CITY OF WEST COVINA
CITY COUNCIL/SUCCESSOR AGENCY

SEPTEMBER 3, 2024, 7:00 PM
REGULAR MEETING

CITY HALL COUNCIL CHAMBERS
1444 W. GARVEY AVENUE SOUTH
WEST COVINA, CALIFORNIA 91790

Mayor Brian Calderén Tabatabai
Mayor Pro Tem Tony Wu
Councilwoman Letty Lopez-Viado
Councilman Ollie Cantos
Councilwoman Rosario Diaz

Please turn off all cell phones and other electronic devices prior to entering the Council Chambers

AMERICANS WITH DISABILITIES ACT

The City complies with the Americans with Disabilities Act (ADA). If you will need special assistance at Council meetings, please call (626)
939-8433 (voice) or (626) 960-4422 (TTY) from 8§ to 5 Monday through Thursday. Do call at least one day prior to the meeting date to inform
us of your particular needs and to determine if accommodation is possible. For sign language interpreter services at Council meetings, please
request no less than four working days prior to the meeting.

AGENDA MATERIAL

Agenda material is available for review at the City Clerk's Office, Room 317 in City Hall, 1444 W. Garvey Avenue South, West Covina and at
www.westcovina.org. Any writings or documents regarding any item on this agenda, not exempt from public disclosure, provided to a majority
of the City Council that is distributed less than 72 hours before the meeting, will be made available for public inspection in the City Clerk’s
Office, Room 317 of City Hall located at 1444 W. Garvey Avenue South, West Covina, during normal business hours.

NOTICE

The City Council will regularly convene on the first and third Tuesday of the month. The West Covina Community Development Commission,
West Covina Public Financing Authority and the West Covina Community Services Foundation are agencies on which the City Council serves
as members. Agendas may contain items for these boards, as necessary.

PUBLIC COMMENTS
ADDRESSING THE CITY COUNCIL
(Per WCMC 2-48, Ordinance No. 2150)

Any person wishing to address the City Council on any matter listed on the agenda or on any other matter within their jurisdiction
should complete a speaker card that is provided at the entrance to the Council Chambers and submit the card to the City Clerk.

Please identify on the speaker card whether you are speaking on an agenda item or non-agenda. Requests to speak on agenda items
will be heard prior to requests to speak on non-agenda items. All comments are limited to five (5) minutes per speaker.

Oral Communications may be limited to thirty (30) minutes, unless speakers addressing agenda items have not concluded.

Any testimony or comments regarding a matter set for a Public Hearing will be heard during the hearing.

RULES OF DECORUM
Excerpts from the West Covina Municipal Code and Penal Code pertaining to the Rules of Decorum will be found at the end of agenda.




AGENDA

CITY OF WEST COVINA
CITY COUNCIL/SUCCESSOR AGENCY

TUESDAY SEPTEMBER 3, 2024, 7:00 PM
REGULAR MEETING

INVOCATION
Moment of Silent Prayer/Meditation

PLEDGE OF ALLEGIANCE
Led by Councilman Wu

ROLL CALL
REPORTING OUT FROM CLOSED SESSION

PRESENTATIONS

o Certificate of Recognition Congratulating Jacob Van Gido for Winning the National USA Boxing
Competition

o Certificate of Recognition Recognizing David Wallach, Historical Society Citizen of the Year

o Certificate of Recognition Honoring Emily De La Torre for Organizing the 2024 Film It West
Covina Film Festival

o Certificate of Recognition Congratulating the West Covina Senior Softball Team for Winning the
Tournament

CITY MANAGER'S REPORT

City Manager's report on current City projects.

ORAL COMMUNICATIONS - Five (5) minutes per speaker
Please step forward to the podium and state your name and city of residence for the record when
recognized by the Mayor.

CONSENT CALENDAR

All matters listed under CONSENT CALENDAR are considered to be routine and can be acted on by one roll call vote.
There will be no separate discussion of these items unless members of the City Council/Community Development
Commission request specific items to be removed from the Consent Calendar for separate discussion or action.

APPROVAL OF MEETING MINUTES

1) CONSIDERATION OF APPROVAL OF THE AUGUST 20, 2024, CITY COUNCIL/SUCCESSOR
AGENCY REGULAR SESSION MEETING MINUTES AND THE AUGUST 20, 2024, CITY
COUNCIL/SUCCESSOR AGENCY REGULAR CLOSED SESSION MEETING MINUTES.

That the Council approve the August 20, 2024, City Council/Successor Agency Regular Session
Meeting Minutes and the August 20, 2024, City Council/Successor Agency Regular Closed
Session Meeting Minutes.

CITY CLERK'S OFFICE



2) CONSIDERATION OF UPDATED RECORDS RETENTION SCHEDULE
It is recommended that the City Council adopt the following resolution:

RESOLUTION NO. 2024-58 - A RESOLUTION OF THE CITY COUNCIL OF THE CITY
OF WEST COVINA, CALIFORNIA, APPROVING AND ADOPTING A REVISED
RECORDS RETENTION SCHEDULE AND AUTHORIZING THE DESTRUCTION OF
RECORDS IN ACCORDANCE WITH THE RECORDS RETENTION SCHEDULE

COMMUNITY DEVELOPMENT

3) CONSIDERATION OF AN AMENDMENT TO EXTEND THE TERM OF THE PROFESSIONAL
SERVICES AGREEMENT WITH TRANSTECH ENGINEERS, INC. FOR CITY ENGINEERING
SERVICES

It is recommended that the City Council authorize the City Manager to execute the Fifth
Amendment to the Professional Services Agreement with Transtech Engineers, Inc., to extend

the term of the agreement on a month-to-month basis while the City conducts the Request for
Proposal (RFP) and consultant selection process.

FINANCE DEPARTMENT

4) CONSIDERATION OF JOB DESCRIPTION FOR PURCHASING MANAGER
It is recommended that the City Council adopt the following resolution:

RESOLUTION NO. 2024-60 - A RESOLUTION OF THE CITY COUNCIL OF THE CITY
OF WEST COVINA, CALIFORNIA, APPROVING THE REPEAL AND REPLACEMENT
OF THE PURCHASING MANAGER CLASSIFICATION SPECIFICATIONS

PUBLIC WORKS

5) CONSIDERATION OF AMENDMENT NUMBER FOUR TO PROFESSIONAL SERVICES
AGREEMENT WITH JOE GHOUGASSIAN DBA J & L AUTO BODY REPAIR

It is recommended that the City Council authorize the City Manager to execute Amendment

Number Four to the Professional Services Agreement with Joe Ghougassian, an individual dba J
& L Auto Body Repair to provide for a month-to-month extension of the agreement.

6) CONSIDERATION OF PURCHASE ORDER FOR WAXIE'S ENTERPRISES, INC. DBA WAXIE
SANITARY SUPPLY FOR FISCAL YEAR 2024-2025

It is recommended that the City Council approve the following:

1. Authorize the City Manager to approve a purchase order for Waxie’s Enterprises, Inc. dba
Waxie Sanitary Supply (Waxie) in the amount of $70,000 for Fiscal Year (FY) 2024-25.

2. Authorize the City Manager to execute any change orders and/or future purchase orders
under NCPA Master Agreement #02-27, should the term be extended beyond April 2025.

END OF CONSENT CALENDAR

MAYOR/COUNCILMEMBERS REPORTS

AB 1234 Conference and Meeting Report (verbal, if any)

(In accordance with AB 1234, Councilmembers shall make a brief report or file a written report on any
meeting/event/conference attended at City expense.)



CITY COUNCIL REQUESTS FOR REPORTS, STUDIES OR INVESTIGATION

(Per City of West Covina Standing Rules 4.f - Requests for reports, studies, or investigations that are
not readily available must be placed on the City Council/Successor Agency agenda as items of business
and must be approved by a majority of the City Council/Successor Agency Board.)

CITY COUNCIL COMMENTS
ADJOURNMENT
Next Tentative City Council Meeting
Regular Meeting September 17, 2024 7:00 PM

RULES OF DECORUM

The following are excerpts from the West Covina Municipal Code:

Sec. 2-48. Manner of addressing council; time limit; persons addressing may be sworn.

a. Each person addressing the council shall step up to the rostrum, shall give his or her name and city of residence in an audible tone of
voice for the record and unless further time is granted by the council, shall limit his or her address to five (5) minutes.

b. The city council may establish a limit on the duration of oral communications.

c. All remarks shall be addressed to the council as a body and not to any member thereof. No person, other than the council and the person
having the floor, shall be permitted to enter into any discussion, either directly or through a member of the council, without the
permission of the presiding officer. No question shall be asked of a councilmember except through the presiding officer.

d. The presiding officer may require any person to be sworn as a witness before addressing the council on any subject. Any such person
who, having taken an oath that he or she will testify truthfully, willfully and contrary to such oath states as true any material matter
which he knows to be false may be held to answer criminally and subject to the penalty prescribed for perjury by the provisions of the
Penal Code of the state.

Sec. 2-50. Decorum--Required.

a. While the council is in session, the members shall preserve order and decorum, and a member shall neither, by conversation or
otherwise, delay or disrupt the proceedings or the peace of the council nor interrupt any member while speaking or refuse to obey the
orders of the council or its presiding officer, except as otherwise herein provided.

b. Members of the public shall not willfully disrupt the meeting or act in a manner that actually impairs the orderly conduct of the meeting.
For the purposes of this code, “willfully disrupt” includes, but is not limited to, continuing to do any of the following after being warned
by the Mayor that continuing to do so will be a violation of the law:

a. Addressing the Mayor and City Council without first being recognized.

b. Persisting in addressing a subject or subjects, other than that before the Mayor and City Council.

c. Repetitiously addressing the same subject.

d. Failing to relinquish the podium when directed to do so.

e. From the audience, interrupting or attempting to interrupt, a speaker, the Mayor, a council member, or a staftf member or
shouting or attempting to shout over a speaker, the Mayor, a council member or a staff member.

f. As a speaker, interrupting or attempting to interrupt the Mayor, a council member, or a staff member, or shouting over or
attempting to shout over the Mayor, a council member, or a staff member. Nothing in this section or any rules of the council
shall be construed to prohibit public criticism of the policies, procedures, programs, or services of the City or of the acts or
omissions of the City Council. It shall be unlawful to violate the provisions of this Section.

If any subsection, sentence, clause, or phrase or word of this Section 2-50 is for any reason held to be invalid or unconstitutional, such decision
shall not affect the validity of the remaining portions of this Section. The City Council hereby declares that it would have passed this section
and each subsection, sentence, clause and phrase thereof, irrespective of the fact that any one or more subsections, sentences, clauses, phrases
or words had been declared invalid or unconstitutional.

Sec. 2-52. Persons authorized to be within council area.
No person, except city officials, their representatives and members of the news media shall be permitted within the rail in front of the council
chamber without the express consent of the council.

The following are excerpts from the Penal Code

148(a) (1) Every Person who willfully resists, delays, or obstructs any public officer, peace officer, or an emergency medical technician, as
defined in Division 2.5 (commencing with Section 1797) of the Health and Safety code, in the discharge or attempt to discharge any duty of his
or her office or employment, when no other punishment is prescribed, shall be punished by a fine not exceeding one thousand dollars ($1,000),
or by imprisonment in a county jail not to exceed one year, or by both that fine and imprisonment.



403 Every person who, without authority of law, willfully disturbs or breaks up any assembly or meeting that is not unlawful in its character,
other than an assembly or meeting referred to in Section 303 of the Penal Code or Section 18340 of the Elections Code, is guilty of a
misdemeanor.



AGENDA ITEM NO. 1

AGENDA STAFF REPORT

City of West Covina | Office of the City Manager

DATE: September 3, 2024
TO: Mayor and City Council
FROM: Paulina Morales, City Manager

SUBJECT: CONSIDERATION OF APPROVAL OF THE AUGUST 20, 2024, CITY
COUNCIL/SUCCESSOR AGENCY REGULAR SESSION MEETING MINUTES AND THE
AUGUST 20, 2024, CITY COUNCIL/SUCCESSOR AGENCY REGULAR CLOSED
SESSION MEETING MINUTES.

RECOMMENDATION:

That the Council approve the August 20, 2024, City Council/Successor Agency Regular Session Meeting
Minutes and the August 20, 2024, City Council/Successor Agency Regular Closed Session Meeting
Minutes.

BACKGROUND:
That the City Council adopt the attached minutes.

Prepared by: Lisa Sherrick, Assistant City Clerk

Attachments
Attachment No. 1 - 8/20/2024 Closed Session Minutes Draft
Attachment No. 2 - 8/20/2024 Regular Session Minutes Draft

CITY COUNCIL GOALS & OBJECTIVES: Enhance City Image and Effectiveness



Attachment No. 1
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CITY OF WEST COVINA
CITY COUNCIL/SUCCESSOR AGENCY

AUGUST 20, 2024, 6:00 PM
REGULAR MEETING - CLOSED SESSION

MANAGEMENT RESOURCE CENTER 3RD FLOOR
1444 W. GARVEY AVENUE SOUTH
WEST COVINA, CALIFORNIA 91790

Mayor Brian Calderén Tabatabai
Mayor Pro Tem Tony Wu
Councilwoman Letty Lopez-Viado
Councilman Ollie Cantos
Councilwoman Rosario Diaz

MINUTES

CALL TO ORDER

A Regular Session Meeting was called to order by Mayor Pro Tem Wu on Tuesday,
August 20, 2024, at 6:00 p.m., in the Management Resource Center, 1444 West Garvey
Avenue South, West Covina, California.

ROLL CALL

Council Members

Present: Council Members Rosario Diaz, Ollie Cantos, Letty Lopez-Viado, Mayor Pro
Tem Wu,

Absent: Mayor Brian Calderén Tabatabai
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City Staff: Paulina Morales, Acting City Manager, Thomas Duarte, City Attorney,
Stephanie Sikkema, Finance Director, Melissa Ballard from Jones & Mayer, Gerry
Lopez, Deputy Director Public Works.

PUBLIC COMMENTS ON ITEMS ON THE AGENDA
None

CLOSED SESSION

1. CONFERENCE WITH LEGAL COUNSEL - EXISTING LITIGATION - Pursuant to
Government Code § 54956.9(d)(1)

1.Ronnie Parham vs. City of West Covina, et al. (United States District Court, Case No.
2:21-cv-09114-FLA-GJS)

2.CONFERENCE WITH LEGAL COUNSEL - ANTICIPATED LITIGATION - Initiation of
litigation pursuant to Government Code § 54956.9(d)(4)
Number of Cases: Two (2)

3. CONFERENCE WITH LEGAL COUNSEL - ANTICIPATED LITIGATION - Significant
exposure to litigation pursuant to Government Code § 54956.9(d)(2)
Number of Cases: One (1)

4. CONFERENCE WITH REAL PROPERTY NEGOTIATORS - Pursuant to
Government Code § 54956.8
Property: Plaza West Covina City Property (APN: 8474-007-940)

Agency Negotiator: Morales, Duarte, Hildebrand
Negotiating Parties: TXRH West Covina
Under Negotiation: Price and Terms

5. CONFERENCE WITH REAL PROPERTY NEGOTIATORS - Pursuant to
Government Code § 54956.8
Property: 2100 S. Azusa Ave. West Covina, CA 91792 (APN: 8735-001-913)

Agency Negotiator: Morales, Duarte, Lerma, Lopez
Negotiating Parties: Victor Vargas, Owner
Under Negotiation: Price and Terms

-THIS SPACE HAS BEEN INTENTIONALY LEFT BLANK-



Attachment No. 1

6. CONFERENCE WITH LABOR NEGOTIATORS - Pursuant to Government Code §
54957.6

City Negotiators: Morales, Duarte

Employee Organizations

Confidential Employees
Maintenance & Crafts Employees
Non-Sworn
W.C. Police Officers’ Association
W.C. Firefighters’ Management Assoc.
W.C. Firefighters’ Association, |.A.F.F., Local 3226
General Employees
Mid-Management Employees
« W.C. Police Management Association
Unrepresented Employee Group
e Department Heads
REPORTING OUT
City Attorney Thomas Duarte reported that no action was taken during the Closed
Session Meeting.

ADJOURNMENT

A motion to adjourn the Regular Closed Meeting was made by Mayor Pro Tem Wu, and
the meeting was adjourned at 7:05 p.m. The next regularly scheduled Regular Closed
City Council Meeting will be held on Tuesday, September 3, 2024, at 6:00 p.m. in the
Management Resource Center 3 Floor, 1444 West Garvey Avenue South, West
Covina, California.

Submitted By:

Lisa Sherrick
Assistant City Clerk

Tony Wu
Mayor Pro Tem



ATTACHMENT NO. 2
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CITY OF WEST COVINA
CITY COUNCIL/SUCCESSOR AGENCY

AUGUST 20, 2024, 7:00 PM
REGULAR MEETING

CITY HALL COUNCIL CHAMBERS
1444 W. GARVEY AVENUE SOUTH
WEST COVINA, CALIFORNIA 91790

Mayor Brian Calderén Tabatabai
Mayor Pro Tem Tony Wu
Councilwoman Letty Lopez-Viado
Councilman Ollie Cantos
Councilwoman Rosario Diaz

MINUTES

INVOCATION
Led by Pastor Samuel Martinez from Amazing Love Ministries

PLEDGE OF ALLEGIANCE
Led by Councilwoman Diaz

ROLL CALL
Council Members
Present: Council Members Rosario Diaz, Ollie Cantos, Letty Lopez-Viado, Mayor Pro

Tem Wu

Absent: Mayor Brian Calderén Tabatabai
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REPORTING OUT FROM CLOSED SESSION
City Attorney Thomas Duarte reported that no action was taken during the Closed
Session Meeting.

PRESENTATIONS

o Certificate of Recognition Honoring West Covina American Little League 2024
District 19 Champions

CITY MANAGER'S REPORT
City Manager's report on current City projects.

ORAL COMMUNICATIONS - Five (5) minutes per speaker
Dan Miller
Audrey Miller

Dr. Peter Davis
Stephen C.
Jimmy Lima

Jim Grivich
Patricia Powert
Mario Sobalvarro
Shannon Volk
Lance Volk
Christine Volk
Robert Torres
Arlene Shutt

J.D.

John Shewmaker
Jerri Potras
Shiratz Dafai

R. Robinson

Dan Tran

CONSENT CALENDAR

ACTION: Motion by Councilwoman Lopez-Viado and Second by Councilwoman
Diaz, 4-0 (Absent: Calderon Tabatabai) to: Approve Consent Calendar Items 1,2 and
4 -10. Item No. 3 pulled by Councilman Cantos for further discussion.

ACTION: Motion by Councilman Cantos and Second by Councilwoman Lopez-
Viado, 4-0(Absent: Calderon Tabatabai) to: Approve Consent Calendar Item No. 3.

APPROVAL OF MEETING MINUTES

1) CONSIDERATION OF APPROVAL OF THE JULY 16, 2024, CITY
COUNCIL/SUCCESSOR AGENCY REGULAR SESSION MEETING MINUTES AND
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THE JULY 16, 2024, CITY COUNCIL/SUCCESSOR AGENCY REGULAR CLOSED
SESSION MEETING MINUTES.

Carried 4-0 (Absent: Calderén Tabatabai) to: That the Council approve the July 16,
2024, City Council/Successor Agency Regular Session Meeting Minutes and the July
16, 2024, City Council/Successor Agency Regular Closed Session Meeting Minutes.

COMMISSION SUMMARY OF ACTIONS

2) CONSIDERATION OF MINUTES FROM THE COMMUNITY AND SENIOR
SERVICES COMMISSION MEETING HELD ON MAY 14, 2024

Carried 4-0 (Absent: Calderon Tabatabai) to: It is recommended that the City
Council receive and file the Community and Senior Services Commission meeting
minutes from its regular meeting on May 14, 2024.

CITY MANAGER'S OFFICE

3) CONSIDERATION OF ACCEPTANCE OF FUNDING FROM CALIFORNIA OFFICE
OF EMERGENCY SERVICES HAZARD MITIGATION GRANT PROGRAM

Carried 4-0 (Absent: Calderén Tabatabai) to: It is recommended that the City
Council take the following actions:

*City Manager noted that there was a change it dollar amount from cost of technology
$16,162 to $25,369.

1. Accept grant funding from the California Governor's Office of Emergency Service
(Cal OES) Hazard Mitigation Grant Program in the amount of $209,950;

2. Authorize the City Manager to negotiate and execute grant agreements with Cal
OES and the Federal Emergency Management Agency (FEMA), in such form as
approved by the City Attorney;

3. Authorize the City Manager to negotiate any amendments to the agreements in
such form approved by the City Attorney; and

4. Approve the following resolution:

RESOLUTION NO. 2024-57 - A RESOLUTION OF THE CITY COUNCIL OF THE CITY
OF WEST COVINA, CALIFORNIA, ADOPTING A BUDGET AMENDMENT FOR THE
FISCAL YEAR, COMMENCING JULY 1, 2024 AND ENDING JUNE 30, 2025 (CAL
OES AND FEMA HAZARD MITIGATION GRANT)

4) CONSIDERATION OF MEASURE A ANNUAL ALLOCATION GRANT
AGREEMENT WITH LOS ANGELES COUNTY REGIONAL PARK AND OPEN
SPACE DISTRICT

Carried 4-0 (Absent: Calderén Tabatabai) to: It is recommended that the City Council
take the following actions:
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1. Authorize the City Manager to negotiate and execute the Measure A Annual
Allocation Grant Agreement with the Los Angeles County Regional Park and
Open Space District and any other documents required in connection with the
City's Annual Allocations, in such final form as approved by the City Attorney;
and

2. Authorize the City Manager to negotiate any amendments to the agreement in
such form as approved by the City Attorney.

5) CONSIDERATION OF LETTER AGREEMENT WITH THE SAN GABRIEL VALLEY
COUNCIL OF GOVERNMENTS FOR PARTICIPATION IN THE SAN GABRIEL
VALLEY REGIONAL FOOD RECOVERY PROGRAM

Carried 4-0 (Absent: Calderén Tabatabai) to: It is recommended that the City
Council authorize the City Manager to sign the Letter Agreement with the San Gabriel
Valley Council of Governments for participation in the San Gabriel Valley Regional Food
Recovery Program (“Program”).

6) CONSIDERATION OF EXTENSIONS TO TRANSPORTATION AND LEASE
AGREEMENTS WITH MV TRANSPORTATION, INC.

Carried 4-0 (Absent: Calderén Tabatabai) to: It is recommended that the City Council
take the following actions:

1. Approve a one (1) year extension to both the Transportation Services Agreement
and the Lease Agreement with MV Transportation, Inc., extending the terms of
both agreements through September 2, 2025; and

2. Approve MV Transportation, Inc.'s cost proposal for the one-year extension to the
Transportation Services Agreement, including the option for in-vehicle technology
tracking; and

3. Authorize the City Manager to negotiate and execute amendments memorializing
the extensions and the maximum annual cost for the transportation services as
outlined in MV Transportation Inc.'s cost proposal, in such final form as approved
by the City Attorney.

COMMUNITY DEVELOPMENT

7) GRANT OF EASEMENT FOR UTILITY PURPOSES IN FAVOR OF SOUTHERN
CALIFORNIA EDISON FOR 1611 WEST MERCED AVENUE

Carried 4-0 (Absent: Calderon Tabatabai) to: It is recommended that the City
Council adopt the following resolution:

RESOLUTION NO. 2024-9 — A RESOLUTION OF THE CITY COUNCIL OF
THE CITY OF WEST COVINA, CALIFORNIA, GRANTING AN EASEMENT
TO SOUTHERN CALIFORNIA EDISON AND AUTHORIZING THE CITY
MANAGER TO EXECUTE THE GRANT OF EASEMENT
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COMMUNITY SERVICES

8) CONSIDERATION OF RATIFICATION OF PROCUREMENT AND AGREEMENT
FOR THE 2024 WEST COVINA 4TH OF JULY FIREWORK SPECTACULAR

Carried 4-0 (Absent: Calderén Tabatabai) to: It is recommended that the City
Council find that compliance with the City's bidding requirements and procedures was
impractical in connection with the procurement of the fireworks display for the 2024 4th
of July Celebration and ratify the agreement with Pyro Spectaculars, Inc. in the amount
of $36,750.

POLICE DEPARTMENT

9) CONSIDERATION OF MEMORANDUM OF UNDERSTANDING (MOU) WITH
WEST COVINA UNIFIED SCHOOL DISTRICT (WCUSD) FOR SCHOOL RESOURCE
OFFICERS AT WEST COVINA AND EDGEWOOD HIGH SCHOOLS

Carried 4-0 (Absent: Calderon Tabatabai) to: It is recommended that the City
Council authorize the City Manager to execute a new five-year Memorandum of
Understanding with the West Covina Unified School District (WCUSD) for the School
Resource Officer Program at West Covina and Edgewood High Schools.

PUBLIC WORKS

10) CONSIDERATION OF A RESOLUTION AUTHORIZING THE SUBMITTAL OF
APPLICATIONS AND RELATED AUTHORIZATIONS FOR ALL CALIFORNIA
DEPARTMENT OF RESOURCES, RECYCLING, AND RECOVERY (CALRECYCLE)
PAYMENT PROGRAMS

Carried 4-0 (Absent: Calderon Tabatabai) to: It is recommended that the City
Council adopt the following resolution:

RESOLUTION 2024-59 - A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
WEST COVINA, CALIFORNIA, AUTHORIZING SUBMITTAL OF INDIVIDUAL
PAYMENT PROGRAM APPLICATIONS AND RELATED AUTHORIZATIONS FOR
ALL DEPARTMENT OF RESOURCES, RECYCLING AND RECOVERY
(CALRECYCLE) PAYMENT PROGRAMS

END OF CONSENT CALENDAR

DEPARTMENTAL REGULAR MATTERS



ATTACHMENT NO. 2

COMMUNITY DEVELOPMENT

11) ENGINEERING REVIEW OF THE INTERSECTION OF CITRUS STREET AND
CAMERON AVENUE

ACTION: Motion by Councilman Cantos and Second by Councilwoman Lopez-
Viado, (Absent: Calderon Tabatabai; Abstain: Lopez-Viado) 3-1-1 to: Approve the
installation of a Traffic Signal at the location of Citrus Street and Cameron Avenue.

MAYOR/COUNCILMEMBERS REPORTS
None
CITY COUNCIL REQUESTS FOR REPORTS, STUDIES OR INVESTIGATION
e Motion by Mayor Pro Tem Wu to send a letter in support of City of Glendora
regarding by the League of Cities “local Control” — No objection.
e Motion by Councilman Cantos to conduct a speed survey on Cameron and
Citrus. Second by Councilman Wu — No objection.
CITY COUNCIL COMMENTS
e Councilwoman Lopez Viado acknowledged the Film Festival that took place over
the weekend and requested recognition at an upcoming City Council Meeting.
e Mayor Pro Tem Wu acknowledged the Exchange Student program developed by
the Japanese Community Center.

ADJOURNMENT

A motion to adjourn the Regular Meeting was made at 9:01 PM The next regularly
scheduled Regular City Council Meeting will be held on Tuesday, September 3, 2024, at
7:00 p.m. in the Council Chambers, 1444 West Garvey Avenue South, West Covina,
California.

Lisa Sherrick
Assistant City Clerk

Tony Wu
Mayor Pro Tem
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AGENDA STAFF REPORT

City of West Covina | Office of the City Manager

DATE: September 3, 2024
TO: Mayor and City Council
FROM: Paulina Morales, City Manager

SUBJECT: CONSIDERATION OF UPDATED RECORDS RETENTION SCHEDULE

RECOMMENDATION:
It is recommended that the City Council adopt the following resolution:

RESOLUTION NO. 2024-58 - A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF WEST
COVINA, CALIFORNIA, APPROVING AND ADOPTING A REVISED RECORDS RETENTION
SCHEDULE AND AUTHORIZING THE DESTRUCTION OF RECORDS IN ACCORDANCE WITH
THE RECORDS RETENTION SCHEDULE

BACKGROUND:

The City's Records Retention Schedule is a written policy that governs the period records are retained in
the City. It provides the authority for the disposition of City records and demonstrates compliance with
governmental regulations. Regular review and update of the City's Records Retention Schedule is
necessary to ensure the City is in compliance with changes in State law and guidelines issued by the
Secretary of State.

The City worked with Gladwell Governmental Services, Inc. (GGS), an expert in special City records, to
provide a comprehensive update to the City's Records Retention Schedule, last adopted in March 2018
through the adoption of Resolution No. 2018-22. This update was necessary to ensure retention periods
reflected changes in law, to reduce current and future record storage costs, eliminate duplication of
effort, increase efficiency, take advantage of current technology, and keep pace with “Best Practices” of
public agencies.

DISCUSSION:

The development of records retention schedules is driven by many factors, including:
¢ Changes in law, pertaining to special City records
¢ The City produces and manages many permanent records
¢ Escalating records storage and production expenses
e Technology advancements

In December 2020, the City Council adopted Resolution No. 2020-114, authorizing the destruction of
records no longer required, provided that the destruction is in accordance with the City's Records
Retention Schedule and the requirements of Section 34090.5 of the California Government Code, without
further approval by the City Council, upon written approval by the City Attorney. Since the adoption of
Resolution No. 2020-114, staff has provided to the City Council a list of records to be destroyed.



The proposed Resolution No. 2024-58 provides for the approval and adoption of a revised Records
Retention Schedule. It also provides authorization for staff to destroy records no longer needed for the
efficient operation of City business in accordance with the provisions of Section 34090 et seq. of the
California Government Code and the Records Retention Schedule with the written approval of the
Department Head, the City Clerk or Assistant City Clerk, and the City Attorney without further action by
the City Council. This process is consistent with the City's practice since the adoption of Resolution No.
2020-114 and is standard business practice for California local governments.

The proposed resolution also authorizes future amendments and updated to the Records Retention
Schedule to meet the City's needs and to ensure compliance with legal requirements, upon the written
consent of the Department Head, City Clerk or Assistant City Clerk, City Manager, and the City Attorney,
without further action by the City Council.

The proposed resolution requires the City Manager and/or the City Clerk to provide to the City Council a
written list of all records that were destroyed within 30 days of the destruction of any records.

The revised Records Retention Schedule is included as Exhibit A to the proposed resolution. The
changes are shown in redline format in Attachment No. 2.

LEGAL REVIEW:

The City Attorney's Office has reviewed the resolution and Records Retention Schedule and approved
them as to form.

OPTIONS:

The City Council has the following options:
1. Approve the Staff Recommendation; or
2. Provide alternative direction.

Prepared by: Lisa Sherrick, Assistant City Clerk

Fiscal Impact

FISCAL IMPACT:
This is strictly an administrative item, therefore; there is no fiscal impact associated with this action.

Attachments
Attachment No. 1 - Resolution No. 2024-58 Adopting a Records Retention Schedule
Attachment No. 2 - Retention Schedule Redline Version

CITY COUNCIL GOALS & OBJECTIVES: Enhance City Image and Effectiveness



ATTACHMENT NO. 1

RESOLUTION NO. 2024-58

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
WEST COVINA, CALIFORNIA, APPROVING AND
ADOPTING A REVISED RECORDS RETENTION
SCHEDULE AND AUTHORIZING THE DESTRUCTION OF
RECORDS IN ACCORDANCE WITH THE RECORDS
RETENTION SCHEDULE

The City Council of the City of West Covina hereby finds and declares as follows:

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

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

WHEREAS, the maintenance of numerous records which are no longer needed for
administrative, legal, fiscal, historical, or research purposes is expensive, slows document
retrieval, and is contrary to the effective and efficient operation of the government of the
City; and

WHEREAS, a system whereby necessary records are properly retained and
whereby those records no longer needed for the operation of government are destroyed
pursuant to a schedule is appropriate; and

WHEREAS, the City Clerk’s Office has developed a system by which City records
are maintained and destroyed, and is responsible for the management of the City’s
records; and

WHEREAS, on March 20, 2018, City Council adopted Resolution No. 2018-22
adopting a revised Records Retention Schedule for the City; and

WHEREAS, the City Council finds it necessary and desirable to adopt a revised
records retention schedule.

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF WEST COVINA,
CALIFORNIA DOES HEREBY RESOLVE AS FOLLOWS:

SECTION 1. The City Council hereby approves and adopts the revised Records
Retention Schedule attached hereto as Exhibit A.

SECTION 2. The City Council hereby authorizes the records of the City of West
Covina, as set forth in the Records Retention Schedule attached hereto as Exhibit A, to



be maintained and, when no longer needed for the efficient operation of City business,
destroyed as provided by Section 34090 et seq. of the California Government Code and
in accordance with the provisions of said schedule with the written approval of the
Department Head, the City Clerk or Assistant City Clerk, and the City Attorney without
further action by the City Council.

SECTION 3. The City Council hereby authorizes future amendments and updates
to the Records Retention Schedule to meet the needs of the City and to ensure
compliance with legal requirements, as amended, to be made administratively upon the
written consent of the Department Head, City Clerk or Assistant City Clerk, City Manager,
and the City Attorney without further action by the City Council.

SECTION 4. Within thirty (30) days of the destruction of any records, the City
Manager and/or the City Clerk shall provide to the City Council a written list of all records
that were destroyed.

SECTION 5. 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 6. The Records Retention Schedule attached hereto as Exhibit A shall
supersede and replace the Records Retention Schedule adopted through Resolution No.
2018-22. Upon adoption of this resolution, all provisions of any previously adopted City
Council resolution or Records Retention Schedule that conflicts with this resolution or the
Records Retention Schedule attached as Exhibit A is superseded and shall be of no
further force or effect.

SECTION 7. The City Council finds that the adoption of this resolution does not
constitute a project for purposes of the California Environmental Quality Act, and
therefore, no environmental assessment is required.

SECTION 8. The City Clerk shall certify to the adoption of this resolution and shall
enter the same in the book of original resolutions and it shall become effective
immediately.

APPROVED AND ADOPTED this 3rd day of September, 2024.

Brian Calderén Tabatabai
Mayor



APPROVED AS TO FORM ATTEST

Thomas P. Duarte Lisa Sherrick
City Attorney Assistant City Clerk

I, LISA SHERRICK, Assistant City Clerk of the City of West Covina, California, do
hereby certify that the foregoing Resolution No. 2024-58 was duly adopted by the City
Council of the City of West Covina, California, at a regular meeting thereof held on the
3rd day of September, 2024, by the following vote of the City Council:

AYES:
NOES:
ABSENT:
ABSTAIN:

Lisa Sherrick
Assistant City Clerk



EXHIBIT A
RECORDS RETENTION SCHEDULE



Exhibit A

HOW TO USE RETENTION SCHEDULES

©1995-2024 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

A legend explaining the information presented in the retention schedule; 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 soon as they are no longer required.

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

STRUCTURE: CITYWIDE, DEPARTMENTO & DIVISIONS

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

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

BENEFITS

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

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

* Reduce the cost of records storage

* Eliminate duplication of effort within the City

* Find records faster

« Easier purging of file folders

» Determine what media should be used to store records

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

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

e Ifthere is a minimum retention (“Minimum 2 years"), destruction of the document must be
authorized before it is destroyed, 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 / transitory record or a copy.

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



RECORDS RETENTION SCHEDULE LEGEND

©1995 - 2024 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

OFR (Office of Record): The department that keeps the Official (original or “record copy”) record for its retention period, then authorizes destruction.
Usually it is the department that originates the 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: How long the file remains in the immediate office area (guideline)
Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)
Total Retention: The total number of years the record 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.

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

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

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

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

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 (legal requirements) 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, and other legal
mandates apply. Includes all electronic records which are to serve as the Official Record.

Legend for legal citations (8: Section) B&P: Business & Professions Code (CA) CBC: California Building Code

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

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

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

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

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

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

W&I: Welfare & Institutions Code (CA)



Ver. 8.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-1

Onglg(()ergf Retention No. Records Description Retention / Disposition Comments / Reference

. Destroy

Inactive Image: Paper

Acti : . ; -
(OFR) . ¢ |ye (Records TOta.I Vital? Mgdla I=Import after
(in office) Retention Options| M=Mfr

Center) : " S=s Imaged &

=Scan QC'd?

[Retentions apply to the department that is NOT the Office of Record (OF-R), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

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

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

2
CITY-WIDE (Used by All Departments)

Accident, Incident, Injury . .
Human reports: PUBLIC & Copies - Copies -
Resogrces/ CW-001 EMPLOYEES, with associated When No Wl_jen NQ Mag, Copies retained for reference;
Risk . . Longer Longer Ppr GC §34090.7
Management MSDS, if a chemical was Required Required
9 involved q q
Accounts Payable, Invoices,
Petty Cash, Warrant Requests, Copies - " Copies - All originals do to Finance
. Travel Reimbursement, etc. When No ‘WhenNo | Yes: Before | Mag, riginais go fo Finan
Finance CW-002 _ (these are copies); GC
Longer Longer Payment Ppr §34090.7
ALL backup is forwarded to Required *Required ’
Finance aomow
Brown Act challenges must be
Affidavits of Publications / me.d within 30 or 9(.) d.‘"‘ys. of
Public Hearing Notices / Leqal - Mag, action; Statute of Limitations
Lead Dept. CW-003 . g Hotict g 2 years 2 years Mfr, OD, on Municipal Government
Advertising / Affidavits of — . . .
Postin Ppr actions is 3 - 6 months;
g §§34090, 54960.1(c)(1)
Copies - " Copies - Mag
. Agenda Packets / Staff When No When No ' Yes: After
City Clerk CW-004 Reports: City Council Longer “Longer Mir, OD, S QC & OD GC §34090.7
- - Ppr
Required Required
Copies - “ Copies - ) . .
. Agreements & Contracts ALL When No “When No Mag, ves: Upc_)n Ensu_rg the City Clerk receives
City Clerk CW-005 Mfr, OD, S Completio | all original agreements, GC
ORIGINALS Longer Longer
i i Ppr n §34090.7
Required Required

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:9/3/2024




Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
(ggggrgf Retention No. Records Description Retention / Disposition Comments / Reference
| Destroy
Active Inactive Total Media Il-Tn?gsirt Paper
(OFR) . . (Records ) Vital? i o after
(in office) Center) Retentlon | Options| M=Mfr Imaged &
S=Scan QC'd?

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

Lead Dept.

HOLDS: Litigation, claims, complaints, audits, pu

CW-006

Agreements & Contracts:
ADMINISTRATIVE FILES
(with Grant Funding)

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

Completion

10 years or
After
Funding
Agency
Audit, if
required,
whichever i

longer

Completion +
10 yearsor
After Funding
Agency-Audit,
if required,
whichever.is
longer

Yes: Before
Completion

Mag,
Mfr, OD,
Ppr

S/

[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.

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

Yes: Upon

Completio
n

Some grant funding agencies
require audits; Statute of
Limitations for Errors &
Omissions is 10 years;
Published Audit Standards=4-7
years; Statute of Limitations:
Contracts & Spec's=4 years,
Wrongful Death=comp. + 5
years, Developers=comp. + 10
years; 2 CFR 200.334; CCP
8337 et. seq., 21 CFR 1403.36
& 1403.42(b); 24 CFR-
91.105(h), 92.505, &
570.502(a), 29 CFR 97.42
OMB Circular A-133GC
834090; GC 8§88546.7_

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted: 9/3/2024



Ver. 8.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-3

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

| Destroy
. Inactive , . Image: Paper
Active Total . Media | I=Import
(in office) (Records Retention vital? Options| M=Mfr after
Center) il i pti S—; Imaged &
=Scan QC'd?

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

HOLDS: Litigation, claims, complaints, audits, pu

Agreements & Contracts:
ADMINISTRATIVE FILES

[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.

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

Covers E&O Statute of
Limitations (insurance
certificates are filed with
agreement); Statute of
Limitations: Contracts &

Contracts

Completion +7 Yes: Before Mag, ves: Upon Spec's=4 years, Wrongful

Lead Dept. CW-007 (Corr.efspon.dence, I?rolect Completion 10 years 10 years Completion Mfr, OD, S/ Completio Death=comp. + 5 years,

Administration, Project L Ppr n _ .

Schedules. Certified Pavroll Developers=comp. + 10 years;

| CO'? e”ei’o € REP e‘?c’ olls, CCP §337 et. seq., GC

nvoices, Logs, , etc.) §34090

Agreements & Contracts:

UNSUCCESSFUL BIDS,

UNSUCCESSFUL The RFP / RFQ and the
Lead Dept. CW-008 PROPOSALS or RESPONSES 2 years 2'years Mag, successful proposal becomes

to RFPs (Request for L _ Ppr part of the agreement or

Proposals) and/or RFQs contract; GC §34090

(Request for Qualifications)

that don't result in a contract

Audits / Audit Reports / Annual . oeomo

. . . Copies - Copies -
Comprehensive Financial When No When No Ma
Finance CW-009 Report (ACFR) oo : 9 Copies; GC §34090.7
Longer Longer Ppr
Required Required
CW-010 Bids: See Agreements &

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted: 9/3/2024



Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4
Office of . — . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) .AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) : N g=s Imaged &
=ocan | oogr

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

HOLDS: Litigation, claims, complaints, audits, pu

[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.

IC records act requests, and/or investigations suspend normal retention periods (retention resumes atter settlement or completion).
S

Boards, Commissions, &
Committees: City Council .
Sub itt Ma All recommendations are

Staffing Dept. Cw-011 ubcommittees 2 years 2 years 9 presented to the City Council;

Ppr GC §34090 et se
(Composed solely of less than a-
a quorum of the City Council)
Boards, Commissions, &
) Committees: Employees Staff Mag,

Staffing Dept. CW-012 Meetings / Department Staff 2 years 2'years Ppr GC 834090 et seq.
Meetings 1 |
Boards, Commissions, &
wnenio "

CW-013 9 Longer Longer Ppgr]l Non-records
(e.g. County Board of Required Required
Supervisors)
Boards, Commissions, &
Committees: Residents Brown Act challenges must be
Advisory Bodies Formed by - == . s
' Minimum 2 Minimum 2 Mag, filed within 30 or 90 days of
. 8 CITY COUNCIL )

Staffing Dept CW-014 years years Ppr action; GC 8834090,
AGENDAS, AGENDA 54960.1(c)(1)
PACKETS.
Boards, Commissions, &
Committees: Residents
Advisory Bodies Formed by Ma Department preference; State

Staffing Dept. CW-015 CITY COUNCIL 2 years 2.years Olgl law only requires for 30 days;

GC 8§54953.5(b)

AUDIO RECORDINGS of
Meetings / Audio Tapes

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted: 9/3/2024



Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-5
Office of . — . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) .AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) : N g=s Imaged &
=ocan | oogr

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

HOLDS: Litigation, claims, complaints, audits, pu

[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.

IC records act requests, and/or investigations suspend normal retention periods (retention resumes atter settlement or completion).
e

Boards, Commissions, &
Committees: Residents Mag
' Advisory Bodies Formed by '
Staffing Dept. CW-016 CITY COUNCIL P P Mflr:,’;?D, S No GC 834090
MINUTES & BYLAWS
Boards, Commissions, &
Committees: Residents ; Brown Act challenges must be
) : Advisory Bodies Formed by Minimum 2 Minimum 2 Mag, filed within 30 or 90 days of
Staffing Dept. CW-017 CITY COUNCIL years years Ppr action; GC §834090,
54960.1(c)(1)
SUMMARY OF ACTIONS
Boards, Commissions, &
Commlttees: _Re3|dents Department Preference; Video
Advisory Bodies Formed by Mag recording of meetings are only
Staffing Dept. CWw-018 CITY COUNCIL 10 years 10 years oD required for 90 days; GC
VIDEO RECORDINGS of §534090.7, 34090
Meetings / Audio Tapes
Copies - Copies - . . :
) Mag, . Final must be filed with County
Finance CW-019  |Budgets - Finals When No When No Jves: Current o o | gy | Y€ST ATEN  itor: GC §34090.7, 40802,
Longer Longer Fiscal Year 5 years
; ; Ppr 53901
Required Required
Cash Receipts Detail / Backup Vc\:lgplef\l A VSgplesN ] Ma
Finance CW-020 |/ Accounts Receivable Detail en No il g GC §34090.7
) Longer Longer Ppr
Refund Detail : ;
Required Required

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted: 9/3/2024



Ver. 8.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-6
Office of . — . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
] Destroy
. Inactive _ . Image: Paper
(OFR) .AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) . ! g=s Imaged &
=ocan | oogr

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

HOLDS: Litigation, claims, complaints, audits, pu

[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.

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

Copies - Copies =
Human When No When No Mag
Resources / . Longer Longer Yes: Before ' Yes: After
Risk Cw-021 Claims Required Required Settlement Mflr:; ?D’ S Settlement GC §834090.7, 34090.6
Management (Upon (Upon P
Settlement) Settlement) |
City preference; Statute of
Limitations for personal
Lead . . L property, fraud, etc. is 3 years;
(Responding) CWwW-022 gict)ir:srzlnts/Concerns from Mm';‘:;n 2 er.ugg;::Z Mpa?’ Claims must be filed in 6
Dept. y y _ P months; CCP 88338 et seq.,
340 et seq., 342, GC §34090
Human Sendto Send to Ma
CW-023 Complaints Against Employees Human Human 9 GC §34090.7
Resources - o= Ppr
Resources Resources
CW-024 Contracts: See Agreements i |
Copies - quies 5
Lead Dept. CW-025 Copies or duplicates of any When No When Np Mag Ppr GC §34090.7
record Longer Longer
Required Required

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516
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Ver. 8.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-7

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Destroy
. Image:
. Inactive . Paper
Active Total . Media | I=lImport P
. . (Records . Vital? . _ after
in office etention ions =Mfr
ff Retent Opt M=Mf
Center) ; N g=s Imaged &
can oc'd?

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

Dept. that
Authors
Document
or
Receives the
City's Original
Document

HOLDS: Litigation, claims, complaints, audits, pu

CW-026

Correspondence - ROUTINE
(Content relates in a
SUBSTANTIVE way to the
conduct of the public's
business)

(e.g. Administrative, Chronological,
e-mail, General Files, Letters,
Memorandums, Reading File,
Working Files, etc.)

IF the Content relates in a
SUBSTANTIVE way to the

conduct of the public's
business

2 years

2.years

Mag,
Ppr

[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.

IC records act requests, and/or investigations suspend normal retention periods (retention resumes atter settlement or completion).
e

ONLY IF the Content relates in
a substantive way to the
conduct of the public's
business; City of San Jose v.
Superior Court (Smith).
S218066. Supreme Court of
California, 2017; GC 834090

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-8
Office of . — . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) .AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) : N g=s Imaged &
=ocan | oogr

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

Dept. that
Authors
Document
or
Receives the
City's Original
Document

HOLDS: Litigation, claims, complaints, audits, pu

Cw-027

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

Content NOT Substantive, or
NOT made or retained for the
purpose of preserving the
informational content for
future reference

(e.g. calendars, checklists, e-mail
or social media posting, flyers,
invitations, instant messaging,
inventories, logs, mailing lists,
meeting room registrations,
speaker cards, staff
videoconference chats, notes and
recordings, supply inventories,
telephone messages, text
messages, transmittal letters,
thank yous, requests from other
cities, undeliverable envelopes,
visitors logs, voice mails,
webpages, etc.)

When No
Longer
Required

When No
Longer.
Required

Mag,
Ppr

[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.

IC records act requests, and/or investigations suspend normal retention periods (retention resumes atter settlement or completion).
e

Electronic and paper records
are categorized, filed and
retained based upon the
CONTENT of the record.
Records where either the
Content relates in a
substantive way to the
conduct of the public's
business, or ARE made or
retained for the purpose of
preserving the informational
content for future reference
are saved by placing them in
an electronic or paper (project)
file folder and retained for the
applicable retention period. If
not mentioned here, consult
the City Attorney to determine
if a record is considered
transitory / preliminary draft.
GC 8834090, 7927.500,
7928.705.64 Ops. Cal. Atty.
Gen. 317 (1981)); City of San
Jose v. Superior Court (Smith).
S218066. Supreme Court of
California, 2017
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-9
Office of . — . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) .AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) : N g=s Imaged &
=ocan | oogr

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

HOLDS: Litigation, claims, complaints, audits, pu

[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.

IC records act requests, and/or investigations suspend normal retention periods (retention resumes atter settlement or completion).
e

Deeds, Easements, Final Copies - Copies *-
. Orders of Condemnations, When No When No Mag, Send all originals to the City
City Clerk Cw-028 Liens, Recorded Documents, Longer Longer Ppr Clerk; GC 834090.7
Rights of Ways (All) Required Required
Deposit Accounts / Trust Close +5 Close +5 Mag Department preference; meets
Lead Dept. CW-029 gccounts / Refundable years years Ppr auditing standards; GC 834090
eposits
Transitory or source records
not retained in the ordinary
When When course of business; CHP
Lead Dept. CW-030 DMV Pull Notices Superseded or Superseded Mag Ppr audits every 2 years; Bureau of
Separated or Separated National Affairs recommends 2
years for all supplementary
Personnel records; GC §34090
As long as the drafts and notes
- are not retained in the "Regular
Drafts & Notes: Drafts that are When No When No Mag, Cours_e of Business". Cons_ult
Lead Dept. Cw-031 . L . Longer Longer the City Attorney to determine
revised (retain final version) ; . Ppr . . .
Required Required if a record is considered a

draft. GC §834090, 7927.500,
7928.705
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-10
Office of . — . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) . AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) : N g=s Imaged &
=ocan | oogr

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

HOLDS: Litigation, claims, complaints, audits, pu

[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.

IC records act requests, and/or investigations suspend normal retention periods (retention resumes atter settlement or completion).
e

The Lead Department should
print out historical documents
(or save source data) prior to

GIS Database / Data / Layers When No -When No replacing the data, if they
Lead Dept. CW-032 (both City-wide and Longer Longer Yes Mag require the data or output for
Specialized) Required . Required historical purposes;
Department Preference
(Preliminary documents); GC
834090 et seq.
Lead Dept. CW-033 i{)?)ﬂf:sat(lléwss %%?rgssriiglén ce) 2 years © 2years MP?)? GC 834090
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-11
Office of . — . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) .AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) : N g=s Imaged &
=ocan | oogr

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

HOLDS: Litigation, claims, complaints, audits, pu

Grants / CDBG / Reimbursable
Claims / FEMA or OES
Reimbursement Claims

[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.

IC records act requests, and/or investigations suspend normal retention periods (retention resumes atter settlement or completion).
e

Meets auditing standards;
Grants covered by a
Consolidated Action Plan are
required for 5 years; Uniform
Admin. Requirements for
Grants to Local Governments

(SUCCESSFUL Reports, other After is 3 years from expenditure
records required to pass the Funding [ After Funding report or final payment of
funding agency's audit, if Agency | Agency Audit; grantee or subgrantee;
Lead Dept. CW-034 |required) 2 years Audit, it | if required - '\I’lag' 2 CFR 200.334
Required - | Minimum 5 pr 24 CFR
Applications (successful), grant Minimum 5 years 91.105(h), 92.505, 570.490, &
agreement, program rules, years 570.502(a), OMB Circular A-
regulations & procedures, reports 110 & A-133; GC §34090; GC
to grant funding agenf:ies, §8546.7
correspondence, audit records,
completion records
Send all grievances to
Copies - " Copies Human Resources; AII_ State
Human Grievances and Informal When No When No Yes: Before | Mag, and F_ederal .""“f“s require
CW-035 - : " retention until final
Resources Complaints (Employees) Longer Longer Disposition Ppr disposition of formal
Required Required

complaint; State requires 2
years after action is taken;
GC

§812946, 12960, 34090
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-12
Office of . . . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) . AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) ; N S=Scan Imaged &
JL ! - QC'd?
— o _ e > — . — _
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
| - - - -~ - - - - - - - - - - - - - - - - - " - - ‘- - -~ - -~ - -~~~ - - - "~ - -
gt'git'gn F|I[e:§ll Lawsuits / Final #inal Department preference; CCP
ourt Case Files . ; .
Lead Dept. CW-036 Resolution + 5 Resolution.+ 5| Yes: Untll Mag, 8§337etseq; C_;C 889112,
S . Settlement Ppr 34090, 34090.6; PC
end Final Settlement Agreements years years
to the City Clerk §832.5(b)
. . When No When No Preliminary drafts not retained
Lead Dept. CW-037 I&eea\l/;;!ps / Time Off Longer Longer I\/Ipagr], in the Regular Course of
q Required Required P Business GC §34090
Previous MSDS may be
obtained from a service; MSDS
may be destroyed as long as
arecord of the chemical /
Material Safety Data Sheet substance / agent, where &
(MSDS) / Safety Data Sheet While Mag when it was used is
Lead Dept. CW-038 (SDS) Chemical Use Report Chemical In 30 years 30 years Mfr, OD, S ves- After ma|qta|ned fof .30 years,
Form (or records of the Use Por QC & OD | Applies to qualified employers;
chemical / substance / agent, P Claims can be made for 30
where & when it was used) years for toxic substance
exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29
CFR 1910.1020(d)(1)(i), GC
; §34090
Copies - Copies - - N .
When No When No Mag, Originals maintained by City
City Clerk CW-039 Minutes - City Council Yes (all) | Mfr, OD, S No Clerk Permanently; GC
Longer Longer Ppr §34090.7
Required Required )
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Ver. 8.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-13

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

Destroy
. Image:
. Inactive . Paper
Active Total . Media | I=Import P
. . (Records . Vital? . _ after
in office etention ions =Mfr
ff Retent Opt M=Mf
Center) ; N g=s Imaged &
can oc'd?

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

HOLDS: Litigation, claims, complaints, audits, pu

IC records act requests, and/or investigations suspend normal retention periods (retention resumes atter settlement or completion).
e

Copies - Cbpiés p Mag Return any whole unused
City Clerk CW-040 Murnmpal Code (these are When No When No [Yes: errent Mfr, OD, No codgs to the ‘C|ty. Clerk; .
copies) Longer Longer Original Por Originals maintained by City
Required Required P Clerk Permanently; GC §34090
When No When No Non-records - may be obtained
Lead Dept. CW-041 Newspaper Clippings Longer Longer Ppr from the newspaper company;
Required Required 1 GC §34090
Notices: Public Hearing Mag I\S/Itjrzlijétiapgrél(;T/I;?::ﬁlnesnﬁgctions
Staffing Dept. CW-042 Notlges _and Proofs of 2 years 2 years' Ppr is 3 - 6 months: GC §34090
Publications
.
Copies - Copies - Mag
. . . . When No When No ' Originals maintained by City
City Clerk CW-043 Ordinances - City Council Longer Longer Yes (all) | Mfr, OD, S No Clerk Permanently: GC §34090
: z Ppr
Required Required
R Human / Send to Send to
esg?srlfes CW-044 | OSHA Inspections or Citations Human Human- Ppr GC §34090.7
Resources Resources |
Management
= |
Personnel Files (Department- Ensure records kept in
Human level Files) Shed U_pon Shred l_Jppn Before Mag, Dgpartment flles_cpmply with
RESOUICes CW-045 Separation or Separatiori or Separation Por City policy (all originals are
Except for Fire & Police Transfer Transfer P P sent to Human Resources); GC
Department = §34090.7
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-14
Office of . . . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) .AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) —l—a S=Scan Imaged &
; ; ~ QC'd?
— o _ e > — . — _
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
| - - - - - - - - - - - - - - -~~~ - - " - - ‘- - -~ - -~ - -~~~ - - - "~ - -
Shred After Shred-After
Incorporation Incorporation Notes maintained in a separate
Personnel Files (Supervisor's into into Before Ma folder to be incorporated into
Lead Dept. CW-046 P Performance Performance Annual 9 performance evaluation, or to
Notes) . . . Ppr .
Evaluation or Evaluation or] Evaluation document progressive
Documented Documented discipline; GC 834090 et seq.
Discipline Discipline
When No When No Ma Preliminary Drafts; destroy
Lead Dept. CW-047 Photographs Longer Longer P ? unnecessary photographs. GC
Required Required P §34090
Public Relations / Press Mag,
Lead Dept. CW-048 Releases 2 years 2 years Ppr GC 834090
Copies - Copies - Mag
Lead Dept. CW-049 | Purchase Orders / Requisitions When No When Ne Mfr, OD, S ves: After GC 834090.7
Longer Longer Por QC &0D
Required Required P
Lead Dept. Real Estate Appraisal Reports: Ma (Ng?;t gggjzzgle to the public;
(Who Ordered CW-050 Property NOT purchased, 2 years 2. years 9 '
) Ppr 7928.705
the Appraisal) Loans not funded, etc.
Not accessible to the public
until purchase has been
Lead Dept. Real Estate Appraisal Reports: Minimum 31 Minimums | ves: Before Mag, Yes: After completed; mee_t_s municipal
(Who Ordered CW-051 Purchased Property, Funded 2 years ears S Purchase Mfr, OD, S QC &OD government auditing
the Appraisal) Loans y y Ppr standards; GC
§834090,-7928.705
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-15
Office of . — . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
] Destroy
. Inactive _ . Image: Paper
(OFR) .AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) : " S=Scan Imaged &
JL ! - QC'd?
— o _ e > — . — _
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
| — = - - - - - - - - - -~ - - - - - - - - -~ - - " - - - - -~ - - - "~ - - - - - - - -~ -
Records Destruction Lists / Copies - CEDIESH,
. o When No When No Mag,
City Clerk CW-052 Certificate of Records GC 8§34090.7
Destruction Longer Longer Ppr
Required Required
Reference Materials: Policies,
Procedures, Brochures, Flyers,
Manuals, Newsletters, etc.: When No When No Ma
CW-053 Produced by OUTSIDE Longer Longer P (‘:r] Non-Records
ORGANIZATIONS (League of | Required Required P
California Cities, Chamber of
Commerce, etc.)
Reference Materials: Policies, D ¢ t ¢ - GC
Procedures, Brochures, Flyers, Minimum 2 Minimurm2 M §3efggomen preterence,
Lead Dept. CW-054 Manuals, Newsletters, etc.: eal:s eal:s Pagr]l
Produced by YOUR y y P
Department
Reference Materials: Policies, 1
Procedures, Brochures, Flyers,
Lead Dept. CW-055 |Manuals, Newsletters, etc.: U \/Zr:e” e m VZ:‘:: . '\gagr" Copies; GC §34090.7
Produced by OTHER P R P
Departments
Reference or Working Files:
CW-056 See Correspondence
Reports and Studies Mag, Yes: After QQTTIStIr?“V.eIX?ndm
Lead Dept. CW-057 (Historically significant - e.g., 10 years P P Mfr, OD, S/ : Istorically significant, .
Zoning Studies) Ppr 10 years |therefore retained permanently;
GC §34090
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-16
Office of . — . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) . AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) : N g=s Imaged &
=ocan | oogr

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

HOLDS: Litigation, claims, complaints, audits, pu

Reports and Studies (other

[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.

IC records act requests, and/or investigations suspend normal retention periods (retention resumes atter settlement or completion).
e

Department preference;
Information is outdated after 10

considered a draft or transitory
record, and can be destroyed
as drafts (When No Longer
Required)

Lead Dept. CW-058 than Historically significant 10 years 10 years Mag, years; I hlstorlcaII¥ significant,
Ppr retain permanently;
reports - e.g. Annual Reports) GC §34090
Copies - Copies .- - — .
When No When No Mag, Originals maintained by City
City Clerk CW-059 Resolutions - City Council 4 Yes (all) | Mfr, OD, S No Clerk Permanently; GC
Longer Longer Ppr §34090.7
Required Required )
Special Projects / Subject Files |  Minimum 2 Minimum 2 Mag, Department Preference; GC
Lead Dept. Cw-060 / Issue Files years years Ppr §34090 et seq.
Surveys/ Questionnaires (that
the City issues).
If a summary of the data is Ma
Lead Dept. CW-061 compiled, the survey forms are 2 years 2 years Ppgr]l GC 834090
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Ver. 8.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-17

(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
] Destroy
. Inactive _ . Image: Paper
(OFR) .AC“\./e (Records Tota] Vital? Mgdla I—ITport after
(in office) Retention Options| M=Mfr
Center) : N S=Scan Imaged &
B QC'd?

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

Lead Dept.

HOLDS: Litigation, claims, complaints, audits, pu

CW-062

Time Cards / Time Sheets -
BEFORE 2016 (Departments
kept the originals with
employee signatures)

2 years

3 years

S'years

Mag,
Mfr, OD,
Ppr

[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.

IC records act requests, and/or investigations suspend normal retention periods (retention resumes atter settlement or completion).
e

Yes: After
QC & OD

Department preference; Meets
auditing standards (audit + 4
years); IRS requires 4 years;
Ca. requires 2 yr min.; FTB
keeps 3 years; Most
Employees provide digital
signatures when they submit
their timecards, but some in
Public Works and Community
Services do not (another
employee enters their time);
IRS Reg §31.6001-1(e)(2),
R&T 8§19530; LC § 1174(d); 29
CFR 516.5; GC 834090

Finance/
Payroll

CW-063

Time Cards / Time Sheets -
AFTER 2016 (Finance keeps
the originals with employee
signatures)

Copies -
When No
Longer
Required

Copies =
When No
Longer
Required

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

Department preference; Meets
auditing standards (audit + 4
years); IRS requires 4 years;
Ca. requires 2 yr min.; FTB
keeps 3 years; Most
Employees provide digital
signatures when they submit
their timecards, but some in
Public Works and Community
Services do not (another
employee enters their time);
IRS Reg §31.6001-1(e)(2),
R&T §19530; LC § 1174(d); 29
CFR 516.5; GC 834090
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-18
Office of . — . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
| Destroy
Inactive Image: Paper
Active Total . Media | I=Import
(OFR) (in office) (Records Retention vital? Options M:lafr after
Center) : " S=s Imaged &
—>can | oogr

; ;
[Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead E)epartment". If you are the OF-R, refer to your department retention schedule.

Lead Dept.

HOLDS: Litigation, claims, complaints, audits, pu

CW-064

Training - ALL COURSE
RECORDS

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

2 years

3 years

5years

Mag,
Mfr, OD,
Ppr

[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.

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

Yes: When
Inactive

Department preference; Ethics
& Harassment Prevention
Training is 5 years; Calif. Labor
Division is required to keep
their OSHA records 7 years;
EEOC/FLSA/ADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection,
or discharge; State Law
requires 4-years for personnel
actions; 8 CCR

83203 et seq., 29 CFR
1627.3(b)(ii), LC §6429(c); GC
§812946, 12960, 34090,
53235.2(b), 53237.2(b)
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Ver. 4.0 RECORDS RETENTION SCHEDULE: CITY ATTORNEY Page CA-1
Onglg(()ergf Retention No. Records Description Retention / Disposition Comments / Reference
. Destroy
. Inactive , . Image: Paper
(OFR) .AC“\./e (Records TOta.I Vital? Mgdla I=Import after
(in office) Retention Options| M=Mfr
Center) : " S=s Imaged &
=>Can | 6ego

If the record is not listed here, refer to the Fietention for City-Wide §tandards

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

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

T
CITY ATTORNEY
Minimum 2 “Minimum 2 +
years years
. . . . Mag, Department Preference; GC
City Attorney CA-001 Advice Files / Department Files Ppr 534090
Mlnllrgum Mlnllrcr)wum Department Preference; GC
City Attorney CA-002 C'ty Attorney Opinions and years years Yes Mag, 834090
Opinion Index Ppr
Minimum « Minimugn Department Preference;;-GC
10 .10 Ma §34090
City Attorney CA-003 Closed Session Material years years Yes Ppgr]’
gggitggs?iﬁésl‘awsu'ty Final Final Department preference; CCP
Lead Dept. CA-004 Resolution + Resolution+ Yes: Until Mag, §8 337 et seq.; ('BC §§911.2,
. Settlement Ppr 34090, 34090.6; PC
Send Final Settlement Agreements | at least 5 at least 5 §832.5(b
to the City Clerk years years: S5(0)
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Ver. 6.0

RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-1
Office of . - . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive S Image: Destroy
Active Total ) Media | I=Import | Paper after
2
(OFF) (in office) (iéecct)rds Retention . vital? Options | M=Mfr | Imaged &
If the record Is not listed here, refer to the Retention for City-Wide Standards

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

CITY CLERK

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

City Clerk CC-001

Agenda Packets: City Council,
Audit Committee, Civic Center
Authority Board, Housing
Authority, Redevelopment
Agency, Community
Development Commission,
Successor Agency, Oversight
Board, Mortgage Authority,
Community Information, Public
Financing Authority, Parking
Authority

Mag, Mfr,
oD, Ppr

Yes: After
QC & OD

Department preference; GC
§34090
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Ver. 6.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-2

(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive S Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Eii?;?)s Retention . vital’ Options | M=Mfr Imaged &
S=Scan QC'd?

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

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

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

City Clerk CC-002

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

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

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

Completion

Yes: Before
Completion

Mag, Mfr,
oD, Ppr

Yes: Upon
Completion

Department Preference; All
infrastructure contracts
should be permanent for
emergency preparedness;
Statute of Limitations is 4
years; 10 years for Errors &
Omissions; land records are
permanent by law; CCP 8337
et. seq., GC 834090;
Contractor has retention
requirements in 48 CFR
4.703
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Ver.6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-3
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive aow Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

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

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

Agreements & Contracts - ALL
(NON-INFRASTRUCTURE,
Professional Services
Agreements - NOT IMAGED)
Department Preference;
Agreement or Contract Statute of Limitations is 4
includes all contractual years; 10 years for Errors &
_ obligations (e.g. Specifications _ o . Omissions; land records are
City Clerk CC-003 ds ful P 1/ Completion 10 years Eompletien #] Yes: Bef_ore Mag, Ppr permanent by law; CCP
and successiul Froposa 10 years Completion .
Scope of Work) §8337. 337.1(a), 337.15, 343;
GC 834090, Contractor has
Examples of Non-Infrastructure: retention requirements in 48
Consultants, Franchises, CFR 4.703(a)
Landscaping, Painting, Slurry
Seals (Paving), Tree Trimming,
Leases, Personnel, Professional
Services, etc.
. . Mag, Mfr, Yes: After |Department preference; GC
City Clerk CC-004 Annexations P P oD, Ppr S/l QC &OD | §34090
Assessment District Formation
. . S Mag, Mfr, Yes: After |Department preference; GC
City Clerk CC-005 /Malntgnance District P P oD, Ppr S/lI QC &OD | §34090
Formation
Board & Commission / 3 !
City Clerk CC-006 Committee Maddy Act Lists / 2 years 2 years Mag, Ppr GC 834090
Vacancy Notices
Board & Commission
City Clerk CC-007 Applications (Successful and 2 years 2 years Mag, Ppr GC 834090
Unsuccessful)
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Ver. 6.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-4

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Inactive mom ow Image: Destroy
Active Total . Media | I=Import | Paper after
. . (Records . Vital? .
(in office) Center) Retention . Options | M=Mfr Imaged &
S=Scan QC'd?

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

[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).

Certificates of Life /

City Clerk CC-008 Verifications for Foreign 2 years 2 years Mag, Ppr GC 834090
Retirement Benefits, etc.
City Council, Board &
. L S . : D fi ;
City Clerk CC-009 Commission Historical List of P P '\gaé] ::\)Af: S/ Yéé gggr §3ej)§égment preference; GC
Members P
. . Mag, Mfr, Yes: After |Department preference; GC
City Clerk CC-010 Claim Forms 3 years 3 years oD, Ppr S/lI QC &OD | §34090
Department preference;
. Finals are maintained by City
City Clerk CC-011 Dgeds, Easements, Liens, P P Yes (all) Mag, Mir, S No Clerk; Department file may
Rights of Way OD, Ppr . )
include correspondence; GC
834090 et seq.
Economic Interest Filings City maintains original
City Clerk CC-012 (FPPC 700 Series For_ms i 7 years 7 years Mag, M, S/lI ves: After2 statements; GC
Statement of Economic : oD, Ppr years §81009(d &
Interests): ALL (d)(e)(f&(9)
Economic Interest Filings
. (FPPC Form 602/635) - Yes: After2
City Clerk CC-013 Lobbyist Authorization 2 years 3 years 5 years Mag, Pprj S/ years 2 CCR 18615(d), GC 834090
Reporting
. Must post on website; FPPC
. FPPC Form 801 (Gift to Yes: After2 o ’
City Clerk CC-014 Agency Report) 7 years 7 years Mag, Ppr S/lI years Opinion; GC §81009(e)
. FPPC F‘?r”? 80.2 (Event Ticket Yes: After 2 | Should post on website for 4
City Clerk CC-015 / Pass Distributions Agency 7 years 7 years Mag, Ppr S/l )
years years; GC §81009(e)
Report)
. FPPC Form 803 (Behested Yes: After 2
City Clerk CC-016 Payment Report) 7 years 7 years Mag, Ppr S/lI years GC §81009e
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Page CC-5

Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive ® m om Image: Destroy
Active Total . Media | I=Import | Paper after
2
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

[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).

. FPPC Form 804 (Agency ' Mag, Mfr, Yes: After 2| FPPC Regulation 18734(c);
City Clerk cc-017 Report of New Positions) P H OD, Ppr S/ years GC §81009e
. FPPC Form 805 (Agency Mag, Mfr, Yes: After 2 | FPPC Regulation 18734(c);
City Clerk cc-018 Report of Consultants) P . OD, Ppr S/ years GC 881009
FPPC Form 806 (Agency Yes: After 2 Must post on website; 2 CCR
City Clerk CC-019 Report of Public Official 7 years 7 years Mag, Ppr S/l -ears 18702.5; GC
Appointments) Y §34090; GC §81009(e)
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Ver. 6.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-6

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Inactive mom ow Image: Destroy
Active Total . Media | I=Import | Paper after
. . (Records . Vital? .
(in office) Center) Retention . Options | M=Mfr Imaged &
S=Scan QC'd?

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

[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).

ELECTIONS - CONSOLIDATED

Assessment District Ballots,
City Clerk CC-020 Protest Letters, & Envelopes - 2 years 2 years Ppr GC 853753(e)(2)
Prop. 218 proceedings s om o ow
Campaign Filings (FPPC 400 .
Citv Clerk cC-021 Series Forms & Form 501): 2 vears p P Mag, Mfr, S Yes: After 2 ::Zzte;mgztrslieégtalned forat
y SUCCESSFUL CANDIDATES y oD, Ppr years §810093(’b) 20
(Elected Officials) 9
Campaign Filings (FPPC 400 .
. Paper must be retained for at
. S F &F 501): C :
City Clerk CC-022 eries Forms orm ) 5 years 5 years Mag, Mfr, S Yes: After2 least 2 years; GC
UNSUCCESSFUL P oD, Ppr years §81009(b)&(q)
CANDIDATES g
Campaign Filings (FPPC 400
Series Forms): THOSE NOT " Paper must be retained for at
City Clerk CC-023 REQUIRED TO FILE 4 years 4 years Mag, Ppr least 2 years; GC
ORIGINAL WITH CITY CLERK §81009(f)&(9)
(copies)
C ign Fili FPPC 400
S::inepsa::gonrmlsl)r']gcs)'f'HER mom Paper must be retained for at
City Clerk CC-024 COMMITTEES (PACS - not 7 years 7 years Mag, Ppr g:fé§9¥gzr?;)GC
candidate-controlled) ' 9
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Ver. 6.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-7

(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive S Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Ei:]?;?)s Retention . vital’ Options | M=Mfr Imaged &
S=Scan QC'd?

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

[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).

CA law states term of office
and 4 years after the
Candidate File: Nomination explr_atlo_n of term for
‘ Papers, Candidate Statement Tgrm of Tgrm of Nomination Papers ; EC
City Clerk CC-025 Forms, etc. - SUCCESSFUL Office +4 Office +4 Mag, Ppr §17100
CANDIDATES years b
Department Preference;CA
law states term of office and 4
Candidate File: Nomination years after thg e>§pirati0n of
Papers, Candidate Statement Electi 4 Elocti 4 FeErrg g)lr;llggllnatwﬂ Papers
City Clerk CC-026 | Forms, etc. - ection + Ceiong Mag, Ppr '
UNSUCCESSFUL years Ve
CANDIDATES
Elections - GENERAL,
WORKING or
ADMINISTRATION Files
(Correspondence, Precinct
Maps, County Election
City Clerk CC-027 Services, Candidate 2 years 2 years = Mag, Ppr GC 834090
Statements to be printed in the
Sample Ballot, Polling
Locations and Precinct Board
Members, Notices, Postings,
etc.)
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Ver.6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-8
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive aow Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

[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).

Elections - HISTORICAL
(Sample ballot, copies of . S
City Clerk CC-028 resolutions, final results; 2 years P P I\gaDg, II\;Ifrr S No (R;(étaégig;gr Historical Value,
Certificate of Election, Oath of P
Office)
Results + 8 «Results + 8
months or ~months -or.
Final -Final Not accessible to the public;
Examination .Examination The 8 month retention applies
. . N if No Election if No Election after election results, or final
. Elections - Petitions (Initiative, S .
City Clerk CC-029 + 1 year after + 1 year afte Ppr examination if no election,
Recall or Referendum) " = .
petition . petition unless there is a legal or
examination examination | FPPC proceeding. EC
if petition is petition is 8817200(b)(3), 17400
insufficient insufficient
(End of Elections §ection)
. Enterprise System Catalogue il
City Clerk CC-047 (posted on line) 2 years 2 years Mag, Ppr GC 834090
City Clerk CC-030 Ethics Training Certificates 5 years 5years . Mag, Ppr GC 853235.2(b)
City Clerk determines
Historical Records, historical significance; _
S records can address a variety
Photographs, & Historical Mag, Mfr of subjects and media. Some
City Clerk CC-031 Projects (e.g. Incorporation, P P g, M, S No 0l : _,
. o OD, Ppr media (e.g. audio and video
City Seal, Awards of significant " -
AR tape) may be limited because
historical interest, etc.) L
of the media’s life
expectancy; GC 834090
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Ver.6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-9
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive aow Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

[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).

Minutes: City Council, Audit

Committee, Civic Center

Authority Board, Housing

Authority, Redevelopment

Agency, Community Mag. Mfr
City Clerk CC-032 Development Commission, P P g, M, S/I No GC 834090

. OD, Ppr

Successor Agency, Oversight

Board, Mortgage Authority,

Community Information, Public

Financing Authority, Parking

Authority

Municipal Code When No When No Preliminary drafts not retained
City Clerk CC-033 Administration, Distribution, Longer Longer Mag, Ppr in the ordinary course of

etc. Required Required business; GC 834090

- . . Department preference
City Clerk CC-034 I\S/Iunlcllpal C?de History / P P Moaé] II:\,M: S/lI g?:sd gnoelg (retain one of each
upplements P supplement); GC §34090

Oath of Office: City Council, Term of . )
CityClerk | CC-035 | Boards & Commission Office + 4 P P Mag. I s g(e;.l el | papernent Preference; GC

Members years P

. . Mag, Mfr, Yes: After
City Clerk CC-036 Ordinances P P oD, Ppr S/lI QC'd & OD GC 834090
US Passport requirement to
City Clerk CC-037 Passport Transmittals 24 months 24 months Mag, Ppr destroy forms monthly; GC
§34090
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ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-10
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive ® m om Image: Destroy
Active Total . Media | I=Import | Paper after
2
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

[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.

City Clerk

CC-038

PowerPoint presentations
submitted by members of the
public (submitted during public
comment not related to an
agenda item)

When No
Longer
Required

When No
Longer
Required

Ppr

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

Preliminary drafts; GC
834090

City Clerk

CC-039

Public Records Requests /
Request for Records /
Subpoenas (Records / Duces
Tecum) / Summons

2 years

2 years

Mag, Mfr,

OD, Ppr

Yes: After
QC'd & OD

GC §34090

City Clerk

CC-040

Recordings - AUDIO of City
Council, Audit Committee,
Civic Center Authority Board,
Housing Authority,
Redevelopment Agency,
Community Development
Commission, Successor
Agency, Oversight Board,
Mortgage Authority,
Community Information, Public
Financing Authority, Parking
Authority

2 years

2 years

Mag, OD

Department preference; State
law only requires for 30 days;
GC §54953.5(b)

WEST COVINA, CA. ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted: 9/3/2024




ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-11
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive ® m om Image: Destroy
Active Total . Media | I=Import | Paper after
2
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

[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.

City Clerk

CC-041

Recordings - VIDEO of City
Council, Audit Committee,
Civic Center Authority Board,
Housing Authority,
Redevelopment Agency,
Community Development
Commission, Successor
Agency, Oversight Board,
Mortgage Authority,
Community Information, Public
Financing Authority, Parking
Authority

Minimum 10
years

Minimum 10

years

Mag, OD

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

Department Preference;
Video recording of meetings
are only required for 90 days;
GC 8834090.7, 34090

City Clerk

CC-042

Records Destruction
Authorization Forms

Mag, Mfr,
OD, Ppr

Yes: After
QCd& 0D

Department preference; GC
§34090

City Clerk

CC-043

Records Retention Schedules /
Amendments to Records
Retention Schedules

10 years

Mag, Mfr,
OD, Ppr

No GC 834090 et. seq.

City Clerk

CC-044

Resolutions: City Council, Audit
Committee, Civic Center
Authority Board, Housing
Authority, Redevelopment
Agency, Community
Development Commission,
Successor Agency, Oversight
Board, Mortgage Authority,
Community Information, Public
Financing Authority, Parking
Authority

Mag, Mfr,
oD, Ppr

No GC §34090
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ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-12
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive ® m om Image: Destroy
Active Total . Media | I=Import | Paper after
2
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

[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).

Redistricting Web Page /
District Boundary Web Page - !
City Clerk CC-048 (Map, Redistricting Process, 10 years 10 years - Mag, Ppr EC §21608(g); GC §34090
Agendas, Calendars, Notice, ' .
etc.)
Secretary of State Statement of
Facts / Registry of Public
. Agencies e
City Clerk CC-049 (Required of all Public 2 years 2 years . Mag, Ppr GC 834090
Agencies whenever the Chair
changes)
When No w When No Preliminary drafts used to
City Clerk CC-045 Speaker Cards Longer Longer Ppr produce minutes: GC §34090
Required Required
. Vehicle Titles (Pink Slips) - All Sale or Sale or Department Preference; GC
City Clerk CC-046 Vehicles Disposal Disposal Mag, Ppr §34090
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Ver. 4.0

RECORDS RETENTION SCHEDULE: CITY MANAGER

Page CM-1

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive | - - - -
- Total -

(Records I 1+ iention

Center) | . 7 ..

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy

Paper after

Imaged &
QC'd?

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

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

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

S ——
CITY MANAGER

City . . - Superseded Superseded Department Preference; GC
Manager CM-001 Administrative Policies +2 years "+ 2.years. Mag, Ppr §34090

City . . Minimum 2 Minimum 2 Department Preference; GC
Manager CM-002 City Council Correspondence years " years . Mag, Ppr §34090

City . Minimum 2 Minimum 2 Department Preference; GC
Manager CM-003 Closed Session Memoranda years " yedrs” . Mag, Ppr §34090

Ci Grand Jury Reports and - Department Preference (the
M vy o CM-004 | Responses (Regarding City 5 years " .5years . Mag, Ppr Grand Jury keeps their reports 5

anager Operations) R years); GC §34090

City CM-005 Newsletters - Community Minimum 2 ‘Minimum 2 Mag. P Department Preference; GC
Manager ) ("Discover West Covina") years T years” | ag, Fpr §34090

City Minimum 2 ‘Minimum 2 Department Preference; GC
Manager CM-006 Newsletters - Employees years - years* | Mag, Ppr §34090

City . . Minimum 2 ‘Minimum 2 Department Preference; GC
Manager CM-009 PowerPoint Presentations years years - Mag, Ppr §34090

City . . Lo Mag, Mfr, Yes: After
Manager CM-007 Proclamations / Commendations 2 years : _gye_ars_ : oD, Ppr S/ QC'd & OD GC 834090

City Projects, Programs, SUbJECt & . Minimum 2 -Mir-1im.um.2 Department Preference; GC

CM-008 Issues (Issues and/or projects will SHIEHHE Mag, Ppr
Manager . years * years §34090
vary over time) - 47T
. When No * When No. .
Ma?;y or CM-009 Speech Notes Longer - Longer- Mag, Ppr ygéi;sr:?séggigggn;ze
9 Required - Required ' g
Copies - - Copies-—

. When No - When No Invoices are maintained by

Finance CM-010 Travel / Conferences Longer . Longer Mag, Ppr Finance: GC §34090.7
Required . Reguired’

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved

Do not duplicate or distribute without prior written permission

Adopted: 9/3/2024




Ver. 40 RECORDS RETENTION SCHEDULE: CITY MANAGER Page CM-2

Onggoergf Retention No. Records Description Retention / Disposition Comments / Reference
nactive 1 - .. Image: Destroy
Active . Total . . Media | I=Import | Paper after
) . R d SHIEEIE ? .
(OFR) (in office) (C(;(;?;r)s -Retention vital Options | M=Mfr | Imaged &
i can 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).

Mag, Mfr, S/l Yes: After GC 534090

City CM-011  |Weekly Reports 2 years 2 ye:arsj : oD, Ppr QC'd & OD

Manager
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Ver. 4.0

RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT

Page C&ED-1

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Media
Options

. Total -

Retention | V&

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

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

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

ECONOMIC DEVELOPMENT / REDEVELOPMENT / SUCCESSOR AGENCY

Community Economic Development Projects, T
& ED-001 Programs, Subject & Issues Minimum 2 Minimum 2 Mag. Por Department Preference; GC
Economic (Issues and/or projects will vary years - years - 9. Fp 834090
Develop. over time) SEEE
Comr;:unlty SR Department preference, meets
Economic ED-002 Real Estate Appraisals 5 years . Syears Mag, Ppr municipal auditing standards;
Develop. GC §34090
Community LT
& _ ED-003 Efodpe;f;o&:r?:;eﬁzgtF\;T:r?se Completion Completion Mag, Ppr Department preference; GC
Economic Oversiht P| ' + 10 years "+ 10 years ' §34090
Develop. versig ans LT
Community
& i D Department Preference for
Economic ED-004 Redevelopment Plans P R Mag, Ppr HisFt)oricaI Purposes; GC §34090
Develop.
Redevelopment Projects & Project Planning, Building and
Areas Engineering retains final
Community . BE documents of construction
& (Ens_ure Planning has al Completion ‘Completion projects (transfer any CIP
Economic ED-005 Environmental Documents, + 10 years "+ 1Q yéa‘rs; Mag, Ppr project files to Engineering);
Engineering has all CIP Projects, A . ’
Develop. and City Clerk has all Real Qoyerg various Statute of
Property records for Permanent Limitations; CCP §337 et seq.;
retention) GC §34090
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Ver. 4.0

RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT

Page C&ED-2

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

. Total .
-Retention

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

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

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

Community Sifisins f
Py Completion Compietion Department preference, meets
Economic ED-006 Relocations + 5 years i S=yéaré= Mag, Ppr municipal auditing standards;
Develop. - = e CCP 8337 et seq.; GC 834090
HOUSING
Community EHOELY
& Foreclosure Notices / Notices of When No When No- Non-records (courtesy notice
Economic ED-007 | Defaults (NOD) - for Private Longer " .Longer . Mag, Ppr from Mortaade com Znies)
Develop. / Property Required " Required. 9ag P
Housing ot
HUD requires 5 years after the
5 years after] prolec't completion; documents
. . Afterthe .7 : imposing recapture / resale
Housing Programs: Affordable o the o
. ; e Affordability§ .. = - restrictions are 5 years after the
Housing Projects, Rehabilitation, . Affordability . . -

. . . Period EHE g e affordability period terminates;

Community CDBG-funded Housing Projects, . Period- . : .
Terminates,f .- - -~ - Uniform Admin. Requirements
& etc. Terminates, .

. or the SECEa Mag, Mfr, Yes: When |for Grants to Local Governments
Economic ED-008 5 years . or the. S/ . . .
Develop. / WITH a Recapture / Resale Written L OD, Ppr Inactive |is 3 years from expenditure

Housin. Restriction Agreement e i report; 2 CFR 200.333; 24 CFR

g Terminates, 'T_grr il 92.508(a)&(c) & 570.502(a)(16),

Deeds are sent to City Clerk Whichever is \}\zgéieﬁ,s 982.158, 884.214; 29 CFR
y Longer |50 e er 97.42, GC §34090
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Ver. 4.0

RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT

Page C&ED-3

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

. Total .
-Retention

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy

Paper after
Imaged &

QC'd?

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

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

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

Housing Programs: Affordable HUD requires 5 years after the
Housing Projects, Rehabilitation, agreement terminates;
Community CDBG-funded Housing Projects, Sl e Consistent with Consolidated
Py etc. Loan Pay-off Loan Pay-qfl Plan Requirements; Required for
) OR < OR: Mag, Mfr, Yes: After | 3-4 years from expenditure or
Economic ED-009 . WL Ll T S/lI
Develop. / WITHQQT a Recapture /Resale | Forgiveness Fgrg!venes_s OD, Ppr QC & OD |performance report; 2 CFR
Housing Restriction + 5 years .+ 5Syears 200.333; 24 CFR 92.508(a)&(c)
e o & 570.502(a)(16),
Deeds and Insurance are sent to 982.158, 884.214; 29 CFR
City Clerk 97.42, GC §34090
Community Loan Applications / Potential
& Buyers Denied, Cancelled or sl S
Economic ED-010 |Withdrawn (First Time Home 2 years . 2years Mag, Ppr GC §34090
Develop. / Buyers, Life/Safety, Rehabilitation, B Vi
Housing HOME, etc.)
Preliminary Application Form
Community (required for a housing Various benchmarks are placed
& development project that includes WERI i using the number of residential
Economic ED-011 residential units; form is provided 5 years . Syears Mag, Ppr dwelling units on the project site
Develop. / by California Department of =i : within the last five years; GC
Housing Housing & Community §34090,
Development
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Ver. 5.0 RECORDS RETENTION SCHEDULE: COMMUNITY & RECREATION SERVICES Page C&RS-1
Office of . o . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) (i:gf‘lf\i/(?e) (Records Rel—grtlzlon Vital? OMgdla I—Irilport after
ptions| M=Mfr
Center) i S=s Imaged &
=ocan | ocid?

If the record is not listed here, refer to the Fietention for City-Wide §tandards

[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.

Tt T ——
COMMUNITY & RECREATION SERVICES

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

AGENDAS, AGENDA PACKETS.

Community & . . . Indefinite - Indefinite - ) .
Recreation | CaRs.001 | Registation Database (ACe vy 5 Minimum 2 Mag Department Preference: defa s
Services years . years ’
Act|V|ty/$peC|aI Programs / Special Minimum 2 Minimum 2
. Event/ Trips w w
Community & years yEaE Department preference; GC
RSe creation C&RS-002 Children’s Programs, Cultural Arts, Mag, Ppr §34090
ervices Sports, Seniors, Filming, Theatre
Programs etc.
Childcare - Licensed Participant
Files: Registration/ Fee & . o Ves:
Community & Charge / Liability Forms / While End of Du?ii. Meets State Licensing
Recreation C&RS-003 | Release of Liability Forms / Participantis | 7 years |. Participation Class gr Mag, Ppr requirements; May have grant
Services Permissions in Program + 7 years Program funding; GC 834090
Licensed Childcare only
Community & =N Department preference (covers
Recreation C&RS-004 gl(?rifa:cr:]tss, tructor Agreements / Completion 5 years CorSan:;lrc;n + Mag, Ppr Statute of Limitations); CCP
Services Years . §337 et. seq., GC §34090
Community & .
Recreation C&RS-005 | Client Referrals (Home Visits, etc.) 2 years 2 years Mag, Ppr GC 834090
Services
. Community and Senior Services
Community & o - : )
. Commission Minimum 2 Minimum 2 Department preference; GC
Recreation C&RS-006 S 3 Mag, Ppr|
Services years _years 834090
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Ver. 5.0

RECORDS RETENTION SCHEDULE: COMMUNITY & RECREATION SERVICES

Page C&RS-2

(ggggrgf Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) . AC“\./e (Records Totgl Vital? Mgdla I—ITport after
(in office) Retention Options | M=Mfr
Center) — S=Scan Imaged &
- QC'd?

If the record is not listed here, refer to the Fietention for City-Wide §tandards

[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, puB IC 1ecoras act requests, AUQIS anajor Investigations suspena normal retention perloas Eretentlon Tesumes arer setiement or comp|et|0n;.
i

Community and Senior Services

Community & Commission Department preference; State
Recreation C&RS-007 2 years 2 years Mag, OD law only requires for 30 days;
Services AUDIO RECORDINGS of Meetings GC §54953.5(b)
/ Audio Tapes
Community & ggm::iir;lignand Senior Senvces Mag, Send originals to the City
RSecre_atlon C&RS-008 P P Yes Mflr:; oD, S No Clerk: GC §34090.7
ervices MINUTES & BYLAWS Pr
. Department Preference
Commun_lty & Evaluations/Surveys (Program When No el (Transitory record not retained
Recreation C&RS-009 . Longer Longer Mag, Ppr| ) ;
Services Evaluations) Required Required: in the ordinary course of
q a business); GC 834090
Community & o . . —— T Yes:
+ » +
Recreation C&RS-010 Eztr:rlrl:iti/sUse Permits / Field Use Explrz(::l(r): 2 Exglrzgfg Before | Mag, Ppr GC §34090
Services y y Event
Community & . . . .
Recreation C&RS-011 First Aid Reports / Minor Incident 2 years 2 years Mag, Ppr GC 834090
. Reports
Services |
Community & Department Preference; 29
. i . I Separation + Separation + CFR 1602.31 & 1627.3(b)(1),
Rgg:jiiics)n C&RS-012 | Lifeguard Certifications 2 years 2 yeals Mag, Ppr| GC 8§ 3105, 12946, 12960,
34090; 29 USC 1113
Community & Master Plans: Parks Master Plans Mayg, Yes: After| Department Preference; GC
Recreation C&RS-013 etc ' P P Mfr, OD, S/l QC & OD | §34090 ’
Services ) Ppr
Community & .
Recreation C&RS-014 |Park History Files P P Mag, Ppr| Department Preference; GC
Services §34090
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Ver. 5.0 RECORDS RETENTION SCHEDULE: COMMUNITY & RECREATION SERVICES Page C&RS-3

(ggggrgf Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) . AC“\./e (Records Totgl Vital? Mgdla I—ITport after
(in office) Retention Options | M=Mfr
Center) — S=Scan Imaged &
- QC'd?

If the record is not listed here, refer to the Fietention for City-Wide §tandards
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, puB IC 1ecoras act requests, AUQIS anajor Investigations suspena normal retention perloas Eretentlon Tesumes arer setiement or comp|et|0n;.
I

Registration Forms / Reservation
Forms / Classes / Application
Community & Forms / Fee & Charge / Liability
Recreation C&RS-015 |Forms/ Release of Liability Forms / 2 years 2 years Ppr GC 834090
Services Permissions / etc.: Camps, Field
Trips, Authorization to give
Medicine, etc.
Community & Season Brochures / Recreation Department Preference; GC
Recreation C&RS-016 P =] Mag, Ppr ,
Services Brochures §34090
Community &
Recreation C&RS-017 |Special Event Permits 2 years 2 years Mag, Ppr GC 834090
Services
Community & Sports Council Agendas, Agenda s .
Recreation C&RS-018 | Packets, Minutes (Not a City 2 years 2 years Mag, Ppr GC §34090
Services Council Advisory Board)
Community & . . . .
Reveaton | Cansais | (SOt pplemiorstor | naeive -2
Services T
Community & When No When No
Recreation C&RS-020 |Transportation Schedules Longer Longer Mag, Ppr Preliminary drafts; GC § 34090
Services Required Required
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Ver. 5.0

RECORDS RETENTION SCHEDULE: COMMUNITY & RECREATION SERVICES

Page C&RS-4

(ggggrgf Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive _ . Image: Paper
(OFR) . AC“\./e (Records Totgl Vital? Mgdla I—ITport after
(in office) Retention Options | M=Mfr
Center) — S=Scan Imaged &
- QC'd?

If the record is not listed here, refer to the Fietention for City-Wide §tandards

Volunteer / Unpaid Intern

[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, puB IC 1ecoras act requests, AUQIS anajor Investigations suspena normal retention perloas Eretentlon Tesumes arer setiement or comp|et|0n;.
I

Consistent with employee
personnel files (Courts treat
volunteers as employees);
EEOC/FLSA/ADEA (Age)

Community & Applications & Agreements - requires 3 years for promotion
Recreation C&RS-021 . 3 years 3 years Ppr ; SO
Services Unsgccessful or Pending demotlon, transfer, selection,
Applicants or discharge; 29 CFR 1602.31
& 1627.3(b)(1), 8 CCR
§3204(d)(1) et seq., GC
§812946, 12960, 34090
Courts treat volunteers as
employees; EEOC/FLSA/ADEA
Volunteer / Unpaid Intern (Age) requires 3 years for
. L . . promotion, demotion, transfer,
Community & Applications & Agreements Inactive / Inactive / Mag, . . . .
. . . f Yes:1 |selection, or discharge; State
Recreation C&RS-022 | (includes emergency contact Separation + Separation + Mfr, OD, S : .
Services information) - Successful 3 years 3 years Ppr year Law requires 2 -3 years; 29
Applicants CFR 1602.31 & 1627.3(b)(1), 8
CCR 83204(d)(1) et seq., GC
§812946, 12960 34090; 29
USC 1113
Community &
Recreation C&RS-023 | Waivers of Liability 2 years 2 years Mag, Ppr GC 834090
Services
Community & Youth Council Agendas, Agenda
Recreation C&RS-024 | Packets, Minutes (Not a City 2 years 2 years Mag, Ppr| GC 834090
Services Council Advisory Board)
Community &
Recreation C&RS-025 |Youth Council Applications 2 years 2 years Mag, Ppr GC 834090
Services
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Ver. 9.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-1

Retention / Disposition

Office of Retention —
Record No. Records Description
Active
(OFR) (in office)

Inactive :

Total . Media
(Records o Vital? o tiolns
Center) [::i-i:i::: P

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 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 / ACCOUNTING

. 1099's / 1096's / DE542
Finance /

. FIN-001 (California Report of Independent 2 years
Accounting
Contractors)
Accounts Payable / Invoices and
Backup
Finance /
Accounting FIN-002 (Includes Invoices, Travel 2 years
Expense Reimbursements, Check
Request, etc.)
Assessment Rolls / Lighting and
Finance / Landscape Districts / Special
. FIN-003 o 5 years
Accounting District Assessment Rolls (to Tax y
Assessor for Tax Rolls)
Audit Commission
Flnancg / EIN-004 Minimum 2
ACCOUntIng AGENDAS, AGENDA years
PACKETS.
Audit Commission
Finance /
. FIN-005 2
Accounting AUDIO RECORDINGS of years

Meetings / Audio Tapes

3 years Mag, Ppr

Yes: Until
Paid

Mag, Mfr,

3 years oD, Ppr

Mag, Ppr

Mag, Ppr

Mag, OD

Yes: After

S/l QC &OD

Department Preference; IRS: 4
years after tax is due or paid
(longer for auditing & contractor
delinquency); Ca. FTB: 3 years;
IRS Reg §31.6001-1(e)(2), R&T
§19530, GC §34090; 29 USC
436

Department Preference (meets
municipal government auditing
standards); GC §34090

Department preference; Meets
auditing standards; GC §34090
et seq.

Brown Act challenges must be
filed within 30 or 90 days of
action; GC §834090,
54960.1(c)(1)

Department preference; State
law only requires for 30 days;
GC 854953.5(b)
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Vver. 9.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-2

Office of Retention

Record No. Records Description Retention / Disposition Comments / Reference
. Image: Destroy
. Inactive .
(OFR) _Actl\(e (Records Vital? Me_dla I=Import Paper after
(in office) Cent Options  M=Mfr Imaged &
enter) S=Scan  QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the 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 / Audit Commission H ' Mag, Mfr, Send originals to the City Clerk;
. FIN-006 P Yes S No
Accounting MINUTES & BYLAWS OD, Ppr GC §34090.7
Audit Reports £ Annual
. Comprehensive Financial Report .
Finance / . Mag, Mfr, Yes: After 90 Department Preference (copies);
. FIN-007 1 p |
Accounting 007 (ACFR) and related Audit 0 years op,ppr S/ days  GC §34090.7
Opinions
Department Preference; meets
municipal government auditing
Fi . ;
mancg / FIN-008 Audit Work Papers 2 years 3 years Mag, Ppr standards; GC 834090
Accounting
Department Preference; meets
. . . municipal government auditing
. Audits - Single Audits, Grant
F . . . ;
Acgﬂiﬁl/ FIN-009 Audits, IRS Audits, Transportation 2 years 3 years Mag, Ppr standards; GC §34090
g Audits, PERS Audit, etc.
Bank Statements and Trustee
Finance Smtemants, Invesument Accou Departmen Preference; meets
. FIN-010 ' 2 years 3 years Mag, Ppr auditing standards; GC 834090,
Accounting Statements, Bank
o . 26 CFR 31.6001-1
Reconciliations, Bank Deposits,
Bank Transmittal Advice
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Vver. 9.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-3

Office of Retention - . . .
Record No. Records Description Retention / Disposition Comments / Reference
. Image: Destroy
. Inactive .
(OFR) _Actl\(e (Records Vital? Me_dla I=Import Paper after
(in office) Cent Options  M=Mfr Imaged &
enter) S=Scan  QC'd?

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

Retentions begin when the 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 /
Accounting

Finance /
Accounting

Finance /
Accounting

Finance /
Accounting

Finance /
Accounting

FIN-011

FIN-012

FIN-013

FIN-014

FIN-015

Bonds (Revenue) Official
Statements / Transcripts /
Certificates of Participations
(COPs) - Includes Continuing
Disclosure Reports

See Bank Statements for
statement retention.

Budgets - Adopted / Final

Budgets - Preliminary, Proposed,
Backup Documents

Escheat (Unclaimed money /
uncashed checks)

FEMA Reimbursement / OES
Reimbursements

Fully
Defeased +
10 years

P

When No
Longer
Required

5 years

1 year 9 years

Yes: Until
Maturity

Yes:
Current
Fiscal Year

Mag, Ppr

Mag, Mfr,
OD, Ppr

Mag, Ppr

Mag, Ppr

Mag, Ppr

S/l

Yes: After 90
days

Department Preference; Statute
of Limitations for bonds,
mortgages, trust deeds, notes or
debentures is 6 years; Bonds
issued by local governments are
10 years; There are specific
requirements for disposal of
unused bonds; CCP 8§8336 et
seqg. 337.5(a); 26 CFR 1.6001-
1(e): GC 843900 et seq.

Department preference; GC
834090 et seq.

Preliminary drafts; GC 834090

Department preference; All
tangible property held by
government agencies escheats
after 3 years; Statute of
Limitations is 1 year for seized
property; CCP §8340(d), 1519;
GC 834090

Department Preference; GC
§34090
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Ver. 9.0 RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-4

Office of Retention " . . .
Record No. Records Description Retention / Disposition
. Image: Destroy
. Inactive .
(OFR) _Actl\(e (Records Vital? Me_dla I=Import Paper after
(in office) Cent Options  M=Mfr Imaged &
enter) S=Scan  QC'd?

Comments / Reference

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

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

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

. Indefinite - “indefinite -
Finance / . . . .
. FIN-016 Financial Services Database Minimum 5 Yes Mag
Accounting
years
Finance / FIN-017 Fixed Assets 2 years 3 years Mag, Ppr
Accounting y y g, Pp
Finance /- o\ 018 Investment Reports & Back 2 3 Mag, P
Accounting - nvestment Reports ackup years years ag, Ppr
Investments / Arbitrage /
Finance / Certificate of Deposit / Investment Yes: Unil
Accountin FIN-019 Bonds (Receipts / Advisor 5 years P.ai d Mag, Ppr
9 Reports / Trade Tickets / LAIF
(Local Agency Investment Fund))

settlement or completion).

Data Fields / Records are
interrelated; meets municipal
government auditing standards;
GC 834090

Department Preference (bond
auditing purposes; IRS
regulations state, "...material
records should generally be kept
for as long as the bonds are
outstanding, plus 3 years after
the final redemption date of the
bonds"); 26 CFR 1.6001-1(e);
GC 834090

Department Preference; GC
§34090

Department Preference; Meets
auditing standards;; FTC Reg's
rely on "self-enforcement"”;
GC88 34090, 43900
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Ver. 9.0 Page FIN-5

RECORDS RETENTION SCHEDULE: FINANCE

Office of Retention " . . .
Record No. Records Description Retention / Disposition Comments / Reference
Inactive e Image: Destroy
Active “Total _ Media I|=lmport Paper after
(OFR) . ) (Records i -iioin Vital? )
(in office) Center) | Retention Options  M=Mfr Imaged &
R S=Scan QC'd?

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

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

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

Finance / Journal Entries / Journal
. FIN-020 2 years 3 years
Accounting Vouchers y y
Reports, Finance Reports
created from Database:
_ Sub5|d|§ry !_edgers, . When No
Finance / Reconciliations, Registers,
. FIN-021 . L Longer
Accounting Transaction Histories, Balance Required
Sheets, Revenue & Expenditure q
Reports, etc. (MONTHLY OR
PERIODIC)
Reports: Annual State or
Federal: State Controller's
Finance / Report, Local Government
. FIN-022 . 2 years 3 years
Accounting Compensation Report, Gas Tax, y y
MOE (Maintenance of Effort)
Report, Street Report, etc.
Flnancg / FIN-023 W-9s Minimum 5
Accounting years
BUSINESS L

Yes: Until

.- .year Paid

Mag, Mfr,
OD, Ppr

Mag, Ppr

Mag, Mfr,
OD, Ppr

Mag, Mfr,
OD, Ppr

No

Yes: After
QC & OD

Yes: After
QC & OD

Department Preference; meets
municipal government auditing
standards; Statute of Limitations
is 4 years GC

834090, CCP § 337

Department preference (The
Financial System Database is
the original; reports are
considered drafts or copies); GC
834090

Department Preference; Meets
auditing standards; GC 834090

Department Preference; meets
municipal government auditing
standards; GC §34090

CENSE & REVENUE

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved

Do not duplicate or distribute without prior written permission

Adopted: 9/3/2024



Ver. 9.0 Page FIN-6

RECORDS RETENTION SCHEDULE: FINANCE

Office of Retention " . . .
Record No. Records Description Retention / Disposition Comments / Reference
. Image: Destroy
Active Inactive Media I=Import Paper after
(OFR) ) . (Records Vital? : —imp P
(in office) Cent Options  M=Mfr Imaged &
enter) S=Scan QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
_________________________________________________________________________________________________________________________ ______________ ______________________________________________________________|

Finance / Accounts Receivable - 1 3
Business Miscellaneous - Damage to Mag, Mfr Yes: After Department preference; Meets

: FIN-024 i . 2 years 3 years T S/l ' auditing standards; GC 834090
License & Public Property, Invoices to y y OD, Ppr QC & OD i 9 8
Revenue Outside Entities, etc. et seq.

I;l:rs]?nr;ies/ When No Preliminary drafts not retained in

: FIN-025 Bankruptcies - NOT pursued Longer Mag, Ppr the ordinary course of business;
License & Required GC 834090
Revenue a
Finance / Department Preference
Business FIN-026 Bankruptcies - Where aclaim is 10 vears Mag. Por (negative information remains on
License & filed y 9 Fp credit ratings for 7 years); GC
Revenue §34090

. Department preference (The

Finance / ) . .

. - . When No Business License & Permit
Business Billing Registers, Payment . .

. FIN-027 . . . Longer Mag, Ppr Database is the original; reports
License & Registers, Adjustment Registers . . .
Revenue Required are considered drafts or copies);

GC 834090

Finance / Indefinite - Data Fields / Records are
Business Business License & Permit . interrelated; meets municipal

. FIN-028 Minimum 5 Yes Mag ",

License & Database ears government auditing standards;
Revenue Y GC 834090

Finance / Department preference (meets
Business Business License Applications municipal government auditing

. FIN-029 5 years Mag, Ppr .

License & and Changes y %P requirements); GC §34090 et
Revenue seq.
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Ver. 9.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-7
Office of Retention " . . .
Record No. Records Description Retention / Disposition Comments / Reference
Inactive e Image: Destroy
(OFR) _Actl\(e (Records | - Total Vital? Me_dla I=Import Paper after
(in office) Cent “Retention Options  M=Mfr Imaged &
enter) Il S=Scan QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
_________________________________________________________________________________________________________________________ ______________ ______________________________________________________________|
Finance / g : Department preference (meets
Business . ) municipal government auditing

: FIN- B L R I Mag, P .
License & 030 usiness License Renewals 5 years ag, Ppr requirements): GC §34090 et
Revenue seq.
. Cash Receipts / MCRs
Finance / . .
. (Miscellaneous Cash Receipts) / ) Department preference; Meets
Business . . . Mag, Mfr, Yes: After .
. FIN-031 Daily Cash Summaries / Cashiers 1 year 4 years S/ auditing standards; GC §34090
License & OD, Ppr QC & OD
Reports / Cash Reports / Petty et seq.
Revenue
Cash
Finance / Department Preference; meets
Business Checks / Warrants (Cashed / Mag, Mfr, Yes: After municipal government auditing
FIN-032 ) ) ) 2 |
License & 032 paid) / Wires / Wire Transfer years 5 years oo, ppr O/ QC&OD standards; GC §34090, CCP §
Revenue 337
Busness. Collections/ Callecton Agercy Deinauencies remai on red
. FIN-033 Case Files & Statements / 7 years Mag, Ppr 4
License & . reports for 7 years; GC 834090
R Delinquent Accounts
evenue et seq.
Finance /
Business Department Preference; Meets
License & FIN-034 Returned Checks / NSF Checks 5 years Mag, Ppr auditing standards; GC §34090
Revenue
Finance/ CaIPERS Reports - A”““‘."" Department Preference; GC
FIN-035 Valuation Reports, Actuarial 2 years 3 years Mag, Ppr
Payroll . §34090
Valuation Reports
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Ver. 9.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-8
Office of Retention " . . .
Record No. Records Description Retention / Disposition Comments / Reference
. Image: Destroy
. Inactive .
(OFR) _Actl\(e (Records Vital? Me_dla I=Import Paper after
(in office) Cent Options  M=Mfr Imaged &
enter) S=Scan QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
__________________________________________________________________________________________________________________________ ______________ ____________________________________________________________|
DE-6, DE-7, DE-9, DE-43, W-3, & B : ] )
DE-166, 941 Forms, IRS 5500 Department _Preference,.IRS. 4
Forms (Employee Benefit Plans) yrs after tax is due or paid; Ca.
Finance/ ] ' FTB: 3 years; 26 CFR §31.6001-
Payroll FIN-036 PE.RS / FICA & Medicare 2 years 3 years Mag, Ppr 1(e)(2), R&T §19530: 29 CFR
Adjustments - Quarterly Payroll 516.5 -
Tax Returns / OASDI, Federal '
Tax Deposits, Adjustments, etc. 516.6, 29 USC 436, GC 834090
Finance / Deferred Compensation (457) Department preference; GC
Payroll FIN-037 Reports, Registers 2 years 3 years Mag, Ppr §34090
Finance / When No Preliminary drafts not retained in
Pavroll FIN-038 Employment Verifications Longer Mag, Ppr the Regular Course of Business
y Required GC §34090
Payrol Benei Files Requlaton for 4o s fouryears
Administration Forms (1095-C, W 9 y
o i : after the due date of such tax for
. 4s, Auto Pay Authorization Forms . Bt i . .
Finance/ . . o Separation + Separation+ Mag, Mfr, Yes: After the return period to which the
FIN-039 / Direct Deposit Authorizations, HER R Yes S/l
Payroll A 5 years 5.years OD, Ppr QC & OD records relate, or the date such
Changes, Personnel Action Form . . . .
copies. VVacation pav-off tax is paid, whichever is the
- pues]ts o) Py later. 26 CFR 31.6001-1; GC
quests, ete. §34090
; Department preference for
Finance / Payroll Journals / Payroll Mag, Mfr, Yes: After )
Payroll FIN-040 Registers / Pay Day Registers 2 years 48 years : OD, Ppr S/ QC & OD gzll;l;iggguy-back PUTPOSES;
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Ver. 9.0 RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-9

Office of ~ Retention Records Description

Retention / Disposition

Record No.
Active Inactive
(OFR) (in office) (Records
Center)

Media
Options

Comments / Reference

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

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

Time Cards / Time Sheets -

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

Department preference; Meets
auditing standards (audit + 4
years); IRS requires 4 years; Ca.
requires 2 yr min.; FTB keeps 3
years; Most Employees provide
digital signatures when they

Finance/ FIN-041 AFTER Augu.st., 2016 (Flnance 2 years 3 years Mag, M, submit their timecards, but some
Payroll keeps the originals with OD, Ppr . . .
employee signatures) in qullc Works and Community
Services do not (another
employee enters their time); IRS
Reg §31.6001-1(e)(2), R&T
§19530; LC 8§ 1174(d); 29 CFR
516.5; GC §34090
Department Preference; IRS: 4
yrs after tax is due or paid; Ca.
Finance / FTB: 3 years; IRS Reg
FIN-0O42  W-2's 2 years 3 years Mag, Ppr §31.6001- 1(e)(2), R&T 819530;
Payroll
29CFR
516.5 - 516.6, 29USC 436, GC
§34090
PU
Lease / Purchase Agreements
Finance / (for equipment, maintenance or ~ Completion Departmeqt I_Dreference to cover
Purchasing FIN-043 services where Purchasingisthe  + 2 years 3years Mag, Ppr statute of limitations; GC
lead) §34090; CCP§ 337 et seq.
P'ljlrrtlﬁggié FIN-044 Purchase Orders / Requisitions 2 years 3years | Syears Mag, Ppr ggfgggment Preference; GC
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Ver. 9.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-10

Office of Retention " . . .
Record No. Records Description Retention / Disposition Comments / Reference
R it BEEHE Image: Destroy
. Inactive EEEEE: .
Active Bt al-:: i Media I=Import Paper after
(OFR) . ) (Records i -iioin Vital? )
(in office) Cent “Retention Options  M=Mfr Imaged &
enter) Il 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.

Finance /
Purchasing

Finance /
Purchasing

FIN-045

FIN-046

Request for Proposals /
Successful & Unsuccessful Bids /
Evaluations

Surplused Equipment / Disposal

2 years 3 years Mag, Ppr
Mag, Mfr,
2 years 3 years oD, Ppr S/ No

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

Department Preference; GC
§34090

Department Preference; meets
municipal government auditing
standards; Statute of Limitations
is 4 years; GC

834090, CCP § 337
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Ver9.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-1
(g‘gggrgf Iggtr:icgrsdz Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) .ACtI\./e (Records | _ Totgl Vital? Me_dla I=Import after
(in office) Retention Options| M=Mfr
Center) _ S=s Imaged &
=Scan Qcd

It the record Is not listed here, refer to the Retention for 5|ty-W|de Stanaards

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

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

FIRE ADMINISTRATION

When When
Fire / FR-001 DMV Pull Notices - Fire Personnel | Superseded, Superseded, Mag, Department Preference; GC
Admin. Only or Upon ~orUpon Ppr 834090
Separation Separation
. Emergency Qperations Plan Superseded Superseded Mag,
Fire / FrR-ooz | (Includes Office of Emergency and and- | Yesl) |Mfr,oD,  Sh No |GC §34090
Admin. Management & Homeland A d A od Por
Security) pprove . Approve ] p
Fire / . . - Mayg, ves:
Admin. FR-003 Employee Training - Rookie Tests 2 years 2 years Mfr, OD, S Whgn GC 834090
' Ppr Inactive
Department preference; Ethics &
Harassment Prevention Training is
5 years; Calif. Labor Division is
required to keep their OSHA
Training Course Records records 7 years;
Fire / (Attendance Rosters, Outlines and Mag, Yes: |EEOC/FLSA/ADEA (Age) requires
Admin FR-004 | Materials) 5 years 5 years Mfr, OD, S When |3 years for promotion, Qemotlon.,
: Ppr Inactive | transfer, selection, or discharge;
State Law requires 4-years for
personnel actions; 8 CCR 83203
et seq., 29 CFR 1627.3(b)(ii), LC
§6429(c); GC §812946, 12960,
34090, 53235.2(b), 53237.2(b)
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Ver9.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-2
(ggggrgf gg?i%rsdz Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) .ACtI\./e (Records . . Tota] Vital? Me_dla I=Import after
(in office) Retention Options| M=Mfr
Center) _ a=g Imaged &
=Scan ocd

It the record Is not listed here, refer to the Retenton Tor 5|ty-W|de Stanaards

[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: Eltlgatlon, claims, complaints, puB IC recoras act requests, auars ana/or Investigations suspena normal retention perloas zretentlon Beglns aner set ement;.
I

Department preference;
Employee Training File DM Fil g Ves: |3 years for promoton, demotion. |
F. . + H + l . ’ 1
|re_/ FR-005 (by employee) Separation Separation Mfr, OD, S When | transfer, selection, or discharge:
Admin. 5 years 5 years . .
Individual Training Certificates, etc Ppr Inactive | State Law requires 2 -3 years for
R personnel actions; LC 86429(c);
GC 8812946, 12960, 34090
Fire / Mag
Admin. & — . ' Yes: |Department Preference; GC
Police / FR-006 EOC Activations & Drills 10 years 10 years Mfr, OD, S/ After OC | §34090
. Ppr
Admin.
. FEMA / OES Reimbursement Mag, .
Flre_/ FR-007 Claims / Strike Team 10 years 10 years Yes (all) | Mfr, OD, S No Department Preference; GC
Admin. . 834090
Reimbursements Ppr
Fire / . . Minimum 2 Minimum 2 Mag, Department Preference; GC §
Admin. FR-008 Film Permits years years Ppr 34090 et seq.
Indefinite - Indefinite - Data is interrelated; If used for
Life of the Life of the Inspections, California Fire Code
Structure or Structure or requires 5 years or Life of the
Fire / . . Activity, or Activity, or Mag, Structure or Activity for Approvals,
Admin. FR-010 Fire Incident RMS Database Minimum 5 Minimum 5 Yes Ppr Inspections, Fires, Modification /
years, years, Alternative Methods or Materials;
Whichever is Whichever i CFC §8104.6 —104.6.4; GC
Longer Longer I §34090
Fire / . Mag, Department Preference (rated
Admin. FR-011 ISO Insurance Ratings 15 years 15 years I Ppr every 10 years); GC §34090
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Ver9.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-3

(ggggrgf gg?i%rsdi Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) Active | pecords | To@ Vitalp | Media [ I=import | g
(in office) Retention Options| M=Mfr
Center) _ S=Scan Imaged &
- QC'd

It the record Is not listed here, refer to the Retenton Tor 5|ty-W|de Stanaards

[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: Eltlgatlon, claims, complaints, puB IC recoras act requests, auars ana/or Investigations suspena normal retention perloas zretentlon Beglns aner set ement;.
I

Fire / Monthly Statistical Reports / Run When No When No Mag, Con3|dered_a prellmlnar)_/ draft/
Admin FR-012 Statistics Longer Longer Ppr copy (the Fire database is the
) Required Required original); GC §34090 et seq.
Copies - _ Copies - . - o .
. Mutual Aid Agreements, Joint When No When No Mag, Originals Maintained by City Clerk
City Clerk FR-013 - or County Clerk of the Board
Power Authorities Longer Longer Ppr )
? ? Permanently; GC §34090.7
Required Required
. Programs and Projects (e.g. Cadet, - = )
Flre_/ FR-014 CPR Program, Fire Service Day, Minimum 2 Minimum 2 Mag, Department Preference; GC §
Admin. etc.) years years Ppr 34090 et seq.
Fire / Requests for Fire Incident Reports Mag,
Admin. FR-015 and Fire Investigation Reports 2 years 2 yeas Ppr GC §34090
Alfjlrrﬁirﬁ. FR-016 Ride-A-Long Waivers 2 years 2 years MP%? GC 834090
Fire / Subpoenas (Personal Appearance - Mag,
Admin. FR-017 Fire Personnel) 2 years 2 years Ppr GC 834090
Fire / Training Database / Log (Target In_dt_aflnlte | ' In_d(_afmlte i Mag, Data is interrelated; GC 834090 et
. FR-018 . - Minimum 5 Minimum 5
Admin. Solutions / Vector Solutions) Ppr seq.
ears ears
EMERGENCY MEDICAL SERVICES
Department Preference -
Controlled Substance Logs, Ma Controlled substances are
Fire / EMS FR-019 Narcotics Inventories / Ambulance 3 years 3 years Yes P gr] required for 2 years after inventory
Inventory Logs P or transaction; 21 CFR §1304.04,
1310.04
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Ver9.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-4
(ggggrgf gg?i%rsdz Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) .ACtI\./e (Records . . Tota] Vital? Me_dla I=Import after
(in office) Retention Options| M=Mfr
Center) _ a=g Imaged &
=Scan ocd

It the record Is not listed here, refer to the Retenton Tor 5|ty-W|de Stanaards

[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: Eltlgatlon, claims, complaints, puB IC recoras act requests, auars ana/or Investigations suspena normal retention perloas zretentlon Beglns aner set ement;.
I

Data is interrelated; If data

Materials)

Emeraency Medical PCR Indefinite - Indefinite - includes e-PCRs, Minors retention
Fire / EMS FR-020 gency Minimum 20 Minimum 20 Yes Mag is until 1 year after age 18, but not
Database .
years years less than 7 years; 10 years (see
Patient Care Reports) GC §34090
EMS Complaints / CQI (Continuous Statl_Jte of_leltatlon.s for health
Fire / EMS FR-021 Quality Improvement) / Quality 3 years 3 years Mag, providers is 3 years; 13 CCR
Ppr 1100.7, GC 834090, 60201 et seq.
Assurance
HIPAA Policies and Procedures Superseded vSu e Mag, Yes:
Fire / EMS FR-022 (Health Insurance Portability and P P g Mfr, OD, S After1 |45 CFR 164.530(j)
. + 6 years _ +6years
Accountability Act) Ppr year
Department preference;
Paramedic / EMS Continuing Paramedic Continuing Education
Education Rosters and Certificates Mag, Yes: |is required for 4 years by DPH; 8
Fire / EMS FR-023 5-years 5 years Mfr, OD, S When |CCR 83204(d)(1) et seq., 8 CCR
(Attendance Rosters, Outlines and Ppr Inactive 83203 et seq., 29 CFR

1627.3(b)(1), LC §6429(c); GC
§8§12946, 12960, 34090
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Ver 9.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-5

(ggggrgf gg?i%rsdi Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) Active | pecords | To@ Vitalp | Media [ I=import | g
(in office) Retention Options| M=Mfr
Center) _ S=Scan Imaged &
- QC'd

It the record Is not listed here, refer to the Retenton Tor 5|ty-W|de Stanaards

Patient Care Reports / PCRs /
Paramedic Release Forms (EMS

[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: Eltlgatlon, claims, complaints, puB IC recoras act requests, auars ana/or Investigations suspena normal retention perloas zretentlon Beglns aner set ement;.
|

Department Preference; adults
required for 7 years; minors until 1
year after age 18, but not less than
7 years; 10 years is recommended
by AHIMA for "healthcare
providers"; Statute of Limitations
for health providers is 3 years;

transportation) / Consent Form with Mag, Yes: )
Fire /| EMS FR-024 Assignment of Benefits: ADULTS 20 years 20 years . Mfr, OD, S After 1 gg;s;g%slggli?ggocggs
AND JUVENILES/ I_nclud_es e-PCR Ppr year 482.24(b); 9 CCR 9444, 22 CCR
Database / Electronic Patient Care 70751(c) & 71551(c); 22 CCR
Report Database 70751(c), 71551(c), 73543(a),
74731(a), 75055(a), 75343(a),
77143(a), W&I 14124.1; CMS Pub.
100-4, Chapter 1, Section 110.3
FIRE MARSHAL / FIRE PREVENTION
Annual Permits / Fire Code Permits . A ——
. . . . Minimum 2 Minimum 2
Fire / Fire / Special Event Permits / ears dars Yes:
Marshal & Explosives Permits / Fireworks y y ) Mag, Department Preference; GC
. FR-025 - ) Before
Fire Permits (assembly permits, candle Event Ppr 834090
Prevention permits, tent permits, fire hydrant -
use, open flame, etc.)
Fire Inspections / Business Life of the Life of the Required for the Life of the
. . PeCll Structure or “Structure or Structure or Activity, or Minimum 5
Fire / Fire Inspection Files / Occupancy o , I . .
Marshal & Inspections Activity, or Activity, or Mag, Yes: years for Approvals, Inspections,
Fire FR-026 P Minimum 5 Minimum 5 Mfr, OD, S/l After QC | Fires, Modification / Alternative
. " . S years, years, Ppr & OD | Methods or Materials; CFC 88
Prevention AK.A."Engine Inspections Whichever is ‘Whichever i 104.6 — 104.6.4
Longer Longer 1
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Ver 9.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-6

(ggggrgf gg?i%rsdz Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) Active | pecords | To@ Vitalp | Media [ I=import | g
(in office) Retention Options| M=Mfr
Center) _ S=Scan Imaged &
- QC'd

It the record Is not listed here, refer to the Retenton Tor 5|ty-W|de Stanaards

[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: Eltlgatlon, claims, complaints, puB IC recoras act requests, auars ana/or Investigations suspena normal retention perloas zretentlon Beglns aner set ement;.
e

Fire / Fire

Mars.hal & FR-040 Fire Citations / Notice of Violations Minimum 2 Minimum 2 Mag, Department Preference; GC
Fire years years Ppr 834090

Prevention

I\Ijlire /hFiIrg Fire | tigati A & Mag, Yes: | Department preference (Capital

agr: FR-027 C';‘;i :‘;eér'ign‘?‘e'gnosr;lyrson P P Mfr,OD,  S/1 | AfterQC |Crimes have no statute of

Prevention Ppr & OD |limitations); GC 834090 et seq.

Fire / Eire Minimum 5 Minimum 5

Marshal & FR-028 Fire Investigations - OTHER Than years years Mag, Department preference; GC
Fire Arson & Capital Crimes Ppr 834090 et seq.

Prevention

Fire / Fire Mag Yes:

Marshal & Fire Sprinkler Plans / Fire Alarm When When ' ) Department preference; GC

. FR-030 Mfr, OD, S/l After QC
Fire Plans / Hood Plans Superseded Superseded §34090 et seq.
. Ppr & OD

Prevention

Fire / Fire

Marshal & FR-031 Hazardous Materials Business Superseded Superseded Mag, Department Preference; GC
Fire Plans (HMBP) + 5 years + 5 years Ppr §34090

Prevention

Fire / Eire Minimum 2 Minimum 2

Marshal & FR-032 Public Information / Education years years Mag, Department Preference; GC
Fire (when produced internally) Ppr 834090

Prevention
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Ver 9.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-7

(ggggrgf gg?i%rsdi Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) Active | pecords | To@ Vitalp | Media [ I=import | g
(in office) Retention Options| M=Mfr
Center) _ S=Scan Imaged &
- QC'd

It the record Is not listed here, refer to the Retenton Tor 5|ty-W|de Stanaards

[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: Eltlgatlon, claims, complaints, puB IC recoras act requests, auars ana/or Investigations suspena normal retention perloas zretentlon Beglns aner set ement;.
I

Fire / Fire Minimum 2 Minimum 2
. years years
Marshal & FR-033 Weed Abatement / Vegetation Mag, Department Preference; GC
Fire Abatement Ppr 834090
Prevention
Fire / Fire Miniénum 2
Marshal & Weed Abatement / Vegetation years ; Mag,
Fire FR-O34 | pbatement LIENS P L Ppr GC 834090(a)
Prevention
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Ver 9.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-8

(ggggrgf gg?i%rsdi Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) Active | pecords | To@ Vitalp | Media [ I=import | g
(in office) Retention Options| M=Mfr
Center) _ S=Scan Imaged &
- QC'd

It the record Is not listed here, refer to the Retenton Tor 5|ty-W|de Stanaards

OPERATIONS / SUPPRESSION

[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. Litgation, claims, complaints, public recoras act requests, auans ana/or INVestgalions SUspend normal retention pernoas (retention begins aner setlement).

Lead Dept. FR-035 AQMD Permits (Generators, etc.) 5 years 5 years MP?)? 40 CFR 70.6; GC 834090
Minimum 2 Minimum 2
Daily Vehicle Inspections / Daily years years
Fire / Ops FR-036 Equipment Checks / Safety Ppr GC 834090
Equipment Inspections
Generator Operation Logs & _ Ma
Lead Dept. FR-037 Inspections - Fixed / Stationary 3 years 3 years P ? AQMD Rule 1470; GC 834090
Generators T P
Generator Operation Logs & Ma AQMD Rule 1470; Form
Lead Dept. FR-038 Inspections - Portable / 5 years 5 years P gr] 400-E-13a instructions; GC
Emergency Generators T P §34090
Yes: - .
Fire / Ops FR-039 Pre-plan Sheets When When Before Mag, Preliminary drafts; GC §34090 et
Superseded Superseded Event Ppr seq.
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ver. 8.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-1
ORfélg(()ergf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive & wm o ow Image: Destroy
Active Total ) Media | I=Import | Paper after
2
(OFR) (in office) (Records Retention . vital® Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

[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.

HUMAN RESOURCES

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

Human

HR-001
Resources

Benefit Plan Documents
(CalPERS, Optical, Dental,
etc.)

Duration of
the Contract
+ 6 years

-.Duration. of.
-the. Contract

. +.6years .

Yes: For
Duration of
Contract

Mag, Ppr

EEOC / ADEA (Age) requires
1 year after benefit plan
termination; Federal law
requires 6 years after filing
date for retirement; State Law
requires 2 years after action;
29 CFR 1627.3(b)(2); 29 USC
1027; GC §812946, 12960,
34090

Human

HR-002
Resources

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

Minimum 3
years

Minimum 3
‘years

Mag, Ppr

Bureau of National Affairs
recommends 2 years for all
supplementary Personnel
records; Wage rate tables are
1 or 2 years; State requires 2
years; 29 CFR 516.6, 29 CFR
1602.14, GC 8812946,
12960, 34090

Human

HR-003
Resources

Compensation Surveys &
Studies

Minimum 3
years

Minimum 3
‘years

Mag, Ppr

Bureau of National Affairs
recommends 2 years for all
supplementary Personnel
records; Wage rate tables are
1 or 2 years; State requires 2
years; 29 CFR 516.6(2), 29
CFR 1602.14, GC 8812946,
12960, 34090

Human

HR-003.1
Resources

COVID-19 Notifications to
Employees

3 years

3years

Mag, Ppr

LC §6409.6(k), GC §34090
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ver. 8.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-2
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive aow Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

[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.

Human
Resources

HR-004

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

Final
Disposition +
4 years

Final
Disposition +
4 years

Mag, Ppr

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

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 8812946,

12960, 34090

Human
Resources

HR-005

DMV Pull Notices (other than
Police & Fire)

When
Superseded,
or Upon
Separation

When
Superseded,
or Upon
Separation

Mag, Ppr

Department Preference; GC
834090

Human
Resources

HR-006

Drug & Alcohol Test Results
(All - Positives and Negatives)

5 years

5 years

Mag Ppr

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

Human
Resources

HR-006

EEO-4 Reports

3 years

3 years

Mag Ppr

29 CFR 1602.30; 29 CFR
1602.31, 29 CFR 1602.32;
GC §34090
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ver. 8.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-3
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive aow Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

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

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

Human Resources
Human Commission Minimum 2 Minimum 2 Department preference; GC
Resources HR-007 AGENDAS, AGENDA years years Mag, Ppr §34090
PACKETS
Human ggm;?slz;?‘ources Department preference; State
Resources HR-008 AUDIO RECORDINGS of 2 years 2 years Mag, OD Iéucl:v ggglggesqglrbes for 30 days;
Meetings / Audio Tapes -5(b)
Human Human Resources Mad. Mir
R HR-009 Commission P P Yes O[? ' P ' S No GC 834090
esources MINUTES & BYLAWS e
Human Humar_1 R_esources Minimum 2 Minimum 2° Department preference; GC
R HR-010 Commission Mag, Ppr 34090
esources SUMMARY OF ACTIONS years Phsk 8
Non-citizens must re-certify
periodically; Required for 1
year from termination or 3
years from hiring, whichever
is later; EEOC / FLSA / ADEA
Human HR-011 1-9s Separation + Separation + Mag Ppr l(lAge) requires 3 years for
Resources 3 years 3 years any other forms of
employment inquiry"; State
Law requires 2 -3 years; 8
CFR 274a.2; 29 CFR
1627.3(b)(1); GC 8812946,
12960, 34090
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Ver. 8.0

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES

Page HR-4

(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive S Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Eii?;?)s Retention . vital’ Options | M=Mfr Imaged &
S=Scan QC'd?

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

[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).

Minimum

Minimum

Department preference;
EEOC/FLSA/ADEA (Age)
requires 3 years for
promotion, demotion,
transfer, selection, or
discharge; State Law requires

Human HR-012 Job D.e.scrl.ptlons/ T Superseded Superseded Mag, Mir, S/ ves: After 4 years; retirement benefits is
Resources Classification Specifications oD, Ppr QC & OD L
+ 4 years + 4 years 6 years from last action; 29
CFR 1602.31 &
1627.3(b)(1), 8 CCR
§3204(d)(1) et seq., GC
§812946, 12960, 34090;
Labor Relations Files
Human HR-013 (Negotiation Notes, 5 years Minimum 5 | . Minimum 10 Mag, Mfr, S/l Yes: After |Department Preference; GC
Resources Correspondence, Interpretation years years oD, Ppr QC & OD |8§34090

of MOU Provisions,
Documentation, etc.)
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(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive aow Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
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e
If the record is not listed here, refer to the Retention for City-Wid(Etandards

[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.

Human
Resources

HR-014

Personnel Files - Background
Files (Fire, Executives,
Information Technology)

Separation +
6 years

Separation +

6 years

Mag, Ppr

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

Department Preference;
EEOC/FLSA/ADEA (Age)
requires 3 years for
promotion, demotion,
transfer, selection, or
discharge; State Law requires
4 years; 8 CCR
§11040.7(7)(C); 29 CFR
1602.31 & 1627.3(b)(1), GC
88§ 3105, 12946, 12960,
34090; 29 USC 1113; LC
81198.5

Human
Resources

HR-015

Personnel Files - Employee
File

Includes Application,
Evaluations, Policies, Oaths of
Office, PAFs (Personnel
Action Forms), etc.

Separation +
6 years

Separation +
6 years

Mag, Ppr

Department Preference;
statute of limitations for
retirement benefits is 6 years
from last action;
EEOC/FLSA/ADEA (Age)
requires 3 years for
promotion, demotion,
transfer, selection, or
discharge; State Law requires
4 years; 29 CFR 1602.31 &
1627.3(b)(1), GC

8§ 3105, 12946, 12960,
34090; 29 USC 1113; LC
§1198.5
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ver. 8.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-6
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive aow Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

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

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

Department Preference;
EEOC/FLSA/ADEA (Age)
requires 3 years for
promotion, demotion,
transfer, selection, or

Testing Analysis & statistical
Metric, Job Analysis, Rating
Sheets, Scantrons, etc.)

RSS”O’E‘:‘CZS HR-016 ;elzoﬂnnev';'ﬁség;va”ce Sif’aerzltr'so” " Sjpagg’” " Mag, Ppr discharge; State Law requires
9 y y 4 years; 29 CFR 1602.31 &
1627.3(b)(1), GC
88§ 3105, 12946, 12960,
34090; 29 USC 1113; LC
§1198.5
_\NhiEhever Whichever is Depart_me(rjlt preferenIC(_a; Files
Personnel Files - Medical File 'S onger. Longer: mal.ntalne separately;
Separation . Claims can be made for 30
(all employees) || Separation + X
+ 24 years; 30years; OR Yes: After years for toxic substance
Human . Separation + OR L Yes: Until | Mag, Mfr, L exposure; 8 CCR 5144, 8
HR-017 Pre-employment Medical o Termination . S Separation + .
Resources 6 years Termination ) Separation | OD, Ppr CCR 15400.2; 8 CCR
Clearances, ADA || of Benefits + 1 year
Accommodations. Respirator of Benefits 5 years 8§3204(d)(1) et seq., 29 CFR
o ons: P + 5 years 1910.1020(d)(1)(i), GC
T §812946, 12960, 34090; LC
§1198.5
Recruitment and Testing File .
Department preference;
(Includes Advertisements, EEO.C [FLSAI AD_EA (Age)
o L L requires 1-3 years; State Law
Applications for Unsuccessful Hiring Hiring . .
Human - . o - requires 4 years; 29 CFR
HR-018 Candidates, Interview Notes, Decision + 4 Decision + 4 Mag, Ppr
Resources 1627.3(b)(1), 29 CFR
Job Brochures, Test Data, years years

1602.14; 2 CCR 11013(c); 2
CCR 7287.0(c)(2), GC
§§12946, 12960, 34090
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ver. 8.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-7
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive aow Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

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

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

Human Studies & Surveys Conducted When No When No Preliminary drafts not retained
Resources HR-019 on Behalf of the City (Sick Longer Longer Mag, Ppr in the ordinary course of
Leave, Attrition, Benefits, etc.) Required Required business; GC 834090
L Not an Agency record /
Ve_rmcatlons of Employment, When No When No Content does NOT relate in a
Human Child Support, etc. (From .
HR-019.5 . Longer Longer Mag Ppr substantive way to the
Resources lenders or other outside ; : .
companies) Required Required con_duct of the public's
business; GC 834090 et seq
Human Workers Compensation Claim : Meets auditing standards; GC
Resources HR-020 Runs / Monthly Reports Syears 2 yeals Mag Ppr 834090
_\Nhlchever. Whichever is Department preference; Files
is Longer: : - ;
Separation Longer: maintained separately;
Workers Compensation Claims b .| Separation + Claims can be made for 30
/ Long Term Disability Claims + 20 years; 30 years; OR years for toxic substance
Human . . Separation + OR il Yes: Until | Mag, Mfr, Yes: After .
Resources HR-021 (Includes all Accident, Incident, 10 vears | Termination Termination Separation | OD. Por S QC & 0D exposure; 8 CCR 5144, 8
or Injury Reports from y of Benefits of Benefits +] P P CCR 15400.2; 8 CCR
Employees) + 5 vears 5 years 8§3204(d)(1) et seq., 29 CFR
y 1910.1020(d)(L)(i), GC
§812946, 12960, 34090
.
RISK MANAGEMENT
Accident / Incident / Injury
. ) Reports (Potential Claims - Department preference; CCP
Risk Manag. HR-022 medical and non-medical that 2 years Epe s Mag, Ppr §340.5, GC 834090
do not result in a claim.)

WEST COVINA, CA. ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted: 9/3/2024




ver. 8.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-8
(g‘gggrgf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive aow Image: Destroy
Active Total . Media | I=Import | Paper after
?
(OFR) (in office) (Records Retention . vital’ Options | M=Mfr Imaged &
Center) S=Scan | QC'd?

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

[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).

Risk Manag. HR-023

Claims

Resolution

5 years

Resolution +
5 years

Yes: Until
Resolution

Mag, Mfr,
OD, Ppr

Yes: After
Settled

Claim must be filed within 1
year, lawsuit within 2 years;
complaints against peace
officers within 5 years; Statute
of Limitations for contracts is
4 years; wrongful death for
construction is completion + 5
years; CCP 8§ 337 et seq_;
GC 8§ 911.2, 34090,
34090.6; PC §832.5(b)

Risk Manag. HR-024

Insurance Polices (City-owned
policies)

Mag, Mfr,
OD, Ppr

Yes: After
QC & 0D

Department Preference; GC
§34090

Risk Manag. HR-025

Claim Runs

5 years

5 years

Ppr

Department Preference; GC
834090

Risk Manag. HR-026

OSHA Logs - 200, 300, 301,
301A, OSHA Inspections or
Citations

5 years

5 years

Mag, Mfr,
oD, Ppr

Yes: After
QC & OD

Calif. Labor Division is
required to keep their records
7 years; OSHA requires 5
years; State law requires 2
years; ; 8 CCR 14300.33, 8
CCR 8§3203(b)(1), GC
§34090.7; LC §6429c

WEST COVINA, CA. ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted: 9/3/2024




Ver. 6.0

RECORDS RETENTION SCHEDULE:

INFORMATION TECHNOLOGY

Page IT-1

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

iy
-Retention

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

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

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

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

.
INFORMATION TECHNOLOGY

Backups / Computer Backups

- Whien No’

Used for Disaster Recovery
Purposes Only; Considered a

Information IT-001 (ALL Disaster Recovery Computer V\Il_giggo - _Coner - Yes Mag copy and can be des_troyed
Technology Backups Required . RéQuired' ’ Whe_n no longer required; tapes
S i s R are in autochangers and are
S R overwritten; GC §34090 et seq.
Information Network Configuration Maps & When No ) \_Nh_en )k Prel_lmlna_lry documents not
Technology IT-003 Plans Longer ) .I_:Qﬂ_ger: : Yes Mag. retalngd in t.he ordinary course
Required " Reguired- of business; GC §34090 et seq.
SRR For legal compliance for
UNALTERABLE MEDIA / SR Trustworthy Electronic Records
IMMUTABLE CLOUD BACKUP / . (when the electronic record
Information IT-004 WORM / DVD-r / CD-r / Blue Ray- p i P - oD serves as the official record);
Technology R or other UNALTERABLE S must be stored in a "safe and

MEDIA that does not permit
additions, deletions, or changes

separate location"; GC 34090,
12168.7, EVC 1550, CCR 22620
et seq..

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

Adopted: 9/3/2024




Ver. 11.0 RECORDS RETENTION SCHEDULE: PLANNING Page PL-1

Office of

Record Retention No. Records Description Retention / Disposition Comments / Reference
. Destroy
Inactive = i Image: Paper
Active - Total . Media I=Import
(OFR) . I\./ (Records iR Vital? . ! P after
(in office) - -Retéention: Options  M=Mfr
Center) [J:iiiiiiiiiie S=Scan Imaged &
g B 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).

Mag
. - . . ' Yes: After Department preference; GC
Planning PL-001 Administrative Reviews 5 years Mflr:;;?D, S/l QC & 0D §34090
. When No
Planning PL-002 Alcohol Beverage Contr.ol L.|cense Longer Mag, Ppr (Non-Records)
Applications (ABC Applications) X
Required
Annexations / Boundaries / Mag, Yes: After
Planning PL-003 Consolidations / LAECO 5 years Mflr:,)pOrD, S/l QC & OD Land Records; GC §34090
Mag, Yes: After Department preference; GC
Planning PL-004 Art in Public Places 5 years Mflr:,)p(?D, S/l QC & OD §34090
When No
Planning PL-005 Census, Demographics Longer Mag, Ppr i(;\lgrll-g)ecords - Census Bureau
Required i
. Minimum 2 - Minimum:2: Department preference; GC
Planning PL-006 Conceptual Plans years - years Mag, Ppr §34090
& 3 Mag, Yes: After Department preference; GC
Planning PL-007 Covenants 5 years P Mflr:,)p(?D, S/l QC & OD §34090
Mag, Yes: After Department preference; GC
Planning PL-008 Design Review Case Files 4 years Yes Mfll':,)p(?D, S QC & OD §34090
Design Review Subcommittee . Mag, Department preference; Original
. M 2 Yes: A L
Planning PL-009  AGENDAS & AGENDA '”g‘::] Mfr,OD,  S/I ;é’ . g%r Staff Reports are filed in the
PACKETS yeals — EiEERe Ppr project file; GC §34090
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Ver. 11.0 RECORDS RETENTION SCHEDULE: PLANNING

Page PL-2

(g‘gccgrgf Retention No. Records Description Retention / Disposition Comments / Reference
. Destroy
Inactive Image: Paper
(OFR) .ACtI\./e (Records Vital? Mgdla I=Import - tier
(in office) Options  M=Mfr
Center) S=Scan Imaged &
B 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.

Design Review Subcommittee : Mag,
Planning PL-010 MINUTES, BYLAWS & P Yes Mfr, OD, S No
RESOLUTIONS Ppr
. ) . - Mag,
. Design Review Subcommittee Minimum 2 Yes: After
PI PL-011 Mfr, OD I
anning 0 SUMMARY OF ACTIONS years L’,FS S gceop
Design Review Subcommittee
Planning PL-012 VIDEO RECORDINGS of 10 years Mag, OD
Meetings / Audio Tapes
Environmental Determinations:
Environmental Impact Reports Mag, Yes: After
Planning PL-013 (EIRs), Negative Declarations, etc.) P Mfr, OD, S '
QC & OD
Ppr
Inside City boundaries

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

Send originals to the City Clerk;
GC §34090.7

Department preference; GC
§34090

Department Preference; Video
recording of meetings are only
required for 90 days; GC
§834090.7, 34090

Usually filed in the project file;
Final environmental
determinations are required to
be kept a "reasonable period of
time"; 14 CCR 8§15095(c); GC
§34090
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Ver. 11.0 RECORDS RETENTION SCHEDULE: PLANNING Page PL-3

Office of

Record Retention No. Records Description Retention / Disposition Comments / Reference
. Destroy
Inactive Image: Paper
Active ) Media I=Import
(OFR) . “./ (Records Vital? . ! P after
(in office) Options  M=Mfr
Center) s=s Imaged &
=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).

Not all internal communications
and notes are required to be
saved; "E-mails that do not
provide insight into the project
Environmental Determinations: or the agency’s CEQA
Environmental Impact Reports compliance with respect to the
[(EIRs). Neaative Declarations. etc.) Project project — are not within the
. Approval or Mag, scope of section 21167.6,
Plann PL-013.1 . o
anning Correspondence and staff notes | penial + 2 Ppr subdivision (e) and need not be
that provide insight into the project years retained." Golden Door
or the agency’s CEQA compliance Properties, LLC v. Superior
with respect to the project Court of San Diego County
(County of San Diego, et al.,
Real Parties in Interest) (53
Cal.App.5th 733); PRC 21167.6:
GC 834090
Env?ronmental Determinations: Non-records; EIRs and Negative
Environmental Impact Reports When No . - .
. . . Declarations within the City
Planning PL-014 (EIRs), Negative Declarations, etc.) Longer Ppr . . .
- Boundaries are with the project
Required file
Outside City boundaries — ricicasiiiice
Mag, City Clerk Maintains all Agenda
. G | Plan, El ts and Yes: Aft
Planning PL-015 Arir;irdamerirs] ements an P Mfr, OD, S/ Qeg & OeDr Packets Permanently; GC
Por §34090.7
. . . Mag,
. Historic Preservation Survey, Yes: After Department Preference; GC
Pl PL-016 . . . P Mfr, OD, S/l
anning Evaluations and Designations |r3pr QC & OD 834090
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Ver. 11.0 RECORDS RETENTION SCHEDULE: PLANNING Page PL-4
Office of . I . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
. Destroy
Inactive Image: Paper
(OFR) .ACtI\./e (Records Vital? Mgdla I=Import - tier
(in office) Options  M=Mfr
Center) S=Scan Imaged &
B 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).
| H Mag, Yes: After Department preference; GC
Planning PL-017 Landscape Plans P Mflr:;;?D, S/l QC & OD §34090
Master Plans, Specific Plans, Land Mag, Yes: After Department Preference; GC
PI i PL-01 ' ' P Mfr, OD | ' '
anning 018 Use Plans, etc. i L’,S ST gce oD §34090
When No - SWhen No Preliminary drafts not retained in
Planning PL-019 Materials Boards Longer K iiilLonger::i: Mag, Ppr the ordinary course of business;
Required GC §34090
Model Home Marketing Plan Final . - _—
Planning PL-020 (Authorization to build Model Home Inspection of Mag, Ppr Prellmlnary praft, Final Building
) ) ST Plan is the final; GC §34090
prior to Final Approval) Model Home
. REREERERpREan. Department preference
Planning PL-021 Plan Checks 2 years ii2years: i Mag, Ppr (preliminary drafts); GC §34090
Planning Commission N ettt Mag, ) Department preference; Original
Planning PL022  AGENDAS & AGENDA M'ng“:;n 2 Mfr,OD,  S/I Eeé &AgeDr Staff Reports are filed in the
PACKETS y Ppr project file: GC §34090
Planning Commission Department preference; State
Planning PL-023 AUDIO RECORDINGS of 2years [ iii2yearsii Mag, OD law only requires for 30 days;
Meetings / Audio Tapes GC 854953.5(b)
Planning Commission Mag, - .
. I h lerk;
Planning PL-024  MINUTES, BYLAWS & p Yes  Mfr,OD, S No Zecr'g;;'(%gaf to the City Cler
RESOLUTIONS Ppr '
. I i Giiniihiniiniy Mag,
, Planning Commission Minimum 2 - Minimum 2 Yes: After Department preference; GC
Planning PLO25 SUMMARY OF ACTIONS years - years Mfl';’FSD’ ST qceop §34090
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PLANNING

Page PL-5

Office of
Record

(OFR)

Retention No.

Records Description

Retention / Disposition

. Inactive
Active (Records
(in office) Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper
after
Imaged &
QC'd?

Comments / Reference

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

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

Planning

Planning

Planning

Planning

Planning

PL-026

PL-027

PL-028

PL-029

PL-030

Planning Commission
VIDEO RECORDINGS of
Meetings / Audio Tapes

Planning Director Modification
Approvals

Planning Project Log of
Applications, Database
Planning Project Files -
Approved Permanent
Entitlements

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

Examples: Conditional Use Permits
(CUPSs), Correspondence, Design
Review, Parcel Maps, Planned Unit
Developments (PUD), Site Plans,

Tentative Subdivisions, Variances, Zone

Changes, etc.

Preliminary Review File

10 years

5 years P

Indefinite -
Permanent

3 years P

Minimum 2
years

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

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

Yes (all)

Yes

Mag, OD

Mag,
Mfr, OD,
Ppr

Mag

Mag,
Mfr, OD,
Ppr

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

Yes: After
QC & OD

Yes: After
QC & OD

Department Preference; Video
recording of meetings are only
required for 90 days; GC
§834090.7, 34090

Department preference; GC
§34090

Department Preference - Data is
interrelated; GC 834090

Department preference; Final
environmental determinations
are required to be kept a
"reasonable period of time"; 14
CCR 8§15095(c); GC8834090,
34090.7

Department preference; GC
§34090
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Ver. 11.0 RECORDS RETENTION SCHEDULE: PLANNING Page PL-6

(g‘gccgrgf Retention No. Records Description Retention / Disposition Comments / Reference
. Destroy
Inactive Image: Paper
(OFR) .ACtI\./e (Records Vital? Mgdla I=Import - tier
(in office) Options  M=Mfr
Center) S=Scan Imaged &
B 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).
l______________________________________________________________________________________________________________________________ ______________ ________________________________________________________|
Prospective Home Buyer's el Mag,
. L . Yes: After D f ;
Planning PL-031 Notification (where property is near P Mfr, OD, S/l Q(S: & ODr §:f§;gment preference; GC
the landfill) Ppr
Special Event Permits / Temporary
Entitlements / Temporary Permits Yes: Mag
) (Approved & Unapproved): Minimum 2 - ’ Yes: After Department preference;
PI PL-032 D Mfr, OD
anning 03 years 5322? L;? S QCce oD GC§§34090
Christmas Tree Lots, Pumpkin P
Lots, Banner Permits, etc.
Minimum 2 : Mlnlmumz Mag, Yes: After Department Preference; GC
Planni PL- ial i B R E Mfr. OD : '
anning 033 Special Studies years A s Ier(? , S QC & OD §34090
Mag, Yes: After Department preference; GC
Planning PL-034 Zoning Compliance Letters 5 years P Mflr:,)p(?D, S/l QC & OD §34090
Zoning Maps (Historicall Mag, Department Preference; GC
Planning PL-035 oning Map y P Yes(al) Mfr,OD, S No P '
Significant) Ppr §34090.7
Zoning Ordinance Amendments Mag, Yes: After Department Preference
Pl i PL- . ' P Y Mfr, OD, I ) .
anning 036 Reclassifications / Zone Change es LFS S/ lyear (copies); GC §34090.7
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Ver. 13.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-1

(ggggrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive 1.7, .. Image: Destroy
Active - -Total- i Media I=Import | Paper after
o ?
(OFR) (in office) (EZE?;?)S - Retention vital’ Options M=Mfr | Imaged &
_ - - g 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).

POLICE CHIEF / ADMINISTRATION

Police / Carry Concealed Weapon Expiration + Expiration + Department preference; GC
Chief/ PD-001 Permits (CCW Permits) - 2p . g Sl Mag, Ppr §3£090 ¢ b '
Admin. APPROVED years _t2years - et seq.
Police / Carry Concealed Weapon RS R .
Chief/ PD-002 Permits (CCW Permits) - 2 years . 2years Mag, Ppr ggfggometm preference; GC
Admin. DENIED ot et seq.
Police / When When:
X . . Superseded, Superseded Department Preference; GC
ig:ﬁ;‘n/ PD-003 DMV Pull Notices - Police Only or Upon _“ar'upon” Mag, Ppr §34090
) Separation . Separation
Police /
Chief/ PD-004 Neighborhood Watch 2 years . T2yedrs” Mag GC 834090 et seq.
Admin. e
Personnel Files - Police
Police / Department Employees (By . ot City preference; 29 CFR 1602.31
Chief / PD-005 | Employee) Segar:;':)sn " §92qr:§:)sn_+ SeBngt?on Mag, Ppr & 1627.3(b)(1), GC §§ 3105,
Admin. Including Evaluations, PAPS, y b 12946, 12960, 34090
Oath of Office, Policies, etc. i i
CAD / DISPATCH
Department Preference
Audio Recordings or Tapes - (consortium standard); (legally
e s sk ™ i " e a0 ™ o
Commun. P 180 days " 180 days. 9 P

Communications Dispatch Tapes
(CAD) / MDT / Chat messages

some circumstances), GC
8834090, 34090.6
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Ver. 13.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-2

Og(f;((::srgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive |- .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
P ?
(OFR) (in office) (Eii(t);?)s - Retention vital Options M=Mfr | Imaged &
- - - i S=Scan QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

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

PO“Ce/. Administrative Citation Hearings / Mlnlm_um _Mlnlmym_ Yes: Until Department preference; GC
Community PD-007 Hardship Waivers Resolution + Resolution + Resolution Mag, Ppr §34090
Enhance. P 2 years 2 years
Code Enforcement / Abatement SsCineC
Case Files / Administrative S e Department preference; Case is
Police / Citations / Vehicle Abatement Minimum - Minimum . . P ) p !
. . ..o .} Yes: Until open until satisfactorily resolved
Community PD-008 (Includes appeals and Code Resolution + Resolution + . Mag, Ppr .
Enhance Enforcement Complaint Letters) 2 years ‘2years’ Resolution (some cases are not resolved);
' P y g CFC §104.3.4, GC §34090
Excludes Liens (Send to City Clerk)
Police / Indefinite - _Indéfinite = Data Eields / Records are
Community PD-009 Code Enforcement Database Minimum 2 Minimum 2 Yes Mag . .
A interrelated; GC 834090
Enhance. ears ears -
Police / Drone (Unmanned Aerial When No . WhenNo Does' not recorq regular and
Detectives PD-009.5 Vehicle) Recordings Longer - Longer - Mag ongoing operations; GC
9 Required Required- §34090.6 et seq,
RE o Informant information; Does not
. - e et e contain criminal intelligence
Pohcg / PD-010 Informant Files Minimunm 5 “Minimum 5 Mag, Ppr information concerning
Detectives years - .years.

individuals; Department
preference GC §34090
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Ver. 13.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-3

Og(f;gsrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive |- .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
P ?
(OFR) (in office) (Eii?;?)s - Retention vital’ Options M=Mfr | Imaged &
- - - i S=Scan QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Lit

Police /
Detectives

igation, complaints, claims, pu

PD-011

Intelligence Files (Criminal
Intelligence Files)

No Longer
than 5 years

.No Longer
than5.years

Mag, Mfr,
OD, Ppr

Yes: After
QC & OD

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

Files contain criminal intelligence
information concerning an
individual only if there is
reasonable suspicion that the
individual is involved in criminal
conduct or activity and the
information is relevant to that
criminal conduct or activity.
Misleading, obsolete or
unreliable information is required
to be destroyed; remaining
records must not be retained

longer than 5 years; 28 CFR
23.20(h); GC §34090

Police /
Detectives

PD-012

Investigation Files and Arrest
Files

Transfer to
Records

"Transfer to
" .Records.

Mag, Ppr

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

Police /
Detectives

PD-013

Narcotics Buy Fund Logs

2 years

. 2years’

Mag

GC 834090 et seq.

Police /
Records

PD-014

Pawn Slips

2 years

-2 yedrs :

Mag, Ppr

Department Preference to
provide information to other
agencies; Non-records used for
investigations; Originals entered
into the State Automated
Property System; most agencies
retain for 2 years; GC §34090

Police /
Detectives

PD-015

Regulatory Permits &
Backgrounds (Solicitors,
Massage, Taxi, etc.

Expiration +
2 years

.
POLICE INFOR

Expiration +
.2 years .

———
MATION TEC

Mag, Ppr

Department preference; GC
834090 et seq.

I
HNOLOGY
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Ver. 13.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-4

Og(f;((::srgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive |- .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
P ?
(OFR) (in office) (Eii(t);?)s - Retention vital Options M=Mfr | Imaged &
- - - i S=Scan QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims, pu

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

I Rl Used for Disaster Recovery
Police / Backups - Computer Backups When No e Purposes Only; Considered a
i (ALL Disaster Recovery 7 L copy and can be destroyed when
Information PD-016 Computer Backups) Longer s Longer » ves Mag. no longer required; tapes are in
Technology (Police Only) Required . R_eqwred- autochangers and are
: g overwritten; GC §34090 et seq.
Video Recordings - Public
Police / éﬁgl\i/;txr(faiorest,cl-;allway& Parks, When No " WhenNo. Does not record regular ongoing
Information PD-018 T Longer " . Loniger . Mag operations of the City; GC
Technology See City Clerk's schedule for City Required R.eql:Jlreid_ 834090.6(a)
Council Video Recordings - -
JAIL
Police / Jall PD-019 Bail Receipts 2 years T 2years Mag, Ppr GC 834090
Police / Jall PD-020 Jail In-Custody Rosters 2 years T 2years . Mag, Ppr GC 834090
Police / Jail D021 | Y2l Video Recordings (Jail 1 year " Ayear Mag GC §34090.6(a)
surveillance, security) St
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RECORDS RETENTION SCHEDULE: POLICE

Page PD-5

Og(f;gsrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive |- .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
P ?
(OFR) (in office) (Eii?;?)s - Retention vital’ Options M=Mfr | Imaged &
- - - i S=Scan QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

[Retentions begin when the act is completed, and imply a full file folder (e.g. 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).
Logs & Inspections: Activity, TSI
Custody Logs & Lists, Daily
Counts, Daily Food Services,
Freezer Temperature Forms,
Goof Inspection, Kitchen Utensil
. . Inventory, Handcuff Log, Tool SARNP s
Police / Jall PD-022 Log, Jail incident Lob, Drain 2 years .?ygars - Mag, Ppr GC 834090
Flush Log, Jail Key Log, Shift
Change Checklist, Duress Alarm
Log, Safety & Sobering Cell
Logs, Secure Juvenile Logs,
Security Checks, Visitor Logs
Police / Jall PD-023 Medical Screen Forms, Sheets 2 years -2 years - Mag, Ppr GC 834090
Police / Jall PD-024 Monthly Counts, Official Counts 2 years -2 yeafs - Mag, Ppr GC 834090
Police / Jall PD-025 Scl)thrsnlge Agencies Pre-booking 2 years 2 years Mag, Ppr GC 834090
Police / Jail  PD-026 ZE)EQ&(ESSO” Rape Elimination |5 years - 2years Mag, Ppr GC §34090
Police / Jall PD-027 Property Sheets 2 years -2years . Mag, Ppr GC §34090
ATROL
Police / S
Patrol PD-028 Beat Sheets 2 years - 2 years l Mag, Ppr GC 834090
. . . R 3 years is required for animal
Police / PD-029 (Fif:)ng;?zfm(i?lltle(;e/ ?I'fz;\llr:::r?gtl):(ljlzz) Separation + ?Separ:atjdnﬁ Mag, Ppr care / treatment records; FA
Patrol Animal Files ' 3 years "~ .3years. ' §32003(e), PC §597.1(d); GC
fisiiidin s 834090 et seq.
Police / Canine (Po!ice Serv@ce Dogs) Eiid e e
Patrol PD-030 Program Files: Action Reports, 2 years T 2years . Mag, Ppr GC 834090 et seq.

Monthly Reports
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Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-6
Og(f;gsrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive 1 -7 .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
L. 2
(OFR) (in office) (Eecords - Retention vital’ Options M=Mfr | Imaged &
- - - enter) § - - - - S=Scan | QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

[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).
T Department preference;
Police / . . TE st Preliminary drafts not retained in
PD-031 Officer Daily Lo 2ye -2 years - May . .
Patrol cer Laly Logs years e y -rs- g the ordinary course of business;
GC 834090 et seq.
Plfelllt?g'/ PD-032 PAS Device Calibration Logs 2 years - 2 yéars - Mag, Ppr GC 834090 et seq.
Police / . ) ST
Patrol PD-033 Ride-A-Long Waivers 2 years 2 years - Mag GC 834090 et seq.
Preliminary drafts not made or
iy retained for the purpose of
Police/ . Minimum 2 -Minimum 2 Mag, Mfr, Yes: After | preserving the informational
Patrol PD-034 Special Events / Ops Plan years - years - OD, Ppr S/l QC & OD | content for future reference; GC
e §34090, GC 8§6252; 64 Ops. Cal.
Atty. Gen. 317 (1981))
PF?;;;/ PD-035 g’jm(r:a%gr? técgéolfgsd ar 2 years : 2 yeérs Mag, Ppr GC 834090 et seq.
Department preference;
Police / Vacation House Checks / Extra Uil L] Preliminary drafts not retained in
Patrol PD-036 Patrol Requests 2 years 2 }@‘Q@ . Mag the ordinary course of business;
GC 834090 et seq.
e Department preference;
Police / S e Preliminary drafts not retained in
Patrol PD-037 Watch Commander Logs 2 years e 2 years Mag the ordinary course of business:
SRR GC 834090 et seq.
- .
PROFESSIONAL STANDARDS UNIT
e e
Police / PD-038 Directives / Ger?eral Orders / Superseded Superseded Mag, Mfr, S/l Yes: After | Department Preference; GC §
PSU Lexipol (Department Policies and Minimum 2 Minimum 2 OD, Ppr superseded | 34090 et seq.
Procedures) years . years,
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Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-7
Og(f;gsrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive 1 -7 .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
L. 2
(OFR) (in office) (Eecords - Retention vital’ Options M=Mfr | Imaged &
- - - enter) § - - - - S=Scan | QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

[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).
i Consistent with Lexipol Policy;
State requires for at least 5 years
Internal Affairs Investigations - for civilian complaints; other
Individual Officers / Complaints State & Federal laws require
Against Officers WITHOUT il retention until final disposition of
Sustained Finding of . G formal complaint; State requires
Police / Misconduct as defined in PC Final o 2 ft tion is taken;
PD-039 Disposition + Disposition 4 Mag, Ppr years afier action 1S taxen,
PSU 8832.7 : : Statute of Limitations is 4 years
5 years .Syears . .
R after the discovery of the offense
(May include criminal acts, moral for misconduct in office; PC
turpitude, complaints generated §8801.5, 803(c), 832.5; EVC §
from a civilian 1045(b)(1), GC 8812946, 12960,
34090; VC §2547
Internal Affairs Investigations -
oulice 'IAnd|\./|dltje(1:I)fo?ff|cer€V/r(r3Homplalnts Final Findl. *
ole PD-039 | ool HEErS, Disposition + Disposition-4 Mag, Ppr PC §832.5) ; GC §34000;
PSU Sustained Finding of 15 vears 15 vears:
Misconduct as defined in PC y i _y. it
8832.7 T
Police / o Incident + 2 Incident + 2 Department preference; GC
PSU PD-040 Internal Pursuit Critiques years years- Mag, Ppr §34090 et seq.
PgllScUe / PD-041 Pitchess Motions Notifications 2 years 'éyéaré : Mag, Ppr GC 834090
Police / Gl
PSU PD-042 Press Releases 2 years _"2years - Mag, Ppr GC 834090
Police / e iR e i
PSU PD-043 Range Qualifications 2 years _-2years - Mag, Ppr GC §34090
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Ver. 13.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-8

Og(f;gsrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive |- .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
P ?
(OFR) (in office) (Eii?;?)s - Retention vital’ Options M=Mfr | Imaged &
- - - i S=Scan QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

Police/
PSU

HOLDS: Lit

PD-083

igation, complaints, claims, pu

Report of data regarding the
number, type, or disposition of
complaints made against its
officers (optional)

2 years

2 years -

Mag, Ppr

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

GC 834090 et seq.

Police/
PSU

PD-084

Report to the State Commission
on Peace Officer Standards and
Training (POST Commission) of
peace officer employment,
compliant, finding, disposition, or
judgement pursuant to 8PC
13510.9

2 years

. 2years’

Mag, Ppr

GC 834090 et seq.

Police /
PSU

PD-044

Use of Force Review (Not as a
result of a civilian complaint, and
not resulting in death or in great
bodily injury.)

Incident + 2
years

:Inc:ide:nt + 2
- years -

Mag, Ppr

Department preference; GC
§812946, 12960, 34090
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Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-9
Og(f;((::srgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive 1 -7 .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
L. 2
(OFR) (in office) (I(?:ecords - Retention vital’ Options M=Mfr | Imaged &
- - - enter) § - - - - S=Scan | QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

[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).
PROPERTY & EVIDENCE

Police / Follows the :F'o:llovivs {he
. Retention Retention o Mag, Mfr, Yes: After 1| Department Preference; GC
Pro_perty& PD-045 Crime Report Photos Period of the the - oD, Ppr S/lI year §34090
Evidence . =EE el
Evidence Evidence:
Police / . .
Property & PD-046 | Forfeiture Notification 5 years . 5years Mag, Ppr Per DOJ .Equnable Sharing
h i oAbt Program; GC §34090
Evidence
Police / Gun and Narcotics Destruction Minimum 2 Mlmmum 2 Department Preference; GC
Property & PD-047 Log (Documents related to) ears T years’ Mag, Ppr §34E)090 '
Evidence g y | years .
Police / HEE
Lost & Found Property PS4 U
Pro_perty & PD-048 (Documents related to) 2 years : _2 yea‘rs _ Mag, Ppr GC 834090
Evidence
Police / S e S e
Property & PD-049 Property & Evidence Logs 2 years _"2years - Mag, Ppr GC 834090
Evidence AL,
Police / LT
Property & PD-050 Property Auctions 2 years _"2years - Mag, Ppr GC 834090
Evidence st
E———
RECORDS
. Citations & Notice to Appear - - HiEnanai .
Police / PD-051 Parking, Marijuana / Cannabis, & Minimum 3 =I\_/I|=n|_mu_rr=1 3 Mag, Ppr Department preference; GC
Records Movi years _years” | §34090 et seq.
oving
. sl Department preference (the
. Citations - Payment Plans for Fu.IIy Paid, I_:u.lly Rald, Statute of Limitation for
Police / . . o Written off, ‘Written off, - )
Records PD-085 outstanding parking citations or Foraiven g Mag, Ppr collections is 5 years from the
received by indigent persons +5 9 i giver date of the last violation); CVC
years © o years 40222(b); GC §34090
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Ver. 13.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-10

Og(f;gsrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive |- .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
P ?
(OFR) (in office) (Eii?;?)s - Retention vital Options M=Mfr | Imaged &
- - - i S=Scan QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
CRIME REPORTS / INCIDENT e Department Preference; DOJ
REPORTS: . retains CACI (Child Abuse
Police / s Mag, Mfr, Yes: After 3| Central Index) information for
Records PD-052 ALL, Except for those P ~P . Yes OD, Ppr SN years adults 100 years; Penal Code,
Specifically Mentioned Health & Safety Code, GC§
Elsewhere (mandated purges) 34090
CRIME REPORTS / INCIDENT
REPORTS: Individual petitions District
. R . Attorney; Law Enforcement
Police / Factually Innocent Petition Date of e ves: Mag, Mfr Yes: After 3| concurs that person is factuall
PD-053 Accepted Records Sealed Arrest+ 3 Arrest+ 3 Before g M, SIM/I ' . P y
Records h . . -, OD, Ppr years innocent, then seals record
Pending Destruction - Except years - years - [ Disposition N " ] )
. . o bl ("Shall" Destroy); GC §34090;
those with outstanding stolen » i e
. L PC §851.8(a)
property, including firearms, or
lost firearms
CRIME REPORTS / INCIDENT
REPORTS: Firearm ‘ ‘I;ifeéfrﬁ :
Police / T T Mag, Mfr, Yes: After3 .
Records PD-054 Firearms entered into CLETS Found or .Foupd. .or Yes oD, Ppr S/IM/I years PC8 11108.2(b); GC§ 34090
(if not Permanent Retention) - Recovered F_(ecpvgre(_i
Found / Recovered Firearms
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Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-11
Og(f;gsrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive 1 -7 .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
L. 2
(OFR) (in office) (Eecords - Retention vital’ Options M=Mfr | Imaged &
- - - enter) § - - - - S=Scan | QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

[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: Lit

igation, complaints, claims, pu

CRIME REPORTS / INCIDENT
REPORTS:

Misdemeanor or Infraction -

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

. Adult Marijuana / Cannabis - sy Yes: . . " . .
Police /| ppos5 | Hes §11357(b)(c)(d)(e) or H&S | 2 years 2vears | Before | MAGMIN gy, | Yes: After2) ("Shall’ Destroy); H&S §11361.5;
Records y . : AR . " OD, Ppr years GC §34090

§11360(b) (with procedure in Disposition
H&S §11361.5) - Except those
with outstanding stolen property,
including firearms, or lost
firearms
CRIME REPORTS / INCIDENT
REPORTS: L
Conviction Conviction
. Misdemeanor or Infraction 4 orArrest (if or Arrest (if Yes: ) (Courts and other Agencies
ng(l:lgfd; PD-056 |Juvenile Marijuana / Cannabis No No- : Before I\éaDg, '\PA; SIM/ YesyeAait:rZ "Shall" Destroy); H&S §11361.5;
- H&S 811357 - Except those | Conviction) Conviction) | Disposition ' GC §34090
with outstanding stolen property, | + 2 years " +'2years.
including firearms, or lost T
firearms
CRIME REPORTS / INCIDENT
REPORTS:
Police / Misqemeanor or Infrgction Offender is -Offender is Mag, Mir Yes: After 2 (Courts and other Agencies
Records PD-057 Marijuana / Cannapls 18 Years - 18 Years Yes oD ’ Ppr, SIM/ years "Shall" destroy); H&S8 11361.5
§11357(d) - Juvenile on School ol - - 0d - ' et seq., 11357(d)

Grounds during School Hours
(with procedure in
H&S §11361.5)
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Ver. 13.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-12

O£f: £
Tt OT

Record

(OFR)

Retention No.

Records Description

Active
(in office)

Inactive

(Records
Center)

Retention / Disposition

= otala
‘Retention.

Vital?

Media
Options

Comments / Reference

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

S=Scan QC'd?

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

Police /
Records

Police /
Records

Police /

Records

Police /
Records

Police /
Records

PD-058

PD-058.1

PD-058.5

PD-059

PD-060

CRIME REFPORTS/7TINCIDENI
REPORTS:

Sealed Adult, Juvenile and
Ward Cases - Except those with
Childhood Sexual Assault Child
Abuse or Severe Neglect,
(Substantiated), outstanding
stolen property, including
firearms, or lost firearms

CRIME REPORTS /INCIDENT
REPORTS

Sealed Juvenile and Ward
Cases - Childhood Sexual
Assault

CRIME REPORTS /INCIDENT
REPORTS:

Vacatur Relief Granted by
Court - Victim of Human
Trafficking (Nonviolent
Crimes)

Crime Statistics / National
Incident-Based Reporting
System (NIBRS) / Uniform
Crime Reports (UCR) -
Summaries (BCS)

Due Diligence Reports (for
warrants)

Sealing Date
+ 5 years

(Or Court
Order)

Age of
Majority + 22
years

Court Order

+ 1 year

2 years

2 years

Sealing Date Yes:
i+ 5 years (or | Before
Court Order) |Disposition
p———
. "Ageof ] Yes:
Majority + 22 | Before
.~ yéars .~ JDisposition

l¢o@rt Qrder

+ Tyear -

. 2years .

2years

Mag, Mfr,
OD, Ppr

Mag, Mfr,
OD, Ppr

Mag, Mfr,
OD, Ppr

Mag, Ppr

Mag, Ppr

Sealed records for juveniles and
wards of the Court must be

SIM/I Yes destroyed 5 years after sealing
After date; CCP §8340.1, GC §34090;
3 W&I §8389(a), 781(d)
years

CCP §8340.1, GC §34090

Individual petitions Court ("Shall"

SIM/I Destroy); GC §34090; PC

Yes: -
After 88236.14(k); 236.15(k)

years

Filed on line with the State; GC
834090

GC 834090

WEST COVINA, CA. ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-13
Og(f;gsrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive 1 -7 .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
L. 2
(OFR) (in office) (Eecords - Retention vital’ Options M=Mfr | Imaged &
- - - enter) § - - - - S=Scan | QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

[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).
. . _ , iR AT Department preference;
Police / Field Investigation Cards (FI's) - ! . ]
Records PD-061 After Entry into RMS 5 years - _?y@rs i Mag, Ppr SP(;gllmlnary Drafts; GC§ 34090 et
Department preference;
Police / . b Preliminary drafts not retained in
Records PD-062 Logs: Arrest Packet, JDIC 2 years » <2years - Mag the ordinary course of business;
GC 834090 et seq.
Police / PD-063 |NCIC Validati 2 LDy Mag, P GC §34090
Records - alidation years -2 years . ag, Ppr
Lexipol Section 446.10.1 requires
Police / Officer Recordings: Mobile g 1 year; Those segments of
PD-064 Audio Video (MAV) Recordings - 1 year . lyear . Mag videos that are determined to be
Records . ) . .
that are NOT evidence evidence are retained as
evidence; GC §34090.6 et seq.
Indefinite - _ Indefinite~-
. Follows - Follows - .
RP ollcz/ PD-065 Police RMS Database Retention of Retention of Yes Mag D ?ta Flletldz_/ ggcgéizgge
eeores the Crime the-Crime- Interrelated;
Report ~ - Report -
il Department preference; Pursuant
) to PC 8457.1 et seq.; required to
Police / . . : Mag, Mfr, Yes: After 5| register for life; If released from
Records PD-066 Registrants: Arson - Adults 5 years P P : oD, Ppr S/ years CYA, records are destroyed after
age 25 or sealing pursuant to
W&I §781; GC §34090.7
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Ver. 13.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-14

OF::;(;gf Retention No. Records Description Retention / Disposition Comments / Reference
Acti Inactive | - -T'o;a'l - Medi llrlnage: PDestrofy
ctive Aot ; . edia =Import | Paper after
(OFR) inoffice) | (ReCOrdS ¥ petention | V17 | ontions | M=mfr | Imaged &
Center) | - - - - S=Scan | OC'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.
[OLDS. Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
. __________________________ _________ ________________________________________|
i At Pursuant to PC 8457.1 et seq.; If
Police / Registrants: Arsop - ngeniles Agg 25 or ‘Ag'_e_ 25 or. Mag, Mfr ves: After released from CYA, records are
Records PD-067 released from California Youth  |Sealing Date Sealing Date oD ' Ppr’ SIM/I QC & OD destroyed after age 25 or sealing
Authority + 5 years +5 years ' pursuant to W&l §781; GC
il §34090.7
. - i ) Department Preference
:;l:ﬁredls PD-067.2 |Registrants: Gang Adults M“;/Igl:;n > -er;(:;ls?? I\/Ioag, :;/l;rr S/l \éeg.&AgeDr (registration pursuant to PC
Sy ’ 186.3(a)); GC §34090
Department Preference
. . Sealing Datel . (registration pursuant to PC
Isgcl:lc():red/s PD-067.3 |Registrants: Gang Juveniles Siagr;gezite BIHE y?ears I\/Ioag, :;/grr S/l \gg'&AgeDr 18R 2a)\ Racnrds are dactroved
A ' pursuant to W&l §781;GC
§34090
Department Preference;
:;;'g%g PD-068 Registrants: Narcotic 5 years - Syears Mag, Ppr ?:f::ggog;zggg?:zdsfg;15590
et seq., H&S §11594(a)
NI Department Preference; After
.- 2021, Offenders can petition
Police / PD-069 Registrants: Sex Offenders - p P - Mag, Mfr, SIMI Yes: After |Court for removal 10 or 20 years
Records Adults . i OD, Ppr QC & OD |after offense, provided there are
no subsequent offenses;
Pursuant to PC §290 et seq.
Department preference; After
P Ll Pel 2021, Offenders can petition
Police / Registrants: Sex Offenders - or Sealing iqr-SheaIJng_ Mag, Mfr, Yes: After Court for removal .10 or 20 years
Records PD-070 ;= iies Date + 5 Date +5 oD, Ppr SIM/I QC & OD after offense, provided there are
years (or - years (or ’ no subsequent offenses;
Court Order) Court Order) Pursuant to PC §290 et seq.;
e W&I §781(d)
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Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-15
Og(f;gsrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive 1 -7 .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
L. 2
(OFR) (in office) (Eecords - Retention vital’ Options M=Mfr | Imaged &
- - - enter) § - - - - S=Scan | QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Police / When No * When No. Preliminary drafts not retained in
Records PD-071 | Repossession Notices Longer " _Longer Mag, Ppr the ordinary course of business,

Required - Required GC 834090

. STOP Source Data, Audit Log / .
Rpgchgzl PD-071.1 |Racial and Identity Profiling Act 3 years - 3years Mag, Ppr éégcgzzggzééiott CCR
ras (RIPA) Annual Report ittt ee%
Police / Subpoenas (Personal RN
Records PD-072 Appearance or Duces Tecum) 2 years . 2 A Mag, Ppr GC §34090
RPeOChc():'%é PD-073 | Subpoenas (Records) 2 years .2 years - Mag, Ppr GC §34090
Police / Video Recordings - Parking When No . Wh_en _No_ Does. not recorq relgular and
Records PD-074 Lots. Public Areas Longer Longer Mag ongoing operations"; GC
’ Required _ Required’ 834090.6
Police / Video Recordings - Police UERTSLAT Ai Records "regular and ongoing
Records PD-075 Operations 1 year ity _1y.earl | Mag operations"; GC §34090.6
Police / PD-076 W ts (Recalled or S d 2 . '2 e M Department preference;; GC
Records - arrants (Recalled or Served) years .2years . ag §34090 et seq.
I ——
TRAINING
L State Law requires 4 years after
. . the date of the employment _
Background File / Recruitment TE action taken: 8 CCR
Police / PD-077 File / Phycological - Police Separation + Separation H Mag. Por 811040.7(7)(C); 29 CFR 1602.31
Training Employees & Police 4 years " 4ryears 8. Fp & 1627.3(b)(1), GC 88
Volunteers (SUCCESSFUL) fhs s e 3105, 12946, 12960, 34090; 29
USC 1113
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Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-16
Og(f;gsrgf Retention No. Records Description Retention / Disposition Comments / Reference
nactive 1 -7 .". Image: Destroy
Active - -Total- ) Media | I=Import | Paper after
L. 2
(OFR) (in office) (Eecords - Retention vital’ Options M=Mfr | Imaged &
- - - enter) § - - - - S=Scan | QC'd?
If the record Is not listed here, refer to the Retention for City-Wide Standards

[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).
State Law requires 4 years after
Background File / Recruitment :ﬁigsﬁ;mg@ggﬂ%ggl &
Poli File / Phycological - Police - S ' '
olice / PD-078 ycological 4 yeas 4years Mag, Ppr 1627.3(b)(1), GC §§ 3105,
Training Employees & Police IR 12946. 12960. 34090-
Volunteers (UNSUCCESSFUL) ’ ’ ’
Police / - . A
Trainin PD-079 Training Bulletins 2 years .2 years . Mag, Ppr GC 834090
9 A
. N . When No . When'No
TPr ‘;i'r‘:ii’ PD-080 ggﬁ:&[‘j?ﬁj&gge Reservations, | | 5nger " Longer - Mag, Ppr Preliminary Drafts; GC §34090
9 T Required Required-
Police / EZVS;?:12|n|t:IE; ]EOQZE / Separation + Se -avrétéoln:+ Before City preference; 29 CFR 1602.31
Trainin PD-081 Department Traipnir)ll Files (B 2 ears - 2 éaré - | Separation Mag, Ppr & 1627.3(b)(1), GC 88 3105,
9 P 9 y y s P 12946, 12960, 34090
Employee) slidits
. - . When No When-No- Preliminary drafts not retained in
Police / Personnel Training Evaluations / mL e () ]y . . .
Traini PD-082 Dailv Ob tion R ; Longer - Longer - Mag, Ppr the ordinary course of business;
raining ally Dbservation Reports Required Required. GC §34090 et seq.
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ATTACHMENT NO. 2

HOW TO USE RETENTION SCHEDULES

©1995-2024 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

A legend explaining the information presented in the retention schedule; 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 soon as they are no longer required.

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

STRUCTURE: CITYWIDE, DEPARTMENTS & DIVISIONS

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

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

BENEFITS

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

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

* Reduce the cost of records storage

* Eliminate duplication of effort within the City

* Find records faster

* Easier purging of file folders

» Determine what media should be used to store records

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

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

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

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



RECORDS RETENTION SCHEDULE LEGEND

©1995 — 2024 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
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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.

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: How long the file remains in the immediate office area (guideline)
Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)
Total Retention: The total number of years the record 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.

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

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

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

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

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 (legal requirements) 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, and other legal
mandates apply. Includes all electronic records which are to serve as the Official Record.

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

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

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

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

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

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

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

W&I: Welfare & Institutions Code (CA)



Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-1
Office of . g . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive . Image: Paper
(OFR) . ACtIYe (Records Tota_l Vital? Me.dla I—In_1port after
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
Qc'd?

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

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

CITY-WIDE (Used by All Departments)

Accident, Incident, Injury . .
Human reports: PUBLIC & Copies - Copies -
Resources / i . . When No When No Mag, Copies retained for reference;
. CW-001 EMPLOYEES, with associated
Risk . . Longer Longer Ppr GC §34090.7
MSDS, if a chemical was . >
Management . Required Required
involved
Accounts Payable, Invoices,
Petty Cash, Warrant Requests, Copies - Copies - All original to Fi
. Travel Reimbursement, etc. When No When No [ Yes: Before Mag, originals go o Finance
Finance CW-002 (these are copies); GC
Longer Longer Payment Ppr §34090.7
ALL backup is forwarded to Required Required '
Finance
Brown Act challenges must be
Affidavits of Publications / filed within 30 or 90 days of
Public Hearina Notices / Legal Mag, action; Statute of Limitations
Lead Dept. CW-003 . g Motie 9 2 years 2 years Mfr, OD, on Municipal Government
Advertising / Affidavits of . . )
. Ppr actions is 3 - 6 months;-CCP-
Posting i
§§337-etseq;349.4; GC
§8§34090, 54960.1(c)(1)
Copies - Copies - Mag
. Agenda Packets / Staff When No When No ’ Yes: After
City Clerk CW-004 Reports: City Council Longer Longer Mir, OD, S QC & OD GC §34090.7
? . Ppr
Required Required
Copies - Copies - . . .
. Agreements & Contracts ALL When No When No Mag, Yes: Up(_)n Ensu.re. the City Clerk riecelves
City Clerk CW-005 Mfr, OD, S Completio all original agreements; GC
ORIGINALS Longer Longer
i . Ppr n §34090.7
Required Required
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
Office of . g . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive . Image: Paper
(OFR) . ACtIYe (Records Tota_l Vital? Me.dla I—In_1port after
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
Qc'd?

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

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

Lead Dept.

CW-006

Agreements & Contracts:
ADMINISTRATIVE FILES
(with Grant Funding)

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

Completion

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

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

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

Yes: Before
Completion

Mag,
Mfr, OD,
Ppr

S/l

Yes: Upon
Completio
n

Some grant funding agencies
require audits; Statute of
Limitations for Errors &
Omissions is 10 years;
Published Audit Standards=4-7
years; Statute of Limitations:
Contracts & Spec's=4 years,
Wrongful Death=comp. + 5
years, Developers=comp. + 10

years;-Statewide-guidelines-

srecoootornainntene o ne
2 CFR 200.334; CCP §337 et.
seq., 21 CFR 1403.36 &
1403.42(b); 24 CFR-85:42-
91.105(h), 92.505, &
570.502(a), 28-CFR-66.42;-29
CFR 97.42: 40 CER 3442 44-
OMB Circular A-133GC
§34090; GC §8546.7
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.| Destroy
. Inactive . Image: Paper
(OFR) . ACtIYe (Records Tota_l Vital? Me.dla I=Import after
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department". If you are the OFR, refer to your department retention schedule.

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

Agreements & Contracts:
ADMINISTRATIVE FILES

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

Covers E&O Statute of
Limitations (insurance
certificates are filed with
agreement); Published-Audit-
Standards=4-7-years;-Statute

Contracts

. . Mag, Yes: Upon e
Lead Dept. ~ CW-007  (Correspondence, Project Completion = 10years | COMPletion+jYes: Before o 'an | ) completio O Limitations: Contracts &
. . . 10 years Completion Spec's=4 years, Wrongful
Administration, Project Ppr n —
- Death=comp. + 5 years,
Schedules, Certified Payrolls, Developers=comp. + 10 vears:
Invoices, Logs, RFP, etc.) S p . .p. Y ’
termination+5-years; CCP
§337 et. seq., GC §34090
Agreements & Contracts:
UNSUCCESSFUL BIDS,
UNSUCCESSFUL The RFP / RFQ and the
PROPOSALS or RESPONSES Mag, successful proposal becomes
Lead Dept. CW-008 to RFPs (Request for 2 years 2 years Ppr part of the agreement or
Proposals) and/or RFQs contract; GC §34090
(Request for Qualifications)
that don't result in a contract
Audits / Audit Reports / Annual . .
) A . Copies - Copies -
Comprehensive Financial When No When No Ma
Finance CW-009 Report (ACFR) CAFR— 9 Copies; GC §34090.7
o ) Longer Longer Ppr
: . Required Required
Financial-Reports
CW-010 Bids: See Agreements &
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. | Destroy
. Inactive . Image: Paper
(OFR) . Actl\./e (Records Tota.l Vital? Me.dla I—ITport after
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
Qc'd?

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

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

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

Boards, Commissions, &
Committees: City Council .
. Subcommittees Mag, All recommendatlops are
Staffing Dept. CW-011 2 years 2 years presented to the City Council;
Ppr GC §34090 et seq.
(Composed solely of less than
a quorum of the City Council)
Boards, Commissions, &
) Committees: Employees Staff Mag,
Staffing Dept. CW-012 Meetings / Department Staff 2 years 2 years Ppgr GC §34090 et seq.
Meetings
Boards, Commissions, &
Comml.ttee.s: External When No Vhor No
CW-013 Organizations Longer Longer MP?)gr Non-records
(e.g. County Board of Required Requiied
Supervisors)
Boards, Commissions, &
ey | . ) Broun ct raengs st s
) inimum inimum ag, iled within 30 or ays o
Staffing Dept. =~ CW-014  CITY COUNCIL Jonrs e Pp‘-i action: GC §§34090, y
AGENDAS, AGENDA 54960.1(c)(1)
PACKETS.
Boards, Commissions, &
Committees: Residents
Advisory Bodies Formed by Mag Department preference; State
Staffing Dept. CW-015 CITY COUNCIL 2 years 2 years OD’ law only requires for 30 days;
GC §54953.5(b)
AUDIO RECORDINGS of
Meetings / Audio Tapes
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. | Destroy
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

Boards, Commissions, &
Committees: Residents

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

. . Mag
i Advisory Bodies Formed by ’
Staffing Dept. CW-016 CITY COUNCIL P P Mf;SD, S No GC §34090
MINUTES & BYLAWS
Boards, Commissions, &
Committees: Residents Brown Act challenges must be
) Advisory Bodies Formed by Minimum 2 Minimum 2 Mag, filed within 30 or 90 days of
Staffing Dept.  CW-017" 11y counciL years years Ppr action; GC §§34090,
54960.1(c)(1)
SUMMARY OF ACTIONS
Boards, Commissions, &
Commlttees: .ReS|dents Department Preference; Video
Advisory Bodies Formed by Mag recording of meetings are only
Staffing Dept. CW-018 CITY COUNCIL 10 years 10 years oD required for 90 days; GC
VIDEO RECORDINGS of §§34090.7, 34090
Meetings / Audio Tapes
Copies - Copies - . ) .
. Mag, . Final must be filed with County
Finance CW-019  Budgets - Finals When No WhenNo  gyes: Current (o "qpy | gy YeS: ARter o GC §34090.7, 40802,
Longer Longer Fiscal Year 5 years
; . Ppr 53901
Required Required
Cash Receipts Detail / Backup vc\:/ﬁsz\l;) Vc\:lgg:f?\lé Ma
Finance CW-020 / Accounts Receivable Detail / 9 GC §34090.7
. Longer Longer Ppr
Refund Detail ? -
Required Required
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. | Destroy
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

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

Copies - Copies -
Human When No When No Mag
Resources / . Longer Longer Yes: Before ’ Yes: After
Risk CW-021 Claims Required Required Settlement Mir, OD, S/ Settlement GC §§34090.7, 34090.6
Ppr
Management (Upon (Upon
Settlement) Settlement)
City preference; Statute of
Limitations for personal
Lead . - - property, fraud, etc. is 3 years;
(Responding) ~ CW-022 gﬁgﬁrﬁ'"ts’ / Concerns from M'r}‘/';‘:? 2 M'r}‘/';‘:? : Mpapgr’ Claims must be filed in 6
Dept. months; CCP §§338 et seq.,
340 et seq., 342, GC-§§945.6;-
GC §34090
Human . . Send to Send to Mag
CwW-023 Complaints Against Employees Human Human ’ GC §34090.7
Resources Ppr
Resources Resources
CW-024 Contracts: See Agreements
Copies - Copies -
Lead Dept. CW-025 Copies or duplicates of any When No When No Mag Ppr GC §34090.7
record Longer Longer
Required Required
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. | Destroy
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

Dept. that
Authors
Document
or
Receives the
City's Original
Document

CW-026

Correspondence - ROUTINE
(Content relates in a
SUBSTANTIVE way to the
conduct of the public's
business)

(e.g. Administrative, Chronological,
e-mail, General Files, Letters,
Memorandums, Reading File,
Working Files, etc.)

IF the Content relates in a
SUBSTANTIVE way to the
conduct of the public's
business

2 years

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

2 years

Mag,
Ppr

ONLY IF the Content relates in

a substantive way to the
conduct of the public's
business; City of San Jose v.
Superior Court (Smith).
S218066. Supreme Court of
California, 2017; GC §34090
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. | Destroy
. Inactive . Image: Paper
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

Dept. that
Authors
Document
or
Receives the
City's Original
Document

Cw-027

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

Content NOT Substantive, or
NOT made or retained for the
purpose of preserving the
informational content for
future reference

(e.g. calendars, checklists, e-mail
or social media posting, flyers,
invitations, instant messaging,
inventories, logs, mailing lists,
meeting room registrations,
speaker cards, staff
videoconference chats, notes and
recordings, supply inventories,
telephone messages, text
messages, transmittal letters,
thank yous, requests from other
cities, undeliverable envelopes,
visitors logs, voice mails,
webpages, etc.)

When No
Longer
Required

When No
Longer
Required

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

Mag,
Ppr

Electronic and paper records
are categorized, filed and
retained based upon the
CONTENT of the record.
Records where either the
Content relates in a
substantive way to the
conduct of the public's
business, or ARE made or
retained for the purpose of
preserving the informational
content for future reference
are saved by placing them in
an electronic or paper (project)
file folder and retained for the
applicable retention period. If
not mentioned here, consult
the City Attorney to determine
if a record is considered
transitory / preliminary draft.
GC §§34090, 7927.500
7928.705.-6252,6254(a); 64
Ops. Cal. Atty. Gen. 317
(1981)); City of San Jose v.
Superior Court (Smith).
S218066. Supreme Court of
California, 2017
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. | Destroy
. Inactive . Image: Paper
(OFR) . Actl\./e (Records Tota.l Vital? Me.dla I—ITport after
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

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

Deeds, Easements, Final Copies - Copies -
. Orders of Condemnations, When No When No Mag, Send all originals to the City
City Clerk CW-028 Liens, Recorded Documents, Longer Longer Ppr Clerk; GC §34090.7
Rights of Ways (All) Required Required
Deposit Accounts / Trust .
Lead Dept. CW-029 Accounts / Refundable Close + 5 Close +5 Mag, Depaﬂment prefer(-ence, meets
. years years Ppr auditing standards; GC §34090
Deposits
Transitory or source records
not retained in the ordinary
When When course of business; CHP
Lead Dept. CW-030 DMV Pull Notices Superseded or Superseded Mag Ppr audits every 2 years; Bureau of
Separated or Separated National Affairs recommends 2
years for all supplementary
Personnel records; GC §34090
As long as the drafts and notes
are not retained in the "Regular
Drafts & Notes: Drafts that are When No When No Mag, Cour§e of Business". Con§ult
Lead Dept. CW-031 . e . Longer Longer the City Attorney to determine
revised (retain final version) i . Ppr . ) )
Required Required if a record is considered a

draft. GC §§34090, 6252
6254(a)- 7927.500, 7928.705
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Record Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) . Actl\./e (Records Tota.l Vital? Me.dla I—ITport after
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

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

The Lead Department should
print out historical documents
(or save source data) prior to

GIS Database / Data / Layers When No When No replacing the data, if they
Lead Dept. CW-032 (both City-wide and Longer Longer Yes Mag require the data or output for
Specialized) Required Required historical purposes;
Department Preference
(Preliminary documents); GC
§34090 et seq.
Grants (UNSUCCESSFUL Mag,
Lead Dept. CW-033 Applications, Correspondence) 2 years 2 years Ppr GC §34090
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. | Destroy
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

Grants / CDBG / Reimbursable
Claims / FEMA or OES
Reimbursement Claims

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

Meets auditing standards;
Grants covered by a
Consolidated Action Plan are
required for 5 years; Uniform
Admin. Requirements for
Grants to Local Governments

(SUCCESSFUL Reports, other After is 3 years from expenditure
records required to pass the Funding ] After Funding report or final payment of
funding agency's audit, if Agency | Agency Audit, M grantee or subgrantee;
Lead Dept. CW-034  required) 2 years Audit, if | if required - Pagr’ statewide-guidelines-propose-4-
o Required - § Minimum 5 P years: 2 CFR 200.334 ZCER-
App||cat|ort1$ (successfull), grant Minimum 5 years 3016.42: 24 CFR 1403.36-8&
agreement, program rules, 1403.42(b): 85.42
regulations & procedures, reports years 91 165(h) 5245%:%70 490 &
to grant funding agencies, ) N ’ ’ ’
correspondence, audit records, 570.502(a&b), ’
completion records 29 CFR 97.42; ’
OMB Circular A-110 & A-133;
GC §34090; GC §8546.7
Send all grievances to Human
Copies - Copies - Resources; All State and
Human Grievances and Informal When No When No Yes: Before | Mag, Fe‘.’efa' ""“’.VS rqulre retention
CW-035 . . " until final disposition of formal
Resources Complaints (Employees) Longer Longer Disposition Ppr complaint: State requires 2
Required Required P ’ q

years after action is taken; GC
§§12946

12960, 34090
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. | Destroy
. Inactive . Image: Paper
(OFR) . Actl\./e (Records Tota.l Vital? Me.dla I=Import after
(in office) Retention Options M=Mfr
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder. |
IHOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Litigation Files / Lawsuits / .
) . . Department preference; CCP
Court Case Files Final Final .
. : Yes: Until Mag, §§ 337 et seq.; GC §§ 911.2,
Lead Dept. CW-036 . Resolution + 5 Resolution + 5 Settlement Ppr 945.6. 34090, 34090.6: PC
Send Final Settlement Agreements years years 832.5(b)
to the City Clerk § )
. . When No When No Preliminary drafts not retained
Lead Dept. CW-037 ;Zatzsstgps /'Time Off Longer Longer I\/IPagr, in the Regular Course of
q Required Required P Business GC §34090
Previous MSDS may be
obtained from a service; MSDS
may be destroyed as long as
a record of the chemical /
Material Safety Data Sheet substance / agent, where &
(MSDS) / Safety Data Sheet . when it was used is
(SDS) Chemical Use Report While Mag, Yes - After maintai :
Lead Dept. CW-038 P Chemical In 30 years 30 years Mfr, OD, S malr?talned f°'_'_30 years,
Form (or records of the Use Ppr QC & OD App||es to quahﬂed emp|oyers;
chemical / substance / agent, Claims can be made for 30
where & when it was used) years for toxic substance
exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29
CFR 1910.1020(d)(1)(i), GC
§34090
Vc\:/gglr??\lén Vc\:igglr??\lén Mag, Originals maintained by City
City Clerk CW-039 Minutes - City Council Yes (all)  Mfr, OD, S No Clerk Permanently; GC
Longer Longer Por §34090.7
Required Required P ’
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. | Destroy
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

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

Department

Copies - Copies - Mag Return any whole unused
City Clerk CW-040 Mur.1|C|paI Code (these are When No When No JYes: .C.urrent Mfr, OD. | No coFie.s to the .Clt){ Clerk; .
copies) Longer Longer Original Por Originals maintained by City
Required Required P Clerk Permanently; GC §34090
When No When No Non-records - may be obtained
Lead Dept. CW-041 Newspaper Clippings Longer Longer Ppr from the newspaper company;
Required Required GC §34090
Notices: Public Hearing Mag I\S/Itj‘rt:ijct;iepgIf gg:)tea;ﬂcr):;n?gctions
Staffing Dept. CW-042 Esgﬁ(e;:ﬁi;i Proofs of 2 years 2 years Ppr is 3 - 6 months; CCP§337 ot
seq; GC §34090
Copies - Copies - Mag
. . . . When No When No ’ Originals maintained by City
City Clerk CW-043 Ordinances - City Council Longer Longer Yes (all) | Mfr, OD, S No Clerk Permanently: GC §34090
” . Ppr
Required Required
Re':gmizs / Send to Send to
Risk CW-044 OSHA Inspections or Citations Human Human Ppr GC §34090.7
Resources Resources
Management
Personnel Files (Department- Ensure records kept in
Hurman level Files) Shed Lipon Shred lipon Before Mag, Dfepartrpent flles.cgmply with
Resources CW-045 Separation or Separation or Separation Por City policy (all originals are
Except for Fire & Police Transfer Transfer P P sent to Human Resources); GC

§34090.7
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. | Destroy
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

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

Shred After Shred After
Incorporation Incorporation Notes maintained in a separate
Personnel Files (Supervisor's into into Before Ma folder to be incorporated into
Lead Dept. CW-046 Notes) P Performance Performance Annual P gr performance evaluation, or to
otes Evaluation or Evaluation or § Evaluation P document progressive
Documented Documented discipline; GC §34090 et seq.
Discipline Discipline
When No When No Ma Preliminary Drafts; destroy
Lead Dept. CW-047 Photographs Longer Longer = gr unnecessary photographs. GC
Required Required P §34090
Lead Dept. Cw-o4g  Public Relations / Press 2 years 2 years Mag, GC §34090
Releases Ppr
Copies - Copies - Mag
LeadDept. ~ CW-049  Purchase Orders / Requisitions '\ o NO nienie Mir,OD, s 1o AfeT g6 6340007
Longer Longer Por QC &0OD
Required Required P
Lead Dept. Real Estate Appraisal Reports: Mag Not acges&blg to. the public;
Statewide Guidelines show 2-
(Who Ordered CW-050 Property NOT purchased, 2 years 2 years ’
) Ppr years; GC §§34090,-6254(h)-
the Appraisal) Loans not funded, etc. 7928.705
Not accessible to the public
until purchase has been
Lead Dept. Real Estate Appraisal Reports: . .. . Mag, . completed; meets municipal
(Who Ordered CW-051 Purchased Property, Funded 2 years Mm'g::? 3 Mml;:‘l:;n S Ygz'rci(aafsoere Mfr, OD, S Ygé‘ &Aoftgr government auditing
the Appraisal) Loans y y Ppr standards; Statewide-

Guidelines show 2 years; GC
§§34090,-6254(h} 7928.705
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-15
Office of . . . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
Inactive Image: Paper
(OFR) .Actl\./e (Records Tota.l Vital? Me.dla I=Import after
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
Qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder. |
IHOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Records Destruction Lists / v?/ﬁgf?u; Vc\:iggf?\lé Ma
City Clerk CW-052 Certificate of Records 9 GC §34090.7
. Longer Longer Ppr
Destruction ; .
Required Required
Reference Materials: Policies,
Procedures, Brochures, Flyers,
Manuals, Newsletters, etc.: When No When No Ma
CW-053 Produced by OUTSIDE Longer Longer P ? Non-Records
ORGANIZATIONS (League of Required Required P
California Cities, Chamber of
Commerce, etc.)
Reference Materials: Policies,
Department preference;
Procedures, Brochures, Flyers, Mini 2 Mini 2 M . -
. , Statewide-guidelines-propose-
Lead Dept. CW-054 Manuals, Newsletters, etc.: inimum inimum ag
years years Ppr superseded + 2 or 5 years; GC
Produced by YOUR §34090
Department
Reference Materials: Policies,
Procedures, Brochures, Flyers,
Lead Dept. CW-055  Manuals, Newsletters, etc.: su Ver]se:ded o VZ?:ended MPagr’ Copies; GC §34090.7
Produced by OTHER P P P
Departments
CW-056 Reference or Working Files:
See Correspondence
Reports and Studies Mag, Yes: After ﬁ?srg:fatiftl;/ielr{iﬁg;nt
Lead Dept. CW-057 (Historically significant - e.g., 10 years P P Mfr, OD, S/ : y g ’ .
Zoning Studies) Por 10 years therefore retained permanently;
9 P GC §34090
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-16
Office of . . . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) . Actl\./e (Records Tota.l Vital? Me.dla I—ITport after
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
Qc'd?

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

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

Reports and Studies (other

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

Department preference;
Information is outdated after 10

considered a draft or transitory
record, and can be destroyed
as drafts (When No Longer
Required)

Lead Dept. CW-058 than Historically significant 10 years 10 years Mag years e b
Ppr propese-2-years-If historically
reports - e.g. Annual Reports) L ) )
significant, retain permanently;
GC §34090
Vc\:/gglr??\lén Vc\:igg:e?\lé Mag, Originals maintained by City
City Clerk CW-059 Resolutions - City Council Yes (all)  Mfr, OD, S No Clerk Permanently; GC
Longer Longer Por §34090.7
Required Required P ’
Lead Dept. CW-060 Special I?rOJects / Subject Files | Minimum 2 Minimum 2 Mag, Department Preference; GC
/ Issue Files years years Ppr §34090 et seq.
Surveys / Questionnaires (that
the City issues).
If a summary of the data is Ma
Lead Dept. CW-061 compiled, the survey forms are 2 years 2 years Pp% GC §34090
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Ver. 8.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-17
Office of . . . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) . Actl\./e (Records Tota.l Vital? Me.dla I—ITport after
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
Qc'd?

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

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

Lead Dept.

CW-062

Time Cards / Time Sheets -
BEFORE 2016 (Departments
kept the originals with
employee signatures)

2 years

3 years

5 years

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

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

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

Finance /
Payroll

CW-063

Time Cards / Time Sheets -
AFTER 2016 (Finance keeps
the originals with employee
signatures)

Copies -
When No
Longer
Required

Copies -
When No
Longer
Required

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

Department preference; Meets
auditing standards (audit + 4
years); IRS requires 4 years;
Ca. requires 2 yr min.; FTB
keeps 3 years; Most
Employees provide digital
signatures when they submit
their timecards, but some in
Public Works and Community
Services do not (another
employee enters their time);
IRS Reg §31.6001-1(e)(2),
R&T §19530; LC § 1174(d); 29
CFR 516.5; GC §34090
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Ver. 8.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-18

%T:grzf Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive . Image: Paper
(OFR) . ACtIYe (Records Tota_l Vital? Me.dla I=Import after
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
Qc'd?

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

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

Lead Dept.

CW-064

Training - ALL COURSE
RECORDS

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

2 years

3 years

5 years

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

Mag,
Mfr, OD,
Ppr

Yes: When
Inactive

Department preference; Ethics
& Harassment Prevention
Training is 5 years; Statewide-
guidelinespropose7-years,
Calif. Labor Division is required
to keep their OSHA records 7
years; EEOC/FLSA/ADEA
(Age) requires 3 years for
promotion, demotion, transfer,
selection, or discharge; State
Law requires_4-2-3-years for
personnel actions; 8 CCR
§3203 et seq., 29 CFR
1627.3(b)(ii), LC §6429(c); GC
§8§12946, 12960, 34090,
53235.2(b), 53237.2(b)
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Ver. 4.0 RECORDS RETENTION SCHEDULE: CITY ATTORNEY Page CA-1
(;T:srzf Retention No. Records Description Retention / Disposition Comments / Reference
.| Destroy
. Inactive . Image: Paper
(OFR) . ACtIYe (Records Tota_l Vital? Me.dla I=Import after
(in office) Retention Options M=Mfr
Center) S=Scan Imaged &
Qc'd?

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

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

CITY ATTORNEY
When No- When No-
Lensoe Lensoe .
City Attorney CA-001 Advice Files / Department Files Regquired— Reguired— Mag, Department Preference; GC
- o Ppr §34090
Minimum 2 Minimum 2
years years
| | Department Preference;
City Attorney Opinions and Mag Statew@&gwdeimesqerefms&
City Attorney CA-002 - Foouiod— Foouiod— Yes ’ )
Opinion Index . . Ppr superseded+ 2 years-GC
Minimum 10 Minimum 10
§34090
years years
Department Preference;
Lenzos Lenzos Mag S . . ’
City Attorney CA-003 Closed Session Material Foouiod— Eoouiod— Yes P r, _GC
Minimum 10 Minimum 10 P
§34090
years years
ggg?tticogslzliﬁésl‘awsu“s / Final Final Department preference; CCP
Lead Dept. CA-004 Resolution + Resolution + Yes: Untl Mag, §§ 337 et seq; GC §§ .91 12,
. Settlement Ppr 945.8; 34090, 34090.6; PC
Send Final Settlement Agreements | at least 5 at least 5 §832.5(b)
to the City Clerk years ears ]
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Ver. 6.0

RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-1
Office of . L. ] - "
Record Retention No. Records Description Retention / Disposition Comments /| Reference
Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
?
(OFR) (in office) (';:‘:I‘t’;f)s Retention Vital? | options  M=Mfr  Imaged &
S=Scan QC'd?

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

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

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

CITY CLERK

City Clerk

CC-001

Agenda Packets: City Council,
Audit Committee, Civic Center
Authority Board, Housing
Authority, Redevelopment
Agency, Community
Development Commission,
Successor Agency, Oversight
Board, Mortgage Authority,
Community Information, Public
Financing Authority, Parking
Authority

Mag, Mfr,
OD, Ppr

S/l

Yes: Afte

QC & OD

r |Department preference; GC
§34090
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-2
%T:grzf Retention No. Records Description Retention / Disposition Comments / Reference
- Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
?
(OFR) (in office) (I(R:ecct)rds Retention Vital Options = M=Mfr Imaged &
enter) S=Scan ac'd?

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

City Clerk

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.

CC-002

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

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

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

Completion

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

Yes: Before
Completion

Mag, Mfr,
OD, Ppr

Yes: Upon
Completion

Department Preference; All
infrastructure contracts
should be permanent for
emergency preparedness;
Statute of Limitations is 4
years; 10 years for Errors &
Omissions; land records are
permanent by law; CCP §337
et. seq., GC §34090;
Contractor has retention
requirements in 48 CFR
4.703
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-3
%T:grzf Retention No. Records Description Retention / Disposition Comments / Reference
- Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
?
(OFR) (in office) (I(R:ecct)rds Retention Vital Options = M=Mfr Imaged &
enter) S=Scan ac'd?

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

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

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

Agreement or Contract
includes all contractual

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

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

Unsuccessful)

' obligations (e.g. Specifications _ Completion +J Yes: Before

City Clerk CC-003 and Successful Proposal / Completion 10 years 10 years Completion Mag, Ppr permanent by law; CCP

Scope of Work) §8§337. 337.1(a), 337.15, 343;
GC §34090, Contractor has

Examples of Non-Infrastructure: retention requirements in 48
Consultants, Franchises, CFR 4.703(a)
Landscaping, Painting, Slurry
Seals (Paving), Tree Trimming,
Leases, Personnel, Professional
Services, etc.

City Clerk CC-004  Annexations P P Mag. 2";[' sy e ggfggyem preference; GC
Assessment District Formation . .

City Clerk CC-005 / Maintenance District P P I\gag, ;\,/If: S/l Ygé‘ &Aoftgr ggfggrt(;nent preference; GC
Formation P
Board & Commission /

City Clerk CC-006 Committee Maddy Act Lists / 2 years 2 years Mag, Ppr GC §34090
Vacancy Notices
Board & Commission

City Clerk CcC-007 Applications (Successful and 2 years 2 years Mag, Ppr GC §34090
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-4
Office of . e . . i
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
?
(OFR) (in office) (22:3;?)8 Retention Vital? Options  M=Mfr Imaged &
S=Scan QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Certificates of Life /
City Clerk CC-008 Verifications for Foreign 2 years 2 years Mag, Ppr GC §34090
Retirement Benefits, etc.
City Council, Board &
. L . . Mag, Mfr, Yes: After |Department preference; GC
City Clerk CC-009 Commission Historical List of P P oD, Ppr S/ QC &OD  §34090
Members
. . Mag, Mfr, Yes: After |Department preference; GC
City Clerk CC-010 Claim Forms 3 years 3 years oD, Ppr S/I QC&OD §34090
Department preference;
. Finals are maintained by City
City Clerk CC-011 Dgeds, Easements, Liens, P P Yes (all) Mag, Mr, S No Clerk; Department file may
Rights of Way OD, Ppr . .
include correspondence; GC
§34090 et seq.
Economic Interest Filings City maintains original
City Clerk CC-012 (FPPC 700 Series Foims i 7 years 7 years Mag, Mir, S/I Yes: After2 statements; GC
Statement of Economic OD, Ppr years §81009(d)(e)(F)&(q)
Interests): ALL 9
Economic Interest Filings
) (FPPC Form_602/635) - Yes: After 2
City Clerk CC-013 Lobbyist Authorization 2 years 3 years 5 years Mag, Ppri S/ years 2 CCR 18615(d), GC §34090
Reporting
. ) Must post on website; FPPC
City Clerk cc-014  FPPCForm 801 (Gift to 7 years 7 years Mag, Ppr  S/1 | Y85 Afer2/n iion: GC §81009(e) 2-
Agency Report) years CCR 189 3G
. FPPC Fc?rm 80.2 (Event Ticket Yes: After 2 |Should post on website for 4
City Clerk CC-015 / Pass Distributions Agency 7 years 7 years Mag, Ppri  S/I .
years years; GC §81009(e)
Report)
. FPPC Form 803 (Behested Yes: After 2
City Clerk CC-016 Payment Report) 7 years 7 years Mag, Ppr S/ years GC §81009e
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-5
%T:grzf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
?
(OFR) (in office) (I(R:ecct)rds Retention Vital Options = M=Mfr Imaged &
enter) S=Scan ac'd?

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

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

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

. FPPC Form 804 (Agency Mag, Mfr, Yes: After 2 FPPC Regulation 18734(c);
City Clerk ce-017 Report of New Positions) P : OD, Ppr S/ years GC §81009e
. : FPPC Form 805 (Agency Mag, Mfr, Yes: After 2 FPPC Regulation 18734(c);
City Clerk cc-018 Report of Consultants) P i OD, Ppr S/ years GC §81009e
FPPC Form 806 (Agency Yes: After 2 Must post on website; 2 CCR
City Clerk CC-019 Report of Public Official 7 years 7 years Mag, Ppr S/ .ears 18702.5 48705.5; GC
Appointments) y §34090; GC §81009(e)
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-6
%T:grzf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
?
(OFR) (in office) (I(R:ecct)rds Retention Vital Options = M=Mfr Imaged &
enter) S=Scan ac'd?

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

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

ELECTIONS - CONSOLIDATED

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

Assessment District Ballots,
City Clerk CC-020 Protest Letters, & Envelopes - 2 years 2 years Ppr GC §53753(e)(2)
Prop. 218 proceedings
Campaign Filings (FPPC 400 .
City Clerk CC-021 Series Forms & Form 501): 2 years P P Mag, Mfr, S Yes: After 2 Ezr:rzn;g:trsb.ecargtamed for at
SUCCESSFUL CANDIDATES OD, Ppr years §81009(b)&(é)
(Elected Officials)
Campaign Filings (FPPC 400 .
. Series Forms & Form 501): Mag, Mfr, Yes: After 2 Paper must l:?e retained for at
City Clerk CC-022 5 years 5 years S least 2 years; GC
UNSUCCESSFUL OD, Ppr years §81009(b)&()
CANDIDATES
Campaign Filings (FPPC 400
Series Forms): THOSE NOT Paper must be retained for at
City Clerk CC-023 REQUIRED TO FILE 4 years 4 years Mag, Ppr least 2 years; GC
ORIGINAL WITH CITY CLERK §81009(f)&(9g)
(copies)
' g:z;za;:gof:niil;g(s)-(rzzp: 400 Paper must be retained for at
City Clerk CC-024 COMMITTEES (PACS - not 7 years 7 years Mag, Ppr Ie:féggyezs, GC
candidate-controlled) § (c)4(9)
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Ver. 6.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-7

(;T:srzf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
?
(OFR) (in office) (22:3;?)8 Retention Vital? Options = M=Mfr Imaged &
S=Scan QC'd?

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

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

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

S " —
sresecondamare for
Candidate File: Nomination Term of ot of . CA
P didate Stat ¢ years-forunsuccessful:
City Clerk CC-025 Fgfrig&e?c?n- ISUaCeCSESSeIr:nL?E Office + 4 Office + 4 Mag, Ppr law states term of office and 4
T years years years after the expiration of
CANDIDATES term for Nomination Papers
cnddecorpetdolinonio
between-the-two; EC §17100
Department Preference;
Candidate File: Nomination .
: successful candidates, 2-
. Papers, Candidate Statement Election + 4 Eloction + 4 . CA
City Clerk CC-026 Forms, etc. - Mag, Ppr WMUHSHGG@SS#HL_
UNSUCCESSFUL years years law statfes term of office an;j 4
years after the expiration o
CANDIDATES term for Nomination Papers
cnddecorpetdolinonio
between-the-two; EC §17100
Elections - GENERAL,
WORKING or
ADMINISTRATION Files
(Correspondence, Precinct
Maps, County Election
City Clerk CC-027 Services, Candidate 2 years 2 years Mag, Ppr GC §34090
Statements to be printed in the
Sample Ballot, Polling
Locations and Precinct Board
Members, Notices, Postings,
etc.)
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-8
Office of . . . . i
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
?
(OFR) (in office) (22:::;?)8 Retention Vital? Options  M=Mfr Imaged &
S=Scan QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Elections - HISTORICAL
(Sample ballot, copies of . C
City Clerk CC-028 resolutions, final results; 2 years P P I\(/;aDg, I\P/Ifrr S No ggtaég‘elgggr Historical Value,
Certificate of Election, Oath of » TP
Office)
Results_+ 8 Results + 8
months or months or
Final Final Not accessible to the public;
Examination Examination The 8 month retention applies
. . e if No Election if No Election after election results, or final
. Elections - Petitions (Initiative, L .
City Clerk CC-029 +_1 year after + 1 year after| Ppr examination if no election,
Recall or Referendum) ” o .
petition petition unless there is a legal or
examination examination if FPPC proceeding. EC
if petition is petition is §8§17200(b)(3), 17400
insufficient insufficient
Srres Srres
(End of Elections Section)
City Clerk CC-047 (Epr(‘)t:tgii fr\::t)em Catalogue | 5 \oars 2 years Mag, Por GC §34090
. . . o § .2(b)
City Clerk CC-030 Ethics Training Certificates 5 years 5 years Mag, Ppr GC §53235.2(b) SC-
§§12946. 20 USC 1113
City Clerk determines
Historical Records, historical significance; .
S records can address a variety
Photographs, & Historical Mag, Mfr of subjects and media. Some
City Clerk CC-031 Projects (e.g. Incorporation, P P 9 ' S No . ) . .
. N, OD, Ppr media (e.g. audio and video
City Seal, Awards of significant o
C tape) may be limited because
historical interest, etc.) o
of the media's life
expectancy; GC §34090
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-9
(;T:srzf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
(OFR) Active (Records Total Media | I=lmport Paper after
(in office) Cent Retention Options  M=Mfr | Imaged &
enter) S=Scan ac'd?

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

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

Minutes: City Council, Audit
Committee, Civic Center
Authority Board, Housing
Authority, Redevelopment
Agency, Community

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

City Clerk CC-032  Development Commission, P P Mag, Mir, g No GC §34090
. OD, Ppr
Successor Agency, Oversight
Board, Mortgage Authority,
Community Information, Public
Financing Authority, Parking
Authority
Municipal Code When No When No Preliminary drafts not retained
City Clerk CC-033 Administration, Distribution, Longer Longer Mag, Ppr in the ordinary course of
etc. Required Required business; GC §34090
Municipal Code History / Mag, Mfr Yes: After Department preference
City Clerk CC-034 s | t P P OD’P r’ S/l QC'a & OD (retain one of each
upplements P supplement); GC §34090
Oath of Office: City Council Term of
. e ’ . Mag, Mfr, Yes: After |Department Preference; GC
City Clerk CC-035 Boards & Commission Office + 4 P P oD, Ppr S/l QC'd & OD §34090
Members years
. . Mag, Mfr, Yes: After
City Clerk CC-036 Ordinances P P oD, Ppr S/ Qc'd & OD GC §34090
US Passport requirement to
. . 24 months 24 months
City Clerk CC-037 Passport Transmittals - — Mag, Ppr destroy forms monthly; GC
Yy p 2 vears 2 o g, Fp

§34090
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-10
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Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
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If the record is not listed here, refer to the Retention for City-Wide Standards

City Clerk

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.

CC-038

PowerPoint presentations
submitted by members of the
public (submitted during public
comment not related to an
agenda item)

When No
Longer
Required

When No
Longer
Required

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

Ppr

Preliminary drafts; GC
§34090

City Clerk

CC-039

Public Records Requests /
Request for Records /
Subpoenas (Records / Duces
Tecum) / Summons

2 years

2 years

Mag, Mfr,
OD, Ppr

S/l

Yes: After
QC'd & OD

GC §34090

City Clerk

CC-040

Recordings - AUDIO of City
Council, Audit Committee,
Civic Center Authority Board,
Housing Authority,
Redevelopment Agency,
Community Development
Commission, Successor
Agency, Oversight Board,
Mortgage Authority,
Community Information, Public
Financing Authority, Parking
Authority

2 years

2 years

Mag, OD

Department preference; State
law only requires for 30 days;
GC §54953.5(b)
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-11
%T:grzf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
(OFR) Active (Records Total Media | I=lmport Paper after
(in office) Cent Retention Options  M=Mfr | Imaged &
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If the record is not listed here, refer to the Retention for City-Wide Standards

City Clerk

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.

CC-041

Recordings - VIDEO of City
Council, Audit Committee,
Civic Center Authority Board,
Housing Authority,
Redevelopment Agency,
Community Development
Commission, Successor
Agency, Oversight Board,
Mortgage Authority,
Community Information, Public
Financing Authority, Parking
Authority

Minimum 10
years

Minimum 10
years

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

Mag, OD

Department Preference;
Video recording of meetings
are only required for 90 days;
GC §§34090.7, 34090

City Clerk

CC-042

Records Destruction
Authorization Forms

Mag, Mfr,
OD, Ppr

S/l

Yes: After
QC'd & OD

Department preference; GC
§34090

City Clerk

CC-043

Records Retention Schedules /
Amendments to Records
Retention Schedules

10 years

Mag, Mfr,
OD, Ppr

S/l

No

GC §34090 et. seq.

City Clerk

CC-044

Resolutions: City Council, Audit
Committee, Civic Center
Authority Board, Housing
Authority, Redevelopment
Agency, Community
Development Commission,
Successor Agency, Oversight
Board, Mortgage Authority,
Community Information, Public
Financing Authority, Parking
Authority

Mag, Mfr,
OD, Ppr

S/l

No

GC §34090
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-12
%T:grzf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Redistricting Web Page /
District Boundary Web Page
City Clerk CC-048 (Map, Redistricting Process, 10 years 10 years Mag, Ppr EC §21608(q); GC §34090
Agendas, Calendars, Notice,
etc.)
Secretary of State Statement of
Facts / Registry of Public
. Agencies
City Clerk CC-049 (Required of all Public 2 years 2 years Mag, Ppr GC §34090
Agencies whenever the Chair
changes)
When No “hento Preliminary drafts used to
City Clerk CC-045 Speaker Cards Longer Longer Ppr produce minutes: GC §34090
Required Required
. Vehicle Titles (Pink Slips) - All Sale or Sale or Department Preference; GC
City Clerk CC-046  Vehicles Disposal Disposal Mag, Ppr §34090
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Ver. 4.0 RECORDS RETENTION SCHEDULE: CITY MANAGER Page CM-1
oRf::srzf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

CITY MANAGER
City - . - Superseded Superseded Department Preference; GC
Manager CM-001 Administrative Policies +2 years e Mag, Ppr §34090
City . . Minimum 2 Minimum 2 Department Preference; GC
Manager CM-002  City Council Correspondence years — Mag, Ppr §34090
City CM-003 Closed Session Memoranda Minimum 2 Minimum 2 Mag, Ppr Department Preference; GC
Manager years years §34090
Cit Grand Jury Reports and Department Preference (the
Manay or CM-004 Responses (Regarding City 5 years 5 years Mag, Ppr Grand Jury keeps their reports 5
9 Operations) years); GC §34090
City Newsletters - Community Minimum 2 Minimum 2 Department Preference; GC
Manager CM-005 ("Discover West Covina") years years Mag, Ppr §34090
City Minimum 2 Minimum 2 Department Preference; GC
Manager CM-006 Newsletters - Employees years N Mag, Ppr §34090
City CM-009 PowerPoint Presentations Minimum 2 Minimum 2 Mag, Ppr Department Preference; GC
Manager years years §34090
City . . Mag, Mftr, Yes: After
Manager CM-007 Proclamations / Commendations 2 years 2 years oD, Ppr S/l QC'd & OD GC §34090
City Projects, Programs, SUbJ(.aCt & .. Minimum 2 Minimum 2 Department Preference; GC
CM-008 Issues (Issues and/or projects will Mag, Ppr
Manager . years years §34090
vary over time)
City When No LI Notes, drafts, or preliminary
Manager CM-009 Speech Notes Longer Longer Mag, Ppr documents; GC §34090 et seq.
Required Required
Copies - Copies -
. When No When No Invoices are maintained by
Finance CM-010 Travel / Conferences Longer Longer Mag, Ppr Finance; GC §34090.7
Required Required
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

City
Manager

Mag, Mftr, S/l Yes: After GC §34090

CM-011 Weekly Reports 2 years 2 years oD, Ppr QC'd & OD
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Inactive Image: Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.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).
ECONOMIC DEVELOPMENT / REDEVELOPMENT / SUCCESSOR AGENCY

Community Economic Development Projects,
& ED-001 Programs, Subject & Issues Minimum 2 Minimum 2 Mag. Por Department Preference; GC
Economic (Issues and/or projects will vary years years 9. Fp §34090
Develop. over time)
Comr;unlty Department preference, meets
. ED-002 Real Estate Appraisals 5 years 5 years Mag, Ppr municipal auditing standards;
Economic
GC §34090
Develop.
Community
& Redevelopment Long Range Completion Completion Department preference; GC
. ED-003 Property Management Plans, Mag, Ppr
Economic . + 10 years + 10 years §34090
Oversight Plans
Develop.
Community
& Department Preference for
Economic | CD-004 |Redevelopment Plans P P Mag, Ppr Historical Purposes; GC §34090
Develop.
Redevelopment Projects & Project Planning, Building and
Areas Engineering retains final
Community . documents of construction
(Ensure Planning has all . . :
& . Completion Completion projects (transfer any CIP
. ED-005 Environmental Documents, Mag, Ppr . . . L
Economic . . . + 10 years + 10 years project files to Engineering);
Develo Engineering has all CIP Projects, Covers various Statute of
- and City Clerk has all Real Limitations: GOP §337 of seq.
Property records for Permanent Gc §3409(‘) 9
retention)
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Inactive Image: Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.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 suseend normal retention periods (retention resumes after settlement or completion).

Community
& Completion Completion Department preference, meets
Economic ED-006 Relocations +5 pears +5 pears Mag, Ppr municipal auditing standards;
y y CCP §337 et seq.; GC §34090
Develop.
HOUSING
Community
& Foreclosure Notices / Notices of When No When No Non-records (courtesy notice
Economic ED-007 Defaults (NOD) - for Private Longer Longer Mag, Ppr from Mortaage com gnies)
Develop. / Property Required Required 9ag P
Housing
HUD requires 5 years after the
project completion; documents
5 years after . .
. . After the imposing recapture / resale
Housing Programs: Affordable o the L
. ; e Affordability - restrictions are 5 years after the
Housing Projects, Rehabilitation, . Affordability o . .
. ) : Period : affordability period terminates;
Community CDBG-funded Housing Projects, . Period . . .
& otc Terminates, Terminates Uniform Admin. Requirements
. ’ or the ’ Mag, Mftr, Yes: When for Grants to Local Governments
Economic ED-008 5 years Written Gl OD, Ppr S/ Inactive is 3 years from expenditure
Develop. / WITH a Recapture / Resale Written TP y h expendit
Housin Restriction Agreement Agreement report;
9 Terminates, Tegrminates propose-4-years: 2 CFR
, Whichever s}, , . . 5 200.333; 24 CFR 8542~
Deeds are sent to City Clerk Longer Whll_c;t:]zveerr is§ 92.508(a)&(c) & 570.502(a)(16),

982.158, 884.214; 29 CFR
97.42, GC §34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.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 suseend normal retention periods (retention resumes after settlement or completion).

Housing Programs: Affordable HUD requires 5 years after the
Housing Projects, Rehabilitation, agreement terminates;
Community CDBG-funded Housing Projects, Consistent with Consolidated
8 etc. Loan Pay-off Loan Pay-offf Plan Requirements; Required for|
Economic ED-009 OR OR Mag, Mfr, S/l Yes: After 3-4 years from expenditure or
Develop. / WITHOUT a Recapture / Resale Forgiveness Forgiveness OD, Ppr QC & OD performance report; 2 CEFR
Housiné Restriction + 5 years + 5 years 200.333; 24 CFR-8542-
92.508(a)&(c) & 570.502(a)(16),
Deeds and Insurance are sent to 982.158, 884.214; 29 CFR
City Clerk 97.42, GC §34090
Community Loan Applications / Potential
& Buyers Denied, Cancelled or
Economic ED-010 Withdrawn (First Time Home 2 years 2 years Mag, Ppr GC §34090
Develop. / Buyers, Life/Safety, Rehabilitation,
Housing HOME, etc.)
Preliminary Application Form
Community (required for a housing Various benchmarks are placed
& development project that includes using the number of residential
Economic ED-011 residential units; form is provided 5 years 5 years Magq, Ppr dwelling units on the project site
Develop. / by California Department of within the last five years; GC
Housing Housing & Community §34090
Development
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RECORDS RETENTION SCHEDULE: COMMUNITY & RECREATION SERVICES

Page C&RS-1
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. | Destroy
Inactive Image: Paper
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

COMMUNITY & RECREATION SERVICES

Community & Registration Database (Active In.d(.eflnlte = In.d(.eflnlte = Department Preference; data is
Recreation C&RS-001 Minimum 2 Minimum 2 Mag . )
) Net) interrelated; GC §34090
Services years years
és’g\rl]ltt); ir:r[))semal Programs / Special | |, : \» :
. Children's Programs, Cultural Arts, . . 9. Fp §34090
Services . 0 Minimum 2 Minimum 2
Sports, Seniors, Filming, Theatre
years years
Programs etc.
Childcare - Licensed Participant
Files: Registration / Fee & Ves:
Community & Charge / Liability Forms / While End of Du?ii. Meets State Licensing
Recreation C&RS-003 |Release of Liability Forms / Participantis =~ 7 years | Participation Class ?)r Mag, Ppr requirements; May have grant
Services Permissions in Program + 7 years Program funding; GC §34090
Licensed Childcare only
Community & . Department preference (covers
Recreation C&RS-004 gloa:'tsr;gtsst ructor Agreements / Completion 5 years Co;npl;eatlrzn - Mag, Ppr Statute of Limitations); CCP
Services y §337 et. seq., GC §34090
Community &
Recreation C&RS-005 Client Referrals (Home Visits, etc.) 2 years 2 years Mag, Ppr GC §34090
Services
. Community and Senior Services
Community & Commission Minimum 2 Minimum 2 Department preference; GC
Recreation C&RS-006 Mag, Ppr P P ’
Services years years §34090

AGENDAS, AGENDA PACKETS.
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(g:ssrgf Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Community &

Community and Senior Services
Commission

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

Department preference; State

Recreation C&RS-007 2 years 2 years Mag, OD law only requires for 30 days;
Services AUDIO RECORDINGS of Meetings GC §54953.5(b)
/ Audio Tapes
Community & ggmmiuszgnand Senlor Senvces Mag, Send originals to the Cit
Recreation = C&RS-008 P P Yes  Mfr,OD, S No ong y
Services Por Clerk; GC §34090.7
MINUTES & BYLAWS P
Community & . When No When No Depart.ment Preference .
. Evaluations/Surveys (Program (Transitory record not retained
Recreation C&RS-009 . Longer Longer Mag, Ppr ) ;
Services Evaluations) Required Redlired in the ordinary course of
q q business); GC §34090
Community & . . . _ . Yes:
Recreation C&RS-010 Famhiy Use Permits / Field Use Expiration + 2 Expiration + Before  Mag, Ppr GC §34090
. Permits years 2 years
Services Event
Community & . . . .
Recreation C&RS-011 First Aid Reports / Minor Incident 2 years 2 years Mag, Ppr GC §34090
. Reports
Services
Community & Department Preference; 29
. . e 4 Separation + Separation + CFR 1602.31 & 1627.3(b)(1),
Rseg:\elziit;c;n C&RS-012 Lifeguard Certifications 2 years 2 years Mag, Ppr GC §§ 3105, 12946, 12960
34090; 29 USC 1113
Community & . Mag, . .
Recreation C&RS-013 Master Plans: Parks Master Plans, P P Mfr, OD. S/l Yes: After Department Preference; GC
. etc. QC & OD |§34090
Services Ppr
Community & Department Preference; GC
Recreation C&RS-014 Park History Files P P Mag, Ppr P ’
Services §34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Registration Forms / Reservation
Forms / Classes / Application
Community & Forms / Fee & Charge / Liability
Recreation C&RS-015 Forms / Release of Liability Forms / 2 years 2 years Ppr GC §34090
Services Permissions / etc.: Camps, Field
Trips, Authorization to give
Medicine, etc.
Clg:cr?:arllign& C&RS-016 Season Brochures / Recreation P = Mag, Ppr Department Preference; GC
. Brochures §34090
Services
Community &
Recreation C&RS-017  Special Event Permits 2 years 2 years Mag, Ppr GC §34090
Services
Community & Sports Council Agendas, Agenda
Recreation C&RS-018 Packets, Minutes (Not a City 2 years 2 years Mag, Ppr GC §34090
Services Council Advisory Board)
CQZCT:;;B;& C&RS-019 Tran§pongtion Applications for Inactive + 2 Inactive + 2 Mag, Ppr GC § 34090
. Service (Dial-a-Ride, etc.) years years
Services
Community & When No When No
Recreation C&RS-020 Transportation Schedules Longer Longer Mag, Ppr Preliminary drafts; GC § 34090
Services Required Required
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Consistent with employee
personnel files (Courts treat
volunteers as employees);
. Volunteer / Unpaid Intern EEOC/FLSA/ADEA (Age)
Community & Applications & Agreements - requires 3 years for promotion
Recreation C&RS-021 . 3 years 3 years Ppr - . ’
Services Unsuccessful or Pending demotlon, transfer, selection,
Applicants or discharge; 29 CFR 1602.31
& 1627.3(b)(1), 8 CCR
§3204(d)(1) et seq., GC
§§12946, 12960, 34090
Courts treat volunteers as
employees; EEOC/FLSA/ADEA
Volunteer / Unpaid Intern (Age) rngres 3 )iears for
. L . . promotion, demotion, transfer,
Community & Applications & Agreements Inactive / Inactive / Mag, ) . . .
. . . . Yes: 1 |selection, or discharge; State
Recreation C&RS-022 (includes emergency contact Separation + Separation + Mfr, OD, S ; .
Services information) - Successful 3 years 3 years Ppr year  Law requires 2 -3 years; 29
Applicants CFR 1602.31 & 1627.3(b)(1), 8
pplican CCR §3204(d)(1) et seq., GC
§§12946, 12960 34090; 29
USC 1113
Community &
Recreation C&RS-023 Waivers of Liability 2 years 2 years Mag, Ppr GC §34090
Services
Community & Youth Council Agendas, Agenda
Recreation C&RS-024 Packets, Minutes (Not a City 2 years 2 years Mag, Ppr GC §34090
Services Council Advisory Board)
Community &
Recreation C&RS-025 Youth Council Applications 2 years 2 years Mag, Ppr GC §34090
Services
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RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-1

Office of |
__Record |
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Retention
No.
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

1099's / 1096's /| DE542

Department Preference; IRS: 4
years after tax is due or paid
(longer for auditing & contractor

Alc:;?oaunniien/ FIN-001 (California Report of Independent: 2 years 3 years Mag, Ppr delinquency); Ca. FTB: 3 years;
9 Contractors) IRS Reg §31.6001-1(e)(2), R&T
§19530, GC §34090; 29 USC
436
Accounts Payable / Invoices and
Backup
Finance / Yes: Until Mag, Mfr, Yes: After Depgr.tment Preference (m.e.ets
) FIN-002 . 2 years 3 years : S/l municipal government auditing
Accounting (Includes Invoices, Travel Paid OD, Ppr QC & OD standards): GC §34090
Expense Reimbursements, Check ’
Request, etc.)
Assessment Rolls / Lighting and
Accounting District Assessment Rolls (to Tax y g rp ot so 9 ’
Assessor for Tax Rolls) 9
Audit Commission Brown Act challenges must be
Finance / Minimum 2 filed within 30 or 90 days of
Accounting FIN-004 AGENDAS, AGENDA years Mag, Ppr action; GC §§34090,
PACKETS. 54960.1(c)(1)
Finance / Audit Commission Department preference; State
Accounting FIN-005 AUDIO RECORDINGS of 2 years Mag, OD law only requires for 30 days;

Meetings / Audio Tapes

GC §54953.5(b)
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Ver. 9.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-2
Office of f Retention Records Description Retention / Disposition Comments / Reference
_Record | No.
‘ . Image: Destroy
. Inactive . _

(OFR) .Actl\./e (Records Vital? Me.dla I=Import | Paper after

(in office) Center) 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.(_y. 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).
[ ——— —

Audit Commission

AI;?Oaunnciien/ FIN-006 p Yes I\gag, lI:\>/If: s No gecz:ngsoigg;ga;s to the City Clerk;
9 MINUTES & BYLAWS P ]
Audit Reports FAnnual
Finance / FIN-007 Cpi)g::pF;ehenswe Financial Repprt 10 vears P Mag, Mfr, S/l Yes: After 90 Department Preference (copies);
) . ( | CAER-—Cemprehensive
Accounting . . and y OD, Ppr days GC §34090.7
Anpual-ERaneal-Reperts
related Audit Opinions
Department Preference; meets
municipal government auditing
Finance / . standards;_Statewide-guidelines-
Accounting FIN-008  Audit Work Papers 2 years 3 years Mag, Ppr Propose-audit+ 4 years:
Potlished osticles chove
years: GC §34090
Department Preference; meets
Finance / Audits - Single Audits, Grant 2:2;0;$§;government agdltl.ng
. ) . : Statewide-guidelines
Accountin FIN-009 Audits, IRS Audits, Transportation; 2 years 3 years Mag, Ppr .
9 Audits, PERS Audit, etc. . .
Publishad-articlesshaw3—7
years: GC §34090
Bank Statements and Trustee
Finance / 2:::22::2, IE:/Secsilmpc\a%?rchount Department Preference; meets
Accounting FIN-010 Statements, Bank 2 years 3 years Mag, Ppr auditing standards; GC §34090,

Reconciliations, Bank Deposits,
Bank Transmittal Advice

26 CFR 31.6001-1

WEST COVINA, CA ©1995-2017 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

Adopted: 3/20/2018




Ver. 9.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-3

Office of |
__Record |

(OFR)

Retention
No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
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.(_y. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
[ ———— —

Department Preference; Statute
Bonds (Revenue) Official of Limitations for bonds,
Statements / Transcripts / mortgages, trust deeds, notes or
Certificates of Participations Fully debentures is 6 years; Bonds
Flnancgl FIN-011 (C.)OPS) - Includes Continuing Defeased + Yes: U.ntll Mag, Ppr issued by local governme.n.ts are
Accounting Disclosure Reports Maturity 10 years; There are specific
10 years . .
requirements for disposal of
See Bank Statements for unused bonds; CCP §§336 et
statement retention. seq. 337.5(a); 26 CFR 1.6001-
1(e): GC §43900 et seq.
. Yes: ) )
Flnanc§/ FIN-012 Budgets - Adopted / Final p Current Mag, Mftr, S/l Yes: After 90 Department preference; GC
Accounting . OD, Ppr days §34090 et seq.
Fiscal Year
. - When No
Finance /| |\ 45 |Budgets - Preliminary, Proposed, |~ |\ . Mag, Ppr Preliminary drafts: GC §34090
Accounting Backup Documents -
Required
Department preference; All
tangible property held by
. . government agencies escheats
Flnancg / FIN-014 Escheat (Unclaimed money / 5 years Mag, Ppr after 3 years; Statute of
Accounting uncashed checks) o ) .
Limitations is 1 year for seized
property; CCP §§340(d), 1519;
GC §34090
Finance / FEMA Reimbursement / OES Department Preference; GC
Accounting FIN-015 Reimbursements 1year 9 years Mag, Ppr §34090
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Ver. 9.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-4
Office of f Retention Records Description Retention / Disposition Comments / Reference
_Record | No.
‘ . Image: Destroy
. Inactive . _

(OFR) .Actl\./e (Records Vital? Me.dla I=Import | Paper after

(in office) Center) 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.(_y. 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 /
Accounting

FIN-016

Financial Services Database

Indefinite -

Minimum 5

years

Yes

Mag

Data Fields / Records are
interrelated; meets municipal
government auditing standards;
GC §34090

Finance /
Accounting

FIN-017

Fixed Assets

2 years

3 years

Mag, Ppr

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

Finance /
Accounting

FIN-018

Investment Reports & Backup

2 years

3 years

Mag, Ppr

Department Preference; GC
§34090

Finance /
Accounting

FIN-019

Investments / Arbitrage /
Certificate of Deposit / Investment
Bonds (Receipts / Advisor
Reports / Trade Tickets / LAIF
(Local Agency Investment Fund))

5 years

Yes: Until
Paid

Mag, Ppr

Department Preference; Meets
auditing standards; Published-
) ) 7
forsecurity-brokerage-slips;-
permanent; FTC Reg's rely on

"self-enforcement”;
GC§§ 34090, 43900
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Ver. 9.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-5

Office of |
__Record |

(OFR)

Retention
No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
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.(_y. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
[ ———— —

Department Preference; meets
municipal government auditing
Finance / Journal Entries / Journal Mag, Mftr, standards; Statute of Limitations
Accounting FIN-020 Vouchers 2 years 3 years OD, Ppr S/ No is 4 years:-statewide-guidelines-
propose-Audit+5-years;-GC
§34090, CCP § 337
Reports, Finance Reports
creatgq from Database: Department preference (The
Subsidiary Ledgers, . . .
. 0 . When No Financial System Database is
Finance / Reconciliations, Registers, -
) FIN-021 . L Longer Mag, Ppr the original; reports are
Accounting Transaction Histories, Balance . . .
. Required considered drafts or copies); GC
Sheets, Revenue & Expenditure §34090
Reports, etc. (MONTHLY OR
PERIODIC)
Reports: Annual State or
Federal: State Controller's
Finance / FIN-022 Report, Local Government 2 vears 3 vears Mag, Mfr, S/l Yes: After Department Preference; Meets
Accounting Compensation Report, Gas Tax, y y OD, Ppr QC & OD iauditing standards; GC §34090
MOE (Maintenance of Effort)
Report, Street Report, etc.
Department Preference; meets
municipal government auditing
Finance / Minimum 5 Yes: Until :Mag, Mfr, Yes: After istandards; Statewide-guidelines-
Accounting FIN-023 W-9s years Paid OD, Ppr S/ QC & OD |propese-audit+4-years—
Publiched asicles oo D
years: GC §34090

BUSINESS LICENSE & REVENUE
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Ver. 9.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-6
Office of f Retention Records Description Retention / Disposition Comments / Reference
_Record | No.
‘ . Image: Destroy
. Inactive . _

(OFR) .Actl\./e (Records Vital? Me.dla I=Import | Paper after

(in office) Center) 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.(_y. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
[ ———— —

Finance / Accounts Receivable -
Business Miscellaneous - Damage to Mag, Mfr Yes: After Department preference; Meets
License & FIN-024 Public Property, Invoices to 2 years 3 years OD, Ppr S/l QC & OD :?ngg standards; GC §34090
Revenue Outside Entities, etc. Q-
g:g?:g:s/ When No Preliminary drafts not retained in
. FIN-025 Bankruptcies - NOT pursued Longer Mag, Ppr the ordinary course of business;
License & ;
Required GC §34090
Revenue
Finance / Department Preference
Business Bankruptcies - Where a claim is (negative information remains on
. FIN-02 . 1 Mag, P o
License & 026 filed 0 years ag, Fpr credit ratings for 7 years); GC
Revenue §34090
. Department preference (The
Finance / . . .
Business Billing Registers. Pavment When No Business License & Permit
. FIN-027 _g 9 o y . Longer Mag, Ppr Database is the original; reports
License & Registers, Adjustment Registers . ) .
Revenue Required are considered drafts or copies);
GC §34090
Finance / - Data Fields / Records are
. . . ) Indefinite - . ..
Business FIN-028 Business License & Permit Minimum 5 Yes Ma interrelated;_meets municipal
License & Database ? 9 government auditing standards;
Revenue years GC §34090
Finance / Department preference (meets
Business Business License Applications municipal government auditing
License & FIN-029 and Changes 5 years Mag, Ppr requirements); GC §34090 et
Revenue seq.
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Ver. 9.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-7

Office of |
__Record |

(OFR)

Retention
No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
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.(_y. 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 / Department preference (meets
Business . . municipal government auditing
License & FIN-030 Business License Renewals 5 years Mag, Ppr requirements); GC §34090 et
Revenue seq.
Finance / Cash Receipts / MCRs
. (Miscellaneous Cash Receipts) / Department preference; Meets
Business . . ; Mag, Mftr, Yes: After o
. FIN-031 Daily Cash Summaries / Cashiers 1 year 4 years S/l auditing standards; GC §34090
License & OD, Ppr QC & OD
Reports / Cash Reports / Petty et seq.
Revenue
Cash
Finance / Department Preference; meets
Business Checks / Warrants (Cashed / Mag, Mfr, Yes: After :municipal government auditing
. FIN-032 . . . 2 I
License & 032 paid) / Wires / Wire Transfer years 5 years op,ppr| O/ QC & OD 'standards; GC §34090, CCP §
Revenue 337
Business Collectons / Collection Agercy Delaquencios emain on credi
License & FIN-033 Ca§e Files & Statements / 7 years Mag, Ppr reports for 7 years: GC §34090
Delinquent Accounts
Revenue et seq.
Finance /
Business Department Preference; Meets
License & FIN-034 Returned Checks / NSF Checks 5 years Mag, Ppr auditing standards: GC §34090
Revenue
PAYROLL
Finance / CaIPERS Reports - Annugl Department Preference; GC
FIN-035 Valuation Reports, Actuarial 2 years 3 years Mag, Ppr
Payroll . §34090
Valuation Reports
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Ver. 9.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-8

Office of |
__Record |

(OFR)

Retention
No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
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.(_y. 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 /

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

Department Preference; IRS: 4
yrs after tax is due or paid; Ca.
FTB: 3 years; Articles-show7-

Payroll FIN-036 PE.RS / FICA & Medicare 2 years 3 years Mag, Ppr . 26 CFR §31.6001-1()(2),
Adjustments - Quarterly Payroll )
Tax Returns / OASDI, Federal R&T §19530; 29 CFR 516.5 -
Tax Deposits, Adjustments, etc. 516.6, 29 USC 436, GC §34090
Finance / Deferred Compensation (457) Department preference; GC
Payroll FIN-037 Reports, Registers 2 years 3 years Mag, Ppr §34090
Finance / When No Preliminary drafts not retained in
Pavroll FIN-038 Employment Verifications Longer Mag, Ppr the Regular Course of Business
y Required GC §34090
Payroll Benefit Files / Departn_1ent preferen.ce; IRS
- . Regulation for W-4s is four years
Administration Forms (1095-C, W
o after the due date of such tax for
. 4s, Auto Pay Authorization Forms . . .
Finance / . . o Separation + Mag, Mfr, Yes: After ithe return period to which the
FIN-039 / Direct Deposit Authorizations, Yes S/
Payroll ) 5 years OD, Ppr QC & OD irecords relate, or the date such
Changes, Personnel Action Form . . . )
copies. Vacation pav-off tax is paid, whichever is the
- pues'ts o) pay later. 26 CFR 31.6001-1; GC
quests, ete. §34090
Finance / Payroll Journals / Payroll Mag, Mfr Yes: After Department preference for
Payroll FIN-040 Registers / Pay Day Registers 2 years 48 years oD, Ppr S/l QC & OD CalPERS buy-back purposes;

GC §34090
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Ver. 9.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-9

Office of |
__Record |

(OFR)

Retention
No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
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.(_y. 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 /
Payroll

FIN-041

Time Cards / Time Sheets -
AFTER August, 2016 (Finance
keeps the originals with
employee signatures)

2 years

3 years

Mag, Mftr,
OD, Ppr

S/l

Yes: After
QC & OD

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

Finance /
Payroll

FIN-042

W-2's

2 years

3 years

Mag, Ppr

Department Preference; IRS: 4
yrs after tax is due or paid; Ca.
FTB: 3 years;-Articles-show7-
years; IRS Reg §31.6001-
1(e)(2), R&T §19530; 29CFR
516.5 - 516.6, 29USC 436, GC
§34090

PURCHASING

Finance /
Purchasing

FIN-043

Lease / Purchase Agreements
(for equipment, maintenance or
services where Purchasing is the
lead)

Completion
+ 2 years

3 years

Mag, Ppr

Department Preference to cover
statute of limitations; GC
§34090; CCP§ 337 et seq.

Finance /
Purchasing

FIN-044

Purchase Orders / Requisitions

2 years

3 years

Mag, Ppr

Department Preference; GC
§34090
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Ver. 9.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-10

Office of f Retention Records Description Retention / Disposition Comments / Reference
_Record | No.
‘ . Image: Destroy
. Inactive . _
(OFR) .Actl\./e (Records Vital? Me.dla I=Import | Paper after
(in office) Center) 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.(_y. 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 /

Request for Proposals /

Department Preference; GC

Purchasing FIN-045 Succes§ful & Unsuccessful Bids /i 2 years 3 years Mag, Ppr §34090
Evaluations
Department Preference; meets
municipal government auditing
Finance / . . Mag, Mftr, standards; Statute of Limitations
Purchasing FIN-046 Surplused Equipment / Disposal 2 years 3 years oD, Ppr S/ No is 4 years; . .

propese-Audi5-years; GC
§34090, CCP § 337
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Ver 9.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-1
Office of Rec.ords Records Description Retention / Disposition Comments / Reference
Record Series #
. | Destroy
. Inactive . Image: Paper
(OFR) Active - pecords | 1ot vitarz  Media | [Slmport o
(in office) Retention Options| M=Mfr
Center) Imaged &
S=Scan .
Qcd

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

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

FIRE ADMINISTRATION

When When
Fire / FR-001 DMV Pull Notices - Fire Personnel | Superseded, Superseded, Mag, Department Preference; GC
Admin. Only or Upon or Upon Ppr §34090
Separation Separation
Fire / (nchudes Offce of Emergency  SUperseded ST Mag.
. FR-002 and and Yes (all) | Mfr, OD, S/l No GC §34090
Admin. Management & Homeland Approved Approved Ppr
Security)
Fire / .. . Mag, Yes:
Admin FR-003 Employee Training - Rookie Tests 2 years 2 years Mfr, OD, S When GC §34090
’ Ppr Inactive
Department preference; Ethics &
Harassment Prevention Training is
5 years; Statewide-guidelines-
propese-£-years; Calif. Labor
Training Course Records ~EMS- Division is required to keep their
. Continuing-Education Training Mag, Yes: OSHA records 7 years;
AZ':; r/1 FR-004 5 years 5 years Mfr, OD, S When EEOC/FLSA/ADEA (Age) requires
' (Attendance Rosters, Outlines and Ppr Inactive 3 years for promotion, demotion,

Materials)

transfer, selection, or discharge;
State Law requires 4-2-3-years for
personnel actions; 8 CCR §3203
et seq., 29 CFR 1627.3(b)(ii), LC
§6429(c); GC §§12946, 12960,
34090, 53235.2(b), 53237.2(b)
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Ver 9.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-2

Office of Rec.ords Records Description Retention / Disposition Comments / Reference
Record Series #
. | Destroy
. Inactive . Image: Paper
(OFR) Active - pecords | 1ot vitarz  Media | [Slmport o
(in office) Retention Options| M=Mfr
Center) Imaged &
S=Scan .
Qcd

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

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

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

+

Department preference;
Employee Training File / DMV File ~ EEOC/FLSAJADEA (Age) requires
Fire / (by employee) Separation + Separation + Mag, Yes: 3 years for promotion, demotion,
; FR-005 Mfr, OD, S When |transfer, selection, or discharge;
Admin. 5 years 5 years ; .
Individual Training Certificat t Ppr Inactive State Law requires 2 -3 years for
ndividual Training Certificates, etc. personnel actions: LC §6429(c);
GC §§12946, 12960, 34090
Fire / Mag
Admin. & L . ’ Yes: Department Preference; GC
Police / FR-006 EOC Activations & Drills 10 years 10 years Mfr, OD, S/ After QC §34090
. Ppr
Admin.
. FEMA / OES Reimbursement Mag, .
Fire / FR-007  Claims / Strike Team 10 years 10years | Yes(all) Mfr,OD, S/ No  Department Preference; GC
Admin. . §34090
Reimbursements Ppr
Fire / ) . . Minimum 2 Minimum 2 Mag, Department Preference; GC §
Admin. FR-008 Film Permits years years Ppr 34090 et seq.
. Department Preference (meets-
A i Fire-Alarm-Permit Billings ' municipal-governmentauditing-
requirements); GC § 34090 et seq.
Indefinite - Indefinite - Data is interrelated;_If used for
Life of the Life of the Inspections, California Fire Code
Structure or Structure or requires 5 years or Life of the
Flre./ FR-010 Fire Incident RMS Database w w Yes Mag, Structu.re o Agthlty for Appr.ovals,
Admin. Minimum 5 Minimum 5 Ppr Inspections, Fires, Modification /
years, years, Alternative Methods or Materials;
Whichever is \Whichever is} CFC §§104.6 — 104.6.4; GC
Longer Longer §34090
Fire / ) . Mag, Department Preference (rated
Admin. FR-011 ISO Insurance Ratings 15 years 15 years Por every 10 years); GC §34090
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Ver 9.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-3

Office of Rec.ords Records Description Retention / Disposition Comments / Reference
Record Series #
. | Destroy
. Inactive . Image: Paper
(OFR) Active - pecords | 1ot vitarz  Media | [Slmport o
(in office) Retention Options| M=Mfr
Center) Imaged &
S=Scan .
Qcd

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

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

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

Fire / Monthly Statistical Reports / Run When No When No Mag, Con3|dered'a prellmlnary draft/
Admin FR-012 Statistics Longer Longer Por copy (the Fire database is the
’ Required Required P original); GC §34090 et seq.
Copies - Copies - - o .
. Mutual Aid Agreements, Joint When No When No Mag, Originals Maintained by City Clerk
City Clerk FR-013 ”» or County Clerk of the Board
Power Authorities Longer Longer Ppr )
; : Permanently; GC §34090.7
Required Required
Fire / Programs and Pr.OJeCtS (g.g. Cadet, Minimum 2 Minimum 2 Mag, Department Preference; GC §
. FR-014 CPR Program, Fire Service Day,
Admin. etc)) years years Ppr 34090 et seq.
Fire / ) Requests for Fire Incident Reports Mag,
Admin. FR-015 and Fire Investigation Reports 2 years Zyears Ppr GC §34090
Fire / FR-016  Ride-A-Long Waivers 2 years 2 years Mag, GC §34090
Admin. 9 y Y Ppr
Fire / ) Subpoenas (Personal Appearance - Mag,
Admin. FR-017 Fire Personnel) 2 years 2 years Ppr GC §34090
Fire / Training Database / Log (Target In.dgflmte - In.d.eflnlte = Mag, Data is interrelated; GC §34090 et
. FR-018 . - Minimum 5 Minimum 5
Admin. Solutions / Vector Solutions) Ppr seq.
years years
EMERGENCY MEDICAL SERVICES
Department Preference -
Controlled Substance Logs, Ma Controlled substances are
Fire / EMS FR-019 Narcotics Inventories / Ambulance 3 years 3 years Yes P ?. required for 2 years after inventory
Inventory Logs P or transaction; 21 CFR §1304.04,
1310.04
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

| — +
Data is interrelated; If data
Emergency Medical PCR Indefinite - Indefinite - includes e-PCRs, Minors retention
Fire / EMS FR-020 Minimum 20 Minimum 20 Yes Mag is until 1 year after age 18, but not
Database -
years years less than 7 years; 10 years (see
Patient Care Reports) GC §34090
EMS Complaints / CQIl (Continuous Mag s:g\t/li‘gzgi';'gql;lzta'?;_sjgzhgslth
Fire / EMS FR-021 Quality Improvement) / Quality 3 years 3 years Ppr’ 1100.7, uF—G§4Q4~32—§4Q4~3#
Assurance GC §34090, 60201 et seq.
HIPAA Policies and Procedures Superseded Superseded Mag, Yes:
Fire / EMS FR-022 (Health Insurance Portability and Mfr, OD, S After 1 45 CFR 164.530(j)
. + 6 years + 6 years
Accountability Act) Ppr year
Department preference;
Paramedic / EMS Continuing Paramedic Continuing Education
Education Rosters and Certificates Mag, Yes: |is required for 4 years by DPH; 8
Fire / EMS FR-023 54 years 5 4 years Mfr, OD, S When CCR §3204(d)(1) et seq., 8 CCR
(Attendance Rosters, Outlines and Ppr Inactive §3203 et seq., 29 CFR
Materials) 1627.3(b)(1), LC §6429(c); GC
§8§12946, 12960, 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Patient Care Reports / PCRs /
Paramedic Release Forms (EMS

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

Department Preference; adults
required for 7 years; minors until 1
year after age 18, but not less than
7 years; 10 years is recommended
by AHIMA for "healthcare
providers"; Statute of Limitations
for health providers is 3 years;

transportation) / Consent Form with Mag, Yes: .
Fire / EMS FR-024 Assignment of Benefits: ADULTS 20 years 20 years Mfr, OD, S After 1 g;';g?g%gg;i?ggocﬁss
gNtDbJUVI/Er;IILES / .IncFI>udles eéPCR Ppr year 482.24(b): 9 CCR 9444, 22 CCR
Ra a a;e bectronlc atient Care 70751(c) & 71551(c); 22 CCR
Report Database 70751(c), 71551(c), 73543(a),
74731(a), 75055(a), 75343(a),
77143(a), W&l 14124.1; CMS Pub.
100-4, Chapter 1, Section 110.3
FIRE MARSHAL / FIRE PREVENTION
. . Annua! Permits / Flre.Code Permits| |, \ \» \
Fire / Fire / Special Event Permits / Yes:
Marshal & FR-025 Explosives Permits / Fireworks s S Befor.e Mag, Department Preference; GC
Fire Permits (assembly permits, candle |, ,. - L Ppr §34090 CEFC§§104.6—104-6:4
. . g Minimum 2 5 Minimum 2-5 Event
Prevention permits, tent permits, fire hydrant
years years
use, open flame, etc.)
. . . Life of the Life of the Required for the Life of the
Fire Inspections / Business L .

. . . . Structure or Structure or Structure or Activity, or Minimum 5
Fire / Fire Inspection Files / Occupancy - o . .
Marshal & Inspections-/Citati Noti ¢ Activity, or Activity, or Mag, Yes: |years for Approvals, Inspections,

. FR-026 . . Minimum 5 Minimum 5 Mfr, OD, S/ After QC Fires, Modification / Alternative
Fire Violations— X
Prevention years, years, Ppr & OD Methods or Materials; CFC §§
R . L Whichever is Whichever is 104.6 - 104.6.4
A.K.A. "Engine Inspections I
Longer Longer
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If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
IHOLDS: Litigation, claims, complaints, public records act requests, audits and/or investigations suseend normal retention periods (retention begins after settlement).
Fire / Fire
Marshal & . L . L Minimum 2 Minimum 2 Magq, Department Preference; GC
Fire FR-040 Fire Citations / Notice of Violations oars s Por §34090
Prevention
Fire / Fire Mag Yes: | Department preference (Capital
Ma:?:' & FR-027 (F:lre _Itn\:eétl_gatlorg -IArson & P P Mfr, OD, S/l After QC |Crimes have no statute of
. apital Lrimes Unly Ppr &OD limitations); GC §34090 et seq.
Prevention
. . When No- When No-
Fire / Fire
Marshal & FR-028 Fire Investigations - OTHER Than R s 9 Mag, Department preference; GC
Fire Arson & Capital Crimes o D Ppr §34090 et seq.
. Minimum 5 Minimum 5
Prevention
years years
Marshal & Mag, o -
. ER-029 Fire-SuppressionPlans p p Mfr OB, SH After QG-
- Por 20D Sodbotcienes
Prevention
Fire / Fire Ma Yes:
Marshal & Fire Sprinkler Plans_/ Fire Alarm When When 9 "~ |Department preference; GC
. FR-030 Mfr, OD, S/l After QC
Fire Plans / Hood Plans Superseded Superseded §34090 et seq.
. Ppr & OD
Prevention
Fire / Fire
Marshal & FR-031 Hazardous Materials Business Superseded Superseded Mag, Department Preference; GC
Fire Plans (HMBP) + 5 years + 5 years Ppr §34090
Prevention
. . hlacmple- e le-
Fire / Fire Longer Longer
Marshal & FR-032 Public Information / Education Roquired— Roquired— Mag, Department Preference; GC
Fire (when produced internally) . ] Ppr §34090
. Minimum 2 Minimum 2
Prevention
years years
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

IHOLDS: Litigation, claims, complaints, public records act requests, audits and/or investigations suseend normal retention periods (retention begins after settlement).
. . When No- When No-
Fire / Fire
Marshal & FR-033 Weed Abatement / Vegetation R 8 R 8 Mag, Department Preference; GC
Fire Abatement o i Ppr §34090
. Minimum 2 Minimum 2
Prevention
years years
Fire / Fire WhenNo-
Marshal & Weed Abatement / Vegetation g Mag,
Fire FRO34  Abatement LIENS oquired P e Ppr GC §34090(a)
. Minimum 2
Prevention
years
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Lead Dept. FR-035 AQMD Permits (Generators, etc.) 5 years 5 years I\/Fl)e;)? 40 CFR 70.6; GC §34090
When-No- When-No-
Daily Vehicle Inspections / Daily Lenzor Lensor
Fire / Ops FR-036 Equipment Checks / Safety Regquired— Regquired— Ppr GC §34090
Equipment Inspections Minimum 2 Minimum 2
years years
Generator Operation Logs & Ma
Lead Dept. FR-037 Inspections - Fixed / Stationary 3 years 3 years Pp?, AQMD Rule 1470; GC §34090
Generators
Generator Operation Logs & Ma AQMD Rule 1470: Form
Lead Dept. FR-038 Inspections - Portable / 5 years 5 years Pp?’ 400-E—13a instructions; GC
Emergency Generators §34090
Fire/Ops | FRG30 |Pre-plan Shests When When Bz?;e Mag, Preliminary drafts; GC §34090 et
Superseded Superseded Event Ppr seq.
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

EEOC / ADEA (Age) requires
1 year after benefit plan
termination; Federal law

Human Benefit Plan Documents Duration of Duration of Yes: For requires 6 years after filing
HR-001 (CalPERS, Optical, Dental, the Contract the Contract | Duration of | Mag, Ppr date for retirement; State Law
Resources . .
etc.) + 6 years + 6 years Contract requires 2 years after action;
29 CFR 1627.3(b)(2); 29 USC
1027; GC §§12946, 12960
34090
Bureau of National Affairs
recommends 2 years for all
Classification / Reorganization supplementary Personnel
Human Studies (for employee Minimum 3 Minimum 3 records; Wage rate tables are
HR-002 M Mag, Ppr . i
Resources classifications and department years years 1 or 2 years; State requires 2
structures) years; 29 CFR 516.6, 29 CFR
1602.14, GC §§12946,
12960, 34090
Bureau of National Affairs
recommends 2 years for all
supplementary Personnel
Human Compensation Surveys & Minimum 3 Minimum 3 records; Wage rate tables are
HR-003 . Mag, Ppr . i
Resources Studies years years 1 or 2 years; State requires 2
years; 29 CFR 516.6(2), 29
CFR 1602.14, GC §§12946,
12960, 34090
Rﬁs HR-003.1 ggvllg)-;;Nonﬂcanons to 3 years 3 years Mag, Ppr LC §6409.6(k), GC §34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

Human
Resources

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.

HR-004

California Civil Rights
Department (CRD) /
Department of Fair
Employment & Housing (DFEH

or EEOC) Claims / Harassment

Claims

Final
Disposition +
4-3 years

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

Final
Disposition +
4 3 years

Mag, Ppr

All State and Federal laws
require retention until final
disposition of formal
complaint; State requires 4 2-
years after "fully and finally
disposed"; 2 CCR 11013(c);
2-CCR7287.0: GC §§12946,
12960, 34090

Human
Resources

HR-005

DMV Pull Notices (other than
Police & Fire)

When
Superseded,
or Upon
Separation

When
Superseded,
or Upon
Separation

Mag, Ppr

Department Preference; GC
§34090

Human
Resources

HR-006

Drug & Alcohol Test Results
(All - Positives and Negatives)

5 years

5 years

Mag Ppr

Department preference;
D.O.T. Requires 5 years for
positive tests, 1 year for
negative tests;
EEOC/FLSA/ADEA (Age)
requires 3 years physical
examinations; State Law
requires 2 years; 29 CFR
1627.3(b)(1)(v), GC §§12946,
12960, 34090; 49 CFR
655.71 et seq.; 49 CFR
382.401 et seq. 49 CFR
653.71

Human
Resources

HR-006

EEO-4 Reports

3 years

3 years

Mag Ppr

29 CFR 1602.30; 29 CFR
1602.31, 29 CFR 1602.32;

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

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

Human Resources

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

Human HR-007 Commission Minimum 2 Minimum 2 Mag, Ppr Department preference; GC
Resources AGENDAS, AGENDA years years ’ §34090
PACKETS
Hurman CH:gm?nr;SFs{%iources Department preference; State
Resources HR-008 AUDIO RECORDINGS of 2 years 2 years Mag, OD Ig\(i;v ogglgge:?lélrss for 30 days;
Meetings / Audio Tapes § -5(b)
H Human Resources Maa. Mf
Res“omufcnes HR-009  Commission P P Yes Oag' Pp:' ) No GC §34090
MINUTES & BYLAWS ’
Human Humar’n Rgsources Minimum 2 Minimum 2 Department preference; GC
Resources HR-010 Commission years years Mag, Per §34090
SUMMARY OF ACTIONS
Non-citizens must re-certify
periodically; Required for 1
year from termination or 3
years from hiring, whichever
is later; EEOC / FLSA / ADEA
Human HR-011 1-9s Separation + Separation + Mag Ppr ’(’Age) requires 3 years for
Resources 3 years 3 years any other forms of

employment inquiry"; State
Law requires 2 -3 years; 8
CFR 274a.2; 29 CFR
1627.3(b)(1); GC §§12946,
12960, 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Minimum

Minimum

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

Department preference;
EEOC/FLSA/ADEA (Age)
requires 3 years for
promotion, demotion,
transfer, selection, or
discharge; State Law requires

of MOU Provisions,
Documentation, etc.)

Human HR-012 Job D.e.SCFI.ptIOHS/ s Superseded Superseded Mag, Mr, S/l Yes: After 4 2-3 years; retirement
Resources Classification Specifications OD, Ppr QC & OD L
+4-3 years + 4 3 years benefits is 6 years from last
action; 29 CFR 1602.31 &
1627.3(b)(1), 8 CCR
§3204(d)(1) et seq., GC
§8§12946, 12960, 34090;-29-
e
Labor Relations Files
Human HR-013 (Negotiation Notes, 5 years Minimum 5 § Minimum 10 Mag, Mfr, S/l Yes: After |Department Preference; GC
Resources Correspondence, Interpretation years years OD, Ppr QC & OD §34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

Human
Resources

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.

HR-014

Personnel Files - Background
Files (Fire, Executives,
Information Technology)

Separation +
6 years

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

Separation +
6 years

Mag, Ppr

Department Preference;
EEOC/FLSA/ADEA (Age)
requires 3 years for
promotion, demotion,
transfer, selection, or
discharge; State Law requires
4-2-3 years; 8 CCR
§11040.7(7)(C); 29 CFR
1602.31 & 1627.3(b)(1), GC
§§ 3105, 12946, 12960
34090; 29 USC 1113;_LC_
§1198.5

Human
Resources

HR-015

Personnel Files - Employee
File

Includes Application,
Evaluations, Policies, Oaths of
Office, PAFs (Personnel
Action Forms), etc.

Separation +
6 years

Separation +
6 years

Mag, Ppr

Department Preference;
statute of limitations for
retirement benefits is 6 years
from last action;
EEOC/FLSA/ADEA (Age)
requires 3 years for
promotion, demotion,
transfer, selection, or
discharge; State Law requires
4 2-3 years; 29 CFR
1602.31 & 1627.3(b)(1), GC
§§ 3105, 12946, 12960
34090; 29 USC 1113; LC

§1198.5
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Department Preference;
EEOC/FLSA/ADEA (Age)
requires 3 years for
promotion, demotion,
. . . . transfer, selection, or
Human HR-016 P.ersonnel F|I§s - .Grlevance Separation + Separation + Mag, Ppr discharge; State Law requires
Resources Files / Investigations 4-3 years 4 3 years 42 -3 years; 29 CFR
1602.31 & 1627.3(b)(1), GC
§§ 3105, 12946, 12960
34090; 29 USC 1113; LC
§1198.5
Whichever Whichever is Department preference; Files
. . . islonger: § . | maintained separately;
Personnel Files - Medical File Separation I_o_ng('aL Claims can be made for 30
(all employees) . | Separation + .
+ 24 years; 30 vears: OR Yes- After years for toxic substance
Human . Separation + OR y L Yes: Until | Mag, Mftr, s exposure; 8 CCR 5144, 8
HR-017 Pre-employment Medical L Termination . S Separation + -
Resources 6 years Termination . Separation = OD, Ppr CCR 15400.2; 8 CCR
Clearances, ADA . of Benefits + | 1 year
A dati Respirat of Benefits 5 vears §3204(d)(1) et seq., 29 CFR
Fi‘t’CT"gg"efc 1ons, Respirator +5years |, 2220 1910.1020(d)(1)(i), GC
- Whichever is |
. Whichever- : §§12946, 12960, 34090; LC
lolbencos gef §1198.5
Recruitment and Testing File Department preference;
. EEOC / FLSA / ADEA (Age)
(lnCIl.Jde.s Advertisements, . L requires 1-3 years; State Law
Applications for Unsuccessful Hiring Hiring . .
Human : . . L requires 4 23 years; 29
HR-018 Candidates, Interview Notes, Decision + 4 Decision + 4 Mag, Ppr
Resources CFR 1627.3(b)(1), 29 CFR
Job Brochures, Test Data, 3 years 3 years 1602.14: 2 CCR 11013(c); 2
Testing Analysis & statistical CCR-722,37 0(c)(2), GC ’
Metric, Job Analysis, Rating ) ;
Sheets, Scantrons, etc.) §§12946, 12960. 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Human Studies & Surveys Conducted When No When No Preliminary drafts not retained
RESOUIces HR-019 on Behalf of the City (Sick Longer Longer Mag, Ppr in the ordinary course of
Leave, Attrition, Benefits, etc.) Required Required business; GC §34090
e Not an Agency record /
Vei|f|cat|ons of Employment, When No When No Content does NOT relate in a
Human_ HR-019.5 Child Support, etc. (From Longer Longer Mag Ppr substantive way to the
Resources E— lenders or other outside _g_ _g_ el - -
- companies Required Required conduct of the public's
companies) business; GC §34090 et seq
Human Workers Compensation Claim Meets auditing standards; GC
Resources HR-020 Runs / Monthly Reports 5 years Dyears Mag Ppr §34090
Wisihﬁgi;e\;r Whichever is | Department preference; Files
S—g_e aratioﬁ Longer: maintained separately;
Workers Compensation Claims P | Separation + Claims can be made for 30
/ Long Term Disability Claims + 20 years; 30 years; OR ears for toxic substance
Human 9 . y . Separation + OR y L Yes: Until | Mag, Mfr, Yes: After Y .
Resources HR-021 (Includes all Accident, Incident, 10 vears | Termination Termination Separation | OD. Por S QC & OD exposure; 8 CCR 5144, 8
or Injury Reports from y organa e’ | of Benefits +| P P CCR 15400.2; 8 CCR
Employees) 5 years §3204(d)(1) et seq., 29 CFR
+ 5 years 5 . .
Vi Whichever-is 1910.1020(d)(1)(i), GC
. : Longer: §8§12946, 12960, 34090
RISK MANAGEMENT
Accident / Incident / Injury
. Reports (Potential Claims - Department preference; CCP
Risk Manag. HR-022 | 1 edical and non-medical that 2 years eyl Mag, Ppr §340.5, GC §34090
do not result in a claim.)
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Ver. 8.0

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES

Page HR-8

%T:grzf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | I=lmport Paper after
?
(OFR) (in office) (22:::;?)8 Retention Vital? Options = M=Mfr Imaged &
S=Scan QC'd?

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

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

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

Claim must be filed within 1
year, lawsuit within 2 years;
complaints against peace
officers within 5 years; Statute

Citations

. . . Resolution + | Yes: Until | Mag, Mftr, Yes: After |of Limitations for contracts is
Risk Manag. HR-023 Claims Resolution 5 years 5 years Resolution | OD, Ppr S Settled 4 years; wrongful death for
construction is completion + 5
years; CCP §§ 337 et seq.;
GC §§ 911.2, 945.6; 34090,
34090.6; PC §832.5(b)
. Insurance Polices (City-owned Mag, Mfr, Yes: After |Department Preference; GC
Risk Manag. HR024 | licies) P F op,ppr S QC &OD  §34090
Risk Manag. HR-025 Claim Runs 5 years 5 years Ppr Department Preference; GC
§34090
Calif. Labor Division is
required to keep their records
OSHA Logs - 200, 300, 301, 7 years; OSHA requires 5
. . Mag, Mfr, Yes: After ) .
Risk Manag. HR-026 301A, OSHA Inspections or 5 years 5 years oD, Ppr S QC & OD years; State law requires 2

years; ; 8 CCR 14300.33, 8
CCR §3203(b)(1), GC
§34090.7; LC §6429c
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Ver. 6.0

RECORDS RETENTION SCHEDULE: INFORMATION TECHNOLOGY

Page IT-1

Office of Retention No.
Record

(OFR)

Records Description

Active
(in office)

Retention / Disposition

Inactive Total
(Records . Vital?
Retention
Center)

Media
Options

Comments / Reference

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

INFORMATION TECHNOLOGY

Information

Technology IT-001
Information-

17-002
oenaslesy
Information IT-003
Technology
Information IT-004
Technology

Backups_/ Computer Backups
(ALL Disaster Recovery Computer

Backups—BAIlLY {(exeludes-
Police)

Network Configuration Maps &
Plans

UNALTERABLE MEDIA /
IMMUTABLE CLOUD BACKUP /
WORM / DVD-r / CD-r / Blue Ray-
R or other UNALTERABLE
MEDIA that does not permit
additions, deletions, or changes

When No
Longer
Required

When No When No
Longer Longer Yes
Required Required
WhenNo- | WhenNo-
Longer Longer- Yes
Reguired- | Reguired-
When No
Longer Yes
Required
P P

Mag.

Mag.

oD

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

Used for Disaster Recovery-

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, CCR 22620
et seq..
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PLANNING

Page PL-1

ORT:;Zf Retention No. Records Description Retention / Disposition Comments / Reference
B Destroy
Inactive Image: Paper
(OFR) Active - pecords Vitalz | Media | 1=lmport |
(in office) Options | M=Mfr
Center) S=Scan Imaged &
QC'd?

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

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

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

PLANNING
Mag, Yes: AfteriDepartment preference; GC
Planning PL-001 Administrative Reviews 5 years P Mf;SD, S/l QC & OD §34090
. When No
Planning PL-002 Alcohol Eeverage Control L.|cense Longer Mag, Ppr (Non-Records)
Applications (ABC Applications) X
Required
Annexations / Boundaries / Mag, Yes: After
Planning PL-003 Consolidations / LAFCO 5 years P Mf;,p(r)D, S/l Qc & OD Land Records; GC §34090
Mag, Yes: After:Department preference; GC
Planning PL-004 Art in Public Places 5 years P Mf;;?D, S/l QC & OD §34090
When No
Planning PL-005 Census, Demographics Longer Mag, Ppr i(é\lgr;;ecords - Census Bureau
Required
. Minimum 2 Department preference; GC
Planning PL-006 Conceptual Plans years Mag, Ppr §34090
Mag, Yes: After Department preference; GC
Planning PL-007 Covenants 5 years P Mf;;:D, S/ QC & OD §34090
Mag, Yes: After.Department preference; GC
Planning PL-008 Design Review Case Files 4 years Yes Mflr:;SD, S QC & OD §34090
Design Review Subcommittee " Mag, . Department preference; Original
Planning PL-009 |AGENDAS & AGENDA M'”'g;‘;;“ 2 Mfr,OD,| S/I ?é &A(f)tgr Staff Reports are filed in the
PACKETS y Ppr project file; GC §34090
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PLANNING

Page PL-2

Office of

| Recorq  etentionNe

(OFR)

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper
after
Imaged &
QC'd?

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

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

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

Design Review Subcommittee Mag, i . .
Planning PL-010  MINUTES, BYLAWS & P Yes | Mfr,OD, S No gzngg&'ga;s to the City Clerk;
RESOLUTIONS Ppr '
. . . - Mag,
. Design Review Subcommittee Minimum 2 Yes: After:Department preference; GC
Planning PL-OT1 | SUMMARY OF ACTIONS years Mf;gD’ S/1 " qc s oD §34090
Design Review Subcommittee Department Preference; Video
. Commission recording of meetings are only
Planning PL012" \IDEO RECORDINGS of 10 years Mag, OD required for 90 days; GC
Meetings / Audio Tapes §§34090.7, 34090
Environmental Determinations: U.sually ﬂ!ed in the project file;
. Final environmental
Environmental Impact Reports Mag, Yes: Afterideterminations are required to
Planning PL-013 (EIRs), Negative Declarations, etc.) P Mf;’:,’ ?D, S QC & OD be kept a "reasonable period of
Inside City boundaries P time"; 14 CCR §15095(c); GC
y §34090
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PLANNING

Page PL-3

Office of

__Record |

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper
after
Imaged &
QC'd?

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

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

Environmental Determinations:
Environmental Impact Reports

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

(EIRs), Negative Declarations, etc.) Project project — are not within the
Planning PL-013.1 Aggrpval or Mag scopg of section 21167.6,
Correspondence and staff notes | Denial + 2 Ppr subdivision (e) and need not be
that provide insight into the project years retained." Golden Door
or the agency’s CEQA compliance Properties, LLC v. Superior
with respect to the project Court of San Diego County
(County of San Diego, et al.,
Real Parties in Interest) (53
Cal.App.5th 733); PRC 21167,6;
GC §34090
Env!ronmental Determinations: Non-records: EIRs and Negative
Environmental Impact Reports When No . s .
. . . Declarations within the City
Planning PL-014 (EIRs), Negative Declarations, etc.) Longer Ppr . . .
X Boundaries are with the project
Required file
Outside City boundaries
Mag, ) City Clerk Maintains all Agenda
Planning PL-015 fri”eenr;'nF;ft'; Elements and P Mfr,OD,| S/I Eecs; &Aggr Packets Permanently; GC
Ppr §34090.7
. . . Mag,
. Historic Preservation Survey, Yes: After:Department Preference; GC
Planning PL-016 Evaluations and Designations P Mf;’pcr)D’ S/l QC & OD :§34090
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PLANNING

Page PL-4

Office of

__Record |

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper
after
Imaged &
QC'd?

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

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

Mag
. ’ Yes: AfteriDepartment preference; GC
Planning PL-017 Landscape Plans P Mfr, OD, S/ QC & OD §34090
Ppr
. Mag,
. Master Plans, Specific Plans, Land Yes: AfteriDepartment Preference; GC
Planning PL-018 | Use Plans, etc. P Mf;gD’ S/1 qc s oD §34090
When No Preliminary drafts not retained in
Planning PL-019 Materials Boards Longer Mag, Ppr the ordinary course of business;
Required GC §34090
Model Home Marketing Plan Final . - -
Planning PL-020 (Authorization to build Model Home Inspection of Mag, Ppr Preliminary Draft, Final Building
. . Plan is the final; GC §34090
prior to Final Approval) Model Home
. Department preference
Planning PL-021 Plan Checks 2 years Mag, Ppr (preliminary drafts); GC §34090
Planning Commission - Mag, . Department preference; Original
Planning PL-022 AGENDAS & AGENDA M'”gr’;“ 2 Mfr,OD,| S/I \gaé &Aggr Staff Reports are filed in the
PACKETS y Ppr project file; GC §34090
Planning Commission Department preference; State
Planning PL-023 AUDIO RECORDINGS of 2 years Mag, OD law only requires for 30 days;
Meetings / Audio Tapes GC §54953.5(b)
Planning Commission Mag, - . )
Planning PL-024  MINUTES, BYLAWS & P Yes  Mfr,OD, S No 2%"23%9;’837'3 tothe City Clerk;
RESOLUTIONS Ppr '
. - - Mag
. Planning Commission Minimum 2 ’ Yes: After:Department preference; GC
Planning PL-025  SUMMARY OF ACTIONS years Mf;;?D' S/1 qc & oD §34090
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PLANNING

Page PL-5

Office of

__Record |

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper
after
Imaged &
QC'd?

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

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

Planning Commission

Department Preference; Video
recording of meetings are only

Planning PL-026 ?\lﬂl:)elfi(r']) I:Ifig;:!rliG:Sof 10 years Mag, OD required for 90 days; GC
9 P §§34090.7, 34090
. . e Mag,
. Planning Director Modification Yes: After:Department preference; GC
Planning PL-027 Approvals 5 years P Mf;SD, S/l QC & OD §34090
. Planning Project Log of Indefinite - Department Preference - Data is
Planning PL-028 Applications, Database Permanent Yes (al) Mag interrelated; GC §34090
Planning Project Files -
Approved Permanent
Entitlements
(Includes Associated CEQA -
Noticing, Conditions of Approval, Dep_artment preferencg, Elnal
Public Noticing, Environmental Mag, Yes: Aft enwronnjerétr:ll c:)etirmltnatlons
Planning PL-029 Determinations, Staff Reports, 3 years P Yes Mfr, OD, s es: Alter ?re required to be kept a )
QC & OD :"reasonable period of time"; 14
Plans & Maps) Ppr
CCR §15095(c); GC§§34090,
Examples: Conditional Use Permits 34090.7
(CUPs), Correspondence, Design
Review, Parcel Maps, Planned Unit
Developments (PUD), Site Plans,
Tentative Subdivisions, Variances, Zone
Changes, etc.
Minimum 2 Mag, Yes: After:Department preference; GC
Planning PL-030 Preliminary Review File years Mfer,;:D, S/l QC & OD §34090
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PLANNING

Page PL-6

Office of

__Record |

(OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper
after
Imaged &
QC'd?

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

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

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

Prospective Home Buyer's Mag, . .
Planning PL-031 Notification (where property is near P Mfr, OD, S/l Yes: Aiter Department preference; GC
) QC & OD :§34090
the landfill) Ppr
Special Event Permits / Temporary
Entitlements / Temporary Permits Yes: Mag
. (Approved & Unapproved): Minimum 2 - ' Yes: AfteriDepartment preference;
Planning PL-032 years DEL\’/Z:]? Mf;' ?D’ S QC&OD GC§§34090
Christmas Tree Lots, Pumpkin P
Lots, Banner Permits, etc.
Minimum 2 Mag, Yes: AfteriDepartment Preference; GC
Planning PL-033 Special Studies years Mf;,p(r)D, S QC & OD §34090
Mag, Yes: After:Department preference; GC
Planning PL-034 Zoning Compliance Letters 5 years P Mf;gD, S/l QC & OD §34090
Zoning Maps (Historicall Mag, Department Preference; GC
Planning PL-035 oning \iap y P Yes (al) Mfr,OD,| S No P !
Significant) §34090.7
Ppr
Zoning Ordinance Amendments Mag, Yes: After Department Preference
Planni PL- e ’ P Y Mfr, OD, I : .
anning 036 Reclassifications / Zone Change es IerOr S/ 1 year i(copies); GC §34090.7
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Ver. 13.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-1

Office of
Record

(OFR)

Retention No.

Records Description

Active
(in office)

Inactive
(Records
Center)

Retention / Disposition

Total
Retention

Vital?

Media
Options

I=lmport Paper after

Comments / Reference

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

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

POLICE CHIEF / ADMINISTRATION

Police / Carry Concealed Weapon o . )
Chief / PD-001  Permits (CCW Permits) - Exzp'rzg?: * Exzp'rzg‘:;‘ N Mag, Ppr ggfggg;”;epreference' GC
Admin. APPROVED y i 4
Police / Carry Concealed Weapon )
Chief / PD-002 Permits (CCW Permits) - 2 years 2 years Mag, Ppr ggfgggn;nstepreference, GC
Admin. DENIED 9
Police / When When
Chief / PD-003 DMV Pull Notices - Police Only S“gf(f::fd' S“gflzs;::d’ Mag, Ppr gsefgg(;“e”t Preference; GC
Admin. Separation Separation
Police /
Chief/ PD-004 Neighborhood Watch 2 years 2 years Mag GC §34090 et seq.
Admin.

Personnel Files - Police
Police / Department Employees (By . . City preference; 29 CFR 1602.31
Chief / PD-005  Employee) Segar:etl';’s“ * Segar:;'fsn i SeBngt‘ieon Mag, Ppr & 1627.3(b)(1), GC §§ 3105,
Admin. Including Evaluations, PAPS, y y P 12946, 12960, 34090

Oath of Office, Policies, etc.

CAD / DISPATCH
Department Preference

Audio Recordings or Tapes - (consortium standard); Statewide

Police / (CAD/RMS) Recordings of Minimum Minimum guidelines propose 180 days-
Commun. PD-006 Telephone & Radio 180 days 180 days Mag (legally mandated for 100 days);

Communications Dispatch Tapes
(CAD) / MDT / Chat messages

(may be discoverable or made
public in some circumstances),
GC §§34090, 34090.6
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Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-2
oRf::zr:f Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Destroy
(OFR) Active (Records bt Vital? Media  ISlmport Paper after
(in office) Retention Options Imaged &
Center) acd?

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 ENHANCEMENT

Police /

Minimum

Minimum

Community PD-007 Admlnl;tratlv_e Citation Hearings / Resolution + Resolution + Yes: Uptll Mag, Ppr Department preference; GC
Hardship Waivers Resolution §34090
Enhance. 2 years 2 years
Code Enforcement / Abatement
Case Files / Administrative Department preference: Case is
Police / Citations / Vehicle Abatement Minimum Minimum . . P . p. o
. . : Yes: Until open until satisfactorily resolved
Community PD-008 (Includes appeals and Code Resolution + Resolution + . Mag, Ppr ]
Enhance Enf tC laint Letters) 2 vears 2 vears Resolution (some cases are not resolved);
. nforcement Complaint Letters y y CFC §104.3.4, GC §34090
Excludes Liens (Send to City Clerk)
Police / Indefinite - Indefinite - Data Fields / Records are
Community PD-009 Code Enforcement Database Minimum 2 Minimum 2 Yes Mag . )
interrelated; GC §34090
Enhance. years years
DETECTIVE BUREAU
. . When No When No Does not record regular and
Police / Drone (Unmanned Aerial X -
Detectives PD-009.5 Vehicle) Recordings Longer Longer. Mag ongoing operafions; GC
E— 9 Required Required §34090.6 et seq,
Informant information; Does not
. - - contain criminal intelligence
Pohcg/ PD-010 Informant Files Minimum 5 Minimum 5 Mag, Ppr information concerning
Detectives years years

individuals; Department
preference GC §34090
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Ver. 13.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-3

oRf::srzf Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media I=lmport Paper after
?
(OFR) (in office) (zee:t);g)s Retention | '’  Options  M=Mfr Imaged &
S=Scan QC'd?

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

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

Police /
Detectives

Police /
Detectives

Police /
Detectives

Police /
Records

Police /
Detectives

PD-011

PD-012

PD-013

PD-014

PD-015

Intelligence Files (Criminal
Intelligence Files)

Investigation Files and Arrest
Files

Narcotics Buy Fund Logs

Pawn Slips

Regulatory Permits &
Backgrounds (Solicitors,
Massage, Taxi, etc.

No Longer No Longer
than 5 years than 5 years
Transfer to Transfer to
Records Records
2 years 2 years
2 years 2 years
Expiration + Expiration +
2 years 2 years

Mag, Mfr,
OD, Ppr

Mag, Ppr

Mag

Mag, Ppr

Mag, Ppr

S/l

Yes: After
QC & OD

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

Final reports and records are
transferred to the case file stored
in Records; GC §34090 et seq.

GC §34090 et seq.

Department Preference to
provide information to other
agencies; Non-records used for
investigations; Originals entered
into the State Automated
Property System; most agencies
retain for 2 years; GC §34090

Department preference; GC
§34090 et seq.

POLICE INFORMATION TECHNOLOGY
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Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-4
oRf(f;:zr:f Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media I=lmport Paper after
?
(OFR) (in office) (I;ecct)rds Retention Vital? Options  M=Mfr Imaged &
enter) S=Scan acd?

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

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

Backups -_Computer Backups

Used for Disaster Recovery
Purposes Only; Considered a

POIICe./ (ALL Disaster Recovery When No LS copy and can be destroyed when
Information PD-016 Longer Longer Yes Mag. . .
Technolo Computer Backups) DAILY- Required Required no longer required; tapes are in

Y (Police Only) q 9 autochangers and are
overwritten; GC §34090 et seq.
| or Di R
: o
. Y for di
. Backups—WEEKLY (Police- recovery;-Considered-a-copy-and-
Information- PD-047 only) Lenger Lenger Yes Mag-
. . sopbodonimncb no s e lene o
. . ;
tapes; GG §34090 et seq-
Video Recordings - Public

Police / Qc:)ll\'ntx(Doorst, I-;allways, Parks, When No When No Does not record regular ongoing
Information PD-018 ublic Areas, etc. Longer Longer Mag operations of the City; GC
Technology See City Clerk's schedule for City Required Required §34090.6(a)

Council Video Recordings
JAIL
Police / Jail PD-019 Bail Receipts 2 years 2 years Mag, Ppr GC §34090
Police / Jail PD-020 Jail In-Custody Rosters 2 years 2 years Mag, Ppr GC §34090
Police / Jail ~ PD-021 VAl Video Recordings (Jail 1year 1year Mag GC §34090.6(a)

surveillance, security)
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Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-5

Office of

Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media I=lmport Paper after
?
(OFR) (in office) (zee:t);g)s Retention | '’  Options  M=Mfr Imaged &
S=Scan QC'd?

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

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

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

Logs & Inspections: Activity,
Custody Logs & Lists, Daily
Counts, Daily Food Services,
Freezer Temperature Forms,
Goof Inspection, Kitchen Utensil
Police / Jail  PD-022 'L“c:’ge’”jgmn':ifj';i‘t"g;"g’r ;;;m 2 years 2 years Mag, Ppr GC §34090
Flush Log, Jail Key Log, Shift
Change Checklist, Duress Alarm
Log, Safety & Sobering Cell
Logs, Secure Juvenile Logs,
Security Checks, Visitor Logs
Police / Jail PD-023 Medical Screen Forms, Sheets 2 years 2 years Mag, Ppr GC §34090
Police / Jail PD-024 Monthly Counts, Official Counts 2 years 2 years Mag, Ppr GC §34090
Police / Jail PD-025 S;rt:;:e Agencies Pre-booking 2 years 2 years Mag, Ppr GC §34090
Police / Jail  PD-026 ithl)EééEQrston Rape Elimination 5 0 ors 2 years Mag, Ppr GC §34090
Police / Jail PD-027 Property Sheets 2 years 2 years Mag, Ppr GC §34090
PATROL
Police /
Patrol PD-028 Beat Sheets 2 years 2 years Mag, Ppr GC §34090
. . . 3 years is required for animal
Police / PD-029 gfong;?:ngplzci)::: /S'I'er;\i”r::isnggi?:s)' Separation + Separation H Mag, Ppr care / treatment records; FA
Patrol . . ’ 3 years 3 years ’ §32003(e), PC §597.1(d); GC
Animal Files
§34090 et seq.
Police / Canine (Police Service Dogs)
PD-030 Program Files: Action Reports, 2 years 2 years Mag, Ppr GC §34090 et seq.
Patrol
Monthly Reports
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Department preference;

Police / ) . Preliminary drafts not retained in

Patrol PD-031 Officer Daily Logs 2 years el Mag the ordinary course of business;
GC §34090 et seq.

PF?;I,:;;/ PD-032 PAS Device Calibration Logs 2 years 2 years Mag, Ppr GC §34090 et seq.

Police / . .

Patrol PD-033 Ride-A-Long Waivers 2 years 2 years Mag GC §34090 et seq.
Preliminary drafts not made or
retained for the purpose of

Police / . Minimum 2 Minimum 2 Mag, Mfr, Yes: After preserving the informational

Patrol PD-034 Special Events / Ops Plan years years oD, Ppr S/ QC & OD content for future reference; GC
§34090, GC §6252; 64 Ops. Cal.
Atty. Gen. 317 (1981))

Police / Traffic Control: Radar

Patrol PD-035 Calibration Records 2 years 2 years Mag, Ppr GC §34090 et seq.
Department preference;

Police / Vacation House Checks / Extra Preliminary drafts not retained in

Patrol PD-036 Patrol Requests 2 years el Mag the ordinary course of business;
GC §34090 et seq.
Department preference;

Police / Preliminary drafts not retained in

Patrol PD-037 Watch Commander Logs 2 years 2 years Mag the ordinary course of business;
GC §34090 et seq.

PROFESSIONAL STANDARDS UNIT
Procedures | Opetatin When When
Police / . P Superseded - Superseded Mag, Mftr, Yes: After Department Preference; GC §
PD-038 Directives / General Orders / i o S/l
PSU . . Minimum 2 Minimum 2 OD, Ppr superseded 34090 et seq.
Lexipol (Department Policies and
years years

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

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

Police /
PSU

Police /
PSU

Police /
PSU
Police /
PSU
Police /
PSU
Police /
PSU

PD-039

PD-040

PD-041

PD-042

PD-043

Internal Affairs Investigations -
Individual Officers / Complaints
Against Officers WITHOUT
Sustained Finding of
Misconduct as defined in PC

§832.7

(May include criminal acts, moral
turpitude, complaints generated
from a civilian €itizen)

Internal Affairs Investigations -
Individual Officers / Complaints
Against Officers WITH
Sustained Finding of
Misconduct as defined in PC

§832.7

Internal Pursuit Critiques

Pitchess Motions Notifications
Press Releases

Range Qualifications

Final
Disposition +
5 years

Final
Disposition +
15 years

Incident + 2
years

2 years
2 years

2 years

Final
IDisposition H
5 years

Final
IDisposition +

15 years

Incident + 2
years

2 years

2 years

2 years

Mag, Ppr

Mag, Ppr
Mag, Ppr
Mag, Ppr

Mag, Ppr

Consistent with Lexipol Policy;
State requires for at least 5 years
for civilian Gitizen's complaints;
other State & Federal laws
require retention until final
disposition of formal complaint;
State requires 2 years after
action is taken; Statute of
Limitations is 4 years after the
discovery of the offense for
misconduct in office; PC
§8801.5, 803(c), 832.5; EVC §
1045(b)(1), GC §§12946, 12960
34090; VC §2547

PC §832.5) ; GC §34090;

Department preference; GC
§34090 et seq.

GC §34090
GC §34090

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

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

Police /
PSU

Police /
PSU

Police /
PSU

PD-083

PD-084

Report of data regarding the
number, type, or disposition of
complaints made against its
officers (optional)

Report to the State Commission
on Peace Officer Standards and
Training (POST Commission) of
peace officer employment,

PD-044

compliant, finding, disposition, or

judgement pursuant to §PC
13510.9

Use of Force Review (Not as a
result of a civilian complaint, and

not resulting in death or in great
bodily injury.)

2 years 2 years Mag, Ppr
2 years 2 years Mag, Ppr
Incident + 2 Incident + 2
Mag, Ppr
years years

GC §34090 et seq.

GC §34090 et seq.

Department preference; GC
§§12946, 12960, 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

PROPERTY & EVIDENCE

Police / Follows the Follows the
. Retention Retention of Mag, Mffr, Yes: After 1 Department Preference; GC
Pro.perty & PD-045 Crime Report Photos Period of the the oD, Ppr S/I year §34090
Evidence ; ]
Evidence Evidence
Police / . .
Property & PD-046 Forfeiture Notification 5 2years 5 2 years Mag, Ppr Per DOJ.EqU|tabIe Sharing
h Program; GC §34090
Evidence
Police / . . . - .
Gun and Narcotics Destruction Minimum 2 Minimum 2 Department Preference; GC
Property & PD-047 Mag, Ppr
h Log (Documents related to) years years §34090
Evidence
Police /
Lost & Found Property
Pro'perty & PD-048 (Documents related to) 2 years 2 years Mag, Ppr GC §34090
Evidence
Police /
Property & PD-049 Property & Evidence Logs 2 years 2 years Mag, Ppr GC §34090
Evidence
Police /
Property & PD-050 Property Auctions 2 years 2 years Mag, Ppr GC §34090
Evidence
RECORDS
Police / Cltat!ons & mece o Appear.- Minimum 3 Minimum 3 Department preference; GC
PD-051 Parking, Marijuana_/ Cannabis, & Mag, Ppr
Records . years years §34090 et seq.
Moving
. . Department preference (the
. Citations - Payment Plans for Fu!l Paid Fu!l Paid Statute of Limitation for
Police / ; . I Written off. Written off X .
Records PD-085 outstanding parking citations or Foraiven or Foraiven Mag, Ppr collections is 5 years from the
I received by indigent persons ng ng date of the last violation); CVC
rToyears Toyears 40222(b); GC §34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

CRIME REPORTS / INCIDENT

REPORTS:
Police /
Records PD-052 ALL, Except for those P
Specifically Mentioned
Elsewhere (mandated purges)
CRIME REPORTS / INCIDENT
REPORTS:
Police / Factually Innocent Petition Date of
PD-053 Accepted Records Sealed Arrest + 3
Records . )
Pending Destruction - Except years
those with outstanding stolen
property, including firearms, or
lost firearms
CRIME REPORTS / INCIDENT
REPORTS: .
Police / Firearm
Records PD-054 Firearms entered into CLETS Found or
Recovered

(if not Permanent Retention) -
Found / Recovered Firearms

Date of
Arrest + 3
years

Firearm
Found or
Recovered

Yes

Yes:
Before
Disposition

Yes

Mag, Mftr,
OD, Ppr

Mag, Mftr,
OD, Ppr

Mag, Mfr,
OD, Ppr

S/M/I

S/IM/I

S/IM/I

Department Preference; DOJ
retains CACI (Child Abuse
Yes: After 3 Central Index) information for
years adults 100 years; Penal Code,
Health & Safety Code, GC§
34090

Individual petitions District
Attorney; Law Enforcement
Yes: After 3 concurs that person is factually
years innocent, then seals record
("Shall" Destroy); GC §34090;
PC §851.8(a)

Yes: After 3

Jears  PCS 11108.2(b); GC§ 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Police /
Records

Police /
Records

Police /
Records

PD-055

PD-056

PD-057

CRIME REPORTS / INCIDENT
REPORTS:

Misdemeanor or Infraction -
Adult Marijuana / Cannabis -
H&S §11357(b)(c)(d)(e) or H&S
§11360(b) (with procedure in
H&S §11361.5) - Except those
with outstanding stolen property,
including firearms, or lost
firearms

CRIME REPORTS / INCIDENT
REPORTS:

Misdemeanor or Infraction -

Juvenile Marijuana / Cannabis

- H&S §11357(E) - Except those
with outstanding stolen property,
including firearms, or lost
firearms

CRIME REPORTS / INCIDENT
REPORTS:

Misdemeanor or Infraction
Marijuana_/ Cannabis
§11357(de) - Juvenile on
School Grounds during
School Hours (with procedure in
H&S §11361.5)

2 years

Conviction
or Arrest (if
No
Conviction)
+ 2 years

Offender is
18 Years
Old

2 years

Conviction
or Arrest (if
No
Conviction)
+ 2 years

Offender is
18 Years
(0][¢]

Yes:
Before
Disposition

Yes:
Before
Disposition

Yes

Mag, Mfr,
OD, Ppr

Mag, Mftr,
OD, Ppr

Mag, Mftr,
oD, Ppr

S/IM/I

S/M/I

S/IM/I

Yes: After 2 ("Shall" Destroy); H&S §11361.5;
years GC §34090

. (Courts and other Agencies
Yes'e’:rf_;er 2 "Shall" Destroy); H&S §11361.5;
y GC §34090

2 (Courts and other Agencies
"Shall" destroy); H&S§ 11361.5
et seq., 11357(de)

Yes: After
years

WEST COVlNA, CA. ©1995-2017 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted: 3/20/2018




Ver. 13.0 RECORDS RETENTION SCHEDULE: POLICE

Page PD-12

Office of

Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media I=lmport Paper after
?
(OFR) (in office) (EZ(::;:’)S Retention Vital? Options M=Mfr Imaged &
S=Scan QC'd?

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

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

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

CRIME REPORTS / INCIDENT

REPORTS:
Sealed Adult, Juvenile and Sealing Date
Police / PD-058 Ward Cases - Except those with  + 5 years
Records Childhood Sexual Assault Child (Or Court
Abuse or Severe Neglect, Order)
(Substantiated), outstanding
stolen property, including
firearms, or lost firearms
CRIME REPORTS / INCIDENT
REPORTS
Police / Agg_of
Records FD-058.1 Sealed Juvenile and Ward Maiority + 22
Cases - Childhood Sexual years
Assault
CRIME REPORTS / INCIDENT
REPORTS:
RPeoclzlﬁ PD-058.5 Vacatur Relief Granted by %
E— Court - Victim of Human Teal
Trafficking (Nonviolent
Crimes
Crime Statistics / National
Police / Incident-Based ReporFinq
Records PD-059 System (NIBRS) / Uniform 2 years
Crime Reports (UCR) -
Summaries (BCS)
Police / PD-060 Due Diligence Reports (for 2 years
Records warrants)

Sealing Date]  Yes:
+ 5 years (or] Before
Court Order)f Disposition
Age of Yes:
IMajority + 22§ Before
years Disposition

Court Order
+ 1 year

2 years

2 years

Mag, Mfr,

oD, Ppr S/M/I

Mag, Mfr,
OD, Ppr

Mag, Ppr

Mag, Ppr

Sealed records for juveniles and

wards of the Court must be
Yes: After 3 .
destroyed 5 years after sealing

Years  Jate; CCP §§340.1, GC §34090;
W&I §§389(a), 781(d)
CCP §8340.1, GC §34090
Yes: After 3 Individual petitions Court ("Shall

Destroy); GC §34090; PC
§8236.14(k); 236.15(k)

Filed on line with the State; GC
§34090

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

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

Police /
Records

Police /
Records

Police /

Records

Police /
Records

Police /
Records

Police /
Records

PD-061

PD-062

PD-063

PD-064

PD-065

PD-066

Field Investigation Cards (FI's) -
After Entry into RMS

Logs: Arrest Packet, JDIC

NCIC Validation

Officer Recordings: Mobile
Audio Video (MAV) Recordings -
that are NOT evidence

Police RMS Database

Registrants: Arson - Adults

5 years

2 years

2 years

1 year

Indefinite -
Follows
Retention of
the Crime

Report

5 years

5 years

2 years

2 years

1 year

Indefinite -
Follows

Retention of

the Crime
Report

Mag, Ppr

Mag

Mag, Ppr

Yes

Mag, Mffr,
OD, Ppr

S/IM/I

Department preference;
Preliminary Drafts; GC§ 34090 et
seq.

Department preference;
Preliminary drafts not retained in
the ordinary course of business;
GC §34090 et seq.

GC §34090

Lexipol Section 446.10.1 requires

1 year; Those segments of
videos that are determined to be
evidence are retained as
evidence; GC §34090.6 et seq.

Data Fields / Records are
interrelated; GC §34090

Department preference; Pursuant
to PC §457.1 et seq.; required to
Yes: After 5 register for life; If released from
years CYA, records are destroyed after
age 25 or sealing pursuant to
W&I §781; GC §34090.7
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Police /
Records

Police /

Records

Police /

Records

Police /
Records

Police /
Records

Police /
Records

Registrants: Arson - Juveniles

PD-067 released from California Youth
Authority
PD-067.2 Registrants: Gang Adults
PD-067.3 Registrants: Gang Juveniles
PD-068 Registrants: Narcotic
Registrants: Sex Offenders -
PD-069  Aduits
PD-070 Registrants: Sex Offenders -

Juveniles

Age 25 or
Sealing Date
+ 5 years

Minimum 5
years

Sealing Date
+ 5 years

5 years

P
or Sealing
Date + 5
years (or
Court Order)

Age 25 or
Sealing Date]
+ 5 years

Minimum 5
years

Sealing Datej}

+ 5 years

5 years

P
or Sealing
Date + 5
years (or
Court Order)l

Mag, Mfr,
OD, Ppr

Mag, Mfr,
OD, Ppr

Mag, Mfr,
OD, Ppr

Mag, Ppr

Mag, Mfr,
OD, Ppr

Mag, Mfr,
OD, Ppr

S/IM/I

(7))
—

(7))
—

S/IM/I

S/IM/I

Yes: After
QC & OD

Yes: After

QC & OD

Yes: After

QC & OD

Yes: After
QC & OD

Yes: After
QC & OD

Pursuant to PC §457.1 et seq.; If
released from CYA, records are
destroyed after age 25 or sealing
pursuant to W&I §781; GC
§34090.7

Department Preference
(reqistration pursuant to PC
186.3(a)); GC §34090
Department Preference
(reqistration pursuant to PC
186.3(a)); Records are destroyed

pursuant to W&I §781;GC
§34090

Department Preference;
Registration is required for 5
years; GC §34090, H&S §11590
et seq., H&S §11594(a)
Department Preference; After
2021, Offenders can petition
Court for removal 10 or 20 years
after offense, provided there are
no subsequent offenses;
Pursuant to PC §290 et seq.
Department preference; After
2021, Offenders can petition
Court for removal 10 or 20 years
after offense, provided there are
no subsequent offenses;
Pursuant to PC §290 et seq.;
W&I §781(d)
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Police / When No When No Preliminary drafts not retained in
Records PD-071 Repossession Notices Longer Longer Mag, Ppr the ordinary course of business;
Required Required GC §34090
Police | PD-071.1 2182 ir?(ljjrlszr?t?ttalsfol:‘icljilr: L(cht/ 3 years 3 years Mag, Ppr 11 CCR 999.228. 11 CCR
Records : Y g Y = years 280, Tor 999.229: GC §34090
(RIPA) Annual Report
Police / Subpoenas (Personal
Records PD-072 Appearance or Duces Tecum) 2 years SV Mag, Ppr GC §34090
Police /
Records PD-073 Subpoenas (Records) 2 years 2 years Mag, Ppr GC §34090
Police / Video Recordings - Parking When No When No Does. not recorc} regular and
Records PD-074 Lots. Public Areas Longer Longer Mag ongoing operations"; GC
’ Required Required §34090.6
Police / Video Recordings - Police Records "regular and ongoing
Records PD-075 Operations 1 year 1 year Mag operations"; GC §34090.6
Police / Department preference;; GC
Records PD-076 Warrants (Recalled or Served) 2 years 2 years Mag §34090 et seq.
TRAINING
City-preferencer-State Law
Background File / Recruitment fequires 4 years aftgr he datg of
Police / File / Phycological - Police Separation + Separation H the employment action taken: 8
L PD-077 . Mag, Ppr CCR §11040.7(7)(C); 29 CFR
Training Employees & Police 4 3 years 4 3 years
Volunt SUCCESSFUL 1602.31 & 1627.3(b)(1), GC §§
olunteers ( ) 3105, 12946, 12960, 34090; 29
USC 1113
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Background File / Recruitment

Desorimentoreicrenes: -
Law requires 4 years after the
date of the employment action

Police / pp-o7g e/ Phycological - Police 4 3yeas 4 3years Mag, Ppr taken; 29 CFR 1602.31 &
Training Employees & Police 1627.3(b)(1), GC §§ 3105
Volunteers (UNSUCCESSFUL) 12946 1296b 34090: 29 ’ sc
3
Police / - .

. PD-079 Training Bulletins 2 years 2 years Mag, Ppr GC §34090
Training

. I : When No When No
POI.IC.e/ PD-080 City Firing Range Reservations, Longer Longer Mag, Ppr Preliminary Drafts; GC §34090
Training Schedules, etc. ; ;

Required Required
Personnel Files - Police . .
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Training Department Training Files (By 2 years 2 years | Separation 12946. 12960. 34090

Employee) i —

. - . When No When No Preliminary drafts not retained in
Police / Personnel Training Evaluations / . . .
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AGENDA ITEM NO. 3

AGENDA STAFF REPORT

City of West Covina | Office of the City Manager

DATE: September 3, 2024
TO: Mayor and City Council
FROM: Paulina Morales, City Manager

SUBJECT: CONSIDERATION OF AN AMENDMENT TO EXTEND THE TERM OF THE
PROFESSIONAL SERVICES AGREEMENT WITH TRANSTECH ENGINEERS, INC.
FOR CITY ENGINEERING SERVICES

RECOMMENDATION:

It is recommended that the City Council authorize the City Manager to execute the Fifth Amendment to
the Professional Services Agreement with Transtech Engineers, Inc., to extend the term of the
agreement on a month-to-month basis while the City conducts the Request for Proposal (RFP) and
consultant selection process.

BACKGROUND:

On August 20, 2019, the City Council approved a Professional Services Agreement (Agreement) with
Transtech Engineers, Inc. (Transtech) for City Engineer services, Traffic Engineer services, and on-call
general engineering services. The Agreement provides for a term of two (2) years, with three (3), one (1)
year extension options, and a maximum annual compensation of $800,000.

In February 2020, the City and Transtech entered into the First Amendment to the Agreement, which
separated the Engineering and Capital Improvement Projects (CIP) budgets. It established an annual
limit of $700,000 for Engineering Services and $1,000,000 for CIP compensation. The Second
Amendment was entered into on September 2021, extending the term of the Agreement through
September 5, 2022.



Through the Third Amendment to the Agreement, dated August 16, 2022, the City and Transtech
extended the term of the Agreement through September 5, 2023 and removed the compensation limit for
Engineering services and Capital Improvement Program (CIP) project services.

Through the Fourth Amendment to the Agreement, dated September 5, 2023, the City and Transtech
extended the term of the Agreement through September 5, 2024.

DISCUSSION:

On August 12, 2024, the City posted a Request for Proposal (RFP) for City Engineering Services. The
proposal submission deadline is September 18, 2024. Staff anticipates presenting a recommendation to
the City Council in November 2024. Due to the current extension to the agreement with Transtech
expiring on September 5, 2024, staff is proposing to extend the term on a month-to-month basis to allow
time to review and select the engineering option that is best suited for the City, and to allow for a smooth
transition.

LEGAL REVIEW:
The City Attorney's Office has reviewed the amendment and approved it as to form.

OPTIONS:

The City Council has the following options:
1. Approve staff's recommendation; or
2. Provide alternative direction.

Prepared by: Jo-Anne Burns, Deputy Community Development Director

Fiscal Impact

FISCAL IMPACT:

Transtech will continue to be paid in accordance with the current fee schedule. Engineering and CIP
services are paid from various funds based on the service and location. These include but are not
limited to the General Fund (No. 110), Proposition C (No. 122), Gasoline Tax (No. 124), Sewer
Maintenance (No. 189), and Maintenance Districts. The table below includes the primary accounts
charged for engineering services and the estimated costs for FY2024-25. This does not include CIP
services which are charged to the various projects.

Fund Account No. Account Name FY 2024-2025
Budget

General (110.505.71.21.10.00.61.61100.|Planning, $40,000
Fund Professional Services

110.503.71.22.81.00.61.61100.|Engineering, $96,100
Professional Services

Proposition |122.503.71.62.00.00.61.61300./Service Contracts $506,000

C
Gas Tax |124.503.71.22.82.00.61.61100./Professional Services $50,000
Sewer [189.503.71.72.16.00.61.61300.|Professional Services $123,700
Attachments

Attachment No. 1 - Fifth Amendment to Professional Services Agreement






ATTACHMENT NO. 1

FIFTH AMENDMENT TO
CITY OF WEST COVINA
PROFESSIONAL SERVICES AGREEMENT WITH
TRANSTECH ENGINEERS, INC.
FOR
CITY ENGINEER SERVICES, TRAFFIC ENGINEER SERVICES AND
ON-CALL GENERAL ENGINEERING SERVICES

THIS FIFTH AMENDMENT (“Amendment”) is made and entered into as of September
3, 2024 (“Effective Date”) by and between the CITY OF WEST COVINA, a municipal
corporation (“City”), and TRANSTECH ENGINEERS, INC., a California corporation
(“Consultant”).

WHEREAS, City and Consultant entered into a Professional Services Agreement dated
September 6, 2019 for Consultant to provide City Engineer services, Traffic Engineer services
and on-call general engineering services (“Agreement”); and

WHEREAS, City and Consultant amended the Agreement to clarify Consultant’s
compensation for engineering services and for preparing and completing capital improvement
projects through the First Amendment to the Agreement, dated February 4, 2020; and

WHEREAS, Section 4.1 of the Agreement provides for an initial term of two (2) years,
ending September 6, 2021, with the option for City and Consultant to extend the term for up to
three (3) additional one (1) year periods; and

WHEREAS, City and Consultant extended the term of the Agreement through
September 5, 2022 through the Second Amendment to the Agreement, dated September 2,
2021; and

WHEREAS, City and Consultant amended Section 2.1 of the Agreement and extended
the term of the Agreement through September 5, 2023 through the Third Amendment to the
Agreement, dated August 16, 2022; and

WHEREAS, City and Consultant extended the term of the Agreement through
September 5, 2024 through the Fourth Amendment to the Agreement, dated September 5,
2023; and

WHEREAS, City is currently conducting a formal solicitation for City Engineering
services, Traffic Engineer services, engineering grant writing/administration services, and on-
call general engineering services; and

WHEREAS, City and Consultant desire to extend the term of the Agreement on a month-
to-month basis while the City conducts its formal solicitation; and

WHEREAS, City and Consultant further desire to amend the Agreement as set forth
herein.

Transtech Engineers, Inc.
Engineering Services
Fifth Amendment



NOW, THEREFORE, for valuable consideration, the receipt and sufficiency of which is
hereby acknowledged, the parties agree as follows:

1.

3.

4.

Commencing September 6, 2024, the term of the Agreement shall automatically
extend for successive one (1) month periods until such time as either party
terminates the Agreement.

Section 4.2 of the Agreement shall be deleted in its entirety and replaced as
follows:

4.2 Notice of Termination. Either party may terminate this Agreement
by giving at least thirty (30) days’ written notice to the other party. In the event of
such termination, Consultant shall immediately stop rendering services under this
Agreement unless directed otherwise by the City.

If the Consultant defaults in the performance of any of the terms or
conditions of this Agreement, it shall have ten (10) days after service upon it of
written notice of such default in which to cure the default by rendering satisfactory
performance. In the event Consultant fails to cure its default within such period of
time, the City shall have the right, notwithstanding any other provision of this
Agreement, to terminate this Agreement without further notice and without
prejudice to any other remedy to which it may be entitled to at law, in equity, or
under this Agreement.

The City shall also have the right, notwithstanding any other provisions of
this Agreement, to terminate this Agreement, at its option and without prejudice to
any other remedy to which it may be entitled to at law, in equity, or under this
Agreement, immediately upon service of written notice of termination on the
Consultant, if the latter should:

(a) Be adjudged a bankrupt;

(b) Become insolvent or have a receiver of its assets or property
appointed because of insolvency;

(c) Make a general assignment for the benefit of creditors;

(d) Default in the performance of any obligation or payment of any
indebtedness under this Agreement;

(e) Suffer any judgment against it to remain unsatisfied or unbonded of
record for thirty (30) days or longer; or

() Institute or suffer to be instituted any procedures for reorganization
or rearrangement of its affairs.

All terms not defined herein shall have the same meaning and use as set forth in
the Agreement.

All other terms, conditions, and provisions of the Agreement shall remain in full
2
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force and effect.

This Amendment may be executed in one or more counterparts, each of which
shall be deemed an original, and may be executed by electronic signatures. All
counterparts shall be construed together and shall constitute one agreement.
Delivery of an executed counterpart of this Amendment by a .pdf data file or other
scanned executed counterpart by email shall be equally as effective as delivery
of a manually executed counterpart of this Amendment. Each duplicate and
counterpart shall be equally admissible in evidence, and each shall fully bind each
party who has executed it. The parties waive all right to challenge the admissibility
or authenticity of this Amendment in a court of law based solely on the absence
of an original signature.

The persons executing this Amendment on behalf of the parties hereto warrant
that they are duly authorized to execute this Amendment on behalf of said parties
and that by doing so, the parties hereto are formally bound to the provisions of
this Amendment.

IN WITNESS WHEREOF, City and Consultant have executed this Amendment as of the
date set forth above.

CITY OF WEST COVINA CONSULTANT
Paulina Morales Ali Cayir
City Manager President
ATTEST:

Sybil Cayir

Secretary
Lisa Sherrick
Assistant City Clerk
APPROVED AS TO FORM:
Thomas P. Duarte
City Attorney
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APPROVED AS TO INSURANCE:

Stephanie Sikkema
Risk Management

Transtech Engineers, Inc.
Engineering Services
Fifth Amendment



AGENDA ITEM NO. 4

AGENDA STAFF REPORT

City of West Covina | Office of the City Manager

DATE: September 3, 2024
TO: Mayor and City Council
FROM: Paulina Morales, City Manager

SUBJECT: CONSIDERATION OF JOB DESCRIPTION FOR PURCHASING MANAGER

RECOMMENDATION:
It is recommended that the City Council adopt the following resolution:

RESOLUTION NO. 2024-60 - A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF WEST
COVINA, CALIFORNIA, APPROVING THE REPEAL AND REPLACEMENT OF THE
PURCHASING MANAGER CLASSIFICATION SPECIFICATIONS

BACKGROUND:

As part of the City’s ongoing process of maintaining its position classification plan, the Human Resources
Department, as needed, reviews class specifications to ensure that our position specifications reflect the
City’s current structure and is in alignment with current standards, requirements, and qualifications. This
review further ensures that required skills, knowledge and abilities, and essential functions of each
classification are in alignment with current demands and comparable with similar classifications within
the public sector labor market.

DISCUSSION:

The Purchasing Manager position has recently become vacant and in reviewing the job description, it
was determined updates should be made to accurately reflect the position's duties. Thus, staff has
prepared an updated job description for the Purchasing Manager (Exhibit A of Attachment No. 1). The
changes are shown in redline format in Attachment No. 2 for reference.

The Human Resources Commission reviewed and approved the new job descriptions during their regular

meeting on August 14, 2024. Additionally, the applicable bargaining unit has been granted
the opportunity to review and did not have any issues with the changes.

LEGAL REVIEW:
The City Attorney's Office has reviewed the resolution and approved it as to form.

Prepared by: Stephanie Sikkema, Finance Director

Fiscal Impact
FISCAL IMPACT:



There are no proposed changes to the salary range for this position, therefore; there is no fiscal impact
associated with this action.

Attachments
Attachment No. 1 - Resolution No. 2024-60
Attachment No. 2 - Purchasing Manager Job Description - Redlined

CITY COUNCIL GOALS & OBJECTIVES: Maintain Good Intergovernmental Relations



ATTACHMENT NO. 1

RESOLUTION NO. 2024-60

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
WEST COVINA, CALIFORNIA, APPROVING THE REPEAL
AND REPLACEMENT OF THE PURCHASING MANAGER
CLASSIFICATION SPECIFICATIONS

The City Council of the City of West Covina hereby finds and declares as follows:

WHEREAS, the Human Resources Department, as needed, reviews class
specifications and/or pay grades to ensure position specifications and compensation are
in alignment with current demands and comparable with similar classifications within the
public sector labor market; and

WHEREAS, the Human Resources Department reviewed the class specifications
for the Purchasing Manager classification and has proposed revisions to the class
specifications as set forth in Exhibit A, attached hereto and incorporated herein; and

WHEREAS, on August 14, 2024, the Human Resources Commission reviewed
and approved the repeal of the existing class specifications for the Purchasing Manager
classification and replacement of said specifications with the revised specifications set
forth in Exhibit A; and

WHEREAS, the City Council desires to approve the repeal and replacement of the
Purchasing Manager class specifications.

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF WEST COVINA,
CALIFORNIA HEREBY RESOLVES AS FOLLOWS:

SECTION 1. The City Council hereby approves the repeal of the existing class
specifications for the Purchasing Manager classification.

SECTION 2. The City Council hereby approves replacing the repealed
specifications with the specifications attached hereto as Exhibit A.

SECTION 3. The City Clerk shall certify to the adoption of this resolution and shall
enter the same in the book of original resolutions and it shall become effective
immediately.



APPROVED AND ADOPTED this 3rd day of September, 2024.

Brian Calderén Tabatabai

Mayor
APPROVED AS TO FORM ATTEST
Thomas P. Duarte Lisa Sherrick
City Attorney Assistant City Clerk

I, LISA SHERRICK, ASSISTANT CITY CLERK of the City of West Covina,
California, do hereby certify that the foregoing Resolution No. 2024-60 was duly adopted
by the City Council of the City of West Covina, California, at a regular meeting thereof
held on the 3rd day of September, 2024, by the following vote of the City Council:

AYES:
NOES:
ABSENT:
ABSTAIN:

Lisa Sherrick
Assistant City Clerk



EXHIBIT A

PURCHASING MANAGER CLASSIFICATION SPECIFICATIONS



CITY OF WEST COVINA
CLASSIFICATION SPECIFICATION

Class Title: PURCHASING MANAGER
Bargaining Unit: MID MANAGMENT

Class Code: PM

Salary Grade: MM17

Salary: $75,864.00 - $102,432.00 Annually
FLSA: EXEMPT

Date Updated:

JOB SUMMARY

Under general direction, manages the City’s purchasing activities for goods and services
to ensure the best overall value to taxpayers, and that purchases are made according to
sound business practices, in open and fair competition, and in compliance with the
applicable policies and laws. May supervise other staff.

Examples of Duties

The duties listed below are intended only as illustrations of the various types of
work that may be performed. The omission of specific statements of duties does
not exclude them from the position if the work is similar, related, or a logical
assignment to this class.

Develops and implements purchasing policies and procedures in conformance with
effective purchasing practices and requirements of the City.

Works with departments/divisions to establish standardization of goods and services,
where practical, within a competitive environment.

Serves as liaison with City departments to coordinate, consolidate and plan for
equipment services, and material needs to ensure the best quality and pricing for the
City.

Administers formal and informal bidding policies; evaluates bids against specifications
and recommends or awards contracts or purchases in accordance with City code,
policies, state and federal regulations.

Prepares formal bid specifications, requests for quotations, qualifications, and
proposals.

Evaluates bids and makes recommendations for awards of bids and contracts.
Interviews and negotiates with vendor representatives concerning the availability,
price, and terms of purchase of supplies and equipment; provides liaison between
vendors and City departments to resolve complaints and secure adjustments.
Advises and provides assistance to other City staff regarding purchasing activity;
prepares and presents reports evaluating requirements for goods and services in
relation to bid specifications.

Assists in the selection, training, supervision, and evaluation of assigned staff.



Performs technical work in purchasing, materials management, inventory control, and
perform other related duties as assigned.

Establishes and maintains accurate documentation and records for all procurement
and contract administration activities.

Fulfills public records requests pertaining to purchasing records.

Provides training for new hire orientation and continuous city-wide training in
purchasing, bidding, and contracting procedures.

Ensures that all contracts and users of City facilities obtain required insurance.
Recommends and implements programs to reduce costs and improve service for
commodities utilized city-wide.

Coordinates the City’s efforts in the participation of cooperative purchases with other
governmental agencies.

Identifies vendors who default on their contracts with the City and recommends an
action of suspension or debarment.

Maintains all contract and performance bond files to ensure compliance.

Serves as the web editor for purchasing and contracts web pages.

Oversees city-issued purchasing card program.

Serves as a functional lead for the ERP system regarding requisitions/purchasing,
contracts, and P-Card modules.

Administers the disposition of surplus property.

Maintains list of contractors for entittements in compliance with State Campaign
Finance Reporting.

Reviews and approves department requests for payments, travel expense reports,
and employee expense reimbursements for compliance with the City’s purchasing
policy.

Reviews, allocates, and routes monthly city attorney invoices for payment.

Performs other duties as assigned.

TYPICAL QUALIFICATIONS

Education and Experience

Any combination of education and/or experience that has provides the required
knowledge, skills, and abilities to perform the essential job duties of the position is
qualifying. Incumbents will possess the most desirable combination of training, skills, and
experience as demonstrated by past and current employment.

Bachelor’s degree in finance, accounting, economics, business administration, public
administration, or a related field is required.

Three years (3) of municipal finance experience is required, procurement experience
in a governmental entity is preferred.

Certified Purchasing Manager (CPM) or Certified Public Purchasing Officer (CPPO) is
preferred.



Knowledge of:

1.
2.
3.

4.
5.

Principles and practices of public procurement.
Record keeping methods relating to the purchasing function.

Laws and regulations applicable to municipal bidding procedures and purchasing
operations.

Accounting principles as they relate to procurement and inventory.

Product and service research methods.

Ability to:

1.
2.
3.

N o o &

8.

Perform and/or direct purchasing and inventory control.
Prepare and present reports.

Interpret and apply related codes, laws, and policies.

Work effectively and diplomatically with staff and the public.
Communicate effectively both verbally and in writing.
Establish and maintain cooperative work relationships.

Use computer and related software applications.

Supervise assigned staff.

PHYSICAL REQUIREMENTS

This position also requires extensive and repetitive physical activity involving the arms,
wrists, and hands, including writing and using a keyboard. It also requires physical
abilities associated with the ability to read, write and communicate in a work environment
requiring no extraordinary physical strength or other special physical qualifications.

SUPPLEMENTAL INFORMATION

The City of West Covina is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodation to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.



ATTACHMENT NO. 2

PROPOSED - REDLINED VERSION
CITY OF WEST COVINA
CLASSIFICATION SPECIFICATION

Class Title: PURCHASING MANAGER
Bargaining Unit: MID MANAGMENT

Class Code: PM

Salary Grade: MM17

Salary: $75,864.00 - $102,432.00 Annually
FLSA: EXEMPT

Date Updated:

JOB SUMMARY

Under general direction, administers-manages the City’s purchasing activities for al-materials;
supplies;-equipment;,goods and services foral-CityDepartmentsto ensure the best overall value
to taxpayers, and that purchases are made according to sound business practices, in open and
fair competition, and in compliance with the applicable policies and laws . May supervise other
staff.

Examples of Duties

The duties listed below are intended only as illustrations of the various types of work that
may be performed. The omission of specific statements of duties does not exclude them
from the position if the work is similar, related, or a logical assignment to this class.

o Develops and implements purchasing policies and procedures in conformance with effective
purchasing practices and requirements of the City.

o Work with departments/divisions to establish standardization of goods and services, where
practical, within a competitive environment.

o Maintains-Serves as liaison with City departments to coordinate, consolidate and plan for
equipment services, and material needs to ensure the best quality and pricing for the City.

e Administers formal and informal bidding policies; evaluates bids against specifications and
recommends or awards contracts or purchases in accordance with City code, faws-policies,
and-establishedpolicystate and federal requlations.

e Prepares formal bid specifications, requests for quotations, qualifications, and proposals.

»—FEvaluates bids and makes recommendations for awards of bids and contracts.

[ ]

¢ Interviews and negotiates with vendor representatives concerning the availability, price, and
terms of purchase of supplies and equipment; provides liaison between vendors and City
departments to resolve complaints and secure adjustments.

o Advises and provides assistance to other City staff regarding purchasing activity; prepare and
presents reports evaluating requirements for goods and services in relation to bid
specifications.

e Assists in the selection, training, supervision, and evaluation of assigned staff.

e Performs technical work in purchasing, materials management, inventory control, and perform
other related duties as assigned.

e Establishes and maintains accurate documentation and records for all procurement and
contract administration activities.

e Fulfills public records request pertaining to purchasing records.




PURCHASING MANAGER - PROPOSED
Page 2 of 3

e Provides training for new hire orientation and continuous city-wide training in purchasing,
bidding, and contracting procedures.

Ensures that all contracts and users of City facilities obtain required insurance.

e Recommends and implements programs to reduce costs and improve service for commodities
utilized city-wide.

e Coordinates the City’s efforts in the participation of cooperative purchases with other
governmental agencies.

e Identifies vendors who default on their contracts with the City and recommends an action of

suspension or debarment.

Maintains all contract and performance bond files to ensure compliance.

Serves as the web editor for purchasing and contracts web pages.

Oversees city-issued purchasing card program.

Serves as a functional lead for the ERP system regarding requisitions/purchasing, contracts,

and P-Card modules.

e Administers the disposition of surplus property.

e Maintains list of contractors for entitlements in compliance with State Campaign Finance
Reporting.

e Reviews and approves department requests for payments, travel expense reports, and
employee expense reimbursements for compliance with the City’s purchasing policy.
Reviews, allocates, and routes monthly city attorney invoices for payment.

e Performs other duties as assigned.

TYPICAL QUALIFICATIONS

Education and Experience

Any combination of education and/or experience that has previded—provides the required
knowledge, skills, and abilities to perform the essential job duties of the position is

qualifying.necessary-for-satistactoryjob-performance. Incumbents will possess the most desirable

combination of traininq, skills, and experience as demonstrated by past and current employment.

degre aduatlen , ! N
in finance, accounting, economics, busmess admlnlstratlon publlc admlnlstratlon or a
related field is required. +and

o three-Three years (3) of professionalpurchasingmunicipal finance experience_is required
which-included-some-supervisory-experience, procurement experience in a governmental

entity is preferred.-
e Certified Purchasing Manager (CPM) or Certified Public Purchasing Officer (CPPO) is

preferred.
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Knowledge of:Required- Knowledge-and Abilities:

1. Fhorough—knowledge—of-the—pPrinciples and practices of purchasing—and-inventory
control-fora-governmentageneypublic procurement:-.

2. rRecord keeping methods relating to the purchasing function.

. Woerking—knowledge—of-1Laws and regulations applicable to municipal bidding

procedures and purchasing operations--.

w

4. Accounting principles as they relate to procurement and inventory.

5. Product and service research methods.

Ability to:
1. Preven-ability-topPerform and/or direct purchasing and inventory control;-.
2. pPrepare and present reports:-.
3. ilnterpret and apply related codes, laws, and policies.
4. -Abilityte-w\Work effectively and diplomatically with staff and the public.
5. Abilityte-eCommunicate effectively both verbally and in writing;-.
6. eEstablish and maintain cooperative work relationships:-.

7. Use computer and related software applications.

48. sSupervise assigned staff.
PHYSICAL REQUIREMENTS

This position also requires extensive and repetitive physical activity involving the arms, wrists,
and hands, including writing and using a keyboard. It also requires physical abilities associated
with the ability to read, write and communicate in a work environment requiring no extraordinary
physical strength or other special physical qualifications.

SUPPLEMENTAL INFORMATION

The City of West Covina is an Equal Opportunity Employer. In compliance with the Americans
with Disabilities Act, the city will provide reasonable accommodation to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.




AGENDA ITEM NO. 5

AGENDA STAFF REPORT

City of West Covina | Office of the City Manager

DATE: September 3, 2024
TO: Mayor and City Council
FROM: Paulina Morales, City Manager

SUBJECT: CONSIDERATION OF AMENDMENT NUMBER FOUR TO PROFESSIONAL SERVICES
AGREEMENT WITH JOE GHOUGASSIAN DBA J & L AUTO BODY REPAIR

RECOMMENDATION:

It is recommended that the City Council authorize the City Manager to execute Amendment Number Four
to the Professional Services Agreement with Joe Ghougassian, an individual dba J & L Auto Body Repair
to provide for a month-to-month extension of the agreement.

BACKGROUND:

Joe Ghougassian, an individual DBA dba J & L Auto Body Repair (J&L) has been providing auto body
repair and painting services to the City since October 2013. On September 17, 2019, the City Council
approved an agreement with J&L for auto body repair and painting services on an as-needed basis with
a maximum compensation amount of $100,000 per year. The initial term of the agreement was 36
months, ending September 17, 2022, with the option to extend the term for up to two (2) additional one
(1) year periods. Amendments Numbers One and Two extended the term of the agreement through
September 17, 2023 and September 17, 2024, respectively. Amendment Number Three, approved by
the City Council on April 2, 2024, increased the maximum compensation for the final year of the
agreement to $250,000.

DISCUSSION:

Staff will be conducting a formal solicitation for the services, which will not be completed prior to the
September 17, 2024 expiration date of the current extension to the agreement. To ensure that there is no
lapse in services, staff recommends that the City Council authorize the City Manager to execute
Amendment Number Four, which will provide for a month-to-month extension of the agreement at the
current compensation rates.

Staff anticipates completing the RFP process and seeking Council authorization for award of a new
agreement tentatively in November 2024.

LEGAL REVIEW:
The City Attorney's Office has reviewed the amendment and approved it as to form.

OPTIONS:



The City Council has the following options:

1. Adopt staff’'s recommendation;
2. Provide alternative direction.

Prepared by: Renee M. G. Chavez

Fiscal Impact

FISCAL IMPACT:

Funds are budgeted for in the FY2024-25 operating budget under the Fleet Management fund. No
additional appropriation is requested at this time.

Account No. Account Name FY2024-2025 Budget
365.522.61.52.67.00.64.64170. [Uninsured Losses $108,000
Attachments

Attachment No. 1 - Amendment Number Four to Professional Services Agreement

CITY COUNCIL GOALS & OBJECTIVES: Achieve Fiscal Sustainability and Financial Stability
Enhance City Image and Effectiveness



ATTACHMENT NO. 1

AMENDMENT NUMBER FOUR TO
CITY OF WEST COVINA
PROFESSIONAL SERVICES AGREEMENT
WITH
JOE GHOUGASSIAN DBA J & L AUTO BODY REPAIR
FOR
VEHICLE BODY REPAIR AND PAINTING

THIS AMENDMENT NUMBER FOUR (“Amendment”) is made and entered into as of
September 3, 2024 (“Effective Date”) by and between the CITY OF WEST COVINA, a municipal
corporation (“City”), and JOE GHOUGASSIAN, an individual DBA J & L AUTO BODY REPAIR
(“Consultant”).

WHEREAS, City and Consultant entered into a Professional Services Agreement dated
September 18, 2019 for Consultant to provide vehicle body repair and painting services to the
City (“Agreement”); and

WHEREAS, Section 4.1 of the Agreement provides for an initial term of thirty-six (36)
months, ending September 17, 2022, with the option for City and Consultant to extend the term
for up to two (2) additional one (1) year periods; and

WHEREAS, City and Consultant extended the term of the Agreement through September
17, 2023 through Amendment Number One to the Agreement, dated September 17, 2022; and

WHEREAS, City and Consultant extended the term of the Agreement through September
17, 2024 through Amendment Number Two to the Agreement, dated September 17, 2023; and

WHEREAS, City and Consultant increased Consultant’s maximum compensation for the
period of September 18, 2023 through September 17, 2024 to $250,000 through Amendment
Number Three to the Agreement, dated April 2, 2024; and

WHEREAS, City and Consultant now desire to extend the term on a month-to-month
basis; and

WHEREAS, City and Consultant further desire to amend the Agreement as set forth
herein.

1. Commencing September 18, 2024, the term of the Agreement shall automatically
extend for successive one (1) month periods until such time as either party
terminates the Agreement.

2. Section 4.2 of the Agreement shall be deleted in its entirety and replaced as
follows:

4.2 Notice of Termination. Either party may terminate this Agreement
by giving at least thirty (30) days’ written notice to the other party. In the event of
such termination, Consultant shall immediately stop rendering services under this
Agreement unless directed otherwise by the City.

1

Joe Ghougassian dba J & L Auto Body Repair

Amendment Four
Form Revised June 2024



If the Consultant defaults in the performance of any of the terms or
conditions of this Agreement, it shall have ten (10) days after service upon it of
written notice of such default in which to cure the default by rendering satisfactory
performance. In the event Consultant fails to cure its default within such period of
time, the City shall have the right, notwithstanding any other provision of this
Agreement, to terminate this Agreement without further notice and without
prejudice to any other remedy to which it may be entitled to at law, in equity, or
under this Agreement.

The City shall also have the right, notwithstanding any other provisions of
this Agreement, to terminate this Agreement, at its option and without prejudice to
any other remedy to which it may be entitled to at law, in equity, or under this
Agreement, immediately upon service of written notice of termination on the
Consultant, if the latter should:

(a) Be adjudged a bankrupt;

(b) Become insolvent or have a receiver of its assets or property
appointed because of insolvency;

(c) Make a general assignment for the benefit of creditors;

(d) Default in the performance of any obligation or payment of any
indebtedness under this Agreement;

(e) Suffer any judgment against it to remain unsatisfied or unbonded of
record for thirty (30) days or longer; or

(f) Institute or suffer to be instituted any procedures for reorganization
or rearrangement of its affairs.

3. All terms not defined herein shall have the same meaning and use as set forth in
the Agreement.

4. All other terms, conditions, and provisions of the Agreement shall remain in full
force and effect.

5. This Amendment may be executed in one or more counterparts, each of which
shall be deemed an original, and may be executed by electronic signatures. All
counterparts shall be construed together and shall constitute one agreement.
Delivery of an executed counterpart of this Amendment by a .pdf data file or other
scanned executed counterpart by email shall be equally as effective as delivery of
a manually executed counterpart of this Amendment. Each duplicate and
counterpart shall be equally admissible in evidence, and each shall fully bind each
party who has executed it. The parties waive all right to challenge the admissibility
or authenticity of this Amendment in a court of law based solely on the absence of
an original signature.

Joe Ghougassian dba J & L Auto Body Repair

Amendment Four
Form Revised June 2024



6. The persons executing this Amendment on behalf of the parties hereto warrant
that they are duly authorized to execute this Amendment on behalf of said parties
and that by doing so, the parties hereto are formally bound to the provisions of this
Amendment.

IN WITNESS WHEREOF, City and Consultant have executed this Amendment as of the
date set forth above.

CITY OF WEST COVINA CONSULTANT
Paulina Morales Joe Ghougassian
City Manager Owner

ATTEST:

Lisa Sherrick
Assistant City Clerk

APPROVED AS TO FORM:

Thomas P. Duarte
City Attorney

APPROVED AS TO INSURANCE:

Stephanie Sikkema
Risk Management

Joe Ghougassian dba J & L Auto Body Repair
Amendment Four
Form Revised June 2024



AGENDA ITEM NO. 6

AGENDA STAFF REPORT

City of West Covina | Office of the City Manager

DATE: September 3, 2024
TO: Mayor and City Council
FROM: Paulina Morales, City Manager

SUBJECT: CONSIDERATION OF PURCHASE ORDER FOR WAXIE'S ENTERPRISES, INC. DBA
WAXIE SANITARY SUPPLY FOR FISCAL YEAR 2024-2025

RECOMMENDATION:
It is recommended that the City Council approve the following:

1. Authorize the City Manager to approve a purchase order for Waxie’s Enterprises, Inc. dba Waxie
Sanitary Supply (Waxie) in the amount of $70,000 for Fiscal Year (FY) 2024-25.

2. Authorize the City Manager to execute any change orders and/or future purchase orders under
NCPA Master Agreement #02-27, should the term be extended beyond April 2025.

BACKGROUND:

Since 2004, Waxie's Enterprises, Inc. dba Waxie Sanitary Supply (Waxie) has been furnishing sanitary
and janitorial supplies to the City of West Covina. Waxie has been invoicing the City under the terms of a
National Cooperative Purchasing Alliance (NCPA) Master Agreement between Waxie and Region 14
Education Service Center

NCPA is a leading national government purchasing cooperative working to reduce the cost of goods and
services by leveraging the purchasing power of public agencies in all 50 states. NCPA utilizes
state-of-the-art procurement resources and solutions that result in cooperative purchasing contracts that
ensure all public agencies are receiving products and services of the highest quality at the lowest prices.
Under NCPA, cities are able to purchase products and/or services at significantly reduced rates.

DISCUSSION:

Waxie has been serving government agencies at a low cost since 1945. They are an industry leader in
the distribution of quality sanitary and janitorial supplies and equipment to the commercial, industrial,
contractor and institutional markets.

With the change in the City’s Purchasing Policy that became effective in July 2022, previous years'
purchase orders were below the threshold requiring Council approval as detailed in the table below.

Waxie Purchase Detail

Fiscal Year (FY) Purchase Order Actual Expenditures | Average Monthly Cost
Request




2022-2023 $55,000 $55,000 $4,583
2023-2024 $55,000 $80,100 $6,675

As the total expenditure with Waxie will exceed the aggregate $200,000 maximum threshold established
by the City's Purchasing Policy, staff is requesting the Council authorize the City to continue using Waxie
for its sanitary and janitorial supplies and authorize the City Manager to approve the purchase order for
$70,000 for FY2024-25.

The Purchasing Officer has determined that purchasing through the NCPA Master Agreement is in the
best interest of the City; is to the City's economic advantage; and that the agreement was competitively
awarded using a process that complies with policies, rules, and regulations approved by the Purchasing
Officer. Therefore, the procurement is exempt from competitive bidding in accordance with Section
2-335(6) of the West Covina Municipal Code. The current NCPA Master Agreement expires in April
2025. Staff will monitor the NCPA Master Agreement for an additional extension or research another
contract or vendor option.

LEGAL REVIEW:
The City Attorney's Office has reviewed this staff report.

OPTIONS:

1. Approve staff's recommendation; or
2. Provide alternative direction.

Prepared by: Renee M. G. Chavez

Fiscal Impact

FISCAL IMPACT:

The total approved budget for the purchase of City buildings supplies and materials including sanitary
and janitorial supplies in FY 2024-2025 is $100,000 in account 110.503.61.52.00.00.62.62700. No
additional appropriation is required.

Attachments
ATTACHMENT NO. 1 - WAXIE CONTRACT
ATTACHMENT NO. 2 - CONTRACT EXTENSION 04/30/2025

CITY COUNCIL GOALS & OBJECTIVES: Achieve Fiscal Sustainability and Financial Stability
A Well-Planned Community
Enhance City Image and Effectiveness



ATTACHMENT NO. 1

NCPA

WAXIE

http://www.waxie.com

WAXIE Sanitary Supply is the industry leader in the distribution of quality sanitary and janitorial supplies and equipment to the
commercial, industrial, contractor and institutional markets.

WAXIE reduces your total sanitary and janitorial maintenance costs by providing the highest quality products, supplies, tools
and equipment all under one roof. From the basics you use every day — toilet tissue, cleaners, trash can liners, mops and saf
supplies — to more specialized items like marble care products, floor care machinery, dilution control systems, washroom
partitions, ware wash and laundry, and more, WAXIE is the single source for all your maintenance needs.

CONTRACT INFO

Awarded Vendor:
Waxie

Contract Awarded:
Comprehensive Operational and Janitorial Supplies Solutions

Contract Number:
02-27

Lead Agency:
Region 14 ESC


http://www.waxie.com/
https://www.ncpa.us/

CAantrant TAarm:

NCPA

DUE DILIGENCE

Awarded Vendor Response:
Waxie's Response to RFP
Evaluation:

Bid Tab & Request for RFP List
Award Letter:
Region 14 Award Letter
Renewal Letter:

2nd Renewal Letter
Advertisements:

USA Today Ad 1

USA Today Ad 2

NCPA Website Ad

VENDOR CONTACT

Corporate Account Director
9353 Waxie Way

San Diego, CA 92123

T: (858) 292-8111 Ext. 625
aparent@waxie.com



https://ncpastorage.blob.core.windows.net/ncpafiles/NCPA%20Files/docs/Due%20Diligence/Comprehensive%20Operational%20and%20Janitorial%20Supplies%20Solutions/RFP%20-%20Comprehensive%20Operational%20and%20Janitorial%20Supplies%20Solutions.pdf
https://ncpastorage.blob.core.windows.net/ncpafiles/NCPA%20Files/docs/Due%20Diligence/Comprehensive%20Operational%20and%20Janitorial%20Supplies%20Solutions/Waxie/Waxie%20Response.pdf
https://ncpastorage.blob.core.windows.net/ncpafiles/NCPA%20Files/docs/Due%20Diligence/Comprehensive%20Operational%20and%20Janitorial%20Supplies%20Solutions/Comprehensive%20Operational%20and%20Janitorial%20Supplies%20Solutions%20Evaluation.pdf
https://ncpastorage.blob.core.windows.net/ncpafiles/NCPA%20Files/docs/Due%20Diligence/Comprehensive%20Operational%20and%20Janitorial%20Supplies%20Solutions/Waxie/Waxie%20Award%20Letter.pdf
https://ncpastorage.blob.core.windows.net/ncpafiles/NCPA%20Files/docs/Due%20Diligence/Comprehensive%20Operational%20and%20Janitorial%20Supplies%20Solutions/Waxie/Waxie%20Renewal%20Letter%202.pdf
https://ncpastorage.blob.core.windows.net/ncpafiles/NCPA%20Files/docs/USA%20Today%20Ad/USAToday021816.pdf
https://ncpastorage.blob.core.windows.net/ncpafiles/NCPA%20Files/docs/USA%20Today%20Ad/USAToday022516.pdf
https://ncpastorage.blob.core.windows.net/ncpafiles/NCPA%20Files/docs/Website%20Ad/NCPA%20Website%20Advertisement%2014.pdf
mailto:aparent@waxie.com
https://www.ncpa.us/

ey Region XIV Education Service Center
e 1850 Highway 351

’ Abilene, TX 79601-4750
325-675-8600

FAX 325-675-8659

/&
S

Monday, January 3'9, 2022

Waxie's Enterprises, Inc. dba Waxie Sanitary Supply
ATTN: Amanda Parent

9353 Waxie Way

San Diego, CA. 92123

Re: Annual Renewal of NCPA contract #02-27

Dear Amanda:

Region XIV Education Service Center is happy to announce that Waxie’s
Enterprises, Inc. dba Waxie Sanitary Supply has been awarded a three-year term
contract renewal for Comprehensive Operational and Janitorial Supplies Solutions
based on the proposal submitted to Region XIV ESC.

The contract will expire on April 30t", 2024, completing the eighth year of a possible
eight year term. If your company is not in agreement, please contact me
immediately.

If you have any questions or concerns, feel free to contact me at 325-675-8600.

Sincerely,

D W

Shane Fields
Region XIV, Executive Director



Region X1V Education Service Center
1850 Highway 351
Abilene, TX 79601-4750
325-675-8600

FAX 395-655-863¢

Friday, October 12", 2018

Waxie’s Enterprises, Inc. dba Waxie Sanitary Supply
ATTN: Mike Muscara

9353 Waxie Way

San Diego, CA. 92123

Re: Annual Renewal of NCPA contract #02-27

Dear Mike:

Region XIV Education Service Center is happy to announce that Waxie’s Enterprises,
Inc. dba Waxie Sanitary Supply has been awarded a three-year term contract renewal
for Comprehensive Operational and Janitorial Supplies Solutions based on the

proposal submitted to Region XIV ESC.

The contract will expire on April 30", 2022, completing the sixth year of a possible
eight year term. If your company is not in agreement, please contact me immediately.

If you have any questions or concerns, feel free to contact me at 325-675-8600.

Sincerely,

e

Shane Fields
Region X1V, Executive Director



Region X1V Education Service Center

1850 Highway 351
Abilene, TX  79601-4750
325-675-8600

FAX 325-675-865¢9

Monday, April 11", 2016

Waxie’s Enterprises, Inc. dba Waxie Sanitary Supply
ATTN: Mike Muscara

9353 Waxie Way

San Diego, CA 92123

Dear Mike:

Region XIV Education Service Center is happy to announce that Waxie’s Enterprises,
Inc. dba Waxie Sanitary Supply has been awarded an annual contract for
Comprehensive Operational and Janitorial Supplies Solutions based on the proposal
submitted to Region XIV ESC.

The contract is effective immediately and will expire on April 30™, 2019. The contract
can be renewed annually for an additional five years, if mutually agreed on by Region
NIV ESC and Waxie’s Enterprises, Inc. dba Waxie Sanitary Supply

We look forward to a long and successful partnership underneath this contract.

If you have any questions or concerns, feel free to contact me at 325-675-8600.

Sincerely, 5

7

Ronnie Kincaid
Region X1V, Executive Director



Tab 2 - NCPA Administration Agreement

This Administration Agreement is made as of April 11, 2016 , by and between National
Cooperative Purchasing Alliance (“NCPA”) and Waxie's Enterprises (“Vendor”).

Recitals

WHEREAS, Region 14 ESC has entered into a certain Master Agreement dated___ April 11, 2016
referenced as Contract Number 02-27 , by and between Region 14 ESC and Vendor, as may
be amended from time to time in accordance with the terms thereof (the “Master Agreement”), for the
purchase of Comprehensive Operational and Janitorial Supplies Solutions;

WHEREAS, said Master Agreement provides that any state, city, special district, local government,
school district, private K-12 school, technical or vocational school, higher education institution, other
government agency or nonprofit organization (hereinafter referred to as “public agency” or collectively,
“public agencies”) may purchase products and services at the prices indicated in the Master Agreement;

WHEREAS, NCPA has the administrative and legal capacity to administer purchases under the
Master Agreement to public agencies;

WHEREAS, NCPA serves as the administrative agent for Region 14 ESC in connection with other
master agreements offered by NCPA

WHEREAS, Region 14 ESC desires NCPA to proceed with administration of the Master Agreement;

WHEREAS, NCPA and Vendor desire to enter into this Agreement to make available the Master
Agreement to public agencies on a national basis;

NOW, THEREFORE, in consideration of the payments to be made hereunder and the mutual
covenants contained in this Agreement, NCPA and Vendor hereby agree as follows:

¢ General Terms and Conditions

> The Master Agreement, attached hereto as Tab 1 and incorporated herein by reference as
though fully set forth herein, and the terms and conditions contained therein shall apply to
this Agreement except as expressly changed or modified by this Agreement.

> NCPA shall be afforded all of the rights, privileges and indemnifications afforded to Region
14 ESC under the Master Agreement, and such rights, privileges and indemnifications shall
accrue and apply with equal effect to NCPA under this Agreement including, but not limited
to, the Vendor’s obligation to provide appropriate insurance and certain indemnifications
to Region 14 ESC.

> Vendor shall perform all duties, responsibilities and obligations required under the Master
Agreement in the time and manner specified by the Master Agreement.

> NCPA shall perform all of its duties, responsibilities, and obligations as administrator of
purchases under the Master Agreement as set forth herein, and Vendor acknowledges that
NCPA shall act in the capacity of administrator of purchases under the Master Agreement.

> With respect to any purchases made by Region 14 ESC or any Public Agency pursuant to
the Master Agreement, NCPA (a) shall not be construed as a dealer, re-marketer,
representative, partner, or agent of any type of Vendor, Region 14 ESC, or such Public
Agency, (b) shall not be obligated, liable or responsible (i) for any orders made by Region



14 ESC, any Public Agency or any employee of Region 14 ESC or Public Agency under the
Master Agreement, or (ii) for any payments required to be made with respect to such
order, and (c) shall not be obligated, liable or responsible for any failure by the Public
Agency to (i) comply with procedures or requirements of applicable law, or (ii) obtain the
due authorization and approval necessary to purchase under the Master Agreement. NCPA
makes no representations or guaranties with respect to any minimum purchases required
to be made by Region 14 ESC, any Public Agency, or any employee of Region 14 ESC or
Public Agency under this Agreement or the Master Agreement.

The Public Agency participating in the NCPA contract and Vendor may enter into a separate
supplemental agreement to further define the level of service requirements over and above
the minimum defined in this contract i.e. invoice requirements, ordering requirements,
specialized delivery, etc. Any supplemental agreement developed as a result of this contract
is exclusively between the Public Agency and Vendor. NCPA, its agents, members and
employees shall not be made party to any claim for breach of such agreement.

¢ Term of Agreement
> This Agreement shall be in effect so long as the Master Agreement remains in effect,

provided, however, that the obligation to pay all amounts owed by Vendor to NCPA through
the termination of this Agreement and all indemnifications afforded by Vendor to NCPA
shall survive the term of this Agreement.

¢ Feesand Reporting
> The awarded vendor shall electronically provide NCPA with a detailed monthly or

quarterly report showing the dollar volume of all sales under the contract for the previous
month or quarter. Reports shall be sent via e-mail to NCPA offices at reporting@ncpa.us.
Reports are due on the fifteenth (15t%) day after the close of the previous month or quarter.
It is the responsibility of the awarded vendor to collect and compile all sales under the
contract from participating members and submit one (1) report. The report shall include
at least the following information as listed in the example below:

Entity Name Zip Code State PO or Job # Sale Amount

Total

> Each quarter NCPA will invoice the vendor based on the total of sale amount(s) reported.

From the invoice the vendor shall pay to NCPA an administrative fee based upon the tiered
fee schedule below. Vendor’s annual sales shall be measured on a calendar year basis.
Deadline for term of payment will be included in the invoice NCPA provides.

Annual Sales Through Contract Administrative Fee
0-$30,000,000 2%
$30,000,001 - $50,000,000 1.5%

$50,000,001+ 1%




> Supplier shall maintain an accounting of all purchases made by Public Agencies under the
Master Agreement. NCPA and Region 14 ESC reserve the right to audit the accounting for a
period of four (4) years from the date NCPA receives the accounting. In the event of such
an audit, the requested materials shall be provided at the location designated by Region 14
ESC or NCPA. In the event such audit reveals an underreporting of Contract Sales and a
resulting underpayment of administrative fees, Vendor shall promptly pay NCPA the
amount of such underpayment, together with interest on such amount and shall be
obligated to reimburse NCPA'’s costs and expenses for such audit.

> General Provisions

>

53

ASS

This Agreement supersedes any and all other agreements, either oral or in writing,
between the parties hereto with respect to the subject matter hereof, and no other
agreement, statement, or promise relating to the subject matter of this Agreement which
is not contained herein shall be valid or binding.

Awarded vendor agrees to allow NCPA to use their name and logo within website,
marketing materials and advertisement. Any use of NCPA name and logo or any form of
publicity regarding this contract by awarded vendor must have prior approval from
NCPA.

WAXIE requests reciprocity using the following language:

NCPA and Region 14 ESC agree to allow WAXIE to use their names and logos within
website, marketing materials and advertisement. Any use of WAXIE name and logo or
any form of publicity regarding this contract by NCPA or Region 14 ESC must have prior
approval by WAXIE.

If any action at law or in equity is brought to enforce or interpret the provisions of this
Agreement or to recover any administrative fee and accrued interest, the prevailing
party shall be entitled to reasonable attorney’s fees and costs in addition to any other
relief to which such party may be entitled.

Neither this Agreement nor any rights or obligations hereunder shall be assignable by
Vendor without prior written consent of NCPA. Any assignment without such consent
will be void.

This Agreement and NCPA’s rights and obligations hereunder may be assigned at
NCPA’s sole discretion, to an existing or newly established legal entity that has the
authority and capacity to perform NCPA’s obligations hereunder

All written communications given hereunder shall be delivered to the addresses as
set forth below.

Except where indicated otherwise, WAXIE acknowledges and agrees to all other aspects of Tab 2.



National Cooperative Purchasing Alliance: Vendor: WAXIE Sanitary Supply

Name: Matthew Mackel Name: Mike Muscara
Title: Director, Business Development Title: Corporate Accounts Director
Address: PO Box 701273 Address: 9353 Waxie Way

Houston, TX 77270 San Diego, CA 92123
lgnature: v Signature: ///ot{ew%*mwa
Date: April 11, 2016

Date: March 28, 2016




ATTACHMENT NO. 2

DocuSign Envelope 1D 3E9AF16B-2416-4A37-BCOF-91C19BD3C644

Region XIV Education Service Center

1850 Highway 351
Abilene, TX 79601-4750
325-675-8600

FAX 325-675-8659

Tuesday, October 17', 2023

Waxie's Enterprises, Inc. dba Waxie Sanitary Supply
ATTN: Amanda Parent

9353 Waxie Way

San Diego, CA. 92123

Re: Extension of NCPA contract #02-27
Dear Amanda:

Region XIV Education Service Center is happy to announce that Waxie's
Enterprises, Inc. dba Waxie Sanitary Supply has been awarded a sixth month
extension for Comprehensive Operational and Janitorial Supplies Solutions based

on the proposal submitted to Region XIV ESC. The contract will expire on April 30™,
2025.

If you have any questions or concerns, feel free to contact me at 325-675-8600.

Sincerely,

DocuSigned by:

Cleane Fields

dudEF DEEEZAR 7,

Shane Fields
Region XIV, Executive Director
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