD |standards; GC §34090
Accounting
Finance / Department Preference; meets
General FIN-038  |Journal Entries / Journal Vouchers 5 years Mag, Mfr, S/l Yes: After jmunicipal government auditing
Aot y oD, Ppr QC & OD |standards: Statute of Limitations is 4
9 years; GC §34090, CCP § 337
Reports: Annual State / Federal: State
Finance / Controller's Report, Local Government
General FIN-039 Compensation Report, Gas Tax, MOE & voare Mag, Mfr, S/l Yes: After |Department Preference; Meets auditing
Accountin (Maintenance of Effort) Report, Fixed Charge y OD, Ppr QC & OD |standards; GC §34090
9 Special Assessment Report, Public Self Insurer|
Report (SIP Report), Street Report, etc.
Reports: Financial Reports created by the When No
Finance / FIN-040 Finance Database: General Ledgers Londer Yes Mag, Mfr, S/l Yes: After |Financial system can re-create reports
Lead Div. Subsidiary Ledgers, Reconciliations, Registers, g - oD, Ppr QC & OD |accurately; GC §34090
. o Required
Transaction Histories, Balance Sheets, etc.
FINANCE / PURCHASING
Finance / FIN-041 _Purchasing Database / ERP Database I{;I]iiiergzlr:ft:) Yes Mag, Mfr, S/l Yes: After |Data Fields / Records are interrelated;
Purchasing (Planet Bids) vears oD, Ppr QC & OD |GC §34090
Department Preference (Professional
Services always have a contract,
therefore Errors and Omissions are not
Finance / . Yes: Before |Mag, Mfr, Yes: After : . C .
Purchasing FIN-042 Purchase Orders / Requisitions 5 years Completion | OD, Ppr S/l QC & OD applicable); Statute of Limitations is 4

years; 10 years for Errors and
Omissions; CCP §§337. 337.1(a),
337.15, 343; GC §34090
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Ver. 7.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-5
(Admin., Budget, Accounts Payable, Revenue, Bus. Licensing, Acct., Purchasing, Payroll, Treasury)
. Image: Bestroy
Office of . _
Record |Retention No. Records Description Tota.l Vital? Me_dla I—Ir:lport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

. Vendor i
Finance / . Mag, Mfr, Yes: After |Meets IRS auditing standards; GC
Purchasing| | NO43  (W-9s '“a;fg‘;fs* 5 op,Ppr| S/ | acaop |§34000
FINANCE / PAYROLL
Finance / ) Checks / Warrant Register Report - Payroll Mag, Mfr, Yes: After .
Payroll FIN-044 only 5 years oD, Ppr S/l Qc & OD Department Preference; GC §34090
Finance / Mag, Mfr, Yes: After |Department Preference; GC §34090,
Payroll FIN-045 Checks / Warrants - Cancelled - Payroll Only 5 years oD, Ppr S/l QC & 0D |26 CFR 31.6001-1
DE-9 DE-43, W-3, 941 Forms, PERS / FICA / Department Preference; IRS: 4 yrs
. . . ) after tax is due or paid; Ca. FTB: 3
Finance / Medicare Adjustments - Quarterly Payroll Tax Mag, Mfr, Yes: After )
Payroll FIN-046 |2 eturns / OASDI, Federal Tax Deposits o years oo, ppr| S'' | aceop |Years IRSReg§31.6001-1(e)2), R
Adiustments etc’ ’ ’ and T §19530; 29CFR 516.5 - 516.6,
) T 29USC 436, GC §34090
. . . ) Department preference; (meets
Fg‘:r:gﬁ / FIN-047 Egg?#;iggg;:;gugiz L:tive Registers, 5 years I\él)ag ’ Q/I f:’ S/ \gaé &A(f)tgr municipal government auditing
y ports, efc. P standards); GC §34090
Department preference to facilitate
grant audits or claim reimbursements;
Meets auditing standards (audit + 4
Finance / Time Sheets / Time Cards / Overtime Sheets / Mag, Mfr, Yes: After yearg); IRS reqylrfas 4 years; Ca. .
Payroll FIN-048 Overtime Cards 5 years oD, Ppr S/ QcC & OD requires 2 yr min.; FTB keeps 3 years;
’ IRS Reg §31.6001-1(e)(2), Rand T
§19530; LC § 1174(d); 29 CFR 516.5;
GC §34090; 8 CCR 11040.7(c); 29
CFR 516.5 and 516.6(c);
Department Preference; IRS: 4 yrs
. after tax is due or paid; Ca. FTB: 3
Finance / . Mag, Mfr, Yes: After . '
Payroll FIN-049 W-2's 5 years oD, Ppr S/ QcC & OD years; IRS Reg §31.6001-1(e)(2), R

and T §19530; 29CFR 516.5 - 516.6,
29USC 436, GC §34090

R|CHMOND, CA. ©1995 - 2024 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver.7.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-6
(Admin., Budget, Accounts Payable, Revenue, Bus. Licensing, Acct., Purchasing, Payroll, Treasury)

. Image: Bestroy
Office of Total Media | I=Import | Paper after
Record |Retention No. Records Description . Vital? R P P Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
IRS Regulation 31-6001-1 four years
after the due date of such tax for the

Finance / FIN-050 W-4s Ng#ggtgf;m Mag, Mfr, S/l Yes: After |return period to which the records
Payroll years oD, Ppr QC & OD |relate, or the date such tax is paid,

whichever is the later. GC §34090; 26
CFR 31.6001-1
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Ver. 7.0

RECORDS RETENTION SCHEDULE: FINANCE
(Admin., Budget, Accounts Payable, Revenue, Bus. Licensing, Acct., Purchasing, Payroll, Treasury)

Page FIN-7

. Image: Bestroy
Office of Total Media | I=Import | Paper after
Record |Retention No. Records Description . Vital? R P P Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
FINANCE / TREASURY

Department Preference; Meets auditing

i‘r’:;’;e/ FIN-051  |Arbitrage / Bonds / Advisor Reports Mat‘gg; 2 Yeijailj”t" '\éag’ an:, S/l YQeg &A(‘;tgr standards; FTC Reg's rely on "self-
ry y TP enforcement"; GC§§ 34090, 43900
Bank Statements / Trustee Statements, Fiscal
. Agent Statements, Trustee Statements, ) .
Finance / Mag, Mfr, Yes: After |Department preference; GC §§34090,
FIN-052 Investment Account Statements, Pars 5 years S/
Treasury e . oD, Ppr QC & OD |26 CFR 31.6001-1
Statements, Bank Reconciliations, Wire
Transfers
CalPERS Reports, Annual Valuation Reports Most recent records are stored on
Finance / FIN-053 Actuarial Vall?atior’w Reports, Annual Em pIo e,r 5 years Mag, Mfr, S/ Yes: After |CalPERS website; Department
Treasury Statements poris, ploy y OD, Ppr QC & OD |Preference; Retained to match other
auditing periods; GC §34090
Finance / Investments / Trade Tickets / LAIF (Local Maturity + 5§ Yes: Until |Mag, Mfr, Yes: After Departmeht Prefererlwce; Meetf auditing
Treasu FIN-054 Agency Investment Fund)) ears Paid OD, Ppr S/ QC & OD standards; FTC Reg's rely on "self-
ry gency y P enforcement”; GC§§ 34090, 43900
Finance / Mag, Mfr, Yes: After .
Treasury FIN-055 PERS Statements 5 years oD, Ppr S/l Qc & OD Department Preference; GC §34090
. Department Preference; Presented to
Finance / , Mag, Mfr, Yes: After . ) S )
Treasury FIN-056 Treasurer's Reports 5 years oD, Ppr S/ QC & OD the City Council (this is a copy); GC

§34090.7
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Ver. 9.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-1

(Admin., EMS, Fire Marshal / Fire Prevention, OES, Ops / Suppression, Training)

. Image: Destroy
Office of Total Media | I=lmport | Paper after
Record |Retention No. Records Description . Vital? R P P Comments / Reference
(OFR) Retention Options| M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

FIRE / ADMINISTRATION

. . . Indefinite - Mag
Fire / _Fire Operations Database (Calls for . Yes: After . .
Admin. FR-001 Service, Incidents, Runs, etc.) (Zoll) Minimum 5 Yes Mfr, OD S/ QcC & OD Data is interrelated; GC §34090 et seq.
years Ppr
Department Preference; State Law requires 4
Background Files - Successful Fire Ma years; EEOC / FLSA / ADEA (Age) requires 3
Fire / FR-002 Employee / Volunteer Applicants Separation +§ Yes: Until Mfr (g)D S/l Yes: After |years for promotion, demotion, transfer,
Admin. (Employees, Cadets, Explorers, CERT, 4 years Separation P , ’ QC & OD |selection, or discharge; ; 29 CFR 1627.3(b)(1)(i),
Chaplains, Reserves, etc.) P 29 CFR 1602.14; GC §§12946, 12960, 34090;
29 USC 1113
Background Files - Unsuccessful Fire State Law reqwre's 4 years; EEOC/ FLS.A/
. . Mag, . ADEA (Age) requires 3 years for promotion,
Fire / Employee / Volunteer Applicants Yes: After . . . ]
Admin FR-003 Ermol Cadets. Exol CERT 4 years Mfr, OD, S/l Qc & OD demotion, transfer, selection, or discharge; State
' (Chmplo.yeesl,? adsts, )t(p orers, ’ Ppr Law requires 4 years; 29 CFR 1627.3(b)(1)(i), 29
aplains, Reserves, etc.) CFR 1602.14; GC §§12946,12960, 34090
Fire / Mag, Yes: After |Department Preference (rated every 10 years);
Admin. FR-004 ISO Insurance Ratings 15 years Mf:D,pC:D, S/l QC &O0D |GC §34090
. When No Mag . . .
Fire / ) - - : Yes: After |Considered a preliminary draft / copy (the Fire
Admin. FR-005 Monthly Statistical Reports / Run Statistics Longer Mfr, OD, S/l QC & OD |database is the original); GC §34090 et seq.
Required Ppr
Copies - Mag
. Mutual Aid Agreements, Joint Power When No JYes: Before ’ Yes: After . . .
City Clerk FR-006 Authorities (Local / State) Longer Completion Mf::‘, C:D‘ S/ QC & OD City Clerk is OFR; GC §34090.7
Required P
. . i Mag
Fire / ) Programs / Projects (e.g. Cadet, CPR Minimum 2 ’ Yes: After )
Admin. FR-007 Program, Fire Service Day, etc.) years Mf;;:D, S/l Qc & OD Department Preference; GC § 34090 et seq.
. . . Mag
Fire / Public Records Request Responses - Fire . Yes: After
Admin. FR-007.5 Only 2 years Mflrj,FSD, S/l QcC & OD GC §34090
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Ver. 9.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-2
(Admin., EMS, Fire Marshal / Fire Prevention, OES, Ops / Suppression, Training)

. Image: Destroy
Office of Total Media | I=lmport | Paper after
Record |Retention No. Records Description . Vital? R P P Comments / Reference
(OFR) Retention Options| M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Fire / Mag, Yes: After
Admin. FR-008 Ride-A-Long Waivers 2 years Mfll'D,;?D, S/lI QcC & OD GC §34090
Fire / Mag, Yes: After
. FR-009 Strike Team Reimbursement (OES / FEMA) 10 years Mfr, OD, S/l ’ Department Preference; GC §34090
Admin. Ppr QC & OD
FIRE /| EMERGENCY MEDICAL SERVICES
Indefinite - Mag Yes: After Data is interrelated (e-PCRs must be retained 20
Fire / EMS FR-010 _Fire Incident ePCR Database Minimum 20 Yes Mfr, OD S/l QC.& oD years - see Patient Care Reports); GC §34090 et
years Ppr seq.
- . Mag, . Department preference; meets municipal
Fire/EMS | FR-011  [Ambulance Billing (Performed by a private 5 years Mfr,OD,| S/1 | Yo After | emment auditing standards; GC §34090
company) Ppr QC & OD
. Mag, . Department Preference - Controlled substances
Fire / EMS FR-012 ggrg:ﬂsgj:s;igce II__:g:, Inventories / 3 years Mfr, OD, S/l \ga(s: &Aétgr are required for 2 years after inventory or
ryLog Ppr transaction; 21 CFR §1304.04, 1310.04
Mag, Yes: After Statute of Limitations for health providers is 3
Fire / EMS FR-013 EMS Complaints 3 years Mfr, OD, S/I QC.& oD years; Call Records are required for 3 years; 13
Ppr CCR 1100.7, CCP §340.5, GC §34090
. Mag
. HIPAA Policies / Procedures (Health Superseded : Yes: After .
Fire / EMS FR-014 Insurance Portability / Accountability Act) + 6 years Mfer’FgD’ S/ QC & OD 45 CFR 164.530())
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RECORDS RETENTION SCHEDULE - FIRE

Page FR-3

(Admin., EMS, Fire Marshal / Fire Prevention, OES, Ops / Suppression, Training)

. Image: Destroy
Office of Total Media | I=lmport | Paper after
Record |Retention No. Records Description . Vital? R P P Comments / Reference
(OFR) Retention Options| M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Department Preference; adults required for 10
years for Medi-Cal patients, 7 years for non-Medi-
Cal adults; minors until 1 year after age of
majority, but not less than 10 years for Medi-Cal
Patient Care Reports / PCRs / e-PCRs (EMS p_Latien'ts 7 years for 7non-Medi-Calfmir:ors; 10
transportation) Reports: ALL (medical / non- Mag, years 1S r?'commended.b){ A'.-”MA or *healthcare
. . Yes: After |providers"; Statute of Limitations for health
Fire / EMS FR-015 medical.) 20 years JYes Mfr, OD S/ . . ]
Includes e-PCR Database / Electronic Ppr QC&OD |providers is 3 years; CCP §340.5, H&S
. §§1797.98e 123145; 42 CFR 482.24(b); 9-GCSR-
Patient Care Report Database (ImageTrend) 9444, 22 CCR 97530.9(c)(3), 70751(c) &
71551(c); 22 CCR 70751(c), 71551(c), 73543(a),
74731(a), 75055(a), 75343(a), 77143(a), W&l
14124 .1; CMS Pub. 100-4, Chapter 1, Section
110.3; GC §30490
Mag, Yes: After Statute of Limitations for health providers is 3
Fire / EMS FR-016 Refusal to Transfer 3 years Mfr, OD, S/I QC.& oD years; Call Records are required for 3 years;13
Ppr CCR 1100.7, CCP §340.5, GC §34090
FIRE / FIRE MARSHAL / FIRE PREVENTION
Lite of the
Structure or
. . . . . . Activity, or Mag, ) )
Fire / Fire FR-017 Development Review / Fire Sprinkler, Fire Minimum & Mfr. OD S/l Yes: After |CFC §§ 1.8.4.3.1, 404-6 104.7-and; CBC §
Prevention Safety Plans (Final, Approved Only) years, P‘pr ’ QC & OD [107.5; H&S §19850; GC §34090
Whichever
is Longer
Community . . Lopies - Mag, _
Develop./ | FR-01g |Development Review /Plan Review - Whan i Mfr,OD,| S/1 | Y68 Afer |op e8404.6 104.7 and 107.5; GC §34090
Building Building Permits Longer Ppr QC & OD
Required
. . Mag, . . .
Fire / Fire . . . Yes: After |Certain Property Owners are required to test and
Prevention FR-019 Fire Alarm Inspection / Testing 5 years Mf;FSD, S/l QC & OD |certify every 5 years: GC §34090
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Ver. 9.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-4
(Admin., EMS, Fire Marshal / Fire Prevention, OES, Ops / Suppression, Training)
. Image: Destroy
Office of . _
Record |Retention No. Records Description Tota.l Vital? Me_dla I—ITport Paper after Comments / Reference
(OFR) Retention Options| M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Life of the
Fire Inspections / Business Inspection Stru.ct.ure o
Fire / Fi Files / O ncy Inspections / Activily, ar Mag, Yes: Aft
e /Tire | pr.ggp || es ! Hccupancy Inspections Minimum 5 Mfr, OD,| S/I es: AT [orc 8104.6 104.7; GC §34090
Prevention Approvals, Fires, Modification / years Ppr QC & OD
Alternative Methods / Materials Whichever
is Longer
Department preference; Not required for the Life
Ma of the Structure or Activity, or Minimum 5 years
Fire / Fire FR-021 Fire Inspections / Citations / Notice of Minimum 2 Mir gD S/l Yes: After |whichever is longer - only applies to Approvals,
Prevention Violations years P , ’ QC & OD |Inspections, Fires, Modification / Alternative
P Methods or Materials; CFC §§104.7 - 104.7.4 ;
GC §34090
Fire / Fire FR-022 Fire Investigations - Arson / Capital Crimes P M?:lag‘[) S/l Yes: After |Department preference (Capital Crimes have no
Prevention Only - Human Fatality / Injury F”pr ’ QC & OD [statute of limitations); GC §34090 et seq.
. . . I . . Mag
Fire / Fire Fire Investigations - Arson / Capital Crimes : Yes: After .
Prevention FR-023 Only - Structure / Vehicles 5 years Mf:D,pC:D, S/l Qc & OD Department preference; GC §34090 et seq.
. . . L . Mag, .
Fire / F!re FR-024 Flrellnvesygatlons - OTHER Than Arson / Minimum 2 Mfr, OD, S/l Yes: After Department preference: GC §34090 et seq.
Prevention Capital Crimes years Ppr QC & OD
Life of the
Structure or
Fire / Fire | Lo oy & (FF'fe 'T'Z"s L F'r‘z ipr!;mg, Fge Sa';ety Pt'ans L yhoge | (| Yes: Affer |CFC§§1.8.4.31,104.7; CBC § 107.5: H&S
Prevention : ina, Approvec by the Tire Jeparmen == QC & OD |§19850; GC §34090
Only) years Ppr
Whichever isj
Longer
. . . . . . . Mag, .
Fire / F!re FR-025 Fire Prevention Programs (Fire Prevention Minimum 2 Mfr, OD. S/l Yes: After Department Preference; GC § 34090 et seq.
Prevention Week, etc.) years Ppr QC & OD
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Ver. 9.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-5
(Admin., EMS, Fire Marshal / Fire Prevention, OES, Ops / Suppression, Training)
Office of Total Media |I='|“n::l port P: e:rt atter
Record |Retention No. Records Description . Vital? . _p P Comments / Reference
(OFR) Retention Options| M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Fire / Fire Permits: Construction Permits (Short Term} Expiration of| Yes: Before Mag, Yes: After
. FR-026 Uses / Temporary Uses): High Piled Permit + 2 i Mfr, OD, S/l ) GC §34090 et seq. CFC §§104.7
Prevention . Event QC & OD
Storage, Sprinkler Plans, etc. years Ppr
Permits: Fire Code Permits / Special Event .
Fire / Fire Permit bl its, b its, [EPiration offyo. Before | Mad: Yes: After
: FR-027  Permits (assembly permits, burn permits, - § 5o 4 5 ; Mfr, OD,| S/1 : CFC §104.6 104.7; GC §34090
Prevention candle permits, tent permits, open flame, Event QC & OD
years Ppr
etc.)
Life of the
Structure or
its: i i - Activity, or
Fire / Fire FR-028 Permltts.. Op(.er;tllohn;!lP;rSrTlts (Lonsg t.erle Minimzm 5 Yes: Before an(g)‘[) S/l Yes: After |Department Preference; GC § 34090 et seq.
Prevention operations): High Piled Storage, Sprinkler Event . ’ QC & OD |CFC §§104.7
Plans, etc. years, Ppr
Whichever
js Longer
. . . . . . Mag, .
Fire / F!re FR-029 Public Infqrmatlon / Education (when Minimum 2 Mfr, OD, S/l Yes: After Department Preference: GC §34090
Prevention produced internally) years Por QC & OD
Mag Department preference; Pursuant to PC §457.1
Fire / Fire . ) . . P, or Death : Yes: After |etseq.; required to register for life; If released
Prevention FR-030 Registrants: Arson Registrations: Adults of Registrant Mflrj‘ C:D‘ S/ QC & OD |from CYA, records are destroyed after age 25 or
P sealing pursuant to W and | §781; GC §34090.7
Fire / Fire Registrants: Arson Registrations: Age 25 or Mag, Yes: After Pursuant to PC §457.1 et seq.; If released from
Prevention FR-031 Juveniles released from California Youth Sealing Date| Mfr, OD, S/l QC.& oD CYA, records are destroyed after age 25 or
Authority + 5 years I Ppr sealing pursuant to W and | §781; GC §34090.7
FIRE / OFFICE OF EMERGENCY SERVICES (OES)
Mag, Yes: After
Fire / OES FR-032 CERT Registration Forms 2 years Mfr, OD, S/ ’ GC §34090 et seq.
Ppr QC & OD
. Mag
. Emergency Response Plans / Mutual Aid Superseded ’ Yes: After
Fire / OES FR-033 Plans / Strategic Plans +2 years Mf|rD,pC:D, S/ QC & OD GC §34090 et seq.
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Ver. 9.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-6
(Admin., EMS, Fire Marshal / Fire Prevention, OES, Ops / Suppression, Training)
Office of Total Media |I='|“n::l port P: e:rt atter
Record |Retention No. Records Description . Vital? . _p P Comments / Reference
(OFR) Retention Options| M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Emergency Response Records (includes Mag, Yes: After
Fire / OES FR-034 gency P . 10 years Mfr, OD, S/ ’ Department preference; GC §34090 et seq.
cost recovery documentation) Ppr QC & OD
. - . Mag, Yes: After
Fire / OES FR-035 Liability Waiver Forms 2 years Mfr, OD, S/ GC §34090 et seq.
Ppr QC & OD
FIRE /| OPERATIONS / SUPPRESSION
. . Indefinite - Mag
. _Fire Operations Database (Calls for o Yes: After o .
Fire / Ops FR-036 Service, Incidents, Runs, etc.) (Zoll) Minimum 5 Yes Mfr, OD S/l Qc & OD Data is interrelated; GC §34090 et seq.
years Ppr
Mag Department Preference - Controlled substances
. ) Controlled Substance Logs, Inventories / ’ Yes: After |are required for 2 years after inventory or
Fire/Ops | FR-037 |5 0 logs Syeas Yes MfrF; op, i QC & OD |transaction: 21 CFR §1304.04, 1310.04: GC
pr
§34090
Mag Department Preference to be in compliance with
. . . Surplus + 2 : Yes: After |NFPA Standards for in-service automotive fire
Fire/Ops | FR-038  |Equipment Records / Testing years MfrF‘, oD, S/l QC & OD |apparatus ; NFPA 1911.4.7.3 and Annex C.5, GC
pr
§34090
. . . . Mag, Yes: After
Fire / Ops FR-039 Fire Station Inspection Reports 2 years Mfr, OD, S/l GC §34090
Ppr QC & OD
PPE Checklists (Personal Protective Mag, Yes: After
Fire / Ops FR-040 Equipment Checklists) 2 years Mflr:;FSD, S/l QcC & OD GC §34090
Mag
. . When . Yes: After
Fire / Ops FR-041 Pre-Fire Plans Superseded Mf;;:D, S/l Qc & OD GC §34090 et seq.
Mag, Yes: After
Fire / Ops FR-042 Station Log Books / Red Books 10 years Mfr, OD, S/l QC.& oD Department Preference; GC §34090
Ppr

FIRE / TRAINING
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Ver. 9.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-7
(Admin., EMS, Fire Marshal / Fire Prevention, OES, Ops / Suppression, Training)

. Image: Destroy
Office of Total Media | I=lmport | Paper after
Record |Retention No. Records Description . Vital? R P P Comments / Reference
(OFR) Retention Options| M=Mfr Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

. . Mag . . ) )
Tgirr?irQQ FR-043 _Training Database (Vector Solutions) Segayr:::)sn * Yes MfrEp(jD S/l YQe(s: &A(f)tgr D§ ﬂgés.énterrelated, GC §34090 et seq.;, LC.
. Department preference; Files maintained
Fire / Respiratory Fit Tests (/ dtoH igparatlogé Yes: Until Mag, Yes: Aft separately; Claims can be made for 30 years for
Tre:irr?ing FR-044 R:ggzracggytoIpute;’[SCJ(Mziiri]caloFil:’r;)]an De)c/:::fed + S:;érat?o; Mir, OD, S/ C()ECS:.& Ogr toxic substance exposure; 8 CCR §3204(d)(1) et
' 5 years Ppr seq., 8 CCR 5144, 8 CCR 15400.2; 29 CFR
1910.1020(d)(1)(i), GC §§12946, 34090
Department preference; Ethics Training is 5
years; Calif. Labor Division is required to keep
o ) their OSHA records 7 years; EEOC/FLSA/ADEA
. Training File (by employee) Minimtim Mag, (Age) requires 3 years for promotion, demotion,
Fire / FR-045 o o - o Separation + Mfr, OD,| S/1 Yes: After transfer, selection, or discharge; State Law
Training Indmdgal Training Cert.lflcates, Continuing 5 years Ppr QC & OD requires 2 -3 years for personnel actions; 8 CCR
Education for Paramedics §3203 et seq., 29 CFR 1627.3(b)(1)(ii), LC
§6429(c); GC §§12946, 34090, 53235.2(b) LC_
§1198.5
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Ver. 5.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-1
(RIsk Management)
. Image: Destroy
Office of . _
Record Retention No. Records Description Tota-l Vital? Me_dla I—Ir:lport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS : Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

HUMAN RESOURCES

Lead Div HR-001 _Human Resources Database / ERP 'l\;l]i(:]?rgz';?é Yes Mag, Mfr, S/l Yes: After |Data Fields / Records are interrelated; GC
' Database (Tyler Munis) years OD, Ppr QC & OD |§34090
Department Preference; Instructions state
) ) ) . "Generally, keep copies of information
Human HR-002 :n(;isra%c;og;e? /(E:\Z?ge; /P_rror;f:riigaelalth £ ypars Mag, Mfr, S/l Yes: After |returns you filed with the IRS or have the
Resources 9 y OD, Ppr QC & OD |ability to reconstruct the data for at least 3
Form) "
years, from the due date of the returns”;
GC §34090
EEOC / ADEA (Age) requires 1 year after
benefit plan termination; Federal law
Human Benefit Plan Documents (CalPERS, Dental, Duration af the Yes:. For Mag, Mfr, Yes: After reguwes 6.years after flllng.date for
Resources HR-003 Vision, etc.) Contract + 6 J Duration of OD. Por S/ Qc & OD retirement; State Law requires 2 years
T years Contract TP after action; 29 CFR 1627.3(b)(1)(2); 29
USC 1027; 28 CCR 1300.85.1; GC
§34090
Department preference to match retention
California Civil Rights Department (CRD) / . . for person'nel flles;.AII Sta'te'and I.:eder.all
Human > . Separation + 6 Mag, Mfr, Yes: After |laws require retention until final disposition
HR-004 Department of Fair Employment / Housing S/l - .
Resources - 7 years OD, Ppr QC & OD |of formal complaint; State requires 4 years
(DFEH / EEOC) Claims / Harassment Claims] " . . "
after "fully and finally disposed"; 2 CCR
11013(c); GC §§12946, 12960, 34090
Department preference; Bureau of
I L . National Affairs recommends 2 years for
Classification / Reorganization Studies (for . . .
Human HR-005 emplovee classifications / department Minimum 3 Mag, Mfr, S/ Yes: After |all supplementary Personnel records;
Resources strupctuyres) P years oD, Ppr QC & OD |Wage rate tables are 1 or 2 years; State
requires 2 years; 29 CFR 516.6, 29 CFR
1602.14, GC §§12946, 12960, 34090
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Ver. 5.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-2
(RIsk Management)
. Image: Destroy
Office of . _
Record Retention No. Records Description Tota-l Vital? Me_dla I—Ir:lport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS : Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Department preference; Bureau of
National Affairs recommends 2 years for
all supplementary Personnel records;

ReHsuoTJf:es HR-006 Compensation Surveys / Studies Mmg‘;l:? - l\(/l)aég ’ F'\,/I f:’ S/l \((Jeg:&Ag%r Wage rate tables are 1 or 2 years; State
y P requires 2 years; 29 CFR 516.6(2), 29
CFR 1602.14, GC §§12946, 12960,
34090
Department preference; Statute of
Human HR-007 Contracts for Investigators / Engagement Completion + J Yes: Before |Mag, Mfr, S/l Yes: After |Limitations for contractual obligations is 4
Resources Letters 5 years Completion | OD, Ppr QC & OD |years; CCP §§337. 337.1(a), 337.15, 343;
GC §34090
Human S Mag, Mfr, Yes: After
ResoUrces HR-008 COVID-19 Notifications to Employees 3 years oD, Ppr S/l Qc & OD LC §6409.6(k), GC §34090
Human Mag, Mfr, Yes: After |Department Preference; R and T §19530,
Resources HR-009 DE-34 (Report of New Employees) 5 years oD, Ppr S/l QC&OD |GC §34090
Human . . Mag, Mfr, Yes: After |Produced by Deferred Comp. Provider;
Resources HR-010 Deferred Compensation (City Statements) 5 years oD, Ppr S/l QC &OD |GC §304090, 26 CFR 31.6001.1
Transitory or source records not retained
When in the ordinary course of business; CHP
Human . Superseded or] Mag, Mfr, Yes: After |audits every 2 years; Bureau of National
Resources HR-011 DMV Pull Notices Employee OD, Ppr S/ QC & OD |Affairs recommends 2 years for all
Separated supplementary Personnel records; GC §§
34090
Department preference to match retention
for personnel files; statute of limitations for
Human HR-012 Employee Investigations Separation £ 0 Mag, Mfr, S/lI Yes: After fifogﬁttsi:riA(?eEn?o(tﬁ)gne)trr:r?:fléfs Syears
Resources ploy 9 years OD, Ppr QC & OD P ’ ; ’

selection, or discharge; State Law requires
4 years; 29 CFR 1602.31 and
1627.3(b)(1), GC §§12946, 12960, 34090;
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Ver. 5.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-3
(RIsk Management)
. Image: Destroy
Office of . _
Record Retention No. Records Description Tota-l Vital? Me_dla I—Ir:lport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS : Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Human HR-013 Employment Verifications V\Il_gir;;{o Mag, Mfr, S/l Yes: After |Non-records, content is not substantive;
Resources : OD, Ppr QC & OD |GC §34090 et seq.
Required
Human HR-014 Ethics Certificates, Financial and Fiscal, Separation + 5 Mag, Mfr, S/l Yes: After ?3?2:?2 3(13_5’513229;76’225)9_62:‘32%20??% LC
Resources Harassment Certificates - Employees Only years OD, Ppr QC & OD §1 198.5 ’ 2(b)153238.3(bLLC.
Department preference to match retention
for personnel files; statute of limitations for
retirement benefits is 6 years from last
action; EEOC/FLSA/ADEA (Age) requires
Human . Separation + 6 Mag, Mfr, Yes: After |3 years for promotion, demotion, transfer,
Resources HR-015 Grievances years oD, Ppr S/ QC & OD |selection, or discharge; State Law requires
4 years; 29 CFR 1602.31 and
1627.3(b)(1), GC §§ 3105, 12946, 12960,
34090; LC §1198.5; 26 CFR 31-6001-1;
53235.2(b); 53237.2(b)
Required for 1 year from termination or 3
years from hiring, whichever is later;
Human Separation + 6 Mag, Mfr, Yes: After EEOC/ F,I,‘SA / ADEA (Age) requires 3
Resources HR-016 I-9s years oD, Ppr S/l Qcaop |Years f|?r any other forms of employmfent
inquiry"; State Law requires 2 -3 years; 8
CFR 274a.2; 29 CFR 1627.3(b)(1); GC
§§12946, 12960, 34090
Department preference;
Mirimum EEOC/FLSA/ADEA (Age) requires 3 years
Human HR-017 Job Descriptions / Job Classification / Job Superseded + Mag, Mfr, S/l Yes: After |for promotion, demotion, transfer,
Resources Specifications 4 years OD, Ppr QC & OD |selection, or discharge; State Law requires

4 years; retirement benefits is 6 years from
last action; 34090
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Ver. 5.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-4
(RIsk Management)
. Image: Destroy
Office of . _
Record Retention No. Records Description Tota-l Vital? Me_dla I—Ir:lport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS : Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Personnel Files - Employee File (Official
Personnel File)
Includes Application, Discipline, Evaluations,

Department Preference; statute of
limitations for retirement benefits is 6
years from last action; EEOC/FLSA/ADEA

Human ) . \ Separation + 6] Yes: Until |Mag, Mfr, Yes: After |(Age) requires 3 years for promotion,
Resources HR-018 Po"CY Acknowledgements, Employee’s Oath years Separation | OD, Ppr S/ QC & OD |demotion, transfer, selection, or discharge;
of Office / Oath for Disaster Worker, PAF / . .
P | Action F Traini State Law requires 4 years; 29 CFR
Cer"t“_‘f’_””f c t'°” orms,_training. 1602.31 and 1627.3(b)(1), GC §§ 3105,
Lerlificates, eic.) 12946, 12960, 34090; LC §1198.5
Medical Files for all employees are
required to be maintained at least the
. _ . Soparation + duratlon.of empioyrpent plus thirty (30).
Personnel Files - Medical File ) . . years; Files maintained separately; Claims
Human . 30 years OR | Yes: Until |Mag, Mfr, Yes: After .
RESOUICEs HR-019 Pre-employment Medical Clearances, ADA Deceased + 51 Separation | OD. Por S/l acs&op [ be made for 30 years for toxic
Accommodations, Fit for Duty, etc. ears P TP substance exposure; 8 CCR §3204(d)(1)
y et seq., 8 CCR 5144, 8 CCR 15400.2; 29
CFR 1910.1020(d)(1)(i), GC §§12946,
12960, 34090
Recruitment / Tgstlng File L State Law requires 4 years; EEOC / FLSA
Includes Advertisements, Applications for . . .
. . Hiring . / ADEA (Age) requires 1-3 years; 29 CFR
Human Unsuccessful Candidates, Interview Notes, . Mag, Mfr, Yes: After
HR-020 : i Decision + 4 S/l 1627.3(b)(1), 29 CFR 1602.14 et seq.2
Resources Job Brochures, Test Data, Testing Analysis / oD, Ppr QC & OD )
- X . . years CCR 11013(c); GC §§12946, 12960,
statistical Metric, Job Analysis, Rating 34090
Sheets, Scantrons, Background Checks, etc.
. Department preference; Meets municipal
Human HR-021  |Retiree Medical Billing / COBRA Billing 5 years Mag, Mir,| g, | Yes:After | ernment auditing standards: GC
Resources OD, Ppr QC & OD
§34090
Workplace Violence — Hazard identification
Human . . L, ’ Mag, Mfr, Yes: After
Resources HR-022 evaluation, correction, incident logs, 5 years oD, Ppr S/l Qc & OD LC §6401.9(f), GC §34090

investigations, Fraining, etc.

HUMAN RESOURCES / RISK MANAGEMENT
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Ver. 5.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-5
(RIsk Management)
. Image: Destroy
Office of . _
Record Retention No. Records Description Tota-l Vital? Me_dla I—Ir:lport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS : Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Human Final Department Preference; Meets municipal
Resources / . . . . . Yes: Until |Mag, Mfr, Yes: After |government auditing standards; Statute of
Risk HR-023 |Claim for Damages / Claims Against the City Reso':g;’s” * 5] Resolution | 0D, Ppr| S QC & OD |Limitations is 4 years; CCP §§337 et seq.,
Management y 343; GC §34090,
Human Department Preference; Covers longest
. ) . . possible statute of limitations; CCP §337
Res‘Iglijsrl((:es / HR-024 ngr:ﬁ_gzilﬁltes Workers Compensation i YeSF’.aigntII l\éagl Ig/lf; S/ \SCS:.&ASSI' et seq.; 8 CCR §3204(d)(1) et seq., 8 CCR
Manaaement v P TP 5144, 8 CCR 15400.2; 29 CFR
9 1910.1020(d)(1)(i); GC §§911.2, 34090
Human Department Preference; Covers statute of
Resources / HR-025 Insurance Policies - Expiration + 4 Yes: Until |Mag, Mfr, S/l Yes: After Iimir’zations for contractsj CCP §337 et seq.:
Risk Property, Fire, Theft, etc. years Paid oD, Ppr QC & OD ’ -
GC §34090
Management
Human . .
. OSHA requires 5 years; State law requires
Res%’;‘jes / HR-026  |OSHA Citations / Inspections 5 years '\éag' Q/'f:’ S/l geg'&Ag%r 2 years; 8 CCR §3203(b)(1), OMB 1220-
P 0029; GC §34090; LC §6429c
Management
Human . .
. OSHA requires 5 years; State law requires
Resgi’;fes "l HR-027  |OSHA Logs - 200, 300, 301, 301A 5 years '\éag' Q"‘T’ S/l éeg'&AgeDr 2 years; 8 CCR 14300.33(a), 8 CCR
M TP §3203(b)(1), GC §34090.7; LC §6429c
anagement
Human Property Damage Claims / Claims filed to Department preference; Meets municipal
Resources / . perty 9 . Mag, Mfr, Yes: After P P o ’ . P
. HR-028 reimburse damage to City Property / 5 years S/lI government auditing standards; GC
Risk o . oD, Ppr QC & OD
Restitution / Subrogation §34090
Management
Department preference; Files maintained
Human Workers Compensation Claims / Long Term Separation + separately; Claims can be made for 30
Resources / HR-029 Disabilit ClairFr)ls (Includes all Acciden? 30 years OR | Yes: Until |Mag, Mfr, S/l Yes: After |years for toxic substance exposure; 8 CCR
Risk Incidenty/ Iniurv Reports from Emolo e,es) Deceased + 5] Separation | OD, Ppr QC & OD |§3204(d)(1) et seq., 8 CCR 5144, 8 CCR
Management /Injury Rep ploy years 15400.2; 29 CFR 1910.1020(d)(1)(i), GC

§§12946, 12960, 34090

R|CHMOND, CA. ©1995-2024 Gladwell Governmental Services, Inc. - all rights reserved

Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 3.0 RECORDS RETENTION SCHEDULE: INFORMATION TECHNOLOGY Page IT-1
. Image: Destroy
Office of . _
Record Retention No. Records Description Re-::r:?ilon Vital? OMp‘tai(cj)l:s I_I\:ITI\FI)I?:t Ifnaap;; da;t::; Comments / Reference
(OFR) S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

INFORMATION TECHNOLOGY

Used for Disaster Recovery Purposes
. . When No i .
Information Backups (Computer Backups for Disaster Only; Considered a copy and can be
IT-001 Longer Yes Mag. .
Technology Recovery Purposes) Beoiired destroyed when no longer required; GC
q §34090 et seq.
Information Enterprise System Catalogue (Listing of When
Technology IT-002 Enterprise-wide Software, posted on line) Superseded Yes Mag. GC §34090 et seq.
Information ndotiiie. Mag, Mfr
IT-003 Help Desk Database Minimum 2 Yes e S/l Data is interrelated; GC §34090
Technology years OD, Ppr
Information When No Preliminary documents not retained in the
Technolo IT-004 Network Configuration Maps / Plans Longer Yes Mag. ordinary course of business; GC §34090
9y Required et seq.
UNALTERABLE MEDIA / IMMUTABLE Follows Ef’er(:'frgi:ch’gsgij”scﬁv:ﬁ;:;‘;Ztgl‘:é%nIC
Information MEDIA (CLOUD IMMUTABLE BACKUP) / § Refention of record serves as the official record); must
IT-005 (WORM / DVD-r / CD-r / Blue Ray-R) / other Official oD o ’
Technology lterabl dia that d ¢ it Electronic be stored in a "safe and separate
ugg.t?ra Z“I“et. 'a ‘;" Loos noTperm oo location"; GC 34090, 12168.7, EVC 1550,
additions, deletions, / changes 2 CCR 22620 et seq.
Video Recordings - Public Areas
. (Parking Lots, Parks, Traffic Intersections, When No " .
Information Does not record "regular and ongoing
IT-006 etc.) Longer Mag N
Technology Required operations"; GC §34090 et seq.
Excludes Videos of Public Meetings
Video Recordings - Department Activity
Information (Employees Performing Work, Cashiering, Records "regular and ongoing
Technolo IT-007 Building Security, etc.) 1 year Mag operations", or "Building Security"; GC
9y §34090.6 et seq,
Excludes Videos of Public Meetings
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Ver. 5.0

RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES /
CHILDREN AND YOUTH

Page L&CS/C&Y-1

-Destroy
Image: Paper
Office of . e Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr after Comments / Reference
S=Scan Imaged &
Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

LIBRARY AND COMMUNITY SERVICES / CHILDREN AND YOUTH

Grants to Local Non-Profits for Children / Youth
Programming - (Awarded to Subgrantees

Department preference; Most grants are
funded from the General Fund; Meets
auditing standards; Uniform Admin.

Library and (SUCCESSFUL Reports, other records required Requirements for Grants to Local
Comm. Srvs / to pass an Audit) Mag, Yes: After|Governments is 3 years from expenditure
S C&Y-001 5 years Mfr, OD, S/l ’ ;
Children and Por QC & OD |report or final payment of grantee or
Youth Applications from the Non-Profit, copies of P subgrantee; 2 CFR 200.334; 24 CFR
contract, invoices, required reports, completion 91.105(h), 92.505, 570.490, and
records 570.502(a&b),29-CFR- 9742 OMB-
Giredlar- A-H0-and-A-133; GC §34090
Community ) .
. Grants to Local Non-Profits for Children / Youth . Mag, . "
Sgrwces/ C&Y-002 |Programming - UNSUCCESSFUL Applications, Minimum 2 Mfr, OD, S/l Yes: After|Department preference fo.r auditing
Children and ) years QC & OD |purposes for subgrantees; GC §34090
Youth Correspondence to Local Non-Profit Ppr
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Ver. 4.0 RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES / Page L&CS/E&T-1
EMPLOYMENT AND TRAINING
Image: -D:as;zy
Reg:‘:;? glf=R) Retention No. Records Description Re-::rt\?ilon Vital? OMp:iT)I:s I-I\:IZI\FI,I:‘T | afte; . Comments / Reference
S=Scan m&?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

LIBRARY AND COMMUNITY SERVICES / EMPLOYMENT AND TRAINING

Department Preference (Some programs
Library and Mag may have grant funding); 2 CFR
Comm. Srvs / - Superseded ' Yes: After|200.334; 24 CFR 91.105(h), 92.505,
Employmentand| Co1-001  |Employment / Training Plans +5 years Mr, OD, | S/1 | ¢ & OD |570.490, and 570.502(a8b),29-CFR-
. Ppr ) . )
Training 97.42; OMB Circular A-110-and A-133;
GC §34090
Department preference to facilitate
participants returning to the program;
. Meets auditing standards (audit + 4
ClerarySand/ Emol t/ Training P Participant Mag, Yes: Aft years); IRS requires 4 years; Ca. requires
Em(;)):g;]rﬁer:\tind E&T-002 P;nyp:‘glsllmen raining Frogram Farticipan 7 years Mfr, OD, S/I Q(aé'& ogr 2 yr min.; FTB keeps 3 years; IRS Reg
Training Ppr §31.6001-1(e)(2), Rand T §19530; LC §
1174(d); 29 CFR 516.5; GC §34090; 8
CCR 11040.7(c); 29 CFR 516.5 and
516.6(c);
. Department Preference; IRS: 4 yrs after
ClerarySand/ Emol t/ Training P Partici tW Mag, Yes: Aft tax is due or paid; Ca. FTB: 3 years; IRS
Emgﬂ;nrﬁer:\tlz |y E8T-003 2:p oyment/ Training Frogram Farticipant T- 7 years Mfr,OD,| S/1 5; g Ogr Reg §31.6001-1(e)(2), R and T §19530;
Training Ppr 29CFR 516.5 - 516.6, 29USC 436, GC
§34090
Department Preference (Some programs
Library and . may have grant funding); 2 CFR
Comm. Srvs/ | Lot 004 (Eé?cpr:cr’ggr‘;”x g;f‘}'(r‘s'”%:urt‘;%\’lg;is Minimum 5 M:‘\:Iagb /| |Yes: After200.334; 24 CFR 91.105(h), 92.505,
Employment and ) ’ ’ years o QC & OD |570.490, and 570.502(a&b),29-CFR-
L RichmondBUILD, etc. Ppr ) ) )
Training 97.42:- OMB-Gircular-A-110-and-A-133-
GC §34090
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Ver. 4.0

RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES /

Page L&CS/E&T-2

EMPLOYMENT AND TRAINING

-Destroy

Image: Paper

Office of . e Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Ratantion Vital? Options | M=Mfr after Comments / Reference

S=Scan Imaged &

Qc'd?

If the record is no

t listed here, refer to the Retention for City-Wide Standards

Retentions begin

when the act is

completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by

file folder.

HOLDS: Litigatio

Library and
Comm. Srvs /
Employment and
Training

EandT-005

Training / Workshops for Employment / Training
Program Participants / Employees

(Attendance Rosters, Outlines / Materials)

5 years

n, complaints, claims, public records act requests, audits and/or investigations suspend normal

retention periods (retention resu

mes after settlement or completion).

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

Department preference; Ethics and
Harassment Prevention Training is 5
years; Calif. Labor Division is required to
keep their OSHA records 7 years;
EEOC/FLSA/ADEA (Age) requires 3
years for promotion, demotion, transfer,
selection, or discharge; State Law
requires 4 years for personnel actions; 8
CCR §3203 et seq., 29 CFR
1627.3(b)(1)(ii), LC §6429(c); GC
§8§12946, 12960, 34090, 53235.2(b),

53237.2(b)
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RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES / Page L&CS/LIB-1

LIBRARY

-Destroy

Image: Paper

Office of . e Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr after Comments / Reference

S=Scan Imaged &

Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

LIBRARY AND COMMUNITY SERVICES / LIBRARY AND LEAP

Library and Indefinite - Mag, . . . .
Comm. Srvs / LIB-001 _Library Information Database Minimum 2 Yes Mfr, OD S/l Yes: After|Data Fields / Records are interrelated;
. QC & OD |GC §34090
Library years Ppr
Library and When No Mag, Yes: After Content not substantive; Preliminary
Comm. Srvs / LIB-002 Contest Entries (Photo Contests, etc.) Longer Mfr, OD, S/lI QC.& oD drafts not retained in the ordinary course
Library Required Ppr of business; GC §34090
Library and Mag, Yes: After
Comm. Srvs / LIB-003 Contest Winners (Photo Contests, etc.) 2 years Mfr, OD, S/l ’ GC §34090 et. seq.
. QC & OD
Library Ppr
Contracts for Performers, Instructors, Digital
Library and Services / Subscription for On-Line Services . Mag, .
Comm. Srvs/ |  LIB-004 Complstion + Mir,OD,| S/1 | 78S Afterl e 634000 et. seq.
Library All other official / original records: City Clerk is the < years Ppr QC & 0D
Office of Record
Grants: LSCA (Library Services / Construction),
LSTA (Library Services / Technology), SLRC
(State Literacy Resource Centers), CLLS
Library and (ga:!:orn!a t!grary ;ﬂergcy Sp(\ar;ncl:lasl,-),SCILS?t ¢ Final Mag, Yes: After Per California State Library Records
Comm. Srvs / LIB-005 (California Li railry erwces' ct (Insti u e Expenditure Mfr, OD, S/ ) Management Program Requirements
Library of Museum / Library Services), / PLF (Public + 5 years Ppr QC & OD | aoril 27, 1998): GC §34090
Library Foundation) ONLY. For all others, follow
City-wide Schedule. (SUCCESSFUL Reports, /
Financial Information) Send copy of application /
award to Administrative Services
Library and i Mag, .
Comm. Srvs / LIB-006 Incident Reports / Disruptive Patrons e Mfr, OD, S/l Yes: After Department Preference; GC §34090
Library years Ppr QC & OD
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Ver. 4.0 RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES / Page L&CS/LIB-2

LIBRARY
-Destroy
Image: Paper
Office of . e Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Ratantion Vital? Options | M=Mfr after Comments / Reference
S=Scan Imaged &
Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
LEAP Program Records / Reports (Literacy for Department Preferen.ce (_Some programs
Library and Every Adult Program) / Literacy / Tutorin Ma may have grant funding); 2 CFR
CommrySNs ) LIB-007 v 9 y 9 Minimum 5 Vi g’D /| |Yes:After|200.334; 24 CFR 91.105(h), 92.505,
Library Includes all records required by grants / reports to yoa Ppr QC & 0D 570'490’ and 570.502(a&b),29@EPv )
the State GC §34090
Library and Library Programs - Education, Youth / Families, Miritim 2 Mag, Yes: After
Comm. Srvs / LIB-008 Lifelong Learning, etc. (Program Manager's Mfr, OD, S/lI ) Department Preference; GC §34090
. years QC & OD
Library Records) Ppr
Library and . . . . . Mag, .
Comm. Srvs / LIB-009 Reglls.tratlons / Slgn-ups / Walver§ (Signed by 2 years Mfr, OD, S/I Yes: After GC §34090 et. seq.
. participants, / their parent / guardian) QC & OD
Library Ppr
Library and Releases / Copyright Usage Permission / Photo / . Mag, . .
Comm. Srvs / LIB-010 Video Release Agreement / Use ltems from M Mfr, OD, S/ Yes: After| Department preference; GC §34090 ot.
. . : years QC & OD |seq.
Library Library Collection, etc. Ppr
Library and . . . Mag, .
Comm. Srvs / LIB-011 Spo?s.ored Art, Artists / Projects - Temporary Completion + Mfr, OD, S/l Yes: After GC §34090
. Exhibits 2 years QC & OD
Library Ppr
Library and Mag, Yes: After
Comm. Srvs / LIB-012 Waivers for Transportation / other Programs 2 years Mfr, OD, S/l Qc '& oD GC §34090 et. seq.
Library Ppr
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Ver. 4.0 RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES / Page L&CS/NS-1
NEIGHBORHOOD SAFETY
Image: -D:as;zy
Reg:‘:;? glf=R) Retention No. Records Description Re-::rt\?ilon Vital? OMp:iT)I:s I-I\:IZI\FI,I:‘T | afte; . Comments / Reference
S=Scan m&?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

LIBRARY AND COMMUNITY SERVICES / NEIGHBORHOOD SAFETY

City Preference (Meets auditing
standards); Grants covered by a
Consolidated Action Plan are required for

Library and End of Mag 5 years; Uniform Admin. Requirements
Comm. Srvs / Operation Peacemaker Fellowship Participant L ' Yes: After|for Grants to Local Governments is 3
. NS-001 . Participation Mfr, OD, S/ . )
Neighborhood Case Files + 5 years Ppr QC & OD |years from expenditure report or final
Safety payment of grantee or subgrantee; 2 CFR
200.334; 24 CFR 91.105(h), 92.505, and
570.502(b),29-CFR-97-42;-OMB-Circular
A-133:-GC §34090; GC §8546.7
City Preference (Meets auditing
standards); Grants covered by a
After Funding]l Consolidated Action Plan are required for
Library and Agency Mag 5 years; Uniform Admin. Requirements
Comm. Srvs / NS-002 Operation Peacemaker Fellowship Programs / Audit, if Mfr O’D S/l Yes: After|for Grants to Local Governments is 3
Neighborhood Outreach required - P . ’ QC & OD |years from expenditure report or final
Safety Minimum 5 P payment of grantee or subgrantee; 2 CFR
years 200.334; 24 CFR 91.105(h), 92.505, and

570.502(b),-29-CFR-97-42;-OMB-Cireular-
A-133; GC §34090; GC §8546.7
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Ver. 5.0 RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES / Page L&CS/REC-1

RECREATION

-Destroy

Image: Paper

Office of . e Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr after Comments / Reference

S=Scan Imaged &

Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
LIBRARY AND COMMUNITY SERVICES / RECREATION

Library and . . . . Indefinite - Mag, ) Department preference to accommodate
Comm.Srvs/ | REC-001 |—~ecreation Activity Registration Database Minimum 5 Yes | Mfr,OD,| S/1 |YeSAMer ientfiles for Regional Center: GC
. (ACTIVE Net) QC & OD
Recreation years Ppr §34090
Library and . . . . . Mag, Yes: After
Comm.Srvs/ | REC-002 |ctvity Guide/Class Guide / Program Guide Minimum 2 Mfr,OD,| S/I | QCd& |Department preference; GC §34090
. (Final) years
Recreation Ppr oD
Comm. Srvs / REC-003 9 , Mfr, OD, S/l QC'd & |Department preference; GC §34090
. Children's Programs, Cultural Arts, Sports, years
Recreation ) I Ppr oD
Seniors, Filming, Theatre Programs etc.
Applications / Participants' Registration / Liability
Library and Forms / Release of Liability Forms / Photo Yes: During| Mag, Yes: After
Comm. Srvs / REC-004 |Releases / Waivers of Liability / Permissions: 2 years Class or | Mfr, OD, S/l QC'd & |GC §34090
Recreation Camps, Field Trips, Authorization to give Program Ppr oD
Medicine, etc.
Meets auditing standards; Grants covered
by a Consolidated Action Plan are
required for 5 years; Uniform Admin.
Library and lient Mag, Yes: After zi?/glrrner:]n:nrltssi;o; Gézr:;sfrtgnl;c;alenditure
Comm. Srvs / REC-005 |Client Files - Regional Center, Other Programs Separation + Mfr, OD, S/ ’ y Y P
Recreation 5 vears Por QC & OD |report or final payment of grantee or
’ P subgrantee;2 CFR 200.334; 24 CFR
91.105(h), 92.505, 570.490, and
570.502(a and b),29-CFR-97-42; OMB-
Giredlar A-1+10-anrd-A-133:-GC §34090
. Contracts for Performers, Class Instructors, etc.
Library and Completion + Mag, Yes: After
Comm. Srvs /| REC-006 | 5 er official / original records: City Clerk is the | 2 years Mir, OD, | S/1 | ¢ g op |GC §34090 et. seq.
Recreation ) Ppr
Office of Record
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RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES /

Page L&CS/REC-2

RECREATION

-Destroy

Image: Paper

Office of . e Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr after Comments / Reference

S=Scan Imaged &

Qc'd?

If the record is no

t listed here, refer to the Retention for City-Wide Standards

Retentions begin

when the act is

completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigatio

n, complaints, claims, public records act requests, audits and/or investigations suspend normal

retention periods (retention resumes after settlement or completion).

Library and Evaluations / Surveys (Programmatic Evaluations When No Mag, Yes: After|Content not substantive; Preliminary
Comm. Srvs / REC-007 of Recreation programs) Longer Mfr, OD, S/l QC'd & |drafts not retained in the ordinary course
Recreation Required Ppr oD of business; GC §34090
Library and Facility Use Requests / Field Rentals / Facility Mag, Yes: After
Comm. Srvs / REC-008 |Use Applications / Permits (Includes Insurance 2 years Mfr, OD, S/l QC'd & |GC §34090 et. seq.
Recreation Certificates / ABC Permits where appropriate) Ppr oD
Library and Mintmam 2 Mag, Yes: After
Comm. Srvs / REC-009 |Incident Reports / Disruptive Patrons Mfr, OD, S/l QC'd & |Department preference; GC §34090
Recreation years Ppr oD
Library and Mag, Yes: After
Comm. Srvs / REC-010 |Liability Waivers (if separate from another record) 2 years Mfr, OD, S/l QC'd & |GC §34090
Recreation Ppr oD
Library and Mag, Yes: After|29 CFR 1602.31 and 1627.3(b)(ii), GC §§
Comm. Srvs / REC-011 Lifeguard Certifications 2 years Mfr, OD, S/l QC'd & (3105, 12946, 12960, 34090; 29 USC
Recreation Ppr oD 1113
Library and
mm. Srv
R(e:greatio?\ ASN/D Mag, Yes: After
. REC-012 Pool Chemical Logs, Additions 2 years Mfr, OD, S/l QC'd & |40 CFR 70.6; GC §34090
Public Works /
Ppr oD
Parks and
Landscape
Library and L . Mag, Yes: After
Comm.Srvs/ | REC-013 |Rosters/Sign-in/Sign-Out Sheets for classes / 2 years Mfr,OD,| S/I | QCd& |GC §34090
. programs
Recreation Ppr oD
Library and When No Mag, Yes: After|Content not substantive; Preliminary
Comm. Srvs / REC-014 |Schedules / Hours (classes / staff) Longer Mfr, OD, S/I QC'd & |drafts not retained in the ordinary course
Recreation Required Ppr oD of business; GC §34090
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Ver. 4.0 RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES / Page L&CS/TR-1
TRANSPORTATION
Image: -D::;::y
Regfrlgjglf:R) Retention No. Records Description Re-::rt\?ilon Vital? OMp:iT)I:s I-I\:IZI\FI,I:‘T | afte; . Comments / Reference
S$=Scan mﬁ?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

LIBRARY AND COMMUNITY SERVICES / TRANSPORTATION

Library and L . . . Mag, .
Comm. Srvs/ | TRANS-001 Appllcatlons for Service (Commuter Shuttles, Dial-§ Expiration + Yes Mfr, OD, S/l Yes: After GC § 34090
. a-Ride, etc.) 2 years QC & OD
Transportation Ppr
Library and Mag, Yes: After Consistent with CHP requirements;
Comm. Srvs/ | TRANS-002 |Audits: DMV / CHP 5 years Mfr, OD, S/l QC.& oD OSHA requires 1 year; 8 Ca. Code Reg.
Transportation Ppr § 3203(b)(1); GC §§ 34090
Library and . . . Mag, .
Comm. Srvs/ | TRANS-003 |Cicycle Plans, Electric Vehicle Plans, P Mfr,OD,| S/1 | VoS Aftery artment preference; GC §34090
) Transportation Plans QC & OD
Transportation Ppr
Library and . . . . Life of the Mag, .
Comm. Srvs/ | TRANS-004 |Bit Inspection (CHP Commercial Vehicle Vehicle + 2 Mir,OD,| s/1 | 'S Aftrlg cFR 396.11(c)(2); GC §§ 34090
. Inspection) QC & OD
Transportation years Ppr
Department preference; If a motor carrier,
Library and Disposal of Mag required for 18 months after vehicle is
Comm. Srvs/ | TRANS-005 |Bus / Vehicle Procurement Vehicle + 2 Mfr,OD,| s/1 |8S After|sold; CHP requires life of vehicle; OSHA
Transportation oo Por QC & OD |requires 1 year; 8 CCR § 3203(b)(1); 49
P y P CFR 396.21(b)(1): 49 CFR 396.3(c); CCP
§337 et. Seq., GC §34090
Department Preference (Some programs
) may have grant funding); 2 CFR
Library and . Mag,
. Minimum 5 Yes: After|200.334; 24 CFR 91.105(h), 92.505,
Comm. Srvg/ TRANS-006 |Car Sharing vears Mfr, OD, S/l QC &0D 570490, and 570.502(a and b),-20 GFR
Transportation Ppr ) . .
GC §34090
. Department preference; If a motor carrier,
Library and Daily Safety Checks / Pre-Starts / Commercial Mag, Yes: After|required for 3 and 14 months; 49 CFR
Comm. Srvs /| TRANS-007 Iy i1 prestarts Syew Mir, OD, | S/1 1 oc & OD |396.11(c)(2); 49 CFR 396.21(b)(1); GC
Transportation Ppr §§ 34090
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Ver. 4.0

RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES /

Page L&CS/TR-2

TRANSPORTATION
-Destroy
Image: Paper
Office of . e Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Ratantion Vital? Options | M=Mfr after Comments / Reference
S=Scan Imaged &
Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Library and . . . Indefinite - Mag,
Dispatch System / Route Match / Dial-a-Ride / . Yes: After .
Comm. SI’V.S/ TRANS-008 Mini-Bus / Door-to-Door Database (Route Match) Minimum 5 Yes Mfr, OD, S/ Qc & OD Department preference; GC §34090
Transportation years Ppr
Department Preference (Some programs
. may have grant funding); 2 CFR
Library and Mag,
. . . . Yes: After|200.334; 24 CFR 91.105(h), 92.505,
Comm. Srvg/ TRANS-009 |Electric Vehicle Charging Stations P Mfr, OD, S/ QC & OD |570.490, and 570.502(a and b), 20 CFR-
Transportation Ppr ) . )
GC §34090
Funding / Grants: FTA, Others: Equipment
(Buses, Vehicles) / Real Property
Equipment is defined as "useful life of more than
one year / an acquisition cost which equals / o
. o . . 5 years meets auditing standards and
Library and exceeds the lesser of the capitalization level Disposition / Mag, . ; .
; . . . Yes: After|federal requirements; FTA -
Comm. Srvs/ | TRANS-010 |established by the governmental unit for financial Sale Mfr, OD, S/l L i .
. : QC & OD |Ciricular_5010_1D, llI(7); ©MB-GireutarA-
Transportation statement purposes, / $5,000. Includes rolling + 5 years Ppr 440 and A-433: GC §34090
stock / all other such property used in the '
provision of public transit service
Includes all records, including application,
administration, reports, audits, etc.
Funding / Grants: FTA, Others: Excluding
. Equipment (Buses, Vehicles) / Real Property Close (Final 5 years meets auditing standards and
Library and . Mag, . : .
Comm. Srvs / | TRANS-011 Expenditure Mfr. OD S/l Yes: After|federal requirements; FTA -
L Report) i ’ QC & OD |Ciricular_5010_1D, 1lI(7); ©MB-GireutarA
Transportation . . L Ppr )
Includes all records, including application, + 5 years Ho-and-A-133; GC §34090
administration, reports, audits, etc.
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Ver. 4.0 RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES / Page L&CS/TR-3

TRANSPORTATION
-Destroy
Image: Paper
Office of . e Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Ratantion Vital? Options | M=Mfr after Comments / Reference
S=Scan Imaged &
Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
. . . . . Department preference; Consistent with
Library and Inspections: Facility Inspections / Fire Mag, . . . .
L . S Yes: After| CHP requirements; OSHA requires 1
_ﬁg;nsméi;\t/;:] TRANS-012 Etxc’ungwsher Inspections, CalTIP Special Lists, 5 years Mf'rD, ?D, S/ QC & OD |year: 8 Ca. Code Reg. § 3203(b)(1): GC
P ' P §§ 34090
Library and Licenses / Permits (to Operate Public Expiration + | Yes (until | M9 Yes: After
Comm. Srvs/ | TRANS-013 : P P > WM mfr, 0D, | S 7/1 : GC §§ 34090
. Transportation) 2 years expiration) QC & OD
Transportation Ppr
Library and . . Mag, . .
) Manifests / Passenger Manifests / Passenger Yes: After|Department preference; Consistent with

Comm. Srv§ /| TRANS-014 Counts / Trip Sheets 3 years Mir, OD, S/ QC & OD |accounts receivable; GC §§ 34090

Transportation Ppr

Library and Mag, . . . .

Comm. Srvs/ | TRANS-015 |Reports from Drivers / Driver's Reports 5 years Mfr, OD, S/l Yes: After Department prefgrence, C.on3|stent with

. QC & OD |other safety requirements; GC §§ 34090
Transportation Ppr
Library and Mag, . I
Comm. Srvs/ | TRANS-016 |Schedules - Transportation Drivers 5 years Mfr, OD, S/l Yes: After|Department preference for auditing; GC
. QC & OD |§§ 34090
Transportation Ppr
Library and . Mag, . Drafts / source records entered into
Comm. Srvs/ | TRANS-017 Surveyor Sheets /Random Counts (National 2 years Mfr, OD, S/l Yes: After database and not retained in the ordinary
. Transit Database) QC & OD . )

Transportation Yes Ppr course of business; GC §§ 34090
Department preference; If a motor carrier,
required for 18 months after vehicle is

Library and Dienosal of Ma sold; CHP requires life of vehicle; OSHA

CommrySrvs/ TRANS-018 Vehicle / Equipment History Files (Transit Vei?icle + 2 Mt (%D S/l Yes: After|requires 1 year; ; FTA -

Trans -ortation Vehicles ONLY) cars P . ’ QC & OD |Ciricular_5010_1D, 1li(7); 8 CCR §

P y P 3203(b)(1); 49 CFR 396.21(b)(1); 49 CFR
396.3(c); CCP §337 et. Seq., 13 CCR
1234(f); GC §34090
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RECORDS RETENTION SCHEDULE: LIBRARY AND COMMUNITY SERVICES /

Page L&CS/TR-4
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-Destroy

Image: Paper

Office of . e Total . Media | I=Import
?
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr after Comments / Reference

S=Scan Imaged &

Qc'd?

If the record is no

t listed here, refer to the Retention for City-Wide Standards

Retentions begin

when the act is

completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by

file folder.

HOLDS: Litigatio

Library and
Comm. Srvs /
Transportation

TRANS-019

Operations

Video Recordings: Exterior / Interior of Vehicles,

When No
Longer
Required

n, complaints, claims, public records act requests, audits and/or investigations suspend normal

retention periods (retention resumes after settlement or completion).

Mag

Department preference; 1 year is not
required - No forward-facing videos; 1.
The agency has made a diligent effort to
identify a security system that is capable
of storing recorded data for one year. 2.
The agency determines that the
technology to store recorded data in an
economically and technologically feasible
manner for one year is not available. 3.
The transit agency purchases and installs
the best available technology with respect
to storage capacity that is both
economically and technologically feasible
at that time. PUC §99164; GC §34090 .6
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RECORDS RETENTION SCHEDULE: MAYOR AND CITY COUNCIL SUPPORT
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Ver. 3.0
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If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

MAYOR AND CITY COUNCIL SUPPORT

Mayor and City . . . . . . . Yes:
Council cou-0o1 | roject Files / Subject Files (Subject will - § Minimum 2 Mag, Mir,| 5/ | After QC |Department Preference: GC §34090 et seq.
change over time) years OD, Ppr
Support & OD
Copies - Yes:
Finance COU-002 |Travel Records / Expense Reports V\f;i’;e'\‘r" Moag' Q/';:' S/1 | After QC |GC §34090.7
Required & 0D
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RECORDS RETENTION SCHEDULE: PUBLIC WORKS /
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Image: Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

PUBLIC WORKS / ABATEMENT
Mag, Yes: After
Lead Dept. AB-001 Waste Manifests / Pictures of Abatement 2 years Mfll“D, oD, S/ QC.& oD GC §34090
pr
Division Work Orders / Service Requests - CRM / Indefinite - Mag, Yes: After
Providing AB-002 CMMS DATABASE (Computerized Minimum 5 Yes Mfr, OD, S/l QC.& oD Data is interrelated; GC §34090
Service / Work Maintenance Management System) years Ppr
Division Work Orders / Service Requests - All When No Mag
Providing AB-003 Information Entered in CRM / CMMS Longer Yes Mir O’D S/l Yes: After Pr.el'iminary drafts (the database is the
Service / Work Database Required - P‘pr ’ QC & OD |original); GC §34090
(Paper drafts)
Work Orders / Service Requests - NOT entered]
Division in CRM / CMMS Database (/ partial information Mag .
Providing AB-004 entered into CMMS Database) 5 years Yes Mfr O‘D S/l Yes: After |City Preference; CCP §§338 et seq., 340
Service / Work (Division providing service retains originals; - I:;pr ’ QC & OD |et seq., 342, GC §34090
Division requesting service is considered a
copy)
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Ver. 4.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW/ECIP-1
(Engineering And Capital Projects (ECIP))
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
PUBLIC WORKS / ENGINEERING AND CAPITAL PROJECTS (ECIP)

L Mag . i
. Indefinite - Yes: After |Department Preference - Data is
Lead Dept. ECIP-001 | Permit Database (TrackiT) Permanent | Y25 MfrE;_?D S/T 1 Qca 0D |interrelated: GC §34090, H and S §19850
Public Works / Mag, Yes: After
Eng and Capital ECIP-002 |Annexation Case Files P Mfr, OD, S/ ’ Department Preference; GC §34090
' QC & OD
Projects (ECIP) Ppr
Public Works / Assessment Districts / Landscape Districts / Mag, Yes: After
Eng and Capital | ECIP-003 |Community Facilities Districts / Street Lighting P Mfr, OD, S/l QC.& oD Department Preference; GC §34090
Projects (ECIP) Districts / Special Districts (Marina, Hilltop) Ppr
Public Works / Mag, Yes: After
Eng and Capital ECIP-004 |Benchmarks P Mfr, OD, S/ ’ Department Preference; GC §34090
' QC & OD
Projects (ECIP) Ppr
Public Works / Bonds: Private Development Labor / Materials, | Release of Mag, Yes: After
Eng and Capital ECIP-005 |Performance Bonds, Letters of Credit, Bond / Letter Mfr, OD, S/ QC.& oD Security; GC §34090
Projects (ECIP) Encroachment Permits, Monitoring Bonds of Credit Ppr
Capital Improvement Projects (CIP):
Administration File
Completion + Some grant funding agencies require
Project Administration, Certified Payrolls, 10 years or audits; Statute of Limitations for Errors
. Certificate of Compliance, Construction After Funding] and Omissions is 10 years; Published
Public Works / ) . . Mag, . . - ]
) Manager's Logs, Correspondence, Costs, Agency Yes: Until Yes: After |Audit Standards=4-7 years; Statute of
Eng and Capital | ECIP-006 . ; - 0 Mfr, OD, S/l N L
Projects (ECIP) Estimates, Daily Inspections, Insurance Audit, if Completed Por QC & OD |Limitations: Contracts and Spec's=4
J Certificates, Preliminary Notices, Project required, P years, Wrongful Death=comp. + 5 years,
Schedules, Public Relations, Meeting Agendas } whichever is Developers=comp. + 10 years; CCP §337
/ Minutes, Monthly Reports, Notices, Real longer et. seq., GC §34090
Estate Appraisals, RFls / RFQs , Safety.
SWPPP / WPCP, etc.
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(Engineering And Capital Projects (ECIP))
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Public Works /

Capital Improvement Projects (CIP):
Permanent File

Plans, RFP / Specifications / Addenda,
Successful Proposal, Change Orders, EIRs,

Mag,

Department preference; retained for
disaster preparedness purposes; Final

Eng and Capital ECIP-007 |Negative Declarations, Categorical Exemptions, P Yes: Until Mfr, OD, S/ Yes: After enwrpnmental deterrr1"|nat|ons are .
. . ) ) X Completed QC & OD |required to be kept a "reasonable period
Projects (ECIP) Materials Testing Reports, Grading Permits, Ppr C . )
o . of time"; 14 CCR §15095(c); CCP §337
Insurance Certificates, Hazardous Materials, et. seq.. GC §34090
Notice of Completion, Photos, Record Drawings - S€q-,
Soils Reports, Studies, Submittals, Surveys,
etc.
Public Works / Drawings, Maps, / Record Drawings, Large- Mag, Yes: After
Eng and Capital ECIP-008 |Format Drawings, Survey Record Maps, P Yes (all) | Mfr, OD, S/l ’ Drafts should be destroyed; GC §34090
: . . p s QC & OD
Projects (ECIP) Capital Improvement Project "As-Built Ppr
. Encroachment Permits / Excavation Permits:
Public Works / Permanent (Structures in the City's Right of Yes: Until Mag, Yes: After
Eng and Capital ECIP-009 . y 9 P Co Mfr, OD, S/l ’ Department Preference; GC §34090
: Way, Retaining Walls, etc.) Completion QC & OD
Projects (ECIP) - Ppr
Includes Insurance Certificates
Encroachment Permits / Excavation Permits:
. Temporary (Street Permits, Temporary
Public Work§/ Construction, Sidewalk Repairs, Traffic Control, § Expiration + J Yes: Until Mag, Yes: After
Eng and Capital ECIP-010 . ) - . . Mfr, OD, S/l GC § 34090
: Transportation Permits, Utility Cuts (Installation 2 years Completion QC & OD
Projects (ECIP) . Ppr
/ Patching), etc.)
Includes Insurance Certificates
Public Works / Way) - Gostachnical/ So Reports ! Hycrology Mag, Yes: After
Eng and Capital| ECIP-011 Y cnr ‘~eports 7 Hydrology P Mfr, OD,| S/1 : Department Preference; GC §34090
: Reports / Preliminary Studies / Project QC & OD
Projects (ECIP) Ppr

Assessments
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(Engineering And Capital Projects (ECIP))

Page PW/ECIP-3

Image: Destroy
Office of . . Total . Media | I=Import | Paper after
?
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Environmental Determinations: Environmental
Impact Reports (EIRs), Negative Declarations,

Not all internal communications and
notes are required to be saved; "E-mails
that do not provide insight into the project

. etc.) / CEQA - Where Engineering is the Project or the agency’s CEQA compliance with
Public Works / Mag, . . _
: Lead Approval or Yes: After |respect to the project — are not within the
Eng and Capital ECIP-012 . Mfr, OD, S/ . L
Projects (ECIP) Denial Ppr QC & OD |scope of section 21167.6, subdivision (e)
Correspondence / staff notes that provide + 2 years and need not be retained." Golden Door
insight into the project / the agency’s CEQA Properties, LLC v. Superior Court of San
compliance with respect to the project Diego County (2020) 53 Cal.App.5th 733;
GC §34090
Public Works / Land Development: Administrative Records . . . Mag, . Statute of L|m|tat|c?n§ 'S 4_ years; 10 years
) . . Completion +] Yes: Until Yes: After |for Errors and Omissions; land records
Eng and Capital | ECIP-013 | Construction Inspections, Photos, Progress 10 Completed | M OD, | S/l C & 0D by law: CCP 88337
Projects (ECIP) Meetings, Project Schedules, etc = omplete Ppr Q are permanent by law; §§337.
’ S 337.1(a), 337.15, 343; GC §34090
Land Development: Permanent Records
Abandonments, Certificate of Acceptance / Department preference; retained for
. Approval (copy), Dedications, Deeds (copies) disaster preparedness purposes; Final
Public Works / . - A . . Mag, . . L
. Drainage, Driveway, Easements (copies), Yes: Until Yes: After |environmental determinations are
Eng and Capital| ECIP-014 . . P Mfr, OD, S/l : " .
Projects (ECIP) Geotechnical / Soil Reports / Hydrology Completed Ppr QC & OD |required to be kept a "reasonable period
Reports, Private Lab Verifications, Testing Lab of time"; 14 CCR §15095(c); CCP §337
Final Reports, Rights of Way (copies), Studies, et. seq., GC §34090
Reports, etc.
. Copies -
. Pro.p.. 218.(Property based fees - Notice When No Mag, Yes: After |City Clerk retains official records; GC
City Clerk ECIP-015 |Mailing List, Protest Letters / Ballots, Mfr, OD, S/l
Tabulati Longer Por QC & OD |§34090.7
abulation Required P
Recorded Documents / Real Property: Deeds, Mag, Yes: After
Lead Dept. ECIP-016 |Easements, Right of Ways, Abandonments / P Mfr, OD, S/l ’ GC §34090(a)
. QC & OD
Vacations Ppr
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Standard Construction Details Authored by the

Public Works / . . . Mag, .
Eng and Capital| ECIP-017 |C'y / Design/ Construction Standards - p Mir, 0D,  Si | (oS After | h artment Preference: GC §34090
Projects (ECIP) Authored by the City for Construction of City Ppr QC & OD
Infrastructure (CIP / Land Development)
Public Works / Mag, Yes: After
Eng and Capital | ECIP-018 |Subdivision Maps / Parcel Maps P Yes (all) | Mfr, OD, S/ ’ Department Preference; GC §34090
j QC & OD
Projects (ECIP) Ppr
Public Works / Mag, Yes: After
Eng and Capital | ECIP-019 |Surveys, Record of Survey P Yes (all) | Mfr, OD, S/ ’ Department Preference; GC §34090
j QC & OD
Projects (ECIP) Ppr
Police, Sheriff or Mag, Yes: After
State of ECIP-020 |Traffic Calming Requests (Speed Humps, etc.) 10 years Mfr, OD, S/l QC.& oD Department preference; GC §34090
California Ppr
Public Works / V%ﬁgff\lo Mag, Ves: After
Eng and Capital ECIP-021 |Traffic Collision Reports / SWTRS Mfr, OD, S/ ’ copies; GC §34090.7
. Longer QC & OD
Projects (ECIP) : Ppr
Required
Public Works / Mag, Yes: After
Eng and Capital ECIP-022 |Traffic Counts / Traffic Studies 10 years Mfr, OD, S/l ’ Department preference; GC §34090
: QC & OD
Projects (ECIP) Ppr
. Copies -
Public Work§/ Traffic Speed Surveys (certified by City Council § When No Mag, Yes: After |Presented to the City Council in the
Eng and Capital | ECIP-023 . Mfr, OD, S/l . .
: Resolution) Longer QC & OD |Council Agenda Packet; GC §34090.7
Projects (ECIP) : Ppr
Required
Public Works / Mag, Yes: After
Eng and Capital ECIP-024 |Traffic Stop Sign Warrants 10 years Mfr, OD, S/l ’ Department preference; GC §34090
j QC & OD
Projects (ECIP) Ppr
Public Works / Mag, Yes: After
Eng and Capital ECIP-025 |Transportation Plans / Master Plans P Mfr, OD, S/l ’ Department preference; GC §34090
j QC & OD
Projects (ECIP) Ppr
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Page PW/FAC-1

Image: Destroy
Office of . . Total . Media | I=Import | Paper after
?
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mfr | Imaged & Comments / Reference
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

PUBLIC WORKS / FACILITIES MAINTENANCE

Mag,

Lead Dept. FAC-001 |BAAQMD Permits - for Generators, etc. Issue Date + Mir, OD,| s/1 | 'S After |46 CFR 70.6:; GC §34090
5 years Ppr QC & OD
Public Works / Mag, Yes: After
Facilities FAC-002 |City Building Inspections / Facilities Inspections 2 years Mfr, OD, S/l ’ GC §34090
i QC & OD
Maintenance Ppr
Mag
y ) . . ’ Yes: After |8 CCR 5157(d)(14) and (e)(6); 29 CFR
Lead Dept. FAC-003 |Confined Space Entries / Hot Work Permits 2 years Mf;SD, S/ QC & 0D |1910.146(e)(6) GC §34090
Mag, Yes: After |AQMD Rule 1470; Form 400-E—13a
Lead Dept. FAC-004 |Generator Operation Logs / Inspections 5 years Mf;SD, S/l QC & 0D instructions; GC §34090
Operations / Maintenance Manuals (O&M e of Mag, Yes: After |Department Preference; GC §34090 et
Lead Dept. FAC-005 |-P Facility or Mfr, OD,| S/I : P ' :
Manuals) ; QC & OD |seq.
Equipment Ppr
I . . Expiration of Mag, . .
Lead Dept. FAC-006 Pressure Vessel Certifications / Permits (Air Cortificate o Mfr, OD. S/l Yes: After |Department preference; GC §34090 et.
Compressors, Propane, etc.) . QC & OD |seq.
Permit Ppr
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Mag chemical / substance / agent, where and
) Sheet (MSDS) / Chemical Use Report Form (/ ' Yes: After |when it was used is maintained for 30
Lead Dept. FAC-007 records of the chemical / substance / agent, 30 years Mir, OD, S/ QC & OD |years; Applies to qualified employers;
. Ppr . .
where / when it was used) Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
Public Works / Mag, Yes: After
Facilities FAC-008 |Swimming Pool Chemical Logs, Additions 2 years Mfr, OD, S/l . 40 CFR 70.6; GC §34090
. QC'd & OD
Maintenance Ppr
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Division Work Orders / Service Requests - CRM/ Indefinite - Mag, Yes: After
Providing FAC-009 CMMS DATABASE (Computerized Minimum 5 Yes Mfr, OD, S/ — ~ o ~~ |Datais interrelated; GC §34090
: . QC & OD
Service / Work Maintenance Management System) years Ppr
Division Work Orders / Service Requests - All Whan No Ma
- Information Entered in CRM / CMMS 9 Yes: After |Preliminary drafts (the database is the
Providing FAC-010 Datab Longer Yes Mfr, OD, S/l QC & OD |original): GC §34090
Service / Work atabase Required Ppr 9 ’
(Paper drafts)
Work Orders / Service Requests - NOT entered]
Division in CRM / CMMS Database (/ partial information Mag
Providing FAC-011 en.te.r(.ad into CMMS Dat.abase). . 5 years Yes Mfr, OD, S/l Yes: After |City Preference; CCP §§338 et seq., 340
Service / Work (Division providing service retains originals; Ppr QC & OD |et seq., 342, GC §34090

Division requesting service is considered a
copy)

R|CHMOND, CA. ©1995-2024 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 4.0
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
PUBLIC WORKS / FLEET MAINTENANCE

Mag, .
Lead Dept. FL-001  |BAAQMD Permits - for Generators, etc. Issue Date + Mir, OD,| s/1 | 'S After |46 CFR 70.6:; GC §34090
5 years Ppr QC & OD
Public Works / Mag, . . .
Fleet FL-002 Vehicle Titles ("Pink Slips") Seletor Mfr, OD,| S/I Given to Auction House / New Owner; GC
. Disposal §34090
Maintenance Ppr
Public Works / Fleet - Pre-Trip Inspections / Vehicle Safety Mag, Yes: After
Fleet FL-003 Checks / Daily Vehicle Inspections / Daily 2 years Mfr, OD, S/l ’ GC §34090; 13 CCR 1234(c)
. . QC & OD
Maintenance Equipment Checks Ppr
Public Works / Mag, Yes: After
Fleet FL-004 Fleet - Tire Disposal / Waste Manifests 3 years Mfr, OD, S/ QC.& oD 14 CCR 18459.3; GC §34090
Maintenance Ppr
Public Works / Mag
) ) I . ’ Yes: After |22 CCR 66266.130(c)(5), Hand S
.Fleet FL-005 Fleet - Used Oil Disposal Manifests 3 years Mfr, OD, S/ QC & 0D |§25250.18(b), 25250.19(a)(3) et seq.
Maintenance Ppr
Department Preference; If a motor
) . . . . . carrier, required for 18 months after
Public Works / Q:;tba\s/:h'de /' Bquipment History Files / ?}ZE%T:'OT Mag, Yes: After vehicle is sold; CHP requires life of
Fleet FL-006 Eauibment + Yes Mfr, OD, S/ QC.& oD vehicle; OSHA requires 1 year; 8 CCR §
Maintenance Maintenance. Smog Certificates. etc q2 pears Ppr 3203(b)(1); 49 CFR 396.21(b)(1); 49 CFR
’ 9 ’ ’ y 396.3; CCP §337 et. seq., 3 CCR 1234(f);
GC §34090
Mayg, Yes: After |AQMD Rule 1470; Form 400-E—13a
Lead Dept. FL-007 Generator Operation Logs / Inspections 5 years Mflr:,)FSD, S/l QC & 0D | instructions; GC §34090
Operations / Maintenance Manuals (O&M Life of Mag, Yes: After |Department Preference; GC §34090 et
Lead Dept. FL-008 P Facility or Mfr, OD, S/l ’ P ’ ’
Manuals) ! QC & OD |seq.
Equipment Ppr
e . . Expiration of Mag, . .
Lead Dept. FL-009 Pressure Vessel Certifications / Permits (Air Certificate o Mfr, OD. S/l Yes: After |Department preference; GC §34090 et.
Compressors, Propane, etc.) Permit Ppr QC & OD |seq.
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FLEET MAINTENANCE
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Safety Data Sheet (SDS) / Material Safety Data

Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
chemical / substance / agent, where and

. Mag . . S
) Sheet (MSDS) / Chemical Use Report Form (/ ’ Yes: After |when it was used is maintained for 30
Lead Dept. FL-010 records of the chemical / substance / agent, S0 years Mir, OD, S/ QC & OD |years; Applies to qualified employers;
. Ppr . .
where / when it was used) Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
Division Work Orders / Service Requests - CRM / Indefinite - Mag, Yes: After
Providing FL-011 CMMS DATABASE (Computerized Minimum 5 Yes Mfr, OD, S/l QC.& oD Data is interrelated; GC §34090
Service / Work Maintenance Management System) years Ppr
Division Work Orders / Service Requests - All When No Ma
- Information Entered in CRM / CMMS 9 Yes: After |Preliminary drafts (the database is the
Providing FL-012 Datab Longer Yes Mfr, OD, S/ QC & 0D original); GC §34090
Service / Work atabase Required Ppr 9 ’
(Paper drafts)
Work Orders / Service Requests - NOT entered
Division in CRM / CMMS Database (/ partial information Mag
Providing FL-013 egtgrgd into C.g/.IMS Dat‘abas?). S 5 years Yes Mfr, OD, S/l \gacs::&A(gtgr Stlt;/ePregeEngec;; (;3()3;032338 et seq., 340
Service / Work (Division providing service retains originals; Ppr qg., ,

Division requesting service is considered a
copy)
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Ver. 5.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(Parks Maintenance)

Page PW/PRKM-1

Image: Destroy
Office of . . Total . Media | I=Import | Paper after
?
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

PUBLIC WORKS / PARKS MAINTENANCE

Mag,

. . Yes: After |AQMD Rule 1470; Form 400-E—13a
Lead Dept. PRK-001 Generator Operation Logs / Inspections 5 years Mfll'D,;?D, S/l QC & 0D instructions; GC §34090
Operations / Maintenance Manuals (O&M Life of Mag, Yes: After |Department Preference; GC §34090 et
Lead Dept. PRK-002 |-P Facility or Mfr, OD,| S/I : P ' :
Manuals) : QC & OD |seq.
Equipment Ppr
. Indefinite - Mag, .
Public Works /| pRi.003 | Park Tree DATABASE Minmum5 |  Yes |Mir,OD,| s/1 | Yo AT Inata is interrelated; GC §34090
Parks Maint. QC & OD
years Ppr
. . —_ . Mag
Public Works / Park Tree Maintenance, Trimming, Arborists ’ Yes: After .
Parks Maint. PRK-004 Reports 5 years Mf;SD, S/ QcC & OD Department preference; GC §34090
Yes: Mag
Public Works / : Playground Equipment Inspections, During : Yes: After |Department preference; CCP §337; GC
Parks Maint. PRK-005 Maintenance S years Class or Mflrj‘ C:D‘ S/ QC & OD |§34090
Program P
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Mag chemical / substance / agent, where and
Sheet (MSDS) / Chemical Use Report Form (/ : Yes: After |when it was used is maintained for 30
Lead Dept. PRK-006 records of the chemical / substance / agent, S0 vear Mir, OD, S/ QC & OD |years; Applies to qualified employers;
. Ppr . .
where / when it was used) Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
Department Preference; EPA FAQs
Mag, . recommend Life of the Tank; applies to
Lead Dept. PRK-007 |Underground Service Alerts (USA's) / Dig Alerts ) = Mfr, OD, S/l Yes: After both Tier | and Tier Il Tanks; (Tier Il tanks
Years QC & OD : . .
Ppr are required to have an integrity test

every 20 years); GC §34090
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Ver. 5.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW/PRKM-2
(Parks Maintenance)

Image: Destroy
Office of . . Total . Media | I=Import | Paper after
?
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Division Work Orders / Service Requests - CRM/ Indefinite - Mag, Yes: After
Providing PRK-008 |CMMS DATABASE (Computerized Minimum 5 Yes Mfr, OD, S/ ’ Data is interrelated; GC §34090
: . QC & OD
Service / Work Maintenance Management System) years Ppr
Division Work Orders / Service Requests - All Whan No Ma
- Information Entered in CRM / CMMS 9 Yes: After |Preliminary drafts (the database is the
Providing PRK-009 Datab Longer Yes Mfr, OD, S/l QC & OD |original): GC §34090
Service / Work atabase Required Ppr 9 ’
(Paper drafts)
Work Orders / Service Requests - NOT entered]
Division in CRM / CMMS Database (/ partial information Mag
Providing PRK-010 en.te.r(.ad into CMMS Dat.abase). . 5 years Yes Mfr, OD, S/l Yes: After |City Preference; CCP §§338 et seq., 340
Service / Work (Division providing service retains originals; Ppr QC & OD |et seq., 342, GC §34090

Division requesting service is considered a
copy)
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Ver. 4.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW/ST-1
(Street Maintenance)
Image: Destroy
Office of . . Total . Media | I=Import | Paper after
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S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

PUBLIC WORKS / STREET MAINTENANCE

Mag,

Lead Dept. ST-001  |BAAQMD Permits - for Generators, etc. isetie Dato « Mir, OD,| S/1 | 1o AT 45 orR 70.6; GC §34090
5 years Ppr QC & OD
Mag, Yes: After |AQMD Rule 1470; Form 400-E—13a
Lead Dept. ST-002 Generator Operation Logs / Inspections 5 years Mf;SD, S/ QC & 0D instructions; GC §34090
Operations / Maintenance Manuals (O&M e ol Mag, Yes: After |Department Preference; GC §34090 et
Lead Dept. ST-003 P Facility or Mfr, OD,| S/I : P ' :
Manuals) ; QC & OD |seq.
Equipment Ppr
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Mag chemical / substance / agent, where and
Sheet (MSDS) / Chemical Use Report Form (/ ’ Yes: After |when it was used is maintained for 30
Lead Dept. ST-004 records of the chemical / substance / agent, H0years Mir, OD, S/ QC & OD |years; Applies to qualified employers;
. Ppr . .
where / when it was used) Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
Department Preference; EPA FAQs
Mag, . recommend Life of the Tank; applies to
Lead Dept. ST-005 Underground Service Alerts (USA's) / Dig Alerts y 3 Mfr, OD, S/l Yes: After both Tier | and Tier Il Tanks; (Tier Il tanks
Years QC & OD : . .
Ppr are required to have an integrity test
every 20 years); GC §34090
Division Work Orders / Service Requests - CRM/ Indefinite - Mag, . o .
Providing ST-006 |CMMS DATABASE (Computerized Minimum5 | Yes |Mfr,0D,| /1 | Y8S After Datais interrelated; CCP §§338 et seq.,
: . QC & OD |340 et seq., 342, GC §34090
Service / Work Maintenance Management System) years Ppr
Division Work Orders / Service Requests - All Whan No Ma
- Information Entered in CRM / CMMS 9 Yes: After |Preliminary drafts (the database is the
Providing ST-007 Datab Longer Yes Mfr, OD, S/l QC & OD |original): GC §34090
Service / Work atabase Required Ppr 9 ’

(Paper drafts)
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Ver. 4.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW/ST-2
(Street Maintenance)

Image: Destroy
Office of . . Total . Media | I=Import | Paper after
?
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If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Work Orders / Service Requests - NOT entered
Division in CRM / CMMS Database (/ partial information Mag
Providing ST-008 en.te.rgd into CN_IMS Dat.abase). N 5 years Yes Mfr, OD, S/I Yes: After |City Preference; CCP §§338 et seq., 340
: (Division providing service retains originals; QC & OD |et seq., 342, GC §34090
Service / Work o . C ) Ppr
Division requesting service is considered a
copy)
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW/WWR-1
(Water Resource Recovery, Environmental Compliance)
Image: Destroy
Office of . . Total . Media | I=Import | Paper after
Record (OFR) Retention No. Records Description Ratontion Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

PUBLIC WORKS / WATER RESOURCE RECOVERY, ENVIRONMENTAL COMPLIANCE

Department preference for EPA / Good

Public Works / Industrial Pretreatment - Chains of Custody Mag, Yes: After Lgboratory Practice Standar.ds; Hazmat
Water Resource| WWR-001 Water testing instruction 6 years Mfr, OD, S/l Qc'd & OD discharge records are required for 3-5
Recovery (Water testing instructions) Ppr years; 40 CFR §§122.21, 122.41; 40 CFR
792.195
Industrial Pretreatment - Industrial Users
Public Works / Database Indefinite - Mag, . o .
Water Resource| WWR-002 Minimum6 |  Yes |Mfr,OD,| S/I | ‘esiAfler Database-datais interrelated; GC §
N . _— . QC & OD |34090
Recovery Data regarding industries, applications, permits, years Ppr
sampling, inspection / enforcement
Industrial Pretreatment - Industrial Waste User
Files (by Address)
Public Works / Mag
i Yes: Aff D Pref ; 4
Water Resource| WWR-003 |Applications, Permits, lab cost accounting, self- 6 years Mfr, OD, S/l e? ter | Department Preference; GC §§34090,
Y . . QC'd & OD 60201 et seq. et seq.
Recovery monitoring, inspections, lab tests, notices of Ppr
violations, responses, administrative
compliance orders, correspondence
Industrial Pretreat t - POTW (Publicl
ndustna Frewreatmen (Publicly . Department preference for EPA / Good
. Owned Treatment Works) Sample Collection . ]
Public Works / R ds / Bind Mag, Yes: After Laboratory Practice Standards; Hazmat
Water Resource| WWR-004 ecords [ Binders 6 years Mfr, OD, S/l QC'c-i & OD discharge records are required for 3-5
Recovery ) ) Ppr years; 40 CFR §§122.21, 122.41; 40 CFR
Sampling for pump stations, headworks, plant 792.195
effluent, / correspondence )
Industrial Pretreatment - Program
Public Works / Administration Mag, Yes: After Department preference; Monitoring
Water Resource| WWR-005 Standard operating procedures. proaram 6 years Mfr, OD, S/l QC'& & 0D records required for 3 years; 40 CFR
Recovery perating p » Prog Ppr §§122.21, 122.41

evaluations, reports, monitoring,
correspondence

R|CHMOND, CA. ©1995-2024 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:



Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW/WWR-2
(Water Resource Recovery, Environmental Compliance)
Image: Destroy
Office of . . Total . Media | I=Import | Paper after
Record (OFR) Retention No. Records Description Ratontion Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Department preference for EPA / Good

Public Works / Industrial Pretreatment - Sampling Loas / Mag, Yes: After Laboratory Practice Standards; Hazmat
Water Resource| WWR-006 p d pling Log 6 years Mfr, OD, S/ QC'a & OD discharge records are required for 3-5
Recovery rocedures Ppr years; 40 CFR §§122.21, 122.41; 40 CFR
792.195
Department Preference for EPA Lab
Public Works / Mag, Yes: After requirements; Hazmat discharge records
Water Resource| WWR-007 |Reports - Monthly / Quarterly (Flow, Quantity) 6 years Mfr, OD, S/l QC'c-i & OD are required for 3-5 years; 40 CFR
Recovery Ppr §8§122.21, 122.41; 40 CFR 792.195; 40
CFR 122.41(j)(2); WC §13263.2(b) et seq
Public Works / Mag, Yes: After Department Preference; POTW reports
Water Resource| WWR-008 |Source Control / FOG (Fats, Oil / Grease) 6 years Mfr, OD, S/l QC'c-i & OD are required for 3 years; 40 CFR 403.12;
Recovery Ppr GC §§34090, 60201 et seq.
. Required for a minimum of 5 years; 40
Public Works / Mag .
T : Yes: After |CFR 122.41(j)(2); SWRCB Order 2006-
Waiéiizource WWR-009 |Stormwater lllicit Discharges 6 years Mflrj, OrD, S/l QC'd & OD |03; 40 CFR §§122.21, 122.41, 122.44;
vy P GC §34090
Public Works / Stormwater Inspections (Business Inspections, Mag, Yes: After Department preference; SWRCB Order
Water Resource| WWR-010 |O&M related inspections, / Development 6 years Mfr, OD, S/ QC'ci & 0D 2006-03; 40 CFR §§122.21, 122.41,
Recovery Inspections) Ppr 122.44; GC §34090
. Department Preference; Monitoring
Public Works / . Mag .
. . Superseded [ Yes: Until ’ Yes: After |records required for 3 years; 40 CFR
Water Resource| WWR-011 |Stormwater: NPDES Permits + 5 years Expiration Mfr, OD, S/l QC'd & OD |§§122.21, 122.41, 122.44; CCP §337 et
Recovery Ppr seq
, Department preference; NPDES records
VC;tb(-:'“rCRV(\a/s?(;E?c/e WWR-012 Unauthorized Discharges / Violations / £ Joare M?:lag‘[) S/l Yes: After |are required for 3 years; 40 CFR
Recovery Exceedances y F;pr ’ QC'd & OD [122.41(j)(2); 40 CFR 141.33(b); 22 CCR

64453(b)(2) et seq.
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Ver. 5.0 RECORDS RETENTION SCHEDULE: RICHMOND RENT BOARD Page RRB-1

Bestroy
Image: Paper
Office of Record Retention No. Records Description Tota'l Vital? Me'dla I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr
S=Scan Imaged &
Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

RICHMOND RENT BOARD

Copies - Mag
Finance RRB-001 |Accounts Payable, Invoices, Check Copies whon b Mir, OD,| /1 | o AfteTlGe 534000.7
Longer QC & OD
: Ppr
Required
Richmond Rent . . Final Mag, .
Board / RRB-002 Corigspgndence with Substantive Content, Resolution + Mfr, OD, S/ Yes: After Department preference; GC §34090
. Notifications (Landlord / Tenant) QC & OD
Hearings 2 years Ppr
Richmond Rent Mag, Yes: After
Board / RRB-003 |Hearing Petitions, Final Decisions / Settlements P Mfr, OD, S/l QC.& oD Department preference; GC §34090
Hearings Ppr
Richmond Rent . . . L Final Mag, ) Department Preference; meets municipal
Board / RRB-004 Hearlng Petitions, Evidence, Objections, Resolution + Mfr, OD, S/ Yes: After government auditing standards; GC
- Recordings QC & OD
Hearings 5 years Ppr §34090
Richmond Rent . ) . Mag, )
Board / RRB-005 Legall Advice (Confidential Memorandum, Legal P Mfr, OD, S/ Yes: After Department preference; GC §34090
Opinions, etc.) QC & OD
Legal Ppr
Richmond Rent . Mag
Maximum Allowable Rent / Allowable Rental : Yes: After .
Board / RRB-006 Adjustments / Rent Adjustments P Mfr, OD, S/ QcC & OD Department preference; GC §34090
Legal Ppr
Richmond Rent . Mag
Public Records Requests / Subpoenas Duces : Yes: After
Board / RRB-007 Tecum - Rent Board Only 2 years Mfr, OD, S/l QcC & OD GC §34090
Legal Ppr
Richmond Rent Mag, Yes: After
Board / RRB-008 |Rent Adjustment Hearings P Mfr, OD, S/l QC.& ob Department preference; GC §34090
Legal Ppr
Richmond Rent Richmond Rent Board Mag, Yes: After
Board / RRB-009 |AGENDAS / STAFF REPORTS P Mfr, OD, S/ QC.& oD Department Preference; GC §34090
Legal Includes Appeals Ppr
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Ver. 5.0 RECORDS RETENTION SCHEDULE: RICHMOND RENT BOARD Page RRB-2

Bestroy
Image: Paper
Office of Record Retention No. Records Description Tota'l Vital? Me'dla I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr
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Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).

Department preference; Audio Required

Richmond Rent Board: Recordings - AUDIO Minimum 2 Ma for 30 days; GC §54953.5(b); Video
RECORDINGS of Meetings / Audio Tapes years 9 recordings of meetings are required for

90 days; GC §34090.7

Richmond Rent
Board / RRB-010
Legal

Richmond Rent Department preference; Audio Required

Board / RRB-010.5 Richmond Rent Board: Recordings - VIDEO Minimum 2 Ma for 30 days; GC §54953.5(b); Video
Leqal ’ RECORDINGS of Meetings / Video Tapes years 9 recordings of meetings are required for
9 90 days; GC §34090.7
Richmond Rent Richmond Rent Board Mag, Yes: After
Board / RRB-011 MINUTES / RESOLUTIONS P Mfr, OD, S/l ' GC §34090(e)
QC & OD
Legal Includes Appeals Ppr

Department preference; when a landlord

Richmond Rent or a relative vacates a rental unit, they

. . Mag must reside in that unit for at least three
Board / ’ : . )
oar. RRB-014 First R|gi1t of Refusal, Request to Return, Contact 5 years Mfr, OD. S/l Yes: After years. If they fail to meet this
Public Information QC & OD ) )
Information Ppr requirement, they are obligated to offer
the rental unit back to the original tenant;.
GC §34090
Richmond Rent
Board / . . . Mag, Yes: After
- RRB-012  |Notices: Ellis Act of Termination of Tenancy 10 years Mfr, OD, S/ Department preference; GC §34090
Public Por QC & OD
Information P
Notices: Notice of Termination of
Richmond Rent Tenancy, Rent .
Board / Increase Notices, Tenant Compliance, Mag, Yes: After
. RRB-013 Landlord Compliance, Termination of Tenancies 2 years Mfr, OD, S/l ’ Department preference; GC §34090
Public Por QC & OD
Information P

Excludes Owner Move In Notices
| Ellis Act Notices
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RECORDS RETENTION SCHEDULE: RICHMOND RENT BOARD

Page RRB-3

Ver. 5.0
Image: D:as:,:::y
Office of Record Retention No. Records Description Tota'l Vital? Me'dla I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr
S=Scan Imaged &
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If the record is not

listed here, refe

r to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is n

ormally performed by file folder.

HOLDS: Litigation,

complaints, cla

ims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).

Richmond Rent Mag
B d/ i : - i i i ) :
oar. RRB-014 Notices: Owner Move-In Notice of Termination of 5 years Mfr, OD, S/l Yes: After Department preference: GC §34090
Public Tenancy Por QC & OD
Information P
Richmond Rent Final Mag, Yes: After Department Preference; meets municipal
Board / RRB-015 |Relocations (Permanent / Temporary) Payment + 5 Mfr, OD, S/l ' government auditing standards; GC
. QC & OD
Relocation years Ppr §34090
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