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

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

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

STRUCTURE: CITYWIDE, DEPARTMENTS & DIVISIONS

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

Each department has a separate retention schedule that describes the records that are unique to their
department, or for which they are the Office of Record. Where appropriate, the department retention
schedules are organized by Division within that Department. If a record is not listed in your department
retention schedule, refer to the City-wide retention schedule. An index will be provided for your reference.

BENEFITS

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

* Reduce administrative expenses, expedite procedures
* Free filing cabinet and office space

* Reduce the cost of records storage

« Eliminate duplication of effort within the City

* Find records faster

« Easier purging of file folders

* Determine what media should be used to store records

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

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

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

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

o |fthere is NOT a minimum retention ("When No Longer Required"), it does NOT need to be
authorized prior to destruction, as it is a preliminary draft / transitory record or a copy.

On every page of the schedules (near the top, just under the column headings) are important instructions,
including instructions regarding holds on destroying records. “Litigation, complaints, claims, public
records act requests, audits and/or investigations suspend normal retention periods (retention
resumes after settlement or completion).”



RECORDS RETENTION SCHEDULE LEGEND

©1995 — 2023 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a City Council meeting (then it is the City Clerk.)

Records Description: The record series (a group of like records).
Transitory Records not retained in the ordinary course of business, that do NOT have substantive content: Preliminary drafts, notes, or interagency or intra-
agency memoranda and records having only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records
entered into a computer system that qualifies as a “trusted system”, etc.
Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.
Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)

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

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

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

Indefinite = No fixed or specified retention period; used for databases, because the data fields are interrelated.

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

Media Options (guideline) — the form of the record: Mag = Electronic Computer Magnetic Media (Hard drives, Networks, USB Drives, Cloud, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper

OD = Optical Disk, CD-r, DVD-r, WORM, or other media which does not allow changes

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

Destroy Paper after Imaged & QC’d / Trustworthy Electronic Record: “Yes” indicates the electronic record may serve as the OFFICIAL record
(and the paper version may be destroyed, or the record may be electronically generated and never exist in paper format;) IF (legal requirements) the
document has been imaged (electronically generated, scanned or imported and placed on Unalterable Media, Immutable Cloud Media, DVD-R, CD-
R, Blue-ray-R, or WORM — Write Once Read Many Media, or microfilmed) which is stored in a safe & separate location, and both the images and
indexing Quality Checked (“QC’d”). The electronic record or image must contain all significant details from the original and be an adequate substitute
for the original document for all purposes, and other legal mandates apply. Includes all electronic records which are to serve as the Official Record.

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

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

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

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

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

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

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

W&I: Welfare & Institutions Code (CA)



Ver. 3.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-1

Image: Destroy
Office of . ge: Paper
. - Total . Media | I=lImport
Record Retention No. Records Description , Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) 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.

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

CITY-WIDE (Used by All Departments)

Lead Dept. CW-001 Accident or Incident Reports 2 years MP?)? GC 834090
Agreements & Contracts ADMINISTRATION City preference; Covers E&O Statute of
(WITHOUT Grant Funding) Limitations; Published Audit Standards=4-
(Project Administration, Certified Payrolls, RFP - . . Mag, . 7 years; Statute of Limitations: Contracts
Lead Dept. | CW-002 |Request for Proposal, etc.) Completion + yves: Before [y qp | gy | YeS' AMeT| g Specs=4 years, Wrongful Death=comp.
10 years Completion QC & OD _ j
Ppr + 5 years, Developers=comp. + 10 years;
Send all Final Agreements or Contracts to the Statewide guidelines propose termination
City Clerk + 5 years; CCP 8337 et. seq., GC §34090
Some grant funding agencies require
Agreements & Contracts: ADMINISTRATION Completion + audits; Statute of Limitations for Errors &
(WITH Grant Funding) 10 years or Omissions is 10 years; Statute of
(Project Administration, Certified Payrolls, RFP -§ After Funding Yes: Before Mag, Yes: After Limitations: Contracts & Spec's=4 years,
Lead Dept. CW-003 Request for Proposal.) Agency Audit, Corii letion Mfr, OD,| S/ QC.& oD Wrongful Death=comp. + 5 years,
if required, P Ppr Developers=comp. + 10 years; CCP 8337
Send all Final Agreements or Contracts to the whichever is et. seq., 2 CFR 200.334; 24 CFR
City Clerk longer 91.105(h), 92.505, & 570.502(b), 29 CFR
97.42; OMB Circular A-133GC 834090
Agreements & Contracts: UNSUCCESSFUL Mag
BIDS, PROPOSALS or RESPONSES to RFPs ' Yes: After
Lead Dept. CW-004 ’ 2 Mfr, OD S/l GC 834090
cad bep (Request for Proposals) and/or RFQs (Request - :;pr ' QC & OD 8
for Qualifications) that don't result in a contract
Boards, Commissions, & Committees:
External Organizations - Agendas, Minutes vnen No Ma
CW-005 . 9 9 ' ' Longer 9 Non-records
Resolutions, or other documents Reatlired Ppr
(e.g. County Board of Supervisors) q
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
Image: Destroy
Office of Total Media I-Imgoit Paper
Record Retention No. Records Description : Vital? : =mp after Comments / Reference
Retention Options| M=Mfr
(OFR) 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 actis completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Boards, Committees, Commissions, Ad-Hoc . Mag, ) .
Staffing Dept. CW-006 Committees: Citizen Advisory Created by the Mm'g::? - Mfr, OD, S/ \geg.&A(f)tgr SD:partment Preference; GC 834090 et
City Council - AGENDAS & STAFF REPORTS y Ppr q
Boards, Committees, Commissions, Ad-Hoc Department preference; Audio Required
i Committees: Citizen Advisory Created by the Minimum 4 for 30 days; GC §54953.5(b); video
Staffing Dept. CW-007 City Council - AUDIO or VIDEO years Mag recordings of meetings are required for 90
RECORDINGS days; GC §34090.6
Boards, Committees, Commissions, Ad-Hoc Mag, Yes: After
Staffing Dept. CWw-008 Committees: Citizen Advisory Created by the P Mfr, OD,| S/I Qeé'& Og GC §34090(a)
City Council - MINUTES Ppr
. . . Mag
) City Council Subcommittees - Agenda ' Yes: After
Staffing Dept. CW-009 Packets, Minutes, all records 2 years Mflr:,);?D, S/l QC & OD GC 834090
Only Citizen Advisory Boards appointed by
Committees: Employee Committees, Employee Mag, Yes: After the City Council must retain minutes
Staffing Dept. CW-010 Staff Meetings / Department Staff Meetings 2 years Mfr, OD,| S/I QC.& oD permanently (Council Subcommittees
AGENDAS and MINUTES Ppr present their recommendations to the full
Council); GC §34090 et seq.
City preference; Statute of Limitations for
Lead . . . Mag, ) personal property, fraud, etc. is 3 years;
(Responding) Cw-011 é?gﬁ?;tiloﬁ:coenCoefFir;z:;)m Citizens Mlmgl:g] ‘ Mfr, OD,| S/I \gg'&Aggr Claims must be filed in 6 months; CCP
Dept. Y Ppr 88338 et seq., 340 et seq., 342, GC
§34090
Copies -
. . When No
Lead Dept. CW-012 Copies or duplicates of any record Longer Mag Ppr GC §34090.7
Required

HUNTINGTON PARK, CA. ©1995-2022 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-3
Image: Destroy
Office of Total Media I:Impoit Paper
Record Retention No. Records Description Retention Vital? Options| M=Mir after Comments / Reference
(OFR) S=Scan Imaged &
Qc'd?

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

If you are the OFR, refer to your department retention schedule.

Retentions begin

when the act is

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

ars), since des

truction is normally performed by file folder.

HOLDS: Litigatio

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

investigations suspend normal retention periods (retention res

umes after settlement or completion).

Dept. that Correspondence - ROUTINE (Content relates
Authors in a substantive way to the conduct of the
Document ublic's business Mag, .
or owors | : 2 years Mir,OD,| s/1 | S Afterl s s34000
. - . QC & OD
Receives the (e.g. Letters, Memorandums, Administrative, Ppr
City's Original Chronological, General Files, Reading File,
Document Working Files, etc.)
Correspondence - TRANSITORY /
PRELIMINARY DRAFTS, Interagency and Electronic and paper records are filed and
Intraagency Memoranda NOT retained in the retained based upon their CONTENT.
ordinary course of business Records, e-mails, electronic records, or
social media postings where the Content
Content NOT Substantive, or NOT made or relates in a substantive way to the
retained for the purpose of preserving the conduct of the public's business, or
Dept. that informational content for future reference that ARE made or retained for the
Authors purpose of preserving the informational
Document (e.g. calendars, checklists, e-mail, social mediaj When No Mag content for future reference are saved
or Cw-014 posting, employee directories, flyers, invitations, Longer Ppr, by printing them out and placing in a file
Receives the instant messaging, inventories, logs, mailing Required folder, or saving them electronically in a
City's Original lists, meeting room registrations, speaker cards, folder outside the e-mail system; If not
Document staff videoconference chats, notes and mentioned here, consult the City Attorney

recordings, supply inventories, staff
videoconferences, chats, notes, recordings,
telephone messages, text messages,
transmittal letters, thank yous, requests from
other cities, preliminary notices for construction
projects, undeliverable envelopes, visitors logs,
voice mails, webpages, etc.)

to determine if a record is considered
transitory / preliminary drafts. GC 834090,
GC 86252; 64 Ops. Cal. Atty. Gen. 317
(1981)); City of San Jose v. Superior Court
(Smith). S218066. Supreme Court of
California, 2017
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4
Image: Destroy
Office of . ) Paper
. - Total . Media | I=lImport
Record Retention No. Records Description , Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
Qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the actis completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
As long as the drafts and notes are not
) . . When No retained in the "Regular Course of
Lead Dept. CW-015 f[i)anIft\ie%s’i\(I)?it)e s: Drafts that are revised (retain Longer MPT)? Business". Consult the City Attorney to
Required determine if a record is considered a draft.
GC 8834090, 6252, 6254(a)
The Lead Department should print out
_ _ When No hi§torical docu_ments (or save source ciata)
Lead Dept. CW-016 GIS Datapage / Data / Layers (both City-wide Longer Yes Mag prior to replacing the dgta, if they reqwre.
and Specialized) : the data or output for historical purposes;
Required S
Department Preference (Preliminary
documents); GC §34090 et seq.
Grants (UNSUCCESSFUL Applications Mag, Yes: After
Lead Dept. Cw-017 ' 2 years Mfr, OD,| S/I GC 834090
Correspondence) Ppr QC & OD
Grants / CDBG (Community Development Block Meets auditing standards; Grants covered
Grant) / Reimbursable Claims / FEMA by a Consolidated Action Plan are
Reimbursements / OES Reimbursements required for 5 years; Uniform Admin.
(SUCCESSFUL Reports, other records required After Funding Requirements for Grants to Local
to pass the funding agency's audit, if required) JAgency Audit, Mag, Yes: After Governments is 3 years from expenditure
Lead Dept. Cw-018 if required - Mfr, OD,| S/I QC.& oD report or final payment of grantee or
Applications (successful), grant agreement, Minimum 5 Ppr subgrantee; statewide guidelines propose
copies of invoices, program rules, regulations & years 4 years; 2 CFR 200.334; 24 CFR
procedures, reports to grant funding agencies, 91.105(h), 92.505, 570.490, &
correspondence, audit records, completion 570.502(a&b), 29 CFR 97.42; OMB
records Circular A-110 & A-133; GC 834090
Ve NG Mag, Yes: After INon-records - may be obtained from the
Lead Dept. CW-019 Newspaper Clippings Rl_e(;nugi:eerd Mf:),pcr)D, S/ QC & OD |newspaper company; GC §34090
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-5
Image: Destroy
Office of Total Media I:Impoit Paper
Record Retention No. Records Description Retention Vital? Options| M=Mir after Comments / Reference
(OFR) S=Scan Imaged &
Qc'd?

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

If you are the OFR, refer to your department retention schedule.

Retentions begin

when the act is

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

ars), since des

truction is normally performed by file folder.

HOLDS: Litigatio

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

investigations suspend normal retention periods (retention res

umes after settlement or completion).

Human . . o Noi Retain Before Mag, Yes: After |Originals are retained by Human
RESOUICESs CWwW-020 Personnel Files (Department Copies) in Annua_ll Mfr, OD,| S/I QC & OD |Resources: GC §34090.7
Departments § Evaluation Ppr
Shred After
Incor_poration Notes maintained in a separate folder to
o Before Mag, Yes: After |be incorporated into performance
Lead Dept. Cw-021 Personnel Files (Supervisor's Notes) Performance Annual Mfr, OD,| S/I ' . .
Evaluation orl Evaluation Ppr QC & OD eyaliiaitiori, or to document progressive
discipline; GC §34090 et seq.
Documented
Discipline
When No .
Mag, Preliminary Drafts; destroy unnecessary
Lead Dept. CW-022  [Photographs Longet Ppr photographs. GC §834090, 6252, 6254(a)
Required
Lead Dept. Pre-Trip Inspections / Vehicle Safety Checks /
(Who Uses the Cw-023 Daily Vehicle Inspections / Daily Equipment 2 years Ppr GC §34090; 13 CCR 1234(c)
Vehicle) Checks
Mag, Yes: After
Lead Dept. CWwW-024 Public Relations / Press Releases 2 years Mfr, OD,| S/ QC.& oD GC 834090
Ppr
Lead Dept. . . Mag, . Not accessible to the public; Statewide
(Who Ordered | Cw-025 | el Estate Appraisal Reports: Property NOT | 5 Mfr, 0D, S/1 | 1S AN idelines show 2 years: GC §§34090,
the Appraisal) purchased, Loans not funded, etc. Ppr QC & OD 6254(h)
Not accessible to the public until purchase
Lead Dept. . . . . Mag, . has been completed; meets grant auditing
(Who Ordered | CW-026 Efo"il‘;eff;afuﬁgggal'_ﬁnzeports' Purchased M";';‘:;“ - Y.eaf,}ciifsof Mfr, OD, S/ erg &Aggr requirements; 2 CFR 200.334; 24 CFR
the Appraisal) ' Ppr 91.105(h), & 570.502(b); 29 CFR 97.42,
GC §34090
Reference Materials: Policies, Procedures,
Brochures, Flyers, Manuals, Newsletters, etc: When No Mag
Cw-027 Produced by OUTSIDE ORGANIZATIONS Longer Ppr’ Non-Records
(League of California Cities, Chamber of Required

Commerce, etc.)
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-6
Image: Destroy
Office of . ge: Paper
. - Total . Media | I=lImport
Record Retention No. Records Description , Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) 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.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Reference Materials: Policies, Procedures, Mag
Brochures, Flyers, Manuals, Newsletters, Minimum 2 ' Yes: After |Statewide guidelines propose superseded
Lead Dept. Cw-028 Administrative Policies, etc: Produced by years Mr, OD, S /1 QC & OD |+ 2 or 5 years; GC 834090
Ppr
YOUR Department
Reference Materials: Policies, Procedures, Mag
Brochures, Flyers, Manuals, Newsletters, When ' Yes: After oo
Lead Dept. CW-029 Administrative Policies, etc: Produced by Superseded Mflr:,) ?D’ S/ QC & OD Copies; GC §34090.7
OTHER Departments P
. o R Mag, . Administratively and Historically
Lead Dept. CW-030 Sepo;(')s,n?:d SSttl:J;f;(Historically significant P Mfr, OD, S/ YQe(s: &Agtgr significant, therefore retained
g 9 Ppr permanently; GC §34090
Mag Information is outdated after 10 years;
Lead Dept. CW-031 R_ep_o_rts and Studies (other than Historically 10 years Mfr, OD. S/ Yes: After siatevilide gu_ide_li_nes propose 2 years; If .
significant reports - e.g. Annual Reports) Por QC & OD |historically significant, retain permanently;
P GC §34090
. Mag, . .
Lead Dept. CW-032 Special Event Permits Minimum 2 Mfr, OD,| S/1 Yes: After | Department Preference; GC §34090 et
years Ppr QC & OD |seq.
Minimum 2 Mag, Yes: After | Department Preference; GC §34090 et
Lead Dept. CW-033 Special Projects / Subject Files / Issue Files Mfr, OD,| S/ ' P ’
years Ppr QC & OD |seq.
Surveys / Questionnaires (that the City issues).
If a summary of the data is compiled, the survey Mag, Yes: After
Lead Dept. CW-034 forms are considered a draft or transitory 2 years Mfr, OD,| S/I QC.& oD GC 834090
record, and can be destroyed as drafts (When Ppr
No Longer Required)
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Page CW-7

Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS
Image: Destroy
Office of Total Media I:Impoit Paper
Record Retention No. Records Description Retention Vital? Options| M=Mir after Comments / Reference
(OFR) S=Scan Imaged &
Qc'd?

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

Retentions begin when the act is

completed, and imply a full file folder (e.g. last document + 2 years), since des

truction is normally performed by file folder.

HOLDS: Litigatio

Lead Dept.

Training Presented by City Staff - COURSE
RECORDS

W- . .
CW-035 (Attendance Rosters, Outlines and Materials;
includes Ethics, Harassment, & Safety Training

& Tailgates)

5 years

n, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention res

umes after settlement or completion).

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

Department preference; Ethics Training is
5 years; Statewide guidelines propose 7
years; Calif. Labor Division is required to
keep their OSHA records 7 years;
EEOC/FLSA/ADEA (Age) requires 3 years
for promotion, demotion, transfer,
selection, or discharge; State Law requires
2 -3 years for personnel actions; 8 CCR
§3203 et seq., 29 CFR 1627.3(b)(ii), LC
§6429(c); GC 8812946, 34090, 53235.2(b)
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Page CM-1

Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY MANAGER
Destroy
Image:
Office of Total Media | I=lImport Paper
) _— 1o
Record (OFR) Retention No. Records Description Notention Vital? Options | M=Mir lr:;tg;d Comments / Reference
S=Scan & 0C'd?

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

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

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

CITY MANAGER

City Manager CM-001 Econqmlc Development'PrOjects / Business § Minimum 2 Mag, Ppr Department Preference; GC 834090 et seq.
Recruitment and Retention years
Legislative Advocacies, Support or Minimim 2
City Manager CM-002 Opposition to proposed Federal or State s Mag, Ppr Department preference; GC §34090
Legislation Y
City Manager CM-003 Prole(_:ts / Subject Files (Subject will change FMinimum 2 Mag, Ppr Department Preference; GC §34090 et seq.
over time) years
Yes:
When No . . )
. Mag, Mfr, After  |Preliminary Drafts (Invoices are the final record);
Finance CM-004 Travel Arrangements Longer oD, Ppr S/ QC'd & |GC §34090 et seq.
Required oD
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Ver. 4.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-1

Office of
Record
(OFR)

Retention No.

Records Description

Total
Retention

Vital?

Media
Options

Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QcC'd?

Comments / Reference

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

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

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

CITY CLERK
Affidavits of Publications / Affidavits of Posting . Brown Act challeng(?s must be fllled' WIFhIn 30
. . . ; Mag, Mfr, Yes: After |or 90 days of action; Statute of Limitations on
City Clerk CC-001 Notices / Legal Advertising / Notices / Proofs 2 years S/ - . . .
L . . . OD, Ppr QC & OD |Municipal Government actions is 3 - 6 months;
of Publications / Public Hearing Notices
GC 8834090, 54960.1(c)(1)
Agenda Packets: City Council,
Redevelopment Agency / Successor
CityClerk | cc-002 |Agency, Oversight Board p '\éag’ F'\,"pf:' S/l Eeé &A(‘;t[e)r Department preference; GC §34090
Includes Financial Reports, Audits, ACFR and
Budgets
Agreements & Contracts - ALL
(INFRASTRUCTURE, OR IF IMAGED, JPAs,
MOUs)
Agreement or Contract includes all contractual -
obligations (e.g. Specifications and Successful Department Preference; All infrastructure
Proposal or Scope of Work), Insurance contracts should be permanent for emergency
Certificates ) ) preparedness; Statute of Limitations is 4 years;
City Clerk CC-003 P \E:ecfr.n El’stfi%rne l\él)ag, Ig/lf: S/l YQecs:.&Aétgr 10 years for Errors & Omissions; land records
P P are permanent by law; CCP 8337 et. seq., GC
Examples of Infrastructure: Architects, Buildings, _§34090; Contractor has retention requirements
bridges, covenants, development, environmental, in 48 CFR 4.703
Joint Powers, MOUs, park improvements, property &
property restrictions, redevelopment, reservoirs,
sewers, sidewalks, street & alley improvements,
settlement, subdivisions, utilities, water, etc.
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If the record i

s not listed here, refer to the Retention for City-Wide Standards .

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Agreements & Contracts - ALL (NON-
INFRASTRUCTURE, Professional Services
Agreements, Tenant / Lease Agreements -
NOT IMAGED)
Department Preference; Statute of Limitations
Agreement or Contract includes all contractual is 4 years; 10 years for Errors & Omissions;
City Clerk Cc-004 | obligations (e.g. Specifications and Successful Completion fYes: Before Mag, Mfr, S/l Yes: After |land records are permanent by law; CCP
Proposal or Scope of Work), Insurance + 10 years | Completion | OD, Ppr QC & OD |88337. 337.1(a), 337.15, 343; GC 834090,
Certificates Contractor has retention requirements in 48
CFR 4.703(a)
Examples of Non-Infrastructure: Consultants,
Franchises, Landscaping, Painting, Slurry Seals
(Paving), Tree Trimming, Leases, Personnel,
Professional Services, etc.
. Board & Commission / Committee Maddy Act Yes: After
City Clerk | CC-005 |0t o Notices y 2 years Mag, Ppr oc & Op | CC 834090
Bonds: CIP Labor & Materials, Construction Release of
City Clerk CC-006 Bonds, Indemnity Bonds, Performance Bonds, jBond / Letter Mag, Ppr Security; GC 834090
Letters of Credit of Credit
City Clerk CC-007 City Articles of Incorporation P I\éagl, g/lpf: S/l \gaé.&A(f)tgr Department preference; GC §34090
Fne Yes: Until |Mag, Mf Yes: Aft Departmeni Przf_?_rencte | I\geectis msl:ntidtpalf
. . . . . ‘ es: Unti ag, Mfr, es: After |government auditing standards; Statute o
City Clerk CC-008 Claim for Damages / Claims Against the City Re;c;lgg:)sn 1 settlement oD, Ppr S QC & OD |Limitations is 4 years; CCP §§337 et seq.,
343; GC §34090,
_ _ . _ Final _ Department Pref_e_rence; Meets municipal
City Clerk CC-009 C!a|m fgr Damages / Claims Against the City / Resoliition + Yes: Until |Mag, Mfr, S Yes: After g_ovgrn'ment_ auditing standards; Statute of
City Reimbursement and Insured (ICRMA) 5 years Settlement | OD, Ppr QC & OD |Limitations is 4 years; CCP §8337 et seq.,

343; GC §34090,
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If the record i

s not listed here, refer to the Retention for City-Wide Standards .

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Department Preference; Meets municipal
. . Mag, Mfr, Yes: After |government auditing standards; Statute of
City Clerk €C-010 Claim Loss Runs > years oD, Ppr S QC & OD |Limitations is 4 years; CCP 88337 et seq.,
343; GC 834090,
Filing System / Subject Files / Function Filing
System - HISTORICALLY SIGNIFICANT, Yes: After
CityClerk | (CC-011 |LAND, PLANNING, CAPITAL P Mag, Ppr 52 N O[e) Department preference; GC §34090
IMPROVEMENT INFRASTRUCTURE
PROJECTS
. Filing System / Subject Files / Function Filing § Minimum 2 Yes: After .
City Clerk CC-012 System - NOT HISTORICALLY SIGNIFICANT] years Mag, Ppr QC & OD Department preference; GC §34090
. FPPC Economic Interest Filings (FPP.C 700 Mag, Mfr, Yes: After |City maintains original statements; GC
City Clerk CC-013 Series Forms - Statement of Economic 7 years OD. Por S/ 2 years  |§81009(d)(e)(N&(q)
Interests): ALL 7P y g
City Clerk CC-014 FPPC Form 801 (Gift to Agency Report) 7 years Mag, Ppr S/l Ygs):/e,::;er Must post on website; GC §81009(e)
. FPPC Form 802 (Event Ticket / Pass Yes: After |Should post on website for 4 years; GC
City Clerk CC-015 Distributions Agency Report) ¢ years Mag, Ppr S/ 2 years |881009(e)
City Clerk | CC-016 | FPPC Form 803 (Behested Payment Report) | 7 years Mag, Ppr| S/I Ygs;eg:;er GC §81009(e)
. i FPPC Form 806 (Agency Report of Public Yes: After |Must post on website; 2 CCR 18705.5; 2 CCR
City Clerk | CC-017 | ¢ficial Appointments) 7 years Mag, Ppr| S/l 2 years |18702.5(b)(3); GC §34090; GC §81009(e)
- - - CITY CLERK ELECTIONS (CONSOLIDATED)
Campaign Filings (FPPC 400 Series Forms & ] . ]
CityClerk | CC-018 |Form501): UNSUCCESSFUL 5 years '\éag’ F'\,"f:' S/l Ygs'egler Z%pgg;no‘ifg(z‘;gft)”“”ed for atleast 2 years;
CANDIDATES P y g
Campaign Filings (FPPC 400 Series Forms & .
. . Mag, Mfr, Yes: After |Paper must be retained for at least 2 years;
City Clerk CC-019 Form 501): SUCCESSFUL CANDIDATES P oD, Ppr S/l 2 years |GC §81009(b)&(g)

(Elected Officials)
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If the record i

s not listed here, refer to the Retention for City-Wide Standards .

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Campaign Filings (FPPC 400 Series Forms): ) . .
City Clerk | (CC-020 |THOSE NOT REQUIRED TO FILE ORIGINAL | 4 years Mag, Mir,| o, | Yes: After |Paper must be retained for at least 2 years;
. OD, Ppr 2years |GC §81009(f)&(g)
WITH CITY CLERK (copies)
Campaign Filings (FPPC 400 Series Forms): ) . .
City Clerk | (CC-021 |OTHER COMMITTEES (PACS - not candidate] 7 years Mag, Mir,| o, | Yes: After |Paper must be retained for at least 2 years;
oD, Ppr 2years |GC §81009(c)&(g)
controlled)
Department Preference; Statewide guidelines
Candidate File: Nomination Papers, Candidatej] Term of ) proposes 4 years for s%uccessful candidates, 2
. . . : Mag, Mfr, Yes: After |years for unsuccessful; CA law states term of
City Clerk CC-022 Statement Forms, Ballot Designation Forms, Office + 4 S/ ) S
OD, Ppr QC & OD |office and 4 years after the expiration of term
etc. - SUCCESSFUL CANDIDATES years ) .
and does not delineate between the two; EC
§17100
Statewide guidelines proposes 4 years for
Candidate File: Nomination Papers, Candidate . . successful candidates, 2 years for
. . . Election + 4 Mag, Mfr, Yes: After ) .
City Clerk CC-023 Statement Forms, Ballot Designation Forms, oars OD. Por S/l QC & 0D unsuccessful; CA law states term of office and
etc. - UNSUCCESSFUL CANDIDATES y P 4 years after the expiration of term and does
not delineate between the two; EC 817100
Elections - GENERAL, WORKING or
ADMINISTRATION Files (Correspondence,
Applications to fill a Vacancy on the City
. Council, Precinct Maps, County Election Minimum 2 Mag, Mfr, Yes: After
City Clerk cc-024 Services, Candidate Statements to be printed years OD, Ppr S/ QC & OD GC 534090
in the Sample Ballot, Polling Locations and
Precinct Board Members, Notices, Postings,
etc.)
Not accessible to the public; The 8 month
. - o retention applies after election results, or final
. Elections - Petitions (Initiative, Recall or Results + 8 L . .
City Clerk CC-025 Referendum) - IF SUFFICIENT months Ppr examination if no election, unless there is a

legal or FPPC proceeding. EC §817200(b)(3),
17400
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If the record i

s not listed here, refer to the Retention for City-Wide Standards .

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Final Not accessible to the public; The 8 month
Elections - Petitions (Initiative, Recall or Examination retention applies after election results, or final
City Clerk CC-026 Referendum) - IF INSUFFICIéNT + 1 year Ppr examination if no election, unless there is a
after petition legal or FPPC proceeding. EC §817200(b)(3),
examination 17400
. Prop. 218 (Property-based fees - Sewer, Solid
City Clerk CC-027 Waste, Water) Mailing List, Master File 2 years Mag, Ppr GC 853753(e)(2)
Prop. 218 (Property-based fees - Sewer, Solid
City Clerk CC-028 Waste, Water) Protest Letters / Ballots, 2 years Mag, Ppr GC 853753(e)(2)
Tabulation
. Prop. 218 (Property-based fees - Sewer, Solid | Superseded .
City Clerk CC-029 Waste, Water) Mailer / Notice + 2 vears Mag, Ppr Department preference; GC 853753(e)(2)
(End of Elections Section)
. : Enterprise System Catalogue (Listing of When
City Clerk CC-030 Enterprise-wide Software, posted on line) Superseded ves Mag. GC 834090 et seq.
Historical Records, Photographs, & Historical City Clerk determines hlstqucal S|gn|f|cance;
Projects (e.g. City Anniversaries Mag, Mfr Yes: After records can address a variety of subjects and
City Clerk CC-031 e S P o S/l o media. Some media (e.g. audio and video
Incorporation, City Seal, Awards of significant oD, Ppr QC'd & OD - -,
historical interest, Grand Openings, etc.) tape) may be limited because of the media's
' . life expectancy; GC §34090
. . ) . . Department Preference; Statute of Limitations
City Clerk CC-032 g‘nsirilii]iﬁ:tglrc(a:f:t:gi can't be matched to 11 years Yesp.aiL(Jjntll I\éag, g/'f: S/lI \gag.&Acf)tgr is 10 years for Errors & Omissions; CCP
g P §§337. 337.1(a), 337.15, 343; GC §34090
Final Department Preference; Meets municipal
. . o ; Yes: Until |Mag, Mfr, Yes: After |government auditing standards; Statute of
City Clerk cC-033 Lawsuits / Litigation Re;ol;;l:)sn . Settlement | OD, Ppr S QC & OD |Limitations is 4 years; CCP 88337 et seq.,
y 343; GC §34090,
Minutes: City Council, Redevelopment Mag. Mir
City Clerk CC-034 Agency / Successor Agency, Oversight P Olg’ Ppr’ S/l No GC 8§34090(e)

Board
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Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
) . Department Preference; Statute of Limitations:
Citv Clerk CC-035 ggts?;r?/f\;ﬁ(éﬁpggmgiﬁ/ gg;?;cgr Separation + Mag, Mfr, S/l Yes: After |Public official misconduct is discovery of
y Commission Merﬁberﬁ onl ' 6 years oD, Ppr QC'd & OD |offense + 4 years, GC 8836507, 34090; PC
y §8801.5, 803(c); 29 USC 1113
CityClerk | CC-036 |Ordinances p Mag, Mfr,| o | No  |GC §34090(e)
OD, Ppr
. Public Records Requests / Subpoenas Duces Mag, Mfr, Yes: After
City Clerk CC-037 Tecum (Excludes Police) 2 years oD, Ppr S/l QC & OD GC 834090
Recorded Documents: Deeds, Easements,
. Orders of Condemnations, Right of Ways, Mag, Mfr, Yes: After
City Clerk cC-038 Abandonments / Vacation, Liens / Lien F OD, Ppr S/l QC & OD GC §34090(a)
Releases
Department preference; Audio Required for 30
. i Recordings: Audio or Video of City Council, Minimum 4 days; GC §54953.5(b); video recordings of
City Clerk CC-039 Boards, Committees, Commissions years Mag meetings are required for 90 days; GC
§34090.6
. Records Destruction Authorization Forms & Mag, Mfr, Yes: After .
City Clerk CC-040 Certifications (All Departments) 10 years oD, Ppr S/ 0C'd & OD Department preference; GC 834090
. Records Retention Schedule Amendments / Mag, Mfr, Yes: After .
City Clerk CC-041 Authorization Forms (All Departments) P oD, Ppr S/ QC'd & OD Department preference; GC §34090
. Resolutions: City Council, Redevelopment Mag, Mfr,
City Clerk CC-042 Agency / Successor Agency, Oversight Board i oD, Ppr S/ No GC §34090(e)
. Secretary of State Statement of Facts /
City Clerk CC-043 Registry of Public Officials 2 years Mag, Ppr GC 834090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

COMMUNITY DEVELOPMENT / ADMINISTRATION

Dgsgromlsnn;%/ CD-001 Health & Education Commission - AGENDAS & Minimum 2 M,f\:lag'[) S/l Yes: After|Department Preference; GC 834090 et
P STAFF REPORTS years ! ' QC & OD |seq.
Admin. Ppr
Communit Department preference; Audio Required
Develo merzlt/ CD-002 Health & Education Commission - AUDIO or Minimum 4 Ma for 30 days; GC §54953.5(b); video
Adrgin VIDEO RECORDINGS years 9 recordings of meetings are required for
' 90 days; GC §34090.6
Community Mag, Yes: After
Development / CD-003 Health & Education Commission - MINUTES P Mfr, OD, S/l ' GC 8§34090(a)
- QC & 0OD
Admin. Ppr
COMMUNITY DEVELOPMENT / BUILDING & SAFETY
Community
Development / . - . Mag, Yes: After
Building & CD-001 Address Files / Building Permits P Yes (all) | Mfr, OD, S/l QC & OD GC 834090, H&S 819850
Ppr
Safety
Community
Development / - . . Department Preference - Data is
Building & CD-002 Building Permit Database (Open Gov) Indefinite Yes (all) Mag interrelated: GC §34090, H&S §19850
Safety
Community . Department preference; Preliminary
Development / i Mag, Yes: After|drafts not retained in the ordinary course
Building & CD-003 Building Plans - Cancelled or Withdrawn Cv?/?tiilrzsw?r Mflr:,) (?D, S/l QC & OD |of business: CBC §104.7; H&S§19850,
Safety P GC §34090
Community Minimum Mag
Development / - . ' Yes: After|Department preference; CBC §104.7;
Building & CD-004 Building Plans - Expired After_ Mfr, OD, S/l QC & OD |H&S§19850, GC §34090
Safety Expiration Ppr
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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 folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Community Mag Department Preference; Law requires for
Development / Building Plans - Finalled - TENANT ' Yes: After|the life of the building for commercial and
Building & €D-005 IMPROVEMENTS s ves (all) MfrF,) OrD’ S/ QC & OD |common interest dwellings only; CBC
Safety P 104.7 & 107.5, H&S819850, GC 834090
pevelopment/ Buiding Plans - Finalled - INDUSTRIAL, Mag Ves: Ao the e of the biing for commercial and
op CD-006 COMMERCIAL, MULTI-FAMILY DWELLINGS, > Yes (all) | Mfr, OD, S/l ’ . g x )
Building & PLACES OF PUBLIC ACCOMMODATION Por QC & OD |common interest dwellings only; CBC
Safety P 104.7 & 107.5, H&S819850, GC 834090
Department preference; State law
requires plans need not be filed for
pevetopment Buiding Plans - Finalled - SINGLE FAMILY Mag, Ves: Afer|appurienances, fammsitanches, Laory.
op CD-007 |RESIDENTIAL - SFR and APPURTENANCES 180days | Yes(al) |mfr,0D,| S/I : ppurtenances, g y
Building & Enerav Calculations. Structural Calculation Por QC & OD |with bearing walls less than 25'; CBC
Safety ergy Laiculations, structural L-ajculations P requires 180 days from completion date;
CBC 104.7 & 107.5, H&S819850, GC
§34090
Community Minimum Mag
Development / California Building Codes / Uniform Building While ' Yes: After
Building & €D-008 Codes Ordinance is Mir, OD, S QC & OD GC 850022.6
: Ppr
Safety in Force
D(e:\(/)QOmlrJnneltnyt/ Mag, Yes: After
op CD-009 Certificate of Occupancy (CofO) P Yes (all) | Mfr, OD, S ’ Department Preference; GC §34090
Building & QC & OD
Ppr
Safety
Community .
DeveBmEnt 1 | 010 e e T e oand | 2yems o, s Yes Ater Deparment peerence et v e
Building & ! P y N QC & OD |Building Permit file); GC §34090
Safety from Architects) Ppr
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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 folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Community Mag
Development / . . When Permit ' Yes: After|Department Preference (Preliminary
Building & CD-011 | Correction Notices is Finalled MfrF; ?D' S| Qc & OD |Drafts); GC §34090
Safety P
Dg\?erromzwnelgt/ Mag, Yes: After
- op CD-012 Geotechnical and Soils Reports (all) P Mfr, OD, S/ ’ Department Preference; GC 834090
Building & QC & OD
Ppr
Safety
Community
Development / Mag, Yes: After
[N CD-012.1 |Grading & Construction Permits P Mfr, OD, S/l ’ Department Preference; GC 834090
Building & QC & OD
Ppr
Safety
Community Mag
Development / . . When Permit ' Yes: After|Department Preference (Preliminary
Building & CD-013 Plan Check Comments (Site Plan File) i Finalled Mflr:,) ?D, S QC & OD | Drafts): GC §34090
Safety P
Community Mag
Development / . After Permit ' Yes: After|Department Preference (Preliminary
Building & CD-014 |Stop Work Notices is Finalled Mf:; ?D’ S | Qc & OD |Drafts); GC §34090
Safety P
CODE ENFORCEMENT
Community Code Enforcement / Abatement Case Files . ) .
Minimum 2 J Yes: Until
Development / CD-015 (Includes appeals and Code Enforcement : Mag, Ppr Department preference; GC 834090
. years Resolution
Code Enforce. Complaint Letters)
Community . . — Mag, Yes: After
Development/ | CD-016 | 1ering Officer Determinations (for appeals of 2 years Mfr,OD,| S/I | QCd& |GC §34090
Code Enforcement Actions)
Code Enforce. Ppr oD
Community Minimum 2 Mag, Yes:
Development / CD-017 Notice of Violations ./ Code Enforcement Citations oare Mfr, OD, S/l When |Department preference; GC 834090
Code Enforce. 4 Ppr Inactive

HOUSING & ECONOMIC DEVELOPMENT
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If the record is no

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

Retentions begin

when the act is

completed, and imply a full file folder (e.g. last document + 2 years), since dest

ruction is normally performed by

file folder.

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

retention periods (retention resu

mes after settlement or completion).

Not all internal communications and
notes are required to be saved; "E-mails
that do not provide insight into the project
or the agency’s CEQA compliance with

Dg\?gomzqne'%/ Correspondence or Staff Notes - Related to a Project respect to the project — are not within the
P CEQA Permit where Housing is the Lead Approval or scope of section 21167.6, subdivision (e)
Housing & CD-018 . . Mag, Ppr ined."
Economic Department (Environmental Impact Reports, Denial and need not be retained." Golden Door
EIRs, Negative Declarations, etc.) + 2 years Properties, LLC v. Superior Court of San
Development ’ ’ . .
Diego County (County of San Diego, et
al., Real Parties in Interest) (53
Cal.App.5th 733); PRC 21167,6; GC
§34090
Community Environmental Determinations (Finals): Usually filed in the project file; Final
Development / . . Mag, . . L
. Environmental Impact Reports (EIRs), Negative Yes: After|environmental determinations are
Housing & CD-019 . P Mfr, OD, S . " .
Economic Declarations, etc.) / CEQA Por QC & OD |required to be kept a "reasonable period
Where Housing is the Lead P of time"; 14 CCR §15095(c); GC §34090
Development
Meets auditing standards; Grants covered
by a Consolidated Action Plan are
) After Funding requw_ed for 5 years; Uniform Admin.
Community Agency Requirements for Grants to Local
Development / Audit. if Governments is 3 years from expenditure
Housing & CD-020 CDBG / Sub-Recipient Grants Agreements requiréd . Mag, Ppr report or final payment of grantee or
Economic Minimum & subgrantee; statewide guidelines propose
Development years 4 years; 2 CFR 200.334; 24 CFR

91.105(h), 92.505, 570.490, &
570.502(a&b), 29 CFR 97.42; OMB
Circular A-110 & A-133; GC 834090
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If the record is no

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

Retentions begin

when the act is

completed, and imply a full file folder (e.g. last document + 2 years), since dest

ruction is normally performed by

file folder.

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

retention periods (retention resu

mes after settlement or completion).

Community
Development / . L . ) i
- i Housing Applications Rejected (First Time Home
Housmg.& €b-021 Buyers, Life/Safety, Rehabilitation, HOME, etc.) S years Mag, Ppr GC 534090
Economic
Development
5 years after HUD requw-es 5 years af_ter the_ project
_ _ _ the completion; documents imposing
Housing Programs: Affordable Housing Projects, Affordabilit recapture / resale restrictions are 5 years
Community HOME, Rehabilitation, CDBG-funded Housing 0 after the affordability period terminates;
: Period . . .
Development / Projects, etc. ; Mag, . Uniform Admin. Requirements for Grants
- Terminates, Yes: After .
Housing & CD-022 ; Mfr, OD, S/lI to Local Governments is 3 years from
: . or the Writtenfl QC & OD . . . .
Economic WITH a Recapture / Resale Restriction Ppr expenditure report; statewide guidelines
Agreement . .
Development Terminaios propose 4 years; 2 CFR 200.334; 24
Send all Deeds to the City Clerk Whichever i:s CFR 92.508(a)&(c) & 570.502(a)(16),
oot 982.158, 884.214; 29 CFR 97.42, GC
d §34090
HUD requires 5 years after the
. Housing Programs: CDBG-funded Housing agreement terminates; Consistent with
Community . . . )
Projects, etc. Consolidated Plan Requirements;
Development / Mag, . . .
Housing & CD-023 Loan Pay-off Mfr OD S/l Yes: After|Required for 3-4 years from expenditure
Econorgrllic WITHOUT a Recapture / Resale Restriction + 5 years P’ ; ' QC & OD |or performance report; 2 CFR 200.334;
Develooment P 24 CFR 92.508(a)&(c) & 570.502(a)(16),
P Send all Deeds to the City Clerk 982.158, 884.214; 29 CFR 97.42, GC
§34090
LAND DEVELOPMENT
Community Geotechnical and Soil Reports / Hydrology Mag
Development / Reports / Preliminary Studies / Project ! Yes: After .
Land €D-024 Assessments - Where Community Development P Mf:;pcr)D’ S/ QC & OD Department Preference; GC §34090

Development

is the Lead
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-6
(Building, Code Enforcement, Housing & Econ. Development, Land Development, Planning )
Destroy
Image:
Office of . - Total N Media | I=Import Paper
Record (OFR) Retention No. Records Description netention Vital? Options | M=Mfr lm:;t:(rj . Comments / Reference
S=Scan QC'd’?

If the record is no

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

Retentions begin

when the act is

completed, and imply a full file folder (e.g. last document + 2 years), since dest

ruction is normally performed by

file folder.

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

Community
Development /
Land
Development

CD-025

Land Development / Private Development:
Permanent File

Drainage, Driveway, Encroachments, Grading
Permits & Plans, Rights of Way, Soils Reports,
Stormwater, Private Lab Verifications, Testing
Lab Final Reports etc.

Dedications, Easements, Abandonments (City
Clerk is OFR)

retention periods (retention resu

mes after settlement or completion).

Yes: Until
Completed

Mag,
Mfr, OD,
Ppr

S/

Yes: After
QC & OD

Department preference; retained for
disaster preparedness purposes;
Statewide guidelines propose Permanent
for Infrastructure plans; Final
environmental determinations are
required to be kept a "reasonable period
of time"; 14 CCR §15095(c); CCP 8337
et. seq., GC 834090

PLANNING / FORMER REDEVELOPMENT AGENCY
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-7
(Building, Code Enforcement, Housing & Econ. Development, Land Development, Planning )

Destroy
Image:
Office of Total Media | I=Import Paper
. - N
Record (OFR) | Fetention No- Records Description Retention Vital Options | M=Mfr after Comments / Reference
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.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

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

(Includes Associated CEQA Noticing, Conditions
of Approval, Environmental Determinations, Staff
Reports, Plans)

Examples:

Conditional Use Permits (CUPS)
Density Bonus

Development Permit : " ;
General Plan / General Plan Amendments e ves Mf:{,;?D’ S/ QC & 0OD ;efc:#:]rzfj; E%g:%%gggg;?g%;ggggo’
Lot Line Adjustment 34090.7

Master Plan

Public Art

Rezones

Specific Plan

Tentative Subdivision Maps / Parcels Maps
Use Permits

Variance

Zoning Clearance

Zoning Ordinance / Updates

Department preference; Final

Mag, environmental determinations are

Community Yes: After

Development / CD-026
Planning

Community . . —_ Mag, .
Development / CD-027 Annexations / Boundaries / Consolidations / p Mfr, OD, S/l Yes: After minute
. LAFCO QC &OD
Planning Ppr

Community When No
Development / CD-028 Census, Demographics Longer Mag, Ppr (Non-Records - Census Bureau is OFR)
Planning Required
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Ver. 3.0

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT
(Building, Code Enforcement, Housing & Econ. Development, Land Development, Planning )

Page CD-8

Destroy
Image:
Office of Total Media | I=Import Paper
. _— N
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr after Comments / Reference
S=Scan Imaged &
- Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Not all internal communications and
notes are required to be saved; "E-mails
Environmental Determinations: Environmental that do not pr(?V|de insight |nt9 the prpject
. . or the agency’s CEQA compliance with
Impact Reports (EIRs), Negative Declarations, : . -
. Project respect to the project — are not within the
Community etc.) / CEQA ! .
Approval or scope of section 21167.6, subdivision (e)
Development / CD-029 : Mag, Ppr - "
. . Denial and need not be retained." Golden Door
Planning Correspondence and staff notes that provide : .
NN . , + 2 years Properties, LLC v. Superior Court of San
insight into the project or the agency’s CEQA . .
compliance with respect to the project Diego County (County of San Diego, et
P P pro) al., Real Parties in Interest) (53
Cal.App.5th 733); PRC 21167,6; GC
§34090
Environmental Determinations: Environmental Usually filed in th iect file: Final
Community Impact Reports (EIRs), Negative Declarations, Mag, sually fied in the project e, Fina
Yes: After|environmental determinations are
Development / CD-030 etc.) / CEQA P Mfr, OD, S . " .
Planning Inside City boundaries - Where Planning is the Ppr QC & OD |required to be kept a "reasonable period
Lead of time"; 14 CCR 8§15095(c); GC §34090
Former Redevelopment Agency Projects and
Community Plans - HISTORICAL Yes:
Development / CD-031 10 years During |Mag, Ppr Department preference; GC88§34090
Planning Send all Real Property, Deeds, Easements, Event
Rights of Ways to the City Clerk.
Community . Yes:
Development / CD-032 Former Redevglopnjent Agency Projects and 10 years During |Mag, Ppr Department preference; GC8834090
. Plans - NOT Historical
Planning Event
Community Mag, Yes: After
Development / CD-033 General Plan, Elements and Amendments P Mfr, OD, S/l ’ Department preference; GC §34090
. QC & OD
Planning Ppr
Community Mag, Yes: After g:\lji?cl)lzrjwlf:t;rll (gztie?rrr?i]::ttigﬁ f':rlgal
Development / CD-034 Long Range Planning / Planning Studies P Mfr, OD, S ’ . " .
Plannin Por QC & OD |required to be kept a "reasonable period
g P of time": 14 CCR §15095(c): GC §34090
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

(Building, Code Enforcement, Housing & Econ. Development, Land Development, Planning )

Page CD-9

Destroy
Image:
Office of Total Media | I=Import Paper
. - N
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr after Comments / Reference
S=Scan Imaged &
- Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the actis completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Community s Mag, .
Development / CD-035 Master Plans, Specific Plans, Land Use Plans and P Mfr, OD, S/ ves: Aiter Department preference; GC §34090
. Amendments QC & OD
Planning Ppr
Community When No . . .
Development / CD-036 Materials Boards Longer Mag, Ppr Pre_Iiminary drafts not r_etain.ed in the
. : ordinary course of business; GC §34090
Planning Required
Community Planning Commission - AGENDAS & STAFF Minimum 2 Mag, Yes: After|Department Preference; GC §34090 et
Development / CD-037 Mfr, OD, S/
. REPORTS years QC & OD |seq.
Planning Ppr
Communit Department preference; Audio Required
y Planning Commission - AUDIO or VIDEO Minimum 4 for 30 days; GC §54953.5(b); video
Development / CD-038 Mag . . .
Plannin RECORDINGS years recordings of meetings are required for
9 90 days; GC §34090.6
Community Mag, Yes: After
Development / CD-039 Planning Commission - MINUTES P Mfr, OD, S/lI ’ GC 8§34090(a)
. QC & OD
Planning Ppr
Temporary Permits: Activity in Public Places /
Banner Permits / Child Care Permits / Christmas
Community Tree Lots / Film Permits / Home Enterprise / Eaiation + Yes:
Development / CD-040 Pumpkin Lots / Sidewalk Dining / Special Event 5 eare During |[Mag, Ppr Department preference; GC8834090
Planning Permits / Temporary Use Permits (TUP) / y Event
Temporary Signs / etc. (Approved &
Unapproved)
Community Mag,
Development / CD-041 Zoning Maps (Historically Significant) P Yes (all) | Mfr, OD, S No Department Preference; GC §34090
Planning Ppr
Community Mag, . CoL
Development / CD-042 Zoning Ordinance Amendments / Zone Changes P Yes Mfr, OD, S/l ves: After/Department Preference (copies); GC
Planning Ppr QC & OD |§34090.7
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Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-1
Office of Media | 1Lmport| Paper atter
Record Retention No. Records Description Total Retention Vital? . —mp P Comments / Reference
(OFR) Options | M=Mfr 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.

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

FINANCE / ACCOUNTS PAYABLE & PURCHASING

. Department Preference; IRS: 4 years
Finance / after tax is due or paid (longer for
Accounts 1099's / 1096's / DE542 (California Report Mag, Mft, Yes: After o P ong .
Pavable & FIN-001 of Independent Contractors) 5 years OD. Por S/l QC & OD auditing & contractor delinquency); Ca.
Purihasin P P FTB: 3 years; 26 CFR §31.6001-1(e)(2),

9 R&T §19530, GC §34090; 29 USC 436
Department preference for grant audits;
5 years meets municipal government
Accounts Payable / Purchase Orders / auditing standards and Statute of
Finance / Invoices and Backup / Warrants / Refunds Limitations for contracts; Purchasing
Accounts FIN-002 / Credit Card Statements / P-Card S voars Yes: Until |Mag, Mfr, S/l Yes: After |preference for P-Card Invoices (48 CFR
Payable & Statements / Energy Rebates Y Paid OD, Ppr QC & OD |4.805 requires Federal Agencies to
Purchasing (Includes Invoices, Travel Expense retain their contracts, unsuccessful &
Reimbursements, etc.) successful proposals 6 years after final
payment); CCP 8337 et. seq.; GC
§34090
Finance / L
Accounts Vendor Inactive | Yes: Until |Mag, Mfr, Yes: After Meets IRS Auditing Standards (3 yeallrs
FIN-003 W-9s . S/ after the last payment to the vendor);
Payable & + 3 years Paid OD, Ppr QC & 0OD
. GC §34090
Purchasing
FINANCE / ACCOUNTS RECEIVABLE
Accounts Receivable / Revenue / Business
License Applications, Renewals, Tax
Receipts / Animal License, Casino Activity
Finance / Reports and Revenue, Citations, Our
Accounts FIN-004 Invoices to Outside Entities: Insurance £ vears Yes: Until |Mag, Mfr, S/l Yes: After |Department preference; Meets auditing
- Companies, Franchise Fees, DUI Billing, y Paid oD, Ppr QC & OD |standards; GC §34090 et seq.
Receivable .
Transient Occupancy Tax (TOT), Alarm
Billing, Auctions of Surplus Property, Credit
Card Payment Receipts, Tenant Billing,
etc.
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RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-2

. Image: Destroy
Office of Media |I=lmport | Paper after
Record Retention No. Records Description Total Retention Vital? . —mp P Comments / Reference
(OFR) Options | M=Mfr 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.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Finance /

Accounts FIN-005 Cash Receipts, Rents, Other Income, = vears Mag, Mfr, S/l Yes: After |Department preference; Meets auditing
. Credit Card Settlements y oD, Ppr QC & OD |standards; GC 834090 et seq.
Receivable
FINANCE / DEBT SERVICES
Bonds & Bond Sales / Official Statements / D.ep.art.m ent Preference; Statute of
. - L Limitations for bonds, mortgages, trust
Transcripts / Certificates of Participations . )
o . deeds, notes or debentures is 6 years;
. (COPs) - Includes Continuing Disclosure . . .
Finance / FIN-006 ReDOItS Fully Defeased +] Yes: Until Mag. Por Bonds issued by local governments are
Debt Services P 10 years Maturity 9. Fp 10 years; There are specific
requirements for disposal of unused
iﬁ:ﬂiizk Statements for statement bonds; CCP 8336 et seq. 337.5(a); 26
' CFR 1.6001-1(e): GC 843900 et seq.
FINANCE / GENERAL LEDGER
Finance / Financial Services Database (Central Data Fields / Records are interrelated;
General FIN-007 = Indefinite Yes Mag '
Square / Tyler) GC §34090
Ledger
Finance / When No Longer Mag, Mfr Yes: After |Preliminary drafts / content not
(Ezggre?' FIN-008 | Audit Work Papers Required oo, ppr | S'! QC &OD |substantive; GC §34090
. . . Department Preference (copies - City
. Audits - Annual Financial Reports / Annual Mag, Mfr, Yes: After L )
City Clerk FIN-009 Comprehensive Financial Report (ACFR) P oD, Ppr S/l QC & OD gilgeéggrgt?ms in the Agenda Packet); GC
Finance / Audits - Single Audits, Grant Audits, IRS Mag. Mir Yes: After Department Preference (meets
General FIN-010 Audits, Transportation Audits, PERS Audit, 5 years ODg, P r’ S/ QC.& oD municipal government auditing
Ledger etc. P standards); GC §34090
Finance / . Department Preference; meets auditing
I Mag, Mfr, Yes: After .
General FIN-011 Bank Statements, Bank Reconciliations 5 years S/l standards; GC §34090, 26 CFR 31.6001
OD, Ppr QC & OD
Ledger 1
Finance / . . . -
General FIN-012 Banking Transactions, Bank Wire E yoare Mag, Mfr, S/l Yes: After |Department Preference; meets auditing
Ledger Transactions, Confirmations y oD, Ppr QC & OD |standards; GC §34090
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RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-3

. Image: Destroy
Office of Media |I=lmport | Paper after
Record Retention No. Records Description Total Retention Vital? . ~'mp P Comments / Reference
(OFR) Options | M=Mfr 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.

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

Mag. Mir Yes: After Department Preference (copies - City
City Clerk FIN-013 Budgets - Finals and Amendments P 9 IS/ ’ Clerk retains in the Agenda Packet); GC
oD, Ppr QC & OD
§34090.7
Finance / When No Longer
General FIN-014 Budgets Work Papers . g Mag, Ppr Preliminary drafts; GC §34090
Required
Ledger
Finance / - .
Mag, Mfr, Yes: After |Meets municipal government auditing
General FIN-015 Checks / Warrants (Cashed) 5 years oD, Ppr S/ QC&OD |standards: GC § 34090
Ledger
Finance / .
General FIN-016  |Checks / Warrants (VOIDED) ¥hen No Lenger Mag, Mir,| o, | Yes: After |o o iminary drafts; GC §34090
Required OD, Ppr QC & OD
Ledger
Department preference; All tangible
Finance / . . property held by government agencies
General FIN-017 Escheat (Unclaimed money / uncashed 5 years Mag, Mir, S/ ves: After escheats after 3 years; Statute of
checks) oD, Ppr QC & OD S . . .
Ledger Limitations is 1 year for seized property;
CCP 88340(d), 1519; GC §34090
Finance / Fiscal Agent Statements, Investment Department Preference; meets auditing
General FIN-o1g | /Account Statements, LAIF Statements / 5 years Mag, Mir, |, | Yes: After | ndards: GC §34090, 26 CFR 31.6001
Local Agency Investment Fund Trustee oD, Ppr QC & OD
Ledger 1
Statements
Finance / . Department Preference; meets auditing
General FIN-019  |Fixed Assets 5 years Mag, MIr,| g, | Yes:t After | ndards; GC §34090, 26 CFR 31.6001
OD, Ppr QC & OD
Ledger 1
. Investments / Investment Statements / Departme.nt Prefer_ence; _Me(_ets auditing
Finance / . . ) standards; statewide guidelines
Certificate of Deposit / Investment Bonds Mag, Mfr, Yes: After . .
General FIN-020 . - 5 years S/l propose permanent; FTC Reg's rely on
(Receipts / Advisor Reports / Trade oD, Ppr QC&OD |,
Ledger . self-enforcement"; GC88§ 34090,
Tickets 43900
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Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-4
Office of Media | 1Lmport| Paper atter
Record Retention No. Records Description Total Retention Vital? . ~'mp P Comments / Reference
(OFR) Options | M=Mfr 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.

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

Finance / Mag, Mfr Yes: After Department Preference; meets auditing
General FIN-021 Journal Entries / Journal Vouchers 5 years ’ ’ S/ ’ standards; GC §34090, 26 CFR 31.6001
oD, Ppr QC & OD
Ledger 1
Finance / . Department Preference (meets
General FIN-022 OES / FEMA Claims 10 years '\gag’ ;\)/If: S/lI \SCS;.&ASS municipal government auditing
Ledger P standards); GC §34090
Reports, General Ledger, Subsidiary
Finance / Ledgers,.Recqncili.ations, Registers, Department preferc_ence (The_ Financial
General FIN-023 Transaction Hlstorlgs, Balance Sheets, When No‘ Longer Mag, Mfr, S/l Yes: After |System patabase is the orlg!nal; reports
Ledger Revenue & Expenditure Reports, etc. Required OD, Ppr QC & OD |are considered drafts or copies); GC
(FROM DATABASE - ANNUAL, §34090
MONTHLY OR PERIODIC)
Reports: Annual State or Federal: State
Finance / Controller's Report, Local Government . . .
General FIN-024 Compensation Report, Gas Tax, MOE 5 years I\/IOaDg, I':\,A;: S/l \gecs:.&A(l;tgr 3223222?2@222%%%& Meets auditing
Ledger (Maintenance of Effort) Report, Street ' '
Report, etc.
Finance / Tax - Annual Tax Roll and Spem_al . Mag, Mfr, Yes: After |Department Preference; Meets auditing
General FIN-025 Assessments: Landscape and Lighting 5 years oD, Ppr S/ QC&OD |standards: GC §34090
Ledger Districts, Ad Valorem Taxes, etc. ’ ’
Finance / . Compilation of Non-Records /
General FIN-026 Tax - Sales Tax Reports When NO. Longer Mag, Mir, S/ ves: After Preliminary drafts used to project
Ledger Peie OD, Ppr QC & 0D revenue; GC 834090
Finance / L porsdle o Title is transferred to new owner or
General FIN-027 Vehicle Titles / Pink Slips Disposal of Mag, Ppr .
. auction house
Ledger Vehicle
FINANCE / PAYROLL
Finance / CalPERS Reports - Annual Valuation Mag, Mfr, Yes: After )
Payroll FIN-028 Reports, Actuarial Valuation Reports Sy oD, Ppr S/ QC & OD Department Preference; GC §34090
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Ver. 3.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-5

. Image: Destroy
Office of Media |I=lmport | Paper after
Record Retention No. Records Description Total Retention Vital? . ~'mp P Comments / Reference
(OFR) Options | M=Mfr 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.

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

DE-6, DE-7, DE-9, DE-34, DE-43, W-3 & Department Preference; IRS: 4 yrs after
Finance / DE-:.L66, 941.Forms, PERS / FICA & Mag, Mfr Yes: After tax.is due or paid; Ca. FTB: 3 years;
Payroll FIN-029 Medicare Adjustments - Quarterly Payroll 5 years oD ' Ppr' S/ QC & OD Articles show 7 years; IRS Reg
Tax Returns / OASDI, Federal Tax ' §31.6001-1(e)(2), R&T §19530; 29CFR
Deposits, Adjustments, etc. 516.5 - 516.6, 29USC 436, GC §34090
Satisfied + 5
Fg‘:;‘;i’ FIN-030  |Garnishments Sefa‘:zioor: . ngag’, g/g:' S/l Eeé &Aggr GC §34090; 26 CFR 31.6001.1
Employee
Fg]:;c;i / FIN-031 Payroll Database (Central Square / Tyler) Indefinite Yes Mag g?%ggg;/ Records are interrelated;
Department preference; Meets
Finance / FIN-032 Payroll Reports - Periodic Bi-weekly 5 years Mag, Mfr, S/l Yes: After |municipal government auditing
Payroll Payroll Report OD, Ppr QC & OD |standards; PERS Circular letter 200-0511
17; GC §34090
Department preference; Meets auditing
standards (audit + 4 years); IRS
; . requires 4 years; Ca. requires 2 yr min.;
Fg‘:;gﬁ / FIN-033 Time Cards / Time Sheets 5 years l\gag, g/g: S/l \gé.&Ag)tgr FTB keeps 3 years; IRS Reg §31.6001-
’ 1(e)(2), R&T §19530; LC § 1174(d); 29
CFR 516.5; 29 CFR 516.5 & 516.6(c);
GC 834090
Department preference for Grant
Finance / , Mag, Mfr, Yes: After |Auditing Purposes; Meets municipal
Payroll FIN-034  1W-2's o yeds oD, Ppr S/ QC & OD |government auditing standards; GC
§34090
INFORMATION TECHNOLOGY
. Used for Disaster Recovery Purposes
Finance / When No Longer Only; Considered a copy and can be
Information CM-012 Backups / Computer Backups (ALL) . Yes Mag. ' o
Technology Required destroyed when no longer required; GC
834090 et seq.
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Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-6

Image: Destroy

Office of Media | I=Import | Paper after
. - i ital? R
Record Retention No. Records Description Total Retention Vital? Options | M=Mfr | Imaged &

(OFR) S=Scan QC'd?

Comments / Reference

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

UNALTERABLE MEDIA / IMMUTABLE Flectronic Records (when the elecionic
Finance / CLOUD MEDIA (Immutable Media, WORM record serves as the official record):
Information CM-013 / DVD-r | CD-r / Blue Ray-R) or other P oD . . '
Technology unalterable media that does not permit must. be stored in a "safe and separate
additions, deletions, or changes location”; GC 34090, 12168.7, EVC
! ’ 1550, CCR 22620 et seq.
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RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(Engineering, Maintenance, Wastewater, Water)

Page PW-1

Destroy
Image:
Office of Total Media | I=Import Paper
. - N
Record (OFR) | Fetention No- Records Description Retention Vital Options | M=Mfr after Comments / Reference
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.

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

PUBLIC WORKS / ENGINEERING

Capital Improvement Projects (CIP) / Design &
Construction: Administration File

Completion +

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

A?t%?lliﬁrnsd?nr | Omissions is 10 years; Published Audit
. Project Administration, Certified Payrolls, 9 . . Mag, . Standards=4-7 years; Statute of
Public Works / - ! Agency Yes: Until Yes: After| . .~ " e
- . PW-001 Construction Manager's Logs, Hazardous L Mfr, OD, S/l Limitations: Contracts & Spec's=4 years,
Engineering . ) Audit, if Completed QC & OD _
Materials Plans, Project Schedules, Progress . Ppr Wrongful Death=comp. + 5 years,
. : required, -z ) .
meetings, Real Estate Appraisals, RFIs & whichever is Developers=comp. + 10 years; Statewide
Responses, Construction Inspection Logs, Punch lonaer guidelines propose termination + 5 years;
Lists, etc. 9 CCP 8337 et. seq., GC §34090
Capital Improvement Projects (CIP) / Design &
Construction: Permanent File Department preference; retained for
disaster preparedness purposes;
Specifications & Addenda, Contract Copies, Ma Statewide guidelines propose Permanent
Public Works / PW-002 Change Orders, CEQA / Environmental p Yes: Until Mir (?)D g/ Yes: After|for Infrastructure plans; Final
Engineering Documents - EIRs, Negative Declarations, Completed P ; ' QC & OD |environmental determinations are
Exemptions, Materials Testing Reports, Meeting P required to be kept a "reasonable period
Minutes, Photos, Soil Reports, Studies, of time"; 14 CCR §15095(c); CCP 8337
Submittals, Successful Proposal, Surveys, Daily et. seq., GC §34090
Inspections, Daily Logs, etc.
. Drawings, Maps, Plans and Record Drawings, Mag, .
PUbI'(.: Wo_rks/ PW-003 Large-Format Drawings, Survey Record Maps, P Yes (all) | Mfr, OD, S/ ves: Aiter Drafts should be destroyed; GC §34090
Engineering . . " e QC & OD
Capital Improvement Project "As-Built Ppr
Encroachment Permits / Excavation Permits:
Public Works / Permanent (Structures in the City's Right of Way, Yes: Until Yes: After .
Engineering PW-004 Retaining Walls, etc.) P Completion Mag, Ppr S/l QC & OD Department Preference; GC §34090

Includes Insurance Certificates

HUNTINGTON PARK, CA. ©1995-2023 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 4.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS

(Engineering, Maintenance, Wastewater, Water)

Page PW-2

Destroy
Image:
Office of Total Media | I=Import Paper
. - N
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr after Comments / Reference
S=Scan Imaged &
- Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the actis completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Encroachment Permits / Excavation Permits:
Temporary (Street Permits, Temporary
Public Works / Construction, Sidewalk Repairs, Traffic Control, Minimum 2 { Yes: Until Yes: After
Engineering PW-005 Transportation Permits, Utility Cuts (Installation & years Completion Mag, Ppr S/ QC & 0D GC § 34090
Patching), etc.)
Includes Insurance Certificates
Department preference; SB 1383
. Solid Waste / AB 939 Compliance / SB 1383 compliance is required for 5 years; Low-
Public Works / : : . Carbon Fuel Standard regulations credits
- . PW-006 Compliance (Organic Waste Collection and 10 years Mag, Ppr .
Engineering Recycling) can be received for 10 years, and are
yelng eligible for an extension; 14 CCR §
18995;.2 H&S §39730.7; GC §34090
P;Eg?n\glec;irﬁ; / PW-007 Solid Waste Services / Hauler Quarterly Reports 10 years Mag, Ppr Department Preference; GC §34090
Public Works / .
Engineering PW-008 Solid Waste Tonnage Reports 10 years Mag, Ppr Department Preference; GC §34090
. . Mag, . Department preference; Monitoring
P;E“?n\glec;irf/ PW-009 Stormwater: NPDES Monitoring Reports Mm';‘:;n - Mfr, OD, S/ \((ge(-s:.&Acf)tgr records required for 3 years; 40 CFR
9 g Y Ppr §8§122.21, 122.41, 122.44; GC §34090
Minimum Department Preference; Monitoring
Public Works / . . Permit Yes: Until records required for 3 years; 40 CFR
Engineering PW-010 Stormwater: NPDES Permits Superseded | Expiration Mag, Ppr §8122.21, 122.41, 122.44; GC §34090
+ 5 years CCP 8337 et seq.
. ' . . Mag, .
Publi(.: Wo_rks/ PW-011 Traffic Calming Requests / Stop Sign Surveys 10 years Mfr, OD, S/l Yes: After Department preference: GC §34090
Engineering (Speed Humps, etc.) Ppr QC & OD
PUb“.C Wo_rks / PW-012 Traffic Counts 10 years Mag Ppr Department preference; GC §34090
Engineering
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If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Public Works / Department preference (required every 5
- . PW-013 Traffic Speed Surveys / Stop Sign Warrants 10 years Mag Ppr years, but can be extended to 7 or 10
Engineering .
years); GC 834090
PUBLIC WORKS / MAINTENANCE
Aboveground Storage Tanks (Agency Owned) Ma Department Preference; applies to both
Public Works / PW-014 20 vears Mt gD s Yes: After|Tier | and Tier Il Tanks; (Tier Il tanks are
Maintenance Spill Prevention Control and Countermeasures (SPCC), y P ; ' QC & OD |required to have an integrity test every 20
Inspections, Integrity Testing, Maintenance, Repairs P years); GC §34090
Public Works / Issue Date + Mag, Yes: After
. PW-015 AQMD Permits - for Generators, etc. Mfr, OD, S ' 40 CFR 70.6; GC 834090
Maintenance 5 years Ppr QC & OD
PUb.“C works / PW-016 CCTV Videos of Storm Drain Lines 5 years Mag, Ppr Department preference; GC §34090
Maintenance
Public Works / . . AQMD Rule 1470; Form 400-E-13a
Maintenance PW-017 Generator Operation Logs & Inspections 5 years Mag, Ppr instructions: GC §34090
Public Works / Herbicide or Pesticide Applications / Use Dep_ar_tment Preference (agrlcultural
Maintenance PW-018 (Parkway Areas) 2 years Mag, Ppr pesticide records are required for 2
Y years); GC §34090; 3 CCR 6623
. . . Life of Mag, . .
Public Works / Operations & Maintenance Manuals (O&M . Yes: After|Department Preference; GC §34090 et.
. PW-019 Facility or Mfr, OD, S
Maintenance Manuals) . QC & OD |seq.
Equipment Ppr
Yes:
. . Mag, Yes: After . .
PUb.“C Works / PW-020 Playground Equipment Inspections, Maintenance 5 years During Mfr, OD, S/l QC'd & Department preference; CCP §337; GC
Maintenance Class or §34090
Ppr oD
Program
. L . . Expiration of Mag, . )
PUb!IC Works / PW-021 Pressure Vessel Certifications or Permits (Air Cortificate of Mfr, OD, s Yes: After|Department preference; GC 834090 et.
Maintenance Compressors, Propane, etc.) ettt Ppr 1lyear [seq.
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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 folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Previous MSDS may be obtained from a
service; MSDS may be destroyed as long
as a record of the chemical / substance /

Safety Data Sheet (SDS) / Material Safety Data Mag agent, where & when it was used is
i Sheet (MSDS) / Chemical Use Report Form (or ' Yes - After|maintained for 30 years; Applies to
Lead Dept. PW-022 records of the chemical / substance / agent, =Dyears Mir, OD, S QC & OD |qualified employers; Claims can be made
; Ppr -
where & when it was used) for 30 years for toxic substance
exposures; 8 CCR 3204(d)(1)(B)(2 and
3), 29 CFR 1910.1020(d)(1)(i), GC
§34090
Yes:
. . Mag, Yes: After . .
PUb.“C works / PW-023 Tree Pruning and Maintenance, Arborist Reports 5 years During Mfr, OD, S/lI QC'd & Department preference; CCP §337; GC
Maintenance Class or §34090
Ppr oD
Program
Department Preference (the Regional
Public Works / . , . Notification Center has the obligation to
Maintenance PW-024 Underground Service Alerts (USA's) / Dig Alerts 3 years Mag, Ppr retain the notice for 3 years): GC
§84216.2(d) & 4216.3(d), GC §34090
Public Works / oo . 22 CCR 66266.130(c)(5), H&S
Maintenance PW-025 Used Oil Disposal Manifests 3 years Mag, Ppr §25250.18(b), 25250.19(a)(3) et seq.
Department Preference; If a motor
. carrier, required for 18 months after
. . . . Disposal of o ] - .
Public Works / Vehicle & Equipment History Files \ehicle or vehicle is sold; CHP requires life of
Maintenance PW-026 Eauinment + Mag, Ppr vehicle; OSHA requires 1 year; 8 CCR §
Maintenance, Smog Certificates q2 pears 3203(b)(1); 49 CFR 396.21(b)(1); 49 CFR
y 396.3; CCP 8337 et. seq., 3 CCR 1234(f);
GC 834090
Pub_l|c Works / PW-027 Water Leak Report / Annual Leak Report / Water § Minimum 2 Mag, Ppr Department Preference: GC §34090
Maintenance Loss Reports years
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If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Public Works / Water or Wastewater Backflow Test Results / Mag, Yes: After .
Maintenance PW-028 Backflow Assembly Test Reports D yeats OD, Ppr S QC & OD Department preference; GC §34090
Water Permits - Water Regulatory / Operating
Permits: CalARP, CERS, Cal OSHA, DDW Mag Department Preference; NPDES
Public Works / PW-029 (Division of Drinking Water), DWR (Department of = Mfr O’D s Yes: After|Monitoring records required for 3 years;
Maintenance Water Resources), EPA, MS-4, NPDES, RMP, F;pr ' QC & OD |40 CFR 8§8122.21, 122.41, 122.44; GC
SWRCB (State Water Resources Control Board) §34090 CCP 8337 et seq.
,etc.
Water Regulatory Reports / Water Reports to
Regulatory Agencies: CalARP, CERS, Cal Department Preference; NPDES
Public Works / pw-030 |OSHA DDW (Division of Drinking Water), DWR | Minimum 10 Mag, Ppr Monitoring records required for 3 years;
Maintenance (Department of Water Resources), EPA, MS-4, years ' 40 CFR 88122.21, 122.41, 122.44; GC
NPDES, RMP, SWRCB (State Water Resources §34090 CCP 8337 et seq.
Control Board) ,etc.
PUb.“C works / PW-031 Water Sanitary Surveys of Water Sources 10 years Mag, Ppr 22 CCR 8§64470; GC 834090
Maintenance
. Water Vulnerability Assessment / Emergency When ) . .
Public Works / . o Superseded - Confidential; 42 USC 300i-2(d); GC
Maintenance PW-032 Response_ _Plar_l / Risk & Resilience Assessment / Minimum 2 Mag, Ppr §34090
Hazard Mitigation Plan
years
Division Work Orders / Service Requests - CRM /CMMS
Providing PW-033 DATABASE (Computerized Maintenance Indefinite Mag Data is interrelated; GC §34090
Service / Work Management System)
Division Work Orders / Service Requests - All Information § When No Preliminary drafts (the database is the
Providing PW-034 Entered in CRM / CMMS Database Longer Mag Ppr original): GC §34090
Service / Work (Paper drafts) Required '
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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 folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Work Orders / Service Requests - NOT entered
Division in CRM / CMMS Database (or partial information . .
Providing PW-035 entered into CMMS Database) 5 years Mag Ppr City Preference; CCP 88338 et seq., 340
. o - i ) _ et seq., 342, GC §34090
Service / Work (Division providing service retains originals;
Division requesting service is considered a copy)
WASTEWATER COLLECTIONS
Public Works /
Wastewater PW-036 CCTV Videos of Sewer Lines 5 years Mag, Ppr Department preference; GC §34090
Collections
. . . 8 CCR 5157(d)(14) & (e)(6); 29 CFR
Lead Dept. PW-037 Confined Space Entries / Hot Work Permits 2 years Mag, Ppr 1910.146(e)(6) GC §34090
Public Works / . . Department preference; Monitoring
Wastewater PW-038 Ege?re(gterl; Zn?ilb\r%nﬁ;?ng)ulgrstgﬁ;tgg;c:rts 3 years Mag, Ppr records required for 3 years; 40 CFR
Collections §8122.21, 122.41; 40 CFR 403.12
Public Works / Mag, Yes: After Required for a minimum of 5 years; 40
Wastewater PW-039 Sanitary Spills and Overflows (SSOs) 5 years Mfr, OD, S/l QC.& oD CFR 122.41(j)(2); SWRCB Order 2006-
Collections Ppr 03; 40 CFR 122.41(j)(2); GC 834090
Public Works / . .
Wastewater PW-040 Sewer_ Od_or Complaints / Gas Detection Results / 5 years Mag, s Yes: After Department preference: GC §34090
. Investigations OD, Ppr QC & OD
Collections
. Sewer System Management Plans (SSMP) and Department preference; SSOs are
Public Works / . . : . Mag, . : . ]
Wastewater PW-041 Audits / Sanitary S_pllls Overflow Prevention Plan J Superseded Mfr. OD S/l Yes: After|required for a minimum of 5 years; 40
Collections (SSOPP) and Sanitary Sewer Overflow Response | + 5 years I;pr ' QC & OD |CFR 122.41(j)(2); SWRCB Order 2006-
Plan 03; GC 834090
. . . Required for 3 years; GC 884216.2(f) &
Lead Dept. PW-042 Underground Service Alerts (USA's) / Dig Alerts 3 years Mag, Ppr 4216.3(d): GC §34090
WATER QUALITY - POTABLE WATER
Mag Department preference; Required for 12
Public Works / PW-043 Consumer Confidence Report - Annual Water P Mt O’D S/l Yes - After|years or 2 compliance cycles; 22 CCR
Water Quality Report F;pr ' QC & OD |64400.25; 22 CCR 864470, 40 CFR
141.33(a); 40 CFR 141.91
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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 folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Public Works / PW-044 Lab Reports & Chains of Custody: Potable Waterj Minimum 5 Mf'\:lagb S/l Yes - After| Department Preference; 40 CFR
Water Bacteriological and Organics years F;pr ' QC & OD |141.33(a) and (b)(1); 22 CCR 864470
Public Works / Lab Reports & Chains of Custody: Potable Water§ Minimum 10 Mag, Yes - After Depgrtment preference; State law
Water PW-045 Chemical (Includes Chlorine Residuals) years Mir, OD, S/l QC & OD requires 12 years, Federal 10 years; 40
Ppr CFR 141.33(a); 22 CCR 864692
_ Mag Required for 12 years or 2 compliance
Public Works / PW-046 Lab Reports & Chains of Custody: Potable Water§ Minimum 12 Mir O’D S/l Yes - After|cycles; 22 CCR 64400.25; 22 CCR
Water Lead & Copper years F;pr ’ QC & OD 864470, 40 CFR 141.33(a); 40 CFR
141.91
WATER TREATMENT PLANT (POTABLE WATER)
) . . 8 CCR 5157(d)(14) & (e)(6); 29 CFR
Lead Dept. PW-047 Confined Space Entries / Hot Work Permits 2 years Mag, Ppr 1910.146(¢)(6) GC §34090
. . AQMD Rule 1470; Form 400-E-13a
Lead Dept. PW-048 Generator Operation Logs & Inspections 5 years Mag, Ppr instructions: GC §34090
. Monthly Reports - includes any Customer 5 years is required in State and Federal
Public Works / . . Mag, . S
Water Treatment PW-049 Concerns / Customer C_omplamts / Cpmplalnt 5 years Mfr. OD S Yes: After|law for any complaints; 40 CFR
Plant Forms: Odor / Taste / V|§ual Complaints P’pr ' QC & OD |122.41(j)(2) & 40 CFR 141.33(b); 22 CCR
(Correspondence regarding Potable Water) 64470(a)
Lead Dept. PW-050 Operations & Maintenance Manuals /O & M Dlsposal of Mag, Ppr Department preference; GC 834090
Manuals Equipment
Public Works / Department Preference; Meets
Water Treatment PW-051 Plant Operator Log Books 5 years Mag, Ppr Department of Public Heath
Plant requirements; GC §34090
Regulatory Reports / Water Reports to
Public Works / Regulatory Agencies: CalARP, CERS, Cal - Depgrtment Preference;. NPDES
Water Treatment PW-052 OSHA, DDW (Division of Drinking Water), DWR Minimum 10 Mag, Ppr Monitoring records required for 3 years;
Plant (Department of Water Resources), EPA, MS-4, years ' 40 CFR 88122.21, 122.41, 122.44; GC
NPDES, RMP, SWRCB (State Water Resources §34090 CCP 8337 et seq.
Control Board) ,etc.
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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 folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Public Works / Mag
A . ' Yes: After|Department preference (covers 2
Water Treatment PW-053 Reservoirs: Dive Videos 10 years Mfr, OD, S QC & OD | mandated cycles): GC §34090
Plant Ppr
Public Works / . . . Mag, .
Water Treatment PW-054 Reservoirs: Inspection Reports, Maintenance P Mfr, OD, S ves: After Department preference; GC §34090
Records QC & OD
Plant Ppr
Public Works /
Water Treatment PW-055 SCADA Database (Water) Indefinite Mag Data is interrelated; GC §34090
Plant
Public Works / Wat_er_ Product_ion_ Reads / Reports (to State DDW Department Preference; Meets California
(Division of Drinking Water) / DWR (Department )
Water Treatment PW-056 5 years Mag, Ppr Department of Health requirements (3
of Water Resources) / SWRCB (State Water )
Plant years); GC §34090
Resources Control Board)
Public Works / o .
Water Treatment PW-057 Wate_r Treatrrient Plant Operators Certificates When Mag, S Yes: After Department preference: GC §34090
Plant (posting required) Superseded OD, Ppr QC & OD
Public Works / - . . Department preference; 8 CCR 83203 et
Water Treatment|  PW-058 \(’:Veariﬁlrczzztznigaslar”et i?rf:g’ Training M'”';‘g“ 5 O'\gag' s geé &Aggr seq., 29 CFR 1627.3(b)(1), LC §6429(c);
Plant posting req ’ TP GC §§12946, 21960, 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards .

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

COMMUNICATIONS & COMMUNITY RELATIONS

Commun. & When No
Community COM-001 |News Clippings / Printed Advertising Longer Mag, Ppr Non-records and copies; GC §34090.7
Relations Required
Commun. & Mag, Mfr ves: Department preference for historical purposes;
Community COM-002 |Newsletters - Public / Community P g, Vi, S/ After QC P P purp '
. OD, Ppr GC 834090
Relations & OD
Commun. & Official Notices (regarding release of
Community COM-003 |studies, reports, EIRs, etc. - Not Public 2 years Mag, Ppr GC 834090
Relations Notices)
Commun. & When No Drafts; final photos may become part of a final
Community COM-004 |Photos, Videos & Slides Longer Mag, Ppr o P Y P
. - document; GC §34090
Relations Required
Commun. &
Community COM-005 |Public Relations / Press Releases 2 years Mag, Ppr GC §34090
Relations
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HUMAN RESOURCES

EEOC / ADEA (Age) requires 1 year after
benefit plan termination; Federal law
Human Benefit Plan Documents (CalPERS, Dental, Duration of thej} Yes:. For requires 6'years after fiIing.date for
Resources HR-001 Vision, etc.) Contract + 6 | Duration of | Mag, Ppr retlreme_nt, State Law requires 2 years
' years Contract after action; 29 CFR 1627.3(b)(2); 29 USC
1027; 11 CCR 560; 28 CCR 1300.85.1;
GC 834090
Human HR-002 Civil Service Commission - AGENDAS & P Mag, Mftr, S/l Yes: After |Department Preference; GC 834090 et
Resources STAFF REPORTS OD, Ppr QC &OD |seq.
Department preference; Audio Required
Human HR-003 Civil Service Commission - AUDIO or Minimum 4 Mag for 30 days; GC §54953.5(b); video
Resources VIDEO RECORDINGS years recordings of meetings are required for 90
days; GC §34090.6
Human Civil Service Commission - Citizen Advisory Mag, Mfr, Yes: After
Resources HR-004 Created by the City Council - MINUTES i OD, Ppr S/ QC & OD GC §34090(a)
Department preference; Bureau of
e L . National Affairs recommends 2 years for
Classification / Reorganization Studies (for . s
Human e Minimum 3 all supplementary Personnel records;
HR-005 employee classifications and department Mag, Ppr )
Resources structures) years Wag_e rate tables are 1 or 2 years; State
requires 2 years; 29 CFR 516.6, 29 CFR
1602.14, GC §812946, 34090
. Department preference; Meets municipal
Human HR-006 COBRA Billing (Dental, Vision) 5 years Mag, Mir, S/l ves: After government auditing standards; GC
Resources OD, Ppr QC & OD
§34090
Department preference; Bureau of
National Affairs recommends 2 years for
Human . . Minimum 3 all supplementary Personnel records;
Resources HR-007 Compensation Surveys & Studies years Mag, Ppr Wage rate tables are 1 or 2 years; State
requires 2 years; 29 CFR 516.6(2), 29
CFR 1602.14, GC §812946, 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Human

Resources HR-008 COVID-19 Notifications to Employees 3 years Mag Ppr LC 86409.6(k), GC 834090
Department preference; All State and
Human Department of Fair Employment & Housing JMinimum Final giesdirsiil)iwgfrfi?#::i éiin:;:tygttglenal
HR-009  |(DFEH or EEOC) Claims / Harassment Disposition + 5 Mag, Ppr Re omplaint, 5
Resources Claims cors requires 2 years after "fully and finally
y disposed”; 2 CCR 11013(c); GC §§12946,
34090
Human HR-010 (EEEn? CloFr?Est EJE\ES:‘;Z:PEQ Efrt?nsﬁf -t Mag, Ppr 29 CFR 1602.30; 29 CFR 1602.31, 29
Resources ploy P P y 9. Fp CFR 1602.32; GC §34090 et seq.
Reports)
Department Preference; statute of
. . limitations for EEOC/FLSA/ADEA (Age)
Minimum Final . : X )
Human HR-011 Emplovee Investigations Disbosition + 5 Mag, Mfr, s Yes: After |requires 3 years for promotion, demotion,
Resources ploy 9 b care oD, Ppr QC & OD |transfer, selection, or discharge; State Law
y requires 2 -3 years; 29 CFR 1602.31 &
1627.3(b)(1), GC §812946, 34090;
Human HR-012 Emplovment Verifications V\ll_r;in g‘ro Mag. Ppr Non-records, content is not substantive;
Resources ploy 9 9. Fp GC 834090 et seq.
Required
Human HR-013 Ethics Certificates for Employees, Eoonn Mag, Mftr, S Yes: After |GC 88 3105, 12946, 34090;; 53235.2(b);
Resources Harassment Certificates Y oD, Ppr QC & OD |53237.2(b)
Department Preference; statute of
limitations for retirement benefits is 6
years from last action; EEOC/FLSA/ADEA
Human HR-014 Grievances gi??sﬂ?orf TaSI Mag, Mfr, S Yes: After fjé?r?c))tzgguggiss;eyrezreslggtrigrrlorgrogizr;har e;
Resources b oD, Ppr QC & OD ' ! ' ge;

years

State Law requires 2 -3 years; 29 CFR
1602.31 & 1627.3(b)(1), GC §§ 3105,
12946, 34090; LC 1198.5; 26 CFR 31-
6001-1; 53235.2(b); 53237.2(b)
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Required for 1 year from termination or 3
years from hiring, whichever is later;
EEOC / FLSA / ADEA (Age) requires 3

Human HR-015 |-9s Separation + 3 Mag, Mfr, S ves: After years for "any other forms of employment
Resources years OD, Ppr QC&OD |7 -~ . )
inquiry"; State Law requires 2 -3 years; 8
CFR 274a.2; 29 CFR 1627.3(b)(1); GC
§812946, 34090
Department preference;
EEOC/FLSA/ADEA (Age) requires 3 years
o - Minimum for prqmotion,_demotion, transfer, _
Human Job Descriptions / Classification Mag, Mftr, Yes: After 1 |selection, or discharge; State Law requires
HR-016 PO Superseded + S/ o L
Resources Specifications 3 years oD, Ppr year 2 -3 years; retirement benefits is 6 years
from last action; 29 CFR 1602.31 &
1627.3(b)(1), 8 CCR 83204(d)(1) et seq.,
GC 8812946, 34090
Human o _ OSHA requires 5 years; State law requires
Resources HR-017 OSHA Citations and Inspections 5 years Mag, Ppr 2 years; 8 CCR §3203(b)(1), OMB 1220-
0029; GC §34090; LC §6429c
Human OSHA requires 5 years; State law requires
RESOUICES HR-018 OSHA Logs - 200, 300, 301, 301A 5 years Mag, Ppr 2 years; 8 CCR 14300.33(a), 8 CCR

§3203(b)(1), GC §34090.7; LC §6429c

HUNTINGTON PARK, CA. ©1995-2022 Gladwell Governmental Services, Inc. - all rights reserved

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

Adopted:




Ver. 2.0

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES

Office of
Record
(OFR)

Retention No.

Records Description

Total
Retention

Vital?

Media
Options

Page HR-4
Image: Destroy
I=Import | Paper after
M=Mir Imaged & Comments / Reference
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.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Personnel Files - Employee File (Main File,
including Benefits)

Department Preference; statute of
limitations for retirement benefits is 6
years from last action; EEOC/FLSA/ADEA
(Age) requires 3 years for promotion,
demotion, transfer, selection, or discharge;

Human HR-019 Includes Application, Discipline, Evaluations, jSeparation + 6 Mag, Mftr, S Yes: After |State Law requires 2 -3 years; W-4s are
Resources Policy Acknowledgements, Employee's Oath years OD, Ppr QC & OD |required four years after the due date of
of Office / Oath for Disaster Worker, such tax for the return period to which the
Personnel Action Forms, W-4 Forms, etc.) records relate, or the date such tax is paid,
whichever is the later. 26 CFR 31-6001-1;
29 CFR 1602.31 & 1627.3(b)(1), GC 88
3105, 12946, 34090; LC 1198.5
Department preference; Files maintained
Personnel Files - Medical Eile Separation + . separately; (_:Iaims can be made for 30
Human HR-020 Pre-employment Medical Clearances, ADA 30 years OR J Yes: Uiml Mag, Mfr, S Yes: After |years for toxic substance exposure; 8 CCR
Resources Accommodations, Fit for Duty, etc ’ Deceased + 5] Separation | OD, Ppr QC & OD |83204(d)(1) et seq., 8 CCR 5144, 8 CCR
' T years 15400.2; 29 CFR 1910.1020(d)(1)(i), GC
§812946, 34090
Recruitment and Testing File
(Includes Advertisements, Applications for Hiring State Law requires 4 years; EEOC / FLSA
Human HR-021 Unsuccessful Candidates, Interview Notes, Decision + 4 Mag, Ppr / ADEA (Age) requires 1-3 years; 29 CFR
Resources Job Brochures, Test Data, Testing Analysis ' 1627.3(b)(1), 29 CFR 1602.14 et seq.2
& statistical Metric, Job Analysis, Rating e CCR 11013(c); GC 8812946, 34090
Sheets, Scantrons, etc.)
Department preference; Files maintained
. . Separation + separately; Claims can be made for 30
Human HR-022 \é\iggll()‘ialitsy%?;?r?iin(fr?(t:ll?igecslzlrInZCf:ilzi?ar;igtl Term 30 years OR J Yes: Uiitil Mag, Mfr, S Yes: After |years for toxic substance exposure; 8 CCR
Resources Incident, or Injury Reports from Emplo;}ees) Deceased + 5§ Separation | OD, Ppr QC & OD |83204(d)(1) et seq., 8 CCR 5144, 8 CCR
' years 15400.2; 29 CFR 1910.1020(d)(1)(i), GC

§812946, 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

PARKS & RECREATION

Parks & P&R-001 Active Net: Class Registration Database / Indefinite Mag Data is interrelated; GC §34090
Recreation Recreation Database
L . . . - Yes: During| Mag, Yes: After
Parks & pgr-002 |AClivity Guide / Class Guide / Program Guide Minimum 2 §* 1 ssor | Mfr,OD,| S/1 | QCd& |Department preference; GC §34090
Recreation (Final) years
Program Ppr oD
Applications / Participants' Registration / Liability
parks & Forms / Release of Liability Forms / Photo Yes: During| Mag, Yes: After
Recreation P&R-003 Releases / Waivers of Liability / Permissions: 2 years Class or | Mfr, OD, S/l QC'd & |GC 834090
Camps, Field Trips, Authorization to give Program Ppr oD
Medicine, etc.
. . . When No . _
Parks & Evaluations / Surveys (Programmatic Evaluations Content Not Substantive / Preliminary
. P&R-004 . Longer Mag, Ppr . .
Recreation of Recreation programs) Required drafts / Transitory records; GC §34090
Parks & Park Facility Use Requests / Field Rentals / Mag, Yes: After
. P&R-005 |Facility Use Applications and Permits (includes 2 years Mfr, OD, S/ QC'd & |GC 834090 et. seq.
Recreation . .
ABC Permits, where required) Ppr oD
Parks & P&R-006 Parks & Recreation Commission - AGENDAS & Minimum 2 M,f\:lagb S/l Yes: After|Department Preference; GC 834090 et
Recreation STAFF REPORTS years F;pr ' QC & OD |seq.
Department preference; Audio Required
Parks & P&R-007 Parks & Recreation Commission - AUDIO or Minimum 4 Ma. for 30 days; GC §54953.5(b); video
Recreation VIDEO RECORDINGS years 9 recordings of meetings are required for
90 days; GC §34090.6
Parks & Mag, Yes: After
. P&R-008 |Parks & Recreation Commission - MINUTES P Mfr, OD, S/l ’ GC 834090(a)
Recreation Ppr QC & OD
L . Mag, Yes: After
Parks_& P&R-009 Rosters / Sign-in / Sign-Out Sheets for classes 2 years Mfr, OD, S/l QCd & |GC §34090
Recreation and programs Ppr oD
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If the record is no

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

Retentions begin

when the act is

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

file folder.

HOLDS: Litigatio

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

retention periods (retention resumes after settlement or completion).

Parks & When No Content not sgbstantive; Pre.Iiminary
Recreation P&R-010 |Schedules / Hours (classes and staff) Longer Mag, Ppr drafts _not retained in the ordinary course
Required of business; GC 834090
Parks & P&R-011 Youth Commission - AGENDAS & STAFF Minimum 2 Mfl\:la(g),D S/l Yes: After|Department Preference; GC 834090 et
Recreation REPORTS years F;pr ' QC & OD |seq.
Department preference; Audio Required
Parks & P&R-012 Youth Commission - AUDIO or VIDEO Minimum 4 Mag for 30 days; GC §54953.5(b); video
Recreation RECORDINGS years recordings of meetings are required for
90 days; GC §34090.6
Parks & - Mag, Yes: After
. P&R-013  |Youth Commission - MINUTES P Mfr, OD, S/ GC §34090(a)
Recreation Ppr QC & OD
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

ANIMAL ENFORCEMENT

Animal Address Files: Bite Reports,

] S When
. Complaints, Cruelty Investigations and :
Police / Administrative Hearing Officer Findings Animal
Animal PD-001 g gs, Deceased, Mag, Ppr Department Preference; GC 834090 et seq.
Dangerous Dog Reports, Impound Notices, e
Enforce. o . Minimum 3
Investigations, Barking Dogs, Loose Dogs,
years
etc.
Police / Animal Control Officer's Daily Log / Cleanin
Animal PD-002 yLog g 3 years Mag, Ppr Department Preference; GC 834090 et seq.
Logs, etc.
Enforce.
Police / Complaints - Regarding Animals (Barkin
Animal PD-003 etc.) P 9 9 9 3 years Yes Mag, Ppr Department Preference; GC 834090 et seq.
Enforce. ]
Police / Investigations / Problem Files (barking, loose Minimum 3
Animal PD-004 dogs, dangerous dog reports, vicious care Mag, Ppr Department Preference; GC 834090 et seq.
Enforce. animals, etc.) y
Police / Notices to Comply, Warning Letters / Notices| Minimum 3
Animal PD-005 o Py, g Mag, Ppr Department Preference; GC 834090 et seq.
/ Citation Books (Off leash, etc.) years
Enforce.
Police / 3 years is required for animal treatment
Animal PD-006 Rabies Vaccination Clinics 3 years Yes Mag records; FA §32003(e), PC §597.1(d); CCP
Enforce. 88336(a), 337 et. seq.,
POLICE ADMINISTRATION / POLICE CHIEF
Police / Yes: After State Law requires 4 years after the date of the
. . . Separation +§ Yes: Until | Mag, Mfr, o employment action taken; 29 CFR 1672.3(b)(i),
A‘éﬂ'gf' / PD-007 Background Files - Successful Applicants § = /.o | separation| OD, Ppr S f%pgrgtgg 29 CFR 1602.14; GC §812946, 12960, 34090;
29 USC 1113
Police / State Law requires 4 years after the date of the
Admin. / PD-008 Background Files - Unsuccessful 4 veurs Mag, Mfr, S Yes: After |employment action taken; 29 CFR 1672.3(b)(i),
Chiefn Applicants y OD, Ppr QC & OD |29 CFR 1602.14; GC 8812946, 12960, 34090;

29 USC 1113
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Police / . .
; CCwW P ts (C C led W +
Admin. / PD-009 . ermi S.( arry .onceaie eapon Spiaion Mag, Ppr Department preference; GC §34090
Chief Permits) - Retired Employees 4 years
Complaints from a Member of the Public
WITH Sustained Finding of Misconduct
pertaining to discharge of a firearm at a
person by a peace officer, an incident
Police / involving the use of force against a person by Final
; a peace officer that resulted in death or in : i Effective January, 20201; PC 88832.5(b),
Admin. / PD-010 o .. _[Disposition + Mag, Ppr )
. great bodily injury, unreasonable force, failingj 832.7; GC§& 34090
Chief - . ) . 15 years
to intervene against another officer using
force that is clearly unreasonable or
excessive, finding of sexual assault,
dishonesty, discrimination, or unlawful arrest
or unlawful search.
Complaints from a Member of the Public
WITHOUT Sustained Finding of Consistent with Lexipol Policy; State requires
Misconduct pertaining to discharge of a for at least 5 years for complaints by members
firearm at a person by a peace officer, an of the public; other State & Federal laws require
. incident involving the use of force against a . retention until final disposition of formal
Police / b fficer that Ited i Hine complaint; State requires 2 years after action is
Admin. / pD-011  |PErson by a peace oflicer that resulted in — Ypy;q ogition 4 Mag, Ppr plaint, AUIres = ye
: death or in great bodily injury, unreasonable taken; Statute of Limitations is 4 years for
Chief - . ; 5 years . -
force, failing to intervene against another misconduct after the discovery of the offense
officer using force that is clearly for misconduct in office; EVC §1045, GC
unreasonable or excessive, finding of sexual 8812946,12960, 34090, PC §88801.5, 803(c),
assault, dishonesty, discrimination, or 832.5, 832.7, VC 82547
unlawful arrest or unlawful search.
Police / Conolation Yes: Department preference; Statute of Limitations
Admin. / PD-012 Contracts for Investigators (Police only) ‘5 pears Before Mag, Ppr for contractual obligations is 4 years; CCP
Chief y Completion §8337. 337.1(a), 337.15, 343; GC §34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Fire /
Admin. and Emergency Operations Plan (includes Office When Mag. Mir
Police / PD-013 of Emergency Management & Homeland Yes (all) 9 ' S/l No GC §34090
; . Superseded OD, Ppr
Admin. / Security)
Chief
Police / . ) I .
Admin. / PD-014 Hearing Officer Determinations (Citation 2 years Mag, Ppr GC §34090
. Appeals, Tows, etc.)
Chief
Consistent with Lexipol Policy; Not a complaint
. . made by a member of the public; other State &
Police / Hna Federal laws require retention until final
Admin. / PD-015 Internal Complaints Disposition + Mag, Ppr . - d L .
Chief 2 years disposition of formal complaint; State requires 2
years after action is taken; EVC §1045, GC
§812946,12960, 34090
Human Personnel Files - Police Department Separation +} Yes: Until | Mag, Mfr, ves: Aft_er Departmelnt Preference;_cgnsnstent with Human
Resources PD-016 Emplovees £ vears Separation | OD. Por S Separation |Resource's Personnel File; GC
ploy 4 P P + QC & OD |§8§12946,12960, 34090.7
Police / Policies & Procedures / Lexipol / Operation .
Admin. / PD-017 Directives / General Orders (Department Stperseced Mag, Mifr, S/l ves: Aiter Department Preference; GC § 34090 et seq.
. .. + 2 years OD, Ppr superseded
Chief Policies and Procedures)
Police /
Admin. / PD-018 Press Releases - Police Only 2 years Mag, Ppr GC §34090
Chief
Police / Report of data regarding the number, type, or
Admin. / PD-019 disposition of complaints made against its 2 years Mag, Ppr GC 834090 et seq.
Chief officers
Report to the State Commission on Peace
Police / Officer Standards and Training (POST
Admin. / PD-020 Commission) of peace officer employment, 2 years Mag, Ppr GC 834090 et seq.
Chief compliant, finding, disposition, or judgement

pursuant to §PC 13510.9
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Police /
Admin. / PD-021 Reports and Studies - Historical P Mag, Mfr, S/ Yes: After Department Preference; GC § 34090 et seq.
Chief oD, Ppr QC & OD
Police / Reports and Studies regarding Police Mt 2
Admin. / PD-022 operations (not historical - manpower, Mag, Ppr Department Preference; GC § 34090 et seq.
Chief consolidation, etc.) years
Use of Force Reviews - Not as a result of a
civilian complaint, and not resulting in death
Police / or in.great bodily injury, firearm di§charge
Admin. / PD-023 (acc_ldenta_ll_or r_10t ag_alnst publlc_), inquiry 2 years Mag, Ppr Department Preference; GC §812946, 12960,
Chief routings, I|t|g§t|on, Pitchess motion, p.roperty 34090
damage, public records request, service
complaints, vehicle pursuits, and vehicle
accidents.
CAD / DISPATCH
Audio Recordings or Tapes - (CAD / Department Preference; Statewide guidelines
Police / PD-024 Computer Aided Dispatch) Recordings of Minimum Mag propose 180 days (legally mandated for 100
Commun. Telephone & Radio Communications 180 days days); (may be discoverable or made public in
Dispatch Tapes (CAD) some circumstances), GC 8834090, 34090.6
INVESTIGATIONS
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
Police / Criminal Inteliigence Files Last Entry + information is relevant to that criminal conduct
. PD-025 Mag, Ppr . . - .
Investig. 5 years or activity. Misleading, obsolete or unreliable

Confidential informant information & activities

information is required to be destroyed;
remaining records must not be retained longer
than 5 years; 28 CFR 23.20(h); GC 834090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
When No . . .
Longer Informant information; Does not contain
Pollcgl PD-026 Informant Files Required - Ppr, Mag _crlml_nal |nt-eII|gence information corllcernlng
Investig. Minimum 2 individuals; Department preference; GC
§34090
years
OPERATIONS / PATROL
Transferred
. . I . into -
Police / Ops PD-027 D.etectlve.s !nvestlgatlon Files and Arrest Record's Ppr, Mag Transfe_r all Oﬁlc_lal Reports tc_> Records to be
/ Patrol Files (Official Reports) Crimo placed in the Crime Report Files.
Report Files
. When No - . . .
Police / Ops Preliminary drafts (the timecard / timesheet is
/ Patrol PD-028 Patrol Schedules Longer Mag, Ppr the final): GC §34090 et seq.
Required
Police / Ops PD-029 Traffic Control: Radar Calibration Records L'fe.Of the Mag, Ppr Department preference; GC §34090 et seq.
/ Patrol Equipment
Polllgzt/rgps PD-030 Traffic Control: Radar Trailer Surveys, etc. er}ljgz;gn 2 Mag, Ppr Department preference; GC 834090 et seq.
PROPERTY AND EVIDENCE
Police / Follows the Mag. Mifr Yes: After
Property & PD-031 Crime Report Photos / Photo Database Retention of g M, S/l ' Evidence - Department Preference; GC §34090
; . OD, Ppr QC & OD
Evidence the Evidence}
Police / Gun and Narcotics Destruction Lo Minimum 2
Property & PD-032 9 Mag, Ppr Department Preference; GC 834090
; (Documents related to) years
Evidence
. Indefinite -
Police / Follows the Evidence - Department Preference (data is
PErSi%irr:)éj PD-033 Property & Evidence Database Retention of Mag, Ppr interrelated): GC §34090

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

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Police /
Property & PD-034 Property & Evidence Logs 2 years Mag, Ppr GC 834090
Evidence
Police / .
Property & PD-035 Safekeeping: Lost & Found Property 2 years Mag, Ppr GC 834090
; (Documents related to)
Evidence
RECORDS
Police / Citation Log Books (#s / ranges) - Parking,
Records PD-036 Traffic 2 years Mag, Ppr GC 834090 et seq.
Police / Citations (Parking, Traffic, Marijuana /
Records PD-037 Cannabis). Includes requests for dismissals, 2 years Mag, Ppr GC 834090 et seq.
cancellations, and appeals.
CRIME REPORTS / SEALED RECORDS: SFat.utel of Limitations runs up to age 22 or
within five years of date of discovery of
Police / Sealed Juvenile and Ward Cases - Except sealing Date'Yes: Before| Mag, Mfr, Yes: After |njgry/|IIne§s occu.rrlng after age of me_ljorlty_,
PD-038 ) . + 5 years (orf . " SIM/I whichever is later; sealed records for juveniles
Records those with Child Abuse or Severe Neglect, Disposition | OD, Ppr QC &OD
(Substantiated), outstanding stolen propert Court Order) and wards of the Court must be destroyed 5
includin firearr;ls or lost firgarms Proper. years after sealing date; CCP §§340.1, GC
g ' §34090; W&I 88389(a), 781(d)

. CRIME REPORTS: Until Found . Department Preference to facilitate Three
Police / PD-039 or Yes Mag, Mir, SIM/I ves: Aiter Strikes law and ease of document imaging
Records L.ost Property: Flrearms.entered into CLETS Recovered OD, Ppr QC & OD administration; PC§ 11108.2(b); GC §34090

(if not Permanent Retention)
CRIME REPORTS: )
Department Preference; DOJ retains CACI
Police / ALL Capital Crimes, Homicide, Juvenile, Mag, Mfr Yes: After giizlllt(i ?(t))gsyeee(l:resml\r/lil)sltnﬁ:\)?eIggolrinr;’ciig(t)igrflgron
Records PD-040 Child Abuse (substantiated), Elder Abuse P Yes oD, Ppr SIM/ QC & OD |commencement of action: PC §§ 261, 286,

(substantiated), & Sexual Assault (Rape),
Arson (Suspected or Undetermined)

288, 288a, 288.5, 289, 289.5, and 799; 803(h),
11169 et seq.; 11170(a); WIC 707(b)

HUNTINGTON PARK, CA. ©1995 - 2022 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 2.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-7
. Image: Destroy
Office of . . Total . Media | I=Import | Paper after
Record | Retention No. Records Description Rotention Vital? Options M=Mfr | Imaged & Comments / Reference
(OFR) 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.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
CRIME REPORTS: Mo Further
Police / Report on Mag, Mfr Yes: After
Records PD-041 Child Abuse or Neglect Investigation Reports Suspecied OD, Ppr S/mA QC & OD PC 8811169(c),11170(2)(3)
; . Abuser + 10
- Unsubstantiated or Inconclusive
years
Department Preference; Provided there are no
CRIME REPORTS: .outstandllng warrants, unrecovered |d.ent|f.|able
Police / Mag. Mifr Yes: After items, criminal deaths, they are not historically
PD-042 - . . 5 years Yes 9. ' S/IM/I ' significant, and it is not classified under PC
Records Except those specifically mentioned in the OD, Ppr QC & OD i L .
hedule (ALL Oth 8800 & 290; Stat. of Limit. is 2 yrs; Destroy
schedule ( ers) juvenile marijuana after agel8; H&S §11361.5,
GC 834090, PC 8802, PC §8187, 800 et seq.
CRIME REPORTS:
Conviction
. Misdemeanor or Infraction - Adult Marijuana] or Arrest (If . . - " .
::(':'gredls PD-043 |/ Cannabis - H&S §11357(b)(c)(d)(e) or H&S No E’i OBSeI;% rrf '\CA)"’E‘)Q’ ';,"frr' SIM/I Eeé &Aggr ﬂcg?ggsifggloéh:trsAegenCIeS Shall destroy)
§11360(b) (with procedure in H&S §11361.5) | Conviction) | ~'>P P ' 9
- Except those with outstanding stolen + 2 years
property, including firearms, or lost firearms
CRIME REPORTS:
. . . . 2 years or . . P " " .
Police / PD-044 Misdemeanor or Infraction - Juvenile Juvenile 18 Yes: Before| Mag, Mfr, SIM/I Yes: After |If no subsequent conviction ("Shall" Destroy);
Records Marijuana / Cannabis - H&S 811357(E) - years old Disposition| OD, Ppr QC & OD |H&S 8§11361.5

Except those with outstanding stolen
property, including firearms, or lost firearms
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Ver. 2.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-8
. Image: Destroy
Office of . . Total . Media | I=Import | Paper after
Record | Retention No. Records Description Rotention Vital? Options M=Mfr | Imaged & Comments / Reference
(OFR) 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.

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

Police / PD-045 CRIME REPORTS: Follows the fYes: Before| Mag, Mft, SIMI Yes: After Department Preference; GC §34090
Records L Retention forj Disposition| OD, Ppr QC & OD ’

Missing Persons .

the Crime
Report)

CRIME REPORTS:

. N Date of Individual petitions Qistrict Attorpey; Sheriff
Police / PD-046 Factually Innocent Petition Accepted Afrest + 3 Yes: Before| Mag, Mfr, SIMII Yes: After |concurs that person is factually innocent, then
Records Records Sealed Pending Destruction - years Disposition| OD, Ppr QC & OD |seals record ("Shall" Destroy); GC 834090; PC

Except those with outstanding stolen §851.8(a)
property, including firearms, or lost firearms
CRIME REPORTS:
. . . " Offender is S "
Police / PD-047 Misdemeanor or Infraction Marijuana / 18 Yeors Yes: Before| Mag, Mfr, SIM/I Yes: After |(Courts and other Agencies "Shall" destroy);
Records Cannabis §11357(de) - Juvenile on School old Disposition | OD, Ppr QC & OD |H&S§ 11361.5 et seq., 11357(e)
Grounds during School Hours (with
procedure in H&S §11361.5)
CRIME REPORTS:
Police /
Support PD-048 Vacatur Relie.1c G_ranted by Cpurt - Vigtim of | Court Order Mag, Mfr, SIMI Yes: After |Individual petitions Court ("Shall" Destroy); GC
Services / Human Trafficking, or Victim of Intimate + 1 year oD, Ppr QC & OD |834090; PC 88236.14(k); 236.15(k)
Records Partner Violence or Sexual Violence
(Nonviolent Crimes)
Department preference; Pursuant to PC §457.1
Police / ) . . P, or Death Mag, Mfr, Yes: After |et seq.; required to register for life; If released
Records PD-049 Registrants: Arson Registrations: Adults of Registrant OD? Ppr S/ QC & OD |from cé:YA,qrecords artgJ destroyed after age 25

or sealing pursuant to W&I 8781; GC §34090.7
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Ver. 2.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-9

. Image: Destroy
Office of Total Media I=Import | Paper after
Record | Retention No. Records Description : Vital? ; B _p P Comments / Reference
(OFR) Retention Options M=Mfr | 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.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Police / Registrants: Arson Registrations: Juveniles Agg 2o or Pursuant to PC 5457.1 et seq; If released from
Records PD-050 released from California Youth Authorit Sealing Date| Mag, Ppr CYA, records are destroyed after age 25 or

y + 5 years sealing pursuant to W&l 8781; GC §34090.7
Police / . . . . .
Records PD-051 Registrants: Narcotics Registrations 2 years Mag, Ppr GC §34090
Department Preference; After 2021, Offenders
Police / PD-052 Registrants: Sex Offender Registrations: P, or Death Mag, Mfr, s/ Yes: After |can petition Court for removal 10 or 20 years
Records Adults of Registrant oD, Ppr QC & OD |after offense, provided there are no subsequent
offenses; Pursuant to PC §290 et seq.
P or Sealing
Da‘taz:-sS Department Preference; After 2021, Offenders
Police / Registrants: Sex Offender Registrations: Y Mag, Mfr, Yes: After |can petition Court for removal 10 or 20 years
PD-053 . (or Court S/ .
Records Juveniles OD, Ppr QC & OD |after offense, provided there are no subsequent
Order), or i
offenses; Pursuant to PC §290 et seq.
Death of
Registrant
;:l'g;ls PD-054 Public Records Act Requests - Police Only 2 years Mag, Ppr GC 834090 et seq.
Police / . .
Records PD-055 Ride A-Long Waiver Form 2 years Mag, Ppr GC 834090 et seq.
Police / . Data Fields / Records are interrelated; GC
Records PD-056 RMS Database Indefinite Yes Mag §34090
Police / STOP Source Data, Audit Log / Racial and . .
Records PD-057 Identity Profiling Act (RIPA) Annual Report 3 years Mag, Ppr 11 CCR 999.228; 11 CCR 999.229; GC §34090
Police / Subpoenas (Personal Appearance of Police Wiea e Mag, Mfr, Yes: After |Court or District Attorney records; GC 834090
Records PD-058 Employees) Longer OD, Ppr S/ QC & OD |etse
ploy Required P a4
Police / .
Records PD-059 Subpoenas for Records - Police Only 2 years Mag, Ppr GC 834090 et seq.
Police / Video Recordings - Building Security, City Records regular ongoing operations of the City;
Records PD-060 Operations L e Mag GC §34090.6 et seq.
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Ver. 2.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-10

. Image: Destroy
Office of Total Media I=Import | Paper after
Record | Retention No. Records Description : Vital? ; B _p P Comments / Reference
(OFR) Retention Options M=Mfr | 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.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Police / Video Recordings - Temporary Holding Records regular ongoing operations of the City;
Records PD-061 Cells Ll Mag GC 834090.6 et seq.

TRAINING
Department Preference to be consistent with
- . . - Human Resources; OSHA requires safety
Personnel Training File - Officer Training - - ]

. BY EMPLOYEE (Includes POST printouts) . training 5 years; EEOC/FLSA/ADEA (Age)
Police / PD-062 Separation + Mag. Ppr requires 3 years for promotion, demotion,
Training Includes Ran lifications. Retiree Fir 5 years 9. 7P transfer, selection, or discharge; State Law

Acgnes a?f.getlgua cations, Retiree Fire requires 2 -3 years; 8 CCR 83203 et seq., 29
rson Qualifications CFR 1602.31 LC §6429(c); GC
§812946,12960, 34090, 53235.2(b)
Training - Department Training Records - Rosters are sent to POST; OSHA requires
g P 9 safety training 5 years; EEOC/FLSA/ADEA
COURSE RECORDS . . .

. .. (Age) requires 3 years for promotion, demotion,
Police / PD-063 Minimim 5 Mag, Ppr transfer, selection, or discharge; State Law
Training (Attendance Rosters, Outlines and Materials; years 9. 7p ’ ' ge,

includes Use of Force training, safety
training, etc.)

requires 2 -3 years; 8 CCR 83203 et seq., 29
CFR 1602.31 ; LC 86429(c); GC
§§12946,12960, 34090, 53235.2(b)
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Page No.

INDEX — RECORDS RETENTION SCHEDULES

Abbreviations:
CW - City-Wide Standards

CC - City Clerk

CD — Community Development (Building, Code Enforcement, Housing & Econ. Development, Land Development, Planning)
CM - City Manager

COM — Communications & Community Relations

FIN — Finance (Information Technology)

HR - Human Resources

P&R — Parks & Recreation

PD - Police

PW - Public Works (Engineering, Maintenance, Wastewater, Water)

UT/CS — Utilities / Customer Service

0L TS SR A 010 T PSR SPPPPPPPSSRR FIN-1
921 Forms, PERS / FICA & Medicare Adjustments - Quarterly Payroll Tax Returns / OASDI, Federal Tax Deposits...............u...... FIN-5
A

AB 929 Compliance / SB 1282 Compliance (Organic Waste Collection and ReCYCliNg) ........coveviiiiiiiiiiiiiiiieeeeiiieee e PW-2
Abandonments - RECOTAEd DOCUMIEBNTS ......coi oo e e e e e e e e CC-6
Abatement Case Files (Includes appeals and Code Enforcement Complaint Letters) ... CD-2
Aboveground Storage TankS (AGENCY OWINEA) ....ceiiiiiiiiiiiiiiie e e ettt et e e e et eb et e e e e e e s e s bt e et e e e e e e s s s bbb e e e e e e e e e e aa bbb e e e e e e e eeeenannnnees PW-3
Accident Reports / Incident Reports (Members of the Public - Whether or Not a Claim is Filed) ..........cccooooviiiiiiiiii e, Cw-1
Accident, Incident, or Injury Reports from EMPIOYEES .......coooo i HR-4
Account Adjustment Backup (€.9., LeaK AQJUSTMENTS) ......uuiiiiiiiiiiiiiiii ettt e e e e e e e e e s bbb e e e e e e e e s s bbb e e eeeeeeesaannes UT/CS-1
ACCOUNES PAyabIe & PUICRASING ... ueeeeiiiiiiii ittt e oot oo e et e e e oo e e bbbttt e e e e e e e e s bbb e e e et e e e e e e e bbb e e et e e e e e e e annnnees FIN-1
Accounts Payable / Invoices and Backup / Wire Transfers / EFT ACQVICE ......ooooiiiiiiiiiii FIN-1
Accounts Receivable / CUSIOMET BillING .....o..iiieiiieiieiiii ettt e e e e s st e e e e e e e s s bbb ettt e e e e e s e snbbbneeeeeeeesaannes UT/CS-1
Accounts Receivable / RevVenUE / BUSINESS LICENSES ....ccooiiiiiieee e FIN-1
ACCOUNES RECEIVADIE / REVENUE ... . FIN-1 — FIN-2
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Page No.

ACFR - Annual Comprehensive Financial REPOIt ... FIN-2
Active Net: Class Registration Database / Recreation Database ..........ccooiiiiiiiiiiiiiiiii e e e e e e e e P&R-1
Activity Guide / Class Guide / Program GUITE (FINAI) .......uueiieiiiiiiiiiei ittt e e e e s s e e e e e e e s e bbb e e e e e e e e s anneeeees P&R-1
ACHVILY 1N PUBIC PIACES ...ttt e oo o4 ettt e e 4444 e kb et et e e e e e e e e e e bbb e ettt e e e e e e e e e e e e e e e e e e nnnnnnes CD-9
Yo (= T = YA 11U = U o = 0T FIN-4
ADA Accommodations Medical File (all EMPIOYEES) ... HR-4
AdAress FileS / BUIIAING PEINIES .......uuiiiiiiiiiiiiiit ettt oo ettt e e oo s ettt et e e e e e e e bbb ettt e e e e e e ean e bbb b et et e e e e e e e s bbbb e e e e e e e e e e nnnnnnees CD-1
Ad-Hoc Committees: Citizen Advisory - AGENDAS & STAFF REPORTS ...ttt CW-2
Ad-Hoc Committees: Citizen Advisory - AUDIO RECORDINGS ... CW-2
F e [0S 1001 1P PP PPPPPPPRPPP FIN-5
Administrative Hearing Officer FINdiNgs - ANIMal AQAreSs FIlES..........uuiiiiiiiiiiii et e e e PD-1
Administrative Policies, etc: Produced by YOUR DEPArtMENT.......ccouiiiiiii i e et s s e e e e e e et s s s e e e s e e e e aaann e e e e e e e eerennna s CW-6
Administrative Policies, etc: Produced by OTHER DepartmentsS.........ccoooiiiiiiii i CW-6
Administrative, Correspondence - ROUTINE (Content relates in a substantive way to the conduct of the public's business)......... CWw-2
Adult Marijuana / Cannabis - H&S 811357(b)(c)(d)(e) or H&S 811360(b) (with procedure in H&S 811361.5).....ccccceeeevvvrvivrincninnnnnn. PD-7
AQVISOT REPOIS .o FIN-2
ATTIAAVILS OF POSTING NOTICES .. iieiiiiiii ettt e e oo e oottt et e e oo 44 a b bbb ettt e e 44 e e e s R kb bt e et e e e e e e e e an e b bbb et e e e e e e e e annbbbb e e e e e e e e e e e nnnnnees CC-1
Affidavits of Publications / Affidavits of Posting Notices / Legal Advertising / Notices / Proofs of Publications ..............c.ccccoee CC-1
Affordable Housing Projects, HOME, Rehabilitation, CDBG-funded Housing Projects, WITH a Restriction.................................... CD-5
Agenda Packets - City COUNCIl SUDCOMIMITIEES .......oiiiiiiiiiiiiiiii ettt e ettt e e e e e e s e e e e e e e e e s e s bbb et e e e e e e e e s s bbb e e e e e e e e e e e nnnneees Cw-2
AGENDA PACKETS CiVil SEIVICE COMMISSION ..o e e e e e e e e e e e e e e e e e e e e e e aaaaaaeeas HR-1
AGENDA PACKETS Parks & ReCreation COMIMISSION ......ccoiiiiiiiieei e e e e e e e e e e e P&R-1
AGENDA PACKETS Planning COMMISSION ......cccooiiiiii e CD-9
AGENDA PACKETS YOULN COMIMISSION .....ccciiiiii e e e e e e e e e e e e e e e e e P&R-2
Agenda Packets: City Council, Redevelopment Agency, Successor Agency, Oversight Board..........ccccoovveviiiiiiiiiiin e, CC-1
AGENDAS - Employee Committees, Employee Staff Meetings / Department Staff Meetings .............cccc . CW-2
AGENDAS - Health & EAUCAtion COMMUSSION . ..ccoi i e e e e e e e e e e e e e e e e e e e e e e e e e e aaaa e CD-1
AGENDAS & STAFF REPORTS Boards, Committees, Commissions, Ad-Hoc Committees: Citizen AdVISOIY .........cccccveeeeeeninnee. CwW-2
AGENDAS CiVil SEIVICE COMIMISSION ... e e e e e e e e e e e e e e e e e e e e e e e aaaaaaeans HR-1
AGENDAS Parks & ReCreation COMIMUSSION.........ccii i i ettt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaaeeaaeeaaaaaaaeas P&R-1
AGENDAS Planning COMIMISSION ......ueitiiiiiiiiiitiieit e e e e ettt e e e e e e s ettt et e e e e 44 s e e e e e e et e a2 a4 s e R b b e e et e e e e e e e aaan bbb e e e et e e e e eaansbbne e e eeeeeeenannnnees CD-9
F YT DY NI o 10 1 g I 00T 1] 111151 0] o P&R-2
Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS).........cccoiiiiiiiii CC-1
Agreements & Contracts - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED)...........cccooeueeee. CC-2
Agreements & Contracts ADMINISTRATION (WITHOUT Grant FUNGING) ....c.ooouerriieiiieeeaeiiiie e e e e e Cw-1
Retention Schedule Index — Huntington Park, CA Page 2 of 34

©1995 — 2022 Gladwell Governmental Services, Inc. (909) 227-2516 - all rights reserved
Do not duplicate or distribute without prior written consent



Page No.

Agreements & Contracts: ADMINISTRATION (WITH Grant FUNGING). ... .coeeooiiiiiiiiiiieeeeeeeei et e e e e e e Cw-1
Agreements & Contracts: UNSUCCESSFUL BIDS, PROPOSALS or RESPONSES to RFPs and/or RFQS .......ccccceevvieevvieiiiiinnnn. Cw-1
Alarm Billing - ACCOUNTS RECEIVADIE .......ooiiiiiiiiei ettt e oo oottt e e e e e s e bbb ettt e e e e e s e s bbb b et e e e e e e s e e bbb be e e e e e e e e e e annneees FIN-1
ALL Capital Crimes, Homicide, Juvenile, Child Abuse (substantiated), Elder Abuse (substantiated), & Sexual Assault (Rape) ...... PD-6
F N L=t o g1 oL ST =0 T [ =3 FIN-2
Animal Address Files: Bite Reports, COMPIAINTS ... PD-1
Animal Control Officer's Daily LOg / Cleaning LOGS, BIC. ......uuiiiiiiiiiiiiiiiiie ettt e st e e e e e e st e e e e e e s e s bbb b e e e e e e e e s s anneeees PD-1
F N o T F= Ul =t g1 {0 o =T g1 o | R PD-1
Annexations / Boundaries / CONSOlIAAtIONS / LAFCO ........uiiiiiiiiie ettt ettt e e e e e e sttt e e e e e e e s s bbbttt e eaaeeaasnnsbbbereeaaeeeeennnnrees CD-7
Annual Comprehensive Financial REPOI (ACFR) ....coiiiiiiiiiiiii ettt e e e e e ettt e e e e e s s s bbb e et e e e e e e s e s bbb st e e e e e e e e e aanrees FIN-2
Annual Financial Reports / Annual Comprehensive Financial Report (ACFR) ........ooiiioiiiiiiiiieieeee et FIN-2
ANNUAL TaX ROl ... FIN-4
Annual Water QUAlity REPOIT ... PW-6
Appeals - Hearing Officer Determinations (Citation Appeals, Tows, etc.)

Appeals - Payment Delinquency & Impending DISCONTINUALION .........uuiiiiiiiiiiiiiiiie e ee et e e e e e s e e e e s e e ee s e e e e e e e eesnennnes UT/CS-2
Appeals Citations (Parking, Traffic, Marijuana / CannabiS). ... PD-6
Application Employee File / Benefit File (MAIN FIlE) ...ttt e e e et e e e e e s s e e e e e e e e e naneees HR-4
Applications / Participants' Registration / Liability Forms / Release of Liability FOrMS ...........ooviiiiiiiiiiieeeeeieee e P&R-1
Applications for Service: Residential / COMMEICIAl ..., UT/CS-1
Applications for Unsuccessful Candidates, Interview Notes, Job Brochures, ... HR-4
Applications to fill a Vacancy 0N the City COUNCIl ..........oiiiiiiiiie ettt e e e e e e et e e e e e e s r e e e e e e e e e annnees CC-4
PN o] o] [Toz= 1 iTo) g ISR 0 I A U 0L 08 1Y ol U I = g = CWw-4
Applications, Grants (successful), audit records, completion reCOrds ... Cw-4
Applications, Housing Rejected (First Time Home Buyers, Life/Safety, Rehabilitation, HOME, €tC.)........ccccevviiiiiiiiiiiiiiiieeeee CD-5
Appointments: City Council, Boards and COMIMISSIONS .......uuiiiiiiiiieiiiiiiii it e e eeeee et s e e e e e e e e et r e e e e e eeeeetea e aeeeeeeeatannrreeereenrrnnnnnaeas CC-6
F O 1Y D =Yg a1 £ (o] g 1=t =T = (o] T =) (o3RRS PW-3
F g oT0] Y KSR (=T o [0 £ TP PP PPPRPP PW-4
Architects Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) ..., CC-1
Y =S A T LS T SR (@ Tod = I =T 0T o £ PD-5
Arson RegistrationS: AQUITS REGISIIANTS. ... ...iiiiiiiiieii ittt e e e e s s s bttt e e e e e e s bbb e e et et e e e e e aaa s b bbb ettt e e e e e aasabbb b e e e e eeeeenannnenees PD-8
Arson Registrations: Juveniles released from California YOUth AUtNOTITY .........oouiiiiiiiiiiee e PD-9
N g (Tod 1= T30 1 o) 0 To = 11 o] o U CC-2
AS-BUIIE DIAWINGS ... PW-1
Assessor - Annual Tax Roll and Special Assessments: Landscape and Lighting DiStrictS, €tC. .........ooiiiiiiiiiiiiiiiiiiiiiiiieeee e FIN-4
Attendance Rosters, Training Presented by City Staff - COURSE RECORDS .........oooiiiiiiiiiiiiieeeeee et Cw-7
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Auctions of Surplus Property - ACCOUNES RECEIVADIE.... ... FIN-1
AUDIO RECORDINGS - Boards, Committees, Commissions, Ad-Hoc Committees: Citizen AdVISOIY ........cccovvvviiieniieeereeevnnnnnnnnn CW-2
AUDIO RECORDINGS - CiVil SEIVICE COMMISSION. ....cccciiii e e e e e e e e e e e e e e e e e e e e e e aaaa e HR-1
AUDIO RECORDINGS - Health & Education COMMISSION ......cccoiiiiiii e CD-1
AUDIO RECORDINGS - Parks & Recreation COMIMISSION ......ccooiiiiiiiei oo P&R-1
AUDIO RECORDINGS - Planning COMMIUSSION .......ccooiiiiiiii e, CD-9
AUDIO RECORDINGS - YOULN COMMISSION .....ccciiii ettt e e e e e e e e e e e e e e P&R-2
Audio Recordings or Tapes - (CAD / Computer Aided Dispatch) Recordings of Telephone & Radio Communications .................. PD-4
Audio Recordings: of City Council, Boards, Committees, Commissions

F U (o [ Vo] Q=T o 1= £ TP PP PPPRPPP FIN-2
Audits - Annual Financial Reports / Annual Comprehensive Financial Report (ACFR) .........uuiiiiiiiiiiieeeeee e FIN-2
Audits - Single Audits, Grant Audits, IRS Audits, Transportation Audits, PERS Audit, €tC. .........ccooviiiiiiiiiiicen e FIN-2
AULhorization t0 giVe MEAICINE ..o P&R-1
AULNOTIZAtION 10 GIVE MEAICINE ... ..ottt oo oottt e e e o4 e ah b ettt e oo oo 4o s R bbb e et et e e e o4 e a R bbb e ettt e e e e e e bbb e e et e e e e e e e nnnnnnnees P&R-2
B

Backflow Test Results / Backflow Assembly TESt REPOIMS ..o PW-5
Background Files - SUCCESSTUl APPIICANTS - POICE .......ooouiiiieiiiiee et e e e e e e e e e e e e s bbb e e e e e e e e e eaneeees PD-1
Background Files - Unsuccessful APPIICANTS - POLICE ...........ui e e et e e e e e s r e e e e e e nnneees PD-1
Backups / Computer Backups (ALL) ... FIN-5
BalanNCe SNEELS ... FIN-4
Ballots - Prop. 218 (Property-based fees - Sewer, Solid WaSte, WEALET) ......cooiiiiiiiiiiiiie et e e CC-5
Bank Statements, BANK RECONCIHAIONS . ....cvuiieeiiiiiie ettt e et ettt e ettt et ea et e et a s et e et e ea s e s e ea e ea e e s e e seanseasennseaseaasenaeenaaenaees FIN-2
Banking Transactions, Bank Wire Transactions, Confirmations ...............ccc FIN-2
e T (U] ] (o1 [ OO PP POPPPPPPPPPPN UT/CS-1
B NN P OIS CD-9
Banners, HOmMeE OCCUPALION ......ccooiiiiii CD-7
Barking D0OgS - ANIMAL AGUIESS FIIES ....coiiiiiiiiiiie ittt e e e oottt e e e e e oo s bbbttt e e e e e e e o e a b bbb e et et e e e e e s n bbb b eeeeeeeeenannnneees PD-1
Benefit Plan Documents (CalPERS, Dental, ViSION, B1C.) ...ccciiiiii i HR-1
BIDS, UNSUCCESSHFUL ...eiiiiiiiiiiiiitiiite s e e e e ettt e e e e e s sttt eeeee e e e e s e e aeeeeaeeeeeaans e eeeeeeeeeeasaansssaeeeeeeaeeeaanssseseeeaeaeeesannssssneenneeeeeannnnes Cw-1
Bill INSEITS / IMAIKETING .....teeeeiiieeee ittt ettt et e e e e s o bt e ettt e e e e e 4o s kbt ettt et e e o444 Rk bbb e et e e e e e e e e n b bbb e et e e e e e e e nnnbbbn e e e eeeeeannne UT/CS-1
BilliNg - ACCOUNTS RECEIVADIE........ ..ottt e oottt e e oo oo bbbt et et e e e e e e e e bbb ettt e e e e e e e bbb e e e e e e e e e e e nnnnnees FIN-1
Billing / Accounts Receivable / CUSIOMET BillING .......cooviiiiiiiiii s e e e e e e e e e e e e et s e e e e e e e e eetta e e eeeeeeennnrnnnns UT/CS-1
Billing: Appeals - Payment Delinquency & Impending DisSCONtiNUAtioON .............cooooiiiiiiiii i, UT/CS-2
Billing: Non-payment Notices / Notice of Payment Delinquency & Impending Discontinuation (Initial, Final) ...........cccccccoonies UT/CS-2
Billing: NSF Checks / Adjustments t0 CUSIOMETN BCCOUNTS .......ceiiiiiiitiiiieeeeee sttt et e e e s s s e e e e e e e e e e s bt e e e e e e e e s aanbbnneeeeeeesaaannes UT/CS-2
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Billing: Payment Plans: Amortization, Alternative Payment Plans, Deferrals ... UT/CS-2
Billing: Policy on Discontinuation of Residential Service for NONPayMENT ..........ooiiii i e UT/CS-2
Billing: Report of Annual Discontinuations of RESIAENTIAI SEIVICE ........coviiiiiiiiiiiiiiii e UT/CS-2
Board & Commission / Committee Maddy ACt LiStS / VACANCY NOUICES.........cciiiiiiiiiiiiiie et a e e e CC-2
(R To =10 SR AN U Lo [To T o] gVATe [=To TN = LYoo (o 1o <P CC-6
Boards Oath of Office / APPOINIMENLS ... CC-6
Boards, Commissions, & Committees: External OrganiZationsS ............coooiiiiii i Cw-1
Boards, Committees, Commissions, Ad-Hoc Committees: Citizen Advisory - AGENDAS & STAFF REPORTS ........cccccceeeiiiiinee. Cw-2
Boards, Committees, Commissions, Ad-Hoc Committees: Citizen Advisory - AUDIO RECORDINGS..............ccc, CW-2
Boards, Committees, Commissions, Ad-Hoc Committees: Citizen AdviSOry— MINUTES...........oooiiiiiiiiiiiiiieiieee e Cw-2
Bonds & Bond Sales / Official Statements / Transcripts / Certificates of Participations (COPS)........ccooiiuiiiiiiiiieiiiiiiiieeeeee e FIN-2
Bonds: CIP Labor & Materials, Construction Bonds, Indemnity Bonds, Performance Bonds, Letters of Credit ..............cccevvvnnnnnnn. CC-2
Boundaries / CONSOlAALIONS / LAFCO ....coiiiiiiiiiiiiiite ettt e e e e e e ettt et e e e 444 sh bttt e e e e e e an s bbb ettt e e e e e e e an b bbbt e e e e e e e e aannabbeeaeeaeeeennnnnrees CD-7
Bridges Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) ....ccooiiiiiiiiieieeeeeeeeeeeeeeeeeeeeee, CC-1
Brochures, Flyers, Manuals, Newsletters, Administrative Policies, etc: Produced by YOUR Department .........cccccoeeeevvvvivinnnnnnnn. CW-6
Brochures, Flyers, Manuals, Newsletters, etc: Produced by OTHER Departments ..., CW-6
Brochures, Flyers, Manuals, Newsletters, etc: Produced by OUTSIDE ORGANIZATIONS .......ooiiiiiiiiiiiiiiieeee e CW-5
Budgets - FINAIS @nd AMENUMENTS .......oiiiiiiiiiitii ittt e oot e e e e e a4 oo e a e ettt e e e e e s R R b e e ettt e e e e e aa s bbb ettt e e e e e aannbbe e et e e aeeeenannnnnes FIN-2
BUAQELS WOIK PAPEIS ... FIN-2
BUIIJING & SAIBLY ...ttt ettt e e oo e s e kbt b ettt e e o444 a b bbb ettt e e oo a4 e R bbbttt e e e e e e e s na bbb bbb e e e e e e e e s nnbnnneeeeas CD-1-CD-2
BUIlAING PEIMIT DALADASE .....ceoiiiiiiiiiiieiie ettt e e oo e ettt e e e e e e oo e s R b e e ettt e e e e e ea bbb e et e e e e e e e s e snbb e e e e e e e e e e aannnne CD-1
2 TUT1 o T TN =1 0 11 €S CD-1
Building Plans - Finialled - INDUSTRIAL, COMMERCIAL, MULTI-FAMILY DWELLINGS.......ccottiiiiiiiiiiiiiieeee e CD-2
Building Plans - CanCelled OF WITIOIAWN ..........uiiiiiii ettt e e e e e sttt et e e e e e e s a bbbttt e e e e e e e e nsbbb e e e e e e e e e e e nnnneees CD-1
= TUT o T T o = T SRl b q 011 (=T o P CD-1
Building Plans - Finialled - TENANT IMPROVEMENTS ..ottt e st e e e e e s s sttt e e e e e e e e st b e e aeaaeeeeennnrees CD-2
Building Plans - Finialled - SINGLE FAMILY RESIDENTIAL - SFR and APPURTENANCES Energy Calculations ........................ CD-2
Buildings Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) .....cccoiiiiiiiiiiiieeeeeeeeee, CC-1
BUSINESS LICBNSES ... FIN-1
Business RecCruitment and REENTION..........ccoo i CM-1
BYLAWS CiVil SEIVICE COMMISSION ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaeens HR-1
BYLAWS Parks & RecCreation COMIMISSION .....ccoiiiiiiiiie e e e e e e e e e e e e e e e P&R-1
BYLAWS Planning COMMISSION .......coooiiiiiii e CD-9
BYLAWS YOUL COMMISSION ..o e e e e e e e e e e e e e e e e e e aae s P&R-2
C
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(7 B B L] o T= 1 (o] o PO P PP PPPPPPPPPRPPR PD-4
Calendars, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ...ttt e e e ettt s s e e e e s e e aann s s e e e e e eeaennnns CW-2
California Building Codes / UNiform BUIlAING COUES .......ooiiiiiiiiiiiiiiii ettt e e et e e e e e e e s bbbt e e e e e e e s et b eeeeeeeaeeans CD-2
Calming Requests / Stop Sign SUrveys (SPeed HUMPS, BTC.) ....utiiiiiiiiiiiiiiiiii e ettt e s e e e e e e e r e e e e e e e s e b e e e e eeeeeans PW-2
CalPERS Reports - PERS Reports Annual Valuation Reports, Actuarial Valuation REPOITS ........covvvieiiiiiiiiiiii e ee e FIN-4
Campaign Filings (FPPC 200 Series Forms & Form 501); SUCCESSFUL CANDIDATES (Elected OfficialS)...........ccvvvvvvevvvnnneee. CC-2
Campaign Filings (FPPC 400 Series Forms & Form 501):UNSUCCESSFUL CANDIDATES........cuuuviiiiiiiriiieieeeeeereeeeeeeeeseesaessennnes CC-2
Campaign Filings (FPPC 400 Series Forms): THOSE NOT REQUIRED TO FILE ORIGINAL WITH CITY CLERK (copies)........ CC-4
Campaign Filings (FPPC 400 Series Forms): OTHER COMMITTEES (PACS - not candidate-controlled).............ccccvvvvvivvievvinnnnne. CC-4
(0 Ta[or=T [=To I =101 (o [ g o [ = F= 10 1 PO PTPP R TPPPPPPPPPPPR CD-1
Cancellations Citations (Parking, Traffic, Marijuana / CannabiS). ..........ouiuuuiiiiiieiiiiiiie e e e e e e e s s r e e e e e e e aaan PD-6
Candidate File: Nomination Papers, Candidate Statement Forms - SUCCESSFUL CANDIDATES.......ccccooieiiiiiieieveeiiinn e CC-4
Candidate File: Nomination Papers, Candidate Statement Forms - UNSUCCESSFUL CANDIDATES.........ccvvvvvviviivvvveeieeeveeeveennne, CC-4
Candidate Statement Forms, Local Election Candidate Filing Cost Program, etc. - SUCCESSFUL CANDIDATES .........cccccceeenn. CC-4
Candidate Statement Forms, Local Election Candidate Filing Cost Program, etc. - UNSUCCESSFUL CANDIDATES.................. CC-4
Candidate Statements to be printed in the Sample Ballot, EIECHONS ............uiiiiiiiiiiiiiiiieeiiieeeee et resseeessesseeessesereereeesaeenee CC-4
Cannabis - H&S 8§11357(b)(c)(d)(e) or H&S 8§11360(b) (with procedure in H&S §11361.5) - Except those with outstanding........... PD-7
Cannabis §88358(de) - Juvenile on School Grounds during SCHOOI HOUFS ...........uuiiiiiiiiiiiiiieiieieeeee et eeeeeeeeeeeeeeees PD-8
Capital Crimes, Homicide, Juvenile, Child Abuse (substantiated), Elder Abuse (substantiated), & Sexual Assault (Rape).............. PD-6
Capital Improvement Projects (CIP) - Where Engineering is the Lead: AdmInistration File ...............euvviiiiiiiiiiiiiiiiriieeiieeeieeveeneeennn, PW-1
Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File............ccoiiiiiiiiiiiiiiiie e PW-1
Cash Receipts, Reconciliation (INCIUAES Petty Cash) .......ccoiiiiiiiiii s e e e e e e e e e et s s e e e e e e e aant s e eeeeeeeenrnnns FIN-2
CCTV ViIEOS Of SEWET LINES ...eeeiiieiiiiiitiiiiit et et s ettt e e e sttt e e e e e a4 e s ettt et e e e e e e e s sttt ettt e e e e a4 aa R b bbb st e e e e e e e e nnnbbbeeeeeeeeeennnbbaeeeeeeeenans PW-6
CCTV ViIidE0S Of STOMM DI@IN LINES .....uiiiiiiiiritiititeieieestessseseeeessessseessesseeessaessae.seesees.te.ee.tese.eesreeeseesrneesreneeeeeeeme——— PW-3
CCW Permits (Carry Concealed Weapon Permits) - Retired EMPIOYEES...... oot s e e e s e e et e e e e e e eennens PD-2
CDBG (Community Development Block Grant) / Reimbursable Claims / FEMA Reimbursements..............uvvvvevvvvevieveveeeeeeereeeeeennn. Cw-4
CDBG / SUD-RECIPIENT GIantS AQIEEIMEINTS .....ceiiiiiiiiiiteeeee e e e ettt et e e e e e e s et e et e e e e e e s s e bt ettt e e e e e s aa s b bbb e e et e e e e e e s anbbbe et e e eeessaannbbeneeeeeeeeans CD-4
CDBG-funded Housing Projects, etc. WITHOUT a Recapture / Resale RESIIHCHON .........uueuuieiiieiiiiiiieiiiiiiieeiieeeeeeieeeeeeeeeeeeeeeeeeeneeeeees CD-5
OB TC T {8 gL [=To I o To TN IS o TN o (0] (=T o £ T =] (o CD-5
CD-r / Blue Ray-R or other unalterable media that does not permit additiONS, ...........cuuiiiiiiiii e FIN-6
(01T 01510 ST B =Ty o [ r=1 o] o1 o= T PP PPPP PP PPPPPPPPPPPPN CD-7
Central Square / Tyler - Financial Services Dat@base ...........couuiiiiiiiiiiiiiiiii e e e e e e e s e e e e e e e e aant e e eeeeeeennnnns FIN-2
Central Square Payroll Database

CEQA - CorresSpoNdENCE OF STAM INOLES .......eiiiiiiiiiiiiii ettt e e e e e e e bbbttt e e e e 4o e s b bbbt et e e e e e e e e aab bbb et e e e e e e e s nabbeneeeeeeeeans CW-2
CEQA / Environmental Documents - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File...... PW-1
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CEQA Correspondence & Staff NOES (HOUSING) ... . ..uuuuiiiiiiiiieiiiiiieeeieeeeeeeeeeeeeeeeaeeeeeeeeeeeaeseeeeeeeseeeeseesseesssssssesssssssesssesssessssnssnnsnnsnnnnnnes CD-4
CEQA Correspondence & staff NOtES (PIANNING) ......uuuiiii i e e e e e et e e e e e e e e e e et ta s e eeeeeeeeentnnn s aeeeeeeennnnnns CD-8
CEQA Inside City boundaries - Where HOUSING IS the LEAMA...........uiiiiiiiiiiiiiiii et e e e e e et e e e e e e e CD-4
CEQA Inside City boundaries - Where Planning iS the LEAT ..........uvii ittt e e e e e e e e e e e CD-8
LOF=T 5 1] o7z T (=T o) 01T o0 1] | PP FIN-2
Certificate Of OCCUPANCY (COTO) ....uuuuiiiiiiiiiiiieiiittiieeereeseeeeeeareeereeeeeeesaeas—aeseaessaesssssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsnnes CD-2
Certificates of Participations (COPS) - BONAS & BONG SAIES ........eeiiiiiiiiiiiii et e e e e e e e e e FIN-2
Certified Payroll - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File...............cccccceeeeenns PW-1
Certified Payrolls, Agreements & Contracts ADMINISTRATION (WITHOUT Grant FUNAING)..........uuvviviiiiiiiiiiieiiierieeeeeeeeeeereeeneenne. Cw-1
Certified Payrolls, Agreements & Contracts: ADMINISTRATION (WITH Grant FUNING) ....ccooiiiiiiiiiiieeeiiiiiie e Cw-1
Chains of Custody: Potable Water BacteriologiCal and OFQaNICS ..........ccuuuriiieiieeiiiiiiiii it e e e e e e e e e s e e e e e e e e s aabrenreeeeeeeans PW-7
Chains of Custody: Potable Water Chemical (Includes Chloring ReSIAUAIS) ........couuuuiiiiiiiiiiiiiii e e e e e e e eeneees PW-7
Chains of Custody: Potable WaLer LEAM & COPPEL ....uuuiuuiuiieeiiietreesrersreessasssasessesesssssessaesseeeree..er.ree.rre......—...—————————————————————————.. PW-7
Change Orders - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File.............ccvvvviiiiiiiieinnnnee. PW-1
Chats, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ...ttt s e e e e et s s e e e e s e e aann s s e e e e e eeannnnn CW-2
Checklists, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ....ooiiiiiiiiiiiiiiiietiiteiiesiesesssessesssesrssssssssssesserseeerrer—————. CW-2
(O LYol (VL= T4 = 1] £ P PP FIN-2
Checks deposited to Bank (City scans them for the BanK ............oeoiiiiiiiiii e UT/CS-1
CREMICAI USE REPOIM FOIMN ..iuiiiiiiiiiiiiiiiiitesieesttessessseeseeesseseseeerseesseessesseeessesssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnsnnes PW-4
Child Abuse or Neglect Investigation Reports - Unsubstantiated or INCONCIUSIVE ...........uvuiiiiieieeiiiiiiiieiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeae PD-7
(O o1 [0 I @F= T =T 311 PSPPSR CD-9
(O T 111 0 F= LI I LT TN 1 ] £ PP PPRPPRPPP CD-9
Chronological, Correspondence - ROUTINE (Content relates in a substantive way to the conduct of the public's business) ......... CW-2
CIP - Capital Improvement Projects - Where Engineering is the Lead: Administration File .............ccccceiiiiiiiiiiiiiieeeee e PW-1
CIP - Capital Improvement Projects - Where Engineering is the Lead: Permanent File .............ooooiiii i e PW-1
(O | S = oo g 1Y = 1 (=T o LR = o o RSP RTPP R PPPPPPPPPPR CC-2
Citation BOOKS (Off leash, €1C.) — ANIMAIS ......coiiiiiiiiiiiiiie et e oottt e e e e e e e bbb ettt e e e e e e s bbbt e e e e e e e s aanbbbbeneeeeeeeeanns PD-1
Citation Log Books (#s / ranges) - Parking, TIATIC ........coii ittt e e e e e e e e e e e e e e r e e e e e e e e aaa PD-6
Citations (Parking, Traffic, Marijuana / Cannabis). Includes requests for dismissals, cancellations, and appeals. ...............cccceeeee PD-6
(@01 7= 11 o] E TR O Yo [Tl a1 (0] Co7 =1 1 0 1< 1 | AT CD-4
Citizen Advisory Created by the City Council - AGENDAS & STAFF REPORTS ... ...t Cw-2
Citizen Advisory Created by the City Council - AUDIO RECORDINGS .......oiiiiiiiiiiiii et e e e e e et s s e e e e s e e aann s a e e e e e eeannnens CW-2
Citizen Advisory Created by the City COUNCIl — MINUTES ........ouiiiiiiiiiiiiiiieiiieieieseeessseseeesseseseesassesssssasessssrasssssssesssasssressrerrresrererannnees CW-2
(313 VAN g 1ol [T o] i [ g o oTo] =14 o] [T PPTPP R TPPPPPPPPPPPR CC-2
City Clerk Subject Files / FUNCHON FIlING SYSTEIM ...ttt ettt e e e e e et e e e e e e s et e e e e e e e et b rrreeeeeeeens CC-2
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(O] Oo 18 g [ I =T gL F= T = ol ] £ TSRS PPPPPPPRP CC-1
(014 VA OTo 0] o [or | W7 ANE [0 [ To T o T gV Ao LYo L= To 0] o [T o 10 CC-6
(O313 Y 670 10 o T | 1V 1 0 11 (=2 PO PTPP R TPPPPPPPPPPPR CC-5
City COUNCI RESOIULIONS ...ttt e ettt e e o444 o ket et e o444 4R ket ettt e 44444 a R bbb e e et e 4o e 24 e e s bbb e e et e e e e e e e e nnbbnnneeeeeenaans CC-6
Redevelopment AQENCY RESOIULIONS .......ciiiiiieiiiiis e e e e e e s e e e e e e e e ettt e s e eeeeeeee et e eeeeeeeeeeteaan s seeeeeeeesesnannseeeeeeennsrnnnnsns CC-6
City Council Subcommittees - Agenda Packets, MINULES, @ll FECONAS .........uuuiiiiiiieiiiiiiieiieeiiietiereeererseesresreerrrerrrerrrerereer————————————————. CW-2
City Council, Oath of OffiCe / APPOINTMENTS .....coiiiiiiiiii ettt e e e e e e o bbbttt e e e e e o st bbb e et e e e e e e e e sab b b e et e e e e e e e annnbbenneeeeeeeans CC-6
L0113V (Y =T g T To =] PSP PPP PP PPPPPPPPPPPPN CM-1
City Reimbursement and INSUIEA (ICRIMA) .....uuuiiiiiiiiiieiieeeteeeeteeeeeeeaeeseeerseeseaeesaeseesssaessaeseesereesresesessrsssrsesressrressssssesrsmmerrrrrrerrmrr CC-2
Civil Service Commission AGENDAS & AGENDA PACKET S.....uuuuuuuutttuttutttuttteeeeeseesesearsseseeeesereee...——.—————————————————————————————————————— HR-1
Civil Service CommisSion AUDIO RECORDINGS .........uuuuiuiiititittteeeueeetaeeeaeeeaeeeaeeeeeeeeeeeeeeaeeeeeeeeeeeseeeeaeeseeeaeeeeeenseensnnssnenssnsnressnnssmnmnnes HR-1
Civil Service Commission MINUTES, BYLAWS, RESOLUTIONS . .....cooii ittt e st a e e e e e s e e e e e e e e s snnnenneeeeeeeeanns HR-1
ClAUM FOF DAMAGES FOMM ...uuutiiiiiiiiieiieetseeseeseeeesreseesesreeseeeseseseesssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnnnns CC-2
(O = T g T I LTS U] PP CC-2
Claims - Department of Fair Employment & Housing (DFEH OF EEOC) .....u.oiiiiiiiiiiiis et ee et s e e e e s e e eann s e e e e e e e ennnens HR-2
ClAIMS AQAINST TNE CILY ...uuiiiiiiiiiiiiiiiiiettietteeteeeereseeseeeeeseeeseseseeessesseeesssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssnnnnnns CC-2
(Od F= T TST =1 = o1s] 0 0[] L T HR-2
(O F= 1T g FS T O ST = |V RPN FIN-4
Class GUIde / Program GUIAE (FINGI) .......uuuuuuuuuieiiiiiieutteeustueseererseaeeseessreesreeseesae—.e—..e..se——.ee—ees.eassssssessssssssssssassssssssnssnsssnsssnsssnnssnnns P&R-1
Class RegISIration DAADASE .........ccooiiiiiiiiiiiiiie ettt e oo ettt e e e e s o e bbb ettt e e e e e e e bbb ettt e e e e e e e bbb e ettt e e e e e e ereaee s P&R-1
Classification / Reorganization Studies (for employee classifications and department StrUCtUres) .............euveeveeeieerieeeeeeeeeeereeeeeenne. HR-1
(O 1= 1T o= a0 S 01T o o= L1 o PP HR-2
ClIPPINGS N SDAPET ....vvvtvurtteeiteesseeseesssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnssnes Cw-4
CMMS DATABASE (Computerized Maintenance Management SYSIEIM) ........oii ittt e e e e e e e e e s s ssibbeneeeeeeeeans PW-5
(010] 272 ¥\ =111 T To I (=T 1 ¢= 1IN A T] o] o ) ISR HR-1
Code Enforcement / Abatement Case Files (Includes appeals and Code Enforcement Complaint LEtters) ..........evvvvvvveeveevrevvvnnnnne. CD-2
(OfoTo LI =y oY (o] fot=Tap =T 1 A @31 =1 {0 4 1S PP CD-4
LOTaTo [T =y oY (0] £t =7 0 T=] o | PSPPI CD-2-CD-4
Collection Agency Assignments (and assoCiated ISPULES) ....c.uuuuuiiiiiiiiiiiiiiiiirs e e e e e e e e e e e e e e e e e e e era e e e e e e e eesnana e eeees UT/CS-1
(0] 11T o 10 1 1S PSP PW-6
Collections / Master Collection List / Write Offs / Collection Agency Assignments (and associated diSpUtes) ...........ccccoeevvveeee. UT/CS-1
COMMERCIAL BUIIAING PIANS ...eiiiieeiiieeitee ettt e sttt e e e e e e e ettt et e e e e e e e s st e e e et e e e e e e e aan s s eeeeeeeaeeeeeannsstaeeeaeeeeeesannssnnneneneneaans CD-2
Commission / Committee Maddy ACt LIStS / VaCANCY NOUICES.......uuuuuiiiiiiiieiiieieeerieertrerrresrreerreerrrrrreer——..———————————————————.——————————————————— CC-2
CommIiSSIONS AUAIO OF VIOEO RECOITINGS . ....ceiiiiiiiiiiiiiiiet ettt e e e ettt e e e e e e s ettt ettt e e e e e 4 e s b bbb e et e e e e e e e s an bbb et e e e e e e e e annnbbnnneeeeeeeans CC-6
Commissions Oath of OffiCe / APPOINTMENTS ......ooiiiiiiiiiie ettt e e e e e e e et e e e e e s s s b b e e et e e e e e e s e nbb e e e e e e e e e e e aasnbbnnreeeeeenans CC-6
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Commissions, & Committees: EXterNal OrganiZAtiONS. ... ... .. . u i e ueeeeeeeeeeeeeeeeeeeeaeaeeeeeaeseeeeeeeeaeeeseesseeessesesesssssssssssssssesssessssssnsssnnnnnes Cw-1
Commissions, Ad-Hoc Committees: Citizen Advisory - AGENDAS & STAFF REPORTS. ... CW-2
Commissions, Ad-Hoc Committees: Citizen Advisory - AUDIO RECORDINGS..........uuuuuiiiiiiiiitiiieiiieeeieereessessseerssesererrserrree—————. CW-2
Commissions, Ad-Hoc Committees: Citizen AdVISOry— MINUTES .......ooiiiiiiiiiiiiiiiiiiieiiiieieeeieeeieeeeeeeeeeeeeeeeeeeeessseeeseesseessseessesseeesennnnes CW-2
Committee Maddy ACt LiStS / VACANCY NOLICES ......cuuuiiiiiiiiiiiiiiiie s e e et e s s e e e e e e e et s s e e e e e e eeaeaa s e e eeaeee e et taaa s seeeaeessantnnnsaeeeeeeennrnnns CC-2
CommMIttEES AUTIO OF VIOEO RECOITINGS ...vvvuuvetiitiiriertesteesteeseeessessrresresseeesseessaeesae..ee..te..ee.ree.rrerr.r.ree..re......—...—————————.———————...—.———. CC-6
Committees, Commissions, Ad-Hoc Committees: Citizen Advisory - AGENDAS & STAFF REPORTS .......ccocccciiiiiiiiiiiiiiieeee e Cw-2
Committees, Commissions, Ad-Hoc Committees: Citizen Advisory - AUDIO RECORDINGS ..........oooiiiiiiiiiiiiiiieee e CWw-2
Committees: City Council Subcommittees, AGENDAS and MINUTES ...........uuuuiiiiiiiiiiiiiiiiieeeierereeerreerresrrerrerree———————————————— CW-2
Committees: Employee Committees, Employee Staff Meetings / Department Staff Meetings AGENDAS and MINUTES. ............. CW-2
Committees: EXIErNal OFQANIZATIONS .........uuiiiiieiiiiiiie et e e et e e e e e ettt e e e e e e o s s e e e e ettt e e e a4 aa R bbb e e et e e e e e e e e s nbb s e et e e e e e e n e nnbbennreeaeenans Cw-1
Community Development / AGQMINISITALION ........cci i e e e e e e e e e e et e s eeeeeeeateaa s aeeeeeeeansaaan s seeeaeeesensnnnareeeeeennnnnns CD-1
COMPENSALION SUIVEYS & STUMIES ....uvuevveiviriiriiiisiieisieeetesseeareeereeerreerrees.e...............re..re..r.......——..——.—................—...——..—.—.——.——.—.....————— HR-1
Complaints - Regarding ANIMAaIS (BArking, ©IC.) ....uuuiiiiiiiiiiiiiii ittt e e et e e e e e e s e e e et e e e e e e e e bbb e e e e e e e e e e s e sbbreneeeeeeeaaans PD-1
Complaints / CONCEINS fTOM ClIlIZENS .. ...uuiiiii et e e ee s e e e e e e e e ettt s e e e e et ee et e et seeeeeeeetesaanaaeeeeeeeaessnnnaseeeaeessnnsnnnaeeeeeeennnnnns CW-2
Complaints from a Member of the Public WITH Sustained Finding of MiSCONAUCT ............ooviiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeee e PD-2
Complaints from a Member of the Public WITHOUT Sustained Finding of MiSCONAUCT ..........ooiiuiiiiiiiiiiiiiiiiiieece e PD-2
Complaints, INTEINAL — POIICE OffiCEIS ... . uueiiiiiiieiieiiiieei ettt eeee et et aeaeeeeseaeeeeeeeeeeeeeeesesseessesessssssssssesssssssesssssssssssesssesssesssssssnnsnnnnnnnnnes PD-2
COMPUELET BACKUPS (ALL) . .tttttttiiteititiitttitttetstessssesussssseessesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssnnnnnns FIN-5
Computerized Maintenance Management System - CMMS DATABASE .......oooiiiiiiii et a e e PW-5
Concerns from Citizens (EXCIUAES POIICE OFfICEIS) .....uiiiiiiiiiiiiiiii ettt e e e e et e e e e e e e e e e e e e e e e et e e reeeeeeans CW-2
(OfoTg (o 11 o] gF= | MU EST= T =T 1 g 011 C T (O ) PP CD-7
Conditions of Approval Planning Projects - Discretionary & Ministerial - Approved Permanent Entitlements & Permits.................. CD-7
Confined Space ENtries / HOt WOTIK PEITNIES .....ooiiiiiiiiiiiiiee ettt ettt e e e e e s sttt e e e e e e s bbb et e e e e e e e s nabbeneeeeeeeeans PW-6
Confined Space ENtries / HOt WOIK PEIMILS ... .coiiiiiiiiiii it s e e e ettt e e e e e e e e e et ta e e e e e e e e e e et ta s e eeeeeesaentnnn e eeeeeeeenrnnns PW-7
Confirmations, Banking Transactions, Bank Wir€ TranSACHIONS ...........uuuuuuurruerurerreersserreesreseseesresesseerresrserrrererree..—..————————————————— FIN-2
Connects & Disconnects - (entered iNt0 DATADASE) .........uueiiiiiiiiiiiiiee e e e e e et e e e e e e e s e e e e e e e e e e anbreeees UT/CS-2
(o] 1Yo [To Fo U0 o TSR0 A I 2 O O RSP PRPPPPPP CD-7
(O7a] o118 o110 TN =0 T -SSP PPSPPRPPP CC-2
Construction Inspection Logs - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File........... PW-1
Construction Manager's Logs - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File........... PW-1
Consultants Agreements & Contracts - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED)..... CC-2
Consumer Confidence Report - Annual Water QUAIILY REPOI ........uuiiiiiiiiiiiiiiiieiieestsesreesrerereesrrserereree..——.————————————————————————————————————— PW-6
Continuing Disclosure Reports - BONAS & BONA SAIES .......ccoiiiiiiiiiiiiieeiii ettt e e e e s e e e e e e e s et enreeeeeeeans FIN-2
Contract Copies - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File.............ccccvvvvvviiivivinnnnee. PW-1
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Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) ......uuuiiiiiiieaiiiiiiiieiee e e e s assiieeeeaaaeaaassnnsseeeaaeaeessnssssneneeeeseaans CC-1
Contracts - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED)........c.cccccceiiiiiiiiiieiiiiin e, CC-2
Contracts ADMINISTRATION (WITHOUT Grant FUNGING).........uuuiiiiieiiiiiiiieiie ettt a e e e s s e e e e e e e s snnbbeneeeeeeeeans Cw-1
Contracts for INVESHGAtOrS (POHCE ONIY) ... ettt oo oottt e e e e e ettt e e e e e e e bbb e e et e e e e e e s aannbbnnneeeeeeeaaans PD-2
Contracts: ADMINISTRATION (WITH Grant FUNAING) ......coooiiiiiiiii st s e e e e e e ettt s s e e e e e e e e aaaaa s s e e e e e eseenannn e eeeeeeeennnnns Cw-1
Contracts: UNSUCCESSFUL BIDS, PROPOSALS or RESPONSES to RFPs (Request for Proposals) and/or RFQs ................... Cw-1
Copies of invoices, Grant program rules, regulations & procedures, reports to grant funding agencies, correspondence .............. Cw-4
(o] o] [N o] lo (¥ o] [[or=1 (=T ] =10 ) VA £=Tol0] (o EU PSP PPP P TPPPPPPPPPPPPN CW-2
COPs - Certificates of Participations - BoNdS & BONGA SAIES ...........uuuiiiiiiiiiiiiiiiiiieeiiiesisessreeseeseeserrrereerrre.——.———————.———————————————————————— FIN-2
Copyright Release Forms / Requests & Permissions to Receive Copies of Plans (to and from Architects)...........cccccvvvvvvvvvvevennnne. CD-2
(7o £=Tod1T0] o TN NN [ 1 To] = 1SS CD-2
Correspondence - Elections - GENERAL, WORKING or ADMINISTRATION ......ci oottt s e e e e s e e e s e e e e e e e aennens CC-4
Correspondence - ROUTINE (Content relates in a substantive way to the conduct of the public's busSINESS) .........cccvvvviiviiiiiininnns CW-2
Correspondence - TRANSITORY / PRELIMINARY DRAFTS ... ittt ettt e e e e e e e e e e e e s e e e e e e e eeeans CW-2
Correspondence & staff notes - Environmental Determinations / CEQA (HOUSING) ..vvvuiiieiiiiiiiiiiii e e e ettt s e e e e ee e s e e e e e eeeennens CD-4
Correspondence & staff notes - Environmental Determinations / CEQA (Planning)..........uuueeruiriiiiiiieiiieiieieiresseeeseereeeesserrreerer... CD-8
Correspondence or Staff Notes - Related to a CEQA Permit ( Environmental Impact Reports, EIRs, Negative Declarations)........ Cw-2
County EIECHION SEIVICES EIBCHONS ...ttt e oottt e e oo oottt e e e a4 4o bbb e et e e e e e e e e an b b e e et e e e e e e e e nnbbenneeeeeenans CC-4
Covenants Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) ..........ccvuvviiveiieeriiierreeereereesenennn CC-1
COVID-19 NOLIfICAtIONS t0 EMPIOYEES ......eeeiiiiieiiiiiiiiie ettt e oottt e e e e e e sttt et e e e e 44 e s bbb bbb et e e e e e e e aab bbb et e e e e e e e e nnbbnneeeeaeeeans HR-2
Credit Card Payment Receipts - ACCOUNTS RECEIVADIE ... e e e e e e e FIN-1
L@ 10 0[N =T 0T A o) e 1P PD-5
CRIME REPORTS / SEALED RECORDS ......ooiiiiiiiitiieiiit ettt e ettt e e e a4 e s sttt et e e e e e e e e s bbbttt e e e e e e e e nnbbbaeeeeaeeesannsbenneeeeeeeeaanns PD-6
L08R 1YL =t =@ T 3 5 TS PD-6
CRIME REPORTS .. eeiiiiie ittt ittt e e et ettt e e e e e e e sttt et eee e e e s s sttt eeeeeeea e s s s eeeeeeeeeeeeeaan s s teeeeeeeeeeeaan s s eeseeeeaeeeeeannssseeeeeaeeeesennnssnnneeneeenaanns PD-7
CRIME REPORTS ..o eeiiiie ittt oottt e oo e e ettt et e e e+ 44 s sttt ettt e e e e 44 e s R bttt et e e e e e e e e n R R b e e et e e e e e e 44 a R b bbb e et e e e e e e e ennnbbee e e e e e e e e s annbbnneeeeeeeenanns PD-8
(08 m 1YL =t =@ T 3 S S PD-6
L8 E Y| =T I8 PD-7
CRIME REP O R T S ..iiiiiiiiiiiiitititt et e e e e e sttt e e e e e e e s sttt eeeeaeeeaaaasseeaeeaeeaeeaa s s sseeeeeeeeeeesaan s s teeeeeeeeeeeaanssesseeeeaeeeeeannssseeeeaaeeeesannssennneeeaaeeenns PD-7
(08 m 1YL =t =@ T 3 S S PD-7
L8 B Y| =T I8 PD-8
CRIME REP O R T S .. iiiiiieiiiiiittiitt et e e e e e ettt et e e e e e e s ettt et eeeaeeaaaass et e eaaeeeeaa s s sseeeeeeeeeeeeaan s s teeeeeeeeeeeaan s s seseeeeaeeeeeannssseaeeeaeeeesannnsssneneneeenaans PD-8
CRIME REP O R T S .. eiiiiiiiiiiiitttt ettt oottt e e e e e e ettt et e e e e e e s st bttt e e e e e e e e s R b b ettt e e e e e e e e n R b Ee e et e e e e e 444 n s b bbb et e e e e e e e e nnnnbbeeeeeeaeeeeannsbbsneeeeaeeenanns PD-8
(gl TaF= U a1 (=] | [To =T ol = 1= PP PRPP RS PPPPPPPPPPPR PD-4
Cruelty Investigations - ANIMEAl AQAIESS FIlES........ e it e ettt e e e e e e et e et e e e e e e e e e e e e e e e e e s e nbbreneeeeeeeaaan PD-1
Retention Schedule Index — Huntington Park, CA Page 10 of 34

©1995 — 2022 Gladwell Governmental Services, Inc. (909) 227-2516 - all rights reserved
Do not duplicate or distribute without prior written consent



Page No.

(610 ] R @o] oo [1 o] g F= LW LT =T s 011 SRS PP CD-7
Customer Account Adjustment Backup (€.9., Leak AJUSIMENLIS) .....cccoiiiiiiiiiiii et e e e e e e e UT/CS-1
(1013 (o] 14T ol =11 o PP P PPPPPP T TPPPP UT/CS-1
Customer Concerns / Customer Complaints / Complaint Forms: Odor / Taste / Visual Water Complaints .............cccvvvvveeeveeeeennee. PW-7
LOLUES] (0] g =T =Y g 1 T=T o R (1 01 UT/CS-2
(OS] (0] 41T ST =T oot P PPR PP UT/CS-1 - UT/CS-2
D

Daily Inspections - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File............................. PW-1
Daily Logs - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File ................................. PW-1
Daily Vehicle Inspections / Daily EQUIDIMENT CRECKS ..........uuiiiiiiiie ittt e e e e e e s st e et e e e e e e s bbb e et e e e e e e e e nnneees CW-5
Dangerous Dog Reports - ANIMAl AQUIESS FIES .......ooo ittt e et e e e e e e s e e et e e e e e e s e e e e e e e e e ennneees PD-1
Data / Layers (both City-wide and SPECIALIZEA) ......coieeiiieeiiiei e e e e e e et e e e e e e e e e e et s e e eeeeeeeaeraa s eeeeeeeeesrnnananas CW-4
DE-166, 921 Forms, PERS / FICA & Medicare Adjustments - Quarterly Payroll Tax Returns / OASDI, Federal Tax Deposits, ...... FIN-5
DES542 (California Report of INdependent CONTIACIONS) .........uuiiiiieeiiiiiiiii et e e e et e e e e e e e e e e e e s e s bbb e e e e e e e e e s ansnbn e eeeeeeeeaannnees FIN-1
DE-6, DE-7, DE-9, DE-22, DE-22, W-2 & DE-166, 921 Forms, PERS / FICA & Medicare AdjuStMentS.........ccccceevvvvvieieeeeeenennnnee FIN-5
Debt Services - BONAS & BONG SAIES .....coooiiiiiiiiiiiii oottt e e e e e e ettt e e e e e s s e bbbttt e e e e e e s an bbb e et eeae e e e s nnnbbeeaeaaeeeennnnnrees FIN-2
Deeds - RECOIIEU DOCUMENTS ... ..ot e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaas CC-6
D=7 g pTeTo [ =1 o] o 1o TP PP P PP PPPPPPPR PO CD-7
Department of Fair Employment & Housing (DFEH or EEOC) Claims / Harassment Claims ...............cccc HR-2
Department Staff MeetingS AGENDAS and MINUTES ........ou et e et e e e e e s s st e e e e e e e e e e s s bbbt e e e aaeeeeennnrees CW-2
Destruction Authorization Forms & Certifications (All DEPAITMENTS)........uuiiiiiiiiiiiiiiiiie et e e e s e e e e e e e aanene CC-6
Detectives Investigation Files and Arrest Files (Official REPOIMS) ....uuuuiiiiiiiiiiiiiis e e e e e e e e e e e e eare e e eeees PD-5
Development Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) ... CC-1
DEVEIOPMENT PIAN REVIEW ...ttt ettt oo 4ottt et a4 4o 4R b bbbt ettt 22 o4 4o a R R b bttt e e e e e e e e e R kbbb e et e e e e e e e annabb e e e e e e e e e e e nnnneees CD-7
DFEH or EEOC Claims / Harassment ClIaiMS ... HR-2
Dig Alerts / Underground Service AlErs (USA'S) oo PW-6
Dig Alerts / UNderground ServiCe AIBITS (USA'S) /..o ittt ettt e e e e e e bbbttt e e e e e e s s sttt et e e e e e e e s bbb e e et e e e e e e e nnnnrees PW-4
Disconnects - (entered iNt0 DAADASE) ........cc.uuuiiiiiiii ettt e e e et e e e e e e e e e e e e e r e e e e e e e e UT/CS-2
D11 0= 1 (] PD-4
Disposition of complaints made againSt itS OFfICEIS ........iiiiiiiiiiiie e e e e e et r e e e e e e s s bbb e et e e e e e e e enneeees PD-3
DIVE VIHEBOS ... PW-8
Drafts & Notes: Drafts that are revised (retain final VEISION).......cooooiiiiiiiii e e e e e s e ee e e e e e e e e e rraa s CWw-4
Drainage - Land Development / Private Development: Permanent File ... CD-6
Drawings, Maps, Plans and Record Drawings, Large-Format Drawings, Survey Record Maps, As-Built.............ccccoeeeieii. PW-1
Driveway - Land Development / Private Development: Permanent File ... CD-6
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DUI Billing - ACCounts RECEIVADIE ... FIN-1
[T T o] 1= 1 (=TS0 = |V (= ol (o P CW-2
DVD-r / CD-r / Blue Ray-R or other unalterable media that does not permit additions, ............uuueiiiieiiiiiiiii e FIN-6
E

Easements - RECOrded DOCUMEBNTS ... ..o e e e e e CC-6
Economic Development Projects / Business Recruitment and Retention..............ccooo i CM-1
[=ToTo gTo] o g1l DIV T (o] o] 1 4 1= o | AP P PP PP TOPPPPP CD-4 - CD-6
Economic Interest Filings (FPPC 700 Series Forms - Statement of Economic Interests): ALL.........cccooiiiiiii, CC-2
Economic Interest Filings (FPPC 700 Series Forms - Statement of Economic Interests) - ELECTRONICALLY FILED................. CC-2
EEOC Forms / EEO-4 Forms / EDD Reports (Employment Development Department REPOIS)..........cccuvvvvieiiieeiiiiiiiiiiieiee e HR-2
EFT AQVICE - ACCOUNES PAYADIE ...ttt oo ettt e e oo oo bbbttt e e e e e e e e bbb e e e et e e e e e e e bbb e et e e e e e e e e nnnnnees FIN-1
EIRs - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File..........ccccoooviieiiiiiiiiiiin e, PW-1
[ eTot i o] g R @0 o Y] o F= 1 (= PSP PRR SR CC-2-CC-5
Elections - GENERAL, WORKING or ADMINISTRATION Files (Correspondence, Applications to fill a Vacancy........................... CC-4
Elections - Petitions (Initiative, Recall or REFEreNdUIM) ..........ci i e e e e e e e e e e e e e CC-4-CC-5
e g gLt a1 ESTR= T o AN g g T=T Vo [ 1= o PRSP PPPPPT CD-8
E-Mail, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ..., CW-2
Emergency Operations Plan (includes Office of Emergency Management & Homeland SeCurity) .........cccccoeveeiiiiiiiiiiinieeeee e PD-2
Emergency Response Plan / Risk & Resilience Assessment / Hazard Mitigation Plan ..., PW-5
Employee Accident, INCIAENT, OF INJUIY REPOITS ......iiiiiiiiiiiiiit ittt ettt e e e e e ettt et e e e e e s s a bbbttt e e e e e e e s nabbb e et e e e e e e e nnnnneees HR-4
Employee Committees, Employee Staff Meetings / Department Staff Meetings AGENDAS and MINUTES ...........cccooiiieiiinee Cw-2
Employee Directories, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ...t e e CW-2
Employee File / Benefit File (Main File) Includes Application, Benefit Enrollments, Evaluations, Oaths of Office, ........................ HR-4
EMPIOYEE INVESTIGALIONS ....eiiiiiiiiiiiiiiii ittt e oo ettt et e e oo e o s b bt e ettt e e o444 R kbbb ettt e 2o 4444 n R bbbttt e e e e e e oo e n kbbb e et e e e e e e e ann bbb s e e e e e e e e e e nnnnenes HR-2
Employment Development DePartMeEnt REPOIS .......cciiiiiiiiiii i e s e e e e e et e s e e e e e e e e ettt a e e e e e eeeea et reeeeeeeeesesaa s eeeeeeeessrnnnnnnes HR-2
EMpPloyment VENfICAtIONS ... HR-2
Encroachment Permits / Excavation Permits: Permanent - Includes Insurance Certificates .........cccccceeeiieii PW-1
Encroachment Permits / Excavation PermitS: TEMPOTAIY .......cooeiiiiutiriiieieeeeaaaitiee et e e e e e s et e e e e e e s s s bbb e e et e e e e e aaasnbr e e e eeeeeeeannrees PW-2
Encroachments - Land Development / Private Development: Permanent File ... eee e CD-6
Energy Calculations Finialled - SINGLE FAMILY RESIDENTIAL - SFR and APPURTENANCES .........cooooiiiiiniee e CD-2
Energy Calculations BUIlAING PIANS, ..ot e oo ettt e e e e oottt e e e e e s e e bbb e e et e e e e e e e bbb et e e e e e e e e nnnnnees CD-2
[ T=T (0 YA @F= 1 Lo F= 1 0] o P CD-2
Enterprise System Catalogue (Listing of Enterprise-wide Software, posted on lin€) ... CC-5
Environmental Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS).........ccieiiiiiiiiiiiiiieeeeeeniee CC-1
Environmental Determinations / CEQA — Correspondence & Staff NoteS (HOUSING) .....cooiiiiiiiiiiiiiieiiiiiiiieeeee e CD-4
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Environmental Determinations / CEQA — Correspondence & Staff Notes (Planning) ..........cccvviveeiiiiiiiiiiiieeeeeeeeee e CD-8
Environmental Determinations Planning Projects - Discretionary & Ministerial - Approved Permanent Entitlements & Permits...... CD-7
Environmental Determinations: Environmental Impact Reports (EIRs), Negative Declarations, tC.) ........cccccoevviiiiiiiiiiiieeennnninne. CD-4
Environmental Determinations: Environmental Impact Reports (EIRs), Negative Declarations, etc.) / CEQA — Planning ............ CD-8
Environmental Documents - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File .................... PW-1
Environmental Impact Reports - Correspondence or Staff NOtES ... CW-2
Environmental Impact Reports (EIRs) — Correspondence & Staff NoteS (HOUSING) ....vvveeiiiiiiiiiiiiiiieeee i CD-4
Environmental Impact Reports (EIRs) — Correspondence & Staff Notes (Planning) .........oooocuiieiiiiioiiiiiiiiieeeeee e CD-8
Environmental Impact Reports (EIRs), Negative Declarations, etc.) / CEQA Inside City boundaries - Where Housing.................. CD-4
Environmental Impact Reports (EIRs), Negative Declarations, etc.) / CEQA Inside City boundaries - Planning ...........cccccccooeueeee. CD-8
o {811 o] 14 1=] 01 M O g T=T o TP PP PP PP PPPPPPPRPO CW-5
Lo TUTT o g L= 0 o IS (o oY | =P PW-4
Escheat (Unclaimed money / uncashed ChecCKS ... FIN-2
Ethics CertifiCates fOr EMPIOYEES ... oottt oo oo 4ottt e oo e o e bbbt ettt e e e e e e e e bbb e et et e e e e e e s bbb e e e e e e e e e e e nnnnnees HR-2
Ethics, Harassment, & Safety Training & Tailgates Training Presented by City Staff - COURSE RECORDS............cccevvvvviiiiennnn. CW-7
Evaluations, Oaths of Office Employee File / Benefit File (Main File) ... HR-4
Except those specifically mentioned in the SChedule (ALL OtNEIS) .......uiiiiiiiiiiii e e e PD-7
Except those with outstanding stolen property, including firearms, or [0St fIr@arMS..........oooiiiiiiiiiiiie e PD-7
Exemptions - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File.................................. PW-1
Expenditure Reports (FROM DATABASE - ANNUAL, MONTHLY OR PERIODIC) ..cooiiiiiiiieee, FIN-4
=y o Tl £=To I = TUT] (o ] ol =d F=T o E ST PP PP PP PPPPPPP PO CD-1
F

Facility Use Applications and Permits (includes ABC Permits, where required) ..., P&R-1
Factually Innocent Petition Accepted Records Sealed Pending Destruction - Except those with outstanding stolen property ......... PD-8
Fats, Oil & Grease Inspections / Pretreatment Annual & Quarterly REPOIMS .....uvvuiiiii it e e e e e e ra e PW-6
Federal Tax Deposits, AQJUSTMENTS ... FIN-5
[ Y N 08 = 1] 1 1 1= PP PP PPPRRR FIN-4
FEMA REIMDUISEMENL. ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaeens FIN-2
FEMA ReIMDUISEMIBNLS ... Cw-4
FICA & Medicare Adjustments - Quarterly Payroll Tax Returns / OASDI, Federal Tax Deposits, Adjustments ...............ceeeeeeeeen. FIN-5
Field Rentals (includes ABC PermitsS, WHEre FEQUITEA) ..........uuiiiiiieiiiiiiiiie et e e ettt e e e e e e st e et e e e e e e e b e e e e e e e e e e annbenereeeeeeeaanes P&R-1
Filing / Subject Files / Function Filing SYStem — City ClerK........ccooiiiiiiiiii e e e e e e e e e e e e e e e e rraa s CC-2
LT =T 0 01 PP PRSP PPPPPTP CD-9
Financial Reports - General Ledger, Subsidiary Ledgers, Reconciliations, Registers, Transaction Histories, Balance Sheets ...... FIN-4
Financial Reports / Annual Comprehensive Financial REPOrt (ACFR) .....ooiiiiiiiiiiiiiie et FIN-2
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Financial Services Database (Central SQUAIE / TYIEI) ... e ittt e e e e e e e e e e e e e e e e e e e e e ennnees FIN-2
Finialled - TENANT IMPROVEMENTS ...ttt e ettt e e e e e e sttt e e e e e e e s s st eeeeeeaeeaaaansstsaeeeeeeeeesannseseeeeeeaeeeananssssneaeaeeeesennnrens CD-2
T e U =To I =10 1] o [T g Vo I ] P>V o PP OO P PP PPPPPP P CD-2
e U =To I ST U 1] (o [T g To I ] F=T g TP PP PP PP PPPPPPPPPR PO CD-2
L Yot I = 0 AR t= L (=] =] ] S FIN-2
Fit for Duty Medical File (@ll EMPIOYEES) ..o HR-4
OO A S S BES .o FIN-2
Flyers, Invitations, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ... CW-2
Flyers, Manuals, Newsletters, Administrative etc: Produced by OTHER Departments ... CW-6
Flyers, Manuals, Newsletters, Administrative Policies, etc: Produced by YOUR Department...........cccccoeiiieiiiiiiiieeieeeeeeeeee, CW-6
Flyers, Manuals, Newsletters, etc: Produced by OUTSIDE ORGANIZATIONS ......oiiiiiiiiiiiiie et CW-5
FOG (Fats, Oil & Grease) Inspections / Pretreatment Annual & Quarterly REPOIMS ......cooeviiiiiiii i PW-6
FOrm 501 UNSUCCESSFUL CANDIDATES ....ottetitiiee ittt e ettt e e e e a4 s sttt et 2 e e e e s e s bbb e ittt eee e e e s s s bbbttt e e eaeeeaaansnbbeeaeaeeeeennnnnrees CC-2
Form 501: SUCCESSFUL CANDIDATES (EleCted OffiCIAIS) ......cciiiiiiiiiiieiee ettt et e e e e CC-2
Former Redevelopment Agency Projects and PIANS ...........oiiiii it e et s e e e e e e e et s e e e e e e e e e tea e e e e e e e eeeeeaan s CD-8
FPPC 200 Series Forms & Form 501): SUCCESSFUL CANDIDATES (Elected OfficialS)........ccoooiiiiiii CC-2
FPPC 400 Series Forms & Form 501 UNSUCCESSFUL CANDIDATES ..., CC-2
FPPC 400 Series Forms): THOSE NOT REQUIRED TO FILE ORIGINAL WITH CITY CLERK (COPI€S) ...ccevvveeeeeieeeieeeieeeeeeeee CC-14
FPPC 400 Series Forms): OTHER COMMITTEES (PACS - not candidate-controlled)............cccccooii CC-4
FPPC Economic Interest Filings (FPPC 700 Series Forms - Statement of Economic Interests): ALL .........cccccoiiii . CC-2
FPPC Economic Interest Filings (FPPC 700 Series Forms - Statement of Economic Interests) - ELECTRONICALLY FILED ....... CC-2
FPPC Form 501 UNSUCCESSFUL CANDIDATES ... .o ttitiitee e ettt e e e e e e e sttt e e e e e e e s st saeeeeaeeeaaanstsaeeeeeaeeaaaannsssneneaaeeeseannnrees CC-2
FPPC Form 501: SUCCESSFUL CANDIDATES (Elected OffiCIalS).........uuuuiiiiiiiiiiiiiiiieee et e e e e e e ennnees CC-2
FPPC FOrm 801 (Gift 10 AQENCY REPOI) ..iiiiiiiiiiiiii ettt e e e e ettt et e e e e e e s e s bbbttt e e e e e e e e n bt bbbt et e e e e e e e abbb e e eeaeeeeennnnneees CC-2
FPPC Form 802 (Behested PayMENT REPOI) .....uuiii i e e ee et s e e e e ettt e s e e e e e e e e e et e e e e e e e e eee et s e eeeeeeeeeesnaseeeeeeennernnnnsaes CC-2
FPPC Form 802 (Event Ticket / Pass Distributions Agency REPOIT) ... CC-2
FPPC Form 806 (Agency Report of Public Official APPOINTMENTS) .......uuuiiiiiiiiiiiiiiiie et a e e e CC-2
Franchise Fees - ACCOUNES RECEIVADIE ... FIN-1
Franchises Agreements & Contracts - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED) ...... CC-2
FUNCLION FilING SYSIEM — CILY CIEIK ....eeiiiieiiiiit ettt e oo e oottt e e e e e e e a bttt et e e e e e e e e a bt bbb et e e e e e e e e nabbb b e e e e e e e e e e nnnnrees CC-2
(T To [=To [ o =1 g SRR CW-5
G

L= T4 011 T LT 0] £ PRRPPSPPOPPPPRPPR FIN-5
Gas DeteCtion RESUILS / INVESTIGALIONS ........uiiiiiiiiiiiiiiiiee ettt e e e ettt e e e e e s o bt e ettt e e e a4 aa b bbb e et e e e e e e e e sab b b e et e e e e e e e annnbbeneeeeaeeeans PW-6
LT L - b PP PUUPPPPPPRTR FIN-4
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General Files, Correspondence - ROUTINE (Content relates in a substantive way to the conduct of the public's business).......... CWwW-2
LT L= = | =T [ 1 PP FIN-4
(€T=T Lo = T I =To (o= PRSP POPPPPPPPPPTN FIN-2 — FIN-4
General Orders (Department POlICIES AN PrOCEUUIES) ......ooiuiiiiiiiiii ettt e et e e e e e e e e e e e e e e s e bbb e e e e eeeeeaaan PD-3
General Plan / General Plan AMENAIMENTS ... ... . i iiiiiiiiieeieeieeeeeeeeeeeeeeeeeeeeeaeeeeeeeeeeeeeseeeseeseseesessessssseesssessssssssssssnssnsssnnssssssnssnnnnnnnnnes CD-7
General Plan, EIements and AMENAMENTS ........ooiiiiiiiiiiiii ettt e e et e e e e e e s s st e et e e e e e e s aaa s babe et e e eaeeaaannbbbeeeaeaeeessansbreseeeeeeeeaans CD-8
Generator Operation LOGS & INSPECTIONS .......oiiiiiiiiiiiiiiiie ettt e e e e ettt e e e e e s s bbb e ettt e e e e e aa s bbb bbbt e e e e e e e e nn bbb e et e e e e e e e annnbbenneeeaeeeans PW-3
Generator Operation LOGS & INSPECTIONS .......ceiiiiiiiiiiiiete e e ettt e e e ettt e e e e e s e e bbb e ettt e e e e e e s s b b e e et e e e e e e e e nnbb e e et e e e e e e e s nnbbenrneeaeenans PW-7
Geotechnical and Soil RepOrts / HYArOlOQY REPOIS ........uuuuuieiiiiiiiiiiettieesteessseessessesssresseesreseree..—e......—...——.———.————————————————————————————.—.—. CD-5
Geotechnical and SOIIS REPOITS (AU1)........uuieiiiiiiiiiii et e e e e e et e et e e e e e o e bbb ettt e e e e e s e bbb b e et e e e e e e s e nabbeneeeeeeeeans CD-2
GIS Database / Data / Layers (both City-wide and SPECIALIZEA) .......ccoiiiiiiiiiiiii e e e e e e e e e e e Cw-4
L ISR = 1= 0= L= PSPPSR Cw-4
Grading Permits & Plans - Land Development / Private Development: Permanent File ...........cccccuvvviviiiiiiiiiiiiiiiiiiieniiesinnseennnnnn, CD-6
Grant agreement, copies of invoices, program rules, regulations & procedures, reports to grant funding agencies........................ Cw-4
LT =T N o [PPSR FIN-2
Grant funding agencies, correspondence, audit records, COMPIEtION FECOIAS........uuuuuiiieriiriiiiiiiriireeireerrerrrerrrerrrerrrerrre—————————————————— Cw-4
Grants - CDBG / SUD-RECIPIENT GIantS AQIEEIMIEINTS ......ciiiiiiiiiitttieeie e e e e ettt e e e e e s s e bbe et et e e e e e s s s be b et et e e e e e e s ananbbee et e eeeeesaannbbeneeeeeeeeaans CD-4
Grants (UNSUCCESSFUL Applications, COMESPONUENCE) ........uuiiiiiieiiiiiiiiieie e e e e ettt e e e e e st e e e e e e e s s r e e e e e e e s et beereeeeeeeaas Cw-4
Grants / CDBG (Community Development Block Grant) / Reimbursable Claims / FEMA Reimbursements ..........cccccvvvvvvvvvvevvnnnnee. Cw-4
Grants SUCCESSFUL Reports, other records required to pass the funding agency's audit, if required.............ccccciviiiiiiiiieeeeennns Cw-4
LT 1= Y= o= PP HR-2
Gun and Narcotics Destruction Log (DOCUMENLS FlAtEA T0) .....uvuuuiiiieiiiiiiiiiie e e r e e e e e et s s e e e e s e e e ee e r e e e e e e e eeerenaaeeeaeeeennnnns PD-5
H

HArassSmMENT ClaiMS ... e e e e e e HR-2
Harassment TraiNiNg CeTIfICALES ......u.iiii i e e e e e e e e e ettt s e e e e et et ee et e e eeeeeeee et eaa s eeeeeeeeeeesnaaeeeeeeeeesrnnnnsns HR-2
Harassment, & Safety Training & Tailgates Training Presented by City Staff - COURSE RECORDS...............ccccc. CW-7
(o Ee UL R @ LU F T (=T Y (=T o To ] £ TP PRSP PPPPPPPPPPRN PW-2
HAZArd MITIQATION PIAN ...ttt e e oo oottt e e e o444 b bt ettt e a4 o4 4o R R b e ettt e e e e e e e e bbb ettt e e e e e e e bbb s e et e e e e e e ennnnnnes PW-5
Hazardous Materials Plans - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File .............. PW-1
Health & Education Commission - AGENDAS & STAFF REPORTS ..., CD-1
Health & Education Commission - AUDIO or VIDEO RECORDINGS ... CD-1
Health & Education Commission - MINUTES ... CD-1

Hearing Officer Determinations (Citation Appeals, Tows, etc.)
Hearing Officer Determinations (for appeals of Code Enforcement Actions)
Herbicide or Pesticide Applications / Use (Bicycle Paths, Parks, Parkway Ar€as) ..., PW-3
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Historical Projects (e.g. City Anniversaries, Incorporation, City Seal, Awards of significant historical interest.)............................... CC-5
Historical Records, Photographs, & HISIOMNCAl PrOJECS ........uuiii ittt e e e e e e et r e e e e e e e e e ae e e e e e e e e neranaa e s CC-5
Home Buyers APPIICAtIONS REJECTIEM. ... ..ciii ittt e e e oo e ottt e e e e e e s e s b bbbttt e e e e e e e e s bt bbbttt e e e e e e s nbbbbseeeeeeeeeennnnrees CD-5
(o] a T a1 (=T g o TP PP P PP PPPPPPPP PO CD-9
[ [0 4 LT To o o - [ o IS CD-7
HOME, Rehabilitation, CDBG-funded Housing Projects, WITH a Recapture / Resale Restriction etC.............cccco. CD-5
HOL W OTK P OIS e PW-6
([0 AV 4 g Y 1 ] £ SRR PW-7
Housing & EcConomic DEeVEIOPMENT ... CD-4 - CD-6
Housing Applications Rejected (First Time Home Buyers, Life/Safety, Rehabilitation, HOME, etc.)...........cccccceiiiiiiii CD-5
Housing Programs: Affordable Housing Projects, HOME, Rehabilitation, CDBG-funded Housing Projects, etc.............cccoeeeee. CD-5
Housing Programs: CDBG-funded Housing Projects, etc. WITHOUT a Recapture / Resale Restriction ............cccceeevvveeevieveivnnnnnnnn. CD-5
HUMBIN RESOUITES ...ttt ettt e e oot ettt ettt oo e e e ettt e b ek oo oo e e et e e et h b oo e e e e et e ee bbb e e e e e e et e ee e bba e e e e eeeeees bbb e eeeeeees HR-1 - HR-4
Hydrant Meters - Rentals / Temporary (P0O0IS, CONSIIUCLION, BIC.) ......uuiiiiiiiiiiiiiiiiie e e e e e e s r e e e e e aannes UT/CS-2
L 120 [ 0] oo |V =T Lo P CD-5
I

[ 50 S ettt ettt ettt e oo ————e—eeeeeeeeeatt——eeeeeeeeeaaatttetteeeeeeeaaatteteeeeeeeeaaaaaanteeteeeeeeeeeannteeeeeeeeeeeaananttaeeeeeaeeaaaannrrreeeaaeeeeeannnrees HR-2
IMMUTABLE CLOUD MEDIA ... ..ttt ettt e e e e et e e e e e e e e s ettt e e e e e eeeeaaa s s s e e e et e eaeeeesas s s b saeeeeeeeeeeassssseeeeeeaeeeasnnsnseeeaaaaeeeennnnnrens FIN-6
Impound Notices - Animal AdAress FIleS ... PD-1
Incident Reports (Members of the Public - Whether or Not a Claim is Filed)............uuiiiiiiiii e Cw-1
Incident, or INjury REPOItS frOM EMPIOYEES .........uiiiiiiiieiii ettt e e e e e et et e e e e e s e bbb e e et e e e e e e e bbb e e e e e e e e e e e annnees HR-4
Includes Associated CEQA Noticing Planning Projects - Discretionary & Ministerial - Approved Permanent Entitlements ............. CD-7
Includes requests for dismissals Citations (Parking, Traffic, Marijuana / Cannabis). ..........ccccccciiiiii PD-6
TaTo (=70 T o110V =To] 1 o K-S TP PRSP PPPPPPTP CC-2
INDUSTRIAL BUIIAING PIANS ... ettt e e e e e sttt et e e e e e e e e s ettt e e e e e e e e aan s st seeeeeeeeeesannssseeeeeeaeeeannsnssneaeaaeeeeennnrees CD-2
1 (o = U 1 1= PRSP PPPPRT PD-5
Ta{eTqgat=ulo] g I W=Tex o1 g Vo] (o | AP P PP PP POPPPPPP FIN-5 -FIN-6
INFRASTRUCTURE AQreements & CONIIACES ......ccoiiiiiii i CC-1
INIIALIVE POlItIONS ... CC-4-CC-5
Inspections - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File...................ccc.c. PW-1
Instant Messaging, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ...ttt CW-2
Insurance Certificates that can't be matched to an Agreement 0r CONIACT .........u.iiiiiiiiiiiiiiiiiie e e e e e CC-5
Insurance Certificates, Agreements & Contracts ADMINISTRATION (WITHOUT Grant Funding) ... Cw-1
Insurance Certificates, Agreements & Contracts: ADMINISTRATION (WITH Grant FUNING) .....coooiiiiiiiiiiiiiiiieieiiiieeeeee e Cw-1
Insurance Companies - ACCOUNTS RECEIVADIE ..ot e e e e oot ee e e e s e et e e et e e e e e e e bbb e et e e e e e e e nnnnees FIN-1
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Internal Complaints — POlCE OffiCOIS .. ..o PD-2
Inventories, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ... oottt e e e s ee s e e e e e e e et s CW-2
Investigation Files and Arrest Files (OffiCial REPOIS) ........eiiiiiiiiieiiii et e e e st e e e e e e e s e bbb e e e e e e e e e anneeees PD-5
INVeStigations - ANIMAL AGAIESS FIlES ......ooi oo oottt e e e e oo et e et e e e e e e s e bbb e e et e e e e e e e nbb e e et e e e e e e e annnneees PD-1
LNV 1o = o) 1 PD-4 — PD-5
Investigations / Problem Files (barking, loose dogs, dangerous dog reports, vicious animals, etC.) ..........cccccciiiii . PD-1
INVESTIGALIONS, EMPIOYEE .....ceiiiiiiiitie ettt e oo oottt e e e e 444 kbbb ettt e 2o 4o 4o a R R bbbttt e e e e e e e e R b bbb ettt e e e e e e e bbb e et e e e e e e e e nnnneees HR-2
INVESTMENT ACCOUNT STALEIMENTS ...ttt ettt oo oo ettt et oo oo e e et ettt bt o e e e e e et e et e b b oo e e e e eeeeebbaa s e e eaeeeeebbbaa e e e aeeeeessbnnaans FIN-2
Investment BoONAS (RECEIPLS) ...cooiii i FIN-2
Investments / Investment Statements / Certificate of Deposit / Investment Bonds (Receipts / Advisor Reports / Trade Tickets ..FIN-2
Invoices and Backup / Wire TranSTers / EFT AGVICE.........c..uuiiiiiiiee ettt et e e e e e e e e ettt et e e e e e e et e e e e e e e e e e annnees FIN-1
Invoices to Outside Entities - Accounts Receivable ... FIN-1
1T AN o 11 PO PPPPPR FIN-2
LSS U Il . e CW-6
J

Job Descriptions / Classification SPECITICALIONS ..........uuui s HR-2
Joint Powers Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) .....ccccoiiiiiiiiiieiieceeceeceee e CC-1
Journal ENtries / JOUMNAI VOUCKEIS ... s FIN-4
N Lo 18 g F= TR 0T Lo g T PP PPP PP FIN-4
JPAS - AQreEMENTS & CONIIACES ...t s CC-1
K

L

Lab Reports & Chains of Custody: Potable Water Bacteriological and OrganiCs ............cccoeiiiiiiiiiiiiie PW-7
Lab Reports & Chains of Custody: Potable Water Chemical (Includes Chlorine ResidualS) .........ccccooviiiiiiiiiiiiiiiiiiiiiiee e PW-7
Lab Reports & Chains of Custody: Potable Water Lead & COPPEN ...uuuiiii i it e e ee et e e e e e e e e eatt s e e e e e e e eeatrar e e e e e e e eenrennneaeas PW-7
Lab Verifications - Land Development / Private Development: Permanent File ... CD-6
N 0 R USPPTRSPN CD-7
LAIF Local AQeNCY INVESTMENT FUNG .....ooiiiiiiiieiiiiii oottt e e e e ekttt e e e e e e st ettt e e e e e e e a bbb ettt e e e e e e e bbb e e e e e e e e e e e annnnees FIN-2
I Y = 11T £ 1] 1 TSP PP PPTRR P FIN-2
Land Development - Geotechnical and Soil Reports / Hydrology REPOIS .....ooiiiiiiiiiiiieeieeiiiiee e CD-5
Land Development / Private Development: PErmanent File ...t e e e CD-6
Land Use Plans and AMENAMENLS ..ot e e e e e e e e e e e e e e e e e e e e e CD-9
Landscape and Lighting DISIIICLS ........coooiiiiiii i FIN-4
Landscaping Agreements & Contracts - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED) ... CC-2
Large-Format Drawings, Survey ReCOrd MapS, AS-BUIIT .........ooi ittt e e e e e e e s r e e e e e e e nnnees PW-1
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=T B S A W 1o =1 (o] o OO PP T PP PP PPPPPPPP PPN CC-5
Layers (both City-wide and SPECIAIIZEM).........c.uuuuiii i e e e e e e et e r e e e e e ee e e et s e eeeeeeeeae b rreeeeeeerrraa s CW-4
Leak Report / Annual Leak Report / Water LOSS REPOIS .......uuiiiiiiiiiiiiieiieee et ettt e sttt e e e e e s st e et e e e e s e s b bt e e e e e e e e nnneees PW-4
Leases Agreements & Contracts - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED) ............ CC-2
IS0 o A0 V=T 1 £ Vo P CC-1
Legislative Advocacies, Support or Opposition to proposed Federal or State Legislation...............cccc CM-1
LEIErS OFf Credit ..o CC-2
Letters, Correspondence - ROUTINE (Content relates in a substantive way to the conduct of the public's business) .................... Cw-2
Lexipol / Operation Directives / General Orders (Department Policies and Procedures) ... PD-3
I E T o 11§V o1 4L OO PP PP P PPPPPPPPRPPP P&R-2
Liability Forms / Release Of Liability FOIMS ........uiiiiiiiiiiiiiie ettt e e e e e e et et e e e e e e s bbb et e e e e e e e e e b bbn e e e e eeeeenaae P&R-1
Liens / Lien Releases - ReCOrded DOCUMENTS........cooi i CC-6
Life/Safety Applications REJECIEM ... CD-5
1 (o= (o] o H OO PP PP PP PPPPPPPR PO CC-5
(o Y=Y TSR ] A {0 1 [T =Y o CW-5
Local Agency Investment Fund Trustee Stat€mMENTS ... FIN-2
Local Government COMPENSALION REPOIT .........iiiiiiiii ettt e ettt e e e e e e s e e e e e e e s s e s e bbbttt e e e e e e aas bbb e e e et e e e e e e s nsbbb s e eeaaeeeeennnneees FIN-4
Logs, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ...ttt e e e e e e e e e e annanes CW-2
Long Range Planning / Planning StUIES ... CD-8
Long Term Disability Claims (Includes all Accident, Incident, or Injury Reports from EmpIOYees) .........cccuvveeeiieiiiiiiiiiiiiieeeee, HR-4
LOOSE DOGS - ANIMAI AQUIESS FIlES ... eeeeiieiiiie ettt e oo oottt e e e 4o e b bttt et e e e e e e s e s bbb e e et e e e e e e e bb e e e e e e e e e e e e annnneees PD-1
[0S U 0 TSP PPTRR CC-2
Lost & Found Property (Documents related t0) ..o PD-5
Lost Property: Firearms entered into CLETS (if not Permanent REENTION) ...........uuiiiiiiiiiiiiiiieee e PD-6
0] I T TS Ao 11 .11 o S CD-7
M

Mailer - Prop. 218 (Property-based fees - Sewer, SOlid WaSLE, WEALET) .......ooiiiiiiiiiiiiiie et CC-5
Mailing List, Master File - Prop. 218 (Property-based fees - Sewer, Solid Waste, Water) .........ccccccoiiiiiiiiiiieieiiiiieeeee e CC-5
Mailing Lists, Correspondence - TRANSITORY / PRELIMINARY DRAFTS . ...ttt e e et s e e e s e eaaaan e CW-2
Y= T 1 (=] g =T g (o] R PW-3 — PW-6
Manuals, Newsletters, Administrative Policies, etc: Produced by YOUR DepartmMent............ceeuieeeiiiiiiiiiiiieeeeeeaniiiieeee e e CW-6
Manuals, Newsletters, etc: Produced by OUTSIDE ORGANIZATIONS ... .o e e e e e e e e raaa s CW-5
Maps, Plans and Record Drawings, Large-Format Drawings, Survey Record Maps, As-Built....................ccc . PW-1
Marijuana / Cannabis 88358(de) - Juvenile on School Grounds during SChool HOUIS ..., PD-8
Master Collection List / Write Offs / Collection Agency Assignments (and associated diSPULES) .........ccuveeveveeeeriiiiiiiiiieeeeenniens UT/CS-1
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Master File - Prop. 218 (Property-based fees - Sewer, Solid Waste, WALET) ...........eiiiiiiiiiiiiiie e CC-5
S O PlaN . CD-7
Master Plans, Specific Plans, Land Use Plans and AMENAMENTS ........ccooiiiiiiii i CD-9
Material Safety Data Sheet (MSDS) / Chemical USe REPOIT FOIMM .......ui it e e e PW-4
MALEIIAIS BOAIUS ... CD-9
Materials Testing Reports - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File .................... PW-1
Meeting Minutes - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File.............................. PW-1
Meeting Room Registrations, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ....oooiiiiiiiiiieeee e CW-2
Memorandums, Correspondence - ROUTINE (Content relates in a substantive way to the conduct of the public's business) ....... CW-2
Meters - Rentals / Temporary (POOIS, CONSIIUCLION, BTC.) ....uuiiiiiiiiiiiiiiiiiiee e e e sttt e e e e s s e e e e e e s bbb e e e e e e e e s s asbbneeeeeeeeeaannnes UT/CS-2
MINUTES - Citizen Advisory Created by the City COUNCIL..........oooiiii e e e CW-2
Minutes - City COUNCIH SUDCOMMITIEES ... coiiiiiiiiii e e e e et e e e e e e e e e e ettt aeeeeeee e e et taa s eeeeeeeeetesna i reeeeeeenesrnnnnses CW-2
MINUTES - Employee Committees, Employee Staff Meetings / Department Staff Meetings..............ccc, CW-2
MINUTES - Health & Education COMMISSION ....cooiiiiiiiie ettt et e e e et e e e e e et e e e e e e et e e e e e e e e e e e e e e e e aeaaaees CD-1
MINUTES Civil SErvice COMIMISSION ..o HR-1
MINUTES Parks & ReCreation COMIMISSION .......uuiiiiiiiaiiiiiiiiiiieete e e s sasiiitee et e e e e e s s s ssb b e eeeeeaeesaasbbee et eeeaeeaaaasssbbeeeeaaeeessannnbssseaeeeesssannns P&R-1
MINUTES Planning COMIMISSION .....uuuiiiiiieiiiiiiitiieitt e e e e e e et tee et e e e e e s s s abb e s et e e e e e 44 s s e s b e e e et e e a2 e a5 s bbb ettt e e e e e e e aan b bbb ettt e e e e e e ansnbbseeeaaeeeennnnnrees CD-9
LN Ol I o 101 g I 0 4]0 01151 (o] o R P&R-2
Minutes: City Council, Redevelopment AGeNCY, SUCCESSOI AQENCY .......ccoeeiieiiie e, CC-5
Misdemeanor or Infraction - Adult Marijuana / Cannabis - H&S §11357(b)(c)(d)(e) or H&S §11360(b) (with procedure in H&S ...... PD-7
Misdemeanor or Infraction - Juvenile Marijuana / Cannabis - H&S 811357(E) - Except those with outstanding stolen property,.....PD-7
Misdemeanor or Infraction Marijuana / Cannabis 88358(de) - Juvenile on School Grounds during School Hours .........c.ccccceeeeee. PD-8
MISSING PEISONS ... .o PD-8
MOE (MaintenancCe Of EffOrT) REPOIT .....coioiiiiiiiiiiiiie oottt oottt e e e e e ettt e e e e e e s e e bbbttt e e e e e e e e s bt bbbttt e e e e e e s nsbbb s e eeeeeeeennnnnrees FIN-4
Monthly Reports - includes any Customer Concerns / Customer Complaints / Complaint Forms: Odor / Taste / Visual ............... PW-7
Correspondence regarding POADIE WALET ............uuuiuuiiiiieiiieerieetieeereesreeseeeseeereee..—...—...—..——..——....r.rre..re..—..————————————————————.——...————. PW-7
MOUSs Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) ..o, CC-1
MSDS - Material Safety Data Sheet) / Chemical USe REPOIT FOIMM .......oiiiiiiiiiiiiiie e e e PW-4
MULTI-FAMILY DWELLINGS BUIIAING PIANS ......eeiiiiieiiiiiiiiiie ettt e e e sttt e e e e e e et e e e e e e e e anstseeeeeeaeeeanannsssneaeaaeeesennnnens CD-2
N

Negative Declarations - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File.......................... PW-1
Negative Declarations — Correspondence & Staff NOteS (HOUSING) ..vvvuuriiiiiiiiiiiiiii et e e e e e e e e e e e e e e e erenn e CD-4
Negative Declarations — Correspondence & Staff Notes (Planning) ... CD-8
Negative Declarations, etc.) / CEQA Inside City boundaries - Where Housing is the Lead..............cccccoo i, CD-4
Negative Declarations, etc.) / CEQA Inside City boundaries - Where Planningisthe Lead...........ccccoo oo, CD-8
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Newsletters, Administrative Policies, etc: Produced by YOUR DepartMent .........coooiiiiiiiiiiiiiiiiieee e, CW-6
Newsletters, Administrative Policies, etc: Produced by OTHER DePartMeENtS ........cccoviiiiiiiiiiiiieeeeeeiiiis e s e e e e s e e e e e eeenenn s CW-6
Newsletters, etc: Produced by OUTSIDE ORGANIZATIONS (League of California Cities, Chamber of Commerce, etc.)............. CW-5
N =T o L] @[] o] 1] o o £SO PP PP PP PPPPPPPPPR PO Cw-4
Nomination Papers, Candidate Statement Forms, Local Election - SUCCESSFUL CANDIDATES.......cccoooieeiiiiiiiiii e CC-4
Nomination Papers, Candidate Statement Forms, Local Election - UNSUCCESSFUL CANDIDATES ..., CC-4
Non-payment Notices / Notice of Payment Delinquency & Impending Discontinuation (Initial, Final) ..........cccccoiiiiiiiiiennninnnnns UT/CS-2
Notes And Recordings, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ... CW-2
Notes, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ... CWw-2
Notes: Drafts that are revised (retain fiNAl VEISION) ... ...oo it e e e e e st e e e e e e e e s bbb et e e e e e e e e annrees Cw-4
Notice - Prop. 218 (Property-based fees - Sewer, Solid WaSte, WALET) ......cooiiiiiiiiiiiie e CC-5
Notice of Violations ./ Code Enforcement CItatiONS .........cooiiiiiiiiii i CD-4
AN oY oT ST Y o1 o= | PRSP PPPPRT PD-1
0] 1ot~ CC-1
Notices Elections - GENERAL, WORKING 0f ADMINISTRATION . ......uuitiiiiiiiiiiiiiiieiete e e e e e sstteeee e e e e e s s ssnstseeeeeeeeesassnnnsneneaeeeesaannnnens CC-4
NOtICeS t0 COMPIY — ANIMAIS ... PD-1
N Bl SRV [o] a1 o] g g e [N =11 1411 PP PSP PPPPPPPP PW-2
N Dl SR Y [o] a1 o] g g e [ R =] o o] 4 TP PP PP PP PPPPPPPPPR PO PW-2
NSF Checks / Adjustments t0 CUSIOMET ACCOUNLS ........cccooeiiiiii i UT/CS-2
O

L I 1V 1V = T a1 T £ URPPRPTR PW-7
L@ 1YY= T 11 = PRSPPI PW-3
OASDI, Federal TaX DEPOSILS, ACJUSTIMENTS ... . .uuuuuuueeriieieeeteeeereetreerreerreereeereeer.—...——.——...—.......——..——.———————.—.—....—.......—..—.————————————————————— FIN-5
Oath for Disaster Worker, Employee File / Benefit File (Main Fil€)..........ouuiiiiiiiiiie e HR-4
Oath of Office / Appointments: City Council, Boards and COMMUSSIONS .......ciiiiiiiiiiiiiiiieieeeeeeeeeitiiss e e e e e e eeeartar e e e eeseesenn e eeeeeeennnnn CC-6
Odor / Taste / Visual Water COMPIAINTS .........uuuuiiiiiiiiiiiiiiieitieereeeteeeerres rereee.r——..—...——..—..——..——..——...—..———————..——————.—.—....—..—..—.———.——.—.———————— PW-7
Odor Complaints - Sewer / Gas Detection ReSUILS / INVESHGATIONS ........oiuuiiiiiiiieee it e e e e s eaeaeeeas PW-6
L@ ] S 1Y N O = 1o = URPPRT FIN-4
(O] RS T =TT 0] o0 £=T=T 0 T o SRS PPSPPRPPP FIN-2
(O] I R =TT 0] oW £=T=T 0 =T o1 PSP CW-4
Official Statements - BONUS & BONA SAIES........uuuiiiiiiiiiiiiiiiiiiieiiitiieeeieeeeeeeeaeeeaeeeeeeeeeseeeseeeseeeessesessessesssesssesssssssssssesssssssessssssssssnnssnnnnnes FIN-2
Operation Directives / General Orders (Department Policies and ProCeAUIES) .........uuuuiiiiiiiiiiiieiiiis e ee et e e e e e e e e e e e eennens PD-3
Operations & Maintenance ManualS (O&M IMANUAIS) .......uuuuuuuuurrureiiierirereeesresesesreeeseresreesreee.—...—..———..——..——..——————————————————————————.—...—.————. PW-3
Operations & Maintenance ManualS / O & M MENUAIS ........oiiuiiiiiiiiii ettt e e e e e e st e e e e e e e e e st e e e eeeeeeeaans PW-7
(O o1= = 11 (0] g SR A o= 11 (o] [P O PO P PP PP PPPPPPPPPPPPP PD-5
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Opposition to proposed Federal OF State LEGISIAtION ....... ... . e ittt eeeeaeeeaeeeaeeaeeeeeeeaeeeeeeeeeeeseesesessssssseesensssessseessensnnennnnnnes CM-1
Orders of Condemnations - RECOIAEO DOCUMENTS ... ... uueiiieiiiiiieeeieeeeaeeeeeeeaeeeaeeeeeeeeeeeaeseeeeeeeseeeeseesseeessesssessesssssesensssenssesssnnssnsnnnnnnes CC-6
(@0 [ 0= U o =T PP PP CC-6
Organic Waste ColleCtion and RECYCING ........oiiiiiiiiiiiiiii et e e e e et e e e e e e e e e et e e e e e e e e b e e e e e e e e e e s s nabbenrreeeeeeaas PW-2
(O o VAN @4 = 1o 3= T I 1 £ 1= o £ P HR-2
OSHA LGS - 200, 200, 201, 200 A .. iiiiiieiee ettt ettt e e e e e sttt e taea e e s s s b ee et eeeaeeasaa s bt e eeeeeeeeeaaa R b bbbt ee e e e e e e e ann b b ee et e e e e e e e annrrrnreeeeeeeaans HR-2
Outlines and Materials, Training Presented by City Staff - COURSE RECORDS ..........cooiiiiiiiiiiiiiiieee e Cw-7
Outstanding stolen property, including firearms, or lost firearms Sealed Juvenile and Ward Cases - EXCept .......ccovvveevvvevvivriennnnne. PD-6
OVErSight BOArd AQENUA PACKELS .........uiiiiiiiiiiiiiiiiiiittieteeeeeeeeeeseeesseessesseeesssessesessesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssssnnsnnns CC-1
OV 6] To | g1l = o =T o I 1Y 1 18] (=2 PO PPPP R PPPPPPPPPPPPR CC-5
OVErSIGNT BOAIT RESOIULIONS ......eeiiiiiiiiittt ettt ettt e e oo oot ettt e e o444 a s e ket ettt e e e 444 e R b b e e e et e e e e e e e e s bbb e e et e e e e e e e e nnbbenneeeaeenans CC-6
=]

Painting Agreements & Contracts - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED)........... CC-2
Park Facility Use Requests (includes ABC Permits, Where reqUIrEA) .........couueeiiiiiiiiiiieeeee ettt e e e e P&R-1
Park improvements Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS)........cccccevvvieeriiveiininnnn. CC-1
Parking Citation Log BOOKS (S / FANGES) ...ccoooii i PD-6
Parks & Recreation CommISSION MINUTES, BY LAWS ....oouiiiiiiiiii ittt ettt et e ettt e et e e et e e eat s e e st se et reeatsesstsesareesnseestaraes P&R-1
Parks & Recreation Commission AGENDAS, AGENDA PA CKET S ... ittt e e et e et e et e e s e e st e e st e e esn e asraaaes P&R-1
Parks & Recreation Commission AUDIO RECORDINGS .......couiiiiiiiiiiiiiiiii et e e sttt e e e e e e e s s bbbt e e e e e e s s ssnnbaseeeeeeeessannns P&R-1
e Lo =T ol SRl =T o 1S3 (= [0 o [T PP P PP PPPPPPPPPPPR P&R-2
Participants' Registration / Liability Forms / Release of Liability FOIMS ........cooiiiiiiice e P&R-1
PatrOl SCNEAUIES ... . PD-5
= L1 0] PP PPPPTT PD-5
Payment Plans: Amortization, Alternative Payment Plans, Deferrals ..., UT/CS-2
oY LT T 0 (1] 01 UT/CS-2
Payroll Database (Central Square / Tyler)

Payroll Reports - Periodic Bi-Weekly PayrOll REPOI ... ... . ittt e e e et e e e e e e e s bbbt e e e e e e e e nneees FIN-5
2 1Y 0| TP PPPPPPRTPPPI FIN-4 — FIN-6
PerformManCe BONAS ... CC-2
PeriodiC Bi-WEEKIY PaYTOIl REPOIT ... ... ittt et e e 44 ettt e e e e e e o e s bbb ettt e e e e e e e e s bbb ettt e e e e e e s nnbbb s e e e e e e e e e e nnnneees FIN-5
Permissions to Receive Copies of Plans (t0 and from AFCHITECTS) .........uuiiiiiiiiiiiiiie e e e e CD-2
T T ESTT o] F S @F= T o o FS TR o 11 o I I ] 1 P&R-2
Permissions: Camps, Field Trips, Authorization to give MediCiNg ..., P&R-1
Permits, AQMD - fOF GENEIALOIS, BIC. ..iiiiiiiiiiiiiiiii e et ee e e e e e e et ettt e e eee e e e ettt e seeeeeeee e ettt e eeeeeeeessbtaaaaeeeesesstsbaasaeeeseeessratnnnnnns PW-3
Permits, Encroachment / Excavation Permits: Permanent - Includes Insurance Certificates ..........ccccoeeieeiiii, PW-1
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Permits, Facility Use (includes ABC Permits, Where reqUIred) ..o P&R-1
=T T eI N Lo T ST, o T o] ¢ 1o RS PW-2
Permits, Pressure Vessel Certifications (Air COMPressors, ProPane, 1C.) ....iiiiiiirririiieeiiiiiiiiiieee e e e e s st e e e e e s s eeaa e e e e snneees PW-3
Permits, Water - Water Regulatory / OpPerating PEIMILS .........eiiiiiiiiiiiiiiiieie et e e e e e s e e e e e e e e s r e e e e e e e e e anneees PW-5
PERS / FICA & Medicare Adjustments - Quarterly Payroll Tax Returns / OASDI, Federal Tax Deposits, Adjustments .................. FIN-5
ST N E o [ PO O PP PPPPPR FIN-2
PERS Reports Annual Valuation Reports, Actuarial Valuation REPOITS ........cooiiiiiiiiiiiiiee e FIN-4
Personnel Action Forms Employee File / Benefit File (MAIN Fil) .........uiiiiiiiiiiiii e HR-4
Personnel Agreements & Contracts - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED)........ CC-2
Personnel Files - Employee File / Benefit File (Main File) Includes Application, Benefit Enroliments, Evaluations.......................... HR-4
Personnel Files - Medical File (all employees) Pre-employment Medical Clearances, ADA Accommodations.................c.ceeee.... HR-4
Personnel Files - Police DepartMent EMPIOYEES. ... ..o e e e e e s e e e e e e e et e s e e e e e e eeettat e e e e eeeesanren e e eeeeees PD-3
Personnel Files (Department-leVvel FIleS) ... CW-5
Personnel FileS (SUPEIVISOI'S INOTES) ......ceieiiiiiiitiiiie e e e ettt e e e e e e ettt e e e 444 ek ettt e e e e o4 e R R b et ettt e e e e e e e n b bt e ettt e e e e e e e nnnbe s e e e e e e e e e e nnnnnnes CW-5
Personnel Training File — Police Officer Training - BY EMPLOYEE (Includes POST printOuLS) ........cceeeiiieiiiieiiiiiiei e PD-10
Pesticide Applications / Use (Bicycle Paths, Parks, Parkway Ar€as) ..o PW-3
Petitions (Initiative, Recall Or REFEIENTUUIM).........u i e e e e e et e e e e e e s st e e e e e e e e e s s nnnrneeeeeas CC-4-CC-5
PROLO REICASES ... P&R-2
Photo Releases / Waivers of Liability / Permissions: Camps, Field Trips, Authorization to give Medicine ...................cc..ooo. P&R-1
e a0 (oTo =T o] 01T P RSP PP PPPPPP P CW-5
Photographs, & HISTOMCAI PIOJECTS .......eeiiiiiiiiiiiie ittt oo oo 4okttt e e o4 oo h b e ettt e e e e e e e e bbb et et e e e e e e e bbb e et e e e e e e e e annnnees CC-5
Photos - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File ..............ooviiiiiin v, PW-1
PINK SIPS e FIN-4
PLACES OF PUBLIC ACCOMMODATION BUIldING PIaNS ..., CD-2
Plan Check ComMmMENLS (SItE PIAN FIE) ... ..o e e e e e et e et e e e e e e e e e e e et s e eeeeeeenteaaa e e eeeeeeeesennnnanes CD-2
Planning Commission AGENDAS & AGENDA PACKETS ... CD-9
Planning Commission AUDIO RECORDINGS .......ooiiiiiiiiiiiii ittt e ettt e e e e e e s e sttt e e e e e e e e b bbb ettt e e e e e e e e sabbeneeeeeeeesannnnes CD-9
Planning Commission MINUTES, BYLAWS, RESOLUTIONS ... CD-9
Planning Projects - Discretionary & Ministerial - Approved Permanent Entitlements & Permits..........cccccoovvieeiiiiiiiii e, CD-7
e Eo VoL a1 To BT (0 o [T PP PRSP PPPPPPPP CD-8
[ F=T o] 01T PP PP PP PP PPPPPPPP CD-7 - CD-9
Plans and Record Drawings, Large-Format Drawings, Survey Record Maps, AS-BUIlt..........ccccoooriiiiiiiiii e PW-1
Plant Operator LOg BOOKS ... PW-7
e Eo NV o (o 18] oo I [ Y o=t i [0 £ PP PRSP PPPPPPPPO PW-3
Police / AdmInistration / Chiel ... PD-1 - PD-4
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PoliCe / ANIMal ENfOICEIMENT ... ..o e PD-1
Police Complaints from a Member of the Public WITHOUT Sustained Finding of MiSCONAUCE ..........cccoooiiiiiiiiiiiiii e, PD-2
Police Officer Complaints from a Member of the Public WITH Sustained Finding of MiSCONAUCE ...............evvviiiiiiiiiiiiiieeeeee PD-2
o] oT= I I =11 1o T TSP P PP PPPPPPPPPPPPRN PD-10
Policies & Procedures / Lexipol / Operation Directives / General Orders (Department Policies and Procedures) .........ccccccceeeeeeennen. PD-3
Policies, Procedures, Brochures, Flyers, Manuals, , etc: Produced by OTHER Departments ............cccoooeiiiiiiie CW-6
Policies, Procedures, Brochures, Flyers, Manuals, Newsletters, Administrative Policies, etc: Produced by YOUR Department.CW-6
Policies, Procedures, Brochures, Flyers, Manuals, Newsletters, etc: Produced by OUTSIDE ORGANIZATIONS ........cccccovvinnnee. CW-5
Policy Acknowledgements Includes Application Employee File / Benefit File (Main File)...............cccc HR-4
Policy on Discontinuation of Residential Service for NONPAYMENT .........ooiiiiiiiiiiiiiiiiiee e e e e e e e UT/CS-2
Polling Locations and Precinct Board MembDErS EIECHIONS.........uii ittt e e e e e e e e e e e e e e e nnnees CC-4
Postings Elections - GENERAL, WORKING Or ADMINISTRATION ......uuutittiiieaiiiiiiitieee e e e e e eaitiieeeeeaeeaasssssteeeeaeeeassannsseaeeeeeeessannnnes CC-4
PrecinCt Maps EIECHONS ... CC-4
Pre-employment Medical Clearances Medical File (all EMPIOYEES) ........oeiiiiiiiiiiii e HR-4
PRELIMINARY DRAFTS, Interagency NOT retained in the ordinary course of BUSINESS ........ccoooiiiiiiiiiii e, CW-2
Preliminary Notices For Construction Projects, Correspondence - TRANSITORY / PRELIMINARY DRAFTS................ . CW-2
PrElIMINAIY STUGIES ...ttt oo oo oottt et e e oo oo a ket e ettt e o444 4Rk b bt ettt e 2444 4o s R R b bttt e e e e e e 44 a R bbb e e et e e e e e e a bbb s e e e e e e e e e e nnnnenes CD-5
Press REICASES - POICE ONIY ...ttt e o444 ettt oo oo oo R bbbt et e e e e oo e o e a bbbt ettt e e e e e e e bb e e e e e e e e e e e e annnneees PD-3
e SIS = (= T PP O PPPPPT VW-5
Pressure Vessel Certifications or Permits (Air COmpPressors, Propane, E1C.) ....cccuveiiiiiioiiiiiiiiiiie et e e PW-3
Pretreatment ANNUal & QUAIETTY REPOIS . .....iiiiiiiiii ittt et e et e e e e e e e e et e e e e e e e e s bbb e et et e e e e e e e nnbbe e et e e e e e e e e nnnnnees PW-6
Pre-Trip Inspections / Vehicle Safety Checks / Daily Vehicle Inspections / Daily Equipment CheckS...........cccvvvviiiiiiiiie e, CW-5
Private Development: Permanent File ... CD-6
Private Lab Verifications - Land Development / Private Development: Permanent File .........cc.ooeviiiiiiiiiiiiiieiieee e CD-6
Problem Files (barking, loose dogs, dangerous dog reports, VIiCIous animals, EIC.) ......cuuiiiiii i e e PD-1
Procedures, Brochures, Flyers, Manuals, etc: Produced by OTHER Departments...........cccooiiiiiiiiiiie CW-6
Procedures, Brochures, Flyers, Manuals, Newsletters, Administrative Policies, etc: Produced by YOUR Department............... CW-6
Procedures, Brochures, Flyers, Manuals, Newsletters, etc: Produced by OUTSIDE ORGANIZATIONS .......cooiiiiiiiiiiiiieeennine CW-5
Procedures, reports to grant funding agencies, correspondence, audit records, completion records ...........cccvvvvviiiinie e veecevvnnennn. CWw-4
Professional Services Agreements - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED).......... CC-2
Program GUIAE (FINAI) .....eeeeiiieiiiiiiii ittt oo e oo e et e e oo 44 oo R E bttt e e oo e 4o R R b e e ettt e e e e a4 e s s bbb e e et e e e e e e e e nnbnnereeeeeeeaane P&R-1
Progress meetings - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File .............cccc......... PW-1
Project Administration - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File ..................... PW-1
Project Administration, Agreements & Contracts ADMINISTRATION (WITHOUT Grant FUNdiNg) .......ccvvvveeiiieiiiiiiiiiiiecee e Cw-1
Project Administration, Agreements & Contracts: ADMINISTRATION (WITH Grant FUNding).........ccoooouiviiieirieiiiniiiieeeeee e Cw-1
Retention Schedule Index — Huntington Park, CA Page 23 of 34

©1995 — 2022 Gladwell Governmental Services, Inc. (909) 227-2516 - all rights reserved
Do not duplicate or distribute without prior written consent



Page No.

Project Assessments - Where Land Development is the Lead ... CD-5
Project Schedules - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File ..............cccccveen.... PW-1
Projects / Subject Files (Subject Will Change@ OVET tIME) ........uiiiiiiiiiiiiie et e e e e e e e s e e e e e e e e e e anneees CM-1
Proofs Of PUBICALIONS ... CC-1
Prop. 218 (Property-based fees - Sewer, SOlid WaSe, WALET)  ....cooiiiiiii it e e e e e e e e e et e e e e e e e e e e reaa s CC-5
Property & EVIAeNCE Database ........ccooo oo PD-5
o] oL g =V o (=T o ot I Lo L PP PP PP PPPPPPTOI PD-6
PrOPEITY & EVIOBNCE ...ttt ettt oo oo ookttt et e e o444 R b E e e ettt e e o444 e R R R e et e e e e e e e e an b e e e e et e e e e e e e nnnnnneeeeeas PD-5 - PD-6
Property & property restrictions Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAs, MOUS)................. CC-1
Property NOT purchased, LOans NOt FUNAEA, ETC. ......coiiiiiiiiiiiiiiee ettt et e e e e e e e st e et e e e e e e s nsabb e e te e e e e e e e nnneees CW-5
Property-based fees - Sewer, SOl WaSTE, WALET) ...t e et e e e e e et e e e e e e e e s e e e e e e e e e e annrees CC-5
Proposal, Successful - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File.............ccccvvvvnnnnn.. PW-1
PROPOSALS, UNSUGCCESSFUL ...uiiiiiiiie ittt e e et sttt e e e e 4440k b bttt et 222245 a R bbb e et e e e e e e e e ann bbbttt e e e aeeeaannabbseeeeeeeeennnnnrees Cw-1
Protest Letters - Prop. 218 (Property-based fees - Sewer, Solid Waste, WALET) ........coooiiiiiiiiiiiiieeeeiie e CC-5
UL o] [oa o T T o A o 1= CC-1
Public Records Act ReqUESES - POIICE ONIY ... PD-9
Public Records Requests / SUDPOENAS DUCES TECUIM .......uuuiiiiiiieeiiiiiite et e e e e e st e e e e e e s bbbt et e e e e e s s aa bbb e et e e e e e e e s assabb e e eeaeeeeennnnrees CC-6
PUDBIiC RelatioNS / PreSS REICASES ... .o CW-5
PUMPKIN LOUS CD-9
Punch Lists - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File.......................ccc. PW-1
Purchased Property, FUNUEA LOBNS ........ouiiiiiiiiiiiiii ettt e e o444 ekttt a4 e o4 e bbb e ettt e e e e e e e a bbbt et e e e e e e s bbb s e et e e e e e e e annnnees CW-5
U] = 1 T P FIN-1
Q

Quarterly Payroll Tax Returns / OASDI, Federal Tax DepositS, AQJUSIMENTS........cooiiuiiiiiiiieeee it e e e e e FIN-5
QUESHIONNAITES (TNAL ThE CILY ISSUEBS). iiiiiiiiiii it iiiii i iiis e e et e s e e e e e e e e et e e e e e et ee et e a s seeeeeeeetena s aaeeeeeeeaessnanaseeeaeeesnnsnnnaeeeeeeennsnnns CW-6
R

Racial and Identity Profiling ACt (RIPA) ANNUAI REPOIT .......uiiiiiiiiiiiiiiit ettt e et e e e e e e s st e e e e e e e e e s s abb e e e e e e e e e s e anneeees PD-9
Radar CaliDration RECOIUS.......ccoe e a e PD-5
e T Eo T I V1 L= AU Y ST (o PD-5
Reading File, Correspondence - ROUTINE (Content relates in a substantive way to the conduct of the public's business)........... CW-2
Real Estate Appraisal Reports: Property NOT purchased, Loans not funded, etC. ........cooeveiiiiiiiiiiiie e, CW-5
Real Estate Appraisal Reports: Purchased Property, FUNAEA LOANS ........ccoiiiiiiiiiiii et e e e e e et e e e e e e e e e neaa s CW-5
Real Estate Appraisals - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File.................... PW-1
RECAII POULIONS ... CC-4-CC-5
Reconciliation (INCIUAES PEILY CASN) .....eiiiiiiiiiiiiii ettt e e e oo ettt e e e e oo bbbt e et e e e e e e e e s bbbttt e e e e e e e bbb e e e e e e e e e e e annnnees FIN-2
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RECONCIIALIONS ... FIN-2
RECONCIIALIONS ... FIN-4
Record Drawings, Large-Format Drawings, Survey Record Maps, AS-BUIIT............uuiiiiiiiiiiiiee e PW-1
Recorded Documents: Deeds, Easements, Orders of Condemnations, Right of Ways, Abandonments / Vacation, Liens ............ CC-6
RECORDINGS AUDIO - Civil SEIVICE COMIMISSION. .. ..ccei i e e e e e e e e e e e e e e e e e e e e aaaaaaeeas HR-1
RECORDINGS AUDIO - Parks & ReCreation COMIMISSION .......ciiiiiiiiiiiiiieieeaeeeesssitteeeee e e e s s sstteeeeeeeeeesasasssbbeeeeaaeeessssnnbasseeeeaesssannns P&R-1
RECORDINGS AUDIO - Planning COMIMISSION ......cuiiiiiiiitiitieeeee et siiiitte et e e e e e s s tseae et e e e e e e s s s s st be ittt e ee e e s s as bbb ee e e e e e e e s aaansbbbseeeeaeeesnnnnrees CD-9
RECORDINGS AUDIO - YOUIN COMIMISSION .....cciiiiiieeeee et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeeaaeens P&R-2
Recordings, Audio - (CAD / Computer Aided Dispatch) Recordings of Telephone & Radio Communications ................................ PD-4
Recordings, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ... ittt e e e CW-2
Recordings, Video - Building Security, City OPEIATIONS .........uu ittt e e e e e e e e s e e e e e e e e e s b e e e e e e e e s s aabbrreneeeeeeeaaannes PD-10
Recordings, Video - PUBIIC Areas / PUBIIC ACLVITY .......ooouiiiiii e e e et s e e e e e e e et s e e e e e e e e e ae b e e e e e e eeeaenanaaeeees PD-10
Recordings, Video - Temporary HOIAING CelIS........coooo i, PD-10
Recordings: Audio or Video of City Council, Boards, Committees, Commissions

ReECOrdS ACt REQUESLES = POLICE ONIY ...uuii i e e e e e ettt e s e e e e e e e e e et e e e eee et ee et ta st eeeeeeeeesensanaeeeeeeeeensennnaaeeeaees PD-9
Records Destruction Authorization Forms & Certifications (All Departments) ... CC-6
Records Requests / SUDPOENAS DUCES TECUIM ......uuiiieiiiiiiitie e e e e e e sabtte et e e e e e s e ettt e e e e e e s e s bbb ettt e e e e e e aan bbb e ettt e e e e e e s nnbbb s e eeeaeeeenannneees CC-6
Records Retention Schedule Amendments / Authorization Forms (All Departments) .........ccuveeevieeeiiiiiiiiieee e CC-6
=T o0 £ [P PPRPRR PO PD-6 — PD-10
Recreation Database / Class Registration DAtab@SE .............ueiiiiiiiiiiiiiii e e e e e st e e e e e e e s aaes P&R-1
Recruitment and Testing File (Includes Advertisements, Applications for Unsuccessful Candidates,..........ccccccevviviiiiiiiiiiieeinienee, HR-4
=03 o 11 T S PW-2
Redevelopment Agency Agenda PacCKets. ... CC-1
RedeVvelopmMENT AGENCY IMINMUIES ........ui ittt e e oo e ettt e e e e o4 4o kbbb ettt e e e e e e e a s bbbttt e e e e e e e e e s b bbb e et e e e e e e e ansbbb s e eeeeeeeennnnnrees CC-5
[RY=T0 [AVZ=T (o] o] =T a1 AVe T=T o [y VA md o T =T od (3= [0 I = T LS CD-8
Redevelopment Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) ........cccoeeiiiiiiiiii, CC-1
Reference Materials: Policies, Flyers, Manuals, Newsletters, etc: Produced by OUT SIDE ORGANIZATIONS..........cccceevvinnnnee. CW-5
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals, Newsletters, Produced by YOUR Department ............. CW-6
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals, Newsletters, etc: Produced by OTHER Departments ..CW-6
Referendum PEeLILIONS .......coco oo CC-4-CC-5
L CTo ] (=] £ T PP PP PP PP PPPPPPPPPON FIN-4
Registrants: Arson RegiStratioNS: AGUILS .......uiuiii i e e e e e e e e et r s e e e e e e e et et s s e eeeeeeeeeataraeeeeeesannennaaeeeeees PD-8
Registrants: Arson Registrations: Juveniles released from California Youth Authority.................... PD-9
Registrants: Sex Offender RegIStratioNS: AQUILS.......coiiiiiiiiiiii e e e e e e e e e e e s s s bbb e e e e e e e e e s s b e e et e e e e e s e anneeees PD-9
Registrants: Sex Offender RegiStratioNS: JUVENIIES...........uuiiiiiiiiiiiiiit et e et e e e e e e s s e e e e e e e e s s b r et e e e e e e e annneees PD-9
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Registration / Liability Forms / Release of Liability FOIMS .......oooiiiiiiiiiiiie ettt e e e r e e e e e e P&R-1
T 153 (VA0 B ¥ o] o @ o = CC-6
Regulatory Reports / Water Reports t0 REQUIATONY AQEINCIES .......ooiiiuiiiiiiiiee ettt e sttt e e e e e st e e e e e e e st e e e e e e e e anneees PW-7
Rehabilitation APPIICAtIONS REJECTIEM.......ciii ittt e oo oottt e e e e oo bbbt e et e e e e e e e e s bbb e e e et e e e e e e e bbb e et e eeeeeeannnnnees CD-5
Rehabilitation, CDBG-funded Housing Projects, WITH a Recapture / Resale Restriction tC............ccccceevieieiiiieeiiiiin e, CD-5
Reimbursable Claims / FEMA Reimbursements / OES ReIMbUIrSEMENtS) ..o, Cw-4
ReIMBUISEMENT (OES / FEMA) ... ettt ettt e oottt e oo 4444 kbt et ettt e e oo 4o a R R b bttt et e e e e e e e s bt bbb ettt e e e e e a bbb bbb e e e e e e e e nnnnrees FIN-2
Release Of LIADIIILY FOIMS ..ottt oo oottt oo oo e 4ok h ettt e e e e e e 4o s R b b e ettt e e e e e e e a s bbb e e et e e e e e e e e nnbb e e e e e eeeennannn P&R-1
Release of Liability FOIMS ... P&R-2
Reorganization Studies (for employee classifications and department StrUCtUreS).........ccooviiieiiieiie e, HR-1
Report of Annual Discontinuations Of RESIAENTIAI SEIVICE ........ciiiiiiiiiiiiii e e e e e e r e e e e e e e UT/CS-2
Report of data regarding the number, type, or disposition of complaints made against its offiCers...........cccccvviiiiii i, PD-3
Report to the State Commission on Peace Officer Standards and Training (POST CommisSion) ...........ccccoeeeiieiiiie PD-3
Reports - Water PrOQUCTION REAUS .......ooiiiiiiiiiiiiiiii oottt e oo 4o ekttt e e e e oo bbbt ettt e e e e e e e e bbb e e e et e e e e e e e bbb e e e e e e e e e e annnnnes PW-8
Reports / Water Reports t0 REQUIAIOIY AGENCIES .....cciiiiiiiiiiii it e e e e et e e e e e e e e e e ettt a s e s e e e eeee e et eaeeeeeeesssaareeeeeeeeesennnnnanas PW-7
Reports and StUdIies — HISTOMCAL............cooo oo PD-4
Reports and Studies (Historically significant - €.9., ZONING STUIES) .......uiiiiiiiiiiiiiiii e e e CW-6
Reports and Studies (other than Historically significant reports - €.g. Annual REPOITS) ..........uviiiiiiiiiiiiiiiee e CW-6
Reports and Studies regarding Police operations (not historical - manpower, consolidation, etC.) ..........cccccce PD-4
REPOIS frOM EMPIOYEES ....oeiiiiiiiiiiee ettt oo oo oottt e e o444 s bbbttt a2 e oo oo a R bbb ettt e e e e e e e e R b b bbb e et e e e e e e antbb b e et e e e e e e e e nnnnrees HR-4
Reports to grant funding agencies, correspondence, audit records, completion reCords ... Cw-4
Reports, Financial - General Ledger, Subsidiary Ledgers, Reconciliations, Registers, Transaction Histories, Balance Sheets ..... FIN-4
Reports, Grant records required to pass the funding agency's audit, if required)............cccc Cw-4
T Lol kT N\ o B T V(] 11 (o] o [P TP O PP PPPPPPPP PW-2
RepOorts, Water - Water REQUIATOIY ......ii i et r e e e et s s e e e e e e e e et t s s e e e e e e e ee et e eeeeeeeeeeteaaa s eeeeeeeeesesnnseeeeeeennsrnnnnnes PW-5
Reports: Annual State or Federal: State Controller's Report, Local Government Compensation Report .................c. FIN-4
Request for Proposal, Agreements & Contracts ADMINISTRATION (WITHOUT Grant FuNding) .........c.cuvveeviieiiiiiiiiiiiiiee e Cw-1
Request for Proposal, Agreements & Contracts: ADMINISTRATION (WITH Grant FUNING) .....cccoeeiiiiiiiiiiiieceeeiiieeeee e Cw-1
Requests & Permissions to Receive Copies of Plans (to and from ArChItECLS) ......iii i e CD-2
Requests From Other Cities, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ....ouiiiiiiiiiiiiiiieeeee e Cw-2
Reservoirs Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) .....cccooiiiiiiiiiiieeeeeeeeeeeeee, CC-1
RESEIVOIIS: DIVE VIUBOS ... PW-8
Reservoirs: Inspection Reports, Maintenance RECOIAS ..o PW-8
RESOLUTIONS CiVil SEIVICE COMIMISSION.....ccc i e e e e e e e e e HR-1
RESOLUTIONS Planning COMMUSSION .....cciiiuiitiiiiiieeeeeeiiittee e e e e e e s ittt e e e 4440 s s et e e e e 244 a s bbb e et et e e e e e s e s bbb e et et e e e e e aansnbe s e eeeeeeeeaannnnees CD-9
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Resolutions: City Council, Redevelopment AGENCY, SUCCESSON AGEICY .....ccoiiiiuuurreieieeaeaaaainrrereeeeeaasaaassssrreeeeesaaaasnnrrrreaaeesaaannnees CC-6
Revenue & Expenditure Reports, etc. (FROM DATABASE - ANNUAL, MONTHLY OR PERIODIC) ...ccccvvviviieieiiiiiiiiieeee e FIN-4
Revenue / ACCOUNES RECEIVADIE ... FIN-1 — FIN-2
REVENUE / BUSINESS LICENSES ... e e e e e e e e e e e e e e e e e e e aaaeens FIN-1
NSy 0] 1 [T ST TSP P PP CD-7
RFIs & Responses - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Administration File .......................... PW-1
RFP - Request for Proposal Agreements & Contracts ADMINISTRATION (WITHOUT Grant FUNAING) .....cvvvveeiiiiiiiiiiiiiieeeenee Cw-1
RFP - Request for Proposal, Agreements & Contracts: ADMINISTRATION (WITH Grant Funding) ...........ccceeevvniiiiiiiinnee e Cw-1
Ride A-LONG WaaIVELN FOIM ... PD-9
Right Of Ways - RECOITEA DOCUMENTS........ciiiiiiiiiiiiiee e e ettt e oo e sttt e e e e s s st ettt e e e e e o aa s b bbbttt e e e e e e aan bbb e e et e e e e e e e ansbbb s e e e e aeeeennnnnrees CC-6
Rights of Way - Land Development / Private Development: Permanent File ............oooo i CD-6
RIPA - Racial and Identity Profiling ACt - ANNUAI REPOIT .......ii i e e e e e e e et s s e e e e e e e e tear e e e e e e e e sennen e e eeeaees PD-9
RISK & RESIHIENCE ASSESSIMENT ......iiiiiiiiiii e e ittt e e e e e e ettt et e e e e e s s sttt ettt e e e e e e e s n s e et et et e e e e e e e s s s b b et eeeeeeeeeann bbb bbb e eeaeeeaannabbseeeeaeeeennnnnrees PW-5
Y SR D= = o 1= 1 SRR PD-9
Rosters / Sign-in / Sign-Out Sheets for Classes and PrOgramS .......c.uuuiiiiii i e e e e e e e e e e e e ee et e e e e e e e eearnnannas P&R-1
Rosters / Sign-in / Sign-Out Sheets for classes and Programs .........ccooooiiiiiii i, P&R-2
ROUTINE (Content relates in a substantive way to the conduct of the public’'s DUSINESS) ..........coviiiiiiiiiiiiiii Cw-2
S

Safekeeping: Lost & Found Property (DOCUMENLS FEIALEA T0) .....vvvvieiiiiiiiiiiieiieieieeeseeeeeeeeeeeseeesseesaeessesseeseaeesasessesesresaaessrerrererrererereees PD-6
Safekeeping: Lost & Found Property (DOCUMENTS rElAtEA T0) .......euiiieiiiiiiiiiiie ettt e e e e e e s e e e e e e e e aan PD-5
Safety Data Sheet (SDS) / Material Safety Data Sheet (MSDS) / Chemical Use Report FOIM .............euveeiieieemiieeeeeeeeeeeeeeeeeeeeeennee PW-4
Safety Training & Tailgates Training Presented by City Staff - COURSE RECORDS...........oooiiiiiiii et ee e e e e e eennens CW-7
SAIES TAX REPOIMS (HOL) ..euuviiiiiiiiiiiiiititsiiesteestueseeeseereseesseeseeessesssesssessssssssesssssssssssssssssssssssssssssssssssssssssssssssssssessssssssssssssssssnsnssnnsnnnnnnns FIN-4
Sanitary Sewer OVErflow RESPONSE PIAN ......oooi it e et e e e e e e e bbb e et e e e e e s e bbb e et e e e e e e s s nabbeneeeeeeeeans PW-6
Sanitary SpPills and OVEITIOWS (SSOS) ..iuuuiuiiiiiiiiiiiiiiiir e et er s e e e e e e e e et s e e e e et ee et e sseeeeeeeettsaaaaaeeeeeeeaetanasaseeeeeeeesntnnnaeaereeennnnnns PW-6
Sanitary Spills Overflow Prevention PIAn (SSOPP) .........uiiii i iiiiiiiiieitieeeteeseeresrereeesereeeee...e..——..——.——...—...—.———————————————————————...—————. PW-6
SaANItary SUIVEYS Of WEALET SOUICES ........uiiiiiiiieeiiiiiiiie ettt e e e ettt e e e e e s ottt e e e e e e a4 s e bttt ettt e e e 44 e e R b bbb e et e e e e e e e e nb bbb e et e e e e e e e s nabbeneeeeaeeeans PW-5
SB 1282 Compliance (Organic Waste Collection and RECYCING) .....cooiiiiiiiiiiiii et e e e e e e e PW-2
SO B Y AN B = F= LY (L= 1 (= ) RPN PW-8
Schedules / HOUrS (ClaSSES @Nd STAM) ........eiiiiiiiiiiiiiiiiie et e e e e e e e bbbttt e e e e e s e a bbb e e et e e e e e s e s nbbbeeeeeaeeas P&R-2
SDS - Safety Data Sheet / Material Safety Data Sheet (MSDS) / Chemical Use Report FOIM .........ccccoiiiiiiiiiiiiiieiiiiiiiieeeeee e PW-4
Sealed Juvenile and Ward Cases - Except those with Child Abuse or Severe Neglect, (Substantiated), ............ccccvevviiiiiiieeerreennn, PD-6
SEALED RECORDS. ...ttt ettt e ettt et e e 444 a ettt et e e e e a4 e s R b et ettt e e e e e 4o a R b ettt e e e e e e 444 a R b e b b et e e e e e e e e nnnnbbee e e e e e e e e e ennnbbeeeeeeeeeeaaans PD-6
Secretary of State Statement of Facts / Registry of PUDIIC OFfiCIAIS ...........uiiiiiiiiiiii e CC-6
Service Applications: Residential / COMIMEICIAI ..........uiiiiiiiiiii e e e e e e e et e e e e e e e r e e e e e e e e e nannreeees UT/CS-1
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Service Requests - All Information Entered in CMMS Database (Paper draftS) .........c.eeeeiiiiiiiiiiiiiiiiiieee e PW-5
Service Requests - CMMS DATABASE (Computerized Maintenance Management SYStEM) .........ccoovvvuiiiiiiiieeereeeciiiinineeeeeeeeennnns PW-5
Service Requests - NOT entered in CMMS Database (or partial information entered into CMMS Database) .........ccccccvvvvvvvevvennnee. PW-6
Settlement Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) .........uuuuiiiiieeiieieieeeeeeeeeeereeeeeenene CC-1
Sewer Odor Complaints / Gas Detection ResuUlts / INVESHIGALIONS ........ocouiiiiiii i e e e e s e e e e e e e eenr e e e e e e eeeennen PW-6
Sewer System Management Plans (SSIMP) @nNd AUGILS .......uuiuiiiiiiiiiiiiiitiiesieeeteeeereerrerrrer re.r—...——.———————.———————..—...——.——————————————————————————— PW-6
Sewers Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS).........cuuuuiiiiiiieiiieeirerieeeeeeeeeeereenneennn CC-1
Sex Offender Registrations: AQUILS REGISIIANTS..........u ittt e e e e e e e e s e s r e e e e e e e s e bbb e e e e e e e e e e s e sbbrereeeeeeeaaans PD-9
Sex Offender Registrations: JUVENIIES REGISIIANTS: .......uuiiiiiiiiiiiieiiieetieeeeeerreereeereerreeeee—.r——..———.——————..—errrerrr—ererr.—.—.————————————. PD-9
SFR aNd APPURTENANGCES ......coi oottt e e e e e e ettt e e e e e e e e et eeeeeeeee e s e s sateeeeeeeeeeeaaassasseeeeaeeeeesaasssseeeeaaeeessasnsssseneeeeenaans CD-2
S (o [T g ] 11 o o [PPSO PPP P PPPPPPPPPPPPPN CD-9
Y (0 LoaY 7= Y| S U= T2 UL g =T 1 €U PW-2
Sidewalks Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) ..........cuvviiiiiveiiierieeeieeeereereneeennnn, CC-1
Sign-in / Sign-Out Sheets for ClaSSES ANT PrOGIAMS ......uiiiiiiiiiirtie it e e e ettt e e e e e e s s r e e e e e e e e s e b b et e e e ee e s e e s bbe s e e e e e e e e s aannnrrreeeaeeas P&R-1
Sign-in / Sign-Out Sheets for ClassSes and PrOGIAIMS ........cooiiiiiiiiii e e e e e e e e e et e e et e e eeeeeeeeaat s reeeeeeeestnnnnaaeeaaeeernnes P&R-2
[ | L= NN o [ (PP PPPPPPPPPP FIN-2
SINGLE FAMILY RESIDENTIAL BUIIAING PIANS .. ..ueiiiiiiiiiiiiiiieie ettt e ettt e e e e e e ettt e e e e e e e e e et eeaeeeeessnnsrnneneeaeeeaans CD-2
Slurry Seals Agreements & Contracts - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED) .... CC-2
Social Media Posting, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ... ...ouiiiiiiiiiiiiieiiieeiseereesssessresssessreerseeeree.——. CW-2
Soil Reports - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File.............covvvviiviivviiiveveevinnnnne. PW-1
SOil REPOIS / HYArOIOGY REPOITS ....iiiiiieeiieeee oottt e e oottt e e oo 4o a ket et e e 4444 Rk b e e e et e e e e e e e e s h b b e e et e e e e e e e e b bnnneeeeeenaans CD-5
Soils Reports - Land Development / Private Development: Permanent File ... e e e e CD-6
Yo ]| T o Lol ST G 11 ) TSP CD-2
Solid Waste / AB 929 Compliance / SB 1282 Compliance (Organic Waste Collection and Recycling) ........cccccvvvveeeiiiiiiiiiiieeneennns PW-2
Solid Waste Services / Hauler QUAIEITY REPOITS ....uuuuiii i et e e e e e ettt s s e e e e e e e e etaa s e e eeeeeeeaetaaa st eeeeeeeeantnnnsaeeeeeeeenrnnns PW-2
SOlid WASTE TONNAGE REPOIMS ...uuviiiuiiiiiiiireiteetuestsresreereessesaseeereeeeree.—e...—...................—.—.—.......................—...—...—.......—...—..—.....—————— PW-2
Speaker Cards, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ...ttt e e e Cw-2
SPECIAI ASSESSIMIEINTS ....eiiiiittiee it e et et ettt et e e e e e st ettt e e e e a4 a e e et ettt e e 4444 aa s R R e e ettt e e o444 o R R R R R e e e et 444444 R R b e e e et e e o444 e e R R e et et e e e e e e Eenr e e e e e e e aas FIN-4
Y 0TSt = LI V=T =Y )R CD-9
Special Projects / SUDJECT FIlES / ISSUE FIES ..ottt e e e e ettt e e e e e e e e bbb et e e e e e e s st beneeeeaeeeans CW-6
S L=Tol | (o o = o TP PP P PP PPP P PPPPPPPPPPPPPN CD-7
Specific Plans, Land Use Plans and AMENOMENTS .. ... et s e e e e e s et s s e e e e e e e attaa s s e eeeeeeeaetaaa s seeeeeeesentnnnsaeeeeeeeennnnns CD-9
Specifications & Addenda - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File ..................... PW-1
Speed SUIVEYS / STOP SIGN WAITANTS ......ueiiiiiiiiiiiiiiiii et e et et e e e e s ettt e e e e e oo s e bbb e ettt e e e a4 aa s bbb bbb et e e e e e e e sabbbe et e e e e e e e s nnbbeneeeeeeenans PW-2
SSMP - Sewer System ManagemMENT PIANS ......ooiiiiiiiiiiiiii ittt e e e et e e e e e e e e e e e et e e e e e e e b e et e e e e e e e a b e e e e e eeeeaas PW-6
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SSOPP - Sanitary Spills OVerflow Prevention PIAN ...t e e e e e e e e e e s e s e e e e eeeeans PW-6
SSOs - Sanitary SPIlls and OVEITIOWS ..........iiiiiiii e e e e e et e s e e e et e e e tea s e e eeeeeeeaetaaa s s eeeaeeesennnnnaeeeeeeennnnnns PW-6
Staff MeetingS AGENDAS aNd MINUTES .......ooiiiiiiiiiiiiii ettt ettt e e e et s sttt e e e e 44 e b bbb s et e e e e e e e s aa bbb e et e e e e e e s e nabbeneeeeaeeeans CW-2
Staff notes - Environmental Determinations / CEQA (HOUSING) ......cuuiiiiiiiiiiiiiie ettt e e e e e e e e e e s eeeeeeeens CD-4
Staff notes - Environmental Determinations / CEQA (Planning) ........ccoiiiiiiiiiiii e eetes s s e e e e e e e et s s e e e e s e e eenran s e e eeeeeeennnnns CD-8
Staff Notes - Related to a CEQA Permit (Environmental Impact Reports, EIRs, Negative Declarations, etC.).........cccccvvvvvvvvrvinnnnnns CW-2
STAFF REPORTS - Health & EdUCAtION COMMUSSION .....uuuuuuiuetieuesuetsreeseeessessesesssssssesseesseesseesaesesees.ae..——.———.——..——..———.———.———.——————————— CD-1
Staff Reports Planning Projects - Discretionary & Ministerial - Approved Permanent Entitlements & PermitS............cccccvvvvvvvvnnnnnns CD-7
Staff Videoconference Chats, Correspondence - TRANSITORY / PRELIMINARY DRAFTS.......ouuiiiiiiiiiiiiiiierieeeseeseeeessesssssresennesnes CW-2
Staff Videoconferences, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ....oooiiiiiiiiiiiiiiiiiieeiieeieesseessreseeessseerrsereeee. CW-2
e (N Ofo] gl o] | (=T oo =T o o] ¢ AP PP PPPP P TPPPPPPPPPPPPN FIN-4
Statement of Economic Interests: FPPC 700 Series Forms - ELECTRONICALLY FILED.........ouuiiiiiiiiiiiiiiiieiiieeiieeieeeeeeeeeeeeeeeeeeeeee CC-2
Statement of Economic Interests: FPPC 700 SEri@S FOIMMS ALL......ccoiiiiiiiiiiiiiie ettt it e e e st e e e e s s s st e e e e e e e s snnrreneeeeeeeeaans CC-2
Statement of Facts / Registry of PUBIC OFfiCIAIS ..........eeiiiiiiiiie e e e e e e e r e e e e e e CC-6
Statements, Fiscal Agent, Investment Accounts, LAIF / Local Agency Investment Fund Trustee Statements  ............ceeeeevens FIN-2
SEALEMENTS, INVESTMENT ..o e ettt oottt ettt e e oot ettt et ha e e e e e et ee e et e e oo e e et et ee e e b b oo e e e e e e e e enbba e e e e eeeeeen bbb aaeaeaeeeennnnan FIN-2
Stop SigN SUIVEYS (SPEEU HUIMPS, BTC.) ..eeiiiiiiiiiiiiiiiitiet e e oottt e e e e ettt e e e e e e o s bbbttt et e e e a4 aa s bbb bbb et e e e e e s e nn b b be et e e e e e e e annnbbeneeeeeeeeans PW-2
STOP Source Data, Audit Log / Racial and Identity Profiling Act (RIPA) ANNual REPOIT ......cooiiiiiiiiiiiieieeeeee e PD-9
SEOP VWOIK INOLICES, ..uutttiiiiiiiiiiiiiesisttstestsesseesssssssessssesssssssssssassssssssssssssssssssssssssassssesssssssesssesssssssssessessssssssssesssssssnsssssssnssnnsssnnssnnsnnnsnnnnnns CD-2
Y (o] T = L T O O IV A o 1= To L PP PW-3
Stormwater - Land Development / Private Development: Permanent File ... CD-6
Stormwater: NPDES MONItOING PEIMILS ......iiiiiiiiiiiiiii e e s e et s s e e e e e e et e s e e e eeeeete e e s eeeeeeeeeaeaaaa s seeeaeeesnnnnnnsaeeeeeeennnnnns PW-2
Stormwater: NPDES MONITOMNG REPOIS ....uuuuuiiiiiiiiiiiiteiteutteestessreessessreeseeesserese...—e..re..........———.——————————————.—............—..——————————————————— PW-2
Street & alley improvements Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAs, MOUS)...........ccc........ CC-1
Y LTS B = 4 0SSP PPRPPRPPP PW-2
RS (=TS =T 0 L0 o P FIN-4
Strike Team ReimbursemMent (OES / FEMA) ...ttt oottt et e e e e 4 e e bbb et e e e e e e e e aeb bbb et e e e e e e e s nabbenreeeaeeeans FIN-2
Structural CalculationS BUIIAING PIANS ........e ittt e e e oottt e e e a4 e e e e et e e e e e e e e sa b e e et e e e e e e s e snbbenrreeeeeeaas CD-2
Structural Calculations Finialled - SINGLE FAMILY RESIDENTIAL - SFR and APPURTENANCES .........cccoiiiiieee i CD-2
Y (0] o TSI @A 1S3 o] 4 =T g = 1 1 =T o UT/CS-2
Studies - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File ...............cccoveiiiiiiiiiiiiiiiiiiieiiienee. PW-1
Y (8 [0 1= @0 o o =T  F=7= 1o 1R HR-1
Studies (Historically significant - €.0., ZONING STUGIES) .....uuuuuuuiiiiiiiiiiiirieerieeetreeererrrerrrer .. ——.———————.———.———..—..——..——————————————————————————————.———.. CW-6
Studies (other than Historically significant reports - €.g. ANNUAl REPOIS) .....uuiiiiiiiiiiiiiiiiiiee e a e CW-6
Subcommittees - Agenda Packets, MINULIES, All FECOIUS ..........uuiiuiiiiiiiiiiiiieeiieee et aeeeeeeeeeeeeeeaeeeeeeeeeeeseeeseeeesessssssseessssssessssssssssenssnnnnnes CW-2
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Subdivisions Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) .......cuuuuiiiiiiieiiiieiieeeiieeeeeeieeeees CC-1
Subject Files (Subject Will ChanQe OVEN tIME) ......ciiiiiiiii i e e e e e et e e e e e e e e e et ta s e e eeeeee e et aaa s s eeeeeeesantnnnaeeeeeeennnnnns CM-1
Subject Files / FuNction Filing SYSTEM — City CIEIK .......oeiiiiiiiiiiiieie et e e e e e e s e e e e e e e e e s st b e e reeeaeeeans CC-2
SUDJECE FIIES / ISSUE FIES ...ttt oo oottt et oo 4444k e ettt e 4444 4ok R E e ettt e e e e e e ek bbb e ettt e e e e e e sbbbnn e e e e eeeeas CW-6
Submittals - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File..........cccoooooiviiiiiiiiiiiiiieeecveennns PW-1
Subpoenas (Personal Appearance Of POICE EMPIOYEES) ......ouiiiiiiiiiieiiieeiietieeeittesteeseeeseeessassseeeseeseeeeseeraereaeeraeeereerererrrerrrerrrrerrerre—. PD-9
10 o] oJo T o F= TR B IU o= SR =T ot U [ o BT PP PPPPPPRP CC-6
SUD-RECIPIENT GraANTIS AQIEEIMENTS ... ...iieiiiiieiee et ettt e e e e e e e et e e e e e e s e e e e ettt e e e e a4 s e a b e e ettt e e o444 R bbb e e e et e e a2 e e e s bbb e e et e e e e e e e e nnbbennreeaeenans CD-4
YU o1 o [F= T Y I=To [o =] £ TP FIN-4
SUCCESSFUL Grant Reports, other records required to pass the funding agency's audit, if required.............cccccceviiiiiiiiiiieeneennns Cw-4
Successful Proposal - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File..............cccccceeee. PW-1
SUCCESSOr AGENCY AQENUA PACKELS .....oeiiiiiiii it e e e e e e e et e e e e e et ee et e e seeeeeeeetea e raeeeeeeeaesaaan s seeeeeeesentnnnaeeeeeeennnnnns CC-1
SUCCESSON AQENCY IMINULES ... .uuieiiieiiittsieteesueestsessesseeeessesseseseesseessseessesssaessssssassssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnnes CC-5
SUCCESSON AGENCY RESOIULIONS ...ttt ettt e e oo oottt e e oo 4o a s ket ettt e e o244 R b b e e et e e e a2 e e e nnb e e e et e e e e e e e e nnbbnnnreeaeenaans CC-6
Supply Inventories, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ..ottt e e e e et s e e e e e e eennens CW-2
Support or Opposition to proposed Federal or State LegiSIAtioN ..............uuuiiiiiiiiiiiiiiiiiiiieireeieeeierereeerrrerrerrrer—————————————————————————————————. CM-1
SUIVEY RECOIT MaPS, AS-BUIIT..... ..o oottt e e oo e oottt ettt e e e e 4o e bbb bbbt e e e e e e e e anb b b e et e e e e e e e s nabbeneeeeeeeeans PW-1
Surveys - Capital Improvement Projects (CIP) - Where Engineering is the Lead: Permanent File ............ccccoviiiiiiiiiiiiiiiiiiiees PW-1
SUINVEYS = COMPENSATION .. 1uutttttteetttetueetreeeeesteesssesssssseeessessssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnsnes HR-1
Surveys / QUESHIONNAITES (TNAL TNE CILY ISSUES). ..uuiiiiiiiiiee ittt e e e e e ettt et e e e e s s e bbb e et e e e e e e s e sab b b e et e e e e e e e s nabbeneeeeeeeeans CW-6
T

Tabulation - Prop. 218 (Property-based fees - Sewer, Solid Waste, WALEI) .........coiiiiiiiii it e e e e e eeeennens CC-5
Tailgates Training Presented by City Staff - COURSE RECORDS ... CW-7
TaX - SAIES TAX REPOIS (HOL) ...eeeeiiiiiiiiiiiiiet ittt e oottt e e o4 s ookt b ettt e e e o444 o s bbb ettt e e o2 o4 e e bbbt e et e e e e e e e anabbb b et e e e e e e e e annnnbneeeeeas FIN-4
LI 2 o | SRR FIN-4
Taxes Sent to County Assessor - Annual Tax Roll and Special Assessments: Landscape and Lighting Districts, etc. .................. FIN-4
Telephone Messages, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ... .ottt Cw-2
Temporary CONSITUCTION PEIMMITS .......ooiiiiiiiiiiii ettt e et e e e e e e s s et e et e e e e e 44 s bbb ettt e e e e oo e a b b e e et e e e e e e e annb b e e e e et e e e e e e e nnnnneneeeas PW-2
Temporary Encroachment Permits / EXCavation PeIMULS ..........ciiiiiiiiiiiiiis e e et ss e e e e e e e e et s s e e e e e s e s eanta s e e e e eeeeenrnnns PW-2
Temporary Events, Banners, HOME OCCUPALION ........uuuiiiiiiiiiiiiiii ittt e e e e e st e e e e e e e e bbbttt e e e e e e e s e st bt e e et e e e e e e e annnbeneeeeas CD-7
R 1] ool = 1 RS [ | L PP P PP PP PPPPPP CD-9
=T ] 010 = U YA LT =T =T 0 1L S (L L TR CD-9
Tenant Billing - ACCOUNTS RECEIVADIE .........uuuei s FIN-1
Tentative SUDdIVISION MAPS / PAICEIS IMBPS ....coiiiiiiiiiiiiiii ettt et e e oo s e s bbbt e e e e e e e e e bbb e e et e e e e e e e e abb b b e et e e e e e e e annnbnneeeeas CD-7
Testing Lab Final Reports - Land Development / Private Development: Permanent File ..o CD-6
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Text Messages, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ..ottt CW-2
Thank Yous, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ... oot e et s e e e e e e aanas s e e e e e eeennneas CW-2
Time Cards / Time Sheets (Includes Overtime and Meal REIMDUISEMENTS) ........uuiiiiiiiiiiiiiiieee e FIN-5
Time Sheets (Includes Overtime and Meal REIMDUISEMENTS)..........uu it e e e e e e e e eeeas FIN-5
LI 1 =0 [N = o T | £ PW-2
TOT Transient Occupancy Tax - ACCOUNES RECEIVADIE ...........uui s FIN-1
THAAE THICKEES ..o s FIN-2
Traffic Calming Requests / Stop Sign Surveys (Speed HUMPS, BIC.) ..oiiiiiiiiiiiiiiiiee et e e e e e e s eeeeas PW-2
Traffic Citation Log BOOKS (#S / FaNQES) = PalKING, ......uuuiiii s nnnnnns PD-6
TrAffIC CONIIOL PEIMNILS ...t s PW-2
Traffic Control: Radar CaliDration RECOIUS ..........uu s PD-5
Traffic Control: Radar Traller SUINVEYS, EIC. .....iiiiiiiiii it e et e e e e e et e e e e e ee e e et e e et e eeeeeeeeettaa e eeeaeeeeestann s aeeeeeeensrennnnnes PD-5
L2 1 [ O o 10 o £ PP PP PP PW-2
Traffic Speed SUrVeys / StOP SIGN WEAITANTS ......ooiiiiiiiiiiiii ittt e e et e et e e e e a4 e e bt e et e e e e e e e b b e e e et e e e e e s s e nn b e e e e et ee e e s e annnnrneeeeas PW-2
BN U1 LT TRt o] o= PD-10
Training — Police Department Training Records - COURSE RECORDS ..., PD-10
Training Presented by City Staff - COURSE RECORDS........cooiiiiiiiiiiiie ettt e e e e e e st et e e e e e e e e s nenbreeeeeas CW-7
TrANSACHON HISTOIES ... s FIN-4
Transcripts - BONGAS & BONG SAUIES .......uuuii s FIN-2
Transient Occupancy Tax (TOT) - ACCOUNES RECEIVADIE..........ooii i FIN-1
TRANSITORY / PRELIMINARY DRAFTS, INTEIAGENCY ... s Cw-2
Transmittal Letters, Correspondence - TRANSITORY / PRELIMINARY DRAFTS . ....u ittt e e e e s e e e e e e ennnens CW-2
TraNSPOITALION AUGIES .....uuueiei s FIN-2
R E ool g = Tu[o] g I =<1 1 1011 TP PP PPP PSPPI PW-2
LI VT I AN g = 1T = 0 0= €U CM-1
Travel EXPENSE REIMDUISEIMENTS ... ... s FIN-1
Treatment Plant Operators Certificates (POSHNG FEQUINEA) ....coiiuiiiiiiiiiie ettt e e e e e e s bbb e e e e e e e e e anenbeeeeeeas PW-8
Treatment Plant Safety Training Certificates (POSHNG FEQUITEA) .......ueiiiiiiiiiiiiiii it e e e e e e e e e e e e s eeeeeas PW-8
Tree Pruning and Mainte@nanCe, ArDOFIST REPOIS . .uu.. it it e et e e e et e s e e e e e e e e e et a e e e eeeeeeettaa s eeaeeeeeaataaanaeeeeeeessnnsnnnsaeeeeeeennrnnns PW-4
Tree Trimming Agreements & Contracts - ALL (NON-INFRASTRUCTURE, Professional Services Agreements - NOT IMAGED) CC-2
Tyler - FINANCial SEIVICES DAADASE ............uiiiiiiiiiiiiiii et e oottt e e e e e o ettt e e e e e e e b b et e et e e e e e e e e s bbb e e et e e e e e e e e e e e e e eas FIN-2
Tyler Payroll Database

U

UNALTERABLE MEDIA (WORM / DVD-r / CD-r / Blue Ray-R) or other unalterable media that does not permit additions, ........... FIN-6
uUnclaimed mMOoNeY / UNCASNEU CRECKS .......iiiiiiiiiiiiiei ettt e e oo e ottt e e e e e o4 e bbb ettt e e e e e e s s bbb e et e e e e e e e e nnbbnnreeeeeenaas FIN-2
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Undeliverable Envelopes, Correspondence - TRANSITORY / PRELIMINARY DRAFTS. .. ..ottt CW-2
Underground Service Alerts (USA'S) / Dig AlBITS ..ot e e e e et r e e e e e e e e ettt e s e e e e e e e ee et e rreeeeeeeeetennnreeeeeeees PW-6
Underground Service AlErtS (USA'S) / DI ALBITS ......ueiiiiiiiiiiiiiiie ettt e e e ettt e e e e e s s et e et et e e e e e e s bbb e e et e e e e e s e s nabbeneeeeeeenans PW-4
UNIFOIM BUIIAING COUES ...ttt e ettt et e o444kttt e oo 4444 e R R Rt ettt e e e e o444 R R b b e et et e e e e 44 e R b b e e e et e e e e e e e e nnbbnnneeeeeenaans CD-2
UNSUCCESSFUL BIDS, PROPOSALS or RESPONSES to RFPs (Request for Proposals) and/or RFQS ......cccoooevvvviviiiiiiineneene, Cw-1
UNSUCCESSFUL Grants Applications, COMESPONUENCE).........cuuviiiiiiiiieeieeiieeeeeeeeeeetestseeseseseesasserseeraeeererreerrrerrrr.rr.rrr—————— Cw-4
USA's - UNderground ServiCe AIBITS / Dig AIBITS ......ue ittt e ettt e e e e e e st bt et e e e e e e s bbb e et e e e e e e s anabbeneeeeeeeeans PW-4
USA's Underground ServiCe AIEITS / DIg AIBITS .......ueiiiiiiiiiiiiiit ettt e e ettt e e e e e s s et et et e e e e e s s bbb r et e e e e e e e e sabbnnrreeeeenaas PW-6
Use of Force Reviews - Not as a result of a civilian complaint, and not resulting in death or in great bodily injury................ooooo...... PD-4
L EST I =T 01 PP CD-7
L0 TSR A O U I3 (o] g =T Y= Y (o= P UT/CS-1 - UT/CS-2
Utilities Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) .......ccciiiiiiiiiiiiiiiiiee e et CC-1
L0 11T UL =T 311 PP PW-2
\

Vacancy Applications 0N the City COUNCIL...........oouii e e e e e e e e e e e e et e e tt s s eeaeeeeeaataa s eeeeeeessensnnnsaeeeeeeennrnnns CC-4
VaCANCY NOLICES ... CC-2
Vacation - RECOIAEA DOCUMEBNTS ......ccoo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaans CC-6
Vacatur Relief Granted by Court - Victim of Human Trafficking, or Victim of Intimate Partner Violence or Sexual Violence ............ PD-8
RV Z= L= g o= PP PPRRPP CD-7
Vehicle & EQUIPMENT HISTONY FIlES ...ttt ettt e oo 4ottt et e e e 4o e e kbbb e et e e e e e e e e e s et bbb e e et e e e e e e e s bbb be e et e e e e e e e nnnneees PW-4
Vehicle Safety Checks / Daily Vehicle Inspections / Daily EQUIPMENT CRECKS ..........ooiiiiiiiiiiiiiccce e CW-5
VERNICIE TIIES / PINK SHPS ..eetiiuiiiiiiiiii it e et e s e e e e e ettt s s e e e e e e e ettt e s s eeeeee e e et taa s eeeeeeeee s e s aa e eeeeeeseesennn s seeaeeeeesennnnnsseeereensnnnnnns FIN-4
Verifications, EMPIOYMENT ... HR-2
Video Recordings - Building Security, City OPEIATIONS .........uuiiiiiiiiiiiiiiiitt e ettt e e e e bbb e et e e e e s s bbb e e e e e e e e e s s bbb e e e e e e e e e s e aanbeenees PD-10
VIDEO RECORDINGS - Health & EAUCation COMIMISSION .......uuuii s CD-1
Video Recordings - Public Areas / PUDIIC ACHLIVILY ..., PD-10
Video Recordings - TemMpPOrary HOIAING CelIS.......oo ittt e e e e e s e et e e e e e e e bbbt e e e e e e e s ennbrnne s PD-10
Video Recordings: of City Council, Boards, Committees, Commissions

VIEOS OF SEWET LINES — ClTV i e s PW-6
Visitors Logs, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ...ttt e e CW-2
Voice Mails, Correspondence - TRANSITORY / PRELIMINARY DRAFTS ..., CW-2
VOIDED - CRECKS / WAITANTS ... e s FIN-2
Vulnerability Assessment / Emergency Response Plan / Risk & Resilience Assessment / Hazard Mitigation Plan ....................... PW-5
W

W-2 & DE-166, 921 Forms, PERS / FICA & Medicare Adjustments - Quarterly Payroll Tax Returns / OASDI, ........cccvvvvveeeiinnnnnee. FIN-5
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LT PSRRI FIN-5
W-4 Forms - Personnel FIleS - EMPIOYEE FIlE .......u ittt e e e et r s e e e e e e e e et s e e e e e e e eetanaa s e e eeeeeeennnnan s HR-4
LAY PRSPPI FIN-1
Waivers / Applications / Participants' Registration / Liability Forms / Release of Liability Forms .............cccoci e, P&R-2
RTAT = A= £ =V o 171 P&R-2
Waivers of Liability / Permissions: Camps, Field Trips, Authorization to give Medicine ............cccccceei i, P&R-1
WAINING LETEIS — ANIMAIS ...ttt ettt e e oo oottt ettt e e e o4 4o s e bbb ettt e e e o4 e e e sk bbb e et e e e e e e e e n R bbb e ettt e e e e e e e nabb b bbb e e e e e e e s annneenes PD-1
T4 L= 1 =14 | TP UUPPPPR RPN FIN-2
Waste Collection and RECYCING ....cooooi i PW-2
Wastewater Backflow Test Results / Backflow ASSembly TESt REPOIS ......coiiiiiiiiiiiiiiie et PW-5
TN T Yo =] g O o] | L= od 1 T RS SRRR PW-6
Water Agreements & Contracts - ALL (INFRASTRUCTURE, OR IF IMAGED, JPAS, MOUS) ......cccovviiiiiiiii e CC-1
Water Billing: Appeals - Payment Delinquency & Impending DiSCoOnNtinuation ...............ccccoe e, UT/CS-2
Water Billing: Non-payment Notices / Notice of Payment Delinquency & Impending Discontinuation (Initial, Final) ................. UT/CS-2
Water Billing: NSF Checks / Adjustments t0 CUSIOMET ACCOUNTS ......uuuiiieiiiiiiiiiiiieis e e e e e eeeeiiies s s e e e s e e e eent s e e e e e s eesenranaseeeeeeeeessrnnnns UT/CS-2
Water Billing: Payment Plans: Amortization, Alternative Payment Plans, Deferrals ............cccccoi, UT/CS-2
Water Billing: Policy on Discontinuation of Residential Service for NONPaYMENt .........cooiiiiiiiiiiiiiiiiiiiiieiee e UT/CS-2
Water Billing: Report of Annual Discontinuations of ReSidential SEIVICE ..........c.uuiiiiiiiiiiiiiii e UT/CS-2
Water Leak Report / Annual Leak Report / Water LOSS REPOIS ......cooiiiiiiiiii PW-4
A o T O 0 ST =T 0o 1 PSSP PW-4
Water or Wastewater Backflow Test Results / Backflow Assembly TeSt REPOIS .....cooeiiiiiiiiiiiiiiiieeeeiee e PW-5
Water Permits - Water Regulatory / Operating PEIMILS ........coii i e s e e e e e et e s s e e e e e e e ee s s s e e e e e e eeaeaaa e e e eeeeeesrennaeas PW-5
Water Production Reads / REPOIS ......ccooiiiiiii e PW-8
Water QUALILY - POTADIE WELET ........eeiiiiiiiiiiitee ettt e e oottt e e e e e e s s b bbb et e e e e e e e e e bbb e e et e e e e e e e bbb e e eeaeeeas PW-6 — PW-7
RTAT = (=T @ 10 = 1 1Y == Lo PW-6
Water Reports - Water REQUIALOTY .......oooiiiii L PW-5
Water Reports t0 REGUIAIONY AGQEINCIES .......oiiiiiiiiiiiiie ettt e e oottt et e e e e s st e ettt e e a4 e s e a bbb e et e e e e e e e aan s bbb b ettt e e e e e e a s bbbbe e e e e e eeeennnnnnees PW-7
Water SAnitary SUNVEYS OF WALET SOUICES .......uiiiiiiiiiiiiiiiite it e e e e ettt e e e e e s e bbb et e et e e e e e e s bbb e ettt e e e e e e e e e bbb e ettt e e e e e aa s nbn b e e e e e e eeeenannnrnes PW-5
Waater TrealMENT PIANT .. ..o e PW-7 — PW-8
Water Treatment Plant Operators Certificates (POStING rEQUITEA) .......uuiiiiiiiiiiiiiiiiie et e e e r e e e e e e aaneees PW-8
Water Treatment Plant Safety Training Certificates (POStING rEQUITEA) ......cooiiiiiiiiiiiiiii e e e e PW-8
Water Vulnerability Assessment / Emergency Response Plan / Risk & Resilience Assessment / Hazard Mitigation Plan ............. PW-5
Webpages Correspondence - TRANSITORY / PRELIMINARY DRAFTS ... CW-2
NV TR I = Vg bsr= o 1o ] Eo T O o] o1 115 0 = LT FIN-2
Wire Transfers / EFT AQVICE / TTAVEI EXPENSE ......ooi ittt ettt e e oo e e ekttt e e e e e s e e et e e e e e e e e bbb e e e e e e e e e e annbnneeeas FIN-1
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Withdrawn BUildiNg PIaNS .. ..o CD-1
Work Orders / Service Requests - All Information Entered in CMMS Database (Paper drafts) ..........ccceeevviiiiiiieiiiiin e, PW-5
Work Orders / Service Requests - CMMS DATABASE (Computerized Maintenance Management System) .........cccccceeveeeeeinnnee. PW-5
Work Orders / Service Requests - NOT entered in CMMS Database (or partial information entered into CMMS Database) ......... PW-6
Workers CoOmPENSALION ClAIMS .......uuiuiiiii e iies s e e e e et r e e e e e e e eet e e s e eeeeeeetaa s s eaeeeeeeetteaa s aeeeeeeeetsannsaeeeeeenssnnnnnseeeereensnnnnnnsnes HR-4
Working Files, Correspondence - ROUTINE (Content relates in a substantive way to the conduct of the public's business) ......... CW-2
WORM / DVD-r / CD-r / Blue Ray-R or other unalterable media that does not permit additions, ............cccuvveeiiiiiiiiiiiiiiieee e, FIN-6
Write Offs / Collection Agency Assignments (and associated dISPULES) ......ccoiiiuiiriiiiiieeiiiiiiiie e e e e e e e s e e e e anes UT/CS-1
X

Y

Youth CommISSION MINUTES, BY LAWY S ...ttt et e et e e e et e e e e e st e e e b e e et e s s b e e s b s s ba s s sba s e s b s sba s s sansssbaesebnesennss P&R-2
Youth Commission AGENDAS, AGENDA PACKETS ...ttt ittt e e e e s sttt e e e e e s s abaeeeaaeeeessanstsaeeeeeeeeaaaassssseeeaaeeessannnsseees P&R-2
Youth Commission AUDIO RECORDINGS .......ooiiiiiiiiiiiiiiie ettt e e e e e s sttt e e e e e e s e s b bt et eeeaeesaaa bbb eeeeeeeeeaaansnbbbseeeaaeeeesannnneeees P&R-2
Z

(o =T @4 = U g Lo =P CD-9
Zoning Clearance (Temporary Events, Banners, Home OCCUPALION, BLC.) ....uiiiiiiiiiiiiciiece e CD-7
Zoning Maps (HIStOrCallY SIGNITICANT) ...ttt e e e ettt e e e e e e s e o b et e e e e e e e e s ab b bttt e e e e e e e s anabbbe et e e e e e e e e annnnbbneeeeas CD-9
Z0NING OFAINANCE / UPAALES  ....eieiiiiiiii ittt e et e e ettt e e e e e e a4 s bt e ettt e e o444 R R b e e ettt 4o 4o 44 ek R b e e e et e e e e e e e nnb e e e et e e e e e e e nnnnnnnneeeas CD-7
Zoning Ordinance AmMendments / ZONE CRANQES..... ... s CD-9
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