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IMPERIAL CITY COUNCIL

AGENDA ITEM

SUBIECT: DISCUSSION/ACTION:
. Adopt the updated City of Imperial Record Retention Schedule.

DEPARTMENT INVOLVED: City Clerk's Office

BACKGROUND/SUMMARY:

The City Clerk's Office staff worked with Gladwell Governmental Services, Inc. to conduct a
comprehensive update to its records management program. An update was necessary to reduce
current and future storage costs, eliminate duplication of effort, increase efficiency in record
destruction and changes in law.

The updated records retention schedule aligns with all legal requirements and reflects best practices
followed by cities across California. This updated retention schedule was collaboratively developed
with input from from each city department. It provides specific record descriptions and retention
periods to better assist with identifying what records should be destroyed.

FISCAL IMPACT: FINANCE

Kot INITIALS \L%—

STAFF RECOMMENDATION:
Adopt Resolution No. pepT. NITIALS — A.O.

CITY
R e R MANAGER’s -
MANAGER’S RECOMMENDATION: el ivad |

MOTION:

SECONDED: APPROVED () REJECTED ()
AYES: DISAPPROVED () DEFERRED )
NAYES:

ABSENT: REFERRED TO:




RESOLUTION NO 2025-54

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF IMPERIAL,
CALIFORNIA, ADOPTING THE UPDATED RECORDS RETENTION
SCHEDULE.

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

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

WHEREAS, the City of Imperial previously adopted Resolution No. xxxx (3-20-2024),
approving Records Retention Schedules;

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF IMPERIAL
DOES RESOLVE AS FOLLOWS:

Section 1. The Record Retention Policy approved by the City Council on March 20,
2025 is hereby repealed. ’

Section 2. The records of the City of Imperial, as set forth in the Records 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
Department Head and with the consent in writing of the Department Head, City Clerk and City
Attorney (if applicable,) and final action approval by the City Council of the City of Imperial.

Section 3. The term “records” as used herein shall include documents, instructions,
books, microforms, electronic files, magnetic tape, optical media, or papers; as defined by the
California Public Records Act.

Section 4. The City Clerk shall certify to the passage and adoption of this resolution and
enter it into the book of original resolutions.

Section 5. This resolution shall become effective immediately upon its passage and
adoption. '

PASSED AND ADOPTED by the City Council of the City of Imperial on the 19th day of
November, 2025.

JAMES TUCKER
Mayor



ATTEST:

KRISTINA SHIELDS,
City Clerk

I, Kristina Shields, City Clerk of the City of Imperial, California, hereby certify that the foregoing
Resolution No. 2025-54 was duly adopted at a meeting of the Imperial City Council at its meeting held on
the 19" day of November, 2025, by the following vote:

AYES:
NOES:
ABSENT:
ABSTAIN:

IN WITNESS WHEREOF, I have hereunto set my hand and affixed the official seal of the City of
Imperial, California, on November 19, 2025.

KRISTINA SHIELDS,
City Clerk



HOW TO USE RETENTION SCHEDULES

©1995-2025 Gladwe!l Governmental Services, Inc. (809) 337-3516 - all rights reserved
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A legend explaining the information presented in the retention schedule; please read this for an explanation
of every column.

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

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

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

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

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

BENEFITS

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

+ Reduce administrative expenses, expedite procedures

« Free office space and computer storage space

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

« Find records faster

+ Determine what media should be used to store records

AUTHORIZATION TO DESTROY RECORDS (Paper or Electronic Records):

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

¢ Ifthere is a minimum retention (“Minimum 2 years"), the destruction / deletion must be

authorized before it is destroved, as it is an official (original) record.

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

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

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



RECORDS RETENTION SCHEDULE LEGEND
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OFR (Office of Record): The department that keeps the Official (original or “record copy”) record for its retention period, then authorizes destruction.

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

Records Description: The record series (a group of like records).

Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active (guideline): How long the file remains in the immediate office area

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

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

P = Permanent

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

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

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

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

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

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

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

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

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

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

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

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

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

WA&I: Welfare & Institutions Code (CA)



Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-1
(Used by ALL Departments)

Oftléaiot | Total | Media ‘t]-Tr:gsrt P: E:rt:ger
Record Retention No. Records Description k Vital? 1 P P Comments / Reference
(OFR) Retention Options| M=Mfr | Imaged &
S=Scan | (EC'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.q. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or fnvestr'garions susEend normal retention eeriods ‘retenﬁon resumes after settlement or comeleﬁon!.

CITY-WIDE (Used by ALL Departments)

_ | \ ‘ |Brown Act challenges must be filed within
Affidavits of Publications / Affidavits of Posting Mag, e IREE |30 or 90 days of action; Statute of

Lead Dept. Cw-001 Notices / Legal Advertising / Notices / Proofs of 2 years Mfr, OD,, S/ QC.& oD Limitations on Municipal Government

Publications / Public Hearing Notices Ppr | actions is 3 - 6 months; GC §§34090,

154960.1(c)(1)

Agréements & Contracts, Amendments:

NON-INFRASTRUCTURE, Professional
|Services Agreements, Tenant / Lease
‘Agreements - NOT IMAGED

Agreement or Contract includes all contracruajl

obligations (e.g. Specifications and Successfu Department Preference; meets municipal

Lead Dept. ; government auditing standards; Statute of
(Managing the CW-002 Proposal or Scope of Work) Completion + | Yes: Before Mrf\:lagb S/l ' Yes: After |Limitations is 4 years; 10 years for Errors
Agreement / Examples of Non-Infrastructure: Consultants 5 years Completion F' g ' QC & OD |& Omissions; CCP §§337. 337.1(a),

Contract) ) ' P |337.15, 343; GC §34090, Contractor has

Franchises, Landscaping, Painting, Slurry Seals
(Paving), Tree Trimming, Leases, Personnel,
Professional Services, etc.

retention requirements in 48 CFR 4.703(a)

IMPERIAL, CA. ©1995-2025 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516 Adopted:



Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
(Used by ALL Departments)

Office of Total Medi pDes""é'e
Record Retention No. Records Description Vital? e. a aper ater Comments / Reference
Retention Options Imaged &
(OFR) c'd?
—

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

Retentions aeglz to the degaltment that is NOT the Office of Record ‘OFRZ‘ or the "Lead Deeartment". If you are the OFRi refer to your deeartment retention schedule.
Retentions b
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or comeletionz.

Agreements & Contracts, Amendments
INFRASTRUCTURE, OR IF IMAGED, JPAs,
MOUs (IMAGED / AFTER SCANNING)
Agreement or Contract includes all contractual
obligations (e.g. Specifications and Successful Can
Proposal or Scope of Work) Department Preference; All infrastructure
contracts should be permanent for
Lead Dept. . . emergency preparedness; Statute of
- Examples of Infrastructure: Architects, . Mag, . AT )

(Managing the CW-003 |Buildings, bridges, covenants, development, P Yes: Before Mfr, OD,| S/I Yes: After leltgtlops '5_4 years; 10 years for Erors
Agreement / . : Completion QC & OD |& Omissions; land records are permanent
Contract environmental, Joint Powers, MOUs, park Ppr by law: CCP §337 et GC 834090

ontract) improvements, property & property restrictions, Cy atw. ctor h § te .t‘seq., . § t N
redevelopment, reservoirs, sewers, sidewalks, 4 g%;aR :rm?;s retention requirements in
street & alley improvements, settlement, :
subdivisions, utilities, water, etc.

Agreements & C?ntracts: ADMINISTRATION . City preference; Covers E&O Statute of
Lead Dept. (NO Grant Funding) AR e
- . . Mag, . Limitations; Statute of Limitations:
(Managing the Completion + ] Yes: Before Yes: After e
CW-004 . - . . . Mmfr, OD,| S/I Contracts & Spec's=4 years,
Agreement / (Project Administration, Insurance Certificates, 10 years [ Completion QC & 0D - .
Ppr Developers=comp. + 10 years; CCP §337
Contract) RFP - Request for Proposal or Successful et. seq., GC §34090
Proposal, Certified Payrolls, etc.) T

IMPERIAL, CA. ©1995-2025 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without pricr written permission frem GGS (809) 337-3516 Adopted:



Ver. 5.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-3
(Used by ALL Departments)
Image: JDrestroy
Office of .
Record Retention No. Records Description Total Vital? Me.d a l-It:\port Paper after Comments / Reference
(OFR) Retention Options| M=Mfr | Imaged &
$=Scan QC'd?

Retentions appl!

HOLDS: Litigation, claims, comp

{o the department that is NOT the Office of Record (OFR), or the “Lead Department”. if you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normall

erformed b

file folder.

faints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settiement or comeletiong.

Completion + Some grant funding agencies require
Agreements & Contracts: ADMINISTRATION audits; Statute of Limitations for Errors &
" 10 years or . . .
Lead Dept. (WITH Grant Funding) After Funding Mag Omissions is 10 years; Statute of
(Managing the CW-005 Agency Audit Yes: Before Mfr O'D S/l Yes: After |Limitations: Contracts & Spec's=4 years,
Agreement / (Project Administration, IRFP - Request for if required '] Completion l5pr ’ QC & OD |Developers=comp. + 10 years; CCP §337
Contract) Proposal or Successful Proposal, Certified whichever i’s et. seq., 2 CFR 200.334; 24 CFR
Payrolls, etc.) longer 91.105(h), 92.505, & 570.502(b), 29 CFR
| 97.42; OMB Circular A-133GC §34090
Lead D Agreements & Contracts:
(M::aginzpttﬁ e UNSUCCESSFUL BIDS, PROPOSALS or Mag, Yes: After Finance / Purchasing retains the originals
Agreement / CW-006 |RESPONSES to RFPs (Request for Proposals) 2 years Mfr, OD,| S/I QC. 80D of Formal pr.ocurements; Includes
Contract) and/or RFQs (Request for Qualifications) that Ppr unopened bids; GC §34080
don't result in a contract
Boards, Commissions, & Committees:
External Organizations / Regional Boards & When No Mag, Yes: After
Lead Dept. CW-007 |Commissions - Agendas, Minutes, Longer Mfr, OD,| S/I QC. & 0D Non-records
Resolutions, or other documents Required Ppr
(e.g. County Board of Supervisors)
Boards, Committees, Commissions, Advisory
Bodies: All Citizen Advisory Bodies Created § Minimum 2 Department preference; Audio Required
Staffing Dept. | CW-009 |, /41,6 City Council years Mag for 30 days; GC §54953.5(b)
AUDIO RECORDINGS
Boards, Committees, Commissions, Advisory Mag
Staffing Dept. | CW-010 5;(:::6%" g::\i’i'l'\d"i“'y Bodies Created P i, 0D, §/1 ‘g*g o oot lac §34090(e)
MINUTES Pr
Boards, Comn}i.ttees, Commissions, Advisory Department preference: video recordings
Staffing Dept. CW-011 Bodies: f\“ cmze" Advisory Bodies Created § Minimum 2 Mag of meetings are required for 90 days; GC
by the City Council years §34090.7
VIDEO RECORDINGS )

IMPERIAL, CA. ©1995-2025 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (809) 337-3516
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Ver. 5.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4
(Used by ALL Departments)
Image: | Destroy
Office of
Record Retention No. Records Description Total Vital? Media | |=lmport | Paper after Comments / Reference
(OFR) Retention Options| M=Mfr | Imaged &
S=Scan C'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: Liti ationi claims‘ comg!aints audits, public records act requests, and/or investigations suspend normal retention een'ods (retention resumes after settlement or completion).
Boards, Committees, Commissions, Advisory Mag
Staffing Dept. | CW-008 E;i::b?t'; g';':::if""'“” Bodies Created M";";‘::;“ 2 Ye:;'e ';t'i':;w Mf:; oD,| siI Eeg &Agg' Department Preference; GC §34090
AGENDAS & STAFF REPORTS Pr
Committees: Employee Committees, Mag
Staffing Dept. | CW-012 “Eﬁmp'."yee Staff Meetings / Department Staff 2 years Mfr,OD,| S/1 | Y85 Afler|oe c34000 et seq.
eetings Ppr QC & OD
AGENDAS and MINUTES
Committees: Subcommittees of the City Mag, ] . . .
Staffing Dept. | CW-013  |Council {Ad-Hoc or Standing Committees) 2 years Mfr,OD,| S/1 ‘g’g g g'éagzggoa'e made by the City Council;
AGENDAS and MINUTES Ppr
Copies - Mag,
Lead Dept. CW-014 |Copies or duplicates of any record V\ll-t;?‘r;‘:o Mfr, OD,| S/I Yoeg &Aggr GC §34080.7
Required Ppr
Correspondence - ROUTINE
(IF CONTENT relates in a SUBSTANTIVE way
Dept. that to the conduct of the public's business)
Authors ONLY IF the Content relates in a
Document (e.g. e-mail, Letters, Memorandums, Mag, Yes: After substantive way to the conduct of the
or CW-015  |Administrative Fites, e-mail / email with 2 years Mfr, OD,| S/I QC' 3 OD public's business; City of San Jose vs.
Receives the SUBSTANTIVE Content, Letters, Ppr Superior Court, 5 Cal. 5th 608 (2017). GC
City's Original Memorandums, etc.) §34090
Document
SUBSTANTIVE synonyms: Significant,
Meaningful, Considerable, Essential

IMPERIAL, CA. ©1995-2025 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (809) 337-3516
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-5
(Used by ALL Departments)

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

lfw.'c'etentions 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 normall; file folder.

HOLDS: Litigation, claims, complaints, audits, public records act reczuestsI and/or investigations suspend normal retention periods ‘retention resumes after settlement or comeletionz.
Correspondence - TRANSITORY /
PRELIMINARY DRAFTS, Interagency and
Intraagency Memoranda NOT retained in the
ordinary course of business

Electronic and paper records are
categorized, filed and retained based
upon the CONTENT of the record.
Records where either the Content

Content NOT Substantive, or NOT made or relates in a SUBSTANTIVE way to the

retained for the purpose of preserving the

; ; conduct of the public's business, or
aeli;;'::t informational content for future reference ARE made o retained for the purpose of
Document (e.g. calendars, checklists, e-mail, social mediaj When No M preserving the informational content for

. - . R ag, future reference are SAVED by placing
or CW-016  |posting, employee directories, flyers, invitations, Longer Por them | lectron] ¢
Receives the instant messaging, inventories, logs, mailing Required P hem in an electronic or paper (project)
City's Original lists, meeting room registrations, PowerPoint file folder and retained for the
Document presentations, speaker cards, speech notes, appli.c able retention period. !f not

staff videoconference chats, notes and mentioned here, consult the City Attorney

recordings, supply inventories, telephone . to determine if a record is considered

messages, text messages, transmittal letters, transitory / preliminary draft. GC §§34090,
thank yous, requests from other cities, 7927.500, 7928.705., 64 Ops. Cal. Atty.
preliminary notices for construction projects, Gen. 317 (1981)); City of San Jose vs.

undeliverable envelopes / returned mail, visitors Superior Court, 5 Cal. 5th 608 (2017).

logs, voice mails, webpages, etc.)

Lead Customer Service Complaints / Concerns from Minimum 2 Mag, Yes: After City preference; Claims must be filed in 6
(Responding) CW-017  [Citizens ears Mfr, OD,| S/l QC' 20D months; CCP §§338 et seq., 340 et seq.,
Dept. (Excludes Peace Officers) Y Ppr 342, GC §34090
Lead Dept. CW-018 ll_?eveloper Deposit Accounts / Developer Impact] Closed +5 | Yes: L{ntil M“ff,agb, S/i Yes: After gDoe\f::tnr;::tt :Lr;f;:\egn:teén((rjnaerstss);néuglcupal
ee Accounts (Escrow Accounts) years Maturity P QC &0OD
pr §34080
As long as the drafts and notes are not
. . . When No Mag, . retained in the "Regular Course of
Lead Dept. CwW-019 ?;F:egr‘ssz s: Drafts that are revised (retain Longer Mfr, OD,| S/I Eeé &A(f)tgr Business"”. Consult the City Attorney to
Required Ppr determine if a record is considered a draft.
1 GC §§34090, 7927.500, 7928.705

IMPERIAL, CA. ©1995-2025 Gladwe!l Governmental Services, Inc. - all rights reserved
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Ver. 5.0

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

Page CW-6

Office of Image: Eestroy
Record Retention No. Records Description Total Vital? Me.d la | I=Import Paper after Comments / Reference
(OFR) Retention Options| M=Mfr | Imaged &
S=Scan Jﬁ?
i 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 normall file folder.
HOLDS: Litigation, claims, complaints, audits, public records act naguestsi and/or in vesligations suspend normal retention Beriods (retention resumes after settlement or completion).
The Lead Department should print out
When No Mag historical documents (or save source data)
] GIS Database / Data / Layers (both City-wide y Yes: After |prior to replacing the data, if they require
Lead Dept. CW-020 and Specialized) RLeolgigd Yes Mf:; ?D' S/ QC & OD |[the data or output for historical purposes;
q P Department Preference (Preliminary
documents); GC §34090 et seq.
Lead Dept. A o Mag, . o . -
- Grant Applications funded by the City's General Yes: After |Finance maintains payable information in
(Managing the Cw-021 Fund 2 years Mfr, OD,| S/ QC & OD |Accounts Payable; GC §34090
Grant) Ppr
Lead Dept. - Mag, .
(Managing the CW-022 Grants (UNSUCCESSFUL Applications, 2 years Mfr, OD,| S/ Yes: After GC §34080
Correspondence) QC & OD
Grant) Ppr
Grants / CDBG Administration (Community
Development Block Grant) / Reimbursable Meets auditing standards; Grants covered
Claims / FEMA Reimbursements / OES by a Consolidated Action Plan are
Reimbursements (SUCCESSFUL Reports, After Funding required for 5 years; Uniform Admin.
L other records required to pass the funding - Requirements for Grants to Local
ead Dept. , v e . Agency Audit, Mag, . . .
(Managing the CW-023 |agency's audit, if required) if required - Mfr. OD S/l Yes: After |Governments is 3 years from expenditure
G rg nts)J Minimum & P r ' QC & OD [report or final payment of grantee or
Applications (successful), copy of grant ears P subgrantee; 2 CFR 200.334; 24 CFR
agreement, copies of invoices, program rules, y 91.105(h), 92.505, 570.490, &
regulations & procedures, reports to grant 570.502(a&b), 29 CFR 97.42; OMB
funding agencies, correspondence, audit Circular A-110 & A-133; GC §34090
records, completion records
Mag, . . \ .
Lead Dept. CW-024 Legal Opinions / City Attorney Opinions P Mfr, OD,| S/I Yes: After |City Attorney's preference; GC §34090 et
Ppr QC and OD (seq.
When No Mag .
— y Yes: After [Non-records - may be obtained from the
Lead Dept. CW-025 |Newspaper Clippings Rl.ec;r:'g?gd Mf; ;SD' S/ QC & OD |newspaper company; GC §34080

IMPERIAL, CA. ©1995-2025 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-7
(Used by ALL Departments)
Image: 1estroy
Office of N
Record Retention No. Records Description Total Vital? Me.dla I=import | Paper after Comments / Reference
Retention Options| M=Mfr | Imaged &
(OFR) s
- 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.qg. last document + 2 years), since destruction is normall
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after seltlement or completion).
Human Personnel Files (Department Copies) Do Not Retain Before Mag, Yes: After |City preference; Originals are retained by
Resources CW-026 Send all originals to Human Resources In Annual Mfr, OD,| S/ QC & OD [Human Resources; GC §34090.7
Departments | Evaluation Ppr ' ’
Shred After
|ncorporatnon Notes maintained in a separate folder to
into Before Mag, Yes: After |be incorporated into performance
Lead Dept. CW-027  |Personnel Files (Supervisor's Notes) Performance Annual |Mfr,OD,| S/I ) P P .
. ) QC & OD [evaluation, or to document progressive
Evaluation or | Evaluation Ppr discipline: GC §34090 et
Documented scipline; GC § et seq.
Discipline
Preliminary Drafts (retention is placed on
When No Mag, . . - .
LeadDept. | CW-028 |Photographs Longer Mfr,OD,| /1 | YeS: After the final record in which the photograph is
Reauired Por QC & OD |published in, if any); destroy unnecessary
q P photographs. GC §§34090, 7927.500
Lead Dept. Pre-Trip Inspections / Vehicle Safety Checks / Mag, . . .
(Who Uses the | CW-029 | Daily Vehicle Inspections / Daily Equipment 2 years Mfr,OD,| /1 | YeS: After 13 CCR 1234(e), VC 34505.5(c); 49 CFR
A QC & OD |396.11; GC §34090
Vehicle) Checks Ppr
Minimum 2 Mag, Yes: After
Lead Dept. CW-030 |Public Relations / Press Releases Mfr, OD,| S/I ) GC §34080
years Ppr QC &O0D
 ————— T
Lead Dept. . . Mag, . . -
(Who Ordered CW-031 R:raclhizt:(:e f;p::’:l:z: Zzzt;r;s.e tiroperty NOT 2 years Mfr, OD,| S/1 Leg.&l\cf)tgr ;lg; gc;%esss:ble to the public; GC §§34090,
the Appraisal) P ) T Ppr :
Not accessible to the public until purchase
Lead Dept. . . - . Mag, . has been completed; meets grant auditing
(Who Ordered | CW-032 g:f"::‘af ﬁggf"f:rze"""s' Purchased M'“;"::'s“ 5 Y:t'rc?\:?;e Mfr, OD,| S/ ‘gg &Agg' requirements; 2 CFR 200.334; 24 CFR
the Appraisal) perty, Fu y Ppr 91.105(h), & 570.502(b); 29 CFR 97.42,
GC §34080
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-8
(Used by ALL Departments)
Image: | Destroy
Office of
Record Retention No. Records Description Total Vital? Me.dia I=It1|port Paper after Comments / Reference
(OFR) Retention Options| M=Mfr | Imaged &
S=Scan Qc'd?
ent retention schedule.
i i j ] . erformed by file folder.
HOLDS: Liti ationI claimsi comelaintsi e\\uditsI eublic records act reguestsi and/or investigations suspend normal retention periods ‘retention resumes after settlement or completion).
Reference Materials: Policies, Procedures,
Brochures, Flyers, Handbooks, Manuals,
Newsletters, Plans (if not provided in the
schedule.) / Strategic Plans, Standard When No Mag, Yes: After
Lead Dept. CW-033 |Operating Procedures, SOPs), Studies or Longer Mfr, OD,|] S/I QC. 30D Non-Records
Reports (if not provided in the schedule.) etc.: Required Ppr
Produced by OUTSIDE ORGANIZATIONS
(League of California Cities, Chamber of
Commerce, etc.)
Reference Materials: Internal Policies,
Procedures, Brochures, Flyers, Handbooks,
Manuals, Newsletters, Plans (if not provided in Minimum 2 Mag, Yes: After
Lead Dept. CW-034 |the schedule.) / Strategic Plans, Standard Mfr, OD,( S/I ) Department preference; GC §34090
Operating Procedures, SOPs), Studies or years Ppr Qc&op
Reports (if not provided in the schedule.) etc.:
Produced by YOUR Department
Reference Materials: Policies, Procedures,
Brochures, Flyers, Handbooks, Manuals,
Newsletters, Administrative Policies, Plans / (if Mag
not provided in the schedule.) Strategic Plans, When ' Yes: After .
Lead Dept. CW-035 Standard Operating Procedures, SOPs), Superseded Mfr, OD,| S/ QC&OD Copies; GC §34080.7
Studies or Reports (if not provided in the Ppr
schedule.) etc.: Produced by OTHER
Departments
. . Mag, . Administratively and Historically
Lead Dept. | CW-036 Rep";s and ;‘”:.'es (Historically significant - 3 Mfr,OD,| S/ gg &Agg’ significant, therefore retained
e.g., Zoning Studies) Ppr permanently; GC §34080
Reports and Studies (other than Historicall Mag Yes: After |outdated afie 10 yoore, It etorioaly
eports and Studies (other than Historically y es. After |outdated after 10 years; If historically
Lead Dept. Cw-037 significant reports - e.g. Annual Reports) 10 years Mf;,)p(:D, S/ QC & OD ([significant, retain permanently; GC
§34080

IMPERIAL, CA. ©1995-2025 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (809) 337-3516

Adopted:




Ver. 5.0

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

Page CW-9

Office of
Record
(OFR)

Retention No.

Records Description

etentions begin when the act is completed, and imply a full file folder (e.

HOLDS: Lit afioni claimsi comelaintsi audilsi eublic records act @uestsi and/or invesfigations suspend normal retention peri

Total
Retention

"Destroy

Comments / Reference

tm
b

ent retention schedule.
file folder.

ods ‘netention resumes after settlement or completion).

Mag,

Lead Dept. | CW-038 |Special Projects / Subject Files / Issue Files | Minimum 2 Mfr,OD,| /) | YeS: After |Department Preference; GC §34090 et
years Ppr QC & OD |[seq.
Surveys / Questionnaires (that the City issues).
If a summary of the data is compiled, the survey Mag, Yes: After
Lead Dept. CW-039 |forms are considered a draft or transitory 2 years Mfr, OD,| S/I QC‘ 8 OD GC §34090
record, and can be destroyed as drafts (When Ppr
No Longer Required)
Department preference; Meets OSHA
- . requirements; Ethics, Harassment &
Training Presented by City Staff - COURSE W?)rkpl ace Violence Training is 5 years;
RECORDS Mag EEOC/FLSA/ADEA (Age) requires 3 years
L . ’ Yes: After |for promotion, demotion, transfer,
Lead Dept. Cw-040 (Attendange Rgsters or ngp-ln Sheets, Outlines] 5 years Mfr, OD,! S/I QC & OD |selection, or discharge; State Law
and Materials; includes Ethics, Harassment, Ppr requires 4 years for personnel actions; 8
Workplace Violence, & Safety. Training & CCR §3203 et seq., 29 CFR 1627.3(b)ii,
Tailgates) LC §6429(c),LC §6401.9(f), GC §§12946,
12960, 34090, 53235.2(b), 53237.2(b)
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Ver. 2.0

RECORDS RETENTION SCHEDULE: ADMINISTRATIVE SERVICES / FINANCE

Page FIN-1

(Admin, Bus. License, Gen. Acct., Payroll, Utility Billing, Customer Service)

9ificg o | Total Medi |lr|nage:rt Pbesmg
Record | Retention No. Records Description s Vital? e. ol s ol Speraner Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
| =Scan | QC'd?

I_f 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: Lirigation, complaints, claims, public records act requests, audits and/or in vesﬁgaﬁons suseend normal retention Eerfods (retentfon resumes after settlement or come.’erfonz.

FINANCE / ADMINISTRATION

Lead Depart.

Finance /
Admin.

Finance /
Admin.

Admin.

Finance /

Finance / |
Admin.

Finance /
Admin.
Finance /
Admin.

Finance /
Admin.

FIN-001

FIN-002

FIN-003

FIN-004

FIN-005

FIN-006

FIN-007

FIN-008

|Opinions

! Financial Services Database / ERP Database
‘(FundBalance { Tyler)

Audit Reports / Annual Comprehensive
Financial Report (ACFR) and related Audit

iAudit Work Papers

|Audits - Single Audits / Transportation Audits /
|PERS Audit, FEMA or OES Audits, etc.

Bonds & Bond Sales / Official Statements /
|Transcripts / Certificates of Participations
|(COPs) / General Obligation Bonds / Revenue
|Bonds / Assessment District Bonds / CFD
Bonds - Includes Continuing Disclosure
iReparts

|See Bank Statements for statement retention.

Budgets - Adopted / Final

Budgets - Preliminary, Backup Documents

Investment Reports / LAIF Reports (Local
Agency Investment Fund))

Indefinite -
Minimum 5 Yes Mag, M,
oD, Ppr
years )

P ‘Mag, Mfr,

oD, Ppr
Drafts - When [ |
No Longer -l\él)ag, glfr,
Required B _'_ il
Mag, Mfr,

5 years oD, Ppr

Fully ) .

10 years y VR

. =5 |
Yes:

P Current “gag' QM:

' Fiscal Year | ~ P
Drafts - When Yes: Mag, Mifr,
No Longer Current oD, Por

Required Fiscal Year | =’ P
Mag, Mfr, |

5 years oD, Ppr

S/l

S/l

S/l

S/l

Yes: After |Department Preference; Meets auditing

QC & OD |standards; GC §34090

Yes: After ‘Department Preference; GC §34090 et

QC & 0OD seq.

Yes: After Department Preference; (preliminary

QC & OD | drafts); GC §34090

YoE" BHEP Depgr_tment Preference (mle‘ets

QcC & OD municipal government auditing

L standards); GC §34090

Department Preference; Statute of
\Limitations for bonds, mortgages, trust
deeds, notes or debentures is 6 years;

Yes After Bonds issued by local goyernmems are
10 years; There are specific

QC & 0D ; y
requirements for disposal of unused
bonds; CCP §§336 et seq. 337.5(a);
26 CFR 1.6001-1(e): GC §43900 et
seq. ,

Yes: After Department Preference; GC §34090 et

QC & 0OD

seq.
o ° o
Yes: After ’Preliminary Drafts / Content Not
QC & OD |Substantive; GC §34090 et seq.

Yes: After Department Preference; Meets aud_iting
QC & OD |standards; GC §34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: ADMINISTRATIVE SERVICES / FINANCE

(Admin, Bus. License, Gen. Acct., Payroll, Utility Billing, Customer Service)

Page FIN-2

; Image: Destroy |
Office of | ! .
Record |Retention No. Records Description To'(all Vital? ‘ Me.dia SIaeTh | Repccatior Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
SsScan.__QC'd?

If the record is not listed here, refer to the Retention for Cfrz-Wfde Standards
Retentions begm when the act is comefeted and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Li!fga!ion comglamrs claims Eub!ic records act regues!s audits and/or in vesﬁgatr’ons suspend normal retention periods (retention resumes after settlement or completion).

Finance / 'Investments / Arbitrage / Bonds (Receipts / Yes: Until |Mag, Mfr, Yes: After B Prefererlxce; Nleetf SLing
Admin FIN-009 1, 4visor Reports / Trade Tickets / A yEars Pad |oD, ppr| S/ Qcgop |Standards; FTC Reg's rely on "self-
’ ; ' ! enforcement”; GC§§ 34090, 43900
FINANCE / BUSINESS LICENSE
Finance / Indefinite - .

; 5 i o o Mag, Mfr, Yes: After |Department Preference - Data is
B‘_Jsmess FIN-010 Business License Database (CitizenServe) Minimum 5 Yes (all) oD, Ppr | S/l QC &OD interrelated: GC §34090, H&S §19850
License years 1 - | - - -
gls:irrlzzsf FIN-011 Business License Applications, Registrations 5 years Mag, Mfr, S/ Yes: After |Department preference; Meets auditing
[Hhancs and Renewals OD, Ppr QC & OD | standards; GC §34090 et seq.

FINANCE / GENERAL ACCOUNTING
'Department Preference; IRS: 4 years
EifanEa . ‘ ‘after _tax is due or paid (I_onger for
General FIN-012 1099's, 1096's, DE542 (California Report of 5 years Mag, Mfr, S/ Yes: After |auditing & contractor delinquency); Ca.
Accounting \Independent Contractors) OD, Ppr QC & OD |FTB: 3 years; IRS Reg §31.6001-
1(e)(2), R&T §19530, GC §34090; 29
‘ USC 436
|Accounts Payable / Invoices and Backup 1 i - "
Finance / (Includes Accognts Payable Request for Yes: Until |Mag, Mfr. ot Depgﬁment Preference; mg_ets
General FIN-013 Payments, Invoices, Purchase Orders, Travel 5 years Paid oD, Ppr S/lI Qc & 0D municipal government auditing
Accounting Expense Reimbursements, Warrant Request, * standards; GC §34090
. Vouchers, etc.) _ . - B
| Accounts Receivable / Revenue / Our Invoices
FlaRESY 'to Outside Entities: Cannabis Tax Returns, Depatment Preférance; (meets
Barst FIN-014 'Insurance Companies, Franchise Fees, DUI 5 years Yes: Until |Mag, Mfr, S/ Yes: After municipal government a'uditing
Becounting Billing, Transient Occupancy Tax (TOT), Paid OD, Ppr QC & 0D standards): GC §34090
‘Auctions of Surplus Property, Credit Card ‘ ¢
‘Payment Receipts, Tenant Billing / Rent, etc. ‘
: Assessment Districts, Community Facilities
F(IBT;EZII FIN-015 Districts (CFDs), Landscape Maintenance SSUR Mag, Mfr, S/ Yes: After |Department Preference; Meets auditing
. \Districts (LMDs) Accounting, Assessor Tax y oD, Ppr | QC & OD |standards; GC §34090
Accounting Rolls |
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Ver. 2.0 RECORDS RETENTION SCHEDULE: ADMINISTRATIVE SERVICES / FINANCE Page FIN-3
(Admin, Bus. License, Gen. Acct., Payroll, Utility Billing, Customer Service)
Image: | Destroy
Office of
. Total Media | I=Import | Paper after
l}g:c:;:l Retention No. Records Description Retention Vital? Options | M=Mfr Imaged & Comments / Reference
S~y . T SsScap..QCd2
if the record is not listed here, refer to the Retention for City-Wide Standards
etentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.

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

Finance /

Bank Statements and Trustee Statements,
Fiscal Agent Statements, Trustee Statements,

tion periods (retention res

umes after settlement or comgletionz.

General FIN-016 |Investment Account Statements, Pars 5 years hgfg g‘ f:' S/lI YQecs;: &Acf)tgr gg %a:: 3e;1t6%rg1fe1rence; GC §§34090,
Accounting Statements, Bank Reconciliations, Wire il : B
Transfers
Finance / Mag, Mfr Yes: After |Department Preference; Meets auditing
AGenera_Jl FIN-017  |Checks / Warrant Register Report (issued) 5 years oD, Ppr S/ QC 80D [standards; GC §34090
ccounting
I
Finance / Mag, Mfr, Yes: After |Department Preference; Meets auditing
AGenera_\l FIN-018 |Checks / Warrants (Cashed or Returned / NSF)] 5 years oD, Ppr S/l QC & 0D |standards; GC §34090
ccounting
2’;’;:'/ FIN-019 Daily Cash Summaries, Bank Deposits, Bank 5 vears Mag, Mfr, S/l Yes: After |Department preference; GC §§34080,
. Transmittal Advice, Cashier's Reports y OD, Ppr QC & OD (26 CFR 31.6001-1
Accounting
Department preference; All tangible
Finance / property held by government agencies
General FIN-020 Escheat (Unclaimed money / uncashed 5 vears Mag, Mfr, S/I Yes: After |escheats after 3 years; Statute of
Accountin checks) y oD, Ppr QC & OD |Limitations is 1 year for seized
9 property; CCP §§340(d), 1355. 1519;
GC §34090
Fcl';r;anrgzll FIN-021 Fixed Assets - Annual Listing (Source 5 years Mag, Mfr, S/l Yes: After |Department Preference; Meets auditing
Accounting Documents) oD, Ppr QC & OD |standards; GC §34090
Department Preference to match
Finance / . . Accounts Payable; meets municipal
General FIN-022 13‘-';2::,5::265 / Joumal Vouchers / Budget 5 years I\gag, ;ﬂ f: S/l Eecs &A(f)tgr government auditing standards; Statute
Accounting ) TP of Limitations is 4 years; GC §34080,
CCP § 337
Finance / R.eport.s from Financial Services Databasa._e:. When No . Department Preference; Financial
Financial Reports, General Ledgers Subsidiary Mag, Mfr, Yes: After
General FIN-023 Ledaers. Reconciliations. Registers Longer OD. Por S/l Qc & 0D system can re-create reports
Accounting gers, » €9 ! Required TP accurately; GC §34080

Transaction Histories, Balance Sheets, etc.
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Ver. 2.0

RECORDS RETENTION SCHEDULE: ADMINISTRATIVE SERVICES / FINANCE

(Admin, Bus. License, Gen. Acct., Payroll, Utility Billing, Customer Service)

Page FIN-4

Office of Image: Bestroy
Record |Retention No. Records Description Tota_l Vital? Me'dla I=lmport | Paperafier Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
—scScan.QCd2

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

Retentions begfn when the act is comeleted and img!y a full file folder (e.q. 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).

A

T‘Reports: Annual State or Federal: State ‘ | ‘ |
o —— Controller‘s_Report, Local Government [ N
Gangral FIN-024 Compensailon Report, Gas Tax, MOE 5 yoars Mag, Mfr, | s/ | Yes: After |Department Preference; Meets auditing
P (Maintenance of Effort) Report, Fixed Charge OD, Ppr ‘ QC & OD |standards; GC §34090
g 4 A
Special Assessment Report, Public Self Insurer
Report (SIP Report), Street Report, etc.
Finance / Vendor
: Mag, Mfr, Yes: After |Meets IRS auditing standards; GC
AGenergi | FIN-025 W-9s Inactive + 5 | oD, Ppr ‘ S/l ‘ QC &O0D |§34090
ccountlng | years \
FINANCE / PAYROLL
: . ! Indefinite - ' | ) \ ] r
Financial Services Database / ERP Database i ||Vlag, Mfr, Yes: After Department Preference; Meets auditing
Lead Depan.; Fik-0z8 (FundBalance / Tyler)) Mljil:al:;n 2 Yes OD, Ppr | S/l QC & OD |standards; GC §34090
: Most recent records are stored on
HETE:] FIN-027 wggtIEaEriF;?vZTE;trit:ﬁ ﬁlr;ﬂsvfﬁiﬂifefﬁﬁﬁi} 5 years ‘Mag' WG| gy | Yes Afler \CalPER3website; Department
Payroll ——— ' | OD, Ppr | QC & OD |Preference; Retained to match other
| - | o - _ ] N ~|auditing periods; GC §34080 -
Fg‘:;riﬁl FIN-028 82?;“3 Wanant Reglsier Repart - Payrol 5 years ‘I\gag: gg: S/ \geé.&A(;t;r Department Preference; GC §34090
Fg:;l;ﬁ / FIN-029  |Checks / Warrants - Cancelled - Payroll Only 5 years I\g)a[g);!, I':\’/g: S/l . ‘E)eg.&Agtgr \g:%aFrtF:n:?.tBZ;firence, 5L 534080,
‘ | :Department Preference; Instructions
‘ istate "Generally, keep copies of
Finance / FIN-030 DE-34 (California EDD Report of New 5 years Mag, Mfr, S/l Yes: After iinformation returns you filed with the
Payroll ‘ Employees) OD, Ppr QC & OD |IRS or have the ability to reconstruct
‘the data for at least 3 years, from the
due date of the returns"; GC §34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: ADMINISTRATIVE SERVICES / FINANCE

(Admin, Bus. License, Gen. Acct., Payroll, Utility Billing, Customer Service)

Page FIN-5

Office of Total Media |1T.:9:;t PaB %urt aftor
Record |Retention No. Records Description Vital? P pera Comments / Reference
Retention Options | M=Mfr | Imaged &
(OFR) s
e Q2
If the record is not listed here, refer to the Retention for City-Wide Standards - ]
Retentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.

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

Finance /

DE-6, DE-7, DE-9 DE-43, W-3, & DE-166, 941
Forms, IRS 5500 Forms (Employee Benefit

tion een’od&

5 (retention resumes after settlement or completion).

Mag, Mfr,

Yes: After

Department Preference; IRS: 4 yrs
after tax is due or paid; Ca. FTB: 3

FIN-031  [Plans), PERS / FICA & Medicare Adjustments - 5 years S/l years; IRS Reg §31.6001-1(e)(2), R&T
Payroll Quarterly Payroll Tax Returns / OASDI, Federal OD, Ppr QC&OD  (c19530; 20CFR 516.5 - 516.6, 20USC
Tax Deposits, Adjustments, etc. 436, GC §34090
Finance / . . Mag, Mfr, Yes: After |Produced by Deferred Comp. Provider;
Payroll FIN-032 |Deferred Compensation (City Statements) 5 years oD, Ppr S/ QC & 0D |GC §304080, 26 CFR 31.6001.1
Finance / FIN-033 Employment Verifications (From lenders or VY_I;? :lro Mag, Mfr, S/l Yes: After |Non-records, content is not
Payroll other outside companies) Requ?re d oD, Ppr QC & OD |substantive; GC §34090 et seq.
Department Preference; statute of
limitations for retirement benefits is 6
years from last action; State Law
Finance / FIN-034 Employee Payroll and Benefits File (includes Separation + Mag, Mfr, S/l Yes: After |requires 4 years; 29 CFR 1602.14, 29
Payroll benefit enroliments) 5 years OD, Ppr QC & 0D |CFR 1602.31 & 1627.3(b)(1), GC
§§12946, 12860, 34090; 29 USC 1113,
LC §1198.5, 6 CFR 31.6001-1(e)(2);
GC §3105
Finance / Garnishments, Child Support, Court Orders Completion + Mag, Mfr, Yes: After R
Payroll FIN-035 regarding Employee Wages 5 years oD, Ppr S/ QC & OD Department preference; GC §34090
. . . . Department preference; (meets
Fg‘:;z: / FIN-036 :?;i"‘::.l:;iz 22;:';‘::222 Lee::v)e Registers, 5 years I\(/I)aDg I'_.\,’glr_ S7/I YQeé &Acf)tgr municipal government auditing
T ' standards), GC §34090
Finance / - Mag, Mfr, Yes: After
Payroll FIN-037 |PERS Statements 5 years I oD, Ppr S/ Qc & OD Department Preference; GC §34080
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Ver. 2.0

RECORDS RETENTION SCHEDULE: ADMINISTRATIVE SERVICES / FINANCE

(Admin, Bus. License, Gen. Acct., Payroll, Utility Billing, Customer Service)

Page FIN-6

Office of ' Total Media |2|"n£'l g::‘t PaB e:r affe.
Record [Retention No. Records Description R Vital? A _p p Comments / Reference
(OFR) etention Options | M=Mfr Imag'ed &
. : S . scocan.L..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.q. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litiga

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

Finance / Time Sheets / Time Cards / Overtime Sheets /
Payroll FIN-038 | 5vertime Cards 5 years
Finance/ | o\ 039 |w-2's 5 years
Payroll

%;
Iion een'ods (retention resumes after settlement or comeletionz.

Department preference to facilitate
grant audits or claim reimbursements;
Meets auditing standards (audit + 4
years), IRS requires 4 years; Ca.

l\gag ! gg: S/I Y;é &Aggr requires 2 yr min.; FTB keeps 3 years;
! IRS Reg §31.6001-1(e)(2), R&T
§19530; LC § 1174(d); 29 CFR 516.5;
GC §34080; 8 CCR 11040.7(c); 29
CFR 516.5 & 516.6(c);
Department Preference; IRS: 4 yrs
i after tax is due or paid; Ca. FTB: 3
“gag" gg:' S/ \g’g &Agg' years; IRS Reg §31.6001-1(e)(2), R&T

§19530; 29CFR 516.5 - 516.6, 28USC
436, GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: ADMINISTRATIVE SERVICES / FINANCE Page FIN-7
(Admin, Bus. License, Gen. Acct., Payroll, Utility Billing, Customer Service)
i Total | Medi |ITage:-t Pﬁgs"of: ‘
R R : | S - edia | I=lmport | Paper after
(gr;;:)d etention No Records Description Retention Vital? | Options | M=Mfr linaged Comments / Reference
| | | _S=scan QU

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 / UT

Finance /
Utility Billing
& Customer

Service

FIN-040

Finance /
Utility Billing
& Customer

Service

FIN-041

Finance / |
Utility Billing |
& Customer

Service

FIN-042

Finance /
Utility Billing
& Customer

Service

Finance /
Utility Billing
& Customer

Service }

FIN-043

FIN-044

Finance /
Utility Billing
& Customer

Service

FIN-045

| Utility Billing Database (Impresa)

Applications for Service & Service Contracts

\'Bankruptcies - Where no claim against the
|Bankruptcy is filed
[

(If a claim is filed, see Claims on City Clerk's
|schedule)

Billing / Utility Billing - Documentation for
|Adjustments, Collections
1

t S _— _—

Billing Meter Reading Report (Loaded into the
|Billing System)

Complaints (wasteful water practices, etc.)

[ILITY BILLING & CUSTOMER SERVICE
e —

Indefinite -
Minimum 5
years

Account
Closed + 5
years

When No
Longer
Required

5 years

Yes: Until
Paid

When No
Longer
Required

Minimum 2
years

Yes: While
Active
Issues

Finance /
Utility Billing
& Customer

Service

’_.
FIN-046

Cards

|Customer Correspondence and Comment

Minimum 2
years

}standards; GC §34090

Data is interrelated, If software is
changed, access to a Minimum 5 years
of data must be maintained (by data
conversion, or by access to the old
software, or by a detailed reports /
documents that can serve as the
official record; GC §34090

Department preference to meet
auditing standards; GC §34090

Department preference Content is NOT
|Substantive; GC §34090

Department Preference; Meets
municipal government auditing

Draft / Preliminary documents (financial
‘database is the original); GC §34090

District preference; GC §34090

Mag, Mfr, | S/l Yes: After
oD, Ppr ‘ QC & OD
Mag, Mfr,‘ S/l Yes: After
oD, Ppr QC & OD
i - - S
|
Mag, Mfr, S/l Yes: After
OD, Ppr QC & 0D
!
1 ‘ - -
Mag, Mfr, S/l | Yes: After
oD, Ppr | QC & OD
Mag, Mfr, S/1 Yes: After
oD, Ppr | QC&O0D
Mag, Mfr, | S/ Yes: After
OD, Ppr QC & OD
Mag, Mfr, S/ Yes: After |
oD, Ppr QC & 0D

|District preference; GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: ADMINISTRATIVE SERVICES / FINANCE Page FIN-8
(Admin, Bus. License, Gen. Acct., Payroll, Utility Billing, Customer Service)

Office of Image: | Destroy
Record |Retention No. Records Description Total Vital? Media | I=lmport | Paper after Comments / Reference
Retention Options | M=Mfr Imaged &
o) ssscan | Qc
= L
is not listed hevrt-:i refer to the Retention for Citz- Wide Standards -
begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
5, claims, public records act requests, audits and/or investigations suspend normal retention gen'ods ‘netenfion resumes after settlement or comgleliong.
Finance / Liens are good for 10 years from
Utility Billing . . . Mag, Mfr, Yes: After (recording date, and may be extended
& Customer FIN-047 Liens / Certificate of Lien / Releases oD, Ppr sh QC & OD |by re-recording lien; WC 36729;
Service 37212(b),
Finance /
e - " . . Mag Documented or attached to Customer
Utility Billing Water Billing: Appeals - Payment Delinquency jFinal Decisionj ’ Yes: After ] .
& Customer FIN-048 & Impending Discontinuation + 2 years PpBDM fr. S/l QC & OD gffggén database GC §34090; H&S
Service
Uz:sanBﬁu: Water Billing: Non-payment Notices / Notice off When No Mag, Yes: After Documented or attached to Customer
Y C:stomegr FIN-049  [Payment Delinquency & Impending Longer Ppr, Mfr, S/ QC. 80D Record in database GC §34090; H&S
. Discontinuation (Initial, Final) Required oD §116908
Service
Finance /
e o N . When No Mag, . Documented or attached to Customer
g"(':‘ﬁ’s?c:'r"‘:;‘: FIN-050 ‘é":;f;:::’:geoﬁﬁ; Checks / Adjustments to Longer Ppr, Mir,|  S/1 ’g*g & oo |Record in database GC §34090; H&S
. Required oD §116908
Service
U::urt‘agﬁlri Water Billing: Payment Plans; Amortization Expiration or ’ Mag, Yes: After Documented or attached to Customer
2 Cl}’smme? FIN-051 |12 v g'a mgm Plans. Deferrals ote. | |Completion of Pr,Mir, | S/1 | % "0 [Record in database GC §34090; H&S
N y ' T Payment Plan oD §116910
Service
Finance / . When Ma
Utility Billing FIN-052 Water Billing: Policy on Discontinuation of Superseded,; Por I%I'fr S/l Yes: After |Must post to Website; H&S §116906;
& Customer Residential Service for Nonpayment Minimum 2 pdo ! QC & OD |GC §34080
Service years
Finance / Ma
Utility Billing FIN-053 Water Billing: Report of Annual Minimum 2 Por l%llfr S/l Yes: After |Must post to Website; H&S §116918;
& Customer Discontinuations of Residential Service years péD ’ QC & OD |GC §34090
Service
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-1
(Elections)
! | ‘ ‘ Image: ‘ Destroy
Office of ; 5 .| Paper
Record !Retention No. Records Description Re-l;zntilion Vital? | gmi;:‘:ls ‘;:In__ﬂ';‘::t ‘ after Comments / Reference
(OFR) | P S-scan | Imaged
and QC'g?

E the record is not listed here, refer to the F\’etention for City-Wide Standards .

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

FHOLDS: Litfgation, comgfar’n!s, cle_zims, public records act requests, audits and/or fnves{if_rations susgend norma-! retention periods (retention resumes after settlement or completion).

CITY CLERK

| Agenda Packets: City Council, Former
| Redevelopment Agency, Successor Agency,

Oversight Board

City Clerk CC-001

Includes Appeals, Budgets, Annual Financial
Reports (CAFR, ACFR)

'Agreements and Contracts, Amendments -
Signed by City Manager or Mayor - AFTER
SCANNING / IMAGING, OR
INFRASTRUCTURE, JPAs, MOUs

Agreement or Contract includes all
contractual obligations (e.g. Scope of Work,
\all attachments and exhibits)

City Clerk CC-002

Examples of Infrastructure: Architects,
Buildings, bridges, covenants, development,
‘environmental, Joint Powers, MOUs, park
improvements, property and property
restrictions, redevelopment, reservoirs,
sewers, sidewalks, street and alley
improvements, settlement agreements,
subdivisions, utilities, water, etc.

: ‘ Mag ‘ '
Yes: Prior | . Yes: After )
to meeting Mfrl‘j;)rD, S/l QC and OD Department preference; GC §34090
B | | N
|
Department Preference; All infrastructure
| contracts should be permanent for emergency
Yes: Mag, . response; Statute of Limitations is 10 years for
‘ Yes: After | i
Before Mfr, OD, S/ QC and OD Errors and Omissions; 4 years for all
Completion Ppr | |contracts; CCP §§337. 337.1(a), 337.15, 343,
|GC §34090, Contractor has retention

‘ requirements in 48 CFR 4.703(a)
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-2
(Elections)
Image: Destroy
Office of . . ) Paper
Record |Retention No. Records Description R 1;::: Vital? C:n if"a ';T&?n after Comments / Reference
(OFR) etention ptions =-Scarn Imaged
'd?

If the record is not listed here, refer to the ﬁetention for City-Wide Standards .
Retentions begin when the acl 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 een‘

ods ‘natenlion resumes after settlement or comgletionz.

Agreements and Contracts, Amendments -
Signed by City Manager or Mayor - NON-
INFRASTRUCTURE, Professional Services
Agreements, Tenant / Lease Agreements -
NOT SCANNED / IMAGED (Excludes
Recreation instructor or performer contracts) Department Preference; meets municipal
_ Yes: Mag gpv'ern_ment. auditing standards; Statute of
City Clerk CC-003 Agreement or Contract includes all Completion Before Mir O’D s/l Yes: After |Limitations is 4 years; 10 years for Errors and
contractual obligations (e.g. Specifications + 10 years Completion |’=pr ’ QC and OD|Omissions; CCP §§337. 337.1(a), 337.15,
and Successful Proposal or Scope of Work) 343; GC §34080, Contractor has retention
requirements in 48 CFR 4.703(a)
Examples of Non-Infrastructure:
Consultants, Franchises, Landscaping,
Painting, Slurry Seals (Paving), Tree
Trimming, Leases, Personnel, Professional
i tc
L . Mag, .
. Board and Commission / Committee Maddy Yes: After
City Clerk CC-005 Act Lists / Vacancy Notices 2 years Mfrb ‘())rD. S/ QC and OD GC §34080
Board and Commission / Committee - Mag, .
CityClerk | CC-004 |Recruitment / Applications (All, whether Minimum 2 Mfr, 0D, | s/1 | YeS Afler lao eas080
appointed or not) years Ppr QC and D
i
Mag,
City Clerk CC-006 City Articles of Incorporation P Mfr, OD, S/ No Department preference; GC §34080
Ppr
City Clerk CC-007 Claim for Damages Form 2 Yes: Until MfMa(g)b s/l Yes: After E;his is just the initi: claim form that is
e - alm for Lamag s years I Resolution ';,pr ' QC and OD |required to be filed with the City Clerk); GC
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-3

(Elections)
Image: Destroy
Office of . Total Media |I=import | ©aPer
Record |Retention No. Records Description Vital? after Comments / Reference
Retention Options | M=Mfr
(OFR) S=Scan Imaged
and QCdz
If the record is not listed here, refer to the Retention for City-Wide Standards .
A
rformed by file folder.

.g. last document + 2 years), since destruction is normall

normal retention een' ods (retention resumes after settlement or comglefion !

COls / Certificate of Insurance / Insurance
Certificates that can't be matched to an
agreement or contract, but vendor may be

Yes: Mag, Department Preference; Statute of Limitations

City Clerk CC-006 |doing business with the City 11 years Before Mfr, OD, S/ ggs;nﬁﬁSB is 10 years for Errors and Omissions; CCP
Completion Ppr §§337. 337.1(a), 337.15, 343; GC §34090
(excludes non-records - those companies that
are not currently doing business with the City)
COls / Certificate of Insurance / Insurance When No Yes: Mag
. Certificates that can't be matched to an ) ' Yes: After .
City Clerk CC-007 agreement or contract, NOT a current l;-:nl?izd CoBr:fT:ion Mﬂ;,) OrD, S/ QC and OD Not a City record
vendor of the City q omp P
FPPC Economic Interest Filings (FPPC 700
Series Forms - Statement of Economic . Mag, . . . - .
City Clerk | CC-008 |Interests): DESIGNATED EMPLOYEES and | Z::-: * Mfr,OD, | S/ Yesdgﬂe’ gg{o’gg;';‘)i'::(°;'9"‘a' statements; GC
CONSULTANTS (specified in the City's y Ppr 9
Conflict of Interest code)
FPPC Economic Interest Filings (FPPC 700
Series Forms - Statement of Economic
Interests): PUBLIC OFFICIALS /87200 Mag Standard municipal government practice; City
City Clerk CC-009 ZIIers '(lelgcted.azzianot Zle;’te:. Inlcludeitc ity Da;e Z':,: * Mfr, OD, S/l Yesa/éﬂer maintains copies only; original statements are
ouncl, versight Board, Redeveiopme y Ppr filed with FPPC; GC §81009(f)and(g)
Agency, Successor Agency Members,
Planning Commission Members, City
Manager, City Treasurer and City Attorney)
Mag, .
City Clerk CC-010 FPPC Form 801 (Gift to Agency Report) 7 years Mfr, OD, S/I Yes(.)ACfter Must post on website; GC §81009(e)
Ppr
] Mag, :
. g FPPC Form 802 (Event Ticket / Pass Yes: After |Should post on website for 4 years; GC
City Clerk CC-011 Distributions Agency Report) 7 years Mfri:;)rD. S/ QcC §81009(e)
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-4
(Elections)
‘ | i Image: | Destroy
Office of ' e Al " | Paper
Record |Retention No. Records Description R;:;Tion Vital? gnig;:s I;:'T;?:t after Comments / Reference
(OFR) P §=Scan Imaged
| 400 QC'g?.

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

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

HOLDS: Lf‘tr’garion, complaints, claims, public records act requests, audits a

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

| Mag, ‘ [ 5ram
City Clerk ‘ CC-012 FPPC Form 803 (Behested Payment Report) | 7 years Mfr, OD, | S/I Yesd’éﬁer GC §81009(e)
Ppr
: Mag, ’
: i FPPC Form 806 (Agency Report of Public Yes: After |Must post on website; 2 CCR 18705.5; 2 CCR
City Clerk i S Official Appointments) ¥ yamns Mfri,grD' | el QC  |18702.5(b)(3); GC §34090; GC §81009(e)
i ie CITY CLERKLELECTIONS
] | Campaign Filings (FPPC 400 Series Forms | Mag, ‘ ] '
Cl':_tfeﬁliiﬁks’ CC-014  and Form 501): SUCCESSFUL P Mfr, OD, ‘ S/l Yesd’éﬂe' GC §81009(b)and(g)
_ ~ CANDIDATES (Elected Officials) B Ppr } B -
. Campaign Filings (FPPC 400 Series Forms): Mag, .
C'Etl‘ggt'ii;ksl CC-015 THOSE NOT REQUIRED TO FILE ORIGINAL | 4 years Mfr, OD, | S/I Yesd’éﬁer | GC §81009(f)and(g)
] ~ \WITH CITY CLERK (copies) - | Ppr | }
: Campaign Filings (FPPC 400 Series Forms): | Mag, \ .
CltyClerk /1 ¢c.016  OTHER COMMITTEES (PACS - not 7 years Mfr, 0D,  §/1 | 'S AMer 66 s81009(c)and(g)
Elections . ‘ Qc
- ‘candidate-controlled) - | Ppr —
\ |Candidates without committees are not
City Clerk / Campaign Filings (FPPC 400 Series Forms, Mag, Ves: After |reQuired to file their statements, reports or
Ely iy CC-017 501 Form): UNSUCCESSFUL 5 years Mfr, OD, S/ CC copies online or electronically; Paper must be
echio CANDIDATES Ppr | retained for at least 2 years; GC
o ] 0 . §81009(bjand(g) o
'Candidate File: Nomination Papers, Term of Ma ‘ 'Department Preference; CA law states term of
City Clerk / CC-018 \Candidate Statement Forms, Ballot Office + 4 Mfr gD s/l Yes: After ‘ofﬁce and 4 years after the expiration of term
Elections 'Designation Forms, etc. - SUCCESSFUL e:rs P § ' |QC and OD|and does not delineate between the two; EC
'CANDIDATES y P §17100
R D Twanuiuale  onc, iNuinniniauaviy apcio, — 1 | " % o
City Clerk / Candidate Statement Forms, Ballot Election + 4 Mag, Yes: After ICA Iaw_sla_tes term of office and 4 years after
. CC-019 ’ : Mfr, OD, S/l ‘the expiration of term and does not delineate
Elections | Designation Forms, etc. - UNSUCCESSFUL years QC and OD .
| loasmunares Ppr between the two; EC §17100
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-5
(Elections)
| ' Image: Destroy |
Office of ' N W o Paper
Record Retention No. Records Description Total' Vital? Me.d'a Isimport after Comments / Reference
| Retention Options | M=Mfr
(OFR) 1 [ SuScan Imaged
| | | ang Qe

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

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

w |Elections - GENERAL, WORKING or
! ADMINISTRATION Files (Correspondence,
Applications to fill a Vacancy on the City

. last document + 2 years), since destruction is normall

HOLDS: Lr‘tr‘galr‘on. comefafnts. claims, Eublfc records act reguestsi audits and/orfnvestic.xarfons sugpend normal retention periods (retention resumes after settlement or completion).

. : : e Mag ' ‘
City Clerk / Council, Arguments, Precinct Maps, County Minimum 2 ‘ | Yes: After
: CC-02 | 1 y ' | ,
Elections | 0 Election Services, Candidate Statements to years MfrI,DOrD, 2.4l QC and OD |GC §34090
be printed in the Sample Ballot, Polling P
Locations and Precinct Board Members,
| Notices, Postings, etc.) i [ -
; Elections - HISTORICAL Files (Copies of Mag, )
C'E‘f;g'ii;ksl CC-021  |Sample Ballot, Copy of Resolution Declaring P Mfr,OD, | S/1 | g(e:s'an’;ﬂgg \Department preference: GC §34090
- Results, etc.) - | Ppr [ | -
Final ‘ . .
Examination Not ac_:cessnblg to the publlc_; The 8 month
City Clerk / | CC-022 Elections - Petitions (Initiative, Recall or + 1 year Por ' i;e::r:tilr?;]tiiapilflisoZflt:étﬁ:iiciﬁ?e;esstur:tesrleoirsf:anal
Elections | i Referendum) - IF INSUFFICIENT after \ g o
‘ ) o 8 ‘ legal or FPPC proceeding. EC §§17200(b)(3),
B - examination ' L1?09 - ]
| |Not accessible to the public; The 8 month
City Clerk/ . opq |Elections - Petitions (Initiative, Recall or Results + 8 - ;‘f:;t'ﬁ:t;zﬁ'f'iso aeflt:(;tgidIzTersesS;Jhlfr'eoirsTa’
Electi 3 Ref - ‘ it
ections eferendum) - IF SUFFICIENT months legal or FPPC proceeding. EC §§17200(b)(3),
= 4 | 17400
(End of Elections Section)
== e
Ethics Training Certificates for City Council, Mag, ‘ ! Yes: Aft
City Clerk CC-024  |Planning Commission, Library Board of 5 years Mfr, OD, | S/I Qgsén § grD GC §§ 3105, 12946, 12960, 34090, 53235.2(b)
i | |Trustees Ppr e | ]
| Historical Records / Archives, Pho h = : : s
‘ s Histacal Prafits (e“;.; C‘;ity tographs, | |City Clerk determines historical significance;
AFIERSETEE Incorporatioﬁ Citv Seal | Mag, | Yes: After |records can address a variety of subjects and
City Clerk | CC-025 e AL ALY ' P Mfr, OD, | S/I QC'd and |media. Some media (e.g. audio and video
Awards of significant historical interest, Grand P oD t Bsilirnited B fth dia'
|Openings, Historically significant litigation, pr apclmay belimited betauss ok ingimedia.s

etc.)

life expectancy; GC §34090
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-6
(Elections)
Image: Bgtroy
?{ﬁ"e of ) . Total i Media |i=tmport | ©2Per
ecord |Retention No. Records Description Retention Vital? Obtions | M=Mfr after Comments / Reference
(OFR) P S=Scaq | Maged
‘d?

begin when the act is completed, and imply a full file folder (e.
itigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention

If the record is not listed herel refer to the F\’etention for Citz-Wide Standards .

. last document + 2 years), since destruction is normall

eri

R
erformed by file folder.

o0ds (retention resumes after settlement or comgletioni.

. . . Mag
. g Minutes: City Council, Former Redevelopment '
City Cterk CC-026 Agency, Successor Agency, Oversight Board P MfrF’,S_D‘ S/ No GC §34090(e)
Department preference; Statute of Limitations:
. Mag, . Public official misconduct is discovery of
CityClerk | CC-027 8:22: I‘: locfg‘:ner;ii?::;‘:sa"d Appointed P Mfr,OD, | S/ ggs'an’;ﬂgro offense + 4 years, retirement benefits is 6
Ppr years from last action; GC §§36507, 34090;
PC §§801.5, 803(c); 29 USC 1113
Mag,
City Clerk CC-028 |Ordinances P Mfr, OD, S/ No GC §34080(e)
Ppr
Petitions (submitted to Council on any subject Mag
. - Dog Parks, Parking, Traffic Calming, etc.) ' Yes: After . e
City Clerk CC-029 See Elections for Initiative, Recall or 1 year Mfr|.’ OrD, S/ QC and OD Law requires 1 year for petitions; GC §50115
Referendum Petitions P
Mag, Yes: After
City Clerk CC-030 Proclamations and Commendations 2 years Mfr, OD, S/l ac ; oD GC §34090
Ppr and
Prop. 218 (Property-based fees - Sewer Fees: Mag
. Protest Letters / Ballots, Tabulation ' Yes: After
City Clerk | CC-031 | b blic Works / Utiliies retains Notices and 2 years Mf”',go' S/1" | c and op |GC §53753(e)(2)
Mailing Lists)
. Mag
. Public Records Requests / Subpoenas Duces ' Yes: After
City Clerk CC-032 Tecum / Summons 2 years MfrégD, S/ QC and OD GC §34080
Recorded Documents: Deeds, Easements,
Final Order of Condemnation, Full Mag, Yes: After
City Clerk CC-033 Reconveyance, Liens and Releases, Notice of P Mfr, OD, S/ ac én d 0D GC §34080(a)
Completion, Receivership / Resale, Rights of Ppr
Way
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-7

(Elections)
image: ~Destroy
Office of . Total , Media |I=tmport | ©2Per
Record |Retention No. Records Description Vital? N after Comments / Reference
Retention Options | M=Mfr
(OFR) S=Scan Imaged
- - and.QCd?
If the record is not listed here, refer to the Retention for City-Wide Standards .

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

ods (retention resumes after settlement or comgletiong.

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

HOLDS: Liti ation, complaints, claims, public records act reguests, audits and/or investigations susgend normal retention peri
. _— Mag Yes: After
. Records Destruction Authorization Forms and : . .
City Clerk CC-034 Certifications (All Departments) 10 years Mfl;; SD, S/ QC g l;nd Department preference; GC §34090
Resolutions; City Council, Former Mag,
City Clerk CC-035 Redevelopment Agency, Successor Agency, P Mfr, OD, S/1 No GC §34080(e)
Oversight Board Ppr
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Page CM-1

Ver. 4.0 RECORDS RETENTION SCHEDULE: CITY MANAGER
(Communications)

| ' Destroy

Image: Paper

Office of . L. Total . Media | I=lmport| after

2
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged Comments / Reference
S=Scan and
| | |_gcd? |

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

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

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

CITY MANAGER

[ | Mag, Yes: |
City Manager CM-001 Legal Service Requests (LSR's) P Mfr, OD, S/ After QC !City Attorney's preference; GC §34090 et seq.
— Ppr_ | and OD | . -
Legislative Advocacies, Support or Minimum 2 Mag, Yes:
City Manager CM-002 Opposition to proposed Federal or State Sars Mfr, OD, S/l After QC Department preference; GC §34090
|Legislation y B Ppr | and OD | -
Project Files / Subject Files (Subject will Minimum 2 ag, o
City Manager CM-003 ) 2 ) " Mfr, OD, S/ After QC |Department Preference; GC §34090 et seq.
|change over time) years
- o - - Ppr _ and OD |
S
Finance CM-004 Travel Records / Expense Reports Lefar Mfr, OD, S/lI After QC |GC §34090.7
9 Ppr and OD
Reqtﬂt_ad
CITY MANAGER / COMMUNICATIONS
Yes:
City Manager/ Mag, After
CM-005 Press Releases / Media Releases 2 years Mfr, OD, S/l : GC §34090 et seq.
Commun. QC'd and |
Ppr oD \
|

IMPERIAL, CA. ©1995 - 2025 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 5.0

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-1

(Building, Code Enforcement, Engineering, Planning, Organic Waste)

| | T Destroy |
‘ Image: | Baper
Office of g - Total . Media |I=lmport
No. D ?
Record (OFR) Retention No Records Description Retsntici Vital | Options | M=Mfr |r::t;;d Comments / Reference
S=Scan & QC'd?

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

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

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

Community Indefinite !Department Preference - Data is
Devsbci)];zlrir:]:nt/ CD-001 Building Permit Database (CitizenServe) (Permanent) Yes (all) Mag interrelated: GC §34090, H&S §19850
Community o Mag, Yes: | . S
Development/ | CD-002  Address Files / Building Permits P Yes (all) |Mfr,OD, S/I | AfterQC 3z%ag%zgtopr6fere”°e' Gesana0;
Building Ppr &OD | °° _
CHie Minimum Ma Yes: Department preference; Preliminary
y Building Plans - Cancelled or Withdrawn Upon | g ) drafts not retained in the ordinary course
Development / CD-003 : ; ; Mfr, OD, S/l After QC . ; )
Buildin (Permit never issued) Cancellation Por & OD of business; CBC §104.7; H&S§19850,
ng | orwithdrawal] i GC §34090 7
Community Mag, Yes: | . )
Development/ | CD-004 |Building Plans - Expired (Permit never issued) P lWitez@D, | Sif |AerqE [2SEANMENtprEfones; CRCIRIONT;
< ‘ H&S§19850, GC §34090
Building ; | Ppr & 0D
\ g — ‘ .
i |Building Plans - Finalled - INDUSTRIAL, ) Department Preference; Law requires for
Dcf”rm“m”;;’t /' cb.oos | COMMERCIAL, MULTI-FAMILY DWELLINGS, b —— M'f\fanJ'D s/ Afr:fdc the life of the building for commercial and
© Beuﬁlf’jm 'PLACES OF PUBLIC ACCOMMODATION, B % O Common interest dwellings only; CBC
8 * |TENANT IMPROVEMENTS P 104.7 & 107.5, H&S§19850, GC §34090
' - I ‘Depgartment p}eference; Site Plans Only
for dwellings less than 2 stories, garages
Community i sae = ) Mag, Yes: & appurtenances, farms/ranches, 1-story
Development / CD-006 IE;:'L‘?II;%NPJ;:SL zgglwd ls\’lPh:??JI;\‘ETE:IrLILCYES P Mfr, OD, S/I After QC with bearing walls less than 25", CBC
Building ) oL Ppr & OD requires 180 days from completion date;
‘ CBC 104.7 & 107.5, H&S§19850, GC
___ ‘ ) §34090 o
Community 1\ Mag, Yes: ‘
Development / CD-007 Certificate of Occupancy (CofO) P 'Mfr, OD, S/l After QC Department Preference; GC §34090
Building Ppr & 0D
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Ver. 5.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-2
(Building, Code Enforcement, Engineering, Planning, Organic Waste)
* i . | Destroy
Office of | Total Medi '|I—Tage'rtl ST
Recg::je(gFR) Retention No. Records Description Retzntion Vital? :OpE;ioi:s _Mr:;:r |r::t:;d Comments / Reference
| ‘ S=Scan | &w?

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

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

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

Community When | Mag, | Yes: |
Development / CD-008 ‘Plan Check Comments Permit is |Mfr, OD, S/lI After QC |Preliminary Drafts; GC §34090
~ Building - Finalled | Ppr &0D | -

Community . . ‘ When Mag, Yes: ‘

Development/ =~ CD-gog | Construction Notices, Compliance Orders, Stop | 0 i i Mfr,OD, | S/1 | AfterQC |Preliminary Drafts; GC §34090
e Work Notices, etc. : [
Building | | i Finalled Ppr - & 0D )

Community When No Mag, Yes: . .
Development/ ~ CD-010  Reports: Building Activity Longer Mfr,OD, | S/I | AfterQ ;OPrrie'i'r’::]”?gCD;Zsogge HRSSERRBRIE
~Building | ) - Required - Ppr | &0D | ginal), S -

Community | o , . Mag, Yes:

Development / CD-011 Regucsis.. Perm|SS|on§ to Receive Copies of 2 years Mfr, OD, S/1 | AfterQC |GC §34090
i Plans (to and from Architects) |
~ Building | o B Ppr - & 0D
. Minimum
Community | . i I - 3 Mag, Yes:
Bevelopment/' | G2  |Lmiom Building Codes / Califamia Bullding While Mfr, OD,  S/I ‘ After QC |GC §50022.6
o Codes Ordinance is
Building : Ppr & OD
in Force |
COMMUNITY DEVELOPMENT / CODE ENFORCEMENT
g it Mag, | Yes: iDez artment Preference - Data is
Lead Dept. CD-013 Permit Database (CitizenServe) Minimum 2 Yes (all) |Mfr, OD, S AfterQC |. P )
interrelated; GC §34090,
| B years | Ppr - & OD _ T B
DSVZT;m;::x/ Appeals / Hearing Officer Determinations / MiFimiif 2 ‘ Mag, Yes:
P CD-014 Appeals of Code Enforcement Actions / 'Mfr, OD, S/ After QC |Department preference; GC §34090
Code ; ; : years
|Notifications to Parties Ppr & OD
~ Enforcement | | - B - - -

Community Code Enforcement / Abatement Case Files Mag YEE:

Development / CD-015 :(Inc_ludes Adm|p|strat|ve Citations / Citations, Minimum 2 | Yes: Ur_ml Mfr, OD, SN | After QC |Department preference; GC §34090
Code Notice of Violations, Photos, Code Enforcement years Resolution Por \ & OD
Enforcement Complaint Letters, Stop Work Notices, etc.) ‘ P |

COMMUNITY DEVELOPMENT / ENGINEERING
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Ver. 5.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-3
(Building, Code Enforcement, Engineering, Planning, Organic Waste)
~ | Destroy
) Image: Paper
Rezir:':e(SLR) Retention No. Records Description R:t::lat:on Vital? ON:) ‘:;:::s l::::::::t : r::tge;d Comments / Reference
S=Scan

If the record is not listed here, refer to the l'-’:’etention for City-Wide Standa?s

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

retention periods (retention resumes afiter settlement or comgletionz. ‘

Indefinite Mag, Yes: Department Preference - Data is
Lead Dept. CD-016 Permit Database (CitizenServe) (Perm) Yes (all) |Mfr, OD, S/ After QC |interrelated and includes Building
Ppr & OD |Permits; GC §34090, H&S §19850
Community Mag, Yes:
Development / CD-017 Benchmarks P Mfr, OD, S/ After QC |Department Preference; GC §34080
Engineering - Ppr & OD
Community Bonds: Labor & Materials, Performance Bonds Release of Mag,
Development / CD-018 L : . ' ! Bond / Letter Mfr, OD, S/l No Security; GC §34080
. . etters of Credit .
Engineering of Credit Ppr
Capital Improvement Projects (CIP) - where fg";g:_t;o:r
g:ﬂ?;;ﬂéﬁ: :':;‘:‘:ﬁnMA:g::QN;E' -No After Statute of Limitations for Errors &
Community h in Infrastruct Cg' fi ti al Funding Yes: Until Mag, Yes: Omissions not applicable; Some grant
Development / CD-019 change in Infrastructure Configuration) Agency Corﬁ leted Mfr, OD, S/ After QC |funding agencies require audits; Statute
Engineering . I Audit, if P Ppr & OD [of Limitations: Contracts & Spec's=4
All Final Records (Plans, RFP / Specifications & required . years, CCP §337 et. seq., GC §34090
Addenda, Successful Proposal, Change Orders, . ' ! : ”
. . whichever is
Notice of Completion, Photos, etc.) longer
Capital Improvement Projects (CIP) - where
Engineering is the Lead: Administration File c "
ompletion
. . . . + 10 years Some grant funding agencies require
gror!t(ieﬁcia ?:?;Igs.}::tlﬁ:ﬁ‘Seergﬁidti:uaér::s, or After audits; Statute of Limitations for Errors &
Community Mzna or's Logs Cporres bn:e:ce Closts Funding Yes: Until Mag, Yes: Omissions is 10 years; Statute of
Development / CD-020 Estimgtes Da?l 'Ins ectlig ns. Ins }ance ' Agency Co m leted Mfr, OD, S/1 | After QC |Limitations: Contracts & Spec's=4 years,
Engineering nates, Lally Inspections, Insuran Audit, if P Ppr & OD |Wrongful Death=comp. + 5 years,
Certificates, Preliminary Notices, Project required Developers=comp. + 10 years; CCP
Schedules, Public Relations, Meeting Agendas & : . : !
- N whichever is §337 et. seq., GC §34090
Minutes, Monthly Reports, Notices, Real Estate longer
Appraisals, RFls / RFQs , Safety. SWPPP / g
WPCP, etc.
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Ver. 5.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-4
(Building, Code Enforcement, Engineering, Planning, Organic Waste)
J‘Destroy
Image: Paper
Office of . Total Media (I=Import
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mjfr | '::tge;d Comments / Reference
$=Scan aacd?
n, complaints, o:laimsI public records act reguestsi audits and/or investigations suspend normal retention egriods (retention resumes after settlement or completion).
Capital Improvement Projects (CIP) - where
Engineering is the Lead: Permanent File
Department preference; retained for
. Plans, RFP / Specifications & Addenda, . disaster preparedness purposes; Final
Community Successful Proposal, Change Orders, EIRs, Yes: Until Mag, Yes: environmental determinations are
Development / CD-021 A . g A P Mfr, OD, S/ After QC . " .
Enaineerin Negative Declarations, Categorical Exemptions, Completed Por 80D required to be kept a "reasonable period
9 g Materials Testing Reports, Grading Permits, P of time"; 14 CCR §15095(c); CCP §337
Hazardous Materials, Notice of Completion, et. seq., GC §34080
Photos, Record Drawings Soils Reports, Studies,
Submittals, Surveys, etc.
Deeds, Easements, Right of Ways, Mag, Yes:
City Clerk CD-022 Abandonments / Vacation, Liens / Lien Releases - P Mfr, OD, s/ After QC [City Clerk retains final;, GC §34090(a)
Supporting Documents Ppr & OD
Community Design & Construction Standards - Authored by Mag, Yes:
Development / CD-023 |the City for Construction of City Infrastructure P Mfr, OD, s/ After QC |Department Preference; GC §34080
Engineering (CIP or Land Development) Ppr & 0D
Community Drawings - where Engineering is the Lead: Mag, Yes:
Development / CD-024  |Record Drawings, Maps, Large-Format Drawings, P Yes (all) |Mfr, OD, S/1 | After QC |Drafts should be destroyed; GC §34090
Engineering Survey Record Maps, "As-Built" Ppr &OD
Community Permits / License Agreements: Permanent Mag Yes:
Development / CD-025 Encroachmgnt (Structures in the City's Right of P Yes: Ur!tul Mfr, OD, S/ After QC |Department Preference; GC §34090
. . Way, Retaining Walls, etc.) Completion
Engineering , Ppr & OD
Includes Insurance Certificates
Pemmits: Temporary Encroachment (Banner
Permit, Film Permits, Excavation, Street Closure
Community Permits, Street Cuts, Street & Sidewalk Repair, Minimum Yes: Until Mag, Yes:
Development / CD-026 Streetlight Repair, Traffic Control, Transportation [ Expiration + Con; letion Mfr, OD, S/l After QC |Department Preference; GC §34090
Engineering Permits, Utility Cuts, Wide Load / Heavy Load, 2 years P Ppr & 0D
etc.)
Includes Insurance Certificates
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Ver. 5.0

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT
(Building, Code Enforcement, Engineering, Planning, Organic Waste)

Page CD-5

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

HOLDS: Litigation, complaints o::laimsi eublic records act reguestsI audits and/or investigations suspend normal retention periods (retention resumes after settlement or compietion).

erformed by file folder.

Not all internal communications and
notes are required to be saved; "E-mails
Environmental Determinations: Environmental that do not provide insight into the
Impact Reports (EIRs), Negative Declarations, Proiect project or the agency’s CEQA
etc.) / CEQA - Where Engineering is the Lead A r?)j\?al or Mag, Yes: compliance with respect to the project —
Lead Dept. CD-027 plgenial Mfr, OD, S/l After QC |are not within the scope of section
Correspondence and staff notes that provide +2 years Ppr & OD (21167.6, subdivision (e) and need not be
insight into the project or the agency's CEQA y retained.” Golden Door Properties, LLC
compliance with respect to the project v. Superior Court of San Diego County
(2020) 53 Cal.App.5th 733; PRC
21167,6; GC §34090
Community Mag, Yes:
Development / CD-028 Grading Permits P Mfr, OD, S/l After QC |Department Preference; GC §34090
Engineering Ppr & OD
- . Statute of Limitations is 4 years; 10
Community :z\:it:isot?:::\?:r;z:toi::nd Development. Compietion 1 Yes: Until Mag, Yes: years for Errors & Omissions; land
Development / CD-029 Construction Inspections. Photos. Proaress +1 Op ears COI’T.\ leted Mfr, OD, S/ After QC |records are permanent by law; CCP
Engineering : nsp ' 1109 y P Ppr &OD |§§337. 337.1(a), 337.15, 343; GC
Meetings, Project Schedules, etc.
§34080
IR
Private Development / Land Development:
Permanent Records Department preference; retained for
. Abandonments, Certl‘ﬁca.te of Acceptanoe.l . disaster preparedness purposes; Final
Community Approval (copy), Dedications, Deeds (copies) . . Mag, Yes: R L
. : . Yes: Until environmental determinations are
Development / CD-030 Drainage, Driveway, Easements (copies), P Mfr, OD, S/ After QC - " .
Enai . . . Completed required to be kept a "reasonable period
ngineering Geotechnical and Soil Reports / Hydrology Ppr & 0D A .
) e - of time"; 14 CCR §15095(c); CCP §337
Reports, Private Lab Verifications, Testing Lab et. seq., GC §34090
Final Reports, Rights of Way (copies), Studies, - Seq.,
Reports, etc.
Community Mag, Yes:
Development / CD-031 Subdivision Maps / Parcel Maps P Yes (all) |Mfr, OD, S/ After QC |Department Preference; GC §34090
Engineering Ppr & 0D
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Ver. 5.0

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-6

(Building, Code Enforcement, Engineering, Planning, Organic Waste)

! | . | Destroy
Office of Total Media | i=import| P2PeT
1t 0 ; - (] . edia |l=lmpo
R . "
Record (OFR) etention No Records Description Retention ital? Options | M=Mfr Ir:;tge;d Comments / Reference
i =
' | | S=Sean | g gcigy

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

Eetentr’ons begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by_ﬂ-'.'e folder.

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

vestr’gaﬁons suspend normal retention periods (retention resumes after settlement or completion).

Community Mag, Yes:
Development / CD-032 Surveys, Record of Survey P Yes (all) |Mfr, OD, S/ After QC |Department Preference; GC §34090
Engineering | o | Ppr | | &0OD
Community |Traffic Calming Requests (Speed Humps, Red l Mag, i }
Development / CD-033 9 Req P B 10 years [Mfr, OD, S/1 | AfterQC "Department preference; GC §34090
" : Curbs, Stop Signs, etc.) |
~ Engineering | Ppr &0D | _
Copies -
Mag, Yes: . \ ]
Police or Sheriff  CD-034 Traffic Collision Reports / SWTRS ¥iheh No Meon, | s |Amrae [SepesorNatCRy Records; GG
Longer | §34090.7
g Ppr & 0D
- | o Required B o o
Community Mag, Yes:
Development / CD-035 Traffic Counts / Traffic Studies 10 years Mfr, OD, S/I After QC |Department preference; GC §34090
Engineering | - 3 Ppr & 0D
Community | | Mag, Yes:
Development / CD-036 Traffic Speed Surveys 10 years Mfr, OD, S/l After QC |Department preference; GC §34090
_ Engineering - - ) Ppr &0D | :
Community | Mag, Yes: |
Development / CD-037 Traffic Stop Sign Warrants 10 years Mfr, OD, S/l After QC |Department preference; GC §34090
 Engineering ‘ - , Ppr & 0D - -
Community . < : : o i ) ; Mag, Yes:
Development / CD-038 Transportation Pe_rm|ts / Wide Load Permits, Expiration + Yes._ Upt|l Mfr. OD. S/l After QC |GC § 34090
. . Heavy Load Permits, etc. 2 years Expiration
_Engineering ) B = Ppr & OD B
Community Mag, | Yes:
Development / CD-039 Transportation Plans / Master Plans P Mfr, OD, ‘ S/l After QC |Department preference; GC §34090
Engineering |  Ppr &0D |
COMMUNITY DEVELOPMENT / PLANNING
! . |Depar1ment Preference - Data is
Indefinite [ Mag, s |interrelated and contains Building
Lead Dept. CD-040 Permit Database (CitizenServe) Yes (all) |Mfr, OD, S/ After QC | . .
(Permanent) Por 8 OD |Permits and other Permanent Records;
P ‘ ]GC §34090, H&S §19850
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Ver. 5.0

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT
(Building, Code Enforcement, Engineering, Planning, Organic Waste)

Page CD-7

Bestroy
Image: Paper
Office of -~ Total " Media |I=Import
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr : “::tge;d Comments / Reference
S=Scan &qcd? -

Community
Development /
Planning

CD-041

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

(Includes Applications, CEQA Noticing,
Conditions of Approval, Environmental
Determinations, Staff Reports, Plans, Soils
Reports, etc.)

Examples:

Conditional Use Permits (CUPs)
Development Permit

General Plan / General Plan Amendments
Lot Line Adjustment

Rezones

Sign Permits

Specific Plan

Tentative Subdivision Maps / Parcels Maps
Use Permits

Variance

Zoning Clearance

Zoning Ordinance / Updates

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

P Yes

retention periods (retention rest

smes after settlement or comeletionz.

Yes:
After QC
& 0D

Mag,
Mfr, OD,
Ppr

S/

Department preference; Final
environmental determinations are
required to be kept a "reasonable pericd
of time"; 14 CCR §15095(c); GC §34090,
34080.7

Community
Development /
Planning

CD-042

Planning Projects - Discretionary &
Ministerial - Applications that are EXPIRED,
WITHDRAWN, or No Action

Min'imum 2

Yes
years

Yes:
After QC
& 0D

Mag,
Mfr, OD,
Ppr

S/

Department preference; GC §34090,
34090.7

Community
Development /
Planning

CD-043

Advanced Planning / Long Range Planning /
Project Implementation (Final Documents only)

Yes:
After QC
& 0D

Mag,
Mfr, OD,
Ppr

S/l

Department Preference; GC §34090

Community
Development /
Planning

CD-044

Annexations / Boundaries / Consolidations /
LAFCO

Yes:
After QC
& 0D

Mag,
Mfr, OD,
Ppr

S/

Department preference; GC §34080
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Ver. 5.0

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT
(Building, Code Enforcement, Engineering, Planning, Organic Waste)

Page CD-8

D-Lestroy
Image: Paper
Office of . Total . Media |l=Import
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mfr | ':;t:;d Comments / Reference
S$=8Scan & ac'd?

if the record is not listed here, refer to the Fx’etenlion for City-Wide Standards
.g. last document + 2 years), since destruction is normall

OLDS: Liti alionI comglaintsi claimsI gublic records act reguestsi audits and/or in vestigalions suseend normal retention

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

Project

rformed b ﬁe folder.

een'ods (retention resumes after settlement or comeletionz.

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

Community etc.) / CEQA - Where Planning is the Lead Approval or Mag, Yes: compliance with respect to the project —
Development / CD-045 plgenial Mfr, OD, S/ After QC |are not within the scope of section
Planning Correspondence and staff notes that provide +2 years Ppr & OD |[21167.6, subdivision (e) and need not be
insight into the project or the agency's CEQA y retained." Golden Door Properties, LLC
compliance with respect to the project v. Superior Court of San Diego County
(2020) 53 Cal.App.5th 733; PRC
21167,6; GC §34080
Environmental Determinations: Environmental Usually filed in th iect file: Final
Community Impact Reports (EIRs), Negative Declarations, Mag, Yes: sually Tile 'T d © proje ti e, Tina
Development/ | CD-046 |Notice of Exemption (NOE), etc.) / CEQA P Mfr,OD,| S/1 |AfterQC f::&f::‘;";: k:;f’;“‘:‘:‘a;"nsagl’: period
Planning ::;I:e City boundaries - Where Planning is the Ppr & 0D of time": 14 CCR §15095(c); GC §3400
Community General Plan, Elements and Amendments / Mag, Yes:
Development / CD-047 Master Plans, Specific Plans, Land Use Plans P Mfr, OD, S/ After QC |Department preference; GC §34090
Planning and Amendments; General Plan Interpretations Ppr & OD
Community Mag, Yes:
Development / CD-048 Historical Designations / Historical Landmarks P Mfr, OD, S/ After QC |Department preference; GC §34080
Planning Ppr & OD
Community When No Mag, Yes: _— L
Development / CD-049 Materials Boards Longer Mfr, OD, S/l After QC Pre_hmmary drafts not r'etaln.ec(i;g the 090
Planning Required Ppr 30D ordinary course of business; §34
Copies - Mag Yes:
City Clerk CD-050 :';;g;?rgm“’“'ssm" - AGENDAS & STAFF V‘fg‘f‘" :‘r° Mfr,OD, | S/1 |AfterQC |City Clerk retains originals; GC §34090.7
Reqt?ired Ppr & 0D
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Ver. 5.0

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

(Building, Code Enforcement, Engineering, Planning, Organic Waste)

Page CD-9

E)estroy |
Image: Baper |
Office of . Moy Total " Media I=Import
tion No. Records D ?2 | ‘
Record (OFR) | Retention No ecords Description Retention Vital Options  M=Mfr Ir::t:erd Comments / Reference
| S=Scan | g_QC'd?

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

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

HOLDS: Lf’tr’gaﬁon, complaints,

erformed by file folder.

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

| Copies - | ‘ ‘
. Planning Commission - AUDIO or VIDEO When No [ ' ) ; i v
& | :
City Clerk CD-051 |RECORDINGS Longer . (Mag) ‘ City Clerk retains originals; GC §34090.7
- Required - -
Copies -
: " Mag, Yes:
City Clerk | CD-052 | anning Commission - MINUTES, L Mfr, OD,  S/I | AfterQC City Clerk retains originals; GC §34090.7
RESOLUTIONS Longer ‘
! Ppr & OD
- ‘ N Required § ‘ e B -
Community Temporary Use Permits issued by Planning Extialinn b Yes: Mag, | Yes:
Development / CD-053 (Approved & Unapproved) - Fireworks Permits, g S During  |Mfr, OD, l S/l After QC |GC §34090
Planning | Temporary Construction Trailers, etc. y Event Ppr . | &0OD B
Community ; : s Mag, | | Yes:
Developments | Ghad  [EONNCearsnicbome] Zoning vennsation P Yes(all) |Mfr,OD,| S/1 |AfterQC |Department Preference; GC §34090
: Letters
Planning - Ppr &op |
Community Mag, Yes:
Development / CD-055  |Zoning Maps (Historically Significant) P Yes (all) |Mfr, OD, S/l After QC |Department Preference; GC §34090
Planning Ppr & 0D
aihalob b . | - R
Community Mag, | Yes: | s
Development / CD-056 Zoning Ordinance Amendments / Zone Changes P Yes |Mfr, OD, | S/I After QC \Depariment Freference (capies); GC
; [ §34090.7
Plannmg |  Ppr | & OD
COMMUNITY DEVELOPMENT / ORGANIC WASTE
SoImHnly Indafinite: - Mag, 55 Department preference; data is inter-
Development / CD-057 Organic Waste Database (Minerva) Minimum 10 Mfr, OD, S/l |Afterac |=°P § P '
! related; GC §34090
‘Organic Waste | - years Ppr ‘ & 0D ” -
‘ Department preference; SB 1383
) Organic Waste Recycling / AB 939 Compliance / ) compliance is required for 5 years; Low-
Community . y : Mag, Yes: ; :
SB 1383 Compliance (Organic Waste Collection Carbon Fuel Standard regulations credits
Development / CD-058 | 3 10 years Mfr, OD, S/ After QC .
Organic Waste and Recycling) . CalRecycle Annual Waste [ Por sop |°@n be received for 10 years, and are
Diversion Report / CalREcycle Report, etc. ; |eligible for an extension; 14 CCR §
18995;.2 H&S §39730.7; GC §34090
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Ver. 5.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-10
(Building, Code Enforcement, Engineering, Planning, Organic Waste)
Destroy
Image: Paper
Office of : " Total Media |l=Import
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr | "a:;tge;d Comments / Reference
) S=Scan & qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards

.g. last document + 2 years), since destruction is normall;
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention

erformed b ﬁe folder.

geriods (retention resumes after settlement or completion).
Community Organic Waste Reports to Regulatory Agencies Yes:
Development / CD-059 (California Integrated Waste Management Board, 10 years Mfr, OD, S/ After QC [Department Preference; GC §34080
Organic Waste etc.) Ppr & 0D
Community . . Mag, Yes:
Development/ | CD-gg0 | O193nic Waste Services / Hauler Quarterly 10 years Mfr,OD,| S/1 |AfterQC |Department Preference; GC §34090
. eports
Organic Waste Ppr & OD
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Ver. 1.0 RECORDS RETENTION SCHEDULE: ECONOMIC DEVELOPMENT Page ECON-1

| Destroy
Image: | Paper
Office of : e Total ) | Media | I=Import
| 2 |
Record (OFR) | Retention No. Records Description Retantibi Vital? Options | M=Mfr |,::t;d Comments / Reference
| | §7Scan | & gergo |

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: Litiga!ion comgfainrs claims, eubh‘c records act regues!si audits and/or investr‘garions susgend normal retention een‘ods (retention resumes after settlement or completion).

ECONOMIC DEVELOPMENT
. ‘ ; . 3 Mag, | | Yes:
ECHROnE iy [SSomomicDets opment s Bsiness MIEimut 2 Mfr, OD, S/I |After QC Department preference; GC §34090
Development Recruitment / Business Retention years Ppr & 0D
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Ver. 4.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-1
(Risk Management)
4 Image: Destroy |
Office of : L ‘
Record Retention No. Records Description Re-{:;:ilon Vital? On::ktaic::s I_n:;:a(;:t I?npae;ea:jft;r Comments / Reference
(OFR) S=Scan | QC'd?

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

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

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

HUMAN RESOURCES

Lead Depart. |

Human
Resources

Human |
Resources

Human
Resources

Human
Resources

HR-001

HR-002

| ERP Database (Tyler)

Indefinite -
Separation + 6
years

Yes

|1095-C, 1094-C (Employer-Provided Health
|Insurance Offer and Coverage) & Transmittalff
Form)

HR-003

HR-004

HR-005

5 years

Mag, Mfr,
OD, Ppr

'Mag, Mfr,
oD, Ppr

S/l

Yes: After
QC & OD

i Yes: After
QC & 0D

|Department Preference; consistent with
Personnel Files (original Medical Records
are not placed in Tyler); GC §34090
Department Preference; Instructions state
"Generally, keep copies of information
|returns you filed with the IRS or have the
ability to reconstruct the data for at least 3
years, from the due date of the returns";
GC §34090

|
|Benefit Plan Documents (CalPERS, Dental,
Vision, etc.)

Duration of the|
Contract + 6
years

California Civil Rights Department (CRD) /
| Department of Fair Employment & Housing
|{DFEH or EEOC) Claims / Harassment
|Claims

Separation + 6
years

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

Minimum 3
years

Mag, Mfr,
oD, Ppr

Mag, Mfr,
oD, Ppr

Mag, Mfr,
QD, Ppr

S/l

S/l

Yes: After
QC & OD

Yes: After
QC & OD

Yes: After
QC & 0D

EEOC / ADEA (Age) requires 1 year after
benefit plan termination; Federal law
requires 6 years after filing date for
‘retirement; State Law requires 4 years
after personnel actions; 29 CFR
1627.3(b)(2); 29 USC 1027; 28 CCR
1300.85.1; GC §34090

'Department preference to match retention
for personnel files; All State and Federal
laws require retention until final disposition
of formal complaint; State requires 4 years
after "fully and finally disposed”; 2 CCR
11013(c); GC §§12946, 12960, 34090

Department preference; Bureau of
'National Affairs recommends 2 years for
all supplementary Personnel records;
Wage rate tables are 1 or 2 years; State
requires 2 years; 29 CFR 516.6, 29 CFR
[1602.14, GC §§12946, 12960, 34090
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Ver. 4.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES

(Risk Management)

Page HR-2

Office of ) Image: Bestroy
Record Retention No. Records Description Total Vital? Me.dla I=import| Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
ScSean|__gc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards -
Retentions begin when the act is completed, and imply a full fite folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS : Litigation, complaints,

c:laimsI gublic records act reguerstsi audits and/or investigations suspend normal retention egn'od.-s (retention resumes after settlement or comeletionz.

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

Rle-lsuc:,‘u?:es HR-006  |Compensation Surveys & Studies Mmg:sm 3 I\gag, glf: S/ \éeg:&Agg Wage rate tables are 1 or 2 years; State
Y TP requires 2 years; 29 CFR 516.6(2), 29
CFR 1602.14, GC §§12946, 12960,
34080
Department preference; Statute of
Human g . Completion + || Yes: Before |Mag, Mfr, Yes: After |Limitations for contractual obligations is 4
Resources | 007 |Contracts for Investigators (Employees Only)l "5 voore | Completion | OD, Ppr| /! | Qc&0D |years: CCP §§337. 337.1(a), 337.15, 343;
GC §34080
When Transitory or source records not retained
Superseded in the ordinary course of business; CHP
Human g . Mag, Mfr, Yes: After |audits every 2 years; Bureau of National
Resources HR-008 DMV Pull Notices Uotr)n OD, Ppr S/ QC & OD |Affairs recommends 2 years for all
Se :rati on supplementary Personnel records; GC
P §34090
EDD Claims & Forms (Employment
Human Close + 4 Mag, Mfr, Yes: After
Resources HR-009 (D:;\;::gpment Department) / Unemployment 0D, Por S/ QC & OD GC §§12946, 12960, 34090
Department preference to match retention
for personnel files; statute of limitations for
EEOC/FLSA/ADEA (Age) requires 3 years
Human . Mag, Mfr, Yes: After - .
Resources HR-010 Employee Investigations oD, Ppr S/ Qc & OD for promotion, demotion, transfer,

selection, or discharge; State Law requires
4 years; 29 CFR 1602.31 & 1627.3(b)(1),
GC §§12946, 12860, 34090;
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Ver. 4.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-3
(Risk Management)

Office of Image: Bestroy
Record Retention No. Records Description Total Vital? Media | I=import| Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan acd?
if the record is
destruction is normally performed by file folder.

HOLDS : Litigation, complaints, s (retention resumes after settlement or comeletionz.
Department preference to match retention
for personnel files; statute of limitations for
retirement benefits is 6 years from last
action; EEOC/FLSA/ADEA (Age) requires

Human § . Mag, Mfr, Yes: After |3 years for promotion, demotion, transfer,
Resources HR-011 Grievances OD, Ppr S/ QC & OD |selection, or discharge; State Law requires
4 years; 29 CFR 1602.31 & 1627.3(b)(1),
GC §§ 3105, 12946, 12860, 34090; LC
1198.5; 26 CFR 31-6001-1; 53235.2(b);
53237.2(b)
Required for 1 year from termination or 3
years from hiring, whichever is later;
. EEOC / FLSA / ADEA (Age) requires 3
Human HR-012 |1-9s Mag, M, S/ Yes: After years for "any other forms of employment
Resources oD, Ppr QC&OD | - . . )
inquiry"; State Law requires 2 -3 years; 8
CFR 274a.2; 29 CFR 1627.3(b}(1); GC
§§12946, 12960, 34090
Admin. / N ) ) Minimum . Depgrtment preference; State Law
Board HR-013 Job Descriptions / Job Classification / Job Superseded + Mag, Mftr, S/l Yes: After |requires 4 years from any Personnel
Secreta Specifications 4 vears OD, Ppr QC & OD |Action; 29 CFR 1602.31 & 1627.3(b)1),
2 y GC §§12946, 12960, 34090;
Human g . o Mag, Mfr, Yes: After |Department Preference; GC §34090 et
Resources HR-014 Labor Relations / Negotiation Notes 10 years oD, Ppr S/l QC & 0D |seq.
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Ver. 4.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-4
(Risk Management)

Office of Image: Bestroy
Record Retention No. Records Description Tom.l Vital? Me.dia l=|l1|port Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
| S=Scan
If the record is not listed here, refer to the Retention for City-Wide Standards
s (retention resumes after settlement or comeletion!.
Department preference to match retention
for personnel files; statute of limitations for
retirement benefits is 6 years from last
OR action; EEOC/FLSA/ADEA (Age) requires
Human g e . Mag, Mfr, Yes: After |3 years for promotion, demotion, transfer,
Resources HR-015 Litigation - Employee Related Resc;z.:l:;n +6 OD, Ppr S/ QC & OD (selection, or discharge; State Law requires
whicheve'r is 4 years; 29 CFR 1602.31 & 1627.3(b)(1),
longer GC §§ 3105, 12946, 12960, 34090; LC
9 1198.5; 26 CFR 31-6001-1; 53235.2(b);
53237.2(b)
. OSHA requires 5 years; State law requires
nouman | HR016  [OSHA Logs - 200, 300, 301, 301A 5 years Mag. Mt 511 E?'&Ag%' 2 years; 8 CCR 14300.33(a), 8 CCR
TP §3203(b)(1), GC §34090.7; LC §6429¢
Personnel Files - Employee File / Official E;ﬁ:gg;znft;:::feer::ﬁ; :tea;:tfisoifs 6
:e's:’““e':"e / Benefit File: ALL years from last action; EEOC/FLSA/ADEA
I mlp doye: lication. Back d (Age) requires 3 years for promotion,
S;;pﬁ:e %z::;zg}\sa;oﬁg;un Sy demotion, transfer, selection, or discharge;
Human Acknowledgements, Employee's Oath of Separation + 6§ Yes: Until |Mag, Mfr, Yes: After Statg Law requires 4 years, W-4s are
HR-017 - . S/i required four years after the due date of
Resources Office / Oath for Disaster Worker for years Separation | OD, Per Qc & 0D such tax for the return period to which the
$mplgye¢és, nl'-:iaratssmgt?‘t‘ Pr?‘_vept}on records relate, or the date such tax is paid,
raining ~eruticates, thics 1raining whichever is the later. 26 CFR 31-6001-1;
Certificates for employees, PAF / Personnel 29 CFR 1602.31 & 1627.3(b)(1), GC §§
Action Forms, W-4s, etc.) 3105, 12946, 12960, 34080; 53235.2(b),
Benefit Enroliments 53237.2(b), LC 1198.5
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Ver. 4.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-5

(Risk Management)
Image: Bestroy
Office of
Total Media |I=lmport| Paper after
Record Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged & Comments / Reference
(OFR) 8
— S=Scan QC'd?
__ e
If the record is not listed here, refer to the Retention for City-Wide Standards
in when 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 eefiods ‘retention resumes after settlement or comeletionz.
Medical Files for all employees are
Personnel Files - Medical File: ALL Separation + required to be maintained at least the
Employees 30 years; OR duration of employment plus thirty (30)
Medical Records including Pre-Employment | Termination of . . . years; Files maintained separately; Claims
R:slg:?;es HR-018 Medical Clearance; ADA Accommodations, Benefits + 5 SY:sér:t?;lr: I\éaDg, :,A f:' S/I \é%s'&Agg can be made for 30 years for toxic
Fit for Duty, FMLA only if related to the years P il substance exposure; 8 CCR §3204(d)(1)
Employee's Health, Respiratory Fit Tests, (whichever is et seq., B CCR 5144, 8 CCR 15400.2; 29
etc. longer) CFR 1910.1020(d)(1)(i), GC §§12946,
12960, 34090
I
Recruitment and Testing File / On-Line
Recruitment Database State Law requires 4 years; EECC / FLSA
Includes Advertisements, Applications for Hiring . / ADEA (Age) requires 1-3 years; 29 CFR
R:s‘;"“:é‘es HR-019 |Unsuccessful Candidates, Interview Notes, | Decision + 4 “gag' g":' S/ Zeé"&Ag‘g 1627.3(b)(1), 29 CFR 1602.14 et s6q.2
Job Brochures, Test Data, Testing Analysis years TP CCR 11013(c); GC §§12946, 12960,
& statistical Metric, Job Analysis, Rating 34090
Sheets, Scantrons, Background Checks, etc.
- Department preference (Courts treat
volunteers as employees in some
. - . instances); EEOCC/FLSA/ADEA (Age)
Buoi B L oot opioiie et Y
9 9 P transfer, selection, or discharge; 29 CFR
1602.31 and 1627.3(b)(1)(i)&(ii), GC §§
12860, 34080
Department preference (Courts treat
volunteers as employees in some
. — Inactive / . instances); EEOC/FLSA/ADEA (Age)
R:um?c?es HR-021 XOIr:Zt;Zrnst; ?;zif;:;ef:: Applications & Separation + 3 Moag ;/I f::' S/ chs: &Aggr requires 3 years for promotion, demotion,
sou 9 years P transfer, selection, or discharge; 29 CFR
1602.31 and 1627.3(b)(1)(i)&(ii), GC §§
12860, 34080
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Ver. 4.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-6
(Risk Management)
Office of 5 . lmage: | Destroy |
Record Retention No. Records Description ota_ Vital? Me_ o I—Ir:'lport. G e Comments / Reference
(OFR) ‘ Retention | Options | M=Mfr | Imaged &
S=Scan |__QC'd?

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

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

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

Separation +

Department preference; Files maintained

30 years, OR ; tely: Clai be made for 30
Workers Compensation Claims (Includes all §Termination of ) ; ) o i £ i '
Human HR-022 |Accident, Incident, or Injury Reports from Benefits + 5 Yes: Until 'Mag, Mfr, S/l Yes: After |years for toxic substance exposure; 8 CCR
Resources Bttt e‘es) ' Rarh Separation = OD, Ppr QC & OD §3204(d)(1) et seq., 8 CCR 5144, 8 CCR
ploy (whisr’:hever i 15400.2; 29 CFR 1910.1020(d)(1)(i), GC
s | I §§12946, 12960, 34090
HUMAN RESOURCES / RISK MANAGEMENT
Rezg[iﬂrzgs/ 1 }Accidem / Incident Reports - Members of the Mag, Mfr ! Yes: After
] o ) _NO Clai M, :
Risk HR-023 ‘gUb“?\,anc;md on City property - NO Claim 2 years oD, Ppr S/l QcC & OD GC §34090
Management | erene - ‘ ) B
Human ‘ .
‘ . Department Preference; Retained to
Resogrcesl | HR-024 |Actuarial Reports 5 years | Mag, Mir, S/l | Y05 S match meets municipal government
Risk | OD, Ppr | QC&OD o .
| ‘ | auditing standards; GC §34090
Management | - L ‘ ST
Human Final Department Preference; Meets municipal
Resources / ; ; . . . Yes: Until |Mag, Mfr, Yes: After |government auditing standards; Statute of
: - / . .
Risk HR-025 Ciaitirfor Damagesy Cidimis Ageinst Wi Gity Resolgz:nsn 8 Resolution | OD, Ppr 3 QC & OD |Limitations is 4 years; CCP §§337 et seq.,
Management | . y | _‘343; GC §34090, o
Huirian Claims to Recover Funds for the City:
Resourzes.F | Subrogation Claims:/ Property Damage Final Mag Mfr Vs Allap
) HR-026 |Claims / Restitution / Recovery of Damages jResolution + 2 |had W gy . Department preference; GC §34090
Risk . o . OD, Ppr QC & OD
to City Property / City's Invoices to Insurance years | ‘
Management . |
L Companies ] |
T— Insurance Policies -
Resources / il Llablllty’ ProPerty’ FI!‘E, The“’ Expirat'ron + 4 Mag, Mfl’,\ Yes: After .Depar.tment Preference_; Covers statute Of‘
. HR-027 etc. S/l limitations for contracts; CCP §337 et seq.;
Risk years OD, Ppr QC & 0D
GC §34090
Management

(JPIA)
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Ver. 4.0

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-7
(Risk Management)
Image: Destroy
Office of . _
Record Retention No. Records Description R ':'otztl.l Vital? OM:d'a I;T;‘:rt Plaper adft;r Comments / Reference
(OFR) etention ptions | M=Mfr | Image

if the record is not listed here, refer to the E’etention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since
HOLDS : Litigation, complaints

destruction is normall

claimsi gublic records act reguestsI audits and/or investigations suseend normal retention periods (retention resumes after settlement or comeletionz.

erformed by file folder.

Human Insurance Policies - Workers I_)ep ar.tment Preference; Covers statute of
I . limitations; CCP §337 et seq.; 8 CCR
Resources / Compensation Excess Liability Expiration + Mag, Mfr, Yes: After
Risk HR-028 20 years OD. Por S/ Qc & OD §3204(d)(1) et seq., 8 CCR 5144, 8 CCR
Manacament JPIA y PP 15400.2; 29 CFR 1910.1020(d)(1)(i); GC
g (JPIA) §§ 911.2, 34090
Human Final Department Preference; Meets municipal
Resources / y - . . Yes: Until |Mag, Mfr, Yes: After |government auditing standards; Statute of
Risk HR-029 Litigation / Lawsuits Resol:::sn *+S Resolution | OD, Ppr S QC & OD [Limitations is 4 years; CCP §§337 et seq.,
Management ¥ 343; GC §34090,
Human Department preference; OSHA requires 5
Resources / Maga. Mfr Yes: After years (State is required to retain theirs 7
Risk HR-030 OSHA Citations and Inspections 7 years Og' P r' S/l Qc '& oD years); State law requires 2 years; 8 CCR
Management TP §3203(b)(1), OMB 1220-0029; GC
9 §34090; LC §6429¢
Rezg:'rigs / Workplace Violence — Hazard identification, Maa. Mfr Yes: Afte
. HR-031 evaluation, correction, incident logs, 5 years 9. MIL 5/ ’ " lLe §6401.9(f), GC §34090
Risk ) L L OD, Ppr QC&OD
investigations, Training, etc.
Management
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Ver. 3.0

RECORDS RETENTION SCHEDULE: DEPARTMENT OF INNOVATION & TECHNOLOGY

Page DolT-1

[ ‘ Image: 1 Destroy
Office of ' Paper
Record |Retention No.| Records Description Tota! Vital? | Mef:ha =imgon after Comments / Reference
| Retention Options M=Mfr
(OFR) 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 comelehs-di and imEI\‘ a full file folder ie.c_y. last document + 2 zears), since destruction is normally performed by file folder.
HOLDS: Lr'!igarion comelaints claims, Eublic records act regues!s audits and/or in vesrfgations suseend normal retention Eerfods (retenﬁon resumes after settlement or comg!etion!.

DEPARTMENT OF INNOVATION & TECHNOLOGY (DolT)

Depart. of | When No
Innovation & |Backups / Computer Backups (ALL Disaster
DolT-001 | Longer Yes
Technology Recovery Computer Backups) :
Required
(DolT) - B ,
Depad. of Enterprise System Catalogue (Listing of
Innovation & ) : . When
DolT-002 |Enterprise-wide Software, posted on line - SB
Technology 272) Superseded
(DolT) | | s - -
Depaﬂ. of ! When No
|$22;::2ﬁjﬂg§t DolT-003 |Network Configuration Maps & Plans Longer Yes
(DolT) - Required
Dt UNALTERABLE MEDIA / IMMUTABLE MEDIA Follows
Inno?r:tiér? & CLOUD BACKUP (Cloud Immutable Backup) / jRetention of
Technol DolT-004 |WORM/DVD-r/ CD-r/ Blue Ray-R or other Official
EC(DOTTC;QV unalterable media that does not permit Electronic
additions, deletions, or changes Record
Depart. of . |
Innovation & DolT-005 Video R_ecordlngs - Employees / City 1y
Technology Operations
~ (DolT) ) -
Depart. of
Innovation & Video Recordings - Public Areas (Streets, A %
DolT-006 . : Longer
Technology |Sidewalks, Lobbies, Hallways, etc.) Rédlied
(DolT) | q

Mag.

Mag.

Mag.

oD

Mag

Mag

_1SEQ:

Used for Disaster Recovery Purposes
Only; Considered a copy and can be
destroyed when no longer required;
GC §34090 et seq.

GC §34090 et seq.

Preliminary documents not retained in
the ordinary course of business; GC
|§34090 et seq.

For legal compliance for Trustworthy
Electronic Records (when the
|electronic record serves as the official
record); must be stored in a "safe and
separate location"; GC 34090,
12168.7, EVC 1550, 2 CCR 22620 et

1 year is required when video
recording regular ongoing operations
of the City; GC §34090.6(a)

Does not record regular ongoing
operations of the City (preliminary
|drafts); GC §34090 etc.

|
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Ver. 3.0 RECORDS RETENTION SCHEDULE: DEPARTMENT OF INNOVATION & TECHNOLOGY Page DolT-2
Image: Destroy
°;ﬁ°e of - Total i Media |I=import | ' 2Per
ecord |Retention No. Records Description Retention Vital? Options | M=Mfr after Comments / Reference
(OFR) P S=Scan Imaged &
- Qcd?
if the record is not listed here, refer to the Retention for City-Wide Standards

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

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

m?mis::&sf& Video Recordings - Public Meetings Minimum 4
Technolo DolT-006 |City Council, Former Redevelopment Agency, ears
(DolT)gy Successor Agency, Oversight Board y

Mag

rformed by file folder. |
ormal retention periods (retention resumes after settiement or comgletion}

Department preference; Audio
Required for 30 days; GC
§54953.5(b); video recordings of
meetings are required for 80 days; GC
§34080.7
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Ver. 2.0

RECORDS RETENTION SCHEDULE: LIBRARY Page LIB-1
‘ P— ' Destroy |
Office of . -~ ) Paper
Record |Retention No. Records Description Tota_l Vital? Me-dla imRart after Comments / Reference
Retention Options M=Mfr
(OFR) | ; Gor - ou Imaged &
| | | | | Qc'd?

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

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

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

LIBRARY
Indefinite - Mag. Mfr Yes:
Library LIB-001 Library Systems: ILS Database Minimum 2 g, T, S/l After QC |Data is interrelated; GC §34090
oD, Ppr
i | B years | ) & OD
: : : FT | . | -
. (City afmpera) bibrary Board of Trustaes Mag, Mfr, | Y& I8rown Act challenges must be filed within 30 or
Ho LiBHRe P Yes | op, ppr | SI! | AfterQC o5 s of action: GC §§34090, 54960.1(c)(1)
/AGENDA PACKETS & AGENDAS sial & 0D ‘ i ' ' '
T, 'City of Imperial Library Board of Trustees |Department preference; Audio Required for 30
g LIB-003 Minimum 4 Ma days; GC §54953.5(b); video recordings of
Technolo VIDEO RECORDINGS of Meetings / Audio years | 9 meetings are required for 90 days; GC
el Tapes o _ |§34090.7
‘Ci(y of Imperial Library Board of Trustees Maga. Mir Yes: |
Library ‘ LIB-004 | P Yes | og' por | S/l | AfterQC |GC §34090(e)
'MINUTES N el & OD B
Copies - Visa:
Finance LIB-op5 |GAsh Receipts Report/ Detail / Backup/ | When No Mag, Mir, | g, | AfterQC |All detailis sent to Finance: GC §34090.7
Accounts Receivable Detail / Refund Detail Longer OD, Ppr
2 | & 0D
. Required ] | - -
| ) . ) | Yes:
. Complaints and Compliments (With ‘ Mag, Mfr, |
Library LIB-006 SUBSTANTIVE Content) 2 years ' oD, Ppr S/l Af;eggc GC §34090
_ Librar | LIE:O;)'/’ ¥ yers for Library Programs (Wit 2 years | Mag' M, | S/l AftYe?Sdc: TGc §34090 | _ |
y SUBSTANTIVE Content) y oD, Ppr % 0D
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Ver. 2.0 RECORDS RETENTION SCHEDULE: LIBRARY Page LIB-2

image: Destroy
f :
Office o Total . Media | I=Import Paper
Record |Retention No. Records Description Vital? A after Comments / Reference
Retention Options | M=Mfr
(OFR) . Imaged &
S$=Scan 'q?

If the record is not listed hensI refer to the F\’etention for Citg-Wide Standards .
Retentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaii

ints, claims, public records act requests, audits and/or investigations suspend normal retention Len‘ods ‘retention resumes after settlement or comgletiong.
Grants: Ifé)ﬂ zrlsrary Services and
Construction), LSTA (Library Services and
Technology), SLRC (State Literacy Resource
g:x:;:s))cétg l(\(i?.‘,lgl‘i)fr:r':i:ﬁirrgr;Itseéfv‘:zes Final Mag, Mfr Yes: [Per California State Library Records
Library . LIB-008 Act ! o . Expenditure ODI P r' S/l After QC |Management Program Requirements (April 27,
ct) and PLF (Public Library F?und?tlon) +5 years , Pp 20D |1998) GC §34090
ONLY. For all others, follow City-wide
Schedule. (SUCCESSFUL Reports, and
Financial Information) Send copy of
application and award to Finance — v
en No es: .
. , . Mag, Mfr, Department preference (the database is the
Library LIB-009 |Library Card Applications Rl.ec;r:lgire;d 0D, Por S/l Afat‘e(r) gC original record); GC §34090
. ) Minimum 2 Mag, Mifr Yes:
Library LIB-014  |Problem Patron File "o S/l After QC |Department preference; GC §§34080
years oD, Ppr 8 0D
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Ver. 2.0

RECORDS RETENTION SCHEDULE: PARKS & RECREATION

Page P&R-1

Office of
Record
(OFR)

|Retention No.

Records Description

Total
Retention

Media

vital? Options

| Image: = Destroy ‘

I=Import Paper after
M=Mfr  Imaged &
S§=Scan Qc'd

Comments / Reference

If the record is not listed here, refer to the E’etention for CilZ—Wide Standards

Retentions begr‘n when the act is comelefed and J'mply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigaﬁon c:ome.'.slimsI cieu'msI |gubﬁc records act reguesrs audits and/or invesrfgations suseend normal retention periods (retention resumes after settlement or completion).

PARKS & RECREATION

Parks & Indefinite - | Yes: Until | Maq. Mir | Yes: After
| P&R-001 Recreation Registration Database (CivicRec)j Minimum 2 Class | 29 Ml gy - P81 data is interrelated; GC §34090
Recreation ‘ oD, Ppr | QC & 0D
| | B years _f§ Completed Ll ; 7 -
Parks & ) Accident Reports / Incident Reports / First Aid Mag, Mfr, | Yes: After
Recreation | P&R-002 [for Public (bandages, scratches, etc.) 2 years | OD, Ppr | el _l QC & OD _;G_C §_34090
Parks & \Activity Guides (Recreation Classes / Minimum 2 Mag, Mfr, | Yes: After
Recreation | P&R-003 |Programs) years | OD, Ppr | S/l | QC& 0D _GC %?90
‘Agreements for Contractors: Class | | The statute of limitation for errors and
Parks & | Instructors, Sports Leagues, etc. Lcompletion +] Yes: until | Mag, mir, st ARET omissions is not applicable; CCP §§336(a),
| P&R-004 > S/l 337 et. seq., GC §34090
Recreation | 2 years Completion| OD, Ppr QC & 0OD
| e.g., Dance Instructors, Soccer Leagues,
‘Voileyball, etc. - L -
Facility Use Agreements & Applications, |
Equipment Applications, Rental Agreements, 8 Yes: Until .
Parks & P&R-005 Park Use Permits, Alcoholic Beverage Explration Event ‘ Mag, Mir S/l Yes: After GC §34090
Recreation - ) . 2 years oD, Ppr QC & 0D
‘ Applications if applicable, Insurance Completed |
il Certificates . I | | _
Parks & Programs / Special Events (Talent Shows, Minimum 2 Mag, Mfr, | Yes: After
Recreation | P&R-006 Halloween, etc.) years | OD, Ppr | S/l | QC & 0D _GC §34090 |
|Registration / Fee & Charge / Liability Forms /
Release of Liability Forms / Permissions /
Sign-in Sheets / Waivers, etc.: Yes: Until | ‘ _
strr:;fm P&R-007 2 years Class | “éag' }';m:’ S/l T;CS &Aggr GC §34090
Sports Programs, Adult Programs, Camps, Completed +FP
Field Trips, Recreation Classes, Authorization ‘
[to give Medicine, etc. ) e Lot SO [ | 1 | L
Parks & . e Expiration + Mag, Mfr, Yes: After
Recreation | P&R-008 :.Spemal Event Perrr?ltisWSponsored by chers 2.years oD, Ppr S__l_l___QC & OD G_CEMOQD
Parks & | |Special Events Sponsored by the City - 4th of | Minimum 2 Mag, Mfr, Yes: After
Recreation | P&R-009 |July, Volunteers Banquets, etc. years OD, Ppr S QC & 0D GC§34080
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PARKS & RECREATION Page P&R-2

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

S=Scan Qcd

If the record is not listed here, refer to the ﬁelention for City-Wide Standards
Retentions begin when the acl is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement orcomgletiong.
(Courts treat volunteers as employees),

. N EEOC/FLSA/ADEA (Age) requires 3 years
Parks & P&R-010 w;?vr::eré znf:::nl:::fz ﬁﬁ‘::f:;:::}ul or 3 years Mag, Mfr, S/l Yes: After |for promotion, demotion, transfer, selection,
Recreation . g y oD, Ppr QC & OD |or discharge; 29 CFR 1602.31 &
Pending Applicants

1627.3(b)(ii), 8 CCR §3204(d)(1) et seq.,
- GC §§12960, 34090
(Courts treat volunteers as employees);

Inactive / EEOC/FLSA/ADEA (Age) requires 3 years
Parks & P&R-011 Volunteer / Unpaid Intern Applications, Separation + Mag, Mfr, s/ Yes: After |for promotion, demotion, transfer, selection,
Recreation Waivers & Agreements - Successful g years OD, Ppr QC & OD |or discharge; 29 CFR 1602.31 &

1627.3(b)(ii), 8 CCR §3204(d)(1) et seq.,
GC §§12960, 34090
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Ver. 3.0

RECORDS RETENTION SCHEDULE: POLICE
(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

Page PD-1

Office of ‘
Record (OFR)/|

| Retention No.

Records Description

Total
Retention

Vital?

Image: Destroy
Media I=lmport | Paper after
Options M=Mfr | Imaged &
_S=Scan__QC'd?

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

Comments / Reference

Retentions begfn when the act is comgfeled and im.c_)lz a full file folder ‘e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Lr'rfgatr'on comelaints claims, Eubﬁc records act reguesrs audits and/or invesrr‘gations suseend normal retention Een’ods (retention resumes after settlement or completion).

POLICE ADMINI

Police /
Admin.

Police /
Admin.

Police /
Admin.
Police /
Admin.

Police /
Admin.

Police /
Admin.

PD-001

PD-002

PD-003

PD-004

PD-005

~ |Complaints from Members of the Public -

PD-006

STRATION / OFFICE OF THE CHIEF OF POLICE
——

Background Files - Successful Employee
Applicants & Volunteers (Employees,
including Reserves)

Separation +
4 years

Background Files - Unsuccessful
Employee Applicants & Volunteers
(Employees, including Reserves)

4 years

'Eackgrounds for City]é Permits / Regulatory
Permits / Permits required by the Municipal
Code (Massage, Taxi, etc.)

Expiration of
Permit + 2
years

‘Billing: False Alarms

Minimum 2
years

Complaints from Employees -Internal
Affairs Investigations WITHOUT Sustained
Finding of Misconduct

Final
Disposition +
5 years

Internal Affairs Investigations WITH
Sustained Finding of Misconduct

Final
Disposition +
15 years

Yes: Until S/l Yes: After
Separation OD, Ppr QC & 0D
Mag, Mfr, S/l Yes: After
0D, Ppr ‘ QC & 0D
!
‘ 1 1
Mag, Mfr, s/l Yes: After
OD, Ppr QC & OD
47Mag, Mfr, | s/1 | Yes: After |
| OD, Ppr | ~QC&OD
Mag, Mfr, S/ Yes: After
oD, Ppr QC & 0D
|
Al I N [
Mag, Mfr, s/ Yes: After
OD, Ppr i QC & 0D

Mag, Mfr, |

Department Preference; State Law & POST
requires 4 years, EEOC / FLSA / ADEA (Age)
requires 3 years for promotion, demotion,
‘transfer, selection, or discharge; ; 29 CFR
1627.3(b)(i), 29 CFR 1602.14; GC §§12946,
12960, 34090; 29 USC 1113

'State Law requires 4 yea}é'; EEOC / FLSA/

ADEA (Age) requires 3 years for promotion,
demotion, transfer, selection, or discharge;
State Law requires 4 years; 29 CFR
1627.3(b)(i), 29 CFR 1602.14; GC
§§12946,12960, 34090

'Department preference; GC §34090

'Department Preference; GC § 34090 et seq.

Department preference to be consistent with
complaints from Members of the Public;
State requires 4 years if any personnel action
is taken; Statute of Limitations is 4 years for
misconduct after the discovery of the offense
for misconduct in office; EVC §1045, GC
§§12946,12960, 34090, PC §§801.5, 803(c),
|832.5, 832.7, VC §2547 -
\PC §§832.5(b), 832.7, GC§ 34090

\
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Ver. 3.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-2

(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

Office of . " Total " Media
Record (OFR) Retention No. Records Description Retention Vital? Options
If the record is

Comments / Reference

d normal retention periods (retention
—

resumes after settlement or comgletionz.

Consistent with Lexipol Policy; State requires
for at least 5 years for complaints by
members of the public; other State & Federal
. . laws require retention until final disposition of
. Complaints from Members of the Public - Final . " .
Pohge ! PD-007 Internal Affairs Investigations WITHOUT Disposition H Mag, Mir, S/l Yes: After formal c omplal'nt. State requires 4 years after
Admin. Sustained Finding of Misconduct 5 years OD, Ppr QC & OD |action is taken; Statute of Limitations is 4
years for misconduct after the discovery of
the offense for misconduct in office; EVC
§1045, GC §§12946,12960, 34090, PC
§§801.5, 803(c), 832.5, 832.7, VC §2547
. Emergency Operations Plan (includes .
iglr:'loienl PD-008 Office of Emergency Management & Su;\)/glr:e‘:ie d Yes (all) I\gag, gg : S/ Eecs: &Aggr GC §34080
’ Homeland Security) )
. Policies & Procedures / Lexipol / Operation .
i‘;'r'nﬁ’ PD-009 |Directives / General Orders (Department s:;;e;:d:d "gag' ,';’g: 1 osn ’g‘g &Agg' Department Preference; GC § 34090 et seq.
) Policies and Procedures) !
izl:nosll PD-010 Press Releases - Police Only 2 years l\él)aDg', g’g : S/ gg &Aggr GC §34080
Police / Reports and Studies - Historical (e.g. Mag, Mfr, Yes: After .
* Admin. PD-011 Department Annual Reports) P oD, Ppr S/ Qc & OD Department Preference; GC § 34090 et seq.
Reports to State or Federal Agencies:
Report to POST Commission of peace
officer employment, compliant, finding,
Police / disposition, or judgement pursuant to §PC Mag, Mfr, Yes: After
Admin. PD-012 13510.9, etc. 2 years oD, Ppr S/l QC & OD GC §34080 et seq.
Report of data regarding the number, type,
or disposition of complaints made against
its officers
Reviews Not as a result of a complaint
Police / PD-013 (Routine Reviews) - No Employment 2 years Mag, Mfr, S/l Yes: After |Department Preference; GC §§12946, 12960,
Admin. Action: On-Duty Traffic Accidents, Use of oD, Ppr QC & OD {34090
Force, Vehicle Pursuits
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Ver. 3.0
(Admin / Chief, Training, Support/ E

RECORDS RETENTION SCHEDULE: POLICE

Page PD-3
vidence Property, Investigations, Records)

‘ [ Image: Destroy |
Office of : 5 Total . Media I=lmport | Paper after
Retent No. | R ds D
[Record (OFR) etention No ecords Description Retantlon Vital? | Options | M=Mfr | Imaged & Comments / Reference
3=Scan.QCd?

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

Retentions begr’n when the act is completed, and imply a full file folder (e.q. last document

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

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

‘ | |Department preference to be consistent with
Reviews Not as a result of a complaint Final | ‘ ;?;Tglfémsrzzr: N;embirs of the PUbgT;ction
: ; ‘ WIT _ a ) qui years if any personn
POIIC?I PD-014 (ROI‘JtIFI.e Reviews) ) H an. Emplaymsent IDisposition + Mag, Mir, S/ Yes: After is taken; Statute of Limitations is 4 years for
Admin. Action: On-Duty Traffic Accidents, Use of OD, Ppr QC & 0D : )
Forca. Vahisle Piifsilt 5 years misconduct after the discovery of the offense
‘ BlEE R erts ; - for misconduct in office; GC §§12946,12960,
\ . x | | 34090
POLICE / ADMINISTRATION / TRAIN_ING
‘ - .. ‘ ‘Rosters are sent to POST; OSHA requires
- R ds - !
Teaining - DEpapiment Training Recorda | ‘ 'safety training 5 years; EEOC/FLSA/ADEA
Police / COURSE RECORDS A ires 3 years for promotion
: Minimum 5 Mag, Mfr, Yes: After |(AA98) requires 3y ROEMOERE,
Admin. / PD-015 g S/l demotion, transfer, selection, or discharge;
. (Attendance Rosters or Sign-in Sheets, years QOD, Ppr QC & OD | : )
Trglning Qutlines and Materials; Includes Use of | tateLaw reguices.2 5 years; 5 GLR 52200
Eores i satat t} E———— et seq., 29 CFR 1602.31 |, LC §6429(c), GC
[FRUEEINT, SEER HEanels  |§§12946,12960, 34090, 53235.2(b)
Department preference; Rosters are sent to
|POST; OSHA requires safety training 5 years;
Police / Training - Department Training Records - \EEOC/FLSA/ADEA (Age) requires 3 years for
Admin. / PD-016 EMPLOYEE FILE Separation + Mag, Mfr, S/l Yes: After promotion, demotion, transfer, selection, or
Trainiﬁ 5 years OD, Ppr QC & OD |discharge; State Law requires 2 -3 years; 8
g Training Certificates / Training Records |CCR §3203 et seq., 29 CFR 1602.31 , LC
‘ |§6429(c); GC §§12946,12960, 340890,
- B [ . |’323520) )
Police / Weapons Inventory: Department-owned ‘ ) 3
Admin. / PD-017 weapons, personal weapons, alternate P Mag, r, S/I Yes: Aller Department preference; GC §34090
e oD, Ppr | QC & 0D
Training weapons, secondary handguns, etc. — | \
POLICE / OPERATIONS (Patrol, Traffic, DARE, SWAT, School Resource Officers, etc.)
] Community Relations Programs / iy |
Police / PD-018  |Community Outreach / Youth & School Minimum;2 Mag, Mfr, | g, | Yes: After |~n ca4000
Operations 5 years oD, Ppr | QC & 0D |
- - !Programs / Citizen Patrol / Events, etc. | } [ N -
Police / Minimum 2 | Mag, Mfr, | Yes: After | ,
Operations PD-019 ‘Ops Plans (Fourth of July, etc.) years | oD, Ppr S/l 1 Qc & OD lDepanment preference; GC §34090 et seq.
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Ver. 3

.0

RECORDS RETENTION SCHEDULE: POLICE
(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

Page PD4

Image: | Destroy
Office of . .. Total Media | I=Import | Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged & Comments / Reference
If the record is not listed here, refer to the Retention for City-Wide Standards -
i in when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or comgletionz.
Police / PD-020 PAS Device Calibration Logs - NOT booked 2 vears Mag, Mfr, S/l Yes: After |If segment is evidence, that segment follows
Operations into Evidence Y OD, Ppr QC & OD |retention for evidence; GC §34090 et seq.
When No
Police / y Mag, Mfr, Yes: After |Preliminary drafts not retained in the ordinary
Operations PD-021 Patrol Schedules Rl;er?re;d OD, Ppr S/ QC & OD |course of business; GC §34090 et seq.
Police / Recordings: Automated License Plate When No Ir:,egtmenft is eY;denc?,[;hat segtment f(c;llows
Oflce PD-022  |Readers (ALPR) - NOT booked into Longer Mag ention for evidence; LJoes not recor
Operations evidence or attached to a case Required regular and ongoing operations; GC §34080.6
et seq, CC §1798.80.53(b)(2)(G);
Police / . |Recordings: Drone (Unmanned Aerial | When No retontion for evidenoe; Doss notrecord
Operations PD-023 Vehicle) - NOT booked into evidence or Longer Mag requl d oin ' erations; GC §34090.6
P attached to a case Required etgsue:r and ongoing operations, ’
Police / . . Mag, Mfr, Yes: After
Operations PD-024 Ride-A-Long Waiver Form 2 years oD, Ppr S/ Qc & OD GC §34080 et seq.
Police / " Mag, Mfr, Yes: After
Operations PD-025 Speedometer Calibration Logs 2 years oD, Ppr S/l QcC & OD GC §34080 et seq.
Police / . I Life of the Mag, Mfr, Yes: After .
Operations PD-026 Traffic Control. Radar Calibration Records Equipment 0D, Ppr S/I Qc & OD Department preference; GC §34090 et seq.
Police / . . Minimum 2 Mag, Mfr, Yes: After
Operations PD-032 Traffic Control: Radar Trailer Surveys, etc. years oD, Ppr S/I Qc & OD GC §34080 et seq.
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Ver. 3.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-5
(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

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

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

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

Police / | Indefinite - | '
Support / PD-033 Property & Evidence Database Follows the Mag, Mir, S/l Yes: After |Department Preference (data is interrelated);
Evidence & | (ProPhoenix) Retention of oD, Ppr QC & OD |GC §34090
Property | jthe Evidence] i
Police / | : o ' B B
Follows the [
Support / ; : Mag, Mfr, | Yes: After ‘
Evidence & PD-034 Crime Report Photos Reten_tlon of oD, Ppr S/l Qc & 0D Department Preference; GC §34090
the Evidencel
Property ]
Police /
Support / Gun and Narcotics Destruction Log Mag, Mfr, Yes: After
Evidence & s |(Documents related to) ety 0D, Ppr S/ ac & op |GC §34090
_ Property B -
Police /
Support / Property & Evidence Logs / Destruction Mag, Mfr, | Yes: After
Evidence & rDdE Authorizations 2 yesrs oD, Ppr S/ | QC & 0D ‘GC §34090
~ Property - !
Police /
Support / Recordings: Body-Worn Cameras — LOGS :
- M : B :
Evidence & PD-037 of Access or Deletion of Data P a9, PC§ 832.18(b)(5)(E). GC §34090.6 et seq
Property | _ . -
Police / Recordings: Body-Worn Cameras - that ret|<:=_-(r)1|t|i‘2)wnsfor
Support / ARE evidence, Officer Involved ¥ ‘ PC§ 832.18(b)(5)(B)&(C); GC §34090.6 et
upp PD-038 . Evidence, Mag
Evidence & Shootings / Detention or Arrest / isS - seq.
Minimum 2 [
Property | |Complaints b | |
. Police / i - l - R | l “ | [ -
Support / Recordings: Body-Worn Cameras - that 'Department preference (law recommends 60
Eviderica & PD-039 45 NOT SidEice 1 year Mag, g:ys); PC§ 832.18(b)(5)(A); GC §34090.6 et
Property | | %
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Ver. 3.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-6

(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

image: | Destroy |
IReS:'I;Tg;R}f Retention No. . Records Description Rel-:l:atlilon Vital? o“::‘::s ‘ ';::;?:t 'T:n':;-ezﬂ;r Comments / Reference
| S=Scan___Qc'd? |
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or invesrfﬁations suspend normal retention periods (retention resumes after settlement or completion).
SPohceﬂl/ | Recordings: Body-Worn Cameras — = 1 Eep_anlmerl\_t _preference; consrst_ent with
JepB | PD-040 Accidental Recordings Reviewed and wl Mag, exnp0~ pq SRS ER supervisory )
Evidence & A d-for Deletion (NGHEGIdshtiar Approval \ authorization, and documentation required);
Property [FRBIOVE Aeeniag B B [PC§ 832.18 et seq. GC §34090.6 et seq.
Police / ‘
Support / PD-041 Recordings: Video - Temporary Holding 1year Mag Records regular and ongoing operations; GC
Evidence & |Cell (Juveniles & Adults) [ §34090.6 et seq,
Property o [—
Police /
Support / Safekeeping: Lost & Found Property Mag, Mfr, Yes: After
Evidence & RE-942 (Documents related to) 2 years oD, Ppr | Sl QC & 0D jGC §34090
Property | | " ‘ |
POLICE / SUPPORT / INVESTIGATIONS
State of 1 . When No
e Alcoholic Beverage Control Licenses / Mag, Mfr, Yes: After :
Ca“;%rcn'a’ PD-043  permits / ABC Permit Applications R;‘;”ug:g 3 ob Par | 27 | aoeop [Notetiyresond
'Files contain criminal intelligence information
concerning an individual only if there is
reasonable suspicion that the individual is
Police / i o - " i ?n;folvetzlin c_rimiral cotrldL:;t ?r a?ct?vitglf anddthes-t
- . . ast Entry + ag, Mfr, es: After |information is relevant to that criminal conduc
SupApon]' RERRA Laminaltneligance Files 5 years I oD, Ppr = QC & OD or activity. Misleading, obsolete or unreliable
Investigations | . S . )
; | information is required to be destroyed;
| remaining records must not be retained
longer than 5 years; 28 CFR 23.20(h); GC
~§34090 -
Transferred
Police / . — ; into ) .
Support / PD-045 Dgiec:wes Investigation Files and Arrest Bacords Mag, Mfr, S/ | Yes: After Transfe_r all Ofﬁr_na! Reports tg Records to be
L Files } OD, Ppr QC & OD |placed in the Crime Report Files.
Investigations ‘ Crime |
\ Report Files |

IMPERIAL, CA. ©1995 - 2025 Gladwell Governmental Services, Inc. - all rights reserved

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

Adopted:




Ver. 3.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-7

(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

! Image: = Destroy |
Office of . A Total . Media | I=Import Paper after |
. ds D
[Record (OFR) Retention No Records Description Retsiition Vital? Options = M=Mfr | Imaged & Comments / Reference
—soScan.__QCd7

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

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

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

Beline:] | - ‘ Informant information; Does not contain
———" PD-046 Ilnformant Files Minimum 2 Mag, Mfr, | S/ Yes: After |criminal intelligence information concerning
| FROILL | | years oD, Ppr | QC & OD |individuals; Department preference; GC
nvestigations
|§34090
POLICE / SUPPORT / RECORDS
Indefinite -

Police / Follows the ) [ y : .
Support / PD-047 RMS Database (ProPhoenix) Retention of Yes I\él)ag. F“,M; S/l \(’leg.&Acf)tgr ;g;;%géelds / Records are interrelated; GC
Records the Crime v

| - Report L B - -
State of CHP Forms: Pursuit Report (CHP 187A), When No . . . ,
California/ |  PD-048  Vehicle Report (CHP 180), etc. thatare not] Longer MU | anvin i [Pherd Disclyio.CHE e paral (ai5iaie
CHP filed with Crime Report Required ‘ PP )
Citations / Notice of Violations / Citation
Police / Database (Parking, Traffic, Marijuana / )
Support / PD-049 Cannabis), Animal, Code Enforcement, 2 years e il S/l Yes: After GC §34090 et seq.
3 ; o OD, Ppr QC & OD
Records Administrative Citations (Includes requests
| B for dismissals, cancellations, and appeals. - B - -
TS: .
Police / BRIMEREPORTS { INGIBENT REPOR Until Found . Department Preference to facilitate Three
Mag, Mfr, | Yes: After ] - :
Support / PD-050 . ; or Yes SIM/ Strikes law and ease of document imaging
Records casrrSiolenL kI mRrEEniere Y Recovered ‘ OB BRr | QC&OD | dministration: PC§ 11108 2(b), GC §34090
CLETS (if not Permanent Retention) - _ ' ' '
: 'Department Preference; DOJ retains CACI
fCRIME REFRRES INCIDENT REFORTS! '(Child Abuse Central Index) information for

Police / ; : o : . adults 100 years; Most have no limitations on

Support / PD-051 AL!‘ Capital Crimes, prmde, Juvanile; P Yes || Mag i, SMIn Yes: Afer |commencement of action; PC §§ 261, 286,
'Child Abuse (substantiated), Elder Abuse OD, Ppr | - QC &O0OD :
Records : 288, 288a, 288.5, 289, 289.5, and 799;
(substantiated), & Sexual Assault (Rape), g )
: 803(h), 11169 et seq.; 11170(a)(3); WIC
Arson (Suspected or Undetermined) 707(b)
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Ver. 3.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-8
(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

Image: BQroy
Office of . . Total Media | I=import | Paper after
Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged & Comments / Reference
not listed here, refer to the Retention for City-Wide Standards
begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.
i eztionI comglaintsI claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or comgletiong. ‘

CRIME REPORTS / INCIDENT REPORTS: [ No Further

Police / Report on .

Support / PD-052  |Child Abuse or Neglect Investigation Suspected g, U | s s et IPC §11169()

Records Reports - Unsubstantiated or Abuser + 10 » P
Inconclusive ears

Department Preference; Provided there are

CRIME REPORTS / INCIDENT REPORTS: no outstanding warrants, unrecovered

Police / identi_ﬁab[e item§. criminal deat.hg,. they are
Support/ PD-053 Except those specifically mentioned in 10 years Yes “3%9 :\,’Ifr’ S/M/ Yeg: After n|o t h{storlcally sngglﬂca(;\t, : nc;g |ssnot .
Records the schedule - INCIDENT REPORTS AND + Per QC & 0D ‘L’.as.s'ﬁed under PC 5800 & 290; Stat. o

MISDEMEANORS or FELONIES imit. is 2 yrs; Destroy juvenile marijuana
after age18; H&S §11361.5, GC §34090, PC
§802, PC §§187, 800 et seq.

CRIME REPORTS / INCIDENT REPORTS:

Police / Date of Individual petitions D_istrict Attorpey; Sheriff
Support / PD-054 Factually Innocent Pgtition Accepted Arrest + 3 Ygs: Befpre Mag, Mfr, SIMI Yes: After |concurs that person is factually innocent, then
Records Records Sealed Pending Destruction - years Disposition | OD, Ppr QC & OD |[seals record ("Shall" Destroy); GC §34090;

Except those with cutstanding stolen PC §851.8(a)
property, including firearms, or lost firearms
CRIME REPORTS / INCIDENT REPORTS:

Police / Misdemeanor or Infraction - Adult g_?;::to(?f
Support / PD-055 Marijuana / Cannabis - H&S ) No Ygs: Bgfpre Mag, Mfr, S/M/I Yes: After |("Shall" Destroy), GC §§68152(c)(8); H&S
Records §11357(b)(c)(d)(e) or H&S §11360(b) (with § ~ - . o n) Disposition | OD, Ppr QC &OD |§11361.5

procedure in H&S §11361.5) - Except those +2 years
with outstanding stolen property, including
firearms, or lost firearms
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Ver. 3.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-9
(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

Image: Bestroy
Office of . . Total " Media | I=lmport | Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged & Comments / Reference
is not listed here, refer to the Retention for City-Wide Standards
in when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally gerformed by file folder.
HOLDS: Liti ation, complaints, claims, public records act requests,_audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
CRIME REPORTS / INCIDENT REPORTS:
SZOHC: rt, / PD-056 Misdemeanor or Infraction - Juvenile J?nf::i:: :ra Yes: Before| Mag, Mfr, S Yes: After |If no subsequent conviction ("Shall” Destroy);
PP Marijuana / Cannabis - H&S §11357(E) - Disposition| OD, Ppr QC &OD |H&S §11361.5
Records . A years old
Except those with outstanding stolen
property, including firearms, or lost firearms
CRIME REPORTS / INCIDENT REPORTS:
SZOI'C: n/ / PD-057 Misdemeanor or Infraction Marijuana / 01ff8e$:<::s|s Yes: Before| Mag, Mfr, SV Yes: After |(Courts and other Agencies "Shall" destroy);
PP Cannabis §11357(de) - Juvenile on Disposition| OD, Ppr QC & OD [H&S§ 11361.5 et seq., 11357(e)
Records A Old
School Grounds during School Hours
{with procedure in H&S §11361.5)
P
. If Returned
Palice / CRIME REPORTS / INCIDENT REPORTS: ( ’
Follows the JYes: Before| Mag, Mfr, Yes: After .
i‘;‘;‘:}%‘s’ PP | issing Persons Iretention forf Disposition| oD, Por | ™/ | qc s op |PePartment Preference; GC §34080
9 the Crime
Report)
CRIME REPORTS / INCIDENT REPORTS: 1
S':°"°:n’/ PD.osg | Vacatur Relief Granted by Court - Victim of | Court Order Mag, Mfr, | oy | Yes: After |individual petitions Court ("Shall" Destroy);
Repc%r ds Human Trafficking, or Victim of Intimate + 1 year OD, Ppr QC & OD [GC §34090; PC §§236.14(k); 236.15(k)
Partner Violence or Sexual Violence
{Nonviolent Crimes)
- CRIME REPORTS / SEALED RECORDS:
Police / Mag, Mfr Yes: After Department preference to accommodate
Support/ | PD-080 lseated Juvenile Cases - Childhood P Yes | op, ppr | S™MI | qc'aop Py ffé'g'g“;fggofm victims; CCP
Sexual Assault After January 1, 2024 o
Police / CRIME REPORTS / SEALED RECORDS: Age of Mag, Mfr. Yes: After Department preference to accommodate
Support/ | PD-O8T lscaled Juvenite Cases - Childhood IMaWQLVr: 21 Yes | op ppr| ™M | acaop Py ffc';'g'ga;fggof” victims; CCP
Sexual Assault Before January 1, 2024 y o
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Ver. 3.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-10

(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

Retention No.

Records Description

Total
Retention

Vital?

Media
Options

Eestroy

Comments / Reference

claims, public records act requests, audits and/or investigations suspen

d normal retention @eriods (retention

resumes after settlement or comgletionz.

Per Court
. CRIME REPORTS / SEALED RECORDS: Order
Police / (Subject 26 Mag, Mfr Yes: After
i‘g’c‘;‘:;‘s’ PD-062  |geated Juvenile Cases yearsold/ | Y% | op, ppr | SM! | qc'gop |WV&!§§389(a). 781(d), GC §34090;
Except Sealed Childhood Sexual Assault [Sealing Date
+ 5 years)
Cgltiaf‘;?n?;/ Crime Statistics / National Inci;;r:lt-Based When No Mag, Mfr, Yes: After |Entered Directly into DOJ’s portal (a State
Decartment of|  PD-083  [Reporting System (NIBRS) / Uniform Crime | Longer oog' Por | S™' | oG8 0D |record) y po
"Jusﬁce Reports (UCR) - Summaries (BCS) Required » PP
State of When No
California / PD-064 Department of Justice Validation Lists Longer Mag, Mfr, SM Yes: After |[Entered Directly into BOJ's portal (a State
Department of : OD, Ppr QC & OD |record)
. Required
Justice -
Police / .
Support / PD-065 Livescan Application Forms and Logs 2 years Mag, M, S/1 Yes: After GC §34080
R OD, Ppr QC & OD
ecords L
Police / When No
. . Mag, Mfr, Yes: After |These are copies / printouts from the RMS
Support/ PD-066 Local Criminal History Checks Longer S/ -
Records ] Required OD, Ppr QC & OD |[database; GC §34080 et seq.
City Clerk and
Police / g Public Records Requests / Subpoenas Mag, Mfr, Yes: After
Support / PD-087  |1ices Tecum / Summons - Police only 2 years ob.ppr | S!' | acaop [CC§34090
Records
Department preference; Pursuant to PC
Police / P, Maga. Mfr Yes: After §457.1 et seq.; required to register for life; If
Support / PD-068 Registrants: Arson Registrations: Adults J or Death of Og’ p r' S/l QC. 20D released from DOJJ, records are destroyed
Records Registrant TP after age 25 or sealing pursuant to W&l §781;
GC §34080.7

IMPERIAL, CA. ©1995 - 2025 Gladwell Governmental Services, Inc. - all rights reserved

Do not duplicate or distribute without prior written permission from GGS (809) 337-3516

Adopted:




Ver. 3.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-11
(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

Image: | Destroy
. Total Media | I=import | Paper after
Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged & Comments / Reference
- . e n _ mm? R

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

in when the act is completed. and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
L ationI comelainlsI claims, public records act requests, audits and/or investigations suspend normal retention periods ‘retention resumes after settlement or comgletiong.
. . . e I Pursuant to PC §457.1 et seq.; If released

Police / Registrants: Arson Registrations: Age 25 or .

Support / PD-069 Juveniles released from Division of Sealing Date| Mag, Mfr, S/ Yes: After | from C.YA' records are destroyed' after age 25
. . OD, Ppr QC & OD |or sealing pursuant to W&I §781; GC
Records Juvenile Justice + 5 years
§34090.7
Police / - . .
g . . Minimum 5 Mag, Mfr, Yes: After [Department Preference (registration pursuant
z‘;‘;‘;‘:;‘s’ PD-070  |Registrants: Gang Adults years op,Por | S/' | ac'aop |10 PC 186.30(a)); GC §34080
Police / . .
y Registrants: Gang Adults- Shared Gang Mag, Mfr, Yes: After .
iue;;;;%ts/ PD-071 Databases & Written Attestations 5 years OD, Ppr S/l Qc & OD 11 CCR 773.8; 11 CCR 774.7 GC §34090
. 3 years, or . .

Police / R . Department Preference (registration pursuant
Support/ PD-072 Registrants: Gang Juveniles fe;:zg,ga:,e “g'g' Fl\::af : S/l \gg &Aggr to PC 186.30(a)); Records are destroyed
Records Court Order pursuant to W&I §781;GC §34090
s?"c:rt,/ pD-o73  |Registrants: Gang Juveniles - Shared 3 years Mag, MIr, | g, | Yes: After |1y ccR774: 11 CCR 774.7 GC §34090
R e?:?)rd s Gang Databases & Written Attestations y OD, Ppr QC &OD ! ’

Police / .

Support / PD-074 Registrants: Narcotics 2 years Mag, Mfr, S7/I Yes: After GC §34080
OD, Ppr QC&OD
Records o
Department Preference; After 2021,

Police / . . . L . Offenders can petition Court for removal 10 or
Support/ PD-075 2:gulst;rants. Sex Offender Registrations: 100 years I\gaDg, gl f:’ S/lI \gé &A(t;tgr 20 years after offense, provided there are no
Records P subsequent offenses; Pursuant to PC §2%0

et seq.
Sealing Department Preference; After 2021,

Palice / Registrants: Sex Offender Registrations: Datt:a;s Mag, Mfr, Yes: After Offenders can petition Court for removal 10 or
Support / PD-076 Juseniles ’ 9 ) ( o); Court Og' P r' S/ Qeé 80D 20 years after offense, provided there are no
Records Order) or TP subsequent offenses; Pursuant to PC §290

100 years et seq.
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Ver. 3.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-12
(Admin / Chief, Training, Support / Evidence Property, Investigations, Records)

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

_
a full file folder (e.q. last document + 2 years), since destruction is normall,
claims, public records act requests, audits and/or investigations suspend normal retention eeriods ‘retention resumes after settiement or comgletionz.

HOLDS: Litit ationI comelaintsI

Court or Restraining Orders, Emergency Protective

L Orders, Temporary Restraining Orders, Expiration ofi Mag, Mfr, Yes: After .
AE:::::‘: PD-077 Legal Stipulations, Orders After Hearing the Order OD, Ppr Smi QC &OD Not a City record

¥ (When Not filed with the case file)
Police / . .
STOP Source Data, Audit Log / Racial and Mag, Mfr, Yes: After [11 CCR 999.228; 11 CCR 999.229; GC

i‘;‘;’;‘:gs’ PD-078 |\ dentity Profiling Act (RIPA) Annual Report | 3 Ye2" op, Por | ™' | acaop [s34000
(g?:tr:i;r PD-079 Subpoenas - Civil or Criminal 2 vears Mag, Mfr, s/l Yes: After |Department preference; Court or District
Attorney P y OD, Ppr QC & OD |Attorney records; GC §34090 et seq.
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC SERVICES Page PS-1
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)
i ‘ Image: | Destroy
Office of . i Total . | Media |I=Import |Paper after
Record (OFR) Retention No. Records Description Retsntion Vital? !Optionsl M=Mfr | Imaged & Comments / Reference
| S=Scan Qc'd?

If the record is not listed here, refer to the F\’erenlion for City-Wide Standards

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

PUBLIC SERVICES / FACILITIES

HOLDS: Lr‘tfgatr‘on, comelaints, claims, Eubﬁc records act reguests, audits and/or fnvestr'c_:aﬁons susEend normal retention Eerfods ‘retentr‘on resumes after settlement or come.’etr’on!.

Public Services
/ Lead Div.

Public Services
/ Lead Div.

S

Public Services
/ Lead Div.

Public Services
/ Lead Div.

Public Services
/ Lead Div.

Public Services
/ Lead Div.

Public Services |
/ Lead Div.

PS-001

PS-002

PS-003

PS-004

PS-005

PS-006

PS-007

Air Pollution Control District (APCD) Permits -
for Generators, etc.

|Dailies / Daily Work Diaries / Work Performed
|

Generator Operation Logs & Inspections

Operations & Maintenance Manuals (O&M
Manuals)

Pressure Vessel Certifications or Permits (Air
Compressors, Propane, etc.)

iPre-Trip Inspections / Vehicle Saféty Checks /
Daily Vehicle Inspections / Daily Equipment
|Checks

Safety Data Sheet (SDS) / Material Safety Data
|Sheet (MSDS) / Chemical Use Report Form
(or records of the chemical / substance / agent,
where & when it was used)

Issue Date +
5 years

5 years

5 years

Life of
Facility or
Equipment

Expiration of
Certificate or
Permit

2 years

30 years

Mfr, OD,
Ppr

‘ Mag,

Mag,
|Mfr, OD,
Ppr

‘ Mag,
!

Mfr, OD, |
Jl_Bpr

Mag,
Mfr, OD,
Ppr
Mag,

Mfr, OD, |

Ppr
Mag,
Mfr, OD,

Ppr

Mag,
Mfr, OD,
Ppr

[
S/ ‘ Yes: After

[ acson
s R
s e
e Yo
e
s |1
|
s | Y8 g

40 CFR 70.6; GC §34080

| May contain sewer records, which are
required for 5 years; SWRCB Order
2022-0103-DWQ; CCP §§338 et seq.,
340 et seq., 342, GC §34090

AQMD Rule 1470; Form 400-E-13a
instructions; GC §34090

Department Preference; GC §34090 et.
seq.

Department preference; GC §34090 et.
seq.

13 CCR 1234(e),VC 34505.5(c); 49 CFR
396.11; GC §34090

Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
chemical / substance / agent, where &
when it was used is maintained for 30
years; Applies to qualified employers;
|Claims can be made for 30 years for
toxic substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC SERVICES Page PS-2
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)
i Image: Destroy
Office of | ) _ Total , | Media | I=lmport |Paper after
Record (OFR) Retention No.‘ Records Description Retaritlon Vital? | Options M=Mfr | Imaged & Comments / Reference
\ | S=Scan Qc'd?

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

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

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

|Work Orders / Service Requests / Service

Division Indefinite - Mag, | )
Providing ps-opg  |Orders- CRM/CMMS DATABASE Minimum 5 Mir, 0D, S/1 | YeS Afler I 0 is interrelated; GC §34090
: (Computerized Maintenance Management QC & 0D
Service / Work years Ppr
System) [ -
Divisi Work Orders / Service Requests / Service Wikl M
Pr:::,\:iscli?: PS-009 Orders - All Information Entered in CRM / Farier iMfrag‘D S/l Yes: After |Preliminary drafts (the database is the
ovicing CMMS Database 9 e QC & OD | original); GC §34090
Service / Work Required Ppr
|(Paperdrafts) !
Work Orders / Service Requests / Service
Orders - NOT entered in CRM / CMMS . .
Division Database (or partial information entered into Mag May eantain sewer (acerds. which -are
Providin PS-010  |CMMS Database) 5 years iiom, | &7 | L2 AIEC [EqUien PG jedts, SYWREE Ordar
Service.’vaork Divisi aa ?din service retains originals; ! " Ppr QC & 0D |2022-0103-DWQ; CCP §§338 et seq,
| \SIviElan providing senice. i orgina’s; P 340 et seq., 342, GC §34090
Division requesting service is considered a ‘
copy) ‘
PUBLIC SERVICES / FLEET MAINTENANCE
. . Mag, )
Public Services | 5g 11 |APCD Permits - for Generators, etc. [s50e Dl -+ Mfr, 0D, s/1 YeS Afer 6 cFR 706; GC §34090
/ Lead Div. 5 years Por | QC & 0OD
: . I ‘Pre—Trip Inspections / Vehicle Safety Checks / Mag, " .
Public Services _ 4 g ; b ; Yes: After 13 CCR 1234(e),VC 34505.5(c); 49 CFR
/ Lead Div. PS-012 Daily Vehicle Inspections / Daily Equipment 2 years Mfr, OD, | S/I QC & 0D |396.11; GC §34090
777777 |Checks Ppr N _
Public Services ‘ Mg, Yes: After '
. PS-013  |Fleet - Tire Disposal / Waste Manifests 3 years Mfr, OD, S/l § 14 CCR 18459.3; GC §34090
Fleet Maint. Por QC & OD
| | -
: : Mag
Public Services e ; ' Yes: After 22 CCR 66266.130(c)(5), H&S
Fleet Maint PS-014 Fleet - Used Oil Disposal Manifests 3 years Mfrls;)rD‘ S/ QC & OD |§25250.18(b), 25250.19(a)(3) et seq.
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC SERVICES Page PS-3
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)

Image: I-)estroy
Office of . Total . Media |I=lmport |Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mfr | Imaged & Comments / Reference
Ssscan|_Qc'd?
/f the record is not listed here, refer to the Retention for City-Wide Standards
in when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Liti alion‘ comelaintsI claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Department Preference; If a motor
Disposal of carrier, required for 18 months after
. . Fleet - Vehicle & Equipment History Files . Mag, . vehicle is sold; CHP requires life of
P “g:;f&’;’::fs PS-015 Vehicle or Mfr,OD, | S/ Ygg &Ag‘g vehicle; OSHA requires 1 year; 8 CCR §
’ Maintenance, Brakes, Smog Certificates, etc. Ppr 3203(b)(1); 49 CFR 386.21(b)(1); 49
CFR 396.3; CCP §337 et. seq., 3 CCR
1234(f); GC §34090
. . Mag
Public Services . . ' Yes: After |AQMD Rule 1470; Form 400-E—13a
Fleet Maint. PS-016 Generator Operation Logs & Inspections Mfré pOrD. S/l QC & 0D |instructions; GC §34090
Department preference (City has "cradle
. . Mag, to grave" liability); only 3 years is
Pu;):ic;asdegil‘tl:es PS-017 Hazardous Waste Manifests Mfr, OD, S/ Ygé kAgg mandated; 40 CFR 262.40, 8 CCR
’ Ppr 3204(d)(1)(A), 22 CCR 66262.40; GC
o o §34080
Public Services Mag, Yes: After Consistent with CHP requirements;
Fleet Maint PS-018 Inspections or Audits by the CHP (Fleet) 5 years Mfr, OD, sn QC’ & 0D OSHA requires 1 year; 8 Ca. Code Reg.
’ Ppr § 3203(b)(1); GC § 34080
Public Services Operations & Maintenance Manuals (O&M L'f.e. of Mag, Yes: After |Department Preference; GC §34090 et.
/ Lead Div PS-019 Manuals) Facility or Mfr, OD, S/ QC & 0D |se
’ ) Equipment Ppr Q.
Public Services Pressure Vessel Certifications or Permits (Air Expl_ratlon of Mag, Yes: After |Department preference; GC §34080 et.
. PS-020 Certificate or Mfr, OD, S/l
/ Lead Div. Compressors, Propane, etc.) Permit Ppr QC & OD |seq.
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Ver. 3.0

RECORDS RETENTION SCHEDULE: PUBLIC SERVICES
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)

Page PS-4

Image:

Destroy

Office of . o Total . Media I=lmport Paper after
Retention No. Records Descriptio
Record (OFR) ption Ratartivii Vital? Options M=Mfr | Imaged & Comments / Reference
‘ S=Scan | QC'd?

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

Retentions begin when the act is completed, and imply a full file folder (e.q. 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 Services

/ Lead Div.

Public Services |

Fleet Maint.
Division
Providing

Service / Work

Division
Providing

Service / Work

Division
Providing

Service / Work

PS-021

PS-022

PS-023

PS-024

PS-025

‘Safety Data Sheet (SDS) / Material Safety Data
Sheet (MSDS) / Chemical Use Report Form
(or records of the chemical / substance / agent,
where & when it was used)

30 years

e

Vehicle Titles (Pink Slips)

Work Orders / Service Requests / Service
|Orders - CRM/CMMS DATABASE

| (Computerized Maintenance Management
| System)

|Work Orders / Service Requests / Service
Orders - All Information Entered in CRM /
CMMS Database

_(Paper drafts)

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

|(Division providing service retains originals;
Division requesting service is considered a
copy)

PUBI

Sale or
Disposal

Indefinite -
Minimum 5
years

When No
Longer
Required

5 years

LIC SERVICES

Mag,
Mfr, OD,
Ppr

|
Mag,
Mfr, OD, ‘
| Ppr |
Mag,
Mfr, OD,
Ppr

Mag,
Mfr, OD,
Ppr

Mag,
Mfr, OD, |
‘ " ‘

S/l

S/l

S/l

S/

S/l

Yes: After
QC & 0D

Yes: After
QC & 0D

Yes: After
QC & OD

Yes: After
QC & 0D

Yes: After
QC & 0D

Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
chemical / substance / agent, where &
when it was used is maintained for 30
years; Applies to qualified employers;
Claims can be made for 30 years for
|toxic substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090

Given to Auction House / New Owner;
GC §34090

|Data is interrelated; Databases where
sewer records may be stored are
required for 5 years; SWRCB Order
2022-0103-DWQ; CCP §§338 et seq.,

1340 et seq., 342, GC §34090

Preliminary drafts (the database is the
original); GC §34090

May contain sewer records, which are
required for 5 years; SWRCB Order
2022-0103-DWQ; CCP §§338 et seq,,
340 et seq., 342, GC §34090

5 | STREETS
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Ver. 3.0

RECORDS RETENTION SCHEDULE: PUBLIC SERVICES
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)

Page PS-5

| Image: Destroy
Office of . e Total ; Media |I=Import |Paper after |
Ret No. R ds D ?
Record (OFR) | etention No ecords Description Retention Vital Options | M=Mfr | Imaged & ‘ Comments / Reference
S=Scan___QcC'd? |

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

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

HOLDS: Lr‘tr‘gat:’on, complaints, claims, public records act requests, audits and/or invesrr‘ga!ions suspend normal retention periods (retention resumes after seftlement or completion).

Mag [ | May contain sewer records, which are
Public Services . . - : Yes: After |required for 5 years; SWRCB Order
I LBAG DIV, PS-026 | Dailies / Daily Work Diaries / Work Performed 5 years Mfr',:C;'D, S/l QC & OD |2022-0103-DWQ; CCP §§338 et seq.,
) - P 340 et seq., 342, GC §34090
|Department preference (City has "cradle
- . Mag, to grave" liability); only 3 years is
P”:"L“;:degi'fes PS-027  Hazardous Waste Manifests P Mfr,OD,  S/I Ygé '&Ag‘g mandated; 40 CFR 262.40, 8 CCR
‘ Ppr 3204(d)(1)(A), 22 CCR 66262.40; GC
- . |§34090
. . ‘ . . Life of Mag, | _ _
Public Services Operations & Maintenance Manuals (O&M . ‘ Yes: After |Department Preference; GC §34090 et.
; PS-028 Facility or Mfr, OD, S/l
/ Lead Div. Manuals) ; QC & OD |seq.
i L Eguipment Ppr . i -
: ; Pre-Trip Inspections / Vehicle Safety Checks / Mag, |
Public Services : : : ; : Yes: After |13 CCR 1234(e),VC 34505.5(c); 49 CFR
/ Lead Div. PS-029 Daily Vehicle Inspections / Daily Equipment 2 years Mfr, OD, S/l QC & OD |396.11: GC §34090
_|Checks Ppr - N
| |Previous SDS / MSDS may be obtained
| from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Ma _ chemical / substance / agent, where &
Public Services PS-030 \Sheet (MSDS) / Chemical Use Report Form 1 1T Mfr gD | S/ Yes: After when it was used is maintained for 30
/ Lead Div. \(or records of the chemical / substance / agent, y : ' QC & OD years; Applies to qualified employers;
. Ppr ;
where & when it was used) Claims can be made for 30 years for
toxic substance exposures; 8 CCR
| 3204(d)(1)(B)(2 and 3), 29 CFR
; i 11910.1020(d)(1)(i), GC §34090
PUBLIC SERVICES /| STORMWATER
Mag | \ May contain sewer records, which are
Public Services - . o ! Yes: After |required for 5 years; SWRCB Order
| Casd D PS-031 Dailies / Daily Work Diaries / Work Performed 5 years ‘Mfr’,DOrD, S/l : QC & 0D |2022-0103-DWQ; CCP §§338 et seq.,
P | 340 et seq., 342, GC §34090
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC SERVICES Page PS-6
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)

Image: Destroy
Office of . - Total . Media |I=Import |Paper after |
. Records D 2
Record (OFR) | Retention No RESRIs Bascrption Retention | V™7 Options| M=Mfr | Imaged & Bomunients./Referance
| S=Scan Qc'd?

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

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

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

Required for a minimum of 3 years; 40

) . Mag :
Public Services ) o ! Yes: After CFR 122.41(j)(2); SWRCB Order 2006-
I Stomviater PS-032 Stormwater lllicit Discharges 5 years ‘MfrbOrD, S/l QC & OD 03: 40 CFR §§122.21, 122.41, 122.44;
- i ~ GC§34090
| Mag Department Preference; Federal
Public Services ! Yes: After |mandate is 3 years; SWRCB Order
= | - )
FSanalat PS-033 Stormwater: NPDES Annual Reports 5 years Mfrlé,OrD, S/l QC & 0D | 2006-03: 40 CFR §§122.21, 122.41,
: ) 122.44; GC §34090
Mag, | ]Department Preference; Federal
Public Services ) ; . Expiration + i | Yes: After 'mandate is 3 years; SWRCB Order
| Starmwaler PS-034 Stormwater: NPDES Permits / MS-4 Permits 5 years Mfrl.:,;)rD. S/ QC & 0D |2006-03: 40 CFR §§122.21, 122.41,

1122.44; GC §34090

—_—— e
PUBLIC S_'E.BV CES /| WATER (POTABLE WATER)

| [ ‘ |Department Preference; exceeds

Public Services |Backflow Test Results / Backflow Assembly Mag, Yes: After SWRCB Cross-Connection Control
PNt PS-037 Test Reports (from Customers - City-owned 3 years Mfr, OD, S/ QC. 80D Policy Handbook Section 3.5.1 requires
Backflows are entered in CMMS Database) Ppr records be retained for the previous
- - Ehree calendar years; GC §34080
‘ Department preference; CallOSHA
'Confined Space Entries / Hot Work Permits / | it requests 3 years of documents of
Public Services PS-038 Lockout-Blockouts / Lockout-Tagouts / Energy 2 vears M Cg)D S/l | Yes: After |Lockout-Blockouts / Lockout-Tagouts
/ Lead Div. Control Procedures (ECP) / Air Monitoring y P ; : QC & OD during audits; 8 CCR 5157(d)(14) &
Calibrations P (e)(6); 29 CFR 1910.146(e)(6); GC
- ~|§34090
Mag | May contain sewer records, which are
Public Services | i ; ;o - | Yes: After |required for 5 years; SWRCB Order
/ Lead Div. PS-039 Dailies / Daily Work Diaries / Work Performed 5 years Mfrll_,OrD, S/l QC & 0D |2022-0103-DWQ; CCP §§338 et seq.,
) 7 . P 340 et seq., 342, GC §34090
Public Services Environmental Agencies / Regulatory Agencies Minimum 10 Mag, Vas: MRS

/ Lead Div PS-040 Correspondence Mfr, OD, S/I Department Preference; GC §34090

(EPA, DHS, etc.) Ppr | | QC&oD |
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC SERVICES Page PS-7
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)
Image: Destroy
Office of . e Total . Media |I=Import |Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged & Comments / Reference
S=Scan Qc'd?

is completed, and imply a full file folder (e.

HOLDS: Liti antionI comelaintsi claimsI eublic records acl reguestsi audits and/or investigations suspend norm,

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

. last document + 2 years), since destruction is normall,

erformed b

file folder.

al retention periods ‘retention resumes after settlement or completion).

. . - Mag .
Public Services . Minimum 5 . Yes: After |Department Preference (in Excel), GC
/ Water PS-041 Fire Hydrant Pressure Tests years Mfrl,) '())rD. S/l QC & 0D |§34090
Department preference (City has "cradle
. . Mag, to grave" liability); only 3 years is
PubloSenvioes | ps.042  |Hazardous Waste Manifests P Mfr,OD, | S/ Ygé‘&Ag‘g mandated; 40 CFR 262.40, 8 CCR
’ Ppr 3204(d)(1)(A), 22 CCR 66262.40; GC
§34090
Public Services PS-043 Lab Reports & Chains of Custody: Minimum 5 M‘;fagb S/l Yes - After | Department Preference; 40 CFR
! Water Bacteriological and Organics years l,’pr ! QC & OD [141.33(a) and (b)(1); 22 CCR §64470
Lab Reports & Chains of Custody: Chemical .
Public Services (Includes Chlorine Residuals, Disinfectant Minimum 10 Mag, Yes - After Depgrtmgnt preference (10 y'ears s
PS-044 . o . Mfr, OD, S/ required); 40 CFR 141.33(a); 22 CCR
! Water Residuals, Disinfection Byproducts, and years Por QC & OD §§64470, 64537, 64692
Disinfection Byproduct Precursors) P ! !
Ma Required for 12 years or 2 compliance
Public Services PS-045 Lab Reports & Chains of Custody: Lead & Minimum 12 Mfr Cg)D S/ Yes - After |cycles; 22 CCR 64400.25; 22 CCR
/ Water Copper years P r ! QC & OD |§64470; 22 CCR 64690.80; 40 CFR
. P 141.33(a); 40 CFR 141.91
. . . . . Mag
Public Services Operations & Maintenance Manuals / O & M Disposal of ' Yes: After .
/ Lead Div. PS-046 Manuals Equipment Mft;; F())rD. S/ QC & OD Department preference; GC §34080
. . Pre-Trip Inspections / Vehicle Safety Checks / Mag, .
Public Services - . . . . Yes: After |13 CCR 1234(e),VC 34505.5(c); 49 CFR
/ Lead Div. PS-047 Daily Vehicle Inspections / Daily Equipment 2 years Mfr, OD, S/ QC & OD |396.11; GC §34090
Checks Ppr
Public Services Mag, Yes: After
PS-048 Public Notices - Potable Water (Tier 1, 2, or 3) 3 years Mfr, OD, S/ ; 22 CCR §64470; GC §34080
! Water Ppr QC & 0D
Public Services PS-049 Regulatory Reports Minimum 10 M::fagb S/l Yes: After Department preference; GC §34090
/ Lead Div. 9 ry Rep years l;pr ! QC & OD P P !
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC SERVICES Page PS-8
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)

Image: Bestroy
Office of . Total . Media |I=Import |Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan
e —————————— -
If the record is not listed here, refer to the Retention for City-Wide Standards
in when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normall
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or comeletionz.
. . Mag, _ Department preference; State law
Pub'}‘w;:fces PS-050 Reservoir Maintenance, Inspections P Mfr, OD, S/ Ygé &Agle:)r requires 12 years, federal 10 years; 40
Ppr CFR 141.33(a); 22 CCR §64692
Publ/n(:/\?aetr;/rlces PS-051 Reservoir Videos & Photos 10 years Mag Department preference; GC §34090
. . - " . - Mag, Flushing, Disinfection, Inspection and
Pub|/|r§’\"3;revr|oes PS-052 2?::3:“‘ Flushing, Disinfection and Mmlr::;\ 3 Mfr, OD, S Yg(s: -&Agg Cleaning is required for 3 years; 22 CCR
9 Y Ppr §64604(c); GC §34090
Public Services Indefinite - Mag, Yes: After s(gvav::r LZL"J?JJﬁ:Z‘f iﬁ sthtrZZa:?es where
I Water PS-053 SCADA Database (Water) Mlnlzau;: 5 Mfr'sOrD, S/ QC & OD (required for 5 years; SWRCB Order
y P 2022-0103-DWQ; GC §34090, 12168.7
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Ma chemical / substance / agent, where &
Public Services PS-054 Sheet (MSDS)/ Chemical Use Report Form 30 years Mir Cg)D S/l Yes: After |when it was used is maintained for 30
/ Lead Div. (or records of the chemical / substance / agent, y P r ! QC & OD |years; Applies to qualified employers;
where & when it was used) P Claims can be made for 30 years for
toxic substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
Department preference; entered into
Mag DigAlert Software the Excavator,
Public Services R , . ' Yes: After Operator and the Regional Notification
/ Lead Div. PS-055 Underground Service Alerts (USA's) / Dig Alerts 3 years Mfr|,: OrD, S/ QC&OD Center has the obligation to retain the
P notice for 3 years; GC §§4216.2(f); GC
§34080
Vulinerability Assessment / Emergenc When Ma
Public Services | oo nce ool glan  Riek & Resmenrg ¥ Superseded i gb /) | Yes: After |Confidential; 42 USC 300i-2(c); GC
/ Water P hestiency Minimum 5 it QC & OD |§34090 et seq.
Assessment / Hazard Mitigation Plan years Ppr
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Ver. 3.0

RECORDS RETENTION SCHEDULE: PUBLIC SERVICES
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)

Page PS-9

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

If the record is not listed herei refer to the Retention for Citz— Wide Standards

Retentions begin

when the act is

completed, and imply a full file folder (e.

. last document + 2 years), since destruction is normall,
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after seftlement or completion).

erformed b

f7le folder.

. . . Mag, . Department Preference; Meets California
Public Services PS-057 Water Production Reads / Reports (to State Mfr, OD, S/l Yes: After Department of Health requirements (3
! Water DPH & DWR) QC & OD .
Ppr years); GC §34090
Ma Department preference; Required for 12
Public Services PS-058 Water Quality Reports / Consumer Confidence p M 80 S/l Yes - After |years or 2 compliance cycles; 22 CCR
! Water Reports P r ! QC & OD |§§ 64400.25; 64470, 64483(g), 40 CFR
P 141.33(a); 40 CFR 141.91
Data is interrelated; Databases where
Division Work Orders / Service Requests - CRM / Indefinite - Mag, Yes: After sewer records may be stored are
Providing PS-059 CMMS DATABASE (Computerized Minimum & Mfr, OD, S/ QC‘ 80D required for 5 years; SWRCB Order
Service / Work Maintenance Management System) years Ppr 2022-0103-DWQ; CCP §§338 et seq.,
340 et seq., 342, GC §34090
Division Work Orders / Service Requests - All When No Ma
visio Information Entered in CRM / CMMS 9, Yes: After |Preliminary drafts (the database is the
Providing PS-060 Datab Longer Mfr, OD, S/l QC &O0D |original); GC §34080
Service / Work atabase Required Ppr ginal,
(Paper drafts)
Work Orders / Service Requests / "Dailies"-
NOT entered in CRM / CMMS Database (or May contain sewer records. which are
Division partial information entered into CMMS Mag, Yes: Aft y dfor5 . SWRCIB oOrd
Providing PS-061 |Database) 5 years Mfr,OD, | S/I es: Aller \requirec for o years, raer
Service / Work (Division providing service retains originals: Ppr QC & 0D |2022-0103-DWQ; CCP §§338 et seq.,
Yvision providing Service re originals; P 340 et seq., 342, GC §34090
Division requesting service is considered a
copy)
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Ver. 3.0

RECORDS RETENTION SCHEDULE: PUBLIC SERVICES
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)

Page PS-10

Image:

_Bestroy

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

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

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
PUBLIC SERVICES /| WASTEWATER (SEWER) COLLECTIONS & TREATMENT

Public Services
/ Wastewater

CCTV Collection Line Inspection Tapes / Video

Department Preference; GC §34090 et

Collections & PSHI82 Inspections / Video Tapes or Digital Recordings 1D years Mag ‘ seq.
Treatment | | R )
! Department preference; Cal/OSHA
Confined Space Entries / Hot Work Permits / il requests 3 years of documents of
Public Services PS-063 Lockout-Blockouts / Lockout-Tagouts / Energy 3 vears Mifr g‘D S/l Yes: After Lockout-Blockouts / Lockout-Tagouts
/ Lead Div. Control Procedures (ECP) / Air Monitoring y P i * QC & 0D during audits; 8 CCR 5157(d)(14) &
Calibrations P (e)(6); 29 CFR 1910.146(e)(6); GC
- §34090
Yes: Mag Department Preference; Some
Public Services . Minimum 10 While ‘ Yes: After |correspondence from Regulatory
/ Lead Div. PS-064 Correspondence - Regulatory Agencies years Active Ml’rlé’OrD, = QC & OD | Agencies need to be retained for long
Issues P |periods of time; GC §34090 B
Mag May contain sewer records, which are
Public Services . . - . | Yes: After required for 5 years; SWRCB Order
Haad DIV PS-065  |Dailies / Daily Work Diaries / Work Performed 5 years ‘Mfr'sOrD, S/l | QC&OD 2022-0103-DWQ; CCP §§338 et seq.
. L = _\ 340 et seq., 342, GC §34090 g
Public Services | . .
‘ [ : . Mag, . Department preference; Monitoring
fc\glsésgzz PS-066 Ezﬁe(z:'; Se;nct)iﬁnﬁ;(fzsg)u::gﬁCt:?\?gsc: s 3 years Mfr, OD, S/l Ygg &Ag'g records required for 3 years; 40 CFR
YIReR . Ppr | §§122.21, 122.41; 40 CFR 403.12
Treatment . )
Public Services Mag
/ Wastewater . ) Minimum 5 | y Yes - After | Department Preference; 40 CFR
Collections & | PS-067 Lab Reports & Chains of Custody: Wastewater years Mfr;OrD, S/ QC & OD |141.33(a) and (b)(1); 22 CCR §64470
Treatment [ _ ) P
. o . . . Mag, _
Public Serv_lces PS-068 Operations & Maintenance Manuals / O & M D|5pgsal of Mfr, OD, S/l Yes: After Department preference; GC §34090
/ Lead Div. Manuals Equipment Ppr QC & 0D

IMPERIAL, CA. ©1995-2025 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC SERVICES Page PS-11
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)
Image: Bestroy
Office of . e Total Media |I=Import |Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mfr | Imaged & Comments / Reference
- S=Scan Qcd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention perods (retention resumes after settlement or comeletionz.
. . Pre-Trip Inspections / Vehicle Safety Checks / Mag, . .
Public Services g . . . . . Yes: After |13 CCR 1234(e),VC 34505.5(c); 49 CFR
/ Lead Div. PS-069 Daily Vehicle Inspections / Daily Equipment 2 years Mfr, OD, S/l QC & 0D |396.11; GC §34090
Checks Ppr
Public Services PS-070 Regulatory Reports Minimum 10 leag'[) S/l Yes: After Department preference; GC §34090
/ Lead Div. gufatory Rep years bor ac&op | P P ’
P/u\?\;:acstse%vn:tecer s Mag, Yes: After Required for a minimum of 5 years;
Collections & PS-071 Sanitary Spills and Overflows (SSOs) 5 years Mfr, OD, S/ QC‘ 80D SWRCB Order 2022-0103-DWQ; ; 40
T Ppr CFR 122.41(j)(2); GC §34090
reatment I _l
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Ma chemical / substance / agent, where &
Public Services PS-072 Sheet (MSDS)/ Chemical Use Report Form 30 years Mfr gD S/ Yes: After |when it was used is maintained for 30
/ Lead Div. (or records of the chemical / substance / agent, ¥ P r ! QC & OD |years; Applies to qualified employers;
where & when it was used) P Claims can be made for 30 years for
toxic substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
7 1910.1020(d)(1)(i), GC §34080
Public Services Indefinite - Mag (data is inter-related); Databases where
/ Wastewater o ' Yes: After |sewer records may be stored are
Collections & PS-073 SCADA Database (Wastewater) Mmlr;aurrsn 5 Mfr';orD' S/ QC & OD |required for 5 years; SWRCB Order
Treatment B y P 2022-0103-DWQ; GC §34080, 12168.7
. . Department preference (copies -
Plu\?\;:stseﬁg s Mag, Yes: After manifests are attached to invoices);
Collections & PS-074 Sewage Sludge Disposal 5 years Mfr, OD, S/ QC‘ 80D Sewage Sludge is required for 5 years;
Treatment Ppr 40 CFR 61.54, 122.41(j)(2), 503.47;
WC §13263.2(b) et seq.; GC §34080
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC SERVICES Page PS-12
(Facilities, Fleet, Streets, Water, Wastewater / Sewer)
Image: B;suoy
Office of " Total Media |I=Import |Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mfr | Imaged & Comments / Reference
- S=Scan QC'd?
If the record is not listed here, refer to the Retention for Citz-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 Services Mag
! Wastewater Sewer Odor Complaints / Gas Detection y Yes: After .
Collections & PS-075 Results / Investigations 5 years MfrI,D OrD, S/l Qc & oD Department preference; GC §34090
Treatment P
Department preference; SSMPs are
Public Services Sewer System Management Plans (SSMP) and Ma required to be updated every 6 years;
/ Wastewater PS-076 Audits / Sanitary Spills Overflow Prevention Superseded Mfr Cg)D s/l Yes: After [SSOs are required for a minimum of 5
Collections & Plan (SSOPP) and Sanitary Sewer Overflow + 5 years P f ' QC & OD |years; 40 CFR 122.41(j)(2); SWRCB
Treatment Response Plan P General Order 2022-0103-DWQ; GC
_ §34080
Department Preference: entered into
. . - Mag, . DigAlert the Excavator, Operator and the
P“,‘"L'::;gi'fes PS-077  |Underground Service Alerts (USA's) / Dig Alerts M‘"':‘:r': 3 Mfr,OD, | S/I Ygé' &Agf)’ Regional Notification Center has the
’ ¥ Ppr obligation to retain the notice for 3 years;
GC §§4216.2(f) GC §34090
Data is interrelated; Databases where
Division Work Orders / Service Requests - CRM/ Indefinite - Mag, Yes: After |SEWe' records may be stored are
Providing PS-078 |CMMS DATABASE (Computerized Minimum 5 Mfr, OD, S/l QC‘ & 0D required for 5 years; SWRCB Order
Service / Work Maintenance Management System) years Ppr 2022-0103-DWQ; CCP §§338 et seq.,
340 et seq., 342, GC §34090
Division Work Orders / Service Requests - All When No Ma
slo Information Entered in CRM / CMMS 9. Yes: After |Preliminary drafts (the database is the
Providing PS-079 Datab Longer Mfr, OD, S/ QC & 0D |original); GC §34090
Service / Work atabase Required Ppr ginalk
(Paper drafts)
Work Orders / Service Requests / "Dailies"-
NOT entered in CRM / CMMS Database (or . .
—_ L . . May contain sewer records, which are
PDrg’\:fsc'i?: PS-080 Bi?'i' mf(;rmatnon entered into CMMS 5 years leagb S/l Yes: After |required for 5 years; SWRCB Order
Service IVSork (Dive"si?:\e roviding service retains originals; Y Ppr QC & 0D |2022-0103-DWQ; CCP §§338 et seq.,
vision provicing service rt onginals; P 340 et seq., 342, GC §34090
Division requesting service is considered a
copy)
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