RESOLUTION NO. 2023-06

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF INDIAN WELLS,
CALIFORNIA, ADOPTING A REVISED RECORDS RETENTION AND
DESTRUCTION SCHEDULE AND AUTHORIZING THE DESTRUCTION OF
OBSOLETE CITY RECORDS IN ACCORDANCE WITH STATE LAW

WHEREAS, the maintenance of numerous city records is expensive, inefficient, hinders
efficient document retrieval, and is not necessary after a certain period of time for the effective
and efficient operation of the government of the City of Indian Wells; and

WHEREAS, California Government Code section 34090 et seq. provides that, with the
approval of the City Council by resolution and the written consent of the City Attorney, the
heard of a City department may destroy any City record, document, instrument, book or paper,
under his or her charge, without making a copy thereof, after the same is no longer required,
provided that certain records are exempt from such destruction; ; and

WHEREAS, due to changes in state and federal law regarding the retention of public
agency records, City staff has determined that the Records Retention Schedule requires
amendment in order for the City to be in legal compliance regarding the retention and
destruction of obsolete records; and

WHEREAS, this Resolution is intended to adopt a revised records retention and
destruction schedule that facilitates the orderly and efficient retention and destruction of City
records in accordance with State law; and

WHEREAS, the City Attorney has reviewed and approves the revised Records Retention
Schedule, as evidenced by his signature on this Resolution, in accordance with the provisions of
California Government Code section 34090.

NOW, THEREFORE THE CITY COUNCIL OF THE CITY OF INDIAN WELLS DOES
HEREBY FIND, RESOLVE AND ORDER AS FOLLOWS:

Retention Schedule, “Exhibit A”, attached hereto and incorporated herein by this reference, are
hereby authorized to be destroyed as provided by Section 34090 et seq. of the Government
Code of the State of California and in accordance with the provision of said Schedule upon the
request of the applicable department head (“Director”) and with the consent in writing of the
City Clerk and/or his/her designee, without further action by the City Council of the City of
Indian Wells.

SECTION 1. The records of the City of Indian Wells, as set forth in the Records

A. “City Record” or “Records”: Anything that constitutes an objective lasting
indication of a writing, event or other information, regardless of physical form or characteristics
[including, but not limited to, any record, document, instrument, book, paper, map, exhibit,
magnetic or paper tape, photographic film, photographic print, optical media, electronically
transmitted mail (email), facsimile, other electronic file, or other records as defined by the
California Public Records Act], which is in the custody of a public officer and is kept either: (1)
because a law requires it to be kept, or (2) because it is necessary or convenient to the
discharge of the public officer's duties and was made or retained for the purpose of preserving
its informational content for future reference.
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B. “Non-Record”: Anything that constitutes an objective lasting indication of a
writing, event or other information that does not fall under the definition of a City Record,
[including, but not limited to (1) magazines or publications not produced by the City; (2) library
or museum material intended solely for reference or exhibition; (3) transitory writings, including
working papers, appointment logs, notes, calculations or preliminary drafts, or interagency or
intra-agency memoranda, that are not retained by the City in the ordinary course of business
even if they contain information relating to the conduct of the City’s business; (4) unofficial
copies of documents kept only for convenience or reference; and (5) documents that do not
contain information relating to the conduct of the City’s business].

C. “Legal Hold”: The duty of the City to preserve and not destroy any records that are
potentially relevant to any of the following in which the City may be involved: a reasonably
anticipated claim or litigation; an ongoing claim or litigation; a pending employee grievance; a
pending regulatory or governmental investigation; a pending subpoena; a pending Public
Records Act request; a pending audit; or similar legal matter. Any records subject to a Legal
Hold must be preserved in all forms in which the records exist, including both paper and
electronic formats.

SECTION 2. The Records Retention and Destruction Schedules are further defined
below.

A. The Records Retention and Destruction Schedules attached hereto as “Exhibit A”,
and incorporated herein by this reference, are hereby adopted.

B. City Records shall be retained for the minimum periods listed in the column
entitled “Total Retention” on “Exhibit A” and shall not be destroyed until notice approved for
destruction in accordance with this Resolution.

C. Non-Records need not be retained in any form; provided, however, that any Non-
Records that are subject to a Legal Hold shall not be destroyed until notice is provided by the
responsible attorney for the City of Indian Wells that such Non-Records no longer need to be
retained.

SECTION 3. The Approval of Destruction of City Records is further defined below.

A. At the expiration of the retention period set forth for each record series listed on
Exhibit A, such expired City Records are authorized to be destroyed as provided by Government
Code Section 34090 upon the written request of the City Manager or appropriate department
head and with the consent in writing of the City Clerk and the City Attorney to such destruction,
without further action by the City Council. All City Records approved for destruction that are of
a sensitive or confidential nature shall be shredded.

B. Notwithstanding the foregoing, City Records that are subject to a Legal Hold shall
be retained and are not authorized for destruction until notice is provided by the City Attorney
that such City Records subject to a Legal Hold no longer need to be retained.

C. In no event may any of the following City Records be destroyed:
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City records affecting the title to real property or liens thereon.

Court records.

City Records required to be kept by statute.

City Records less than two years old except for duplicate records or
unless otherwise provided by law.

. The minutes, ordinances or resolutions of the City Council or any

City Committee, Board or Commission.

SECTION 4. Any provision of a previously adopted City Council resolution or Records
Retention and Destruction Schedule that conflicts with this Resolution or the attached “Exhibit
A” is superseded and shall be of no further force or effect upon the adoption of this Resolution.

SECTION 5. With the written approval of the City Clerk, City Manager, and City

Attorney, updates are hereby authorized to be made to the Records Retention and Destruction
Schedule without further action by the City Council.

SECTION 6. The City Clerk shall certify to the passage and adoption of this Resolution
and enter it into the book of original resolutions.

SECTION 7. This Resolution shall become effective immediately upon its passage and
adoption.

PASSED, APPROVED, AND ADOPTED by the City Council of the City of Indian Wells,
California, at a regular meeting held on this 6th day of April 2023.

DONNA J.H. GRIFFITH
MAYOR
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CERTIFICATION FOR RESOLUTION NO. 2023-06

I, Angelica Avila, City Clerk of the City Council of the City of Indian Wells, California, DO
HEREBY CERTIFY that the whole number of the members of the City Council is five (5); that
the above and foregoing resolution was duly and regularly passed and adopted at a regular
meeting of the City Council of the City of Indian Wells on the 6th day of April 2023, by the
following vote:

AYES:

NOES:

ATTEST: APPROVED AS TO FORM:
ANGELICA AVILA TODD LEISHMAN

CITY CLERK CITY ATTORNEY
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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, DEPARTMENTO & DIVISIONDS

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

On every page of the schedules (near the top, just under the column headings) are important instructions,
including instructions regarding holds on destroying records. “Litigation, complaints, claims, public
records act requests, audits and/or investigations suspend normal retention periods (retention
resumes after settlement or completion).”
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INDEX — RECORDS RETENTION SCHEDULES
FY 21-22 update

Abbreviations:

B - Building

CA — City Attorney

CC - City Clerk

CM - City Manager

CW — City-Wide Standards
F — Finance

IT — Information Technology
M/PR - Marketing and Public Relations
PER — Personnel

PL — Planning

PW — Public Works

1095-C, 1094-C (Employer-Provided Health Insurance Offer and Coverage & Transmittal FOrm)...........ccccvvvvvviiiinieeeneveeiiinnnnnn. PER-1
(0L L T 0 A TSP EU P TP F-7
941 & DE-6 Forms — Quarterly Payroll TAX REIUIMIS ........cooiiiiiiii et e e e e e e e e e e e e e e e e e e e et b a s e eeeeeeesttba e aeeeaeeesnnnes F-9
1S 7 R o] 1 0 1 TSP U PP PP TPPPPPP F-9
A

AB 939 Compliance / SB 1383 Compliance (Organic Waste Collection and Recycling) ......ccooveeeiiiiiiiiiiiiie e, PW-4
Abandoned Building Permits: Permits - Expired by Time LiMItatioNS.........coooieiiiiiii e e e e B-2
Abandonment’s — Recorded Documents: Acquisition and Disposition — City Land and Property.........ccccccccvvvviiiiiiiiiiiiiiiiieiienennn, CC-4
Abandonment’s, Easements, Entitlements and Vacations — Recorded Documents / City Property ........cccccvvvvvveiiiiiiiiiiiieiiiiiennnnn. PW-1
Abuse: Complaints — AQAINST PEISONNE ... i oot e e e et e e et e e e e e e e e e eeaaan e e e e eeaeeeatatn e e e eeeeeeeennnnnnnnns CW-7
Accident / Incident / Injury Reports: PUBLIC ADULTS (medical and non-medical.) ...........cccvviiiiiiiiiiiiiiiiiiiiiiieeeeeeeeee F-11
Accident / Incident / Injury Reports: PUBLIC JUVENILES and PREGNANT ADULTS (medical and non-medical.) ..................... F-11
Accident / Incident Reports: CITY VEHICLES with no injuries, City PrOPEItY ........oooiiiiiiiiiiiiiiiiiiiieiieeeeeeeeeeeeeeeeeeee e F-11
Accident, Incident, Injury Reports - EMPIOYEES (COPIES) ... i ieaiiiiiiiiiiae ettt e e e e e e e e e et e e e e e e e aeeeatat e e e e eeaeeennnennnnns Cw-1
Retention Schedule Index — Indian Wells, CA — FY 21-22 update Page 1 of 36
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Accident, Incident, Injury Reports — Members of the PUDIIC (COPIES) .......cuiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee e Cw-1
Accounts Payable / Vendor Files (All RECOrds and REPOIMS) ........ouuiiuiiiiieee et e e e e e e e e e e e e e e ettt a e e e e e e e e eatraa e aeaaes F-7
ot od0 1 a1 £ = Y= 1 o] L= PP PSSRP F-7
Accounts Payable, INVOICES (COPIES) .....eviiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt ettt eee ettt e eeeeeeeeeeeeeeeees Cw-1
Accounts Receivable / Cash Receipts Detail / BACKUP (COPIES).....ciiiiiiiiiiiiiiiiiiiiiiiiee ettt CW-5
Accounts Receivable / Deposit Slips / Deposit Summaries / Cash Receipts Detail / Backup..........oovvieiiiiiiiiiiiiiiii e, F-8
ACCOUNES RECEIVADIE. ... et e e e e e e ettt e s e e e e e e et ettt e e e e eeeeeeates e s e e e eeeeeeees i aseeeeeeeaseesnaeaeeaeeeensssnnnnsaeenees F-8
ACFR (Annual Comprehensive Financial Reports) and Related OpinioNs / AUILS............oovviiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeee e F-1
Acquisition and Disposition — City LaNd @nd PrOPEITY .......uuiiii i it e et is e e e e e ettt e s s e e e e e e e e ettt e s e e e e e e esattbaa e e eaeeeessrraannnes CcC4
Activity Reports: Reference Materials - Produced by Other DepartmMents. .. ..o iiiiiiiiiiies e e e e CW-16
Activity Reports: Reference Materials - Produced by Outside OrganiZationsS ..........c.cuvviiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeee e CW-16
Actuarial Valuation Reports, Annual Employer Statements / Bi-Weekly REPOIS ......c.oovviiiiiiii i F-9
AdAress ChangeS / NEW AGGIESSES.......ccciiiieiiiiiii e e et e e e e e e e e ettt e eee et e e ettt aaaaeeaate e ettt et aaeaetesssttan s aseeeeeeessttsnaaseeaeeesssnnnnnnnns B-1
0 [ 01T T3 = U0 o P CM-1
Administration, General or Working FileS — EIECHONS .........uiii i e s s e e e e e e et aa s e e e e e e eeatasnaaeeeeeeeennenn s CC-8
Administrative Files — Not Funded by a Grant: Agreements & CONLIACES..........uiiiiiiiiiiiiiiie e e e e e e e rra s CM-2
Administrative Files With Grant Funding: AQreements & CONITACTS ......ciiiiiiiiiiiiiii e e e e e e e e e e arraaas CW-3
Administrative: CorreSPONUENCE — ROUTINE .....oiiiiiiiiiiiiiiiiee ettt ettt ettt ettt ettt ettt ettt ettt e e e e eeeeeeeeees CW-8
FaXo [o] o] C=Yo Il 21U Lo (o =y RSRR= T To M@ 1 = = U T [o 1= RSP PURPPSRPP F-2
AAVErtiISEMENTS: RECTUIIMENT FIlB.....ciiiiiiiiiiiieeeeeeeee ettt ettt ettt et ettt e e ettt ettt e ee et et e eeeeeeeeeeeeeeeeeeaeaeeeeeeees PER-6
F e AV gt g To I (R =To o PP PP PPPPPPPPPPPPPPPN Cw-1
Advertising: Project Files-City Infrastructure & Facilities Projects /CIP — Administration File (Construction).........ccccccevvvvvvnee.. PW-3
Yo V7 ISYo] gl =T oo 4 USROS F-6
Aerial Maps (ANAIOG QNG DIGITAI) ......eeiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt ettt ettt PW-1
F N L oAV KSR B =0 {1 T [ PP PP PPPPPPPPPPPP CC-1
Affidavits of Postings: Boards, Commissions & Committees—Citizens Advisory formed by City Council ............c..oooooiiiiinnn. CW-4
o [T T b= o Tod =T £ty PSSR PL-1
F Yo [T Lo bo W o Tod (] Kl D (PP PP PP PPPPPPPPPPPPP PL-1
Agenda Packets and Agendas: City Council & Redevelopment, Successor Agency / Oversight Board..............cceeiiiiieiiiiiiiiiinnnnn. CC-1
Agenda Packets, Planning COMMUSSION ........uuu. ettt e e et ettt e e e e e e eeaaeta e e e e eaeeeeeaea e aaeaaaeeneetan et eaaaeeeennnnnnaaaeeeaeeeennnnnnnnns PL-3
Agenda Staff Reports: City COUNCI (COPIES)......uuiiiiiiiiiiiiiiiiiiiet ettt ettt ettt ettt ettt ettt ettt e e et e et ae et eeeeeeeeeees Cw-1
Agendas and Agenda Packets: City Council & Redevelopment, Successor Agency / Oversight Board) ...........cccccvvvviiiiiiiiiinnnnnn. CC-1
Agendas: Boards, Commissions & Committees—Citizens Advisory formed by City Council .............cccccoiiiiiiiiiiiii, CW-4
Agendas: Boards, Commissions & Committees—Citizens Advisory formed by City Council .............ccccooiiiiiiiiiiii, CW-4
Agreement or Contract, Lease, MOU : Agreements & Contracts, All INfrastruCture ...........cccooiiiiiiiiiiiiiis e CC-1
Retention Schedule Index — Indian Wells, CA — FY 21-22 update Page 2 of 36
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Agreement or Contract, Lease, MOU: Agreements & Contracts (All) (COPIES)......cuviiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee e CW-2
Agreements & Contracts — All Infrastructure, Agreement or Contract, Lese, MOU ..........cccooiiiiiiiiiiiiiiiii e CC-1
Agreements & Contracts — All NON-INTraSTIUCTUIE........uiii e e e e e e e e e e e e e e e e e et e e e e e e e eeeareaa s CC-2
Agreements & Contracts (All): Agreement or Contract, Lease, MOU (COPIES) ....ccvvviiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeee ettt CW-2
Agreements & Contracts: Administrative Files — Not Funded by @ Grant............oooovviiiiiiiiiiiieeeeee CM-2
Agreements & Contracts: Administrative Files — Not Funded by a Grant...........cooooiiiiiiii e CW-2
Agreements & Contracts: Administrative Files With Grant FUNAING ........ooovviiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee e CW-3
Agreements & Contracts: Development Agreements, DDAS, OPAS, MOUS .......coooiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee ettt CC-2
Agreements & Contracts: Unsuccessful Bids, Proposals and RFQS .........ooiiiiii it CW-3
Agreements & Encroachment PermitS: PEIMANENT ........uuii i e e e et e e e e e e e e e e ettt e e e e e e e e eeatat e seeaeeesssreraans PW-1
Agreements & Encroachment PermitS: TEMIPOTAIY .....oouiiiiiiiiiiiiiiiiieie ettt ettt ettt ettt ettt et e et e e et e e e e e e e et e e eeeeeeees PW-1
Agreements: Grants-in-Aid / Community Grants / Cultural and Promotional Grants / School Grants — Successful / Funded....... CC-6
AIr COMPIESSOT TANK PEIMILS ...oeiiiiiiiii i e e e st e e e e e ettt e e e e eee e e e ettt e eeeaeeee s et e e s aeeeeeeessssaaaaeeeeseessatansaaeaeeesssnnrnnnnns PW-7
Y O o<1 o Lo F= W o= (ol (=] £ PP PP PPPPPPPPPPPPPPPN PL-1
ALC and Planning Commission Meeting Audio Recordings — ANalog - TAPES .....ovviiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee e PL-1
ALC and Planning Commission Meeting Audio Recordings — Digital..........coouuiiiiiiiii i e e PL-1
S I O /11 1) =PSRN PL-1
E O o (o1 =Tot B | =T PP PP P PP PPPPPPPPPPPPPN PL-1
ALC, City Council, Redevelopment Agency & Planning Commission: RESOIULIONS.............cceiiiiiiiiiiiiiiiiee e CC-12
ALC, City Council, Redevelopment Agency and Planning Commission: MINULES ..............uiiiiiiiiiiiiiiiiicce e CC-11
E M O (=TT ] [V i o] Eo R (@fe] o111 PP PPPPPPPPPPPPPPP CW-17
Alcohol and Drug Testing / D.O.T. Files: NegatiVe RESUITS...........ooiiiiiiiiiiiiiii ettt PER-2
Alcohol and Drug Testing / D.O.T. Files: POSItiVe RESUILS..........oouiiiii e e e e e PER-3
Alcoholic Beverage LiCenSe APPIICALION COPIES ......oviiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt et e e e et e e e e e eeeeeees PL-1
All Resolutions — Calling the Election: Elections — HiSTOriCal File..........oooviiiiiiiiiiiiiieeeee e CC-8
Amendments and General Plan EIEMENTS. ... .. oo e e e ettt e e e e e e e e e eeett e e e e aeeeeeatan e e e e aaeeeennnnn s PL-3
Amendments t0 ReteNtiON SCREAUIES ... e e et e ettt et e e e e e e e e eatt e e e e e e e e e eeeaatn e e e e eaeeeennnnnnnnns CC-12
Analog / Prints: Photographs, City REIAIEA ...........oooiiiiiiiiiiiiiiii ettt CW-14
F N gt oTo =Yoo I o =YY= g F= LN YT oL PW-1
F N o110 = V@0 1 o I (@20 o] 1= o ) U CM-3
ANNEXALION / DEANNEXALION FIlES ... it eii ittt e ettt e e e e e et e ettt et s e e aaeeeaeatt e saeaaeeeaesssa e e eaaeeesasssannaaeeaeeesnnsnnnnnsn PL-1
F N LTy = LA LS A I A el P CC-2
Annual Comprehensive Financial Reports (ACFR) and Related OpinioNS / AUGIES ........ceuiieiiii e F-1
Annual Employer Statements / Bi-WEEKIY REPOIS .....cuuiuiiiii it e s e e e e e et e et e e s e e e e e e e ettt a e e eeaeeeeatataaaaaeaaees F-9
Annual Listing — FIXed ASSEIS @NU INVENTOTIES ... ..ciiiieiiiiiii i et e et e s e e e e e e e e et e e s e e e e e e e e et ta e e s e aaaeeesteaaaaaaeeaeeeestetnnaaaaeaaes F-3
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Annual Valuation Reports, Actuarial Valuation Reports, Annual Employer Statements / Bi-weekly Reports ..........ccccccvvvvvvvviveennnnnn. F-9
Appeals, Parking ENFOICEIMENT .........i i e e ettt e e e e e et e e ettt e e e e eeeeeeee et e eaeeaeeeesseta st aaaeeeeeesetanaaaeaeeessnnnsnnnnns CM-4
Applications (UNSUCCESSTUL): RECIUIIMENT Il ... i e e e e e e e e e e e e et e e e e e e e e e aat e e e e e eeeeereeaannns PER-6
Applications for Employment or Resumes: Unsolicited (No Open Positions) Candidates Not Hired .............ccccccvvviviiiiiiiiinnnnnn. PER-1
Applications for vacancie€S 0N the COUNCIl ..........uiiiiiiiiiiiiiiei ettt ettt ettt ettt ettt e e e e e e e e e e e e e eeeeeees CC-8
Applications to View Voter Registration INfOMMALION ............iii oo e e e e e s e e e e e e e e et a e e e e e e e eeaeeaaes CC-7
Applications, EiSeNNOWEr Walk Of HONOT .........ooiiiiiiiiiiieeee ettt M/PR-1
ApPlications: GrantS — UNSUCCESSTU ......oviiiiiiiiiiiiiie ettt CW-10
Applications: Plans - Approved Construction Documents and Plans — Expired Permits — Projects That Have Been Started ....... B-3
Applications: Plans - Approved Construction Documents and PIANS.............oouiiiiiiii e B-2
Appointed Applications: Boards, COmMMISSIONS & COMIMITIEES ........oiiiiiiiiiiiiiiiiii ittt e CC-3
Appointment Certificates: Boards, COmMmMISSIONS & COMMILIEES........uuuiiiii i e e et e e e e e e e e e e e e e et e e e eaeeeesrrraaaes CC4
ApPraisal REPOIS, REAI ESIALE .........ii i e et e e e e e e e e ettt e e e e e e e et e e ettt s e eeeaeee e s et s e aaeaeeesasstan e eeeeeeesrerannnnss CW-15
Approved Construction Documents and Plans — Commercial, Multi-Family Dwellings, Places of Public Accommodation: Plans .... B-2
Approved Construction Documents and Plans — Expired Permits — Projects That Have Been Started: Plans...........cccccccvvvvvveeee. B-3
Approved Construction Documents and Plans — Residential (All): PIANS ...........uiiiiiii e B-3
AQMD Annual Report (and other COMPLIANCE FEPOIS) .uuuuuuii et ee e e e e e et a e e e e e e e e e e ettt aaeeaaaeeeastta e aaeasessssatanaaaeaaes F-5
F N 1Y, B3N =Ty 1 11 €=U UPPPPR PW-7
Arbitrage REDAtE CaAlCUIBLION .........uuii e e e e e e e e ettt e e e e eee e e e ettt et s eeeeee e e ettt s eaaaeesasseaa e aeeaeeessrstanaaaaaaees F-1
As “Builts”: City Infrastructure and Facilities Projects / CIP — Permanent File (DeSigN) .......cuuvvviiiiiiiiiiiiiiiiiiieiiieieeeeeeeeeeeeeeeeeeeee PW-3
Assessment / MainteNaNCE DISTIIICE PIOJECTS. .......iiiiiiiiiiiiiiieie ettt ettt PW-1
Assessment District / Special DiStrict PAYMENTS & REPOITS ......oviiiiiiiiiiiiiiiii ittt F-1
Assessment District Ballots — Prop. 219 Proceedings: ElIECHONS .........coii i e e e e e e e CC-9
Assessment DIStrict FOrMAatioN RECOIUS. ........uuu it e e e e e et e ettt at e e e e eeeeeeaeaaasaeaaeeeeaetenaaaeeaaeeesasssnaaaaeaaeeesnnesnnnnss CC-3
ASSIStaNCe Program, EMPIOYEE .........oooiiiiiiiiiiiiiiiie ettt ettt ettt ettt PER-3
Assisted & Challenged VOLErS LISt EIECHIONS ... ..ottt e e e ettt e e e e e e e e e e eeeet e e e e eeeeeeatenn e e e eeeaeeennnnnnnnnns CC-9
Associated CEQA Noticing: Planning Files — Approved Permanent and Temporary Entitlements — All ..., PL-4
ALENAANCE ROSTEIS: TTAINING . ...eeetiiiiiiiiiiieeei ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e ettt ettt et eeteeeeeeeeeeeeeeees CW-18
Auction: EQUIpMENt DISPOSITION [ SAIES ...ttt oo e et ettt e e e e e e ee e e e eate e e e e e e e e eenaatn e e e e e aeeennnnnn s F-11
Audio Recordings - Digital of Meetings: Boards, COmmISSIONS & COMMUIEES ........ceeeiiiiiiiiiiiai e e e e e eeeeeeens Ccw-4
Audio Recordings - Tapes of Meetings: Boards, CommisSioNS & COMMILLEES ......iieiiiiiiiiiiiiee e e e e e e e CW-4
Audio Recordings of Council Meetings — ANAIOQG — TAPES ....coiiiiiiiiiiiiiiii ettt ettt eeeaes CC-3
Audio Recordings of CounCil MEETINGS — DIGITal ... .ccoiiiiiiiiiii oo e ettt e e e e e e e e e eeeta e e e e e e e e eeaten e e e e eaaeeennnennnnnns CC-3
Audio Recordings of Planning Commission and ALC Meetings — ANalog - TAPES ....ccviveiiiiiiiiii e e et e e e e e PL-1
Audio Recordings of Planning Commission and ALC Meetings — Digital ............cooiiiiiiiiiiiiiiii e PL-1
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Audio Recordings of Planning Commission and ALC Meetings — Digital............ooiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee e PL-1
Audio Tapes or Digital Recordings: Audio Recordings of Council Meetings — Analog — TapesS .......cuvvvieiiieeeiieeiiiieee e CC-3
Audit Communication — Audit Management Letters and Other Related Formal LEetters ...........ooovviiiiiiiiiii e F-1
W20 Lo [ o] g ¢ T =TT o] o S /=T g =T =T o =T o PSR CW-15
Audit Management Letters and Other Formal Letters Related to Audit COMMUNICALION ..........covvviiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeee e F-1
Audit Reports: Grants - SUCCESSTUI REP OIS ...t e e e et e e e e e e et e e et a e e e eeeeeesaat s e aeaaeeeereraannns CW-10
Audit Reports: Grants-in-Aid / Community Grants / Cultural and Promotional Grants / School Grants — Successful / Funded ....CC-6
Audit Schedules, Preparation RECOIUS. .........uuu i it e et er e e e e e e e et eat et t e e e eeeeeaate e ateaaaaeeeeeesaaaseaaateessstsnaaaeeaeeeessssnnnasaeaeees F-1
F Lo L YT T = T 01T RO SSRPP F-1
Audits (and Other COMPIIANCE FEPOIMS) ... ..iiiiiiiiiii e e e e e e e e e e e e e e e ettt e e e eeae e e e e etta et eeaaees e sttt asaeaeeesstttaa s aaeeaeeessrstnnaaaeanees F-5
Audits / ACFR (Annual Comprehensive Financial Reports) and Related OpPiniONS............oovviiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeee e F-1
Authorizations / BONA TIANSCIIPLS / ISSUEBS .....uuuiii e e eiiiei et e e e e et s e e e e e et ea e e e e e et e e ettt e e s e eeaee e e ettt e s eeaeeesatetaasaeeeeeesstttanaaaeaaes F-2
Awnings: Encroachment Permits & Agreements: PeIrMan@Nt...........uii oo e e e e e et e s e e e e e e e e arraaaas PW-1
B

Backup / Accounts Receivable / Cash Receipts Detail (COPIES)......uuuiuiiiiiiiiiiiiiiiiiiiiiiiiii ettt e e CW-5
Backup / Accounts Receivable / Deposit Slips / Deposit Summaries / Cash Receipts Detall............ccccceeeiiiiiiiiiiiiiii e, F-8
Backup / Accounts Receivable / Deposit Slips / Deposit Summaries / Cash Receipts Detall............cccccoeeiiiiiiiiiiiiiiiecieee e, F-8
B Lol B R D - 11 PP PPPPPPPPPPPPPPPPPN IT-1
BaACKUPS— MONTRIY oottt et e e e ettt ettt e e e e e e e e ettt e eeeeee e e e et e e eaeee e e e e st e aeaeeesssetan e saeeaeeesnretaaaaaaaaees IT-1
Balance Sheets — MONTNIY OF PEIIOTIC .....cuuiiiii e e e e e e e e e e e e e ettt e e e e e e e e e e e s et e e e eeaeeesatttaa e e eeeeeeesssttnnaaaaaaes F-4
Balance Sheets: General Ledger & Chart of ACCOUNES: FINAI YEAI-ENU.........ooiiiiiiiiiiiiiiiiiiiiiiieieeeeee ettt F-3
Ballots — INSPECIOr RECEIPIS: EIBCLIONS .....ooviiiiiiiiiiiiiiiiie ittt ettt ettt et ettt ettt et et et et e ettt e e e e eeeeeees CC-9
2 7= 10 PP CC-9
[ Fo T a1 =T oo o] 1= o ] o 1SS F-2
2 Eo T LSS ¥= U= 1= £ SSRPP F-2
S Fo T oL D= o To LS A O o = Tox 1 o] o PR F-2
Benefits: Personnel Files — Regular, Active, Permanent, Non-Regular, Temporary and Part-time — Employees ................. PER-5
=] Tofo [T U fod g P TS o I AV =T o To (o gl I ] PP PP P PP PPPPPPPPPPPPP F-11
Bids, PUbIlic Hearing NOTICES: INOLICES .......oeeiiiiii ettt oo ettt e e e e e e e et ettt e e e e e e e e e eataa e e e e eeaeeeeaneen e e e eeeaeeeennnnnnnnns CW-13
Bids, Unsuccessful, Proposals and RFQS: AQreements & CONTACTS. ... ..cooiiiiiiiiiiii e et e e e e e e e e e e e e e e e eeaeennens CW-3
Bids/Specifications / Scope of Work: Agreements & Contracts (All) Agreement or Contract, Lease, MOU (Copies).........cccce.... CW-2
Bills of Sale: EQUIpMENT DISPOSITION / SAIES ........ceiiiiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt ettt ettt e et et e eeeeeeeeeeeeees F-11
Biographical Data — City COUNCIL .......ooi ettt e oottt oo e e e e e et et eete e e e e e e e e e eaeen e e e eeaeeeaaaesna e e eeeeeeennnnnnnnnns CC-3
R TR T A oY (o | I =T o Lo o PP PSRPP F-9
Blue Ray-R or other unalterable media that does not permit additions, deletions, or Changes ..........ccccovvieeiiiiiiiiiin e, IT-2
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Board Members and COUNCI ROSIET .........ooiiiiiii et e e e e ettt a s e e e e et et ettt e s e e e eeeeeetta e e eeeeaeeeeaatsnnaaseeeeeeennennnnnnes CC-12
Boards, Commissions & Committees — Applications: APPOINTEA ......cii i e e e e e e e e e CC-3
Boards, Commissions & Committees — Applications: UNSUCCESSTUL........ooiiiiiiiii i CC-3
Boards, Commissions & Committees — ApPOIiNtMENt CertifiCAES ........ovviiiiiiiiiiiiiiiieiieeeeeeee et CC-4
Boards, Commissions & Committees — Audio Recordings — Digital of MEEtINGS ......cvvvviiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee e Cw-4
Boards, Commissions & Committees — Audio Recordings — Tapes 0f MEELINGS .....oivviiiiiii i CW-4
Boards, CommisSioNS & COMMILIEES — BYIAWS ... .cciiiiieiiiiis e e et e e e e e e e e e eeat e r e e e e e e e e eeateaaaseeeaeeeaatesaaaeeeaeeeesennnnnss CC-4
Boards, Commissions & Committees — Citizens Advisory formed by City Council other than ALC/Planning Commission ......... Cw-4
Boards, Commissions & Committees — Citizens Advisory formed by City COUNCIl...........cccoeeiiiiiiiiiiiiii e, CW-4
Boards, Commissions & Committees — Citizens Advisory formed by City Council — Minutes, Resolutions...............ccccevvvvnnnn. CW-4
Boards, Commissions & Committees — Citizens Advisory formed by City Council — Staff REPOItS ........cccvvvvvvviiiiiiiiiiiiiiiiiieee, CW-5
Boards, Commissions & Committees — City Council Subcommittees (All RECOIdS) ......ceeviiiiiiiiiiiiiiii e CW-5
Boards, Commissions & Committees — EXternal OrganiZationNS ... ..cccciicciiiiiiiiiiii et e e e et e e e e e eearraas CW-5
0] a0 I E =T 11 (=T £ PP P PP PPPPPPPPPPPPPPP F-2
Bond TranscCriptS / ISSUES / AUTNOTIZATIONS ........eviiiiiiiiiiiiiiieiiei ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt eeteeeeeeeeeeeeeeeeeees F-2
Bonds, Public Official (Faithful Performance / Employee Surety BONAS) .......oouuiiiiiiiiiiiiieiie e e e e e F-12
2T T [0 =SSP PPTUPPPR PW-1
Brochures and FIYErs: RECTUITIMENT .........uiiiiiiiiiiiiiiieie ettt ettt ettt ettt ettt ettt ettt ettt et ettt et e ettt e e et eeeeeeeeeeeeeeees PER-6
Brochures: Reference Materials - Produced by Other DEPartMENTS ........oooiiiiiiiii i e e e e e e e raaaas CW-16
Brochures: Reference Materials - Produced by Outside Organizations ..........cccoiiiieiiiiiiiiiiiie e e e CW-16
Brochures: Reference Materials - Produced by YOUr DEPartMeENT .........ooviiiiiiiiiiiiiiiiiiiiieee ettt CW-15
Budget Amendments, Budget Transfer Requests, Supplemental Updates, Fund Transfers..........cccccvvvviiiiiiiiiiiiiiiiiiiiiiiiiieeeeee F-2
Budget Development / Investment / Finance AdmINISIIatioN.............uuiiiiiiii i e e e s e e e e e e e e et e e e e eeeeeaaene F-1-F5
Budget HEArNG ANGA/OT REVIEW .......cooiiiiiiiiiiiiiiiiieeeeeeee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et e ettt e et ettt eeeeeeeeeeeeeeees F-2
Budget Transfer Requests, Supplemental Updates, Fund Transfers, Budget AMendmentsS............ouvviiiiiieiiiiieiiiiii e F-2
10T [ L= Rl T F= 3 (@ o 1= SRR CW-5
Budgets and CIP Budget — FINAl AQOPLEA ....... .ottt oo e e e e e e ettt e e e e e e e e e eaetn e e e e eaeeeaaaen e e aeeaaeeeennnnnnnnns CC-4
Budgets and CIP BUdget — FINAI AGOPIE ........oeiiiiiiiiiiiiiiiieeiteee ettt ettt ettt ettt ettt et ettt ettt ettt ettt et e e ettt e eeeeeeeeeeeeeees F-2
2 T0 1] Fo [T T Bl =T o L0 g £ B-3
IO (o [T aTo I =T g LI T= Y= o == SRR B-1
Building Permits: Permits (Except cancelled permits where no Work was Started)............coouvviiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeee B-1
BUSINESS LICENSES — DALAIDASE .....vuei e e e e e ettt e e e e e e e e et e ae et e s e e e e e e eeeetaa e e e e eaeeeeeaes s s e eeeeeeeeetenaneaaeaees F-8
BUSINESS LICENSES ANA REVOCALIONS ...t ettt e oo e et ettt a e e e e e e et eaete e e e e e e e e eeeatn e e e e eeeeeeaaasnn e e eeeeeeeennnnnnaaaeeaes F-8
Bylaws: Boards, COMMISSIONS & COMMITIEES ... ...iiiiiiiiiiiiiis e e e e e e e e e et e e e e e e e et e e et e s s e e e e e e eaaeea e s aeeaeeesataaaasaeaeeeessnnnannss CcC4
C
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Cable TV: SUDJECE / PrOJECE FIlES ... .o a e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eaaens CA-1
Cal Card / Purchasing Card BaCKUD RECEIPIS ......uuuuiiiii ittt s s e e ettt e e e e e e e e e e e ettt e e s e eeaeeeeaata s e aaeaeeeessseaaaaaeeaeeesnnnes F-11
Calendar: Budget Hearing and/OF REVIEW ...........ouuuiiiiiieeeii e iiis e e e e ettt e s e e e e e e e e ettt e e e eeaeeeeaetta et aaeaaeessstta e aaaeaaeesssttannaaaaaaeeeennnes F-2
Calendars: Correspondence - Transitory / Preliminary DraftS ... CW-9
California Building Codes (CBC, UBC, UPC, UEC, BIC.) .iiieuiiiiiiiiieeiiiiiiiiiiae s e e e e ettt aas e e e e e e e eeeaeaaaaeeeaeeeaeeasnaaaeeaaeeessstsnaaaaaeaaeeennnes B-3
Calling the Election — All Resolutions: Elections — HIiStOriCal File.........uuiiii i e e e e e e aanees CC-8
Campaign Filings (FPPC 400 Series FOrms) Other COMMITIEES .....cooii i CC-7
Campaign Filings (FPPC 400 Series Forms) Successful Candidates (Elected OffiCialS) .........ccoooviiiiiiiieeee, CC-7
Campaign Filings (FPPC 400 Series Forms) Those Not Required to File Original With City Clerk (copies).......ccccceeevieeeeiiinnnn. CC-7
Campaign Filings (FPPC 400 Series Forms) Unsuccessful Candidates........c.oovvuiiiiiiii it a e e e aanens CC-7
CaNCEIEA — CHECKS / WAITANTS. ... ..ciieeeeiiiiie et e et e e e et e et a e e e e e et e ee et e s e e e aeeeeatsta e eeeeeeeaesss s aeeeeeeeessssa i asaeeeeeessssnnnnaseanneeennnen F-7
Candidate File: Nomination Papers, Candidate Statements — Successful Candidates ..........cccooeviiiiiiiiiiiiiii e, CC-7
Candidate File: Nomination Papers, Candidate Statements — Unsuccessful Candidates ........cccoooeoeiiiiiiiiiiiieecn i CC-8
Candidate File: Potential Candidates That Pulled Nomination Papers, But Never Filed them ..., CC-8
Candidate Statements to be printed in the Sample Ballot: Elections — General, Working or Administration Files.................... CC-8
Candidate Statements, Nomination Papers — Successful Candidates: Candidate File ...........ccccoooiiiiiiiiiiiiecee e, CcC-7
Candidate Statements, Nomination Papers — Unsuccessful Candidates: Candidate File .........cccooooiiiiiiiiiiiiieciiccieee e CC-8
Canvass: EIeCONS — HISTOMCAI FIl@ .....uuii i e e e e ettt e e s e e e e et e eettt e s e e e eeeeesttsnaaaeeaaaeesesssnaasaeaneeennnes CC-8
Cash Receipts Detail / Backup / Accounts ReCEIVADIE (COPIES).....ciiiiiiiiiiiiiiiei e e e et e e e e e e e e e rr e e eaaeas CW-5
Cash Receipts Detail / Backup / Accounts Receivable / Deposit Slips / DepoSsit SUMMANIES.........coeiiieeiiiiiiiiiiie e F-8
Cash Receipts Detail / Backup / Accounts Receivable / Deposit Slips / Deposit SUMMAIIES........ccovoiiiieieeieeeeeeeee e F-8
Cashed: Checks / WarrantS — CANCEIEM........cooi et e e e e e e e e e ettt a e e e e eee e e aette e s e e eaeeeeesstsnaaaaeaeeeessssnnaaaaaaneeennnes F-7
CBC, UBGC, UPC, UEC, BIC.) cttiitiitiiie e e s s s e s s s e e e e e e e s e s e e s e e s e e e e e e e e e e a4 e e a4 44444444444 e a4 e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaaaaaaans B-3
CDBG - GrantS: SUCCESSTUI RO OIS ... e e e e e e e e e e e e e e e e e e e e e e e e e aaaeas CW-10
CDBG: Grants — UNSUCCESSTU ...ceiiieeiiiii et e e e e e e et e ettt et e e eaeeeee et e s e e eaeeeeeteaaaaaeaaeeeassennnaaaaeeaees CW-10
CD-r / Blue Ray-R or other unalterable media that does not permit additions, deletions, or changes ..........ccccooeevviiiiiiiiiieeeeeeeeeens IT-2
L7 g SN LS I 1= o g T T =Y o] (oSO URPPPRRRRN PL-1
CEQA / ENVIronmMental DEEIMINGALIONS ........cciiiiieiiiiiis e e e ee ettt e s e e e e et e ettt e e e e e e et eaee ittt e eeaeeeeeeets s saaaaeeesssssn s aaaaeeeesssssnnaaaaeaeeeennnes PL-2
Certificate of Elections: ElIeCtions — HISTOTTCAl FIl ... ..ot e e e ettt a e e e e e e e e eeeatna e e e e e eeeeeenees CC-8
Certificates of Compliance: Planning Files — Approved Permanent and Temporary Entitlements — All..............iiiiiiiiienes PL-4
Certificates Of DEPOSIES / INVESIMIENTS ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaas F-4
Certificates of Occupancy (Filed With BUilding PeImMiLS)......cccooiii oo B-1
Certificates of Records Destruction / Consents to Destroy Records / Records Destruction LiStS..........cccoeeeiiiiiiiiieiiieiiiiiiiieeeeee, CC-11
Certificates: Bond Transcripts / ISSUES / AUTNOMZALIONS ...........uuuiii e e e e e e e et a s e e e e e e e aatt s e e eeaeeeennnes F-2
Certified Payrolls: Agreements & Contracts - Administrative Files With Grant Funding ..........ccccoooiiiiiiiiiii e, CW-3
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Certified Payrolls: Agreements & Contracts: Administrative Files — Not Funded by a Grant ............cooovveiiiiiini e CM-2
Certified Payrolls: Agreements & Contracts: Administrative Files — Not Funded by a Grant ............cccoovviiiiiiic v, CW-2
Certified Payrolls: Project Files-City Infrastructure & Facilities Projects /CIP — Administration File (Construction)................... PW-3
Challenged & ASSISTEA VOLEIS LISt EIECTIONS ... ..o a e e e e e e e e e e e e e e e e e e e e e e e e e eaaaaeas CC-9
Change Orders: Agreements & Contracts (All): Agreement or Contract, Lease, MOU (COPIES) .....cooeeeeeeeeeeeeeeeeeeeee e CW-2
Change Orders: INTrastrUCTUIE / LA ..... .o s e e e e e e e e e et et e e e e e e e e e ee ettt eeeeaeeeeesataaaaaeaaeeeesettnnaaaaaaes CW-6
Change Orders: NON-INTraSTIUCTUIE ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaeaas CW-6
Chart of Accounts & General Ledger: FINAl YEAI-NQ. ... ...ccooiiiiiiieeeeeeee s F-3
Chart of Accounts / OrganiZation STIUCLUIE ...........uuuuiii e e eee et iie e e e e e e e ettt ee e e e e e e e e et ettt e e aeeeaeesaastaa s aaeaeeeessttsn s aaaeaeeesssttannaaaaaaeeeessnes F-3
(Ol g P STV ATo [To Yol o] ] (<1 (=1 011 < OO CW-9
Checklists: Correspondence - Transitory / Preliminary DraftS. ... CW-9
(O o 1T SR AN o T =g SR O 1o [od =] 1= o [P PP TR F-7
(01 a1l SR AN = g = gL ST Lo T Lo [T TP P PP URRPPURRRRRI F-7
Chemical Use ReEPOIT FOIMM / IMSDS . ... .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 e e aaaeeas CW-12
Chronological: CorreSPONUENCE — ROUTINME ... ..o a e e e e e e e e e e e e e e e e e e e e e e e aaaaaas CW-8
CIP Budget and Budgets — FINAl AQOPIEA ... ..o e et e e e e e e e e e e ettt e e e e e e e e e e e ettt e e seeaeesesstttnaaaaeaeeeasnnns CC4
CIP Budget and BUdgets — FINAl AGOPLEA..... ..o e e e e e ettt e e e e e e e e et e ae et e e e eeaeeeeestta e aaaeaeesestttanaaeeaaaeeennnes F-2
Citations & OSHA Inspections, LOgs 200 and LOg 300.......ccooiiiiiiieeeeeeeee e PER-5
Citations (Parking & Municipal Code ViIOIAtIONS) ......uuuiiiiieiiiiiiei e s et e e e e e e e e e e e e e e e e e e e e e st b e e e eaaeeeerbttaeaeeaaes CM-3
(O] 32N 1 (o] £ aT=3 VA @] ] 1o 1 o] o 1= PP PO UUURPPPPRPPIR: CA-1
City Attorney: Economic Interest Filings (FPPC 700 Series—Statement of Economic Interests) Public Officials......................... CC-5
City ATLOINEY: OPINIONS (COPIES) .ttt e e e e e e e o e e e e e e e oo e oo oo e oo e oo oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaeaas CW-6
City Clerk — EIeCtions — CONSONAAEA ........iiiiiiiieeiiie e e s e e e e e e e e ettt e e e e e e e e e e eesa b e e e eeaeeeessttaaaaaaeaeeeesnnes CC-7-CcC-8
City Clerk - EIeCHIONS — StANG-AIONE ... e e e e e e e e e e e e e e e e e e e e e e e CC-9-CC-9
(313 1 = 4 TP TUTPRTPI CC-1-CC-6
(O 14V O 1Y o X = {0 o) lo ) Bl = V1 o1 o= U1 o] o 1S CC-11
L0413V @a 10 o Tt | el = 1o To | = o a1 ox= | 10 - > PRSPPI CC-3
City Council & Redevelopment: Agenda Packets and AQENAAS .......ccoooii oo CC-1
City Council Agenda Staff REPOIMS (COPIES) .. .cciiiiiiiiniii e e ee et e ettt e e e e e et e eeate e e e e e eeeeeeaeee e e e e eeeeeeenenn e aeeeaeeeennennnaaaaeaaes CWw-1
L0412 @010 ] o Tox | I @Fo ] 4 {1 o o To [=7 o o] 0SS CM-1
City Council Meetings - Video Recordings / DVD-R OF VCR (ALL) ..o CC-12
City Council Members: Economic Interest Filings (FPPC 700 Series—Statement of Economic Interests) Public Officials............ CC-5
City Council Subcommittees: Boards, Commissions & Committees (All RECOIAS) ....uuuuiiii i CW-5
City Council, Redevelopment Agency, Planning Commission & ALC: RESOIULIONS........ciiiiiiiiiiiiiiiiei e CC-12
City Council, Redevelopment Agency, Planning Commission and ALC: MINULES .........uciiiiieiiiiiiiiiiee et e e CC-10
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City CoUNCIl: RESOIULIONS (COPIES) ...t a e e e e e e e e e e e e e e e e e e e e e e e e e o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaens CW-17
(O] A o 11 (o VA o 1S3 o] o= L =T o o] o £ USRI CcC4
City Infrastructure and Facilities Projects / CIP: Project Files — Administration File (Construction)........cccccceeeviieiiiiiiiiiinnneeenn, PW-3
City Infrastructure and Facilities Projects / CIP: Project Files — Permanent File (DeSign) ......ccoooeoiiiiiieeeeeeeeeeeeeeeeeeeee PW-3
City 1SSUEA SUINVEYS / QUESTIONNAUIES ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaens CW-17
City Land and Property — Acquisition and DISPOSITION ..........ouuiiiiiiii e e e e e s e e e e e e e e ettt s s e e aaeeeeastaaaaaeaeeeannnes cC4
City Manager: Economic Interest Filings (FPPC 700 Series—Statement of Economic Interests) Public Officials ......................... CC-5
City Master Plan: General Plan, ZoniNg, LANG USE .......ccoiiiiiiiiiiiiie et e e e ettees s e e e e e e e e aattaa s s e e aaaeeeasten s s eaaaaeasssssnaasaeaeeeesnnes PL-3
(O] A N (TS (= (=T g o g F= T S = 1 PR M/PR-1
City Newsletters, City Publications of Significant HiStOrNCal VAIUE .............uoiiiiiiiici i e e e e aaaens CcC4
City Property / Recorded Documents: Abandonment’s, Easements, Entitlements and Vacations .............cccccceeeiiiiiiiicieen e, PW-1
City Publications of Significant Historical Value, City NEWSIEIET .........oouiiiiii e e e e e e et e s e e e e e aeanees CC4
City Related Photographs (DIGITAI) ...........iiiiiiiiiiiiiiie e ee e e e e ettt ee e e e e e e e e e ettt it e e e eeaeeeasetta s aeeaeeesastes e aaaeaeeesssstsnnaaaeaeeesnnnes IT-1
City Related Photographs: Photographs, City REIALEM ........cccooiiiiiieeeeeeee s CWwW-14
City Seal: City HIiStOry, HISTOTICAl RECOTUS ...t a e e e e e e e e e e e e e e e e e e e e aaaeas CcC-4
City Treasurer: Economic Interest Filings (FPPC 700 Series—Statement of Economic Interests) Public Officials........................ CC-5
Claims (General Liability Claims) — AQUIES .......oooiiiiii st e e e e e e e e et e e s e e eeeeeea et e e aeeaeesesssttaaaeaeaeeassnnes F-12
Claims (General Liability Claims) - Juveniles & Pregnant AdUILS .........ccooooiiiiiioe e F-12
Claims / Liability ClamMS (COPIES) .. .ciiiiiiiiiiii it e ettt e et e e ettt e e e e e e e e e e ettt e e e e e e e e e e e ettt e s aeeaeee s e st ea s seeeaesessstaanasaeaaeeesssstnnaaaaaaees CW-6
(@l P T [ ST 20 ] (=1 a1 (= | TP CA-1
(O o] g R I = o] Y O F= T 1 4 TP T PU PP PPPPPTTTPPP CC-5
Classification / Compensation / REOrganiZation STUIES........ccooioiiieeeeeeee e PER-1
Code Enforcement Case Files / Nuisance Abatement / Notices of VIOIation .........ccooooiiiiioioie e, B-3
Code Enforcement Case Files / Nuisance Abatement / Notices of Violation - Habitual Violators, Liens, or Commercial ................. B-3
LOToTo L= =y o) (o] £ o1= 1010 T=T o | PSSR B-3
Collection Agency: Returned Checks ASSIgNed t0 COHBCTION ... i e e et e e e e e e e e ettt a e e e e aeeeennne F-8
COMMETCIA] COMPIEXES ...ttt e et oottt et oo e ettt ettt e e e e e eeeeeeete e e e e aeeeeeeetan e eeeeeeeenteean e eeeeeeeneessn e eeeaeeeennnnnnnaaaaaeaeennnen B-3
Commercial Structural Calculations: Plans - Approved Construction Documents and Plans..............cccovvviiiiiiiievvcciiiies e B-2
Commercial Structural Plans: Plans - Approved Construction Documents and Plans ... B-2
Commercial, Multi-Family Dwellings, Places of Public Accommodation - Approved Construction Documents and Plans: Plans.... B-2
Commissions, Committees & Boards — Applications: APPOINTEA ... CC-3
Commissions, Committees & Boards — Applications: UNSUCCESSTUl ..o CC-3
Commissions, Committees & Boards — Appointment CertifiCateS ....ouuuu i e e et a e e e e e e eeeeees CC-4
Commissions, Committees & Boards — Audio Recordings — Digital 0f MEELINGS ....vvuiiiiiiiiiiiiccee e CW-4
Commissions, Committees & Boards — Audio Recordings — Tapes 0f MEELINGS . ..uvviiii i i iiiecee e CW-4
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Commissions, COMMILtEES & BOArUS — BYIAWS ......uuiiii et e e e e ettt e e e e e e e e e e eaettn e e e e eaaeeeeessnnaaaaeaeeeennnes CC-4
Commissions, Committees & Boards — Citizens Advisory formed by City Council other than ALC /Planning Commission ........ CW-4
Commissions, Committees & Boards — Citizens Advisory formed by City COUNCIl...........cooiiiiiiiiiiii e CW-4
Commissions, Committees & Boards — Citizens Advisory formed by City Council — Minutes, Resolutions................c..ooeeee. Cw-4
Commissions, Committees & Boards — Citizens Advisory formed by City Council — Staff Reports..........ccccoeeiii, CW-5
Commissions, Committees & Boards — City Council Subcommittees (All RECOIdS) .....ooevviiiiiiiiiiiiieeeeeee e CW-5
Commissions, Committees & Boards — EXternal OrganiZationNS .......cccooooioiiieeeee e CW-5
Committees / Staff Meetings: Internal — Attended DY EMPIOYEES ... CW-7
Committees, Boards & Commissions — Applications: APPOINTEA .......ooviiiiiii i e e e e e e e eaeees CC-3
Committees, Boards & Commissions — Applications: UNSUCCESSTUL ... e aaeees CC-3
Committees, Boards & Commissions — APPOINtMENt CertifiCates ......ccooi oo CC-4
Committees, Boards & Commissions — Audio Recordings — Digital 0f MEELINGS ...vvviiii i CW-4
Committees, Boards & Commissions — Audio Recordings — Tapes 0f MEELINGS ...uuviiiiii i CW-4
Committees, Boards & COMMUSSIONS — BYIAWS ......uuiiiiiiiiieiiiiie et e e e ettt e s e e e e et e ettt e s s e e e e e e e eattanaaseeeaeeesestsnaasaeaaeeennnes CC-4
Committees, Boards & Commissions — Citizens Advisory formed by City Council other than ALC/Planning Commission ......... Cw-4
Committees, Boards & Commissions — Citizens Advisory formed by City COUNCIl...........cooiiiiiiiiiiiiii e CW-4
Committees, Boards & Commissions — Citizens Advisory formed by City Council — Minutes, Resolutions.............ccccceeeeeeeee. CW-4
Committees, Boards & Commissions — Citizens Advisory formed by City Council — Staff Reports........cccocooeeeiii, CW-5
Committees, Boards & Commissions — City Council Subcommittees (All RECOIdS) .....ooooiiiiiiiiiiiiiii e CW-5
Committees, Boards & Commissions — EXternal OrganiZatiONS...........ouuiiiiiiiii e e e e e e e e s e e e e e e e e rr e e eeaeas CW-5
Community Grants / Cultural and Promotional Grants / School Grants / Grants-in-Aid — Successful / Funded............................ CC-6
Community Grants / Cultural and Promotional Grants / School Grants / Grants-in-Aid — Unsuccessful / Not Funded ................ CC-6
Compensation / Reorganization Studies / ClasSIfiCatiON..............oii i e e e e e e e PER-1
Compensation INSUrANCE FUNGO — STATE ... ..o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeas F-5
COMPIAINTIS — AQAINST PEISONNE ... oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeas CW-7
Complaints / Service Orders (OPeratiONal) ..........ooe i et e ettt e e e e e e e e e e eae it e e e e e eeeeeeatan e e e e eaaeeeennennaaaaeaaens CW-7
Computer Sign-ups: Correspondence - Transitory / Preliminary Drafts ... CW-9
Condemnation Proceedings / EMINENT DOMIGIN ..o e e e e e e e e e e e e e e e e e e e aaaaas CC-5
Conditional Use Permits: Planning Files — Approved Permanent and Temporary Entitlements — All ...........cooooiiiiiiiiiiis PL-4
Confidential Invoices From CONraCt LaW FIMMS ........ oottt e e e e e e e ettt e e e e e e e e e e ettt e e e e eaeeennnnnnaaaeaeaens PER-4
Confidential: Invoices From CONFACE LAW IS ....uu i e et s e e ettt e s e e e e e e e e ettt e e s e e e e e e e eestaaa s s e eaaeeassssanaaaaeaeeeennnes CA-1
Consents to Destroy Records / Records Destruction Lists / Certificates of Records DestruCtion ...........ccoovvvviiiiiiieeeieeiiiiiiiee e, CC-11
Construction Documents and Plans, Approved — Commercial, Multi-Family Dwellings, Places of Public Accommodation: Plans.. B-2
Construction Documents and Plans, Approved — Expired Permits — Projects That Have Been Started: Plans.............ccccoooeevvvinn. B-3
Construction Documents and Plans, Approved — Residential (All): PlanS .........coooiuiiiiiii e e e e e e e e aaenes B-3
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Contract Law Firm INVOICeS — CONFIABNTIAL .........eeeeiiiiii et e et e e e e e e et e e et a s e e e e e e e e eaatn e e e e e eaeeenenannnaaaeeeeeas PER-4
Contract or Agreement, Lease, MOU: Agreements & Contracts (All) (COPIES).......ceuuuriiiiiieeeii e CW-2
Contract or Agreement, Lease, MOU: Agreements & Contracts, All INfraStrUCtUre ...........oooviiiiii i CC-1
Contractors Insurance Certificates: Project Files - Administration File CONSIrUCtiON ........cooiiiiiiiiiiii i PW-3
Contracts & Agreements — All Infrastructure, Agreement or Contract, Lease, MOU ... CC-1
Contracts & Agreements — All NON-INTraStIUCTUI.......coo i e e e e e et e e s e e e e et e e ettt e s e eeaeeaesstaaaaaaeaeeeannnes CC-2
Contracts & Agreements (All): Agreement or Contract, Lease, MOU (COPIES) ...cvvviuuiiiiiiiieeeeiiiiiiiies e e e e e et eeeeeaeeeena e eeees CW-2
Contracts & Agreements: Administrative Files — Not Funded DY @ Grant.........coooooioooiooeeoeeeee e CM-2
Contracts & Agreements: Administrative Files — Not Funded by @ Grant............ooiiiiiiii e CW-2
Contracts & Agreements: Administrative Files With Grant FUNAING ... CW-3
Contracts & Agreements: Development Agreements, DDAS, OPAS, MOUS ..o CC-2
Contracts & Agreements: Unsuccessful Bids, Proposals and RFQS ........coiiiiiiiiiiiiiiiiie sttt CW-3
(0] 011 = o K L R U = T (o O =T 1 o= 1= TR CWw-12
(70T a1 (o] 1= aE STl =T o To At = L= USSP F-5
Copies OF DUPHCAIES OF ANY RECOIU. ... .. e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaeeas CW-7
(0001 (=1 o To] ale (=T aToT oIl o Lo U A1 L= SRS ORSPPP CW-8
Correspondence - TransSitory / Preliminary DIaftS. ...t e e e e e e e e e e e e e r e e e e eeaeas CW-9
COrreSPONAENCE, CILY COUNCIL. ... e e e e e e oo oo oo oo oo oo oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaans CM-1
Correspondence, Staff Notes — CEQA / Environmental DetermiNationNS..........ccooiiiiiiiiiii e e e e e e e e e aanens PL-2
Correspondence: Agreements & Contracts - Administrative Files With Grant FUNAiNg..........cccoeeeiiiiiiiiiiiii e, CW-3
Correspondence: Agreements & Contracts: Administrative Files — Not Funded by a Grant.............ccco i, CM-2
Correspondence: Agreements & Contracts: Administrative Files — Not Funded by a Grant.............ccovvvvviiiiii v, CW-2
Correspondence: Elections — General, Working or Administration FIleS...........oiiiii e CC-8
Correspondence: Grants — UNSUCCESSTUL ... CW-10
Correspondence: Project Files-City Infrastructure & Facilities Projects /CIP — Administration File (Construction) ................... PW-3
Council & Redevelopment AQENCY: OFQINANCES ... ...ttt e e e et e e e e et e aaaee e e e e aeaeeeeeat e e aeaaaeeeeaeanaaaeeaaeeeennnnnnaaaaaaaes CC-11
Council and Board MEMDEIS ROSLEN .........iiii ittt e e ettt e e e e e et e eette e e e e eeeeeeeeat e e eeeaeeeeaasn e aaeeaeeeennennnaaaeaeaens CC-12
County Board of Supervisors: Boards, Commissions & Committees — External OrganizationS..........cccovvvvviiiiiiiieeeereeviiiinen e CW-5
County Election Services: Elections — General, Working or Administration Files ... CC-8
Covenants: Acquisition and Disposition — City Land and PrOPEITY........ouuuuiiii et e e e et a e e e e e e e e eeeeena e e e e e aeeeeneees CC-4
COVID-19 NOUICAtIONS 10 EMPIOYEES . ... e e e e e e e e e e e e e e e e e e e e e e e e e e aaeas PER-1
(O 1= To 11 A I 1Y o1 1 = 0 o 1SRRI F-2
Credit Card Slips, RetUIMEA CRECKS. ... ... ettt e oottt ettt e e e e e e e et eeete e e e e eeaeeeaattn e e e eeeeeeeennsnnaaeeaaaeeennnes F-8
Cultural and Promotional Grants / School Grants / Grants-in-Aid / Community Grants — Successful / Funded............................ CC-6
Cultural and Promotional Grants / School Grants / Grants-in-Aid / Community Grants — Unsuccessful / Not Funded ................ CC-6
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D

D.O.T. Files / Drug and Alcohol Testing: NegatiVe RESUILS............uuuiiiii e e e e et e e e e e e e e aaraas PER-2
D.O.T. Files / Drug and Alcohol Testing: POSItiVE RESUILS ..........oouiiiiii et e e e e e PER-3
=Y VA == Tod (U | 1S PP PP PP PPPPPPPPPPPPPPN IT-1
D 2= VA 0T 1 PP P PP PPPPPPPPPPPPPP B-1
Daily VENICIE INSPECHIONS ...ttt e e e e e ettt e e e e e e et et ettt et e eeeeeeeee e e e eeeeaeeeeaseta s eeaaeeessensa e aeeaeeesesnnsnnnnns PW-8
DAatabase — BUSINESS LICENSES ....uuuuiiiieiiiieeiiiis s et et et ettt e s e e e e eeee ettt s s e e e eeeeeett e s e e e aeeeeeasss s eeeeeeeeests e aeaeeeeessssnnsaeeeeeeensssnnnnaeenees F-8
(D= 1= Lo Tz LTI =W o [T T =T o o 1 B-1
DaAtAASE, FINANCIAI SBIVICES ... eeeiee ettt ettt et e ettt e ettt e et e et e e e e e e ea e et e ea e e e e ea e e e e e ea e e e e ea e ea e e e e e e e e s s eaeeetaeesneenneenneenasenaes F-3
BN = o 1= T T €1 E TP IT-1
T2 1= LTz LTI oY/ (o 1| P F-9
D= = o= TS = PP PP CW-9
DDAs, OPAs, MOUs, Development Agreements: Agreements & CONFACES ......uuuiii i i iiiiiiiiiie e eeeee et s e e e e e e e e e e eerraaas CC-2
I3 PP F-9
DE-6 & 941 Forms — Quarterly Payroll TAX RETUIMIS ........uviiiiiiiiiiiiiiiiieee ettt ettt ettt ettt ettt et ettt et ettt et et e e e e e e e eeeeeeeeees F-9
DE-6, DE-7, DE-Q DE-43 .....ooiiiiitiiiiiiiiiiiiiee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e e ettt ettt e e et e e e et e e e et ee et ettt e ettt ettt ettt et ettt et eeteteeeteteeaeeeeteees F-9
DeanneXation FlES / ANMNEXATION ..........uuuiiiiiiiiieiiieeee ittt ettt ettt ettt ettt ettt ettt ettt ettt et e e e e e e et e ee et e e et e e e e e et eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees PL-1
=T oL A3 =T 1 1Y/ o T 1P F-2
Deeds: Acquisition and Disposition — City Land @and PrOPEITY ........ouuuuiiiii it e e s e e e e e e e e e et e e s e e e e e e e erraaaans CcC4
Deferred COMPENSALION REPOMS .. ...ttt e ettt e e s e e e e e e et eaaeeeeeeeee ettt s seeaaeeeseetaa s eeaeessssstaaa s aaeaesesesttanaseeeeeeessnrsnnnnns PER-1
DT apToT o[ r=T o] g1 [oX ST O] o R U L PP PPPPPPPPPPPPPPP PL-1
Denied, Not Approved RedevelopmeNnt PrOJECT FIlES........ui i ittt CM-4
Department of Fair Employment & Housing (DFEH or EEOC) - Claims That Are Resolved Administratively ...............ccccvvveennn. PER-2
Department of Housing & Fair Employment (DFEH or EEOC) - Claims That Are Resolved Administratively .............cccccovvvvennnn. PER-2
DepO0Sit COMMECIONS (BANKING) ..eetttttiiiieiiiiiiiiiieieitte ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et ettt ettt ettt e et e e et ettt eeteeeeeeeeeeeeeeeeeees F-2
Deposit Slips / Deposit Summaries / Cash Receipts Detail / Backup / Accounts Receivable.............cccoooiiiiiiii e F-8
Deposit Summaries / Cash Receipts Detail / Backup / Accounts Receivable / Deposit SHPS........oooeuieiiiiiiiiii e F-8
Design Review Committee Agendas, Minutes, Project Files, Audio RECOIdiNGS...........cuvuviiiiiiiiiiiiiiiiiiiiiiiiiieieeeieeeeeeeeeeeeeeeeeeee e PL-1
Detours: Encroachment Permits & Agre@meENntS - TEIMPOTAIY ....oeeiiiuuiii e ee ettt e e e et e e e e e e e eaaata e e e e eaeeeeaaann e e eeaaeeeeneennnnns PW-1
DTV T o] (o o=y g I 0 S oo 11 | | KPR F-3
Development — Administration File (CONSTIUCTION).....uiiiiiiiiiiiiiiiiiiiiiiie ettt et ettt et e e et et e e e e e e e e e e eeeeeeees PW-3
Development Agreements, DDAS, OPAs, MOUS: Agreements & CONIACES ........uiiiieeriiiiiiiiiis e e e e e eeetiess e e e e e e et s e e e e e e aenennes CC-2
Development Documents: Budget Hearing and/Or REVIEW ..........ooiiiu et e e e e e e et e e e e e e e e e e eaeean e e e eeaeas F-2
Development— Perman@nt File (DESION) ..uuuuuii ittt e s e e e e e et e ettt e s e e e e et e e ee e et e e aaeeeeaetta st aeaaeeesssasa e aaeaeeeesssennnnns PW-3
DFEH or EEOC (Department of Fair Employment & Housing) — Claims That Are Resolved Administratively.................ccvvveeen. PER-2
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Diagrams: Assessment / MaintenNanCe DISIICE PrOJECTS. .......iviiiiiiiiiiiiiiiiiie ettt ettt e e e e et e e et e e e e eeeeeeees PW-1
(DT [ r= U= TaTo I g = (o Te [ AN= T T= U YT o USSP PW-1
(DT [ r= U = gTo] (oo [r= T o] g ST @11 s YA L= F= L= To RSP IT-1
Digital Recordings or Audio Tapes: Audio Recordings of Council Meetings — ANalog — TAPES ......covvviiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeee CC-3
Digital Recordings or Audio Tapes: Audio Recordings of Council Meetings — Digital............cceuvviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeee CC-3
DT g=Tol QDT oTo LY A [ a T g =Y (o] g I o] f o 41PN F-9
Directives: Reference Materials - Produced by Other DePartMeENTS.........oiiiiiiiiiiiiiiiiiiiiiiieieee ettt CW-16
Directives: Reference Materials - Produced by OutSide OrganiZatiONS ..........ceiiiiiiiiiiiiiiiiiiiiiiiiieieee ettt CW-16
Directives: Reference Materials - Produced By YOUTr DEPArTMENT ... ..ccic i e e et e e e e e e e raaaaas CW-15
Disaster Service Workers Oaths Personnel Files — Regular, Active, Permanent, — EMPIOYEES......cccoevieeiiiiiiiiiiiii e, PER-5
Disposition and Acquisition — City Land @Nd PIOPEITY ......eeiiiiiiiiiiiiiiiiiiiiittee ettt ettt ettt ettt ettt ettt ettt et e e e et e e e et e e eeeeeeeeeeeeees CcC-4
District Boundary Web Page (Map, Redistricting Process, Agendas, Calendars, Notice, etC.) .......ccccoeeeviiieiiiiiiiiiiiii e, CC-12
DY AV U | I N oo PP PP PPPPPPPP PER-2
Drafts & NOtes: DraftS that @re REVISEU. ........uuuiii it e ettt e e e e e e et ettt a e e e e e et e eaaeta s s eeaaaeeeastsnaaaeeeaeeessnnnnnnes CW-10
Drainage: Plans and MaPS — FINAI .........ooviiiiiiiiiiiiiiiiiiieeiee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e e et et ettt ittt it et e aaaaaaes PW-2
- YT o Eo T I Tt 11T SR PPPTPPPRR PW-4
D] ORI AN e =T g [0 b= W o= Tl = £ USSR PPPPPTPR PL-1
] O V11 111 (PSPPSR PL-1
] O o To [=Tox g 1 L= SRR PPPPPTPR PL-1
DRC and Planning Commission Meeting Audio Recordings — ANalOg - TAPES ....ciiiiiiiiiiiiiicee e e e e PL-1
DRC and Planning Commission Meeting Audio Recordings — Digital...........cuuiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee et PL-1
Drug and Alcohol Testing / D.O.T. FileS: NeQatiVe RESUILS..........cuiiiiiiiiiiiiiiiiiieieeee ettt PER-2
Drug and Alcohol Testing / D.O.T. Files: POSItiVE RESUILS ..........oouiiiii e e e PER-3
DUE DiIlIJENCE REVIEWS, ... eeiiieiiiiiet et e ettt e e e e et e ettt e e e e e e e et e aet s s e e aeeeeease s ataeaeeeeaesss s eeeeeeeesess e eeeeeeessss s aaeeeeeeeennssnnnsaeenees F-5
Duplicates Or COPIES OF ANY RECOIT.......cuuiiiiiiiiiiiiiiiiieieieee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt ettt et e e e et ettt e eeeeeeeeeeeees CW-7
DU IS N o] o | ToF= [0 @ </ o T S (0 ) PSP PW-4
DVD-r / CD-r / Blue Ray-R or other unalterable media that does not permit additions, deletions, or changes ...........ccccccccceeeiiiee. IT-2
E

Easements, Entitlements, Vacations and Abandonment’s — Recorded Documents / City Property ..........c.ccvveeeeiiiiieeeeeeeeeeinnnnnn. PW-1
Easements: Acquisition and Disposition — City Land and PrOPEITY ..........oceoiiieiiieae e e e e e e e e et e e e e e e e e eeeeeeannnns CC-4
Economic Interest Filings (FPPC 700 Series — Statement of Economic Interests): Designated Employees & Consultants ....... CC-5
Economic Interest Filings (FPPC 700 Series — Statement of Economic Interests): Public OfficialS ..., CC-5
Economic Interest Filings (FPPC Form 635) LODDYiSt REPOITING ....euiiii i CC-5
o] @ R B =T oo g (3T Lo I =T o 0] o £ USRS PER-3
EEOC or DFEH (Department of Fair Employment & Housing) — Claims That Are Resolved Administratively................cc.vvveenn. PER-2
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EIRs (Environmental Impact Reports): Environmental Determinations - Correspondence, Staff Notes ..........cccvvvvvviiiiiiiiiiennnn. PL-2
EIRs (Environmental Impact Reports): Environmental Determinations - Inside City Boundaries..............ccoevvvviviiiiiiieeeeeceevviinnnn. PL-2
EIRs (Environmental Impact Reports): Environmental Determinations - Outside City BoundarieS............cccevvvvvviiiiieeeeecevvviinnnnn. PL-2
Eisenhower Walk of HONOT APPIICATIONS. ........eiiiiiiiiiiiiiiiieieee ettt ettt ettt ettt ettt ettt ettt ettt e et ettt et e eeeeeeeeeeeeees M/PR-1
Elected Officials: Campaign Filings (FPPC 400 Series Forms) Successful Candidates............ccuvvvvviiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeee CC-7
Election Summary: EIeCtionNs — HiSTOTICAI FilE.......cooiiiiiiiii e e e e e e e e e e e e et a e s e e e e e e earera s CC-8
=T ox 1o FS T = =11 o] PP CC-9
Elections — General, Working or AdmMiNISTration FilES ... .o e et s s e e e e e e et a e e e e e eeeeeeeenn s CC-8
e eTot i To) g Rl o 1] Ko T o= | PP PPPPPPPPPPP CC-8
=Tt U0 Rl = 11T L PP PPPP PP CC-9
Elections: Assessment District Ballots — Prop. 219 ProCEEUINGS ......uutviiiiiiiiiiiiiiieieii ettt ettt ettt et ettt e e e e e e eeeees CC-9
Elections: Challenged & ASSISIEA VOIS LIST........cciiiiiiiiiiiii e e e e e e e e e e ettt e s e e e e e e e e e ettt e e e eeeaeessattaaeaeeaeeeessrraannnns CC-9
[ eTot i o) g Rl =t oo o) = (= Tod o SRS =T i o ] o PP PPPPPPPPPP CC-10
Elections: INSPector RECEIPLS FOr BAIIOLS ........eiviiiiiiiiiiiiiiiiiiiee ettt ettt ettt ettt ettt ettt ettt e e e e et e et e e e e eeeeeeeees CC-9
Elections: Precinct Officer Appointments, Oaths of Office for Election Night WOrKers .........ccooooovviiiiiiiiiii e CC-10
[ oTot o) g ROl w0y (=T o | B o) (= = PSP CC-10
[ =Tod (o] Fo T = U VRS 41T £ PPRUPPPRR CC-10
Elections: Vote-by-Mail Applications, Roster of Vote-by-Mail APPlICAIONS .........covviiiiiiiiiiiiiiiiiiiiie e CC-9
Elections: Vote-by-Mail Identification ENVEIOPES ........ooouiiiiii et e e e e e et e e e e e e e e e ettt e e e e e e eeeeerraaanns CC-9
Elections: Voter Index Copies Used as the Voting Record at PolliNg PIACES .......ccoieiiiiiiiiiiiiei e CC-10
= eToti (o) g Yo (=T [ To (=3 @ 1 o ][ o F= | PP PP P PP PPPPPPPPPPP CC-10
Elevations: Plans @nd MaPS — FINGI ........ouiiiiiiiiiiiiiiiiiiieieee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e ettt e e e e aeeeeees PW-2
E-Malil BIASTS, CIty NEWSIEIET ...ceviiiii i i e e e e e e e e et e e e e e e e e e e ettt e s e eeeee e e e e et eseeeeeesesse s e eeeaeeeeesetannaaeaeeeessrrannnnes M/PR-1
E-mail relating to the conduct Of the City'S DUSINESS ......ooiviiiiiiiiiiiiiiiiiee ettt ettt ettt e e CW-10
EMergency OPEIatiONS PIAN .......oooiiiiiiiiiiiiiiiiiiii ittt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e e e e e eeaees CM-1
Emergency or Disaster Incidents / FEMA - AdMINIStrative RECOITS .......cooiiiiiiiiiii e e e F-3
S g g Lo o =T aToy Y e f=T o= T =T LT T SN TSP CM-1
e g[S (o[ o Loy YA e (=T 0T T =T [T PP PP PPPPPPPPPPPPPPP CM-1-CM-2
Eminent Domain / Condemnation PrOCEEOINGS ... ..ccoiiiiiiiiii ettt e e e ettt e e e e e e e e eeaeta e e e eeaeeeanaen e e e eeaeeeeennnnnnnnns CC-5
EMPIOYEE ASSISTANCE PIOGIAIM .....eei ettt e e e ettt e e e e e e e e eatte e e e e e eeeeeteta e e e e eeeeeeeeann e e eeeaeeeenssn e eeeeeeeennnnnnnnns PER-3
g 0] 0] TSI = 1o PP PP PP PPPPPPPPPPPP PER-3
Employee Personnel Files — Regular, Active, Permanent, Non-Regular, Temporary and Part-time..........cccccccvvvvviiiiiinnnnnn. PER-5
[ g pT o1 (07T IS U =] V2 = o o PP F-12
Employees — Accident, Incident, INjury REPOIMS (COPIES) ..uuiiiiiiiiieiiiiiie s e e e e ettt e e e e ettt e e e e e e e e ettt a e e e e e e e e e ettt aaaaeaeeeeesarnanns Cw-1
Employment Applications or Resumes: Unsolicited (No Open Positions) Candidates Not Hired..............cccoovvviiiiiiiieeniiviiiinnnnn. PER-1
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Encroachment Permits & Agreements: PEIMENENT ........ooiiiiiiiiiiiiiiiiiie ettt ettt ettt et ettt e e e e e e eeeeees PW-1
Encroachment Permits & AQreemMENTS: TEMIPOTAIY .....uuuuuuiii e eeeieeetitiaa s e e e ee e e e et e e e e e eeeteeaa et aeaaeeeaastta s aaaaeeesstntaaaeeaeeeessnrrnnns PW-1
= To o) i = [T (o] SRS =Tt i o] bl = (=T ox 1 o] PP PP PPPPPPPPPPP CC-10
Energy Calculations: Plans - Approved Construction Documents and PIANS ...........oooiviiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeee et B-2
g o 1 aT=T=T ] o PP PPPPPPPPPPPPPIN PW-1 - PW-4
Enterprise System Catalogue (POSIEA ON lINE) ... .o e et e e e e e e e e e e e et a s e e e e e e e e sttt aaaeeaeeeearernannas CC-10
Entitlements, Vacations, Abandonment’s and Easements — Recorded Documents / City PrOperty ..........couvvvveviiiiiiiiiiiiiiiiiieeennnnn, PW-1
Environmental Determinations: Correspondence, Staff NOTES .. .....u i e e e e e e e eerraaes PL-2
Environmental Determinations: INSide City BOUNGAIIES ......iiciiiiiiiiicii e e e e e e e e et e e e e e e e e e eerraanns PL-2
Environmental Determinations: OutSide City BOUNGANIES ......ccooiiiiiiiiii e e e e e e e e e e e et a e s e e e e e e eerraaans PL-2
Environmental Determinations: Planning Files — Approved Permanent and Temporary Entitlements — All............ovvviiiiiiiiiinnnnnn. PL-4
Environmental Feasibility Studies: City Infrastructure and Facilities Projects / CIP — Permanent File (Design) ...........cccovvvvvnnnn.. PW-3
Environmental Impact Reports (EIRs): Environmental Determinations - Correspondence, Staff Notes ..........ccccceeeiiiiiiiiiiiiiinnnnn. PL-2
Environmental Impact Reports (EIRs): Environmental Determinations - Inside City BOUNAri€sS...........couvvvviviiiiiiiiiiiiiiiiiiiiieeeee, PL-2
Environmental Impact Reports (EIRs): Environmental Determinations - Outside City Boundaries.........ccccccvvvveeiiiiiiiiiiiiiiieeennn, PL-2
Equipment & Vehicles: MaINTENANCE HISIOIY .......oiii it e e e et e e e e e e e e e e ettt e e e e e e e e ea bttt e e eeaeeeesserannnns PW-7
Equipment Disposition / Sales: AUCHION, BIllS Of SAIE ..........oi i e e e e et e e e e e e e e e e rara s F-11
EQUIPMENT: INVENTOMES / SUINVEYS......ceiiiiiiiiiiiiiiitteetee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et e e eeee et et teeeeeeeeeeeees PW-2
LS o] = | PP F-3
Ethics TraiNing CertifICAES ......ooouiiiiiii it s e e e ettt e e e e e e e e e ettt e s e eeeee e e e sttt e seeeeeeeess e e saeeaeeesssssaaesaeaeeesssstannnnss CC-5
ELNICS TIAINING COUISES .....oiiiiiiiiiiiiiiittite ittt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt ettt ettt ettt ettt e ettt ettt et eeeeeeeeeeeeeeeeeeeeees CW-18
Excessive Force: Complaints — AQAINSE PEISONNEI ........ooiiiiiiiiiiiiiiiiiiiieeee ettt ettt ettt e e eeees CW-7
Expenditure Ledger: General Ledger & Chart of Accounts: FiNal YEAr-€Na........cccoooiiiiiiiiiiiiii i F-3
Expense Account Reports: Accounts Payable / Vendor Files (All Records and REPOIS) ........cuvvvviiiiiiiiiiiiiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeee F-7
Expired, Inactive, Withdrawn: Redevelopment ProjECt FIlES..........u ittt CM-4
External Organizations: Boards, COmMmISSIONS & COMMITIEES ......ouuuuiiii ettt e e e et e e e e e e e e e ettt e e e e e eeeeeeneennanns CW-5
F

Facilities Projects and City Infrastructure / CIP: — Administration File (CONSIruUCtioN) .......covvviviiiiiiiiiiiiiiiiiiiiiieiieieieeeeeeeeeeeeeee PW-3
Facilities Projects and City Infrastructure / CIP: — Permanent File (DeSIQN) .....uiii et e e PW-3
Faithful Performance / Employee SUrety BONGAS) .......ooooiiiiiiiiiiiii ettt e e e ettt e e e e e e e e e e e et e e e e e eeeeeennennnnns F-12
Federal Tax DEPOSILS, AGJUSTIMENES ........iiiiiiiiiiiiiiiiiiiiie ittt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et et et ee ettt eeeeeeeeeeeeeeees F-9
=TI (1 [0 |- PP CC-10
FEMA / Emergency or Disaster Incidents - AdmINIStrative RECOITS .........oooiiiiiiiii e e e e e e e e F-3
FEMA Claims - Grants: SUCCESSTUI REPOITS ... e e e e e e e et e e e e e e e e e ettt e e e e e e eeeeenaneaas CW-10
(1o TS 2 (=] 0 I T 1o = PRSP CC-10
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1 T =T 11 PP PL-3
(S TaT L S A0 o (o= Ao (@0 o1 1= USRI CW-5
T aT LT =T [T o TN =T 0 071 €PN PL-3
1L ] =T [ oo I o= g 011 PP PPPPPPPPPPPPPI PW-1
L= Y =T oS (=Yoo o [=To 1Y =T o L PP PPPPPPPPPPPPPPP PW-4
Finance Administration / Budget Development / INVESIMENL............uu i e e s e e e e e e e e e et e e e e e aeeeaaene F-1-F5
FINANCIAl SEIVICES DAtANASE ........uiuiii i ei ittt e e e e e et e ettt e s e e e e e et aaet s e e e e eeeeeeeets e e eeaeeeeeasssnaaaeeeeeeennsennnnsaeenees F-3
Fiscal Agent Statements, Investment Account Statements, Pars StAtEMENTS .........oovviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeee e F-2
Fixed Assets and INVENtOrieS — ANNUAIL LISHNG .........ooiiiiiiiii e e e e e et ee e e e e e e e e e ettt e e e e e e e e e e aatt e e aeeeeeeesrtaanaaaeaaes F-3
Fixed Charge Special ASSESSMENT REPOIT .......i i e e et e e e e e e e e e e ettt e e e e eeeeeee ettt e s aeeaeee s ettt s aeeeeeeeeastanaaraaaaees F-5
Flyers and BroChUIES: RECIUITIMENT .......oeiiiiiiiiiiiiiiiitei ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et ettt eeeeeeeeeeeeeeeeeeees PER-6
FOrmation RECOIAS, ASSESSIMENT DiISITICT. ... e.uiertee it e et ettt ettt et ettt ettt e e e e s e e et e e e e e e ea e e e e e e e e ea e e ea e easeen e een e een e enneennaeenaenns CC-3
FPPC 400 Series Forms (Campaign Filings) Other COMMUTIEES ....uuuiiii i e e e e et a e e e e e e e e eerraanas CC-7
FPPC 400 Series Forms (Campaign Filings) Successful Candidates (Elected OffiCialS) .........cccovveeviiiiiiiiiiiiiiiiee e CC-7
FPPC 400 Series Forms (Campaign Filings) Those Not Required to File Original With City Clerk (COpIi€s)........cccccvvvvvvvvrennnnn. CC-7
FPPC 400 Series Forms (Campaign Filings) Unsuccessful Candidates...........ccoiiiiiiiiiiiiiiiii s CC-7
FPPC 700 Series — Statement of Economic Interests (Economic Interest Filings): Designated Employees & Consultants ....... CC-5
FPPC 700 Series — Statement of Economic Interests (Economic Interest Filings): Public Officials ..., CC-5
FPPC FOrm 501 SUCCESSTUI CANUIT@AIES ....eeviiiiiiiiiiiiiiiiiiieieeeeeeee ettt ettt ettt et ettt e et et e ettt et eeeeeeeeeeeeeeteeeeeeeeeeeees CC-7
FPPC FOrm 501 UNSUCCESSTUI CANUIT@ALES ....cevviiiiiiiiiiiiiiiiiiiieeeee ettt ettt ettt et et ettt ettt e e e et e eeeeeeeeeeeeeeaeeeeeeeeeeeees CC-7
FPPC Form 635 (Economic Interest Filings) LODDYISt REPOITING ...vvvviiiiiiiiiiiiiiiiiiiieieeeeeee ettt CC-5
FPPC Form 801 (Gift t0 AQENCY REPOI) .eeiiiiiiiiiiiiiiiiiiiiiiit ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et ettt et e eeeeeeeeeeeees CC-5
FPPC Form 802 (Tickets Provided DY AQENCY REPOM) ....uuiii i e e et e e e e e e e e e e et e e e e e e e e e s aat bt e e e eeaeeeeerraaananns CC-5
FPPC Form 803 (Behested PayMENTt REPOI) ....oiiiiiiiiiiiiiiiiiiiiiiit ettt ettt ettt ettt ettt ettt ettt ettt ettt e et e e et et et e et et eeeeeeeees CC-5
FPPC Form 804 (Agency Report Of NEW POSITIONS) .....cuuiiiiiiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt e e et e e e e et e e e e e eeaeeeeeeees CC-6
FPPC Form 806 (Agency Report of Public Official APPOINTMENTS) ... e e e et e e e e e e e eeeeennnns CC-6
L =T Tod o LYY =T g =T = o 0= o PSPPI CM-2
Franchise Tax BOArd (FTB) REPOI .......uuuiiiiiiiiiiiiiiiiiiiietite ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e ettt e e et e eeeeeeeeeeees F-8
I = (=T Tod T T I g =T =T o ) TN = o o o PR F-8
LT L= I TNV Z=T o o 4 =TSP PW-7
Fugitive Dust ApplicatioNS & PIAaNS (PM L10) ....oiiiiiiiiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e teeeeeeaeeeeeeeeeees PW-3
Fugitive Dust ApplicatioNS & PIAaNS (PM L10) .....iiiiiiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt eeee et teeeeeeeeeeeeeeeees PW-4
Fund Transfers, Budget Amendments, Budget Transfer Requests, Supplemental Updates...........couuuiiiiiieiiiiiiiiiiiiie e F-2
Funded / Successful - Grants-in-Aid / Community Grants / Cultural and Promotional Grants / School Grants................ccccevvvvennn. CC-6
G
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LT Tl I V(=T oL PP TP RRUPPPPPPTN F-5
GAS TAX REVENUE REPOIMS .. cetuiiiiiiiii ettt e e e e e ettt e e e et s e e e e et e et e et e e e e eea e e e e ea e eeee e e e e eeta e e e e es e ee e et aeeeeaa s eeeetanaeeenenns F-8
General Files: CorreSpPONAENCE — ROULINE ... .cciiiiiiiiiiii et e e e e e e e e e e e e ettt e e e e e e e e et eeae et e s e e eeaeeeasataa e saeaaeeesstrtaaaaaeaes CW-8
General Ledger & Chart of ACCOUNTS: FINAI YEAI-ENA. ... ...ccoiiiii i F-3
General Liability Claims — AGUILS ... e e e F-12
General Liability Claims - Juveniles & Pregnant AQUILS .........ouiiii i e e e e s e e e e e e ettt e e e e e e e e e aaatbaa s e e eeaeeeennnes F-12
General Plan Elements and AMENUMENTS. ........iiuiiiiiii e ee ettt e e et et aa s s e e e e et eeateeaasaeaaeteeeaets it aaaaaeeeeesssnaaaeaaeeeesssssnnaasaeeeeeesnnes PL-3
General Plan, ZoniNg, LANG USE ........ouuiuiiiiieiiiieetiiis e e e ettt et s e e e e e e e eatt it a s e e e e et e eetttsasaeaeeeeeeeetsaaeeeeeeeeasssn i aeaaaeeesesssnnaasaeaaeeennnes PL-3
General, Working or Administration FileS — EIECHONS ..........ouuiiiiii e e e e e e e e e e e e e ettt a s e e aaaeeeetttaaaaaeaeeeesnees CC-8
Generator Operation Logs (for Fixed / Stationary GENEIALOIS) ........ccciiiiiiiiiiiiiieeee e eetiiia e e e e e e e et ra e s e e e e e eeas it aaaaeaaeeeerrttaaaaaaaes PW-7
Generator Operation Logs (for Portable /EMErgency GENEIAIOIS) .....cccceieieieeeieee e PW-7
GIS Database — HiSTOFCAI OULPUL ........uuuuiii et e e e e e e s e e e e e e e et et e e e e e e e e e ee e e et e aaeeaeeeeaseeaa e eeaeeessssssanaasaeaseesssstsnnaaaeaeeesnnnes IT-1
(IS B 7= o F= 1 TR TPUTRRRTRRTRI IT-1
Goals & Objectives: Reference Materials - Produced by Other DepartMents ......ccoooeeiieeeeeeeeeeeeee e CW-16
Goals & Objectives: Reference Materials - Produced by Outside Organizations .........ccooooeoeoieieeeieeeeeeee e CW-16
Goals & Objectives: Reference Materials - Produced by Your DepartmMent ..........oouiiiiiiiiiiiiiicie e CW-15
Grading PeIMILS — FINAI ....ooiiiiii i s e e ettt e e e e e e e e ettt e e eeeeeee e e ettt e aeeaeeee e e s bt saeaaeeessssaan s aaeasesssssssnnaaaeaeeeennnns PL-3
Grading PeIMILS — FINAI ... e e e e e oo oo oo oo oo oo oo oo e e e e e e e e e e e e e e e e e e e e e e PW-1
Grading PeIMILS (FINAI) ....coeuiiiiii i et s s et e ettt et e e e e e et e ettt e e e e eaeee e e e et a e aeeaeeeeeseeaa e aeaeeeeassssanasaeaeeesssstsnnaaaeaaeesnnnes B-1
Grading: Plans and MaPs — FINAL ........ooouiiii e e e e e e e e e e e e e ettt e e e e e e e e e e e ettt e e e eeeee e e e et aaeaaeeeerrr e aaaaas PW-2
L€ = AT U 1] U o o === | CW-10
Grants Provided by the City to Others / Outside Agencies (All From the General Fund) ..., CM-1
Grants Received by the City: Grants — SUCCESSTUI REPOITS ..uuuuuii i e e et e e CW-10
(1T ol S U ot od ] U I =T oo ] o TP PUPT PP TP CW-10
Grants-in-Aid / Community Grants / Cultural and Promotional Grants / School Grants — Successful / Funded............................ CC-6
Grants-in-Aid / Community Grants / Cultural and Promotional Grants / School Grants — Unsuccessful / Not Funded ................ CC-6
LT LAY g oIy | (o] o] 1= P Cw-11
LT[V T oIS (A I I TP PUTTT PP PER-3
H

Habitual Violators, Liens, or Commercial COMPIEXES ... ..o e e e e e et e e e e e e e e et eata e e e e eaeeeaeaen e e aeaeens B-3
Handbooks: Reference Materials - Produced by Other DePartMENTS .......covviiiiiiiiiiiiiiiiiiiiiieeee ettt CW-16
Handbooks: Reference Materials - Produced by Outside OrganiZatioNS...........uuviiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeee e CW-16
Handbooks: Reference Materials - Produced by YOUTr DePartMent.......cooooiiiiiiiiii e e e e e e e e e e eeaeees CW-15
[ Fo T ] =T o A O F= 1 0 PP PP PP PPPPPPPP PER-2
Harassment Prevention TraiNiNg CertifICALES ........cooii it e e e e e e e e e e e ettt e e e e e e e e e ettt e e s aeaeeeeerennan s CC-5
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[ T ] T oL (=AY =T (o o I I =1 11 o PP PPPPPPPPPPPPPPP CW-18
Hazardous Materials Questionnaire: Plans - Approved Construction Documents and Plans............cccoooooiviiiiiiii e, B-2
(TS (o] g Tor= I | L= =T od 1 o o L PP P PP PPPPPPPPPPPP CC-8
Historical LAWSUILS / LItIGAION CABSES ......eeeiiiiiiiiiiiiiiiiiiiiiteee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e e ettt et et ettt eeeeeeeeeeeeeeeeeeeeeeeeees CA-1
Historical OULPUL — GIS DALADASE .........oeeiiiiiiiiiiiiiiiiiiieee ettt ettt ettt ettt ettt ettt ettt ettt ettt e et ettt et e e et eeeeeeeeeeeeeeees IT-1
(1Y (ol otz TR (Yoo £ KT O A 11 o Y SO cC4
Historical Reports: Traffilc COUNTS / VOIUMIES .......ooeiiiiiiiiiiiiiiiiee ettt ettt ettt ettt ettt ettt ettt ettt ettt e et ettt et e e et e eeaeeeeees PW-6
Historically Significant REPOIS @NG STUGIES .........oeiiiiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt ettt ettt ettt e eeeeee e e ettt eeaeeeeeeeees CW-16
History File and MUNICIPAI COUE ... ... s et e e e e e e e e ettt e e e e e e et et ettt e e eeaee e e e aeta s aeeeaaeesssttan s eeaeeeeerensnnnnss CC-11
I

I-9’s: Personnel Files — Regular, Active, Permanent, Non-Regular, Temporary and Part-time — Employees............cccc........ PER-5
R TP TP PP PP PP PO PP PPPPPRTPPPPN PER-4
Identification Envelopes, VOote-DY-Mail: EIECHONS .........ouiiiiii e e e e e e e e e ettt a e e e e e e e e e e e bt e e s aeaeeeeerraaannns CC-9
Implemented / Initiated Projects: Redevelopment ProjeCt FIlES ........ooviiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeee e CM-4
Improvement Plans: Assessment / Maintenance DISIHCE PrOJECTS .......cvvviiiiiiiiiiiiiiiiiiiieeeeeeeeeee ettt PW-1
Inactive, Withdrawn, Expired: Redevelopment ProjECt FIlES.........oouii it e e e e e e e CM-4
Incident / Injury Reports: PUBLIC ADULTS (medical and NON-MediCal.) ..........coiiiiiiiiiiiiiiiii e F-11
Incident / Injury Reports: PUBLIC JUVENILES and PREGNANT ADULTS (medical and non-medical.) .........cccccoeiiiiiiiniiiiiiinnnnnn. F-11
Incident Reports: CITY VEHICLES with N0 iNJUriEs, City PrOPEITY ......iii i e e e et s e e e e e e e e e aaaaa s F-11
Incident, Injury, Accident Reports - EMPIOYEES (COPIES) ... iiiiiiiiiiiiiiei e ettt e et e e e e e e e e et e e e e e e e e e e ettt e e s e eaeeesereraanans CWw-1
Incident, Injury, Accident Reports - Members of the PUDIIC (COPIES).....cuviiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeee e CWw-1
Incorporation: City HiStOry, HiSTOTICAl RECOTUS ......eiiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt ettt et e e e et e e e e e e e e e eeeees CcC-4
o [ RS = VAV = TS (N =T 1 0L PP PW-2
Infrastructure / Land — INSUIANCE CeITITICALES .........iiiiiiiiiiiiiiiiiite ittt ettt ettt ettt ettt ettt ettt e e e et e e et e e e e e et e e eeeeeeees Cw-11
Infrastructure / Land — NOEICE Of COMPIETION .......oiiiiiiiiiiiiiiiiiiiiee ettt ettt ettt ettt ettt e et e e e e et e e e e eeeeees CW-13
INfrastructure / Land: CRANGE OFOerS. ... ..o ettt e oo ettt ettt e e e e e e e e et etea e e e e e eeeeeaeae e e e eeaaeeeesansnaaaeeaeeeennnennnnnss CW-6
Initiated / Implemented Projects: Redevelopment ProjeCt FleS ......... .o e e CM-4
INItIALIVE: ElECHONS — POULIONS .....uuitiiiii e e s e oo e e ettt e e e e e e et ee ettt e e e e e e e eeeeta e e e e aeeeeeaeeaa e e e eaaeeesasss s aaaaeaeeeesssnnnnnnss CC-9
Injury Reports: PUBLIC ADULTS (medical and NON-mMeEdICal.) .........uiiiiiieiiiiiie e e e e e e e e e eennee s F-11
Injury Reports: PUBLIC JUVENILES and PREGNANT ADULTS (medical and non-medical.) .......ccccccooiiiiiiiiiiiiiieee, F-11
Injury, Accident, Incident Reports - EMPIOYEES (COPIES)....uuuttiiitiiiiiiiiiiiiiitiietitee ettt ettt ettt ettt ettt ettt ettt ettt et e e e e ee et et et et et e eeeeeeeees Cw-1
Injury, Accident, Incident Reports - Members of the PUDIIC (COPIES).....cuuiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeee e CWw-1
Inspector Receipts fOr BallOtS: EIECHIONS .......... ettt e e e e e ettt e e e e e e e e e eaten e e e e e eaeeeanaan e e e eeeeeeennnnnnnnnns CC-9
INSUrANCE CEertifiCALES — FOI CONITACES ......vitiiiiiiiiiiiiiiiiii ittt ettt ettt ettt ettt ettt et e ettt et ettt ettt ettt et ettt et eeeeeeeeeeeeeeeeeeees Cw-12
Insurance Certificates — INTrASTIUCTUIE / LANT ....ooviiiiiiiiiiiiiiiiiiiieeeeee ettt ettt ettt et ettt et e ettt e e e e et e e et aeeeaeeeeeees Cw-11
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Insurance Certificates — MISCEIANEOUS ..........uuii e e e et et e e e e e et e eetete s e e e eeeeeaataa e e e eeeaeeeeeatsaaaseeeeeeennennnnnnes CC-10
Insurance Certificates — NON-INTFASTIUCTUTE .....oiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt e ettt et e ettt e et e eeeaeeeeeeeeeees Cw-11
Insurance Certificates from Contractors: Project Files - Administration File COnStruCtion.............ccceieiiieeiiiiiiiiiiie e, PW-3
Insurance Certificates: Agreements & Contracts (All): Agreement or Contract, Lease, MOU (COPIES) .....ccevvvvvveveeiiiiiiiiiiiiiiienennn. CW-2
INSUrANCE POIICIES (CILY=OWINEM) ....eieiiiiiiiiiiiiiiiiiiie ittt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt ettt et ettt ettt ettt ettt ettt et e eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees F-12
INtErVIEW NOTES: RECTUIMIENT FIlB.....ciiiiiiiiiiiiiiiiiiiiieie ittt ettt ettt ettt ettt ettt et ettt et et e et ee e et e et e et eeeeeeeeateeaeeeeeees PER-6
INVENTOTIES / SUINVEBYS.....ceiiiiiiiiiiiiiieeeetee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e ettt et ettt et et e ettt ee e et eeeeeeeeeeeeeeeeeeeeeeeeees PW-2
Inventories and FiXxed ASSEtS — ANNUAI LISTING .....eeeiiiiiiiiiiiiiiiiiiiiieiee ettt ettt ettt ettt et ettt ettt ettt ettt ettt ettt et eee et eeeeeeeeeeeeeeeees F-3
Investment / Finance Administration / Budget DEeVEIOPMENL.............uuiii i e e e e s e e e e e e e e e ra e e e e e aeeeaanne F-1-F5
INnvestment ACCOUNT STAtEMENTS, PalS SUAlEIMEINTS .....cuiuiiiiiii ittt ettt e et ettt ettt ea e et asa e st e st ea s s ea s e st s steenstenssnanen F-2
L NVZEES] 1 g1 1 0] 1 e )T PSSP F-4
Investment Statements and TrEASUIET REPOIS ... ....iiiiiiiiiiii e e et e e e e e e e e e ettt e e e e e e e e e e e et e e s seeaeeesastta s eeeeeeeeesstanaasaaaaees F-6
INVeStMENLS / CErtifiCates Of DEPOSILS .......ceuiiiiii i e e e e e et e e e e e e e e e e ettt e s e eaeee e e seta e aseeaeeesaatbaa s aeeeeeeessrtannasaaaaes F-4
Invoices From Contract Law Firms — CONfIAENTIAL .............iii it e e e e e et r s e e e e e e e eaetena e e e e eaeeeeanennnns PER-4
Invoices From Contract Law Firms: CONfIAENTIAL ............uuiiiii e e e e e e e e et ra e e e e e e e e e attaa e e eeeeeeeeeennnnes CA-1
INVOICES, ACCOUNLS PAyabIe (COPIES) ... .cciiiiiiiiiiiii it e e et e e e e e e e e e e e et e et e e e e e e e e e et e eeeeeee e e ettt e seeaeeeeessata e aeeaeeessssrnnnanns CWw-1
Invoices: Accounts Payable / Vendor Files (All Records and REPOIS) ........couuiiiiiiii i e et e e e e e e e e e F-7
Invoices: Agreements & Contracts - Administrative Files With Grant FUNAING........ccoovviiiiiiiiiiiiiiie CW-3
Invoices: Agreements & Contracts: Administrative Files — Not Funded by a Grant........cccoooooiiiiiiiiiii e, CM-2
Invoices: Agreements & Contracts: Administrative Files — Not Funded by a Grant........cccoooooiiiiiiiiiii e, CW-2
Invoices: Project Files-City Infrastructure & Facilities Projects /CIP — Administration File (Construction) .......ccccccvvvvvvvvvieennnn. PW-3
IRS 5500 Forms (EmMpIoyee BENETit PIANS) .......ooiiiiiiiiiiiiiiiiiiiiie ittt ettt ettt ettt ettt ettt ettt ettt e e e e e e e e e e eeeeees F-9
ISSUES & PrOJECES, POENIAL......coiiiiiiii ittt e e e e e e e e ettt e et e e e e et e e ee et e s eeeeee e e e s et saeeaeeeestata e seeaeeesssernnnanns CM-4
R B o] [=Tod (S o (0] [=Tox £ S PP P PP PPPPPPPPPPPPP CM-1
Issues / AUThOFZAtioNS / BONG TIANSCIIPLS ....eevttiiiiiiiiiiiiiiiietiie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et e et et ettt e ettt e eeeeeeeeeeeeeeees F-2
J

JOb DesSCriptionNS / JOD SPECITICALIONS ... ..ottt e oo e e ettt e e e e e e e e e e e ettt e e e e eeaeeaeeen e e e eeeeeeeaanann e aaeeaaeeennnes PER-4
JOb SPeCificationS / JOD DESCIIPLIONS ......cooiiieeee e PER-4
B [0 8T = L = TSR F-4
Lo T0 T g =Y SRt |V T Y 1 a1 YA oY o =1 o o Yo [ o F-4
K

L

Labor Compliance: Project Files-City Infrastructure & Facilities Projects /CIP — Administration File (Construction)................. PW-3
Y o 1@ B AN o a1z 110 PP PP PPPPPPPPPPPPP CC-2
Land / INfrastruCture — INSUIANCE CeITITICALES ........uuiiiiiiiiiiiiiiiiiii ittt ettt ettt ettt ettt ettt ettt ettt et eeat et aeeeaeeeeeees Cw-11
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Land / Infrastructure — NOtICE Of COMPIELION .......oeiiiiiiiiiiiiiiiii ettt ettt ettt ettt e e e e e e e e e e e e e e eeeeeees CW-13
= Voo I L = TS (W (o (T O =T g T T= T @ 0 =T SRR CW-6
Land UsE, GENEIAl Plan, ZONING ......uiiiiieiiiieiiiies e et ee s s e e e e et ettt e e s e e e e e e e ete s e e eaaeeeasseaa e aeeaaeeesss s e saeaaeessssesanaaeeeeeeesssnnnnnnns PL-3
LawSUItS / LItIatioN: HIiSTOTTCAI CaSES. ....uiiiiiiiiiiiiiiiiiiiiiieiee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt eee e et eeeeeeeeeeeeeeeeeeees CA-1
LawSUILS / LItIAtiON: ROUTINE CASES. ....ceiiiiiiiiiiiiiiiiiiiiiieietee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e ettt ettt e et ettt eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees CA-1
Lawsuits, Litigation, Pending LItIGALION. ...........iii e e e et s e e e e e e e e ettt a e e e e e e e e e et et e e e e eeeeeeeaatta e s aeaeeeessnnnnnnes CW-12
Lease, MOU, Agreement or Contract: Agreements & Contracts (All) (COPIES).....uuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeee e CW-2
Lease, MOU, Agreement or Contract: Agreements & Contracts, All INTraStruCtUre ..........ueiiii i CC-1
LECLUIES ANA SPEECNES ... i e e e e e et ettt e e e eeee e e e ettt e s e eaeeee e e e tea s aeeaeeeesese s eeeaeeesesetan s aeeaneeessrnnnnnnss M/PR-1
[I=To [0 LT E Rl Y oY a1 a1 YA o1 gl =1 o o To T o PSPPSR F-4
[ITo Fo U N6 AV =T o ]| o PP PP PP PPPPPPPPPPPPP CWw-1
Legislative Advocacy: Support / Oppose OUtSIde LeGISIAtioN .............iii i e e e e e e e e e e CM-1
Letters: CorreSPONAENCE — ROULINE. ... .cci i e e e e ettt ee e e e e e e et e e ettt e s e e eeae e e e e et aa e taeeaeeeaastta s saeaaeesssetsanaaaeeaeeesssnrsnnnnns CW-8
I T S =T o 1 1 U= oA PSR PER-6
I E o] 11 O = 1T g Ry o [ PP PPPPPPPPPPPPPPPP F-12
Liability Claims - Juveniles & Pregnant AGUILS ..o e e e e ettt e s e e e e et e e e et e e e e e aeeeesstta e e seeaeeeesseraannnns F-12
Liability Claims / ClaiMS (COPIES) ..uuuuiieeeiiiiiiiiiiee et e e e e ettt ie e e e e e e et e eatt e e s e eeeeee e e eta s aeaaaese e s st aaateaaaesseasttaaaaeaaeeesssstannaaeaseessssrsnnnnns CW-6
[ ET o)1 1A O = 11 T O =T PP PPPPPPPPPPPPPPP CC-5
0T L PP B-3
Liens: Acquisition and Disposition — City Land and PrOPEItY ..........ouuuiiiiiiiii et s e e e e e e e e e et e e s e e e e e e eerraaaans CcC4
Litigation / LAWSUITS: HISTOTTCAI CaSES. ....uiiiiiiiiiiiiiiiiiiiiiietiet ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et e ittt et e eeeeeeeeeeeeeees CA-1
Litigation / LAWSUITS: ROUTINE CaSES. .....uiiiiiiiiiiiiiiiiiiiieitee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt eee et eeeeeeeeeeeees CA-1
Litigation, Pending Litigation, LAWSUILS...........uuiiiii e e e e et e e e e e e e e e e et e e e e e e e e e ettt e e e eeeee s e s st ta e e eeeaeeessstta e aeeaeeeessnrannnnes CW-12
Local Government COMPENSALION REPOIT .......eiiiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt teeeeeeeeeeeeeeeeeeeees F-5
Log 300 and Logs 200, OHSA INSPECHONS & CIATIONS. .......evviiiiiiiiiiiiiiiiiieetieee ettt ettt ettt ettt ettt et ettt ettt et et e e ittt e ettt e eeaeeeeeeeaeeeeeees PER-5
Logs 200 and Log 300, OSHA INSPECLIONS & CILALIONS. ... ..iieeiieeeiiiiiaee e e e ettt e e e ettt e e e e e e e e e e eeet e e e e e eaeeeaneen e e e eeaaeeeennennnns PER-5
[0 L= I - | SR B-1
Logs: Agreements & Contracts - Administrative Files With Grant FUNAING .......oovvviiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee CW-3
Logs: Agreements & Contracts: Administrative Files — Not Funded by a Grant ... CM-2
Logs: Agreements & Contracts: Administrative Files — Not Funded by a Grant ... CW-2
Logs: Correspondence - TranSitory / Preliminary DIaftS ........oooviiiiiiiiiiiiiiiiiiiiiieieeeeeee ettt CW-9
Logs: FEMA / Emergency or Disaster Incidents - ADMINISTrative RECOITS...........uvviiiiiiiiiiiiiiiiiiiiiieeeeeeee ettt F-3
Logs: Project Files-City Infrastructure & Facilities Projects /CIP — Administration File (Construction).........cccccceevvvieiiiiiiiiinnnnnn. PW-3
[0S U T = 0L OSSR F-12
M
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Mailing Lists: Correspondence - Transitory / Preliminary DIaftS ... CW-9
Maintenance and Operation Manuals for Various EQUIPMENT...........uu it e e e e et e e e e e e e eeaaaas PW-2
Maintenance and Operation Manuals for Various EQUIPMENT...........uu it e e e e et e e e e e e e eeaaaas PW-8
Maintenance DIStriCt PrOJECES / ASSESSIMEINT. .......euiiiiiiiiiiiiiiieiette ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees PW-1
Maintenance History: VEhiCIES & EQUIPMENT........oo i i ittt ettt ettt ettt ettt ettt et e e e e e e e e et e et eeeeeeeeees PW-7
Maintenance of Effort (MOE) Calculations (and other cOmplianCe rEPOIS) .....uuuiiiiiei i e e e e e e F-5
YT =T F= g o SIS =T U] 1= PSP PW-7
Y= T =0 = Vg o PSP PW-7
Manuals - Operation and Maintenance for Various EQUIPMENT............oiii i ee e e e et s s e e e e e e e et e s e e e e e e eeereaaaas PW-8
Manuals: Operation and Maintenance for Various EQUIPMENT............ i e et e e e e e e e rreaaas PW-2
Manuals: Reference Materials - Produced by Other DepartMeNtS.........ooviiiiiiiiiiiiiiiiiiiiiieeeee ettt CW-16
Manuals: Reference Materials - Produced by Outside OrganiZations ............ciiiiiiiiiiiiiiiiiee e e e CW-16
Manuals: Reference Materials - Produced by YOUr DEPArtMENT .......coiiiiiiiiiiiei e e e e e e e e raaaas CW-15
Maps & Plans: Planning Files — Approved Permanent and Temporary Entitlements — All ..........ooovviiiiiiiiiiiiiieeeeeeee PL-4
AV E=ToIsRr: Lo [ o F= T KSR o | PP PPPPPPPPPPPPPPP PW-2
Maps: Assessment / Mainte@nNanCe DISHHCE PrOJECTS .......uuuuiii i e e e e e e e e e e e e e e et a e e e eaeeeas ittt e e s eeeeeesesrraanans PW-1
Marketing / Promotional Draft DOCUMENTS: PROLOS .......uuuiiiiiieii i e e e e e e e et e e e e e e e e e e et b e e e e e e eeeesreaanaes M/PR-1
Marketing / Promotional FiNal DOCUMENTS .........oiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt et e e et eeeeeeeeeeeeees M/PR-1
Y T (o [T W L=T = Vo R = =T 1 T €U PPPPRPPTPR PL-3
YTy (=T = T T A ) U PPPRUPPRR PW-2
Material Safety Data Sheet (MSDS) / Safety Data Sheet (SDS) / Chemical Use Report FOrm ........ccccoevvieeiiviiiiiiiini e, CW-12
Materials Testing Reports: City Infrastructure and Facilities Projects / CIP — Permanent File (DeSign) ........cccuvvvviiiiiiiiiiiiiiiennnnn. PW-3
Medical Files — Personnel Files (All EMPIOYEES) ......coouiiiiiiii et e e et e e e e e e e e e e e et e e e e e e e e e aeatta e s e e eaeeeeesnrannnnes PER-5
Meeting Room Registrations: Correspondence - Transitory / Preliminary DraftS .........ouveoiiiiiiiiiiieiiiiie e CW-9
Members of the Public — Accident, Incident, INjury REPOIS (COPIES) ...veviiiiiiiiiiiiiiiiiiiiiiiiiie ettt eeeees Cw-1
Memorandums: CorreSPONAENCE — ROUTINME ... ...t it e e ettt e e e e e et e eaaea e e e e e eeeeeaeata e e e eaaeeeetaasn e e eeaeeeeennennnnnns CW-8
Minor Projects: Traffic INVESTIGATIONS. ... ... et e ettt e e e e e e et e eeeta e e e e e eeeeaete e e e eeeaeeeesansn e e eeaeeeeennennnnnss PW-6
T U =S I PP PL-1
T U =T 15 (PP PL-1
Minutes and Resolutions, Planning COMIMISSION ... ..o i eeieeeei e e ettt e e e e et et aate e e e e e e aeeeeaeean e e e eeaeeeeanen e aaeeaaeeeennnnnnnnns PL-3
Minutes, Resolutions: Boards, Commissions & Committees — Citizens Advisory formed by City CouncCil .............cccovvvvviiiiiennne. Cw-4
Minutes: City Council, Redevelopment Agency, Planning Commission and ALC ...........couiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeee e CC-10
Miscellaneous INSUrANCE COITITICALES ........e it e oo e ettt e e e e e et et ettt e e e e eeeeeeaaea e e e e e eaeeeenstan e e e eeeaeeennnennnnnns CC-10
Miscellaneous Receipts — Revenue from COUNLY / STALE .........ccoiiiiiiiiiii e e e e e e e e e e e e e et a e e e e e e e e e artaaaaaaaaees F-8
Miscellaneous Reports: CorreSPONAENCE — ROULINE.....uuuu i e et e s e e e e e e e et seeaaeeeeaaat e e e eaeeeeeseesanas CW-8
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Misconduct: Complaints — AQAINSE PEISONNE .........oeiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt et ettt ettt e e et e e e e et e e et e eeeeeeeees CW-7
MOA, Agreement or Contract, Lease: Agreements & Contracts, All INfrastruCtUre...........ceeei i CC-1
MOE (Maintenance Of EffOrt) REPOI .......ooouiiiiiii it r e e e e e e e e e ettt e s e e eeeeee e et e s e aeaeeeeaste s e eaeeeeeesrttnnaasaaaaees F-5
MOE Calculations (Maintenance of Effort) (and other cComplianCe rePOIS) ........evvviiiiiiiiiiiiiiiiiiiiiei et F-5
1Yo 11 1\ = 7= T B o TP P PP PPPPPPPPPPPPPP IT-1
Monthly or Periodic — Journals, Ledgers, Reconciliations, Registers, Reports, Transaction Histories, Balance Sheets.................... F-4
MOU, Agreement or Contract, Lease: Agreements & Contracts (All) (COPIES).....cuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeee e CW-2
MOUSs, Development Agreements, DDAS, OPAS: Agreements & CONITACES ........cuvviviiiiiiiiiiiiiiiiiiiiiie ettt CC-2
MSDS / Safety Data Sheet (SDS) / Chemical USe REPOI FOIMM ...uuuiiiii i e e e e e e e e e e raaaas CW-12
Multi-Family Dwellings, Places of Public Accommodation, Commercial - Approved Construction Documents and Plans: Plans.... B-2
W]l (oi] o T N @ oo [ (@] o] =1 PP PP PPPPPPPPPPPPPPP CW-12
Municipal Code AdmInistration, DISIHDULION ..........coi i e e e e e e e e et e e e e e e e e e ettt e e e e eeeeeeaneaaanaas CC-11
Municipal Code and HISIOPY FlE.........cci i e e et e e e e e e e e et ettt e e e eeae e e e e e tta s e e eeaeeeeestta s aeeeeeearenannnnss CC-11
AW gl Toi] o T M @ o (Y ATo] Fo {01 o R @4 r= Ui (o] 4 £ PP PP PP PPPPPPPPPPPP CM-3
N

Negative Declarations: Environmental Determinations - Correspondence, Staff NOteS .....ccccooiiiiiiiiiiiii e, PL-2
Negative Declarations: Environmental Determinations - Inside City BOUNAIIES ..........ccuuiiiiiiiiiiiiiiiicie e PL-2
Negative Declarations: Environmental Determinations - Outside City BOUNUANIES ........coovviiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeee PL-2
NEIWOIK: BACKUDPS— DAY ... .ot e e e ettt e e e e e e e e ettt e e e e eeeee e e ettt e seeeaee e e e et aa e saeeaeseesatan s saeeaeesssrttanaaaeaaees IT-1
NEtWOIK: BaCKUDPS— IMONTNIY ...t et e e e e e ettt e e e e e e e et et e tta e e e eeeee e e e s et e e aeaeeeeesataa e seaeaeeeentttanaaaeaaees IT-1
NEeW AdAreSSES / AQUIESS CRANGES .....ceiiiiiiiiiiiiiiiiieeeie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt ettt ettt e ettt ettt e ee e e et eeeeeeeeeeeees B-1
Newsletters: Reference Materials - Produced by Outside OrganizationsS ...........cuvvviiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeee e CW-16
Newsletters: Reference Materials - Produced by YOUr DEPartMENTt......ccooiiiiiiiiiiii it e e e e e e e raaaas CW-15
NV o= o L] G @[] o] o1 4 o £ PPPPPPPPPPPPPPPPPPPPPPPPP CM-1
NV o= o LT g @[] ] 11 o £ PPPPPPP PP PP PPPPPPPPPPPP CW-12
Nomination Papers, Candidate Statements — Successful Candidates: Candidate File ............oooiiiiiiiiiiii i, CC-7
Nomination Papers, Candidate Statements — Unsuccessful Candidates: Candidate File ..., CC-8
Non-Funded / Unsuccessful - Grants-in-Aid / Community Grants / Cultural and Promotional Grants / School Grants.................... CC-6
NON-INfrastruCture — INSUFANCE COITITICAIES ... ..t eei ettt e e e e e et ettt e e e e e e e e e e eaaaa e e e e e aeeeeanten e e e eeeaeeeennnnnnnnns Cw-11
Non-Infrastructure — NOtICE Of COMPIBTION ... it e ettt e e e e e e e et eetta e e e e e eeeeeaaatn e e e e e eaeeeennnnnnnns CW-13
NON-INFrastrUCTUIE: CRANGE OFUEIS ....oeeiiiiiiiiiiiiiiieiteeee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et e eee et eeeeeeeeeeeeees CW-6
Not Approved, Denied RedevelopmeENnt PrOJECT FIlES.......o i ittt ettt CM-4
Notes — CEQA / Environmental DetermMINALIONS ..........uuiiiiiiiiii e e e e e e e e e et s e e e et e e e e aa e e e e et e eeetaa e eeanansaeeerennaeeraennes PL-2
Notes & DraftS: DraftS thAt Qre REVISEU..........uuiiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt et ettt ettt ettt e ettt e eee e et et eeeeeeaeeeeeees CWwW-10
N0 LT VA o [T o Todo] 0] {=T =T oo = P PP P PP PPPPPPPPPPP CW-9
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Notice of Completion — INFraASIIUCTUNE / LANG .......ooiiiiiiiiiiieieieee ettt ettt ettt et ettt e et e e e e e e e e e et e e e e eeeeeees CW-13
Notice Of ComMPIEtIoON — NON-INTTASTIUCTUIE ... ..o e e e e e et e e e e e e e e e e e et e e e e e e e e eeaattaaaaeeeeeeessnnennnns CW-13
Notice of Completion: City Infrastructure and Facilities Projects / CIP — Permanent File (DeSign).....ccccceeevviviiiiiiiiiiieeeccceiiiinn, PW-3
Notices of Completion: Agreements & Contracts (All): Agreement or Contract, Lease, MOU (COPIES) .......ccevvrrrreeeeeeiiiiiiiieiiennnnn. CW-2
[N oot =30 VAT ] F= U1 o] o O B-3
Notices: Boards, Commissions & Committees—Citizens Advisory formed by City COUNCil .............ooiiiiiiiiiiiiiiic e, CW-4
Notices: Bond Transcripts / ISSUES / AUTNOTIZATIONS. .........ouviiiiiiiiiiiiiiiiiie ettt ettt ettt ettt e et e e e e e e eeeees F-2
Notices: PUDIIC HeariNg NOLICES, BIUS .......euuuiiiiiii it e ettt e s e e e e et et r s e e e e ee e e eteta s e e e aeeeeaeata e e seeeaeeeseesss s aaeaaeeessnnsnnnnss CW-13
NPDES Monitoring Reports / Sewer MONITOINNG REPOITS.......c.cciiiiiiiiiii e e et e e e e e e e e e et a e e e e e e e e e ettt e s eeaeeeeesrrrnnnns PW-5
Nuisance Abatement / NOICES OF VIOIALION .........uviiiiiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt ettt ettt ettt et e et et e eeeeeeteeeaeeeeaeeeeeees B-3
o

OASDI, Federal Tax DepOSItS, AGJUSIMENTS ........ouuiiiiiii i eii i e e e e e e e ettt e e e e e e e e e e e ettt e e aeeaaeeeaetta s aaeaeeesesstaaaaaaeeeeesstttannaaaaaaeeeernnes F-9
Oaths of Office for Election Night Workers, Precinct Officer Appointments: EIECHONS ........ccooviiiiiiiiii e CC-10
Oaths of Office: EIeCtioNS — HISTOMICAI Fil@......iieeiiiiiii it e e e e e et e ettt e et e e e e et e e eeta e e s e eeeaeessessnaasaeaaeeennnes CC-8
Oaths of Office: Personnel Files — Regular, Active, Permanent, Non-Regular, Temporary and Part-time — Employees....... PER-5
Objectives & Goals: Reference Materials - Produced by Other DepartmMents ..........uuiiiiii i CW-16
Objectives & Goals: Reference Materials - Produced by Outside Organizations .......ccccoooeiiiiiiiiiiiiie e CW-16
Objectives & Goals: Reference Materials - Produced by YOur DepartMent .......cooooiieeioiieeeeeeeeeeeeee e CW-15
ODbligation PaymMeENnt SCREAUIES .........oooiiiiiii s e e ettt e e e e e e e ettt e e e e e eeeeeeae e et e eeeaeeee s st taa e saeaaeessstsannaasaaaeeessrnes F-5
Occupancy Certificates (Filed With BUIlAING PEIMILS) ......coiiiiiiiiiiii e e et e e e e e e e e e e et et e e e eeaeeeasttaaaeaaeaeeeennnes B-1
OES Claims - GrantsS: SUCCESSTUI REP OIS ... CW-10
Offers of Dedication: Acquisition and Disposition — City Land and PrOPeItY .......cooooooiooioeeeeeeeeeeee e CC-4
Offers of Dedication: Rejected, UNProcessed Or UNACCEPIEU. ... ... i i i e e e e e e e e e e e e e e e e a e e eeaeas PW-2
OPAs, MOUs, Development Agreements, DDAS: AQreements & CONTIACTES .......ccooeieiiiiieieee e CC-2
Operation and Maintenance Manuals for Various EQUIDIMENT ... PW-2
Operation and Maintenance Manuals for Various EQUIPIMENT. ... .o i et e e et e e e e e e e e eeeeeenaaaeeeaeas PW-8
Operational: ComMPIAINTS / SEIVICE OFUEIS ......cciiiieiiiiiiee ettt e ettt e e e e et e ettte e e e e e aeeeeeaeee e e e e eaeeeeanenn e aeeeaeeenssennnaaaeaaens CW-7
(@] [a]1e] o ST O 1 VA N i o] 1 1= VAT PT PRI CA-1
(@ o] Ta1{o] g S @41 YA N 1o =3V (0] o] =) SR CW-6
Oppose Outside Legislation / SUPPOrt: LegiSIative AQVOCACY .......coiiieeiiieeiiiiae ettt a e e e e e e et a e e e e aeeeeeeeanaaaeeeaeas CM-1
Ordering Of SIgNS: TraffiC INVESTIGATIONS ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaeas PW-6
(O [ FoT g ot (@ o] o111 TP PTTT PP CW-14
Ordinances: Council & RedEVEIOPMENT AGENCY ...ouutuuiii ettt e e ettt e e e e e e e et e eeeat e e e e e aeeeeaaean e e eeaaeeeeanennnaaaeaeaens CC-11
L@ (o= o v 1]o] o IO o -4 £ PPPSSRPP PER-4
Organization StruCture / Chart Of ACCOUNLS ... ..o e e e e e e et et e e e e ettt ae et e s e e eaae e e ettt e aaaeaeeeestttanaaeaeaaeeesnnes F-3
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OSHA Inspections & Citations, LOgS 200 and LOg 300.......cccooiiieiiieee e a e e e e PER-5
OUtlines and MaterialS: TIAINMING ........ceuuiiuiiieeeee et e e e e e e e e ae e e e e eeeeeet et s aaeeaeeeeeataa e aaaeeeeastta s aeaaeesesretsaasaeeaeeeassrnnnaaaaaeees CW-18
Outside Agencies / Grants Provided by the City to Others (All From the General Fund) .............oiiiiiiiiiiiiiii e, CM-1
OVETISIGNT BOAIT — IMHINULES ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeeens CcC1o0
OVErSIGNt BOAIT — RESOIULIONS . ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaeeas CC-12
Oversight Board: Agenda Packets and AQENUAS. .......c.oiiiiiiiiiiiiii e e e e e e e e e e e et e ettt aa e s e e eaeeeessea e s eeaeeeessstaaaaaaeaeeeannnes CC-1
L@ =T ] 0 L= 0 N T g 1P PW-6
=]

=T ] o T O ¢= 11T o USRI CM-3
T o I = {0 (od=T g 1= T LAY o] 01T | USSP CM-4
e LA TS =1 (= 0 0 T= ] o | PP UPPPTRRPPPPIN F-2
Pavement ManNagEMENT STUGIES ........i i e e e ettt e e e e e e et e e ettt e s s eeee et e e e e et s seeaaeesaasttaa s aaaaeeesssatanseeaseeessnrsnnnnns PW-6
Paving: Encroachment Permits & AQree€ments - TEMPOTAIY .....ooouuuuiiiiiieeeeieeettiaa e e e e e et e eett e e aeeaeeeaastt e s aeaaeeeetttt e aaeaeeeeernrrnnnns PW-1
N o] | I D= 1= o= ] PP PP PP PP PP PPPPPPPPPPP F-9
Payroll Journal / Register / W-2 & W-3 Summary Reports — Detail Year-End, or Periodic If No Detail Year-End .............ccccccevveeen. F-9
Payroll Journal / Registers — Periodic Reports, When A Detail Year-End Report Is Retained ...........ccooooeeiiiiiiiiiiin e, F-9
Payroll Tax Returns, Quarterly — DE-6 & 941 FOIMIS ......uuuiii i e et e e e e e e e e e ettt e e e e e e e eeeeatt e e eeeeeesarttaaaeaaaaes F-9
2 1Y o ]| D PP PP PP PP PP PPPPPPPPPPPPPN F-9
Payroll: FEMA / Emergency or Disaster Incidents - AdmMINIStrative RECOIAS......ccoiiiiiiiiiiiiiiie e F-3
Pending Litigation, LAWSUILS, LIIGALION...........uiii et e e e e e e e e e ettt a e e e e e e e s e s ettt e e e eeeeeeeestta e aeeeeeeessnnannnnns CW-12
Performance Bonds/Surety: Project Files-City Infrastructure & Facilities Projects/CIP — Administration File (Construction).... PW-3
Periodic or Monthly — Journals, Ledgers, Reconciliations, Registers, Reports, Transaction Histories, Balance Sheets.................... F-4
Permissions to Receive Copies of Plans (Correspondence to and from ArchiteCtS) ........cccoeiiiiiiiiiiiiiii e B-3
PermitS, Al COMPIESSOE TANK ...ouituuiiie e e ettt e et ettt e e e e e e e et eeatet s eeeeeeeeetesa s aaeaaeeeeesta st aaeaeeeeasssnn s aeaaeeesssnsnnaaaeaneeesnnsnnnnnns PW-7
PEIMUES, AQMD ...iiiiiiiii et e ettt e ettt e et ettt e e e e tt e eeeeata e ee e ettt aee e et eeeetaneeeatteaeettaaaeeataeet et aeatetttaeeettaeeerraaaaeeerrans PW-7
Permits, Building: Expired by Time LIMITATIONS.........ooo e e e ettt a e e e e e e e e eaee e e e e e e aeeeeatn e e e e e eeeeeennaennaaaaeaaens B-2
LRS00 L1 KT T o TP PL-3
ST 1L ST € = o T To Rl - | PP PL-3
=T 4L ST €] = Vo 1 o Rl 1= | PSPPI PW-1
[T L ST ] = Vo 1 T TN T =) SR B-1
(R g LT T [0S = LI AY = 1 (T PW-2
PermitS, MaSSAQGE TREIAPIST ......ceiiiiiiiiiiiiiiiiiiiiiiit ettt ettt ettt et ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et et e ee et ettt eeeeeeeeeees PL-3
Permits, Private NPDES: Plans - Approved Construction Documents and PlansS..............iiii i B-2
PEIMILS, SPECIAI EVENLS ... oottt oo e e ettt e e e e et e ettt e e e e e e e e e e et taa e e e e eeeeeeeseaa e aaeaeeeeesean s aeeeeeeessnnnnnnns CW-17
Permits. Wide Load Permits / OVErSize LOAA PEIMMILS ........uiviiiiiiiiiiiiiiiiiiiiii ettt ettt et et e et e e e e e e e et e et aeteeaeaeeeeees PW-6
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Permits: Building Permits (Except cancelled permits where no WOrk was Start€d)............oevvvviiiiiiiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeee e B-1
PERS / FICA & MeICAre AGJUSIIMENTS .....couiiiiiii i eeeiieeeie e e 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 e e et e b e s e eaeeeee s e taa e e eeeaeeessstesn e aaeeaeeessstnnnasaaeaees F-9
o S SR AN o (0T T T LI LT oL ] o =SSP PER-5
e T AT (=T 0T = TP F-9
Personnel Files — Medical FileS (All EMPIOYEES).......uuiiiiiiiiiiiiiiiiieiee ettt ettt ettt ettt ettt ettt e et e et e e e e e e e e e e e eeeeeees PER-5
Personnel Files — Regular, Active, Permanent, Non-Regular, Temporary and Part-time — Employees ...............cceevvvvvvnnnnnn. PER-5
ST ST 0] T = I ][RR CW-14
Personnel Files: SUPEIVISOI'S File Of NOES ..o e e e s e e e e e e e ettt aa e e e e e e e eeeneenns Cw-14
T 6570 1 = PP PPPPPPPPPP PER-1 - PER-5
Lo Rl 1= Tox T L PP PPPPPPPPPPPPP CC-9
Petitions (submitted to Council on any subject - Dog Parks, Parking, Traffic Calming, €tC.) ........cccuvvviiiiiiiiiiiiiiiiiiiiiiieeeeeeeee CC-11
o LY OF= 1] o IV 00 [od =T £ PSOTPRRPP F-7
Photographs, City Related (DIGITA) ..........oouuiiiiiiii it e e e ettt e e e e e e e e e e ettt e e e e eeeeee sttt e s aaeaeeeeasatan e eaeaeeesarnranaaaeaanes IT-1
[ aTo]eTe =T o] o ST O |4V Y= F= 1= o PP P PP PP PPPPPPPPPPPP CW-14
Photos: Marketing / Promotional Draft DOCUIMENTS .........euiiiiiiiiiiiiiiiiiiiiei ettt ettt ettt ettt ettt ettt e et et ettt et et e e et et et e eeeeeeeees M/PR-1
] ] 101 PSSP PPPPUTT F-12
Places of Public Accommodation, Commercial, Multi-Family Dwellings - Approved Construction Documents and Plans: Plans.... B-2
[ = T O =T o3l 1 =SSR B-1
Planning CommIisSIiON AQENAA PACKELS..........uu i e et e e e e e e e e e e et e e e e e eeeeeeae e e e aeeaaeessattaaeaeeaeeeeesrrannanns PL-3
Planning Commission and ALC Meeting Audio Recordings — ANalOg = TAPES ..uueiiiiiiiiiiiiicee e e e e e e PL-1
Planning Commission and ALC Meeting Audio Recordings — Digital...........cuiiiiiiiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeee e PL-1
Planning Commission and ALC Meeting Audio Recordings — Digital...........cuiiiiiiiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeee e PL-1
Planning Commission Members: Economic Interest Filings (FPPC 700 Series) Public Officials .......ccccoooeiiiiiiiiiiiiiinn, CC-5
Planning CommisSion MINUEES, RESOIULIONS. ... ..ciiiiii i e et e e e e e e e e eeeet e r e s e e e e e eeeataa e e e eaaeeesases i aaaeeeeeeesssennnnnss PL-3
Planning Commission, ALC , City Council and Redevelopment AgeNCY: MINULES ..........couiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeee et CC-11
Planning Commission, ALC, City Council & Redevelopment Agency: RESOIULIONS.............uiiii i CC-12
Planning CommisSioN: RESOIULIONS (COPIES) ... i teeeiieiiiiiaae e e ettt e e e e et eaate e e e e e aeeeeaeta e e e e aaeeeeeean e e aeeaaeeeantnn e aeeaaeeeennnnnnnnns CW-17
Planning Files — Approved Permanent and Temporary Entitlements — All..........ooooiiiiiiiiiiiiiiiiiieeeeee e PL-4
Plans & Maps: Planning Files — Approved Permanent and Temporary Entitlements — All ..., PL-4
[ F= RS Vo IV o L T - PSP PW-2
Plans Belonging to Applicant / Submittal Documents: Permits - Expired by Time Limitations...........cccoovoveiiiiiiiiiiiiieeeeecee e B-2
Plans: Approved Construction Documents and Plans — Commercial, Multi-Family Dwellings, Places of Public Accommodation... B-2
Plans: Approved Construction Documents and Plans — Expired Permits — Projects That Have Been Started.............ccccccceeeeeee. B-3
Plans: Approved Construction Documents and Plans — Residential (All) .........ooi oo e B-3
Plans: Project Files: City Infrastructure and Facilities Projects / CIP — Permanent File (DeSign) ......ccceevieeviiiiiiiiiiiiiieeeeeeeeviiinn, PW-3
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PM 10 - Fugitive DUSt APPICALIONS & PIANS ......ooiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt e e e et e e et eeeeeeeeeeeeees PW-4
PM 10 - Project Files: Fugitive Dust APPlICAtioNS & PIANS ......ccooiiiiiiiii it e e e et e e e e e e e areraas PW-3
Policies: Reference Materials - Produced by Other DEePartMENTS ......ccocci i e e e e e e e e e e e e aaaas CW-16
Policies: Reference Materials - Produced by OutSide OrganiZatioNsS ..........coeviiiiiiiiiiiiiiiiiiiiiieiee ettt CW-16
Policies: Reference Materials - Produced by YOUT DEPArtMENT ......ooiviiiiiiiiiiiiiiiiiie ettt CW-15
Postage: Accounts Payable / Vendor Files (All Records and REPOIMS) .........cuuuiiiiiiiieiiiieiiiie e e et e e e e e e e e e e e e e F-7
0] =] g (= L = V] PP CA-1
POTENTIAI PrOJECTIS & ISSUBS ....ooiiiiiiiiiiiiiiieiiie ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e ettt et et e et e ettt et et e e et e eeeeeeeees CM-4
Precinct Maps: Elections — General, Working or Administration FIlES .........uiiiiii i CC-8
Precinct Officer Appointments, Oaths of Office for Election Night Workers: EIeCtioNS .........ccoooeeiiiiiiiiiiiiii e, CC-10
Preliminary Budget: Budget Hearing @nd/OF REVIEW............ouuiiiiiiiiiiiiiiiiiieeee ettt ettt ettt ettt ettt ettt ettt e et e e e ettt et et e e e et e e e eeeeeeeees F-2
Preliminary Drafts / Transitory — COIMESPONUENCE .........uuuuiii e e ee ittt cee e e e e e et ettt ea e e e e e e et e e et e e e s eeaaeeseastt s aaaaaeeesstataaaaeeaseeesrtrrnnnns CW-9
Preliminary Studies / Project ASSeSSMENtS — NOt ACQUITEA .........oouuiiiiii e e e e e e e e e e e e e e e e e e ettt e e e e e e eeeerrraan s PW-2
Preparation Records, AUit SCREAUIES.............i i e e e e e et ettt r e e e e e ee e e e teta e e s e e eaeeeeaatt e e aeeaeeeenseennnanaaenees F-1
PrESS REICASES (COPIES) .eeeeiiiiiiiiiiiiiiiiitiiittt ittt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e e ettt ettt ettt ettt et e ettt ettt ettt et e ettt ettt e e e et e e eee e et eeeee et e eeeeeeeeeeees CW-15
SIS = [ L PP M/PR-1
Press Releases, Public Records Requests: Correspondence — ROULINE ........uuuuiiiiiiiii it e e e CW-8
Pre-Trip Inspections / Daily VENICIE INSPECLIONS .......oeiiiiiiiiiiiiiiiiiiiii ettt ettt ettt e et e e et et e e ittt e et e et e e e e eeeeees PW-8
Prints / Analog: Photographs, City REIALEM ..........cooiiiiiiiii e e e e e e e e e e e e e e et e e e e e e e e e e ettt e e e e eeeeeesrarannnans CW-14
Private Development — Administration File (CONSIIUCTION).......ouiiiiiii i e et e e e e e e e et e e e e e e e eeararaaaas PW-3
Private Development — Permanent Fil@ (DESITN) ...eeeiiiiiiiiiiiiiiiiiiiiiiete ettt ettt ettt ettt ettt ettt ettt et e et ettt et e e et e eeaeeeeees PW-3
Private NPDES Permits: Plans - Approved Construction Documents and PIANS............couiviiiiiiiiiiiiiiiiiiiiieieeeieeeeeeeeeeeeeeeeeeeeee e B-2
Procedures: Reference Materials - Produced by Other DepartMeENntsS ........oouiiiiiiiii i e e CW-16
Procedures: Reference Materials - Produced by Outside OrganiZationsS ...........cevvviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeee et CW-16
Procedures: Reference Materials - Produced Dy YOUr DePartMeENt ........ooviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee ettt CW-15
(0 Tox = 0 = 1[0 LSRR CM-1
Project Administration: Agreements & Contracts - Administrative Files With Grant Funding ..........cccooovviiiiiiiiii . CWw-3
Project Administration: Agreements & Contracts: Administrative Files — Not Funded by a Grant ............cccccccceeeiii v, CM-2
Project Administration: Agreements & Contracts: Administrative Files — Not Funded by aGrant ...........cccooooviiii i, CW-2
Project Administration: Project Files - City Infrastructure & Facilities Projects / CIP — Administration File (Construction)........ PW-3
Project Assessments / Preliminary StudieS — NOT ACQUITE ........uuiiiiiiiiiiiiiiiiiiiiiiiee ettt ettt ettt et e et et e et e e e e e e e eeeeeees PW-2
o] [Tt | ST S o] (=T ot PP PPPPPPPPPPPPPPP CA-1
Project Files: Fugitive Dust Applications & Plans (PM L10) ...t e e e e et e e e e e e e e eeaeeennns PW-3
Project Files: Fugitive Dust Applications & Plans (PM L10) .....cooiiiiiiiiiiii st e s e e e e e et a s e e e e e e e araraas PW-4
Project Files: City Infrastructure and Facilities Projects / CIP — Administration File (Construction) ..........ccccevvvveeiiiieeeeceviiinnnnnn. PW-3
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Project Files: City Infrastructure and Facilities Projects / CIP — Permanent File (DeSigN) .......ccuuvviiiiiiiiiiiiiiiiiiiiiieiieieeieeeeeeeeeeeee PW-3
Project Management: FEMA / Emergency or Disaster Incidents - Administrative RECOIAS............ouuviiiiiiiiiiiiiiiiiiic e F-3
Project Schedules: Agreements & Contracts - Administrative Files With Grant FUNding ..........cccccoviiiii i, CW-3
Project Schedules: Agreements & Contracts: Administrative Files — Not Funded by a Grant ..........cccoovevvviiiiiiiiin e, CM-2
Project Schedules: Agreements & Contracts: Administrative Files — Not Funded by a Grant ..........cccooveviviiiiiiiiin e, CW-2
Project Schedules: Project Files-City Infrastructure & Facilities Projects /CIP — Administration File (Construction)................. PW-3
ProjeCtS & ISSUES, POLENTIAL.........ouiieiiii et e ettt et e e e e e et e ettt e s e e e e et e e etta e s eeeeeeeeaset i nseeaaeeeestasanaaeeeeeeeesnesnnnss CM-4
Projects that have Not been Started: Permits - Expired by Time LImMitatiONS ...........ouvviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeee e B-2
PrOJECES, SUDJECIS & ISSUES ... ..ottt e e e e e e e e e e ettt et e e eeee e et ettt s s eeeeee et e e e aa e eeaaeeseasstaa s eeaaeeeestttanaaaeeaseeessnrsnnnnns CM-1
Promotional and Cultural Grants / School Grants / Grants-in-Aid / Community Grants — Successful / Funded...............cccvvueee.. CC-6
Promotional and Cultural Grants / School Grants / Grants-in-Aid / Community Grants — Unsuccessful / Not Funded ................ CC-6
Promotional Draft Documents / Marketing: PROTOS ........uuiiii i e e e e e e e e e e e e e e ettt e e e e e e e e aeraaaaes M/PR-1
Promotional Final DOCUMENLS / MaAIKETING .....uuii i e e s e e e ettt e e e e e e e e e e e et e e e e e e e e e e s sttt aeeeeaeeesssetan e aaeeeeeesssnannnnns M/PR-1
[ goTo) o] il o] o] Ior= 14 o] o W @4 | YA 1 (=T PP PP P PP PPPPPPPPPPPPP CC-11
Proof of Publications: Boards, Commissions & Committees—Citizens Advisory formed by City COuNCil............cccoevvviiiiiiiiinnnnnn. Cw-4
Prop. 219 Proceedings — Assessment District BallotS: EIECHONS .........coiii oo e e e e e e e CC-9
Property Acquired by the City — Real EState APPraiSalS ........ccciiiiiiiiiiii et e e s e e e e e e ettt e e e e e e e e e arreaaa s CC-11
Property and City Land — ACQUISItION @Nd DISPOSITION .......evtttiiiiiiiiiiiiiiiiiiteei ettt ettt ettt ettt ettt ettt ettt ettt e ettt e ettt et ettt e e teeeeeeeeeeeees CcC-4
o] o[ g Y\ F= T F= Vo =T 0 g 1= T a1 d = o ORI PRRPPP F-5
Property Not Acquired — Real ESTate APPraiSalS..........uuuuiiiii e iiieiiiie s e e s e e e e ettt e e e e e e e e e e e et e e e eeaeeeeasttaasaeesesearrenannes CC-11
Proposals, Unsuccessful and RFQS: AQreementS & CONITACES .........vviiiiiiiiiiiiiiiiiiiiiii ittt ettt et et e e et e e e e e e e e eeeeeees CWwW-3
Proposed Projects that are Not Pursued Or IMPIEMENTEU. ..........oviiiiiiiiiiiiiiiei ettt eeees PL-4
Prospectuses: Bond Transcripts / ISSUES / AUTNOFIZALIONS ...........ouiiiiiii e e e e e e e e e e et eeeeae s F-2
Protest Letters - Prop. 219 Proceedings — Assessment District Ballots: EIeCtONS.............oovvviiiiiiiiiiiiiiiiiiiee CC-9
Public Hearing NOLICES, BitS: INOLICES .......ceuiiiiiii i e eee sttt s e ettt e e e e e e e et e e et a e s e e e e e e e ettt s e e e aeeeeaseta s e aeaeeeesaatssaaaaeaaeeeesnnsnnnnnn CW-13
Public Information Documents from OthEr AQENCIES .......u it e ettt e e e e e e e e eeeat e e e e e eeeeeeaann e e eeeeeeeneennnnns CM-2
Public Noticing: Planning Files — Approved Permanent and Temporary Entitlements — All...........oooii e, PL-4
Public Official Bonds, (Faithful Performance / Employee Surety BONUS) .........ooviiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeee ettt F-12
PUDIIC RECOIIS ACE REQUESTS ...ttt ettt oo oottt e e e e e et e eeteta e e e e e e ee e e ettt n e e e e eeeeeeaeaa e e e eeaaeeeensnn e aeeeeeeennnnnnnnnns CC-11
Public Records Requests: CorreSpoNdENCE — ROUTINE ... .. i e ettt e e e e e e ettt e e e e e e e e e eetaat e e e e eaeeeeenennnnnns CW-8
L o] TR Y= = oY PP PP P PP PPPPPPPPPPPPPP CM-3
Public Self INSUrer REPOIT (SIP REPOI) ....eveiiiiiiiiiiiiiiiiiiiiiiet ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et ettt ettt ittt eeeeeeeeeeeeeees F-5
BT =TT o = PP F-11
Purchase Orders, Purchase ReqUISItIONS (COPIES) ....euuuuuuiiiieeeiiiiiiiiiie e e e e e e ettt s e e e e e e e ettt a s e e e e e e e e e ae e s e aeaaeeeaataaaaaeeaeeeessnnenns CW-15
Purchase Orders: Accounts Payable / Vendor Files (All Records and REPOIS) .......ccovviuiiiiiiiii et F-7
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Purchase Requisitions, PUrCNase Or0erS (COPIES) ....eeuiririrriteieiiiiieieteeeeeeeet et ettt ettt ettt ettt ettt ettt e ettt ettt et ettt et eeeeeeeeeeeeeeeeeeeteeeeeeeeeeeeees CW-15
(Vo oty [T Rl 1 e (o [ o A =T o Vo (o] il I ] USSP F-11
Purchasing Card Backup RECEIPLS / CAl CAU.........uuuiiiiiiiiiiiiiiiiiiiiiiiiieeeee ettt ettt ettt ettt ettt et e ettt ettt e ettt ettt e et ettt et e eteeeaaeeeeeeeeees F-11
0o =T T PP F-11
Q

Quarterly Payroll Tax REtUINS — DE-6 & 941 FOIMS ... ...cciiiiiiiiiiiie e e et ie e e e e e e ettt e e e e e e e e e et ettt e s e e eaeeeeass et s aaeaesesstttanaaaeaaeeeennnes F-9
QUESHIONNAITES / SUIVEYS (CILY ISSUBH) ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeeas CW-17
L@ T 1= i o o S =T o 11 =T o A PP PER-6
R

Rail Studies: Regional Organizational Studies & Programs Where Other Agencies Are The Lead..............cooovviiiiiininieeiiiinnn. PL-4
Reading: CorreSPONUENCE — ROUTINE ...oiiiiiiiiiiiiiiiiieeeee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt eet e ettt et ettt e e eeeeeeeeeeeeeeeeeeees CW-8
YT Ul S e LI Y o o = TIST= Y =T o Lo £ USRS CW-15
Real Estate Appraisals — Property ACQUIrEA DY the Gty ... oot e e e e et s e e e e e e e arraa s CC-11
Real Estate Appraisals — Property NOT ACQUITEA. .........uiiiiiiiiiiiiiiieiiieeeee ettt ettt ettt ettt et ettt ettt e ettt ettt ettt et et e e et et et e et eaeeeeeeeees CC-11
o1l To 0] 0 e =T 0 SR (@3 [0 15T =T ) PP P PP PPPPPPPPPPPPP PW-4
Recall or Referendum: EIECHONS — PELLIONS .......oviiiiiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt et e ettt e et eeeeeeeeeeteeeeeeeeeeeeeaeeeeeeeeeeeees CC-9
RECIASSIfICAtION REQUESES ... ..ottt e e e e et e e e e e ettt e e e e e e e e e e e e e et e e eeeeee e e et e taa e aeeeeeeessstan e aaeaeeesesteansaeeaeeeessnrannnnns PER-6
Reconciliations — MONTNTY OF PEITOTIC .....evviiiiiiiiiiiiiiiieiieeeee ettt ettt ettt ettt ettt et ettt e e e e e e e e e e eeeeeees F-4
Record Drawings: City Infrastructure and Facilities Projects / CIP — Permanent File (DeSign) .......cveeeeiieeiiiiiiiiiiiie e, PW-3
ReCord Of SUNVEY: RECOMAEA IMAPS ......ccoiiiiiiiiiii e e et e e e e e e e e et ettt e e e e eeee e e e ee et e seeeaeeessetta e saeaaeeesssataaaeeeaeeessssrannnnss PW-4
Recorded Documents — Abandonment’s: Acquisition and Disposition — City Land and Property..........cccccccvvvviviiiiiiiiiiiiiiiiiieeenene, CC-4
Recorded Documents / City Property: Abandonment’s, Easements, Entitlements and Vacations ..............cccccvvviiiiii e, PW-1
y=ToTo] o [=To N1V F= T 1= PPPTPPPRR PW-4
[y=Toto] o [TaTo STV AT [=To Yol o] 1 =1 1] o ot = 20 PP CW-9
Records Destruction Lists / Certificates of Records Destruction / Consents to Destroy Records............cccvvvvevvveiiiiiiiiiiiiiiiienennnnn. CC-11
T oTo] (o ST [ V7= ] (o] =PSRRI CW-15
Records ManagemeEnt AUGIE FOIMIS ... ..o oottt e e e e e et et aet e a e e e e e e eeeteta e e e e eeeeeeeeea e e e eeaeeenanenn e e eeeeeeeennnnnnnnns CW-15
[y Toto] o SR R L] (=T a1 (0T g Tod g 1=To L1 = PP CC-12
Recruitment Database (INEOGOV) .......ieeiiieiiiiiia e ettt e e e ettt oo e e e e et e eatt e e e e e e eeeeeaete e e e e eeeeeeaeen e e e eeaaeeeensen e eeeaeeeennnnnnnnns PER-6
Recruitment File: Advertisements, Applications, Tests, Letters, Scantrons, QUESHIONS. ........ccoveiiiiiiiiiiiiii e PER-6
ReCruitmMent FIYErS @0 BIOCIHUIES ........oouiiiiiiiiiiiiiiiiei ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e et et et et e e eeeeeeees PER-6
=703 1 o PP PP P PP PPPPPPPPPPPPP PW-4
=T V7o 1o T d o T =T g 0 1 PSPPI CM-2
Redevelopment & City Council: Agenda Packets and AQENUAS .........uiiiiiiiiiiieces et e e e e e e e a e e e e e e earraaas CC-1
REAEVEIOPMENT / SUCCESSON AQENCY ... .cciiieiiiiiee et e e ettt ee et e e e e e et eata et aeeaae et aata s taeaaeteesseaaataeaaeeessstta s aaeaaeeestsntaaaaaeaeeeessnnsnnnns CM-4
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Redevelopment AgenCy & COUNCI: OFQINANCES ........oviiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt ettt ettt ettt ettt e et et et et et eeeeeeeeeeees CC-11
YCTo (oA (o] o =T g Yo [T a Ty Y (@] o1 T=T) PSR CW-17
Redevelopment AQENCY FOIMEALION ...........oiiiiiii e s e e e et e s e e e e e e et ettt a e e e aaee e e e teta e e eeaeeeeseeta s aeeaaeeessstaa e saeeeesensnnnnnnnss CC-12
Redevelopment Agency, Planning Commission, ALC & City Council: RESOIULIONS...........ccvviiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeee e CC-12
Redevelopment Agency, Planning Commission, ALC and City CounCil: MINULES ...........couiiiiiiiiiiiiiiiiiiieiiieeeeeeeeeeeeeeeeee e CC-10
Redevelopment Project Files: Denied, NOt APPIrOVEM ......ii it e e e e e e e e e et a e e e e e e e e e ettt a e e e e aeeeeerenaanas CM-4
Redevelopment Project Files: Implemented / INitiate@d PrOJECTS ......ovviiiiiiiiiiiiiiiiiiieeie ettt CM-4
Redevelopment Project Files: Inactive, Withdrawn, EXPITEU .........ouviiiiiiiiiiiiiiiiiiiiiieee ettt CM-4
Redevelopment Project Relocations and ReloCation APPEAIS ........uviiiiii i e e e et e e e e e e e erra s CM-4
Redevelopment Statement Of INAEDIEANESS. ... ..t e e e et e e e e e e e e e e ettt e e e e eaeeeaaett e e aeeeeeeearttanaeaaaaes F-4
Redistricting Web Page / District Boundary Web Page (Map, Redistricting Process, Agendas, Calendars, Notice, etc.) ............ CC-12
Reference Materials - Produced by Other DEPaArtMENTS ......ccooiiiiiiiiiii e e e s e e e e e e e et s e e e e e e e eeraaaaas CW-16
Reference Materials - Produced by Outside OrganiZations ............coiiiiiiiiiiiiiiiie e e e e e et e e e e e e e e raaaa s CW-16
Reference Materials - Produced DY YOUr DEPAITMENT .......ovviiiiiiiiiiiiiiiiiiee ettt ettt e et e e e e e e e e e eeeees CW-15
Referendum or Recall: EIECHONS — PEULIONS ......ciiiiiiiiiiiiiiiis ettt e s e e e e e et e e tat e e s e e e e e e ee et e s e e eaeeeaases i aaaaeeaeeeesennnnnss CC-9
Regional Organizational Studies & Programs Where Other Agencies Are The Lead..........ccccoooiiiiiiiiiiiiii e PL-4
Register / W-2 & W-3 Summary Reports / Payroll Journal — Detail Year-End, or Periodic If No Detail Year-End .............ccccceee.. F-9
Lo IS (= SRV (o T o4 o VA o Y g == o o [ [ o PP PP P PP PP PPPPPPPPPPP F-4
Registers / Payroll Journal — Periodic Reports, When A Detail Year-End Report Is Retained ...........ccoooooiviiiiiiiiin e, F-9
Yo Y Ao B ¥ o] o3y AN =T o T o O PT ST PPRPRTPRN CC-12
Regulatory Agency Approvals: City Infrastructure and Facilities Projects / CIP — Permanent File (Design)......ccccevvveevvvveiiviennnnn. PW-3
Reimbursable Claims - Grants: SUCCESSTUI REPOITS ..uuuuiii i e e et e e e e e e e e e e ea bt e e e e e e e e e saaaa s CW-10
G-I (=0 @ (=T £3] Jl BI=To [Tt o] o PSSP PPPTPPPPR PW-2
Relocation Appeals and Redevelopment ProjeCt REIOCALIONS ..........oviiiiiiiiiiiiiiiiiiiii ettt CM-4
Reorganization Studies / Classification / COMPENSALION........ciiii et e et e e e e e e e e et e e e e e e aaeeeaaeen e e e e eaaaeeeennennnns PER-1
=T 010 T RSJ = (o 1T TR B-3
Reports — Historical: Traffic COUNES / VOIUMES ........ooiiiiiiiiiiiiiiiiiiieiee ettt ettt ettt ettt ettt ettt ettt ettt e et e e et et et e e e e eeeeeeees PW-6
T oTol gl |V (o] oL d o1}V o o =T 8 o Lo LT o PP PP PP P PP PP PPPPPPPPPPP F-4
Reports and Studies — Historically SIgNIfICANT .........ooo e e e et e e e e e e e eaatt e e e e e e eaeeeeneennnns CW-16
Reports: Grants-in-Aid / Community Grants / Cultural and Promotional Grants / School Grants — Successful / Funded ............. CC-6
Reports: Reference Materials - Produced by Other DepartMeNntS..........uuiiiiiiiiiiiiiiiiiiiiiieee et CW-16
Reports: Reference Materials - Produced by Outside OrganiZations .........couuuiiiiiieiiiiiiiaae e e e e e e e eeeaeens CW-16
Reports: Reference Materials - Produced by YOUr DePartMeENt ...... oo e e e e e e e e eeaeenns CW-15
REPOItS: TraffiC INVESHGALIONS ......uuuu i e e e ettt e e e e e et ettt e s e e e e e et e e eat e s e e eaeeeeastta s aeaaeeeessataaaaaeaeeeessernnnnns PW-6
Requests & Permissions to Receive Copies of Plans (Correspondence to and from Architects) .........cccccvvvviiiiiiiiiiiiiiiiiiiiiiiiieeeee B-3
Retention Schedule Index — Indian Wells, CA — FY 21-22 update Page 29 of 36

©2006 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written consent



Page No.

Requests for Proposals - Agreements & Contracts (All): Agreement or Contract, Lease, MOU..........ccccccvvvvvvvviiviiinnnnnn. CW-2 & CW-3
Requests from Other Cities: Correspondence - Transitory / Preliminary Drafts ..o CW-9
Resolutions and Minutes, Planning COMIMISSION..........cuuuiiiii i e e e e e e e e e a e e e e aaeeea ittt e s eeaaeeeaateaaeaaeaeeeessrnnnnnns PL-3
Resolutions, Minutes: Boards, Commissions & Committees — Citizens Advisory formed by City CouncCil .............cccovvvvviiivrnnnnn. Cw-4
Resolutions: City Council, Planning Commission, ALC and Redevelopment AgeNnCy (COPIES)......cvvvviiiiiiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeen Cw-17
Resolutions: City Council, Redevelopment Agency, Planning Commission & ALC...........uuiiiiii i CC-12
Restrictions: Acquisition and Disposition — City Land @and PTrOPEITY .........cuviiiiiiiiiiiiiiiiiiiiiiie ettt CC-4
Resumes or Employment Applications: Unsolicited (No Open Positions) Candidates Not Hired.............ccovvvvviiiiiinieevecieviiinnnnn, PER-1
REENTION SCNEAUIES, RECOIUS .. ... iee e e ettt e ettt e et et e et et et et e e et et e et e e e e e e e e e r e e et e et e eanrennns CC-12
Returned Checks Assigned to Collection: COIECHION AGENCY ......oouiiiiiii e e e e e e e et a e e e e e e e e ettt e e e e e e e e s aartaaaaaaeaes F-8
U g T=To O ToTod (T O =T [T O T o IR 1] o PP F-8
Revenue from County / State — MiISCEIIANEOUS RECEIPIS .......cciiiieiiiiiii e e e e e e e e e e e e e e ettt e e e e e e e e e saraaaaeaaaaes F-8
Revenue Ledger: General Ledger & Chart of ACCoUNts: FiNal YEAr-ENd ............oiiiiiiiiiiiiiiiiie et F-3
REVENUE REPOIS, GBS TaX. .. iiiituiiiiiitiii ettt ettt ettt e ettt e ettt e et e et e e et et e e et et e s e e et ta e e ettt e e e eeta s e e et ta e aeetb e ee e bt eeeetbnaeeeebnnaeaeees F-8
REVOCALIONS ANU BUSINESS LICENSES ... ciiiiiiiiiiii et e eet ettt s e e e e e e e eeatt s s e e e aeeeeatet et aaeaeeeeeaets s aseeaeeeeeeets e aaeeaaeeesssssnaaaeeeeeeessssnnnnsaeanees F-8
RFPs - Agreements & Contracts (All): Agreement or Contract, Lease, MOU .........ccoooiiiiiiii e CW-2 & CW-3
Right of Way: Acquisition and Disposition — City Land and PrOPEItY ............oeuuiiiiiiie et e e e e e et e e e e e e eeraaaans CC4
YIS QY =T g = To [T 0 0= o PP PP PPPPPPPPPPPPPPP F-11 - F-13
Roads: Assessment / MainteNanCe DISIIIC PrOJECES ......uuuuiiiii it e e e e e e e e e e et e e e e e e e e e ettt e s e eaeeeeerrraannes PW-1
Roster of Council anNd BOAIrd MEIMIIEIS ........ouiiiiiiiiiiiiiiiiiiieiiee ettt ettt ettt ettt ettt ettt ettt ettt e e ettt et eeeeeeeeeeeeaeeeeeeeeeeeees CC-12
Roster of Vote-by-Mail Applications, Vote-by-Mail Applications: EIECHONS ..........oeviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee e CC-9
(Y013 =] o | V0] (=T i = =T ox 1 o] o PP CC-10
ROSEEIS, EMEIGENCY PEISONNEL ...uviiiii ittt e ettt e e e e e et e e ettt e e e e e e e et e e e e et e eeeeeaeesaseta s eeaeeesessatanseeaeeesssnrsnnanns CM-2
Yo TU 1] oL @] g £=TS] o o] g [o [=T o ol =S PPPPP PP PPPPPPPPPPPPPPP CW-8
ROULINE LAWSUILS / LItIGAUION CASES. ...eeiitiiiiiiiiiiiiiiiiiieieiteeee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt e ettt et ettt ettt ettt et ee e e et et et eeeeeeeeeeeeeeeeees CA-1
S

Safety Data Sheet (SDS) / Chemical USE REPOI FOIMM .. ..ot e e e e e e ettt e e e e e e e e e eeeeann e e eeeaeas CW-12
S To VL= VA=Vl T o A I =Vl 1 o TP TT T PUTT TP CW-18
STz 1= YA U1 7= V£ PER-6
Sales / Equipment Disposition: AUCLION, BillS OF SAIE.......co o e e e e e e eeaat e e e e e aeeeeanees F-11
Sample Ballot: EIeCHONS — HiSTOTICAI File ... CC-8
Sanitary SPillsS aNd OVEITIOWS (SSOS) ...t e e e e e e e e e e e e e e e e PW-4
SANITANY SUIVEBYS ...t ettt ettt oo ettt ettt a e e e e et eeeeette e e e eeeeeeeeesan e e eeaeeeaessan e e eeeeeeenasean e e eeeeeeeesassn e aeeeaeeennnnnnnaaaeaaes PW-4
SB 1383 Compliance (Organic Waste Collection and RECYCING) .....cooiiiiiiiiiiii i e e e e PW-4
S Tor= g0 g = Toa g0 110 LT o A [T TUTTT TP PER-6
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School Grants / Grants-in-Aid / Community Grants / Cultural and Promotional Grants — Successful / Funded............................ CC-6
School Grants / Grants-in-Aid / Community Grants / Cultural and Promotional Grants — Unsuccessful / Not Funded ................ CC-6
Scope of Work / Successful Proposal: Agreements & Contracts — All INfrastruCture...........ooiiiii e, CC-1
Scope of Work / Successful Proposal: Agreements & Contracts — All NON-INfrastruCture.........cooovvevvvieiiiiiiii e CC-2
Scope of Work: Specifications/Bids: Agreements & Contracts (All) Agreement or Contract, Lease, MOU (Copi€s).............ccc..... CW-2
SDS — Safety Data Sheet / Chemical USe REPOIM FOIMM . ....ooiiiiiiii e e e e e e e e et a e e e e e e e e e e ettt a e e e e e e e e antaraaaaeaes CW-12
Service Orders / ComplaintS (OPEIAIONAL) .......ccciiiiiiee e CW-7
SEIVICE REQUESES / WOTK O OIS ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaeens CW-18
Sewage: Plans and MapS — FINAL........oouiiiiii it s e e e e e e e e e e e e ettt e e e e e e e et e e et e e e e eeae e e e e et aaeaaeeearrraaaaaaes PW-2
YT T I 1S = o] ES o F= T 1T P U TRTUTPTTTT PW-4
ST T o] al1 (o] g a o T S {=] oo ] o £ T TP T PUTPPPPTPPTTRP PW-5
Sewer Monitoring Reports / Wastewater — NPDES MONItONNG REPOIS ....uvuuiiiiiieiiieeiiee et e e e e e e e e e PW-5
Sewer System ManagemeENt PIANS (SSIMP) .. ..ot e et e e e e e e e e e e et a s e e e e e et e e et b e e e e aaeeearr i aaaaaas PW-4
Sewer: Assessment / MainteNanCe DiStriCt PrOJECTS ... ...ccoiii oo PW-1
SIGNALUIE CAraS — BaNKING ... e e e e e e e e o e e e e e o e e oo e e e e e oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e F-5
Signs: Encroachment Permits & Agreements: PEIMANENT ... ....uuiii i e e e e e e e e e e e e e e e s arta e e aeeaeas PW-1
Social Media postings relating to the conduct of the City'S DUSINESS .........uuiiiiiiiie e CW-17
Soil Reports: Plans - Approved Construction Documents and PIaNS.........coooiiiiiioiiie e B-2
Soils Reports: City Infrastructure and Facilities Projects / CIP — Permanent File (DeSigN) ......couuieiiiiieiiiiiiiiiiie e PW-3
Solid Waste Reduction / AB 939 Compliance / SB 1383 Compliance (Organic Waste Collection and Recycling) ....................... PW-4
SPEAKET CAITS ... oo oo oo e e e e e aas CW-17
Special District Payments & Reports / ASSESSMENT DISTIICT .......coiiieiieieeeee e F-1
SPECIAI EVENT POIMILS ... ittt e e e e e e e e e e e e et e e e e e eeee e e ettt e eeaeaeee s e ettt s aeeaeeeses et e aeaaeesestetan e aeeeaeessssttnnnaaaaaaens CW-17
Specifications/Bid Documents: Agreements & Contracts — All INFraStrUCTUIE ......ouuueiii i e e e eaeees CC-1
Specifications/Bid Documents: Agreements & Contracts — All NON-INfrasStrUCtUIE ........cooivviviiiiiii e e e CC-2
Specifications/Bids / Scope of Work: Agreements & Contracts (All) Agreement or Contract, Lease, MOU (Copi€s)........c.cc........ CW-2
Specifications: City Infrastructure and Facilities Projects / CIP — Permanent File (DeSign)......ccuuuuiiiiiiaiiiiiiiiiieie e PW-3
SPEECNES ANA LECIUINES ... oo oo oo oo e oo oo oo oo oo oo oo oo oo oo oo oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeaaas M/PR-1
Speed HUMPS: Traffic CalMINg .......cooooiiii oottt et e e e e e e e e ettt e e e e e e e et e eaeta e e e e eeeeeeeneanaaeeeaeeenennnnnaaaeeaeas PW-6
Y 01 T= 0 IS Y)Y SR PW-6
Spreadsheets: Assessment / MainteNanCe DiSTHCE PrOJECES .......ccoiiii oo PW-1
SSMP - Sewer System ManagemMENt PlanS ... PW-4
SSOs - Sanitary SpPills and OVEITIOWS ...ttt oo e ettt e e e e e e e et et et ta e e e e eeeeeeeatan e e e eeaeeeeenennnaaaaeaaeas PW-4
Staff Meetings / Committees: Internal — Attended DY EMPIOYEES ......ccooveiiiiiii it e e e e CW-7
Staff Reports: Boards, Commissions & Committees — Citizens Advisory formed by City Council..............cccooeeiiiiiiiiiiiiiiiiien e, CW-5
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Staff Reports: Planning Files — Approved Permanent and Temporary Entitlements — All ..., PL-4
Staff Videoconference Chats, NOtES, RECOIIINGS. .......iiiiiiiiiiiiiiiiie s e e et e e e e e e e e e e e et aaa e e e e e et eeastaa e s aeaaeeeertttaaaaaeaaes CW-9
Stalled Projects: Plans - Approved Construction Documents and Plans — Expired Permits — Projects That Have Been Started.. B-3
State ComMPENSALION INSUFANCE FUNG ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaeas F-5
R = 1 (I O o 14 0] 1= =T (=T o T P SSSPPPRRRR F-5
Statement of Economic Interests — FPPC 700 Series (Economic Interest Filings): Designated Employees & Consultants....... CC-5
Statement of Economic Interests — FPPC 700 Series (Economic Interest Filings): Public Officials ...........cccooeieii CC-5
Statement of Facts for REAEVEIOPMENT AGEINCY ... e e e e e e e e e aaeeas CC-12
Statement oOf INdebtednNesS, REAEVEIOPIMENL . ........uiiiii e e et e e e e e e e et e ettt e e eeeaeeeeest bt e seaeaaeesstttanaaeeeaeeeernnes F-4
Statements — Bank, TrUSIEE & TrEaSUIEI S Cash .....cuiiiiie ettt ettt ettt et et ettt e et e et et e e et e e e e e e e e renaennns F-2
Stop Payments: ChecCkKS / WAITANTS — YOI ... e e e e e e e e e e e e e e e e e e e e aaaans F-7
Storm Drains: Plans and MapS — FINAL........ii oot e e e e e e e ettt e et e e e e e e e e ae et e s eeaae e e e ettt e e e aeaeeeeartrtaaaaaaas PW-2
Street Closures: Encroachment Permits & AgQree€ments - TEMPOTAIY ......uuuuiiiiieeeieeeiiiiie e e e e e e e e eat e s s e e aeeeeeasraa e s e e aeeaeerrtaaaaeaaes PW-1
Street Cuts: Encroachment Permits & Agreements - TEMPOTAIY ..cooiiii i PW-1
Street MIlEage: INVENTOMES | SUIVEYS ... ..o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeaaaeens PW-2
Y (=TS NN F= T T ST TP PP PTUUPPPPRRTPPPPIN PL-4
Street Reports (and Other COMPIIANCE FEPOIMS) ......uuiuiiiii i e et e e e e e e e e ettt e e e e e eeee e e aett e s eeeaeeeeesstaa s aaaeaeeesstttannaaaaaaeeeenrnes F-5
Structural Calculations: City Infrastructure and Facilities Projects / CIP — Permanent File (DeSign) ..., PW-3
Studies and Reports — Historically SIGNIfICANT ............ii i e e e e et e e e e e e e e ar it e e e aeaeas CW-16
Y0 1TSS I = od 1= PW-4
Subcommittees, City Council: Boards, Commissions & Committees (All RECOTAS) ...coooiiiieie e CW-5
10 o] =Tox o o (o) =T ot B 1= ST TP T PP PP PP CA-1
SUDJECLS & IS SUEBS, Pl IS .. uuui i i e i ittt et e e e e ettt et e e e e e e e e ettt et e eeeee e e e ettt e aeeaeee e e s s eaa s aeeaeesessssaaa e aaeeaesesssrtanaaaaaaees CM-1
Submittal Documents / Plans Belonging to Applicant: Permits - Expired by Time LimitationS............coovvvviiiiiiii e B-2
10 o] oo 1T o F= 1 TP TTTTTTPPI CA-1
Successful / Funded - Grants-in-Aid / Community Grants / Cultural and Promotional Grants / School Grants....................ccocooe. CC-6
Successful Candidates — Nomination Papers, Candidate Statements: Candidate File ... CC-7
Successful Candidates: Campaign Filings (FPPC 400 Series Forms) (Elected OfficialS) .........cooovveeiiiiieiiee, CC-7
Successful Proposal / Scope of Work: Agreements & Contracts — All INfrastruCtUre.........oooeeeiiiii e CC-1
Successful Proposal / Scope of Work: Agreements & Contracts — All NON-INfrastruCture..........oooooeeiviiiiiiiiiee e CC-2
Successful Proposals: Agreements & Contracts (All): Agreement or Contract, Lease, MOU (COPI€S).......cceeevveeieiiiiiiiieeiiieeeee, CW-2
YU o od Ty (U I =T o [0 K € = o £ TR TU TP CW-10
SUCCESSON AQENCY — IMINMULES ...ttt e e e et ettt oo e e e e e e e eeteta e e e e e eeeeeeeeea e e e e aeeeeeaeean e e e eeaeeenensan e eeeaeeennnnnnnaaaeaaes CC10
SUCCESSON AQENCY — RESOIULIONS ...ttt e et e e e e e e s e e e e et e ettt a e e e e e e e e e e eeta et eeaaeeeseeet e s aeaaeeeeasean s s aeaaeeeessstnnaaaeeaaees CC-12
Successor Agency / Oversight Board: Agenda Packets and AQENUAS .......ccoiiieeiiiiiiiiiiii et e e e a e e e e eaanees CC-1
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YN oTetcEs =T o] Yo [T o[y PP TP PP CM-4
Summaries: Traffic COUNLS / VOIUMES ... ..o a e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaas PW-6
Supervisor's File of NOteS: PEersONNEl FIlES ...t e e e e e e e e e e e e e e ar it aaaeaes CW-14
Supplemental Updates, Fund Transfers, Budget Amendments, Budget Transfer REQUESES..........iiiii i F-2
Supply Inventories: Correspondence - Transitory / Preliminary DraftS ... ... CW-9
Support / Oppose Outside Legislation: LegiSIative AQVOCACY .......cciiiieiiiiiiiiiiii e e et s e e e e e et e s e e e e e e e e rt e e eeaes CM-1
Surety/Performance Bonds: Project Files-City Infrastructure & Facilities Projects /CIP — Administration File (Construction)... PW-3
S T0 Yo Sl A 1)Y=t o o] 4 =T T TP T PUTPPTP TP PW-2
Surveys / QUESHIONNAINES (CItY ISSUEM) ...t e et e e e e e e et e e ettt e e e e eeee e e ettt e s eeeaeesesteta e eeeeeeesastrtnnaaaaaaees CW-17
YUY AT Y= 1= Y PSSP PER-6
Surveys: City Infrastructure and Facilities Projects / CIP — Permanent File (DeSign).......ccoooeeieeeieeeieeeeeeeeeeeeeeeeeee e PW-3
SWITRS — TraffiC ACCIAENT REPOIS ... a e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaans PW-6
YA (] £ U Lo [T 1T TSR TP TP CC-10
T

Talgate TraiNING COUISES ......ccoeieeeee oo oo oo e oo oo oo oo oo oo e oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaens CW-18
LI VS =15 e = T=Tod 1o SO UUUPPPPPRRPN CC-10
TEIEPNONE IMESSAUES . ....etttuii i i e e eiieeeeee et e e e ettt et e e e ee et e e et b aeeeeeaee e e sttt s eeeaeeesasstaaa s aeaaeess s st taa s aeaeeessssstanaaeeeeeessstttanaaaaeaaeesrrnes CW-18
TSt REPOIS: TIACT FlES ... PW-4
TeSES: RECTUIIMENT FlE ... PER-6
Text Messages: Correspondence - Transitory / Preliminary DraftS ...t e e e e aanees CW-9
Thank Yous: Correspondence - Transitory / Preliminary DraftS ... CW-9
Time Cards / TIME SNEELS (COPIES) .. i iiieii et CW-18
TIME CArdS / TIME SNEELS ... F-10
Time SheetS / TIME CaArdS (COPIES) . .coi i i CW-18
RS IS aTST] E A I T =T = T o LU F-10
Title Reports: Acquisition and Disposition — City Land and PrOPEITY .........coooeeiiieiiiiiiaie et e et aa e e e e e e eeeeeeaaaaeeaeeeeenee CC-4
Tract Files (drawings, StUAIES, TE8ST FEPOITS, BTC.) ...ttt i ittt e ettt e e ettt e e e e e eeeeeeaat e e e e e eaeeeeaetnn e e eeeaeeeeanenn e aaaeaeeeennnen PW-4
LI = T 1= USSP PW-4
LI = Vo Y=Y Sl L= To o] o =T o o PSRRI PW-4
L= 10 LS 8T 2= 3SR F-6
Traffic ACCIAENt REPOIS — SWITRS ... PW-6
THAITIC CalIMING ..o PW-6
B2 Ui ToR O o 18] RS 3 ANY 0] (113 1= USSP PW-6
Traffic ENGINEEriNg / TranSPOITALION ... ... i it e e e e e s e e e e e e e ettt e e e e e e e e e e ettt e e e eeaeeeeaee e e s e eeeaeesssetanaaaeaaaesssnntsnaaaaaaeeeennnes PW-6
LI Lo LY=o F= U0 g PSSP PW-6
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Traffic SIGNAL TIMING ..o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaas PW-6
Traffic: Plans @nd Maps — FINAL.......oooui i e e e e e e e e ettt et e e eeee e e e ettt e e eaaeeeeesetsa e seeeaeeesnteanaaaeaaeeeennnes PW-2
TrainNing — All COUISE RECOIUS .....ceeiiiiiii i i it e e et e e e e e e e et e e ettt e et e eeaee e e ettt e eeeaaee e e e et aa s saeaeeeesssssanasaeaeeeeesstsnnaaaaeaaeeennnes CW-18
Training Certificates, Ethics and HaraSSMeNt PreVeNTiON ... ... oo oo e e et a e s e e e e e e e eaaat e e e e e aaeeeeeeeenaaaaeeaeeeennnes CC-5
Transaction HIistories — MONTAIY OF PEITOTIC .....coooeiiieeeeeeeeee s F-4
Transitory / Preliminary DraftS — COMMESPONUENCE .......ccoiiiiiiiieit e e e e e e e e e e e ettt a e e e eee e e e aat e raaaeaaeeeaattaa e seeaaesasssennaaaeeaeeesnnnes CW-9
Transmittal Letters: Correspondence - Transitory / Preliminary DraftS.........oooo CW-9
Transportation / Traffic ENQINEEIING ......oooi i PW-6
Transportation / Wide Load Permits: Encroachment Permits & Agreements - TEMPOTAIY ......uuieiieeeeieeeiiiiieeeeeeeeeeviriiee e e e eeeeeeannes PW-1
Travel Expense Reimbursements: Accounts Payable / Vendor Files (All Records and REPOMS).........ccuvvieiiiieeiiiiiiiiiiie e, F-7
Treasurer Reports and INVESIMENT STAIEMENTS ........oooii i a e F-6
Treasurer's Cash StatemMENTS. .. ..o F-2
TrEE PlANtING LISIS / TIEE SUIVEYS ..ouuiuuiii i e ieiieiiiiie e e e e e ettt e et e e e e e e e e ettt e s eeeaae e e e st ta s aeeaeeesesstaaa e eaaeeesssstannsaaeeeesssntssnnaaaaaeeesnnnes PW-5
Tree SUIVEYS / Tree PIANTING LISTS .....cooo i PW-5
TTUSE ACCOUNTS ..ttt ettt ettt e ettt e e ettt e e e e et e e ettt e e ettt e e e e et e e e et a e e e et b e e e e e e e e e e e ba e e e e e b e e e et b e e e e ee e e e e eeb e e e ebb e eeeeba s F-3
TTUSEEE STALEIMIENTS . ... .. ieiiiti ettt e ettt ettt e ettt e e ettt e e ettt e e et et e e e e et t e e e e eh e e et ea e e e et eta e e e ee b e e e et e s e e e et e e e aeenb e aeenbnaeeennnnnnns F-2
U

QP Tolot=T o =To @1 =T (3] D T=To o= 14 [o] o PP P PP PPPPPPPPPPPPP PW-2
Unalterable media that does not permit additions, deletions, or changes / WORM / DVD-1 / CD-F ...uuviiieiiiiiiiiiiiiee e IT-2
Un-cashed Checks / Unclaimed MONEY: ESCNEAL............uiiiiiiiiiiiie e e e e e et e e e e e e e e e e ettt e e e e e e e e e e ettt e e aeaaes F-3
Unclaimed Money / Un-cashed CheCKS: ESCNEAL............oouiiiiiiiiiiiiiiiiiiiiee ettt F-3
Undeliverable Envelopes: Correspondence - Transitory / Preliminary DraftS.........cvviiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeee CW-9
Underground Storage Tank (City OWINEA) .....uu.iiiiiiiiiiiiiei et e e e et e e e e e e e e e e ettt e e e e eeaeeeaast b e eeaaeeessatta e seeaseessssrannnnns PW-5
Uniform Building Codes (CBC, UBC, UPC, UEC, EIC.) ..uuiiiiiiiiiiiiiiiiiiis e ee s eeetiee s e e e e ettt s e e e e e e e e e ettt s s s e e e e e e eatataaasaeeaaeeesenennaaaaeaeees B-3
Ol gTo] fo ottt To B @1 =T (o] i B T=To [or= Ui (o] o TP PP PP PPPPPPPPPPPPPP PW-2
Unsuccessful / Non-Funded - Grants-in-Aid / Community Grants / Cultural and Promotional Grants / School Grants................... CC-6
Unsuccessful Applications: Boards, COMMISSIONS & COMMULIEES ........iiiiiiiiiiiiiiiae e et e e e e et a e e e e e e eaaean e e e e e eeeeeeeennnnnns CC-3
Unsuccessful Bids, Proposals and RFQS: AQreements & CONIACES. ........uuuiiiiiiiiiiiiiiiiiiiiiiieeee ettt aeeeeees CwW-3
Unsuccessful Candidates — Nomination Papers, Candidate Statements: Candidate File ..., CC-8
Unsuccessful Candidates: Campaign Filings (FPPC 400 Seri@S FOIMIS) ....oiiiiiiiuiiiiie e e e e e eeeeaees CC-7
L 1S U Tol ot =TTy {1 | I T =T o PSR CW-10
Unsuccessful Proposals and RFQS: AQreements & CONITACES .........uuiiiiiiiiiiiiiiiiiiiiiiiiie ettt e e e e et e e e e e e e e eeeeeeeees CwW-3
UST - Underground Storage Tank (City OWNEA) .....ooooiiiiniiii ettt e e e ettt e e e e e e et eeeat e e s e e e aeeeeaaatn e e e eeaeeeeennennnnns PW-5
Utilities: Encroachment Permits & Agreements: PeIrManENt..........ouuuiiii oo e e et s s e e e e e e et e s e e e e e e eereeaas PW-1
Vv
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[V £z Tor= T g ol =TS0 T 1 0= o U o Vo] | PSPPSR CC-8
VaCALION SCNEAUIES / WOTK ....coeiiiiiiiiiiieiieeeeee ettt ettt ettt ettt ettt ettt ettt ettt et e e ettt e et e e e e e eeeeeeeeeeeees Cw-18
Vacations, Abandonment’s, Easements and Entitlements — Recorded Documents / City Property .........cccccvvvvvviiiiiiieeeeeeevvvnnnnnnn. PW-1
Vacations: Acquisition and Disposition — City Land @nd PrOPEITY .......ccooi oo CC-4
Variances: Planning Files — Approved Permanent and Temporary Entitlements — All ..., PL-4
Vehicle INSPECtioNS / Pre-THP INSPECLIONS .....uuuii i e e e e e e e e e e e e e e e e e e ettt e e e e e e e e e aaset e s eeaaaeesseataaaaaeaeeessnnesnnnnns PW-8
VENICIE THHES / PINK SIIPS .o F-12
Vehicles & Equipment: MaiNtENANCE HISTOIY .......ccooi i PW-7
Vendor Files / Accounts Payable (All RECOrds and REPOIMS) .......oouiiiiiiiii i e e e e e s e e e et ettt a e s e e e e e e e arraa e aeaaes F-7
AV gl Lo g I A e U (o] o F= TS T TRt =TT [ [T U PPPU F-11
Video Recordings of City Council Meetings - Video Recordings / DVD-R O VCR (ALL) ...coooeiiiiiieieeeee e CC-12
Videoconference Chats, NOIES, RECOIMMINGS ....uuui it e e ee e e e e e e e e e e e e e e e e e et aeeeeeeeseese b s s eeeeeeeastata s aaeaeeesssnnrnnnnns CW-9
Voice Mails: Correspondence - Transitory / Preliminary DraftS.. ... e e CW-9
[V oL [=To Bl @ g T Tod G A= 1 = L] F-7
VOIUMES / THAIC COUNTS ...ttt iieei ittt e ettt e e e e e ettt e s e e e e eeee ettt e e e e e aeeeeestts e eeeeeeeesss s e eeaeeeeesessn s aeeeaeeesnsssnnnanenneeennnes PW-6
Vote-by-Mail Applications, Roster of Vote-by-Mail Applications: EIECHONS ...........oiiiiiiiiiiiicc e CC-9
Vote-by-Mail Identification ENVEIOPES: EIECHONS ........ooiiiiiiii et e e e e e e e e e e et e e e e e e e e e e et it eaaeeeeeeesreaanaans CC-9
Voter Index Copies Used as the Voting Record at Polling Places: EIECHONS ............oiiiiiiiiiiiicie e e e e CcC-10
Voter INAeX OFgINAL EIECHONS ......vuuii it s e ettt e e e e e et e e e ettt e s e e eeeee e e ettt e eeeaeeesasstan e aeeaesesasstannaaaeaseeeerntnnnnnns CC-10
Voter Registration Information, APPICAION 10 VIBW ........uuuiiiii it e e e e e e e e et e e e e e e e e e e et it e e e e eaeeeeearaaanaes CC-7
[V 10 T 1= £ =1 YA = 1] o T F-7
W

W-2 & W-3 Summary Reports / Payroll Journal / Register — Detail Year-End, or Periodic If No Detail Year-End ..............cccceee... F-9
W-2’s — Includes Performers State WIthNOIING ..........oooiiiiiiiiiiii e F-10
LT PP PPPPPPPPPPPP F-9
W-3 & W-2 Summary Reports / Payroll Journal / Register — Detail Year-End, or Periodic If No Detail Year-End ...........ccccccceeeee. F-9
KA PP F-10
AL PP F-7
WaArrantS / ChECKS — CANCEIEA ... e oottt oo oo e ettt eette e e e e e e e e e e eette e e e eeeeeeeeaaana e e eeaaeeesnnnnnaeaeaaens F-7
RVAT T = g SR A O =T od SR o Y Lo =T U F-7
Waste ColleCtion @nd RECYCHNG ....oooiiiiiiiiiiiiiiiii ettt ettt ettt ettt e et e e e et et e e e e e e eeeeees PW-4
Wastewater - NPDES Monitoring Reports / Sewer Monitoring REPOIS ........covviiiiiiiiiiiiiiiiiiiiiiiiieeee ettt PW-5
Wastewater — NPDES Monitoring Reports / Sewer Monitoring REPOIS .......ooeiuiiiiiii e e e e e e e eeeeenns PW-5
LAV o1 (I @] ] (=1 o | PP PPPPPPPPPPPPP IT-2
Wide Load Permits / OVErSIZE LOAU PEIMITS .......oiiiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt e e e et e e e e e e e e aaeeeeees PW-6
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Wide Load Permits / Transportation: Encroachment Permits & Agreements - TEMPOTAIY .......couvvvvviiiiiiiiiiiiiiiiiiieieeeeeee e PW-1
VT I = 0 Y (= £ PP PPPPPPPPPPPP F-2
Withdrawn, Expired, Inactive: Redevelopment ProjECt FIlES........ooouiiiiiii et e e e e e e e e e e aara s CM-4
RTAT o] QA= Tox= L1 o TS Y] 1= o 11 ] SR CW-18
WOTIK Orders / SEIVICE REQUESES .......coiiiiiiiiiiiiiiiiee ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt ee ettt eeeeteeeeeeeteeeeeeeeeeeeees CW-18
Ao ] G s @] gl 01T aIST=1 1o IO =T U P F-13
Working Files: CorreSpONAENCE — ROULINE .......oiiiiiiiiiiiiiiiie ettt ettt ettt ettt ettt e et e e e e e e e e eeeeeeees CW-8
Working, Administration or General FileS — EIECHONS ..........iii i e s e e e e e e et a e s e e e e e e eeattraaaeeeeeeeeensnn s CC-8
WORM / DVD-r / CD-r / Blue Ray-R or other unalterable media that does not permit additions, deletions, or changes .................. IT-2
X

Y

Z

Zoning Code Amendments: Planning Files — Approved Permanent and Temporary Entitlements — All ............ccooiiiiiiiiniennniinn, PL-4
Zoning Map: GIS Database — HISTOICAl OUIPUL..........coeieiiiieeeee e IT-1
Ao 011 a1 1Y = oL PP P TP UP PP P PP PPPPPTPPPPN PL-4
Z0oNiNg, Land UsSE, GENEIAI PIAN ........uu sttt e e e e e e ettt e e e e eee e e e ettt e e e eeaeee e st s taa s eeaaeasassstannaaaaeaeeeennnes PL-3
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OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a City Council meeting (then it is the City Clerk.)

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

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

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

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

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

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

Media Options (guideline) — the form of the record: Mag = 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)
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Personnel / Copies - Copies -
Risk 0180 Accident, incident, injury reports: When No When No Mag. Por Copies retained for reference;
EMPLOYEES Longer Longer 9. Fp GC §34090.7
Manag. X #
Required Required
Copies - Copies -
Personnel / . oo - ) . . .
Risk 0180 Accident, incident, injury reports: When No When No Mag, Ppr Copies retained for reference;
MEMBERS OF THE PUBLIC Longer Longer ' GC §34090.7
Manag. X -
Required Required
Finance / Accounts Payable, Invoices, etc. Copies - Copies - Yes:
(Exceptions: Confidential attorney | When No When No : Finance Maintains Originals;
Accounts 0300 Lo . Before Mag, Ppr
Pavable / personnel invoices - see City Longer Longer Pavment GC §34090.7
Y Attorney & Personnel schedules) Required Required y

Brown Act challenges must be
filed within 30 or 90 days of
action; Statute of Limitations on
Municipal Government actions
Lead Dept. Advertising (Legal) 2 years 2 years Mag, Ppr is 3 - 6 months; Statute of
Limitations for mailings for
annexations, special districts,
bonds is 60 days;-GC §834090,
54960.1(c)(1)

Copies - opies - City Clerk maintains a complete
. Agenda Staff Reports (City When No When No y p.
City Clerk . Mag, Ppr agenda packet permanently;
Council) Longer Longer
; - GC 834090
Required Required

CITY OF INDIAN WELLS, CA ©2004 Gladwell Governmental Services, Inc. - all rights reserved o
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RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-2

?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Agreements & Contracts (ALL)
Agreement or Contract, Lease,
MOU, etc. Agreement or

Contract includes Copies - Copies -
. . Yes: Yes: After |All agreements and contracts
CityClerk | 0400  |Blds/Specifications / Scope of When No WhenNo I pofore | MG MIL | o) | oce 0D |are sent to the City Clerk; GC
Work, and Successful Proposal. Longer Longer : oD, Ppr -
; - Completion traetive |834090.7
Change Orders, Insurance Required Required
Certificates and Notices of
Completion are maintained by the
Lead Dept.
Covers E&O Statute of
Limitations (insurance
certificates are filed with
Agreements & Contracts: agreement); Published Audit
ADMINISTRATIVE FILES - NOT Standards=4-7 years; Statute of
funded by a grant . Yes: Yes: After |Limitations: Contracts &
. . Completion Mag, Mfr, L
Lead Dept. 0400 (Correspondence, Project Completion 10 years + 10 vears Before OD. Por S/l C & OD |Spec's=4 years, Wrongful
Administration, Project Schedules, y Completion P Completion|Death=comp. + 5 years,

Certified Payrolls, Copies of
Invoices, Logs, RFP, etc.)

Developers=comp. + 10 years;
Statewide guidelines propose
termination + 5 years; CCP
88337. 337.1(a), 337.15, 343;
GC 834090

CITY OF INDIAN WELLS, CA ©2004 Gladwell Governmental Services, Inc. - all rights reserved
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

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

10 years or Completion Published Audit St_an_daids:4-7
Agreements & Contracts: After + 10 years years; Statute of Limitations:
ADMINISTRATIVE FILES - WITH Funding or After Contracts & Spec's=4 years,
0400. Let's grant funding (Correspondence, . Agency Funding Yes: Mag, Mfr Yes: After |Wrongful Death=comp. + 5
Lead Dept. teilk Project Administration, Project Completion Audit. if Agency Before OD'Ppr‘ S/1 QC & OD |years, Developers=comp. + 10
Schedules, Certified Payrolls, requir’ed Audit, if jCompletion ' Completion|years; Statevvide.guidelines
Copies of Invoices, Logs, RFP, Whichever’is requwed, propose termination + 5 years;
etc.) longer whichever 2 CFR 200.334; 24 CFR
is longer 91.105(h), 92.505, 570.490, &
570.502(a), CCP §8337.
337.1(a), 337.15, 343; GC
§34090; OMB Circular A-110 &
A-133; GC 834090, GC §8546.7
Agreements & Contracts:
UNSUCCESSFUL BIDS,
Lead Dept. | 0170, 0380 UNSUCCESSFUL PROPOSALS, 2 years 2 years Mag, Ppr GC §34090

and RFQs (Request for
Qualifications) that don't result in a
contract

Bids: See Agreements &
Contracts

CITY OF INDIAN WELLS, CA ©2004 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 19.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4
?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Staffing

Boards, Commissions, &
Committees: AUDIO
RECORDINGS - DIGITAL - of

City Preference; State law only

) . P P Ma equires for 30 days; GC
Dept. Meetings (except Council and g requires “or ays
- o . §54953.5(b)
Planning Commission - see City
Clerk's and Planning's schedule)
Boards, Commissions, &
Committees: AUDIO .
. City Preference; State law only
Staffing REC.ORDlNGS X TAPES. of 2 years 2 years Tape requires for 30 days; GC
Dept. Meetings (except Council and (Mag) §54953.5(b)
Planning Commission - see City '
Clerk's and Planning's schedule)
Boards, Commissions, &
Committees: Citizens Advisory
Staffing Formed by CITY COUNCIL, other
Dept. 0120 than ALC and Planning 2 years 2 years Mag, Ppr GC §34090
Commission (AGENDA
PACKETS)
Boards, Commissions, &
Committees: Citizens Advisory Brown Act challenges must be
Staffing Formed by CITY COUNCIL filed within 30 or 90 days of
Dept. | 0120:0455 | xqendas, Notices, Affidavits of | 2 Y83'S 2 years Mag, Ppr action; GC §§34090,

Postings, Proof of Publications,
etc.)

54960.1(c)(1)
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RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-5

Office of

Record

(OFR)

File No. ‘

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive

(Off-site, ODJ

or Mfr)

Total
Retention

Vital?

Media
Options

Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

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

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

Boards, Commissions, &
Committees: Citizens Advisory Yes: After Notes taken to facilitate the
Staffing Formed by CITY COUNCIL Mag, Mfr, ’ writing of the minutes can be
Dept. 0120 (MINUTES, RESOLUTIONS) P i Yes OD, Ppr oA QC & 0D destroyed after minutes have
Exception: Planning Commission 5 been adopted; GC §34090
(City Clerk is OFR)
Boards, Commissions, & VY_Z?]” g‘ro V\Il_t;in g‘ro Brown Act challenges must be
Staffing 0120 Committees: Citizens Advisory Requigr]ed i Requi?ed . Mag. Por filed within 30 or 90 days of
Dept. Formed by CITY COUNCIL (Staff |, . - 9. Fp action; GC §§34090,
Minimum 2 Minimum 2
Reports) 54960.1(c)(1)
years years
Subcommittees can not take
_ Boards, Commissions, & action -- all recomm_endations
Staffing . . . go to the full Council; Brown Act
0120 Committees: City Council 2 years 2 years Mag, Ppr . .
Dept. Subcommittees (All records) challenges must be filed within
30 or 90 days of action; GC
8834090, 54960.1(c)(1)
Boardg, Cori1m|SS|ons, & When No When No
Committees: External
0120 . Longer Longer Mag, Ppr Non-records
Organizations (e.g. County Board i :
. Required Required
of Supervisors)
Brochures: See Reference
Materials
Copies - Copies - . . ) .
. Yes: Yes: After |Copies; Final must be filed with
Finange/ 0330 Budgets - Finals When No When No Current Mag, Mir, S/l QC & OD |County Auditor; GC §34090.7,
Admin. Longer Longer Fiscal Year OD, Ppr Syears |40802, 53901
Required Required ’
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RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-6

?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Finance / Copies - Copies -
Accounts 0390 Cash Receipts iDetail / Backup / When No When No Mag, Ppr GC §34090.7
. Accounts Receivable Longer Longer
Receivable ; 2
Required Required
City Preference; All
infrastructure change orders
should be permanent for
emergency preparedness;
Yes: Yes: After |Statute of Limitations is 4 years;
Lead Dept. 0400 Egsgge Orders - Infrastructure / Completion P P Before I\/Ioag, glf; S/l QC & OD |10 years for Errors &
Completion P lnactive |Omissions; CCP 88337.
337.1(a), 337.15, 343; GC
834090, Contractor has
retention requirements in 48
CFR 4.703
Covers E&O Statute of
Change Orders - Non- Limitations ; Publishe-d Audit
Standards=4-7 years; Statute of
Infrastructure (Examples of Non- L
Infrastructure: Consultant Limitations: Contracts &
= ashiic u ?_' do Sutiants, Completion Yes: Mag. Mfr Yes: After |Spec's=4 years, Wrongful
Lead Dept. 0400 ranchises, Landscaping, Completion | 10 years P Before 9 ' S/1 QC & OD |Death=comp. + 5 years,
Painting, Paving, Slurry Seals, + 10 years - OD, Ppr : - :
T Completion Cempletion | Developers=comp. + 10 years;
Tree Trimming, Leases, h .
P | Professional Servi Statewide guidelines propose
tersonne, rofessional Services, termination + 5 years; CCP
etc.) §8336(a), 337 et. seq., GC
§34090
Copies - Copies -
. Yes: After
City . ) . When No When No Mag, Mfr, D —
Attorney 0450 City Attorney: Opinions Longer Longer oD, Ppr S/l C & OD |GC 8§34090.7
; : ble
Required Required
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
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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, complaints, claims, public records act requests, audits and/or investigations susEend normal retention periods (retention resumes after settlement or completion).

Copies - Copies - ) . Copies retained in department
Personnel / When No When No ves: Mag, Mfr Yes: After, for 1 year; Risk Management
Risk 0180 Claims / Liability Claims Before ' ' S/l QC & OD RO .
Manag. Longer Longer Settlement OD, Ppr . administrates claim; GC
Required Reqguired §834090.7, 34090.6
Committees / Staff Meetings:
Internal attended by employees
Lead Dept. 0100 (e.g. Records Management 2 years 2 years Mag, Ppr GC 834090
Committee, In-House Task
Forces, etc.)
Statute of Limitations for public
official misconduct is discovery
of offense + 4 years ; State and
Lead Complaints (against Personnel - Final Final Yes: Fed laws is until final disposition
0100, 0210, . . . . . 5 .
(Respond- 0760 e.g. misconduct, abuse, excessive | Disposition Disposition Before Mag, Ppr of formal complaint; State
ing) Dept. force, etc.) + 5 years + 5 years [ Disposition requires 2 years after action;
EVC 8§ 1045, GC 8812946,
12960, 34090; PC §8801.5,
803(c), VC 82547
City preference; Statute of
Limitations for personal
0100, 0210, |Complaints / Service Orders property, fraud, etc. is 3 years;
Lead Dept. 0760 (operational) 3 years Syeas Mag Ppr Claims must be filed in 6
months; CCP 8-340 et seq.,
342,-GC §34090
Contracts: See Agreements
Copies - Copies -
Copies or duplicates of any record V\Il_giggo V\II_i;(:lr;é\iro Mag Ppr GC 834090.7
Required Required
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Dept. that

Authors Correspondence - ROUTINE
Document (Content relates in a substantive

Recc:' o way to the conduct of the

ives S )

the City's Ologéfglo' public’s business) 2 years 2 years Mag, Ppr GC §34090
DOriginaIt (e.g. Letters, Memorandums,

(chr(;l:nm;n Administrative, Chronological,

outside General Files,

source)
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

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

Content NOT Substantive, or
NOT made or retained for the

Electronic and paper records
are categorized, filed and
retained based upon the
CONTENT of the record.
Records where either the
Content relates in a
substantive way to the

Dept. that urpose of preserving the conduct of the public's
Authors p P . P 9 business, or ARE made or
informational content for future .
Document eference retained for the purpose of
or ' preserving the informational
Receives When No When No content for future reference
0100, 0110, ists -i
the City's 0210 (e.g. calendars, checklists dnstant | ) pnger Longer Mag, Ppr are saved by placing them in an
e messaging, inventories, Reguired Required . - )
Original invitations. loas. mailing lists equire equire electronic or paper (project) file
Document meetin rc;orr?ré istrati%ns ' folder and retained for the
(from an gro 9 ‘ applicable retention period. If
outside speaker slips, staff not mentioned here, consult the
source) videoconference chats, notes and Citv Attornev to detérmine if a
recordings, supply inventories, y Al y X .
telephone messages, text recqrd' is considered transitory /
messages, transmittal letters, gg?g};& ((::1 r)afé 4 (écs§§é3:|090’
thank yous, requests from other ’ ! ps. &al.
- . Atty. Gen. 317 (1981)); City of
cities, undeliverable envelopes, San Jose V. Suberior Court
visitors logs, voice mails, . - oup u
webpages, etc.) (Smith). S218066. Supreme
T Court of California, 2017
Lead Databases Indefinite Indefinite Yes Mag. Data s interrelated; GC §34090
Depart. et seq.
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Office of

Record

(OFR)

File No. ‘

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive

(Off-site, ODJ

or Mfr)

Total
Retention

Vital?

Media
Options

Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

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

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

As long as the drafts and notes
are not retained in the "Regular

Drafts & Notes: Drafts that are When No When No Course of Business". Consult
Lead Dept. . o . Longer Longer Mag, Ppr . L
revised (retain final version) ; : the City Attorney to determine if
Required Required . .
a record is considered a draft.
GC 8834090, 6252, 6254(a)
City preference; GC §834090,
6252, 6254(a); 64 Ops. Cal.
Lead E-mail relating to the conduct of 2 vears 0 vears Ves Ma Atty. Gen. 317 (1981)); City of
Depart. the City's business y y 9 San Jose v. Superior Court
(Smith). S218066. Supreme
Court of California, 2017
Meets auditing standards;
Grants covered by a
Consolidated Action Plan are
Grants / CDBG / Reimbursable required for 5 years; Uniform
Claims / FEMA Claims / OES After After Admin. Requirements for Grants
Claims (SUCCESSFUL Reports, Funding Funding to Local Governments is 3 years
0390. 0640 Audit Reports, other records Age_nc_y Ageiicy Mag, Mir Yes: After |from expenditure report or final
Lead Dept. Oé60 " |required to pass the funding 2 years Audit, if Audit, if OD’Ppr’ S/l QC & OD |payment of grantee or
agency's audit, if required) Required - | required - ' tractive |subgrantee; statewide
Minimum 5 fMinimum 5 guidelines propose 4 years; 2
Grants received by the City, years years CFR 200.334; 24 CFR
including CDBG 91.105(h), 92.505, 570.490, &
570.502(a), 29 CFR 97.42;
OMB Circular A-110 & A-133;
GC 834090; GC §8546.7
0390, 0640, |Grants (UNSUCCESSFUL
Lead Dept. 0660 Applications, Correspondence) 2 years e years Mag, Ppr GC 534090
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Personnel

Grievances - ALL

Copies -
When No
Longer
Required

Copies -
When No
Longer
Required

Yes: Before
Disposition

Mag, Ppr

City Preference; All State and
Federal laws require retention
until final disposition of formal
complaint; State requires 2
years after action is taken; GC
§812946, 12960, 34090

Lead Dept.

0400

Insurance Certificates -
Infrastructure / Land

Completion

Yes:
Before
Completion

Mag, Mfr,
OD, Ppr

Yes: After
QC & OD
Cemleten

City Preference; All
infrastructure change orders
should be permanent for
emergency preparedness;
Statute of Limitations is 4 years;
10 years for Errors &
Omissions; CCP §8337.
337.1(a), 337.15, 343; GC
834090, Contractor has
retention requirements in 48
CFR 4.703

Lead Dept.

0400

Insurance Certificates - Non-
Infrastructure (Examples of Non-
Infrastructure: Consultants,
Franchises, Landscaping,
Painting, Paving, Slurry Seals,
Tree Trimming, Leases,
Personnel, Professional Services,
etc.)

Completion

10 years

Completion
+ 10 years

Yes:
Before
Completion

Mag, Mfr,
OD, Ppr

Yes: After
QC & OD
Completion

Covers E&O Statute of
Limitations ; Published Audit
Standards=4-7 years; Statute of
Limitations: Contracts &
Spec's=4 years, Wrongful
Death=comp. + 5 years,
Developers=comp. + 10 years;
Statewide guidelines propose
termination + 5 years; CCP
§8336(a), 337 et. seq., GC
§34090
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Office of . - . . .
Record File No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

s Yes: Yes: After
City Clerk | 0180 g‘sr‘::;r‘c‘i: itegt)'f'cates (for Fcolg’lvgrlirf Fé::;vgrlirf Before '\éag' 2";:' S/I | OC& 0D |GC §34090.7
T Completion ' Cempleten
When No When e . . City Attorney is OFR for
City Lawsuits, Litigation, Pending Longer Longer Yes: Mag, Mfr Yes. After lawsuits; Risk Management
0470 o ’ Required Required Before ' ' S/l QC & OD S o
Attorney Litigation oD, Ppr administrates claim; GC
(Upon (Upon Settlement Settlement §534090.7, 34090.6
Settlement) Settlement) o '
Minutes: See Commissions,
Committees and Boards
Previous MSDS may be
obtained from a service; MSDS
e o0
(MSDS) / Safety Data Sheet (SDS) .
/ Chemical Use Report Form (or Mag, Mfr, ves: After substgnce / agent,. where &
Lead Dept. records of the chemical / 30 years e OD, Ppr sh QC & 0D &.OD Wh‘?” 't_ was used is
substance / agent, where & when mairitained foi _30 years,
it was used) Applies to qualified employers;
8 CCR 3204(d)(1)(B)(2 and 3),
29 CFR 1910.1020(d)(1)(ii)(B),
GC §34090
ies - ies - Return any whole un
Citv Clerk 0460 Municipal Code (th . Vci:lﬁgrff\lo VC\ZIEZ:T\lo cYes: t Mag, Mfr, S/l % toettilije C?tyyCIercIl;eCl)Jrigl;i?iz(ljsCOdes
Ity &er unicipal Code (these are copies) Longer Longer O:Jigiir;l oD, Ppr - QT maintained by City Clerk
Required Required Permanently; GC §34090
When No When No Non-records - may be obtained
Lead Dept. Newspaper Clippings Longer Longer Ppr from the newspaper company;
Required Required GC §34090
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Office of

Record

(OFR)

File No. ‘

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive

(Off-site, ODJ

or Mfr)

Total
Retention

Vital?

Media
Options

Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

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

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

City Preference; All
infrastructure change orders
should be permanent for
emergency preparedness;
Notice of Completion - _ Yes: Mag, Mfr Yes: After |Statute of Limitations is 4 years;
Lead Dept. 0400 Infrastructure / Land Completion P P Before oD ' Ppr‘ S/l QC & OD |10 years for Errors &
Completion ' lnactive |Omissions; CCP 88337.
337.1(a), 337.15, 343; GC
834090, Contractor has
retention requirements in 48
CFR 4.703
Covers E&O Statute of
Notice of Completion- Non- Limitations ; Publishe-d Audit
Standards=4-7 years; Statute of
Infrastructure (Examples of Non- L
Infrastructure: Consultants Limitations: Contracts &
Franchises, Landscaping l Completion Yes: Mag, Mfr Yes: After |Spec's=4 years, Wrongful
Lead Dept. 0400 o ' ' Completion | 10 years Before ' ' S/1 QC & OD |Death=comp. + 5 years,
Painting, Paving, Slurry Seals, + 10 years - OD, Ppr ; - :
2 Completion Cempletion | Developers=comp. + 10 years;
Tree Trimming, Leases, h L
Personnel, Professional Services State.WId.e guidelines propose
' ! termination + 5 years; CCP
etc.) §8336(a), 337 et. seq., GC
§34090
Statute of Limitations on
Notices: Public Hearing Notices, i\/lun|C|paI Gove.rnment actions
_ bids. etc. |§ 3_- 6_months, st.a.tute of
Staffing | 0120, 0380, ' 2 years 2 years Mag, Ppr Limitations for mailings for
Dept. 0420, 0450 (See Correspondence: Transitory ' annexaitions, special districts,
for undeliverable envelopes) bonds is 60 days; CCP 55337 et
seq, 349.4; GC §834090,
54960.1(c)(1)
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Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Copies - Copies -
. . When No When No Mag, Mfr, Originals maintained by City
City Clerk 0460 Ordinances Longer Longer ves (all OD, Ppr S No Clerk Permanently; GC §34090
Required Required
Ensure records kept in
Upon Upon ) .
. . Department files comply with
Separation, Separation, Before City policy (all originals are sent
Personnel 0530 Personnel Files Send All Send All . Mag, Ppr Y policy g
L . Separation to Human Resources, only the
Originals to Originals to P o .
Personnel Personnel Supervisor's file is maintained in
departments); GC §34090.7
Before Preliminary Drafts, Notes
Personnel Files (Supervisors File Annual maintained in a separate folder
Personnel 0530 of notes - incorporated into Annual 1 year 1year JPerformanc| Mag, Ppr to be incorporated into
Performance Evaluations) e performance evaluation; GC
Evaluation 834090 et seq.
Digital photographs are
maintained by Information
Technology; Some photographs
_ When No When No may t_)e retained permanently as
Photographs, City Related (analog historical records, some may be
Lead Dept. 0160 - Longer Longer Mag, Ppr : .
/ prints) ? : destroyed right away; some
Required Required

photographs are drafts that
become part of a newsletter or
other documents; GC §34090 et
seq.
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

. ] v
& Public 0160 Press Releases Before Mag, Ppr GC §34090.7
Relations Longer Longer Payment
Required Required
Copies - Copies - . oo - .
Finance / Purchase Orders, Purchase When No When No Yes: Purchasing is O.FR‘ Finanma-l
- 0380 S Before Mag, Ppr records are audited annually;
Purchasing Requisitions Longer Longer
; : Payment GC §34090.7
Required Required
Department preference (not
accessible to the public until
close of escrow); USPAP
When No When Mo (Uniforrri Standards_ of '
L Professional Appraisal Practice)
onger Longer Mag, Mfr Yes: After |ethical standards require
Lead Dept. Real Estate Appraisal Reports Required - Required - = S | o . .
Minimum 7 Minimim 7 OD, Ppr QC & OD |appraisers to retain _records for
ears cars at least 5 years, or final
y y disposition + 2 years, if used in
a judicial proceeding; statewide
guidelines show 2 years; GC
8834090, 6254(h)
Lead Dept. 0170 Records Inventories Indefinite Indefinite Yes Mag Data is superseded; GC §34090
Lead Dept. 0170 Ec?rcn(:rsds Management Audit 2 years 2 years Mag, Ppr GC 834090
Reference Materials: Policies,
Procedures, Reports, Activity Statewide guidelines propose
0100, 0710, |Reports, Brochures, Manuals, Minimum of Minimum of g P p.
Lead Dept. - Mag, Ppr superseded + 2 or 5 years; GC
0730, Newsletters, Directives, Goals & 2 years 2 years §34090
Objectives, Handbooks, etc.:
Produced by YOUR Department
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Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
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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, complaints, claims, public records act requests, audits and/or investigations susEend normal retention periods (retention resumes after settlement or completion).

Reference Materials: Policies,
Procedures, Reports, Activity
Reports, Brochures, Manuals,
0100. 0710 Ne\_/vslgtters, Directives, Goals & When No When No
07’30 ' |Objectives, Handbooks, etc.: Longer Longer Mag, Ppr Non-Records
' Produced by OUTSIDE Required Required
ORGANIZATIONS (League of
California Cities, Chamber of
Commerce, etc.)
Reference Materials: Policies,
Procedures, Reports, Activity
Reports, Broch_ure; Manuals, When When _
Lead Dept. 0100 Newsletters, Directives, Goals & S ded S aedl Mag, Ppr Copies; GC §34090.7
Obijectives, Handbooks, etc. : upersede upefseae
Produced by OTHER
Departments
Reference or Working Files: See
Correspondence
0100, 0620,
0625, 0710, . o Yes: After |Administratively and Historically
Lead Dept. | 0730, 0760, zgg%@z%‘d Studies (Historically 10 years P P '\C/I)ag hPA;rr S/l QC & OD |significant, therefore retained
0770, 0840, ' 10-years |permanently; GC §34090
0850, 0860
0100, 0620, When No When No Information is outdated after a
0625, 0710, |Reports and Studies (other than Longer Longer period of time; statewide
Lead Dept. | 0730, 0760, |Historically significant reports - Required - Required - Mag, Ppr guidelines propose 2 years; If
0770, 0840, |e.g. Annual Reports) Minimum 2 Minimum 2 historically significant, retain
0850, 0860 years years permanently; GC §34090
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Retention / Disposition
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Active
(in office)

Inactive

(Off-site, ODJ

or Mfr)

Total
Retention

Vital?

Media
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Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

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

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

Resolutions - City Council, Copies - Copies - Originals maintained by City
City Clerk 0460 Planning Commission, ALC, and When No When No Yes (all) Mag, Mfr, S No Clerk Permanently: GC
Redevelopment Agency (these are| Longer Longer OD, Ppr
. ; : §34090.7
copies) Required Required
City preference; GC §834090,
6252, 6254(a); 64 Ops. Cal.
Lead Social Media postings relating to Atty. Gen. 317 (1981)); City of
Depart. the conduct of the City's business 2 years 2 years Yes Mag. San Jose v. Superior Court
(Smith). S218066. Supreme
Court of California, 2017
. . Transitory records not retained
Copies - Copies - in the ordinary course of
Speaker Cards (submitted at When No When No . y
Lead Dept. - . Ppr business (used to accurately
public meetings) Longer Longer : .
Required Required produce minutes); GC §834090
et seq., 6254(a)
Statute of Limitations any
Yes: Uni srument nwiing: or o
Lead Dept. | 0160, 0610? |Special Event Permits 4 years 4 years Event Mag, Ppr o g .
Completed specifically provided for is 4
P years; GC 834090, CCP 88337,
343
Surveys / Questionnaires (that the
City issues). If a summary of the
data is compiled, the survey forms
Lead Dept. 0100 are considered a draft or transitory 2 years 2 years Mag, Ppr GC §34090
record, and can be destroyed
when no longer required.
Tapes: See Boards &
Commissions
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RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Lead Dept.

Telephone Messages

When No
Longer
Required

When No
Longer
Required

Ppr

As long as they are not retained
in the "Regular Course of
Business". Consult the City
Attorney to determine if a record
is considered a draft. GC
§34090, GC §6252

Finance /
Payroll

0360

Time Cards / Time Sheets

Copies -
When No
Longer
Required

Copies -
When No
Longer
Required

Mag

Copies; GC §34090.7

Lead Dept.

Training - All Course Records

(Attendance Rosters, Outlines and
Materials; includes Ethics,
Harassment Prevention & Safety
training & Tailgate Training
Meetings)

2 years

5 years

7 years

Mag, Mfr,
OD, Ppr

Yes: After

QC & OD
Inactive

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 83203 et seq., 29 CFR
1602.31, LC §6429(c); GC
§812946, 12960, 34090,
53235.2(b), 53237.2(b)

Lead Dept.

0100

Work / Vacation Schedules

2 years

2 years

Mag, Ppr

GC §34090
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active . Total . Media |I=Import |Paper after
- 2
(OFR) (in office) (Of;rs;\tﬁ’r)OD. Retention vital’ Options | M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Dept.
Providing
Service /

Work

0100

Work Orders / Service Requests
(Department providing service
retains originals; department
asking for service is considered a
copy)

3 years

Mag Ppr

Consistent with operational
complaints; CCP 88338 et seq.,
340 et seq., 342, GC 834090
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%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. | Destroy
Image: Paper
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(in office) | CD or Mfr | Retention Options| M=Mfr
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S=Scan .

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).

BUILDING
Mag, Yes: After
Building | 0490, 0700 |Address Changes / New Addresses 2 years P P Mfr, OD, S/ QC & OD | GC 834090
Ppr Ne
Department Preference - Data is
Building Building Permit Database P P Yes (all) Mag interrelated; GC 834090, H&S
§19850
Mag Yes:
- Certificates of Occupancy (filed with ' After QC |Statewide guidelines propose life
Building Building Permits) P : ves (all) MfrF;;?D’ S 1 7g 0D |of building; GC §34090
Iyear
When No When No Transngry record not retair_led in
. . the ordinary course of business
Building 0170 Daily Logs Longer Longer Ppr : - .
Required Reduired (entered into Building Permit
q 9 database); GC §34090 et seq.
Public When No When No . . )
Works / 0720 Grading Permits (final) Longer Longer Ppr Public Works is OFR; GC
. ; . §34090.7
Engineer. Required Required
PERMITS: Building Permits (except Mag ves:
Building | 0710, 0950 |cancelled permits where no work P P Yes (all) |Mfr, OD, S/l After QC |Statewide 9“'de"”es propose
was started) Ppr & OD |permanent; GC 834090
90-days
When No When No
Planning Plan Check Files Longer Longer Ppr Planning is OFR; GC §34090.7
Required Required
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%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference

. | Destroy

Image: Paper

Active Inactive / Total . Media | I=Import
?

(OFR) (in office) | CD or Mfr | Retention vital Options| M=Mfr after
_ Imaged &

S=Scan .

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

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

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

PERMITS: Expired by Time
Limitations (Abandoned) Building Departr_nent P_reference to cover
Permits - Projects that have NOT the period of time for reduced
Building | 0710, 0950 |been Started (Submittal 180 days 180 days Mag, fees; Permits expire if work is not
. Ppr commenced within 180 days, and
Documents / Plans belonging to may be extended for 180 days if
applicant - both residential and requested; GC §34090
commercial) '
PLANS: Approved Construction
D PI -
COOCI\:QSSZSAT M?JnLSTI-FAMILY Department Preference; Law
DWELLINGS, PLACES OF PUBLIC requires for tiie life of the building
el " Ma Yes: for commercial and common
Buildin ACCOMMODATI?N |(m-c udes sols p p Yes (all) | Mfr ob| s | ater oc |Interest dwellings; Statewide
g reports, energy caicu ations, P ; ' - & 0D guidelines propose 2 years for
commercial structural plans, _ P — |blueprints & specifications; CBC
commercial structural calculations, 104.7 & 107.5. H&S§19850, GC
Private NPDES permits, Hazardous §34'090 - '
Materials Questionnaire,
applications, etc.)
PLANS: Approved Construction When No When No Dep_art_rpent lf’_refer?nce; Permitg
Documents and Plans - EXPIRED Longer Longer Ma \?v)i(tri)ilirr? isv(\)lodra '2 n;ndcfngmszce
Building PERMITS - Projects that have been| Required - Required - | Yes (all) Pp?’ octondod for 31’8'0 days ify
_Started ("Sta_lled." projects, etc. - Minimum Minimum requested: HES§19850, GC
includes applications) 180 days 180 days §34090
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%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. | Destroy
Image: Paper
(OFR) _Actiye Inactive / Totai Vital? Mgdia Ileport affer
(in office) | CD or Mfr | Retention Options| M=Mfr
_ Imaged &
S=Scan .

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

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

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

Department Preference; Law
requires for the life of the building
for commercial only; Statewide
PLANS: Approved Construction Mag, Yes: gﬁj:eyi?ifsgrgp:;zcizgsf ?I;C
Building Documents and Plans - 180 days 180 days Yes (all) |Mfr, OD, S/I After QC requ?re plans Ee retained i80 days
RESIDENTIAL (all) Ppr & OD .
from completion date for
residential and appurtenances;
CBC 104.7 & 107.5, H&S819850,
GC §34090
When No When No Mag Transitory records not retained in
Building 0700 Reports - Building Longer Longer Ppr' the ordinary course of business;
Required Required GC 834090
Requests & Permissions to Receive Mag
Building Copies of Plans (Correspondence to 2 years 2 years ' GC §34090
. Ppr
and from Architects)
Uniform Building Codes / California
Building Building Code (CBC, UBC, UPC, When When Mag, GC §50022.6
Superseded Superseded Ppr
UEC, etc.)
CODE ENFORCEMENT
Case is open until satisfactorily
Building / _ Yes: resolved (some cases are n_ot
Code Co_de Enforcement Case Eiles/ 2 years aftier 2 years aft_er ves: Until Mag, After OC re;o_lved); City Clerk maintains
0440 Nuisance Abatement / Notices of Satisfactorily Satisfactorily| . Mfr, OD, S/l Alter QC original staff reports and
Enforcem N Resolution & OD .
ent Violation Resolved Resolved Ppr 1year resolut_ions that are presented to
Council; CFC §104.3.4, GC
§34090
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%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. | Destroy
Image: Paper
(OFR) _Actiye Inactive / Totai Vital? Mgdia Ileport affer
(in office) | CD or Mfr | Retention Options| M=Mfr
_ Imaged &
S=Scan .

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

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

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

Building / Cer Enforcement Case Files/ Resolution / Mag Yes:
Code 0440 Nuisance Abatement / Notices of Payment + 3 P p Yes: Until Mir O’D S/l After QC |Department Preference; CFC
Enforcem Violation - Habitual Violators, Resolution ! ’ — & OD |8104.3.4, GC 834090
ent Liens, or Commercial Complexes years Ppr 1 year
Building / Co_de Enforcement Case Eiles/ Resolution / Rocolition | Mag Yes:
Code 0440 Nuisance Abatement / Notices of Payment + 3 Payment + 3 Yes: Until Mir O’D S/l After QC |Department Preference; CFC
Enforcem Violation - Routine, No liens, not Resolution ! ' — & OD 18104.3.4, GC 834090
ent Commercial Complexes years b Ppr doear
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%fzgsrgf File No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) Active o site, ol Vitalp | Media jI=limport oo
(in office) Retention Options | M=Mfr
OD or Mfr) _ Imaged &
S=Scan ‘o

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 ATTORNEY
Yes: .
City Attorney 0450 City Attorney Opinions P P Yes Mag, Mir, S/l After QC Department Preference; GC
oD, Ppr & OD 834090
Finance is OFR for other
. |invoices; Department Preference
ves: to cover auditing standards;
City Attorney 0300 Invou_:es fr_om contract law firms 2 years 3 years 5 years Yes: U ntil | Mag, Mir, S/l After QC Statewide guidelines propose
(confidential) Paid oD, Ppr & OD . . .
audit + 4 years; Published
y articles show 3 - 7 years; GC
§34090
Yes: Department Preference for
. Lawsuits / Litigation - Historical . Yes: Until |Mag, Mfr, After QC |historical purposes; CCP §§ 337
City Attorney 0470 Cases Resolution P - Resolution | OD, Ppr Si & OD |etseq.; GC 8§ 911.2, 34090,
Settled |34090.6; PC §832.5(b)
Yes: Department Preference; Covers
. o . . ) . ’ various statute of limitations;
City Attorney 0470 Lawsuits / Litigation - Routine Resolution 5 years Resolution +J Yes: U_ntil Mag, Mfr, S/l After QC CCP §8 337 et seq.; GC §§
Cases 5 years Resolution | OD, Ppr & OD )
- 911.2, 34090, 34090.6; PC
§832.5(b)
When No When No
Personnel Potential Claims Longer Longer Mag, Ppr Copies; GC §34090.7
Required Required
When No When No
. . . Longer Longer Some material may be required
City Attorney Stl::b)JeCt / Project Files (Cable TV, Required Required Mag, Ppr for reference, depending upon
' (minimum 2 (minimum 2 subject; GC §34090
years) years)
City Attorney Subpoenas 2 years 2 years Ppr GC 834090
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) _Actiye Inactive / Tota} Vital? Me_dia I=Ir11port Paper after
(in office) | CD or Mfr § 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).

CITY CLERK
Statute of Limitations for mailings
Ma for annexations, special districts,
City Clerk 0455  |Affidavits of Postings 2 years 2 years P ? bonds is 60 days; Municipal
P Government actions is 3 - 6
months; GC 834090
Agenda Packets and Agendas - Mag
City Clerk (City Council & Redevelopment/ p p Mfr, OD. S/l Yes: After |Department Preference; GC
Successor Agency / Oversight QC & OD 834090 et seq.
Ppr
Board)
Agreements & Contracts (ALL
INFRASTRUCTURE) Agreement
or Contract, Lease, MQU’ ete. Department Preference; All
Agreement or Contract includes infrastructure. JPAs. & Mutual
Specifications/Bid Documents and Aid contracts should be
Successful Proposal / Scope of permanent for emergency
Work) Yes: Ma Yes: After preparedness; Statute of
. . ) 9 ' Limitations is 4 years; 10 years
City Clerk | 0400 |Examples of Infrastructure: Completion - Before \Mfr, OD,| S/l QC&OD It Frrors & Omissions: land
Architects, buildings, bridges, Completion| Ppr haetive | e ore permanem’ by law:
covenants / CC&Rs, golf course CCP §§337. 337.1(a), 337 15’
(rjede?'gn / CO”s””kCF'O”’ 343; GC §34090, Contractor has
eve opment,_ par |mprovements, retention requirements in 48 CFR
property restrictions, reservoirs, 4.703(a)
settlement, sewers, sidewalks, '
street & alley improvements,
utilities, water.
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) _Actlye Inactive / Tota} Vital? Me_dla I=Import | Paper after
(in office) | CD or Mfr § 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 investiqations susBend normal retention periods (retention resumes after settlement or completion).

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

Agreements & Contracts Yes: Mag, Yes: After .
City Clerk 0400 |(Development Agreements, Completion P P Before |Mfr, OD,| S/I QC&OD records are permanent by law;
DDAs OPAs, MOUs, etc.) Completion| Ppr Inactive CCP §5337. 337.1(a), 337.15,
! ! ) 343; GC §34090, Contractor has
retention requirements in 48 CFR
4.703
Agreements & Contracts (ALL
NON-INFRASTRUCTURE)
Examples of Non-Infrastructure:
Consultants, Franchises,
Landscaping, Painting, Paving, Covers E&O Statute of
Slurry Seals, Tree Trimming, Limitations (insurance certificates
Leases, Personnel, Professional are filed with agreement);
Services, etc.) Agreement or Published Audit Standards=4-7
Contract, Lease, MOU, etc. . . years; Statute of Limitations:
. Agreement or Contract includes . Completion ves: Mag, Yes: After Contracts & Spec's=4 years
City Clerk 0400 greemen . Completion | 10 years P Before |Mfr, OD, S/1 QC & OD P a Y ’
Specifications/Bid Documents and + 10 years Completion|  Ppr Completion Wrongful Death=comp. + 5
Successful Proposal / Scope of years, Developers=comp. + 10
Work) years; Statewide guidelines
propose termination + 5 years;
Examples of Non-Infrastructure: CCP 88337. 337.1(a), 337.15,
Consultants, Franchises, 343; GC §34090
Landscape Maintenance, Painting,
Slurry Seals (Paving), Tree
Trimming, Leases, Human
Resources, Professional Services
City Clerk 0625 |A i / LAFCO P P M?Aang S/l Y;es: After, Land R ds; GC 834090
ity Cler nnexations |r3’pr , [l c &op |-and Records; §
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?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) _Actiye Inactive / Tota} Vital? Me_dia I=Ir11port Paper after
(in office) | CD or Mfr § 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 investiqations susBend normal retention periods (retention resumes after settlement or completion).

- . Mag, . .
. Assessment District Formation Yes: After |Department Preference; GC
City Clerk 0410 Records P i Mf;’,gD’ Sil QC & OD 834090 et seq.
Department Preference to match
Audio Recordings of Council expected life of aud.lo cassettes;
City Clerk Meetings - Analog - Tapes (Audio 5 years 5 years Mag State. law onl_y requires for 30
Tapes or Digital Recordings) days; Cquncﬂ Policy A_lll allows
destruction after 30 days; GC
§54953.5(b)
Department Preference; State
Audio Recordings of Council law only requires for 30 days;
City Clerk Meetings - Digital (Audio Digital P P Mag Council Policy A-11 allows
Recordings) destruction after 30 days; GC
§54953.5(b)
Term of Term of Mag, Yes: After Department preference: GC
City Clerk 0160 Biographical Data - City Council Office + 2 Office + 2 Mfr, OD, S/l QC & OD §34090 '
years years Ppr No
Department preference for
Planning & ALC members;
Boards, Commissions & . S“?‘tﬁ“e of Limitatior_ls: .PUb"C
City Clerk | 0120 |Committees - APPLICATIONS: Duration of P P Mag, official misconduct is discovery of
Office Ppr offense + 4 years, Statewide
APPOINTED Hali i
guidelines propose Appointment
+ 5 years; GC §34090; PC
§8801.5, 803c
Boards, Commissions & M
City Clerk 0120 Committees - APPLICATIONS: 2 years 2 years Pa;)?‘ GC 834090 et seq.
UNSUCCESSFUL
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Image: Destroy
(OFR) _Actiye Inactive / Tota} Vital? Me_dia I=Ir11port Paper after
(in office) | CD or Mfr § Retention Options| M=Mfr Imaged &
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Department Preference; Statute
Boards, Commissions & Mag, Yes: After of Limitations: Public official
City Clerk |0120, 0420 |Committees - Appointment P P Mfr, OD S/l m misconduct is discovery of
Certificates Ppr QC &0D offense + 4 years, GC 834090;
PC §8801.5, 803c
. Notes taken to facilitate the
. Boards, Commissions, & Mag, Yes: After writing of the minutes can be
City Clerk 0120 N ) ' P P Yes Mfr, OD, S/l QC & 0OD .
Committees: Bylaws Ppr destroyed after minutes have
) been adopted; GC §34090
. Copies - Lopies. Yes: Mag, Yes: After
Finance | 0330 |Dudgetsand CIP Budget-Final | When No WhenNo § -, ent |Mfr,OD,| S/I | QC&OD |GC §34090.7
Adopted Longer Longer Fiscal Year| Ppr
Required Required
City Clerk determines historical
significance; records can address
. . . . Mag, Yes: After |a variety of subjects and media.
City Clerk ggggs (Ce'té T:]Sétg:gégt?;ﬁrléi;F;Z;Trgti ) P P Mfr, OD, S QC & OD |Some media (e.g. audio and
e ’ R Ppr No video tape) may be limited
because of the media's life
expectancy; GC §34090
City Land and Property -
Acquisition and Disposition
(Recorded Documents -
. Abandonments, Deeds Mag,
City Clerk {0490, 0730 ’ b 2 years P P Mfr, OD, S/l No GC 834090
Easements, Covenants, Liens, Ppr
Offers of Dedication, Title Reports,
Restrictions, Right of Way,
Vacations, etc.)
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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 investiqations susBend normal retention periods (retention resumes after settlement or completion).

. . L Mag, Yes: After
. City Newsletters, City Publications 7; Department preference for
City Clerk 0160 of éignificant Historié/al Value 2 years P P MfL’FE?D’ S/ CS@OD HisE[)oricaI Va?ue; GC §34090
Personnel .| Mag, Yes: After L
/ Risk Claims (Liability Claims) 2 years 2years | Yos untl iy gD, s oc g op |Department Preference (copies);
Settlement GC §34090.7
Manage. Ppr Settled
. Condemnation Proceedings / Settle + 5 Settle + 5 Mag, Meets all auditing requirements;
City Clerk | 0490, 0700 Eminent Domain years years Ppr GC 834090
Economic Interest Filings (FPPC
700 Series Forms - Statement of Mag
) Economic Interests): ' After 2 |City maintains original
City Clerk | 0445 | e g GNATED EMPLOYEES & 2 years 5 years { years Mf;; ob| S years sta>t/ements; GC §981009(e) & (g)
CONSULTANTS (specified in the pr
City's Conflict of Interest code)
Economic Interest Filings (FPPC
700 Series Forms - Statement of
Economic Interests): PUBLIC Duration of Ditation of Department Preference; City
. OFFICIALS (elected & not elected. . : Mfr, OD, After 2 |maintains copies only; original
City Clerk 0445 . . Office + 4 Office + 4 S ! . .
Includes City Council Members, years years Ppr years statements are filed with FPPC;
Planning Commission Members, GC 8§81009(f) & (9)
City Manager, City Treasurer & City
Attorney)
Economic Interest Filings (FPPC Mag, Yes: After 2
City Clerk 0445 Form 602/635) - Lobbyist 5 years 5 years Mfr, OD, S ' 2 CCR 18615(d), GC 834090
Authorization Reporting Ppr years
Ethics Training Certificates / Mag, Yes: After
City Clerk Harassment Prevention Training 5 years 5 years Mfr, OD, S/l QC & OD |GC 853235.2(b), §53237.2(b)
Certificates Ppr Iyear
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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 investiqations susBend normal retention periods (retention resumes after settlement or completion).

: FPPC Form 801 (Gift to Agency Mag, Must post on website; GC
City Clerk Report) 7 years fyears Ppr §81009(e): GC §34090;
City Clerk FPPC Form 802 (Tickets Provided 7 years 7 years Mag, Must post on website for 4 years;
by Agency Report) Ppr GC §81009(e); GC §34090
City Clerk Ezsrgei?rg;sgi)@ehesmd 7 years 7 years Mpi)? GC 881009¢; GC §34090
City Clerk FPPC Form 804 (Agency Report of p p Mag, FPPC Regulation 18734(c); GC
New Positions) Ppr §81009¢; GC §34090
City Clerk FPPC Form 805 (Agency Report of p P Mag, FPPC Regulation 18734(c); GC
Consultants) Ppr §81009e; GC §34090
Must post on website;; GC
City Clerk EEEIE: I;(;frir;;(fp&?str;zni:port of 7 years 7 years MP?)% §81009(e)&(Q); 2 CCR
18702.5(b)(3)
Meets auditing standards; Grants
covered by a Consolidated Action
Plan are required for 5 years;
Grants-in-Aid / Community Grants / After After Uniform Admin. Requirements for
Cultural and Promotional Grants / Funding Funding Grants to Local Governments is 3
0390 Schools Grants (SUCCESSFUL / Agency Agency Mag, Yes: After |years from expenditure report or
City Clerk 0640 Oé60 FUNDED Reports, Audit Reports, 2 years Audit, if Audit, if Mfr, OD, S/ QC & OD [final payment of grantee or
' Agreements, other records required Required - § required - Ppr traetive  |subgrantee; HUD requires 3
to pass the funding agency's audit, Minimum 5 § Minimum 5 years; statewide guidelines
if required) years years propose 4 years; 2 CFR 200.333;
24 CFR, 91.105(h), &
570.502(b), 29 CFR 97.42; GC
§34090; GC §8546.7
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

City Clerk

0390,
0640, 0660

Grants-in-Aid / Community Grants /
Cultural and Promotional Grants /
Schools Grants (UNSUCCESSFUL
/ NOT FUNDED Applications,
Correspondence)

2 years

2 years

Mag,
Ppr

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,

CITY CLERK - ELECTIONS - CONSOLIDATED

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

. Applications to View Voter
City Clerk Registration Information 5 years 5 years Ppr EC 2188(f)
Campaign Filings (FPPC 400
. Series Forms & Form 501): Mfr, OD, After 2 |Paper must be retained for at
City Clerk | 0450 |5 jcCcESSFUL CANDIDATES 2 years P P Ppr S years |least 2 years; GC §81009(b)&(g)
(Elected Officials)
Campaign Filings (FPPC 400 .
City Clerk 0450 |Series Forms & Form 501): 5 years 5 years Ppr ::22?;mg:\:speer(e;tggfgo?(rb?;( )
UNSUCCESSFUL CANDIDATES years, g
Campaign Filings (FPPC 400
. Series Forms): OTHER Mfr, OD, After 2 Paper must be retained for at
City Clerk 0450 COMMITTEES (PACS - not 7years { years Ppr S years least 2 years; GC §81009(c)&(qg)
candidate-controlled)
Campaign Filings (FPPC 400
. Series Forms):  THOSE NOT Mfr, OD, After 2 |Paper must be retained for at
City Clerk | 0450 | o EQUIRED TO FILE ORIGINAL 4 years 4 years Ppr S years |least 2 years: GC §81009(f)&(g)
WITH CITY CLERK (copies)
Department Preference;
Statewide guidelines proposes 4
Candidate File: Nomination Papers, Mag. es: Afer |2 years for unsuccesatl; Ca
City Clerk | 0450 |Candidate Statements, etc. - 2 years P P Mt 0D, S/ | “Sogon stZues o of office and 4 voare
SUCCESSFUL CANDIDATES Ppr QC&0D . y
after the expiration of term and
does not delineate between the
two; EC 817100

CITY OF INDIAN WELLS, CA ©2004 Gladwell Governmental Services, Inc. - all rights reserved

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

Revision Adopted: 4/21/2022




Ver. 15.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-9

?_jzggrzf File No. ‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) _Actiye Inactive / Tota} Vital? Me_dia I=Ir11port Paper after
(in office) | CD or Mfr § 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 investiqations susBend normal retention periods (retention resumes after settlement or completion).

Statewide guidelines proposes 4
years for successful candidates,
Candidate File: Nomination Papers, . . Mag, ) 2 years for unsuccessful; CA law
City Clerk 0450 Candidate Statements, etc. - Election + 4 Election £4 Mfr, OD, S/l Yes: After. states term of office and 4 years
UNSUCCESSFUL CANDIDATES years e Ppr QC&OD | fier the expiration of term and
does not delineate between the
two; EC §17100
Candidate File: Potential Mag
City Clerk Candidates that pulled nomination 2 years 2 years Ppr' GC §34090
papers, but never filed them
Elections - GENERAL, WORKING
or ADMINISTRATION Files
Correspondence, Applications for
City Clerk 0450 \(/acancig:s on the CoFl)JFr)mil, Precinct 2 years 2 years I\;I)ag, Used_ for a model for the next
. X pr election, GC §34090
Maps, County Election Services,
Candidate Statements to be printed
in the Sample Ballot, etc.)
Elections - HISTORICAL File
. feimggt:?)l:‘oéleocilit::s?fcooggs lof Mag, Yes: After. Retained for Historical Value, GC
City Clerk 0450 all Resolutions - calling the 4 years P - Mﬁl;’ op, S/l % §34090 et seq.
election, canvass, etc., election pr
summary)
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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 investiqations susBend normal retention periods (retention resumes after settlement or completion).

Certification Certification

of Results + of Results +

8 months; or 8 months; or

Final Final

Exammayon Exammapon Not accessible to the public; The

of Election of Election . .

. B 8 month retention applies after

Official + 8 Official + 8 e :

. - s . . certification of election results, or
. Elections - Petitions (Initiative, months if No months if No ! N .
City Clerk 0450 . e Ppr final examination if no election,
Recall or Referendum) Election; or Election; or .

1 vear after 1 vear after unless there is a legal or FPPC
year year proceeding. EC §§17200(b)(3),
petition petition

o L 17400
examination examination
by by

proponents proponents

if petition is if petition is

insufficient- insufficient

CITY CLERK - ELECTIONS - STAND-ALONE (use in conjunction with Consolidated elections ... records series are not repeated)

Elections - Vote by Mail /

City Clerk 0450 |Applications, Roster of Absentee 6 mo. 6 mo. Ppr EC 817505
Applications

City Clerk Elections - Vote by Mail / 6 mo. 6 mo. Ppr EC §17302
Identification Envelopes
Elections - Assessment District

City Clerk Ballots - Prop. 218 proceedings / 2 years 2 years Ppr GC 853753(e)(2)
Protest Letters

City Clerk 0450 Elections - Ballots - After Election 6 mo. 6 Mo. Ppr EC §17302

City Clerk 0450 Elections - Ballots - After Recount 6 mo. 6 mo. Ppr EC §17306

City Clerk Elect|0n§ - Challenged & Assisted 6 mo. 6 mo. Ppr If uncontested, EC §17304
Voters List

. Elections - Inspector Receipts for
City Clerk 6 mo. 6 mo. Ppr EC 17302, 17306

Ballots
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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 investiqations susBend normal retention periods (retention resumes after settlement or completion).

Elections - Precinct Officer

City Clerk 0450 Appointments 6 mo. 6 mo. Ppr EC 817503
Mag,
City Clerk Elections - Roster of Voters 5 years 5 years Mfr, OD, EC §17300
Ppr
City Clerk Elections - Tally Sheets 6 mo. 6 mo. Ppr EC §17304
Elections - Voter Index Copies
City Clerk used as the Voting Record at 6 mo. 6 mo. Ppr EC §17304
Polling Places
City Clerk Elections - Voter Index Original 5 years 5 years Ppr EC §17001
(End of Elections Section)
City Clerk Enterprise S_.ystem Catalogue 2 years 2 years Mag GC § 34090
(posted on line)
City Clerk 0390 Fee Studies 2 years 2 years ,\2’6;)? GC 834090 et. seq.
Mag, Yes: After .
City Clerk | 0170  |Filing System Guide 10 years p p Mfr,OD,| S/I | QC&OD ggfggom:tmszrefere”ce‘ GC
Ppr Inactive -S€q.
- Longest Statute of Limitations is
Insurance Certificates - .
. . . ) 10 years; Conforms with
Miscellaneous (from outside Yes: Mag, Yes: After -
. . Agreement Retention (usually
City Clerk 0180 companies, that cannot be 2 years 9 years 11 years Before |Mfr, OD, S/l QC&OD |, . ) "
matched with hiract or Comoletion|  Por - filed with agreement); statewide
atche V\t" acontract o P P guidelines propose permanent;
agreement) CCP §337 et seq.; GC §34090
Minutes: City Council,
Redevelopment Agency / Mag,
City Clerk 0420 |Successor Agency / Oversight 10 years P P Yes (all) |Mfr, OD, S No GC 834090
Board, Planning Commission and Ppr

ALC
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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 investiqations susBend normal retention periods (retention resumes after settlement or completion).

Municipal Code Administration When No When No Ma
City Clerk unicipa ’ Longer Longer 9 Preliminary drafts; GC 8§ 34090
Distribution, etc. ; : Ppr
Required Required
. . . Mag, Yes: After
City Clerk | 0460 |Municipal Code and History File p P Mfr,OD,| S/I | QC&OD |GC §34090
(always retain 1 supplement)
Ppr Ne
Ordinances - Council &
Redevelopment Agency / Mag,
City Clerk 0460 . P P Yes (all) |Mfr, OD, S No GC 834090 et. seq.
Successor Agency / Oversight
Ppr
Board
Petitions (submitted to Council on
any subject - Dog Parks, Parking,
. Traffic Calming, etc.) Law requires 1 year for petitions;
City Clerk 1 year 1 year Ppr GC §50115
See Elections for Initiative, Recall
or Referendum Petitions
Statute of Limitations for mailings
for annexations, special districts,
Mag, bonds is 60 days; Municipal
City Clerk 0455 Proof of Publication (City Clerk) 2 years 2 years Mfr, OD, ys, Municip
Por Government actions is 3 - 6
P months; CCP §8337 et seq,
349.4; GC 834090
City Clerk Public Records Act Requests 2 years 2 years MP?)? GC § 34090
. Real Estate Appraisals - Property Mag, Meets all auditing requirements;
City Clerk 0490 acquired by the City 7 years fyeas Ppr GC 834090
. Real Estate Appraisals - Property Mag,
City Clerk 0490 NOT acquired 2 years 2 years 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 investiqations susBend normal retention periods (retention resumes after settlement or completion).

Records Destruction Lists / Mag, Yes: After Department Preference: GC
City Clerk 0170 Certificate of Records Destruction/ | 10 years P P Mfr, OD, S/l QC & 0OD §34090 et. seq ’
Consents to Destroy Records Ppr Inactive ’ ’
Records Retention Schedules / Mag, Yes: After
City Clerk 0170  |Authorization for Amendments to 10 years P P Mfr, OD, S/1 QC & OD |GC 834090 et. seq.
Retention Schedules Ppr Lk
Mag, Yes: After
City Clerk 0425 Redevelopment Agency Formation P P Mfr, OD, S/1 QC & OD |Historical Value; GC §34090
Ppr Ne
Redistricting Web Page / District
City Clerk gzg:‘s‘iﬁ;ﬁr\ge;gcae%z’(xgsh das, 10 years 10 years '\g"’;)?' EC §21608(g); GC §34090
Calendars, Notice, etc.)
Resolutions - City Council,
Redevelopment Agency / Mag,
City Clerk 0460 Successor Agency / Oversight P P Yes (all) |Mfr, OD, S No GC 834090 et. seq.
Board, Planning Commission & Ppr
ALC
. Rosters of Council and Board Mag, Yes: After | . . .
City Clerk 0420 P P Mfr, OD, S/l Historical Value; GC 834090
members Ppr QC & OD
Statement of Facts / Registry of Mag,
City Clerk Public Agencies (filed with the 2 years 2 years Mfr, OD, S No GC 834090 et. seq.
Secretary of State) Ppr
Video Recordings of City Council Tape Video recording of meetings are
City Clerk Meetings - Video Recordings / 90 days 90 days (M&E.)g) only required for 90 days; GC
DVD-R or VCR (ALL) §8§34090.7, 60201
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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).

ADMINISTRATION
City
C'\i/'l;r?gjr:éil City Council Correspondence 4 years 4 years Mag, Ppr tDe(:ge;rtor?i?fticPer:eée(r:eggAefotgocover
Support
. . . Yes: After
City Grant_s prowdeq by the City to others Mag, Mfr, QOC & OD |Meets auditing standards; GC
Manager / / outside agencies (all from the 2 years 3 years 5 years S/
Admin. General Fund) OD, Ppr - §34090
tnactive
City Legislative Advocacy (Support /
Manager / 0460 . o 2 years 2 years Mag, Ppr GC § 34090
? Oppose outside legislation)
Admin.
City When No When No
Manager / 0160 Newspaper Clippings Longer Longer Ppr Non-records
Admin. Required Required
City
Manager / Proclamations 2 years 2 years Mag, Ppr GC 834090
Admin.
When No When No
City Projects, Subjects & Issues (Issues Longer Longer Yes: While
Manager / and/or projects will vary over time - Required - Required - Active Mag, Ppr GC 834090
Admin. e.g. Hotels, etc.) Minimum 2 Minimum 2 Issues
years years
EMERGENCY PREPAREDNESS
City Superseded Superseded Yes: After
Manager / 0220 Emergency Operations Plan (minimum 2 (minimum 2 Mag, Mir, S/ QC & OD Department Preference; GC
Emerg. OD, Ppr §34090
Prep. years) years) Lyear
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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 susEend normal retention periods (retention resumes after settlement or completion).
. When No When No
City Longer Longer
Manager / 0220 Emergency Preparedness Required - Required - Mag, Mfr, Department Preference; GC
Emerg. L L OD, Ppr §34090
Pre Minimum 2 Minimum 2
P- years years
Magzlatyer/ Public Information Documents from When No Mihen No
g 0220 . Longer Longer Mag, Ppr Non-records; GC §34090 et seq.
Emerg. Other Agencies ; .
Required Required
Prep.
City
When No When No . .
Manager / 0220 Rosters, Emergency Personnel Longer Longer Mag, Ppr Data is superseded; GC §34090 et
Emerg. . : seq.
Required Required
Prep.
FRANCHISE MANAGEMENT
. Department preference; Statute of
Agreements & Contracts: o
When No : 'S =
City ADMINISTRATIVE FILES -NOT |, (o s Yes: Afler |2 € omissions does not
Manager / funded by a grant (Correspondence, Required - Required - Yes: Before|Mag, Mfr, S/l QC & 0OD Z‘ ly), Statewide guidelines
Franchise Project Administration, Project L . Completion | OD, Ppr Ypen- PRYY), . 'g .
Mana Schedules. Certified P I Minimum 5 Minimum 5 . |propose termination + 5 years;
g Infloei’c;sei'o g:rét's) ayrotis, years years COmPIEon | ocp 55336(a), 337 et. seq., GC
' T 834090
City
Manager / . Department Preference; GC
Franchise 0840 Recycling Programs 3 years 3 years Mag, Ppr §34090
Manag.
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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 SAFETY

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

Published Audit Standards=4-7
ves e 1505 S S LIS
Manager/ 0400 Animal Control (Contract) Completion 5 years compietion £ Yes: Bef_ore Mag, Mir, S/ C&0D does not apply), Statewide
Public 5 years Completion | OD, Ppr Upon- - S
Safet . |guidelines propose termination + 5
y years; CCP 88336(a), 337 et. seq.,
GC 834090
City
Manager / Citations (Parking & Municipal Code
Public Violations) 2 years 2 years Mag, Ppr GC 834090
Safety
City Yes: After
Manager / . Settlement + Settlement + Mag, Mfr, QC & OD |Department Preference; GC
Public Parking Enforcement Appeals 2 years 2 years oD, Ppr S/ When- 834090
Safety Inactive
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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,

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

REDEVELOPMENT / SUCCESSOR AGENCY
When No When No
City Longer Longer Yes: While
Manager / Potential Projects & Issues Required - Required - Active Mag, Ppr GC 834090
Redevelop. Minimum 2 Minimum 2 Issues
years years
When No When No
City Longer Longer Yes: After.
Manager / 0630 gedg\(/jellc\)lptm:nt PrO(JjeCtt Files: Required - Required - gs;z Ilé?et'(; '\gag’ g/lf: S/l QC& oD GC8834090
Redevelop. enied, Not Approved, etc. Minimum 2 Minimum 2 P P )
tnactive
years years
ves e DSPnEnt Pt iy Gk
Manager / 0630 RedeveIOpmem.ProjeCt F.”eS: Completion + P P Yes: Befpre Mag, Mfr, S/ “&0D documents that were presented to
Implemented / Initiated Projects Completion | OD, Ppr Upon- . -
Redevelop. 5 years Completion Council or Redevelopment; GC
§34090.7
Projects have a 3 year approval
When No When No tlmefr'am.e (appllcant must pull
Cit Longer Longer Yes: After |permit within 3 years) -- those
Y Redevelopment Project Files: : - Yes: Until |Mag, Mfr, QC & OD |applications in which the applicant
Manager / 0630 i . : Required - Required - S/l : .
Inactive, Withdrawn, Expired, etc. L .. Completed | OD, Ppr When- |does not follow through with permit
Redevelop. Minimum 3 Minimum 3 .
tnraetive  |may be destroyed after the
years years ) -
approval period has expired;
GC8834090, 34090.7
Cit Redevelopment Project Relocations Yes: After, Consistent with Claims; CCP 8§
Y P . ) . Settle + 1 Settle + 4 Settle + 5 Yes: Until |Mag, Mfr, QC&OD . '
Manager / and Relocation Appeals (if car ears care Settlement | OD. Por S/ When- 337 et seq.; GC §8 945, 34090,
Redevelop. applicable) y Y Y P - 34090.6; PC §832.5
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Page F-1

(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference

.| Destroy

. Inactive . Image: Paper

(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |

(in office) Retention Options | M=Mfr
OD or Mfr) Imaged &
S=Scan ,
QC'd?

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

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

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

FINANCE ADMINISTRATION / BUDGET DEVELOPMENT / INVESTMENT

FTC Reg's rely on "self-
enforcement”; IRS is 4 years after

. . . Yes: |taxis due or paid; Supporting
Flnan(_:e/ Arbitrage Rebate Calculation (related 2 years 3 years 5 years Mag, Mir, S/l After QC |documentation for Investments of
Admin. to bonds and tax exempt debt) OD, Ppr - ] .
& OD |Operating Funds; meets auditing
standards; IRS Reg §31.6001-
1(e)(2), R&T 819530, GC §34090
Department Preference; IRS is 4
years after tax is due or paid,;
. A . A Termination | Termination Yes: |Supporting documentation for
Fr(?r:(i:r?/ 0300, 0340 ézsﬁfjr:?seg gleStgfttS/ Special District 5 years of District + J of District + l\ga[g)g, PM—f:L S/l After QC |Investments of Operating Funds;
’ Y P 10 years 10 years == FP & OD |meets auditing standards; IRS
Reg §31.6001-1(e)(2), R&T
§19530, GC §34090
Audits / Annual Comprehensive ves:
Finance /| 1354 0310 |Financial Report (ACFR) and related P P Mag, Mir,| gy | AerQC |0 ies: GC §34090.7
Admin. Audit Opinions OD, Ppr & OD
1 year
Audit Management Letters and other ves:
Finance / formal Iettergs related to audit 5 vears E voars Mag, Mfr, S/l After QC |Department Preference (meets
Admin. - y y OD, Ppr & OD |auditing standards); GC §34090
communication
Iyear
Finance / Audit Schedules, Preparation When No When No Drafts and transitory records; GC
) 0310 Longer Longer Mag, Ppr
Admin. Records ; : 834090
Required Required
Yes:
Finance / . Mag, Mfr, After QC |Department Preference; GC
Admin. Audit Work Papers 5 years 5 years oD, Ppr S/ 20D |534090
Iyear
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Page F-2

(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |
(in office) Retention Options | M=Mfr
OD or Mfr) Imaged &
S=Scan ,
QCd2
If the record is not listed here, refer to the Retention for City-Wide Standards
|Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Bank Reconciliations, Bank
Statements, Fiscal Agent
Statements, Investment Account Yes: |For auditing purposes; Published
Finance / Statements, Pars Statements Trustee Mag, Mfr, After QC |articles show 3 - 4 years; Other
Admin. 0320 Statements, Treasurer's Cash 2 years 3 years D yeals OD, Ppr S/ & OD |cities show 7 - 10 years; GC
Statements, Debit / Credit Memos, tyear [834090, 26 CFR 31.6001-1
Deposit Corrections (Banking), Wire
Transfers
Cancellat. Yes:
. ! Department Preference to match
Flnange/ 0350 Bond Registers Maturity 10 years Redemptlon Mag, Mfr, S/ Alter QC_ Bond retention; GC §34090, 26
Admin. or Maturity + OD, Ppr & OD CER 1.6001-1
10 years Iopear ’
Statute of Limitations for bonds,
mortgages, trust deeds, notes or
Fi / Bond Transcripts / Issues / Full Fully Mag. M AerS: c debentures is 6 years; Bonds
r;anf 0350 |Authorizations (Prospectuses, Def:age g | 10years | Defeased + Oag’ P : %— issued by local governments are
: Certificates, Notices, etc.). 10 years P === |10 years; CCP 88336 et seq ;
yea 337.5(a); 26 CFR 1.6001-1(e): GC
843900 et seq.
Budget Amendments, Budget ves:
Flnan(_:e / 0330 Transfer Requests, Supplemental, 2 years 3 years 5 years Mag, Mir, S/l After QC_|Meets auditing standards; GC
Admin. Updates, Fund Transfers OD, Ppr &OD 834090
’ 1 year
When No When No
. Budget Hearing and/or Review Longer Longer )
Frc?nq(i:r? / 0330 (Development Documents, Required - Required - Mag, Ppr g?féz;(%%pjrtment Preference;
' Preliminary Budget, Calendar, etc.) | Minimum 2 Minimum 2 '
years years
Yes: ves: Department preference - Must be
Frda;ic: / 0330 iggggz and CIP Budget - Final P P Current I\(/I)ag, I':\)/If: S/ u:;erODC filed with County Auditor; GC
' P Fiscal Year | ~ "' P S22 1834090, 40802, 53901
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Page F-3

(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |
(in office) Retention Options | M=Mfr
OD or 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 suseend normal retention periods (retention resumes after settlement or completion).
- Yes: Department Preference to
. Chart of Accounts / Organization
Flnanf;e/ 0300 Structure (Print out when Rollover is 2 years P P Yes Mag, Mfr, S/ After OC | research Yegr-end Gengral
Admin. Done) OD, Ppr & OD |Ledgers, which are retained
Iyear |permanently; GC 834090
ves: Department Preference (meets
Flnan(_:e/ Developer Trust Accounts Close +5 Close 7 5 Mag, Mir, S/ After QC municipal government auditing
Admin. years years OD, Ppr & OD standards): GC §34090
1 ;
Department preference; All
tangible property held by
. . Yes: |government agencies escheats
Flnan(_:e ! Escheat (Unclaimed money / 2 years 3 years 5 years Mag, Mir, S/l After QC |after 3 years; Statute of Limitations
Admin. uncashed checks) OD, Ppr . . .
& OD |is 1 year for seized property; Meets
auditing requirements; CCP
§8340(d), GC §34090
After FEMA After FEMA
FEMA / Emergency or Disaster R;?mburse- R;?mburse- Yes:
Finance / Incidents - Administrative Records Mag, Mfr, After QC |Department Preference; meets
) 0220 . ment - ment - S/l .
Admin. (payroll, logs, project management, . . oD, Ppr & OD |auditing standards; GC 834090
etc) Minimum 5 Minimum 5 He%_
' years years
Finance / Data is interrelated; system
Admin 0300 Financial Services Database Indefinite Indefinite Yes Mag qualifies as a "trusted system"; GC
' §860201, 12168.7
Yes:
Finance / 0300 Fixed Assets and Inventories - P P Mag, Mfr, S/l After QC |Includes permanent assets; GC
Admin. Annual Listing OD, Ppr & OD 834090
Tyear
General Ledger & Chart of Accounts: Yes: .
. . Department Preference; Published
Flnan_ce / 0300 Final year-end (Balance Shee_ts, 2 years 23 years 25 years Mag, Mir, S/ After QC articles show 3 -10 years; GC
Admin. Revenue Ledger and Expenditure OD, Ppr & OD 534090
Ledger) 1 year
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Ver. 16.0 RECORDS RETENTION SCHEDULE: FINANCE Page F-4
Office of . I . . .
Record File No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |
(in office) Retention Options | M=Mfr
OD or 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 suseend normal retention periods (retention resumes after settlement or completion).
Meets auditing standards;
. |Published articles show disposal +
ves: 7 years for security brokerage
Flnan(_:e/ 0355 Investment Portfolio 5 years 5 years ves: .Unt” Mag, Mir, S/ After QC slips; statewide guidelines propose
Admin. Paid OD, Ppr & 0D . : .
——_  |permanent; FTC Reg's rely on "self;
y enforcement”; GC88 34090,
43900
Meets auditing standards;
Yes: Published articles show disposal +
. . . . . " |7 years for security brokerage
Flnan(_:e/ 0355 Investments / Certificates of Deposits Disposal +5 Disposal + 5 Yes: .Unt” Mag, Mir, S/ After QC slips; statewide guidelines propose
Admin. years years Paid OD, Ppr & OD . \ .
permanent; FTC Reg's rely on "self;
y enforcement”; GC88 34090,
43900
. |Meets auditing standards; Statute
Finance / . Mag, Mfr Yes: of Limitations is 4 years; statewide
Admin. 0300 Journal Entries 2 years 3 years 5 years oD, Ppr S/l Af;ﬂogg guidelines propose Audit + 5 years:
= |GC 834090, CCP § 337
Journals, Ledgers, Reconciliations, Financial system qualifies as a
. - trusted system and can re-create
Registers, Reports, Transaction -
. I When No When No reports accurately; Transitory
Finance / 0300 Histories, Balance Sheets Longer Longer Mag, Ppr records not retained in the ordinar
Admin. (MONTHLY OR PERIODIC) Does 9 9 grp anec . y
. Required Required course of business; statewide
NOT include year-end General S )
Ledaer guidelines propose 2 years; GC
ger. §34090
Yes:
Finance / Redevelopment Statement of 2 vears p p Mag, Mfr, S/l After QC |Department Preference; meets
Admin. Indebtedness (kept with the CAFR) y OD, Ppr & OD |auditing standards; GC §34090
Iyear
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(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference

. | Destroy

. Inactive . Image: Paper

(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |

(in office) Retention Options | M=Mfr
OD or Mfr) Imaged &
S=Scan ,
QC'd?

If the record

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

e Standards

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

performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Meets Auditing Standards; Statute
Yes: |of Limitations: Public official
Finance / . . Superseded Superseded Mag, Mfr, After QC |misconduct is discovery of offense
Admin. 0320 Signature Cards (Banking) + 5 years + 5 years OD, Ppr S/ & OD |+ 4 years, Statewide guidelines
Ne propose Appointment + 5 years;
GC 8§34090; PC §8801.5, 803c
Yes:
Finance / . Mag, Mfr, After QC |Department Preference; Meets
Admin. State Compensation Insurance Fund 2 years 8 years 10 years oD, Ppr S/l & 0D |audiing standards; GC §34090
1 year
State Reports: State Controllers
Report, Local Government
Compensation Report, Property
Management Plan, Obligation Yes:
Finance / Payment Schedules, Due Diligence Mag, Mfr, After QC |Department Preference; Meets
Admin. 0300 Reviews, Gas Tax, MOE 2 years 8 years e OD, Ppr S/ & OD |auditing standards; GC 834090
(Maintenance of Effort) Report, Fixed Iyear
Charge Special Assessment Report,
Public Self Insurer Report (SIP
Report)
Street Report, AQMD Annual Report, Yes:
Finance / Maintenance of Effort (MOE) Mag, Mfr, After QC |Meets auditing standards; GC
Admin. Calculations, Audits, and other 2 years 3 years 5 years OD, Ppr S/ & OD [834090
compliance reports 1 year
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(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference

.| Destroy

. Inactive . Image: Paper

(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |

(in office) Retention Options | M=Mfr
OD or Mfr) Imaged &
S=Scan ,
QC'd?

If the record

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

e Standards

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

performed by file folder.

Tickets

HOLDS: Liti
Finance / Treasurer Reports and Investment
Admin 0355 |Statements, Advisor Reports, Trade 5 years

5 years

ation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after

settlement or completion).

Yes: Unitil
Paid

Mag, Mfr,
OD, Ppr

S/l

Yes:

After QC
& OD

Treasurer's Report is maintained
with Agenda Packet and kept by
City Clerk Permanently; other
documents meet auditing
standards; Published articles show
disposal + 7 years for security
brokerage slips; statewide
guidelines propose permanent;
FTC Reg's rely on "self-
enforcement”; GC8§ 34090,
43900
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(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference

. | Destroy

. Inactive . Image: Paper

(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |

(in office) Retention Options | M=Mfr
OD or Mfr) Imaged &
S=Scan ,
QC'd?

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

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

HOLDS: Litigation, complaints, claims,

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

ACCOUNTS PAYABLE
Department Preference; IRS: 4
years after tax is due or paid
Finance / Yes: |(longer for auditing & contractor
Accounts 1099's. 1096's, DE542 (California 5 vears £ oare Mag, Mfr, S/l After QC |delinquency); Ca. FTB: 3 years;
Pavable Report of Independent Contractors) y Y OD, Ppr & OD |Published articles show
Y 1year |permanent;; IRS Reg 831.6001-
1(e)(2), R&T 819530, GC 834090;
29 USC 436
Accounts Payable / Vendor Files (All Yes: Department Preference to cover
Finance / Records and Reports - Includes . . " |grant auditing requirements;
Accounts 0300 Invoices, P.O.s, Expense Account 5 years 5 years 10 years Yeiailéntll l\él)aé;, I'__\,/I f:‘ S/l Af(;e—g(D& Statewide guidelines propose audit
Payable Reports, Travel Expense P — |+ 4 years; Published articles show
Reimbursements, Postage, etc.) ) 3 -7 years; GC §34090
Finance / Yes: |Department Preference; Statute of
Accounts 0320 Checks / Warrants - Canceled 2 years 3years 5 years Mag, Mfr, S/l After QC lelta_tlons is 4 years; s_tateW|de .
Pavable (Cashed) OD, Ppr & OD |guidelines propose Audit + 5 years;
4 1year |GC §34090, CCP § 337
Finance / Yes: |Meets auditing standards; Statute
Accounts 0320 Checks / Warrants - Voided, Stop 2 years 3 years 5 years Mag, Mfr, S/l After QC |of !_lm_ltatlons is 4 years; stateW|de.
Pavable Payments, etc. OD, Ppr & OD |guidelines propose Audit + 5 years;
4 Iyear |GC §34090, CCP § 337
Finance / ves:
Mag, Mfr, After QC |Meets auditing standards; GC
ic:;;g}gs 0300 Petty Cash Vouchers 5 years 5 years oD, Ppr S/ 20D |534090
Iyear
Finance / Vendor Vendor ves:
Accounts W-9s Inactive + 3 Inactive + 3 Mag, Mir, S/ After OC | Meets IRS auditing standards; GC
Payable years years OD, Ppr &£0D 1534090
Tyear
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(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference

. | Destroy

. Inactive . Image: Paper

(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |

(in office) Retention Options | M=Mfr
OD or Mfr) Imaged &
S=Scan ,
QC'd?

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

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

HOLDS: Litigation, complaints, claims,

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

ACCOUNTS RECEIVABLE
. The financial services database is
Finance / Yes: Until |Mag, Mfr Yes. maintained for a minimum of 10
Accounts 0390 Accounts Receivable / Revenue 2 years 3 years 5 years .- 9, VL. S/l After QC ) o .
Receivable Paid QOD, Ppr L OD |Ve&'s: meets auditing standards;
— |GC §34090 et seq.
Finance / ) . .
Accounts Business Licenses (Database) Indefinite Indefinite Yes (before Mag, Ppr Data fields are inter-related; GC
. termination) 834090 et seq.
Receivable
Finance / Termination Termination Yes: . .
Accounts 0390 Business Licenses and Revocations | of Business of Business Mag, Mir.| S/l After QC Meets auditing standards; GC
i OD, Ppr §34090 et seq.
Receivable + 5 years + 5 years & 0D
Finance / Cash Receipts Detail / Backup / Mag. Mfr Yes: Retained in originating department
Accounts 0390 Accounts Receivable / Deposit Slips /| 2 years 3 years 5 years 9, ML S/l After QC - g g P
. . . OD, Ppr for auditing purposes; GC §34090
Receivable Deposit Summaries & OD
Department preference to match
Finance / . . . Yes: |the length of time negative credit
Accounts Collection Agency (e, retumed | Assignment pssignment| - yeg Mag. ML )| Afier OC information remains on a
Receivable g y y =2 FP & OD [consumer's credit report; GC
§34090
Finance / Mag, Mfr Yes. Meets auditing standards; GC
Accounts FTB (Franchise Tax Board) Report 5 years 5 years 9, ML S/l After QC 9 ’
. OD, Ppr 834090
Receivable & OD
Finance / Yes: . .
Accounts | 0390  |Gas Tax Revenue Reports 2 years 3 years 5 years Mag, Mit.) o /| after oc |Meets auditing standards; GC
. QOD, Ppr §34090
Receivable & OD
Finance / . . Yes: .
Misc. Receipts - Revenue from Mag, Mfr — —_ |Meets auditing standards; GC
Accounts 5 years 5 years — S/l After QC
Receivable County / State OD, Ppr & 0D 834090
Finance / Yes: . .
Accounts 0320 Returned Checks, Credit Card Slips 5 years 5 years Mag, Mir, S/l After QC Meets auditing standards; GC
. QOD, Ppr §34090
Receivable & OD
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(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference

.| Destroy

. Inactive . Image: Paper

(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |

(in office) Retention Options | M=Mfr
OD or Mfr) Imaged &
S=Scan ,
QC'd?

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

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

HOLDS: Litigation, complaints, claims,

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

PAYROLL
?(ISE(S-G’Qz?lEI-:zrr?qulF?SE 5450(\)/\/ F-gr'n%sDE- Department Preference; IRS: 4 yrs
(Em’ lovee Benéfit Plans), PERS / Yes: |after tax is due or paid; Ca. FTB: 3
Finance / ployee b . ’ Mag, Mfr, After QC |years; Articles show 7 years; IRS
FICA & Medicare Adjustments - 5 years 5 years S/
Payroll Quarterly Payroll Tax Retumns / OD, Ppr & OD |Reg 831.6001-1(e)(2), R&T
OASDI, Federal Tax Deposits, Tyear 233583(? ; 423%(:2% 5§133§9_0516'6’
Adjustments, etc. ’
Finance / Mag. Mir Yes: |Department preference; Meets
pavroll Direct Deposit Authorization Forms 5 years 5 years ODg’ I;" S/l After QC |auditing standards (audit + 4
Y =2 FP & 0D |years); GC §34090
Finance / Payroll Database Indefinite Indefinite Yes Mag Data is interrelated; GC §34090 et
Payroll seq.
. Yes: |Department Preference to facilitate
P I I/R W-2 & W-
Finance / ayroll Journal / Register /. & Mag, Mfr, After QC |PERS buy-back for past
0360 3 Summary Reports (Detail Year- 5 years 45 years 50 years S/ . . .
Payroll L . OD, Ppr & OD |employees; consistent with
end, or periodic if no detail year-end) . auditing standards: GC §34090
. — Yes: . .
. Payroll Journal / Registers (Periodic When No When No Considered a draft or transitory
Finance / 0360 reports, when a detail year-end report Longer Longer Mag, OD, S/ Alter QC record (detail year-end is retained);
Payroll . ) ; : Mfr, Ppr & OD
is retained) Required Required GC 834090
1 year
PERS Reports / Annual Valuation Yes:
Finance / Reports, Actuarial Valuation Reports, 5 vears E voars Mag, OD, S/l After QC |Department Preference (Non-
Payroll Annual Employer Statements / Bi- y y Mfr, Ppr & OD |records); GC 834090
weekly Reports 1 year
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Office of . I . . .
Record File No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive . Image: Paper
(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |
(in office) Retention Options | M=Mfr
OD or Mfr) Imaged &
S=Scan ,
QC'd?

If the record

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

e Standards

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

performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Department preference; Meets
auditing standards (audit + 4
years); IRS requires 4 years; Ca.
Finance / _ _ Mag, Mir Yes: |requires 2 yr min.; FTB keeps 3
Payroll 0360 Time Cards / Time Sheets 5 years 5 years oD ' @L S/l After QC |years; Published articles show 4 -
— & OD |10 years; IRS Reg §31.6001-
1(e)(2), R&T §19530; LC §
1174(d); 29 CFR 516.5 & 516.6(c);
GC 834090
IRS: 4 yrs after tax is due or paid;
. . Yes: Ca. FTB: 3 years; Articles show 7
Fg‘:;‘;i/ 0360 wi'tiﬁél'gicr:;;jes Performers State 5 years 5 years '\gag' PM_pf:L S/I | After OC lyears; IRS Reg §31.6001-1(e)(2),
- & OD |R&T §19530; 29CFR 516.5 -
516.6, 29USC 436, GC §34090
. . Department preference (W-4's are
Finance / W-d's N;#g;gfrﬂfln NCéfI;g:tglen Mag, Ppr required for 4 years); FLSA
Payroll ' requires 3 years; 29 CFR 516; GC
years years 534090
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(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference

.| Destroy

. Inactive . Image: Paper

(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |

(in office) Retention Options | M=Mfr
OD or Mfr) Imaged &
S=Scan ,
QC'd?

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

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

PURCHASING
. . . . Yes: "
Finance / Equipment Disposition / Sales: Mag, Mfr Meets auditing standards; GC
Purchasing 0380 Auction, Bills of Sale S years D years QOD, Ppr S/l % 834090
Yes: Department Preference to cover
. . . " |grant auditing requirements;
Flnancg/ 0380 Purchase Orders 5 years 5 years 10 years ves: .Unt” Mag, Mir, S/ After QC Statewide guidelines propose audit
Purchasing Paid OD, Ppr & OD ] - -
+ 4 years; Published articles show
y 3 - 7 years; GC 834090
Finance / Purchasmg - Bidder / Vendor .L'St Transitory Record used to mail out
purchasin (Companies that want to receive Superseded Superseded Mag, Ppr requests: GC §34090 et se
9 RFPs / RFQs) quests, q:
. . . Yes: "
Finance / Purchasing Card Backup Receipts / Mag, Mfr : Meets auditing standards; GC
Purchasing Cal Card 2 years 3 years B years OD, Ppr Sl AZerODC 834090
RISK MANAGEMENT
Recommended by State Fire
Marshall; Statute of Limitations for
Finance / Accident / Incident / Injury Reports: Health Providers is 3 years;
Risk 0180 PUBLIC ADULTS (medical and non- 3 years 3 years Mag, Ppr Juveniles are required until patient
Manage. medical.) becomes 18 years old; statewide
guidelines propose 3 years; CCP
§340.5, GC §34090
Risk 0180 PUBLIC JUVENILES and . 20 years 20 years Mag, Mir, S/l After QC |18 years old; statewide guidelines
PREGNANT ADULTS (medical and OD, Ppr )
Manage. ) & OD |propose 3 years; CCP §340.5, GC
non-medical.) §34090
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Ver. 16.0

RECORDS RETENTION SCHEDULE: FINANCE

Page F-12

(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive . Image: Paper
(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |
(in office) Retention Options | M=Mfr
OD or 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 suseend normal retention periods (retention resumes after settlement or completion).
Department Preference; Claim
Finance / Accident / Incident Reports: CITY Vn\:il:;itnbg ﬂézcrjs\{vg?;r:uieygir’ lawsuit
Risk 0180 VEHICLES with no injuries, City 2 years 2 years Mag, Ppr 1thin = y ’ . )
Manage P ; Limitations for contracts is 4 years;
ge. roperty CCP §8 337 et seq.; GC §8 911.2,
945, 34090, 34090.6
Department Preference; Statute of
Finance / Bonds, Public Official (Faithful Mag. Mfr Yes: rl;:rs"ctsggzit ispl(j[i)sllccoi)/zlrmilf offense
Risk 0180 Performance / Employee Surety P P 9, ML S/l After QC } Yol
OD, Ppr + 4 years, Statewide guidelines
Manage. Bonds) & OD . .
propose Appointment + 5 years;
GC 8§34090; PC §8801.5, 803c
If litigation is filed, the City Attorney
is OFR; Claim must be filed within
1 year, lawsuit within 2 years;
Finance / Claims (General Liability Claims) - Yes: complaints against peace officers
Risk 0180 Adults Settlement 5 years Settle +5 J Yes: Until |Mag, Mfr, S/l After QC vv_lth_ln 5 years; Statute of_ .
Manage years Settlement | OD, Ppr & OD |Limitations for contracts is 4 years;
ge. Includes rejected claims Settled |wrongful death for construction is
completion + 5 years; CCP 88§ 337
et seq.; GC §§ 911.2, 34090,
34090.6; PC §832.5(b)
. |Department Preference; Juveniles
Finance / . - . . ves: may have additional legal
Risk 0180 \(J:Ialmns.I(GegeF:;al Llr?b:lt);glﬁltms) i 25 years 25 years gststlleﬁztrllt I\éaDg, 'I;Afrr S/l Azero% recourses; CCP 8§ 337 et seq.;
Manage. uveniies & Fregnant Adults P S-2 0 IGC §8§ 911.2, 945, 34090, 34090.6:
PC §832.5
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Ver. 16.0 RECORDS RETENTION SCHEDULE: FINANCE Page F-13

(ijzgsrgf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference

.| Destroy

. Inactive . Image: Paper

(OFR) ACtive ot site, Total Vitalp | Media |l=lmport |

(in office) Retention Options | M=Mfr
OD or Mfr) Imaged &
S=Scan ,
QC'd?

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

. Yes:
Finance /
. o . Yes: Before |Mag, Mfr, After QC |Department preference; CCP §337
M;:zke 0180 Insurance Policies (City-owned) 10 years P P Completion | OD, Ppr S/l & 0D et seq.; GC §34090
ge. Lot
Finance / Yes:
- Mag, Mfr — —_ |Department Preference (meets
Risk Loss Run Reports 5 years 5 years oD, Ppr S/l After QC auditing standards); GC §34090
Manage. & OD
Finance / Upon Upon
Risk 1120 Vehicle Titles / Pink Slips Disposal of Disposal of Mag, Ppr GC 834090
Manage. Vehicle Vehicle
Claims can be made for 30 years
for toxic substance exposure;
_ Vbicheve:r i Claims are required for flve_ years
Whichever is _ after the end of compensation, or
. Longer: . o : - .
Finance / Longer: 25 Separation + Yes: |injury, whichever is longer; the
Risk 0180 Workers Compensation Claims Separation + years, or years, or Mag, Mfr, S/l After OC |Workers Compensatlop Appeals
Manage 5 years Termination Terminaton OD, Ppr & OD |Board may destroy their records
ge. of Benefits + of Benefite - tnraetive |after 5 years; 8 CCR 5144, 8 CCR
5 years Eears §3204(d)(1) et seq., 8 CCR 10102,
y 10755, 10758, 15400.2; 29 CFR
1910.1020(d); GC 8812946,
12960, 34090
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Ver. 10.0

RECORDS RETENTION SCHEDULE:

INFORMATION TECHNOLOGY

Page IT-1

Office of

Record File No. ‘ Records Description Retention / Disposition Comments / Reference

. | Destroy

Inactive Image: Paper

Acti . Total . Medi 1=l t
(OFR) ACIVE 1 oftsite, e Vital? edia 1 I=ImMPOrt | frer
(in office) Retention Options | M=Mfr

OD or Mfr) N Imaged &

S=Scan ‘o

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

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

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

INFORMATION TECHNOLOGY

Used for disaster recovery
Information Backups - DAILY - Network, All When When purposes only; Considered a copy
Technology 0190 Files on Shared Drives Superseded Superseded Yes Mag. and can be ‘destroyed when no

longer required; GC 834090 et

seq.

Used for disaster recovery

purposes only; Store off-site for
Information Backups - MONTHLY - When No When No disaster recovery; Considered a

0190 Network, All Files on Shared Longer Longer Yes Mag. copy and can be destroyed when

Technology . ; : . .

Drives Required Required no longer required; retention
based on administrative value;
recycle tapes; GC 834090 et seq.
Some photographs may be
retained permanently as historical

Information Photographs, City Related When No When No r_ecords, s?me may be destroyed
Technology 0160 (digital) Longer Longer Mag, Ppr right away; some photographs are
Required Required drafts that become part of a
newsletter or other documents;
GC 834090 et seq.
Information When When Department Preference (transitory
Technology 0190 GIS database Superseded Superseded Yes Mag. records); GC 834090 et seq.
Provide Provide
Existing Existing
D Qutput to Output to Historical records are maintained
Dl_ei)?a?t 0190 ghstpi?téboﬁﬁé u:;or;isl) Lead Lead Yes Mag. by the Lead Department; GC
’ A Department Department 834090 et seq.
Prior to Prior to
Change Change
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Ver. 10.0

RECORDS RETENTION SCHEDULE:

INFORMATION TECHNOLOGY

Page IT-2

?thzgc?rzf File No. ‘ Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) Active o site, Toia Vitalp | Media I=import | g
(in office) Retention Options | M=Mfr
OD or Mfr) N Imaged &
S=Scan ‘o

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

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

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

Information When \When Transitory records not retained in
Technolo 0190 Website Content Superseded Superseded Yes Mag. the ordinary course of business;
oy P P GC §34090 et seq.
UNALTERABLE MEDIA/ For legal compliance for
IMMUTABLE CLOUD BACKUP Trustv?orth Erectronic Records
. / WORM / DVD-r / CD-r / Blue y ;
Information (when the electronic record serves
0190 Ray-R or other unalterable P P oD - )
Technology media that does not permit as the official record); GC 60200,
" . P 12168.7, EVC 1550, 2 CCR 22620
additions, deletions, or
et seq..
changes
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Ver. 6.0 RECORDS RETENTION SCHEDULE: MARKETING and PUBLIC RELATIONS Page M/PR-1
%f:gsrzf ‘ File No. ‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) .Actl\./e Inactive / Totgl Vital? Mgdla I=lImport | Paper after
(in office) | CD or Mfr | Retention Options| M=Mfr Imaged &
S=Scan QC'd?

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

JRetentions 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).

MARKETING & PUBLIC RELATIONS

Marketing Mag, Those of significant historical
& Public City Newsletters, e-mail blasts 2 years 2 years Mfr, OD, S/ No value are maintained by the City
Relations Ppr Clerk permanently; GC §34090
Marketing . Mag, Yes: After
. Eisenhower Walk of Honor —~ o ~~_ |Department preference for
& Pu.b“C Applications 2 years P P Mir, OD, S/ C&0D Historical Value; GC 834090
Relations Ppr No
Marketlpg Marketing / Promotional Draft When No When No Drafts not retained in the ordinary
& Public Longer Longer Ppr : .
. Documents, Photos . : course of business; GC 834090

Relations Required Required

When No When No
Marketing . . ) Longer Longer )
& Public I\D/Iarketlngt/ Promotional Final Required - Required - Ppr ggfgétoment preference; GC
Relations ocuments Minimum 2 Minimum 2

years years
Marketing May
& Public 0160 |Press Releases 2 years 2 years P ? GC § 34090
Relations P
Marketmg When No When No Mag, Notes, drafts, or transitory
& Public 0160 Speeches and Lectures Longer Longer ]
. ; . Ppr records; GC 834090 et seq.

Relations Required Required
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Vver. 14.0 RECORDS RETENTION SCHEDULE: PERSONNEL Page PER-1
%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. Destroy
. Inactive . Image: Paper
(OFR) ACtive 1 ot ite, Tota Vitalp | Media jl=import oo
(in office) Retention Options | M=Mfr
OD or Mfr) _ Imaged &
S=Scan ‘o

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
Department Preference;
Instructions state "Generally, keep
1095-C, 1094-C (Employer- Mag, Mir Yes: After |copies of information returns you
Personnel Provided Health Insurance Offer 5 years 5 years oD P_prL S/I QC & OD |filed with the IRS or have the
and Coverage & Transmittal Form) — Iyear |ability to reconstruct the data for at
least 3 years, from the due date of
the returns” GC 834090
Department Preference - No
positions open; therefore not
Applications for Employment or deemed part of City recruitment
Personnel 0550 Resumes: Unsolicited (no open 1 year 1 year Ppr practices; considered a transitory
position), candidates not hired record not materially impacting the
conduct of the public's business;
GC 834090
Bureau of National Affairs
I . When No When No recommends 2 years for all
Classification / Compensation / Lonaer | oncier lementary Personnel records:
Reorganization Studies (for 9 9 supplementary Fersonnel records,
Personnel 0510 L Required - Required - Mag, Ppr Wage rate tables are 1 or 2 years;
employee classifications and - . . i
department structures) Minimum 2 Minimum 2 State requires 2 years; 29 CFR
years years 516.6, 29 CFR 1602.14, GC
8812946, 12960, 34090
Personnel (ég:)/llcl)Dy-;L:sNotlflcatlons o 3 years 3 years Mag, Ppr LC 86409.6(k), GC 834090
For auditing purposes; Published
P | 0370 Deferred C tion R ; 5 3 5 Mag, Mfr, S/l Yeé:&% articles shc?wp3 -p4 yee{rs; Other
ersonne eferred Compensation Reports years years years oD, Ppr QC & OD cities show 7 - 10 years: GC
) §34090, 26 CFR 1.6001-1
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Ver. 14.0

RECORDS RETENTION SCHEDULE: PERSONNEL

Page PER-2

%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. Destroy
. Inactive . Image: Paper
(OFR) ACtive 1 ot ite, Tota Vitalp | Media jl=import oo
(in office) Retention Options | M=Mfr
OD or Mfr) _ Imaged &
S=Scan ‘o

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

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

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

Personnel

0540

Department of Fair Employment &
Housing (DFEH or EEOC) Claims /
Harassment Claims that are
resolved administratively

Final
Disposition +
5 years

Disposition +

Final

5 years oD, Ppr

Mag, Mifr,

/1

Yes: After

QC & 0OD

All State and Federal laws require
retention until final disposition of
formal complaint; State requires 2
years after "fully and finally
disposed”; 2 CCR 11013(c); GC
8812946, 12960, 34090

Personnel

DMV Pull Notices (for maintenance
vehicles)

When No
Longer
Required

When No
Longer
Required

Mag, Ppr

Transitory or source records not
retained in the ordinary course of
business; CHP audits every 2
years; Bureau of National Affairs
recommends 2 years for all
supplementary Personnel records;
GC 834090

Personnel

Drug and Alcohol Testing / D.O.T
files: Negative Results

2 years

2 years Ppr

D.O.T. Requires 5 years for
positive tests, refusals, annual
summaries, etc, 1 year for
negative tests; EEOC / FLSA /
ADEA (Age) requires 3 years
physical examinations; State Law
requires 2 years; 29 CFR
1627.3(b)(1)(v), GC §812946,
12960, 34090; 49 CFR 655.71 et
seq.; 49 CFR 382.401 et seq. 49
CFR 653.71
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Ver. 14.0

RECORDS RETENTION SCHEDULE: PERSONNEL

Page PER-3

%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. Destroy
. Inactive . Image: Paper
(OFR) ACtive 1 ot ite, Tota Vitalp | Media jl=import oo
(in office) Retention Options | M=Mfr
OD or Mfr) _ Imaged &
S=Scan ‘o

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

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

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

Personnel

Drug and Alcohol Testing / D.O.T
files: Positive Results

5 years

5 years

Mag, M_fr:_
oD, Ppr

wn

Yes: After

QC & OD

D.O.T. Requires 5 years for
positive tests, 1 year for negative
tests; EEOC / FLSA / ADEA (Age)
requires 3 years physical
examinations; State Law requires
2 years; 29 CFR 1627.3(b)(1)(v),
GC 8812946, 12960, 34090; 49
CFR 655.71 et seq.; 49 CFR
382.401 et seq. 49 CFR 653.71

Personnel

EEO-4 Reports and records
required to generate EEO-4 report

3 years

3 years

Mag, Ppr

29 CFR 1602.30, 29 CFR
1602.32; GC §34090

Personnel

0500

Employee Assistance Program

2 years

2 years

Mag, Ppr

Department Preference; GC
§34090

Personnel

0500

Employee Awards

2 years

2 years

Mag, Ppr

GC §34090

Personnel

Grievances (ALL)

Final
Disposition +
5 years

Final
Disposition +
5 years

Yes: Before
Disposition

Mag, Ppr

City's Preference; Lead
Department is OFR for grievances
resolved in their department; All
State and Federal laws require
retention until final disposition of
formal complaint; State requires 2
years after action is taken; 29 CFR
1602.31 & 1627.3(b)(1), GC
8812946, 12960, 34090; 29 USC
1113,LC 1174

CITY OF INDIAN WELLS, CA. ©2004 Gladwell Governmental Services, Inc. - all rights reserved

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

Revision Adopted: 4/21/2022




Vver. 14.0 RECORDS RETENTION SCHEDULE: PERSONNEL Page PER-4
%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. Destroy
. Inactive . Image: Paper
(OFR) ACtive 1 ot ite, Tota Vitalp | Media jl=import oo
(in office) Retention Options | M=Mfr
OD or Mfr) _ Imaged &
S=Scan ‘o

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: Liti

Human
Resources

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

I-9s

Separation +
3 years

Separation +
3 years

Mag, Ppr

Non-citizens must re-certify
periodically; RICA recommends
Required for 1 year from
termination or 3 years from hiring,
whichever is later; EEOC / FLSA /
ADEA (Age) requires 3 years for
"any other forms of employment
inquiry"; State Law requires 2 -3
years; INA 274A(b)(3); INS Rule
274a.1(b)(2); 8 CFR 274a.2; 29
CFR 1627.3(b)(1); GC §812946,
12960, 34090

Personnel

0300

Invoices from contract law firms
(confidential)

2 years

3 years

5 years

Yes: Until
Paid

Mag, Mfr,
OD, Ppr

S/l

Yes: After
1 year

Finance is OFR for other invoices;
Department Preference to cover
auditing standards; Statewide
guidelines propose audit + 4
years; Published articles show 3 -
7 years; GC 834090

Personnel

0510

Job Descriptions / Job
Specifications

Yes: Before
Superseded

Mag, Ppr

Department Preference; Bureau of
National Affairs recommends 2
years for all supplementary
Personnel records; GC §34090

Personnel

0100

Organization Charts

Mag, Mfr,
OD, Ppr

Yes: After
2 years

Department Preference; GC
834090

CITY OF INDIAN WELLS, CA. ©2004 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Revision Adopted: 4/21/2022
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RECORDS RETENTION SCHEDULE: PERSONNEL

Page PER-5

%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. Destroy
. Inactive . Image: Paper
(OFR) ACtive 1 ot ite, Tota Vitalp | Media jl=import oo
(in office) Retention Options | M=Mfr
OD or Mfr) _ Imaged &
S=Scan ‘o

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

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

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

Department Preference; Calif.
Labor Division is required to keep
their records 7 years; OSHA
Personnel OSHA Inspections & Citations, 7 years 7 years Ppr requires 5 years; State law
Logs 200 and Log 300, etc. requires 2 years; 8 CCR
14300.33(a); 29 CFR 1904.33, 29
CFR 1904.44; OMB 1220-029; GC
860201 et seq.; LC §6429c
When No When No
Longer Longer . .
Personnel PERS Actuarial Reports Required - Required - i\él)ag, M, S ves: After Dgepgétoment Preference; GC
Minimum 10 Minimum 10 D, Ppr 1year |834
years years
Whichever islWhichever is File.s maintained separately;
) . Claims can be made for 30 years
p LFil Medical Fil s tion + Longer. 28 § Longer: 30 ves: Until |M M ves: Wh for toxic substance exposure; 8
veonnel | osa | Pesernel s Medteal el sepoton e e | Seroron eS| COR 5144, 8 CCR 154003
i ! of Benefits +] of Benefits + P P CCR §3204(d)(1). et seq., 29 CFR
5 years 5 years 1910.1020(d)(1)(i), GC 8812946,
: 12960, 34090; LC §1198.5
Department Preference;
EEOC/FLSA/ADEA (Age) requires
Personnel Files - Regular, Active, 3 years for promotion, demotion,
Permanent, Non-Regular, transfer, selection, or discharge;
= Temporary and Part-time Separation + Separation +] Yes: Until |Mag, Mfr, Yes: After |State Law requires 2 -3 years;
ersonnel 0530 . . S . : g
Employees (includes I-9s, Oaths of 6 years 6 years Separation | OD, Ppr Separation |retirement benefits is 6 years from
Office, Disaster Service Workers last action; 29 CFR 1602.14;
Oaths, benefits, etc.) 1602.31 & 1627.3(b)(1); GC
8812946, 12960, 34090; 29 USC
1113; GC 83105; LC §1198.5
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. Destroy
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(in office) Retention Options | M=Mfr
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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 suseend normal retention periods (retention resumes after settlement or completion).

Department Preference; Bureau of
National Affairs recommends 2

Personnel 0510 Reclassification Requests 2 years 2 years Mag, Ppr
years for all supplementary
Personnel records; GC §34090
Department preference; Per
NeoGov Policy; 29 CFR
Personnel Recruitment Database (NeoGov) 5 years 5 years Mag, Ppr 1627.3(b)(1), 29 CFR 1602.14; 2
CCR 11013(c); GC 8812946,
12960, 34090
Recruitment File - Advertisements, /Sltieli_tgk?ﬁl;eg:izzs 4) years; EElo??
Applications (unsuccessful), Tests, ge) requires 1-
Personnel 0550 Letters, Scantrons, Questions, 4 years 4 yeals Mag, Ppr years; 29 CFR 1627.3(b)(1), 29
|nterview No’[es CFR 160214, 2 CCR 11013(0),
GC 8812946, 12960, 34090
When No When No Brochures and Flyers are also
Personnel Recruitment Flyers and Brochures Longer Longer Mag, Ppr maintained with recruitment file
Required Required (these are copies); GC §34090.7
When No When No
Longer Longer
Personnel 0520 Salary Surveys Required - Required - Mag, Ppr GC §34090
Minimum 2 Minimum 2
years years
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RECORDS RETENTION SCHEDULE - PLANNING
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Image: Paper
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S=Scan .

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
ALC / DRC (Design Revi Mag, Af:(eSQ: C |Department Pref
. esign Review er epartment Preference;
Planning Committee) Project Files 2 years P i Yes Mf'r:,) ob, S & OD |GC834090
pr .
. . Mag. Yes:
Planning élc‘)%:ngtz Ce:)(Egeesrli%lFliz\gEgs P P Yes Mf'r:,) (?D, S/l Afgﬁ City Preference; GC 834090
P 2-years
. . Mag, Yes: After
Planning ét; n’] i'tDteReC) ﬁzsj'tz'; Review P P Yes Mf:D, ;?D, s/ |oc 2.0 City Preference; GC §34090
Alcoholic Beverage License When No ven No
o : Longer Longer Ppr Non-records
Application Copies Required Reguired
Yes:
Mag, After QC
Planning Annexation / Deannexation Files P P Mfr, OD, S/l 20D GC 834090
Ppr 1year
Department Preference to match
Audio Recordings of Planning expected life of audio cassettes;
Planning Cominission and ALC / DRC . 5 years 5 years Mag State law oniy requires for 30
Meetings - Analog - Tapes (Audio days; Council Policy A-11 allows
Tapes or Digital Recordings) destruction after 30 days; GC
§54953.5(b)
Audio Recordings of Planning Department Preference; State law
Planning Commission _arid ALC /_DRC P P Mag only requires for 30 days; Qouncil
Meetings - Digital (Audio Tapes or Policy A-11 allows destruction
Digital Recordings) after 30 days; GC §54953.5(b)
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Vver.13.0 RECORDS RETENTION SCHEDULE - PLANNING Page PL-2
%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. | Destroy
Image: Paper
Active Inactive / Total . Media | I=Import
?
(OFR) (in office) | CD or Mfr | Retention vital Options| M=Mfr after
_ Imaged &
S=Scan .

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 re

uests, audits and/or investigations susEend normal retention periods (retention resumes after settlement or completion).

. When No Vhen No Mag, Census Bureau is OFR; GC
0620 Census, Demographics Longer Longer Mfr, OD, §34090 et seq
Required Required Ppr )
Not all internal communications
and notes are required to be
Environmental Determinations: saved; "E-mails that do not
Environmental Impact Reports provide insight into the project or
(EIRs), Negative Declarations, the agency’s CEQA compliance
Categorical Exemptions, etc.) / with respect to the project — are
CEQA/NEPA not within the scope of section
Project Project 21167.6, subdivision (e) and need
Correspondence_and staff notes | Approval or Approval or M not be retained." Golden Door
Planning that provide insight into the project or| Denial + 2_ Denial + 2. ag, Properties, LLC v. Superior Court
the agency's CEQA compliance with | years 180- years-180- Ppr of San Diego County (County of
respect to the project days days San Diego, et al., Real Parties in
submitted to, ortransferred from- Interest) (53 Cal.App.5th 733);
Hressene s ol erannlasene s PRC 21167,6; GC 834090
communications, including staff- Email pertaining to City business
notes—related-to-a-non-exempt generally must still be retained for
CEQA-action a period of 2 years under the
general correspondence retention
requirement of GC §34090
Environmental Determinations: . |Normally filed with project file;
: Yes: . .
Environmental Impact Reports Mag, After OC Final EIRs are required to be kept
Planning (EIRs), Negative Declarations, etc. - P P Yes (all) |Mfr, OD, S/l 20D |2 "reasonable period of time"; 14
Inside City boundaries (normally Ppr | Cal Code Regs §15095(c); GC
stored with the project file) ) §34090
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%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. | Destroy
Image: Paper
(OFR) _Actiye Inactive / Totai Vital? Mgdia Ileport affer
(in office) | CD or Mfr | Retention Options| M=Mfr
_ Imaged &
S=Scan .

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 re

uests, audits and/or investigations susEend normal retention periods (retention resumes after settlement or completion).

Environmental Determinations:
Enwronmenta_l Impact Reports When No When No
. (EIRs), Negative Declarations, etc. -
Planning . ; - Longer Longer Ppr Non-records
Outside City boundaries (EIRs Required Reatired
inside City Boundaries are stored q q
with the project file)
. . . Yes (during | Mag,
Planning Film Permits 2 years 2 years filming) Ppr GC 834090
Mag Yes: |Department Preference; City Clerk
Planning 0615 General Plan Elements and = = Yes (all) | Mr, OD, S/l After OQC |Maintains originals of all
Amendments Por & OD |documents that were presented to
P Amended | Council; GC §34090
Public When No When No . . )
Works / 0720 Grading Permits (final) Longer Longer Ppr Public Works is OFR; GC
. ; . §34090.7
Engineer. Required Required
. Mag, Yes:
Planning| 0615 |-2nd Use, General Plan, Zoning p P Mfr,OD,| S After |GC §34090
(e.g. City Master Plan) .
Ppr Inactive
Mag Yes:
Planning Massage Therapist Permits Expiration + Expiration + Mfr, OD. S/l After QC |Department Preference; GC
2 years 2 years Por & OD |834090
P Hractive
Mag Yes:
Planning 0120 Planning Commission Agenda P P Yes Mfr, OD, S/I After OC. City Preference; GC 834090
Packets Ppr & OD
2years
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%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. | Destroy
Image: Paper
(OFR) _Actiye Inactive / Totai Vital? Mgdia Ileport affer
(in office) | CD or Mfr | Retention Options| M=Mfr
_ Imaged &
S=Scan .

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 re

uests, audits and/or investigations susEend normal retention periods (retention resumes after settlement or completion).

Yes:
. . o . Mag,
MS / City Planning Commission Minutes, = p Yes (all) |Mir, OD, S/ After QC GC §34090
Clerk Resolutions Ppr & OD
Inactive
Department Preference; Projects
have a 3 year vesting (applicant
Planning Files - Approved must pull permit within 3 years) --
Permanent and Temporary those applications in which the
Entitlements - All (Includes applicant does not follow through
Associated CEQA Noticing, Public Mag, Yes: |with permit may be destroyed after
Planning | 0600, 680 |NOticing, Environmental 2 years p p Yes |Mfr, 0D, i | AferQC the vesting period has expired.
Determinations, Staff Reports, Plans Ppr & OD |Some permits must obtain Council
& Maps) -- Certificates of tnaetive |approval, and therefore the City
Compliance, Conditional Use Clerk becomes office of record for
Permits, Variances, Zoning Code material presented to Council;
Amendments, etc. Department maintains complete
files for administrative purposes;
GC8834090, 34090.7
When No When No
. Longer Longer Mag ves:
. Proposed Projects that are Not ; ; ! After QC |Department Preference;
Planning Required - Required - Mfr, OD, S/I
Pursued or Implemented Minimum 2 Minimum 2 Ppr & OD |GC834090
Inactive
years years
Regional Organizational Studies & When No When No Mag
Programs where other Agencies are Longer Longer Ppr’ Non-records; GC 834090 et seq.
the Lead (e.g. Rail Studies, etc.) Required Required

CITY OF INDIAN WELLS, CA. ©2004 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Revision Adopted: 4/21/2022




Ver. 13.0

RECORDS RETENTION SCHEDULE - PLANNING

Page PL-5

%fzgsrgf File No. ‘ Records Description Retention / Disposition Comments / Reference
. | Destroy
Image: Paper
(OFR) _Actiye Inactive / Totai Vital? Mgdia Ileport affer
(in office) | CD or Mfr | Retention Options| M=Mfr
_ Imaged &
S=Scan .

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 re

uests, audits and/or investigations susEend normal retention periods (retention resumes after settlement or completion).

Yes:

Mag,
Planning 0730 |Street Names P P Yes (all) |[Mfr, OD, S/l % GC 834090

Ppr “Ne

Mag Yes: |Department Preference; City Clerk

. . ' After QC |Maintains originals of all
Planning Zoning Maps P : ves (all) Mflr:,) ?D’ Si & OD |documents that were presented to
P Ne | Council; GC §34090.7
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%fzgc?rgf File No. ‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) .Acti\./e Inactive / CD Totai Vital? Me_dia I=Ir11port Paper after
(in office) or Mfr Retention Options| M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Abandonments, Easements, Mag Yes: After
MS / City Entitlements, and Vacations Upon Yes: Until . '~~~ |Department Preference; GC
Clerk 0490, 0730 (Recorded Documents / City Completion P P Completed Mﬁl;‘ ?D‘ sl €& 0D 8§34090.7
Property) P )
Public Mag, ves: After. Department Preference for
quks/ 0720, 0730 |Aerial Maps (Analog and Digital) 2 years P P Mfr, OD, S/l QC & 0OD historical purposes: GC §34090
Engineer. Ppr Ne
. Department Preference; Statute
. Assessment / Maintenance . o -
Public District Projects (Maps, Diagrams, | Termination of Yes: Until Mag, Yes: After |of Limitations is 4 - 10 years (for
Works / 0730 ) bs, Liagrams, hat p P ' Mfr,OD,| S/I | QC&OD |Errors & Omissions); CCP
. Spreadsheets, Improvement District Completed .
Engineer. Plans - e.g. roads, sewer, etc.) Ppr 1year |88337.337.1(a), 337.15, 343;
0- ’ » €16 GC §34090.7
Public Mag, Yes: After
Works / 0740 Bridges 2 years P P Mfr, OD, S/l QC & OD |GC 834090
Engineer. Ppr No
Public Encroachment Permits & Life of the Life of the ves: Until Mag, Yes: After |Statewide guidelines propose
Works / | 0490, 0760 |Agreements: Permanent Encroach- Encroach- Revcication Mfr, OD, S/l C & OD |Permanent; CCP § 337 et. Seq.;
Engineer. (Awnings, Utilities, Signs, etc.) ment ment Ppr tractive |GC § 34090
Statute of Limitations for any
Encroachment Permits & ."'“ab'“ty fc_Jund_eq u';')on an
Public Agreements: Temporary (Street Instrument in writing” or not
) . . Expiration + 4 Expiration + 4] Yes: Until Mag, specifically provided for is 4
Works / 0710 Closures, Transportation / Wide . ) ) L
. . years years Completion Ppr years; Statewide guidelines
Engineer. Load Permits, Detours, Street .
Cuts, Paving, etc.) propose Permanent; CCP
, g, etc. §8337, 343 et. Seq.; GC §
34090
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or Mfr
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Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

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

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

Public Mag, Yes: After
Works / 0720 Grading Permits (final) P P Mfr, OD, S/l QC & OD |GC 834090
Engineer. Ppr hanetve
Public Mag
. . Close of : Yes: After |Department Preference; GC
Works / 0860 Industrial Waste Permits . P P Mfr, OD, S/l P e— '
Engineer. Business Ppr QC & OD 834090 et seq.
When No When No
Public Inventories / Surveys (various, Longer Longer Mag, Yes: After Department Preference: GC
Works / | 0730, 0760 |including street mileage, Required Required Mfr, OD, S/l QC&OD p '
. . g i 834090
Engineer. equipment, etc.) (minimum 2 (minimum 2 Ppr
years) years)
Public Manuals - Operation and Life of Life of Mag, Yes: After
Works / Maintenance for various . : Mfr, OD, S/l QC & OD |Administrative value; GC 834090
. . Equipment Equipment
Engineer. equipment Ppr Ne
Public | 0730, 0770, Mag, Yes: After Department Preference for
Works / | 0840, 0850, |Master Plans (all) P P Yes (all) |Mfr, OD, S/l QC & OD his?orical urposes: GC §34090
Engineer. 0860 Ppr No purp ’
e s ves: ater
Works / P . ceept P P Mfr,OD,l S/I | QC&OD |GC §34090
. accepted, City Clerk is Office of -
Engineer. Ppr tractive
Record)
Public Plans and Maps (Final) - Grading, Mag, Yes: After csngnec??ée;ﬂili?grg?;gezi
Works / | 0720, 0760 |elevations, drainage, sewage, P P Yes (all) |Mfr, OD, S/l QC & OD el Dep )
. . ; for historical purposes; GC
Engineer. storm drains, traffic, etc. Ppr No §34090
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%fzgc?rgf File No. ‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) .Acti\./e Inactive / CD Totai Vital? Me_dia I=Ir11port Paper after
(in office) or Mfr Retention Options| M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

When No When No
Public . . . Longer Longer Mag Yes: After
Preliminary Studies / Project . : ' -~ |Department Preference; GC
- R R o)
quks d Assessments (Not Acquired) _eguwed ‘equwed M. 0D, - ST caob §34090
Engineer. (minimum 2 (minimum 2 Ppr
years) years)
Project Files: City Infrastructure
and Facilities Projects / CIP /
Private Development -
Administration File .
S . . For disaster preparedness
(Construction): Project 10 years or | Completion + itv Clerk d
Administration, Performance After Funding] 10 years or purposes (Clty. C erk does not
. 0730, 0760, o . . maintain Specifications, RFPs,
Public Bonds/Surety, Project Schedules, Agency After Funding ) . Mag, Yes: After . .
Works / | 2770. 0780, | o0 e d Payrolis, Invoices, L Upon Audit, it JAgency Audit] Y& UM Tvir ob,|  s/1 | oceop |P@ns: Materials Testing
. 0820, 0850, ertilied Fay o_ s oices, Logs, Completion L 9 y_ '] Completed ' ’ — Reports, etc.) Statewide
Engineer. Insurance Certificates from required, if required, Ppr Tyear Al
0860, 0950 - . . ! guidelines propose Permanent
Contractors, Correspondence, whichever is | whichever is )
. : . for Infrastructure plans; GC
Advertising, Public Noticing, longer longer §34090
Meeting Agendas & Minutes,
Field Inspections, Inspection
Reports, Labor Compliance,
Prevailing Wage, etc.
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Record
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Comments / Reference

Active
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or Mfr
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Retention
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Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

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

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

Project Files: City Infrastructure
and Facilities Projects / CIP /
Private Development -
Permanent File (Design): Plans, Retained for disaster
0730. 0760 Specifications, Change Orders, preparedness purposes (City
Public 0770‘ 0780, Materials Testing Reports, Uoon ves: Until Mag, Yes: After |Clerk does not maintain Plans,
Works / ’ " |[Environmental, Feasibility P . P P : Mfr, OD, S/l QC & OD |Materials Testing Reports, etc.)
. 0820, 0850, . . . Completion Completed . L
Engineer. Studies, Notice of Completion Ppr tyear |Statewide guidelines propose
0860, 0950 - .
(send original to City Clerk), Permanent for Infrastructure
Record Drawings ("As Builts"), plans; GC 834090
Regulatory Agency Approvals,
Soils Reports, Structural
Calculations, Surveys, etc.
Public . . .
Project Files: Fugitive Dust Mag,
quks/ Applications & Plans (PM 10) 2 years 2 years Ppr GC 834090
Engineer.
Public Mag, Yes: After
Works / 0730 Realignments (Closed) P P Yes (all) |Mfr, OD, S/1 QC & OD |GC §34090
Engineer. Ppr No
Public Recorded Maps (Final Maps, Mag, Yes: After )
Works / 0720 Record of Survey, Tract Maps, P P Yes (all) |Mfr, OD, S/l QC & OD Drafts should be destroyed; GC
. §34090, 34090.7
Engineer. etc.) Ppr tyear
. Required for a minimum of 5
Public Sanitary Spills and Overflows Mag, Yes: After |years; 40 CFR 122.41(j)(2);
Evr:loi:ik;e/r (SSOs) S years ®years Mf; Cr)D S/ 1 "5c & 0D | SWRCB Order 2006-03; 40 CFR
gineer. P 122.41(j)(2); GC §34090
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%fzgc?rgf File No. ‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) .Acti\./e Inactive / CD Totai Vital? Me_dia I=Ir11port Paper after
(in office) or Mfr Retention Options| M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Public Mag, Yes: After
Works / Sanitary Surveys 10 years 10 years Mfr, OD S/l m 40 CFR 141.33(c)
Engineer. Ppr QL&OD
Public Mag, Yes: After .
Works / Sewer Lift Stations Plans P P Yes (all) |Mfr, OD, S/l QC & OD Department Preference; GC §
. 34090+
Engineer. Ppr Ne
Department preference; plans
Public Sewer System Management Mag, Yes: After mus_t be update_d every Syears,
Works / Plans (SSMP) 5 years 5 years Mfr, OD S/l C & 0D audits are required every 2
Engineer. Ppr QC& 0D years; SWRCB Order 2006-03;
40 CFR 122.41(j)(2); GC 834090
Public Solid Waste Reduction / AB 939 Ma Department preference; SB
Works / Compliance / SB 1383 10 vears 10 vears Mir (g)D S/l Yes: After [1383 compliance is required for
Engineer Compliance (Organic Waste y y Por — QC & OD |5years; 14 CCR § 18995.2; GC
g ' Collection and Recycling) P §34090
Public . . . Mag, Yes: After
Works/ | 0720 gag:;"ifc(?ra""'”gs' studies, test P P Mfr,OD, S/I | QC&OD |GC §34090
Engineer. ports, etc. Ppr Inactive
Public When No When No .
Works / 0950 Tree Planting Lists / Tree Surveys Longer Longer Mag, Transitory “?C‘”ds / Data may be
. 7 - Ppr superseded; GC §34090
Engineer. Required Required
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Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

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

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

Underground Storage Tank
(City Owned)

Monitoring and Maintenance
records are required on site for 3

Public — . Mag, . years, 6 ¥2 years for cathodic
Works / UST Mo_nitoring, Insplections 7 years 7 years Mfr, OD S/l % protection maintenance, 5 years
Engineer. and Mr?untenance, Release ) Ppr QC& 0D for calibration & maintenance of
Detection Systems, Cathodic release detection systems; 23
Protection Maintenance CCR 2712(b); H&S §25284.2(j)
Records
. Underground Storage Tanks -
Public . . . Mag, Yes: After
Works / USTs (City Owned) Life of the Life of the Mfr, OD, S/l C&oD 23 CCR 2?12(b), H&S
Engineer Tank Tank Por Q—J §25284.2(i)
g ' Repairs, Lining, Upgrades P
Underground Storage Tanks (City-
. Department Preference
Owned :
Public wned) Mag, ves: After. (required for the life of the tank);
Works / 10 years P P Mfr, OD, S/l QC & OD 23 CCR 2712(b), H&S
Engineer. Location, Soil Remediation, Ppr 1year . '
25284.2(i); GC 834090 et. seq.
Monitoring Well Records 8 ® 8 q
Public Wastewater - NPDES Monitoring Ma Monitoring records required for 3
Works / 0860 Reports / Sewer Monitoring 3 years 3 years P ? years; 40 CFR §8122.21,
Engineer. Reports P 122.41,122.44
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%fzgc?rgf File No. ‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) .Acti\./e Inactive / CD Totgl Vital? Me_dia I=Ir11port Paper after
(in office) or Mfr Retention Options| M=Mfr | Imaged &
S=Scan QC'd?

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

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

HOLDS: Litigation, complaints, claims,

TRANSPORTATION / TRAFEIC ENGINEERING

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

. Department preference (required
Public Mag, Yes: After |every 5 years, but can be
V_\I{roarrlil 0760 Speed Surveys 10 years 10 years l\/lf:3 (?D S/l )C & 0D |extended to 7 or 10 years): GC
' P §34090
Public ) . Mag
SWITRS - Traffic Accident i Yes: After |Department Preference; GC
Works / 0760 10 years 10 years Mfr, OD S/l ’
Trans. Reports Ppr QC & OD |834090
Public ) . Mag
Traffic Calming (speed humps, i Yes: After
Works / 10 years 10 years Mfr, OD S/l - GC §34090
Trans. etc) Ppr C&0D
Vl\jg:)klfl 0760 Traffic Counts / Volumes, p p M:‘\rﬂa(g)b S/l Yes: After |Department Preference; GC
Summaries, Reports - Historical - QC & OD (834090
Trans. Ppr
Public Traffic Counts / Volumes, Supe_rseded ) Supgrseded . Mag, Department Preference; GC
Works / 0760 . . Minimum 2 Minimum 2
Summaries, Reports - Routine Ppr 834090
Trans. years years
Department preference to cover
. Traffic investigations (minor audits from all grant funding
Public . . . . Mag, . S L
projects - reports, ordering of . Completion + fYes: Before Yes: Upon |agencies; Statute of Limitations
Works / . Completion 10 years . Mfr, OD, S/l . . .
Trans signs, pavement management 10 years Completion Por Completion |for Errors & Omissions is 10
' studies, etc.) P years; CCP §8337. 337.1(a),
337.15, GC §34090
Public Mag, Yes: After )
Works / Traffic Signal Timing Chaneg;;; 10 Chaneg;r; 10 Mfr, OD, S/l QC & OD ggfggtoment Preference; GC
Trans. y y Ppr Hactive
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%fzgc?rgf File No. ‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
(OFR) .Acti\./e Inactive / CD Totai Vital? Me_dia I=Ir11port Paper after
(in office) or Mfr Retention Options| M=Mfr | Imaged &
S=Scan QC'd?

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

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

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

Public . . . — .
Works / Wide Load_Permits / Oversize Expiration + 2 Expiration + 2 Mag, GC §34090
. Load Permits years years Ppr
Engineer.
MAINTENANCE
Public Upon tpan
Works / 1120 Air Compressor Tank Permits E>‘<p.|rat|on E>.<p|rat|on Mag, Department Preference; GC
. (minimum 2 (minimum 2 Ppr §34090
Maint.
years) years)
Public Ma
Works / AQMD Permits 5 years 5 years P ? 40 CFR 70.6; GC 834090
Maint. P
VCES(IE/ Generator Operation Logs (for 3 vears 3 vears Mag, AQMD Rule 1470; GC
Maint Fixed / Stationary Generators) y y Ppr 834090
Public Generator Operation Logs (for Mag, Ves: After AQMD Rule 1470; Form
Works / Portable /Emergency 5 years 5 years Mfr, OD S/ —m 400-E-13a instructions, GC
Maint. Generators) Ppr 834090
Public Mag, Yes: After
Works / 1120 Fuel Inventories 2 years 3years 5 years Mfr, OD S/l — - ~—|Auditing purposes; GC §34090
Maint Ppr C&0D
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Office of

Record

(OFR)

File No. ‘

Records Description

Retention / Disposition

Active
(in office)

Inactive / CD
or Mfr

Total
Retention

Vital?

Media
Options

Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

Comments / Reference

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

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

Department Preference to cover
statute of limitations; If a motor
carrier, required for 18 months
after vehicle is sold; Covers all
Public . . . Life of Vehicle Life of Vehicle statute of limitations; CHP
Maintenance History - Vehicles & . . Mag, ) . T
Works / 1120 Equipment or Equipment or Equipment Por requires life of vehicle; OSHA
Maint. quip + 2 years + 2 years P requires 1 year; 8 CCR §
3203(b)(1); 49 CFR
396.21(b)(1); 49 CFR 396.3(c);
CCP 8337 et. seq., 13 CCR
1234(f); GC §34090
Public Ma Department Preference; GC
Works / 1120 Maintenance Schedules Superseded Superseded 9 P '
. Ppr §34090
Maint.
Public Manuals - Operation and Life of Life of Mag,
Works / 1120 Maintenance for various . ‘ Mfr, OD, S No Administrative value; GC §34090
. . Equipment Equipment
Maint. equipment Ppr
Public Pre-Trip Inspections / Dail Ma
Works / 1P InSpect y 2 years 2 years 9 13 CCR 1234(c); GC§34090
Maint Vehicle Inspections Ppr
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