RESOLUTION NO. 2017-059
A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
BREA, CALIFORNIA, APPROVING THE UPDATED
RECORDS RETENTION SCHEDULE AND AUTHORIZING
DESTRUCTION OF CERTAIN CITY RECORDS
A. RECITALS:
(i) The first City of Brea Records Retention Schedule was adopted on October
20, 1998 and amended on June 5, 2012.
(i) The orderly management of documents and official records is vital to
providing timely, efficient services to the citizens of Brea; and
(i) 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 Brea; and
(iii) 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
(iv) All departments have participated in updating the retention period set forth
in the Records Retention Schedule.
B. RESOLUTION:

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of
Brea does hereby resolve, find, declare and determine as follows:

1. The recitals set forth in Part A, are true and correct.

2. The Records Retention Schedule for the City of Brea as set forth in Exhibit A,
attached hereto and incorporated herein by this reference, is hereby adopted.

3. Records of the City of Brea as set forth in the Retention Schedule (Exhibit A)
are hereby authorized to be destroyed as provided by Section 34090 of the Government

Code of the State of California, in accordance with the provisions of the said Retention
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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 Brea.

4. Except or expressly provided by law, the provisions of Section 3 above do not
authorize the destruction '
of:

a. Records less than two (2) years old;

b. Records required to be kept by statute;

c. Records affecting the title to real property or liens thereon;

d. Court records;

e. The minutes, ordinances, or resolutions of the City Council of the City of Brea or of
any City Board, Committee, or Commission.

5. The destruction of any records as provided herein shall be by recycling,
unless the record is confidential. Confidential records shall be shredded. All destructions
of records shall be witnessed by the Department Records Coordinator who shall complete
a certificate of destruction which shall be filed with the City Clerk, or his/her designee,
unless shredding is performed by a State licensed document destruction service that is
certified by the National Association of Information Destruction (NAID) and a certificate of —
destruction is provided by such service.

6. The term "records" as used herein shall include documents, instructions,
books, microforms, computerized files, papers and all other public records as defined in
Government Code Section 6252.

7. The City Clerk shall certify to the passage and adoption of this

Resolution.

APPROVED AND ADOPTED this 5th day of September, 2017.

A

Cecilia Hupp, Mayor

ATTEST: w

Lillian Harris-Neal, City Clerk
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[, Lillian Harris-Neal, City Clerk of the City of Brea, do hereby certify that the

foregoing Resolution was approved and adopted at a regular meeting of the City Council

of the City of Brea, held on the 5th day of September, 2017, by the following vote:

AYES:
NOES:

ABSENT:

ABSTAINED:

COUNCIL MEMBERS:
COUNCIL MEMBERS:
COUNCIL MEMBERS:

COUNCIL MEMBERS:

Hupp, Parker, Marick, Simonoff, Vargas
None
None

None

Dated: September 5, 2017

Cillian Harris-Neal, City/Clerk

September 5, 2017
RESO. 2017-059



RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-15
Office of . A . . o
Record Retention No. Records Description Retention / Disposition Comments | Reference
I image: | Destroy
. Inactive ) . | Paper
(OFR) _Aciwe (Records Tota'l Vital? Me-dla 1-In'-1porl after
(in office) Retention Options | M=Mfr |
Center) Imaged &
| | S=Scan c'd?

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

Relentions 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).
Public Works / Work Orders / Service Requests i [
Lead CMMS DATABASE ; . Data is interrelated; GC
(Responding) el I{Compulertzed Maintenance Indefinite Indefinite Mag ‘ §34090
Dept. Management System)
Public Works / Work Orders [ Service Requests -
Lead All Information Entered in CMMS | When No When No Preliminary drafts (the
(Responding) PW-077 Database Longer Longer Mag Ppr database is the original); GC
Dept | Required Required §34090
) {Paper drafts)
Work Orders / Service Requests -
INOT entered in CMMS Database
Public Works / |{or partial information entered into City Preference; CCP §§338
Lead CMMS Database)
’ PW-078 5 years 5 years Mag Ppr et seq., 340 et seq., 342, GC
(Responding) §§945.6, GC §34090
Dept. {Division providing service retains | e
|originals; Division requesting
service is considered a copy)

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-14

?;ng,gf Retention NO-! Records Description Retention / Disposition Comments [ Reference
I | . | Destroy
Inactive | image: i Paper
| i 1 i =]
(OFR) | _Actwe {Records Tota.l vital? | Mta_dla I 1m]::-n:nrl:i My

(in office) Retention | Options | M=Mfr | |
Center) ¥ | Imaged &
| S=Scan | : |
L ac'd? |

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

Retlentions beg:’n

when the act is completed, and imply a full file folde

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

Litigation, complaints, claims, public records act requests, audits and/or in vesffgaffons suspend normal retention

periods (retention resumes after settlement or completion).

Underground Service Alerts

Lead Dept. PW-066 (USA’s) 3 years
EHItan & PW-067 Variances / Exemptions e i
Water years

Fublicyoris / PW-068 Violations & Corrections sl
Water 3 years
Publ‘:::r Werks/ PW-069 Water Main Break Reporis 5 years
ater
P”b::;:;"e"r”‘s "| Pw-070 |Water Production Reports 5 years
y Water Quality - Lab Reports &
Publicerke/ PW-071 |Chains of Custody: 5 years
Water | . R .
Bacteriological and Organics
; Water Quality - Lab Reports &
p”btz::f;ﬁm PW-072  [Chains of Custody: Chemical 12 years |
(Includes Chlorine Residuals)
. Water Quality - Lab Reports & .
Public Works /| pyy_g73  |Chains of Custody: Lead & 12 years |
Water |
Copper |
. . |
Public Works / PW-074 Wate_r Quality Reports / Consumer b
Water Confidence Reporis
Public Works [ PW-0T5 Wells: History & Operations b

Water

(Includes Destroyed Wells)

3 years
Expiration +
5 years

Correction +
3 years

5 years

5 years

5 years

12 years

12 years

|Required for 3 years; GC

|Mag, Ppr 5§§421 6.2(d) & 4216.3(d),
134000
| Maa Por | Department Preference; 40
|Vearp CFR 141.33(d)
Wi Ppi Department Preference; 40
9 CFR 141.33(b)
| Department Preference; GC
iI'..Ff:ag, P;:-r= §34090
: ' Department Preference; GC
|
Mag, Por| §34090
Mag, Yes - | ;
Mir, OD,| S/1 | AfterQC 'gfgﬁq’%’;‘(:}"’fe’enm' 40
Ppr & 0D i
vos.. | e e
Mf]r:; ?D’ | =¥l Af;eégc Federal 10 years; 40 CFR
P 141.33(a)
| Mag, Yes - |Required for 12 years or 2
| Mfr, OD,! S/I After QC |compliance cycles; 40 CFR
| Ppr | &0D 1419
:mhfagb s Yes: After Department Preference; GC
[ P ' QC & OD §34090
pr
| Mag, s :
| Yes: After Department Preference; GC
| Mfr, OD, s
| Por 10 years |§34090 et seq.
!

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-13
Office of | s o ; s o
Racoid | Retention No. Records Description Retention / Disposition Comments /| Reference
| . | Destroy
| Active Rl Total | Media I ll=rinr:gt‘e:-;'t il
(OFR) P ROV (Records : Vitalz | oo |=ImP after
| (in office) Retention Options | M=Mfr
| Center) - 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

perfods (retention resumes after seftlement or completion).

When No
. , L
Public Works / NPDES Monitoring, Inspections, anger
Water PW-059  |violations - Stormwater Required -
H - Minimum 3
years
When No
: : Longer
PublicWorks / | byyo60  [NPDES Permits - Stormwater Required -
Water | et
i Minimum 3
| years
Public Works / OVY-061 Operations & Maintenance Life of F.'=1t;ilit3.ri
Water Manuals {O&M Manuals) or Equipment |
Public Warks / .
PWY-
Water W-062 Operations Reports 5 years
When No
Public Works / Regulatory Agency Compl_mnce - Lun_ger
Water PW-063 Correspondence, Supporting Required -
Documentation (EPA, etc.) Minimum 5
years
When No
. Longer
Fblic Vicieks / PW-064 Sanitary Surveys of Water System | Required -
Water <t
Minimum
10 years
i !
PUbﬁ:;mS ) PW-065 SCADA Database / Historian | Indefinite

When No
Longer
Required -
Minimum 3
years
When Mo
Longer
Required -
Minimum 3
years
Life of
Facility or
Equipment

5 years

When No
Longer
Required -
Minimum 5
years
When No
Longer
Required -
Minimum
10years

Indefinite

‘ Department Preference;
Monitoring records required
[Mag, Ppr for 3 years; 40 CFR
§§122.21, 122.41; CCP §337
| et seq.
Department Preference;
) . Monitoring records required
Eis'irl;t?;l] |Mag, Ppr ifor 3 years; 40 CFR
P |§§122.21, 122.41; CCP §337
et seq.
Department Preference; GC
Mag, Ppr §34090 et. seq.
Department Preference;, GC
Mag, Pre §34090
[
M::‘ag;:) s/l Yes: After | Department Preference; GC
Por QC  §34090
{
|
‘ M
IMfr agb g/ |Yes:After Department Preference; 40
. T Qc CFR 141.33(c)
Ppr
Yes | Mag ‘ | Data Fields / Records are

Eir:‘uarrnalated; GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-12

?;:z;:rcd:-f Retention No. Records Description | Retention / Disposition Comments [ Reference

i Destroy

Inactive Image: Paper

. o 1=
(OFR) | ; Ao (Records Total Vital? Me.dia lTpmt after
‘ (in office} Retention Options | M=Mfr

Center) = Imaged &

S=Scan C'd?

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

Retentions begin when the act is completed, and imply a full file folder re.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 (retenfion resumes after s

eftfernent or completion).

Public Works /

Work Orders / Service Requests -
NOT entered in CMMS Database
(or partial information entered into

City Preference; CCP §§338

|
i Pw.ss  |CMMS Databiase) 5 years 5 years Mag Ppri | et seq., 340 et seq., 342, GC
{Resnaring) | §§945.6, GC §34090
Dept. (Division providing service retains | -
|originals; Division requesting | |
|service is considered a copy) | ‘
| _
WATER OPERATIONS
When No When No 5 | |
’ Longer Longer Mag, | . |Department preference -
Puml:ff "':k:fks f PW-056 iConsewat:’on Programs Required - Required - | Mfr, QD, S5/1 lYesﬁgfter |meets auditing standards;
e Minimum 5 Minimum 5 Ppr GC §34090
years years
Generator Operation Logs (for Department Preference (2
Lead Dept. PW-057 fixed [ stationary generators) / 3 years 3 years Mag, Ppr/| years is required by AQMDY);
Inspections [ GC §34090
| ! Department Preference (test
[ Mag | results for hazardous waste
Public Works / Hazardous Waste Manifests / 2 Yes: After |generators are required for 3
Water PW-058 | certificates of Disposal [ Siyees ¥ R [ | S | QC & OD |years); 40 CFR 262.40, 8
| ¥ | | |CCR 3204(d)(1)(A), 22 CCR

166262.40

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-11
Office of ; i i - : o
Record Retention No. Records Description Retention / Disposition Comments [ Reference
| Destroy
: Inactive S irege: Paper
(QFR) .Actn:re (Records Tcta‘l Vital? Me.dla ol o after
(in office) Retention Options | M=Mfr
| Center) S=Sca 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. fast document + 2 years), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audits andior investigations suspend normal retention

periods (retention resumes affer settlement or completion).

Public Works /
Streets & PW-049 Sanitary Sewer Overflows (SSOs) S5years |
Sanitation ‘ I
Public Works /
Sireets & PW-050 Sewer System M;nagement Plans P
- (SSMP) and Audits
Sanitation
Public Works / |
Streets & | PW-051 State Reports (SWQRM, etc.) 5 years
Sanitation |
! DUPLICATE-SEE PW-028
|
Public Works / | Work Orders / Service Requests
Lead | CMMS DATABASE 2
. PW-
(Responding) 053 |{Computerized Maintenance TR i
Dept. ' |Management System) |
, Work Orders / Service Requests - |
PUbI'faWSrks ! All Information Entered in CMMS| When No |
=ad PW-054 Database Longer
(Responding) Required
Dept.

(Paper drafts)

Required for a minimum of 5
years; 40 CFR 122.41(j)(2);
Dy Mag.. Fpr SWRCB Order 2006-03; 40
CFR 122.41(j{2); GC §34090
Ma ' Department Preference;
p Mir SD S/l Yes: After |plans must be updated every
P. . ’ QC & 0D |5 years, audits are required
P every 2 years; GC §34090
i
| | Department preference; GC
5 years !Mag, Ppr i§34090
|
) | Data is interrelated; GC
Indefinite ‘ Mag §34090
When Mo ‘ !Preliminar}.r drafis (the
Longer Mag Ppr |database is the original); GC
Required | | §34090

Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-10

(::l:;rzf Retention No. Records Description Retention / Disposition Comments | Reference
| Destroy
Actig: | Jnechva Total Media |I-Tn?g:;1= Papor
(OFR) ; . | (Records : Vital? : P | after
[ (in office) Retention Options | M=Mfr
I 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).

PARKS & TREES
Public Works / Work Orders / Service Requests
Lead CMMS DATABASE | ; : Data is interrelated; GC
4 PW-044 .
(Responding) s {Computerized Maintenance Indefinite Indefinite Mag §34030
Dept. Management System)
. Work Orders / Service Requests - |
. Ii:eadm 2 All Information Entered in CMMS | When No When No Preliminary drafts (the
iRBsponding) PW-045 Database Longer Longer Mag Ppr database is the original); GC
é_“s ; 9 | Required Required : 1§34090
- (Paper drafts)
Work Orders / Service Requests - |
NOT entered in CMMS Database |
Public Works / (or partial information entered into | | : .
Lead 'CMMS Database) | _ s s il
(Responding) PW-046 ‘ 5years | 5 years Mag Ppr _ et seq., 340 et seq., 342, GC
ponding . » . ] , ! §§945.6, GC §34090
Dept. |{Division providing service retains i |
|Dr'rginals: Division requesting |
:sewice is considered a copy) ‘ |
|
STREETS & SANITATION
Public Works / When No When No _
Streets & PW-047 CCTV / Sewer Lines Longer Longer Mag | g;fsgg S PR EE
Sanitation Required Required |
Elablie Works:( Permits: Pressure Vessels, When When Department preference; GC
Streets & PW-048 : Mag, Ppr
Sanitation Boilers, etc. Superseded Superseded §34090

Revised

. 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-9
Office of ; o . . S
Record Retention No. Records Description Retention / Disposition Comments / Reference
linage: Destroy
) Inactive | " | Paper
(OFR) . Am‘fe {Records Tota.l Vital? Me.dia Hmport after
(in office) Retention Options | M=Mfr
| Center) S=Scan Imaged &
| Lacd?

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

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

Litigation, complaints, claims, public records act requests, audits andfor f‘nvesrr'gaﬁons suspend normal retention ﬁrf‘ods Ererenrfon resumes after seftlement or complefion).

EQUIPMENT MAINTENANCE & FLEET

Public Works /
Equipment PW-038 AQMD Permits 5 years
Maint. & Fleet
Public Works /
Equipment PW-039 Ef‘fetnhg Zg?)i?ﬂi?}gc?:tabase 4 Indefinite
Maint. & Fleet
Generator Operation Logs (for | |
Lead Dept. PW-040  |fixed [ stationary generators) / |3 years |
Inspections '
Pre-Trip Inspections / DOT
Public Works / Program / CHP Inspections /
Equipment PW-041 Vehicle Safety Checks / Daily 2 years
Maint. & Fleet Vehicle Inspections / Daily
Equipment Checks
Public Works / |
Equipment PW-042 Used Qil Disposal | 3years
Maint. & Fleet
|
Public Works / _Veh'icle & Equipment History Files I?;zﬁii:::slzlot:f .
. Equipment PW-043  IMaintenance, Smog Certificates, | Equipment +
Maint. & Fleet | . .
Registrations 2vyears |

5 years

Indefinite

3 years

2 years

3 years

Disposal of
Vehicle or
Equipment +
2 years

Mag, Ppr

40 CFR 70.6; GC §34090

Yes

Mag

Data Fields / Records are
interrelated;, GC §34090

Mag, Ppr

Department Preference (2
years is required by AQMD);
GC §34090

Ppr

GC §34090; 3 CCR 1234(3)

Mag, Ppr

22 CCR 66266.130(c)(5),
H&S §25250.18(b),
25250.19(a)(3) et seq.

|Mag, Ppr

Department Preference; If a
motor carrier, required for 18
months after vehicle is sold;
|CHP requires life of vehicle;
|OSHA requires 1 year; 8
lCCR § 3203(b)(1); 49 CFR
1396.21(b){1); 49 CFR
396.3(c); CCP §337 et. seq.,
13 CCR 1234(f); GC §34090

Revised:

09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-8

?:::gjrgf Retention No. ! Records Description Retention / Disposition ]. Comments / Reference
[ | . | Destroy
Inactive | Imag: Paper
i Medi I=Import
(OFR) Active: | mecords | o 00 Vital? ol o= 2 after
(in office) Retention Options | M=Mfr
Center) S&Scari Imaged &
| Qc'd?

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

Refentions begﬁ'n when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by fife folder.

Litigation, complaints, claims, public records act requests, audits andfor invesﬁgaﬁons suspend normal retention periods (retention resumes after settlement or completion).
BUILDING MAINTENANCE

Generator Operation Logs (for

Lead Dept. PW-033 fixed / stationary generators) / 3 years
Inspections
Operations & Maintenance Life of Facility
Lea Dept PW-034 | \tanuals {0&M Manuals) or Equipment
Public Works / Work Orders / Service Requests
Lead |CMMS DATABASE y
’ - Indefinit
(Responding) R (Computerized Maintenance neetinite
Dept. Management System)
. Work Orders / Service Requests - |
P”b“f Wg”"s J | Al Information Entered in CMMS| When No
sl PW-036 Database Longer
(Responding) e
Dept Required
pL (Paper drafts)
Work Orders / Service Requests -
NOT entered in CMMS Database
Public Works / (or partial information entered into
Lead pw.037 | CMMS Database) 5 years
(Responding)
Dept. (Division providing service retains

originals; Division requesting
service is considered a copy)

3 years
Life of

Facility or
Equipment

Indefinite

When No
Longer
Required

5 years

Mag, Ppr

Department Preference (2
|years is reguired by AQMD);

GC §34090

Mag, Ppr|

§34090 et. seq.

Mag

Data is interrelated; GC
§34090

Mag Ppr

Preliminary drafts (the

§34090

Mag Ppr

§§945.6, GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998

Department Preference; GC

database is the original); GC

City Preference; CCP §§338
et seq., 340 et seq., 342, GC




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-7

?;:ccgrzf Retention No. | Records Description Retention / Disposition Comments / Reference
. | . | Destroy
. Inactive ‘ | e | Paper
(OFR) el B L vitarz | Media |Himport] . |
| (in office) Retention Options | M=Mfr j
| Center) Imaged &
| $=Scan C'd? 1

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.

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

ASSESSMENT DISTRICTS / LANDSCAPE DISTRICTS / MAINTENANCE DISTRICTS / REFUSE DISTRICTS

Public Works [ |

Assessment District / Community
Facilities Districts / Maintenance
District / Landscape & Lighting /
Street Improvement District

HaspesmeT EE0ad Projects / Underground Utility 5
Disiricts 5 Districts
(FORMATION, BOUNDARIES,
MAPS)
| Assessment District / Community
Facilities Districts / Maintenance
District / Landscape & Lighting /
Public Works / Street Improvement District Mini
Assessment PW-030 | Projects / Underground Utility Smlmum
Disiricts | Districts years
ASSESSMENTS, ENGINEER'S
iREPORTS, FINANCIAL
|RECORDS
[
[
Public Works / | | . :
Aerasemant PW-031 !Refuse NPDES / Sweepings in 3 years
e Yard
Districts |
Public Works / ) .
KdiaE PW-032 Solid Waste Management: AB 939 R
o Reports, etc.
Districts

Minimum
5 years

3 years

10 years

Yes: Until
Completed

Mag,
| Mfr, OD,
Ppr

|Yes: After
S| QC & 0D

Department Preference;
Statute of Limitations is 4 - 10
years (for Errors &
Omissions); CCP §§337.
337.1(a), 337.15, 343; GC
§34090.7

Meets auditing records
(placed on Tax Assessor’s
[roll); GC §34090

Mag, Ppr

Department Preference;
Monitoring records required
for 3 years; 40 CFR
§8122.21,122.41; CCP §337
et seq.

:Mag, Ppr

Department Preference; GC
§34090

Revised

: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-6

{::Ssgrgf Retention No. Records Description Retention / Disposition Comments |/ Reference
| . | Destroy
. | Inactive . Image: Paper
(OFR) . Actn:!e e Tota.l Vital? Me_dta I=lmport 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 andfor investigations suspend normal retention
]

periods (retention resumes after setifement or completion).

Public Works / Site Clearance / Soils Remediation Ves: Mag, Yes: After | Department preference; GC
. . PW-020 e P P Before Mfr, OD, 5 |
Engineering { Mitigation i QC & OD | §34090
Completion Ppr
. When No When No
SE?‘E D.f PW-021 | SVITRS - Satewide Iniaprled Longer Longer Mag Ppr | MNon-Records (Sheriff)
California Traffic Records System ; :
Required Required | !
Public Works / = . ) Minimum Minimum Department preference; GC
Enginecring PW-022 lTrafﬂc Complaints 2 years 2 yeais Mag, Ppr! §34000
) Mag, |
Public Works / i Yes: After Department preference; GC
Engineering PW-023  Traffic Counts 15 years 15 years Mﬂl‘:,)pcr)D, S QC & OD |§34090
i Mag, X éDepartrnent preference;
PEE!‘?;:;T:SF PW-024 | Traffic Signal Locations P P Yes Mfr, OD, S \'gg ; geDr |Drafts should be destroyed;
gineenng Por (GC §34090
Public Works / | Replaced + 5 Replaced + 5 Scpariaal prcfersries;
A ! PW-025 Traffic Signal Timing P iR Mag Ppr| Drafts should be destroyed;
Engineering years years | GC §34090
Mag Department preference
Public Works / 7 ! Yes: After |(required every 5 years, but
Engineering PW-026  |Traffic Speed Surveys 15 years 15 years h."Ef|r5 C:D, s | QC & OD |can be extended to 7 or 10
& \years); GC §34090
: : Mag, . Department preference;
ngh‘i:n?eor;:s £ PW-027 E:;;scp;r;ﬂ;npbjl‘::ster Fansd P P Mfr, OD, S \E?é ;‘ fé?:: Drafts should be destroyed;
9 9 Por GC §34090
Department Preference
; Underground Service Alerts (required for 3 years); GC
Lead Dept. PW-028 (USA's) 2 years 3 years Mag, Ppr| §§4216.2(d) & 4216.3(q),
[ [ 34080
Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-5

':E'?!T;:rzf Retention No. Records Description Retention / Disposition Comments / Reference
Destroy
- Inactive knage; Paper
(QFR) | -A-::tn:-'e (Records Tnta_l Vital? Me_d:a IRpEL | 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 settfement or compielion).

Private Land Development
Projects / Job
Files: Administration File

Construction Inspections, Photos,

| Statute of Limitations for
Errors & Omissions is 10
|years; Published Audit
Standards=4-7 years; Statute
of Limitations: Contracts &

Puhli; Works / PW-018 Pfivate Lab Verifications, Testing Lab Upon_ 10 years Completion +] Yes: Until Mag, Ppr Spec's=4 years, Wrongful
Engineering Final Reports Completion 10 years | Completed Death=comp. + 5 years,
| | Developers=comp. + 10
Examples: CUPs, Lot Line |years; Statewide guidelines
Adjustments, Parcel Maps, Precise propose termination + 5
Alignment, Specific Plans, Spiit Lots, iyears; CCP §337 et. seq., GC
Subdivisions, Tracts,. TPMs, TSMs 1§34080
Private Land Development
Projects / Job Files: Permanent
|Files
:Dramage, Driveway, Encroachments, | Department preference;
Grading Plans, Rights of Way, M retained for disaster
Public Works / Stormwater, elc. Upon Yes: Until g, | Yes: After |preparedness purposes;
i ) PW-019 : P P Mfr, OD, S ) S,
Engineering . Completion Completed QC & OD | Statewide guidelines propose
Dedications, Easements, Ppr | |Permanent for Infrastructure
Abandonments (City Clerk is OFR |
| (City i ) | |plans; GC §34090
Examples: CUPs, Lot Line
Adjusiments, Parcel Maps, Precise
Alignmeni, Specific Plans, Spiit Lots,
Subdivisions, Tracts, TPMs, TSMs
Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-4

?::2:;3! Retention No. Records Description Retention / Disposition Comments [ Reference
. | Destroy
Inactive = o Paper
(OFR) | Active | pecoras |  Tot! vitaiz | Media | ISimport) e
(in office) | Retention Options | M=Mfr
| Center) T Imaged & |
I : — _Qcd?
If the record is not listed here, refer fo 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).
i Mag
Public Works / ) y Yes: After |Department Preference; GC
Engineering PW-014 !Gradlng Plans P P Mfa":,’pC:D, | S QC & OD |§34090
When No When No i
- Longer Longer Mag, )
Public Works 1| pyy015 | Intersection Files / Street Files Required - | Required- | Yes(al) |Mfr.OD,| S No |Department Preference; GC
Engineering e [ R §34090
Minimum 5 Minimum 5 Ppr
years | years
Public Works I Drafts sho‘uid be
) i ) destroyed; Some maps are
} Engineering Mg also retained by Planning;
and Comm. PW- Olinda Landfill / Landfill Reports P P Yes . Mr, S N 4 o
Selected maps are
Develop. [ 016 (all) oD, o] : , -
Plannin Por retained in Public Works
9 p for administrative
purposes; GC §34090,
24nan 7
Building PW- Plan Checks for Building Permits | When No When No Mag, g;i'é"gg‘:ggfﬂs; GC
017 ! Longer Longer Ppr :
| Required - Required -
| Minimum 2 Minimum
l years 2 years
Revised: 09/05/2017

Orig. Adoption: 10/20/1938




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-3

?:2{?:"3{ Retention No. Records Description ' Retention / Disposition Comments [ Reference
. | Destroy
Inactive __ || Brage | Paper
(OFR) BN | ononde] YO vitaiz | Media [1=lmport] .
{in office) Retention Options = M=Mfr
Center) ol Imaged &
S=Scan c'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 desiruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audifs and/or investigations suspend normal retention

periods (retention resumes after settlement or completion).

Drafts should be destroyed;
Drawings, Maps, Plans and Mag Some maps are also retained
Public Works / Record Drawings, Large-Format ! by Planning; Selected maps
Engineering PW-008 | Drawings, Survey Record Maps, a P Vs (el Mf; 00, S NG | are retained in Public Works
Capital Improvement Project "As- | er for administrative purposes:
Builts” GC §34090, 34090.7
| Encroachment Permits:
Public Works / Tempordry | Shott Pormits, !Ex iration + 2 Expiration + | Yes: Until
L“ kel PW-009 |Temporary Construction, Sidewalk | " ; ":‘;‘r "r’" o Til Mag, Ppr GC § 34090
an B [ Repairs, Traffic Control, Utility years years TRt
Cuts etc.) :
. Encroachments - Permanent Mag, ) .
PE:“&?;ES ‘ |  PW-010 (Permanent structures in the City's P P Mfr, OD S \gag ; féeDr gggg;[)m HUEPSeICR G0
s g Right of Way) | Ppr
Engineering Studies / Surveys - | M |
Public Works / PW-011 Preliminary Studies / Project Minimum 10 Minimum M agb 3] | Yes: After | Department Preference; GC
Engineering Assessments (Not Acquired or years J 10 years P " 1 QC & OD |§34090
Developed) P '
Public Works / PW-012 Engineering Studies / Surveys p P M?':agb I s/l Yes: After | Department Preference; GC
Engineering (City Built Projects) F"pr | QC & OD |§34090
: Geotechnical and Soils Reports; Mag, | . )
PEE“TE;;:“ PW-013  |Hydrology Reports (Authored by P P Mfr,OD,| S Eé ;geé D;’fgg;“e”t Praierence; GG
gin g the City or their contractors) Ppr ; S
Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WO

RKS

Page PW-2

c:::sgrgf | Retention No. Records Description ! Retention / Disposition Comments / Reference
T T T
i |
I Inactive gy D::;:?Y
. 1 -] —
(OFR) | ‘Acn':fe (Records Tota.l Vital? | Me‘dla I=lmport after
(in office) Retention Options | M=Mfr

| Center) | s=5 Imaged &
I ! —SeN | gege

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 desiruction is normally performed by file folder.

Liligation, complaints, claims, public records act requests, audits and/or r‘nvesr;'gaﬁons suspend normal retention

periods (retention resumes after setilement or completion).

Capital Improvement Projects l

(CIP): Permanent File I

Plans, Specifications & Addenda, ‘
Agreement / Contract, Successful |

Department preference;
Yes: retained for disaster

] Proposal, Change Orders, EIRs, ) Mag,
Public Works / PW-005 Negative Declarations, Calegorical Upon | P = Yes: Until Mfr OD 3/l Complet. |preparedness purposes;
Engineering Exemptions, Operations & | Completion Completed | P ! +10 |Statewide guidelines propose
Maintenance Manuals (G&M Manuals,) [ Br years |Permanent for Infrastructure
Materials Testing Reperts, Grading | plans; GC §34090
Permits, Hazardaus Materials Plans, |
Motice of Completion, Photos, Soils
Reports, Studies, Submittals, Surveys, | |
etc. |
| |
| i Department preference;
- . Yes: While | Mag, | | ) Some correspondence from
Lead Dept. BW-006 Correspondence - Regulatory Minimum Minimum Active Mfr, OD, | 5 Yes: After |Requiatory Agencies need i
Agencies | 2years | 2 years | | Qc : :
| ssues Ppr | be retained for long periods
i i of time; GC §34090
Public Works ' | Mag, | Yes: After | Department Preference; GC
o e PW-007  |Design & Construction Standards P P Mir, OD,| Sl | oo nPor | Seberment Freierence:
Engineering Por ! QC & OD '§34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-1

?:‘::::rgf !Retention No. Records Description | Retention / Disposition Comments / Reference
l . | Destroy
; Inactive . Image: Paper
(QOFR) I s Actn_re (Records Tota! Vital? Me’dla l—!ri'nport after
(in office) Retention Options | M=Mfr
‘ Center) §=Scan Imaged &
| gC'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

Public Works /
Engineering

PW-001

Aerial Maps

Public Works /
Engineering

PW-002

Benchmarks

Public Works /
Engineering

PW-003

Bonds: Subdivision Bonds, Letters

of Credit

Release of
Bond / Letter ;
of Credit '

Public Works [
Engineering

P-004

Capital Improvement Projects
(CIP): Administration File

Project Administration, Cerfified

Payrolls, Construction Manager's Logs, |
Daily Inspections, Project Schedules,
Progress meetings, Punch Lists, Real
Eslate Appraisals, RFis & Responses,

elc.

Upon
Completion

10 years or
After
Funding
Agency
Audit, if
required,
whichever is
longer

Release of
Bond / Letter
of Credit + 4

years

Completion +
10 years or
After Funding
Agency
Audit, if
required,
whichever is
longer

Mag,

!Mfr,OD,! S/

Ppr

No

Department Preference; GC
§34090

Mag, |
Mfr, OD, |
Ppr :

S/

Yes: After
QC & OD

Department Preference; GC
§34090

J

Securities (Performance
Bonds, Letters of Credit,
CD's, etc.) are released after
the Notice of Completion is
issued and replaced with the
Warranty Bond, which is
released 1 year after the
Notice of Completion date.
GC §34090; 4 year SOL for

written contracts

Yes: Until
Completed

Mag, Ppr

Some grant funding agencies
require audits; Statute of
Limitations for Errors &

| Omissions is 10 years;
Published Audit Standards=4-
7 years; Statute of

| Limitations: Contracts &
Spec's=4 years, Wrongful
Death=comp. + 5 years,
Developers=comp. + 10
years; Statewide guidelines

| propose termination + 5
|years; CCP §337 et. seq., GC
§34090

Revised

: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: POLICE

Page PD-11

. | 1
%Tste}rzf Retention No. | Records Description i Retention [/ Disposition Comments / Reference
|
| iisictive Image: = Destroy
‘ | Active Total . Media | I=lmport | Paper after |
7
R I | (in office) | (Féect:rds Retention | V'tal7 Options | M=Mfr ‘ Imaged &
| e ~S=Scan l__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 foider.

Litigation, complaints, claims, public records act requests, audits andfor investigations sus|

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

P P
Police / PD-054 Registrants: Sex Offenders - DIS S.!eaflg | o!;S:[ealinsg Mag, Mfr, | S/ Yes: After |Pursuant to PC §290 et seq.;
Records Juveniles =0 i QD, Ppr QC & OD |W&I §781;
years (or | years (or
Court Order) | Court Order)
Police / o | ; Data Fields / Records are
T PD-055 RMS Database Indefinite | Indefinite Yes | Mag interrelated: GC §34090
Police / Subpoenas (Police Civil |
e 4
Records PD-056 Parsonal Appéarancs) 2 years ' 2 years Mag, Ppr GC §34090
TEMPORARY HOLDING FACILITY

Police / |

Temp. Booking Folders (Property, Department preference; GC
Holding PDOST | viadioal. eic) 2years & ypars Mag, FPpr §34090 et seq.

Facility |

Police / [

Temp. ; |Department preference; GC
Holding PD-058 Booking Log 2 years 2 years | Mag, Ppr | |§34090 et seq.

Facility

Police / |

Temp. ; . ’ |Department preference; GC
Holding PD-059  |Jail Cell Checks 2 years 2 years _ Mag, Ppr §34090 et seq.

Facility |

Police / ?

Temp. : . | Department preference; GC
Holding PD-060 Jail Cell Log / Sergeant's Log 2 years 2 years Mag, Ppr §34090 et seq.

Facility

Revised: 09/05/2017

Crig.

Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: POLICE

Page PD-10

Office of |
Recaord

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Total
Retention

Vital?

Media
Options

Image:

I=lmport | Paper after

M=Mfr

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

Destroy

Imaged &

S:sEau “’::'d')

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.

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

Litigation, complaints, claims, Eubf:’c records act requests, audits and/or investigations sus
[ |POLICE REPORTS / INCIDENT [ | |
REP : | " .
FRORES :Sealing Date Sealed records for juveniles and
Police / Sealed Adult, Juvenile and [ + 5 years =egling Dete i Mag, Mifr, Yes: After Walrds o e Cotrt st be ;
— PD-047 |Ward Cases - Exceot those with (Or + Svyears (or] Before | oD. Por SIMA QC & OD destroyed 5 years after sealing
. P Court Order)j Disposition P date; CCP §§340.1, GC §34090;
|outstanding stolen property, Court W&l §§389(a), 781(d)
[ lincluding firearms, or lost Order) L
[firearms
: " . ; When No When No
] PD-048 [Frtuaile. any Tow Notlﬁcahons Longer Longer | Mag, Ppr Non records; GC §34090
Records (Impounds, Repossessions, etc.) x X
| Required Required
:;g:fd’; PD-049 Public Information Requests 2 years 2 years Mag, Ppr iGC §34080
Department preference; Pursuant
to PC §457.1 et seq.; required to
Polica / : , Mag, Mir, Yes: After 5 |register for life; If released from
- ; - A |
Records P50 Regisieaniss Ao = Adulls 5 years P 0D, Ppr S years CYA, records are destroyed after
age 25 or sealing pursuant to
, W&I §781; GC §34090.7
[ Pursuant to PC §457 1 et seq.; If
g | Registrants: Arson - Juveniles Age 25 or Age 25 or | ; released from CYA, records are
:ggoc;&di | PD-051 released from California Youth  [Sealing Date Sealing Date ESEIE?IPM?, | S/ BGS ;’ féeDr destroyed after age 25 or sealing
| Authority + 5 years + 5 years s \pursuant to W&I §781; GC
§34090.7
Department Preference;
Polica / | . . Registration is required for 5
PD- i :
e——" 052 Registrants: MNarcotic 5 years 5 years Mag, Ppr years; GC §34090, H&S §11590
et seq., H&S §11594(a)
Police / PD-053 | Registranis: Sex Offenders - p P Mag, Mir, s Yes: After |Department Preference;
Records | Adults 0D, Ppr QC & OD [Pursuant to PC §290 et seq.

Revised: 09/05/2017

Orig.

Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: POLICE

Page PD-9

?':2.:;:: | Retention No.| Records Description Retention / Disposition Comments / Reference
. I [astive Image: - Destroy
' Active | Total Media |I=Import | Paper after
ital?
{OFR) | (in office) {iecf:rds Retention | Vita!? Optons: | M=wtr | Imoged &
' enter) 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 sus,

end normal retention periods (retenition resumes after settlement or completion).

|POLICE REPORTS / INCIDENT [
|REPORTS:
Individual petitions District
. Factually Innocent Petition Date of Date of Yes: . Attorney; Sheriff concurs that
ggzgfd; PD-043  Accepted Records Sealed | Arrest+3 | Arrest + 3 Before "g%g;; frr' SiMil \gcs ; fée[; |person is factually innocent, then
Pending Destruction - Except | years years Disposition t seals record ("Shall" Destroy);
|those with outstanding stolen ' GC §34090; PC §851.8(a)
{property, including firearms, or ‘
|lost firearms
|POLICE REPORTS / INCIDENT ‘
|REPORTS:
[ Conviction Conviction
; 'Misdemeanor or Infraction - or Arrest (if or Arrest (if Yes: - (Courts and other Agencies
ggﬁifd; PD-044  |Juvenile Marijuana - H&S No No Before 'g%g’;gr" St | eré ;"g% "Shall" Destroy): H&S §11361.5;
|§11357(E) - Except those with Conviction) | Conviction) | Disposition ! | GC §34090
{outstanding stolen property, +2 years + 2 years
|including firearms, or lost
| {firearms
{POLICE REPORTS / INCIDENT
'REPORTS:
. . . Offender is Offender is (Courts and other Agencies
:\:cl',locfd; PD-045 m:rii';:: g?&g;;’;gf ?E‘ﬂ;en“ o | 18 Years 18 Years Yes | Mag, Ppr "Shall” destroy); H&S§ 11361.5
on School Grounds during ot Qi etseq., 11357(e)
School Hours {with procedure in
H&S §11361.5)
Until CLETS Until CLETS
'POLICE REPORTS / INCIDENT | Entry No Entry No Vs
Police / PD-046 ;REPORTS: Longer Longer Befor'e Mag, Mir, SIMI Yes: After |Department Preference; GC
Records Exists - Exists - Dispositiof oD, Ppr QC & OD |§34090
Missing Persons (Returned) Minimum 2 Minimum 2
‘ years years

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: POLICE

Page PD-8

%Zﬁ:’;rzf Retention No.| Records Description Retention / Disposition Comments | Reference
| . [ Image: | Destro
Inactive g y
(OFR) 'Actwe (Récoits Tota'l Vital? Me.dla I=lmport | Paper after
(in office) Center) Retention | Options | M=Mfr | Imaged &
SsScan.QC'd2

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 andior invesﬂ'gat:’ons SUS)

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

POLICE REPORTS / INCIDENT |
REPORTS: [

Misdemeanor or Infraction - |

X | Adult Marijuana - H&S i Yes: | | . . . . .
gi'g?d; PD-040  |§11357(b)c)(d)(e) or H&S 2 years 2 years Before | "3?39';“;‘:“ S| \'gg;:‘)eé E‘?:hgg mn;;m”’ HES-STET
§11360(b) (with procedure in Disposition | ~" '
|H&S §11361.5) - Except those |
{with outstanding stolen property, |
|including firearms, or lost
firearms
Provided there are no
|POLICE REPORTS / INCIDENT outstanding warrants,
{REPORTS: unrecovered identifiable items,
criminal deaths, they are not
' |ALL, Except Those | . . historically significant, and it is
gggoc?d; PD-041 | Specifically Mentioned inthe | 5 years 5 years Yes rg%gg;!) f;’ S| ‘fqe(s; ; féeé not classified under PC §800 &
'Schedule : |290 and H&S §11850; Stat. of
. [ Limit. is 2 yrs; Destroy juvenile
{e.g., 5150, Detention Reports, marijuana after age18; H&S
{etc. ! §11361.5, GC §34080, PC §802,
| |PC §§187, 800 et seq.
POLICE REPORTS / INCIDENT |
REPORTS: | |
Department Preference; No
Capital Crimes / Homicides / limitations on commencement of
Police / Major Crimes / Serious Mag, Mir, | Yes: After |action; Courts keep permanentl
Recorss | 0% Felonies | Sex Crimes / Felony | ' F Yes | op,ppr | SM' | ocaop |pess 261, 286, 288, 2888
. |DNA (Crimes Subject to the , 288.5, 289, 289.5, 290, 799,
\Death Penalty), Sex Crimes (PC | 803(h), WIC 707(b)

§288, 290, WIC 707(b)), PC
803(h} |

Revised: 09/05/2017

Orig.

Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: POLICE

Page PD-7

?:;E-:[;::rzf Retention No. Records Description Retention / Disposition Comments | Reference
| | liactve [ Image: Destroy
Active Total . Media | I=lmport Paper after
OER} (in office) ! {I;eci:-r(ris Retention Vi Options | M=Mfr Imaged &
. enter) S=Scan | __0QC'd?

If the record is not listed here, refer to the ﬁ’etenﬁon for City-Wide Standards

Refentions 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 andfor invesiigations sus,

end normal retention periods (retention resumes after seitlement or completion).

| Those segments of videos that
! {are determined to be evidence
Police / Temporary Holding Facility 'iare copied onto a different tape
Property & PD-033 Videos (“Jail" videos) 1 year 1 year Mag {and retained for the same length
Evidence | | !of fime as the crime report (see
\crime reports for legal citations),
'GC §34090.6
RECORDS
Police / Backgrounds / Initial Employee | ' |
Records i Ciealgance {Other qunr:iles?H | 2o 2 years | Mag, Ppr [BCSH00
gﬁiﬁi,; PD-035 E’;f;'f;‘rfa Moving Violations, | 2years 2 years Mag, Ppr GC §34090
Police / Crime Statistics / Uniformrcrime |
Records | PD-036 Reports (UCR) - Summaries | 2years 2 years Mag, Ppr GC §34090
(BCS) '
Police ! | pp.g37  |NCIC Valication 2 years 2 years Mag, Ppr GC §34090
Records '
Department Preference to
provide information to other
Police / agencies; Non-records used for
PD-038  Pawn Slips 2 years 2 years Mag, Ppr investigations; Originals entered
Records i
into the State Automated
Property System; most agencies
retain for 2 years; GC §34090
|POLICE REPORTS / INCIDENT
|REPORTS: ) ’
Police / Feam Fiream Mag, Mfr, Yes: After .
Records PD-039 Firearms entered into CLETS Found or Found or Yes 0D, Ppr SIMA ac PC§ 11108(b); GC§ 34090
: . Recovered Recovered
(if not Permanent Retention) - |
\Found / Recovered Firearms

Revised: 09/05/2017
Orig. Adoption: 10/20/19398




RECORDS RETENTION SCHEDULE: POLICE

Page PD-6

Office of |
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments [ Reference

Active
(in office)

Inactive Total
{Records Retentio
Center) i

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper after
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.

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

PROPERTY & EVIDENCE

| | Department preference (only 1
! year is required); Those
i . segments of videos that are
Police / | citizen Contact Recordings / | | determined to be evidence are
Property FD- reld . o 2 years 2 years Mag copied onto a different tape and
Digital Audio Recordings ;
& 027 | retained for the same length of
. H{PUMA) | : :
Evidence | time as the crime report (see
crime reports for legal citations);
GC §34090.6
. Follows the Follows the
EAticH i Retention Retention Mag, Mfr Yes: After 1 |Department Preference; GC
c i = 1 ) - (]
F—"rozerty ' EEDB ‘Crsme SEO R Period of the of the 0D, Ppr e year §34090
e I o Evidence Evidence
Palice | | }
Property PD- |Forfeiture MNotification 2 years 2 years Mag, Ppr GC §34090
& 029 ‘
Police / 5 .
|Gun and Narcotics Department Preference; GC
ngerty E;E,)(; |Destruction Log (Documents 10 years Wyears Bag,. Fpr §34090
loatomel tal
Police /
Lost & Found |
Progerty E?Ej Peoperty (Documerits 2 years 2 years Mag, Ppr | GC §34090
lmtml £ ]
Those segments of videos that
\are determined to be evidence
Police / | s T |are copied onto a different tape
|Officer Recordings: Bod! | >
Property PD- | 9 y 1 year 1 year Mag |and retained for the same length
|Cameras that are not | pee .
& 032 I |of time as the crime report (see
Evidence | : crime reports for legal citations);
. | |GC §34090.6

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: POLICE

Page PD-5

o::ss,zf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=lmport | Paper after
7
e (in office) [ﬁecct:rd}s Retention | V112" Options | M=Mfr | Imaged &
e S=Scan Qcd?

If the record is not listed here, refer to rhe_l-?e!enrr‘on for City-Wide Standards

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

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

PATROL _
. . | |3 years is required for animal
!
Police / f PD-020 (Flila;slr}eTE:;::‘ilEe Eﬁg;,];:?rif]m | Separation +! Separation + Rin. s ‘ care [ treatment records; FA
Patrol e g Files: 3 years 3 years 9.Fpr | §32003(e), PC §597.1(d); GC
£34090 et seq.
; Canine (Police Dogs) Program
Police f o . |Department preference; GC
Patrol PD-021 :FI[BS. Action Reports, Monthly 5 years 5 years | Mag, Ppr |§34090 et seq.
Reports
Police / _ _ . o ! [Departrnent preference; GC
_ Patrol ) P7D7022 |PAS Device C.Valftfr‘at_mﬂ Logs 3 years ! 3 years Mag, Ppr 534090 et seq.
Ppogﬁ Elf PD-023 Patrol Ride-A-Long Waiver Form 2 years 2 years Mag, Ppr GC §34090 et seq.
b N |
Police | ! 5 - ' Department preference; GC
Patrol PD-024 TF'ursmt Critiques 5 years 5 years Mag, Ppr §34090 et seq.
Preliminary drafts not made or
Police / | When'bio Wi Ho r?:easjgﬁnfmt:zr?fz:‘pn?:ifoital
PD-025 |Special Events / Ops Plan Longer Longer Mag, Ppr p g .
Patrol Reniied Reauiod content for future reference; GC
‘ 2 q §34090, GC §6252; 64 Ops. Cal.
_ Atty. Gen. 317 (1981))
Paolice / PD-026 | Traffic Control: Radar ‘ ELlljie cr:;:te+ EL:? ?;;:?4_ Mag. Por Department preference; GC
Patrol Calibration Records =0 uip U 1§34000 et seq.
| 2 years 2 years |
|
| |
|
f !

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: POLICE Page PD-4

%szrzf Retention No.| Records Description Retention / Disposition Comments | Reference
[
. Image: | Destroy
Inactive |
Active Total * Media | I=lmport | Paper after
7
(OFR) : (in office) {Ee-;:]ct}r:l}s fotantion:| VAT Options | M=Mfr | Imaged &
' — | S=Scan.__QC'd2

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 reguests, audits andior investigations suspend normal retention periods {retention resurmes affer settlement or compietion).

| |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
No Longer Mag, Mfr, Yes: When |information is relevant to that

Police / PD-019 Intelligence Files (Criminal | Mo Longer S/
Investigat. | Intelligence Files) | than 5 years than 5 years oD, Ppr | | Superseded | criminal conduct or activity.
{ | i Misleading, obsolete or
: | | unreliable information is required
| {to be destroyed; remaining
| records must not be retained
longer than 5 years: 28 CFR

| | L 123.20(h); GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998



RECORDS RETENTION SCHEDULE: POLICE

Page PD-3

| |
(I;ngrgf Rataritioe Na) Records Description Retention / Disposition Comments / Reference
i — Image: Destroy
Active Total - Media | I=lmport | Paper after
OFR 2 :
t ) | (in office) {Ezct:rt!s Retention Ve Options | M=Mfr | Imaged &
niten) S=Scan | QC'4?
If the record is not listed here, refer to the Retention for City-Wide Standards
Relentions 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 mvesrfgaﬁons suspend normal retention periods (retention resumes after settlement or completion).
Police / [ I ! Mag, Mfr, | Yes: After |Depariment Preference; GC
EOC PD-013 iE'{IJC Activations & Drills 10 years 10 years OD. Por S/ ac §34090
Superseded Superseded | o
City Clerk | PD-014  |Evacuation Plans (County Wide) |  and and Yes (aly | Mag M | o) Mg [ TerrecorGs{Conaty malntsies
OD, Ppr originals); GC §34090
Approved Approved |
INVESTIGATIONS
| |
: ’ . ) | Final reports and records are
ir:rggﬁe;t PD-015 E:r)::'r\;isl Fi:r:ifs SUREOn FiRg TE:{?;?;STO | T{:;Cs;?;:’ Mag, Ppr transferred to the case file stored
gat. in Records; GC §34090 et seq.
Palice | Guns: Dealers Record of Sale
Investigat, | PD-016 (DROS) . 2 years 2 years Mag, Ppr GC §34090
[ Informant information; Does not
Police / contain criminal intelligence
. PD-017  |Informant Files 5 years b years Mag, Ppr information concerning
Investigat. oo )
| individuals; Department
| preference GC §34090
Police / PD-018 |Field Investigation Cards (Fl's) - vihin hio 1""'["_2?1” 2:_0 Mag. Por Preliminary Drafts; GC§ 34090 et
Investigat. |After Entry into to RMS onge g 0P seq.
[ | Required Required

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: POLICE

Page PD-2

ORT:;;:rEf Retention No. | Records Description Retention / Disposition Comments / Reference
i Inactive Image: | Destroy
Active Total ’ Media | I=lmport | Paper after
kL (in office) {Féec:rds Retantion | 2?7 | Options | M=Mfr | Imaged &
] S=5can Qcds

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

Retentions begin when the actis completed, and imply a full file folder (e.g. last document

+ 2 years), since destruction is normally performed by file foider.

Lifﬂ'garfon, compflaints, claims, public records act requests, audits and/or investigations sus,

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

i When No When Mo |
Palice / Reports and Studies regarding Longer Longer )

; : e ; B Pref , GC
Chief / PD-006  |Police operations (not historical - | Required - | Required - Mag, Ppr E‘fggg Z;esrz e g S
Admin. staffing, overtime, etc.) Minimum 2 Minimum 2 | q-

_ years years |
Eil.'cf’; PD-007 Use of Force Review (Involving | Incident + 5 | Incident + 5 o P ‘!DEpartment preference; GC
A dal"ﬁ;n Employees) years ‘ years gD |§812946, 34090

! Department preference; EEQC /
Police / | Inactive/ | Inactive / , Yes: After Pl EDER A Lo b 3

. | | . ' Yes: Until | Mag, Mfr, i years, State Law requires 2 - 3
Chief / PD-008 Volunteer Background Packet |Separation + Separation + ) S Separation . :
Admin 3 years 3 years Separation | OD, Ppr +1 year years; 29 CFR 1672.3(b)(i), 29

’ CFR 1602.14 et seq GC
o §§12946, 34090
Department preference; EEQC /

. : : i FLSA [ ADEA (Age) requires 3
Z{;I,'D? i PD-009 Volunteer Personnel Files { Sé”i:g;g: 5 Sé”:?:;g: i Yes: Until | Mag, Mfr, S SY:S;:%E; years; State Law requires 2 - 3
5 d:i:n (CERT, Etc.) g . g e |Separation | 0D, Ppr o o |vears; 29 CFR 18672.3(b)(i), 29

' ' Y X Y% ICFR 1602.14 et seq GC
| §§12946, 34090
Polica / Weapons / Department ' )
Chief f PD-010 Weapons {Depariment-issued Indefinite Indefinite Yes Mag !Jata F:eldslf Reszonds arm
interrelated; GC §34090
Admin. Weapons)
= EMERGENCY SERVICES /| EMERGENCY OPERATIONS CENTER
, Disaster Claims / Strike Team - - .
Police / PD-011 Reimbursements (FEMA / OES 10 years 10 years Mag, Mfr, s/ Yes: After |Department Preference; GC
EOC s oD, Ppr QC  (§34090
Reimbursement Records)
|Emergency Operations Plan
; i Superseded Superseded . '
Police / ‘ PD-012 (includes Office of Emergency ] . Sl Yes (all) Mag, Mfr, sn | No GC §34090
EOC | Management & Homeland | 0D, Ppr '
- Approved | Approved [
| Security)} | [

Revised: 09/05/2017

Orig.

Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: POLICE

Page PD-1

ffi ' : | .
?ieI::rgf 'Retention No.| Records Description Retention / Disposition Comments / Reference
. Image: Destroy
Inactive ‘
Active Total : Media | |=Import | Paper after
OFR ” ,
[OFR) {in office) | %’:ﬁ:ﬁ Hotention | Options | M=Mfr | Imaged &
| S=Scan Qc'd?

If the record is not listed here,_ refer fo the -‘-?erem:'on 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 refention periods (retention resumes after settlement or completion).

CHIEF / ADMINISTRATION

Department Policies & When No |
Police / ‘ Procedures / Operation Longer |
Chief /[ PD-001 Directives { General Orders / Required - |
Admin. Lexipol (Department Policies and | Minimum 5 ‘
Procedures) years
Send to
Human Personnel Background Packet-  Human ‘
S | PD-002 POLICE EMPLOYEES or Resources |
CADETS After Hiring
Decision
|
i Personnel Discipline File - i
Internal Affairs Investigations /
Police / Complaints Final |
Chief [ PD-003 Disposition |
Admin. \(May include criminal acts, moral | + 5 years
[turpitude, complaints generated |
|from a citizen) |
Send to
Human
Human PD-004 Personnel Files s
Resources Upon
Separation
or Transfer
Police /
Chief / PD-005 Pitchess Motions 2 years
Admin. .

When No
Longer
Required -
Minimum 5
years

Send fo
Human
Resources
After Hiring
Decision

Final
Disposition
+ 5 years

Send to
Human
Resources
Upon
Separation
or Transfer

2 years

Mag, Mir,
QD, Ppr

Yes: After
superseded

Department Preference; GC §
34090 et seq.

Yes: Until
Separation

Mag, Mfr, |
oD, Ppr

Yes: After
S Separation
+ 1 year

Department preference; EEOC /
FLSA / ADEA (Age) reguires 3
years; State Law requires 2 - 3
years; 29 CFR 1672.3(b}{i}, 29
CFR 1602.14 et seq GC
§§12946, 34090

Mag, Ppr

State requires for at least 5 years
for Citizen's complaints; other
State & Federal laws require
retention until final disposition of
formal complaint; State requires
2 years after action is taken;
Statute of Limitations is 4 years
for misconduct; EVC §
1045(b)(1), GC §§12946, 34000;
VC §2547

Before
Separation

Mag, Ppr

Ensure records keptin
Department files comply with City
policy (all originals are sent to
Human Resources); GC
§34090.7

Mag, Ppr

Department preference; GC
§34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE - FIRE

Page FR-4

- | I |
SUNEEE || NEscopts Records Description | Retention / Disposition | | Comments / Reference
Record Series # | |
I Inactive Imags; | D::;::)‘ I
Acti | . ”
(OFR) St | oo [ oW viggy | J0eds [lSmport |
{in office) Retention Options  M=Mfr
Center) i3 Imaged &
| S=Scan | acd

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

Refentions begr‘n when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, complaints, public records act requests, audits and/or invesﬂ'ga!ions suspend normal retention periods (refention begins after settlement).

Fire / Fire ) i .
Fire Sprinkler Plans / Fire Alarm : Mag, Yes: .
Margha[ & FR-018 Plans / Fire Protection Systems [ | TEhehs Liedi Mfr, OD, S/ After QC Deparment preferente; GC
Fire | Superseded Superseded §34090 et seq.
: Tenant Improvements Ppr & 0D
Prevention
, . When No When No
et i Longer Longer Yes:
Ma;sir:i & FR-019  |Incident Reports Required - ' Required - Before I'\.::a?. g;%gg WaE=10484, 50
) | Minimum 5 | Minimum5| Event | P
Prevention |
years | years
- When No | When No
i Fig | Longer | Longer
Marshal & Weed Abatement / Vegetation 9 | .g | Mag, Department Preference; GC
: FR-020 Required - | Required -
Fire Abatement =, o2 | Ppr §34080
P ; Minimum 2 ] Minimum 2
revention
years years |
OPERATIONS / SUPPRESSION
| Department Preference to be in
) compliance with MFPA Standards
. I . : :
Fire / Ops FR-021 ?2 gliar:atus & Squipment Baconts & ! SUF‘LZ‘:’; 4] Surp;:f; . I"\.::a‘c_:, for in-service automotive fire
9 ¥ _. ¥ P apparatus ; NFPA 1911.4.7.3 &
Annex C.5, GC §34090
. Yes: g )
Fire / Ops FR-022 Pre-plan Sheets 5 When Until Beifors Mag, Preliminary drafts; GC §34090 et
uperseded : Superseded Event Ppr seq.
Vehicle Safety Checks / Daily . |
Lead Dept. FR-023 Vehicle Inspections / Daily i 2 years 2 years | Ppr GC §34090
Equipment Checks | |

Revised: 09/05/2017

Orig. Adoption:




RECORDS RETENTION SCHEDULE - FIRE

Page FR-3

KINSEGr: | Hasrds Records Description Retention / Disposition Comments / Reference
Record Series # |
| | . | Destroy
[ Inactive mage: Paper
i | * | poe
(OFR) | sActiva (Records Tol vitaiz | Media | I-In_1port after
{in office) Retention | Options|  M=Mfr
Center) S=Scan Imaged &
| Qc'd

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

Relentions 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, public records act requests, audits and/or investigations suspend normal retention periods (retention begins after seftlement).

FIRE MARSHAL | FIRE PREVENTION
Fire | Fire Applications for Permits (Fire, 2 years 2 years Mag,
Marshal & FR-012 Candle, Temporary Use, etc.) following following Ppr
Fire i | date of date of Department Preference; GC
Prevention | the event the event §34090
Fire / Fire Yes: | .
Marshal & | [ 104.6 — 104.6.4,
Fire FR-013  Fire Code Permits & Complaints 5 years 5 years Before Mag, Ppr! 532009% Bk —
Prevention Event
Fire / Fire |
Marshal & ’ [ When Until Mag, Department Preference; GC
Fire FR-014 Fire Hydrant Flow / Pressure Tests iSuperseded Sapersailed Dot §34090
Prevention [
[ . . California Fire Code requires 5
Fire / Fire 'Fire Inspections / Business e e Whan g ! years; CFC §§ 104.6 — 104.6.4,
; ) Longer Longer
Marshal & | Inspection Files / Occupancy : : Mag, GC
: FR-015 ; oo : Required - Required -
Fire Inspections / Citations / Motice of iy i Ppr §340090
. i Minimum 5 Minimum 5
Prevention |Violations [
| years years
Fireil Py I Mag Yes: | Department preference (Capital
Fire Investigations - : -
I\-la{:si::: & FR-016 cl‘,:ei; \;es:;iaszrgnlmson & P P Mir, OD, S/1 | After QC |Crimes have no statute of
. P y Ppr & 0D |limitations); GC §34090 et seq.
Prevention
3 When No When No
G Longer Longer
Marshal & Fire Investigations - OTHER Than | g g Mag, Department preference; GC
: FR-017 . i | Required - Required -
Fire Arson & Capital Crimes Only P P | Ppr §34090 et seq.
; | Minimum 5 Minimum 5 |
Prevention | |
years years |

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE - FIRE Page FR-2
Office of Rec‘ords Records Description [ Retention / Disposition [ Comments / Reference
Record Series # |
i . | Destroy
5 Inactive I P Paper
(OFR) .Actwe (Records Totall vital? | Me.dra I=import | SHaE
(in office) Retention Options| M=Mfr
| Center) i _ Imaged &
. S5=Scan A

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

EMERGENCY MEDICAL SERVICES

Uﬁga tion, claims, complaints, public records act requests, audifs and/or r'nvesﬁgaﬂons suspend normal retention periods (retention begins after setﬂemenq.

|

HIPAA Policies and Procedures

Face Sheets / ALS to BLS Transfer
of Care Forms [ ECG [ EKG / All
other associated documentation

. . Superseded Superseded Mag. [ | bl
Fire | EMS FR-010 {Health Insurance Portability and +6years | +6 years MMfr, OD,I S/ After QC (45 CFR 164.530(j)
Accountability Act) | Ppr & oD
‘ ' | | Department Preference; adults
required for 7 years; minors until 1
year after age 18, but not less than
‘Paiiem Care Reports (PCRs)/ |7 years; 10 years is recommended
! Medical Paramedic Release by AHIMA for "healthcare
Forms: ALL (medical and non- providers”; Statute of Limitations
medical.) ~for health providers is 3 years;
' Mag, Yes: | GOP §340.5, GC §34090; H&S
Fire / EMS FR-0011 iPatEent Signature Forms / Hospital 3 years 17 years 20 years Mf::'i;:D' S/t . Ageégc § 123145; 42 s ;

482.24(b); 9 CCR 9444, 22 CCR
70751(c) & 71551(c); 22 CCR
70751(c), 71551(c), 73543(a),
74731(a), 75055(a), 75343(a),
77143(a), W& 14124.1; CMS Pub.
100-4, Chapter 1, Section 110.3

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE - FIRE

Page FR-1

Office of
Record

Records
Series #

Records Description

; Retention / Disposition

Comments | Reference

| Destroy
Inactive iraage: Paper
i Total Medi = ort
(OFR) Active: | o conds otal Vital? e | 1=t after
(in office) Retention Options| M=Mfr |
Center) |Imaged &
S=Scan | ac'd

if the record is not listed here, refer fo the Retention for City-Wide Standards

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

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

ADMINISTRATION

F|re_.f FR-001 | Fire Incident RMS Database (Fire Indefinite Srdiiviits o Mag, IData is interrelated; GC §34090 et
Admin. House) Ppr iseq.
Fire f . : | Mag, | Department Preference (rated
AdiTiin; FR-002 ISO Insurance Ratings 15 years 15 years Ppr !every 10 years); GC §34090
Fireid Monthly Statistical Report / Run When No When No Mag, ICOI"ISi(.{ferBd. a ;:-rellmlnargf draft /
Adtrrin FR-003 Statistics Longer Longer Por copy (the Fire database is the
) | Required Required P Ioriginalj: GC §34090 et seq.
[ | Copies - Copies - | o .
. Mutual Aid Agreements, Joint When No When No Mag, [(2ngiais Malnkined iy £36) etk
City Clerk FR-004 o or County Clerk of the Board
| Power Authorities Longer Longer Ppr | ;
- : |Permanently; GC §34090.7
Required Required |
I
Fire / FR-005  Public Education Event Requests 2 years 2 years Mag, Gl
Admin. Ppr
Fire / - Requests for Fire Incident Reports Mag,
Admin. R |and Fire investigation Reports £.Yecks Z yoars Ppr GG 530
= P
FR-007 | Ride-A-Long Waivers Yyears l‘u;i:}gr
Fire / . Strike Team Reimbursements / Mag, Department Preference; GC §
Admin, FRO08 | Craims (FEMA, OES, etc.) 10 Yoo 1 yoars Ppr 34090
Fire / Subpoenas (all Fire Dept.)} / Ma
. FR-009 Discovery Requests / Personal 2 years 2 years o GC §34090
Admin. Ppr
Appearance / Duces Tecum

Revised: 09/05/2017
QOrig. Adoption:




RECORDS RETENTION SCHEDULE: COMMUNITY SERVICES

Page CS-7

?;:ﬁ:rgf Retention No. Records Description Retention / Disposition | Comments / Reference
I | Destroy
| Inactive iragie: Paper
(OFR) | | .Actu:'e (Records Tota.i Vital? I'ule'dla I=import | =
{in office) Retention Options | M=Mfr
| Center) S=5 Imaged &
i =Scan | Qc'd?

If the record is nof listed here, refer fo the Refention for City-Wide Standards

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

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

Volunteer Applications &
Lead Dept. CS-041 Agreements - Unsuccessful or 3 years
Pending Applicanis
1
|Volunteer Applications & Inaciive /
L Dt CS-042 Agreements (includes emergency Se aa?atisn "
pL. contact information) - Successful P
. 3 years
Applicants
|
Comr@un:ty | CS-043 Waivers of Liability 2 years
Sernvices |

3 years

Ppr

‘Consistent with employee
personnel files (Courts treat
|volunteers as employees);
|EECC/FLSAJADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection,
or discharge; 29 CFR 1602.31
& 1627.3(b)(ii), 8 CCR
1§3204(d){1) et seq., GC
§§12946, 34090

Inactive f
Separation +
3 years

Mag,
Mfr, QD,
Ppr

Yes: 1
year

Courts treat volunteers as
employees;
EEQC/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), 8
CCR §3204(d){1) et seq., GC
§§12946, 34090; 29 USC 1113

2 years

Mag, Ppr

GC §34090

Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY SERVICES

Page CS-6

??f::srzf Retention No. Records Description Retention / Disposition Comments [ Reference
| | | Destroy
I Inactive Image: Paper I
. | v -
{OFR) _Aclwe (Records Tuta] Vital? | Me_dla imipost after |
(in office) Retention | Options | M=Mfr |
Center) ; = |Imaged &
, | | 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.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or compietion).
Community : Yo ;
: CS-034 Safety Inspections 2 years 2 years Before |[Mag, Ppr| GC §34090
Services
Event |
Communit ' When No When No | Preliminary drafts not retained
—— ¥ CS-035 !Schedules { Hours Longer Longer |Mag, Ppr in the ordinary course of
Required Required i business; GC §34090
[ Chiiitin 1 Department Preference (meets
baid CS-036  |Scholarships 5 years 5 years Mag, Ppr auditing standards); GC
Services
§34090
. Sports Organizations (Golden When No When No | Preliminary drafts not retained
Community A [ . ;
Services CS8-037 Soccer League, Brea Little League, Longer Longer Mag, Ppr in the ordinary course of
etc.) Required Required business; GC §34090
Preliminary drafts / Transitory
| records - NOT made or
TR When No When No | retained for the purpose of
Servi ¥ CS-038 Sports Score Sheets, Schedules Longer Longer Mag, Ppr| preserving the informational
ervices - . :
Required | Required content for future reference,
| GC §34090; 64 Ops. Cal. Atty.
! Gen. 317 (1981))
1
Community . . | Data fields are inter-related;
; -039 Theatre M !
S CS-03 eatre Management Database Indefinite Indefinite Mag, Ppr GC §34090 et seq.
G When No When No Preliminary drafts not retained
Servicesy CS-040 Ticket Stubs Longer Longer Mag, Ppr in the ordinary course of
Required Required business; GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY SERVICES Page CS-5
CFT:;;; Retention No. Records Description Retention / Disposition Comments [ Reference
| Image: Destroy

. | Inactive N .| Paper
{OFR) it {Records Tota] Vital? Me.d|a I—iTpon after

(in office) Retention Options | M=Mfr |

[ Center) ‘ S=scan 'Maged &
ac'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.

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

| When No

|Parks, Recreation, & Human L
Community Services (PRHS) Commission ki
Seﬂices Cs-027 Required -
| Minimum 2
AGENDA PACKETS & AGENDAS
| , years
| |Parks, Recreation, & Human
Communit Services (PRHS) Commission
Somices. | €S-028 2 years
ervices AUDIO RECORDINGS of Meetings
[ Audio Tapes
Parks, Recreation, & Human
. Services (PRHS) Commission
Community CS-029 P
Sorces MINUTES, RESOLUTIONS &
BYLAWS
ity | |
Community | 5 939 |Plunge Accident Logs 5 years
Services
Community | s 931 |plunge Chemical Readings 5 years
Services
o ||
Comr:junlly CS-032 Recreation Database (Class) Indefinite
Services
. .
Registration / Applications /
I Liability Forms / Release of Liability
Ser\;'ices y CS-033  |Forms / Permissions: Camps, Field 2 years

|Trips, Authorization to give
|Medicine, etc.

When No
Longer
Required -
Minimum 2
years

2 years

5 years

5 years

Indefinite

2 years

| Original Staff Reports are filed

Mag, | IYES' After in the project file; Brown Act
Mir, OD, S/l QC-& oD challenges must be filed within
Ppr \ | 30 or 90 days of action; GC
! §§34090, 54960.1(c)(1)
Tape City preference; State law only
[ME ) requires for 30 days; GC
9 §54953.5(b)
| Mag, :
Yes Mfr, OD, s No GC §34090
Ppr
! Health Department regulations;
[ e Fer GC §34090
| Health Department regulations;
| Mag Ppr GC §34090
Mag | Department Preference; data is
g | interrelated; GC §34090
Yes: !
During | |
Class o Mag, Ppr! GC §34090
Pragram |

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY SERVICES

Page CS-4

?:szr':f Retention No. Records Description Retention / Disposition Comments / Reference
I . | Destroy
Inactive image: Paper
. [ 2 =
(OFR) Aotvs | conds b WialE | ooae: [HIMpOIR] e
(in office) | Retention Options | M=Mfr
Center) . Imaged &
S=Scan 3
C'd?
If the record is nat 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. fast document + 2 years), since desiruction is normally performed by file foider.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
FAUTERIM CS8-020 iEva]ua{ions { Surveys (of programs) "i":’.f;iﬂ eh:O | MT_:];” :ro Mag, Ppr| PRIz Drallsr) Ty
Services | | ¥ prog g g 9. Fp records; GC §34090
| Required Required |
! When No When No
: Longer Longer | .
Communlty | co.021  |Exhibits (Art Gallery) Required - Required - Mag, Ppr| DPR AT FCRRRS, o
Services g o §34090
Minimum 2 Minimum 2
years years |
Commuit |Facility Use Rental Contracts / Field Yes:
Servi 4 C8-022 Use Confracts / Facility Use 2 years 2 years Before |Mag, Ppr GC §34090
ervices
Requests Event
Community . | 5
P~ CS8-023 Fundraising Events 2 years 2 years Mag, Ppr; !GC §34090
i .
| ~: o
Lead Dept. & _ ; ; | City preference (not all detail is
Blidifics CS-024 :Glﬂ Shop Sale Receipts 2 years 2 years Mag, Ppr| ‘Sem fo Finance); GC §34090
= |
House Reports / Program Files / h"{oi;::o "T.zi;er‘:o | ‘
Commlun:ty ©S-025 Event Files {Theatre) Required - Rexquired - Mag, Ppr |Depar1merri Preference; GC
Services =~ R 1§34090
| - Minimum 2 Minimum 2 !
| Includes Contract Billing |
| years years
. ' . . Yes: .
Community Member Files / Patron Files (Gym, Department Preference; GC
Services | CS8-026 etc) 2 years 2 years BEif;:? IMag, Ppr |§3 4090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY SERVICES

Page CS-3

C::;srzf Retention No.! Records Description Retention [ Disposition Comments / Reference
Image: D::;L?
| Active Total ; Media | I=lmport
tal? g ft
(SR (in office) Retention w Options | M=Mfr EERY
S=Scan Imaged &
- Qcd?

If the record is not lisied 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 retenfion periods (retention resumes after sefflement or completion).

|
Contracts: Class Instructors
Community 3
Senvices Kbt Includes Insurance Certificates and Eamplatite
Administration Records |
Leag Degl- 5 CS-014 | Credit Card Receipts 2 years |
Finance [
When No
. Cultural Commission Longer
cg;‘r:?;‘;‘:*' Cs-015 Required -
AGENDA PACKETS & AGENDAS | Minimum 2
years
' Cultural Commission
Community
Senvices CS-016 | AUDIO RECORDINGS of Meetings | 2 Yo"
/ Audio Tapes
Cultural Commission
Community
Senices CS-017 | MINUTES, RESOLUTIONS & 3
BYLAWS
Comr!?umty CS-018 Customer Relations / Member Indefinite
Services Database
When No
. | Longer
| |
Cgmn;umty CS-019  |Donations Required -
REvOES | Minimum 2
| years

Completion +
5 years

2 years

When No
Longer
Required -
Minimum 2
years

2 years

Indefinite

When No
Longer
Required -
Minimum 2
years

— Ma Yes: |Department preference;
. 9. Upon | Statute of Limitations:
Before | Mfr, OD, S i i .
Complétion Por Completio| Contracts & Spec's=4 years;
n CCP §337 et. seq., GC §34090
City preference (not all detail is
Mag: Far sent to Finance); GC §34090
QOriginal Staff Reports are filed
Mag, . in the project file; Brown Act
Mfr,OD, S/I E"'g ;‘éﬁ; challenges must be filed within
Ppr 30 or 90 days of action; GC
§5§34090, 54960.1(c)(1)
Vs City preference; State law only
M P ) requires for 30 days; GC
as §54953.5(b)
Mag,
Yes Mfr, OD, | S No GC §34090
Ppr |
i Data fields are inter-related;
Mag. Ppr| GC §34090 et seq.
|
|
Kag, prl Department Preference; GC

|§34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY SERVICES

Page CS-2

%T::rzf Retention No. Records Description Retention / Disposition Comments [ Reference

. | Destroy

. Inactive y inage: Paper

(OFR) -Ach\_fe (Records Tota! Vital? Me.dﬁa I=lmport 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 foider.

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

| | When No
e —— I |Art In Public Piaces Committee Longer
Sewic&sy | Cs-007 Required -
| AGENDA PACKETS & AGENDAS | Minimum 2
i years
|Art In Public Places Committee
Community 5 |
Services CS-008 | AUDIO RECORDINGS of Meetings | 2 Y2
|/ Audio Tapes
[Art In Public Places Committee
Community !
Services Ler 8 IMINUTES RESOLUTIONS & P
| BYLAWS
When No |
Conitaunle Case Management Evaluations Longer
Servioesv CS-010 Client Assessments & Required -
| Reassessments Minimum 2
| years
Cash Receipts Detail / Backup /
Le??ﬂg:f;‘ & ! Cs-011 Accounts Receivable Detail / 2 years
Refund Detail
I
Cnmm_umty C8-012 | Client/ Provider Agreements Completion | 5 years
Services

When Mo
Longer
Required -
Minimum 2
years

2 years

When No
Longer
Required -
Minimum 2
years

2 years

Completion +
5 years

Original Staff Reports are filed

Mag, Sl RS in the project file; Brown Act
Mfr, OD, S/l QC-& oD challenges must be filed within
Ppr 30 or 90 days of action; GC
§§34090, 54960.1(c)1)
Tape | City preference; State law only
{M; ) requires for 30 days; GC
g §54953.5()
Mag,
Yes Mfr, OD, S No GC §34090
Ppr
Department Preference; GC
Mag, Ppr §34090
City preference (not all detail is
Mag. Fpr sent to Finance): GC §34090
i Yes: Department preference;
Yos: Mag, Upon | Statute of Limitations:
Before | Mfr, OD, S : Fall .
Completion Ppr Completio | Contracts & Spec's=4 years;
n CCP §337 et. seq., GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY SERVICES

Page CS-1

- T T
C;f:;::rgf !Retenlion No.i Records Description | Retention / Disposition | Comments / Reference

Inactive g D:::e?'yl

Acti : e
(OFR) Active | pecords | | ToW Vitaty: | Media [Fimport| | L
. (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 in vesrfgaﬁons suspend normal retention periods (retention resumes after settiement or completion).

Communit |Accident / Incident Reports
Sc-zr\:ioesh|r PR {{(Members of the Publiz} = Y
| Activity / Special Pragrams /
| Special Evgnt Files & Reports { | When No
" o ABC Permits, where required Longer
ommuni ;
Senices 5002 L School, Brea Fest, Children's hii?rﬂ:er: _2
Programs, Cultural Arts, Sports,
i Seniors, Filming, Theatre Programs years
etc.
Comr'junlty CS-003  |Armored Car Manifests 2 years
Services
When No
Community . Lon_ger
o CS-004 Art in Bus Shelters Required -
Minimum 2
years
Coninsity [ Art ir: Public Places [ Artists in
Buriices CS-005 Residence - Successful P
Placements
When No
Community Art i_n Public Places [ Artists in Lonser
——— CS-006 Residence - Unsuccessful Required -
| Proposals Minimum 2
years

2 years

When No
Longer
Required -
Minimum 2
years

2 years

When No
Longer
Required -
Minimum 2
years

=]

When No
Longer
Required -
Minimum 2
years

imag' Ppr GC §34090
!
' Depariment preference; GC
Mag, Ppr §34090
Mag, Ppr GC §34090
|
| , Department preference; GC
Mag, Ppr| §34090
Mag, ) ’
Mfr. OD s/l Yes: After | Department preference; GC
PI ' QC & OD |§34090
pr
| Department preference; GC
Mag, Ppr; §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT
ECONOMIC DEVELOPMENT / HOUSING / REDEVELOPMENT / SUCCESSOR AGENCY

Page EC/HOU-4

1 |
??.T:;rzf | Retention No. | Records Description Retention / Disposition l Comments | Reference

| . {
| . Destroy |
' Inactive Image: Paper

' i Media | I=Import

(OFR) Active | pecords | . TO%! vital? pisasll i st (R
(in office) Retention Options | M=Mfr
Center) Sy Imaged &
i 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 (&.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).
o

REDEVELOPMENT / SUCCESSOR AGENCY
ies - ies - |
[ EHCOD'ESCE EESUUP:ESC_ Mag, | - | Department preference; Finals
CityClerk | RED-001 |Deeds, Easements, Rights of Way | —oure City eCly | ves(al) |Mfr,OD,| S : are maintained by City Clerk;
Clerk has Clerk has QC & OD
-y o Ppr GC §34090 et seq.
1 Originals Originals

Commun.

Develop./ | Yes: .
Redevelop. RED-002 |Redevelopment Plans (Hardcopies) 5 years 5 years Before |Mag, Ppr g;fggg' ok Prefarnce; O
Successor Completion

Agency

Commun.

Develop. / . . Yes: Mag, . | .
Redevalop. RED-003 Red_eve!opmenl Project Files & 5 years P p Bt Mfr, OD, s Yes: After | Department Preference; GC

|Project Plans | . QC & OD |§34090

Successor | Completion| Ppr

Agency |

Commun. [

Develop. / L | R 'Consistent with Claims; CCP §§
ooy | REDoo4 Fobmionriesutwe | Saort | Seterd | setess yem g py 557 G 55,3080
Successor P ¥ ¥ y 34090.6; PC §832.5

Agency

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT
ECONOMIC DEVELOPMENT / HOUSING / REDEVELOPMENT / SUCCESSOR AGENCY

Page EC/HOU-3

|
%Tg:rgf !Retention No. | Records Description Retention / Disposition | Comments [ Reference

| | P— Destroy !

. Inactive | ’ Paper
A =| |

{OFR} : i ! (Records Tuta.l Vital? Me‘dla .I RO after

(in office) Retention Options | M=Mfr |
| Center) | - Imaged & |

' C'd?

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

Relentions 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 andfor investigations suspend normal retention periods (retention resumes after seftlement or completion).

{Housing Loan Applications

Commun. I&5:: . x
Rejected (First Time Home Buyers, | |
Develop. / HOU-005 | Life/Safety. Rehabilitation, HOME, 2 years 2 years ;Mag, Ppr| GC §34090
Housing | |
:etc‘) |
| |
HUD requires 5 years after the
| | ’ project completion; documents
| {Housing Programs: Affordable Af?:::lratt:?ﬁy 3 yea;;Zafter | ‘ imposing recapture / resale
| ;Housing Projects, Rehabilitation, Period Affordability | | restrictions are 5 years after the
| {CDBG-funded Housing Projects, e Period , I affordability period terminates;
Commun. | fetc. orthe | Terminates | Mag, Yes:  |Uniform Admin. Requirements
Develop. | ] HOU-006 | 5 years written  lor the Writteln | Mfr, OD, | S5/ When |for Grants to Local
Housing | §WITH a Recapture / Resale Agreement | Aareement Ppr Inactive |Gowvernments is 3 years from
! |Restriction -Té;rminates Tegrminates | expenditure report; statewide
| Whichever’ Whichever i’s | | guidelines propose 4 years; 24
Deeds are sent to City Clerk [ ——— T | CFR 85.42, 92.508(a)&(c) &
I ' S 9 570.502(a)(16), 29 CFR 97.42,
| GC §34090
|Housing Programs: Affordable lHUD requires 5 fter th
Housing Projects, Rehabilitation, RqUres years .a erthe
CDBG-funded Housing Projects, | g%':;;::ﬂ: E;?E‘:ﬁili dated
etc.
Commun. LoanOP: Y_Oﬁ- LoanOPRa ot Mag, Vas: After Plan Requirements; Required
DEVE!OD. / HOU-007 WITHOUT a Recapture | Resale | F‘UFQWGHBSS Fnrglveness [ 'l.‘ﬁl', OD, S/ QcC & OD ifﬂf 3-4 years from expendlture
Housing Restriction 4 5 yasrs +5 years Ppr or performance report; 24 CFR
85.42. 92.508(za)&(c) &
|
| IDeeds and Insurance are sent to | %@ggf{%g']ﬁ). RLERIAL,
| City Clerk ;
Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT
ECONOMIC DEVELOPMENT / HOUSING / REDEVELOPMENT / SUCCESSOR AGENCY

Page EC/HOU-2

| |
%Tszrgf | Retention No. Records Description | Retention / Disposition Comments / Reference
| . ] . | Destroy
. Inactive ‘ . Image: Paper
(OFR) Active [ pecords | To%! Wikl || e (Ampatt)| e
(in office) Retention | Options | M=Mifr
Center) GG esainy Imaged &
| L 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 desiruction is normally performed by file folder.
Litigation, complaints, claims, public records act requesis, audits and/or fnuesrigare'ons suspend normal retention periods (retention resumes after setflement or compietion).
Commun. | Hillside Open Space Committee | Mag |
Develop. / 5 [ : 2 Brea is the Lead Agency; GC
Economic | %% |MINUTES, RESOLUTIONS & ‘ P a Ll el IR No  ls34090
Develop. BYLAWS | 2
| i
HOUSING
|
! HUD requires 5 years after the
Affordable Housing Rental agreement terminates;
Commun. Subsidies / Rent-Resfricted Units Close of Close of Mag, s Rt Consistent with Consolidated
Develop. / HOU-001 Subsidy + 5 Subsidy + 5 Mfr, OD,| S/I QC< & 0D Plan Requirements; 24 CFR
Housing SUCCESSFUL PLACEMENTS / years years Ppr 85.42, 92.508({a)&(c) &
TENANTS 570.502(a)(16), 29 CFR 97.42,
GC §34090
| [ :
Develop. / HOU-002 ~ubsidies [ RenkResticod Unis 2 years 2 years |Mag, Ppr| annually and are processed by
Housing on-site Managers (not City
AFPLICATICONS personnel); GC §34090
r— Affordable Housing Rental E;gﬁggg:; '::j?:?ﬁi d
Develop. / HOU-003 hjisiftes ) FankRestdetesd Lnns 2 years 2 years Mag, Ppr annually and are processed by
Housing on-site Managers (not City
WAL LISY personnel); GC §34090
& ;
Commun. gugg?;zls ’,Hg:ﬂ_ng;:;?lz; Units Department Preference - Data
Develop. / HOU-004 Indefinite Indefinite Yes (all) Mag is interrelated; GC §34090, H&S
HAKEIg DATABASE (ACCESS) 51500

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT
ECONOMIC DEVELOPMENT / HOUSING / REDEVELOPMENT / SUCCESSOR AGENCY

Page EC/HOU-1

Office of

]
| Retention No.

Record

Records Description

Retention [ Disposition

Comments / Reference

. ‘ Destroy
Inactive Image: Paper
| Acti i =
(OFR) Active | pecords |  TO%! Vitalz | Media | Elmport| e
(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.q. 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 refention periods (retention resumes after setifement or completion).

ECONOMIC DEVELOPMENT

Copies -
: ) | Ensure City
City Clerk ED-001 | Deeds, Easements, Rights of Way Clerk has
Qriginals
c When No
Dom r;un. / Development Committee Longer
i ED-002 Required -
e AGENDA PACKETS & AGENDAS | Minimum 2
Develop.
years
Commun. Development Committee
Develop. /
Economic | —00%%  |MINUTES, RESOLUTIONS & P
Develop. BYLAWS
When No |
Commun. Economic Development (Issues Lo?ur;ero I
Develop. / {and/or projects will vary over time - .
: ED-004 | Required -
Economic ie.g. Hotels, Cable TV, e
| Minimum 2 |
Develop. |Developments, etc.)
| years |
Commun. |
Devetep.. / ED-005 ;Goli Course Transfer / Blackstone P
Economic Transfer
Develop.
g ] When No |
Domrnun.lf 'Hillside Open Space Committee | Longer |
Eeveﬂg ED-006 Required -
G AGENDA PACKETS & AGENDAS | Minimum 2
Develop. i

Copies -
Ensure City
Clerk has
Originals

When No
Longer
Required -
Minimum 2
years

When No
Longer
Required -
Minimum 2
years

When No
Longer
Required -
Minimum 2
years

| Mag, Yes: After |DEPAMtMeNt preference; Finals
Yes (all) | Mfr, QD, S QCI& op |2 maintained by City Clerk;
Ppr 1GC §34090 et seq.
Original Staff Reporis are filed
Mag, . lin the project file; Brown Act
| Mfr, OD, S/ ‘ga(s:;féeg challenges must be filed within
Ppr 30 or 90 days of action; GC
§§34090, 54960.1(c)(1)
|
Mag, |
Yes Mfr, OD, S No  |GC §34090
Ppr
-, | |
‘r’ez;:;‘:zne Mag, Ppr : gDepartment Preference; GC
Issues ' E§34(}9[}
mh:‘agb s/l Yes: After |Department Preference; GC
Loy QC & OD |§34090
Ppr
wl‘u:agb s/l Yes: After |Brea is the Lead Agency; GC
F;pr ’ QC & OD |§§34090, 54960.1(c)(1)

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / PLANNING Page PL-5

. |
?:;:s,g{ Retention No. Records Description | Retention / Disposition Comments / Reference
' Destroy :
| Inactive WTAgE: Paper I
(OFR) | .Actwe (Records TOta.I Vital? Me.dia rifipiort after
(in office) Retention Options | M=Mfr |
| Center) | Imaged &
| S=Scan C'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.q. 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 aite

r seftlement or completion).

Commun.
Develop. {
Planning

|
PL-023

Zoning Ordinance Amendments,

Reclassifications { Zone Change | ) ‘

P

Yes

|

Mag,
Mfr, OD,
Ppr

s/

Yes: After !Depanment Preference
1 year I{copies); GC §34090.7

Revised:
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / PLANNING

Page PL-4

|
%szrzf | Retention No. ‘ Records Description Retention [ Disposition Comments / Reference
[ ' | . | Destroy
‘ Inactive Image: Paper
. . M i = |
(OFR) Active | pocoras | PO vitarp | Media [I=lmport) oo |
(in office) Retention Options | M=Mfr |
Center) | SwScan Imaged & |
| | . L_Qc'd?

If the record is nof listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder {e.q. 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 setifement or completion).

Planning Commission

Commun.
El'z‘fn‘ﬁ%‘ 4 PLOTT IMINUTES, RESOLUTIONS & F F
EBYLAWS
Commun |
‘ i Project Log Index / Spreadsheet /
Develop. £ LTS Bint}jers ongisloric Acptior!s P e
Planning | |
' When No When No

Commun. [ Longer Longer
Develop. / | PL-019 Special Event Permits & Programs | Required - Required -
Planning Minimum 2 Minimum 2

l years years

' When No When No
Commun. Longer Longer
Develop. / PL-020 | Special Studies Required - | Required -
Planning ‘ Minimum 2 Minimum 2

years years
Temporary Entitiements /
Temporary Permits (Approved &

Commun. Unapproved):
Develop. / PL-021 2 years 2 years
Planning | Christmas Tree Lots, Banner

! Permits, Pumpkin Lots, Temporary

Signs, etc.
gg :ne'r;l:}nj PL-022 -Z?nipg Maps (Historically P p
- Significant)

Pianning

Mag,
Yes | Mfr,OD,| S No |GC §34090
Ppr
Mag. IYeS‘ After |Department Preference; GC
Yes Mfr,OD,| S/ | T [ ’
1year |§34080
Ppr |
I I
|
' [ Depariment preference; GC
Mag, Ppr I§34090
Department Preference; GC
Mag: P §34090
e Temporary uses; Department
es: i
: | maintains complete files for
During |Mag, Ppr oo : :
- administrative purposes;
1GC§§34090
M Department Preference; City
g Clerk Maintains originals of all
Yes (all) |Mfr,OD,| S No g
Por {documents that were presented
[ ito Council; GC §34080.7
|

Revised:

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / PLANNING Page PL-3
ORthcewgf |Retention Ao | Records Description Retention / Disposition Comments / Reference

E . | Destroy
. Inactive . HViE Paper
(OFR) ' .ACti\."e (Records Tota.l Vital? Me.dla I—!n-'lport | after

(in office) Retention Options | M=Mfr |

Center) =S Imaged &

| S=Scan | oy,

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.q. 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 seftlement or completion).

Commun.

Develop. / PLO11 Kennel Permits_, - Commercial and Expiration +
. Non-Commercial 2 years
Planning
Commun. |Master Plans, Specific Plans,
Develop. / | PL-012 Bikeway Plans, Landscaping Plans, P |
Planning Street Master Plans, etc. |
1
Commun. When No
Develop. / PL-013  |Materials Boards Longer
Planning Required
PW / |
Engineering
At PL-014  |Olinda Landfill/ Landfill Reports P
Comm.
Develop. / |
Planning
When No
Commun. Planning Commission Longer
Develop. / PL-D15 Required - |
Planning AGENDA PACKETS & AGENDAS | Minimum 2
| years
'Planning Commission
Commun.
Covlop. ] PL-OT® | AUDIO RECORDINGS of Mestings | 2 Y&2'S
Planning

\f Audio Tapes

|
Expiration + |Department preference; GC
2 years [Mag: Fpr §34090
Mag, k .
p Mir OD S/l Yes: After |Department Preference; GC
S QC & OD |§34090
Ppr
When Mo Preliminary drafts not retained
Longer Mag, Ppr in the ordinary course of
Required business; GC §34090
| Drafts should be destroyed;
Mag |Some maps are also retained
p Yes (all) | Mfr, OD, s No iby F_'Iannfng; Sellected maps are
Por retained in Public Works for
P | administrative purposes; GC
§34090, 34090.7
|
When No Criginal Staff Reports are filed
Longer Mag, FYE!S' After in the project file; Brown Act
Required - | Mfr, QD, S/l QC.& oD challenges must be filed within
Minimum 2 Ppr 30 or 90 days of action; GC
years | §§34090, 54960.1(c)(1)
Teises City preference; State law only
2 years (ME ) requires for 30 days; GC
9 §54953.5(b)

Revised:

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / PLANNING

Page PL-2

ORT;:;E{ Retention No.l Records Description Retention / Disposition Comments / Reference
' . | Destroy
Inactive ‘ . it Paper
(OFR) AN | scouds [ 7O Vitaip, | Medi= |smport) o
(in office) Retention | Options | M=Mfr |
Center) | guspa |Imaged &
_Qac'd?

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

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

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

Commun. | ! Mag,
Annexations / Boundaries / | Yes: After ]
Develpp. ! PL-004 |Consol1dat|0ns | LAECO 5 years P P | Mfr, OD, S/l QC & 0D Land Records; GC §34090
Planning Ppr ;
Commun, | When No When No {Mon-Records - Census Bureau
Develop. / PL-005  |Census, Demographics Longer Longer Mag, Ppr :
; ; : is OFR)
Planning | Required Required
Environmental Determinations: :;J_SU?“Y filed in 1hf IIJIOiEici file;
Commun. Environmental Impact Reports Mag, —— d";a e:jwrt{_:nmen N —
Develop. / PL-006  (EIRs), Negative Declarations, efc. ) P ; p Mfr, OD, s 98 Jhel [GSLAITTIEIoNS dre FeEquired 1o
Plannin ; Por QC & OD |be kept a "reasonable period of
’ Inside City boundaries . HIe’s 14 CCR §1800%(6); 66
y §34090
Environmental Determinations: | ; ;
Commun. Environmental Impact Reports 2years | When No Sﬁfﬂiﬁd PéigaéwenDdeﬁiarations
Develop. / PL-007 (EIRs), Megative Declarations, etc. ) Longer Ppr = Y COLRTORCS D
. . with the project file
Planning Required
Outside City boundaries
Commun. [ Mag, . City Clerk Maintains all Agenda
Develop./ |  PLoog  [Seneral Pian, Elements and P P M, 0D, | S/1 o5 AT |packets Permanently: GC
Planning Ppr §34090.7
Commun. Mag, . .
Develop./ | PL-009 |Historical Preservation p P Wi OD, | i [YES A Departnent Preference: GC
. QC & OD §34090
Planning Ppr
Commun. | Mag, . .
Develop. / PL-010 Home Occupation Permits P P | Mfr, OD, S/ TasiAter | Bepartment Fiefamnne;: GG
) QC & OD (§34090
Planning Ppr

Revised:

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / PLANNING

Page PL-1

%szrgf Retention No. Records Description Retention / Disposition Comments / Reference
l . | Destroy
Inactive . Image: Paper
(OFR) 'Actu:re (Records Tota.l Vital? Me.dla I=Import s
(in office) Retention Options | M=Mfr |
| Center) s 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 n

armally performed by file folder.

Litigation, complaints, claims, public records act requests, audits andlor Invesﬁgatfbns suspend

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

: {Address Files / Planning Project

| Files - Approved Permanent

. Entitlements

|

| (Includes Associated CEQA | .

i Moticing, Conditions of Approval, Dep_artment preferenc_e. Eina!
Comirmun. | Public Noticing, Environmental . | Mag, _ environmental determinations
Develop./ |  PL-001 |Determinations, Staff Reports, Minimum 5 P P Yes: [Mirop)| & [YosiAfer jarerequinsdtobekepla:
Planning : Plans & Maps) years Por QC & OD |"reasonable period of time"; 14

| CCR §15095(c); GC§§34090,

| Examples: Conditional Use Permits 34090.7

| {CUPs), Design Review, Lot Line

‘ Adjustments, Parcel Maps, Planned Unit |

| Developments (PUD), Site Plans, |

| Tentative Subdivisions, Variances, Zone

| Changes, elc.

Brown Act challenges must be
| filed within 30 or 90 days of
Commun. Affidavits of Publications / Public | action; Statute of Limitations on
Develop. / PL-002 Hearing Notices / Legal Adveriising 2 years 2 years Mag, Ppr| |Municipal Government actions
Planning [ Public Notices | |is 3 - 6 months; CCP §§337 et
| [seq, 349.4; GC §§34090,
| : 54960.1(c)(1)

Commun. !AI wol B Soritrai L | When No When No '
Develop. / PL003 [ CDE. © ; E”Eﬁgz AD” lT“ t_'CE”SE | Longer Longer Mag, Ppr (Non-Records)
Planning | pplications PRiications; | Required | Required |

Revised:

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / BUILDING Page BL-3

?;:-:zrzf | Retention No.| Records Description Retention / Disposition Comments / Reference

l l Destroy

| Inactive Image: Paper

- i . Media | I=I
(OFR) | Adive | oo | 10 viggy | Medi |ISkoport|
(in office) | Retention Options | M=Mfr

| Center) ‘ SuSean ‘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.q. 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).

Commun. e . | |
Develop. / BL-012 |California Building Standards Code P p Wisg, Por |GC §50022.6
i (11 volumes) ‘ |
Building |
CODE ENFORCEMENT
| Code Enforcement / Abatement | !
. When No When No [ . ;
Devsiogi Godo Enforcament Compiaint | Longer Longer | v Unti | Jopen unil saistociodty resthec
velop. BL-013 ode Enforcement Complain Required - Required - es: Un Mag, Ppr |op y re: ;
Code Letters) Minimum 2 Minimum 2 Resolution (some cases are not resolved);
Enfarce. ears . [ . |CFC §104.3.4, GC §34090
Send Liens to City Clerk Y | y | | |

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / BUILDING

Page BL-2

c:ufalr::rgf Retention N°'| Records Description Retention / Disposition | Comments / Reference
| Destroy |
. Inactive ! . WO Paper
(OFR) Active | oo eonas | T vitalp | Media [[=lmport g
(in office) Retention Options | M=Mfr
‘ Center) | SER |imaged &
| C'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 desiruction is normaily performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after seftlement or completion).
Building Plans and Construction
Documents - Finalled - )
INDUSTRIAL, COMMERCIAL, o
MULTI-FAMILY DWELLINGS, o e f;'wfnr'neeii;i =
Cammmun; PLACES QF PUBLIC Mag, Yes: After commc?n interest dwellings only;
Develop. / BL-008 ACCOMMODATION, TENANT P P Yes (all) | Mfr, OD, S Q C- & OD |Statewide guidelines 56 2’
Building 'IMPROVEMENTS Ppr e
years for blueprints &
. ] specifications; CBC 104.7 &
(includes commercial structural 107.5, H&S§19850, GC §34090
plans, Hazardous Materials
Questionnaire, efc.)
Commun. | Mag, , .
Develop. / BL-OO7  |Cerlificates of Occupancy P P Yes(al) |Mir,0D,| s |Ves: After |Department Preference; GC
g QC & OD |§34090
~ Building Ppr |
Construction Notices / Inspection
Commun. Notices 2 years 2 years 1
Develop. / BL-008 i ) i Mag, Ppr GC §34090
Building (correction notices, cpmpllance
orders, stop work notices, elc.)
Commun. i Department Preference (meets
Develop. / BL-009 gg:;frﬁ:tf;iﬁ?;g:n?:msm CIO::’; o CIDZ:{; . Mag, Ppr| municipal government auditing
Building ¥ ¥ standards); GC §34090
Commun. 2 years 2 years | |Preliminary drafts not retained
Develop. / BL-010 Building Activity Report (download Mag, F‘pr"- in the ordinary course of
Building from computer system) business; GC §34090 et seq.
Commun. Reqguests & Permissions to Receive |
Develop. / BL-011 Copies of Plans (to and from 2 years 2 years Mag, Ppr GC §34090 et seq.
Building | Architects) | ‘

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT / BUILDING

Page BL-1

(:2::'_3{ Retention No. Records Description Retention / Disposition Comments | Reference
| I _ | Destroy
Inactive . iawige: Paper
(OFR) .AcnYe (Records Tota.l Vital? | Me‘dla EI—-Import after
(in office) Retention | Options | M=Mfr
Center) | | Gatian Imaged &
L | 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 requesis, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

BUILDING & SAFETY

Commun. | g i .
Develop. / BL-001 Address Files J’_Bundmg Permits / p
. Enforcement History
Building
Caaemon. Addresses - Requests for New Zyears
Develop. / BL-002
ek Address Numbers
Building
Commun.
Develop. / BL-003 Building Permit Database Indefinite
Building
Caaraue; Building Plans - Expired or otk 14
Develop. / BL-004 : Longer
b Withdrawn :
Building Required
C Building Plans and Construction
Dovoton 1 BLogs  |Documents - Finalled - SINGLE -
Bj:gﬁgp ” FAMILY RESIDENTIAL - SFR and

APPURTENANCES

P

2 years

Indefinite

When No
Longer
Required

Mag, | —— Statewide guidelines propose
Yes (all) | Mir, OD, | S QC- & 0D permanent; GC §34090, H&S
Ppr | §19850
! GC §34090
Mag, Ppr|
| |
[ | Department Preference - Data
Yes (all) ; Mag | |is interrelated; GC §34090, H&S
| | §19850
] I | Department preference;
| Mag, b | Preliminary drafts not retained
1 Mfr, OD, S ‘n{’:!ecs : f(;?;; lin the ordinary course of
| Ppr business; CBC §104.7;
| | H&S§19850, GC §34090
|
| Law does not require plans to
' be filed for dwellings less than 2
stories, garages &
Mag, . appurtenances, farms/ranches,
Yes | Mfr, OD, S Eé’;ge[; 1-story with bearing walls less
Ppr than 25'; CBC requires 180

days from completion date;
CBC 104.7 & 107.5,
lH&S§19850. GC §34090

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE: CITY MANAGER, Page CM-3
COMMUNICATIONS & MARKETING

Office of Retention No. Records Description Retention / Disposition Comments / Reference
Record
Inactive Image: Destroy
Active (in Total . Media |l=Import Paper
OFR Ri
( ) office) (Baxcas Retention ';'“""’ Options| M=Mfr after
Center) E
S=Scan Imaged

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 settffement or completion).

Preliminary drafts not made
City Draft or retained for the purpose of
Manager / CM-011 Promotional VT::_I” :ro \'T_gin ;D Maa. Por preserving the informational
Commun. Marketing / R g d o g d g. Fp content for future reference;
& Promoational Videos/ sl i Qe GC §34090, GC §6252; 64
Marketing Public Service Ops. Cal. Atty. Gen. 317
City When No When No
' . . Longer Longer .
Manager / Public Information / Brea Line : . Department Preference; GC
Commun. & ©M012 linciding video Brea Line) / E‘iﬂfn‘: p ni:ii?ri;er: p Mag. Por §34090
Marketing City Newsletter Vil i |
| .
City Service Requests / Job Request GCE34090, GC §6252; 64
Manager/ | .. 0., |Forms HOW CAN THESE BE “I'ihe” No b s | Ops. Cal. Atty. Gen. 317
- onger Longer Mag, Ppr
Commun. & DRAFTS? Required Required | (1981))
Marketing - '
City | iSocial Media Posts (Including GC §34090
Manager/ | CM-014  Photos and Videos) Minimum 2 Minimum 2 Mag
Commun. & years years |
Marketing | _ |
l. .. . . } |
: [ r"‘ri‘je{.j Regordings:of City COun.CIl Copies - Copies - | Copies / Preliminary drafts; GC
City Clerk | CM-015 IEE;?E?GS (Transfer DVD-r to City When No When No Mag, Ppr §34090.7
Longer Longer
Required Reguired
City |
Manager / CM-016 Website Stories Minimum | Minimum 2 M Department Preference; GC
Commun. & . 2 years years g §34090
Marketing |

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY MANAGER,
COMMUNICATIONS & MARKETING

Page CM-2

c::szrgf !Retention No.| Records Description Retention / Disposition | Comments / Reference
Inactive Image: 1 Destroy
| Media | I= , ft
(OFR) Active (Records Tota_l Vital? edia | I=lmport |Paper after
(in office) | Center) 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.q. 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 (releniion resumes after settlement or completion).
=

COMMUNICATIONS and MARKETING

| Preliminary drafts not made or
City Draft retained for the purpose of
Manager / Artwork / Graphics el Whes No | preserving the informational
CM-0086 Longer Longer Mag, Ppr .
Commun. & Required Redinad content for future reference;
Marketing = 9 GC §34090, GC §6252; 64
| Ops. Cal. Atty. Gen. 317
City When No When No Mag, Ppr Department Preference; GC
Manager / CM-007 Brea TV Longer Longer §34090
Commun. & Required Required
Marketing
City
Manager/ | CM-008 Historic Videos Minimum 2 Minimum 2 Mag, Ppr Department Preference; GC
Commun. years years §34090
&
Marketing
Gty When No When No
Manager/ Media Relations / Press Department Preference; GC
CM-009 Longer Longer Mag, Ppr
Commun. Releases, efc. > , §34090
& Required Required -
) - Minimum
A
NERieing Minimum 2 years
2 years
Lead CM-010 Photegraphs (Promotional, When Mo When Mo Mag, Ppr Preliminary Drafts; destroy
Dept. instructional/presentations and Longer Longer unnecessary photographs.
h|sto_r|c uses) (electronic & Required Required GC §§34090, 6252, 6254(a)
physical media)

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY MANAGER,

COMMUNICATIONS & MARKETING

Page CM-1

%‘Z:grgf Retention No. Records Description l Retention / Disposition ‘ Comments | Reference
‘ Inactive | Destroy
i ia | I=l | ft
(OFR) _Actwe | [Redrds Tota] Vital? I'ule_dla mport Paper after
(in office) Retention Options Imaged &
| Center) ek ]

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

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

CITY MANAGER

| When No
cit | Longer
ol | CM-001 | City Council Correspondence Required -
Manager | i
Minimum 2
l years
[ When No
Git City Manager Correspondence Longer
Manay ar CM-002 (Interoffice, Citizens, Legislative | Required -
9 Positions, Organizations, etc.) | Minimum 2
years
When No
cit Longer
y CM-003 | City Manager Weekly Reports Required -
Manager v
Minimum 2
years
h
Projects, Programs, Subject & v:'r_oin é:_o
City Issues (Issues and/or projects will 9
CM-004 : Required -
Manager vary over time - e.g. Hotels, Cable | .~ 7
Minimum 2
TV, Developments, etc.)
| | years
City Speech Notes / PowerPoint veren Tt
CM-005 . Longer
Manager Presentations .
Required

When No
Longer
Required -
Minimum 2
years
When No
Longer
Required -
Minimum 2
years
When No
Longer
Required -
Minimum 2
years
When No
Longer
Required -
Minimum 2
years
When No
Longer
Required

I

| Department Preference; GC

Mag, Ppr |§34080
| Department Preference; GC
Mag. Ppr 534000
Department Preference; GC
Mag. Fpr §3f(}90
Yes: While |
A rti - GC
Active  |Mag, Ppr !é);i}ggomenl Preference; G
lssues |
Mag, Ppri MNotes, drafts, or preliminary

documents; GC §34090 et seq.

Revised: 09/05/2017
Orig. Adoption: 10/20/1898




Page CC-16

RECORDS RETENTION SCHEDULE: CITY CLERK

Icomments | Keterence

Officaiof Retention No. Records Description '
Record
|
| ; Inactive
(OFR) | Active  pecords
| {in office) !Center]
If the record is |
not listed here, |
refer fo the
Retentions
begin when
the act is
Litigaticn, Industrial Development
comp!amrs, . CC-082 Authority (IDA) Agenda P
claims, public Packets
|
. | Industrial Development
City Clerk CC-083 | Authority (IDA) Minutes 3
Industrial Development P

City Clerk | CC-084

Authority (IDA) Resolutions

Image: I Destroy
i Media | I=lmport | Paper after
it Options | p=mfr | Imaged &
S=Scan [2¢'d? |
|
' J
Mag, Mfr, s/ Yes: After Department preference; GC
QD, Ppr | QC'd & OD |§34090
Mag, Mir,
oD, Ppr S/l No GC §34090
Mag, Mir,
oD, Ppr S/l No GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-15

i |
ORTS;T Retention No. Records Description Retention / Disposition | Comments | Reference
l
lhactive Image: Destroy
Active | Total ’ Media | I=lmport | Paper after
?
(R (in office) : (Reeards Retention Ll Options | M=Mfr | Imaged &
Center) \
' | 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 fite folder re.g. fast 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 compigtion).

BREA COMMUNITY BENEFIT

. : Brea Community Benefit ; Mag, Mfr, Yes: After |Department preference; GC
City Clerk CC-077 | Financing Authority (BCBFA) g F op,Per | 3'! | acdsop |g34000
Hictarinal
|Brea Community Benefit . .
City Clerk CC-078  |Financing Authority (BCBFA) P P e, it S/l Ye?. &Aﬁeg D;E;;g] Bk IFEITene; GG
Agenda Packets OD, Ppr QCd& 0D |§
%Blrea Community Benefit i Maa. Mir
City Clerk CC-079 |Financing Authority (BCBFA) P [ P Dg ' S/l MNo GC §34090
Minutes oD, Ppr
B_rea C_ommunity Benefit Maa. Mir I
City Clerk CC-080 Financing Authority (BCBFA) P | P 9, ' S/l Mo GC §34090
Resolutions oD, Ppr
MIDBURY ASSESSMENT AUTHORITY
[
" |Midbury Assessment Mag, Mfr, Yes: After |Department preference; GC
City Clerk | CC081 1, shority Historical i | P oo.Per| S'' | acdsaop |§34090
Midbury Assessment ' |
) : Mag, Mfr, Yes: After |Department preference; GC
lerk - h =]
City Clerk | CC-082 Authority Agenda P | oD, Ppr S/l QC'd & OD |§34090
| Packets | |
Midbury Assessment | |
. ; ; | Mag, Mir, |
City Clerk CC-083 Authority Minutes P P oD, Ppr S/l No iGC §34090
Midbury Assessment ! ! .
) Y : | | Mag, Mfr,
City Clerk CC-084 Authority) Resolutions P P oD, Por S/ No GC §34090
| 1
INDUSTRIAL DEVELOPMENT AUTHORITY (IDA)
]
. | . Industrial Development Mag, Mr, | Yes: After Department preference; GC
Gy e CC-081 | Athority (IDA) Historical P | | oD, Ppr | SIT | acd s op 534090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-14

?;:;:r;f | Retention No. Records Description Retention / Disposition Comments / Reference
e Image: | Destroy |
Active Total : Media | I=lmport| Paper after
?
(OFR) , (in office) | (Recarcs Retention Wigels Options | M=Mfr | Imaged &
[ | Center) | e
. S=Scan._QCd
If the record is not listed here, refer to the Retention for City-Wide Standards
Retenticns 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, Mfr,
City Clerk CC-076  |Brea Foundation Resolutions P | P 0D, Ppr S/l No GC §34090
BREA HOUSING AUTHORITY (BHA)
, Brea Housing Authority (BHA) | Mag, Mfr, Yes: After |Department preference; GC
City Clerk CC077  |Historical E P ob,per| S'' | acsop [§34090
< Brea Housing Authority (BHA) P Mag, Mfr, Yes: After |Department preference; GC
City Cierk cc-o78 Agenda Packets & 0D, Ppr B QC'd & OD |§34090
y Brea Housing Authority (BHA) [ = Mag, Mfr,
City Clerk CC-079 [Minutes P [ oD, Ppr S/l No GC §34090
; Brea Housing Authority (BHA) Mag, Mfr,
City Clerk CC-080 Resolutions P P 0D, Por S/l No GC §34080
BREA PUBLIC FINANCING AUTHORITY (BPFA)
) Brea Public Financing [ Mag, Mfr, Yes: After |Department preference; GC
Clty Glerk CC-081 | xuthority (BPFA) Historical B d oo.per| °'' | acdaop |s34090
Hrea PUb o Bianeig Mag, Mfr Yes: After |Department preference; GC
City Clerk CC-082 Authority (BPFA) Agenda P P ‘a | SII L . 2 =
Packets QD, Ppr QC'd & OD §34090
2 Brea Public Financing Mag, Mfr,
_ P : ,
City Clerk CC-083 Authority (BPFA) Minutes P oD, Ppr S/l Mo GC §34090
- Brea Public Financing Mag, Mir,
- P 1 v
Bl iars RE0 Authority (BPFA) Resolutions d oD, Ppr il Mg e R31090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-13

Office of
Record

(OFR)

i Retention No.

Records Description

Retention / Disposition

|  Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Total
Retention

Media
Options

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

Image:
I=Import
M=Mfr

SENIIR

Destroy

Imaged &

—leil

Paper after

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, p

ublic records act requests, audits and/or Jnves[:’gaﬁons SUSsp

end normal refention periods (retention resumes after setifement or completion).

After
Funding JAfter Funding
Agency JAgency Audit
City Clerk CC-072 Brea Foundation Grants 2 years Audit, if if required -
Required - | Minimum 5
| Minimum 5 years
. | years
|
Brea Foundation Ground
City Clerk CC-073 Lease with Brea 5 years P P
Redevelopment Agency
City Clerk CC-074 iBrea Foundation Historical P P
|
City Clerk CC-075 \Brea Foundation Minutes P P

Meets auditing standards;
Grants covered by a
Consolidated Action Plan are
required for 5 years; Uniform
Admin. Requirements for
Grants to Local Governments
is 3 years from expenditure
report or final payment of
grantee or subgrantee;

Mag, Ppr statewide guidelines propose
4 years; T CFR 3016.42; 21
CFR 1403.36 & 1403.42(b);
24 CFR 85.42, 91.105(h),
92.505, 570.490, &
570.502(a&b), 28 CFR 66.42;
29 CFR 97.42; 40 CFR 31.42;
44 CFR 13.42; 45 CFR 92.42
| OMB Circular A-110 & A-133
|GC §34090
I
I 1
| Mag, Mfr,
| 0D, Por S/ Mo !GC §34090
!Mag, Mifr, S/ Yes: After |Department preference; GC
oD, Ppr | QC'd & OD |§34090
Mag, Mfr,
0D, Ppr S/l Mo GC §34090

Revised: 09/05/2017

Orig. Adoption: 10/20/1998



RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-12
Office of . o | . . -
Record | etentionNo. Records Description Retention / Disposition Comments / Reference
i Inactive Image: | Destroy
Active Total . Media | I=lmport! Paper after
?
g (in office) | {l::if]:t)::]s Retention il Options | M=Mfr | Imaged &
| "
| S=scan QU2

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 seftiement or completion).

; Brea Arts Corporation (BAC) Mag, Mfr, |
City Clerk ‘ CC-068 Rasclitiong . P P oD, Ppr S/ I Mo GC §34090
|
BREA FOUNDATION
‘ |Brea Foundation ‘
| Administrative Files (Guides, | i
. g Grant Applications & |
City Clerk CC-069 Eslations; Correspondencs. 2 years 2 years Mag, OD ! GC §34090
‘ Invoices, Awards, Goals &
| Objectives, etc.)
) ‘ Brea Foundation Agenda Mag, Mfr,: ‘ Yes: After |Department preference; GC
_ P
oy e CCU70  |packets o op,ppr| 5! | acaop |§34000
. ) | I
i Brea Foundation Articles of | | Mag, Mfr, | |
P ]
City Clerk CC-071 Incorporation, Dissolution |  5vyears P | oD, Por | S No GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-11

D’nggjrzf Retention No. Records Description Retention / Disposition Comments / Reference
' | — Image: Destroy
| Active Total ; Media | I=lmport | Paper after
VOFR] (in office) (Records Retention vitalz | Options | M=Mfr | Imaged &
Center) | 3
, S=scan | QC'g?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
‘ Redevelopment Agency / | - .
. > Mag, Mir, | Yes: After |Department preference; GC
City Clerk CC-059 Success:nr Agency I Oversight P P oD, Ppr S/l QC'd & OD |§34090
|Board Historical
Redevelopment Agency / I Maa. Mfr I
City Clerk | CC-060 Successor Agency | Oversight P P 9. VL1 g1 Mo GC §34090
: | oD, Ppr
II Board Minutes
| Redevelopment Agency / Maa. Mir |
City Clerk CC-061 Successor Agency / Oversight P P g, Wi, S/l No |GC §34090
i | OD, P‘pr
Board Resolutions !
|
| |
; Redevelopment Plans & | Mag, Mfr, Yes: After |Department preference; GC
5 | P
ety Gl CC062 | Amendments . oo, Ppr| S/' | acda oD §34000
: | |Redeve[opment Project Area Mag, Mfr, Yes: After Department preference; GC
& P |
Clty Clerk | CC083  |ag Historical 3 lop,ppr | S'! | acdsop [s34090
| .
Redevelopment Project Area C Mag, Mfr, Yes: After Department preference; GC
iy Elek CO-084 |t pctorical 3 B op,ppr| S'' | acdaop 534000
BREA ARTS CORPORATION (BAC)
; |Brea Arts Corporation (BAC) Mag, Mfr, Yes: After |Department preference; GC
Gty Clerk CC-065 iHistorical P P ob.Per| S!' | Qcda oD |§34000
I
, Brea Arts Corporation (BAC) p Mag, Mfr, Yes: After |Department preference; GC
City Clerk | CC086 | o 4 Packets B ‘op,ppr| S'' | acda oD (534090
) Brea Arts Corporation (BAC) Mag, Mir,
City Clerk CC-067 Mititos P P 0D, Por S/l No GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-10

Office of
Record

(OFR)

Retention No.

Records Description

Retention [ Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Total
Retention

| .[ Image: | Destroy
Vital? | Media | I=lmport| Paper after
© | Options | M=Mfr | Imaged &
| S=Scan__QC'Q?

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

Retentions beg:’n when the act is come.l'ered, and ImErE 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 resures after settiement or completion).

' |
’ | |Microforms of Permanent | | Mag, Mfr,| Yes: After |Depadment Preference; GC
Gty Clexts €00 |Records 3 3 op.Ppr| ' | acds oD |§34090
|Draft Code Administration, When No When No | |
City Clerk CC-051 Distribution, etc. Longer Longer [ Mag, Ppr |
Required Required = ' |
City Clerk CC-052 Petitions & Citizen 2 years 2 years Mag, Ppr GC §34090
Public Records Requests /
City Clerk CC-053 ‘Request for Records / 2 years 2 years Mag, Ppr GC §34090
Subpoena
g Records Destruction Mag, Mfr, Yes: After |Department preference; GC
5 P
City Clerk | ©C-034 | thorization Forms 3 ob.ppr| °'' | acda oD [§34090
Records Retention Schedules / Maa. Mir
City Clerk CC-055 Amendments to Records 10 years P P S I GC §34090 et. seq.
y 0D, Ppr
Retention Schedules |
y |Building Standard Codes/ | p |
City Clerk CC-056 !Califqmja_ﬁandinn el : P | Mag, Ppr GC §50022.6
. . = L P | Department Preference; GC
City Clerk CC-057 Wehicle Titles ("Pink Slips") I Mag, Ppr §34000
REDEVELOPMENT [ SUCCESSOR AGENCY / OVERSIGHT EOARD
Redevelopment Agency / | ‘ . .
City Clerk CC-058 Successor Agency / Oversight P P b.éaDg, ;;'1 f:‘_ | ggsd &A f:;; ggfgggﬂ et preforence; o
Board Agenda Packets . vEe |

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-9

%Tgsrgi Retention No. Records Description : Retention / Disposition Comments / Reference
i . Image: - Destroy
Inactive
Active Total ; Media | I=lmport| Paper after
OFR 7 .
( ) | (in office) {iee?::rj}s Retention ¥iial | Options | M=Mfr | Imaged & |
| ' S=Scan | QC'd2

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 requesls, audits andfor mvesrrgatfons suspend normal retention periods {refention resumes after settiement or completion).

FPPC Form 804 (Agency

lMag. Ppr

FPPC Regulation 18734(c);

i i =Report of New Positions) I P E | GC §81009e
. {FPPC Form 805 (Agency -
City Clerk CC-043 Renart 6f Conailtacgs) | 7 years 7 years Mag, Ppr GC §34090; GC §81009(e)
FPPC Form 806 (Agency Must post on website; 2 CCR
City Clerk CC-044 Report of Public Official 7 years 7 years Mag, Ppr 18705.5; GC §34090; GC
Appointments) §81009(e)
' | City Clerk determines
! ' historical significance;
Historical Records & Historical [ records can address a variety
. . Projects (e.g. Incorporation, P |Mag, Mfr, of subjects and media. Some
Ry Clerk CL-t45 City Seal, Awards of significant R oD, Ppr B Ho media (e.g. audio and video
historical interest, etc.) [ tape) may be limited because
| of the media's life
i expeciancy; GC §34090
|Homebuyer Assistance | . .
CityClerk | ©€C-046 |Housing Rehabilitation (Deeds P P ot ey MR VTR v ggfggg’em Ereanoe. G0
& CC&Rs) | s
, Mag, Mfr, Department Preference; GC
04 P
City Clerk CC-047 Index to Records P ‘ OD. Ppr S/ No §34090
|Department Preference (most
: Insurance Certificates - Mag, Mfr, Yes: After certificates are filed with the
Gty Slark CC-048 Miscellaneous 11 yoars 11 yenis 0D, Ppr Al QC'd & OD |Agreement or Contract; GC
§34090
) |  Follows Follows . ,
City Clerk CC-049 Microforms of Non-Permanent Retention of Rretesritici o Mag, Mfr, | S/ Ye?. After |Department Preference; GC
Records oD, Ppr QC'd & OD [§34000
Record Record | |

Revised: 09/05/2017

Orig. Ad

option: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-8

Office of

Record

(OFR)

Retention No.

Records Description

Retention [ Disposition

Comments / Reference

Active | Inactive
(i office) | (Records
Center)

Total
Retention

Vital?

Image:

Media | I=Import

| Options | M=Mfr
| | s=Scan

Destroy
Paper after
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.q. 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 settfement or completion).

\Elections - GENERAL,
|WORKING or
|ADMINISTRATEON Files
|{Correspondence, Precinct

City Clerk CC-035 Maps, County Elecion 2 years
Services, Candidate
Statements to be printed in the |
|Sample Ballot, etc.) ! !
_ Elections - HISTORY Files | '
Sty Dtk OCD36. | o inple Babot: Resiks) P
| |
. Results or
|Elections - Petitions (Initiative e
City Clerk CC-037 | " | Examination
Recall or Referendum) = :
if No Election
+ 8 mo.
e e [
City Clerk CC-038 Ethics Training Certificates | 5 years
. 'FPPC Form 801 (Gift to
City Clerk CC-039 Agency Report) 7 years
|FPPC Form 802 (Event Ticket
City Manager CC-040 ! Pass Distributions Agency | 7 years ,
'Report) ! l
| |
City Clerk cC-041 |FPPC Form 803 (Behested P |

|Payment Report) |

2 years

Results or
Final
Examination
if No Election
+ 8 mo.

5 years

7 years

7 years

P

| Mag, Ppr | GC §34090

| |

| i

{Mag, Mfr, S/ Yes: After |Department preference; GC

oD, Ppr QC'd & OD |§34090
|
|Not accessible to the public;
The 8 month retention applies
!aﬁer election resuits, or final
Ppr |examination if no election,

unless there is a legal or
FPPC proceeding. EC

. §§17200, 17400

Mag, Ppr AB123453235.2
. Must post on website; FPPC
| Mag, Ppr | Opinion; 2 CCR
I 18944(c)(3)(G)

|

; | {Should post on website for 4

| Mag. Ppr: years; GC §81009(e)

EMEQ. Pprl FPPC Regulation 18734(c);

GC §81009e

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-7

%ngrgf Retention No. Records Description Retention / Disposition Comments / Reference
— Image: Destroy
Active Total ; Media | I=lmport| Paper after
F ? .
(OFR] | (in office) {Fcaeei(t];f}s Retention Al Options | M=Mfr | Imaged &
- S=Scan . QCdz
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions beg.fn when the act is comefered. and r'mE!E a full file folder {e.g. last document + 2 years), since desfruction 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).
Human ! o | "
: , Yes: Until Human Resources maintains
Besources.f CC-028 Claims Forms 2 years 2 years Resolution | Mag, Ppr the Claim File; GC §34090
Risk Manage. after |
dis-
position
i |Commendations /
E {?Ii‘}f Clerk CC-029 - - 2years | 2 years Mag, Ppr GC §34090
City Clerk OR ! Department preference;
Commun, | : ) Finals are maintained by City
Develop. / CC-030 Dgeds. ErasprTRNS Libns, P =] Yes (all) |Mag, Mfr, S Yos: Mor Clerk; Department file may
) Rights of Way | OD, Ppr QC& 0D | i
Economic include correspondence; GC
Develop. | |§34U‘3{} et seq.
Economic Interest Filings |
(FPPC 700 Series Forms - Maa. Mir Ves: ANGr2 Department Preference; GC
City Clerk CC-031  |Statement of Economic 7 years 7 years og "oor| S oar §81009(b)&(g); 2 CCR
Interests): APPOINTED e Years  14ap15(d)
OFFICIALS
Economic Interest Filings
(FPPC 700 Series Forms - | ) .
City Clerk CC-032 | Statement of Economic 7 years 7 years P”éag’ g“:' S/l Yes'e‘:fg"r 2 Dgfgg;";;g (Pre"e’e"‘:e' e
Interests): ELECTED | Mers year § (b)&(g)
OFFICIALS |
Economic Interest Filings Gity maintalns original
FPP ies Forms - ;
City Clerk oooss |0 enes Fome 7 years 7 years Mag, Mir.| gy | Yes: AferZ | tements; GC
Statement of Economic ¥ QD, Ppr years 81009(e)(F&
| Interests): EMPLOYEES | §81009(e))&(9)
_ . |
! Elected Officials Oaths of | Mag, Mfr, Department Preference; GC
Ex-Clart | CC-034  |0thice / Certificates of Election P P | oD, Ppr 81l | No  le34000

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-6
Office of | . - . . .
Record | Retention No. Records Description Retention / Disposition Comments / Reference
! Iiaetive Image: Destroy
Active Total , Media | I=lmport| Paper after |
?
(OFR]) (in office) [?32:1?;?]5 Retention Vit Options | M=Mfr Imaged &
S=scanl _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.

Litigaticn, complaints, claims, p

ublic records act requests, audits andfor investigations susp

end normal retention periods

(retention resumes after seftlement or compietion).

City Clerk's Filing System
(Numeric File Classification When No When No
System) — OR ANY OTHER ' Longer Longer .
City Clerk CC-020 |RETENTION OTHERTHAN | Required - Required - Mag, Ppr D;fggome”‘ Preference; GC
CAPITAL IMPROVEMENT Minimum 2 Minimum 2 §
PROJECTS, LAND years years
RECORDS, and PLANNING
ENTITLEMENT RECORDS !
) . § Mag, Mfr, Yes: After |Department preference; GC
City Clerk | CC-021 City Council Agenda Packets P P oD, Por | S/ QC'd & OD |§34080
I
. . il Audi | | Department Preference; State
City Clerk CC-022 Egiizt::c; e 2 years 2 years | Mag, QD | law only requires for 30 days;
g | GC §54953 5(b}
g : s | Mag, Mfr, !
City Clerk CC-023 City Council Minutes P P | S/ No GC §34090
QD, Ppr |
!
City Clerk CC-024  |City Council Ordinances P P ’”éag' i’;’g: [ s/ No  |GC §34090
| !
; . ; y | Mag, Mfr,
City Clerk CC-025 City Council Resolutions P P 0D, Por S/ No |GC §34080
| Department preference;
i City Council Video Video recording of meetings
ity Clark | Qo026 Recordings (DVD-rs) L W years Mag, 0 \are only required for 90 days;
! |GC §§34090.7, 34090
City Memberships /
City Clerk cc-027 Representation on Other 2 years 2 years Mag, Ppr GC §34090
|Agencies / Council Lisisons

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-5

%ngrgf Retention No. | Records Description Retention / Disposition Comments [ Reference
i (—— Image: | Destroy
Active | Total . Media | I=lmport | Paper after
OER) (in office) ':g?::::; Retention Vol Options | M=Mfr | Imaged & |
, ssScan | QCdz |
If the record is not listed here, refer fo the Retention for City-Wide Standards
Retentions begin when the act is cometeted, and imEJ'E a full file folder ie'ﬁ" fast document + 2 years), since destruction is normaily performed by file folder.
.Liiqa!fon complaints, claims, public records act requests, audits andfor investigations suspend normal retention periods (retention resumes after seftlement or completion).
I
|Campaign Filings (FPPC 400 | y
e coors  |Series Forms & Form 501): \ > vears s 5 Mag Mfr| o | Yes: After2 I';Zif;mz::;eergm‘”ed L
y |SUCCESSFUL CANDIDATES | y oD, Ppr years $81 ODQ}rb)( }’
|(Elected Officials) 9
|Campaign Filings (FPPC 400 1
X Paper must be retained for at
; iSeries Forms & Form 501): Mag, Mfr Yes: After 2
_ | 5 il :
City Clerk CC-015 | UNSUCCESSFUL 5 years years oD, Ppr S years least 2 years; GC
CANDIDATES . §81009(b)g)
Campaign Filings (FPPC 400 !
Series Forms): THOSE NOT | Paper must be retained for at
City Clerk CC-016 'REQUIRED TO FILE 4 years 4 years Mag, Ppr least 2 years; GC
'ORIGINAL WITH CITY CLERK §81009(b)g)
(conies)
] ign Fili FPPC 400
| !g::;iagc:mlsl;gg-(rHERc u | | Paper must be retained for at
City Clerk ! CC-017 COMMITTEEé (PACS - not 7 years | 7 years Mag, Ppr least 2 years; GC
L | candidate-controlled) §81009(c)g)
|
. | - . Mag, Mfr, Yes: After |Department preference; GC
5 P i 1 2
City Clerk | CC-018 Certificates of Election P 0D, Ppr S/l QC'd & OD |§34090
I City Clerk’s Filing System 4'
[ (Numeric File Classification
= System) - CAPITAL ' )
City Clerk | CC-019  |[IMPROVEMENT PROJECTS, p P Mag, Ppr | ggfggﬂme”t Fecfevence; 00
| LAND RECORDS, and
| PLANNING ENTITLEMENT |
RECORDS
Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-4

cf?f:ssrgf Retention No. Records Description Retention / Disposition | Comments / Reference
inactive Image: | Destroy |
Active Total = Media | I=lmport| Paper after
?
NREE) | (in office) (Batdrds Retention Vital] Options | M=Mfr | Imaged & |
| Center] ﬁ=ﬁ = m.ﬂ,} |
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions hegin 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 seftlement or completion).
| Agreements & Contracts |
. | Subdivision, LLA (Lot Line Yes: Before |Mag, Mfr, | Yes: Upon |Depariment Preference; CCP
ety Gl CC-008 | agjustments,) LSA (Lot Split |  ° Y&3'S F L Completion | OD, Ppr| ° | Completion |§337 et. seq.. GC §34090
Agreements} |
. ; Mag, Mir, Yes: After |Department Preference; GC
& P
City Clerk CC-007 IAnnexanns P oD, Ppr S/l QC'd & OD |§34090
) o ; (Mag, Mfr Yes: After |Department Preference; GC
| 5 P ' ’ '
City Clerk CC-008 Assessment District Formation P oD, Ppr S5/ QC'd & OD |§34090
\Board & Commission /
City Clerk CC-009 Committee Rosters (Maddy 2 years 2 years Mag, Ppr GC §34090
Act)
- Term of Term of
. Board & Commission | Department preference; GC
City Clerk CC-010 Members: Gathaf Difics, éto. Office + 2 Office + 2 Mag, Ppr §34090
years years
Board & Commission
City Clerk cc-om Recruitments: Applications, 2 years 2 years | Mag, Ppr |GC §34090
correspondence, notices, etc. |
i Budgets - ALL City Agencies -
| Operating & Capital
|
g UEmEnt Boogsis T Ves: After |GC §34090, 40802 (Must be
i . P S : i itor -
City Clerk ‘ COO | one Rudsiprnent] 2 years P oo por| ' | aeas op [fledwith County Auditor - GC
| . §53901)
Successor Agency / Oversight
Board, BAC, Brea Foundation,
BPFA, etc.

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-3
Office of . e . . " '
Record Retention No. Records Description Retention / Disposition Comments | Reference
Inactive Image: Destroy
Active Total ; Media | I=lmport Paper after
e
(OFR) (in office) | (RECOrdS | potention | V™7 | Options | M=Mfr | Imaged &
| Center) o i

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

{refention resumes after seitlement or completion).

City Clerk

CC-003

Agreements & Contracts (ALL
NON-INFRASTRUCTURE,
Professional Services
Agreements - NOT IMAGED)

Agreement or Contract
includes all contractual
obligations (e.g. Specifications
and Successful Proposal /
Scope of Work)

Examples of Non-Infrastructure:
Consultants, Franchises,
|Landscaping, Painting, Slurry
iSeais (Paving), Tree Trimming,
|Leases, Personnel, Professicnal

|Services, elc.

Completion

10 years

City Clerk

CC-004

Agreements & Confracts
(Unsuccessful Bids,
Unsuccessful Pronosals)

Bid Opening
+ 2 years

City Clerk

CC-005

Agreements & Contracts
PERS, §SI (Scocial Security,)
|Retirement

5 years

Completion +
10 years

Bid Opening
+ 2 years

Department Preference;
Statute of Limitations is 4
years; 10 years for Errors &
Omissions; land records are

Eejr:n E;:::’i?:rr(.a Mag, Ppr permanent by law; CCP
: §§337. 337.1(a), 337.15, 343;
GC §34090, Contractor has
retention requiremenis in 48
CFR 4.703(a)
|
Mag, Ppr; GC §34090
Yes: Before |Mag, Mfr, s Yes: Upon ‘Depar‘cment Preference; CCP
Completion | OD, Ppr Completion |§33?‘ et. seq., GC §34090

|

Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-2

?:;Igzrgf Retention No. ! Records Description Retention / Disposition Comments [ Reference
Inactive Image: Destroy
| Active Total ’ Media | I=lmport| Paper after
Vital? .
(OFR) (in office) | {Ei?'l?:rjls Retention e Options | M=Mfr | Imaged &

S=Scap | __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 foider (e.q. last document + 2 years), since destruction is normally performed by file folder.

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

City Clerk

CC-002

Agreements & Contracts (ALL
INFRASTRUCTURE, OR IF
IMAGED, JPAs, MOUs)

Agreement or Contract
inciudes all contractual
obligations (e.g. Specifications
and Successful Proposal /
Scope of Work)

Examples of Infrastructure:
Architects, Buildings, bridges,
covenants, development,
environmental, Joint Powers,
MQOUs, park improvements,
property & properly restrictions,

redevelopment, reservoirs, sewers,

sidewalks, sireel & alley
improvements, settlement,
subdivisions, utilities, water, etc.

Completion |

Department Preference; All
infrastructure contracts
should be permanent for
emergency preparedness;
Statute of Limitations is 4
Yes: Before |Mag, Mfr, s Yes: Upon |years; 10 years for Errors &
Completion | OD, Ppr Completion |Omissions; land records are
permanent by law; CCP §337
et. seq., GC §34090;
Contractor has retention
requirements in 48 CFR
4,703

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-1
Office of ; _— . z 8
A Retention No. | Records Description Retention / Disposition Comments [ Reference
Ihactive Image: Destroy
Active | Total : Media | I=lmport| Paper after
tOFk) | | {in office) {2::(:::; Retention ek Options | M=Mfr | Imaged &
, ' ssScan_QC'q?
If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions bega‘n when the act is comglefed, and ;‘mefﬁ a full fite folder re.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).

CITY CLERK & CITY COUNCIL HISTORICAL RECORDS

Lead Dept.

1

Affidavits of Publications /
Affidavits of Posting Notices /
Legal Advertising / Notices / 2 years
IPrc:ofs of Publications / Public
|Hearing Notices

CC-001

2 years

oD, Ppr
|

Mag, Mir,

|Brown Act challenges must
|be filed within 30 or 90 days
of action; Statute of
Limitations on Municipal
Government actions is 3-6
maonths; CCP §8§337 et seq,
[349.4; GC §§34090,
154960.1(c)(1)

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / HUMAN RESOURCES

& RISK MANAGEMENT

Page HR-8

?QTE;T Retention No. Records Description Retention / Disposition Comments [ Reference
o ‘ Image: Destroy
Active Total ; Media | I=lmport | Paper after
OFR : Records " Vital? :
( ) (in office) ( Center) 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), sin

ce destruction

is normally performed by file folder.

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

Admin. [ |
Services / Workers Compensation Claim [ iMeets auditing standards; GC
Sanes HR-024 HiiRe 5 years 5 years Mag Ppr §§34090
Resources |
. | Department preference; Files
Separation + ? :
. 20 years, or maintained separately, Claims
Admin. o 30 years, or . |
; | : Termination i . 5 Yes: After [can be made for 30 years for
Services / ; ; |Separation + ; Termination | Yes: Until |[Mag, Mfr, : ; )
HR-025 Workers Compensation Claims of Benefits, . S Separation + toxic substance exposure; 8
Human 10 years i . | of Benefits, | Separation | QD, Ppr 1 4
—— |w ichever is ik year |CCR §3204{d)(1) et seq., 29
longer |CFR 1910.1020(d){1)(i), GC

longer

1§§12946, 34090

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES /| HUMAN RESOURCES
& RISK MANAGEMENT

Page HR-7

(:;igsrgf Retention No. Records Description Retention / Disposition Comments | Reference
[hactive Image: Destroy
Active Total - Media | I=lmport | Paper after
FR . ! ? 1
Ll (in office) {Ezifr?}s Retention b Options | M=Mfr Imaged &
s S=Scan Qc'd?

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

Retenlions begin when the act is completed, and imply a full file folder (e.q. last document

+ 2 years), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audits andior investigations suspend normal retention periods {retentio

n resumes after settlement or completion).

|
Personnel Files - Employee File

I

Admin. Includes Application, Disciplinary
Services / Actions, Evaluations, Farmal Separation + Separation +
HR-020 } X
Human Complaints, Grievances / 6 years 6 years
Resources Appeals, Policies, Oaths of
Office, PAFs, Training Records,
elc.
Personnel Files - Medical File (all| Separation +
; — | 20 years, or
Admin. employees) | i 30 years, or
! | . Termination .
Services / | Separation + Termination
HR-021 : of Benefits,
Human Pre-employment Medical 10 years whichever is of Benefits,
Resources Clearances, ADA ' whichever is
: | longer
Accommodations, efc. I longer
) Recruitment and Testing File i
{Includes Advertisements, '
Adiiin Applications for Unsuccessful
i Candidates, Job Brochures, Test | _. . ... .. s
Services / HR-022 Data, Testing Analysis & Eligibility List Eligibility List
Human I——— i . + 3 years + 3 years
Reseirss | |statistical Metric, Job Analysis,
Rating Sheets, Scantrons,
Rater’s Profile & Confidentiality
|Agreement, Flowchart, Eligible
|Lists, etc.)
S':i?;'gs' / Studies & Surveys Conducted on 2 years 2 years
Fliirseeay HR-023 Behalf of the City (Sick Leave,
| Attrition, Benefits, etc.)
Resources |

Mag, Mfr,
QD, Ppr

Yes: After
Separation +
1 year

Depariment Preference; statute
of limitations for retirement
benefits is 6 years from [ast
action; EEQOC/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 §§12946,
34090: 29 USC 1113

Yes: Until
Separation |

Mag, Mfr,
OD, Ppr

Yes: After
Separation +
1 year

Department preference; Files
maintained separately; Claims
can be made for 30 years for
foxic substance exposure; 8
CCR §3204{d)(1) et seq., 29
CFR 1910.1020(d)(1)i), GC
§§12946, 34090

Mag, Ppr

Department preference; EEQC /
FLSA [ ADEA (Age) requires 1-3
years; State Law requires 2- 3
years; 29 CFR 1627.3(b)(i), 29
CFR 1602.14 et seq. 2 CCR
7287.0(c)(2), GC §§12948,
34090

Mag, Ppr

GC §34090

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / HUMAN RESOURCES

& RISK MANAGEMENT

Page HR-6

ORf:l;:;(d}f Retention No. Records Description Retention [ Disposition Comments [ Reference
l Inactive | Image: Destroy
Active Total - Media | I= Import Paper after |
Vital?
g (in office) {gei?r?]s Retention ta | Options | M=Mfr | Imaged &
ene | S=Scan ___OCd?

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

Retentions begr‘n when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since desiruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods {refention resumes after settlement or completion).

rF’ersonneI Files - Background |

File - UNSUCCCESSFUL
Applicants

Applicant Info Sheet, Applicant
Waivers/Policies, Background
Investigation Report, Citizenship

6 years

Admin. Documents, Credit Check,
Services | — Dissolution Backgrgund. Driver 5
Human -0 Information, Educational History, years
Employment Offer/Denial, Google
Resources
s Search, LiveScan/Firearm Eligibility,
Local Agency Checks, Med/Psych
Clearance, Medical History
Statement, Persanal History
Statement, Personal References, Pre-
Polygraph Queslionnaire, Service
Background Documents, Social
| Security Statement
|
| |
Admin. |
Services / | HR-019 | Personnel Files - Benefit Separation +
Human |Enrollment File 6 years
Resources

|Department Preference;
|EEOC/FLSA/ADEA (Age)
(requires 3 years for promotion,

Separation +
6 years

Mag, Mfr, s SZE:;;Z‘EEEZ demotion, transfer, selection, or
QD, Ppr 1 year discharge; State Law requires 2 -
3 years; 29 CFR 1602.31 &
1627.3(b)(ii), GC §§12946,
34090; 29 USC 1113
Department Preference; statute
| of limitations for retirement
benefits is 6 years from last
| — action; EEOC/FLSA/ADEA (Age)
Mag, Mir, | Sepa;'ation N requires 3 years for promotion,
QD, Ppr 1 year demotion, transfer, selection, or

discharge; State Law requires 2 -

3 years; 29 CFR 1602.31 &

11627.3(b)(ii), GC §§12946,

|34090; 29 USC 1113

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / HUMAN RESOURCES

& RISK MANAGEMENT

Page HR-5

%fg:rzf Retention No. Records Description Retention / Disposition Comments |/ Reference
[ inachive | Image: Destroy
' Active Total " Media | I=lmport | Paper after
OFR ? .
( b (in office) (Records Retention Wil Options | M=Mfr Imaged &
Center) R i

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.q. last document

+ 2 years), since destruction is normally performed by file folder.

Admin.
Services /

Human |
Resources |

Personnel 11 es - BacEgrouna

HR-017

Liligation, complainis, claims, public record's act requests, audits and/or invesfigations suspend normal retention periods {retention resumes after selflement or completion).

File - SUCCESSFUL
(Employees)

Applicant Info Sheet, Applicant
Waivers/Policies, Background

| Investigation Report, Citizenship
|Documents, Credit Check,
Dissolution Background, Driver
Information, Educational History,
Employment Offer/Denial, Google
Search, LiveScan/Firearm Eligibility,
Local Agency Checks, Med/Psych
Clearance, Medical History
|Statement, Personal History
|Statement, Personal References, Pre-
Polygraph Questionnaire, Service

Background Documents, Social
Sacyuriv Sfatement

Separation +
6 years

Mag, Mfr,|
oD, Ppr

Separation +
6 years

Yes: After
Separation +
1 year

Department Preference; statute
of limitations for retirement
benefits is 6 years from last
action; EEQC/FLSAJADEA (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 §§12946,
34090; 29 USC 1113

Revised: 09/05/2017
Orig. Adoption:



RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / HUMAN RESOURCES
& RISK MANAGEMENT

Page HR-4

%f;fzrgf |Retention No. Records Description Retention / Disposition Comments | Reference
‘ Inactive | Image: | Destroy
Active Total ; Media | I=slmport | Paper after |
OFR | (R Vital? |
( ) (in office) | ( -:Zf.?:j}s Retention ita Options | M=Mfr Imaged & |
S=Scan Qc'd?

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

Retentions beg.fn when the act is wmg.rered, and mefE a full file folder {e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, compiaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retentio

Labor Relations Files

Log 200 and Log 300, 301, 301A |

Admin.
Services [ | (MNegotiation Motes,
Human | Liedsd Correspondence, Interpretation of D Yhats s
Resources MOU Provisions, Documentation,
etc.)
Admin.
Services / .
Huinssis HR-014 LiveScan Log 50 years
Resources
Admin.
Services { | HR-015 Long Term Disability Cases Bepartian +| 20 years
Human 10 years
Resources |
|
| o |
Lead Dept. HR-016 OSHA Inspections & Citations, 5 years

10 years

Mag, Ppr

n resumes after setifernent or completion).
| |

Department Preference; GC
§34080

50 years

Mag, Ppr

'Department preference to cover
the longest period of time a
person could be employed with
the City; GC §§12946, 34090

Separation +
30 years

Mag, Mfr,
0D, Ppr

Department preference; Files
maintained separately; Claims
can be made for 30 years for
[toxic substance exposure; 8
CCR §3204(d)(1) et seq., 29
CFR 1910.1020(d)(1)(i), GC
§§12946, 34090

Yes: After
S Separation +
1 year

5 years

Ppr

Calif. Labor Division is required

to keep their records 7 years;

OSHA requires 5 years; State

law requires 2 years; 8 CCR

‘ §3203(b)(1), GC §34090.7; LC
| 1§6429¢c

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / HUMAN RESOURCES
& RISK MANAGEMENT

Page HR-3

?tairzf Retention No.! Records Description I Retention / Disposition Comments | Reference
| inactive Image: Destroy
Active Total . Media | I=import | Paper after
FR Vital? _
[0FER) | (in office) {Eec:l:;ﬁs 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).

| |
|
Admin. |Drug & Alcohol Test Results (Al - | .
Services / HR-009 Positives and Negatives) Separation +
Human [ 6years |
Resources {(now placed in Medical File) |
|
|
Admin, EEO-4 Reports and records
Services / required to generate EEO-4
Human e report (Self-Identification Form, oo
'Resources | letc.)
Admin.
Services / Sy
HR-011 Employment Verifications
Human
Resources | -
Admin.
Services / HR-012 1-9s Separation +
Human 3 years
Resources |

Separation +

6 years Mag Ppr

| Department preference

|{maintained with Personnel File);

iD.O.T, Requires 5 years for

| positive tests, 1 year for

5 i negative tests;

|EEOC/FLSA/ADEA (Age)
requires 3 years physical
examinations; State Law
requires 2 years; 29 CFR
1627.3(b)1)(v), GC §§12946,

134090; 48 CFR 655.71 et seq.;
149 CFR 382.401 et seq. 49
|CFR 653.71

3 years Mag, Ppr

29 CFR 1802.31

2 years
Mag, Ppr

GC §§34090, 6252, 6254(a)

Separation +
3 years

Mag, Ppr|

MNon-citizens must re-certify
periodically; Required for 1 year
from termination or 3 years from
hiring, whichever is later; EEOC
! FLSA | ADEA (Age) requires 3
years for "any other forms of
employment inquiry"; State Law
requires 2 -3 years; 8 CFR
274a.2; 29 CFR 1627.3(b)(i); GC
§8§12846, 34090

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / HUMAN RESOURCES

& RISK MANAGEMENT

Page HR-2

%ngrzf Retention No. Records Description Retention / Disposition Comments [/ Reference
. Image: Destroy
| Active inactive Total . Media | I=lmport | Paper after
(QER) (in office) l:gz:‘?;?r Retention o Options | M=Mfr Imaged &
~S=Scan.__QC'd?
if the record is not listed here, refer to the Retention for City-Wide Standards
Retenfions 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, complainis, claims. public records act requests. audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
| | i Bureau of National Affairs
Admin. | ' When No When No i recommends 2 years for all
Services; / | . ‘ Longer Lon.ge: supplementary Personnel
" HR-005 Compensation Surveys & Studies R_egwred = R_egwrecf - Mag, Ppr records; Wage rate ta!:rles are 1
pi— Minimum 3 | Minimum 3 I or 2 years; State requires 2
| | years | years years; 29 CFR 516.6(2), 29 CFR
| ! 1602.14. GC §§12946, 34090
! | All State and Federal laws
S’:‘iﬂ;’s i Department of Fair Employment Final | Final | B?f;éﬁtiiegft?oﬁmﬂg%a.-m-
| HR-008 & Housing (DFEH or EEQC) Disposition Disposition Mag, Ppr . s
Human | | Claims P + 3 vears State requires 2 years after "fully
Resources | | Y ¥ and finally disposed”; 2 CCR
. 7287.0; GC §812946, 34090
Transitory or source records
Admin. ) . not retained ir? the ordinary )
Svicas DMV Pull Notices (reflecting Separation Separation course of business; CHP audits
F Hirnian HR-007 conviction, license suspension + 2 years +2 years Mag Ppr every 2 years; Bureau of
i or revocation, or any other National Affairs recommends 2
& advergsg actio_n.taken against years for all supplementary
the driving privilege) Personnel records; GC §34090
| Transitory or source records not
Adrin. Separation +| Separation [retained in the ordinary course
Services / . 2 years or +2 years of business; CHP audits every 2
Elisiiiai HR-008 DM\‘J Pull Notices (r_el]ecting when Mag Ppr years; Bureau of National Affairs
Resources benign action or activity) superceded recommends 2 years for all
supplementary Personnel
records; GC §34090

Revised: 09/05/2017
Orig. Adoption:




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / HUMAN RESOURCES
& RISK MANAGEMENT

Page HR-1

{;fggzrgf Retention No. Records Description Retention / Disposition Comments / Reference
| wacve Image: Destroy
Active | Total - Media | I=lmport | Paper after
OFR R Vital?
Ladl | Gaofiice} | Ce‘:t"f}s Retention = Options | M=Mfr | Imaged &
| b S=Scan | QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions beg:'n when the act is completed. and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or invesfigations suspend normal retention periods (retention resumes after settiement or completion).
Aies | Yes: After
Services / . | Mag, Mir, e Department Preference; GC
Hurman HR-001 ADA Accommodations 6 years | 6 years oD, Ppr S Seaarzt;orn + §§12946, 34090; 29 USC 1113
Resources | y |
i |EEOC / ADEA (Age) requires 1
[ year after benefit plan
Adr.mn. | Durafion of Elikatiai e Yo Eai termination; Fe.derai law requires
Services / | Benefit Plan Documents : 6 years after filing date for
HR-002 | : | the Caontract the Contract| Duration of | Mag, Ppr| : ; ;
Human |{CalPERS, Optical, Dental, efc.) [ retirement; State Law requires 2
+ 6 years + 6 years Contract L
Resources | i years after action; 29 CFR
| | 1627.3(b)(2); 29 USC 1027; GC
' i | §8§12946, 3409
Bureau of National Affairs
: o fo— When No When No |recommends 2 years for all
Admin. Classification / Reorganization
Services / SiliEsHoreoeknee Longer Longer supplementary Personnel
HR-003 iy oy Required - Required - Mag, Ppr |records; Wage rate tables are 1
Human classifications and department e e | ) ;
Resources Cimelureni Minimum 3 Minimum 3 |or 2 years; State requires 2
i years years [ years; 29 CFR 516.6, 29 CFR
| | 1602.14, GC §§12946, 34090
Depariment preference;
| EEOQCIFLSA/ADEA (Age)
. When No When No _ reqmrgs 3 years for prumgtlon,
Admin. Longer Longer | demotion, transfer, selection, or
Senices HR-004 Classification Specifications Required - Required - |Mag, fr, S/l es: Alterl. |discharge; _Slate i requires a
Human e i oD, Ppr year 3 years; retirement benefits is 6
Minimum 6 Minimum 6 ;
Resources Pa— - years from last action; 29 CFR
¥ y 1602.31 & 1627.3(b)(ii), 8 CCR
| §3204(d){1) et seq., GC
§§12946, 34090; 29 USC 1113

Revised: 09/05/2017

Orig.

Adoption:




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-14

Litigation, complaints, claims, public records act requests, audits andfor investjgaﬁons 5US,

C::(:::rgf Retention No. Records Description Retention / Disposition Commerits | Rafarence
inuctive Image: Destroy
Active Total : Media | I=Import | Paper after
R . z
(OFR) (in office) {Ezc?:s Retention L Options | M=Mfr Imaged &
. | il 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. |

pend normal retention periods (refention resumes after settlement or completion).

Admin. |
Services / [ |Department preference; Meets
Finance / FN-057 Utility Billing 2 years 3 years S years Mag, Ppr auditing standards; GC
Utility §34090 et seq.
Billing
Admin.
Services / .
3 e reeen : . |Data Fields / Records are
Fnirl]i;:;f FMN-058 i.Uh“ly Billing Database Indefinite Indefinite Yes Mag | -5 interrelated: GC §34090
Billing | |
SZ&E f !lUH Cash R ! Dail :M M Yes: After 2 EEF‘aﬂme”t Pr?fere: -
. | Utility Cash Receipts / Daily |Mag, Mir, es: After ublished articles show 3 - 4
Fm@_cei FR-059 |Cash Transaction Reports 5 yemrs 2 yeees b years 0D, Ppr 81 years years; GC §34090, 26 CFR
Uity 31.6001-1
Billing |Ad:
Admin, | T
Services / When No Vgin :ro | Preliminary drafts not retained
Finance / FN-060 Utility Envelopes Longer | R E.Ir d | Mag, Ppr in the ordinary course of
Utility Required = |busEness; GC §34090 et seq.
Billing |
Admin. | |
Services / Preliminary drafts not retained
Finance / FN-061 Utility Stubs 6 months 6 months Mag, Ppr |in the ordinary course of
Utility | \business; GC §34090 et seq.
Billing | ! |
sovs) P —c
. e |Mag, Mfr, es: After ublished articles show 3 -
Fmalrl:cef FN-062 | Utility Revenue Folders 2 years 3 years 5 years ' oD, Ppr S/l years years; GC §34090, 26 CFR
Lty 31.6001-1
Billing )

Revised: 09/05/2017

Orig. Adoption: 10/20/1998



RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-13

c;fg:rgf Retention No. Records Description Retention / Disposition | Comments / Reference
—— | | Image: | Destroy
Active Total = Media | I=lmport | Paper after
9
{FR) | (in office) {Féec?rds Retention Vital? Options | M=Mfr | Imaged &
| enter) | S=Scan | QC'd?
If the record is not listed here, refer fo 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 setilement or completion).
ﬁﬁpieil' Copies - When !Prelim[nary drafts not retained
City Clerk FN-051 Treasurer Investment Policy Lo?‘.n ero Mo Longer Mag, Ppr I|n the ordinary course of
9 Required |business; GC §34090
. Required i
Copies - . L .
% | |
. Treasurer Reports (Council When No ppiEs - Yiten E?re A s ok retanE
City Clerk FN-052 Staff Reports) —— Mo Longer Mag, Ppr | lin the ordinary course of
P 9 Required | business; GC §34090
| Required |
UTILITY BILLING
Admin. | | |
Services / When No When No Preliminary drafts not retained
Finance / FN-053 Bankruptcies - NOT pursued Longer Longer Mag, Ppr| in the ordinary course of
Utility | Required Required \business; GC §34090
Billing | |
S‘:’zri';'gé / %Depaﬂmem Preference
o5 - Wh lai i L ; :
Financs | EN-054 ?ankruptmes Where a claim 3 veors Aiyears Ky Mag, Ppr :(negatw_e mfprmatmn rema|qs
Utilit is filed |on credit ratings for 7 years);
iy | |GC §34090
Billing
Adr.nm' Department preference;
e |Collections / Collection Agency Delinquencies remain on
Flna.n_ce ! i PGS iStaiements fyoas Tycare Mag, Ppr! credit reports for 7 years; GC
Utility | | §34090 et se
Biling | [ | ; q.
Admin. |
Services / | . 3 - |Preliminary drafts not retained
Finance / FIN-056 ;?r;:iigéders Appication 1 year 1 year Mag, Ppr| |in the ordinary course of
Utility | |business; GC §34090 et seq.
Billing _ I

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-12

(I}?T:::Ergf Retention No. Records Description Retention / Disposition Comments / Reference
A Maciive Total Med ||Tlage: Pnesm;y
ctive otal : edia | |=lmport | Paper after
WFRl ' (in office) igeef]‘t’:r’]s Retention Vital? | options | M=Mfr | Imaged &
L S=Scan | __gcid?
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 andior investigations suspend normal retention periods (retention resumes after setlement or completion).
S’:iz;; / !Mag Mfe Department Preference;

; FMN-046 Purchase Orders 2 years 3 years | i - No Retained to match other

Finance / S years | O, Ppr| auditing periods; GC §34090
Purchasing | | gp .
LLE REVENUE
Accounts Receivable - |

A Miscellaneous - Citations, l l
Services / Transient Occupancy Tax | Dep_a_rtment preference; Meets
Finance / FN-047 E{TOT} Applications & Returns, 2 years 3 years 5 years Mag, Ppr auditing standards; GC
e |Damage to Public Property, §34090 et seq.

Invoices to Qutside Entities,
etc.
SEEVT]CEHS / Prop 218 Proceedings (fee
= FN-048  |increases): Proceedings, 2 years 2 years Mag, Ppr GC §53753(e)(2)
Finance / |
|Protest Letters, etc.
Revenue |
Department Preference;
| Statute of Limitations for

Admin. 'bonds, mortgages, trust .
Services / _ deeds, notes Dr_debeniures is
i TRANS Files (Tax Revenue Fully Fully Defeased Yes: Until 6 years; Bonds issued by local

FMN-049 Anticipation Notes - Short Defeased + +10 years N | Mag, Ppr governments are 10 years;
Brea Maturity R
Eianeing Term Bonds) 10 years Therg are spec:iﬁc‘
Authority requirements for disposal of
[ unused bonds; CCP §§336 et
seq. 337.5(a); GC §43900 et
| seq.

Admin. | Treasurer Cash Receipts / | | Department Preference;
Services / | Daily Cash Summaries / Mag, Mfr, Yes: After 2 |Published articles show 3 - 4
Finance ! | ENE0G0 Cashiers Reports / Cash % years 3years 5 years I QD, Ppr st years years; GC §34090, 26 CFR
Revenue |Reports / Petty Cash 31.6001-1

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-11

?;;fgrgf IRetention No. Records Description Retention / Disposition Comments [ Reference
i . Image: Destroy
Active | nactive Total , Media | I=import | Paper after |
(OFR) | (in office) | [Eecords Retention it Options | M=Mfr Imaged &
| Huian S=Scan __QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Relentions 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 fretention resumes after settlement or completion).
] 'Department Preference for
PERs Buy-back purposes;
Admin. IRS: 4 yrs after tax is due or
Services / | . | aid; Ca. FTB: 3 years;
Finance / FN-042  [W-2's 2 years 3 years 5 years | Mag, Ppr i ticles show 7 y:ars; 18S
Payroll |Reg §31.6001-1(e)(2), R&T
| :§1953{]'; 29CFR 516.5 - 516.6,
i |29USC 436, GC §34090
| |Depariment preference; IRS
| |Regulation 31-6001-1 four
Adimin ;years after the due date of
. | | : 1
Sahioas ‘ | :such _1ax for the return period
Firance | FN-043  |(W-4's 2 years 3 years 5 years Mag, Ppr| Etﬁ which the reoorqS rqlate, or
Payroll | | ithe_ date su_ch tax is paid,
|whichever is the later. GC
| |§34090; 26 CFR 31.6001-1
PURCHASING
|
S:i?lgs-; . ‘ - . . When No When No _ EPreIrminary drafts not retained
FirEinca FN-044 Bid Mailing List / Vendor List Longer Lc-ng_er | Mag, Ppr ;in the ordinary course of
: Required Required | |business; GC §34090
Purchasing | |
sﬁ?lg f Mag, Mfr |Depaﬂment Preference;
Finance / FN-045 Purchase Order Logs 2 years 3 years 5 years ODI P St MNo lRelalned to match other
. Ppr e NN
Purchasing I jauditing periods; GC §34090

Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE Page FIN-10

%f;t::rzf 'Retention No. Records Description | Retention / Disposition Comments / Reference
| Acti aisinia Total Medi tlrlnage;t PDEStrT:
ctive o . edia | I=lmpo aper after
(OFR) (in office) {gzﬁf;f}s Retention Vil Options | M=Mfr Imaged &
I | S=Scap QCc'd?
If the record is not listed here, refer to the Refention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder {e.q. last document + 2 years), since destruction is normally performed by file folder. |
Litigation, complaints, claims, public records act requests, audits and/or :'nvestigaﬁons suspend normal retention periods (refention resumes after settlement or completion).
Admin. | i
Sé?nn:.:j: : | FN-038 Payroll Journals 2 years 3 years 5 years |Mag, Ppr| g;fggé“ ant prefernce; GL
Payroli |
Admin. | i
Sli'?nr:rf;:: | FN-039 |Pa~,rroll Check Registers 2 years 3 years 5 years Mag, Ppr ggfgggﬂ ROt pERTGIINEE e
Payroll ‘ '
Admin. ‘ Payroll Reports (includes
Services / Deduction Registers, Leave |Department preference; GC
Finance / el Registers, Time Transaction Sy SsaE 3 years Mag, Ppr ;§34090
Payroll Reports, eic.) :
Department preference; Meets
| | auditing standards (audit + 4
| | years); IRS requires 4 years:
‘ | Ca. requires 2 yr min.; FTB
Time Sheets / Time Cards / | keeps 3 years; Most
Admin. Overtime Sheets / Overtime | Employees provide digital
Services / Cards - IF FINANCE |signatures when they submit
Finance/ | 041 |RECEIVES SIGNATURE of | °>Y€3'S yeaE Mg, Fpr] i Nitiocants: bul Soime i
Payroll EMPLOYEE (Either in Paper | Public Works and Community
or Electronic Format) Services do not (another
|employee enters their time);
IRS Reg §31.6001-1{e)X2),
R&T §19530; LC § 1174(d); 29
CFR 516.5; GC §34090

Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-9

Office of

Record Retention No. Records Description Retention / Disposition Comments |/ Reference
: Image: Destroy |
Inactive
Active Total " Media | I=lmport | Paper after
(OFR] (in office) {Féecords Retention Vital? Options | M=Mfr | Imaged &
| Ratar) 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).
!Reports: Annual State or
Federal: State Controller’s
Admin. Report, Local Government
Services / | Compensation Report, Gas Department Preference; Meets
Finance / FN-033 Tax, MOE (Maintenance of 5 years 5 years Mag, Ppr auditing standards; GC
General Effort) Report, Fixed Charge §34090
Accounting Special Assessment Report,
Public Self Insurer Report (SIP
Report), Street Report, etc.
PAYROLL
Admin, | [
—— CaIPEES Reports - Annu_al ! :Depgrtment Preference;
Ei i | FN-034 Valuation Reports, Actuarial 2 years 3 years 5 | Mag, Ppr Retained to match other
inance . years | - g
Payroll IVaIuatlon Reports auditing periods; GC §34090
|DE—6, DE-7, DE-9, DE-43, W- Department Preference; IRS:
|3, & DE-166, 941 Forms, IRS 4 yrs after tax is due or paid;
Admin. 5500 Forms {Employee Benefit | Ca. FTB: 3 years; Articles
Services / Plans), PERS / FICA & [ show 7 years; 26 CFR
Finaice ! FN-035 Medicare Adjustments - 2 years 3 years 5 years | Mag, Ppr| §31.6001-1(e)(2), R&T
Payroll Quarterly Payroll Tax Returns / [ §19530; 29 CFR 516.5 -
OASDI, Federal Tax Deposits, | 516.6, 29 USC 436, GC
Adjustments, etc. | §34030
Admin, !
Services / Deferred Compensation (457, | Department preference; GC
Finance/ | T3 1401A) Reports, Registers 2 years S 5 years  Mag, Fpr §34090
Payroll
Admin. Payroll Administration Forms |
Services / (Changes, Personnel Action [ | Department preference; GC
Finance / FN-037 Form copies, Vacation pay-off & ypans S yars 5 years (g e §34090
Payroll requests, etc.) |

Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-8

C;f;:;:grgf Retention No. Records Description Retention / Disposition Comments | Reference
lnactive Image: Destroy
Active Total . Media | I=lmport | Paper after
?
L) | (in office) {Eect:rds Retention Vil Options | M=Mfr | Imaged &
i e ' S=Scan__QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder {e.qg. last document + 2 years), since destruction is normally performed by file folder. |
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after seftlement or completion).
| Department Preference; Meets
Investments / Arbitrage / au-:_iltmg slandz—:_rds; Published
Admin. ‘ , |articles show disposal + 7
: | Certificate of Deposit / :
Services / ; . 5 years for security brokerage
; | Investment Bonds (Receipts / Yes: Until | . z e o
Finance / FMN-029 | i 5 years : Mag, Ppr slips; statewide guidelines
|Advisor Reports / Trade 5 years Paid ;
General ; propose permanent; FTC
. | Tickets / LAIF (Local Agency | , N
Accounting Investment Fund)) Reg's rely on "self-
enforcement”: GC&& 34090.
143900
iDepanment Preference; meets
Admin. municipal government auditing
Services / b standards; Statute of
Finance / | FN-030 Joumal Enries [-Joumnsl 2 years 3 years 5 years IMag, M, S/l No Limitations is 4 years;
Vouchers | OD, Ppr - i
General | statewide guidelines propose
Accounting Audit + 5 years; GC §34090,
CCP § 337
SAir_:gé / | Department Preference;
S Private Land Developer Trust | Close + 5 Close + 5 {meets municipal government
Finance / FN-031 ; Mag, Ppr o )
Accounts [ Deposits years years auditing standards);, GC
General
= §34090
Accounting |
S Reports, Subsidiary Ledgers,
PN |Reconciliations, Registers,
Services / | 3 i i When No When No Department preference
s Transaction Histories, Balance 3 - .
Finance / FN-032 Longer Longer Mag, Ppr (Financial System qualifies as
General Shaals. Revenue & Required Required a trusted system); GC §34090
Aot Expenditure Reports, etc. q RO o PR §
ceounting (MONTHLY OR PERIODIC)

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-7

%Tguergf Retention N-::-.I Records Description Retention / Disposition Comments / Reference

liactve Image: Destroy |
Active Total ; Media | I=import | Paper after |
OFR 7 g |

( ) (in office) | (Records Retention l Options | M=Mfr Imaged &

| | Center) 2
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.{.}. last document + 2 years), since destruction is normaily performed by file folder.

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

pend normal retention periods (retention

resumes after setflement or completion).

Meets auditing standards;
Grants covered by a
Consolidated Action Plan are

required for 5 years; Uniform
| Admin. Requirements for
I After Funding | After Funding Ergnt:at; Lfr?}cri[eGO:ird[:Ef:ts
Admin. Agency Audit, | Agency Audit, s U)Iit ot Final axpent of
Services / atant Folders linvniss if Required - if required - P " bp ymt d
Finance / FN-027 ; {inunices, 2 years Minimum 5 Minimum 5 Mag, Ppr gramies.or subgraiies;
General copies of checks, etc.) years years statewide guidelines propose
2 4 years; 7 CFR 3016.42; 21
Aeoaining | {por Grant § {pes Grant CFR 1403.36 & 1403.42(b); 24
i Requirements}j Requirements) CFR 85.4f,91.105{hi. 92.5’051
| 570.490, & 570.502(a&b), 28
i CFR 66.42; 29 CFR 97.42; 40
| CFR 31.42; 44 CFR 13.42; 45
| CFR 92.42; OMB Circular A-
| 110 & A-133; GC §34090
Admin.
Services / Department Preference; Meets
Finance / FiN-028 .!;;ZS;T:::; RR?L;T;! 5 years 5 years Mag, Ppr auditing standards; GC
General P §34090
Accounting

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-6

?:Z:srzf Retention No. Records Description Retention / Disposition Comments | Reference
Inactive Image: | Destroy
Active Total . Media | I=lmport | Paper after |
(OFR) (in office) EE';::;IS Retention i | Options | M=Mfr | Imaged &
I ! 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. lasf document

+ 2 years), since destruction is normally performed by file folder. |

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

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

Admin.
Services /
Finance /

General

Accounting

FN-024

|Checks / Warrants (Cashed)

2 years

3 years

5 years

Admin.
Services /
Finance / FN-025

General

Accounting

Escheat (Unclaimed money /
uncashed checks)

5 years

5 years

Admin.
Services /
Finance / FN-026

General

Accounting

|Financial Services Database

Indefinite

Indefinite

Mag, Mfr, |
CD, Ppr |

]

Yes: After
QC&OD

‘Depar’(ment Preference; meets
|municipal government auditing
standards; GC §34090, CCP §
337

|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
|§§340(d), 1519; GC §34090

Yes

Mag

Data Fields / Records are
interrelated; GC §34090

Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-5

O::g:rzf Retention No. Records Description ‘ Retention / Disposition Comments / Reference
. i inactive i Image: Destroy
Active Total . Media | I=lmport | Paper after
OFR ? .
(OFR) ‘ (in office) | “é‘*“t"ds Retention Vital? | options | M=Mfr | Imaged &
! enter) | S=Scan Qc'd? |
If the record is not listed here, refer to the Retention for City-Wide Standards
Relentions 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 sus;

pend normal retention periods (retention resumes after seftlfement or completion).

[ |
) |Accounts Payable / Invoices | Department Preference
Admin. | .
Sardest 1 and Backup (meets municipal government
; Yes: Until  Mag, Mfr,| Yes: After 2 lauditing standards); Statewide
France./ Fetw=ihat (Includes Invoices, Travel L yeors = yoars e Paid oD, Ppr | = years guidelines propose audit + 4
General . E . :
Accounting Expense Reimbursements, \years; Published articles show
Warrant Request, etc.) | 13 - 7 years; GC §34090
Admin. | _
Services / | :
Finance / FIN-021 Actuarial Valuation Reports 10 years 10 years Mag, Ppr EDepanment Preference; GO
1§34090
General |
Accounting | |
\Bank Statements and Trustee !
Admin. Statements, Fiscal Agent | )

. | | Department Preference;
Services / Statements, Investment | Published articles show 3 - 4
Finance / FN-022 Account Statements, Bank 2 years 3 years S years Mag, Ppr ! :

REE [years; GC §34080, 26 CFR
General Reconciliations, Bank |31.6001-1
Accounting Deposits, Bank Transmittal (=
Advice |
| Department Preference;
Bond Official Statements / :Statute of Limitations for
. = |bonds, mortgages, trust
: Transcripts / Certificates of | :
Admin. Participations (COPS) - |deeds, notes or debentures is
Services / Includgs Corifitiirs Disclsus Fully Fully Defeased Yes: Until |6 years; Bonds issued by local
Finance / FN-023 9 Defeased + + 10 years L Mag, Ppr |governments are 10 years;
Reports Maturity [ -
General 10 years There are specific
Accounting | requirements for disposal of
St\:?e?na;nl'ct rS;is;n;nls far |unused bonds; CCP §§336 et
. iseq. 337.5(a); GC §43900 et
1S€4Q.

Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-4

(}Rf::srzf Retention No. Records Description Retention / Disposition Comments / Reference
A Inactive i Med lir;nage: PDestrac;:re
ctive Total : edia | I=lmport | Paper r
(OFR} (in office) [?:ifl‘t’;f}s Retention VIRlZ | 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. fast document + 2 years), since destruction is normally performed by file foider. |
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Admin. | '
Services [ | Biisiness License Apulications Department preference; Meets
Finance / FN-015 2 years 3 years 5 years Mag, Ppr | auditing standards; GC
; and Renewals (ALL)
Business §34090 et seq.
License |
Admin, .
Services / c
) g . ; p Data Fields / Records are
Fma!ncef | FN-016 Business License Database Indefinite Indefinite Yes Mag interrelated; GC §34090
Business
License
Admin. [
Services | When No When No
Finance / FN-017 Consumer Price Index Longer Longer Mag, Ppr Non-records; GC §34090
Business Required Required [
License
Admin.
Services / When No Preliminary drafis not retained
Finance / FN-018  |Five-Year Forecast Longer When No Mag, Ppr in the ordinary course of
Business Required | Longer |business; GC §34090
License Reguired
GENERAL ACCOUNTING
|Department Preference; IRS:
Admin. ; 14 years after tax is due or paid
Services / I |(longer for auditing &
Finance / FN-019 1099's / 1096's / W-9s 5 years 5 years Mag, Ppr |contractor delinquency); Ca.
General | |FTB: 3 years; IRS Reg
Accounting | | §31.6001-1(e)(2), R&T
| ’ {§19530, GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE Page FIN-3

if::ﬁjrgf Retention No. Records Description Retention [/ Disposition Comments / Reference
st | Image: Destroy
Active Total - Media | I=lmport | Paper after
£ Vital? A
19FR) I {in office) [ﬁ'::;’:}s Retention L Options | M=Mfr Imaged &
S=Scan Qed?
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.q. last document + 2 years), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audifs andfor investigations sus resumes after settflement or completion).

end normal refention periods (retention

iAuthority - Bond Official
|Statements [ Transcripts /

Department Preference;
| Statute of Limitations for
bonds, mortgages, trust
deeds, notes or debentures is

Admin. |Certificates of Participations : ;

: o Fully Fully Defeased ) ’ 6 years; Bonds issued by local
S.er\ncesf FN-011 I{CEOPS} ~insludea:Continuing Defeased + +10 years Yas: U{mi Mag, Ppr governments are 10 years;
Finance / | Disclosure Reports Maturity ;

Authorities [ 10 years | There are specific
ES Bsiiik Statements foe requirements for disposal of
i f’f o . f :r a0 unused bonds; CCP §§336 et
|Pietement refention. . seq. 337.5(a); GC §43900 et
! |seq.
SAdrnm. / Department preference; Meets
ervices FN-012 | Authority - General Ledger 2 years 3 years Mag, Ppr auditing standards; GC
Finance / [ 5 years §34090 et se
Authorities | | %
Admin.

> . Department preference; Meets
S?MCES} FN-013 pE ) it 2 years 3 years Mag, Ppr lauditing standards; GC
Finance / Investments 5 years | i§34n90 etseq
Authorities | )

Authority Accounts Payable / Department Preference
Admin. Invoices and Backup (meets municipal government
Services / Yes: Until |Mag, Mfr, Yes: After 2 |auditing standards); Statewide
5] 5 years | S 3
Finance / EREOrS (Includes Invoices, Travel & yoars L - Paid oD, Ppr | S years guidelines propose audit + 4
Authorities Expense Reimbursements, years; Published articles show
Warrant Request, etc.) 3 - 7 years; GC §34090

BUSINESS LICENSE

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE Page FIN-2
%f;:zrzf {Retention No.i Records Description Retention / Disposition Comments / Reference
7 Inactive Image: Destroy |
Active Total . Media | I=lmport | Paper after |
W | (in office) | [gem:rds Retention Vit Options | M=Mfr | Imaged &
enter) S=Scan Qc'd?

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

Retentions begin when the acl is completed, and imply a full file folder (e.q. last document

+ 2 years), since destruction is normally performed by file folder.

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

udits and/or investigations sus,

end normal relention periods (retention resumes after settlement or completion).

Admin. Finance Committee [
SHIRIRER | opimr | | P Yes  [Mag. M) o No  |GC§§34090
Finance / iMINUTES, RESOLUTIONS & oD, Ppr '
_Admin. | IBYLAWS | |
Admin. . ' |Department Preference
Services / {Single Audits / Transportation Mag, Mfr, Yes: After 2 |(meets municipal government
Finance / FN-008 |, udits / PERS Audit, etc. 10 yean F g oD, Ppr e years  |auditing standards); GC
Admin, | 1§34090
AUTHORITIES (BREA PUBLIC FINANCING AUTHORITY, TRI CITY PARK AUTHORITY, ETC.)
|
{Department Preference
Admin. |(meets municipal government
Services / | Authority - Accounts Yes: Until  |Mag, Mfr, Yes: After 2 | auditing standards); Statewide
By 5
Finance / FN-I09 Receivable Ayears Syears yodlS Paid oD, Ppr S years |guidelines propose audit + 4
Authorities years,; Published articles show
[ 3-7 years; GC §34090
| Department Preference
Admin. | |(meets municipal government
Services / Authority - Bond Bank Yes: Until  |Mag, Mfr, Yes: After 2 |auditing standards); Statewide
Finance / FRHERG Statements &y A e 5 years Paid OD, Ppr e years !guideiines propose audit + 4
Authorities |

|years: Published articles show

53 - 7 years; GC §34020

Revised: 09/05/2017

Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: ADMIN. SERVICES / FINANCE

Page FIN-1

?Qf:g:rgf Retention No. Records Description Retention / Disposition Comments | Reference
Inactive Image: | Destroy
Active Total . Media |I=Import Paper after
E 2
(OER) (in office) {EZ::(::S Retention Vital Options | M=Mfr Imaged &
) S=Scan QC'd?

If the record js not listed here, refer to the Refention for City-Wide Standards

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

Litigation, complaints, claims, public records act requests, audits andfor investigations suspend normal retention periods {retention resumes after settiement or completion).

ADMINISTRATION & BUDGET

Admin. Audit Reports | CAFR -
Services [ | Comprehensive Annual Mag, Mfr, Yes: After 2 |Department Preference
Finance f FN-001 |Financial Reports and related 10 years 5 P 0D, Ppr S years (copies); GC §34090.7
Admin. | Audit Opinions
Department Preference
Admin. (meets municipal government
Services / . Yes: Until !auda'ting standards}; Statewide
Finance / FN-002 Audit Work Papers 2 years 3 years 5 years Paid Mag, Ppr ‘guidelines propose audit + 4
Admin. years; Published articles show
i 3 -7 years; GC §34090
Adpin. | Yes: I Department preference
ngcesf FN-003 Budgets - Adjustments 5 years 5 years Current Mag, My, S/l Woa:fer2 (Approved by the City
Finance / | " oD, Ppr years .
: Fiscal Year Council); GC §34090 et seq.
Admin. |
' Copies - )
Copies - When Yes: )
CityClerk | FN-004  |Budgets - Adopted / Final Wi NG Nolonger | Current Ma@ Mt o, |YesAfter2 | . e §34000.7
Longer ; : oD, Ppr years
| . Required Fiscal Year
| Required
Admin.
. s When No When No Yes:
ol = B s i A o P Longer Current | Mag, Ppr Preliminary drafts; GC §34090
CHEReR ] [RoEtneNis Required Required Fiscal Year
Admin. | [ q s
|
Admin. Finance Committee | V{i;in {:0 ‘-"\:hen No
Services / EN-006 | RequE? A R 0:'5:& ) Mag, Mfr, S/ | Yes: After |Department preference; GC
Finance / AGENDA PACKETS & Mkt 2 M_e‘? 2 | OD, Ppr QC & 0D |§§34090
Admin, AGENDAS e i |
years years

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-18

{;szr:f Retention No. Records Description Retention / Disposition Comments / Reference
! 1 . ‘ Destroy
' | Inactive ' g Paper
(OFR) [ _Actu:re E (Records Tota'! Vital? Me‘dla I-ITpon after
| (in office) | Retention |Options,  M=Mfr
‘ Center) S=Scan Imaged &
L_Qc'd?

Retentions apply to the depariment that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer fo 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, andfor investigations suspend normal retention periods (retention resumes after settlement or completion).

‘ ' { | EDepaﬂment preference (Courts
- ' | ‘ treat volunteers as
| . employees);

| EEOC/FLSA/ADEA (Age)
i |requires 3 years for promotion,
| |demotion, transfer, selection,
| |or discharge; 29 CFR 1602.31
|
|
|

Volunteer / Unpaid Intern |
Applications & Agreements - .
Unsuccessful or Pending |

3 years 3 years Ppr
Applicants |

|
Lead Dept. CW-064

|& 1627 .3(b)(1)}i)&(ii), GC

§§12946, 34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-17

7
CJ;ef:rgf Retention No. Records Description Retention / Disposition Comments | Reference
[ . | Destroy
Inactive Wrags: Paper
Acti i =
(OFR) Active | Recoras | TO% vitalp | Media |I=import| g
| (in office) Retention Options, M=Mfr |
Center) S=Scan Imaged & |
Qc'd?

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

are the OFR, refer to your department refention 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, complainis, audits, public records act requests, and/or investigations suspend normal retention periods (re

tention resumes after settlement or completion).

Department preference; Ethics
Training is 5 years; Statewide
guidelines propose 7 years;

|
Lead Dept. Training - ALL COURSE | Calif. Labor Division is required
RECORDS | to keep their OSHA records 7
| years; EEOC/FLSA/ADEA
cw-o62 |(Attendance Rosters, Outlines 2 years S 7 years Mag, |Yes: When |(Age) requires 3 years for
082 1and Materials; includes Ethics ML O S inactive prometion, demotion, ransfer,
& Safety training & Tailgates) o | fziﬁt;?lzl;; désc;:regis f;fie
| personnel actions; 8 CCR
| §3203 et seq., 29 CFR
1627.3(b)(ii), LC §6429(c); GC
§§12946, 34090, 53235.2(b)
|
Department preference (Courts
treat volunteers as
employees);
|Volunteer / Unpaid Intern Inactive / Inactive / EEOC/FLSA/ADEA (Age)
Lead Dept. CW-063 EAppIications & Agreements - Separation + 3 Separation + Ppr requires 3 years for promotion,
|Successful years 3 years demotion, transfer, selection,

or discharge; 29 CFR 1602.31
& 1627 .3(b)(1)i)&(ii), GC
§§12946, 34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-16
Office of . - . 4 o
i Retention No. Records Description Retention / Disposition Comments [/ Reference
| Inactive image:
Active Total < Media | I=Import
?
(OFR) (in office) {{R:z:‘?::}s Retention Vital? Options| M=Mfr

S=Scan

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.q. last document + 2 years), since destruction is normally performed by

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

or completion).

-

[Time Sheets / Time Cards /

|
[ |Overtime Sheets / Overtime | :
Admin. l Cards / Leave Slips - IF Vﬁﬂzﬁl-o
Services / CW-060 FINANCE RECEIVES [ Longer
Finance SIGNATURE of EMPLOYEE ‘ s 10
(Either in Paper or Electronic
|Format)
Lead Dept. | Time Sheets / Time Cards / !
{Overtime Sheets / Overtime
{Some Palice, {Cards / Leave Slips - IF
Public Works, & CW-061 FINANCE | Syears
Community 'DOES NOT RECEIVES ‘
Services SIGNATURE of |
employees) EMPLOYEE (Either in Paper or

Electronic Format)

Copies -
When No
Longer
Required

Mag,
Ppr

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);
GC §34090.7

o years

Mag,
Ppr

|Department preference; Meets
lauditing standards (audit + 4
years); IRS requires 4 years;
Ca. requires 2 yr min.; FTB
keeps 3 years; IRS Reg
§31.6001-1(e}{2), R&T
§19530; LC § 1174(d); 29 CFR
516.5; GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-15

q:felt{::;rzf Retention Na..[ Records Description Retention / Disposition Comments / Reference
I Destroy
; Inactive Medi irlnage;t Paper
(OFR) Active | pecords | 1ot vitarp | Media | [=lmport .
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
- | QC'd2
Retentions apply to the depariment 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. |
ﬂ;an'on. claims, complaints, audits, public records act requests, andfor investigations suspend normal retention periods (retention resumes after settlement or completion).
| |Information is outdated after 10
Reports and Studies (other Mag, | years; statewide guidelines
Lead Dept. CW-055 than Historically significant | 10 years 10 years P g propose 2 years; If historically
| pr LS : ]
reports - e.g. Annual Reports) i significant, retain permanently;
l GC §34090
,ﬁﬂgf;;’ ﬁﬁgﬁ; Mag, Originals maintained by City
City Clerk CW-056 Resolutions - City Council Yes (all) |Mifr, OD, S No Clerk Permanently; GC
Longer Longer Por §34090.7
| Required Required '
i When No When No
Lead Dept. CW-057 Special F_'rojects / Subject Files Rlégﬂi?g; } R:;z:ﬁ:; . Mag, Department Preference; GC
I Issue Files i o Ppr §34090 et seq.
Minimum 2 Minimum 2 |
| years years |
Surveys / Questionnaires (that [
the City issues).
If a summary of the data is | Mo
Lead Dept. | CW-058 compiled, the survey forms are 2 years 2 years P % GC §34090
[ considered a draft or transitory P |
{record, and can be destroyed | |
as drafts (When No Longer |
Required)
1 |
! Tapes / DVD Recordings: See
CW-059 I goards & Commissions

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-14
Office of . . i ‘ : : _
Reciird | Retention No.i Records Description I Retention / Disposition Comments [ Reference
. .| Destroy
; Inactive ' : mage: Paper
(OFR) | _Actwe (Records Tota_l Vital? Me.dla |-|l'l_'lp0rt after |
| (in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
- % | _gcd?

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).

Records Destruction Lists / ﬁﬁgf;;
City Clerk Cw-049 Certificate of Records
Destruction Longer
Required
|Reference Materials: Policies,
|Procedures, Brochures, Flyers,
Manuals, Newsletters, etc; When No
CW-050  |Produced by OUTSIDE Longer
ORGANIZATIONS (League of Required
California Cities, Chamber of
I Commerce, etc.)
|
|Reference Materials: Policies, When No
Procedures, Brochures, Flyers, |  Longer
Lead Dept. CW-051 Manuals, Newsletters, etc; Required -
Produced by YOUR Minimum 2
Department years
Reference Materials: Policies,
Procedures, Brochures, Flyers, When
Lead Dept. Cw-052 Manuals, Newsletters, etc: s eded
! Produced by OTHER HpREREe
Departments
CW-053 |Reference or Working Files:
|See Correspondence
|Reports and Studies
Lead Dept. CW-054  |(Historically significant-e.g., 10 years P

{Zoning Studies)

Copies -
When No
Longer
Required

When No
Longer
Required

When No
Longer
Required -
Minimum 2
years

When
Superseded

Mag,
By | GC §34090.7
|
Mag, | Non-Records
Ppr
Ma |Statewide guidelines propose
= ?_ superseded + 2 or 5 years; GC
P §34090
|
|
]
Mag, —_—
Ppr Copies; GC §34000.7
- |Administratively and
i S'D s/ Yes: After |Historically significant,
| Fl‘pr ) 10 years |therefore retained

permanently; GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-13

??f:::rzf Retention No. Records Description | Retention / Disposition Comments / Reference
. l Destroy
Inactive | Image; | Paper
i ia | I=lmport |
(OFR}) | .Actwe (Records Tota-I Vital? Me.l:ha s 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. |
ﬂ;aﬂorx claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after setifement or completion).
; ity St R | |Ensure records kept in
Admin. Human Human | ;
. | Department files comply with
Services / ; Resources Resources Before Mag, |~ ) L
Cw-043 Personnel Files X | City policy (all originals are
Human Upon Upon Separation Ppr | )
: : |sent to Human Resources);
Resources Separation or Separation or
|GC §34090.7
Transfer Transfer |
After After | MNotes maintained in a separate
' . ; Incorporation Incorporation Before folder to be incorporated into
P | Files (S .
Lead Dept. CW-044 seannek Fllek [Supenisors info into Annual Mag, performance evaluation, or to
Notes) : Ppr .
Performance Performance | Evaluation document progressive
Evaluation Evaluation discipline; GC §34090 et seq.
|
i ' When No When No Ma Preliminary Drafts; destroy
Lead Dept. CW-045 Photographs Longer Longer - gr. unnecessary photographs. GC
Required Required P §§34090, 6252, 6254(a)
H 1 |
iosdiDipl., | Wcgas |PublicReibonsd Press 2 years 2 years Mag, GC §34090
Releases Ppr
Lead Dept. Real Estate Appraisal Reports: Ma Mot accessible to the public;
{(Who Ordered CW-047  |Property NOT purchased, 2 years 2 years o ? Statewide Guidelines show 2
the Appraisal) |Loans not funded, etc. P years; GC §§34090, 6254(h)
| Mot accessible to the public
When No When No | until purchase has been
Lead Dept. Real Estate Appraisal Reports: Longer Longer Yes: Before Mag, | Yes: After completed; meets grant
(Who Ordered Cw-048 Purchased Property, Funded 2 years Required - | Required - F’u-rchase Mfr, OD, S Inéctive auditing requirements; 24 CFR
the Appraisal) Loans Minimum 3 | Minimum 5 Ppr 85.42 & 91.105(h}), &
years years 570.502(b); 29 CFR 97.42, GC
§34090

Revised: 09/05/2017
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RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-12

i | |
%f::{?:if iRetention No. ‘ Records Description Retention / Disposition Comments / Reference
‘ i ) . | Destroy
: Inactive - i} Image: | Paper
(OFR) | Active | o ocords | o Viary | Wedia [l=mport) g
: (in office) Retention Options, M=Mfr
[ Center) | Imaged &
| S=Scan QC'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder. |
Litigation, claims, complaints, audits, public records act requests, andfor investigations suspend normal retention periods (retention resumes after settlement or completion).
Copies - Copies - Mag Return any whole unused
City Clerk CW-038 .Muq:c:pal Code (these are When No When No  JYes: F]L-J!Teﬂt Mfr, OD, I No codes to the lCit)f Clerk; .
copies) Longer Longer Original Por Qriginals maintained by City
; Required Required P Clerk Permanently; GC §34090
When No When No MNon-records - may be oblained
Lead Dept. | CW-039 Newspaper Clippings Longer Longer Ppr from the newspaper company,
| Required Required GC §34090
|Nobices: FPblic Hearing Mag Sdtj :u?é?p:: (i; g:-::aar:*:lro':esn?r;ctions
Staffing Dept. CW-040 "Eﬁgﬁzﬁiﬁ 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-041 Ordinances - City Council Longer Longer Yes (all) Mf; C:D. S No Clerk Permanently; GC §34090
Required Required P
Calif. Labor Division is required
|OSHA Inspections & Citations, tg;::pr;?;i:;esoso:fd;a:;eg;;
Lead Dept. CW-042 '15813:00 and Log 300, 301, 5 years 5 years Ppr Izt feqtiires 2 years: 8 CCR
§3203(b)(1), GC §34090.7; LC
[ [ §6428¢c
| |

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-11

?::gjrgr |Relenticrn No. Records Description Retention / Disposition Comments | Reference
| i
. | Destroy |
. Inactive ; Image: | Paper
(OFR) .Actwe (Records Tota_l vital? | Mefila I=import | Sbar
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
Qc'd?

Retentions apply to the depariment 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 foider. |

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

Copies - Copies -
' ¥hen No AR Ele Mag Risk Management
City Clerk CW-035 Lf'_-zj.ru'sg:ts, Litigation, Pending Longer Long_;er Yes: Before Mfr, OD, sh IYes: After ihiftiitiates dai GE
Litigation Required Required Settlement | Settlement
| Ppr §34090.7, §34090.6
| (Upon (Upon
| Settlement) Settlement) |
| |
Previous MSDS may be
obtained from a service; MSDS
|may be destroyed as long as
ia record of the chemical /
Material Safety Data Sheet | |substance [ agent, where &
(MSDS) / Safety Data Sheet Wi | Mag \when it was used is
i | . . 'maintai :
Lead Dept. owepap  [(50%) Chemical UseReport. | iarto. | anymars. | Siyears hdzon,| @ |YSS-Aferimaintained foral years;
Form (or records of the Uiss . - QC & OD |Applies to qualified employers;
chemical / substance / agent, 5 | 7P , Claims can be made for 30
where & when it was used) , years for toxic substance
exposures; 8 CCR
! 3204(d)(1)(B)2 and 3), 29
; CFR 1910.1020(d)(1)(i). GC
| §34090
! ﬁﬁzﬁ; hﬁ:z:ﬁl'a Mag, Originals maintained by City
City Clerk |  cw-037 |Minutes - City Council Yes (all) |Mfr, OD,| S No Clerk Permanently; GC
| Longer Longer
: % Ppr §34090.7
Required Required

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-10

{;Tzzr?if | Retention No.| Records Description ‘ Retention / Disposition Comments [ Reference
. | Destroy
i Inactive s Paper
i ia | 1=l
(OFR) RELR (Records Tagal vitaiy | Meda |Hmport| g |
(in office) Retention Options| M=Mfr 1
Center) _ Imaged & |
S=Scan | c'd? |

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Depariment”. 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 foider. |

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

lGranIs [ CDBG / Reimbursable ]
Claims { FEMA Claims
(SUCCESSFUL Reports, other
|records required to pass the
{funding agency's audit, if |

!
l

| required) At
= Funding | After Funding
| .
| Applications (successful), grant Agef-'c;" A_gencylAudlt,
Lead Dept. CW-033  |agreement, program rules, 2 years Audit, if if required -
|regulations & procedures, reports _ F\’_E"f_IU'“Ed - | Minimum 5
|to grant funding agencies, Minimum 5 years
correspondence, audit records, years
completion records
Excludes State Prop 1B (2006
| Transportation Projects), which the
| State requires for 35 years
Admin. Copies - Copies -
Services [ | Ccw-034 Grievances and Informal When No When No
Human | "Compiain!s (Employees) Longer | Longer
Resources { Required Required

Mag,
Ppr

|

|Meets auditing standards;
Grants covered by a
|Consolidated Action Plan are
required for 5 years; Uniform
|Admin. Requirements for
;Grants to Local Governments
lis 3 years from expenditure
\report or final payment of
grantee or subgrantee;
statewide guidelines propose 4
years; 7 CFR 3016.42; 21 CFR
1403.36 & 1403.42(b); 24 CFR
85.42, 91.105(h), 92.505,
1570.490, & 570.502(akb), 28
ICFR 66.42; 29 CFR 97.42; 40
CFR 31.42; 44 CFR 13.42; 45
CFR 92.42; OMB Circular A-
110 & A-133; GC §34090

Yes: Before |
Disposition l

Mag,
Ppr

Send all grievances to Human
Resources; All State and
Federal laws require retention
(until final disposition of formal
complaint; State requires 2
years after action is taken; GC
§§12946, 34000

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-9
Office of | . . | : ; .
Record | Retention No. Records Description | Retention / Disposition Comments / Reference
[ 7 I | . | Destroy
' : Inactive : | nage: | Paper
(OFR) Active | o cords Total vitary | Media | I=lmport| -
(in office) Retention Options! M=Mfr
Center) ——— Imaged &
_ gc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Depariment”. If you

are the OFR, refer to your deparfment retention schedule.

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

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

. |  When No
Lead Dept. CW-020 Draﬁs & Nob_e& Drafts thlat are Longer
|revised (retain final version) x
Required
| : !
| Facility Use Applications / |
Lead Dept. | CW-030 | Facility Use Permits 2 years
| !
GIS Database / Data / Layers When No |
Lead Dept. | CW-031 (both City-wide and |  Longer |
[ Specialized) Required
Lead Dept. conpas | [Ports (UNSUCCESSPUL ‘ 2 years
Applications, Correspondence)

When No
Longer
Required

As long as the drafts and notes
are not retained in the "Regular
Course of Business". Consult

2 years

When No
Longer
Required

2 years

I".:)ag; the City Attorney to determine
P if a record is considered a
draft. GC §§34090, 6252,
6254{a)
Mag,
Por GC §34090
The Lead Department should
print out historical documents
(or save source data) prior to
: replacing the data, if they
Yes Mag i require the data or output for
| historical purposes;
| Department Preference
| (Preliminary documents); GC
! §34090 et seq.
Mag, '
Por GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-8

' I
?::g:rzf | Retention No. | Records Description | Retention / Disposition | Comments / Reference
| ! Destroy f
| ! | Inactive | Image: | Paper
(OFR) Ackie (Records At vitarz | Mecia I=lmport | gor
- | (in office) Retention |Options| M=Mfr
‘ - ! Center) | | S=Scan | Imaged &
| | I_ocd?

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.

. and/for investiga

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

l Correspondence -
iTRANSITORY /
'PRELIMINARY DRAFTS,
Interagency and Intra-agency
Memoranda not retained in the
ordinary course of business

Dept. that . ]
Authors '.{e.g. calendars, checklists, e-mail
Document |or social media posting NOT made | When No When No
or CW_{]E? or retained for the purpose of Longer Lgnger
Receives the | preserving the informational | Required Required
City's Original | COI_'Ite.ﬂ.t fmj future referer!ce, |
Dacuiiant invitations, instant messaging, |
inventories, logs, mailing lists, |
meeting room registrations, supply |
inventories, telephone messages,
transmittal letters, thank yous, |
requests from other cities, |
|undeliverable envelopes, visitors l
logs, voice mails, webpages, elc.)
Gity Clerk | _ Copies - ‘ Copies -
CW-028 |Deeds, Easements, anal When No When No
Orders of Condemnations (All) Longer | Longer
Required | Required

tions suspend normal retention periods {retention resumes after settlement or completion).

Mag,
Ppr

| |
| Electronic and paper records
| : are filed and retained based
1 ‘ | upon their content. E-mails,
electronic records, or social
media postings
| that ARE made or retained
[ for the purpose of
| |preserving the informational
| |\content for future reference
| | are saved outside the e-mail
system by printing them out
| and placing them in a file
folder, or saving them
electronically; If not mentioned
|here, consult the City Attorney
|to determine if a record is
considered transitory
{ preliminary drafts. GC
§34090, GC §6252; 64 Ops.
Cal. Atty. Gen. 317 (1981))

Mag,
Ppr

|Send all originals to the City
Clerk; GC §34090.7

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-7

: [ I
c::f:rzf !Retention No. Records Description | Retention / Disposition ‘ Comments / Reference
I
Inactive | ‘ Myicage: | D::;::F
(OFR) ‘ _ Active (Records Tuta.l Vital? M e.d!a I=lmport after
(in office) Retention Options, M=Mfr
[ Center) | s=Scan | Imaged &
| | —can | _gcd? |

Retentions apply o 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 foider {e.g. last document + 2 years), since destruction is normally performed by file folder. |

Litigation, claims, complaints, a
R .

udits, public records act requests, and/or investigations suspend normal retention

periods (retention resumes after settfement or completion).

When No
Lead Complaints / Concerns from Longer
{Responding) Cw-023 Citizens / Computer Tracking Required -
Dept. |Soft\arare or Correspondence Minimum 2
‘ | years
CW-024  |Contracts: See Agreements '
i Copies -
CW-025 Copies or duplicates of any When No
record Longer
| | Required
Dept. that |
Authors Correspondence - ROUTINE |
gt (e.g. Adminisirative, Chronclogical
5 [ey. i A v |
,Dr Cw-02a | General Files, Letters, 2 e
F{Ieclewe_s ?he Memorandums, Reading File, |
City's Original | | Working Files, etc.)
Document | |

|City preference; Statute of
When No Limitations for personal
Longer M |property, fraud, etc. is 3 years;
Required - Pag;. | Claims must be filed in 6
Minimum 2 P |months; CCP §§338 et seq.,
years |340 et seq., 342, GC §§945.86,
‘GC §34090
| |
Copies -
When No |
4 :
Longer Mag Pprl !GC §34090.7
Required |
Mag,
2 years Por GC §34020
| | |

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-6

?:2;;? | Retention No. Records Description Retention / Disposition Comments / Reference
" ‘ ) ! Destroy |
Inactive Imege; Paper
Acti | =2 T
(OFR) BV o] TN Vital | Media |Elmport|
| [(in office) Retention Options, M=Mfr |
| Center) ‘ S=Scan Imaged &
| - QC'd?

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

are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. lasi 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 (r
1

etention resumes after settlement or completion).

Lead Dept. &

|
Cash Receipts Detail / Backup

2 years !

Finance | CW-018 |/ Accounts Receivable Detail f 2 years
|Refund Detail
When No When No
Longer Longer
Lead Dept. CW-019 | City Attorney Opinions | Required- Reqguired -
| Minimum 2 Minimum 2
years years
| Copies - Copies -
When No When No
City Clerk CW-020 |Claims Rﬁ”ﬁg{, , R:‘;’L‘?g 4
| {Upon | {Upon
| Settlement) Settlement)
Committees Internal -
Attended by employees: All
Records |
Lead Dept. cw-021 | (e.g. Evaluation Committee, 2 years 2 years
|Records Management |
Committee, In-House Task ‘
Forces, elc.) |
5’:27225 / [ _ . Send to Send to
Human Cw-022 Complaints Against Employees |  Human Human
Resources Resources
Resources

Mag, . |City preference (not all detail is
Ppr | |sent to Finance); GC §34090
i 1
Mag, lDe;)artment Preference; GC
Yes Mir, OD,! ] '
§34090
Ppr |
| Mag ‘ |
Yes: Before : Yes: After
Selfiermerit MI‘;:,| pC:D, Sl Settamal GC §§34090.7, 340906
Mag, | i
Ppr GC §34090
|
|
Mag,
Por GC §34080.7

Revised: 09/05/2017
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RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-5

C::g:rgf Retention No. | Records Description Retention / Disposition Comments / Reference
. Destroy '
: | Inactive | Amage Paper
(©OFR) | Actve. | pecords | TOHI Vil (| Media LISmport| T o
(in office) Retention Options| M=Mfr
Center) S=Scan Imaged &
Qc'd?

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

t retention schedule.

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

Litigation, claims, complaints, audits, public records act requests, andfor investigations suspend normal retention periods (re

tention resumes after settlement or completion).

IBoards. Commissions, &
Committees: External

Organizations Whin Ne
CW-013 Longer
(e.g. County Board of el |
Supervisors) |
Boards, Commissions, & '
| Committees: Residents | When No
Advisory Bodies Formed by Longer
Staffing Dept. | Cw-014 |CITY COUNCIL Required -
| Minimum 2
AGENDAS, AGENDA years
PACKETS.
|Boards, Commissions, &
Committees: Residents
Advisory Bodies Formed by
Staffing Dept. CW-015  |CITY COUNCIL P
‘ MINUTES, RESOLUTIONS &
| BYLAWS
| CW-016 Brochures: See Reference |
Manuals
| Copies - |
. " When No
City Clerk CwW-017 .Budgets - Finals Longer
Required

When No
Longer
Required

When No
Longer
Required -
Minimum 2
years

Copies -
When No
Longer
Required

Mag, MNon-recerds
Ppr ‘
J {Brown Act challenges must be
Mag, (filed within 30 or 90 days of
Ppr action; GC §§34090,
‘ 54960.1(c)(1)
Notes taken to facilitate the
Mag, writing of the minutes can be
Yes Mfr, OD, S Mo destroyed after minutes have
Ppr |been adopted; GC §34090 et
| seq.
|
. Mag, | , Final must be filed with County
Y:.‘“"s"cgu;fa": \Mfr,OD, Sl Ygs' e’”:r[:’ Auditor; GC §34090.7, 40802,
| Ppr ¥ 53901

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4
Office of - | . | . . = |
Retid Retention No. Records Description | Retention / Disposition | Comments [ Reference
| I I | Destro
E | Inactive | image: | I:‘?r:‘pe;AIII
(OFR) , | Aetive | pions | TN Vitaz | Media [=lmport o
| (in office) Retention |Options, M=Mfr |
| | Center) | ‘ SR | 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 acl requests, and/or investigations suspend normal retention periods (retention resumes after seftlement or complfetion).

City Clerk

CW-008

!Agreemems & Contracts:
|UNSUCCESSFUL BIDS,
‘UNSUCCESSFUL
PROPOSALS or RESPONSES
{to RFPs (Request for
IProposalsj and/or RFQs

|(Request for Qualifications)
|1hat don't result in a contract

2 years

't

2 years

Finance

Cw-009

|Audits { Audit Reports / CAFR -
Comprehensive Annual
!Financia! Reports

Copies -
When No
Longer
Required

Copies -
When No
Longer
Required

Cw-010

|Bids: See Agreements &
| Contracis

Staffing Dept.

CwW-011

|Boards and Committees:
AUDIO RECORDINGS of
Meetings / Audio Tapes

2 years

2 years

Staffing Dept.

Cw-012

Boards, Commissions, &
Committees: City Council
Subcommittees

\ 2 years

[(Composed solely of less than |

|a quorum of the City Council)
|

2 years

} ]
|
The RFP / RFQ and the
Ma | }successful proposal becomes
p ? ! part of the agreement or
P contract (City Clerk is OFR);
GC §34090
|
Mag, [n .
Por |Cop|es. GC §34090.7
i
Tae City preference; State law only
{M: y | requires for 30 days; GC
ol §54953.5(b)
Mag. | All recommendations are
B gr’ [ presented to the City Council;
P GC §34090 et seq.
| | |

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-3
Office of | . . : . gic
Record i Retention No. Records Description Retention / Disposition Comments / Reference
| l . | Destroy
: | Inactive ; mage: | Paper
(OFR) Active | pecoras | Tota! ity | Medla | Hmport]
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
| | Qc'dr |
Retentions apply to the department that is NOT the Office of Record (OFR), or t

he "Lead Deparfment”. 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 s normally performed by file folder. |

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

Lead Dept.

CW-007

Agreements & Contracts:
|ADMINISTRATIVE FILES

(with Grant Funding)

(Correspondence, Project
Administration, Project
Schedules, Certified Payrolls,
Insurance Certificates,
Invoices, Logs, RFP, etc.)

Completion

10 years or
After
Funding
Agency
Audit, if
required,
whichever is
longer

Completion +
10 years or
After Funding
Agency Audit,
if required,
whichever is
longer

Yes: Before
Completion

Mag, Yes: Upon
Mfr, OD, sh Completion
Ppr

Some grant funding agencies
require audits; Statute of
|Limitations for Errors &
|Omissions is 10 years;
Published Audit Standards=4-
7 years; Statute of Limitations:
Contracts & Spec's=4 years,
Wrongful Death=comp. + 5
years, Developers=comp. +
10 years; Statewide
guidelines propose
termination + 5 years; CCP
1§337 et. seq., 21 CFR
11403.36 & 1403.42(b); 24
CFR

185.42, 91.105(h), 92.505, &
570.502(b), 28 CFR 66.42; 29
CFR 97.42; 40 CFR 31.42; 44
CFR 13.42; 45 CFR 92.42;
|{OMB Circular A-133GC
|§34DQU

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-2

- T 1
(;f:zzr;f | Retention No. Records Description Retention / Disposition | Comments / Reference
| ! . Destroy
Inactive ' Image: Paper
(OFR) .Actwe (Records Tota.I Vital? | Me.dla I=Import SFteir
(in office) Retention Options| M=Mfr
Center) Imaged &
S=Scan z ‘
Qc'd?

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

are the OFR, refer to your department retention schedule.

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

years), since destruction is normally performed by file folder. |

Litigaticn, claims, complaints, audits, public records act requests, and/or mvesﬁgaﬁons suspend normal retention periods (re

tention resumes after settlement or completion).

Lead Dept. CwW-006

Agreements & Contracts:
ADMINISTRATIVE FILES

(Comrespondence, Project
Administration, Project
Schedules, Certified Payrolls,
|Insurance Certificates,
Invoices, Logs, RFP, etc.)

Completion

10 years

Completion +
10 years

Completion

Yes: Before ‘

Yes: Upon
: Completion |

[

\Covers E&O Statute of
|Limitations (insurance
[certificates are filed with
%agreement}; Published Audit
Standards=4-T years; Statute
of Limitations: Contracts &
Spec’s=4 years, Wrongful

| Death=comp. + 5 years,
|Deue!opers=comp. +10
\years; Statewide guidelines
'propose termination + 5
\years; CCP

§337 et. seq., GC §34090

Revised: 09/05/2017
Orig. Adoption: 10/20/1998




Exhibit A

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-1
Office of | . | . - : =
Récond | Retention No. Records Description Retention / Disposition Comments [ Reference
‘ Image: | Destroy
3 Inactive | Wi " | Paper
(OFR) Active (Records Total Vitaiz | Media I—IrEpor after
| (in office) Retention Options| t M=Mfr
Center} S=Scan Imaged &
Qc'd?

Retentions apply to the depariment that is NOT the Office of Record (OFR), or th

e "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

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

Admin. Accident, Incident, Injury Copies - Copies -
Services / CW-001 reporis: EMPLOYEES, with When No When No Mag, |Copies retained for
Human | associated MSDS, ifa Longer Longer Ppr reference; GC §34090.7
Resources | chemical was involved Required Required
Accounts Payable, Invoices,
P ¢ ies - ies -
N etty Cash, Warrant Requests, Copies Copies _ ! | All originals go to
; { efc. When No When No |} Yes: Before | Mag, | 1
Services / Cw-002 |Finance (these are
Finaince | Longer Longer Payment Ppr | leis ies): GC
ALL backup is forwarded to Required Required [eopiae
: §34090.7
Finance
| I
Brown Act challenges must
Affidavits of Publications / be f||gd ‘?lghm 40 0; W.oays
Public Hearing Notices / Legal Mag, il s =
Lead Dept. CW-003 L ' 2 years 2 years Mfr, OD,l Limitations on Municipal
Advertising / Affidavits of 3 )
Postin Ppr Government actions is 3- 6
9 months; CCP
' §§337 et seq, 349.4; GC
8834000 54960 1V 1)
|
| | Agenda Packets / Staff Copies - Copies - Mag
] | |Reports: City Council / When No When No : Yes: After
Gty Glorc, | CW-U08 Redevelopment/ Successor Longer Longer Mf;‘, C:D' S QC &0D GEReAE07
' Agency | Oversight Board Required Required P
|,ﬁ.greements & Contracts ALL
ORIGNALS Copies - Copies - Mag, | Yes: Upen All agreements thgt are
City Clerk | CW-005 VWhen No VhEEMes Mfr,OD,| S |Completion |2PPrOVed by the City
¥ {Specifications / Scope of Longer Longer F‘ . P Council are sent to the City
Work, MNotices of Compietion, Required Required e Clerk; GC
etc.) §34090.7
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