RESOLUTION NO. 4123-2018

RESOLUTION OF THE FORT BRAGG CITY COUNCIL
ADOPTING A RECORDS RETENTION SCHEDULE, AUTHORIZING
DESTRUCTION OF CERTAIN CITY RECORDS, AND RESCINDING PRIOR
RESOLUTION 3806-2015

WHEREAS, the maintenance of numerous records is expensive, slows document
retrieval, and is not necessary after a certain period of time for the effective and efficient
operation of the government of the City of Fort Bragg; and

WHEREAS, Section 34090 of the Government Code of the State of California provides
a procedure whereby any City record which has served its purpose and is no longer required
may be destroyed; and

WHEREAS, the State of California has adopted retention period guidelines for various
government records; and

WHEREAS, the City of Fort Bragg adopted a previous Records Retention Schedule on
April 27, 2015 by adopting Resolution 3806-2015;

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Fort Bragg
does hereby resolve as follows:

Section 1. Resolution 3806-2015 is hereby rescinded.

Section 2. The records of the City of Fort Bragg, as set forth in the Records Retention
Schedule attached hereto as Exhibit A and incorporated herein by this reference, are hereby
authorized to be destroyed as provided by Section 34090 et seq. of the Government Code of
the State of California and in accordance with the provision of said schedule upon the request
of the Department Head and with the consent in writing of the City Clerk and City Attorney,
without further action by the City Council of the City of Fort Bragg.

Section 3. With the consent of the City Clerk, City Manager, and City Attorney, updates
are hereby authorized to be made to the Records Retention Schedule without further action by
the City Council.

Section 4. The term “records” as used herein shall include documents, instructions,
books, microforms, electronic files, magnetic tape, optical media, or papers; as defined by the
California Public Records Act.

Section 5. The City Clerk shall certify to the passage and adoption of this resolution
and enter it into the book of original resolutions.



Section 6. This resolution shall become effective immediately upon its passage and
adoption.

The above and foregoing Resolution was introduced by Councilmember Norvell,
seconded by Councilmember Cimolino, and passed and adopted at a regular meeting of
the City Council of the City of Fort Bragg held on the 24t day of September, 2018, by the
following vote:

AYES: Councilmembers Cimolino, Norvell, Turner and Mayor Peters.
NOES: Councilmember Lee.
ABSENT: None.

ABSTAIN: None.

RECUSED: None. ﬂp{p
LINDY PETERS

Mayor

ATTEST:

(“xWZOM

June Lemos, CMC
City/Clerk




INDEX — RECORDS RETENTION SCHEDULES
(City Departments)

Abbreviations:

CW - City-Wide Standards

CC - City Clerk

CM — City Manager

CD — Community Development
FIN - Finance

ENG — Engineering

HR — Human Resources

IT — Information Technology
PD — Police Department

PW — Public Works

How to Use Retention Schedules
Retention Schedule Legend

0L Lo IS A 010 1 FIN-1
941 Forms, IRS 5500 Forms (Employee Benefit PIANS) .....cccooiiiiiiioeeeeeeeee e FIN-8
A

Abatement Case FileS / COAE ENFOICEMENT .........oiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt e et et eeaeeeaaeeaeeeeeeeeeeees CD-2
ABC Applications / Alcoholic Beverage Control License APPICALIONS ..........ooviiiiiiiiiiiiiiiiiiiiieeeeee e CD-6
ABC Applications / Alcoholic Beverage Control License APPIICAtIONS ........ccoooouiiiiiiiiii e e e e e PD-1
Aboveground Petroleum Storage Tanks (City OWNEA) .....uiiii i e e e e e e e e e e e e e e e e e e e e e atat e e e eeeeeserreaannans PW-10
Accident, Incident, Injury reports, Public, where a claim isS NOLfIled ..........cooiriiiiiiiii e CC-7
Accident, Incident, or Injury Reports from Employees - Workers Compensation Claims / Long Term Disability Claims ................ HR-5
oo o 0| 11 T SR FIN-1 — FIN-5
Accounts Payable / Invoices and Backup / Travel Expense Reimbursements, Direct Payment Vouchers..........cccccceeveeeevvieininnnnnn. FIN-1
Accounts Payable, Invoices, Petty Cash, Warrant Requests — All Backup Is Forwarded to Finance (Copies).......ccccccvvvveviiiennnnn. Cw-1
Accounts Receivable Detail / Refund Detail / Cash Receipts Detail / BACKUD .......coii i Cw-4
Accounts Receivable: Revenue - Our Invoices to Outside Entities, Transient Occupancy TaX (TOT) ...coovieeeiiieiiiiiiiiee e FIN-1
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Accounts Receivable: Cash Summaries / Cashiers Reports / Cash Reports / Petty Cash ... FIN-1

ACH - Automatic Payment AULNOFIZALIONS .........iiii i e e e e e e e e e e e e e e ettt e e s e e e e e e e e eeea s s eeaaeeeesettaaseeeeeeesasnnnnnnns FIN 6
ACtUANIAl ValUBLION REPOITS ... iiiiiiiiiii it e e e e e e e e e et ettt a s e e eeee e e e ettt e e eeeee e e e s et e aeaaeessesssa s eeaeeeesatesanaaeeaeeeesnnssnnnnss FIN-8
F e LT LY LU o] g =T o o] £ PP PP PPPPPPPPPPPPN FIN-9
Ad Hoc Subcommittees: Boards, COmMMISSIONS & COMIMITIEES ........oiviiiiiiiiiiiiiiii ettt CW-3
ADA Accommodations - Personnel Files - Medical File (all EMPIOYEES) ....ccooeeiiiiiiiii i e e HR-4
Address Files / BUIIAING PEIMILS .......ooiiiiiiiiiiiiiii ettt ettt ettt ettt ettt et et et e et e e e e e e eeeeeeeees CD-1
Address Files / Planning Project Files — Approved Permanent Entitlements ... CD-6
Adjustments / Lead Adjustments / APPeals t0 City MANAGET ........oouiiiiiiii i e e e e e e e et ea s s e e e e e e e e aa it e e e e eaeeessraaaans FIN 5
Administrative: CorreSPONAENCE — ROULINE ....uuui i e e e e e e et e et ea s e e e e e et e et ettt e seeaeeeeaes et aeeaeesesatstaaaeeaeeeessnsannnnss CW-5
Yo AV o gl ay=T ool S A I = To [ ol (= PP P PP PP PPPPPPPPPPPPPN FIN-4
Affidavits of Posting / Affidavits of Publications / Public Hearing Notices / Legal AAVertiSiNg............cuuviieiiiieeiiieiiiiiie e, Cw-1
Affidavits of Publications / Public Hearing Notices / Legal Advertising / Affidavits of POSting.............cccoeeeiiiiiiiiiiii e, Cw-1
Affordable Housing Loan Applications / First Time Home Buyers - Denied, Cancelled or Withdrawn .............ccccccvvvviiiiiiiiiiiininnnnn. CD-5
Affordable HouSING ProjeCts (HOME, EIC.) ...iiiiiiiiiiiiiiiiiiiii ettt ettt ettt et e et e e e e e e e e e eeees CD-5
Agenda Packets / Agendas City Council, Oversight Board, Redevelopment Agency, SUCCESSOr AQENCY .........ccvvvvveeeieeeeeeeeenninnnnns CC-1
Agenda Packets / Staff Reports — City COUNCIl, (COPIES) ..uuuiiiiiiiiiiiiiiie e et e e e e e et e e s e e e e e e e e ettt e s e e e e e e eeatttaa e e e eeaeeessrraannnes Cw-1
Agendas, Planning COMIMISSION .......ooiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et eeeeeeeeeeeeeeeeeeeeeees CD-7
Agreements & Contracts — AAMINISTIAtIVE FIlES ... e e e e e e e e e e e e e e e e ettt a e e e e e e e aesarraaa s Cw-2
Agreements & Contracts - ALL (INFRASTRUCTURE, JPAs, MOUs, FRANCHISES, SETTLEMENT AGREEMENTYS) ................ CC-1
Agreements & Contracts - ALL (NON-INFRASTRUCTURE, Professional Services AQreements) .........cceeevevvieiiiiiieiiieiiiiieieeeeeeeee. CC-2
Agreements & Contracts — ALL Originals are sent to City Clerk (COPIES) .....uvviiiiiiiiiiiiiiiiiiiiiiieiie et Cw-1
Agreements & Contracts: Unsuccessful Bids, Unsuccessful Proposals or Responses to RFPS ..., Cw-3
AICONOI TEST RESUILS - INEGALIVES .....ceiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt ettt et ettt ettt et e eeeetetae et e eeeeeeeees HR-2
AlCONOI TESE RESUILS — POSITIVES ...tuuiiiiiieeiiieiiiiie e e et s e e e e e et ettt s e e e e et e eeete s s aeeaeeeaetts aaaeeaeeeeeses s s aaeeeeeesssssnnnseeaeesensnnnnnnnns HR-2
Alcoholic Beverage Control LICENSE APPIICALIONS .......ooiiiiiiii i e e e e e e e e e e e e e et a e s e e e e e eeesttb e e s aeaeeeesseaannans CD-6
Alcoholic Beverage Control LICENSE APPIICALIONS .......oooiiiiiii i e et e e e e e e e e e e e e et s s e e e e eeee sttt e e e aeeeeeesseaannans PD-1
Animal Files - Canine (Police Service Dogs) Program Files / Training FileS .........cooiiiiiiiiiiiiiiiiieeeee PD-4
Annexations / Boundaries / CONSOlIAAtIONS / LAFCO ......ooiiiiiiiiiiiiiiieeeeeee ettt ettt ettt ettt e ettt et ettt e ettt e e ettt eeeeeeeaeteaeeeeeeeeeeeeeeees CD-6
Annual Financial StatementsS / SINGIE AUGITS ... oo e ettt e e e e e e e e eeett e e e e e e e e eeatean e e e eeeeeeeenennnnnns FIN-1
Annual Reports: Reports and Studies — Other Than Historically Significant REPOITS.............covvviiiiiiiiiiiiiiiiiieeeeeee Cw-11
Annual State or Federal: State Controller's Report, Local Government Compensation Report, Gas TaX .......ccccccvvvvvevviiiieienennn. FIN-5
Annual Valuation Reports, Actuarial Valuation REPOIS .......ccoooiiiiiiiiiie e e e e ettt e e e e e e e eatea e e e e eeeeeeneennnnes FIN-8
E Y O D T g | S (1=t =T = Lo £ T =] (o PP PP PPPPPPPPPPPPPPPN PW-5
F Y o] o1 SR (o O 1 1Y =g =T = PP PP PPPPPPPPPPPN FIN 5
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Appeals: Code Enforcement / ADAtEMENT CASE FlES........ooiiiiiiiiiiiiiiiieee ettt CD-2

Application - Personnel FIles - EMPIOYEE FlE ...t e e e e e e e e e e et e e s e e e e e e e e ae it s e e e e e e e esaseaannnns HR-4
Applications - BUSINESS LICENSE & PEIMILS ....uuuuiii i e e e et e e e e e e e e e ettt a e e e e e e e e ee sttt sseeaaeeeesatta s s aeaaeeesssnnnnnnns FIN 6
Applications - Noyo Harbor Commission, Library Advisory Board (Successful and Unsuccessful) ..........coovvvviviiiiiiiiiiiiiiiiiiiiiiinen, CC-2
Applications & Recruitment - Board & Commission (Successful and UNSUCCeSSTUI) .........oovvvvviiiiiiiiiiiiiii CW-3
Applications (Successful): CDBG / Reimbursable Claims — SUCCESSTUl REPOIS .......ccoiviiiiiiiiiii e CD-4
Applications (Successful): Grants / Reimbursable Claims — Successful REPOIS...........ocvvvvviiiiiiiiiiiiiiiiiieee e CD-4
F Y o] o]l or= Ui (o] g Ko (o] ST =T o ol PP PP PPPPPPPPPPPPP FIN 6
Applications for UNSUCCESSTUI CANUIAAIES ..........iiiii i e e e e e et e a e s e e e e e e e e ettt s s aeeaeeeesetbaaaeeeaeeeesseennnnns HR-4
Applications for vacancies 0N the COUNCIl...........i i e e e e e e e e e e e e e ettt e s s e eeeeeeeatttaaeeeeaeeessnnaannnns CC-5
YY) o]l or= Ui (o] g S €] =g SR (o] o= PP P PP PPPPPPPPPPPPPN Cw-7
Approvals / Conditions of Approval from Planning, Public WOrks and Fire ..........ccoiiiiiiiiiiiiiiii it CD-1
Appurtenances and Single Family Residential (SFR) — Building Plans and Construction Documents - Finalled............................ CD-2
Arbitrage / Certificate of Deposit / Investment Bonds (Receipts / Advisor Reports / Trade Tickets / LAIF .......ooovviiiiiiiieiiiiiiiinnn. FIN-4
ArDOrISt REPOIS / TIEE ASSESSIMEINTS ....ceiiiiiiiiiiiiiiiit ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt eeeeeeeeeeeeeeeeeeeeeeeeeees PW-7
ATSON — AQUITS — REGISIIANTS. ...eeiiiiiiii i e et e e e e e e e e ettt e et e e eeeee ettt et eeeeaeeesestaa s aeaeeeeessssaa s aaeaeeesssstansaaeaeeesssnnsnnnnns PD-11
Arson - Juveniles — Registrants (released from California Youth AUtNOILY) ........oiii i PD-11
F Y gi[el (=T o) [ g Tete g o Jo] = 1 o] o KO PP PP PP PPPPPPPPPPPPPN CC-2
S = U 1 PP PPPPPPPPPPPP PW-2
Assessment District Ballots, Protest Letters, & Envelopes - Prop. 218 proCeediNgS ........couvuiiiiieeiiiieiiiiiiie e et CC-4
Assessment District Formation & Boundaries / Community Facilities District Projects Formation & Boundaries ...........cccccceeeee... PW-2
TS B o5 (= (1] P PD-1
Associated CEQA Noticing: Planning Project Files — Approved Permanent EntitlementsS............cciiieiiiiceiieiicie e, CD-6
Attendance Rosters: Training — All COUISE RECOTUS ......oiiiiiiiiiiiiiiiiiie ettt CWw-12
F U o [[oJ L=Tolo] o [TgTe I O |4 A OXo ¥ ol | R PP PP PP PP PPPPPPPPPPPP CC-7
Audio Recordings — Planning COMMISSION ......uuuiiiiiiiiiiiiiiiiie e e ee e e e e e e e e e e e e e et ea e e e eeeeeeateta e s seeaeeeeesasaa e saeaaeeesssttnnaseeeassessnsnnnnnns CD-8
Audit — Final CAFR (Consolidated Annual Financial Report / Annual Financial Statements / Single Audits...........cccccoeeeiiiiiiiiinnnn.. FIN-1
Audit Records: CDBG / Reimbursable Claims — SUCCESSTUI REPOIS .......oovviiiiiiiiiiiiiiiiiiiie e CD-4
Audit Records: Grants / Reimbursable Claims — SUCCESSTUI REPOIMS .. ... i e e e CD-4
Audit Reports / CAFR (Comprehensive Annual Financial Reports) / AuditS (COPIES) .....eeeurrmiiie e Cw-3
F U (o [ Yo Q=T o= PP PP PPPPPPPPPPPPP FIN-1
Audits - Grant Audits, IRS Audits, Transportation Audits, PERS AUdIt, €IC............cuiiiiiiiiiiiiiiiiiieeeeeeeeeeee e FIN-2
Audits / Audit Reports / CAFR (Comprehensive Annual Financial Reports) (COPIES) .....eeuuuruiiiiieeeiieieiiaa e e Cw-3
Automatic Payment AUtNOMZAtIONS / ACH .....oooi ittt FIN 6
Awards of Significant Historical Interest: Historical Records & Historical ProjECtS ..........ccovvvviiiiiiiiiiiiiiiiiiiie CC-6
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B

BacCKfloOW ASSEMBIY TESE REPOIS ....uuiiiiiiieiiiie oo e ettt e e e e e e e ettt e s e e e eee e e e ettt e e e eaaeeeeas et s eeeaeeeessatan s eeaeeesesnnnnnnnns PW-10
Backflow Test Results / Backflow ASSembBly TESt REPOIS .....ccoiiiiiiiiiiii e e e e e e e e e e e e e e e e eaara s PW-10
Background File - Police Employees & Police Volunteers (SUCCESSFUL).......ouuiiiiiiiiiiiiiiiiiieiieeeeeeeeeeeeeeeeeeeeeeeeeee ettt PD-1
Background Reports: Soil Reports, Geotechnical Reports, Botanical Reports, Traffic Reports, etC. ........ccccccvvvvviiiiiiiiiiiiiiiiiieeen, CD-1
Backgrounds, Regulatory Permits & Backgrounds (Solicitors, Massage, TaxXi, €1C.) ......ovuiiiiiiii e PD-2
Backup / Accounts Receivable Detail / Refund Detail / Cash Receipts Detall.............coevvviiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeee Cw-4
Backups - DAILY (EXCIUAES POIICE) ...coeiiiiiiiiiiiiiiiiiieeeeeeee ettt ettt ettt ettt ettt et e ettt ettt ettt ettt et ettt e ee et et eeeeeeeeeees IT-1
Backups - WEEKLY (EXCIUAES POHCE) ....couiiiiiii ittt et e e e e e et e e e e e e e e e ettt e e e e e e e e e eatt e e e eeeeeeeerttanaaaaaaes IT-1
Bacteriological and Organics - Lab Reports & ChainNs Of CUSIOAY ......ccooiiiiiiiiiiiiii e e e e e e e aar s PW-11
Balance Sheets, Revenue & EXPenditure REPOITS, BIC .......euiiiiiiiiiiiiiiiiiiiiiiiie ettt et ettt ettt e et e e e e et et et e e e e e eeeeeeees FIN-5
2 Fo T a1 QI T=T o0 1] £ EPPPPRPPT FIN-2
== T Q=T oo o o311 F= 11 ] 1 L PP FIN-2
Bank Statements and TrUSIEE STALEIMENTS .......ii i ee et e e e e e e e ettt s e e eeeeeeaetaaaaeeaeeeeeaseaa s aaeeaeeesasssnnaseeaeeeesennnnnnnss FIN-2
= Fo T oL I = U IS T = L0 A o PP FIN-2
R F L] U o] (o [=T A PP FIN 6
== L] =T O e =T 0 T €SP PP CD-7
2 TS T ] = 1P PW-2
Benefit Plan Documents (CalPERS, Optical, DENLAl, ©1C.) ......ccoiiiiiiiiiii e e e e e e e e e e et e e e e e e e e eeraraan s HR-1
Bid Files: Unsuccessful Bids or Unsuccessful Proposals, NOICING .......ciiiiiiiiiiiiiiiis s e e e e e e e enaaaans CC-7
10 Fo ST U o 1) U | T CW-2
L0 F o U o o <Y1 | CW-3
BIKEWAY MASLEI PIANS ...t e e e e e e ettt e e e e e e e e e e et ta e eeeee e e e e etaa e aeeaeeeeess et aeeeaeessastsnnseeeeeesesrsnnnnnss PW-3
Biosolids / Sewage Sludge Handling Logs and Weigh Tickets / Reading & SIUdge LOGS .......ccvvviiiiiiiiiiiiiiiiiiiiiiieeiieeeeeeeeeeeeeeeeeee PW-8
Board & Commission / Committee Maddy Act LiStS / VACaNCY NOLICES ........ccoiiiiiiiiiiiiiiiiiiiiiieiieeeee ettt CC-2
Board & Commission Applications - Noyo Harbor Commission, Library Advisory Board (Successful and Unsuccessful) .............. CC-2
Board & Commission Applications & Recruitment (Successful and Unsuccessful) ..., Cw-3
Board & Commission Historical LiSt Of MEMDEIS ... e e e e e e e e e e e et a e e e e e e eeeeraena s CC-3
R Tor T o WAV T o101 (Y (@] o1 =E) U PPPPPPPTPR Cw-8
Boards, Commissions & CoOmMMItLEES: AG HOC SUD COMMIEIEES .. ...t et et ettt e e e e s e e eenaannes CW-3
Boards, Commissions & Committees: EXxternal OrganiZations ............coiiiiiiriieiiiiiis e e e et e e e e e e et a e e e e e e e aaraaa s e e aaaeeeesenns CW-3
Body-Worn Camera Videos — LOGS of Access 0Or Deletion Of DAtal .........cceviiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeee ettt PD-9
Body-Worn Camera Videos - that ARE evidence, Officer Involved Shootings / Detention or Arrest / Complaints ........................ PD-10
Body-Worn Camera Videos - that 8re NOT EVIOEINCE ......ooviiiiiiiiiiiiiiiiiiieeie ettt ettt ettt et ettt e e et e et e e e et eeeeeaaeeeeees PD-10
Bonds & Bond Sales- Official Statements / Transcripts / Certificates of Participations (COPS) .........ccovvvviiiiiiiiiiiiiiiiiiiiiiiiiieieeeeee FIN-2
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Bonds: CIP Labor & Materials, Performance Bonds, Subdivision Bonds, LetterS Of Credit .......o.veveieii e eaeaeen CC-3

Botanical Reports, Traffic REPOIS, BIC .....ocoiiiiiii et e e e e e e e et e e ettt e e e e e e e e e e ettt e e s eeaeeeessstaaaaseeeeeeeesernanns CD-1
Boundaries / Consolidations / LAFCO / ANNEXATIONS .......cuutiiiiiiiiiiiiiiiieiiiieeeeee ettt ettt ettt ettt e ettt ettt et ettt et ettt ettt ettt ettt et ttettttteeteeteaeeeeeeeeees CD-6
Briefing Form: Vacation House Checks / Extra Patrol REQUESLES, EIC. ........oviiiiiiiiiiiiiiiiiiiiiiieeeeee ettt PD-4
Brochures: Reference Materials — Produced by Other DEPArtMENTS .......oovviiiiiiiiiiiiiiiiiiiieee ettt CW-10
Brochures: Reference Materials — Produced by Outside OrganiZationS............oeiiieeiiiieiiiiiies e eeeiees e e e e e e e e e eanaea s CWwW-10
Brochures: Reference Materials — Produced DY YOUT DEPArtMENT........ooviiiiiiiiiiiiiiiiiiieiieeeeeeeeee ettt CW-10
0o o= KT (o] o] (=To I g T | PP P PP PPPPPPPPPPPP FIN-2
10T [o =Y SRl T  F= LS (@] o111 ISP Cw-4
BUAQELS — WOIK PAPEIS ...ttt et e ettt e e e e e e e et e ettt e e eeeee e e e eetba e eeaeeeeesetaa s aeeaaeeessseaansaeeaeessnsssnnaaaeaeeeessrnnnnnnss FIN-2
210 1o L1 o RPN CD-1-CD-2
T UT]To [T aTo Ao (171§ = L] o Lo £ €=U CD-2
Building Codes / UNniform BUIlAING COOES ......uuuuiiiiieiiieiiiiie st ee et s e e e ettt e s e e e e e e e e ettt e e e e e e e e e e e et ta e eeeaaeeeesstaaaaseeaeeeesannnannnns CD-2
Building Permit Approvals / Conditions of Approval from Planning, Public Works and Fire ... CD-1
Building Permit Database (IMAGEFIOW LIE) .......ouiiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt et et e e et e et e e et e e e e eeeeeees CD-1
10T To [T aTo I =d=T 1 4] PP CD-1
Building Plans — Cancelled or Withdrawn (prior to iSSUANCe Of PEIMILS) .....covuiiiiiii e e CD-1
Building Plans and Construction Documents — Finalled — Industrial, Commercial, Multi-Family Dwellings .........cccccccvvvvvvnnnnn. CD-1
Building Plans and Construction Documents — Finalled — Places of Public Accommodation, Tenant Improvements .............. CD-1
Building Plans and Construction Documents — Finalled — Single Family Residential (SFR) and Appurtenances...................... CD-2
Business License & Permits - ALL, Including Applications and RENEWALS .............cooviiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeee e FIN 6
2 T0 YT LTSRN Tt = T ] FIN 5 - FIN-7
Business ReCruitMent @N0 RETENTION .........oiiiiiiiiiiiiiiiiiiiieeee ettt ettt ettt ettt ettt ettt ettt ettt e et eee et et eteeeeaeeeeeeeaeaeeeeeeeeeeeeeees CD-4
C

CAFR (Comprehensive Annual Financial Reports) / Audits / Audit ReEPOItS (COPIES) ...ooeeeeeeeee e CWw-3
CAFR (Consolidated Annual Financial Report / Annual Financial Statements / Single AUditS ...........c.coooiiiiiiiiiceeiiccieee e, FIN-1
Calendars: Correspondence — Transitory / Preliminary DraftS ...t e e e e e eanans CW-6
California Building Codes / Uniform BUIlAING COUES ... CD-2
CalPERS Reports - Annual Valuation Reports, Actuarial Valuation REPOIS .......couuiiiiiiii e e e e e eanens FIN-8
Campaign Filings (FPPC 400 Series FOrms): Other COMMITIEES .. ..ooiiiiiiiiii et e et e e e e e eeaeeaaa e e e e eeeeenenes CC-4
Campaign Filings (FPPC 400 Series FOrms): SUCCEeSSTUl Candidates ........ccooiiiiiiiiieeee e CC-4
Campaign Filings (FPPC 400 Series Forms): Those Not Required to File Original With City Clerk (Copies) .........ccceevveveeeeeenn. CC-4
Campaign Filings (FPPC 400 Series Forms): Unsuccessful Candidates........ooooeiiiiiiiiii e e e e e CC-4
Candidate File: Nomination Papers, Candidate Statements — Successful Candidates ...........cccoeiiiiiviiiiiiiiiii e, CC-5
Candidate File: Nomination Papers, Candidate Statements — Unsuccessful Candidates ........ccccovvevviiiiiiiiiiiiiiie e, CC-5
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Candidate Statements to be Printed in the Sample Ballot: Elections — General, Working or Administration Files .................... CC-5

Candidate Statements, Nomination Papers: Candidate File — Successful Candidates ..........ccccooeiiiiiiiiiiiiiiii e, CC-5
Candidate Statements, Nomination Papers: Candidate File — Unsuccessful Candidates ........cccoooieeviiiiiiiiiiiiii e, CC-5
Canine (Police Service Dogs) Program Files / Training Files: Animal FIleS ... PD-4
Canine (Police Service Dogs) Program Files: Action Reports, Monthly REPOITS ......ccooiiiiiiiieeeee e PD-4
Capital Crimes / Homicides / Major Crimes / Serious Felonies - Crime Reports / Incident REPOItS ...........ovveeiiieiiiiiiiiiiiii e, PD-6
Capital Improvement Project "AS-BUIlt", BASE IMAPS ......ccciiiiiiiieieeee e PW-2
Capital Improvement Projects (CIP): AdMINISIration File ........ccoooiiiiiio s PW-1
Capital Improvement Projects (CIP): Permanent File .......ooouiiiiiiiiiiiiii ettt e e e e e e e e e ettt e s s e e e e e e eeaattaaeaeaeeeensens PW-1
Cash Summaries / Cashiers Reports / Cash Reports / Petty Cash .........uuiiiii it e e eaaens FIN-1
Cash Receipts Detail / Backup / Accounts Receivable Detail / Refund Detail ............cooiiiiiiiiiiiiiiiii e Cw-4
Cash REPOIMS / PELLY CASN .....ueii it eee e e e ettt e e e e e e et e e e ettt s e eeeee e e e ettt s eeeaeeesassaaa s eaaeaeesssssnnnaaeaneeennnns FIN-1
Cashiers Reports / Cash REPOIS / PEIY CaASh .....uuuuiiii et s e e e e e et e e s e e e e e e e e ettt e e e aeeaeeessttaaasaeaeeeaenens FIN-1
(O] (o] g [ = 7= 1] 0 I OA [T T a1 T =] (oSO URSPPPURRN PW-6
Categorical Exemptions - Capital Improvement Projects (CIP): Permanent File ..o PW-1
CCTV Collection Line Inspection Tapes / Video Inspections / Video Tapes or Digital Recordings ...........ccccoeeveeeiiiiiiiiiiiiieeeeceeiinns PW-8
CDBG (SUCCESSFUL Reports, other records required to pass the funding agency's audit, if required) ...........ccccccvviiiiiinieeniiiinnn, CD-4
CDBG / Grants / ReimbUrsable ClaimMS (COPIES) ... a e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e Cw-7
CDBG Agreement: CDBG / Reimbursable Claims — SUCCESSTUl REPOIS ........ccoiiiiiiiiiiii e e e e e et e e e e e aanees CD-4
CD-r / Blue Ray-R) or other unalterable media that does not permit additions, deletions, or changes ...........cccooooiiiiiiiiiienieeeeeeeinns IT-1
(1= 0 10 ST B =T o g ol [ £= T o] o] [oX= TP TP PR CD-6
Certificate of Deposit / Investment Bonds (Receipts / Advisor Reports / Trade TiCKeIS ........ovvieiiiiiiiiiiiiiiie e FIN-4
Certificate of Records Destruction / Records Destruction LiStS (COPIES)..uuuuiiiiiiiiiiiiiiiiiii e eee e e et e e e e e e e e CW-10
Certificates - Personnel FIles - EMPIOYEE File ... HR-4
(O gl oo (T o] @ Tolo1 U] o T= 1o (o3 AT P TR CD-2
Certificates Of PartiCIPAtiONS (COPS) ...uuuuiiiii et iiiiiie st e e e ettt e s e e e e e e e ettt e e e e eee et ee e et e s aeeaeee e e sttt aaaaaeeessssaaa s aaaeasesssstnnnasaeaeeeennnns FIN-2
Certified Payrolls - Capital Improvement Projects (CIP): AdMINIStration File ...........oiiiiiiiiiiiiiii e PW-1
Certified Payrolls: Agreements & Contracts — ADMINISIrative FileS ... CW-2
Chains of Custody: BacteriologiCal and OFQANICS ......cccccciiiiiiiiiiiei e e e e e e e e e e e et ea e e e e e e e e e e aat e s aeaaeeeertttaaaaaeaaes PW-11
Chains of Custody: Chemical (Includes Chloring ReSIAUALS) .......ccoooiiiiiiiiiiii e e e e e e e PW-11
(O aF= 1 o] I GAU S (o0 A I =T To IR @0 o] o= o TP PW-11
Change Orders - Capital Improvement Projects (CIP): Permanent File ... PW-1
Checklists: Correspondence — Transitory / Preliminary Drafts ... e e et eeeeeeeeees CW-6
(04 a1l R AT =Ty =Yg S (OF= T 1 T=To ) TP PP TTTTTPPPP FIN 6
(O a1 S AT = g =Yg S (OF= T 1= ) TP TP PT TR FIN-3
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Checks deposited to Bank (City scans them for the BanK) ........ccoooioiiiooie e FIN-7

ChecKsS, RETUINEA ChECKS / NS CBCKS ... ittt ettt ettt ettt e et ettt ettt et et e e et e e e et e et et e e e e e s s e s e e e rea e et rerrennns FIN-5
Chemical (Includes Chlorine Residuals) - Lab Reports & Chains of CUSLOAY .........ccuviiiiiiiiiiiiiieiis e PW-11
Chemical Use Report Form / Material Data Safety SNeet (MSDS) ..o Cw-8
(O g 1T= B o] [Tod 3 [ 11 £ =1 (o o PSP PD-1 - PD-2
Child Abuse / Felony DNA / Fatal Collisions - Crime Reports / INCIAENt REPOIS .......vuiiiiiiiiiieiie e e e e aanens PD-6
Child Support, Court Orders regarding EMPIOYEE WAGZES ......cooiiiiiiiieeeeee e FIN-8
CHP Inspections / Vehicle Safety Checks / Daily Vehicle Inspections / Daily Equipment Checks ..., PW-6
Chronological: CorreSPONUENCE — ROULINE........ciiiiiiiii e er e e e e e e e e ettt e e s e eeee e e et ettt e s eaeaeeesasttasaaaeaeessssannnssaeaeeeennnns CW-5
CIP Labor & Materials Bonds, Performance Bonds, Subdivision Bonds, Letters Of Credit ..o eaeeaaees CC-3
CIP Project Administration, Certified Payrolls, Construction Manager's Logs, Meeting Minutes, Project Schedules, etc. ............. PW-1
(O | Yo [ 4101y = U0 TN (TR PW-1
(O | T 0 T T TT o | = TP PW-1
(O] r= 1[0 o ST @ To [T = g1 0] o =] 1 1> o | APPSR CD-2
Citations - MOVING ViIOIAtIONS, IMBITJUBINA. ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaeas PD-5
Citizen Requests / Government Outreach - CRM DATABASE ... oottt e e e e e e e e e e et s s e e aeaeeenees Cw-4
(O] A 1 (o] £ 21>V @] 1o 1 o] o 1= PRSPPI Cw-4
City Clerk Filing System (if not identified ISEWNEIE) ... CC-3
City Council — Agenda Packets / Staff REPOIMS (COPIES) ....ceuuriuiiiieeiiiiiitiiiie e e e e eee s e e e e e ettt ee e e e e e e e e e eaatta s s eaaaasesasttanaaaaeaeeeennnns Cw-1
City COUNCIl — OAthS Of OffiCE ... i s oo e et e e e e e e et ettt e e eeeeee e e ettt s seeaaeeeesssaaa s aaeaeeessstsnnnaaaaaaeeesnnnes CC-7
City CouncCil AGENTAS / AQENAA PACKETS ... e e e e CC-1
City CounCil and MayOr COMESPONUEINCE ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeaaaaaas CC-3
City COUNCIH MINUEES (COPIES) ... eeeiiieitiiiee et e e ettt iee e s e e e e et e ettt e e s e eeee e e e ettt s aeeaaeseeestaaa s eaaeeeessetsaaaaeaseesssssnnnnaaasesssssssnnaaaeaeeessnnes Cw-8
City Council, Board & Commission Historical LiSt Of MEMDEIS ... CC-3
(O41 3V 67010 o [ox | W1V 11 01U | (=2 ST TTTTPPPP CC-6
(O] V1Y = TaF= Vo [T g Ofo T 1) oTo] oo [T o Lo PRSP O R UUSRPPPPRRPIN CM-1
City ManAger WEEKIY UPUALES ... .ot e et s e e e e e e ettt e e e e e e e e e e e et e e e eeeeee e e e st aa s eeeaeesessstaanaaeaeasessstsanaaaaeaeeesnnnes CM-1
(O] e (o] o[ gy A D E T g P To [ =T oo £ £ TP TP PP P T TTTTPPPP CC-8
City Seal: Historical ReCOrds & HiStOMCAl PrOJECES .......ccciiiieeiiiie e e e e e e ettt e e s e e e e e e e e e et e e e e e e e e e eettbaaaeaeaaeasnnees CC-6
Claim RUNS - WOIKErs COMPENSALION ......uiieeeiieiiiiiie e e e ettt e e e e et e e tetaa e e e e eae et ettt e e e eeeeeeaatan e e eeeeeenensnnn e aeeaaeeeennsnnnnaaeaaeeeennnes HR-5
Claims - Department of Fair Employment & Housing (DFEH or EEOC) CIaIMS ......coooiiiiiiiieeeeeee e HR-2
(O o113 g RS (@] o[ TP TTTTTTPPP CW-5
(O =T g L A I = o113V 4 = LSRR CC-8
Classification / Reorganization Studies (for employee classifications and department Structures) ............cceeeevieeeiiveviiiiieeeeeeeeeinnns HR-1
ClasSIfICAtION SPECITICALIONS ... ... e e e e e e e e e e e e e e oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaas HR-3
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Code Enforcement / ADALEMENT CASE FIlES ... cuieiiiee ettt ettt ettt et e ettt e e e e et e et e e e e e e e e e e e e e enenns CD-2

Code Enforcement Complaint Letters: Code Enforcement / Abatement Case FileS .........coovvvviiiiiiiiic e, CD-2
Collection Agency Statements / Write-Offs / UNCOolleCtible ACCOUNLS .......uuiiiii i e e e e e e e e e e e e eaaees FIN-7
(00] | 1151 o] o 2{=T oo ¢ £ T TP PP TP RTTTPPPIN PW-4
Collision Reports (Not Fatal) - Crime Reports / INCIAENT REPOIS ........ccoii i PD-7
Commercial, Multi-Family Dwellings, Industrial — Building Plans and Construction Documents - Finalled .............ccccccoeeeiiieennin, CD-1
Commission / Committee Maddy ACt LiStS / VACANCY NOTICES .......ccoiiiiiieeeeeee e CC-2
Commission Applications - Noyo Harbor Commission, Library Advisory Board (Successful and Unsuccessful) .............ccooeeeeee. CC-2
Commission Applications & Recruitment (Successful and UNSUCCESSTUL) .....coooiiiiiiiiiiiii e e eanens Cw-3
COoMMISSION MINUEIES (COPIES) ..u.eeiiiiiiiiiiiei et e e et ettt ee e s e e e ee e e eat e e et aeeeeee e ettt aeeaaeeeesstaaaaaaaeseessstsanaaaaassssssssnnnsaaasesesssssnnaaaaeaeeeesnnns Cw-8
Commissions, Committees & Boards: Ad HOC SUDCOMMITIEES ........cooiiiii s CW-3
Commissions, Committees & Boards: EXternal OrganiZatiOnNs ............oouuiiiiiiiiiii i ee et e e e e e et ra e s e e e e e e e eaataaaaaeaeeeasnees CWwW-3
Committees, Boards & CommisSioNSs: Ad HOC SUBDCOMIMITEEES ... .c..ieiiie e e ettt ettt e et e e e e e e e e e e e eaans CWwW-3
Committees, Boards & Commissions: EXternal OrganiZations ..........ccooooooooioiieeeeeee e CW-3
COMPENSALION SUINVEYS & STUIES ... e e e e e e e e e e e e e e o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaas HR-1
Complaints (criminal acts, moral turpitude, complaints generated from a CitiZEN) ........ccoieiiiiiiiiiiiii e PD-2
COMPIAINTS (WITEEN) — SEWET ... ieiiiiiiiicee e et ee e e e e e e e e et e et e e eee et e ettt e aeeeaee e e e st saa s aaaeseessstsaaaaaaeessesssannnaaaeesssssssnnaaaeareeesnnns PW-8
Complaints / CONCEIMNS TTOM CILIZENS ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaens CW-5
CompPlaiNts AQAINSE EMPIOYEES. ... ..ot e et e ettt e e e e ettt ettt aasaeeeaee e e ettt s seeaeeees ettt aaaaaeeesssstaansaaaeaeesssssnnaaaeaeeeennnns CW-5
Complaints: Odor / Taste / Visual ComPIaiNtS (WALEK) ......cioiiiiiiiii et e e e e et a e e e e e e e e e e ettt e s e e eaeeeerettaaeaaeaaes PW-10
Completion Records: CDBG / Reimbursable Claims — SUCCESSTUl REPOITS.......ccoiiiiiieeeeeeeeeeee e CD-4
Completion Records: Grants / Reimbursable Claims — SUCCESSTUl REPOITS ......coooiiiiieeeeeeeee e CD-4
Comprehensive Annual Financial Reports (CAFR) / Audits / Audit RepOrtS (COPIES) ....cieeeiiiiiiiiiiiie e eeaens Cw-3
Computer Backups - WEEKLY  (EXCIUAES POLICE) ...t IT-1
(70 gTol=T ¢ TS 1707 0 0 T @414 o 1 PSSP CW-5
Conditional Use Permits (CUPSs), Planning Project Files — Approved Permanent Entitlements ...........cccooceeeiiiiiiiiiiiiin e, CD-6
Conditions of Approval from Planning, PUDIIC WOIKS @nd Fil€ .......ccoiiiiiiiiiiii e e et s s e e e e e e e ea et e e e e e e eeeanees CD-1
Conditions of Approval: Planning Project Files — Approved Permanent Entitlements ..., CD-6
(000101 {=] (=T aTot SR (o]0 011 PRSP USRPPPPRPPIN CM-1
(070 o111 0T=To S 0 F= Lot T =y 11 =TSSP PW-10
(0] 01 10T IS oF= Lot ol =l |1 =T ST PW-8
Congestion Management Plans / TranSpOortation PIANS .......ccoooiiiiioiioeeee s PW-4
Consolidated Annual Financial Report / Annual Financial Statements / Single AUitS ... FIN-1
Consolidations / LAFCO / ANNEXAtiONS / BOUNUEAIIES ......cciveeiiiiiiiieeeeeeeetites s e e e e e e e eatttaa e e e e aeeeeatttaasseeaaeeessstaa s aaeaaaeessssnnaaaaeaeeesnnnes CD-6
Construction Documents and Building Plans — Finalled — Industrial, Commercial, Multi-Family Dwellings ............ccooeeeeeeee. CD-1
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Construction Documents and Building Plans — Finalled — Places of Public Accommodation, Tenant Improvements .............. CD-1

Construction Documents and Building Plans — Finalled — Single Family Residential (SFR) and Appurtenances...................... CD-2
Construction Manager's Logs - Capital Improvement Projects (CIP): Administration File ..o, PW-1
Construction Standards - AUtNOIEd DY the Gty ... PW-2
COoNSUMET CONFIAENCE REPOITS ... e e e e e e e e e e e e o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaens PW-12
Continuing DiSClOSUre REPOIMS = BONUS ......ciiiiiiiiiiiiiis e e e e e e et e e e e e e e e e e ettt e e e e eae e e e e ettt st eaaaeeesessaa s eaaaeeesssssnnasaeaeeeennnes FIN-2
Contracts - ALL (INFRASTRUCTURE, JPAs, MOUs, FRANCHISES, SETTLEMENT AGREEMENTS) ......cuuviiiiiiiiiiiiiieeeeeeeeee CC-1
Contracts - ALL (NON-INFRASTRUCTURE, Professional Services AgreemeNntS) .......ccoooeoeeeooeieeeeeeeeeeee e CC-2
Contracts & Agreements — AAMINISTIAtIVE FilES .. ...t r s e e e e e ettt e e e e e e e e eeatta e s e aeaeeeasnens Cw-2
Contracts & Agreements — ALL Originals are sent to City ClEerk (COPIES) ... iiiiiiiiiiiiiiiii i eee e s ee et e e e e e e rara e e e e e e eeannens Cw-1
Contracts & Agreements Unsuccessful Bids, Unsuccessful Proposals or Responses to RFPS ..., CwW-3
(070 a1 i = 1ot 553 (o) G [ NVZ= 1) (Lo =1 0] £SO USRS HR-1
Copies of Resolutions: EIECHIONS — HISTOMICAI ........uuuiii i e e e et e e s e e e e e e e e ettt e e e e e e e e eesetaaaaeaeaaeeennees CC-6
Copies or Duplicates Of ANY RECOIT (COPIES) ...iiieieeieeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeas CW-5
Correspondence - REQUIATOIY AGENCIES .....iiiiiieiee e a e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeeaaeas PW-9
Correspondence - Regulatory Agencies Not Related t0 @ CIP ... e e e e e e e eaaeees PW-2
(0701 (=TS oo ] oo [T g Lottt o Lo U AT L= PP UURRPPPPRPTN: CW-5
Correspondence — TransSitory / Preliminary Drafts ..o CW-6
Correspondence, City COUNCII NG IMBYOT .........oouiiiiiiii e ee e e e e e e e e e e e e e e e ettt e e e eaeaee e e ettt aeeeaeeeesstaanaaaaaaseesssssnnaasaeaeeesnnnes CC-3
(0001 (=1 o o] g o [T aTot I @1 YA 1Y F= T = 1o = PP UUSRPPPPRRPINS CM-1
Correspondence: Agreements & Contracts — AdmMIiNiSTrative FileS .. ... Cw-2
Correspondence: CDBG / Reimbursable Claims — SUCCESSTUI REPOITS ... CD-4
Correspondence: Elections — General, Working or Administration FileS..........ooiiiii e CC-5
Correspondence: Grants / Reimbursable Claims — SUCCESSTUI REPOITS .......ccoioiiieeieeeeee e CD-4
County Election Services: Elections — General, Working or Administration FileS ... CC-5
L0 11 [ O 1T [T Cw-8
Court Orders regarding EMPIOYEE WAGES .......ooouiiiiiiii e ei e e et e e e e e e e e e e e et et e e e e e e e ee ettt e seaaaeeessstta s seaaaeeesssssnnnssaeaeeeennnes FIN-8
(O 0100 [ol =T oL ] B o T ] (01 TP T TP PD-5
Crime Reports / Incident Reports: BOLOS (Be on the Lookout for) issued by other agencies............cooveeeeiiiiiiiiiiiiee e, PD-6
Crime Reports / Incident Reports: Factually Innocent Petition Accepted Records Sealed Pending Destruction........................ PD-6
Crime Reports / Incident Reports: Factually Innocent Petition Accepted Records Sealed Pending Destruction........................ PD-6
Crime Reports / Incident Reports: Felonies with an Arrest, Capital Crimes / Homicides / Major Crimes / Serious Felonies... PD-6
Crime Reports / Incident Reports: Felonies without an Arrest, Wreckless Driving, DUIS ........ccooii oo PD-7
Crime Reports / Incident Reports: Firearms entered into CLETS (if not Permanent Retention) ..., PD-7
Crime Reports / Incident Reports: Miscellaneous Reports, Collision Reports (Not Fatal), Misdemeanors ............ccccoeeeeeeeenn. PD-7
Retention Schedule Index — Fort Bragg, CA Page 9 of 32

©1995 — 2018 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written consent
Revised 3/30/2020



Crime Reports / Incident Reports: Misdemeanor or Infraction - AdUlt Marijuana ..........cooeeeeiiiiioiiieeeieeeeiieae e e e e eeeees PD-8

Crime Reports / Incident Reports: Misdemeanor or Infraction - Juvenile Marijuana............cccccoeeiieeiiiiiiiiiiii e PD-8
Crime Reports / Incident Reports: Misdemeanor or Infraction Marijuana - Juvenile on School Grounds..........cccoeevviiiiiiieeerreeenns PD-9
Crime Reports / Incident REPOIS: MiSSING PEISONS ... .ciiiiiiiiiiii et e e e e e e e e e et ea s s e eeaeeeaeat e e aeaaeeeesseaaaaaeaeeesnnnes PD-8
Crime Reports / Incident Reports: Sealed Adult, Juvenile and Ward CasSES ........cccooiiiiiiiiiieiee e PD-9
Crime Statistics / Uniform Crime Reports (UCR) - SUMMATIES (BCS) ... PD-9
CrimINAl INTEHIGENCE FIES ...ttt e et e et e e e e e et ettt e e e e eee e e e e ettt s aeeeee e e e et aa i eeeeeeessssssanaeaaaeseessssnnnasaeaneeennnes PD-3
CRM DATABASE (Customer Relationship Management Database) .........cccccooiiiiiiiiiiiii e e e e eaaens Cw-4
Customer Concerns / Customer Complaints: Odor / Taste / Visual Complaints (Water) ........ccooeeeeeiieeeeeeeeeeeeeeeeeeeeeeeeeee e PW-10
Customer Relationship Management DAtabase ...........ccooiiiiiiiiiiiii e e e et e s e e e e e e e e et a e s e eeeeeeeattta s s eeaeaeannnns Cw-4
Customer Service / ULIlItIES & BUSINESS LICENSE ... .ciiiiieiieieieee et a e e e e e e e e e e e e e e e e e e e e e e e aaaaeas FIN 5 - FIN-7
D

Daily INSPECLION LOG, JUVENIIE LOQ ..etttiiiiiiiiiiiiiiiiiiiiittet ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e ettt ettt e e eeeeeeeeeeeeeeeeeeeeees PD-12
Daily Inspections - Capital Improvement Projects (CIP): Permanent File ..........ccoiiiiiiiiiiiiiiei e PW-1
Daily Logs - Capital Improvement Projects (CIP): Permanent File ...........cooiiiiiiiii e e e PW-1
Daily Vehicle Inspections / Daily EQUIDIMENT CRECKS .......oviiiiiiiiiiiiiiiiiiieee ettt ettt ettt ettt e et e e e e PW-6
I E= Y0 0= T L= =T 0 L0 1 £ PP CC-8
Data / Layers / GIS Database — Both City-wide and SPECIAliZEA .........cooi i i e e e e e Cw-7
DE-166, 941 Forms, IRS 5500 Forms (Employee Benefit PIANS) .........oooiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee et FIN-8
DE-6, DE-8, DE-8, DE-43, W-3, & DE-166, 941 Forms, IRS 5500 Forms (Employee Benefit Plans) ..........ccccccviiiiiiiieeviveeiiiinnnn. FIN-8
Deeds, Easements, Rights of Way, Notices of Completion, Recorded Agreements / Contracts, Certificate of Compliance, etc. ... CC-7
Deferred Compensation (City STAIEIMENTS) .......uuiiiiiiiiiiiiiiiiiiii ittt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et et ettt eeteeeeeeeeeeeees FIN-3
D=7 0 pTeT o |- o o 1o PP PP PP PPPPPPPPPPPPP CD-6
Department of Fair Employment & Housing (DFEH or EEOC) ClaiMS ........ooouiiiiiiiii et e e e e e naaaa s HR-2
Department Policies & Procedures / Operation Directives / General Orders / Lexipol (Department Policies and Procedures)........ PD-1
Deposit Accounts / Trust Accounts / Refundable DEPOSILS .......cuviiiiiiiiiiiiiiiiiiiiiiii ittt e e CW-6
DEPOSIES, BANK ...ttt e et e e e e e e et eeeeeeeeettta—eeeeeeeeeetttaaaeeeeeeeettttaeeeaeeteart i aaeaaeeerrrrann FIN-2
Design & Construction Standards - Authored DY the City ........oooiii e e e et e e e e e eeeeaenas PW-2
Design Review, Planning Project Files — Approved Permanent ENtitleMeENtS .........oovvviiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee CD-6
(DTS (0 [ (o] g I ANW 11 a0 ] 2= Lo o] 1 PP CC-7
(D=1 U ox (o] o [ I N €10 T =T g (o I A= o (o= PD-5
Developer's FEE ACCOUNTS / TIUSE ACCOUNES .....cetttitiiitiiiieiieeettttetet et ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e ettt ettt e ettt eeeeee ettt eeeeeeeeeeeeeeees FIN-3
Development Projects / Job Files: Administration File / Construction INSPECLION ...........ovuiuiiiiiiiiiiiieee e PW-4
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Development Projects / Job Files: Permanent FIlES ........ooooviiiiiiiiiiiiiiiiiiiieeeeeee ettt PW-4

D = o o T @ O O F- 1 4 PP PP PPPPPPPPPPPPP HR-2
DT Tor B o\ 41T LAY 01U [ =T PP FIN-1
District Formation & Boundaries / Community Facilities District Projects Formation & Boundaries ...........ccccccvvvviiiiiiiiiiiiiiiiinennnn. PW-2
DMV PUII NOTICES = PONICE ONIY ..ottt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et eeeeeeteeeeeeeeeeeeeees PD-1
DY AV U1 I Lo 1o PP PPPPPPPPPPPP HR-2
Documents related t0 LOSt & FOUNT PrOPEITY ......eeiiiiiiiiiiiiiiiiiieeee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et et et et e eeeeeeeeeeeees PD-5
DOT Program / CHP Inspections / Vehicle Safety Checks / Daily Vehicle Inspections / Daily Equipment Checks ............cccc.c...... PW-6
Drafts & NOteS — DraftS that Qr@ REVISEU..........uuiiiiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt et e et e e et et e tteeeeeeeeeaeaeteeeeeeeeeeeees CwW-7
Drawings, Maps, Plans and Record Drawings, Large-Format Drawings, Capital Improvement Project "As-Built", Base Maps .... PW-2
Drug & AICONOI TESE RESUILS — INEQALIVES ......eeieiiiiiiiiiiiiiiiiiee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et et et eeteeeeeeeeeeeeeeeees HR-2
Drug & AICONOI TSt RESUILS — POSILIVES ....cuiiiiiiii i s et e e e e e e e e e ettt e e e e e e e e e e e ettt e e e eeaaeeessetbaaaseeaeeeeeasrannnnns HR-2
DUIS - Crime RePOrtS / INCIAENT REPOIS .....ouiiiiii it e et e e et e e e e e e e e e e et e e e e e e e e e e ettt e e eeaeeeeaeetaa e seeaaeeessstaaaseeeaeeesssrannnnns PD-7
DVD-r / CD-r / Blue Ray-R or other unalterable media that does not permit additions, deletions, or changes .........ccccccccvvvvvvvirennnn. IT-1
E

EASEmMENTS, RIGNIS OF WAY ... ..ot e e e e e e et e ettt e e e e e e e et e ettt e e e eeeee e e e et taa e seeaeeeesssttaaseeeeeeesanrtnnnnns CC-7
Economic Development Projects / Programs / Prospect COrreSPONUENCE ......ouvuuiiiiieeiiieeiiiie et s e e e e e e e s e e e e e eeaaaaan s CD-4
[=ToTo]aTe] g g (ol DTSVt (o] o] 1 g1 o | AP P PP PP PPPPPPPPPPPPPP CD-3-CD-4
Economic Interest Filings (FPPC 700 Series Forms — Statement of Economic Interests): All ..., CC-3
Economic Interest Filings (FPPC Form 635) - LOBDYiSt REPOMING........iiiiiiiiiiiee e e e e e e e e e e aaraaaaas CC-3
] T O = 1 2 1 PP HR-2
EIRs - Capital Improvement Projects (CIP): Permanent File ..........ooooiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee ettt PW-1
EIRs (Environmental Impact Reports), Negative Declarations: Environmental Determinations — Inside City Boundaries ............ CD-6
EIRs (Environmental Impact Reports), Negative Declarations: Environmental Determinations — Outside City Boundaries ......... CD-7
Elected Officials: Campaign Filings (FPPC 400 Series Forms) — Successful Candidates ............ccouvvvviiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeee CC-4
[ oYt o] g R @ o] g Yo o F= L= o PP CC-4 -CC-6
Elections — General, Working or AdMIiNISTration FilES. ... e e e e e e et e e e e e e e e e aataa s CC-5
[ = Tox 1 To] g FSTl o T3 0] - | PP CC-6
=Tt 1o Rl = 11T L PP CC-6
Elements and AmMENAMENTS, GENEIAI PlaN. ... .. e i ettt ettt ettt et ettt et e e e e e et e et ea e e e e eaee s e s e eenaenees CD-7
E-mail or Social Media that Does Not Have a Material Impact on the Conduct Of BUSINESS: ..........ccuviiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeee CW-6
Employee Incident, or Injury Reports from Employees - Workers Compensation Claims / Long Term Disability Claims .............. HR-5
Employee Payroll File / Personnel File (By EMPIOYEE NAME) ...ttt e e e e e e e et e e e e e e e eeeeeannns FIN-8
Employees Grievances and Informal ComplaintS (COPIES) ......uuuutiitiiiiiiiiiiiiiiiiiitie ettt ettt et e e e et e e e e e e e e e eeeeeeeees Cw-7
Employment Applications for UnsSucCesSful CanNQIdAtES ..........oovviiiiiiiiiiiiiiiiiiiiiii ettt HR-4
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=g aT ][0} g gLt o W 1)Y=t T o To] o PP PP PPPPPPPPPPPPPI HR-3

Encroachment Permits / EXcavation PErmitS: TEMPOTAIY ......cccoiiiiiiiiiiii e e eee e eeitiee e e e e e e e ettt a e s e e e e e e e ettt e s e eeaeesaataaaasaeaeeeearenannnns PW-3
ENCroachment PEIMILS, TEIMPOTAIY ......ccciiiiiiiiiiei i e e e ettt eee e e e e e e e et ettt e e e eeaeeeeaseaa e saeaeaeesesetaa s aeeaaeeessessa s aeaaaeeesssssnnaseeeeeesssnrnnnnnns CD-7
[ pTol foT=Ted o] =T 1RSIl =T g = U =] o | PP PW-3
ENergy CalCUIAtIONS / TIIE 24 ...ttt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e et et et e e eeeeeeeeeeeeeeees CD-2
S aTo [ l=T=TqT o I O T o 1 7= U d (o] [T o TN PW-1 - PW-3
= aTo gttt gl o R =Yg S oY o =i [0 o (PP PPPPPPPPPPPPPPP PW-4 — PW-5
Engineering Studies / Surveys - Preliminary Studies / ProjeCt ASSESSIMENTS ........ceviiiiiiiiiiiiiiiiiiiiiiieee ettt PW-3
Environmental Agencies / Regulatory Agencies (EPA, DHS, €1C.) i e e e e e e e e aar s PW-11
Environmental Determinations: Environmental Impact Reports (EIRs), Negative Declarations — Inside City Boundaries ............ CD-6
Environmental Determinations: Environmental Impact Reports (EIRs), Negative Declarations — Outside City Boundaries ......... CD-7
Environmental Determinations: Planning Project Files — Approved Permanent Entitlements .........cccccoeeiiieiiiiiciie e, CD-6
Environmental Impact Reports (EIRs), Negative Declarations: Environmental Determinations — Inside City Boundaries ............ CD-6
Environmental Impact Reports (EIRs), Negative Declarations: Environmental Determinations — Outside City Boundaries ......... CD-7
o [0 o] g aT=] o 18O 4 =T o &SP P PP PPPPPPPPPPPPP PW-6
Slo [WTT o =T g1 1S3 (o] A 1 L= ST PPPPT PW-6
Escheat (Unclaimed money / UNCASNE CHECKS) ..ot e e e e e e e e e e e e e et e e s e e e e e e eerraaanns FIN-3
Ethics & Safety Training: TraiNiNg — All COUISE RECOTUS ....ovviiiiiiiiiiiiiiiiiii ettt ettt ettt ettt e et e e e eeees CWwW-12
Ethics Training Certificates - City Council, Board and Committee Members, EMPIOYEES .......cccooeeiiiiiiiiiiiiiiceeeeeien e, CC-6
Evaluations - Personnel Files - EMPIOYEE FlE ...t e e e e e e e e et e e e e e e e e e e e e et e s e eeaeeeeearaannans HR-4
EXCaVvAtion PEIMILS: TEIMPOIAIY ....coitiiiiiiiiiiiiiiiiiiiteet ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et e eeeeeeeeeeeeteeeeeeeeeeeeeeees PW-3
External Organizations: Boards, COmMMISSIONS & COMMIIIEES .......uuiuuiii i et e et e e e e e e ettt a e s e e e e e e eaasaaa e s e eeeeeeeernennns CW-3
EXIra Patrol REQUESES, BIC......ciiiiiiiiiii i et e e e e ettt e e e e e e et e e ettt e e e e eeeeee e et ta e aeeeeee s e s et s aeeaeeeessstsan s eaaeeeesssttnnaseeeaeeesnntannnnns PD-4
F

Facilities District Projects FOrmation & BOUNUAIIES ........ooviiiiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt e e PW-2
FaCilities, BUIAINGS & PAIKS .......oouuiiiiii ittt e e e e e e e e e e ettt e e e eeeeeee e et e e aeeeeeeeasseaa e aeeeaeessattaa e saeaeeessrrnannnnns PW-5
Factually Innocent Petition Accepted Records Sealed Pending Destruction - Crime Reports / Incident Reports ..............coovvvvvnnnn. PD-6
Factually Innocent Petition Accepted Records Sealed Pending Destruction - Crime Reports / Incident Reports ............cccevvvvvvnnnnn. PD-6
Fatal Collisions - Crime Reports / INCIAENT REPOIS ........uuiiiii it e e e e e e e e e e e et a e e e e e e e eeaar b e e s eeaeeeeerataannans PD-6
Fats, Oil & Grease / Pretreatment Annual / Quarterly REPOITS ..o e e e et e e e e e e eeeeeann s PW-9
Federal Tax DeposSitS, AQJUSTMENTS, ELC ...i.uuuuiiii i it e e e et e e e e e et e e et e e e e aaeeeattea s e aeaaeeeeaseaa e s aeaaeeesasssnnaaaeaaeeessnnnnnnnss FIN-8
Felony DNA / Fatal Collisions - Crime Reports / INCIAENT REPOIS .......oevviiiiiiiiiiiiiiiiiiiiiie ettt PD-6
FEMA Reimbursement / OES ReIMBDUISEMENLS ... .o i it e ettt e e e e e e e e e ettt e e e e e e e e eeatanna e e eeeeeeeeennnnnnnns FIN-3
Field Investigation Cards (FI'S) - After ENtry iNt0 RIMS ...ttt ettt ettt ettt e e eeeees PD-9
Final RESUILS: EIECHIONS — HISTOTICA ... ..cciiieieiii e e e et e e e e e e e e e ettt e e e e e e e e e e e eeta e s s e e e e e eeeaesanaaseeaeeeessnnnnnnnns CC-6
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Finance / Customer SErviCe / UtIItiES & BUSINESS LiCBN SO ... ettt e ettt e e e e e e e e eenaennees FIN 5 - FIN-7

ATz Ta Lot A == Y/ o ]| P FIN-8 - FIN-9
=0 o PP PPPPPPPPPPPPP FIN-1 — FIN-5
Financial Reports - Reconciliations, Registers, Transaction Histories, Balance Sheets, Revenue & Expenditure Reports, etc .... FIN-5
Financial Reports - State or Federal: State Controller's Report, Local Government Compensation Report, Gas Tax .................. FIN-5
Financial Services Database (SPriNGDIOOK) .......ciicii i e e e e e e e e ettt r e e e e e e et ea ittt a e s e eaaeeesareaaaaaeeeeeessrnnnannss FIN-3
Fire Hydrant FIUSNES / REPEIIS ......oeeiiiiiiiiiiiiiiiiieie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e ettt et e eeeeeeeeeeeees PW-11
Firearms entered into CLETS (if not Permanent Retention) - Found / Recovered Firearms — Crime Reports..........cccccvvvvveeeee. PD-7
1LV o T SR =T 1 101 PP CD-7
First Time Home Buyers - Denied, Cancelled or WItRAraWn .............uuiii i e e e e e e e aara s CD-5
FI's - Field Investigation Cards - After ENtry iINT0 RMS ...ttt PD-9
e IYor= a0 L= AR = 1 (=10 0= ] £ EPPPPPPPT FIN-2
Do N1 T =] £ PP PPPPPPPPPPPP FIN-4
[T Y T g E= To [T 0 0= o | PP PP PP PPPPPPPPPPPPPP PW-5 — PW-6
Flyers: Reference Materials — Produced by Other DepartMentS.........ooiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeee ettt CWwW-10
Flyers: Reference Materials — Produced by Outside OrganiZationsS ...........couuiiiiiiiieeiiiiiiie e e e e e e eeaaaas CW-10
Flyers: Reference Materials — Produced by YOUr DEPartMENT ........uuiiii it e e e et e e e e e e e eeraaa s CW-10
FOG (Fats, Oil & Grease) / Pretreatment Annual / Quarterly REPOIS ........ovviiiiiiiiiiiiiiiiiiieieeeeeeeeeeee ettt PW-9
oL 1T 10 =3 NN (o111 ToF= i [o ] o PP PD-5
0101 01 0 TP PP TUPPPPPTP CC-4
FPPC 400 Series Forms (Campaign Filings): Other COMMITIEES .......ooiiiiiiiiiiiiiiiiiiiieeee ettt CC-4
FPPC 400 Series Forms (Campaign Filings): Successful Candidates ...........couviiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee ettt CC-4
FPPC 400 Series Forms (Campaign Filings): Those Not Required to File Original With City Clerk (Copi€s) ......cc...ceevvvvvvrvnnnnn. CC-4
FPPC 400 Series Forms (Campaign Filings): Unsuccessful Candidates.............ouiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeee e CC-4
FPPC 700 Series Forms — Statement of Economic Interests (Economic Interest Filings): All ........oooviiiiiiiiiiiiiiiiiiieeeeee CC-3
o O o 14 IR0 OO P T PP PP PPPPPPPPPTPPON CC-4
FPPC Form 801 (Gift t0 AQENCY REPOIL) ...eiiiiiiiiiiieeei i ieie e e e ettt e e e e e e e e e e ettt e e e eeeeeeeese e s aeeaeeeesseta it aeaaeeeessstaanaseeeaeesssnrsnnnnns CC-3
FPPC Form 802 (Event Ticket / Pass Distributions AQENCY REPOIT) ......ovviiiiiiiiiiiiiiiiiiiiiieieeeee ettt CC-3
FPPC Form 803 (Event Ticket / Pass Distributions AGENCY REPOIT) ......iiiiiiiiiiiiie e e e e e e e e e e e ea s CC-3
FPPC Form 804 (Agency Report Of NEW POSITIONS) ....oiuuuuiiiieeiii ittt e e ettt e e e e e e e e eeeate e e e e e aeeeeanten e e e eeeeeeeennnnnnnnns CC-3
FPPC Form 805 (Agency Report Of CONSUIANTS) ......oiviiiiiiiiiiiiiiiiiiiiiiieie ettt ettt ettt ettt ettt ettt et e e et ettt e et et e eeeaeeeeeeeeees CC-3
FPPC Form 806 (Agency Report of Public Official APPOINTIMENTS) ......iiiiiiiiiiiiiiiiiiiiiiiiiii ettt CC-4
FPPC FOIMS 803 =806 .....ciuiiiieiieieeeeiaatte ettt e e e e e e ettt e e e e e e 44 a bbb ettt e e e e 2444 R bk e e ettt e e e 2o 44 n R R R b e e e et e e e e e e e n s b bbb e e e e e e e e e e e nnnbbnnneeeeens CC-3-CC-4
G

AT AGE SAIES ..o CD-7
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Garnishments, Child Support, Court Orders regarding EMpPIOYEE WaGES ......ccooiiiiiiiieeeeeeee s FIN-8

L ST = VGl (=T o 0] PSPPSR FIN-5
General Files: CorreSpONUENCE — ROULINE .. ...oiiiiiiiiiii e e e e e e e e e e e e e ettt e e s e e eae et et ettt e s s e aaaeeessssaa s eeaaeessessnnnaaaeaaaeensnes CW-5
General Orders / Lexipol (Department PoliCIeS and PrOCEAUINES) .......ccooiiieieeeeeee e PD-1
General Plan, ElemMeEnts and A ENOmMIENTS. ... ..ot e et e et e et e et e et e et s et s et s et s et seaa st s e s s s aaseansasnseanseanssansaansasnsarnes CD-7
Generator Operation LOGS & INSPECHIONS ... .cciiiiiiiiiiiii e e e et r e e e e e e e e ettt e a e e e eae e e e ettt e e seaaaeeessstaaaaeeaaeessesssanaaaeaaaeesnnes PW-7
Geographic Information SYStemM DataDaSE ........ccccooiiiiiiieee e PW-3
Geotechnical and Soil Reports; Hydrology Reports (Authored on behalf of the City) ... PW-3
Geotechnical Reports, Botanical Reports, Traffic REPOIMS, BIC ....c.cciiiiiiiiiiii e e e e e e e e et seeaeeeeannes CD-1
GIS Database / Data / Layers — Both City-wide and SPecCialiZEed..............uuiiiiiiiiiiicie e e e e e eanees Cw-7
GIS Database / Geographic Information SYStemM Dat@haSE ........ccccoiiiiiiieiee e PW-3
Government OULIEACH - CRIM DATABASE ...t e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaans CW-4
(€= o [T aTo TN = F= 1 =P UURRPPPPRPRN: PW-3
Grant Agreement: Grants / Reimbursable Claims — SUCCESSTUI REPOITS .......ccooiiiiiieeeeeee e CD-4
Grant Audits, IRS Audits, Transportation Audits, PERS AUAIL, IC. .....ccooiiiiiiieeeeeee e FIN-2
Grants - CDBG (SUCCESSFUL Reports, other records required to pass the funding agency's audit, if required) ..............ccooooe. CD-4
Grants — Other Than CDBG (SUCCESSFUL Reports, other records required to pass the funding agency's audit, if required) ..... CD-4
1T o1 S (o] o] =1 I TP PPPPPTTTPPPIN Cw-7
Grants (UNSUCCESSFUL Applications, COMESPONUENCE) ....uuuuiiiieeeiiiiiiiiiiee e e eee e eeetttiea e e e eee e e ettt e s s aeaaeessastaaaaaeaaasseesssnnnaaaaeaeeessnnes CD-4
GHEVANCES — EMPIOYEE FIlES ..... sttt st e ettt e e e e e e e e ettt e e eeeeee e e ettt s seeeeee e e s st aaaaeeaeessssstsnnaaaeeaeeesnnnes HR-4
GHEVANCES - PEISONNEI FIES ... oottt e e e ettt e e e e e e et e e eet e e e e e e e e e eettaa e e eaeeeeeastsn e eeaeeeessssnnanseeaeeesnnnes HR-4
Grievances and Informal Complaints — EMPIOYEES (COPIES) .. ..iii i Cw-7
Gun and Narcotics Destruction Log (DOCUMENLES FEIAEA T0) ... ...u.iii it s e e e e e e s e e e e e e e eart e e e eaeeeaenees PD-5
H

Hazardous Materials Plans - Capital Improvement Projects (CIP): Permanent File ... PW-1
Hearings: Parking Hearings, TOW HEAINNGS ...uuuiiii it s e e e ettt e e e e e e e e e e ettt e e e e e e e e e e e e etaa s eeeaeeeessstbaaaeeeeeeeessnrannnnns PD-9
(o TES3 (o o= = 1= ox 1T PP CC-6
Historical List of Members - City Council, Board & COMMISSION ......uuuiiiiieiiiiiiiiais e e e ettt s s e e e e e e et aa s s e e e e e e eeastea e s e eeeaeeessrennnns CC-3
Historical Projects & HISIOMCAl RECOIUS .........uuuiiii e e e e e e ettt e e e e e e e e e e e ettt e e e eeeeeee e e e et e e eaaeeeessstaaaaseeeaeeessntannnnns CC-6
Historical ReCOrds & HISTOMCAI PIOJECLS .........uuiiiiie ettt oo e e et et ettt e e e e e e e et eette e e e e e e e e eeeeetan e e e eeeeeeennennnnnns CC-6
Historically Significant: REPOIS @N0 STUGIES ........coeiiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt et e e et et e e e et e e e et e e e eeeeaeeees Cw-11
Homicides / Major Crimes / Serious Felonies - Crime Reports / INCIdeNt REPOIS ........ovvvviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeee e PD-6
Housing Loan Applications / First Time Home Buyers - Denied, Cancelled or Withdrawn ..., CD-5
(e (o TU ][ To J e Co][=Tod kS (o (@ 1| =T o PP P PP PPPPPPPPPPPPPI CD-5
(o (o TU [ o PP PPPPPPPPPPPPPPPI CD-5
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Hydrology Reports (Authored on behalf Of the Cily) ... e e e e ettt e e e e e e e e e eeeeean s PW-3
I

ImageFlow Lite - BUildiNg Permit DAtADASE .......cciiceiiiiiiiiiiii et s e e e e e et e e e e e e e e e e e et e e s e e aeeeeasataaa e s eeeaeeeennraannens CD-1
T gl o1 (oA =T g gT=T o1 D] 1 o £ PP P PP PP PPPPPPPPPPPP PW-2
T g oL oA =T 4 gT=T o1 = U I PP PP P PP PPPPPPPPPPPP PW-3
Incident Reports: BOLOS (Be on the Lookout for) issued by other agencCies ... PD-6
Incident Reports: Capital Crimes / Homicides / Major Crimes / Serious Felonies / Sex Crimes / Child Abuse / DNA............. PD-6
Incident Reports: Factually Innocent Petition Accepted Records Sealed Pending DeStruCtion ..............coevvvveveviiiiiiiiiiiiiiieneennn, PD-6
Incident Reports: Factually Innocent Petition Accepted Records Sealed Pending Destruction ..............ccocvvvviiiiiiiieeeecccvvivnnnnnn. PD-6
Incident Reports: Firearms entered into CLETS (if not Permanent Retention) - Found / Recovered Firearms..............cc........ PD-7
Incident Reports: Miscellaneous Reports, Collision Reports (Not Fatal), MiSdemMeanors ..........coovvvvviiiiiiiiiiiiiiiiiiiiiiieieeeeeeeeee PD-7
Incident Reports: Misdemeanor or Infraction - AdUIt MarijUana...........cooiiiiiiiiiiii e e e et e e e e e e eaaraaans PD-8
Incident Reports: Misdemeanor or Infraction - JUVENTTE MarijuUaNa...........oouuuiiiiiiii i e e e e e e aa s PD-8
Incident Reports: Misdemeanor or Infraction Marijuana - Juvenile on SChool GrouNds ..........covvvviiiiiiiiiiiiiiiiiiieeeee PD-9
INCIAENT REPOIS: MISSING POISONS ..cciiiiiiiiiiiiiiiiitii ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt ettt et ettt eeeeeeeeeeeeeeeeeeees PD-8
Incident Reports: Sealed Adult, JUVENITE aNd Ward CaSES .....coivuiiiiiiii it e e e e e e e e e e e e e e e e ea e s e e eaeeeeaaraanns PD-9
Incident, Injury reports, Public, where a claim is NOL fIlEA ........cooiiiiiiii e e e e e e e e e aa s CC-7
Incident, or Injury Reports from Employees - Workers Compensation Claims / Long Term Disability Claims ..............ccevvvvvvvnnnnn. HR-5
Incorporation: Historical ReCOrds & HIiSIONCAl PrOJECES ... ... i e e e e e e e e e e e e e e et e e e e e e e e e eaaraan s CC-6
Industrial, Commercial, Multi-Family Dwellings — Building Plans and Construction Documents - Finalled ..............cccoooeoiiiiiiinnnnnn.. CD-1
Informal Complaints and Grievances — EMPIOYEES (COPIES) ....cuuiiiiiiiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt e e eaeees Cw-7
L0 = U 1[PPI PD-3
Tal{oTgnal=1aTo AT I=Ted o1 aTo] (oo Y28 PRUPO PRSP IT-1
INItIALIVE: ElECHONS — POULIONS ......utieii e e et e e ettt e e e e e e et e eaet et e e e e e e e e aeeta e e e eeaeeeeeets i neeeaeeeesestsnaaaeeneeeesnnsnnnnnns CC-6
Injury Reports from Employees - Workers Compensation Claims / Long Term Disability Claims ..., HR-5
Injury reports, Public, where a claim isS NOLTIEA ... e e e e e e ettt e e e e e e e e eanraaaas CC-7
Instant Messaging: Correspondence — Transitory / Preliminary Drafts ... CW-6
INsurance CertifiCates fOr CitY VEINUOIS ........uiiiiiiiiiiiiiiiiiiieee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt eeeeeeteeeeeeeeeeeeeees CC-6
Insurance Certificates: Agreements & Contracts — AdMINISTrative FileS. ... Cw-2
[ YUY g Lot o] [ Tod [T (@41 3V @ 1] =T | PP CC-8
Intelligence Files (Criminal INTEIlIGENCE FlES).......cuviiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt e e e e e e PD-3
Internal Affairs Investigations / Complaints (criminal acts, moral turpitude, complaints generated from a cCitizen)............ccccccevvee... PD-2
Inventories: Correspondence — Transitory / Preliminary DraftS ... ... e e e CW-6
INVESTIGAtiON FleS AN AITESTE FIlES .....ooeiiiiiiiiiiiiiiiieee ettt ettt ettt ettt ettt ettt ettt ettt e et et ettt e et e et e e e eeeeeeeees PD-3
N E= T eto] (ot =10V ¥ o N I Yo L PP PP PP PPPPPPPPPPPPP PD-3
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1AV ZSES3 1o F= o] o PP PPPPPPPPPPPPPPPI PD-3

INVESTMENT ACCOUNT STATEIMEINTS ....eei ettt ettt oo oo e et ettt b oo e e e et ettt e b oo e e e e et ettt b e e e e e e e et eetbbaa s e eeaeeeennnnannes FIN-2
Investment Bonds (Receipts) / AdviSOr RepOrts / Trade TIiCKELS ....uuuuiiii it e e e e e e e e e e e e e e aeaaaaes FIN-4
TNV 7T (g L=t o1 o]0y PP PP PP PPPPPPPPPPPPP FIN-4
INVESTMENT REPOIS & BACKUD ...eeiiiiiiiiiiiiiiiiiiiiiiee ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt ettt e ettt e et e eeeeeeeeeeeeeeeaeeeeeeeeeeeees FIN-4
Investments / Arbitrage / Certificate of Deposit / Investment Bonds (Receipts / Advisor Reports / Trade Tickets / LAIF .............. FIN-4
Invitations: Correspondence — Transitory / Preliminary DIaftS ........ooooviiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee et CW-6
Invoices and Backup / PAYMENT VOUCREIS .........ooviiiiiiiiiiiiiiiieei ettt ettt ettt ettt ettt ettt ettt et et et et et et e e e e e eeeeeees FIN-1
Invoices, Petty Cash, Warrant Requests, Accounts Payable — All Backup Is Forwarded to Finance (Copi€s)......ccccevveeeeevvvevvvnnnnn. Cw-1
Invoices: Agreements & Contracts — AdMINISTratiVe FIlES......cooo e e e e e e e r s Cw-2
IRS 5500 Forms (Employee BENETIt PIANS) .......ooiiiiiiiiiiiiiiiiiiiiiiii ettt ettt et ettt et ettt e e e e e e e e e e eeeees FIN-8
IRS Audits, Transportation AUditS, PERS AUCIL, BIC. ......uuiiiiiiiiiiiiiiis e e e e e e e e e e e e et e s e e e e e e e e e araa e s eeeeeeesrrnaanans FIN-2
Issue Files / Special ProjeCts / SUDJECE FIlES ... e e e e e e e e et s e e e e e e e e e ettt e s e eeeaeeeeseaananas Cw-11
LTS U =2 PSPPSR CM-1
J

Job Descriptions / Classification SPECIfICAIONS .........ccoiiiiiiiiiii e e e e e e e e e e e e e e e e e e e e e eaeeeeastt s aeeaeeesssnennnans HR-3
Journal ENrieS / JOUMNAI VOUCKNEIS ..o FIN-4
B [0 81 F= LY 0 L] 1= PSPPSR FIN-4
Juvenile and Ward Cases - Crime Reports / INCIHENT REPOIMS.........ouiiiiiii e e e et e e e e e e e et e e e e e e e eeanaaa s PD-9
IS0V o1 LN I T PRSP URPPPPRRPRIR PD-12
K

L

Lab Reports & Chains of Custody: Bacteriological and OFQANnICS .......c.cceeiiiiiiiiiiiiieeeeeeeeiiieee e e e e e e et e s e e e e e e e e et e e e e e e e esarraaaaaas PW-11
Lab Reports & Chains of Custody: Chemical (Includes Chlorine ReSIAUAIS) .........covvviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeee PW-11
Lab Reports & Chains of CUSIOAY: LEAU & COPPEI ...eiiiiiiiiiiiiiiiiiiiiiet ettt ettt ettt ettt ettt ettt ettt ettt ettt e e et ettt ae e et e eeeeeeeeees PW-11
Lab Reports & Chains of Custody: Wastewater Plant Discharge / Qutfall ...........ccoooiiiiiiiiii e PW-9
Labor & Materials, Performance Bonds, Subdivision Bonds, LEtters Of Cradit .......c.ovee oo CC-3
Labor Relations Files - (Negotiation Notes, Correspondence, Interpretation of MOU Provisions, Documentation, etc.) ................ HR-3
Laboratory / Lab Reports & Chains of Custody: Wastewater Plant Discharge / Outfall ..o, PW-9
LAFCO / Annexations / Boundaries / CONSOIUALIONS ..........oii it e e e e e ettt a e e e e e e e e e eaeta e e e e e e eeeeennennnnns CD-6
LAIF (Local AGeNCY INVESTMENT FUNG) .....oiiiiiiiiiiiiiiiiiiiiiei ettt ettt ettt ettt ettt ettt ettt ettt e et e et et et e et ettt et et eeeeeeeeeees FIN-4
0= VT U LTI = 1P CD-7
Large-Format Drawings, Capital Improvement Project "AS-BUilt", BASE MaPS .....cciiiiiiiiiiiiiiaie e e e e PW-2
LAWVSUITS oituniiiiiiiii e e et e e ettt e e e ettt e ettt e e e ettt eeeeeta e e e e e ta e eesesaaeeesstanee s et anae s et e aeesata e eeeatanaeeeetaeee e st aee e et aeeeeaaaeaeetaaaeatertnaeeerraens CC-8
LAWSUILS / COUI CASE FlES . .iieiiiiiiii e e ee e sttt e e e e e et e e ittt e e e e eee e e e et ta e e e e e e e e e e eees s eeeaeeeeeassaa e s e eaaeeeeasssnaaaeeaeeeesssnnnnnnsn CW-8
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Lawsuits, Litigation, PENAING LITIGATION ........ouiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt eeeeeeeeteeeeeeeeeeeeeeeeeeees Cw-7

Layers / GIS Database / Data — Both City-wide and SPeCIaliZEd .........cccooeeiiiiiiiiii e e e e e Cw-7
Lead & Copper - Lab Reports & ChainNs Of CUSIOAY .......uuiiiiiiiiiiiiiici ettt e e e e et e s e e e e e e e et it e e e e e e e eeeeaeeaaas PW-11
Lead Adjustments / APPEAIS tO CitY MANGGET ......eeiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e et ee et et et eeeee et eeeeeeeeeeeees FIN 5
Leaks, Repairs, MEter CRANGES .......ccooo oot e e e e e et et ettt e e e e e e e e e eeaea e e e e e e e e e eaatt e e e e eeeeeeeaasn s eeeeeeeennennnnns PW-11
Leave ReqUESES / TIME Off REQUESTS ... .ccoiiiiiiiii et e et e e e e e e e et e et e e e e e eaeeeaae et aeseeaeeessattsaasseeeeeeeersnnananns Cw-7
Legal Advertising / Affidavits of Posting / Affidavits of Publications / Public Hearing NOUICES............cuvvviiiiiiiiiiiiee e, CW-1
[T ST ST 0 8 = o[ PP CC-3
Letters: CorreSPONAENCE — ROULINE. ... .cci it e e e e ettt e e e e e e e et e ettt e s eeeee e e e s et e seeaaeeessseaaa s aeaaeessarssansseeaeeeessseannnnns CW-5
Lexipol (Department PoliCiES @nd PrOCEAUIES).......ccciiiiiiiiee et e e et e e e e e e e e e e ettt e e e e e e e e e e s ettt e s s eeaaeeeasetaaaaseeaaeeessnrnannnns PD-1
I E= T o] 11V O = 11 0 PP P PP PP PPPPPPPPPPP CC-8
(o] = VYA Ao AV ISYo] oV S To =T o AN o] o] [Tor= 1o 1S PPPPP CC-2
Lift Station - Inspections, Maintenance, Repairs, Service Requests, Alarm Recording, Logs, Charts, Flow Monitoring ................ PW-9
Limited Term Permits / Temporary Use Permits / Temporary Encroachment Permits / Temporary Signs, etC. .......ccccccvvvvvevvvivennnn. CD-7
(Lo =V iToT A I 1B ] PP P PP PPPPPPPPPPPPPPN CC-8
Litigation Files / LAWSUILS / COUI CASE FIlES ...ttt e e e e e e e ettt e e e e e e e e e e ettt e e s e eeaeeesattaaasseeeeeeeeereannanns Cw-8
Litigation, Pending LitIgation, LAWSUILS ..........uuuiiiiiiiii i e e ee et iee s e e e e e e e e e ettt e s e e e e e e e eeeeta s eeeaaeeeeaseaa s saeeaeessasssanssaeaeeeessrnnnnnnns Cw-7
Loan Applications / First Time Home Buyers - Denied, Cancelled or WitRAraWn ............ooovviiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee e CD-5
Local Government COMPENSALION REPOI .....uuuii i e e e e e e e e et e et e e e e e e et ee ettt e e e eaaeeeeat et e saeeaeeesastsanaaseeaaeeessrnannnnss FIN-5
Logs: Agreements & Contracts — AAMINISTIAIVE FIlES ......i i e e e e et e e e e e e e e e raaa s Cw-2
Logs: Correspondence — Transitory / Preliminary DIaflS ........ooiiiiiiiiiiiiiiiieeeeeeeeeeeeee ettt CW-6
Long Range Planning / PIANNING STUGIES .......oeiiiiiiiiiiiiiiiiiiiieeee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt et eeeeeeeeeeees CD-7
Long Range Property Management Plans, OVErSight PIANS ..o e e e s e e e e e e e e aaaaa s CD-4
Long Term Disability Claims (Includes all Accident, Incident, or Injury Reports from EMpIOYEESs) .........coovvvvviiiiiiiiiiiiiiiiiiiiiiiiiieen, HR-5
Lost & Found Property (DOCUMENTS FEIALEM T0) ......iviiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt e e e e eeeeees PD-5
M

VP2 o [0 VA A od IS (R AV - Tot= 1 Lo VA L] 1o =Y PPPPRTT CC-2
Mailing Lists: Correspondence — Transitory / Preliminary DraflS.........oiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee et CW-6
MAINTENANCE & FIEET .....eeieiiiiiiiieeeieeeeee ettt ettt ettt ettt ettt ettt ettt ettt e e e ettt et et e e e e et e e e e e e e e et eeeeeeeeeeaeeeeeeeeeees PW-1 — PW-2
Y Fe T (= g =Yg (o R AT (=T = KSR A I =TT S PW-7 — PW-8
Maintenance, Street Sweeping, Catch Basin Cleaning, ©LC. .........ouuiiiiiiii i e e e e e e e et aeeeeeeearaa s PW-6
Major Crimes / Serious Felonies - Crime Reports / INCIAENT REPOIS........cvviiiiiiiiiiiiiiiiiiiiiiiieeeeee ettt PD-6
Y F= T e To T g gLy oL == o o = o o o PP CM-1
Manuals: Reference Materials — Produced by Other DEePartMENTS .......coiiiiiiiiiiiiiiiiiiiiiiiiieieeee ettt CWw-10
Manuals: Reference Materials — Produced by OutSide OrganiZatiOnNsS ..........coiviiiiiiiiiiiiiiiiiiiiiiiiieiee ettt CWw-10
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Manuals: Reference Materials — Produced by YOUTr DEPAIrtMENT ......oooviiiiiiiiiiiiiiiiiieeeeeeeeee ettt CW-10

Maps & Plans: Planning Project Files — Approved Permanent ENtitleMents ... CD-6
Maps, Plans and Record Drawings, Large-Format Drawings, Capital Improvement Project "As-Built", Base Maps ..................... PW-2
Master Plans, Specific Plans, Land USE PIANS, BLC. .......uuuiiiiiiiii ittt e e e e e e e e e et a e e e e e e e eeeaataaaaaeeeeeeeennnnnnnns CD-7
Master Plans: Bikeway, Parking, Pavement, TranSPOItation, BLC. ......cciiiiiiiiiiiiiiiiaii e e e et e e e e e e e eaetea s s e e e e e e eeaeena s s e e eeeeeeeeennnnns PW-3
Material Safety Data Sheet (MSDS) / Chemical USE REPOIM FOIMM ......uiiiiiiiiieiiiiee e e et e e et e s e e e e e e e et e s e e e e e e eeareaaaans Cw-8
Materials and Outlines: Training — All COUISE RECOTIUS .....viiiiiiiiiiiiiiiiiiee ettt ettt ettt et et e e e eeeees Cw-12
Y= LT A= 1S = o F= o RSP PPUS CD-7
Materials Testing Reports - Capital Improvement Projects (CIP): Permanent File ...........ioiiiiiiiiiiiiici e PW-1
Y= Ao g @o] 5 (== oo o 1= o o] = TSP CC-3
Meeting Minutes - Capital Improvement Projects (CIP): AdmIniStration File ... PW-1
Meeting Room Registrations: Correspondence — Transitory / Preliminary DraftS .........coooeeeiiiiiiiiiiiiie e CW-6
Memorandums: COrreSPONAENCE — ROULINME .......ii it e e e e e e e e e e e e et e e e e e e e et ee et e s aeeaaeeeeat et s saeeaeessasetaaaaaeeeeeessrnnnnnnss CW-5
IMIBEET CANGES .....vivieeieie ittt ettt ettt et et e et e ete et et e et e eteeas e st et e ebeessess et e ebeebeess et e beebeessen s et e ebeebeens e st e s e ebeessens et e ateabeensensesbeareensens PW-11
Minutes — Planning COMMUISSION (COPIES) ...vettttttttiiitiiieeetttetetettet ettt ettt ettt ettt ettt et ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt teeet e et eeeeeeeeeeeeeeeeeeeeeeeeeeees CD-8
Minutes: City Council, Planning Commission, All Boards & CommisSioNS (COPIES) ......ccuuuruuieiiieieiiiiiiiiie e e e et e e e eearaas Cw-8
Minutes: City Council, Planning Commission, Oversight Board, Redevelopment Agency, SUCCeSSOr AQENCY .......cceeeeeeeeeeeeevrvnnnnn. CC-6
Miscellaneous Reports - Crime Reports / INCIAENT REPOITS ......oviiiiiiiiiiiiiiiiiie ettt ettt e PD-7
Misdemeanor or Infraction - Adult Marijuana - POLI Crime Reports / INCIdent REPOIS .........cciiiiieiiiiiiiiiiie e PD-8
Misdemeanor or Infraction - Juvenile Marijuana - Crime Reports / INCIdent REPOIS ..........uceiiiiiiiiiiiiiiiiie e PD-8
Misdemeanor or Infraction Marijuana - Juvenile on School Grounds - Crime Reports / Incident REPOIS..........ccccvvvvvviiiiiiinnnnnn. PD-9
Misdemeanors - Crime ReportS / INCIAENT REPOITS .........uiiiiiiiiiiiiiiiiiiiiei ettt ettt ettt ettt ettt e et ettt et e et e e e e et e e eeeeeees PD-7
Missing Persons - Crime Reports / INCIAENT REPOIS .......uuuiiiii it e e e e e e e e e et e e e e e e e e e e e st e e e e eaeeeeeretaannans PD-8
Mobile AUIO VIdE0 (MAV) RECOITINGS ....eeiiiiiiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e e et et e teeeeeeeeeeeeeeees PD-10
MOE (Maintenance OF EffOrT) REPOIT ......ooiiiiiiiiiiiiiiiiiiiii ettt ettt et ettt ettt ettt ettt ettt ettt et ettt e e et et et e e e eeeeeeeees FIN-5
Monthly Counts, OFfiCIAI COUNLS ...t e e e e e e e e e e ettt e e e e eee e e e e ettt eeeeeeeeastta s aeaaeeesssata e eeaeeesssnrsnnanns PD-12
Moving Violations, Marijuana - CILALIONS. ..........uiiii e e e e e e e e e e e e e et e e e e e e e e e e e e e s et e e eeaeeeessetaa e seaaeeeessstaaaseeeaeeesnntsnnnnns PD-5
MSDS (Material Data Safety Sheet) / Chemical USe REPOIT FOIM ........oiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeee et Cw-8
Multi-Family Dwellings, Industrial, Commercial — Building Plans and Construction Documents - Finalled ...............cccoocooiivviiinnnnn.. CD-1
Y18 el T aF= 1R @ a T LI (@0 o] [T PP Cw-8
MuniCipal IMPrOVEMENT DISTIICES .....evviiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e ettt et e et et e e et e eteeeeeeeeeeeees PW-2
N

N F= T foTo) ol =T o ] 1 = g £ PD-11
Narcotics and Gun Destruction Log (DOCUMENTS IElated T0)......eviiiiiiiiiiiiiiiiiiiiiiiiii ettt PD-5
AN (@8 L@ - T - 1o ) o PP PD-9
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Negative Declarations - Capital Improvement Projects (CIP): Permanent File ............ooooiiiiiiiiii e PW-1

Negative Declarations, Environmental Impact Reports (EIRs): Environmental Determinations — Inside City Boundaries ............ CD-6
Negative Declarations, Environmental Impact Reports (EIRs): Environmental Determinations — Outside City Boundaries ......... CD-7
Negotiation Notes, Correspondence, Interpretation of MOU Provisions, Documentation, tC. .............eiiiiieriiiieiiiiiiiii e, HR-3
Network Configuration MaPS & PIANS ........ooiiiiiiiiiiiiiiiiieiee ettt ettt ettt ettt ettt ettt e et e et ettt et e e ettt et e et e eeeeeeeeees IT-1
Newsletters: Reference Materials — Produced by Other DEPartmMENtS .........cuuuiiiii i iii e e e e e e are s CWwW-10
Newsletters: Reference Materials — Produced by Outside OrganiZations ...........oevviiiiiiiiiiiiiiiiiiiiieieeeeee ettt CW-10
Newsletters: Reference Materials — Produced DY YOUT DEPArtMENT .......ooviiiiiiiiiiiiiiiiiiiieeeee ettt Cw-10
NN ] 0Tz Vo 1T G @4 110 o 11 T PP Cw-8
Nomination Papers, Candidate Statements: Candidate File — Successful Candidates .......ccccocevviiiiiiiiiii e, CC-5
Nomination Papers, Candidate Statements: Candidate File — Unsuccessful Candidates .........ccccccvvvvviiiiiiiiiiiiiiiiiiiiiiiiieeeeee CC-5
Notes & Drafts — DraftS that Qre REVISEU...........uuuiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt et ettt ettt eeeeee et ataeaeeeaeeeeeaeees CwW-7
Notices: Public Hearing Notices and Proofs of PUBIICAtIONS .............uuii i e e Cw-9
Noyo Harbor COmMmISSION APPIICALIONS ......eeeiiiiiiiiiiiiiiiiieiei ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e eeeeeeeee et eeeeeeeeeeeeeees CC-2
N I RS R S o] 01T L = PW-6 — PW-7
N o B SR T gy (o T T To T =] o0 €= SR PPPPPPPT PW-7
AN o 5] ST =T o 71 (PP PP PW-7
AN IS S O 1 1= o3 PRSP FIN-5
O

L@ |V /= 111 = 1T PW-11
L0 1YY= U T = OSSP PW-7
OASDI, Federal Tax DepoSitS, AQJUSTMENTS, BLC ....uuiiiiiiiiiieiiiiiai e e e e e ettt e e e e e e e e e e atte e s e e eaeteeeatta s saaeaeeeeesssnnaaaaaeeesssssnnaaaaeaeeeesnnes FIN-8
Oaths of Office — City Council, Boards & CommIiSSION IMEIMDEIS.........oouiiiiiiii e e e e e ee e e e e e e e e e eartbaa e e e eaeeaaenees CC-7
Oaths of Office - Personnel FIleS - EMPIOYEE FilE ... HR-4
Odor / Taste / Visual COMPIAINTS (WALET) ... a e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeas PW-10
(@ ISR o =T ] oW S1=T 1= ] TR FIN-3
Officer Recordings: Body-Worn Camera Videos — LOGS of Access or Deletion of Data .........cccceeveeeiiiiiiiiiiiincceeceiieee e, PD-9
Officer Recordings: Body-Worn Camera Videos - that ARE evidence, Officer Involved Shootings, etC. ......ccccoevvievviiiiiiiiinneeennn. PD-10
Officer Recordings: Body-Worn Camera Videos - that are NOT EVIAENCE ......coooiiiiiiiiiiiii e e e PD-10
Officer Recordings: Mobile Audio Video (MAV) RECOITINGS ......uiiiiiiiiiiiiiiiiie ettt e e e e e e et a e e e e e e e eeeeeanaaaeeeeeas PD-10
Official Statements / Transcripts / Certificates of Participations (COPS) ....ccoooiiiiiieeeeie e FIN-2
Operation Directives / General Orders / Lexipol (Department Policies and ProCedures) ........coooooeeeeeioieiiieeeeeeeeeeeeeeeeeeeeeeeeeeeee e PD-1
Operations & Maintenance Manuals (O&M MaNUAIS) .......oooiiiiiiii e e e e e e ettt e e e e e e e e eeeeatnn e e aeeaaeeennnes PW-7
(@ o]0 ]10] o ST @1 VA N i o] 1 1= YA Cw-4
(@ 0153 ] T o TP TP PD-4
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OrdinanCeS — City COUNCI (COPIES) .eeruuuuiiieeeiieitit e e e e ettt e e s e e e et et eatte e s e e eaeeeattesaaaaeaaeteeeaetsaaeeaaeeeeesssnnaeaaeeeeeessnnnnsaaeaeeeennnes CW-9

(@ ([0 =T g ot 2T TP CC-7
(O 1S] o VN [ E] o= Tod (0] g FS R @3 = L o] o PSRRI PW-7
OSHA INSPECLIONS & CIlALIONS ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaeaaens PW-6
(O 1] AN 0T T2 00 TR 100 R {0 10 SRS HR-3
Other Committees: Campaign Filings (FPPC 400 SEIHES FOMMS) ... .ciiiiiiiiiiiii et e e ettt s s e e e e e e e e et a e s e e e e e e eesteaaasaeaeeaennnes CC-4
Outfall - Laboratory / Lab Reports & ChainNs Of CUSTOUY ......cccoiiiiiiieeeee e PW-9
Outlines and Materials: Training — All COUISE RECOIUS ... Cw-12
Oversight Board AQENUA PACKELS .........uuuiii i e et e e e e e et ettt b e e e e eeeee e e ettt s seeeeeeeesstaan s seeaaeeeessssnnaaaeeaeeesnnnes CC-1
OVEISIGNT BOAIT MINULES.....eiiiiii it e et e e e e e et e e ettt e e e eeeee e e ee e ta e eeeaaee e e e s taa s aaeaeeees st eaan s aeaeesssssssnnnaaeaeesesssssnnnasaeaeeeennnns CC-6
OVErSIGNE BOAIT RESOIULIONS. ... e e e e e e e e e e e e e e e e e e o oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaeas CC-7
(@ VLT (=1 o] | d P o PRSPPI CD-4
L@ YT 1] g L= O T o TP FIN-9
OVErtime SNEEtS / OVEITIME CArUS ....ouuuuuiiiieeii it e e e ettt e s e e e e et e ettt rseeaaeeeattes s aeaaeeeeeaets i aaaaeeeesessssnaaaaeeeesssssnnsaaeeeeeennnes FIN-9
=]

PAFs (Personnel Action Forms) - Personnel Files - EMPIOYEE FlE ........oo oo HR-4
e Yot Y oY o R A I T 1Y = o ST PPUPP PW-3
Parcel Maps, Planning Project Files — Approved Permanent ENtitleMents .........ooovvviiiiiiiiiiiiiiiieeeeeeeeee CD-6
Parking HearingsS, TOW HEAINGS ...uuuiii it e e e ettt e e e e e e e e e e ettt e e e e e e e e e e e e et ta e aeeaeee e e s e taa e aeaaeeeessstsaaseeaeeeessnrannnnns PD-9
e T o Y F= S (= g od =T U SPPPPPPPTPR PW-3
NS B ol @F= 1] o] = 11 (0] o N o o KPP PP PPPPPPPPPPPPPI PD-4
1 PP PD-4
e AV 1= o Y o TSy L= g T PP PW-3
e L S 10 L PP PP PPPPPPPPPPPPP PD-10
Payment AULNOTIZATIONS / ACH ..ottt ettt ettt et ettt ettt ettt ettt ettt et ettt ettt et ettt eete ittt eeeeeeeeeeeees FIN 6
Payment Stubs (if not combined with Cash RegiSter BACKUPS) ......uuuuiiiiiiiiiiiiiiieie e e et e e e e e e e et e e e e e e e e e eeraaaaans FIN-7
oY =T 0 Yo TN (o g =T =S PPPPPPPTPR FIN-1
>N/ (0] | FIN-8 — FIN-9
oY (o [ = =1 o = 1= ST PPPPPTPR FIN-8
Payroll File / Personnel File (By EMPIOYEE NAMIE) .. ..ottt e ettt e e e e e e e e et et a e e e e e e e e eatan e e e e e eaeeeennnnnnnns FIN-8
Payroll REPOIS - BIWEEKIY REPOITS ....ceiiiiiiiiiiiiiiiiiieiee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt et e et e e eeeeeeeeeees FIN-8
Payroll Tax Returns / OASDI, Federal Tax Deposits, AQJUSIMENTS, BIC. .....iiieiiiiiiiii i e e e e e e aarras FIN-8
Pending Litigation, LAWSUILS, LITIGALION........oouui ettt e e e ettt e e e e e e et eeeeta e e e e eeeeeeaeenn e e e eeaeeeeaeenn e e eeaeeeeeennnnnnnns Cw-7
Performance Bonds, SubdiviSion BONAS, LEIEIS OF CrEOIT .......iieniiiiii it e et e et et e e e e e e e e e e e e e s e e s e e s e aae e s e esaeeansesneeanss CC-3
Permissions & Requests t0 ReCEIVE COPIES OF PIANS........ooiiiiiiiiiiiiiiiiiiii ettt ee e CD-2
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Permits / Business License - ALL, Including Applications and RENEWAS ............cooviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee e FIN 6

Permits / Temporary Use Permits / Temporary Encroachment Permits / Temporary Signs, €tC. .......ccveeeeieeeiiiieiiiiiiie e, CD-7
Permits, Encroachment Permits / Excavation PermitS: TEMPOIAIY ........ccceiiiiuiiiiiiiieeeee e eeiiia e s e e e e e e et ta s s e e e e e e e aartaa s s e eeaeeeesseaananns PW-3
Permits, Regulatory Permits & Backgrounds (Solicitors, Massage, TaxXi, EIC.) ....uiiiiiiiiiiiiiiiiiiiiiiiieieieeeee ettt PD-2
PERS / FICA & Medicare Adjustments - Quarterly Payroll Tax Returns / OASDI, Federal Tax Deposits, Adjustments, etc. ......... FIN-8
e ST A E o [ £ PP PP PPPPPPPPPPP FIN-2
PERS Reports - Annual Valuation Reports, Actuarial Valuation REPOIS .........ooiviiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeee e FIN-8
Personnel & TraiNiNg (PONCE)........uu ittt ettt ettt ettt ettt ettt ettt et ettt e e e et e et e e e e eeeeeeees PD-4 — PD-5
Personnel Action Forms - Personnel Files - EMPIOYEE FilE ... e e e e et e e e e e e e e raraa s HR-4
Personnel File (BY EMPIOYEE NAIME) ..ottt e e e e e e e e e ettt e e e e e e e et e ettt e e eeeeeeeeeateaa e aaeeaeesaastta s seeeaeeesrrnannnnns FIN-8
Personnel Files (Police Department-level Files) Includes original disciplinary aCtions .............ceevvviiiiiiiiiiiiiiiiiiiiieeeeeeeeee PD-4
Personnel Files - EMPIOYEE FIlES ...t e e et e e e e e e et e e ettt e e e e e e e e e ee et ta e eeeaeeeesastaaaaseeaeeeessntaannnns HR-4
Personnel FileS - GIEVANCE FlES ........ooiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt e et ettt e teeeee e e et et et aeeeeeeeeaeeeeeeeeees HR-4
Personnel Files - Medical File (All EMPIOYEES) .....ooeiiiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt et e e e e e e e e e eeees HR-4
Personnel FIles — SUPEIVISOI'S NOLES ...........uiiiii i et e e et e e e e e e ettt e r e e e e e e e e eeat e a e s e eeaeeeeasasnaasaeeeeeeeessnnnnss CW-9
e Yo gl T= I T [T (o o] o 1= TSP PPPPP Cw-9
L (o] Rl o 1= Tox T L PP PP CC-6
] 1 O ] I PP P PP PPPPPPPPPPPPPPN FIN-1
Petty Cash, Warrant Requests, Accounts Payable, Invoices — All Backup Is Forwarded to Finance (Copi€s)......cccceeveeeeevvevvvnnnnnn. Cw-1
[ Lo (oo [ =T o] 4 13U PPPPPPPTPR Cw-9
Photos - Capital Improvement Projects (CIP): Permanent File ...........oooiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee ettt PW-1
o 010 (o T O g =T =T o o] S PP P PP PPPPPPPPPPPPPP PD-5
PINK SHPS = Al VERICIES ...ttt e e oo ettt e e e e e e e et ettt e e e e e e et e e e s et e s aeeeeee e e s e taa e eeaaaeeessstaaaseeeaeeesnntannnnns CC-7
(e TS TS 1Y o) 1T 1 PP PD-2
Places of Public Accommodation, Tenant Improvements — Building Plans and Construction Documents — Finalled..................... CD-1
Plan Checks fOr BUIIAING PEIMIILS .......cccoiiiiiiiiii oo e e e e e e e e e e e et et e e e e e e e et e e ettt e e eeeeeeeeeas et e seeeaeessasssan s saeaeeesssrrannnnss PW-4
Planned Developments (PD), Planning Project Files — Approved Permanent Entitlements...........cccoooeeeiiiiiiiiiiiii e, CD-6
Planning Commission AGENDAS & AGENDA PACKETS ...ttt ettt e s e e e e e e et a e s e e e e e e eaaattaaseeeeaeeennennnns CD-7
Planning Commission MINUTES & RESOULTIONS (COPIES) ...civeuutiiiiiiieeiiieeiiiiee s e e e e e e ettt e s e e e e e e e e ettt s e e e e aessesastbasseeeaesesentaannans CD-8
Planning CommMISSION MINUEES (COPIES) . teiiuuuuii e eeei ettt e e ettt e e e e e et e eatta e e e e e eeeeeeeta e eeeaeeeeaeenn e e eeeaeeeensennnaaeeeeeeeeenannnnnns Cw-8
Planning COMMUSSION IMINMUEES ........ovitiiiiiiiiiiiiiiiei ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e e et et et et eeteeeeeeeeeeeeeees CC-6
Planning CoOmMMISSION RESOIULIONS ........etittiiiiiiiiiiiiiiiit ittt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et eeeeaeeeteeeeeeeeeeeeeees CC-7
Planning Commission Video / AUAIO RECOITINGS ... .oiiiiiiiiiiii ettt e e e e e ettt e e e e e e e e e e eaaae e e e e e eaeeeeaeta e e e eeeaeeeennnnnnnnns CD-8
Planning Project Files — Approved Permanent ENtitleMENTS.........ooiiiiiiiiiiiiiiiiiii e CD-6
e Eo Vo a1 aTo ST (0 Lo 11T PP PP PP PPPPPPPPPPPPI CD-7
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[ £ o 1T PP PP PP PPPPPPPPPPPPPP CD-6 — CD-8

Plans & Maps: Planning Project Files — Approved Permanent ENtitleMents ... CD-6
Plans and Record Drawings, Large-Format Drawings, Capital Improvement Project "As-Built", Base Maps .............ccceevvvvvvvnnnnn. PW-2
Police Employees & Volunteers (SUCCESSFUL) — Background File..........ooiiiiiiiiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeee et PD-1
L0 [Tt Y ST I = 1 = o T T = PSP PD-10
Police Service Dogs) Program Files / Training Files: ANIMal FIlES ......ccoiii i e e e e aa s PD-4
Policies: Reference Materials — Produced by Other DePartMENTS ........ooviiiiiiiiiiiiiiiiiiie ettt CW-10
Policies: Reference Materials — Produced by OutSide OrganiZatiONsS ..........ceviiiiiiiiiiiiiiiiiiiiiiieiie ettt CW-10
Policies: Reference Materials — Produced by YOUT DEPAITMENT .....uuui i ii it e e e e e e e et s e e e e e e e eeraaaaas CW-10
0122 1] S = 1= PP PPPPPPPPPP PW-10 — PW-12
POWET POINT PrESENTALIONS . ..oiiiiiiiiiiiii e e e ittt e e e e ettt e s e e e e et e eeatta et e e e aeeeeeaets s s eeeeeeeesets s seeaeeeeessts e aeeaeeeesssssnnaseeeeeeesnnnsnnnnns CM-1
POWETIPOINT PrESENTALIONS ....iiiiiiiiiiiiiiiiiiiiiiiiii ittt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et e et e ettt e e et e e e e et et e e et e e e et e e et e eeeaeaeeeeeeeeeaeeeeeeeees Cw-11
Pre-Applications / Preliminary REVIEW FIlE ........ et e e e e e ettt e e e e e e e e e e e ettt e e e e eaaeeesaatbaaasaeaeeeesanrrannnns CD-8
Precinct Maps: Elections — General, Working or AdminisStration FIlES ..........oouiiiiiiiiiiiiiiiiiieeeeeee e CC-5
Pre-employment Medical Clearances - Personnel Files - Medical File (all employees) .........coovvvviiiiiiiiiiiiiiiiiiiiiiiiiiieeieeeeeeee HR-4
Preliminary REVIEW FFlE .......ccoo oot s e e oo ettt e e e e e e e e e e ettt e e e e e e e e e e e s et e e eeeeeeeeesetaa s eaaaeeessstsanaseeaeeeessnrannnnns CD-8
Preliminary StUAIES / PrOJECT ASSESSIMENTS ......uiiiiiiiiiiiiiiiii e e e e e et ettt e et e e e e e e e e et e s e eeeaeeeesata s aeeaaeeeesteaa s aaeeaeessattsnnaasaeaaeeessrnnnnnnss PW-3
PrESS REICASES (PONICE) ....ciiiiiiiiiiiiiiiiiiitiee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et e ee et ee e et e eeeeeeeeeeeees PD-2
Press ReleaSeS / PUDIIC REIALIONS. ..........uuiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt e ettt et e et e e ettt et et eeeeeeeeeeeeeeaeeeaeeeeaeeeeeeees Cw-9
Pre-Trip Inspections / DOT Program / CHP Inspections / Vehicle Safety Checks / Daily Vehicle Inspections .............cccccevvvvvnnnnn. PW-6
Private Development Projects / Job Files: Administration File / Construction INSPECHION .........covvvvviiiiiiiiiiiiiiiiiiiieieieeeeeeeeeeeeeeeeee PW-4
Private Development Projects / Job Files: Permanent FilES ........ooooiiiiiiiiiiiiiiiiiiieeeeeeeee ettt PW-4
AV SR B oAV =T (0] o 41T o | PRSP PW-2 - PW-4
Procedures & Regulations: CDBG / Reimbursable Claims — SUCCESSTUl REPOITS..........cvvviiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee e CD-4
Procedures & Regulations: Grants / Reimbursable Claims — SUCCESSTUI REPOITS .........covviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeee e CD-4
Procedures: Reference Materials — Produced by Other DEPartMENtS .......coouiiiiiiiii i e e e e ae s CW-10
Procedures: Reference Materials — Produced by Outside OrganiZationNS.........ccciieeeiiiieiiiiiiee et e e e e eaaraa s CW-10
Procedures: Reference Materials — Produced by YOUT DePartMeENT.........ouviiiiiiiiiiiiiiiiiiiiiiiiieieeee ettt CW-10
Program Rules: CDBG / Reimbursable Claims — SUCCESSTUI REPOIS .......ccoiiiiiiiiiie e e e ea s CD-4
Program Rules: Grants / Reimbursable Claims — SUCCESSTUI REPOITS.......cooiiiiiiiii e e CD-4
Programs, SUDJECT & ISSUES ......ooeiiiiiiiiiiiiiiiiiieeie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et et ettt ettt e eeeeeeeeeeeees CM-1
Progress meetings - Capital Improvement Projects (CIP): AdmiInistration File ... PW-1
Project Administration: Agreements & Contracts — AdmMIiNISTrative FIlES ... e CW-2
o[ N ESTS] 4[] o T PP P PP PPPPPPPPPPPP PW-3
Project Schedules - Capital Improvement Projects (CIP): AdmINIiStration File .............covviiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee PW-1
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Project Schedules: Agreements & Contracts — AdMINISIrativVe FIlES .......oooviiiiiiiiiiiiiiiieeeeeeeeee e CW-2

Projects, Programs, SUDJECE & ISSUEBS .......coouiiiiiii it e e e e e e e ettt e e e e e e e e e e ettt e e e eeaee e e e e e ta e eeaaaeeessstaa s seeaeeeeensnnnnnnns CM-1
Proofs of Publications and Public Hearing NOUICES: NOUCES ........cceuiiiiiii e e e e e e e e e e e e et s e e e e e e eerraaa s Cw-9
Prop. 218 proceedings - Assessment District Ballots, Protest Letters, & ENVEIOPES ........ooovvvviviiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeeeee CC-4
o]l g g Vo (=T oot oo L PP PP PPPPPPPPPPPPP PD-5
01T YA N Y To [T Lo = PP PD-5
o] oT=T 4 A U (o 1 0] o PP PPPPPPPPPPPPPPPI PD-5
Property DAmMaAQE REPOIS ......ocoeeriiiiiieeeeiiieei e e et ettt e e e et e e e e st e e e e et e eee s s e e e e et e eeee e R e e e e e et e e e e E R R e e e e et e e e e nE R e e e e e e e e nnrrn s CC-8
Property Management Plans, OVErSIGNE PIANS ... e e e e e e e ettt a e e e e e e e e e e ae b e s e eeeeeeeenraannans CD-4
PrOPOSAIS UNSUCCESSTUL. .. . it e e e e e e e ettt e e e e e e e e e eetta e e eeee e e e et taa e aeeaaeeeesseaa e saeeaeessasstnnasaeaeeeessrnnannnns Cw-3
Proposals, RFP Files / Bid Files: Unsuccessful Bids or Unsuccessful Proposals, NOtICING ..........ccuvvviiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee CC-7
PrOPOSAIS, SUCCESSTUL ..uuiiiiiiiiieeiie sttt e e e e e e ettt e e e e e e e e e e e et e e e e eeee e e e e et e aeeaeeeessseaan e aaeeaeeesesssnnasaeaeeessssnannnnss CWwW-2
Protest Letters, & ENvelopes - Prop. 218 PrOCEEMINGS ...uuuuiiiiiiiiiiiiiiiie st e e e e ettt ie e s e e e e e e e e ettt e e s e e e e e e eea ettt e s eaaaeaeaastaaasaeaeeeessnrnannnns CC-4
Public Hearing Notices / Legal Advertising / Affidavits of Posting / Affidavits of Publications............cccccceeiii i, Cw-1
Public Hearing Notices and Proofs Of PUDIICAtIONS: NOTICES ..........uviiiiiiiiiiiiiiiiiiiieii ettt ettt CW-9
Public Noticing: Planning Project Files — Approved Permanent ENtitleMeENntsS ... CD-6
Public Records Requests / REQUESE FOr RECOIUS .........ouuiiiiiiii e e e e et e s e e e e e e e e e ettt e e e e e aaeae ettt e e s eeeeeeeeraraannnns CC-7
PUDIIC REIAIONS / PrESS REIEBASES. .. .. it ieiiieeieeiiei ettt oottt e e e e e e et e ettt a et e e e eeeeeeeta s eeeeeeeeeaseaaaaeaeeeeeeeasss s naaeeeneeessnnnnnnss Cw-9
Punch Lists - Capital Improvement Projects (CIP): Administration File ..............ooiiiiiiiiie e PW-1
T od T2 RS @ {0 =T PP FIN-5
PUrchase Orders / REQUISITIONS ........ouiiiiiiiiiiiiiiiiiiiiiteee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt etee et eeeeeeeeeeees Cw-9
PW-110perations & Maintenance Manuals / O & M MANUAIS ..........ooiiiiiiiiiiiiiiiiiiiiiii ettt PW-11
Q

Quarterly Payroll Tax Returns / OASDI, Federal Tax Deposits, AJUSIMENTS, ETC. ......cooeiiiieeee e FIN-8
Questionnaires / SUINVEYS — That the Cily ISSUEBS ... .o Cw-11
R

Radar Calibration Records — Traffile CONIIOI...........uviiiiiiiiiiiiiiiiiiieee ettt ettt ettt e et et e et e e e e e ee e e e e et aeateaeeeeeeeeeeees PD-4
e aTe [ @ LU {1 Tor= i o] o E S PP PPPPPPPPPPPPPPPI PD-4
Rate STUAIES (SEWET / WALEE FEES, BTC.) .iiiiiiiiii i i it e et e e ettt e e e e e e e e et et e s e e e eeeeee ettt e eeeeeee e e s e taa s seeeaeessastsanssaeeaeeessrtannnnns FIN-1
Reading File: CorreSpONAENCE — ROULINE. ... ... i ettt oo e e e e et e ettt e e e e e e e e e eaete e e e eeaeeeeneann e e eeeeeeeeeennnnnnss CWwW-5
Real Estate Appraisal Reports — Property NOT Purchased, Loans NOt FUNAEd.............ouuueiiiiiiiiiieecee e CW-10
Real Estate Appraisal Reports — Purchased Property, FUNAEd LOGNS .........cooiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee e CWwW-10
Real Estate Appraisals - Capital Improvement Projects (CIP): Administration File ... PW-1
Recall or Referendum: EIECHONS — PEULIONS .......ciiiiiiiieiiiiiie e e e e e e et e e ettt a s e e e eaeeeeatta e s s e e aeeeeaastaa e s aeeeeeeeannnnnnnns CC-6
Reconciliations, Registers, Transaction Histories, Balance Sheets, Revenue & Expenditure Reports, etC .......cccccvvvvvvviiiiiiinnnnnn. FIN-5
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Record Drawings, Large-Format Drawings, Capital Improvement Project "As-Built", Base Maps .......cccoovvvvvviiiiiiiiinieeeeeeeeiiiin. PW-2

Recorded Documents: ALL - Deeds, Easements, Rights of Way, Notices of Completion, Recorded Agreements ...............c........ CC-7
[y=Toto] o [TaTe T AN B 1 11 0l @11 YA O o 11 ]  od | PP CC-7
Recordings - VIDEQO Of CitY COUNCI| ....vviiiiiiiiiiiiiiiiiiieiee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ee ettt eeeeeeeeeeeeeeeeeeeeeeeeeeees CC-7
Recordings, Video — Parks, Parking LOtS, PUDIIC AFEAS ......ciii i it e et e e s e e e e e e e ettt e e s e e e e e e e eeaatn e e e e eeeeeennennnns PD-12
Recordings, Video - Police Operations / BUildiNG SECUIILY ........ooeiiiiiiiii e e et s e e e e e e et e e e e e e e eereeaa s PD-12
Recordings, Video - Temporary HOIAING FACIHILY .......ooviiiiiiiiiiiiiiiiiiieie ettt ettt ettt e e PD-12
Recordings, Video / Audio — PIanning COMIMUSSION ........eeuiiiiiiiiiiiiiieeiiieeteeee ettt ettt ettt et ettt ettt ettt ettt ettt ettt ettt eeeeeteteeeet et eeeeteeeeeeeeeeeeeees CD-8
Recordings: Mobile Audio VIideo (MAV) RECOITINGS ....uuuuuiiiiieeii i e e et e e e e e e e e et et s e e e e e e e e e aatt e e s e eeaeeeassata s eeaeeesssrrrnnnns PD-10
Ly ToTo] o LS (o] o7 =) I PD-5 - PD-12
Records Destruction AUTNOMZAtION FOIMMS ......u. e e e e e e e e e e e e e et s e e e e e e e eatetaaseeeaaeeeeeees s aeaaaeeesesssnnaaseeaeeeeennnsnnnnns CC-7
Records Destruction Lists / Certificate of Records Destruction (COPIES)......cuuuiuiiiiieeiiiieiiie e e et e et e e e e e e aaraas CW-10
Recruitment - Board & Commission (Successful and UNSUCCESSTUI) .......ooiiiiiiiiiiii e Cw-3
ReCrUitMeENt @Nd TESHING Il .....oeeeiiiiiiiiiiiiiii ittt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt e e ettt e ee et et eeeeeees HR-4
Redevelopment AGENCY AQENUA PACKELS ........cuviiiiiiiiiiiiiiiiiieie ettt ettt et ettt ettt ettt e ettt ettt ettt e et e e ettt ettt e et e e e eeeeeeees CC-1
(4=To [V Y (o] o a =T A AN e [=T o Ty V1Y 1 10 1 (=TSSP CC-6
RedeVvelopment AQENCY RESOIULIONS..........oouiiiiii e e e e e e e e e e e et ettt e e e e eeeeee e e s tta s aeeaaeeesestaa e seeaaseessstsanaseeeeeeessnrannnnns CC-7
Redevelopment Long Range Property Management Plans, OVersight PIans ... CD-4
RedeVvelopmeENt PIANS (FINAIS) .....uuuiiii ittt e e e e e e e e et e et t e e e e e e e e e e e e e ta e eeeaeeeesseta e eeeaaeeessstaaaaseeaeeesssnraannnns CD-4
RedeVvelopment ProjECIS & PrOJECT ATBAS ....uuuuuii i i e e ieeiiiee et e e e ettt e e e e e e e e e e ettt e e e eeeeeeea sttt s aeeeeeeessetaa e aeaaeeeessstaaaasaeeaeeesnntannnnns CD-4
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals — Produced by Your Department..........ccccccvvvvvvvennennn. CWwW-10
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals — Produced by Other Departments ..........ccccccvvvvveeeen. CWwW-10
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals — Produced by Outside Organizations....................... Cw-10
Refund Detail / Cash Receipts Detail / Backup / Accounts Receivable Detall...............couvvviiiiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeee Cw-4
IRl gTo o o [T D=t oo ] | (PP P PP PPPPPPPPPPPPP CW-6
Registers, Transaction Histories, Balance Sheets, Revenue & Expenditure REPOIS, EIC ...uucviiiiiiiiiiiiiiiiiiie e FIN-5
REGISITANTIS: ArSON — AQUITS ... ittt e e oo e ettt ettt e e e e et et ettt e s eeeeee e e e s st s eeeeaeesasetaa s aeaaeeeessttan e aeeaeeessserannnnss PD-11
Registrants: Arson - Juveniles released from California Youth AUTNOIITY ...........cooviiiiiiiiiiiiiiiiiee PD-11
=T Y =Tl ST V=T (o0 i[O SPPPPTPPPRPR PD-11
Registrants: SeX OffENUEIS — AQUILS .....iiiiii e e e e e e e et r e e e et e e e e tt e e e e e ta e e e aaa e eeestnnseeeetnnseeeeannaerenenns PD-11
Registrants: SeX OffENUEIS — JUVENIIES ......ooiiiiiiiiiiiiiiiiieiie ettt ettt ettt ettt ettt ettt ettt et e et e e e et e e e e e eeeeeees PD-11
Regulations & Procedures: CDBG / Reimbursable Claims — SUCCESSTUl REPOITS.........covviiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee e CD-4
Regulations & Procedures: Grants / Reimbursable Claims — SucCessful REPOIS ..........ooiiiiiiiiiieeiieee e CD-4
Regulatory AQENCIES (EPA, DHS, BIC.) ..ottt ettt ettt ettt ettt ettt ettt ettt e et et et e et e e e et e eeeeeeeees PW-11
Regulatory Permits & Backgrounds (Solicitors, Massage, TaXi, BIC.) ....iuiiiiiiiiiiiiiiiiiiiiiiiie ettt ettt e e PD-2
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R CCTo U] E= 0] A =T oo £ PP PPPPPPPPPPPPPI PW-11

LT 0= o] A =T o Lo i PP PW-9
Reimbursable ClaimsS / GrantS (COPIES) .....euuuuuuuiiiieeeiiieetiiii s e e e e ettt ea e e e e eee e e e et ataeeaaeeeasteaataeaaeeeetetaa s aaeaaeessattsnnaasaeaeesessrnnnnnnss Cw-7
ReiMBDUIrsSEmMENT FEMA [ OES ... ittt e e e e ettt ettt e s e e e ee e et etta e e e eeeeeeeesan e e e aeeeeeatesaaaaeeeeeeeensesnaaeeeaeeeesennnnnnnss FIN-3
Renewals - BUSINESS LICENSE & PEIMILS ....couiiiiiiii ittt e ettt r e e e e et et aeet e s e e e e e e e eeaats et s e e aaeeeeaetan e s eeeeeeeeannnnnnnns FIN 6
Reorganization Studies (for employee classifications and department StTUCIUIES) ..........cuvviiiiiiieeiiiiiiiiiie e e HR-1
Reports - CalPERS - Annual Valuation Reports, Actuarial Valuation REPOIS .........ooiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeee e FIN-8
Reports - Soil Reports, Geotechnical Reports, Botanical Reports, Traffic REPOITS, BLC ......uuiiiiiieiiiiiiiiee e CD-1
Reports and Studies — Historically Significant, ZoniNg STUAIES...........ciii i e e e e e e e e e eeraas Cw-11
Reports and Studies — Other Than Historically Significant Reports, AnnNual REPOIMS ..........coiiiiiiiiiiiiicie e Cw-11
Reports to Grand Funding Agencies: CDBG / Reimbursable Claims — Successful REPOIS ........coovvvviiiiiiiiii e CD-4
Reports to Grand Funding Agencies: Grants / Reimbursable Claims — Successful REPOIS.........cooovvviiiiiiiieeiiiiceee e, CD-4
Reports, Subsidiary Ledgers, Reconciliations, Registers, Transaction Histories, Balance Sheets..........c...cccvvvvviiiieiii e, FIN-5
Reports: Annual State or Federal: State Controller's Report, Local Government Compensation Report, Gas Tax .........cccceee.... FIN-5
Reports: Annual State or Federal: State Controller's Report, Local Government Compensation Report, Gas Tax .........ccccceee.... FIN-5
[y 0T T e =T 11 o [T To AN od 111/ USRI CD-2
REPOSSESSION NOUICES. ... i eiiieiiiiie et e e et ee e e e e e e e e ettt et e e e e e et e ee et e e eeeeaee e e et saa e eeaeee e s st aaa s aeaaeesessssan s aeaaeeesssesannseeaneeessnrsnnnnss PD-11
Lo UL T i o] g =Yoo o L PP PP PPPPPPPPPPPPI CC-7
Requests & Permissions to Receive CopIS Of PIANS..........cii it e e e e e e e e e e e e e e e aara s CD-2
Requests / Government OUIreach - CRM DATABASE ...t e e e e e e et a e s e e e e e e e e et e s e eeeeeeerraaaaans Cw-4
Requests from Other Cities: Correspondence — Transitory / Preliminary Drafts ... CW-6
[ =To [U 1] (o] o PP PPPPPPPPPPPPPPPP Cw-9
RESEINVOIIS, TANKS = VIHBOS & PROIOS ....ienieeeeeeeee e e et et ettt ettt e e e e e e e e e e e eenaees PW-12
o] [V [o] o SR O 1V @ 18 [od| I (@ 0] o 1= 2] PP PP PP P PP PP PPPPPPPPPPP Cw-11
Resolutions — Planning COMMISSION (COPIES) ...vvtrtttttiiiiiiiieittttettetteee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et eeeeeeeteteeeeteeeeeeeeeeeeeees CD-8
Resolutions: City Council, Planning Commission, Oversight Board, Redevelopment AQENCY .........oouuiiiiiiiieeiiiieiiiiiee e CC-7
Respirator Fit Tests - Personnel Files - Medical File (all EMPIOYEES) .....ccooiiiiiiie e e HR-4
Retirement Annual Valuation Reports, Actuarial Valuation REPOITS .........ooviiiiiiiiiiiiiiiiiiiiiie ettt FIN-9
RetUrNed ChECKS / NS CRECKS ......ooiiiiiiiiiiiiiiiiieeeeee ettt ettt ettt ettt ettt ettt ettt ettt et e eeeeeeeeeeeeeeaeeeeaeaeeeeees FIN-5
Revenue - Our Invoices to Outside Entities, Transient OCCUPANCY TaX (TOT) ..uuuiiiiiiriiiiiiiiae e e e e e eeeeeenes FIN-1
Revenue & EXPENItUIE REPOITS, BIC ......oiiiiiiiiiiiiiiiiiiiiiiiitte ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et e et e et eeeeeaeeeeeeeeeeeees FIN-5
RFIs & Responses - Capital Improvement Projects (CIP): AdmiInistration File ... PW-1
RFP Files / Bid Files: Unsuccessful Bids or Unsuccessful Proposals, NOUCING ........ccoiiiiiiiiiiiiieeee e CC-7
e PPN CW-2
(o (=R (o T g o AV =TV =] £ PP P PP PPPPPPPPPPPPI PD-4
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RIGNES OF WY ...t e e oo e e e e bt e et e e e e e e e e e e s b e e s et e e e e e e e e bbb s e e e e e e e e e e s ssbb b e e e e e e e e e e e s asnnnnees CC-7

1T S Y= T T= Vo 1T 41T o | PP CC-7-CC-8
S

Safety & Ethics Training: Training — All COUISE RECOIUS ... Cw-12
Safety Checks / Daily Vehicle Inspections / Daily EQUIPMENt CRECKS .......ccooiiiiii e PW-6
Y= 1 1= 0 @0 .41 0.1 L= = PSSR HR-4
Safety Data Sheet (MSDS) / Chemical USE REPOI FOIM ... ..o Cw-8
Sample Ballot: Elections — General, Working or Administration FileS ... CC-5
Sample Ballot: EIECHONS — HISTOTICA ......u.ii i e e e et e e e e e e e e e e e ettt e s s e eeee e e e sttt e aeeaaeeeesstannaaaeaeeesnnnes CC-6
Sanitary SpPills aNd OVEMIOWS (SSOS) ..uuuuiiii ittt e e e ettt ee e e e e e et e e ettt e s eeeae e e e s ettt s seaaaeeesesstaaaeaaaaeesssssnnnaaaeaeeeennnes PW-9
SCADA Database (Water) (Supervisory Control and Data ACQUISITION) ......ccooieieiiiieeeie e PW-11
SCADA DAtabase / HISTOMAN ... e e e e e e e e e e e e e e s e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaaans PW-9
SDS (Safety Data Sheet) / Chemical USE REPOI FOIMN........ouiiiiiii i e e e e e et ee e e e e e e et e e ettt s s e aaeaeesesttaaaaeaeeaensens Cw-8
Sealed Adult, Juvenile and Ward Cases - Crime Reports / INCIAENt REPOIS .......ccoii e PD-9
Serious Felonies - Crime RePOrtS / INCIAENT REPOIS .......cciiiieiieeeee e a s PD-6
Service REQUESES - CIMMS DaAtaase. ... ..o i i e e e e e e e e ettt e e e e e e e e e e ettt e e e eeaeeesastta s saaeeaeesssstnnnaaeaeeeesnens PW-5
Service REQUESES - CIMMS DaAtaase. ... ..o i i e e e e e e e e ettt e e e e e e e e e e ettt e e e eeaeeesastta s saaeeaeesssstnnnaaeaeeeesnens PW-8
Service Requests - entered iN CMMS Database ........ccoooiiiiiiiee e PW-5
Service Requests - entered iN CMMS Database ..........ccooiiiiiiiiiii e s e e e e e e et s s e e e e e e e eaata s s aeaeaeaennns PW-8
Service Requests - NOT entered in CMMS Database........couuuuiiiiiiiiii et e e e e e s e e e e e e et e e s e e e e e e eeasttaaeaeaeeeannens PW-5
Service Requests - NOT entered in CMMS Database ........ccooiiiiiiiieeeeee e PW-8
Sewage Sludge Handling Logs and Weigh Tickets / Reading & SIUAQE LOGS ....cccooiiiiiiiiieeeeee e PW-8
Sewer / Wastewater TreatMeENt PIANT. ... ...ccoooiiiiiee e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaas PW-8 — PW-9
SEWET RALE STUMIES .. .iiiieiiiiiiiii ettt e e e e e ettt ettt s e e eeeeeeatts e aeeaeeeeests s aaeaeeeeseses s aeaeeeeeesssnnaeaaeeeesesssnnnnsaeaneeesnnes FIN-1
Sewer System Management PIans (SSMP) @nd AUITS ......coooiiiiiiioooeeee e PW-10
Sex Crimes / Child Abuse / Felony DNA / Fatal Collisions - Crime Reports / InCident REPOMS ......cccoeeviiiiiiiiiiiiie e, PD-6
SeX OffeNders — AQUILS - REGISITANTS .....uuuii i e e e e et e e e e e e e e e e ettt e e e eeeeee e e as et e eeeeeeeessstaanasaeaaeeesssrtanaaaaaaees PD-11
SeX OffeNders — JUVENIIES - REGISTIANTS ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeas PD-11
SFR (Single Family Residential) and Appurtenances — Building Plans and Construction Documents - Finalled............................ CD-2
Shut Off LIStS / TUIM ONS TUIM OFfS .ottt ettt e e ettt oo e e e e e e e ettt e e e e e eeeeeeatte e e e eeeeeeeaaaan e eaeaeeeeensnnnnaaaeaaeeennnes FIN-7
(o [ g =T o T (S o =T 1 T £ TP PW-3
T (o gAY o] o1 (0 1V = | TP CD-8
S (o ST =T g oY) = 1Y =T 0 11 KPS EPUPPRRR CD-7
SO A UGS ..o FIN-1
Single Family Residential (SFR) and Appurtenances — Building Plans and Construction Documents - Finalled........................... CD-2
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Site Plans, Planning Project Files — Approved Permanent Entitlements ... CD-6

Sludge Handling Logs and Weigh Tickets / Reading & SIUAQE LOUS ...ovvvuuiiiiieiiiiieiiiis ettt st e e e ettt s s e e e e e e e e aataa s s e e aeaeannnes PW-8
Social Media that Does Not Have a Material Impact on the Conduct of BUSINESS: ......ciiiiiiiiiiiiiiieie e CW-6
Soil Reports - Capital Improvement Projects (CIP): Permanent File ... PW-1
Yo | =T o o] 4 £ TP PP PP TPTRTPPPPN CD-2
Soil Reports, Geotechnical Reports, Botanical Reports, Traffic REPOIS, EIC .......couviiiiiiii e CD-1
Soil Reports; Hydrology Reports (Authored on behalf of the City) ..o PW-3
Speaker Slips: Correspondence — Transitory / Preliminary DraftS ... CW-6
SPECIAI EVENEIS / OPS PlAN.....uuii it e e e ettt e s e e e e et et e ettt e e eeeeae e e et s st s eeeeeee e e st aaa e aeeeeessssssnnnsaaaeeesessssnnnasaeaeeeennnns PD-4
Special Projects / SUDJECE FIlES [ ISSUER FIIES .......ooeiiiiei e e e e e e e e et a e e e e e e e e e e et a e e e e aeeesanrtaaaaaeaeas Cw-11
ST L=TolF= S] (0o [T TP TTTTTPPPP CD-8
SPECIfiC Plans, LANG USE PIANS, BIC. ...uuuuiiii ittt et e e e e ettt e e s e e e e e e e e ettt e s s eeeaee e e ettt s seeaeeesesstaan s eeaaeeesssssnnaseaaeeesnnnes CD-7
Specifications - Job Descriptions / Classification SPECIfiCAtIONS ..........coiiiiiiiiii e e e e e et eeeaeeanees HR-3
Specifications & Addenda - Capital Improvement Projects (CIP): Permanent File ... PW-1
Speech NOtES / POWET POINT PrESENTATIONS ......ciiiiiiieiieeeeeee e a e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaeas CM-1
Speech Notes / POWEIPOINT PrESENTALIONS ........coouiiiiiiii e e e e e e e e e e e e e et a e e e e e e e ee e ettt e e e eeeaeeeeastaa s aeaaeeeesnrtanaaaaaaes Cw-11
Speed SUIVEYS / STOP SION WAITANES ...uuuuiiieeiiiiiiiiiii s e e e e e ettt ie e s e e e e e e e ettt aaeeeeeaeeeeetta s aeeaesee s sttt aaaaaeeesssstannsaaasesesssssnnnssaeaeeeesnnes PW-5
SSMP - Sewer System Management Plans @nd AUGIES ......ccoooiiiiieeeeeeee e PW-10
SSOs - Sanitary SPIlls AN OVEITIOWS ........iii ot e e e e et e e e e eee e e ee et t i a e e e eeeeee s ettt seaaaaeessssannnaaaeaneeennnns PW-9
Staff Reports / Agenda Packets — City COUNCIl, (COPIES) ....cuuuuuuiiiiieiiiiiiiiiie e et e e e e e e ettt ee e s e e e e e e e e e st e et e eaaasssasttaasaaeaeeesssnes Cw-1
Staff Reports: Planning Project Files — Approved Permanent Entitlements ... CD-6
State Controller's Report, Local Government Compensation REPOIT, GaAs TaX ...ccceeeieieiiiieieeeee e FIN-5
Statements, Bank, Trustee, Fiscal AgeNnt, INVESIMENT, BIC. ....uuuiii i ee e e e e e et ea s e e e e e e e e e et b e e s e aaaasesessaaaaaaeaeeeesnens FIN-2
STOP SIGN WAITANTS ... e e e e oo e e e e oo oo 4o o444 e o4 o4 oo oo 44 e 4 oo oo oo oo oo oo oo oo oo oo e oo e e e e oo e e e oo oo e oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaas PW-5
RS (0 1 41V L] USSP PW-6 — PW-7
Stormwater: NPDES MONITOINNG REPOIS ... .cciiiiiiiiiiiii it e et e e e e e e e e e e e et et aeeaetee e ettt s saaeaeeesesttaaaeaaeesesssssnnnasaeaaeeasnnns PW-7
SEOMMWALET: NP DES PeIMILS ...t e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaaaaaaaaens PW-7
Y == =T 0 PSSP PW-3
) (== I =T 00 P FIN-5
Street Sweeping, Catch Basin ClEaNING, ©TC. ....ouuuuuiii it e ettt e e e e e et e e eaete e e e e e eaeeeaaean e e e aaaeeeeessnnnaaaeaaeeennnes PW-6
Y 1 L=TC S I (=TT PP PW-7 — PW-8
Stubs (if not combined with Cash ReQISIEr BACKUDPS) .....iiiiiieiiieeeeee e FIN-7
Studies - Capital Improvement Projects (CIP): Permanent File ...t e e e e et e e e e e eeeeees PW-1
Studies & Surveys Conducted on Behalf of the City (Sick Leave, Attrition, Benefits, €1C.) ...coooveeeiiiiiiii, HR-4
Studies and Reports — Historically Significant, ZONING STUAIES .......ccoooiiiiiieieeeee e Cw-11
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Studies and Reports — Other Than Historically Significant Reports, Annual REPOITS ........ccooiiiiiiiee e Cw-11

SUDIVISION BONAS, LEIMEIS Of CrEAIT ...ivuieniieiie ettt ettt e ettt et s ea et a et e s ear et s ta s e et ea s et s e e s et se et e s s e s se s seasesnsessessesnsesaserarernres CC-3
SUDJECE & ISSUBS ...uuiiieiiiieiiiii e st e et e e oo e e ettt s e e e ee e e e et e ta e eeeeaeeeeetta s eeeaeeeseessan e aeeeeeee st ea s aeaeeeesessennnaaeaeeeeesssnnnnasaeaeeesnnnes CM-1
Subject Files / ISSUE FIlES / SPECIAI PTOJECES ... e e e e e e e e e e e e e e e e e e Cw-11
Submittals - Capital Improvement Projects (CIP): Permanent File ... PW-1
Subpoenas (Personal AppearanCe OF DUCES TECUIM) .....cciiiiiiiiiiiii s e e ee ettt s e e e e e e e e et ea e e e e e e e e e e aet s s e eaaeeeeaataaaaaaaaeeeessrtaaaaaeaaees PD-12
T8 o] ofo =T g F= Lo RS Te o] 0 K] TP PT PP PP TPPTTTP PD-12
10 o] ofe =T o F= TS AU 1 411 10 o - S TP PPTTTTTPPPP CC-7
Subsidiary Ledgers, Reconciliations, Registers, Transaction Histories, Balance Sheets, Revenue & Expenditure Reports, etc. .. FIN-5
Successful Candidates: Campaign Filings (FPPCA400 SErES FOIMMS) ......uuuiiiiieeiiieeiiiie e e e ettt ie s s e e e e e e e aatea s s e e e e e e eesseaa e e aeaeeeeannes CC-4
Successful Proposal - Capital Improvement Projects (CIP): Permanent File ... PW-1
SUCCESSTUI PIOPOSAIS ...ttt e s et e e ettt e e e e e e e e e e ettt e eeeeeee e e et ta s eeeaeeeessetaa s eeaaeeesssstannnaaaeaeesssssnnnaaeaneeennnns Cw-2
SUCCESSON AQENCY IMINULES .....uuiiiei e e e e et e e e e e e e e e e ettt e e e e eeee e e et e et e eeeeeee e e et taa e aeeeesesssaa s aeaeesssssssnnnaaeaeessssssnnnaaaaeaeeesnnnes CC-6
SUCCESSOr AQENCY AGENUA PACKETS. ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaas CC-1
Y001 10 1 OO P PR UPPPRTRPPPPIN CcC-7
Supply Inventories: Correspondence — Transitory / Preliminary DraftS ... CW-6
Surveys - Capital Improvement Projects (CIP): Permanent File ..ot e e e e e et s e e e e e e eanees PW-1
Surveys - Preliminary StUdIES / PrOJECT ASSESSIMEINTS ... e e e e e e e e e e e e e e e e e e e e e e e aaaens PW-3
SUNVEYS & StUAIES - COMPENSALION ...oeuvuiiiiiiee e iieii e e e e e e e e e ettt ea e e e eeeeeeee ettt aeeaaeeeatttaaaaaaaeesesttaanaaaeessssstsnnnaaeaeessssssnnnnaaaeaeeesnnnes HR-1
Surveys / QUESHIONNAITES — Tat the CItY ISSUBS .....uuuii i e e e e e e e e e ettt e e e e e e e e e e easta e e eeeaeeesesrtaaaeaeaeas Cw-11
T

Tailgate TraiNING MEELINGS) ... e eeeiieeiiiiiie et e ettt e s e e e e ettt e et e e s e eeaeeeeattae e aaeeeeeeeestsaaaaeaeeesesss s aeaaeeesssssnnseeaneeesssnsnnnnseeaaeeennnes CW-12
Taste / Visual COMPIAINTS (WALET) ...ccoeeieeeeeeeeee e e e e e e e e e e as PW-10
TaX DEPOSILS, AQJUSTMENTS, BIC ..iiiiiiiiiiii et e et e e ettt e e e e e e e et e eatttaaaeeeeee et aatta s aaeaeeeeesesa s aeaaeeeessssnnn s aeaaeesessssnnnanaaeeneeesnnes FIN-8
Tax Returns / OASDI, Federal Tax Deposits, AQJUSTMENTS, BLC. ...ciiiiiiiiiiiiii e s e e e e e ettt aa s s e e eeeeeeeaeaaaaaeaeeeennnes FIN-8
Telephone Messages: Correspondence — Transitory / Preliminary Drafts ... CW-6
Temporary CONSITUCTION PEIMIILS .......uuuiii i e e et e e e e e e e ettt e e e e e eee e e e ettt e e eeeaee e e e st ta s aeeaeeesssstannaeaaseesssssnnnaaaaaeeesnnnes PW-3
Temporary ENCroaChMENt PEIMILS ......coooiiiiiiieeeeee e CD-7
TempPOorary HOIAING FACIIILY ........cooooiiiiiiii it e e e e e e ettt e e e e e e e e e ettt e s eeeee e e e e e taaa e aeaaeesasstaanaaeeeaesssnsssnnnaaaaneeennnes PD-12
BLIC=T 0] oT0] = 1 Y2 T | PSP CD-7
TeMPOTArY USE PeIMNILS ..o CD-7
Tenant Improvements, Places of Public Accommodation — Building Plans and Construction Documents — Finalled .................... CD-1
Tentative Subdivisions, Planning Project Files — Approved Permanent Entitlements ... CD-6
Text Messages: Correspondence — Transitory / Preliminary DraftS ..., CW-6
Thank Yous: Correspondence — Transitory / Preliminary DraflS ... CW-6
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Those Not Required to File Original With City Clerk: Campaign Filings (FPPC400 Series Forms) — (COPI€Ss) .......ccovvveveeeeeeeeeeeeenn. CC-4

LI LTSI Or= T S (oo 1= PRSPPI Cw-11
TIME CArdS / TIME SNEELS ... FIN-9
Time Off REQUESLES / LEAVE REQUESTS.......coi et a e e e e e e e e e e e e e Cw-7
LI TSI T PRSPPI FIN-9
TimMeE ShEELS / TIME CArTS (COPIES) .evrruuuuiiieeiiieiitii it e e e e e et ettt eaa e e eeaeeeaattt e taaeateeaattaa s aeaaeeessttaaaasaeaaeesssssnanasaeeeeeesssnnnnaaaaeeeeennnes Cw-11
Title 24 / ENErgy CalCUIALIONS ... .cooeieieeeeeeeeee oo e e e e e e e e e e e e e e e e e CD-2
11O TR FIN-1
BI0 1TV [T U o TSP PD-9
L= 10 01 = T 0 1SRN PW-3
L= 10 L 1T 1= PSSP FIN-4
Traffic COllISION REPOIS ....uuuiiiieeeieeeiie e e e e et et e e e e e e e et e et e e e e eeeeeeee e et s taeeaeeese st taa e aeaaesessesana s aeaaesesssssannnsaeaasesssssssnnssaeaneeennnes PW-4
THAIIC COMMUILEEE. ... oo oo oo oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaas PW-4
Traffic Congestion Management Plans / Transportation PIANS ... PW-4
LIz Ui ToR O 0T 1 0] B == 1 o 11 £ PSSP PW-3
Traffic Control: Radar Calibration RECOIAS ..........ooo i PD-4
THAIFIC COUNLS ..o e e e e e e e PW-5
Traffic INVESHIGALION REPOITS ... e e e e e e e e e e e e e e e e e e e PW-5
QI Lo =] o 1 £ USSP CD-1
Traffic Speed SUIVEYS / STOP SIgN WAITANES ....ouiiiiiii i e e e ee e e e e e e e e e e e et et e e eaeeeeat et s e e aeaaeeesssstaa e aeaaeesssssssnnnsaaeaeeeannnns PW-5
TraiNiNg — All COUTSE RECOTUS .. .o CW-12
TrAINING (PONCE) ... PD-4 — PD-5
TrainiNg BUIIELING ... e s e oo et e e e e e e e e et eeeta e eeeeeeee e et ta s eeaaeeeeesetaa e eaaeesssstsan s aaeaeeesesstannsaeeaeeessssnnnnnns PD-5
Transaction Histories, Balance Sheets, Revenue & Expenditure REPOITS, €IC ....coooviiiiiiiiiiiiee e FIN-5
Transcripts / Certificates of Participations (COPS) / BONGS .......coooiiiiii e FIN-2
TranSieNt OCCUPANCY TAX (TOT ) ..iiiiiiiuii i i i e et ittt iiie s e e e e ettt e e e e e e eee e e e ettt aeeeaaete e e st ta e aaaeesessstanaaeaaesesssssannnsaaaasessssstnnnaaaaaaeeeesnnes FIN-1
Transmittal Letters: Correspondence — Transitory / Preliminary DraftS.........oooiiiii i eanens CW-6
Transportation AUAILS, PERS AUIL, ©IC. ....ciiiiiiiiiiiii ittt e e e e et ettt e s s e e e ee e e eatata s e aeaaeeeeessta i asaeaaaeeesssssnnaaaeaneeesnnes FIN-2
TransSPortation MASIEE PIANS .......oooiiiiii ittt e e e e e ettt e e eee e et ettt e e eeeeee e e e sttt s aeeaeeeesssstaa s aeeaeessssssannasaaeaeeeennnes PW-3
B 15 o0 g ¢= U1 o] o T F= LSRRI PW-4
LI L] oo T4 = 11 o] o FO TP PW-4 — PW-5
Travel / CONFEIENCES (COPIES) .oiiieiieeie it e oo oo oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeas CM-1
Travel EXPeNSE REIMIDUISEIMENT ... ittt e e e ettt ettt e e e e e e et et eetta e e e e eeeeeeeeta e eeeaeeeeesssnn e aeeaeeeannssnnnaaaaaaaeennnnes FIN-1
Travel Reimbursement — All Backup Is Forwarded to FINANCe (COPIES) .....coeeiiiiieie e Cw-1
LRSI A oI 1 =T o £ T PP P TR PPRT PPN PW-7
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Trust Accounts / RefUNAADIE DEPOSILS ......ccoiiiiiiiiiiii e e e e e e e ettt e e e e e e e e ea et aeeeeaeeeeaseta e s aeaaaeesssstannsaaeaneeennnes CW-6
TIUSTEE STALEIMEINTS .. .iiiiiiiiii oottt oottt oo oo ettt ettt s e e e e et e ettt ba oo e e e ettt ettba e e oo e e e et ettt b a e e e e eeeeeeeebaaaa e eeeeeeeeeebbbnaaaeeeaaeennnes FIN-2
LT LT T 0T T PSP UEPRPPRRTN FIN-7
U

(008 e Ul T 0] g ¢ I OA T gL =] o Lo] 1 €SS PD-9
UNALTERABLE MEDIA (WORM / DVD-r / CD-I / BIUE RAY-R) ...eeiiiiiiiiiiiiiiiieiiieeeeeeeeeteee ettt e e e e e e e e e aeaeaeeaeaeeeeaaeaaeeeees IT-1
Undeliverable Envelopes: Correspondence — Transitory / Preliminary DraftS ... CW-6
UNAerground SEIVICE AlBITS (USA'S) ....iiiiiiiiiiiiii it e et ee e e e ettt e e e e e e et e e ettt e s s eeeee e et ettt e seeeaeeseastta s aeaaeeeessatanaaeeaeseessrrannnnns PW-10
UNAerground SEIVICE AlBITS (USA'S) ....iiiiiiiiiiiiii i e et ee e e e ettt s e e e e et e e ettt e et eeeee e e e ettt e seeeaees e e st e s aeaaeeeestatanaseeaeeeessrrannnnns PW-11
L oT1 7o) gl =1 W11 (o [ o T @ o [T S PP PP P PP PPPPPPPPPPPPP CD-2
Uniform Crime Reports (UCR) - SUMMANES (BCS) ....couuiiiiiiii i e ettt ee s e e e e e e et e s e e e e e e e e e ettt e e e e e e e e e e s ea bt e e seeaeeeessnraannans PD-9
Unsuccessful Bids or Unsuccessful Proposals, NOICING .....ciiiiiiiiiiiiiiiis et e e e e e et e s e e e e e e e e e e et e s e e e e e e eeaanaanaans CC-7
Unsuccessful Bids, Unsuccessful Proposals or RESPONSES 10 RFPS........cooiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee e CW-3
Unsuccessful Candidates: Campaign Filings (FPPC400 SEri€S FOIMIS) ......cuiiiiiiiiiiiiiiiiiiiiiiiiiiee ettt CC-4
UNSUCCESSIUl PrOPOSAIS, INOUICING ...uuiiiiiiiiiiiiiiii e e e e e e e ettt e e e e e e e e ettt e e e e e e e e e e e ettt e e s eeeaeeeessetaa e seaaeeeessstsaaseeaeeeessnnannnnns CC-7
USA'S - UNAErgroUNnd SEIVICE AIBITS ......iiiiiiiiiiii i eee e et e e e e e e et e e ettt e s e e e eee e e e ettt e s eeeeeeeeas et s eaaaeseessatan s eeaeeeessnrannanns PW-10
USA'S - UNAErgroUNG SEIVICE AIBITS ....oeiiiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ittt eeeeeeeeeeeeeeeeeeeeeees PW-11
USE OF FOICE REVIEW ...eeeiiiiiiiiiiiiiieiieeeee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et et ettt ettt et et et ettt et e e e et e e e e e e ee e e e e e e e e e e e e e e e e e e e e eeeeaeeeeeeeeees PD-2
USEA Ol DISPOSAI ...eeviiiuiiiiiieii i e e et et e e e e e ettt e e e e eee e e e e ettt e seeeeee e e e s taa e eeaeeeeesetan e eaeeesssseaan s aeeaeessssssanaaeaeeeessstnnnnnns PW-6
ULIIEIES & BUSINESS LICEINSE .. .ieeiiiiiiii e ee ettt e e e e e e et e ettt e s s e e e e e e e eeata et e e e e eeeeaeas e e e aaeeeeesssn s eeaaeeeesssnnnnnaaaeaees FIN 5 - FIN-7
OO UL =T 1 ] £ PP PPPPPPPPPPPPPPPPP PW-3
\Y,

Vacancy Notices - Board & Commission / Committee Maddy ACE LISTS ........cooiiiiiiii i CC-2
Vacation House Checks / Extra Patrol REQUESTES, BIC. ....cooiiiiiiie e PD-4
Variances, Planning Project Files — Approved Permanent ENtitlemMeENtS .......oouuiiiii e CD-6
Vehicle & EQUIPMENT HISTOIY FIlES ...t e e e ettt e e e e e e e e e et e et e e e e eaeee e s e et b e e e eaeeeesasasa e aeeeeeessreannnnss PW-6
Vehicle Safety Checks / Daily Vehicle Inspections / Daily Equipment Checks ..., PW-6
Vehicle Titles (PIiNK SHPS) - Al VENICIES .....cooeiiiii ettt e e e et e e e e e e e e e e e ettt e e e e e e e eeeas et e s eeeaeeeessaannnnns CC-7
Video / Audio Recordings — Planning COMIMISSION .......oiuuuiii ettt e e e e e et eeeta e e e e e e e e eeeeatea e s e e eaeeeeaaten e e e eeeaeeennnnnnnnnns CD-8
Video Inspections / Video Tapes or Digital Recordings - CCTV Collection Line INSPection TAPES .......cccuvvvviiiiiiiiiiiiiiiiiiiiiiiiieeeeeen PW-8
AV4Lo [=To I L=Tole] o [TaTe KT OF | A O o ¥ o o | R PP PP PPPPPPPPPPPPPPN CC-7
Video Recordings — Parks, Parking LOtS, PUDIIC AFEAS ...... oot i ittt e e e e ettt e e e e e e e e eetat e e e e e eeeeennennnnns PD-12
Video Recordings - Police Operations / BUildING SECUILY ......coviiiiiiiiiiiiiiiiii ettt PD-12
Video Recordings - Temporary HOIAING FACIHITY ......ooviiiiiiiiiiiiiiieii ettt PD-12
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Videos - Officer Recordings: Body-Worn Camera Videos — LOGS of Access or Deletion of Data ..., PD-9

Videos - Officer Recordings: Body-Worn Camera Videos - that ARE evidence, Officer Involved Shootings ..........c..ccoevvvvivinnnnnn. PD-10
Videos - Officer Recordings: Body-Worn Camera Videos - that are NOT VIAENCE ........cvvviiiieiiiiiiiiiicii e PD-10
VIAEO0S & PhOtOS - RESEIVOIIS, TaANKS, BlC. ivuiiiniiiiiii i ee e e et et et e e e e et e et e et e e e st s s e s e e s aeesa e e sa e e saessasssnsssnsssnsssnssnannss PW-12
Visitors Logs: Correspondence — Transitory / Preliminary DraftS ... CW-6
A ST L @0 g o] F= T a1 E T AT = =] S PW-10
Voice Mails: Correspondence — Transitory / Preliminary DraftS ... CW-6
VUINEIADIITY ASSESSIMENT ... oo e e e e e PW-12
w

LT PP FIN-9
K PP PPPPPPPP FIN-8
W-4s - Personnel Files - EMPIOYEE FlE ...ttt et e e e e e e e ettt e e e e e e e e e e ettt eseeeaeeeeastbaaaseeeaeeesssaannnnns HR-4
LT PP FIN-5
Warrant Requests, Accounts Payable, Invoices, Petty Cash — All Backup Is Forwarded to Finance (COpI€S).........cccvvvvvvvvveveennnnn. Cw-1
LT = L 1SR (@22 1] g [T ) PP PP PPPPPPPPPPPPPPN FIN 6
VAT = Tt 3 (O 1 1= | PP FIN-3
Warrants (RECAIIEA OF SEIVEA) ......uuuiii i e e et e e e e e e e e e e et ettt e e eeeee e e e ettt s aeeeeeeesseaaa s aaeaeseessatansaaeaeeesssrennnnnns PD-12
Wastewater / Sewer / Wastewater TreatMent PIANT ............oooiiiiiiiiiiiiiiii e PW-8 — PW-9
Wastewater Plant Discharge / Outfall - Laboratory / Lab Reports & Chains of CUustody .........ccccooviiiiiiiiiiiii e, PW-9
Wastewater TreatMENT PIANT...........i ittt ettt ettt ettt ettt ettt e ettt et et e et eaee et eeeeeeaeeaeeeeeeeeeeeeeees PW-8 — PW-9
Waater (POLADIE WALET) .....cooiiiiiiiiiiiie ettt ettt ettt ettt e PW-10 — PW-12
AT T =T g gL E /A AN [0 1= o [ S PW-12
Water Production Reads / Reports (10 State DPH & DWR) ...t e e e et s e e e e e e e ee e s PW-12
Water Quality Reports / Consumer CoNfIdENCE REPOIS ......oiviiiiiiiiiiiiiiiiiie ittt PW-12
QAT ST gl = L= IR 11 o 11 FIN-1
Web Pages: Correspondence — Transitory / Preliminary DraftS... ..o e e CW-6
WEEKIY UPAALES ... .iiiiiiiiiiii ettt e et s e e e e e ettt et e e e eee e e e e ettt e eeeeeee e e ettt eeeaeeesasstsaa s aeaeesesssssan s aeaaeesssstsannsaeeaeeessnsnnnnnns CM-1
Weigh Tickets / Reading & SEWAJE SIUAGE LOGS .....oeeiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt et ettt e e ettt e e et e e e e e e e e eeeeeeees PW-8
Well Records (includes Destroyed or ADANAONEd WEIIS) ..o e e e e e e e e e e e aaraa s PW-12
AVAV Ao [= 0 o = o Y g 0 11 SR PW-3
Work Orders / Service Requests - CMMS Database ...........oooiiiiiiiiiiiiiiiiiiie e PW-5
Work Orders / Service Requests - CMMS Database ...........oooiiiiiiiiiiiiiiiiiie ettt PW-8
Work Orders / Service Requests - entered in CMMS DatahaSe ..........uiiiiiiiiiiiiiiiiee e e e e e et a e e e e e e eeeaaeenan s PW-5
Work Orders / Service Requests - entered in CMMS Database ...........coooviiiiiiiiiiiiiiiiieeee e PW-8
Work Orders / Service Requests - NOT entered in CMMS Dat@bhaSe..........ccoviiiiiiiiiiiiiiiiiiiiiiiieiee ettt PW-5
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Work Orders / Service Requests - NOT entered in CMMS Dat@bDaSE..........ccooviiiiiiiiiiiiiiiiiiieieeeeeeeee ettt PW-8

Workers Compensation Claim RUNS / MONTAIY REPOIS ......uiiiiiiiieie e e e e et e s e e e e e e e e et a s e e e e e e eeaaaaaas HR-5
Workers Compensation Claims / Long Term Disability Claims (Includes all Accident, Incident, or Injury Reports .............cccveee... HR-5
Working File: CorreSPONUENCE — ROULINE .......iiiiiiiiiiiiiiieiie ettt ettt et ettt ettt ettt e et e e ittt e e e e e e et e e e e e eeeeeeeeees CW-5
WORM / DVD-r / CD-r / Blue Ray-R or other unalterable media that does not permit additions, deletions, or changes ................... IT-1
Wreckless Driving, DUIs - Crime Reports / INCIAENT REPOIS ........ooiiiiiiiii et e et e e e e e e e et s e e e e e e eereeaaas PD-7
X

Y

YAIA SAIES ... CD-7
Z

ZONE CANGE .o CD-8
Zone Changes, Planning Project Files — Approved Permanent ENtitlementS ... CD-6
Zoning Maps (Historically SIQNIfICANT) .......coooiiiiiiiii e e e e e et ee e e e e e e e e e ettt e st e eeeeeeees e b e e eeaeeeeastta s eeeaeeessenannnnss CD-8
Zoning Ordinance Amendments, Reclassifications / Zone Change ........cooo oo CD-8
Zoning StUdies: REPOIS @NU STUTIES ......cooeeieeeee e Cw-11
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-1
Ongé:(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference

L . | Destroy

Image: Paper

Active Total . Media | I=Import
?

(OFR) (in office) Retention vital? Options| M=Mfr after
S=Scan Imaged &

Qcd?

Retentions apply to the departm

ent that is NOT the Office of Record (OFR), or the "Lead Dep

artment”. 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.

Litigation, claims, complaints, audits, public records act requests

, and/or investi

ations suspe

nd normal retention periods (retention resumes after settlement or completion).

Accounts Payable, Invoices,
Proof of Bids, Petty Cash,

; Copies - Copies - . .
. Travel Reimbursement, When No WhenNo | Yes: Before | Mag, All originals go to l.:mance
Finance CW-001 Warrant Requests, etc. (these are copies); GC
Longer Longer Payment Ppr §34090.7
When ALL backup is forwarded Required Required
to Finance
Brown Act challenges must be
Affidavits of Publications / filed within 30 or 90 days of
Public Hearing Notices / Legal Mag, action; Statute of Limitations
Lead Dept. cw-002 Advertising / Affidavits of 2 years 2 years Ppr on Municipal Government
Posting actions is 3 - 6 months; GC
8834090, 54960.1(c)(1)
Copies - Copies - Mag
. Agenda Packets / Staff When No When No ' Yes: After
City Clerk Cw-003 Reports: City Council Longer Longer Mir, OD, S QC &0OD GC §34090.7
; - Ppr
Required Required
Copies - Copies - Mag Yes: Upon
. Agreements & Contracts - ALL When No When No ' : . |Send all originals to the City
City Clerk CW-004 Originals Longer Longer Mir, OD, S Completio Clerk; GC §34090.7
; . Ppr n
Required Required
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
Office of . _— . . o
Record Retention No. Records Description Retention / Disposition Comments / Reference
) Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
_ Qcd?

Retentions apply to the departm

ent that is NOT the Office of Record (OFR), or the "Lead Dep

artment”. 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.qg. last document + 2 years), since destruction is normally performed by file folder. |

Litigation, claims, complaints, audits, public records act requests

, and/or investi

ations suspe

nd normal retention periods (retention resumes after settlement or completion).

Some grant funding agencies
require audits; Statute of
Limitations for Errors &
Omissions is 10 years;

Agreements & Contracts: 5 years or Combletion - Published Audit Standards=4-7
ADMINISTRATIVE FILES After 5 gars o years; Statute of Limitations:
(with Grant Funding) Funding Afte¥ Funding Mag Yes: Upon Contracts & Spec's=4 years,
Lead Dept. CW-005 (Cor_r_espondenc_e, Insurance Completion Agepcy Agency Audit, ves: Before Mfr, OD, S/l Completio Wrongful Death:ci)mp. S

Certificates, Project Audit, if « nnired Completion Por n years, Developers=comp. + 10
Administration, Project required, whicﬂever i’s P years; Statewide guidelines
Schedules, Certified Payrolls, whichever is longer propose termination + 5 years;
Invoices, Logs, RFP, etc.) longer CCP 8337 et. seq., 2 CFR

200.333; 24 CFR 91.105(h),

92.505, & 570.502(b), 29 CFR

97.42; OMB Circular A-133GC

§34090

Covers E&O Statute of
Agreements & Contracts: ;':2:32? dnss_; igbls;gi étl;?L:tte
ADMINISTRATIVE FILES L Y '

) of Limitations: Contracts &
(Correspondence, Insurance . Completion + [ Yes: Before Mag, ves: qun Spec's=4 years, Wrongful
Lead Dept. CW-006 Certificates, Project Completion 10 years ) . Mfr, OD, S/l Completio — '
- X . 10 years Completion Death=comp. + 5 years,

Administration, Project Ppr n

Schedules, Certified Payrolls,
Invoices, Logs, RFP, etc.)

Developers=comp. + 10 years;
Statewide guidelines propose
termination + 5 years; CCP
8337 et. seq., GC §34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-3

Ongé:(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
) Destroy
. Inactive . Image: Paper
(OFR) .ACtI\./e (Records Totgl Vital? Mgdla I:ITport after
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
QCd
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.qg. last document + 2 years), since destruction is normally performed by file folder. |
Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Agreements & Contracts:
UNSUCCESSFUL BIDS,
UNSUCCESSFUL The RFP / RFQ and the
Lead Dept. CW-007 PROPOSALS or RESPONSES 2 years 2 years Mag, successful proposal becomes
to RFPs (Request for Ppr part of the agreement or
Proposals) and/or RFQs contract; GC 834090
(Request for Qualifications)
that don't result in a contract
Audits / Audit Reports / CAFR - Vc\:lﬁgff\l; VC\:IEZI:!T\ILJ Mag
Finance CW-008 |Comprehensive Annual ’ Copies; GC §34090.7
Financial Reports Longer Longer Ppr
Required Required
CW-009 Bids: See Agreements &
Contracts
Board & Commission Mag
Staffing Dept. CW-010 Applications & Recruitment 2 years 2 years Ppr, GC §34090
(Successful and Unsuccessful)
Boards, Commissions, &
Committees: Ad-Hoc
Staffing Dept. CW-011 ig?cceosr,nénr::j(e)je;—sssktaff 2 years 2 years '\g%? GC 834090 et seq.
Meetings / Department Staff
Meetings
Boards, Commissions, &
Commlttegs: External When No When No
CW-012 Organizations Longer Longer '\g;? Non-records
(e.g. County Board of Required Requlired
Supervisors)
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-4

Ongé:(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
) Destroy
Inactive Image: Paper
Acti Total . Medi I=I t
(OFR) Active (Records ota Vital? edia Tpor after
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
- Qcd?
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.qg. last document + 2 years), since destruction is normally performed by file folder. |
Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Copies - Copies - . ' .
) Mag, . Final must be filed with County
Finance CW-013  Budgets - Finals When No When No gyes: Current e “on | gy | YeS: ATer A ditor; GC §34090.7, 40802,
Longer Longer Fiscal Year QC & OD
; - Ppr 53901
Required Required
Cash Receipts Detail / Backup Ma Only the Summary is sent to
Lead Dept. CW-014 |/ Accounts Receivable Detail / 5 years 5 years P gr Finance; meets auditing
Refund Detail P standards; GC §34090
Division Citizen Requests / Government
Providing CW-015 Outreach - CRM. DATABASE Indefinite Indefinite Mag Data is interrelated; GC
: (Customer Relationship §34090
Service / Work
Management Database)
s Citizen Requests / Government .
Division Outreach - All Information When No When No Preliminary drafts (the
Providing CW-016 . Longer Longer Mag Ppr database is the original); GC
. Entered in CRM Database ; :
Service / Work Required Required §34090
(Paper drafts)
Citizen Requests / Government
Outreach - NOT entered in
CRM Database (or partial
Division information entered into CRM City Preference; CCP 88338 et
Providing CW-017 Database) 5 years 5 years Mag Ppr seq., 340 et seq., 342, GC §,
Service / Work (Division providing service GC §34090
retains originals; Division
requesting service is
considered a copy)
Lead Minimum 2 Minimum 2 Ma
(Requesting) CW-018 |City Attorney Opinions 9 City preference; GC §34090
Dept. years years Ppr
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-5
Office of . - . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
) Destroy
. Inactive . Image: Paper
(OFR) .ACtI\./e (Records Totgl Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
- Qcd?
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.qg. last document + 2 years), since destruction is normally performed by file folder. |
Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Copies - Copies -
City Clerk / V\Il_rc]nirg];(le\lro V\I/_rc])iggro Yes: Before Mag, Yes: After
Risk CW-019 Claims Required Required Settlement Mfr, OD, S/l Settlement GC §834090.7, 34090.6
Management Ppr
(Upon (Upon
Settlement) Settlement)
City preference; Statute of
Lead Limitations for personal
(Responding) CW-020 Cprnplamts / Concerns from Minimum 2 Minimum 2 Mag, property, fraud, e_tc. |§ 3 years;
Dent Citizens years years Ppr Claims must be filed in 6
Pt months; CCP §§338 et seq.,
340 et seq., 342, GC §34090
Human Send to Send to Ma
CW-021 Complaints Against Employees Human Human 9 GC §34090.7
Resources Ppr
Resources Resources
CW-022 Contracts: See Agreements
Copies - Copies -
Lead Dept. CW-023 Copies or duplicates of any When No When No Mag Ppr GC §34090.7
record Longer Longer
Required Required
Correspondence - ROUTINE
Dept. that (Content.relates ina
substantive way to the
Authors .
conduct of the public's
Document busi Ma
or Cw-024 |Pusiness) 2 years 2 years o ?’ GC §34090
Receives the q P
City's Original (e.g._Lfetters_, Memoran ums,
Document Adm|n|stra_1t|ve, Chro_nologlcal,
General Files, Reading File,
Working Files, etc.)
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-6
Office of . _— . . o
Record Retention No. Records Description Retention / Disposition Comments / Reference
) Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
_ Qcd?

Retentions apply to the departm

ent that is NOT the Office of Record (OFR), or the "Lead Dep

artment”. 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.

Litigation, claims, complaints, augits, public records act requests

, and/or investi

ations suspe

nd normal retention periods (retention resumes after settlement or completion).

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

Content NOT Substantive, or
NOT made or retained for the
purpose of preserving the

Electronic and paper records
are filed and retained based
upon their CONTENT.
Records, e-mails, electronic
records, or social media
postings where the Content
relates in a substantive way
to the conduct of the public's
business, or that ARE made
or retained for the purpose

Dept. that informational content for of preserving the
Authors future reference informational content for
Document When No When No Mag, future reference are saved by
or CW-025  |(e.g. calendars, checklists, e- Longer Longer Ppr printing them out and placing in
Receives the mail or social media posting, Required Required a file folder, or saving them
City's Original employee directories, flyers, electronically in a folder
Document invitations, instant messaging, outside the e-mail system; If
inventories, logs, mailing lists, not mentioned here, consult
meeting room registrations, the City Attorney to determine
speaker cards, supply if a record is considered
inventories, telephone transitory / preliminary drafts.
messages, text messages, GC 834090, GC 86252; 64
transmittal letters, thank yous, Ops. Cal. Atty. Gen. 317
requests from other cities, (1981)); City of San Jose v.
undeliverable envelopes, Superior Court (Smith).
visitors logs, voice mails, S218066. Supreme Court of
webpaaes. etc.) ; Califarnia. 2017
Deposit Accounts / Trust Close +5 Close + 5 Mag, Department preference; meets
Lead Dept. CW-026 |Accounts / Refundable years years Ppr auditing standards; GC §34090

Deposits
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-7
Office of . R . . -
Record Retention No. Records Description Retention / Disposition Comments / Reference
) Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
~ Qcd?
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.qg. last document + 2 years), since destruction is normally performed by file folder. |
Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
As long as the drafts and notes
are not retained in the "Regular
Drafts & Notes: Drafts that are When No When No Mag, Cours_e of Business". Cons_ult
Lead Dept. Cw-027 . o . Longer Longer the City Attorney to determine
revised (retain final version) ; : Ppr . : .
Required Required if a record is considered a
draft. GC §834090, 6252,
6254(a)
The Lead Department should
print out historical documents
(or save source data) prior to
GIS Database / Data / Layers When No When No replacing the data, if they
Lead Dept. CW-028 (both City-wide and Longer Longer Yes Mag require the data or output for
Specialized) Required Required historical purposes;
Department Preference
(Preliminary documents); GC
§34090 et seq.
Copies - Copies - Community Development /
CD/ Econ. Grants / CDBG / Reimbursable When No When No Mag, Economic Development
CW-029 . L .
Develop. Claims Longer Longer Ppr maintains originals; GC
Required Required 834090.7
Send all grievances to Human
. . Resources; All State and
Copies - Copies - Federal laws require retention
Human Grievances and Informal When No When No Yes: Before | Mag, L . qu
CW-030 . ; ”» until final disposition of formal
Resources Complaints (Employees) Longer Longer Disposition Ppr - .
Required Redtiired complaint; State requires 2
q 4 years after action is taken; GC
§812946, 34090
. . When No When No Preliminary drafts not retained
Lead Dept. CW-031 ;Za\::zsst!ps /Time Off Longer Longer Mpa?’ in the Regular Course of
4 Required Reqguired P Business GC §34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-8

ORfQCc(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
) Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
~ Qcd?
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.qg. last document + 2 years), since destruction is normally performed by file folder. |
Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
City Clerk / Litigation Files / Lawsuits /
Risk Court Case Files Final Final ves: Until Ma Department preference; CCP
Management CW-032 Resolution + 5 Resolution + 5 Settllement P ? 88 337 et seq.; GC §§ 911.2,
OR City Send Final Settlement years years P 34090, 34090.6; PC §832.5(b)
Attorney Agreements to the City Clerk
Previous MSDS may be
obtained from a service; MSDS
may be destroyed as long as a
Material Safety Data Sheet ;i%?srtir?ééh/ead;irtm\?v?\le/re &
(MSDS) / Safety Data Sheet . \ gent, where &
(SDS) Chemical Use Report While Mag, Yes - After when it was used is maintained
Lead Dept. CW-033 Chemical In 30 years 30 years Mfr, OD, S for 30 years; Applies to
Form (or records of the QC & OD o ) .
. Use Ppr qualified employers; Claims
chemical / substance / agent,
. can be made for 30 years for
where & when it was used) : .
toxic substance exposures; 8
CCR 3204(d)(2)(B)(2 and 3),
29 CFR 1910.1020(d)(1)(i), GC
§34090
Minutes: City Council, Planning Vc\:lﬁglr:a?\l; V%Eglr??\l;) Mag, Originals maintained by City
City Clerk CW-034 Commission, All Boards & Yes (all) | Mfr, OD, S No Clerk Permanently; GC
S Longer Longer
Commissions i - Ppr §34090.7
Required Required
Copies - Copies - Mag Return any whole unused
City Clerk CW-035 Mur_u(:lpal Code (these are When No When No [Yes: _C_urrent Mfr, OD, No coc_:ie_s to the _Clty_ Clerk; _
copies) Longer Longer Original Por Originals maintained by City
Required Reguired P Clerk Permanently; GC §34090
When No When No Non-records - may be obtained
Lead Dept. CW-036 Newspaper Clippings Longer Longer Ppr from the newspaper company;
Required Required GC 834090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-9
Office of . - . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
) Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
- Qcd?
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. |
Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Notices: Public Hearing Mag I\S/Itl‘jlrtllijéfpg:c élcw;?::ﬁwn(jn?gctions
Staffing Dept. CW-037 l;lggﬁszﬁaér:l Proofs of 2 years 2 years Ppr is 3 - 6 months: CCP§337 et
seq; GC §34090
Copies - Copies - Mag
. . When No When No ' Originals maintained by City
City Clerk CW-038 |Ordinances Longer Longer Yes (all) |Mfr, OD, S No Clerk Permanently: GC §34090
; ? Ppr
Required Required
Send to Send to .
Ensure records kept in
Human Human Department files comply with
Human Personnel Files (Department- | Resources Resources Before Mag, epartn comply
CW-039 . : City policy (all originals are
Resources level Files) Upon Upon Separation Ppr )
. . sent to Human Resources); GC
Separation or Separation or
8§34090.7
Transfer Transfer
Shred After Shred After
Incorporation Incorporation Notes maintained in a separate
Personnel Files (Supervisor's into into Before Ma folder to be incorporated into
Lead Dept. CW-040 P Performance Performance Annual 9 performance evaluation, or to
Notes) . . . Ppr .
Evaluation or Evaluation or | Evaluation document progressive
Documented Documented discipline; GC 834090 et seq.
Discipline Discipline
When No When No Ma Preliminary Drafts; destroy
Lead Dept. CW-041 Photographs Longer Longer P (‘3 unnecessary photographs. GC
Required Required P §834090, 6252, 6254(a)
Lead Dept. CW-042 Public Relations / Press 2 years 2 years Mag, GC 834090
Releases Ppr
Mag, Yes: After|Department preference; GC
Lead Dept. CW-043  |Purchase Orders / Requisitions 2 years 3 years 5 years Mfr, OD, S ; P P '
Ppr QC &OD |834090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-10
Office of . - . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
) Destroy
. Inactive . Image: Paper
(OFR) .ACtI\./e (Records Totgl Vital? Mgdla I:ITport after
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
QCd
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.qg. last document + 2 years), since destruction is normally performed by file folder. |
Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Lead Dept. Real Estate Appraisal Reports: Mag Not accessible to the public;
(Who Ordered CW-044 Property NOT purchased, 2 years 2 years Ppr' Statewide Guidelines show 2
the Appraisal) Loans not funded, etc. years; GC 8834090, 6254(h)

Not accessible to the public
until purchase has been

Lead Dept. Real Estate Appraisal Reports: . L . Mag, . completed; meets grant
(Who Ordered CW-045 Purchased Property, Funded 2 years Minimum 3 § MIRimUm & ] Yes: Before Mfr, OD, S ves: Atter auditing requirements; 2 CFR
the Appraisal) Loans years yeais Purchase Ppr QC &0D 200.333; 24 CFR 91.105(h), &

570.502(b); 29 CFR 97.42, GC
834090
Records Destruction Lists / Vc\:lﬁgff\l; VC\:IEZI:!T\J;J Mag
City Clerk CW-046 Certificate of Records ' GC 8§34090.7
Destruction Longer Longer Ppr
Required Required
Reference Materials: Policies,
Procedures, Brochures, Flyers,
Manuals, Newsletters, etc: When No When No Ma
CW-047 Produced by OUTSIDE Longer Longer P ? Non-Records
ORGANIZATIONS (League of Required Required P
California Cities, Chamber of
Commerce, etc.)
Reference Materials: Policies,
Procedures, Brochures, Flyers, - . Statewide guidelines propose
Lead Dept. CW-048 Manuals, Newsletters, etc: Minimum 2 Minimum 2 Mag, supersedegl +2o0r5 ypearps; GC
Produced by YOUR years years Ppr §34090
Department
Reference Materials: Policies,
Procedures, Brochures, Flyers,
Lead Dept. CW-049 Manuals, Newsletters, etc: S Whend q S Wher:j d MPag, Copies; GC 834090.7
Produced by OTHER upersede tpersece pr
Departments
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-11

Ongé:(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
) Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
~ Qcd?
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. |
Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
CW-050 Reference or Working Files:
See Correspondence
Reports and Studies Mag, Yes: After ﬁ(ijsrgzlcs;ﬁ“:ie'zﬁ:;nt
Lead Dept. Cw-051 (Historically significant - e.g., 10 years P P Mfr, OD, S/l : y sig ’
Zoning Studies) Por 10 years |therefore retained
9 P permanently; GC §34090
Information is outdated after 10
Reports and Studies (other Ma years; statewide guidelines
Lead Dept. CW-052 than Historically significant 10 years 10 years P ? propose 2 years; If historically
reports - e.g. Annual Reports) P significant, retain permanently;
GC §34090
Vc\:lﬁzlr?il; V?/ﬁgff\l;) Mag, Originals maintained by City
City Clerk CW-053 Resolutions Yes (all) | Mfr, OD, S No Clerk Permanently; GC
Longer Longer Por §34090.7
Required Required P ’
Lead Dept. CW-054 Special E’I’OjGCtS / Subject Files | Minimum 2 Minimum 2 Mag, Department Preference; GC
/ Issue Files years years Ppr 834090 et seq.
Speech Notes / PowerPoint When No When No Mag, Notes, drafts, or preliminary
Lead Dept. CW-055 . Longer Longer .
Presentations ; : Ppr documents; GC 834090 et seq.
Required Required
Surveys / Questionnaires (that
the City issues).
If a summary of the data is
i} compiled, the survey forms are Mag,
Lead Dept. CW-056 considered a draft or transitory 2 years 2 years Ppr GC §34090
record, and can be destroyed
as drafts (When No Longer
Required)
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-12

Ongé:(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference

) Destroy

Inactive Image: Paper

Acti Total . Medi 1=l t
(OFR) Active (Records ota Vital? edia Tpor after
(in office) Retention Options| M=Mfr

Center) S=Scan Imaged &

- Qcd?

Retentions apply to the departm

ent that is NOT the Office of Record (OFR), or the "Lead Dep

artment”. 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.

Litigation, claims, complaints, audits, public records act requests

, and/or investi

ations suspe

nd normal retention periods (retention resumes after settlement or completion).

Copies - Copies - Mag
Finance / CW-057 Time Cards / Time Sheets When No When No Mir, oD, s/1 | YeS Afteroe 5340007
Payroll Longer Longer Por QC & OD
Required Required P
pepartment preterence; Enics
Training is 5 years; Statewide
guidelines propose 7 years;
Calif. Labor Division is required
Training - ALL COURSE to keep their OSHA records 7
RECORDS years; EEOC/FLSA/ADEA
Mag, Yes: When| (Age) requires 3 years for
Lead Dept CW-058 (Attendance Rosters, Outlines 2 years 3 years 5 years Mfr, oD, S Inactive promo"ﬂon, demo“on’ transfer,
Ppr selection, or discharge; State

and Materials; includes Ethics
& Safety Training & Tailgates)

Law requires 2 -3 years for
personnel actions; 8 CCR
83203 et seq., 29 CFR
1627.3(b)(ii), LC 86429(c); GC
8812946, 34090, 53235.2(b)
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ver.2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-1
Office of ' - , , .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFF) (in office) (EZE(:;?)S Retention vital? Options | M=Mfr | Imaged &
S=Scan Qcd?

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

e Standards

Retentions begin when the act is completed, and imply a full file

Litigation, com

folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

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

Agenda Packets: City Council,

Department preference;

. Oversight Board, Mag, Mfr, Yes: After 2 |Includes final budget and final
City Clerk cc-oo1 Redevelopment Agency, 2 years P P oD, Ppr S/l years audit reports / CAFR; GC
Successor Agency §34090
Agreements & Contracts - ALL
(INFRASTRUCTURE, JPAs,
MOUs, FRANCHISES, Department Preference; All
SETTLEMENT infrastructure contracts
AGREEMENTS) should be permanent for
emergency preparedness;
Exar:iiples Oé 'f‘lgés”u‘gl{;& Statute of Limitations is 4
_ Architects, Buildings, bridges, . Yes: Before |Mag, Mfr, Yes: Upon |years; 10 years for Errors &
City Clerk CC-002 |covenants, development, Completion P P Completion | OD, Ppr S Completion |Omissions; land records are

environmental, Joint Powers,
MOUSs, park improvements,
property & property restrictions,
redevelopment, reservoirs,
sewers, sidewalks, street &
alley improvements,
settlement, subdivisions,
utilities. water, etc

permanent by law; CCP 8337
et. seq., GC §834090;
Contractor has retention
requirements in 48 CFR
4.703
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ver.2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-2
Office of ' - , , .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFF) (in office) (EZE(:;?)S Retention vital? Options | M=Mfr | Imaged &
S=Scan Qcd?

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

e Standards

Litigation, com

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.

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

Agreements & Contracts - ALL
(NON-INFRASTRUCTURE, Department Preference;
Professional Services Statute of Limitations is 4
Agreements) years; 10 years for Errors &
. Omissions; land records are
City Clerk CC-003 Examples of Non- Completion 5 years Cor;wpiee;rc;n . \ée;rh I?:tfgne Moag, gl fi‘ S gg; }Jel?ig: permanent by law; CCP
Infrastructure: Consultants, . P P P §8337. 337.1(a), 337.15, 343;
Landscaping, Painting, Slurry GC 834090, Contractor has
Seals (Paving), Tree Trimming, retention requirements in 48
Leases, Personnel, CFR 4.703(a)
Professional Services, etc.
. . . Mag, Mfr, Yes: After |Department preference; GC
City Clerk CC-004 Articles of Incorporation P P oD, Ppr S/l QC &OD  |§34090
Board & Commission /
City Clerk CC-005 Committee Maddy Act Lists / 2 years 2 years Mag, Ppr GC §34090; 2 CCR 18702.5
Vacancy Notices
Board & Commission
Applications - Noyo Harbor - .
City Clerk CC-006 Commission, Library Advisory Minimum 2 Minimiim 2 Mag, Ppr GC 834090
years years
Board (Successful and
Unsuccessful)
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ver.2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-3
Office of ' - , , .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFF) (in office) (EZE(:;?)S Retention vital? Options | M=Mfr | Imaged &
S=Scan Qcd?

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

e Standards

Retentions begin when the act is completed, and imply a full file

Litigation, com

folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

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

Bonds: CIP Labor & Materials,

Securities (Performance
Bonds, Letters of Credit,
CD's, etc.) are released after

Performance Bonds Release of Release of the Notice of Completion is
City Clerk CC-007 L ! Bond / Letter Bond / Letter Mag, Ppr issued and replaced with the
Subdivision Bonds, Letters of . . .
. of Credit of Credit Warranty Bond, which is
Credit
released 1 year after the
Notice of Completion date.
GC §34090
. s City Clerk Filing System (if not | Minimum 2 Minimum 2 Department preference; GC
City Clerk cc-008 identified elsewhere) years years Mag, Ppr §34090
City Council, Board &
. T . Mag, Mfr, Yes: After |Department preference; GC
City Clerk CC-009 Commission Historical List of P P oD, Ppr S/l QC &OD  |§34090
Members
. City Council and Mayor Department Preference; GC
City Clerk CC-010 Correspondence 2 years 2 years Mag, Ppr §34090
Economic Interest Filings City maintains original
City Clerk CC-011 (FPPC 700 Series For_ms ) 7 years 7 years Mag, Mr, S/l Yes: After 2 statements; GC
Statement of Economic OD, Ppr years §81009(d)(e)(H)&(q)
Interests): ALL g
. FPPC Form 801 (Gift to Yes: After 2 |Must post on website; GC
City Clerk CC-012 Agency Report) 7 years 7 years Mag, Ppr| S/I years §81009(e)
. FPPC qum_ 80.2 (Event Ticket Yes: After 2 |Should post on website for 4
City Clerk CC-013 / Pass Distributions Agency 7 years 7 years Mag, Ppr S/l )
Report) years years; GC 881009(e)
. FPPC Form 803 (Behested Yes: After 2
City Clerk CC-014 Payment Report) 7 years 7 years Mag, Ppr| S/I years GC §81009e
. i FPPC Form 804 (Agency Mag, Mfr, Yes: After 2 |FPPC Regulation 18734(c);
City Clerk CC-015 Report of New Positions) P ; OD, Ppr S/l years GC §81009e
. i FPPC Form 805 (Agency Mag, Mfr, Yes: After 2 |FPPC Regulation 18734(c);
City Clerk CC-016 Report of Consultants) P i OD, Ppr S/l years GC 881009e
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ver. 2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-4
Office of ' - , , .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFF) (in office) (EZE(:;?)S Retention vital? Options | M=Mfr | Imaged &
S=Scan Qcd?

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

e Standards

Retentions begin when the act is completed, and imply a full file

Litigation, com

folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

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

. FPPC Form 806 (Agency Ves: Aftr2 1670852 COR
City Clerk CC-017 Repo_rt of Public Official 7 years 7 years Mag, Ppr| S/I years 18702.5(b)(3): GC §34090;
Appointments) GC §81009(e)
ELECTIONS - CONSOLIDATED
Assessment District Ballots,
City Clerk CC-018 Protest Letters, & Envelopes - 2 years 2 years Ppr GC 853753(e)(2)
Prop. 218 proceedings
Campaign Filings (FPPC 400 .
. Series Forms & Form 501): Mag, Mfr, Yes: After 2 Paper must t?e retained for at
City Clerk CC-019 5 years 5 years S least 2 years; GC
UNSUCCESSFUL OD, Ppr years §81009(b)&(q)
CANDIDATES
Car_npeugn Filings (FPPC 490 ) Paper must be retained for at
City Clerk CC-020 Series Forms & Form 501): 2 years p p Mag, Mfr, S Yes: After 2 least 2 years; GC
SUCCESSFUL CANDIDATES oD, Ppr years §81009(b)&(g’;)
(Elected Officials)
Campaign Filings (FPPC 400
Series Forms): THOSE NOT Paper must be retained for at
City Clerk CC-021 REQUIRED TO FILE 4 years 4 years Mag, Ppr least 2 years; GC
ORIGINAL WITH CITY CLERK §81009(f)&(g)
(copies)
_ g:rr?eza;gor:rigl)?gé_f_zzlc 400 Paper must be retained for at
City Clerk CC-022 COMMITTEES (PACS - not 7 years 7 years Mag, Ppr iée;ls(t)()zgyea:g[s, GC
candidate-controlled) (©)&(g)
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ver.2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-5
Office of ' - , , .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFF) (in office) (EZE(:;?)S Retention vital? Options | M=Mfr | Imaged &
S=Scan Qcd?

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

e Standards

Retentions begin when the act is completed, and imply a full file

Litigation, com

folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

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

Department Preference;
Statewide guidelines
Candidate File: Nomination Term of Term of gaizzzzfsu?cy:nzgisdz;s 2
City Clerk CC-023 ngn‘ir:’efcéridéds éecitggegbes t Office + 4 Office + 4 Mag, Ppr years for unsuccessful; CA
c ANDiD ATES years years law states term of c_Jffi(_:e and 4
years after the expiration of
term and does not delineate
between the two; EC §17100
Statewide guidelines
Candidate File: Nomination proposes 4 years for
Papers, Candidate Statement . . successful candidates,. 2
City Clerk CC-024 Forms, efc. - Election + 4 Election + 4 Mag, Ppr years for unsuccessfiil, CA
UNSUCCESSEUL years years law stat;:s ttehrm of c_Jffit(?e an:l 4
years after the expiration o
CANDIDATES term and does not delineate
between the two; EC 817100
Elections - GENERAL,
WORKING or
ADMINISTRATION Files
(Correspondence, Applications
to fill a Vacancy on the City
City Clerk cc-o25 | Council, Precinct Maps, County| Minimum 2 Mimimiim 2 Mag, Ppr GC §34090
Election Services, Candidate years years
Statements to be printed in the
Sample Ballot, Polling
Locations and Precinct Board
Members, Notices, Postings,
etc.)
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ver.2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-6
Office of ' - , , .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFF) (in office) (EZE(:;?)S Retention vital? Options | M=Mfr | Imaged &
S=Scan Qcd?

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

e Standards

Retentions begin when the act is completed, and imply a full file

Litigation, com

folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

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

Elections - HISTORICAL
. i (Sample ballot, copies of Mag, Mfr, Retained for Historical Value,
City Clerk cC-026 resolutions, final results; 2 years P P oD, Ppr S No GC 834090
Certificate of Election)
Not accessible to the public;
Results or Results or The 8 month retention applies
Elections - Petitions (Initiative Final Final after election results, or final
City Clerk CC-027 " | Examination Examination Ppr examination if no election,
Recall or Referendum) . . . . .
if No Election if No Election unless there is a legal or
+ 8 mo. + 8 mo. FPPC proceeding. EC
8817200, 17400
(End of Elections Section)
Ethics Training Certificates /
Harassment Prevention
City Clerk CC-028 Training Certificates - City 5 years 5 years Mag, Ppr GC 853235.2(b)
Council, Planning Commission,
Management Team
City Clerk determines
Historical Records, historical significance; _
L records can address a variety
Photographs, & Historical Mag, Mfr of subjects and media. Some
City Clerk CC-029 Projects (e.g. Incorporation, P P 9 ' S No o) . .
. o oD, Ppr media (e.g. audio and video
City Seal, Awards of significant o
AN tape) may be limited because
historical interest, etc.) o
of the media's life
expectancy; GC §34090
o . Exceeds all statute of
. Insurance Certificates for City Mag, Mfr, Yes: After |. . .. ) )
City Clerk CC-030 Vendors 11 years 11 years oD, Ppr S/l QC'd & OD limitations; CCP 8337; GC
834090
Minutes: City Council, Planning
. Commission, Oversight Board, Mag, Mfr,
City Clerk CC-031 Redevelopment Agency, P P oD, Ppr S/l No GC §34090
Successor Agency
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-7

ORIZ((::(?rzf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (EZE(:;?)S Retention vital’ 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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Oath of Office: City Council
. e ’ Mag, Mfr, Yes: After |Department Preference; GC
City Clerk CC-032 Boards & Commission P P oD, Ppr S/ OC'd & OD |§34090
Members
City Clerk CC-033  |Ordinances P P '\éag' g’g' S/l No GC §34090
. Public Records Requests /
City Clerk CC-034 Request for Records 2 years 2 years Mag, Ppr GC 834090
Recorded Documents: Deeds, Mag. Mir
City Clerk CC-035 Easements, Rights of Way, P P Og' Ppr‘ S/l No GC 834090
etc. '
Recordings - VIDEO /AUDIO - |\ iy i 10 Minimum 10 \?Eﬂ%irttr:eg; E;er:ieerstri]rfe;s are
City Clerk CC-036 |City Council, Oversight Board, Mag, OD 0 tap g
Redevelopment Agenc years years required for 90 days; GC
P gency §34090.6
. Records Destruction Mag, Mfr, Yes: After |Department preference; GC
City Clerk CC-037 | Authorization Forms P i oo, ppr | °'' | ocdeop (834090
Resolutions - City Council,
. Planning Commission, Mag, Mfr,
City Clerk CC-038 Oversight Board, P P oD, Ppr S/l No GC 834090
Redevelopment Agency
RFP Files / Bid Files: The RFP / RFQ and the
. Unsuccessful Bids or successful proposal becomes
City Clerk CC-039 Unsuccessful Proposals, 2 years ayes Mag, Ppr part of the agreement or
Noticing contract; GC 834090
City Clerk CC-040 Subpoenas / Summons 2 years 2 years Mag, Ppr GC §34090
. Vehicle Titles (Pink Slips) - All Sale or Sale or Department Preference; GC
City Clerk CC-041 Vehicles Disposal Disposal Mag, Ppr §34090
RISK MANAGEMENT
Citv Clerk / Accident, Incident, Injury
N CC-042 reports, Public, where a claim 2 years 2 years Mag, Ppr GC §34090
Risk Manage. is not filed
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-8

Office of
Record

(OFR)

Retention No.

Records Description

Active
(in office)

Inactive
(Records
Center)

Retention / Disposition

Total
Retention

Comments / Reference

Vital?

Media
Options

Image: Destroy
I=Import | Paper after
M=Mfr Imaged &

S=Scan Qcd?

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

e Standards

Retentions begin when the act is completed, and imply a full file

Litigation, com

folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

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

Used to bill insurance

Ri':s,lliylv(ljaliig(/e CC-043 City Property Damage Reports Re;olggfsn * Re;ol;i;;)sn ' Mag Ppr companies, others; copies;
ge. y Y GC §34090.7
City Clerk / . N . Resolution + Resolution + Mag, Mfr, Yes: After |Department Preference; GC
Risk Manage.|  CC044  |Claims /Liability Claims 5 years 5 years oD, Ppr|  ° QC &OD |88 911.2, 34090, 34090.6
City Clerk / CC-045 Insurance Policies (City p p Mag, Mfr, S Yes: After |Department Preference; GC
Risk Manage. Owned) OD, Ppr QC & OD (834090
City Clerk /
Risk Manage. e . Resolution + Resolution + Mag, Mfr, Yes: After |Department Preference; GC
OR City CC-046  ILitigation / Lawsuits 5 years 5 years oD, Ppr | ° QC &OD |88 911.2, 34090, 34090.6
Attorney
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ver. 2.0 RECORDS RETENTION SCHEDULE: CITY MANAGER Page CM-1
Office of . L . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) .Actl\./e Inactive Totall Vital? Me.dla I=Import | Paper after
(in office) |(In Storage)j] 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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
When No When No
. City Manager Correspondence Longer Longer )
Macr::;y er CM-001 (Interoffice, Citizens, Required - Required - Mag, Ppr ggfggtoment Preference; GC
9 Organizations, etc.) Minimum 2 Minimum 2
years years
When No When No
. Longer Longer .
City CM-002 |City Manager Weekly Updates Required - Required - Mag, Ppr Department Preference; GC
Manager e L §34090
Minimum 2 Minimum 2
years years
City Department Preference; GC
Manager CM-003 Management Team Agenda 2 years 2 years Mag, Ppr §34090
. . When No When No
. Projects, Programs, SUbJ(_ECt& . Longer Longer Yes: While
City Issues (Issues and/or projects will . : . Department Preference; GC
CM-004 - Required - Required - Active Mag, Ppr
Manager vary over time - e.g. Hotels, L L §34090
Minimum 2 Minimum 2 Issues
Developments, etc.)
years years
City Speech Notes / Power Point When No When No Notes, drafts, or preliminary
CM-005 : Longer Longer Mag, Ppr .
Manager Presentations ; - documents; GC 834090 et seq.
Required Required
Copies - Copies -
. When No When No Notes, drafts, or preliminary
Finance CM-006 Travel / Conferences Longer Longer Mag, Ppr documents; GC §34090 et seq.
Required Required
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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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

BUILDING
Mag, Yes: After|Department preference; GC
CD / Building CD-001 Address Files / Building Permits P P Yes (all) Mflr:;;?D, S QC & OD |§34090, H&S §19850
Background Reports: Soil Mag
- Reports, Geotechnical Reports, . Yes: After|Department preference; GC
CD/Buiding|  CD-002 |5 - hical Reports, Traffic Reports, P - ves (all Mf;SD' S | QC & OD |§34090, H&S §19850
etc.
Building Permit Approvals / Mag, . .
CD / Building CD-003 Conditions of Approval from P P Mfr, OD, S Eecs:.&AgtleDr gferifrlrriti?:rmdprff];zrérg:e§,34090 7
Planning, Public Works and Fire Ppr y )
Building Permit Database Department Preference - Data is
CD / Building CD-004 9 . Indefinite Indefinite Yes (all) Mag interrelated; GC §34090, H&S
(ImageFlow Lite)
§19850
Cancellation, Cancellation, Dep_ariment preference; . .
Building Plans - Cancelled Expiration or Expiration or Mag, Yes: After Preliminary drafts not retained in
CD / Building CD-005 Expired or Withdrawn ' Withdrawal + Withdrawal + Mfr, OD, S QC.& oD the ordinary course of business;
P 2 vears 5 voars Ppr CBC §104.7; H&S819850, GC
y y §34090
Building Plans - Finalled - Department Preference; Law
INDUSTRIAL, COMMERCIAL, Mag requires for the life of the
- MULTI-FAMILY DWELLINGS, Life of the Life of the i Yes: After|building for commercial and
CD/Building CD-006 PLACES OF PUBLIC Structure Structure Yes (all) Mfer,F()?D, S QC & OD |common interest dwellings only;
ACCOMMODATION, TENANT CBC 104.7 & 107.5,
IMPROVEMENTS H&S§19850, GC §34090
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Office of . L . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) .AC“\./e (Records Totai Vital? Mgdia I—ITport after
(in office) Retention Options | M=Mfr
Center) S=Scan Imaged &
- Qcd?
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.

Litigation, complaints, claims,

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

Building Plans - Finalled - SINGLE
FAMILY RESIDENTIAL - SFR and

Department preference; State
law requires plans need not be
filed for dwellings less than 2
stories, garages &

CD / Building CD-007 APPURTENANCES Life of the Life of the Mag, Ppr appurtengnces, f_arms/ranches,
Structure Structure 1-story with bearing walls less
i than 25'; CBC requires 180 days
Except Site Plan & Floor Plan from completion date; CBC
104.7 & 107.5, H&S819850, GC
§34090
Minimum Minimum
- California Building Codes / Uniform While While
CD /Building ¢b-008 Building Codes Ordinance is Ordinance is Mag, Ppr GC §50022.6
in Force in Force
CD / Building CD-009 Certificate of Occupancy (CofO) P P Yes (all) |Mag, Ppr ggfggtoment Preference; GC
. . Preliminary drafts not retained in
CD / Building CD-010 Energy Calculations / Title 24 V\(heri Permit V\(heri Permit Mag, Ppr the ordinary course of business;
is Finalled is Finalled
GC 834090
CD / Building CD-011 Reports: Building Activity 2 years 2 years Mag, Ppr GC §34090
Requests & Permissions to
CD / Building CD-012 Receive Copies of Plans (to and 2 years 2 years Mag, Ppr GC §34090
from Architects)
CODE ENFORCEMENT
Code Enforcement / Abatement V\I/_i;(:]r;é\iro V\I/_Ziggo Mag Department preference; Case is
CD/ Code Case Files / Substandard Buildings ] . Yes: Until ' Yes: After|open until satisfactorily resolved
CD-013 Required - Required - : Mfr, OD, S
Enforcement (Includes appeals and Code Minimum 2 Minimium o Resolution Ppr QC & OD |(some cases are not resolved);
Enforcement Complaint Letters) vears vears CFC 8104.3.4, GC 834090

ECONOMIC DEVELOPMENT
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ORf(i:Cc(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
Inactive Image: Paper
Acti Total . Medi 1=l t
(OFR) Active (Records ota Vital? edia Tpor after
(in office) Retention Options | M=Mfr
Center) S=Scan Imaged &
- Qcd?
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.

Litigation, complaints, claims,

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

When No When No
. . Longer Longer )
CD/ Econ. CD-014 Busme.ss Recruitment and Required - Required - Mag, Ppr Department Preference; GC
Develop. Retention L o 834090
Minimum 2 Minimum 2
years years
When No When No
Economic Development Projects / Longer Longer )
CD /Econ. CD-015 Programs / Prospect Required - Required - Mag, Ppr Department Preference; GC
Develop. L - 834090
Correspondence Minimum 2 Minimum 2
years years
CD/ Econ. Grants (UNSUCCESSFUL
Develop. €D-016 Applications, Correspondence) 2 years 2 years Mag, Ppr GC 534090
Meets contract requirements
and auditing standards; Grants
covered by a Consolidated
Grants - CDBG (SUCCESS.FUL Action Plan are required for 5
Reports, other records required to o .
. . o years; Uniform Admin.
pass the funding agency's audit, if o Requirements for Grants to
required) Notification fNotification off Local Governments is 3 years
of Close of Close of . -
CD /Econ. CD-017 Applications (successful), grant 2 years HUD/HCD § HUD/HCD Mag, Ppr from expenditure report or final
Develop. . R payment of grantee or
agreement, copies of invoices, Contract + 5§ Contract + 5 subarantee: statewide
program rules, regulations & years years 9 '

procedures, reports to grant
funding agencies, correspondence,
audit records, completion records

guidelines propose 4 years; 2
CFR 200.333; 24 CFR
91.105(h), 92.505, 570.490, &
570.502(a&b), 29 CFR 97.42;
OMB Circular A-110 & A-133;
GC 834090

FORT BRAGG, CA. ©1995-2018 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted 9/24/2018, Resolution 4123-2018

Revised 3/30/2020




Ver. 4.0

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-4

ORf(i:Cc(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
Inactive Image: Paper
Acti Total . Medi 1=l t
(OFR) Active (Records ota Vital? edia Tpor after
(in office) Retention Options | M=Mfr
Center) S=Scan Imaged &
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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.

Litigation, complaints, claims,

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

Grants - Other than CDBG
(SUCCESSFUL Reports, other

Meets auditing standards;
Grants covered by a
Consolidated Action Plan are
required for 5 years; Uniform

records required to pass the After . Admin. Requirements for Grants
. o . . After Fundingjl -
funding agency's audit, if required) Funding Agency to Local Governments is 3 years
CD / Econ Agency ALidit if from expenditure report or final
Develop ' CD-018  |Applications (successful), grant 2 years Audit, if requiréd . Mag, Ppr payment of grantee or
' agreement, copies of invoices, Required - f . i 5 subgrantee; statewide
program rules, regulations & Minimum 5 cars guidelines propose 4 years; 2
procedures, reports to grant years y CFR 200.333; 24 CFR
funding agencies, correspondence, 91.105(h), 92.505, 570.490, &
audit records, completion records 570.502(a&b), 29 CFR 97.42;
OMB Circular A-110 & A-133;
GC 834090
Redevelopment Long Range Mag, Yes: After .
CD /Econ. CD-019 Property Management Plans, 10 years 10 years Mfr, OD, S/l QC'd & Department preference; GC
Develop. . §34090
Oversight Plans Ppr oD
Mag, Yes: After .
CD / Econ. CD-020 Redevelopment Plans (Finals) 10 years 10 years Mfr, OD, S/l QCd & Department preference; GC
Develop. §34090
Ppr oD
Redevelopment Projects & Project
Mag, Yes: After .
CD / Econ. CD-021 Areas (Ensure Dgeds and _ 10 years 10 years Mfr, OD, S/l QCd & Department preference; GC
Develop. Easements are given to the City Ppr oD §34090

Clerk)
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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.

Litigation, complaints, claims,

ublic records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

- HOUSING
Affordable Housing Loan
Applications / First Time Home
CD / Housing CD-022 W{E&?aﬁf?g& gﬁ:ﬂﬁgeor 2 years 2 years Mag, Ppr GC 834090
Buyers, Life/Safety, Rehabilitation,
HOME, etc.)
HUD requires 5 years after the
5 years after 5 years after project completion; documents
the the imposing recapture / resale
Affordable Housing Projects Affordgbility Aﬁordgbility restrictio_n_s are 5 years gfter the
(HOME, etc.) Pe_rlod Pe_nod Mag, affc_;rdablllty p'erlod ter_mlnates;
CD / Housing CD-023 Termlnat_es, Termlnat_es, Mifr, OD, S No Uniform Admin. Requirements
or the Written or the Writtenj for Grants to Local
WITH a Recapture / Resale Ppr :
- Agreement Agreement Governments is 3 years from
Restriction Terminates, Terminates, expenditure report; statewide
Whichever is Whichever is guidelines propose 4 years; 24
Longer Longer CFR 85.42, 92.508(a)&(c) &
570.502(a)(16), 29 CFR 97.42,
HUD requires 5 years after the
agreement terminates;
Affordable Housing Projects (NOT L Pav-off L P f Consistent with Consolidated
HOME FUNDED) oan ~ay-o bel Mag, _ Plan Requirements; Required
. OR OR Yes: After .
CD / Housing CD-024 Forgiveness + Forgiveness Mfr, OD, S/l QC & OD for 3-4 years from expenditure
WITHOUT a Recapture / Resale Ppr or performance report; 24 CFR
5 years + 5 years

Restriction

85.42, 92.508(a)&(C) &
570.502(a)(16), 29 CFR 97.42,
GC §34090
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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.
ublic records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Litigation, complaints, claims,

PLANNING
cD/ ABC Applications / Alcoholic When No When No
Plannin CD-025 Beverage Control License Longer Longer Mag, Ppr Not City records; GC §34090
9 Applications Required Required
Address File / Planning Project
Files - Approved Permanent
Entitlements
(Inc_lu_des ASSO_C!ated CEQA Department preference; Final
Noticing, Conditions of Approval, M environmental determinations
Environmental Determinations . ag, :
CD/ ' Completion + _ are required to be kept a
Planning €D-026 Staff Reports, Plans) 2 years P 5 Yes Mﬁl;’ Cr)D, S =l "reasonable period of time"; 14
5 P CCR §15095(c); GC§§34090,
Examples: Conditional Use 34090.7
Permits (CUPs), Design Review, '
Parcel Maps, Planned
Developments (PD), Site Plans,
Tentative Subdivisions, Variances,
Zone Changes, etc.
. . Mag
CD/ Annexations / Boundaries / . ’ Yes: After .
Planning CD-027 Consolidations / LAECO Completion P P Mf[D,FSr)D, S/l QC & OD Land Records; GC 834090
CD/ . When No When No (Non-Records - Census Bureau
. CD-028 Census, Demographics Longer Longer Mag, Ppr )
Planning ; - is OFR)
Required Required
Environmental Determinations: gisnl;?léync:regnlr:gr]]faﬁ)rojed file;
Environmental Impact Reports Mag, . L .
CD_/ CD-029 (EIRs), Negative Declarations, P p Mfr, OD, S Yes: After determlna'tllons are reqwre_d to
Planning etc.) Por QC & OD |be kept a "reasonable period of
Ins.ide City boundaries P time"; 14 CCR 815095(c); GC
§34090
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. | Destroy
. Inactive . Image: Paper
(OFR) .AC“\./e (Records Totai Vital? Me_dia I:ITport after
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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.
mgation, 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 When No When No Non-recqrds; E.lR.S and N_egative
CD/ . . Declarations within the City
. CD-030 (EIRs), Negative Declarations, Longer Longer Ppr . . .
Planning ; . Boundaries are with the project
etc.) Required Required file
Outside City boundaries
Mag, . City Clerk Maintains all Agenda
Plgan/ng CD-031 i‘ri”eirj‘r'nz?{s‘ Elements and P P Mfr,OD,| S/I gg &Aggr Packets Permanently; GC
Ppr 834090.7
Limited Term Permits / Temporary
Use Permits / Temporary
Encroachment Permits / - . Yes:
PlzgnDni/ng CD-032 Temporary Signs / Banner Permits M";/'g;:: 2 M”;/';‘i;n 2 During |Mag, Ppr gg%agzgg(t)preference,
/ Fireworks Permits / Garage Sales Event
/ Yard Sales, etc. (Approved &
Unapproved)
Usually filed in the project file;
_ _ Mag Final environmental
CD/ CD-033 Long Range Planning / Planning p p Mir O’D S Yes: After|determinations are required to
Planning Studies P’pr ' QC & OD |be kept a "reasonable period of
time"; 14 CCR 815095(c); GC
§34090
o Mag, . .
CD/ Master Plans, Specific Plans, Land Yes: After|Department preference; GC
Planning €034 yse Plans, etc. P i Mf;;?D‘ S/ QC & OD |§34090
cD/ _ When No When No Prelimi_nary drafts not retai_ned in
Planning CD-035 Materials Boards Longer Longer Mag, Ppr the ordinary course of business;
Required Required GC 834090
cD/ Planning Commission Mag, Ves: After|DEPArMent preference; Original
Planning CD-036 AGENDAS & AGENDA P P Mfr, OD, S/ QC-& oD Staff Reports are filed in the
PACKETS Ppr project file; GC 834090
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. | Destroy
. Inactive . Image: Paper
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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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
. - Mag, Department preference; Send
. Planning Commission Yes: After| " . .
City Clerk CD-037 MINUTES & RESOLUTIONS P P Yes Mfr, OD, S QC & OD originals to City Clerk; GC
Ppr §34090.7
: i Department preference; Video
CD/ Planning Commission . -
. CD-038 10 years 10 years Mag, OD tapes of meetings are required
Planning VIDEO / AUDIO RECORDINGS for 90 days; GC §34090.6
cD/ Pre-Anplications / Preliminar When No When No Content Not Substantive /
. CD-039 APPIC y Longer Longer Mag, Ppr Preliminary drafts; GC §34090
Planning Review File ; g
Required Required et seq.
Mag
CD/ . i Yes: After|Department preference; GC
Planning CD-040 Sign Approvals P P Mflr:,’pOrD, S/l QC & OD |§34090
. . Mag
CD/ . . Minimum 2 Minimum 2 ’ Yes: After| Department Preference; GC
Planning CD-041 Special Studies years years Mf:;’;r)D’ S QC & OD (834090
. . Mag, .
CD_/ CD-042 ZQnIi‘Ig Maps (Historically p p Yes (all) | Mir, OD, S No Department Preference; GC
Planning Significant) Ppr §34090
. . Mag
CD/ Zoning Ordinance Amendments, . Yes: After|Department Preference
Planning CD-043 Reclassifications / Zone Change P P ves Mf::’);?D’ S/ QC & OD |(copies); GC §34090.7
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Image: Destroy
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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

FINANCE
Department Preference; IRS:
4 years after tax is due or
paid (longer for auditing &
. . . contractor delinquency); Ca.
Finance FIN-001 1099's / 1096's 2 years 3 years 5 years Mag, Ppr FTB: 3 years; 26 CFR
§31.6001-1(e)(2), R&T
§19530, GC §34090; 29 USC
436
Accounts Payable / Invoices
2;3;:§§1p / Request for Department preference;
. . Yes: Until |Mag, Mfr, Yes: After |Meets municipal government
Finance FIN-002 (Includes Iny0|ces, Travel 2 years 3 years 5 years Paid oD, Ppr S/l QC & 0D |auditing standards: GC
Expense Reimbursements,
. ) §34090
Transit Reimbursements,
Direct Payment Vouchers, etc.)
. Rate Studies (Sewer / Water Superseded Superseded Department preference; GC
Finance FIN-003 Fees, etc.) + 10 years + 10 years Mag, Ppr §34090
Accounts Receivable: Department preference:
. Revenue - Our Invoices to Yes: Until |Mag, Mfr, Yes: After . -
Finance FIN-004 Outside Entities, Transient 2 years 3 years 5 years Paid oD, Ppr S/l QC & OD gﬂ;fotzgléggzg standards; GC
Occupancy Tax (TOT), etc. )
Accounts Receivable: Cash . Department preference;
. ) . Mag, Mfr, Yes: After . )
Finance FIN-005 Summaries / Cashiers Reports 2 years 3 years 5 years OD. Por S/l QC & OD Meets auditing standards; GC
/ Cash Reports / Petty Cash P §34090 et seq.
. . Preliminary drafts / content
Finance FIN-006 Audit Work Papers 2 years 3 years 5 years Mag, Ppr not substantive: GC §34090
Audits - Final / CAFR
. i (Consolidated Annual Financial Mag, Mfr, Department Preference; GC
Finance FIN-007 Report / Annual Financial P i OD, Ppr S/ No §34090
Statements / Single Audits
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If the record is not listed here, refer to the Retention for City-Wide Standards

Image: Destroy
I=Import | Paper after
M=Mfr Imaged &

S=Scan Qcd?

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

Litigation, com

Department Preference
Audits - Grant Audits, IRS (meets municipal government
Finance FIN-008 Audits, Transportation Audits, 2 years 3 years 5 years Mag, Ppr auditing standards);
PERS Audit, etc. Statewide guidelines propose
audit + 4 years; GC §34090
Bank Statements and Trustee
Statements, Fiscal Agent Department Preference;
Finance FIN-009 Statements, Investment 2 years 3 years 5 years Mag, Ppr meets auditing standards; GC
Account Statements, Bank §34090, 26 CFR 31.6001-1
Reconciliations
Department Preference;
Statute of Limitations for
Bonds & Bond Sales - Official bonds, mortgages, trust
Statements / Transcripts / deeds, notes or debentures is
Certificates of Participations 6 years; Bonds issued by
(COPs) - Includes Continuing Fully Fully iy Yes: Until local governments are 10
Finance FIN-010 . Defeased +} Defeased + Lo Mag, Ppr ) o
Disclosure Reports Defeased Maturity years; There are specific
10 years 10 years ) :
requirements for disposal of
See Bank Statements for unused bonds; CCP 88336 et
statement retention. seq. 337.5(a); 26 CFR
1.6001-1(e): GC 843900 et
seq.
. . Mag, Mfr, Yes: After |Department Preference; GC
Finance FIN-011 Budgets - Final P P oD, Ppr S QC&OD |§34090
When No When No Department preference;
Finance FIN-012 Budgets Work Papers Longer Longer Mag, Ppr Preliminary drafts; GC
Required Required §34090
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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.
laints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Litigation, com

Finance

FIN-013

Checks / Warrants (Cashed)

2 years

3 years

5 years

Mag, Ppr

May contain Fire District
independent contractor's
compensation, expense
reimbursement, or District
credit card records; Meets
municipal government
auditing standards; Published
articles show 3 - 7 years; GC
§ 34090

Finance

FIN-014

Deferred Compensation (City
Statements)

2 years

3 years

5 years

Mag, Ppr

Produced by Deferred Comp.
Provider; consistent with
proposed statewide
guidelines; published articles
for bank statements show 4 -
7 years; GC 8304090, 26
CFR 31.6001.1

Finance

FIN-015

Developer's Fee Accounts /
Trust Accounts

Close +5
years

Close +5
years

Mag, Ppr

Department Preference;
meets auditing standards; GC
834090, 26 CFR 31.6001-1

Finance

FIN-016

Escheat (Unclaimed money /
uncashed checks)

5 years

5 years

Mag, Ppr

Department preference; All
tangible property held by
government agencies
escheats after 3 years;
Statute of Limitations is 1
year for seized property; CCP
§8340(d), 1519; GC §34090

Finance

FIN-017

FEMA / OES Claims /
Reimbursements (includes all
backup)

Payment + 5
years

Payment + 5
years

Mag, Ppr

Department preference;
Meets auditing standards; GC
834090 et seq.

Finance

FIN-018

Financial Services Database
(Springbrook)

Indefinite

Indefinite

Yes

Mag

Data Fields / Records are
interrelated; GC 834090
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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.
laints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Litigation, com

Finance

FIN-019

Fixed Assets (Spreadsheet)

Life of
Equipment

Life of
Equipment

Mag, Ppr

Department Preference (bond
auditing purposes; IRS
regulations state, "...material
records should generally be
kept for as long as the bonds
are outstanding, plus 3 years
after the final redemption date
of the bonds"); 26 CFR
1.6001-1(e); GC §34090

Finance

FIN-020

Investment Reports & Backup

2 years

3 years

5 years

Mag, Ppr

Department Preference; GC
§34090

Finance

FIN-021

Investments: Certificate of
Deposit / Investment Bonds
(Receipts / Advisor Reports /
Trade Tickets

Maturity + 5
years

Maturity + 5
years

Mag, Ppr

Department Preference;
Meets auditing standards;
Published articles show
disposal + 7 years for security
brokerage slips; statewide
guidelines propose
permanent; FTC Reg's rely on
"self-enforcement";

GC8§ 34090, 43900

Finance

FIN-022

Investments: Money Market
Accounts / LAIF (Local Agency
Investment Fund)

5 years

5 years

Mag, Ppr

Department Preference;
Meets auditing standards;
Published articles show
disposal + 7 years for security
brokerage slips; statewide
guidelines propose
permanent; FTC Reg's rely on
"self-enforcement";

GC8§ 34090, 43900

Finance

FIN-023

Journal Entries / Journal
Vouchers / Budget
Adjustments

2 years

3 years

5 years

Mag, Ppr

Department Preference;
meets auditing standards; GC
834090, 26 CFR 31.6001-1
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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.
laints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Litigation, com

Department Preference

Finance FIN-024 Purchase Orders 2 years 3 years 5 years Mag, Ppr (meets auditing standards);
GC §34090
Reports, General Ledger,
Subsidiary Ledgers, Department preference (The
Reconciliations, Registers, When No When No Financial System Database is
Finance FIN-025 Transaction Histories, Balance Longer Longer Mag, Ppr the original; reports are
Sheets, Revenue & Required Required considered drafts or copies);
Expenditure Reports, etc. GC 834090
(MONTHLY OR PERIODIC)
Reports: Annual State or
Federal: State Controller's
Report, Local Government . Department Preference;
. . Mag, Mfr, Yes: After . .
Finance FIN-026 Compensation Report, Gas 2 years 3 years 5 years OD. Por S/l QC & OD Meets auditing standards; GC
Tax, MOE (Maintenance of P 834090
Effort) Report, Street Report,
etc.
Department Preference;
Finance FIN-027 Returned Checks / NSF 5 years 5 years Mag, Ppr Meets auditing standards; GC
Checks
§34090
Department Preference
. Yes: Until |Mag, Mfr, Yes: After |(meets municipal government
Finance FIN-028 W-9s 5 years 5 years Paid OD, Ppr S/ QC & OD |auditing standards); GC
§34090; 29 USC 436
FINANCE / CUSTOMER SERVICE / UTILITIES & BUSINESS LICENSE
Finance / Department preference
Customer Adjustments / Lead . P P!
Service / FIN-029 Adjustments / Appeals to City 5 years 5 years Mag, Mir, S/l ves: After |(meets municipal government
. OD, Ppr QC & OD |auditing standards); GC
Business Manager
. 834090 et seq.
License
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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.
laints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Litigation, com

Finance /
Customer Account Account . .
Service / FIN-030  |Applications for Service Closed + Closed + I\éag, 2" f:’ S/l \geé &A(f)tgr ggfggom;nstepreference, GC
Business Fully Paid Fully Paid P g
License
Finance /
Department preference
Customer . Account Account e
. Automatic Payment Mag, Mfr, Yes: After |(meets municipal government
Service / FIN-031 o Closed + Closed + S/l g )
. Authorizations / ACH . . OD, Ppr QC & OD |auditing standards); GC
Business Fully Paid Fully Paid
. §34090 et seq.
License
Finance / Department preference
Customer When No Whien No (act):ount is crl)osed and notes
Service / FIN-032 Bankruptcies - ALL Longer Longer Mag, Ppr g .
. ; : indicate bankruptcy); GC
Business Required Required
. §34090
License
Finance / Department preference
Customer Business License & Permits - P P!
Service / FIN-033 ALL, Including Applications 5 years 5 years Mag, Mfr, S/l ves: After j(meets municipal government
. ! 9 App y y OD, Ppr QC & OD |auditing standards); GC
Business and Renewals
. 834090 et seq.
License
May contain Fire District
independent contractor's
Finance / compensation, expense
Customer reimbursement, or District
Service / FIN-034 Checks / Warrants (Cashed) 2 years 3 years 5 years Mag, Ppr credit card records; Meets
Business municipal government
License auditing standards; Published

articles show 3 - 7 years; GC
§ 34090
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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.
laints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
A

Litigation, com

Finance / Checks deposited to Bank
Customer (City scans them for the Bank, These are bank instruments,
- . . Follow Bank Follow Bank . .
Service / FIN-035 rather than physically taking . : Mag, Ppr and not City records; per
. Instructions Instructions
Business the checks to the bank to bank agreement.
License deposit them.)
Finance / Department Preference;
Customer Collection Agency Statements / Meets municipal government
Service / FIN-036 Write-Offs / Uncollectible 5 years 5 years Mag, Ppr auditing standards; Published
Business Accounts articles show 3 - 7 years; GC
License §34090
Finance /
Custo_mer Paym_ent StL_ibs (if not _ When No When No Yes: While District preference; GC
Service / FIN-037 combined with Cash Register Longer Longer : Mag, Ppr
. ’ ; Active Issues §34090
Business Backups) Required Required
License
Finance /
Custqmer Shut Off Lists / Turn Ons Turn When No When No Department preference; GC
Service / FIN-038 Longer Longer Mag, Ppr
. Offs ; : §34090
Business Required Required
License
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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.
ublic records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Litigation, complaints, claims,

FINANCE / PAYROLL

Finance /

DE-6, DE-7, DE-9, DE-43, W-
3, & DE-166, 941 Forms, IRS
5500 Forms (Employee Benefit
Plans), PERS / FICA &

Department Preference; IRS:
4 yrs after tax is due or paid;
Ca. FTB: 3 years; Articles
show 7 years; IRS Reg

Payroll FIN-039  \tedicare Adjustments - 2years | 3years § Syears Mag, Ppr §31.6001-1(e)(2), R&T
Quarterly Payroll Tax Returns / 819530; 29CFR 516.5 -
OASDI, Federal Tax Deposits, 516.6, 29USC 436, GC
Adjustments, etc. 834090
Department preference;
Meets municipal government
auditing standards; W-4s are
required four years after the
Finance / FIN-040 Employee Payroll Files Separation + Separation + Mag, Ppr due date of such tax for the
Payroll (includes W-4s) 5 years 5 years ' return period to which the
records relate, or the date
such tax is paid, whichever is
the later. 26 CFR 31-6001-1;
GC §34090
Finance / Garnishments, Ch”d. Support, Completion + Completion + Department Preference; GC
Payroll FIN-041 Court Orders regarding 5 years 5 years Mag, Ppr §34090
Employee Wages
FQ:;(;EI)I/ FIN-042 Payroll Database Indefinite Indefinite Yes Mag :?]?;?r;g:;;/g g %(;rjggzge
Department preference for
PERS buy-backs; Meets
Finance / Payroll Reports - Biweekly municipal government
Payroll FIN-043 Reports 2 years 3 years 5 years Mag, Ppr auditinz stgndards; PERS

Circular letter 200-051-17;
GC 834090
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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.

Litigation, com

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

Finance /
Payroll

FIN-044

Retirement Annual Valuation
Reports, Actuarial Valuation
Reports

2 years

3 years

5 years Mag, Ppr

Department Preference; GC
834090

Finance /
Payroll

FIN-045

Time Sheets / Time Cards /
Overtime Sheets / Overtime
Cards

2 years

3 years

Mag, Mfr,

5 years oD, Ppr

Yes: After
QC & OD

Department preference;
Meets auditing standards
(audit + 4 years); IRS
requires 4 years; Ca. requires
2 yr min.; FTB keeps 3 years;
Most Employees provide
digital signatures when they
submit their timecards, but
some in Public Works and
Community Services do not
(another employee enters
their time); IRS Reg §31.6001;
1(e)(2), R&T §19530; LC §
1174(d); 29 CFR 516.5; GC
§34090

Finance /
Payroll

FIN-046

W-2's

5 years

Mag, Mfr,

5 years oD, Ppr

Yes: After
QC & OD

Department preference;
Meets municipal government
auditing standards; GC
§34090
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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.
laints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Litigation, com

Human
Resources

HR-001

Benefit Plan Documents
(Optical, Dental, etc.)

Duration of
the Contract
+ 6 years

Yes: For
Duration of
Contract

Duration of
the Contract
+ 6 years

Mag, Ppr

EEOC / ADEA (Age) requires
1 year after benefit plan
termination; Federal law
requires 6 years after filing
date for retirement; State Law
requires 2 years after action;
29 CFR 1627.3(b)(2); 29 USC
1027; GC 8812946, 34090

Human
Resources

HR-002

Classification / Reorganization
Studies (for employee
classifications and department
structures)

Minimum 3
years

Minimum 3
years

Mag, Ppr

Department preference;
Bureau of National Affairs
recommends 2 years for all
supplementary Personnel
records; Wage rate tables are
1 or 2 years; State requires 2
years; 29 CFR 516.6, 29 CFR
1602.14, GC 8812946, 34090

Human
Resources

HR-003

Compensation Surveys &
Studies

Minimum 3
years

Minimum 3
years

Mag, Ppr

Department preference;
Bureau of National Affairs
recommends 2 years for all
supplementary Personnel
records; Wage rate tables are
1 or 2 years; State requires 2
years; 29 CFR 516.6(2), 29
CFR 1602.14, GC §812946,
34090

Human
Resources

HR-004

Contracts for Investigators

Completion +
5 years

Yes: Before
Completion

Completion +
5 years

Mag, Ppr

Department preference;
Statute of Limitations for
contractual obligations is 4
years; CCP §8337. 337.1(a),
337.15, 343; GC 834090
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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.
laints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Litigation, com

Department preference; All
State and Federal laws
require retention until final

Human Department of Fair Final Final disposition of formal
HR-005 Employment & Housing (DFEH | Disposition + Disposition + Mag, Ppr o .
Resources : complaint; State requires 2
or EEOC) Claims 5 years 5 years N '
years after "fully and finally
disposed"; 2 CCR 11013(c);
GC §812946, 34090
When When
Human HR-006 DMV Pull Notices - Except for | Superseded Superseded Mag, Ppr Department Preference; GC
Resources Police Department or Upon or Upon ' §34090
Separation Separation
Department preference;
D.O.T. Requires 5 years for
positive tests, 1 year for
negative tests;
EEOC/FLSA/ADEA (Age)
Human Drug & Alcohol Test Results requires 3 years physical
Resources HR-007 (All - Positives and Negatives) 5 years 5 years Mag Ppr examinations; State Law

requires 2 years; 29 CFR
1627.3(b)(1)(v), GC 8812946,
34090; 49 CFR 655.71 et
seq.; 49 CFR 382.401 et seq.
49 CFR 653.71

FORT BRAGG, CA. ©1995-2018 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted 9/24/2018, Resolution 4123-2018

Revised 3/30/2020




Ver. 2.0
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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.
laints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Litigation, com

Human
Resources

HR-008

Employee Investigations

Separation +
1 year

5 years

Separation +
6 years

Mag, Mfr,
OD, Ppr

Yes: After
QC & OD

Department Preference;
statute of limitations for
EEOC/FLSA/ADEA (Age)
requires 3 years for
promotion, demotion,
transfer, selection, or
discharge; State Law requires
2 -3 years; 29 CFR 1602.31
& 1627.3(b)(ii), GC §812946,

Human
Resources

HR-009

Job Descriptions /
Classification Specifications

Minimum
Superseded
+ 3 years

Minimum
Superseded
+ 3 years

Mag, Mfr,
OD, Ppr

Yes: After 1
year

Department preference;
EEOC/FLSA/ADEA (Age)
requires 3 years for
promotion, demotion,
transfer, selection, or
discharge; State Law requires
2 -3 years; retirement benefits
is 6 years from last action; 29
CFR 1602.31 & 1627.3(b)(ii),
8 CCR 8§3204(d)(1) et seq.,
GC §812946, 34090

Human
Resources

HR-010

Labor Relations Files
(Negotiation Notes,
Correspondence, Interpretation
of MOU Provisions,
Documentation, etc.)

Minimum 5
years

Minimum 5

years Mag, Ppr

Department Preference; GC
834090

Human
Resources

HR-011

OSHA Logs - 200, 300, 301,
301A

5 years

5 years Mag, Ppr

Calif. Labor Division is
required to keep their records
7 years; OSHA requires 5
years; State law requires 2
years; 8 CCR 83203(b)(1),
GC 834090.7; LC §6429c
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Record

(OFR)
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Active
(in office)

Inactive
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Center)
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Total
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S=Scan Qcd?

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

Litigation, com

Personnel Files - Employee
File
Includes Application, Benefit

Department Preference;
statute of limitations for
retirement benefits is 6 years
from last action;
EEOC/FLSA/ADEA (Age)
requires 3 years for

Sohw s Ge by romnon emoton
G‘rair :/'Cr? es, : \éa us Il(i)ni& y y P transfer, selection, or
P eva celsA t S FO cies, discharge; State Law requires
Setrfl‘ofn”em AC 'r°“ mo':?s' t 2 -3 years; 29 CFR 1602.31
etiement Agreements, etc. & 1627.3(b)(ii), GC §§ 3105,
12946, 34090; 53235.2(b);
LC 1198.5; 26 CFR 31-6001-
Personnel Files - Medical File : CEPAITIIE preieteiite, THes
- Separation + maintained separately;
/ Benefit File (all employees) 29 years or -
P | t Medical Termination 30 years or Claims can be made for 30
Human HR-013 Clre-emp OyngA edica Separation + of Benefits Termination | Yes: Until |Mag, Mfr, S Yes: After |years for toxic substance
Resources earances, . . 1 year : '| of Benefits, | Separation | OD, Ppr QC & OD |exposure; 8 CCR 83204(d)(1)
Accommodations, Fit for Duty, Whichever . !
FMLA, Psychological is Longer e et seq., 29 CFR
Ny . ' Longer 1910.1020(d)(2)(i), GC
Respirator Fit Tests, etc. g ccannae 'Snt)'\(r\)\(.l)| ~a4no
Recruitment and Testing File .
(Includes Advertisements Department preference;
S ' EEOC / FLSA / ADEA (Age)
Applications for Unsuccessful . .
. . requires 1-3 years; State Law
Human Candidates, Interview Notes, . )
HR-014 3 years 3 years Mag, Ppr requires 2 - 3 years; 29 CFR
Resources Job Brochures, Test Data, .
. ' - 1627.3(b)(i), 29 CFR 1602.14
Testing Analysis & statistical i
. A . et seq.2 CCR 11013(c); GC
Metric, Job Analysis, Rating 5512946, 34090
Sheets, Scantrons, etc.) '
Human Studies & Surveys Conducted When No When No g?er;:ri?:]:ftjfa?ts;irgtwe:
Resources HR-015 on Behalf of the City (Sick Longer Longer Mag, Ppr retained inythe ordinar
Leave, Attrition, Benefits, etc.) Required Required y

course of business; GC
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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.

Litigation, com

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

Department preference

Human Workers Compensation Claim (meets municipal government
Resources HR-016 Runs 5 years > years Mag Ppr auditing standards); GC
§34090
- Department preference; Files
. . Separation + . .
Workers Compensation Claims 29 years or maintained separately;
L . e 30 years or -
/ Long Term Disability Claims . Termination . . . . Claims can be made for 30
Human . . Separation + . Termination | Yes: Until |Mag, Mfr, Yes: After .
HR-017 (Includes all Accident, Incident, of Benefits, . . S years for toxic substance
Resources X 1 year . of Benefits, | Separation | OD, Ppr QC & OD .
or Injury Reports from Whichever : 4 exposure; 8 CCR 8§3204(d)(1)
- Whichever is
Employees) is Longer Longer et seq., 29 CFR

1910.1020(d)(1)(i), GC
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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.
laints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Litigation, com

Used for Disaster Recovery

Information When No When No Purposes Only; Considered a
Technolo IT-001 Backups - DAILY Longer Longer Yes Mag. copy and can be destroyed
oy Required Required when no longer required; GC
834090 et seq.
Used for Disaster Recovery
Information When No When No Purposes Only; Considered a
Technolo IT-002 Backups - WEEKLY Longer Longer Yes Mag. copy and can be destroyed
oy Required Required when no longer required; GC
834090 et seq.
Preliminary documents not
Information Network Configuration Maps & When No When No retained in the ordinary
IT-003 Longer Longer Yes Mag. ; )
Technology Plans Required Reduired course of business; GC
q 9 §34090 et seq.
UNALTERABLE MEDIA Tristaorthy Electonc.
(WORM / DVD-r / CD-r / Blue y :
. Records (when the electronic
Information Ray-R) or other unalterable i
IT-004 . . P P oD record serves as the official
Technology media that does not permit

additions, deletions, or
changes

record); GC 34090, 12168.7,
EVC 1550, CCR 22620 et
seq.
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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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

CHIEF / ADMINISTRATION

Police / ABC Applications / Alcoholic When No When No
Chief / PD-001 Beverage Control License Longer Longer Mag, Ppr Not City records
Admin. Applications Required Required
Police / Department preference (meets
Chief / PD-002 Asset Forfeiture 5 years 5 years Mag, Ppr auditing standards); GC §34090
Admin. et seq.
Department preference; EEOC /
Police / Background File / Recruitment . ! FLSA/ ADEA (Age) requires 1-3
. . . . | Separation + Separation + years; State Law requires 2 - 3
Chief / PD-003 File Police Employees & Police Mag, Ppr ! .
Admin. Volunteers (SUCCESSFUL) 5 years 5 years years; 29 CFR 1627.3(b)(i), 29
CFR 1602.14 et seq.2 CCR
11013(c); GC §§12946, 34090
Department preference; EEOC /
Police / ETCngZO?'nd l;ile /lRecruitgent FLSA / ADEA (Age) requires 1-3
. ile - Police Employees years; State Law requires 2 - 3
Egr's:n/. PD-004 I bice Volunteers 3 years S years Mag, Ppr years; 29 CFR 1627.3(b)(i), 29
(UNSUCCESSFUL) CFR 1602.14 et seq.2 CCR
11013(c); GC §§12946, 34090
Department Policies &
Police / Procedures / Operation Minimum 2 Minimum 2 Mag, Mfr Yes: After |Department Preference; GC §
Chief/ PD-005 Directives / General Orders / o S/l : '
Admin. Lexipol (Department Policies and years years OD, Ppr superseded 34090 et seq.
Procedures)
Police / When When
Chief / PD-006 DMV Pull Notices - Police Only Superseded, Superseded, Mag, Ppr Department Preference; GC
Admin. or qun or qun 834090
Separation Separation
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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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

State requires for at least 5 years
Internal Affairs Investigations - for Civilian's complaints; o.ther
Individual Officers / Complaints State & Fede_lrr;l_l Ialvv§ require f
Police / Against Officers - CIVILIAN or Final Final ;ete”t:c’” ““tl' .'rlf"‘s‘:'stpos'“o.” °
Chief / PD-007  |INTERNAL COMPLAINTS Disposition + Disposition + Mag, Ppr ormar compiaint; State requires
Admin. (May include criminal acts, moral | 5 years 5 years 2 years after action is taken;
turpitude, complaints genérated Statu_te of Limitations is 4 years
from a cit,izen) for misconduct; EVC §
1045(b)(1), GC 8812946, 34090;
VC §2547
Police /
Chief / PD-008 Pitchess Motions Notifications 2 years 2 years Mag, Ppr GC §34090
Admin.
Minimum 2 Minimum 2 Department preference; GC
Lead Dept. PD-009 Press Releases years voars Mag, Ppr §34090
Iz:or:'i:: // PD-010 ::SE;;C:K dze(rsncl;lti?:i‘tg;rs, Exgiration + Expiration + Mag, Ppr Department preference; GC
Admin. Massage, Taxi, etc.) years 2 years §34090 et seq.
Police / Incident + 2 Incident + 2 Department preference; GC
Chief / PD-011 Use of Force Review Mag, Ppr '
Admin. years years §812946, 34090
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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.

Litigation, complaints, claims,

INVESTIGATIONS

ublic records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Police /

Investigat.

PD-012

Informant Files

Minimum 5
years

Minimum 5
years

Mag, Ppr

Informant information; Does not
contain criminal intelligence
information concerning
individuals; Department
preference GC 834090

Police /

Investigat.

PD-013

Intelligence Files (Criminal
Intelligence Files)

No Longer
than 5 years

No Longer
than 5 years

Mag, Mfr,
OD, Ppr

Yes: After
QC & OD

Files contain criminal intelligence
information concerning an
individual only if there is
reasonable suspicion that the
individual is involved in criminal
conduct or activity and the
information is relevant to that
criminal conduct or activity.
Misleading, obsolete or unreliable
information is required to be
destroyed; remaining records
must not be retained longer than
5 years; 28 CFR 23.20(h); GC
§34090

Police /

Investigat.

PD-014

Investigation Files and Arrest
Files

Transfer to
Records

Transfer to
Records

Mag, Ppr

Final reports and records are
transferred to the case file stored
in Records; GC 834090 et seq.

Police /

Investigat.

PD-015

Narcotics Buy Fund Logs

2 years

2 years

Mag

GC 834090 et seq.
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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.

Litigation, complaints, claims,

ublic records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

PATROL
. Briefing Form: Vacation House When No When No Dep_art_ment preference; . .
Police / Preliminary drafts not retained in
PD-016 Checks / Extra Patrol Requests, Longer Longer Mag . . )
Patrol otc Required Reatired the ordinary course of business;
: q i GC §34090 et seq.
. . . 3 years is required for animal
. Canine (Police Service Dogs . :
Police / PD-017 Pro rarrg Files / Trainin Fi?es),' Separation + Separation + Mag. Por care / treatment records; FA
Patrol gram ¢ g ries. 3 years 3 years 9. Fp §32003(e), PC §597.1(d); GC
Animal Files
§34090 et seq.
Police / Canine (Police Service Dogs)
Patrol PD-018 Program Files: Action Reports, 2 years 2 years Mag, Ppr GC 834090 et seq.
Monthly Reports
P;:;gll PD-019 PAS Device Calibration Logs 2 years 2 years Mag, Ppr GC 834090 et seq.
Police / L
Patrol PD-020 Range Qualifications 2 years 2 years Mag, Ppr GC 834090
Police / . .
Patrol PD-021 Ride-Along Waivers 2 years 2 years Mag GC 834090 et seq.
Preliminary drafts not made or
retained for the purpose of
Police / i . Minimum 2 Minimum 2 Mag, Mfr, Yes: After |preserving the informational
Patrol PD-022 Special Events / Ops Plans years years OD, Ppr S/ QC & OD |content for future reference; GC
834090, GC §6252; 64 Ops. Cal.
Atty. Gen. 317 (1981))
Police / Traffic Control: Radar
Patrol PD-023 Calibration Records 2 years 2 years Mag, Ppr GC 834090 et seq.
PERSONNEL & TRAINING
Personnel Files (Department- . . Ensure records kept in
Human . - Separation + Separation +] Before . . .
Resources PD-024 level Files) Includes original 5 vears E vears Separation Mag, Ppr Department files comply with City
disciplinary actions y y P policy; GC §34090.7
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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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Police /
Personnel PD-025 Training Bulletins 2 years 2 years Mag, Ppr GC §34090
& Training
PROPERTY & EVIDENCE
. Follows the
Police / . Follows the ) .
Property & PD-026 Crime Report Photos Re_:tentlon Retention of Mag, Mfr, S/ Yes: After 1/Department Preference; GC
; Period of the . oD, Ppr year 834090
Evidence : fthe Evidence]
Evidence
Police /
Property & PD-027 Forfeiture Notification 2 years 2 years Mag, Ppr GC §34090
Evidence
Police / . . . . .
Gun and Narcotics Destruction Minimum 2 Minimum 2 Department Preference; GC
Property & PD-028 Mag, Ppr
; Log (Documents related to) years years §34090
Evidence
Police /
Lost & Found Property
Pro_perty & PD-029 (Documents related to) 2 years 2 years Mag, Ppr GC §34090
Evidence
Police /
Property & PD-030 Property & Evidence Logs 2 years 2 years Mag, Ppr GC §34090
Evidence
Police /
Property & PD-031 Property Auctions 2 years 2 years Mag, Ppr GC §34090
Evidence
RECORDS
. Citations & Notice to Appear - .
g:l'gﬁjls PD-032 Parking, Marijuana, & Moving 2 years 2 years Mag, Ppr §D§£§;tomeetnstepreference, GC
(Includes Voided and Warnings) 9

FORT BRAGG, CA. ©1995-2018 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted 9/24/2018, Resolution 4123-2018
Revised 3/30/2020




Ver. 3.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-6
ORfQCc(c)ergf ‘Retention No.‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media I=Import | Paper after
?
(OFR) (in office) (Féecct)rds Retention | Vi@ Options | M=Mfr | Imaged &
enter) S=Scan QcC'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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

CRIME REPORTS / INCIDENT
. REPORTS:
Police /
Records PD-033 2 years 2 years Mag, Ppr GC §34090
BOLOS (Be on the Lookout for)
issued by other agencies
CRIME REPORTS / INCIDENT
REPORTS:
Individual petitions District
. Factually Innocent Petition Date of Date of . . Attorney; Sheriff concurs that
Police / PD-034 Accepted Records Sealed Arrest + 3 Arrest + 3 Ygs. Bgfpre Mag, Mir, SIM/I Yes: After3 person is factually innocent, then
Records ! . Disposition| OD, Ppr years . " .
Pending Destruction - Except years years seals record ("Shall" Destroy);
those with outstanding stolen GC 834090; PC §851.8(a)
property, including firearms, or
lost firearms
CRIME REPORTS / INCIDENT
REPORTS: Department Preference; DOJ
retains CACI (Child Abuse
Felonies with an Arrest, Central Index) information for
Capital Crimes / Homicides / adults 100 years; others have no
Police / Major Crimes / Serious Mag, Mfr, Yes: After |limitations on commencement of
Records PD-035 Felonies / Sex Crimes / Child P P ves OD, Ppr S/ QC & OD |action; Courts keep permanently
Abuse / Felony DNA / Fatal PC 88 261, 286, 288, 28843,
Collisions (Crimes Subject to 288.5, 289, 289.5, 290, 799,
the Death Penalty), Sex Crimes 803(h), 11169 et seq.; 11170(a);
(PC §288, 290, WIC 707(b)), PC WIC 707(b)
803(h)
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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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Provided there are no
outstanding warrants,
unrecovered identifiable items,
CRIME REPORTS / INCIDENT criminal deaths, they are not
. REPORTS: . historically significant, and it is
:;l;lgredls PD-036 10 years 10 years Yes I\gaDg, g/lfrr SIM/I Yes.eg‘;er 3 not classified under PC §800 &
Felonies without an Arrest, + °P y 290; Stat. of Limit. is 2 yrs;
Wreckless Driving, DUIs Destroy juvenile marijuana after
agel8; H&S §11361.5, GC
834090, PC 8802, PC 88187,
800 et seq.
CRIME REPORTS / INCIDENT Fi .
REPORTS: irearm Firearm
Police / Found or Found or Mag, Mfr Yes: After 3
PD-037 . . Recovered - Recovered - Yes g M, SIM/ ’ PC§ 11108(b); GC8 34090
Records Firearms entered into CLETS L . OD, Ppr years
. . Minimum 2 Minimum 2
(if not Permanent Retention) - ears cars
Found / Recovered Firearms y y
Provided there are no
outstanding warrants,
CRIME REPORTS / INCIDENT uqre_covered identifiable items,
REPORTS: criminal deaths, they are not
. ' historically significant, and it is
Police / Mag, Mfr, Yes: After 3 . ’
Records PD-038 Miscellaneous Reports, 5 years 5 years Yes oD, Ppr SIM/I years not classified l_Jnt_JIe_r PC 8800 &
L. 290; Stat. of Limit. is 2 yrs;
Collision Reports (Not Fatal), . . .
Misd Destroy juvenile marijuana after
Isdemeanors agel8; H&S §11361.5, GC
834090, PC 8802, PC §8187,
800 et seq.
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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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

CRIME REPORTS / INCIDENT

REPORTS:

Misdemeanor or Infraction -
Police / Adult Marijuana / Cannabis - Yes: Before| Mag, Mfr, Yes: After 2|("Shall" Destroy); H&S §11361.5;
Records PD-039 H&sS §11357(b)(c)(d)(e) or H&S 2 years 2 years Disposition| OD, Ppr S/ years GC §34090

§11360(b) (with procedure in

H&S §11361.5) - Except those

with outstanding stolen property,

including firearms, or lost

firearms

CRIME REPORTS / INCIDENT

REPORTS:

Conviction Conviction
. Misdemeanor or Infraction - or Arrest (if or Arrest (if . ) (Courts and other Agencies

fonce’ | PD-040  |Juvenile Marijuana/ Cannabis - No No Tjelsspfggr? s, g';rr' SV Yes}'/e:fser ?"shall" Destroy); H&S §11361.5;

H&S §11357(E) - Except those | Conviction) Conviction) ' GC 834090

with outstanding stolen property, | + 2 years + 2 years

including firearms, or lost

firearms

CRIME REPORTS / INCIDENT FZifggr FZir:c?:r
Police / PD-041 REPORTS: Recovered. Recovered. Yes Mag, Mfr, SIMII Yes: After 3|Per CLETS / DOJ requirements;
Records e . OD, Ppr years GC 834090

Missing Persons Minimum 2 Minimum 2

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

CRIME REPORTS / INCIDENT
REPORTS:
. . . Offender is Offender is (Courts and other Agencies
M Inf :
Police / PD-042 |sqllemeanor orin IjaCtIOI‘l 18 Years 18 Yoars Yes Mag, Mfr, SIMII Yes: After 2 "Shall" destroy); H&S§ 11361.5
Records Marijuana / Cannabis §11357(e) - oD, Ppr years
. Old Old et seq., 11357(e)
Juvenile on School Grounds
during School Hours (with
procedure in H&S 8§11361.5)
CRIME REPORTS / INCIDENT
REPORTS:
Sealed Adult, Juvenile and Sealing Date . Sealed records for juveniles and
. . Sealing Datef,, . ) wards of the Court must be
Police / Ward Cases - Except those with | + 5 years Yes: Before| Mag, Mfr, Yes: After 3 .
Records PD-043 E + Child Ab S (Or Court + 5 years (or Disposition| OD. Por SIM/I ears destroyed 5 years after sealing
NXCTp . é - “st.e :’r g evere order) Court Orden] ~'*P P y date; CCP §§340.1, GC §34090;
eglect, (Substantiated), wel §§389(a), 781(d)
outstanding stolen property,
including firearms, or lost
firearms
. Crime Statistics / Uniform Crime . . . .
Police / PD-044 Reports (UCR) - Summaries 2 years 2 years Mag, Ppr Filed on line with the State; GC
Records §34090
(BCS)
Police / Field Investigation Cards (FI's) - When No Yitien e Preliminary Drafts; GC§ 34090 et
PD-045 ; Longer Longer Mag, Ppr
Records After Entry into RMS ; - seq.
Required Required
Police / i Hearings: Parking Hearings,
Records PD-046 Tow Hearings 2 years 2 years Mag, Ppr GC §34090
Police / S
Records PD-047 NCIC Validation 2 years 2 years Mag, Ppr GC §34090
. Officer Recordings: Body-Worn )
Police / PD-048 Camera Videos — LOGS of P P Mag PC§ 832.18(b)(S)(E); GC
Records . §34090.6 et seq.
Access or Deletion of Data
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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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Officer Recordings: Body-Worn Follows FOHOW.S the
Camera Videos - that ARE Retention for Retenfion of
Police / . . . the PC§ 832.18(b)(5)(B)&(C); GC
PD-049 evidence, Officer Involved Evidence, . Mag
Records . . L Evidence, 834090.6 et seq.
Shootings / Detention or Arrest| Minimum 2 Mininum 2
/ Complaints years
years
Offcer Recordngs: Bocy-worn e
Records PD-050 g\igsrr]i;hdeos - that are NOT 90 days 90 days Mag PCS 832.18(b)(5)(A); GC
§34090.6 et seq.
Department preference
Officer Recordings: In-Car Elczozn.sztent \g.lth L?;](IF;OA Section
Police / Mobile Audio Video (MAV) 2); Recordings that become
PD-051 . 1 year 1 year Mag evidence are stored with
Records Recordings - that are NOT . _
i — evidence - these are preliminary
evidence documents / transitory
recordings; GC §34090.6 et seq.
Department Preference to
provide information to other
Police / agencies; Non-records used for
PD-052 Pawn Slips 2 years 2 years Mag, Ppr investigations; Originals entered
Records .
into the State Automated
Property System; most agencies
retain for 2 years; GC §34090
Police / . - . Data Fields / Records are
Records PD-053 Police RMS Database Indefinite Indefinite Yes Mag interrelated: GC §34090
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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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Department preference; Pursuant
to PC 8457.1 et seq.; required to
Police / . . P, or Death } P, or Death Mag, Mft, Yes: After 5|register for life; If released from
Records PD-054 Registrants: Arson - Adults 5 years of Registrantjof Registrant| oD, Ppr S/mi years CYA, records are destroyed after
age 25 or sealing pursuant to
W&l §781; GC §34090.7
Pursuant to PC 8§457.1 et seq.; If
. Registrants: Arson - Juveniles Age 25 or Age 25 or . released from CYA, records are
Police / . . . : Mag, Mfr, Yes: After .
Records PD-055 releasgd from California Youth  |Sealing Date Sealing Date} oD, Ppr SIM/I QC & OD destroyed after age 25 or sealing
Authority + 5 years + 5 years ' pursuant to W&l §781; GC
§34090.7
Department Preference;
;:l'g;ls PD-056 Registrants: Narcotic 5 years 5 years Mag, Ppr 5:32;”?(‘:02312(;38?L?Sfc’)s‘rliSQO
et seq., H&S §11594(a)
Department Preference; After
2021, Offenders can petition
Police / PD-057 Registrants: Sex Offenders - P, or Death P, or Death Mag, Mfr, SIMI Yes: After |Court for removal 10 or 20 years
Records Adults of Registrant of Registrant OD, Ppr QC & OD |after offense, provided there are
no subsequent offenses;
Pursuant to PC §290 et seq.
Department Preference; After
P P 2021, Offenders can petition
. . . or Sealing or Sealing . Court for removal 10 or 20 years
Police / PD-058 Reglstrants. Sex Offenders - Date + 5 Date + 5 Mag, Mir, SIM/I ves: After after offense, provided there are
Records Juveniles OD, Ppr QC & OD .
years (or years (or no subsequent offenses;
Court Order) Court Order) Pursuant to PC 8290 et seq.;
W&l 781
Police / _ . When No When No Prelimipary drafts not retai_ned in
Records PD-059 Repossession Notices Longer Longer Mag, Ppr the ordinary course of business;
Required Regquired GC §34090
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Inactive 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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Police / Subpoenas (Police Personal
Records PD-060 Appearance or Duces Tecum) 2 years cyeas Mag, Ppr GC 834090
:gé'grzls PD-061 Subpoenas (Police Records) 2 years 2 years Mag, Ppr GC §34090
Police / Video Recordings - Parks, When No When No Does_ not recor(_j re"gular and
Records PD-062 parking Lots, Public Areas Longer Longer Mag ongoing operations"; GC
’ Required Required §34090.6
Police / Video Recordings - Police Records "regular and ongoing
Records PD-063 Operations / Building Security 1year dyear Mag operations"; GC §834090.6
Police / Department preference;; GC
Records PD-064 Warrants (Recalled or Served) 2 years 2 years Mag §34090 et seq.
TEMPORARY HOLDING FACILITY

Police / PD-065 Daily Inspection Log, Juvenile 2 years 2 years Mag, Ppr GC §34090

THF Log
P?I'III—TFE / PD-066 Monthly Counts, Official Counts 2 years 2 years Mag, Ppr GC 834090
Police / Video Recordings (Temporary

THE PD-067 Holding Facility) 1 year 1 year Mag GC §34090.6(a)
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. | Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Me_dla I—ITport after
(in office) 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.

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

ENGINEERING - CAPITAL PROJECTS

Some grant funding agencies
require audits; Statute of
) ) Limitations for Errors &
Capital Improvement Projects 10 years or {Completion + Omissions is 10 years;
(CIP): Administration File After 10 years or Published Audit Standards=4-
Public Works / ‘ dministration. Certified Funding JAfter Funding] _ 7 years; Statute of
Endineering / PW-001 Project Administration, Certified Upon Agency Agency | Yes: Until | o Limitations: Contracts &
9 "9 Payrolls, Construction Manager's Logs, | completion | Audit, if Audit, if | Completed |29 7P Spec's=4 years, Wrongful
Capital Projects Meeting Mlnutgs, Project Schedules, required, required, Death=comp. + 5 years,
E;?agtrs ;Spr;rzfst;g’s‘:;gcg ;':;sp’oizzlsy whichever is] whichever is Developers=comp. + 10
etc. longer longer years; Statewide guidelines
propose termination + 5
years; CCP 8337 et. seq., GC
§34090
Capital Improvement Projects
(CIP): Permanent File
Specifications & Addenda, Department preference;
Agreement / Contract, Daily retained for disaster '
Public Works / Inspections, Daily Logs, Unon ves: Until Mag, Yes: reparedness purnoses:
Engineering / PW-002 Successful Proposal, Change pon P P : Mfr, OD, S/ Complet. prepare > purp '
: . ) Completion Completed Statewide guidelines propose
Capital Projects Orders, EIRs, Negative Ppr + 10 years Permanent for Infrastructure
Declarations, Categorical plans: GC §34090
Exemptions, Materials Testing '
Reports, Hazardous Materials
Plans, Photos, Soil Reports,
Studies, Submittals, Surveys, etc.
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. | Destroy
Inactive Image: Paper
Acti Total . Medi I=I t
(OFR) Active (Records ota Vital? edia Tpor after
(in office) Retention Options | M=Mfr
Center) 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.

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

ormal retention periods (retention resumes after settlement or completion).

Drawings, Maps, Plans and

Drafts should be destroyed;
Some maps are also retained

Public Works / Record Drawings, Large-Format Mag, by Planning: Selected mans
Engineering / PW-003 Drawings, Survey Record Maps, P P Yes (all) | Mfr, OD, S No y N9, . P
: . : . R are retained in Public Works
Capital Projects Capital Improvement Project "As- Ppr . . )
Built" for administrative purposes;
GC 834000, 34090.7
ENGINEERING (PRIVATE DEVELOPMENT)
Municipal Improvement District
PUb“.C qukS/ Format!on /Assessmgnt District Upon Yes: Until Mag, Yes: After|Department preference; GC
Engineering / PW-004 Formation & Boundaries / Completion P P Completed Mfr, OD, S/ QC & OD |§34090
Private Dev. Community Facilities District P P Ppr
Projects Formation & Boundaries
Public Works / Mag, ) .
Engineering / PW-005 Benchmarks P P Mfr, OD, S/ Yes: After| Department Preference; GC
] QC & OD |§34090
Private Dev. Ppr
Correspondence - Regulatory Department preference;
PubI|.c quks/ Agencies Not Related to a CIP Minimum 10 Minimum 10 ves: Wh”e Mag, Yes: After Some correspondgnce from
Engineering / PW-006 State & Federal Agenci EPA ears cars Active Mfr, OD, S ac Regulatory Agencies need to
Private Dev. |(_| alteh D € et a tgetc &S, ' y y Issues Ppr be retained for long periods
eal epartment, etc.) of time; GC §34090
F;unbllii(\algg:]ks// PW-007 Design & Construction Standards - p P M?:lagb s/ Yes: After|Department Preference; GC
g g Authored by the City » OB QC & OD |§34090
Private Dev. Ppr
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ORfQCc(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
Inactive Image: Paper
Acti Total . Medi 1=l t
(OFR) Active (Records ota Vital? edia Tpor after
(in office) Retention Options | M=Mfr
Center) 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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Encroachment Permits /
Excavation Permits: Temporary
(Street Permits, Temporary
Public Works / Construction, Sidewalk Repairs, Final / Final / Yes: Until
Engineering / PW-008 Traffic Control, Transportation Completion + Completion + Com. letion Mag, Ppr GC § 34090
Private Dev. Permits, Utility Cuts, Wide Load 2 years 2 years P
Permits, etc.)
Includes Insurance Certificates
Public Works / Encroachments - Permanent Mag, . .
Engineering / PW-009 (Permanent structures in the City's P P Mfr, OD, S \gg'&Aggr ggfgétoment Preference; GC
Private Dev. Right of Way) Ppr
. Engineering Studies / Surveys -
PUb“.C quks/ Geotechnical and Soil Reports / Mag, Yes: After|Department Preference; GC
Engineering / PW-010 . P P Mfr, OD, S/l
; Hydrology Reports / Preliminary QC & OD |§34090
Private Dev. . . Ppr
Studies / Project Assessments
Public Works / . .
Engineering / PW-011 GIS Database / Geographic Indefinite Indetiite Yes Ma Data Fields / Records are
g g Information System Database 9 interrelated; GC §34090
Private Dev.
PUb“.C quks/ Improvement Plans (Includes Mag, Yes: After|Department Preference; GC
Engineering / PW-012 Grading) P P Mfr, OD, S QC & OD |§34090
Private Dev. 9 Ppr
Public Works / o . Mag, . Department preference;
Engineering / PW-013 I\PA:\f;iz;:?nﬁr.ar?sl,ki\:g?ibﬁaz::ng’ P P Mfr, OD, S \geg &Acf)tgr Drafts should be destroyed;
Private Dev. ' P T Ppr GC §34090
Drafts should be destroyed;
Pubic wors
Engineering / PW-014 Parcel Maps / Tract Maps P P Yes (all) | Mfr, OD, S No y g, . P
; are retained in Public Works
Private Dev. Ppr L . )
for administrative purposes;
GC 834090, 34090.7
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Office of . L . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Me_dla I—ITport after
(in office) Retention Options | M=Mfr
Center) 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.

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

ormal retention periods (retention resumes after settlement or completion).

When No Yitien e Preliminary drafts; GC
Building PW-015 Plan Checks for Building Permits Longer Longer Mag, Ppr y '
) : 834090 et seq.
Required Required
Statute of Limitations for
Private Development Projects / Errors & Omissions is 10
. Job Files: Administration File / years; Statute of Limitations:
Public Works / ; ” ) : .
. ! Construction Inspection Upon Yes: Until Contracts & Spec's=4 years,
Engineering / PW-016 - - . P P Mag, Ppr _
Private Dev Construction Inspections, Completion Completed Wrongful Death=comp. + 5
' Correspondence, Daily Logs, years, Developers=comp. +
Inspector's Records, etc. 10 years; CCP 8337 et. seq.,
GC §34090
Private Development Projects /
Job Files: Permanent Files
Certificate of Acceptance / Department preference:
Public Works / Approval, Dedications, ) . Mag, ) p_ p !
- . . Upon Yes: Until Yes: After|retained for disaster
Engineering / PW-017 Abandonments, Drainage, . P P Mfr, OD, S/l .
; . . Completion Completed QC & OD |preparedness purposes; GC
Private Dev. Driveway, Photos, Soil Reports, Ppr
. §34090
Stormwater, Private Lab
Verifications, Testing Lab Final
Reports, etc,
ENGINEERING - TRANSPORTATION
Copies - Copies -
Police PW-018 Traffic Collision Reports When No vinen No Mag Ppr copies; GC §34090.7
Longer Longer
Required Required
Public Works / - . Mag, . Department preference;
Engineering / PW-019 Traffic Committee Mlnlg:;;n 2 Mm'g::? “ Mfr, OD, S/l \gecs:.&Acf)tgr Original Staff Reports are
Transportation y Y Ppr filed in the project file; GC
Public Works / ) . )
Engineering / PW-020 Traffic Congestion Management 10 years 10 years Mag Ppr Department preference; GC

Transportation

Plans / Transportation Plans

§34090
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Ongé:(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
Inactive Image: Paper
Acti Total . Medi I=I t
(OFR) Active (Records ota Vital? edia Tpor after
(in office) Retention Options | M=Mfr
Center) 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.

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

ormal retention periods (retention resumes after settlement or completion).

Public Works /

Department preference; GC

Engineering / PW-021 Traffic Counts 10 years 10 years Mag Ppr
: §34090
Transportation
Public Works /
Engineering / PW-022 Traffic Investigation Reports 10 years 10 years Mag Ppr GC §34090
Transportation
. Department preference
Public Works / . . X
. . Traffic Speed Surveys / Stop Sign (required every 5 years, but
lergg!snpeoer;;?oﬁw PW-023 Warrants 10years 10 youis Mag Ppr can be extended to 7 or 10
years). GC 834090
FACILITIES, BUILDINGS & PARKS
Division Work Orders / Service Requests - o
Providing PW-024 CRM/ CMMS DATABASE Indefinite Indefinite Mag Datais interrelated; GC
Service / Work (Computerized Maintenance §34090
Management System)
Division Work Order; [ Service Re_quests | When No When No Preliminary drafts (the
- All Information Entered in CRM / ; S
Providing PW-025 CMMS Database Longer Longer Mag Ppr database is the original); GC
Service / Work Required Required §34090
(Paper drafts)
Work Orders / Service Requests /
"Dailies"- NOT entered in CRM /
Division _CMMS patabase (or partial City Preference; CCP 88338
Providing Pw-026 | Information entered into CMMS 5 years 5 years Mag Ppr et seq., 340 et seq., 342, GC
Service / Work Database) . . §, GC §34090
(Division providing service retains
originals; Division requesting
service is considered a copy)
FLEET MANAGEMENT
Public Works /
Fleet PW-027 AQMD Permits (Generators, etc.) 5 years 5 years Mag, Ppr 40 CFR 70.6; GC 834090
Management
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Ongé:(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) .ACtI\./e (Records Totgl Vital? Mgdla I:ITport after
(in office) Retention Options | M=Mfr
Center) S=Scan Imaged &
QCd?
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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Calif. Labor Division is
required to keep their records
7 years; OSHA requires 5
Lead Dept. PW-028 OSHA Inspections & Citations 5 years 5 years Ppr years; State law requires 2
years; 8 CCR 83203(b)(1),
OMB 1220-0029; GC
§34090.7; LC §6429c
Pre-Trip Inspections / DOT
Public Works / Program / CHP Inspections /
Fleet PW-029 Vehicle Safety Checks / Daily 2 years 2 years Ppr GC 834090; 3 CCR 1234(3)
Management Vehicle Inspections / Daily
Equipment Checks
Public Works / 22 CCR 66266.130(c)(5),
Fleet PW-030 Used Oil Disposal 3 years 3 years Mag, Ppr H&S §25250.18(b),
Management 25250.19(a)(3) et seq.
Department Preference; If a
motor carrier, required for 18
. . . . . - months after vehicle is sold;
Public Works / Vehicle & Equipment History Files I?/I(Saﬁﬁ:slzloorf I?/lgﬁﬁ:slgloorf CHP requires life of vehicle;
Fleet PW-031 Maintenance, Smog Certificates Equipment + Equipment + Mag, Ppr OSHA requires 1 year; 8
Management Registrations’ ’ 2 years 2 years CCR § 3203(b)(1); 49 CFR
396.21(b)(1); 49 CFR
396.3(c); CCP 8337 et. seq.,
3 CCR 1234(h. GC £34090
NPDES / STORMWATER
Public Works / . . - . Department Policy; WC
NPDES / PW-032 g:;z;egzzi‘;‘eéi;ei;gsvgfp'”g’ M';::;‘r*sm 3 M';;”;‘r‘sm : Mag, Ppr §13263.2(b) et seq.; 40 CFR
Stormwater T 122.41(j)(2)GC §34090
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Office of . L . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Me_dla I—ITport after
(in office) Retention Options | M=Mfr
Center) 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.

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

ormal retention periods (retention resumes after settlement or completion).

Department preference;

Put’ill:;:E;/I\E/ng;s/ PW-033 Stormwater: NPDES Monitoring 3 years 3 years M?:I,agb, S/l Yes: 5 Monitoring.records required
Stormwater Reports Ppr years |for 3 years; 40 CFR
§8122.21,122.41
Department Preference to
Public Works / Yes: Until éour?(];oerlrizgsl't rl]\/litne::g\rlzlrlge
NPDES / PW-034 Stormwater: NPDES Permits P P L Mag, Ppr - .
Stormwater Expiration records required for 3 years;
40 CFR 88122.21, 122.41;
CCP 8337 et seq,
MAINTENANCE / STREETS / TREES
. Generator Operation Logs & ]
Pl\l/ljgi“nievr\:;rr]tse/ PW-035 Inspections - Fixed / Stationary 3 years 3 years Mag, Ppr g&hggDoRule 1470; GC
Generators
Public Works / Generator Operation Logs & AQMD Rule 1470; Form
. PW-036 Inspections - Portable / 5 years 5 years Mag, Ppr 400-E—13a instructions; GC
Maintenance
Emergency Generators 834090
Public Works / PW-037 Operations & Maintenance Life of Facility Life of Facilityf Mag, Ppr Department Preference; GC
Maintenance Manuals (O&M Manuals) or Equipment or Equipment] ' §34090 et. seq.
Calif. Labor Division is
required to keep their records
7 years; OSHA requires 5
Lead Dept. PW-038 OSHA Inspections & Citations 5years 5 years Ppr years; State law requires 2
years; 8 CCR 83203(b)(1),
OMB 1220-0029; GC
§34090.7; LC §6429c
Public Works / PW-039 Arborist Reports / Tree 10 years 10 years Mag Department preference; GC

Maintenance

Assessments

§34090
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Ongé:(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Me_dla I—ITport after
(in office) Retention Options | M=Mfr
Center) 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.
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 -
Providing PW-040 CRM/ CMMS DATABASE Indefinite Indefinite Mag Data is interrelated; GC
Service / Work (Computerized Maintenance 834090
Management System)
Division Work Orderg  Service Re.quests | When No When No Preliminary drafts (the
- All Information Entered in CRM / ; S
Providing PW-041 Longer Longer Mag Ppr database is the original); GC
. CMMS Database ; ’
Service / Work Required Required §34090
(Paper drafts)
Work Orders / Service Requests /
"Dailies"- NOT entered in CRM /
Division _C?/IMS Eatabetlse Ejo_r ‘t)arg?/llMS City Preference; CCP 88338
Providing PW-042 :g (:”Sa lon entered Into 5 years 5 years Mag Ppr et seq., 340 et seq., 342, GC
Service / Work "’T"’_‘ .ase) L . . §, GC 834090
(Division providing service retains
originals; Division requesting
service is considered a copv)
WASTEWATER / SEWER / WASTEWATER TREATMENT PLANT
. Biosolids / Sewage Sludge Mag, ) o,
Public Works / PW-043 Handling Logs and Weigh Tickets / 5years 5 years Mfr, OD, S Yes: After|40 CFR 122.41()(2); GC
Wastewater . 1year [860200
Reading & Sludge Logs Ppr
Public Works / cemv Co!lectlon Llne_lnspect_lon Minimum 5 Minimum 5 Department Preference; GC
PW-044 Tapes / Video Inspections / Video Mag
Wastewater L . years years §34090 et seq.
Tapes or Digital Recordings
Public Works / . . Department Preference; GC
Wastewater PW-045 Complaints (written) 2 years 2 years Mag, Ppr §34090
Public Works / ' . 8 CCR 5157(d)(14) & (€)(6);
PW-046 Confined Space Entries 2 years 2 years Mag, Ppr 29 CFR 1910.146(e)(6) GC
Wastewater §34090
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ORfQCc(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Me_dla I:ITport after
(in office) Retention Options | M=Mfr
Center) S=Scan Imaged &
QCd?
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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Department Preference;
. - . Yes: While Some correspondence from
Public Works / Correspondence - Regulatory Minimum 10 Minimum 10 . .
PW-047 . Active  |Mag, Ppr Regulatory Agencies need to
Wastewater Agencies years years . .
Issues be retained for long periods
of time; GC §34090
Department preference;
Public Works / FOG (Fats, Oil & Grease) / Monitoring records required
Wastewater PW-048 Pretreatment Annual / Quarterly 3 years 3 years Mag, Ppr for 3 years; 40 CFR
Reports 88122.21, 122.41; 40 CFR
403.12
. Laboratory / Lab Reports & Chains Mag, Department Preference; 40
P\L/j\?;;;/\\,/vzrtl;sr/ PW-049 of Custody: Wastewater Plant P P Mfr, OD, S/lI \ge(s: -&Agtgr CFR 141.33(a) and (b)(1); 22
Discharge / Outfall Ppr CCR §64470
Lift Station - Inspections,
. Maintenance, Repairs, Service . . Department Preference WC
P\llj\zl;sct;/\\,/vc;r:;srl PW-050 Requests, Alarm Recording, Logs, Mlglerzlrjsm 3 Mlglen;l:sm 3 Mag, Ppr §13263.2(b) et seq.; 40 CFR
Charts, Flow Monitoring, Voltage 122.41(j)(2)GC §34090
Readings, Permits
Minimum 10 Minimum 10 Department preference; GC
Lead Dept. PW-051 Regulatory Reports years years Mag, Ppr §34090
i " o ol 4 overt Mag f Required for a minimu(rjr;(o; 5
Public Works anitary Spills an verflows ! Yes: After|years; 40 CFR 122.41(j)(2);
Wastewater PW-052 " 1(5s0s) 5 years S years Mf'{; OB, S/ | 5 & OD |SWRCE Order 2006-03; 40
pr CFR 122.41(j)(2); GC §34090
Pw;;g\\ll\;ﬁ/ PW-053 SCADA Database / Historian Indefinite Indefinite Yes Mag :?]?;?r;g:;;/g g c;rjggzge
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Ongé:(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
Inactive Image: Paper
Acti Total . Medi I=I t
(OFR) Active (Records ota Vital? edia Tpor after
(in office) Retention Options | M=Mfr
Center) 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.

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

Public Works /

Sewer System Management Plans

ormal retention periods (retention resumes after settlement or comqletionz.
Department prererence; plans

must be updated every 5
years, audits are required

Wastewater PW-054 " |(ssMP) and Audits 5 years S yeans Mag Ppr every 2 years; SWRCB Order
2006-03; 40 CFR
122.41(j)(2); GC §34090
. Required for 3 years; GC
Lead Dept. pw-os5 |Jnderground Service Alerts 3 years 3years Mag, Ppr §84216.2(d) & 4216.3(d); GC
(USA's)
§34090
WATER (POTABLE WATER)
Aboveground Petroleum Storage Applies to both Tier | and Tier
Tanks (City Owned) Il Tanks; (Tier Il tanks are
Public Works / Spill P ion Control and Mag Yes: Af et v tozgave an) inEHEFJArity
ublic Works pill Prevention Control an . es: After|test every 20 years);
Water PW-056 Countermeasures (SPCC), 20 years Uyears Mf;’, OD, S QC & OD |recommends that formal test
Inspections, Integrity Testing, Pr records or reports be retained
Maintenance, Repairs for the life of the container;
GC §34090
Public Works / Backflow Test Results / Backflow Department preference; 17
Water PW-057 Assembly Test Reports 3 years S years Mag, Ppr CCR 7605(f); GC §34090
8 CCR 5157(d)(14) & (e)(6);
Lead Depart. PW-058 Confined Space Entries 3 years 3 years Mag, Ppr 29 CFR 1919.146(e)(6); GC
§34090
Department preference; 5
rs is required in n
Public Works / Customgr Concerns / Customer )Igiz;rasl' Ia?v?/ufofgny Stete and
PW-059 Complaints: Odor / Taste / Visual 5years 5 years Mag, Ppr

Water

Complaints (Correspondence)

complaints; 40 CFR
122.41(j)(2) & 40 CFR
141.33(b); 22 CCR 64453(a)
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Ver. 3.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-11

ORfQCc(c)ar(;f Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Me_dla I—ITport after
(in office) Retention Options | M=Mfr
Center) 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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Environmental Agencies / - . .
Lead Dept. PW-060 Regulatory Agencies Mm"::r? 10 Mlnlr;:rr;w LY Mag, Ppr ggfggrgment Preference; GC
(EPA, DHS, etc.) y Y
Public Works / . . Department Preference
Water PW-061 Fire Hydrant Flushes / Repairs 5 years 5 years Mag, Ppr (placed in GIS): GC §34090
Public Works / Lab Reports & Chains of Custody: | Minimum 5 Minimum 5 Mag, Yes - After Department Preference; flo
Water PW-062 Bacteriological and Organi ears ears Mir, OD, S/ QC & OD CFR 141.33(a) and (b)(1); 22
acteriological a ganics y y Ppr CCR §64470
. . Department preference; State
Public Works / Lab Rgports & Chains of C_:ustody. Minimum 10 Minimum 10 Mag, Yes - After|law requires 12 years,
PW-063 Chemical (Includes Chlorine Mfr, OD, S/l )
Water Residuals) years years Por QC & OD |Federal 10 years; 40 CFR
P 141.33(a); 22 CCR §64692
Required for 12 years or 2
Public Works / Lab Reports & Chains of Custody: | Minimum 12 Minimum 12 Mag, Yes - After compliance cycles; 22 CCR
Water PW-064 Lead &pCo or y: ears cars Mfr, OD, S/lI QC & OD 64400.25; 22 CCR 864470,
PP y ’ Ppr 40 CFR 141.33(a); 40 CFR
141.91
Public Works / . Department Preference; GC
Water PW-065 Leaks, Repairs, Meter Changes 5 years 5 years Mag, Ppr §34090
Operations & Maintenance Disposal of Disposal of Department preference; GC
Lead Dept. PW-066 Manuals / O & M Manuals Equipment Equipment Mag, Ppr §34090
Minimum 10 Minimum 10 Department preference; GC
Lead Dept. PW-067 Regulatory Reports years years Mag, Ppr §34090
. SCADA Database (Water) Dat&? IS mterrelllated; system
Public Works / PW-068 Supervisory Control and Data Indefinite Indefinite Yes Ma qualifies as a "trusted
Water (Supervisory 9 system": GC §§34090,
Acquisition) 12168.7
. Required for 3 years; GC
Lead Dept. PW-069 Unde'rground Service Alerts 3 years 3 years Mag, Ppr 884216.2(d) & 4216.3(d); GC
(USA'S) §34090

FORT BRAGG, CA. ©1995-2018 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted 9/24/2018, Resolution 4123-2018

Revised 3/30/2020




Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-12
Office of . L . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) . ACtI\./e (Records Totgl Vital? Me_dla I—ITport after
(in office) Retention Options | M=Mfr
Center) 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.

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

ormal retention periods (retention resumes after settlement or completion).

Public Works /

Videos & Photos - Reservoirs,

Department preference; GC

Water PW-070 Tanks, etc. 10years 10years Mag §34090
When When
Public Works / . Superseded Superseded - ) L
Water PW-071 Vulnerability Assessment Minimum 2 Minimum 2 Mag, Ppr Confidential; GC §34090
years years
Mag Department preference; State
Public Works / . . Yes - After|law requires 12 years, federal
Water PW-072 Water Permits & Addendums P P Mfer, (?D, S/lI QC & OD |10 years: 40 CFR 141.33(a);
P 22 CCR §64692
Department Preference;
Public Works / Water Production Reads / Reports Meets California Department
Water PW-073 | 46 State DPH & DWR) 5 years S years Mag, Ppr of Health requirements (3
years); GC 834090
Mag Department preference; State
Public Works / Water Quality Reports / Consumer i Yes - After|law requires 12 years, federal
Water PW-074 Confidence Reports 12 years P P Mf;’ Cr)D, S/ QC & OD |10 years; 40 CFR 141.33(a);
P 22 CCR §64692
Public Works / PW-075 Well Records (includes Destroyed p p M?:lagb S Yes: After|Department preference; GC
Water or Abandoned Wells) F;pr ' QC & OD |§34090
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HOW TO USE RETENTION SCHEDULES

©1995-2018 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

A legend explaining the information presented in the retention schedule has been printed on the back of
each page for your easy reference; an index to locate records is also provided.

The specified retention period applies regardless of the media of the record: If a record is stored on paper
and a computer file on a hard drive, both records should be destroyed (or erased) after the specified period
of time has elapsed.

Copies or duplicates of records should never be retained longer than the prescribed period for the original
record.

STRUCTURE: CITYWIDE, DEPARTMENTS & DIVISIONS

The City-wide retention schedule includes those records all departments have in common (letters,
memorandums, purchase orders, etc.). These records are NOT repeated in the Department retention
schedule, unless that department is the Office of Record, and therefore responsible for maintaining the
original record for the prescribed length of time.

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. Where appropriate, the department retention
schedules are organized by Division within that Department. If a record is not listed in your department
retention schedule, refer to the City-wide retention schedule. An index will be provided for your reference.

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 filing cabinet and office space

» Reduce the cost of records storage

« Eliminate duplication of effort within the City

* Find records faster

* Easier purging of file folders

» Determine what media should be used to store records

For questions, please contact the City Clerk._
AUTHORIZATION TO DESTROY RECORDS:

Destruction of an original record that has exceeded its retention period must be authorized according to
City Policies & Procedures prior to destroying it.

e If there is a minimum retention (“Minimum 2 years"), destruction of the document must be
authorized before it is destroyed, as it is an original record.

Copies, drafts, notes and non-records do NOT require authorization, and can be destroyed “When No
Longer Required.”

e Ifthere 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 / transitory record or a copy.

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 completion).”
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RECORDS RETENTION SCHEDULE LEGEND
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OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a City Council meeting (then it is the City Clerk.)
Records Description: The record series (a group of like records).
Transitory Records not retained in the ordinary course of business, that do NOT have substantive content: Preliminary drafts, notes, or interagency or intra-
agency memoranda and records having only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records
entered into a computer system that qualifies as a “trusted system”, etc.
Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.
Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)

Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)

Total Retention: The total number of years the record will be 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.

Vital? = Those records that are needed for basic operations in the event of a disaster.

Media Options (guideline) — the form of the record: Mag = Computer Magnetic Media (hard drive, disks, tapes, USB Drives, thumb drives, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper

OD = Optical Disk, CD-r, DVD-r, WORM, or other 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 should be microfiimed

Destroy Paper after Imaged & QC’d: “Yes” indicates the paper version may be destroyed IE the document has been imaged (electronically
generated, scanned or imported and placed on Unalterable Media — DVD-R, CD-R, or WORM, or microfilmed), and both the images and indexing
Quality Checked (“QC’d”). The electronic record or image must contain all significant details from the original and be an adequate substitute for the
original document for all purposes, and other legal mandates apply. Includes all electronic records which are to serve as the Official Record.

Legend for leqal 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) 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)
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