RESOLUTION NO. 12-7965
A RESOLUTION OF THE CITY OF SANTA CLARA,
CALIFORNIA, SUPERSEDING RESOLUTION NO. 08-7576

AND ADOPTING REVISED RECORDS RETENTION
SCHEDULES FOR CITY RECORDS

BE IT RESOLVED BY THE CITY OF SANTA CLARA AS FOLLOWS:

WHEREAS, state and federal law require cities to maintain and preserve certain documents for
various periods of time; and

WHEREAS, the City of Santa Clara currently has a Records Retention Schedule that identifies
various types of documents and the period of time that they must be maintained by the City
(“Records Retention Schedule™); and

WHEREAS, the City last updated its Records Retention Schedule in 2008 by Resolution No.
08-7576; and

WHEREAS, the City has now updated its Records Retention Schedule for each City department
and for documents that apply City-wide to reflect and comply with changes in records retention
laWs; and

WHEREAS, the City now desires to approve and adopt these updated Records Retention
Schedules for the orderly and lawful maintenance of its record-keeping system.

NOW THEREFORE, BE IT FURTHER RESOLVED BY THE CITY OF SANTA CLARA
AS FOLLOWS:

1. That the updated Records Retention Schedules for all City departments and for
documents that apply City-wide, attached hereto and incorporated herein as Exhibit A, be
approved and adopted, effective immediately.
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2. Constitutionality, severability. If any section, subsection, sentence, clause, phrase, or

word of this resolution is for any reason held by a court of competent jurisdiction to be
unconstitutional or invalid for any reason, such decision shall not affect the validity of the
remaining portions of the resolution. The City of Santa Clara, California, hereby declares that it
would have passed this resolution and each section, subsection, sentence, clause, phrase, and
word thereof, irrespective of the fact that any one or more section(s), subsection(s), sentence(s),
clause(s), phrase(s), or word(s) be declared invalid.

3. Effective date. This resolution shall become effective immediately.

I HEREBY CERTIFY THE FOREGOING TO BE A TRUE COPY OF A RESOLUTION
PASSED AND ADOPTED BY THE CITY OF SANTA CLARA, CALIFORNIA, AT A

REGULAR MEETING THEREOF HELD ON THE 28" DAY OF AUGUST, 2012, BY THE

FOLLOWING VOTE:

AYES: COUNCILORS: Gillmor, Kennedy, Kolstad, Mahan, McLeod and
Moore and Mayor Matthews

NOES: COUNCILORS: None

ABSENT: COUNCILORS: None

ABSTAINED: COUNCILORS: None ~

} P
ATTEST: | AR A BRGSO
\*ROD DIRIDON, JR;, 1)
‘CITY CLERK®
CITY OF SANTA CLARA

Attachments incorporated by reference:
Records retention schedules
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RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

SANTA CLARA, CA.

Page CW-1

CW-No. Oszgzrgf Record Type Records Description Retention / Disposition Comments / Reference
, Inactive
(OFR) : ACt".’e (Records
(in office) i
Center) RS |

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

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

Accident, Incident, Injury reports: PUBLIC or

Send Significant Events to City Attorney; GC

(Correspondence, Project Administration, Project
Schedules, Invoices, Logs, etc.)

CW-001 Lead Dept. | Correspondence EMPLOYEES 2 years §34090
. Accounts Payable, Invoices, Petty Cash,
Admin.
. Warrant Requests, Purchase Card Statements, - . S
CW-002 Services / Correspondence |ete 2 vears All originals go to Finance (these are copies);
Finance / P - y GC §34090.7
Accounting (copies) . .
If ALL backup is forwarded to Finance
CW-003 City Clerk Correspondence |Administrative Hearings / Appeals (copies) 2 years /C\;Iéoggiréegcs) go o City Clerk (ihese are copies);
g . Agenda Packets / Staff Reports: City Council,
CW-004 City Clerk Correspondence Redevelopment & SOSA (copies) 2 years GC §34090.7
Agreements & Contracts, Leases, MOUs, etc. -
Includes all contractual obligations (copies) All agreements, service agreements, and
CW-005 City Clerk | Correspondence (Specifications / Scope of Work, Service 2 years contracts are sent to the City Clerk; GC
; ; §34090.7
Agreements, Notices of Completion, Insurance
efc.)
Department preference; Statute of Limitations:
Agreements & Contracts: ADMINISTRATIVE Contracts & Spec's=4 years, Wrongful
FILES - NOT funded by a grant Death=Comp. + 5 years, Developers=Comp. +
CW-006 Lead Dept. Agreements |—— Completion | 5 years 10 years; E&O =Comp + 10 years; Published

Audit Standards=4-7 years; Statewide
guidelines propose termination + 5 years; CCP
§§336(a), 337 et. seq., GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

SANTA CLARA, CA.

Page CW-2

CW-No. ?Rf:szrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :ztf'f‘i’:e) (Records
Center) -

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

5 years or [

Some grant funding agencies require audits;
Published Audit Standards=4-7 years; Statute

Except Planning Commission, ARC & HLC - see Planning
& Inspection's schedule

After of Limitations: Contracts & Spec's=4 years,
Agreements & Contracts: ADMINISTRATIVE Fundin \Wrongful Death=comp. + 5 years, Errors &
FILES - WITH grant funding A encg Omissions is 10 years; Developers=comp. + 10
CW-007 Lead Dept. Agreements Completion Ag dit % years; Statewide guidelines propose termination
(Correspondence, Project Administration, Project requir;ad + 5 years; CCP §§336(a), 337 et. seq., 21 CFR
Schedules, Invoices, Logs, etc.) whicheve:r B ' 1403.36 & 1403.42(b); 24 CFR 85.42(b),
is longer A §191.105(h), 92.505, & 570.502(b), 28 CFR 66.42;
9 29 CFR 97.42(b); 40 CFR 31.42; 44 CFR 13.42;
45 CFR 92.42; OMB Circular A-133GC §34090
Agreements & Contracts: UNSUCCESSFUL BIDS The RFP / RFQ and the successful proposal
Cw-008 Lead Dept. | Correspondence or RESPONSES to RFPs (Rqugst for Proposals) 2 years becomes part of the agreement or contract (City
and/or RFQs (Request for Qualifications) that don't Clerk is OFR): GC §34090
result in a contract '
Admin. . . .
Services / Audits / Audit Reports / CAFR - Comprehensive
CwW-009 Finance / Correspondence |Annual Financial Reports 2 years GC §34090.7
Accounting (copies)
CW-010 Lead Dept. | Correspondence |Awards 2 years City preference; GC §34090
CW-011 Bids: See Agreements & Contracts
Board, Commissions and Committees: AUDIO
Recordings / Audio Tapes or Audio DVDs : . ;
CW-012 Lead Dept. | Correspondence 2 years City preference; State law only requires for 30

days; GC §54953.5(b)

This material is protected by a copyright held by Gladweli Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

SANTA CLARA, CA.

Page CW-3

Office of

CW-No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :‘;'f‘i':e) (Records
Center) .

iy
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.
4 g

L itigation, claims, complaints, audits and/or investigations suspend normal retention periods (retention resumes after settlemen.l_‘ or completion).

Board, Commissions and Committees: Recordings

CW-013 Lead Dept. Reference / Tapes of City Council Meetings - VIDEO P City preference; GC §34090.7
Recordings / Video Tapes or Video DVDs
Board, Commissions, & Committees:
Formed by CITY COUNCIL Brown Act challenges must be filed within 30 or
CW-014 Lead Dept. | Correspondence 2 years 90 days of action; GC §§34090, 54960.1(c)(1)
AGENDAS, AGENDA PACKETS
Board, Commissions, & Committees: 2 years . .
' ' Notes taken to facilitate the writing of the
CW-015 City Clerk Correspondence Formed by CITY COUNCIL (Eo_rward minutes can be destroyed after minutes have
Originals to been adopted; GC §34090
MINUTES & BYLAWS City Clerk) ped;
Board, Commissions, & Committees:
CwW-016 Lead Dept. Reference Formed by CITY COUNCIL P City preference; GC §34090
MINUTES NOT GOING TO COUNCIL
Board, Commissions, & Committees: City Council
Subcommittees . .
CW-017 Lead Dept. | Correspondence 2 years ég;iiﬁmén g ggit(i)%rése?r:epresented to the City
(Composed solely of less than a quorum of the City ' 4
Council)
Board, Commissions, & Committees: External
CW-018 L.ead Dept. Non-Record Organizations None Non-records
(e.g. County Board of Supervisors)
CW-019 Brochures: See Reference Manuals
CW-020 City Clerk Correspondence |Budgets - Finals (copies) 2 years Final must be filed with County Auditor; GC

:1§34090.7, 40802, 53901

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS
SANTA CLARA, CA.

Page CW-4

Office of

CW-No. Record Record Type Records Description Retention / Disposition Comments / Reference
Inactive
Active
(OFR) (in office) | (RS | Retention:
| Center) B~

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

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

Htligation, claims, complaints, audits and/or inves_tigations suspend normal retention periods (retention resumes after settlement or completion).

Automotive Tempora Send fo
CwW-021 . porary Carpool Logs Auto upon GC §34090.7
Services Holding -
completion
of form

Cash Receipts Detail / Petty Cash Reports / -

CW-022 | Finance Dept. | Correspondence |Backup / Accounts Receivable Detail / Refund 2 years D_epartm?nt preference (not all detail is sent to
. . Finance); GC §34090

Detail / Deposit Backup
CW-023 | City Manager | Cotrespondence |City Council Assignments (copies of response) 2 years GC §34090
CW-024 | City Manager | Correspondence |City Manager Assignments (copies of response) 2 years GC §34090
CW-025 | City Manager | | ©MPO™@Y I it Manager Directives Until GC §34090.7

Holding
Superseded

Claims & Litigation 2 years City Attorney is OFR for lawsuits; Risk

CW-026 | City Attorney | Correspondence (copies) g (Upon Management administrates claim; GC
P Settlement) §§34090.7, 34090.6

Committees Internal - Attended by employees:

All Records
CW-027 Lead Dept. | Correspondence 2 years GC §34090

(e.g. Records Management Committee, In-House

Task Forces, etc.)

City preference; Statute of Limitations for
Lead personal property, fraud, etc. is 3 years; Claims

CW-028 (Res[p)):gtdmg) Correspondence |Complaints / Concerns from Citizens (operational) 2 years must be filed in 6 months: CCP §§338 et seq.,

340 et seq., 342, GC §§945.6, GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

SANTA CLARA, CA.

Page CW-5

CW-No. Or::ggrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:‘z';'f‘i’:e) (Records
Center) [

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

ks
to your department retention schedule.

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

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

City preference; Statute of Limitations for

Lead . .
. Complaints / Concerns from Citizens Computer personal property, fraud, etc. is 3 years; Claims
CW-029 (Resg:stdmg) Correspondence Tracking Software (Comcate) 2 years must be filed in 6 months; CCP §§338 et seq.,
’ 340 et seq., 342, GC §§945.6, GC §34090
Department preference; Statute of Limitations:
Contracts: ADMINISTRATIVE FILES - NOT Contracts & Spec's=4 years, Wrongful
funded by a grant Death=Comp. + 5 years, Developers=Comp. +
CW-030 Lead Dept. Contracts Completion | 10 years 10 years; E&O =Comp + 10 years; Published
(Correspondence, Project Administration, Project Audit Standards=4-7 years; Statewide
Schedules, Certified Payrolls, Invoices, Logs, etc.) guidelines propose termination + 5 years; CCP
8337 et. seq., GC §34090
CW-031 Contracts: See Agreements
Correspondence - ROUTINE
Dept. that
Authors (e.g. Administrative, Chronological, General Files,
Document Letters, Memorandums, Miscellaneous Reports,
CW-032 or Correspondence |Press Releases, Media, Public Releases, Public 2 years GC §34090
Receives the Records Requests, Reading File, Working Files,
City's Original Received and Referred to other Departments,
Document Calendars, duplicates of any record, Fax Logs, etc.)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS
SANTA CLARA, CA.

Page CW-6

Office of

CW-No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:‘f)tf'f‘i':e) (Records
Center) [

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

. tLt L
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.
g e

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

Correspondence - TRANSITORY / PRELIMINARY
DRAFTS, Interagency and Intraagency Memoranda

Reports / Monthly Activity Reports (copies)

Dept. that not retained in the ordinary course of business
Authors
Document (e.g. calendars, checklists, e-mail that does not
CwW-033 or Non-Record  |have a material impact on the conduct of business, None
Receives the invitations, instant messaging, logs, mailing lists,
City's Original meeting room registrations, photographs, supply
Document inventories, transmittal letters, thank yous, requests
from other cities, undeliverable envelopes, visitors
logs, voice mails, etc.)
CW-034 City Clerk Correspondence Deeds, E.asements, Final Orders of Condemnations 2 years
(All) (copies)
Department Activity Reports / Performance
CW-035 City Auditor | Correspondence |Benchmark Reports / Performance Measurement 2 years

Preliminary versions of a written document,
such as a staff report or unsigned letter that is
ready for revision or correction and not a final
document of record. It also includes mail / e-
mail that does not contain substantive
information concerning City policies, decision-
making, proceedings, projects, contractors, or
practices; and does not relate to threatened or
active litigation.

As long as the drafts and notes are not retained
in the "Regular Course of Business". Consult
the City Attorney to determine if a record is
considered a draft. GC §34090, GC §6252
6254(a)

Send all originals to the City Clerk; GC
§34090.7

Send all originals to the City Clerk, who
compiles the reports GC §34090.7

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

SANTA CLARA, CA.

Page CW-7

CW-No. cg::srzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (ir?cc;tflf\i,:e) (Records
Center)

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

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

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

Drafts / Notes / Preliminary Drafts: Drafts that are

Preliminary versions of a written document,
such as a staff report or unsigned letter that is
ready for revision or correction and not a final
document of record. It also includes mail / e-
mail that does not contain substantive
information concerning City policies, decision-
making, proceedings, projects, contractors, or

CW-036 Lead Dept. Non-Record . L : None practices; and does not relate to threatened or
revised (retain final version) A
active litigation.
As long as the drafts and notes are not retained
in the "Regular Course of Business". Consult
the City Attorney to determine if a record is
considered a draft. GC §34090, GC §6252
6254(a)
CW-037 Lead Dept. Reference Drawings/Plans/Maps/As-Built (Recorded) P GC §34090(a)(d)
‘ E-mails that contain information relating to the
Dept. that L .
. conduct of the public's business are saved
Authors Retention . . -
outside the e-mail system by printing them out
Document Based Upon . . ) .
Temporary . and placing them in a file folder, or saving them
Cw-038 or - E-mail the Content . . .
. Holding electronically; If not mentioned here, consult thel
Receives the of the . LT .
. - City Attorney to determine if a record is
City's Original Record : . -
Document considered transitory / preliminary drafts. GC
§34090, GC §6252
CW-039 Lead Dept. | Correspondence |Facility Use Applications / Facility Use Permits 2 years GC §34090
CW-040 | Lead Dept. | Correspondence [Forms (Blank) Superseded e §34090
+ 2 years R

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

SANTA CLARA, CA.

Page CW-8

Office of

CW-No. Record Record Type Records Description Retention / Disposition Comments / Reference
T
. | Inactive
(OFR) ( :‘;?;i’:e) (Records
Center) [

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.

H‘ti_gation, claims, complaints, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

GIS Database / Data / Layers (both City-wide and

The Lead Department should print out historical
documents (or save source data) prior to
replacing the data, if they require the data or

CW-041 Lead Dept. Source Specialized) Indefinite output for historical purposes; Department
Preference (Preliminary documents); GC
§34090 et seq.
CW-042 Lead Dept. | Correspondence Grants (UNSUCCESSFUL Applications, 2 years GC §34090
Correspondence)
fMeets auditing standards; Grants covered by a
Consolidated Action Plan are required for &
Grants / Reimbursable Claims / Subventions After years; Uniform Admin. .Requirements for Grants
(SUCCESSFUL Reports, other records required to Funding to Local Governments is 3 years from
pass the funding agency's audit, if required) Agency expenditure report or final payment of grantee
CW-043 Lead Dept. Report 2 years Audit if or subgrantee; statewide guidelines propose 4
Applications (successful), program rules, regulations & Requir,ed ) years; 7 CFR 3016.42; 21 CFR 1403.36 &
procedures, reports tc? grant funding aggncies, 5 years 1403.42(b); 24 CFR 85.42(b), 91.105(h),
correspondence, audit records, completion records 02.505, & 570.502(b), 28 CFR 66.42; 29 CFR
97.42(b) ; 40 CFR 31.42; 44 CFR 13.42; 45
CFR 92.42; OMB Circular A-133; GC §34090
Send all grievances to Human Resources; All
Human Grievances and Informal Complaints (Employees) State and Federal laws require retention until
CW-044 Correspondence . 2 years final disposition of formal complaint; State
Resources (copies)

requires 2 years after action is taken; GC
§§12946, 34090 et seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

SANTA CLARA, CA.

Page CW-9

Office of

CW-No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:‘:;'f‘i’:e) (Records
Center) |

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

%ation, claims, complaints, audits and/or investigations suspend normal retention periods (retention resumes after seftlement or completion).

Insurance Certificates for Agreements, Contracts,
Leases and Enchroachment Permits
Finance Send to City Clerk's Office for the removal of
CW-045 (IDS/Ebix- Non-Record  |insurance Certificates maintained by IDS/Ebix-BPO None the City's address and to redirect to IDS/Ebix-
BPO) should not be received by the City (or any department). BPO
The City Clerk's Office may assist departments with the
redirecting of insurance certificates to IDS/Ebix-BPO.
CW-046 Lead Dept, Tempc?rary Insurance Certificates NOT maintained by IDS/Ebix- Fllgd Wlﬂ'] Tracked with pertinent file.
Holding BPO pertinent file
CwW-047 City Clerk Correspondence |Minutes - City Council (copies) 2 years Originals maintained by City Clerk Permanently;
GC §34090.7
- . - Return any whole unused codes to the City
CwW-048 City Clerk Correspondence I\gl;nlizlsp)al Code (including inserts) None Clerk; Originals maintained by City Clerk
(cop Permanently; GC §34090
CW-049 City Clerk Non-Record New;paper Clippings None Non-records - may b(la obtained from the
#oples) newspaper company; GC §34090
S . . . Statute of Limitations on Municipal Government
CWw-050 Lead Dept. | Correspondence Notlces_. F’_ubhc Heafmg N_o tices Posted and Proofs 2 years actions is 3 - 6 months; CCP§337 et seq; GC
of Publications, Public Notices §34090
CW-051 City Clerk | Correspondence |Ordinances - City Council (copies) 2 years Originals maintained by City Clerk Permanently;
GC §34090
Personnel Files Upon
Separation, Ensure records kept in Department files comply
Human Temporary . . . . .
Cw-052 RESOUICES Holdin (When an employee ftransfers to a different Send to with City policy (all originals are sent to Human
g department, the file should go to the new Human Resources); GC §34090.7
department) Resources
Notes maintained in a separate folder to be
. . . incorporated into performance evaluation, or to
CW-053 Lead Dept. | Correspondence |Personnel Files (Supervisor's Notes) 2 years document progressive discipline; GC §34090 et
“liseq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

SANTA CLARA, CA.

Page CW-10

=
CW-No. ORZSOeer Record Type Records Description Retention / Disposition Comments / Reference
, Inactive
(OFR) (i:‘::,'f‘i':e) (Records [
Center)

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

Litigation, clalms complaints, audits and/or investigations suspend normal retention periods (refention resumes after settlement or completlon)

CWw-054 Lead Dept. | Correspondence |Personnel Work Schedules 2 years GC §34090
Petitions (Examples: parking requests, traffic
calming requests, etc.).
- . Not related to elections; Law requires 1 year for
CW-085 | Lead Dept. | Citizen Petition |t Eioction Related Petitions - for Initiative, 1year petitions; GC §50115
Recall or Referendum petitions, see the City Clerk
schedule
CW-056 Lead Dept. | Correspondence |Public Records Act Requests 2 years GC §34090
CW-057 Lead Dept. | Correspondence |Public Relations / Press Releases 2 years GC §34090
Purchase Orders, Procurement & Contracting
y Finance / Records (RFPs, Specifications, Contracts,
CW-058 Purchasing Correspondence Amendments, Successful Bids, Notice of Award, 2 years GC §34090.7
RFQs, etc.) (copies)
Lead Dept. Real Estate Appraisal Reports: Property NOT Not accessible to the public; Statewide
CW-059 | (Who Ordered Correspondence purchased, Loans not funded, etc. 2 years Guidelines show 2 years; GC §§34090, 6254(h)
the Appraisal)
Not accessible to the public until purchase has
Lead Dept. . . been completed; meets grant auditing
CW-060 | (Who Ordered Report l;reoalfrtsta:;a Agp(rjall_soaalnReports. Purchased 2 years 3 years requirements; 24 CFR 85.42(b), 24 CFR
the Appraisal) perty, Funae s 91.105(h), 24 CFR 97.42(b), 24 CFR
570.502(b); 29 CFR 97.42, GC §34090
CW-061 City Clerk Correspondence Records_Destruetlon Lists / Certificate of Records 2 years GC §34090.7
Destruction (copies)
Recruitment and Testing File (As-Needed Department preference; EEOC / FLSA / ADEA
Employees Only) (Age) requires 1-3 years; State Law requires 2 -
CW-062 Lead Dept. Routine 4 years 3 years; 29 CFR 1602 et seq & 1627.3(a)(5)

(Includes Applications for Unsuccessful Applicants,
Advertisements, Job Brochures, Test Data, etc.)

and (8), 2 CCR 7287.0(c)(2), 8 CCR

1511040.7(c), GC §§12946, 34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

SANTA CLARA, CA.

Page CW-11

CW-No. oRf:gsrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ’ :‘;:,'f‘i’fe) (Records
Center) R

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

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

Litigation, claims, complaints

audits and/or investigations suspend normal retention periods (retention resumes after seftlement or completion).

Reference Materials: Policies, Procedures,
Brochures, Flyers, Manuals, etc.: Produced by

CW-063 Lead Dept. Non-Record |OTHER DEPARTMENTS OR OUTSIDE None Non-Records
ORGANIZATIONS (League of California Cities,
Chamber of Commerce, etc.)
Reference Materials: Policies, Procedures, Superseded % Statewide guidelines propose superseded + 2
CW-064 Lead Dept. | Correspondence |Brochures, Flyers, Manuals, etc.. Produced by +p2 eears or5 earS'gGC §3409% p P
YOUR Department y y ’
: Reports and Studies (Historically significant - e.g., Administratively and Historically significant,
CW-065 Lead Dept. Reference Zoning Studies) 10 years P therefore retained permanently; GC §34090
Information is outdated after 10 years,
g Reports and Studies (other than Historically statewide guidelines propose 2 years; If
CW-066 Lead Dept. Report significant reports - e.g. Annual Reports) 5 years historically significant, retain permanently; GC
§34090
CW-067 City Clerk | Correspondence |Resolutions - City Council (copies) 2 years Originals maintained by City Clerk Permanently;
GC §34090.7
Calif. Labor Division is required to keep their
Safety: OSHA Inspections & Citations, Log 200 records 7 years; OSHA requires 5 years; State
CW-068 | Lead Dept. Report and Log 300, 301, 301A 5 years law requires 2 years; 8 CCR §3203(b)(1), GC
§34090; LC §6429c
CW-069 Lead Dept. | Correspondence |Service of Legal Documents (copies) 2 years GC §34090
CwW-070 Lead Dept. Reference Service of Legal Documents (LOG) P City preference; GC §34090
Transitory records not retained in the ordinary
Cw-071 Lead Dept. Non-Record |Speaker Cards (submitted at public meetings) None course of business (used to accurately produce
minutes); GC §8§34090 et seq., 6254(a)
CW-072 Lead Dept. | Correspondence |Special Event Permits Ex2p ];22?2 * GC §34090
Cw-073 Lead Dept. Subject Special Projects / Subject Files / Issue Files 5 years ‘IDepartment Preference; GC §34090 et seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

SANTA CLARA, CA.

Page CW-12

Office of

CW-No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) " fﬁtf'ﬁfe) (Records
Center)

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

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

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

CW-074 Lead Dept. | Correspondence |Subpoenas 2 years GC §34090
Surveys / Questionnaires (that the City issues).
CW-075 Lead Dept. | Correspondence |If a summary of the data is compiled, the survey 2 years GC §34090
forms are considered a draft or transitory record,
and can be destroyed as drafts
CwW-076 Tapes: See Board & Commissions
Timekeeping:
. . Time Sheets / Time Cards / Overtime Sheets / City Preference for FLSA; Originals maintained
CW-077 Lead Dept. Timekeeping Overtime Cards (Including Leave Slips & Vacation 4 years by Payroll; GC §34090.7
Requests Forms)
Department Preference; OSHA requires 5 years
for safety records; Statewide guidelines
propose 7 years; Calif. Labor Division is
- required to keep their OSHA records 7 years;
Training - ALL COURSE RECORDS Ethics Training is 5 years; EEOC/FLSA/ADEA
CWw-078 Lead Dept. Training (Attendance Rosters, Outlines and Materials; 2 years 5 years (Age) requires 3 years ior prom9t|on, demotion,
includes Ethics & Safety traini transfer, selection, or discharge; State Law
includes £thics afety training) requires 2 -3 years; 8 CCR §3203 et seq., 8
CCR 14300.33(a); 29 CFR 1627.3(b)(2), 29
CFR 1904.33, 29 CFR 1904.44; LC §6429(c);
GC §§129486, 34090, 53235.2(b)
CW-079 Lead Dept. | Correspondence Vehicle Safety Checks / Daily Vehicle Inspections / 2 years GC §34090

Daily Equipment Checks

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS
SANTA CLARA, CA.

Page CW-13

CW-No. %ngr:f Record Type Records Description Retention / Disposition Comments / Reference
- Inactive
(OFR) ( :z:‘lf\i,:e) (Records 2>
Center) [:ns X

ple o
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department". If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, claims, complaints, audits and/or investigations suspend normal retention periods (retention resumes after settlem@i or completion).

Department preference (Courts treat volunteers
. as employees); EEOC/FLSA/ADEA (Age)
. s Inactive / . . .
. Volunteer / Unpaid Intern / Work Study Applications . requires 3 years for promotion, demotion,
CwW-080 | City Manager Volunteer Separation + . . :
& Agreements - Successful 5 vears transfer, selection, or discharge; 29 CFR
y 1602.31 & 1627.3(b)(1)())&(ii), GC §§12946,
34090
Department preference (Courts treat volunteers
Volunteer / Unpaid Intern / Work Study Applications as einployees); EEOC/FLSNADEA (Age)
. . requires 3 years for promotion, demotion,
Cw-081 | City Manager Volunteer & Agreements - Unsuccessful or Pending 5 years . . .
Applicant transfer, selection, or discharge; 29 CFR
pplicants 1602.31 & 1627.3(b)(1)()&(ii), GC §§12946,
34090
Work Orders / Service Requests CMMS
Depart. DATABASE (Computerized Maintenance
CW-082 Providing Source Management System) Indefinite Data is interrelated; GC §34090
Service / Work
(Hansen)
Depart. . . - . S
CW-083 Providing Non-Record Work Orc.iers / Service Requests - All Information None Preliminary drafts (the database is the original);
- Entered in CMMS Database GC §34090
Service / Work
Work Orders / Service Requests - NOT entered in
Depart CMMS Database (or partial information entered
. S into CMMS Database) City preference; CCP §§338 et seq., 340 et
Cw-084 Piov1d|ng Correspondence 2 years seq., 342, GC §§945.6, GC §34090
Service / Work L - . . .
(Division providing service retains originals;
Division requesting service is considered a copy)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY ATTORNEY Page CA-1
SANTA CLARA, CA.

CA-No. g::grgf Record Type Records Description ‘ Retention / Disposition Comments / Reference
. Inactive Be
(OFR) . ACt'Ye {(Records
(in office) Ce =F

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

Retentions begin when the act is completed,

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

Litigation, complaints, claims, public records

act requests, audits and/or investigations suspend normal retention periods (refention resumes Ig‘l‘er seftlement or completion).

Accident/Incident Reports: Automobile Loss Notice,

CA-001 |City Attorney| Correspondence |General Liability Notice of Occurrence (Significant 2 years GC §34090
Events)
Admin.
CA-002 'S:ienr;ff:// Correspondence |Accounts Payable (copies) 2 years GC §34090.7
Accounting
. . . . Resolution : .

CA-003 |City Attorney| Correspondence |Administrative Hearings +2 years “IDepartment preference; GC §34090
CA-004 |City Attorney Subject Amicus Briefs 2 years 3 years ‘IDepartment Preference; GC §34090
CA-005 |City Attorney| Project Admin |Assignment Log 10 years “IDepariment Preference; GC §34090
CA-006 |City Attorney Litigation Attorney Work Product (Electronic Files on I: Drive) Rf?;‘ggfsn ;élDepanment Preference; GC §34090
CA-007 | City Attorney Subject Assignment Binders 3 years 2 years 5 Department Preference; GC §34090

CA-008 |City Attorney Claim

“IClaim must be filed within 1 year, lawsuit
“fwithin 2 years; complaints against peace
-Jofficers within 5 years; Statute of Limitations
-llfor contracts is 4 years; wrongful death for
construction is completion + 5 years; CCP
118§ 337 et seq.; GC §§ 911.2, 945.6, 34090,

Upon | Resolution iR

Claims / Damage Claims Resolution | + 5 years

CA-009 |City Attorney Subject

134090.6; PC §832.5(b)
:{kDepar’[ment Preference; GC §34090

Elections 2 years 3 years

CA-010 | City Attorney Source

Legal Opinions P ‘IiIDepartment Preference; GC §34090

Litigation / Lawsuits Department Preference; Covers various

. e Upon +Istatute of limitations; CCP §§ 337 et seq;

CA-011  |City Attorney|  Litigation | o 1 Settiement Documents and Judgments are Resolution | ° Y&ars JGC 55 911.2, 945.6, 34090, 34090.6; PC
maintained by the City Clerk) 18832.5(b)

e . e -IDepartment Preference; Covers various

CA-012 | City Attorney Reference I(_Dlggzzcri:ngigr:?em pomai/Final Grder of P statute of limitations; CCP §§ 337 et seq;;

JJIGC §§ 911.2, 945.6, 34090, 34090.6; PC
: 18832.5(b)

CA-013 [City Attorney] Subject |Loss Run Reports (George Hills Company) 5 years wByears:{Meets auditing standards; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY ATTORNEY Page CA-2
SANTA CLARA, CA.
CA-No. ng:::rzf Record Type J Records Description Retention / Disposition Comments / Reference
Active Inactive
(OFR) R (Records §:
(in office) Center

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

Retentions begin when the

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

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

| retention pe

riods (retention resumes after settlement or completion).

Municipal Code & Charter Administration, Distribution,

CA-014 |City Attorney Subject otc 2 years 3 years

CA-015 |City Attorney Muni Municipal Code Violations 2 years Department Preference; GC §34090
Subject
Not of Significant Historical Value: - Various Subjects

CA-016 | City Attorney Subject (review, research, public records requests and 5 years Department Preference; GC §34090
responses, background files, budget working papers,
outside counsel)
Subject

CA-017 | City Attorney Reference Significant Historical Value: Various Subjects 2 years P Department Preference; GC §34090

(Cemetery, NCPA, M-S-R, PG&E, RDA, SOSA, Water
Pollution Control Plant (WPCP), etc.)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK

SANTA CLARA, CA.

Page CC-1

Retention / Disposition

Office of _
CC-No. Record Record Type 1 Records Description
Active
(OFR) (in office)

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.

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

Destroyed

CITY AUDITOR
. . . Audit Policies & Procedures
CC-001 | City Auditor | Auditor Reports (Mileage and Meal Reimbursement) 7 years | GC §34090
) . . . Annual City Auditor Report / Performance #Department Preference; meets municipal
CC-002 | City Auditor | Auditor Reports Benchmarks 7 years fgovernment auditing standards; GC §34090
) . . . . Department Preference; meets municipal
CC-003 | City Auditor | Auditor Reports |Audits of Payroll Payment Requests 7 years fgovernment auditing standards; GC §34090
CC-004 | City Auditor| Correspondence |Check Stock Log 2 years Department Preference; meets municipal
Hgovernment auditing standards; GC §34090
. . Reimbursement Log / Allocation Tracking ]
CC-005 | City Auditor| Correspondence (Boot/Clothing/Safety Geer) 2 years GC §34090
Tempora Upon receipt - i
CC-006 | City Auditor porary Travel Advances forward to {Department Preference
Holding .
Finance
CC-007 | City Auditor | Correspondence Warrants Payroll Vendor Voids Reprints - 2 years GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK
SANTA CLARA, CA.

Page CC-2

Office of

!

CC-No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) (i:(o:tflf\i’:e) (Records
Center)

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

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

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

CC-008

City Clerk

Correspondence

Affidavit of Posting Agendas, Notices of Public
Hearings, Continuances, Notice of Adjournments

City Council, Board & Commissions and
Committees, Miscellaneous

2 years

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

CC-009

City Clerk

Reference

Agenda Packets / Staff Reports / Correspondence
Regarding Agenda ltems - Imaged:

City Council, Redevelopment Agency, Sports and
Open Space Authority, Industrial Development
Authority, Joint Financing Authority, Public
Facilities Financing Authority, Santa Clara
Stadium Authority, City of Santa Clara Housing
Authority and Bayshore North Project
Enhancement Authority

1Department Preference (The minutes are the
Tpermanent record); GC §34090 et seq.

CC-010

City Clerk

Agenda Material

Agenda Packets / Staff Reports / Correspondence
Regarding Agenda Items - Hardcopy:

City Council, Redevelopment Agency, Sports and
Open Space Authority, Industrial Development
Authority, Joint Financing Authority, Public
Facilities Financing Authority, Santa Clara
Stadium Authority, City of Santa Clara Housing
Authority and Bayshore North Project
Enhancement Authority

1 year 9 years

Department Preference (The minutes are the
Ipermanent record); GC §34090 et seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK
SANTA CLARA, CA.

Page CC-3

CC-No. %f::srgf Record Type Records Description Retention / Disposition
. Inactive
(OFR) ’ :ztf'f‘i’:e) (Records
Center)

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

Comments / Reference

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

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

Agendas & Agenda Summary of Action

City Council, Redevelopment Agency, Sports and
Open Space Authority, Industrial Development

Department Preference (The minutes are the

Leases Significant

Department,Letters of Credit, Consent Order

Agreement includes all contractual obligations
(e.qg. Amendments, Scope of Work or
Successful Proposal)

CC-011 City Clerk Reference Authority, Joint Financing Authority, Public P : )
Facilities Financing Authority, Santa Clara {permanent record); GC §34090 et seq.
Stadium Authority, City of Santa Clara Housing
Authority and Bayshore North Project
Enhancement Authority
Agreements - Not Significant - NOT IMAGED.
Agreement or Contract includes all Department preference; Statute of Limitations:
contractual obligations (e.g. Amendments, ] gO”ILaCéS & Sp+eg's=4 yealnjrs, V\IlronngIC .
_ / -#Death=Comp. years, Developers=Comp.
CC-012 | City Clerk Agreements Scope of Work or Successful Proposal) Completion 5 years 10 years; E&O =Comp + 10 years; Published
Examples of NON-Infrastructure: Consulting, grants, R Au.((jjlt I.Standards=4—7 yee'lrs;t-Sta’i_e\éVIde .
disposal, franchises, housing, leases, legal services, guidelines propose termination years,
litigation settlements, loans, paving, painting, CCP §337 et. seq., GC §34090
professional services, services, slurry seals, tree
trimming, Solar - Right of Entry/Lease, etc.
Agreements - SIGNIFICANT - IMAGED -
Disposition Developement Agreements, Joint
Powers Authority, Owner Participation ]
Agreements’ Memorandum of Understanding’ ] Department Prefe.rence; All infrastructure,
Housing Regulatory Agreements, Property JPAs, & Mutual Aid contracts should be
owned by the City or Redevelopment Agency, -Jpermanent for emergency preparedness;
CC-013 City Clerk Agreements and |¢hose determined as Significant by the Lead Completion P Statute of Limitations is 4 years; 10 years for

Errors & Omissions; land records are

‘Ilpermanent by law; CCP §§337. 337.1(a),
1337.15, 343; GC §34090, Contractor has

etention requirements in 48 CFR 4.703(a)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK
SANTA CLARA, CA.

Page CC-4

CC-No. Office of Record Type Records Description Retention / Disposition
Record .
. Inactive
(OFR) (ir?z?i:i’:e) (Records
Center)

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

Comments / Reference

Retentions begm when the act is completed, and imply a full file folder (e. 9. last document + 2 years), since destruction is normally performed by file folder.

Ln‘lgat/on complalnts claims, public records act requests, audits and/or lnvest/gatlons suspend normal retention periods (retention resumes after settlement or completion).

CC-014 | City Clerk Agreemgnt§ a nd Agreements: Litigation Releases Flnal. P | Department Preference; GC §34090
Leases Significant Resolution
CC-015 City Clerk | Correspondence |Bid Opening Lists/Unsuccessful Bids 2 years GC §34090
CC-016 | CityClerk |  Reference Eic’si"d’ Commissions & Committees: Historical P Department Preference; GC §34090
. Board, Commission & Committees: Committee
CC-017 City Clerk | Correspondence Rosters / Maddy Act List 2 years GC §34090
After
CC-018 City Clerk Bonds Bonds Fortune Telling Soliciting cessation + 1 essation#{|City Code: 5.45.060
year
: Department Preference; Statute of Limitations
. -ffor bonds, mortgages, trust deeds, notes or
Finance / Cancellat Hdebentures is 6 years; Bonds issued by local
Financial Bonds Debt/ |Bond Official Statements / Certificates of ! } Y ’ . y loc
CC-019 ; S Redemption | 10 years -fgovernments are 10 years; There are specific
Services & interest Participations (COPs) . _ . . .
City Clerk or Maturity -Hrequirements for disposal of unused bonds;
JCCP §§336(a)(1) & (2), 337.5(2); GC §43900
‘et seq
CC-020 T&;Zg?oi Correspondence |Building Inspection Address List (copies) 2 years GC §34090.7
Historical
CC-021 City Clerk Documents /  |Budget (Final / Adopted) 2 years Department Preference; GC §34090
Artifacts
CC-022 | City Clerk Reference Bylaws P Department Preference; GC §34090
CC-023 City Clerk | Correspondence |City Council Committees: Revision History 2 years GC §34090 et seq.
CC-024 City Clerk Reference City Council: Historical Lists P Department Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK

SANTA CLARA, CA.

Page CC-5

CC-No. (I);::c?rzf Record Type Records Description Retention / Disposition I Comments / Reference
. Inactive [l
(OFR) (i:‘;tf'f‘i’:e) (Records
Center)

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

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

th/gatlon compla/nts claims, public records act requests, audits and/or /nvestlgatlons suspend normal retention periods (retention resumes after settlement or completion).

Claim Forms & Log
CC-025 | City Clerk Claim City Council, Redevelopment Agency & Sports 5 years {Department Preference; GC §34090 et seq.
and Open Space Authority
Contracts - Infrastructure, Capital Improvement
Projects (Public Works Awarded as a result of a
Bid) Department Preference; All infrastructure,
PAs, & Mutual Aid contracts should be
Contract includes all contractual obligations ermanent for_enjergéncy preparedness;
CC-026 | City Clerk Contracts | (6-9- Amendments, Scope of Work or Completion P Statute of Limitations is 4 years; 10 years for
Successful Proposal) Errors & Omissions; land records are
ermanent by law; CCP §§337. 337.1(a),
. _— 37.15, 343; GC §34090, Contractor has
Examples of Infrastructure: Architects, Buildings, Cl - L
bridges, covenants, development, environmental, park etention requirements in 48 CFR 4.703
improvements, reservoirs, sewers, sidewalks, street &
alley improvements, subdivisions, utilities, water, etc.
City Council / Redevelopment Agency, Sports and
Open Space Authority, Industrial Development
Council Authority, Joint Financing Authority, Public
CC-027 City Clerk Attendance Facilities Financing Corporation, Santa Clara 10 years Department Preference; GC §34090 et seq.
and Payroll Stadium Authority, and City of Santa Clara
Housing Authority and Bayshore North Project
Enhancement Authority Attendance Records
CC-028 City Clerk | Correspondence Council Chambers, Use of (License Permit) 2 years HGC §34090 et seq.
City Tempora Upon -
CC-029 | Clerk/Lead p - Y Escrow Bid Documents pon fDepartment Preference
Dept Holding Completion 5
CC-030 City Clerk | Ethics Training |Ethics Training - Certificates / Logs 4 years 6 years g 5D§§§5rt g'(i;]t Preference; GC §§34090,

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK

SANTA CLARA, CA.

Page CC-6

CC-No. ORfZ:erf Record Type Records Description Retention / Disposition Comments / Reference
- Inactive
(OFR) ’ :th'f‘i'fe) (Records
Center)

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

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

%]ation, complaints, claims, public records act requests, audits and/or investigaiions suspend normal retention periods (retention resumes after settlement or completion).

Files Management Manual / Records Retention

{Statewide guidelines propose superseded + 2

CC-031 City Clerk Reference Schedul_es (if not always filed with the Resolution P Tor 5 years: GC §34090
of Adoption) ]
Statement of
. Economic .
CC-032 | City Clerk Interests City FPPC Form 801 (Gift to Agency Report) 8 years |
Filers IMust post on website; 2 CCR 18944.2(C)(3)(G
CC-033 | City Clerk Gifts re(:;(ta;ved by Gifts given to the City 10 years Department Preference; GC §34090 et seq.
Historical Records/Artifacts/ Publications Written :
Historical by the City of Significant Historic Value {City Clerk determines historical significance;
CC-034 | City Clerk Documents/ P frecords can address a variety of subjects and
Artifacts Incorporation, City Seal, Awards of significant historical fmedia formats; GC §34090
interest, Handbooks, Maps, Budget Books, etc.
Index for Electric Estimates, Engineering Sites, : Depaﬁment Preference (preliminary draft/
. . . L Superseded {transitory record used to locates records,
CC-035 | City Clerk | Correspondence |Planning Files, Human Resources Terminations I .
and Water Jobs + 2 years Twhich can be destroyed after the subject
ecord is destroyed); GC §34090 et. seq.
fJDepar’tment Preference (preliminary draft /
. . Superseded ftransitory record used to locates records,
CC-036 | City Clerk | Correspondence |index of Boxes in Records Center +2 years Hwhich can be destroyed after the subject
frecord is destroyed); GC §34090 et. seq.
Insurance Policies (City Owned Policies that are
. presented to Council. Excludes Electric Utility) - #Department preference for liability purposes;
CC-037 | City Clerk Reference | oFNERAL LIABILITY, PROPERTY, FIRE, P CCP §337 et seq.; GC §34090
THEFT, ETC.
fDepartment Preference (preliminary draft /
. N . Superseded ftransitory record used to locates records,
CC-038 City Clerk | Correspondence |Microfilm Processing Record Log +2 years which can be destroyed after the subject

ecord is destroyed); GC §34090 et. seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK
SANTA CLARA, CA.

Page CC-7

CC-No. (I)?ngrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) y s | (Records
Center)

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

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

Litigation, complamts claims, public records act requests, audits and/or lnvestlgatlons suspend normal retention periods (retention resumes after seftlement or completion).

Minutes

City Council, Redevelopment Agency, Sports and
Open Space Authority, Industrial Development

CC-039 | City Clerk Minutes Authority, Joint Financing Authority, Public P GC §34090
Facilities Financing Authority, Santa Clara
Stadium Authority, City of Santa Clara Housing
Authority, Bayshore North Project Enhancement
Authority and Closed Sessions
Municipal Code and Charter (1 copy of each Final
CC-040 City Clerk Reference supplement) . P Department Preference; GC §34090
] VS Resolution
Including revision inserts
CC-041 City Clerk Reference Newspaper Clippings of Significant Historic Value 1 year P Non Records - Department preference
: Department Preference; Statute of Limitations:
IPublic official misconduct is discovery of
CC-042 City Clerk Reference QOaths _of Qfﬁce - Elected Officers, Board and Whl[e in :g offense + 4 years, 'reti.rement 'benefl‘ts |s_ 6
Commission Members Office ears from last action; statewide guidelines
Ipropose Termination + 6 years; GC §§36507,
:134090; PC §§801.5, 803(c); 29 USC 1113
CC-043 | CityClerk | Ordinances  Ordinances & Indexes P 16C §34000 et. seq.
CC-044 | City Clerk Reference Outgoing Awards and Gifts List/Log P A Department Preference; GC §34090
CC-045 City Clerk | Correspondence |Petty Cash (Receipts & Log Book) 2 years :HDepartment Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-8
SANTA CLARA, CA.

Office of

CC-No. Record Record Type Records Description Retention / Disposition
. Inactive
(OFR) ( :‘;f"f‘l’:e) (Records
Center)

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

Comments / Reference

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

th/gatlon complalnts claims, public records act requests, audits and/or lnvestlgatlons suspend normal retention periods (retent/on resumes after settlement or completion).

CC-046

City Clerk

Agreements and
Leases Significant

Real Property - Records that Affect the Title to
Real Property

Abandonments, Deeds, Deed Restrictions, Easements,
Liens, Resale Restrictions, Vacations, etc. Includes Title
Insurance

2 years

CC-047

City Clerk

Recorded
Documents

Recorded Documents (Including Log):

Deeds, Easements, Rights of Ways, Notice of
Completion, etc.

1 year

1GC §34090 et. seq.

CC-048

City Clerk

Correspondence

Recordings / Tapes of City Council Meetings -
AUDIO Recordings / Audio Tapes or Audio
DVDs

City Council, Redevelopment Agency, Sports and
Open Space Authority, Industrial Development
Authority, Joint Financing Authority, Public
Facilities Financing Authority, Santa Clara
Stadium Authority, Housing Authority and
Bayshore North Project Enhancement Authority

2 years

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

CC-049

City Clerk

Historical
Documents /
Artifacts

Recordings / Tapes of City Council Meetings -
VIDEO Recordings / Video Tapes or Video
DVDs

City Council, Redevelopment Agency, Sports and
Open Space Authority, Industrial Development
Authority, Joint Financing Authority, Public
Facilities Financing Authority, Santa Clara
Stadium Authority, Housing Authority and
Bayshore North Project Enhancement Authority

2 years

Department preference; GC §34090.7
1(Beginning April 2007)

CC-050

City Clerk

Destruction
Notices

Records Destruction Lists / Certificates of Records
Destruction

Department Preference; GC §34090 et. seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK

SANTA CLARA, CA.

Page CC-9

CC-No. (g::sr(c)lf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACt“.le (Records
(in office)
Center) ... B

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

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

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

Resolutions & Indexes

City Council, Redevelopment Agency, Sports & Open
Space Authority, Industrial Development Authority, Joint

§GC §34090 et. seq.

CC-051 City Clerk Resolutions Financing Authority, Public Facilities Financing Authority, P
Santa Clara Stadium Authority and City of Santa Clara
Housing Authority and Bayshore North Project
Enhancement Authority
Revisions History ]
CC-052 City Clerk | Correspondence |(Board, Commissions, Council Committees, Publications 2 years FGC §34090
and City Council Roster) ]
. Temporary , . S o . 1Given to Auction House / New Owner; GC
CC-053 City Clerk Holding Vehicle Titles ("Pink Slips™) Ownership Js34000

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK
SANTA CLARA, CA.
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CC-No. Office of Record Type Records Description Retention / Disposition
Record -
Inactive
Active
(OFR) (in office) (Records

Center)

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.

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

C_ampaign Campaign Filings (FPPC 400 Series Forms & ] .
CC-054 | City Clerk gﬁg:g}f& Local Campaign Forms): SUCCESSFUL 5 years P ] gacpgg%lasg’t(g)e(g)atamed for atleast 2 years;
Candidates Orig CANDIDATES (Elected Officials) - ORIGINALS -
Campaign Campaign Filings (FPPC 400 Series Forms & :
CC-055 | City Clerk Disclosure Copies Local Campaign Forms): SUCCESSFUL 5 years #GC §81009
CANDIDATES (Elected Officials) - COPIES
Cgmpaign Campaign Filings (FPPC 400 Series Forms & ] .
CC-056 | City Clerk Uggiigzgg‘:u[ Local Campaign Forms): UNSUCCESSFUL 5 years ;ﬂgacpgg%%sg(g)e(;‘;ta'“ed for at least 2 years;
Candi . |CANDIDATES - ORIGINALS ]
andidates Orig
Campaign Campaign Filings (FPPC 400 Series Forms & A
CC-057 | City Clerk Disclosure Copies Local Campaign Forms): UNSUCCESSFUL 5 years $GC §81009
CANDIDATES - COPIES ]
Campaign Filings (FPPC 410, 461, 465 & 496
c . Forms, Santa Clara Committees & Local :
CC-058 | City Clerk Disilrg S:rlgnAll Campaign Forms): THOSE NOT REQUIRED TO p EDepartment preference; Paper must be
. FILE ORIGINAL WITH CITY CLERK (copies - fretained for at least 2 years; GC §81009(b)(g)
Others Orig . . :
Council Members running for State or County
offices, etc.) - ORIGINALS
Campaign Filings (FPPC 402 & 460 Forms, Non
Santa Clara Committees & Local Campaign
. Campaign Forms): THOSE NOT REQUIRED TO FILE y
CC-059 | City Clerk | o0iF gopies ORIGINAL WITH CITY CLERK (copies - Council | ° Ye@rs JCC §81009
Members running for State or County offices, etc.) -
COPIES
Campaign Campaign Filings (FPPC 400 Series Forms & 1 . .
CC-060 | City Clerk Disclosure All  |Local Campaign Forms): OTHER COMMITTEES 7 years glg%pgg%%sg;[(t;)e(gtamed for at least 2 years;
Others Orig (PACS - not candidate-controlled) - ORIGINALS 1
Campaign Campaign Filings (FPPC 400 Series Forms & ]
CC-061 City Clerk Disclosure Copies Local Campaign Forms): OTHER COMMITTEES 5 years FGC §81009
(PACS - not candidate-controlled) - COPIES ]

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK
SANTA CLARA, CA.
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CC-No. ORf::;:grzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) y :z:,'f‘i’:e) (Records
Center)

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.

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

Candidate File: Nomination Papers, Candidate
Statements, Acceptance of Voluntary Expenditure

fIDepartment Preference; Nomination Papers:
IStatewide guidelines proposes 4 years for
1successful candidates, 2 years for
flunsuccessful; CA law states term of office and
114 years after the expiration of term and does
}hnot delineate between the two; EC §17100

CC-062 | City Clerk | Reference |, ; it 0ath of Office, etc. - SUCCESSFUL 8 years Hoaths of Office: Statute of Limitations: Public
CANDIDATES fofficial misconduct is discovery of offense + 4
fyears, retirement benefits is 6 years from last
faction; statewide guidelines propose
fTermination + 6 years; GC §§34090, 36507;
fPC §§801.5, 803(c); 29 USC 1113
I Statewide guidelines proposes 4 years for
Candidate File: Nomination Papers, Candidate Election + 4 {Lsuccessful candidates, 2 years for
CC-063 City Clerk Reference Statements, Acceptance of Voluntary Expenditure flunsuccessful; CA law states term of office and
Limit, etc. - UNSUCCESSFUL CANDIDATES years §4 years after the expiration of term and does
fnot delineate between the two; EC §17100
Elections - GENERAL, WORKING or
ADMINISTRATION Files ]
CC-064 | City Clerk Reference 2 years §GC §34090
Correspondence, Election Calendars, Precinct Maps,
Proof of Publications, County Election Services, etc.
Elections - HISTORICAL :
CC-065 City Clerk Reference 6 years P }hRetained for Historical Value, GC §34090
Sample ballot
£Not accessible to the public; The 8 month
{Iretention applies after election results, or final
CC-066 City Clerk Petitions Petitions (Initiative, Recall or Referendum) 8 months Jexamination if no election, unless there is a

legal or FPPC proceeding. EC §§17200,

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY CLERK
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CC-No. Office of Record Type Records Description Retention / Disposition
Record
. Inactive
(OFR) (ir?zf‘;i’:e) (Records
| Center)

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.

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

Statement of Economic Interest Filings (FPPC -
Statement of |Forms - 700 Series): DESIGNATED ]
. Economic EMPLOYEES (specified in the City's Conflict of 1City maintains original statements; GC
CC-067 City Clerk Interests City |Interest code. Includes advisory bodies except for 2 years 5 years 1881009(e) & (o)
Filers the Planning Commission and consultants) - ]
ORIGINALS
Statement of Economic Interest Filings (FPPC
Statement of |Forms - 700 Series): DESIGNATED
. Economic EMPLOYEES (specified in the City's Conflict of fCity maintains original statements; GC
CC-068 City Clerk Interests City |Interest code. Includes advisory bodies except for 2 years S years 1§81009(e) & (9)
Filers the Planning Commission and consultants) -
COPIES
Statement of Economic Interest Filings (FPPC
Statement of |Forms - 700 Series): PUBLIC OFFICIALS ] . o -
. . . }Department Preference; City maintains copies
. Economic (elected & not elected. Includes City Council ] o - .
CC-069 City Clerk - ) e . 4 years 3 years Tonly; original statements are filed with FPPC;
Interests City |Members, Planning Commission Members, City fcc ss1009(h) & @
Filers Manager, City Treasurer & City Attorney) - ] 9
ORIGINALS
Statement of Economic Interest Filings (FPPC
Statement of |Forms - 700 Series): PUBLIC OFFICIALS ] . s .
- . . {Department Preference; City maintains copies
. Economic (elected & not elected. Includes City Council ] o ) . .
CC-070 City Clerk ; . e . 4 years 3 years Jonly; original statements are filed with FPPC;
Interests City |Members, Planning Commission Members, City Ycc 8100907 & (g)
Filers Manager, City Treasurer & City Attorney) - : g
COPIES

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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CC-No. (g;l:srzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) y :g}'f‘i’je) (Records
Center)

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

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

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or com, fetion).
CITY CLERK / ELECTIONS - STAND-ALONE (in the event the County does not cgnduct a Consolidated Election)

CC-071 City Clerk Election Absejnte'e Applications, Roster of Absentee 6 months ]EC §17505
Correspondence |Applications ]
. Election o ]
CC-072 City Clerk Absentee ldentification Envelopes 6 months JEC §17302
Correspondence :
CC-073 | City Clerk | Election Initiatives | Annexation Petitions, Protests and Withdrawals 1 year Law requires 1 year for petitions; GC §50115
#Department preference to be consistent with
) . Election Assessment District Ballots & Envelopes - Prop. fother types of ballots; Statewide guidelines
CC-074 City Clerk Correspondence |218 proceedings 6 months Ipropose permanent; EC §§ 17302, 17306; CA
1 Constitution Art. Xil}
CC-075 | City Clerk Election Ballots - After Election 6 months IEC §17302
Correspondence :
CC-076 | City Clerk Election Ballots - After Recount 6 months lEC §17306
Correspondence ]
: Election . . RRRRR
CC-077 City Clerk Challenged & Assisted Voters List 6 months 4lf uncontested, EC §17304
Correspondence ]
. Election . :
CC-078 City Clerk Inspector Receipts for Ballots 6 months JEC 17302, 17306
Correspondence :
CC-079 City Clerk Election Precinct Officer Appointments 6 months
Cotrespondence
CC-080 | City Clerk Report Roster of Voters 5 years
CC-081 | City Clerk Election Tally Sheets 6 months
Correspondence
CC-082 | City Clerk Election Votgr Index Copies used as the Voting Record at 6 months
Correspondence |Polling Places
CC-083 City Clerk Report Voter Index Original 5 years

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.

CM-No. ??Tgsrgf Record Type Records Description ‘ Retention / Disposition Comments / Reference
. Inactive [
(OFR) .ACt“.’e (Records|/
(in office) -
_Centen)

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

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

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

CITY MANAGER

Associations / Outside Organizations

CM-001 | City Manager| Non-Record |(Chamber of Commerce, ICMA, League of None Non-records
California Cities, etc.)
CM-002 Finance / Correspondence |Budgets (copies) 2 years GC §34090.7
City Clerk )
CM-003 |City Manager| Complaints gg?\:i:;sv - Complaints regarding Cable 2 years GC §34090 et seq.
Cable TV - Video Recordings - Public Servicej
CM-004 |City Manager| Non-Record |Announcements, Special Events, Non-City None Non-records; GC §34090 et seq.
Business, Community Programming.
Cable TV - Video Recordings / Tapes of Board
. and Commission meetings - City Council, Department preference; Video tapes are required for
CM-005 | City Clerk |Correspondence op » ‘ssa . Stadium Authority, HA 2 years only 90 days: GC §34090.7
Meetings (copies)
CM-006 | City Manager Subject City Council Assighments 5 years Department preference; GC §34090
CM-007 | City Manager Subject City Manager Assignments | 5 years y :-§Department preference; GC §34090
i . City Manager Directives / Policy & Procedure |Superseded .
CM-008 | City Manager|Correspondence Handbook (Revision History) +2 years Department preference; GC §34090
CM-009 | City Manager| Correspondence|City Manager Reports to Council 2 years GC §34090
. - Completion ) )
CM-010 | City Manager|Correspondence|Closed Session Binders + 2 years -fDepartment Preference; GC §34090
CM-011 | City Manager| Correspondence| Committee Files 2 years Department Preference; GC §34090
CM-012 |City Manager| Complaints |Complaints / Concerns / CMAs / Non-CMAs 2 years Department Preference; GC §34090
CM-013 |City Manager| Reference |Complaints Log P Department Preference; GC §34090
CM-014 | City Manager|Correspondence|Council Files 2 years Department Preference; GC §34090
CM-015 | City Manager|Correspondence Ei?:sanmem Files / Department Head Meeting 2 years Department Preference; GC §34090
CM-016 | City Manager|Correspondence Employee Relations Oversight Files 2 years Department Preference; GC §34090
CM-017 | City Manager|Correspondence|Employee Suggestion Files 2 years GC §34090
CM-018 | City Manager|Correspondence |Ethics Training (AB1234) 2 years City Clerk maintains Training Certificates; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY MANAGER

SANTA CLARA, CA.

Page CM-2

CM-No. (':zgjrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :gtf'f‘i’:e) (Records
| Center) |
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal refention periods (retention resumes after settlement or completion).
| Events | :
Take our Children to Work Day, Public Safety
providers Week, Public Employees Recognition
Week, Service Award Luncheon, Volunteer
Recognition Combined Giving Campaign, Outgoing
CM-019 | City Manager|Correspondence|Council Event, Holiday Decorations, Those Who 2 years Department Preference; GC §34090
Inspire Award, Neil Henry Volunteer Award, All Fired
Up Sculpture Show, Art & Sculpture Show, Street
Dance, Concerts in the Park, Art in the Air, Santa
Clara Chorale, Santa Clara Ballet, Mission City
Opera, Santa Clara Players, keep Santa Clara
Clean, Oaths of Office Ceremonies, etc.
CM-020 | City Manager|Correspondence|Filming Permits 2 years GC §34090
y . Grand Jury Reports Pertaining to City Department Preference (consistent with Grand Jury
CM-021 | City Manager|  Grand Jury Operations 10 years requirements); GC §34090
Legislative Correspondence
CM-022 | City Manager|Correspondence Information, Positions, League Conference 2 years GC §34090
Resolutions
CM-023 | City Manager|Correspondence|Local Emergency Services Oversight Files 2 years Department Preference; GC §34090
Redevelopment Agency Project Oversight
CM-024 |City Manager|  Subject | "e® 5 years Department Preference: GC §34090
Includes Downtown Revitalization Project
Special Projects, Research, Programs,
Subject & Issues (Issues and/or projects will
; vary over time)
CM-025 ?‘E‘ég’(‘fgﬁgfr Subject 5 years GC §34090
PL Airport, Annexations, Arena, APPA, Bayshore North,
Bowers Avenue, El Camino Re-Route, Federal
Power, 49ers, Hotels, Urban Renewal, etc.)
State, County, Other Cities (San Jose, efc.),
CM-026 | City Manager, Non-Record |San Jose - Santa Clara Water Pollution None Non-records
Control Plant, School District, etc.
CM-027 | City Manager|Correspondence|Training and Safety Oversight Files 2 years Department Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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CM-No. cl)_::gjr:f Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) (i:‘;tf'f‘i’:e) (Records
Center)

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

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

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention penods (retention resumes after settlement or completion).
CM-028 | City Manager Volunteer Volunteer Forms 5 years ;;IDepar‘(ment Preference; GC §34090
CM-029 | City Manager| Timekeeping |Volunteer Timecards 4 years J:lDepartment Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: CITY MANAGER Page CM-4
SANTA CLARA, CA.

CM-No. (:cgzgrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive ||
(OFR) (i:z:’lf\i,:e) (Recordsf i
%ter) SOBOGtRIN

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

COMMUNITY RELATIONS
City Manager . :
City Store Products
CM-030 / é);;r;irggz. Correspondence Santa Clara Chamber of Commerce 2 years GC §34090

City Manager Historical Photographs of Significant Historical Value

CM-031 /Commun. Docu_ments/ (Council Members, City Staff, etc.) P Department preference; GC §34090
Relations Artifacts
City Manager Projects, Programs, Subject & Issues (Issues Completion :
CM-032 / Lead Dept. Subject and/or projects will vary over time) Includes + 5 years -JGC §34090

Newsletters

Publications (copies)
CM-033 City Clerk |Correspondence|Inside Santa Clara, City Corner, Mission City 2 years
Scenes, City Calendar and etc.

Transfer historical publications to the City Clerk; GC
§34090

City Manager Sister City Program
CM-034 / Commun. |Correspondence y Frog 2 years GC §34090
. lzumo, Coimbra & Ireland
Relations
City Manager : - .
CM-035 / Commun. Non-Record |Speeches None . Seo(t‘es, drafts, or preliminary documents; GC §34090 et
Relations - )

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.

Page CM-5

Office of

= resere record TYee Records Description Retention / Disposition Comments / Reference
i Inactive [
(OFR) (i:(c:):‘lf\i,:e) (Recordsf™=
Center) |-

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

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

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention eriods (refention resumes after se

ECONOMIC DEVELOPMENT

ttlement or completion).

City Manager : o
CM-036 / Econ. Correspondence|Business Retention / Business Recognition 2 years Department Preference; GC §34090
Develop.
City Manager :
CM-037 / Econ. Subject Economic Development Projects / Programs 5 years “EDepartment Preference; GC §34090
Develop.
CM-038 City Clerk |Correspondence Property Management Files: Deec'JIs, Title 2 years GC §34090.7
Insurance, Easements, efc. (copies)
Property Management Files: Leases, R
y . . Tenants, etc. Completion 1iDepartment Preference; Statute of Limitations is 4
CM-039 | City Clerk Subject + 5 years vears; CCP §§337. 337.1(a), 337.15, 343; GC §34090
(Original contracts to City Clerk)
City Manager . . .
CM-040 / Econ. Correspondence Prospects: Economic Development Projects / 2 years Department Preference; GC §34090
Correspondence
Develop.
City Manager . . .
CM-041 / Econ. Correspondence Puphc Aﬁalrs (Correspondenc?e regarding 2 years Department Preference; GC §34090
Develop. legislation / State & Federal bills)
Real Estate Acquisition Files - Purchased
City Manager Property Department preference (deeds and title insurance may
CM-042 / Econ. Reference P not have been consistently sent to the City Clerk in the
Develop. May Include Original Deeds and Title past); GC §34090
Insurance - Send originals to the City Clerk
City Manager Real Estate Appraisal Reports - Property NOT Department preference (not accessible to the public);
CM-043 / Econ. Correspondence Purchased 2 years GC §§34090, 6254(h)
Develop.
Department preference (not accessible to the public
until close of escrow); USPAP (Uniform Standards of
City Manager . Professional Appraisal Practice) ethical standards
CM-044 / Econ. Subject Real Estate Appraisal Reports - Purchased 5 years require appraisers to retain records for at least 5
Property b - " . S
Develop. years, or final disposition + 2 years, if used in a judicial
proceeding; statewide guidelines show 2 years; GC
§§34090, 6254(h)
City Manager i
. . Department Preference (original DDAs and OPAs are
CM-045 [;elic;?cr:b Reference  |Redevelopment Project Files 5 years P maintained by the City Clerk) GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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CM-No. ??f:lgsrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) y :ztf'f‘i’:e) (Records
Center)

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

Refentions be

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

performed by file folder.

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

resumes after settlement or completion).
City Manager . — . Project -
CM-046 / Econ. Reference Redevelopment Pro'Ject Files: Convention Completion P Department Preference; GC §34090
Center, Great America
Develop. + 5 years
City Manager
CM-047 / Econ. Reference |Site Clearance / Soils Remediation / Mitigation P Department preference; GC §34090
Develop. -

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.
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EU-No. oRf::erf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [::
(OFR) . ACt“.Ie (Records
(in office)
Center)

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

Retentions bec_}in when the act is comeleted, and imelz a full file folder ‘e.g. Jast document + 2 years), since destruction is normally performed by file folder.

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

ADMINISTRATIVE SERVICES & FIBER ENTERPRISE

Completion, O&M Manuals, Photos, Real Estate
Appraisals, Soils Reports, Studies, Submittals, Surveys,
etc.

Electric
Utility /
EU-001 Admin. | Correspondence Bill Inserts / Mission City Scenes, etc. 2 years GC §34090
Services &
Fiber Enter.
Electric
Utility / California Energy Commission (CEC) Licenses and
EU-002 Admin. Reference oy P IDepartment Preference; GC §34090
. Regulatory :
Services &
Fiber Enter.
Electric
Utility /
EU-003 Admin. Report California Energy Commission (CEC) Reports 5 years ‘FDepartment Preference; GC §34090
Services & :
Fiber Enter.
10 years or Some grant funding agencies require audits;
Electric Capital Improvement Projects (CIP) / Jobs: After - fStatute of Limitations for Errors & Omissions is
" Administration File Funding 10 years; Published Audit Standards=4-7 years;
Utility / e g oo o
. . . Upon Agency [IStatute of Limitations: Contracts & Spec's=4
EU-004 Admin. Project Admin . o " . . L - -
Services & Project Administration, Certified Payrolls, Construction Completion |  Audit, if years, Wrongful Death=comp. + 5 years,
Fiber Enter Management Logs, Daily Inspection Diary, Project Schedules, required, :|Developers=comp. + 10 years; Statewide
) Progress meetings, etc. whichever is]| ‘Fguidelines propose termination + 5 years; CCP
longer §§336(a), 337 et. seq., GC §34090
Capital Improvement Projects (CIP) / Jobs: Permanent
File
Electric . N o . . : . . .
Utility / Plans, Record Drawings / "As Builts", Specifications, -#Department preference; retained for disaster
; . Bids/RFPs, Successful Proposal, Change Orders, Upon preparedness purposes; Statewide guidelines
EU-005 Admin. Project . - h ; . P .
. Inspections, Materials Testing Reports, Grading Completion propose Permanent for Infrastructure plans; GC
Services & . . . :
Fiber Enter. Permits, Hazardous Materials Reports, Notice of ~[1§34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Page EU-2

EU-No. (l)':::c?rzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [::
(OFR) (i:‘g;'f‘i’fe) (Records
Center)

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

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

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

EU-006

Electric

Utility /

Admin.
Services &
Fiber Enter.

Correspondence

Chronological File

2 years

EU-007

Electric

Utility /

Admin.
Services &
Fiber Enter.

Report

Correspondence with Regulatory Agencies

5 years

‘IDepartment Preference; GC §34090

EU-008

Street &
Automotive
Services

Temporary
Holding

Daily Vehicle & Equipment Safety Checks / Vehicle
Inspections / Daily Equipment Checks

Send to
Automotive
Services

{GC §34000 et seq.

EU-009

Electric

Utility /

Admin.
Services &
Fiber Enter.

Reference

Drawings / Record Drawings / "As Builts"
Drawing List

Department Preference; GC §34090

EU-010

Electric

Utility /

Admin.
Services &
Fiber Enter.

Estimates

Estimates - Preliminary, In Process, Completed
Estimate Logs

Upon
Completion

Department Preference; GC §34090

EU-011

Electric

Utility /

Admin.
Services &
Fiber Enter.

Reference

Facility Histories / Infrastructure

(Black Butte, Stoney Gorge, Highline, Grizzly, etc.)

:EDepartment Preference; GC §34090

EU-012

Electric

Utility /

Admin.
Services &
Fiber Enter.

Inspections

FERC (Federal Energy Regulatory Commission)
Inspections

10 years

Life of

:fIDepartment Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Page EU-3

EU-No. %f:':srzf Record Type Records Description Retention / Disposition Comments / Reference
Active Inactive
(OFR) (in office) (Records
Center)

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

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

erformed by file folder.

EU-013

Electric

Utility /

Admin.
Services &

Fiber Enter.

Reference

FERC (Federal Energy Regulatory Commission)
Licenses and Regulatory Correspondence

Department Preference; GC §34090

EU-014

Electric

Utility /

Admin.
Services &

Fiber Enter.

N/A

Maps: Block, Tract

Superseded

[INon-records

EU-015

Electric

Utility /

Admin.
Services &

Fiber Enter.

Reference

Maps: System (Windmills, efc.)

: Department Preference; GC §34090

EU-016

Electric

Utility /

Admin,
Services &

Fiber Enter.

Project Admin

Preliminary Studies / Project Assessments (Not
Acquired / Not Constructed)

10 years

Department Preference; GC §34090

EU-017

City Clerk

Correspondence

Rates (copies)

2 years

GC §34090.7

EU-018

Electric

Utility /

Admin.
Services &

Fiber Enter.

Reference

Research of Significant Historical Value

‘IDepartment Preference; GC §34090

EU-019

Electric

Utility /

Admin.
Services &

Fiber Enter.

Non-Record

Research: Co-Generation, Geothermal, etc.

None

‘lcourse of business; GC §34090

Preliminary drafts not retained in the ordinary

EU-020

City Clerk

Reference

Right of Ways / Easements

“IDepartment Preference; GC §34090.7

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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EU-No. %f:':;;f Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :‘;:,'f‘i':e) (Records
Center)

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

EU-021

Public
Works /

Engineering

Correspondence

Street Lights / Traffic Signals (copies)

2 years

Hoc §34000.7

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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EU-No. Office of Record Type Records Description Retention / Disposition Comments / Reference

Record

Inactive
(Records
Center)

Active

(OFR) (in office)

If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention eriods (retention resumes after settlement or completion).
— CUSTOMER SERVICE & MARKETING
EU-022 Finance / Correspondence Accounts Receivable Administration (Memoranda
Accounting regarding Fiber, Pole Contacts, etc.)
Electric
Utility /
EU-023 | Customer |Correspondence
Services &
Marketing
Electric
Utility /
EU-024 | Customer |Correspondence|Home Energy Audits 2 years
Services &
Marketing
Electric
Utility /
EU-025 | Customer |Correspondence|Large Customer Meetings, Public Relations 2 years
Services &
Marketing
Electric
Utility /
EU-026 | Customer |Correspondence
Services & '
Marketing

2 years

Education Programs / Marketing Programs (booths at

Art & Wine, Advanced Metering Program, etc.) 2 years

EIDepartment Preference; GC §34090

Public Benefit Programs

(Residential Rebates, Financial Rate Assistance Aps) [Pepartment Preference; GC §34090

2 years

EU-027 | Lead Dept. | Correspondence|Public Relations / Press Releases 2 years Department Preference; GC §34090

Electric
Utility /
EU-028 | Customer Subject
Services &
Marketing

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

Rebate Programs

(Commercial Rebates) 5 years

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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EU-No. %f:;:;arzf Record Type Records Description Retention / Disposition Comments / Reference
Active Inactive
(OFR) (in office) (Records
Center)

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

ENERGY DISTRIBUTION
Egﬁ:n? Complaint Tags / Service Tags :
EU-029 Ener}gl;y Correspondence | (Short circuit inquiries, fault current studies, voltage 2 years fGC §34090
Distribution complaints) '
Street & . . . . Send to :
EU-030 | Automotive | Temporary |Daily Vehicle & Equipment Safety Checks /Vehicle | 4 1o otive iterotive §GC §34090 et seq.
. Holding Inspections / Daily Equipment Checks . :
Services Services
Department Activity Reports / Performance Benchmark : - .
EU-031 City Clerk |Correspondence|Reports / Performance Measurement Reports / Monthly, 2 years : send .aII originals to the City Glerk, who
- . Jlcompiles the reports GC §34090.7
Activity Reports (copies) :
: Regulatory . . ‘IDepartment preference (DOT request); GC
EU-032 | Lead Dept. Timekeeping DOT Timecards (Department of Transportation) 10 years 1534090 et seq.
Electric :
EU-033 g;'g%; Source Driver's License Tracking Database Indefinite Data is interrelated; GC §34090
Distribution
Electric
EU-034 g:g%; Correspondence Emergency On-Call / Sign-up List, Tracking 2 years GC §34090
Distribution
Electric _
EU-035 Utlity / Correspondence|Emergency Plans Superseded -IIDepartment Preference; GC §34090
Energy + 2 years
Distribution
Electric Life of
EU-036 Utility / | Correspondence | Equipment Maintenance History Equipment Department Preference; GC §34090
Maint & Ops + 2 years
Electric Life of
EU-037 Utility / | Correspondence | Equipment Manuals Equipment -IDepartment Preference; GC §34090
Maint & Ops + 2 years
'alglc;m/: Estimates - Preliminary, In Process, Completed
EU-038 Enery Correspondence|(Redlines) After entry into GIS 2 years Preliminary documents; GC §34090
Distribt?t?lon Preliminary Project Clearance Files

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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EU-No. ORfcfelgsrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:‘:f'f‘i’se) (Records
Center)

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

Retentions begin when the act is comeleted, and ime/z a full file folder ‘e.g. Jast document + 2 years), since destruction is normally performed by file folder.

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

EU-039

Electric

Utility /

Energy
Distribution

Reference

Insurance Policies (Electric Utility Only) - GENERAL
LIABILITY

Department preference for liability purposes;
CCP §337 et seq.; GC §34090

EU-040

Electric

Utility /

Energy
Distribution

Correspondence

Insurance Policies (Electric Utility Only) - PROPERTY,
FIRE, THEFT, etc.

Expiration +
2 years

f Department preference; GC §34090

EU-041

Electric

Utility /

Energy
Distribution

Correspondence

Labor Management Minutes

2 years

{oc s34000

EU-042

Fire,
Electric
Utility /

Maint & Ops

Reference

Maintenance History Records (Power Plants,
Generators, Transformers, etc.)

Department Preference; GC §34090

EU-043

Electric

Utility /

Energy
Distribution

Subject

Manifest (EPA Standard)

5 years

Department preference; GC §34090

EU-044

Electric

Utility /

Energy
Distribution

Source

Meter Databases: Data pulse, Remote Locations,
Tampering, Time of Day, etc.
(Load Forecasts)

Indefinite

Data is interrelated; GC §34090

EU-045

Electric

Utility /

Energy
Distribution

Safety

MSDS (Material Safety Sheets)

30 years

Department Preference; GC §34090

EU-046

Electric

Utility /

Energy
Distribution

Subject

Oil Analysis Results (Transformers have PCBs)

5 years
once
removed
from City

Department Preference; PCB records are 3 - 5
years; Used Oil is 3 years; 40 CFR 761.180; 22
“JICCR 66266.130(c)(5), H&S §25250.18(b)(3),

-:005250.19(a)(2)(B) et seq.; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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EU-No. Ol’iftfelcfsrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:‘;tf';i’cee) (Records
Center)

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

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

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

Human :
EU-047 Resom_;rces/ Citations OSHA Insurance Certificates, Inspections & Citations,
Risk Log 300

Manag.

5 years Per 1904.4 of 29CFR; GC §34090.7

Electric

Utility /

Energy
Distribution

EU-048 Source Power Outage Report Database Indefinite ‘IData is interrelated; GC §34090

Electric

Utility /

Energy
Distribution

EU-049 Correspondence|Power Outage Reports (copies) 2 years GC §34090.7

Electric
Utility / SCADA Database (Supervisory Control and Data
Source - .
Energy Acquisition) - Electric
Distribution

Data is interrelated; system qualifies as a

Indefinite I'trusted system"; GC §§34090, 12168.7

EU-050

Electric

Utility /

Energy
Distribution

EU-051 Inspections  |Street Light Repairs 10 years :IDepartment preference; GC §34090

Electric

Utility /

Energy
Distribution

Substations, Receiving Stations, Switching Stations:

EU-052 Daily Operation Logs & Reports (Control)

Subject 5 years -IDepartment Preference; GC §34090

Electric

Utility /

Energy
Distribution

Life of
Equipment
+ 2 years

Substations, Receiving Stations, Switching Stations:

EU-053 Equipment Drawings and Maintenance Records

Correspondence

“fiDepartment Preference; GC §34090

Electric

Utility /

Energy
Distribution

Substations, Receiving Stations, Switching Stations:
Reference |Test Reports, Station Log, Inspection Sheets and P
Breaker Change Outs

EU-054 Department Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.

EU-No. (l)g:srzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:‘;'f‘i’:e) (Records
Center)

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

Electric
Utility /
Energy
Distribution
Electric
Utility /
Energy
Distribution
Electric
Utility /
Energy
Distribution
Electric
Utility /
Energy
Distribution
Electric
Utility /
Energy
Distribution
Electric
Utility / Source Underground & Overhead: Repair / Maintenance Tags
Energy (Database) UG & OH
Distribution
Electric
Utility /
Energy
Distribution
Electric
Utility /
Energy
Distribution

EU-063 | Lead Dept. | Incident Reports |Vehicle Accidents 2 years

EU-055

Subject Switching Orders 5 years Department Preference; GC §34090

: Department Preference; GC §34090

EU-056 Reference  |Traffic Signal Log Book P

IDepartment Preference; GC §34090

EU-057 Reference |Traffic Signal Repairs P

Department Preference; GC §34090

EU-058 Subject Tree Trimming 5 years

:dDepartment Preference; GC §34090

EU-059 Reference  |Underground & Overhead: Inspections Maps UG & OH P

Indefinite

EU-060 ‘IDepartment Preference; GC §34090

Department Preference (the warrantee period
or work done is 5 years); GC §34090

Underground Service Alerts (USA) Locates: Utility

EU-061 Cuts, efc.

Subject 5 years

Utility Standards Superseded :IDepartment Preference; GC §34090

EU-062 (Core Process Workshop) +2 years

Correspondence

‘JSend significant accident events to City

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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EU-No. gg:zrgf Record Type Records Description Retention / Disposition Comments / Reference
Active Inactive
(OFR) (in office) (Records
Center)

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.

s after settlement or completion).

EU-064 Finance |Correspondence|Weed Abatement Charges (copies) 2 years GC §34090.7
Depart.
EU-065 | Lroviding Source | VVork Orders/Service Requests CMMS DATABASE | oyt HData is interrelated; GC §34090
Service / (Computerized Maintenance Management System) :
Work
Work Orders / Service Requests - NOT entered in
Depart. CMMS Database (or partial information entered into :
Providing . CMMS Database) g aae BT asre ‘ICity preference; CCP §§338 et seq., 340 et
BU-086 | semvice / Subject 5 years Bseq., 342, GC §5945.6, GC §34090
Work (Division providing service retains originals; Division
requesting service is considered a copy)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Page EU-11

EU-No. g:g;zf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) Active | pecords
(in office)
Center)
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
HYDRO ENGINEERING PLANTS and SUBSTATIONS (DVR / Pic& Grizzly, etc.)
10 years or : Some grant funding agencies require audits;
Capital Improvement Projects (CIP) / Jobs: After fStatute of Limitations for Errors & Omissions is
Electric Administration File Funding ‘10 years; Published Audit Standards=4-7 years;
Utility / . . Upon Agency ‘IStatute of Limitations: Contracts & Spec's=4
EU-067 t A . Y :
Hydro Eng. Project Admin Project Administration, Certified Payrolls, Construction Completion | Audit, if ‘lyears, Wrongful Death=comp. + 5 years,
Plants Management Logs, Daily Inspection Diary, Project Schedules, required, ‘IDevelopers=comp. + 10 years; Statewide
Progress meetings, etc. whichever is-y-=y ‘Hlguidelines propose termination + 5 years; CCP
longer W ----- ‘1§§336(a), 337 et. seq., GC §34090
Capital Improvement Projects (CIP) / Jobs: Permanent
File
Electric Plans, Record Drawings / "As Builts", Specifications, Department preference; retained for disaster
EU-068 Utility / Proiect Bids/RFPs, Successful Proposal, Change Orders (Work Upon = ‘Fpreparedness purposes; Statewide guidelines
Hydro Eng. ) Authorizations), Inspections, Materials Testing Reports, | Completion ‘Apropose Permanent for Infrastructure plans; GC
Plants Grading Permits, Hazardous Materials Reports, Notice 1834090
of Completion, O&M Manuals, Photos, Real Estate :
Appraisals, Soils Reports, Studies, Submittals, Surveys,
etc.
E}I’:?!(i:tm;: Life of the : :
EU-069 Hvdro )én Correspondence | CEMS Data (Continuous Emissions Monitoring System)| Plant + ‘IDepartment preference; GC §34090 et seq.
Y 9. 2 years :
Plants
Confined Space Entries & Logs (Permitted entries into : . . .
EU-070 | Lead Dept. Logs confined spaces such as sewers and storm drains in 3 years : Code of Federal‘ Regulations requires 3 years;
. . :§40 CFR 122.41(j)(2)
order to comply with regulations) :
IDepartment preference; OSHA requires safety
Electric :ftraining 5 years; EEOC/FLSA/ADEA (Age)
y Utility / - L . Separation Hirequires 3 years for promotion, demotion,
EU-071 Hydro Eng. Training Contract Employee Training Files + 7 years ftransfer, selection, or discharge; State Law
Plants ‘frequires 2 -3 years; 29 CFR 1627.3(b)(ii), 8
JICCR §3204(d)(1) et seq., GC §§12946, 34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: ELECTRIC UTILITY

SANTA CLARA, CA.

Page EU-12

EU-No. %f::srgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [::
(OFR) (i:zf:f‘i’:e) (Records
Center)

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.

EU-072

Electric
Utility /

Hydro Eng.

Plants

Correspondence

Daily Vehicle & Equipment Safety Checks / Vehicle
Inspections / Daily Equipment Checks (Forklifts, etc.)

2 years

lac §34090 et seq.

EU-073

Electric
Utility /

Hydro Eng.

Plants

Correspondence

Equipment Certifications, Inspections, Testing, Base
Readings, etc.

Life of
Equipment
+ 2 years

éiDepartment preference; GC §34090 et seq.

EU-074

Electric
Utility /

Hydro Eng.

Plants

Reference

Gas Pipelines, Maintenance, X-rays

Department Preference; GC §34090

EU-075

Electric
Utility /

Hydro Eng.

Plants

Correspondence

Logs: Visitor Log, Operator Log, Hydro / Substation
Logs, Shift Turnovers, etc.

2 years

‘IGC §34090 et seq.

EU-076

Electric
Utility /

Hydro Eng.

Plants

Report

NPDES Monitoring Reports

5 years

NPDES Monitoring records required for 3 years
n Federal law; 40 CFR §§122.21, 122.41

EU-077

Electric
Utility /

Hydro Eng.

Plants

Correspondence

Permits - Various (Pressure Vessels, etc.)

Expiration +
2 years

‘IDepartment preference; GC §34090 et seq.

EU-078

Electric
Utility /

Hydro Eng.

Plants

Reference

Plans & Drawings / Records Drawings / "As Builts"

Completion
+ 5 years

Drafts should be destroyed; GC §34090, 34090

EU-079

Electric
Utility /

Hydro Eng.

Plants

Reference

Projects & Facilities: INFRASTRUCTURE Final
Specifications and Plans (Power Plants, Generators,
Property Improvements, etc.)

Completion
+ 2 years

Statewide guidelines propose 7 years; 2 years

: for blueprints & specifications; Statute of
‘HLimitations is 4 years; 10 years for Errors &

Omissions; CCP §§337. 337.1(a), 337.15, GC

-1§34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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EU-No. (;f::ce)r:f Record Type Records Description Retention / Disposition
Inactive
Active
(OFR) (in office) (Records

Center)

Comments / Reference

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

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

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

Electric

Utility / Life of the I
EU-080 Hydro éng Correspondence |Regulatory Agency Correspondence Plant + 2 15 ‘EDepartment Preference; GC §34090
Plants years :
Electric :
EU-081 HchJitrch)It)l;ég Subject Round Sheets (Fire Extinguishers) 5 years Department Preference; GC §34090
Plants
Electric Expiration of f]
EU-082 Utility / Correspondence | Self-contained Breathing Apparatus (SCBA) Certificate [Certificates are issued for 3-5 years; GC
Hydro Eng. ‘1834090 et. seq.
+ 2 years :
Plants
Electric :
) Utility / . Underground Service Alerts (USA) Locates: Utility :{Department Preference (the warrantee period
EU-083 Hydro Eng. Subject Cuts, etc. 5 years ffor work done is 5 years); GC §34090
Plants :

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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EU-No. (l)_::gsrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ’ :‘;'f‘i’:e) (Records
Center)
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation. complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or com fetion).
RESOURCES
- g a
10 years or 0 ISome grant funding agencies require audits;
Capital Improvement Projects (CIP) / Jobs: After Statute of Limitations for Errors & Omissions is
Electric Administration File Funding : 10 years; Published Audit Standards=4-7 years;
EU-84 Utility / Proiect Admi Upon Agency : Statute of Limitations: Contracts & Spec's=4
y roject Admin . o - ) . et ~
Resources Project Administration, Certified Payrolls, Construction Completion Aud‘lt, if fyears, Wrongful Death=comp. + 5 yea.rs,
Management Logs, Daily Inspection Diary, Project Schedules, required, ‘IDevelopers=comp. + 10 years; Statewide
Progress meetings, etc. whichever isf ‘fguidelines propose termination + & years; CCP
longer -188336(a), 337 et. seq., GC §34090
Capital Improvement Projects (CIP) / Jobs: Permanent :
File
Electric P!ans, Record Drawings / "As Builts", Specifications, Department preference; retained‘for dis_ast'er
EU-085 Utility / Proiect Bids/RFPs, Successful Proposal, Change Orders, Upon p preparedness purposes; Statewide guidelines
y rojec . . b . . .
Resources lnspe_ctlons, Materials Tes_tmg Reports, Grgdmg Completion propose Permanent for Infrastructure plans; GC
Permits, Hazardous Materials Reports, Notice of ‘1§34090
Completion, O&M Manuals, Photos, Real Estate
Appraisals, Soils Reports, Studies, Submittals, Surveys,
etc. :
“IClaim must be filed within 1 year, lawsuit within
‘12 years; complaints against peace officers
Electric . e o e . ‘Bwithin 5 years; Statute of Limitations for
EU-086 Utility / Claim g;:l{ngs (latlz:l ;ugatlon (Specialized for Electric Utllity I?Legij;zssn contracts is 4 years; wrongful death for
Resources ’ ‘lconstruction is completion + 5 years; CCP §§
‘1337 et seq.; GC §§ 911.2, 945, 34090, 34090.6;
PC §832.5
Electric Power Trading / Power Scheduling
EU-087 Utility / Power Trading 2 years 8 years ‘IDepartment Preference; GC §34090
Resources Counterparty Status Report
Electric Power Trading / Power Scheduling
EU-088 Utility / Power Trading 2 years 8 years “#GC §34090
Resources Month End Risk Position and VaR Reports g

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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EU-No. %ngrzf Record Type Records Description Retention / Disposition Comments / Reference
- Inactive
(OFR) (i:‘;‘f‘i’:e) (Records
Center)

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

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

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

Elg(_:tnc . Power Trading / Power Scheduling Completion IDepartment Preference (auditing standards are
EU-089 Utility / Power Trading + 3 vears 7 years 5 years); GC §34090
Resources (Check Out Worksheets) y Y !
Electric Power Trading / Power Scheduling o
EU-000 | Utiity/ | Power Trading 3years | 7years gezzfsr;‘_eemcpégiegggce (auditing standards are
Resources (Confirmations, Invoices) y !
Electric Power Trading / Power Scheduling
EU-091 Utility / Power Trading 2 years 8years {10 years Department Preference; GC §34090
Resources (Generation Worksheets)
Electric Power Trading / Power Scheduling i
EU-092 Utility / Power Trading 3 years 7 years g)ezzr;tsr;egtCPégEreorggce (auditing standards are
Resources (Pathing Sheets) y ’
Electric Power Trading / Power Scheduling o
EU-093 Utility / Power Trading 5 years 5 years Ige;;aar;tsr;eGntCngzregggce (auditing standards are
Resources (Voice Recordings) y !
Electric Properties - Records of Significant Historical Value
EU-094 Utility / Reference P EDepartment Preference; GC §34090
Resources (Altamont, Benicia, Loyalton)
Electric
EU-095 Utility / Subject Regulatory Agency Correspondence 5 years Department Preference; GC §34090
Resources
Electric Regulatory Filings
EU-006 | Utility / Rng.I‘.”at”y 7 years Department Preference; GC §34090
Resources Hings (FERC, CEC, NERGC, etc.)
Electric
EU-097 Utility / Power Trading |Renewables 10 years 17 CCR 95105
Resources
Electric Risk Management Meeting Minutes / Risk Oversight
EU-098 Utility / Subject . - ) 5 years Department Preference; GC §34090
Committee Meeting Minutes
Resources
Electric Systems Support: Fiber optics / Communications /
EU-099 Utility / Reference Leases ) P IDepartment Preference; GC §34090
Resources

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: ELECTRIC UTILITY Page EU-16
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EU-No. cl):{f:ggrzf Record Type Records Description Retention / Disposition Comments / Reference
Active Inactive
(OFR) (in office) (Records
Center)

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

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

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

Depart.
EU-100 | Lroviding Source | Work Orders / Service Requests CMMS DATABASE | o0 IData is interrelated; GC §34090
Service / (Computerized Maintenance Management System)
Work
Work Orders / Service Requests - NOT entered in
Depart. CMMS Database (or partial information entered into
Providing . CMMS Database City preference; CCP §§338 et seq., 340 et
EU-10T 1 service / Subject ) 5 years seq., 342, GC §§945.6, GC §34090
Work (Division providing service retains originals; Division
requesting service is considered a copy)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and wili be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: FINANCE
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Page FIN-1

FIN-No. C::gjrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( fﬁf«'ffe) (Records ||
Center)

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

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

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

FINANCE / ACCOUNTING SERVICES

Finance /

- ]iDepartment Preference; IRS: 4 years after tax is due

; - Regulatory . or paid (longer for auditing & contractor delinguency),
FIN-001 Agce‘r’;’izz';g Filings | 099's Issued/W-9s 2years | Syears {ca. FTB: 3 years; 26 CFR 31.6001-1, R&T §19530,
1GC §34090
. Accounts Payable / Invoices and Backup "Pinks" 1 Department Preference (meets municipal government
Finance / . ] " . N
- and Purchase Card Statements - Originals flauditing standards); Statewide guidelines propose
FIN-002 |Accounting] AP Payments . 2 years 5 years ] . . : - .
Services (Includes Invoices, Travel Expense jaudit + 4 years; Published articles show 3 - 7 years;
Reimbursements, Warrant Request, etc.) : GC §34090
; Accounts Receivable / Refunds & Credits: EIDepartment Preference to meet municipal government
Finance / ] o, s
FIN-003 |Accounting Accounts 2 years 5 years fauditing standards and IRS guidelines for records
Servi Receivable |Web Credit Card Payment Transfers, A/R Description {supporting employee and federal taxes (4 yrs after tax
ces Listing, Bank Group Setup, Payment Methods Setup, etc. 1lis due or paid); 26 CFR 31.6001-1; GC §34090
. Accounts Receivable: Rent/ Property f Department Preference; (meets municipal government
Finance / . . ] " . .
FIN-004 | Accountin Accounts Management, Damage to Public Property, Invoices 3 vears 4 vears Hlauditing standards); Statewide guidelines propose
Servicesg Receivable |to QOutside Entities, Transient Occupancy Tax y ¥ flaudit + 4 years; Published articles show 3 - 7 years;
(TOT),BINGO..., etc. FGC §34090
. Audit Reports / CAFR - Comprehensive Annual ]
Finance / Financial Reporis {Department Preference to meet municipal government
FIN-005 223?;:;1 Auditor Reports 3 years 4 years Haudit standards: GC §34090
WORKING PAPERS ]
Finance / Audit Reports / CAFR - Comprehensive Annual :
FIN-006 | Financial Reference . ep P . - 5 years P {IDepartment Preference; GC §34090
. Financial Reports and related Audit Opinions ]
Services
Finance / Audit Reports / Single Audits / Transportation ! Department Preference (meets municipal government
FIN-007 2‘2;’:;’(‘;2 Reference |\ dits / PERS Audit, et. 5 years P Yauditing standards); GC §34090
Finance / L Bank and Trustee Statements, Qutstanding Check ] . . .
FIN-008 |Accounting Cashiering Lists, Daily Cash Summaries, Bank Deposits, Bank| 2 years 3 years : Depai’tment Preference; Published articles show 3 - 4
. Management - . . Jiyears; GC §34090, 26 CFR 31.6001-1
Services Transmittal Advice, Cashier's Reports ;
Finance / Cashiering 3 Department Preference; meets municipal government
FIN-009 Ag(;t:vuil;telgg Management Checks / Warrants (Cashed) 2 years 3 years auditing standards; GC §34090, CCP § 337
Finance / . . .
FIN-010 |Accounting Reference ngl\i’;ﬁif:) of FMIS Data (Legacy Financial 5 years P IIDepartment Preference; GC §34090
Services ]

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: FINANCE
SANTA CLARA, CA.

Page FIN-2

Office of

FIN-No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :‘;tf'f‘i’:e) (Records ||
Center)

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

Finance /

] government agencies escheats after 3 years; Statute

FIN-011 | Accounting M(;?]Zm:rr:;gnt Escheat (Unclaimed money / uncashed checks) 2 years 3 years {of Limitations is 1 year for seized property; Meets
Services g Jauditing requirements; CCP §§340(4), 1519; GC
1§34090
Finance / Financial Systems Databases ]
FIN-012 A;cou_ntmg Source PEOPLESOFT/HARRIS Indefinite ; Data Fields / Records are intetrelated; GC §34090
ervices
Finance / ] . .
FIN-013 |Accounting| Auditor Reports |Fixed Assets - Annual Listing (Source Documents) 7 years . Inclludes permanent assets (for compliance with GASB
. 1134); GC §34090
Services ]
Finance / General Ledger: Final year-end AND Chart of 1
FIN-014 |Accounting, General Ledger |Accounts / Organization Structure (Print out when 5years 5 years APublished articles show 3 -10 years; GC §34090
Services Rollover is Done) ]
Ei Journal Entries / Journal Vouchers / Budget HDepartment Preference; meets municipal government
inance / 1 o A ;
. Transfers Hauditing standards; Statute of Limitations is 4 years;
FIN-015 |Accounting| General Ledger 3 years 7 years . h i . .
Services {Istatewide guidelines propose Audit + 5 years; GC
Includes Supporting Documentation 1§34090, CCP § 337
Finance / E Department preference; statewide guidelines propose
FIN-016 |Accounting Report Metaviewer Reports 5 years ] P . P ! 9 prop
. 12 years; GC §34090
Services ]
Reports, Subsidiary Ledgers, Reconciliations,
Registers, Transaction Histories, Balance Sheets, ! Transitory records not retained in the ordinary course
Finance / Proof & Merge Reports, Labor Distribution, etc. | busin?;s Financial svstem qualifies as a trr};sted
FIN-017 |Accounting| Auditor Reports [(MONTHLY OR PERIODIC) 7 years ; y q .
. {lsystem and can re-create reports accurately;
Services Istatewide guidelines propose 2 years; GC §34090
Does NOT include year-end General Ledger, or ] '
those in the Metaviewer database.
Finance / Reports: Annual State or Federal: : . i .
FIN-018 | Accounting Report 5 years ] ggfggénent Preference; Meets auditing standards; GC
Services State Controller's Report, Street Report, etc. :
Finance / Special Assessments: Engineers Report & ElDepgrtment Preferefnce; (mgets munlplpal government
- . . Fauditing standards); Statewide guidelines propose
FIN-019 | Accounting Subject Correspondence, Audit Records, Treasurer 2 years 3years ] . . . : .
Services Records Taudit + 4 years; Published articles show 3 - 7 years;

HGe §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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RECORDS RETENTION SCHEDULE: FINANCE
SANTA CLARA, CA.

Page FIN-3

FIN-No. ORT:::rzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) (i:g?;;:e) (Records |
Center)

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

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

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

Finance / 1
FIN-020 “SSOUMN9| gubject | Checks / Warrants - Cancelled - Payroll Only 2years | 3years 5 5:;2?@8”;54{8;%’62&}5;kz,"'f_ggg aricles show'3 -4
Payroll :
Finance / {Department Preference; IRS: 4 yrs after tax is due or
FIN-021 Accounting] Regulatory |DE-6 & 941 Forms - Quarterly Payroll Tax Returns 2 years 5 years paid; Ca. FTB: 3 years; Articles show 7 years; IRS
Services / Filings / OASDI iReg §31.6001-1(e)(2), R&T §19530; 29 CFR 516.5 -
Payroll 1516.6, 29 USC 436, GC §34090
Finance / :
Accounting . Deduction Files (Deferred Compensation, PERS, 1Department Preference; Preliminary documents used
FIN-022 Services / Auditor Reports etc. 7 years {ito facilitate Payroll deductions; GC §34090 et seq.
Payroll :
Finance / HProduced by Deferred Comp. Provider; consistent with
FIN-023 A‘chr?,?:;;n? Auditor Reports |Deferred Compensation (City Statements) 2 years 5 years E;%iosstea c:esr;a;ﬁr;‘dsehgwiell;]iz’;:;bg?gg;folglglsggr
Payroll H#CFR 160011
1Department preference; Meets auditing standards
Human Temporary Separation + J(audit + 4 years); IRS requires 4 years; Ca. requires 2
FIN-024 ResoUrces Holding Payroll Employee File 2 years fyr min.; FTB keeps 3 years; Published articles show 4
410 years; 26 CFR 31.6001-1, R&T §19530; LC §
11174(d); 29 CFR 516.5; GC §34090
{Department preference; PERS Buy-backs are
. freconstructed through Human Resources; Department
Finance / : . o, .
Accounting|  Temporary . E preference; Meej[s auditing standards ‘(audlt +4 .
FIN-025 - . Payroll Employee File 2 years 3 years Tiyears); IRS requires 4 years; Ca. requires 2 yr min.,
Services / Holding J ) . .
Payroll ] FTB keeps 3 years; Published articles show 4 -10
lyears; 26 CFR 31.6001-1, R&T §19530, LC § 1174(d);
1129 CFR 516.5; GC §34090
Finance / 1
Accounting - ] .
FIN-026 Services / Auditor Reports |PERS Statements 2 years 5 years H#iDepartment Preference; GC §34090
Payroll
Finance /
FIN-027 /-}Scecr?ll:c:\et;n? Routine Salary Schedules 4 years HIDepartment Preference; GC §34090
Payroll

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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FIN-No. C)szggrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :‘;;'f‘i’fe) (Records |
Center)

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

Retentions bec_zin when the act is comeleted, and imelz a full file folder ‘e.g. last document + 2 years), since destruction is normally performed by file folder.

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

Department preference to facilitate grant audits or

Finance / Hclaim reimbursements; Meets auditing standards
FIN-028 Accounting Regulatory | Time Sheets / Time Cards / Overtime Sheets / 2 years 8 years J(audit + 4 years); IRS requires 4 years; Ca. requires 2
Services /| Timekeeping |Overtime Cards - Hardcopies Lyr min.; FTB keeps 3 years; Published articles show 4 -
Payroll 1110 years; 26 CFR 31.6001-1, R&T §19530; LC §
11174(d); GC §34090 O
Finance / '
Accounting Time Sheets / Time Cards / Overtime Sheets / . - .
FIN-029 Services / Source Overtime Cards - Peoplesoft (electronically) Indefinite j Department Preference; GC §34090
Payroll
Finance / HDepartment Preference; IRS: 4 yrs after tax is due or
Accounting . ipaid; Ca. FTB: 3 years; Articles show 7 years; 26 CFR
FIN-O3O |’ vices /|~ Reference  \W-2's 2 years P 131.6001-1, R&T §19530; 29CFR 516.5 - 516.6,
Payroll = H29USC 436, GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Page FIN-5

FIN-No. ?;:'gzrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) , ; ACtIYe {Records
| (in office) Center)

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

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

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

FINANCE / BUDGET & TREASURY

tion).

‘1Department Preference; Statute of Limitations for
Finance / o . ;
Bond Official Statements / Certificates of Cancellation, T : ) .
FIN-031 Budget & | Bonds Debt/ Participations (COPs) See Bank Statements for Redemption | 10 years : 6 yea,rs, Bonds lssued_ t_)y Ioca.l govemmentsf are 10
Treasury & Interest statement retention or Maturit ‘llyears; There are specific requirements for disposal of
City Clerk ’ y ‘Junused bonds; CCP §§336(a)(1) & (2), 337.5(2); GC
1i§43900 et seq
FIN-032 | Gity Clerk | Correspondence Egg@its - Adopted / Final 2 years Copies; GC §34090.7
Finance / - :
FIN-033 | Budget & Subject Budggts - Preliminary, Backup Documents, 2 years 3 years : Department Preference; GC §34090
Working Papers
Treasury
Finance / :
FIN-034 | Budget & Reference  |Compliance Reports (Arbitrage Audits, etc.) 5 years P ADepartment Preference; GC §34090
Treasury
FIN-035 | City Clerk | Correspondence génp?gga] Status Reports (to Counci) 2 years Copies; GC §34090.7
Finance / . .
i Completion S .
FIN-036 | Budget & Agreements |Ground Lease Tracking ‘#Department preference; GC §34090
+ 5 years :
Treasury
Finance / : —
. o . ‘IDepartment preference for liability purposes; CCP
FIN-037 | Budget & Reference Insurance Policies for Electric Utility Plants (Alliant)| 5 years P 15337 et seq.; GC §34090
Treasury :
Finance / :
FIN-038 | Budget & Reference Insurance (Self-Insurance) P JIDepartment preference; GC §34090
Treasury :
‘1Department Preference; Meets auditing standards;
Finance / Bonds Debt / Investments / Arbitrage / Bonds (Receipts / Advisor ‘JPublished articles show disposal + 7 years for security
FIN-039 | Budget & Reports and Statements / Trade Tickets / LAIF Maturity 10 years ‘Jbrokerage slips; statewide guidelines propose
Interest : . ' "
Treasury (Local Agency Investment Fund) ‘Hpermanent; FTC Reg's rely on "self-enforcement”,
JIGC§§ 34090, 43900
Finance / Regulato Statement of Indebtedness / Annual Report to :
FIN-040 | Budget & gutatory P 7 years IDepartment preference; GC §34090
Filings State / State Controllers Report :
Treasury :
Finance / . . . :
FIN-O41 | Budget& |  Subject | oo Fee Studies/ Cost Allocation Plan /Right-of- | 5\ opp Hpepartment preference; GC §34090
Treasury Way Studies :

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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FIN-No. ?;:I:Erzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :‘;‘:;'f‘i':e) (Records
Center)

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

FINANCE / MUNICIPAL SERVICES / CASHIERING & CONTACT CENTERIII

Cashiering Management:
Finance / Applications for Credit Cards, Applications of CC Department Preference to meet municipal government
FIN-042 | Municipal | Cashiering |Change, PAP Applications or changes, PC Charges, 2 vears 3 vears auditing standards and IRS guidelines for records
Services /| Management |Daily Balancing Worksheets, Transit-log Report / CRC ¥ ¥ supporting employee and federal taxes (4 yrs after tax
Cashiering Worksheet, HB Electronic Hardcopy, VR/WEB POS is due or paid); 26 CFR 31.6001-1; GC §34090
Sales Reports / Excel Worksheets, Auto Credit Card
Receipts, Armored Truck Manifests Log Books
:\:/;Si;l?eall Stubs with Change Requests and Incoming White Final Audit + :
FIN-043 ol Correspondence|Mail/Written Requests (when payment is L Preliminary Documents; GC §34090 et seq.
Services / : 2 years
. submitted)
Cashiering

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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FIN-No. C::::rzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) ( :ﬁtf:fe) (Records |7
Center) |-
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
FINANCE / MUNICIPAL SERVICES / TAX & LICENSE =
Finance /
Municipal Business License Applications, Registrations and :
FIN-044 | Services / | Business Taxes . RN 2 years 3 years AIMeets auditing standards; GC §34090 et seq.
Tax & Renewals, Affidavit of Business License
License
Finance /
Municipal :
FIN-045 | Services/ Logs Business License Citation Logs 3 years ADepartment preference; GC §34090
Tax & :
License
Finance /
Municipal :
FIN-046 | Services / Source H.D.L. Business License Files Indefinite fJDepartment preference; GC §34090
Tax & :
License
Finance / - I : . . . .
Municipal Reppr‘[s, SubS|dlary_ Ledg_ers,.Reconcmatlons, : Transfcory rec_ords 1_10t retained in ‘Fhe ordinary course
FIN-047 | Services /| Non-Record Registers, Transaction Histories, Balance Sheets, None : of business Financial system qualifies as a trusted
Tax & Proof & Merge Reports, etc. (MONTHLY OR : system and can _re-create reports accurately;
License PERIODIC) Cmmnnnn statewide guidelines propose 2 years; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.

\ = ‘
FIN-No. | c:::grzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACt“.Ie (Records
(in office) Center)
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or com Jetion).
FINANCE /{ MUNICIPAL SERVICES / UTILITY BILLING
Finance / [Accounts Receivable - Utility Accounts Receivable: :
Municipal Transitory records not retained in the ordinary course
FIN-048 | Services /| Non-Record AR Aging, Account Deposits, Archived G/L Postings, None of business Financial system qualifies as a trusted
Utilit Trial Balance, Credit Balance Detail Report, Credit system and can re-create reports accurately;
Bili Y Balance Summary, G/L Posting Accounts, Trial Balance statewide guidelines propose 2 years; GC §34090
thing by Detail, A/R Aging
Finance /
Municipal .
FIN-049 Servic:s / Collections |Bankruptcies 7 years Department Preference to meet municipal government
Utility auditing standards; GC §34090
Billing
Finance / Collection Agency Assignments / List of Unpaid Department Preference; Negative credit information
Municipal Accounts {remains on credit reports for 7 - 10 years; Meets
FIN-050 | Services/ Collections 7 years auditing standards; City does not Lien property (Liens
Utility Debt Collection Listing, Debt Collector Payments, Return are good for 10 years from recording date, and may be
Billing Payments extended by re-recording lien); WC 36729; GC §34090
Finance /
Municipal Completion
FIN-051 | Services/| Agreements |CSA Agreements P {IDepartment preference; GC §34090
Utility + Syears
Billing
Finance /
Municipal i .
FIN-052 | Services/ Subject Medical Rate Assistance Applications 5 years Department preference (meets auditing standards);
Utility GC §34090
Billing
Finance / Metaviewer Reports - Utility Billing Only/Meter
Municipal '\Rnetadlgg ding Verification, MVRS Code / M 1Department preference; statewide guidelines propose
_ . eler Reading verinication, oqe essages ,
FIN-053 Se&‘;i'lci:tes / Report | hort, Cycle/RoutWalk Verify Lists, Demand History 5 years 2 years; GC §34090
Billi Y Report, Electric Meter Adjustment Listing, Electric Meter
ffing Listing, Electric Reading History

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Page FIN-9

FIN-No. g:gjrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive |-
(OFR) Active | g cords ||
(in office)
Center)
R

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

Refentions begin when the act is comeleted, and imelz a full file folder ‘e.g. last document + 2 years), since destruction is normally performed by file folder.

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

Finance /
Municipal
FIN-054 | Services / Source Municipal Services Database (ltron) Indefinite Data Fields / Records are interrelated; GC §34090
Utility
Billing
Water . .
FIN-055 Utility Correspondence|Portable Water Permits (copies) 2 years GC §34090.7
Rates
FIN-056 | City Clerk | Correspondence |Electric Rates Listing, Fault Rates Listing, Sewage 2 years GC §34090.7
Exempt & Discount List, Sewage Rates, Water Rates
Listing (copies)
Fmap ge / Refuse Agreements
FIN-057 SM unl'Clpall A t Completion Department pref : GC §34090
) elj\’:illti:tis greements On Call Bin Contracts, Long Term and Temp Bind + 5 years epartment preterence; §
Billing Contracts, Temporary Cart Change Authorization Forms
Reports, Subsidiary Ledgers, Reconciliations,
Finance / Registers, Transaction Histories, Balance Sheets, ransitory records not retained in the ordinary co
Municipal Proof & Merge Reports, etc. (MONTHLY OR tory rec - e Ty course
. of business Financial system qualifies as a trusted
FIN-058 | Services/| Non-Record |PERIODIC) None .
- system and can re-create reports accurately;
Utility statewide guidelines propose 2 years; GC §34090
Billing Does NOT include those in the Metaviewer '
database.
Depart.
FIN-059 Fg:r\cg'gg} Correspondence|Service Orders (copies) 2 years GC §34090.7
Work

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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FIN-No. (l);:c?c?rgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) y s | (Records
Center)

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

FINANCE / PURCHASING

.Department Preference (-Professional Services always
have a contract, therefore Errors & Omissions are not
Lapplicable); Statewide guidelines propose completion
+ 5 years for non-capital improvement contracts &
completion + 4 years for transportation and
concessionaire agreements. Statute of Limitations is
4 years; 10 years for Errors & Omissions; CCP §§337.
337.1(a), 337.15, 343; GC §34090

FIN-060 Finance / Subject Purchase Orders / Requisitions / Successful Bids 3 years 2 years

Purchasing

Transitory Record used to mail out requests; GC

Purchasing - Bidder / Vendor List (Companies that
o §34090 et seq.

want to receive RFPs / RFQs)

FIN-061 Finance / Correspondence

Purchasing 2 years

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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SANTA CLARA, CA.

Page FR-1

FR-No. %f::srzf Record Type Records Description Retention / Disposition Comments / Reference
Inactive [
Active
(OFR) e (Off-site, ' :
(in office) | op o, sy [ REERION
i

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

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

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

ADMINISTRATIVE SERVICES

FR-001 |Fire / Admin.| Reference |Annual Reports / Fire Incident Statistics P gztaégzgggr historical and administrative value;

FR-002 Building Reference Sggg:g Plans for Each Fire Station P é“Department preference; GC §34090.7
{Department preference to allow for FEMA audits
Ji(up to 6 years & 3 months from the date of the
{[final inspection report); Uniform Admin.

FR-003 |Fire / Admin. Regglatory Department of Homeland Security (DHS)/FEMA 7 years ; Requirements for Gr_ants to Local G.overnments is

Filings Reimbursements 1|3 years from expenditure report or final payment of
flgrantee or subgrantee; statewide guidelines
Hpropose 4 years; (Also See Grants on City-wide);
. ) : - JGC §34090 et seq.
FR-004 |Fire / Admin.| Correspondence|Emergency Plans / Disaster Preparedness Manuals, etc. Sﬁpze;s;(::d S g;d;IDepar‘tment Preference; GC §34090 et seq.
FR-005 |Fire / Admin. Reference |Fire Chief Directives P :}: :IDepartment preference; GC §34090
. . . . Superseded S |Depar1ment Preference (rated every 10 years);

FR-006 |Fire / Admin. Report ISO Insurance Ratings (Insurance Services Office) + 5 years GC §34090

FR-007 FE?V/is'ﬁd Report  |Monthly Division Reports 5 years 1lcC §34090 et seq

FR-008 | City Clerk |Correspondence i\:/lo?or;;hsly Run Reports / Department Activity Reports 2 years Preliminary draft / copy; GC §34090 et seq.

FR-009 | City Clerk |Correspondence|Mutual Aid Agreements, Joint Power Authorities 2 years 8gg|§r;a41(s)91\ga7|ntamed by City Clerk Permanently;

. . - {Ride-a-long/Observer Applications
FR-010 |Fire / Admin.|Correspondence|Release of Liability Forms 2 years IHEAT Program Participants; GC §34090 et seq.
FR-011 |Fire / Admin.|Incident Reports |Request for Incident Report Form 2 Years - Department preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.

Page FR-2

FR-No. (?zf:(?sr:f Record Type Records Description Retention / Disposition Comments / Reference
Inactive [
Active
(OFR) . . (Off-site, ]
(in office) | op oy | Retention.

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

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

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

FIRE PREVENTION

. , California ]
FR-012 5:;3;;;;% Unified Program|Above ground storage tank program 5 years IDepartment preference; GC §34090
Agency ]
Fire / '.:"e {Department Preference; California Fire Code
Prevention & s N . ] - . .
FR-013 | Operations /| Inspections Annual Fire Life & Safety Inspections: Notice of 10 years frequires 5 years; Allows the removal and purging
Suppression Violations / Citations Jlof these records in the event the address file is too
(Stations) flarge; CFC §104.3.2, §104.3.4, GC §34090
Finance / ; - . .
Municipal Annual Fire Life & Safety Inspections: Business Life of : California Fire Co_de requires 5 years; Allows the
. . - e HIremoval and purging of these records in the event
FR-014 | Services/ Inspections |Inspections Building + ] . .
Tax & (Maps, Photos & Plans) 10 years the address file is too large; CFC §104.3.2,
_ , 1§104.3.4, GC §34090
License :
Fire / Fire Fire Code Permits / Special Event Permits (assembly | - iration + -
FR-015 . Correspondence |permits, candle permits, fireworks permits tent permits, p JGC §34090 et seq.
Prevention ! 2 years )
fire hydrant use, open flame, etc.) |
HDepartment Preference (no statute of limitations
Fire / Fire } . . . ilon these incidents/crimes); California Fire Code
FR-016 Prevention Reference Fire Incident Reports - Capital Crimes (Arson, etc) P 3 requires 3 years; CFC §104.3.2, §104.3.4, GC
1§34090
Fire / Fire Life of California Fire Code requires 3 years; CFC
FR-017 Prevention Report Fire Incident Reports - Other than Capital Crimes Bw;c({;:gr;; 5 15104.3.2, §104.3.4, GC §34090
Fire / Fire . !
FR-018 . Reference Fire Lane Program P H#Department preference; GC §34090 et seq.
Prevention =
FR-019 Fire / Fl_re Correspondence|Fire Marshal Approvals Completion Y Department preference; GC §34090 et seq.
Prevention + 2 years ]
FR-020 |Fire / Admin. Source Fire Prevention Database (HdlL) Indefinite WData is interrelated; GC §34090 et seq.
FR-021 Fire / F!re Reference  |Fire Prevention Permits P Department preference; GC §34090 et seq.
Prevention :
FR-022 I::;ie/r';'i;i Source Inspection Database Indefinite Data Fields / Records are interrelated; GC §34090
HDepartment Preference (no statute of limitations
FR-023 Fire / Fire Reference Investigation Reports - Capital Crimes & Suspected p flon these incidents/crimes); California Fire Code
Prevention Capital Crimes (Arson, etc) frequires 3 years; CFC §104.3.2, §104.3.4, GC

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA,

FR-No. (I)?Tssrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :ztf]f\::e) (Off-site,
OD or Mfr)
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, claims, complaints, audits and/or investigations suseend normal retention Qeriods ‘retention begins after settlement).
Fire / Fire Investigation Reports - Criminal & Citations 1Department Preference; California Fire Code
FR-024 . Report (Administrative, Infraction, or Misdemeanor), Service| 5 years requires 3 years; CFC §104.3.2, §104.3.4, GC
Prevention :
Requests 1§34090
. - s . . . . HDepartment Preference; California Fire Code
FR-025 Fire / F!re Report Invgstlgatlon Reports - Industrial Accidents (in Private 5 years lrequires 3 years; CFC §104.3.2, §104.3.4, GC
Prevention Businesses) ls34090
. . Knox Box Program (Copy of Application, Site Map, Life of ] . .
FR-026 Fire / F!re Subject Original Hold Harmless Agreement and Inventory Building + 5 AIPr.el-lmmary Praﬂs or_COP'eS (Knox Box has the
Prevention iloriginal Applications); GC §34090 et seq.
Update Forms) years
FR-027 Fire / Fire Correspondence Programs and Projects (e.g. Fire Service Day, EMS, 2 years 1Department Preference; GC § 34090 et seq.
Prevention etc.) !
FR-028 Fire / Fire Correspondence PUth Information / Education (when produced 2 years {Department Preference; GC §34090
Prevention internally) ]
: Vehicle Log / Daily Safety Checks / Daily Work Reports / :
FR-029 | Lead Dept. |Correspondence Vehicle Inspections / Daily Equipment Checks 2 years GC §34090
Fire / Fire
Prevention ]
FR-030 OR Subject Weed Abatement / Complaints 5 years 1 Department preference; GC §34090
Electric
Utility

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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FR-No. %T:grgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ’ :z?f\::e) (Off-site, |-
OD or Mfr) 1~

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

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

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

HAZARDOUS MATERIALS

e
Fire / California
FR-031 | Hazardous | Unified Program |Above ground storage tank program 5 years Department preference; GC §34090
Materials Agency
Fire /
FR-032 | Hazardous Citations Administrative Enforcement Orders & Citations 5 years Department Preference; GC §34090 et seq.
Materials
Fire / California
FR-033 | Hazardous | Unified Program|Cal-Arp Risk Plans 5 years P Department Preference; GC §34090 et seq.
Materials Agency
Fire / Regulato
FR-034 | Hazardous c g Y Correspondence with Regulatory Agencies 25 years Department Preference; GC §34090
. orrespondence
Materials
Fire /
FR-035 | Hazardous Reference  |CUPA Audits 10 years P I Department Preference; GC §34090 et seq.
Materials
Fire / Regulatory CUPA Self-Audit, State Summary Report Department Preference (5 years is required); GC
FR-038 | Hazardous Filings 7 years §§34090, 60201 et seq.; 27 CCR 15188(a),
Materials (CUPA - Certified Unified Program Agencies) 15280(a)(2)
Fire / California Department Preference (5 years meets municipa
FR-037 | Hazardous | Unified Program |Financial Assurance Records 5 years P e .
. government auditing standards); GC §34090
Materials Agency
Fire / o Remediation
FR-038 | Hazardous Report (;;%Lg:tdswater Remediation / Quarterly Groundwater Complete + IDepartment Preference; GC §34090 et seq.
Materials 5 years
Fire / California
FR-039 | Hazardous | Unified Program |Hazardous Material Business Plans (HMBPs and SPCC)| 5 years P Department Preference; GC §34090 et seq.
Materials Agency
Fire / California
FR-040 | Hazardous | Unified Program |Hazardous Waste Inspections 9 years P Department Preference; GC §34090 et seq.
Materials Agency
Fire / -
Regulatory fDepartment Preference (5 years meets municipa
FR-041 Hl\il;?ergzll;s Filings Quarterly State Surcharge Records (SB14) 7 years government auditing standards); GC §34090
Fire / California . " . . . Close of Department preference; NPDES Monitoring
FR-042 | Hazardous | Unified Program 'l(;llered Pernc;lt_rtmg / Pirémﬁ?d Industrial User Files - ALL Business + P records required for 3 years; 40 CFR §§122.21,
Materials Agency asses and Types ot BUsinesses 5 years 122 41, 40 CFR 792.195

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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FR-No. (I)':::srzf Record Type Records Description Retention / Disposition Comments / Reference
Inactive
Acti .
(OFR) i ‘;'f‘i’:e) (Offsite,
OD or Mfr)

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

Fire / Callifornia . %

|

FR-043 | Hazardous | Unified Program Underground Storage Tank & Annuatl Inspections &

. ) o o 5 years P
Materials | Agency Permits (excluding monitoring certificates)

Department Preference; GC §34090 et seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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FR-No. oRf::;gf Record Type Records Description Retention / Disposition Comments / Reference
Inactive [
Active
(OFR) . . (Off-site, |- ]
(in office) | op o i) [ REENMION.

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

OPERATIONS /| EMERGENCY MEDICAL SERVICES

Fire / Continuous Quality Improvement (CQI) / Quality JIStatute of Limitations for health providers is 3
FR-044 | Operations / Personnel AsSUrance P flyears; 13 CCR 1100.7, UFC §104.3.2, §104.3.4,
EMS JGC §34090
Controlled Drug Logs 5 years HIDepartment Preference - Controlled substances
FR-045 | Fire /EMS Subject {lare required for 2 years after inventory or
Narcotic Usage Cards Hltransaction; 21 CFR §1304.04, 1310.04
Fire / Life ofthe |  #'Lifeof :
FR-046 | Operations /| Correspondence | Defibrillator Equipment and Maintenance Equipment H#Department preference; GC §34090
EMS + 2 years : -
Fire / ]
FR-047 | Operations /|[EMS Complaints| EMS Complaints P {Department preference; GC §34090
EMS ]
Fire / - ]
. Regulatory |HIPAA Policies and Procedures (Health Insurance Superseded .
FR-048 Opeéal'\‘/tlnéms/ Filings Portability and Accountability Act) + 7 years : 24 CFR 164.530()
Fire / Life of the ] . .
FR-049 |Operations/|  Report  |Monthly Statistical Report / Run Statistics Contract + 5 J SR:s“'red by the Contract with ALS; GC §34090 et
EMS years ) )
f Department Preference; 10 years is
fIrecommended by AHIMA for "healthcare
Tproviders"; California Healthcare Association
trecommends Acute Care Facilities retain adult
{records for ten years following discharge; Juvenile
Prehospital Care Reports / PCRs / Paramedic Release Hrecords are required until patient becomes 18
Forms (EMS transportation): ALL (medical and non- Zyears old; law requires 7 years for clinics, health
Fire/ Medical medical.) Ifacilities, hospitals, adult day health care centers,
FR-050 | Operations / Coordination 3 years 17 years fland in-home skilled nursing services, and is
EMS Includes Paramedic Release Forms, AMAs / Refusal of Lactually based upon "if the licensee ceases
Service, First Responder Worksheets, PCR QI / QA Peer Hloperations"; Statute of Limitations for health
Review Forms, EKG Strips, etc. Iproviders is 3 years; Federal law requires 3 years,
Istatewide guidelines propose 3 years; HIPAA
Hprovides privacy regulations for patient's health
irecords; 13 CFR 1100.7, CCP §340.5, GC
1§34090; H&S §123145

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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FR-No. %f::;zf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) (i:Z?f\i,:e) (Off.site, ||
oD or Mfr) I

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

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

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

OPERATIONS / SUPPRESSION (STATIONS)

Fire / Fire
Prevention &

Annual Fire Life & Safety Inspections: Notice of

{Department Preference; California Fire Code
irequires 5 years; Allows the removal and purging

Suppression

FR-051 (S)Sp?;;?;fsni% Inspections Violations / Citations 10 years of these records in the event the address file is too
(Stations) : large; CFC §104.3.2, §104.3.4, GC §34090
IiDepartment Preference; Statute of Limitations for
Fire / Apparatus Pumper Test Data (FS170), Annual Ladder | Disposal of IHealth Providers is 3 years; OSHA requires 1
FR-052 | Operations /| Correspondence|Certification, Air Compressor Quality Compliance equipment flyear; State requires 2 years; Statewide guidelines
Suppression Certification & Equipment Records & Testing + 2 years 1propose 2 years; 8 Cal Code Reg. §3203(b)(1),
JCCP §340.5, GC §34090
Fire / Daily Equipment Check-off Sheet (FS150) / Daily Check- :
g - off Sheet (FS102) / Generator Test (FS152) ]
FR-053 (S)Ser?g:;ié Logs Jobs of the month - Engine Co. (FS105)/Advanced Life Support 3 years { GC §34090
bp Check-off Basic Life Support Check-off ]
JTransitory or source records not retained in the
Fire / When Tordinary course of business; CHP audits every 2
FR-054 | Operations /| Correspondence| DMV Pull Notices (Fire Employees Only) Superseded Ilyears; Bureau of National Affairs recommends 2
Suppression + 2 years Lyears for all supplementary Personnel records;
1GC §34090
Fire / Fire Incident RMS Database (Includes Incidents and
FR-055 | Operations / Source . Indefinite HData is interrelated; GC §34090 et seq.
. Inspections) ]
Suppression
Fire / EIDepar’tment Preference; Retained for historical
FR-056 | Operations / Reference |Station Log Books 7 years P jand administrative value; GC §34090. Secretary of|

. Jipersonnel, engine company) be kept for 3 years.

IState recommends all Fire Journals (activities,

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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Page FR-8

FR-No. (|)':2:§rgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) (i:‘;tf'f‘i’:e) (Offsite,
OD or Mfr) I

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

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

L itigation, claims, com,

laints, audits and/or investigations suspend normal retention periods (retention begins after seftlement).

OPERATIONS / TRAINING

Fire / Citiggn's Emergency Response Training / Neighborhood
FR-057 | Operations / Subject Training 5 years {IDepartment Preference; GC §34090
Training Course Records, Roster, etc.
Fire / !
FR-058 | Operations /| Correspondence |Fire Station Requests (Tours, Visits, etc.) 2 years 1GC §34090
Training
Fire / y
FR-059 | Operations / Source Monthly Activity Reports (Training Database) Indefinite IDepartment preference; GC §34090
Training :
Fire / Until ;
FR-060 | Operations / Routine Physical Ability Evaluation Worksheets Separation i Department preference; GC §34090
Training + 4 years ]
{|Department Preference; California Labor
IDepartment maintains their records for 7 years;
HBOSHA requires 5 years for safety records; State
Fire / Jlaw r_equires 2 years; EEOC_/FLSNADEA (Age)
FR-061 | Operations / Training Safety Team Minutes 2 years 5 years : requires 3 years for prgmotlon, demo'uo_n, fransfer,
Training : selection, or discharge; State Law requires 2 -3
lyears; 8 CCR §3203 et seq., 8 CCR 14300.33(a);
129 CFR 1627.3(b)(ii), 29 CFR 1904.33, 29 CFR
111904.44; GC §60201 et seq.; LC §6429(c), GC
118812946, 34090, 53235.2(b)
{Department Preference; Claims can be made for
Fire / 1130 years for toxic substance exposure; Claims are
FR-062 | O i / Medical SCBA (Self-Contained Breathing Apparatus) & Separation Hrequired for five years after the end of
perations . . h ] N " . . .
Training Clearance |Respiratory Fit Tests for Breathing Apparatus + 30 years Jcompensation, or injury, whichever is longer; 8
1CCR §3204(d)(1) et seq., 8 CCR 10102, 15400.2;
sHGC §§12946, 34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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FR-No. (?Rfcfal:zrgf Record Type Records Description Retention / Disposition Comments / Reference
Active Inactive [ B
(OFR) (in office) (Off-site, I
OD or Mfr) |-

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

~-IIDepartment Preference; California Labor
Department maintains their records for 7 years;
OSHA requires 5 years for safety records; State
Hlaw requires 2 years; EEOC/FLSA/ADEA (Age)
{requires 3 years for promotion, demotion, transfer,
Iselection, or discharge; State Law requires 2 -3
liyears; 8 CCR §3203 et seq., 8 CCR 14300.33(a);
1129 CFR 1627.3(b)(ii), 29 CFR 1904.33, 29 CFR
111904.44; GC §60201 et seq.; LC §6429(c), GC
18812946, 34090, 53235.2(b)

. Training - ALL COURSE RECORDS
Fire / _

FR-063 | Operations / Training
Training

(Attendance Rosters, Outlines and Materials; includes 2 years 5 years

Safety training)

1Department Preference; California Labor
HDepartment maintains their records for 7 years;
HOSHA requires 5 years for safety records; State
illaw requires 2 years; EEOC/FLLSA/ADEA (Age)

: requires 3 years for promotion, demotion, transfer,
{Iselection, or discharge; State Law requires 2 -3
fyears; 8 CCR §3203 et seq., 8 CCR 14300.33(a);
129 CFR 1627.3(b)(ii), 29 CFR 1904.33, 29 CFR
$1904.44; GC §60201 et seq.; LC §6429(c), GC
18812946, 34090, 53235.2(b)

Fire / Training - ALL EMPPLOYEE FILES
FR-064 | Operations / Training
Training (Including Certifications)

Separation

+ 2 years Syears iy

Fire /
FR-065 | Operations / Source Training Database (Employees and Volunteers) Indefinite
Training

EIData is interrelated; GC §34090 et seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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FR-No. 0;2:;3]‘ Record Type Records Description Retention / Disposition Comments / Reference
. Inactive o
(OFR) y :‘;'f‘i’:e) (Off-site,
OD or Mfr)

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

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

Litigation, claims, complaints, audits and/or investigations suspend normal retention periods (retention begins after settlement).
OPERATIONS / VOLUNTEER RESERVE

Department preference (Courts treat volunteers as

Firg / Itead Volunteer / Unpaid Intern Applications & Agreements - Inactivg / employees); EEQC/FLSA/ADEA (Age) requirgs 3
FR-066 Division Volunteer Successful Separation years for promotion, demotion, transfer, selection,
+ 5 years or discharge; 29 CFR 1602.31 & 1627.3(b)(ii), 8
CCR §3204(d)(1) et seq., GC §§12946, 34090
iDepartment preference (Courts treat volunteers as
Fire / Lead employees); EEOC/FLSA/ADEA (Age) requires 3

Volunteer / Unpaid Intern Applications & Agreements -

Unsuccessful or Pending Applicants years for promotion, demotion, transfer, selection,

or discharge; 29 CFR 1602.31 & 1627.3(b)(ii), 8
CCR §3204(d)(1) et seq., GC §§12946, 34090

FR-067 Division Volunteer 5 years

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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Office of

HR-No. Record Record Type Records Description Retention / Disposition
Active
(OFR) (in office)

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.

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

HUMAN RESOURCES

Human

Applicant Tracking Database

O

HR-001 Resources Report (Recruitment Activity Reports and Requisition 5 years Department preference; GC §34090
Status Reports)
fDepartment preference (the personnel files
are maintained Permanently); EEOC / FLSA /
Human Recruitment ADEA (Age) requires 1-3 years for selection
HR-002 RESOUCES Background Background Packets - Employees (hired) 3 years lrecords; State Law requires 2 - 3 years; 29
CFR 1602 et seq & 1627.3(a)(5) and (6), 2
CCR 7287.0(c)(2), 8 CCR §11040(7.( c)), GC
§8§12946, 34090
Department preference; EEOC / FLSA / ADEA
(Age) requires 1-3 years for selection records;
HR-003 Human Logs Background Packets - Unsuccessful Candidates 3 years State Law requires 2 - 3 years; 29 CFR 1602
Resources (not hired) et seq & 1627.3(a)(5) and (6), 2 CCR
7287.0(c)(2), 8 CCR §11040(7.( ¢)), GC
§812946, 34090
Benefit Brochures & Forms
Human Brochures for; CalPERS Retirement Benefit, CalPERS
HR-004 R Non-Record Health Insurance, Delta Dental, Life Insurance, Employee None Non-records
esources . . !
Assistance Program, Deferred Compensation, Flexible
Spending Account, State Disability Insurance & Paid
Family Leave.
EEOC / ADEA (Age) requires 1 year after
Duration of benefit plan termination; Federal law requires
Human . Benefit Plan Documents (Dental, Life, Long Term 6 years after filing date for retirement; State
HR-005 Subject R . : the Contract . -
Resources Disability, Flexible Spending Accounts, etc) + 5 years Law requires 2 years after action; 29 CFR

1627.3(b)(2); 29 USC 1027; GC §§12946,
3409

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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Page HR-2

Office of

HR-No. Record Record Type Records Description Retention / Disposition
- Inactive
(OFR) ( :z:,'f‘l’:e) (Records
Center)

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

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

after settlement or completion).

HR-006 Human EEO Cases Board of Review Packets 3 years : 'IDepartment preference; GC §34090
Resources
HR-007 ReHsuor?J?:es Reference City Dental Booklet 5 years P IMeets auditing standards; GC §34090
HR-008 Human Correspondence |City Dental Plan Agenda & Packets 2 years GC §34090
Resources
HR-00g | Human Subject City Dental Plan Claim Forms 5 years IMeets auditing standards; GC §34090
Resources
HR-010 Human Correspondence |City Dental Plan Employee Memos 2 years GC §34090
Resources
HR-011 | _ Human Minutes |City Dental Plan Meeting Minutes P IDepartment preference; GC §34090
Resources
HR-012 RSsuonJ?;es Reference Civil Service Commission Agenda Packets P Department preference; GC §34090
HR-013 Human Minutes Civil Service Commission Minutes P Department preference; GC §34090
Resources
HR-014 | City Clerk Reference Sgs:eiemce Rules & Regulations P Department preference; GC §34090
Bureau of National Affairs recommends 2
Classification / Reorganization Studies (for years for all supplementary Personnel
Human . o J , ,
HR-15 RESOUICES Subject employee classifications and department 5 years records; Wage rate tables are 1 or 2 years;
structures) State requires 2 years; 29 CFR 516.6, 29
CFR 1602.14, GC §§12946, 34090
Bureau of National Affairs recommends 2
. . years for all supplementary Personnel
HR-016 ReHsuomuf:es Correspondence (L:;t?; ?T;;ZEZ:fégsgzieitzi[izyaﬁ ;if;egi:o) 2 years lrecords; Wage rate tables are 1 or 2 years;
y State requires 2 years; 29 CFR 516.6, 29
~JICFR 1602.14, GC §§12946, 34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Office of

HR-No. Record Record Type Records Description Retention / Dlspo§ft|on
. Inactive
(OFR) ( :‘;'f‘i':e) (Records
Center)

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

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

All State and Federal laws require retention

Human Department of Fair Employment & Housing/Equal Final - until final disposition of formal complaint;
HR-017 Resources EEO Cases Employment Opportunity Commission (DFEH or Disposition + - Dispasition: +: {State requires 2 years after "fully and finally
EEOC) Claims 3 years : disposed"; 2 CCR 7287.0; GC §§12946,
34090
Transitory or source records not retained in
Human DMV Pull Notices / Printouts (Excludes Fire & the ordinary c.ourse of busme_ss; CHP ?Ud[ts
HR-018 Correspondence . : 2 years every 2 years; Bureau of National Affairs
Resources Police - Pre-employment & Pull Notice Only)
recommends 2 years for all supplementary
tPersonnel records; GC §34090
D.0.T. Requires 5 years for positive tests,
refusals, annual summaries, etc, 1 year for
Human DOT Drug & Alcohol Program / Test Results & negative tests; EEOC / FLSA / ADEA (Age)
HR-019 RESOUICES Subject Supporting Test Documentation (All - Positives and 2 years 3 years requires 3 years physical examinations; State
Negatives) Law requires 2 years; 29 CFR 1627.3(b)(1)(v),
GC §8§12946, 34090; 49 CFR 655.71 et seq.;
49 CFR 382.401 et seq.
) Human EEO-4 Reports and records required to generate
HR-020 Resources EEO Cases EEO-4 report (Self-Identification Form, etc.) 3 years 29 CFR 1602.30
Final
HR-021 Human EEO Cases EEO Investigations and Claims Disposition + Department preference; GC §34090
Resources
3 years
Employee Suggestion Program
H .
HR-022 R Hman Subject Excel log, original suggestion form, copy of memo to 5 years IDepartment preference; GC §34090
esources : .
referred Department(s), and Memo to City Manager's
Office.
Department preference; All State and Federal
Human Grievances and Informal Complaints (all) and Separation + llaws require retention until final disposition of
HR-023 EEO Cases S " .
Resources Investigations 3 years formal complaint; State requires 2 years after

-Haction is taken; GC §§12946, 34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Page HR-4

|
i

I Office of

HR-No. Record Record Type Records Description Retention / Disposition
Inactive
Active
(OFR) (in office) (Records

Center)

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

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

HR-024 Human Training Harassment Prevention Training (materials/Sign-in 7 years . 5 CCR 7288.0
Resources Sheets)

; Human . N Department preference (required of selected
HR-025 Resources Logs Hepatitis B Vaccinations 3 years employees every 2 years; GC §34090
HR-026 Human Source Human Resources Database (PeopleSoft) Indefinite Data Fields / Records are interrelated; GC

Resources §34090
Non-citizens must re-certify periodically; RICA
recommends 1 year from termination or 3
Human Employee vears from hiring, whichever is later; EEOC /
HR-027 Logs I-9's Separation + FLSA / ADEA (Age) requires 3 years for "any
Resources A
3years other forms of employment inquiry”; State Law
irequires 2 -3 years; 29 CFR 1627.3(b)(i), GC
§§12946, 34090
HR-028 Human Source Identification Badge Database Indefinite Data Fields / Records are interrelated; GC
Resources §34090
Department preference; EEOC/FLSA/ADEA
(Age) requires 3 years for promotion,
o . e e demotion, transfer, selection, or discharge;
HR-029 ReHsuomu?;es Recruitment éoiggéa:tl:;astlons / Job Analysis / Classification P State Law requires 2 -3 years; retirement
p ibenefits is 6 years from last action; 29 CFR
1602.31 & 1627.3(b)(2), 8 CCR §3204(d)(1)
et seq., GC §§12946, 34090; 29 USC 1113
Labor Relations Files, All Related Compensation
Human Data
HR-030 Labor Relations P Department Preference; GC §34090
Resources o .
(Negotiation Notes, Correspondence, Interpretation
of MOU Provisions, Documentation, etc.) N
Labor Relations: Benefit Administration Department Preference; Bureau of National
Human . . Affairs recommends 2 years for all
HR-031 Resources Labor Relations (lnclpdes coptract amendment, actuarial 're_ports, P supplementary Personnel records: GC
service credit reports, annual employee listing,
§34090
correspondence, etc.) s

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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HR-No. (I)?f:c‘:;srzf Record Type Records Description Retention / Disposition
. Inactive
(OFR) " :Z:,'f‘i’:e) (Records
Center)

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.qg. last document + 2 years), since destruction is normally performed by file folder.
L itigation, complaints, claims, public records act requests, audits and/or investi@tions suspend normal retention periods (retention resumes after seitlement or completion).

Human

Labor Relations: Benefit Plan Documents

= lIDepartment preference; EEOC / ADEA (Age)

requires 1 year after benefit plan termination;
Federal law requires 6 years after filing date

HR-032 Resources Labor Relations (CalPERS, etc.) P for retirement; State Law requires 2 years
after action; 29 CFR 1627.3(b)(2); 29 USC
1027; GC §§12946, 3409
Department Preference to cover the possible
length of employment of any employee or
Human . LiveScan Responses or Logs (CORI Responses) | Separation + volunteer (DOJ allows retention for legitimate
HR-033 Subject - ) o .
Resources for Employees 5 years business needs); must be maintained in a
secure and confidential file; DOJ Information
Bulletin No. 02-17-BCll; § 34090 et seaq.
. Department Preference (preliminary records
HR-034 Human Non-Record LiveScan Responses or_Logs (CORI Responses) None not retained in the ordinary course of
Resources for Unsuccessful Candidates . .
business; § 34090 et seq.
Bureau of National Affairs recommends 2
. years for all supplementary Personnel
HR-035 Rle_lsuon:?:es Correspondence Xﬁg@:\%; ?&z':;r::égfeded Increment Raises, 2 years records; Wage rate tables are 1 or 2 years;
State requires 2 years; 29 CFR 516.6, 29
CFR 1602.14, GC §§12946, 34090
Monthly Reports / Post-PeopleSoft Implementation
Human Preliminary drafts / transitory records (the
HR-036 RESOUCES Non-Record Monthly Change of Status Report, Vacancy Report, None database is the original); GC §34090, GC
Employee Activity Report, AFSCME Memo, and §6252
Interdepartmental Changes Memo
Non-Qualified Leave Audit
Bureau of National Affairs recommends 2
Human Bi-weekly report ran in PeopleSoft with handwritten notes years for all supplementary Personnel
HR-037 Resources Correspondence regarding ho?/v much sick asd vacation accruals to deduct 2 years lrecords; 29 CFR 516.6, 29 CFR 1602.14, GC
from employees who do not meet the requirement to earn §§12946, 34090
their accrual(s).
HR-038 Human Correspondence Outside Employment (Logs, Correspondence, 2 years Department preference; GC §34090
Resources Reports)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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HR-No. Office of Record Type Records Description Retention / Disposition
Record -
. Inactive
(OFR) (i:z?;i,:e) (Records
Center)

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

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

HR-039 Human Personnel Personnel Files - Benefits File Separation + P : Department preference; GC §§12946, 34090
Resources 2 years
Department Preference; EEOC/FLSA/ADEA
Personnel Files - Employees (Regular, As- (Age) requires 3 years for_ promotlpn,
. . demotion, transfer, selection, or discharge;
Human Needed and Public Safety Volunteers) Separation + . R
HR-040 Personnel P State Law requires 2 -3 years; retirement
Resources 2 years . -
Includi it intervi q fbenefits is 6 years from last action; 29 CFR
neluding exit INterview recoras 1602.31 & 1627.3(b)(2), 8 CCR §3204(d)(1)
et seq., GC §§12946, 34090; 29 USC 1113
Department preference; Files maintained
HR-041 Human Personnel Personnel Files - Medical File Separation + P separe_ttely; Claims can be mgde for 30 years
Resources 2 years for toxic substance exposure; 8 CCR
§3204(d)(1) et seq., GC §§12946, 34090
Recruitment and Testing File (Except As-Needed
Employees) Department preference; EEOC / FLSA / ADEA
Human (Age) requires 1-3 years; State Law requires 2
HR-042 | o cources Logs (Includes Advertisements, Job Brochures, Test Data, 3 years - 3 years; 29 CFR §1602 et seq &
Applications, Testing Analysis & statistical Metric, Rating 1627.3(a)(5) and (6), 2 CCR 7287.0(c)(2), 8
Sheets, Scantrons, Rater's Profile & Confidentiality CCR §11040(7.(c)), GC §§12946, 34090
Agreement, Eligible Lists, Correspondence, etc.)
HR-043 Human Logs Recrgltment Number List (Primarily a log of the 3 years Department preference; GC §34090
Resources recruitment numbers)
Finance /
HR-044 Admin. Claim Retiree Medical Reimbursement Claims 5 years Department preference; GC §34090
Services
Human Retiree Medical Reimbursement Program
HR-045 Subject 2 years 3 years Department preference; GC §34090
Resources C
(Applications and Spreadsheets)
Human Studies & Surveys Conducted on Behalf of the City
HR-046 Correspondence |(Sick Leave, Attrition, Benefits, etc.) Excludes 2 years Department preference; GC §34090
Resources e - .
| classification and reorganization studies

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Office of

HR-No. Record Record Type Records Description Retention / Dlspo§ff|on
. Inactive
(OFR) ( :z?f‘l’:e) (Records
Center)

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.

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

Time & Labor Adjustment Record

HR-047 RHuman Report Excel Workbook and paper logs that list all timesheet 5 years Meets auditing standards; GC §34090
esources . .
adjustments made by Human Resources per pay period
during the auditing process.
HR-04g | _Human Source Training Database Indefinite Data is interrelated; GC §34090
Resources
Unemployment Insurance Claims and Appeals
Human Final Department preference (meets municipal
HR-049 Resources Claim DE 1101 Claim Forms, DE 4601 forms, Notices of Disposition + government auditing standards); GC
Determination / Ruling, CUIAB Appeals, CUIAB Decision, 5 years §§12946, 34090
petitions, Correspondence, etc.
Human . S . Ia_st_test
HR-050 Resources Inspections Validation Studies for Examinations administered| 5 years Department preference; GC §34090
+ 5 years
Transitory records not retained in the ordinary
Human e course of business (does not materially
HR-051 RESOUICEs Non-Record Verifications of Employment / Logs None impact the public's business) GC §34090 et

“seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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Office of

HR-No. Record Record Type Records Description Retention / Dlspo?t.lon
Inactive
Active
(OFR) (in office) (Records

Center)

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.

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

RISK MANAGEMENT
Re:gLnrigs / Department Preference; Preliminary draft hot
HR-052 : Inspections Injury Log 10 years retained in the ordinary course of business;
Risk
GC §34090
Manag.
Previous MSDS may be obtained from a
H service; MSDS may be destroyed as long as
Resgm‘igs/ MSDS (Material Data Safety Sheet) / Chemical Use fa record of the chemical / substance /
HR-053 Risk Safety Report Form (or records of the chemical / 30 years agent, where & when it was used is
Manag substance / agent, where & when it was used) IImaintained for 30 years; Applies to qualified
’ employers; 8 CCR 3204(d)(1)(B}(2 and 3), GC
§34090
Department Preference; Calif. Labor Division
Human {lis required to keep their records 7 years;
HR-054 Resources / Requlatorv Filinas OSHA Insurance Certificates, Inspections & 7 vears OSHA requires 5 years; State law requires 2
Risk guiatory FRINGS | sitations, Log 200, 300, 300A, 301, etc. y vears: 8 CCR 14300.33(a); 29 CFR 1904.33,
Manag. 29 CFR 1904.44; GC §34090 et seq.; LC
§6429¢c
Human
HR-055 Resoyrces / Correspondence QSHA _Internal Safety Meeting Correspondence 2 years Department preference; GC §34090
Risk (including notes)
Manag.
Rel:gumrigs/ Medical Department Preference; Preliminary draft not
HR-056 . L Settlement Log 20 years retained in the ordinary course of business;
Risk Coordination
GC §34090
Manag.
Human -
L i Department Preference; Preliminary draft not
HR-057 Resogrces/ Regulato'ry Temporary Disability Hours (TDH) and Modified 10 years retained in the ordinary course of business:
Risk Timekeeping Duty Logs
Manag GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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HR-No. Office of Record Type Records Description Retention / Disposition
Record
. Inactive
(OFR) Active | pecords

(in office) | Centen)

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.

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

Human
Resources / L Preliminary draft not retained in the ordinary
HR-058 Risk Non-Record Temporary Disability Hours (TDH) Worksheets None course of business: GC §34090
Manag.
Human e
Resources / Workers Compensation Claim Runs / Experience Department preferenc_e (meets auo!ltmg
HR-059 ) Report 5 years standards and allocation formulas); GC
Risk Reports
§34090
Manag.
Rel_slgg]rigs / Department preference (meets auditing
HR-060 Risk Logs Workers Compensation Equipment Purchase Log 3 years standards and allocation formulas); GC
§34090
Manag.
Department preference; Claims can be made
for 30 years for foxic substance exposure;
Claims are required for five years after the
Human . - . .
Resources /| Workers Comp Separation + end of compensation, or injury, whichever is
HR-061 . : Workers Compensation Files P longer; the Workers Compensation Appeals
Risk Claims 2 years - .
Manag Board may destroy their records after 5 years;

8 CCR §3204(d)(1) et seq., 8 CCR 10102,
10755, 10758, 15400.2; 29 CFR

211910.1020(d); GC §§12946, 34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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iIT-No. ORngrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) Active 1 Records
(in office)
Center)

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

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

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

TUsed for Disaster Recovery Purposes Only;

Information . Considered a copy and can be destroyed None;
IT-001 Technology Recordings | Backup Tapes - DAILY (Monday - Thursday) 4 weeks tapes are in autochangers and are overwritten; GC
§34090 et seq.
EUsed for Disaster Recovery Purposes Only; Store
Information off-site in commercial storage for disaster
IT-002 Recordings  |Backup Tapes - WEEKLY (Friday) 4 weeks fIrecovery; Considered a copy and can be
Technology ; . . .
destroyed None; retention based on administrative
value; recycle tapes; GC §34090 et seq.
IT-003 Information Non-Record Inventory, Information Systems (Drafts not Until Preliminary documents not retained in the ordinary
Technology accessible to the public) Superseded course of business; GC §34090 et seq.
(T-004 Information Non-Record Network Configuration Maps & Plans (Drafts not Until Preliminary documents not retained in the ordinary
Technology accessible to the public) Superseded course of business; GC §34090 et seq.
IT-005 Information Correspondence Project Mane_zgement (Project Workbook, 2 years Department preference; GC §34090 et seq.
Technology Implementation Plans, etc)
Information Department preference (meets municipal
IT-006 AP Payments |Telephone Bill Detail Backup 7 years government auditing standards); GC §34090 et

Technology

cEseq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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If the record is not listed here, refer to the Retention for City-Wide Standards

LIB-No. ?Zszr:f Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) ( :z':;i':e) (Off-site,
OD or Mfr

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

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

LIB-001 Library Reference Board of Library Trustees P é]Brown Act challenges must be filed within 30 or 90
AGENDAS, AGENDA PACKETS : days of action; GC §§34090, 54960.1(c)(1)
Board of Library Trustees (f%g::a:rs d Notes taken to facilitate the writing of the minutes
LIB-002 Library | Correspondence MINUTES & BYLAWS Originals to Hcan be destroyed after minutes have been adopted;
copies City Clerk)
LIB-003 Library Collections  |Collection Agency Assignments, Lists & Statements| 7 years
LIB-004 | Lead Dept. | Correspondence |Deposit Backup / Detail for Cash Deposits 2 years
LIB-005 Library | Correspondence Facility Rental Applications (Rgom 'Reservatlons, 2 years
etc. - also see Insurance on City-wide)
Final : v .
. . . ‘fPer California State Library Records Management
LIB-006 Library Grants Grants - Library (Successful) E:(pse;:gl:sre IProgram Requirements (April 27, 1998); GC §34090
LIB-007 Library | Correspondence |Grants - Library (Unsuccessful) 2 years
LIB-008 Library | Correspondence |Handouts: Adult and Children’s Programs 2 years
LIB-009 Library | Correspondence |Interlibrary Loan Requests / [LL Requests 2 years
Planning & :
LIB-010 |Inspection / Reference Library Building Plans / Specifications P -JDepartment preference; GC §34090
Building :
. Library Management System / Database . -ADepartment preference; Data Fields / Records are
LIB-011 Library Source Indefinite nterrelated: GC §34090
COLLECTION : '
- Library Management System / Database . ‘IDepartment preference; Data Fields / Records are
LIB-012 Library Source Indefinite :linterrelated' GC §34090
OTHER THAN PATRON or COLLECTION : '
Library Management System / Database (No Debt) | Expired with ) . .
LIB-013 Library | Correspondence No Debt + 2 'Iafgr?:lr;(zg? g(e)fg;e:ggé Data Fields / Records are
PATRONS years : '
_ . Library Management System / Database (Debt) Expired with MDepartment preference; Data Fields / Records are
LIB-014 Library Collections Debt + 7 Hinterrelated: GC §34090
PATRONS years : ’
LIB-015 Library | Correspondence |LMT (Library Management Team) Minutes 2years |  EiuZyears JGC §34090
: Department Preference; Preliminary Drafts /
LiB-016 Library Non-Record |Patron Applications for Library Cards None ¥ Transitory records not retained in the ordinary
‘Hcourse of business; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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LIB-No. (l)?fzggrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) y :z?f‘::e) (Off-site,
OD or Mfr) B

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

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

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

LIB-017 Library | Correspondence |Performance Agreements (no consideration) 2 years
LIB-018 Library | Incident Reports |Problem Patrons / Incident Reports Ina;g\:ra; 2 Department preference; GC §34090
) . ) Program Sign Ups (e.g. Children's Programs, Preliminary / Transitory documents not retained in
LIB-019 Library Non-Record Summer Reading) None the ordinary course of business; GC §34090
LIB-020 Library Report Receipts for Lost Books, etc. 2 years 3 years lg/l;;(’;;(r)n unicipal government auditing standards; GC
Historical
LIB-021 Library Documents / |Records of Significant Historical Value P Department preference; GC §34090
Artifacts
. Release Forms / Exhibit Waivers / Photo Releases

LIB-022 Library | Correspondence (Artists / Exhibitor's) 2 years GC §34090

LIB-023 Library Non-Record |Reports: Library Statistics / Circulation Reports None Copies / Preliminary Drafts; GC §34090.7
Transitory records not retained in the ordinary

LIB-024 Library Non-Record |Reports: Other than Annual Report - Library None course of business; Library system qualifies as a .
trusted system and can re-create reports accurately;
GC §34090

Sign-In / Sign Out or Log-in / Log-out Department Preference; Preliminary Drafts /
LIB-025 Library Non-Record Includes Internet Access Logs Summer Reading, None Transitory recprds |.10t retained in the ordinary
otc ‘Jcourse of business; GC §34090
LIB-026 Library Routine State Library Report 4 years Department preference; GC §34090
) . TBR (Transaction Based Reimbursement) & ILL ‘IDepartment preference to track reimbursement; GC

LIB-027 Library Report (Interlibrary Loans) Statistics 5 years '1§34090

LIB-028 | Library Subject  |Tutors and Leamers Individual Case Files '”352‘::; 5 IDepartment preference; GC §34090

LIB-029 | Library Recordings | Video Recordings of Library Activity 28 days {Poes not record regular and ongoing operations; GC

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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MCC-No. OF:Zgerf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:‘;'f‘i’:e) (Records
Center)

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

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

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

AWARDS & MEMENTOS: Received by the

Federal and County, Miss Santa Clara Pageant,
Sister Cities, Awards/Mementos (received by
individuals), Copies of Newspaper Clippings, DVD's
of City Council Meetings (copies), etc

Mayor & Awards & - ; :
MCC-001 City Council] Mementos City (Physical item) P Department preference; GC §34090
REFERENCE: Significant Historical Value
MCC-002 'Mayor & . Reference ) . . current + 4 P Department preference; GC §34090
City Council Awards/Mementos List (received by the City), years
Proclamations List (given by the City) etc
ROUTINE: Copies of originals created in the
Mayor and Council offices
MCC-003 C.Maélor & i Routine 4 years Department preference; GC §34090
ity Counci Recognition ltems given by the City: Proclamations,
Certificates, Letters of Recognition, Appreciation
Plaques Listina: timekeeping entries
CORRESPONDENCE: Incoming/outgoing,
general information (copies)
MCC-004 C[’:/;aélg[lfcll Correspondence Mayor and Council Chron, Corﬁp|aints/ConcernsY Cur;:;:_;’ 2 Department preference; GC §34090
Calendars, Condolences, Adjournments, Schedule
of Events, Council Reading, City Depts & Agencies,
49ers, etc
NON-RECORD: Organizations,
Commissions, Committees, Districts, Social
Organizations
Mcc-005 | Mayord | \on Record Council Committees (internal and external), City None Department preference; GC §34090
City Council Commissions, League of California Cities, State,

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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P&R-No. ORT:ce)rgf Record Type Records Description Retention / Disposition Comments / Reference
_llnactive (Off{:
(OFR) (i:gtflf‘ilze) site, OD or
Mifr)

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

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

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

ADMINISTRATION
R

s S0 e .
Parks & . . . L .
P&R-001 | Recreation| Reference |- ark History File (Building Dedications, Facility p Department preference; GC §34090
/ Admin. Evaluations, etc.)
Capital Improvement Projects (CIP) / Jobs: Some grant funding agencies require audits; Statute
Administration File A}'to y;iarsdpr of Limitations for Errors & Omissions is 10 years;
Parks & Upon Ageircy LK:JC;:,:gif : ‘fPublished Audit Standards=4-7 years; Statute of
P&R-002 | Recreation| Project Admin |project Administration, Certified Payrolls, Completion required B ¥ Limitations: Contracts & Spec's=4 years, Wrongful
/ Admin. Construction Management Logs, Daily Inspection whichever’is Death=comp. + 5 years, Developers=comp. + 10
Diary, Project_ Schedules, Progress meetings, Real longer years; Statewide guidelines propose termination + 5
Estate Appraisals, etc. years; CCP §§336(a), 337 et. seq., GC §34090
Capital improvement Projects (CIP) / Jobs:
Permanent File
Parks & Plans, Record Drawings / "As Builts", Specifications, Department preference;.retalned- for disaster
P&R-003 | Recreation Contracts  |Bids/RFPs, Successful Proposal, Change Orders, Upon. P preparedness purposes; Statewide gundellr.les
/ Admin Inspections, Materials Testing Reports, Grading Completion propose Permanent for Infrastructure plans; GC
’ Permits, Hazardous Materials Reports, Notice of §34090
Compiletion, }&M Manuals, Photos, Real Estate
Appraisals, Soils Reports, Studies, Submittals,
Surveys, etc.
IDepartment preference; Statute of Limitations:
Parks & Contracts & Spec's=4 years, Wrongful Death=Comp.
P&R-004 | Recreation| Agreements Agreements: Maintenance Agreements Completion 5 years 5+ 5 years, Developers=Cpmp. + 19 years; E&O
/ Admin {Creeks, Trails, etc.) Comp + 10 years; Pub_hshed Audit Standards=4-7
’ years; Statewide guidelines propose termination + 5
years; CCP §8§336(a), 337 et. seq., GC §34090
Parks & Parks and Recreation Commission
P&R-005 | Recreation | Correspondence 2 years GC §34090
/ Admin. AGENDAS, AGENDA PACKETS
Parks and Recreation Commission
P&R-006 | City Clerk |Correspondence 2 years GC §34090

MINUTES & BYLAWS

Copies - Forward Originals to City Clerk

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PARKS & RECREATION

SANTA CLARA, CA.

Page P&R-2

P&R-No. %T::::rzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive  (Off-:
(OFR) (i:‘;:,'f‘i’fe) site, OD or
Mfr)

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

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

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

CEMETERY L
Parks & City Ceme?ery Internmer]t Records . 3 INo specific time period mentioned in law; HS
P&R-007 | Recreation Reference |(Ownership / Plot location / relocation, date P 558330, 8331
/ Cemetery of receipt and internment, etc.) '
Parks &
P&R-008 | Recreation Reference |Deed Books (Cemetery Deeds) P GC §34090
/ Cemetery
Parks & |Agreements and .
P&R-009 | Recreation Leases Endowment Care Agreements P Jggfggg ent preference; CCP §337 et seq., GC
/ Cemetery Significant
Parks &
P&R-010 | Recreation Reference |Indexes: Burial Index / Cremation Index, etc. P Department preference; GC §34090
/ Cemetery
Parks &
P&R-011 | Recreation Reference Lot Books (Cemetery) P GC §34090
/ Cemetery
Parks &
P&R-012 | Recreation Reference  |Plot Books P GC §34090
/ Cemetery
Parks & , .
P&R-013 | Recreation Reference  |Repurchase of Graves P ggfgggq ent preference; CCP §337 et seq., GC
/ Cemetery
P&R-014 | City Clerk |Correspondence (Sg;‘;i‘;')e of Fees 2 years GC §34090.7
P&R-015| Finance Reference |Statement of Sale P Department preference; GC §34090.7
Parks &
P&R-016 | Recreation| Project Admin |Worksheets (Detail of Arrangements) 10 years Department preference; GC §34090
/ Cemetery

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PARKS & RECREATION

SANTA CLARA, CA.

Page P&R-3

P&R-No. ?stgrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive (Off-ff
(OFR) (i:‘;tf'f‘i’se) site, OD or
Mfr)

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

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

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

PARKS & PLAYGROUND / PARKS SERVICES

P&R-017

Parks &
Rec / Parks
&
Playground
/ Parks
Services

Correspondence

Equipment Materials & Instructions

Life of
Equipment +
2 years

BT

GC §34090 et seq.

P&R-018

Parks &
Rec / Parks
&
Playground
/ Parks
Services

Source

Key Management / Tracking Log

indefinite

Department Preference (data is interrelated); GC
§34090

P&R-019

Parks &
Rec / Parks
&
Playground
/ Parks
Services

Correspondence

Paints & Finishes, Janitorial Supplies, etc.

Also see MSDS on City-wide

2 years

GC §34090

P&R-020

Parks &
Rec / Parks
&
Playground
/ Parks
Services

Reference

Park Sites / Historical Files

Department preference; GC §34090

P&R-021

Parks &
Rec / Parks
&
Playground
/ Parks
Services

Correspondence

Pesticide Applications

Also see MSDS on City-wide

2 years

Department Preference (agricultural pesticide
records are required for 2 years); GC §34090; 3 CCR
6623, 40 CFR 171.11 et seq.

P&R-022

Parks &
Rec / Parks
&
Playground
/ Parks
Services

Correspondence

Playground Inspections

2 years

GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PARKS & RECREATION
SANTA CLARA, CA.

Page P&R-4

P&R-No. (;f::grgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive (O}
(OFR) (i:‘;tf'f‘i'fe) site, OD or
Mfr)

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

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

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

Record Drawings / "As Builts” of Parks I
P&R-023 | Engineering Reference |Facilities P Department preference; GC §34090.7
(Copies)
Parks &
Rec / Parks
& — . . 2 years . .
P&R-024 Playground Correspondence| Swimming Pool Chemical Readings DHS requirement; GC §34090
/ Parks
Services

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PARKS & RECREATION

SANTA CLARA, CA.

Page P&R-5

P&R-No. ?af:gsr:f Record Type Records Description Retention / Disposition Comments / Reference
. Inactive (Off-i
(OFR) (i:‘;‘f‘i’:e) site, OD or ||
Mfr)

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

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

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

RECREATION - CRC - C
o

OMMUNITY RECREATION CENTER

Parks &
) Rec./ . Accident Reports - Not Significant - First Aid Significant Accident Reports are sent to the City
P&R-025 Recreation Incident Reports (bandages, scratches, etc) 2 years Attorney; GC §34090
/CRC
Parks & Activity / Special Programs / Special Event J
P&R-026 Rec. / Correspondence Files 2 years Department preference; GC §34090
Recreation
/CRC Classes
P&R-027 | City Clerk |Correspondence égt;\,"etz Guides 2 years City Clerk maintains originals; GC §34090.7
The statute of limitation for errors and omissions is
Parks & Agreements for Contractors: Class Instructors, . not appl!cable; State\A]/clde guudelm_es p ropose
P&R-028 Rec./ Agreements | Sports Leagues, etc Completion 3 years completion + 5 years or non-capital |mprovemept
Recreation T + 2 years contracts & completion + 4 years for transportation
/ CRC and concessionaire agreements; CCP §§336(a), 337
et. seq., GC §34090
Parks &
P&R-029 Rec. / Correspondence|Banner Permits 2 years GC §34090
Recreation
/CRC
Parks &
P&R-030 Rec. / Reference  |CRC Historical Records P Department Preference; GC §34090
Recreation
/ CRC
Psgésf‘ Department Preference (Transitory record not
P&R-031 Recreétion Non-Record |Evaluations/Surveys (Program Evaluations) None fretained in the ordinary course of business); GC
I CRC §34090
Parks & . .
Rec. / Facility Use Agreements / Room Reservations
P&R-032 Recree.ltion Correspondence|/ Equipment Applications or Books, Alcoholic 2 years GC §34090
/CRC Beverage Applications

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PARKS & RECREATION

SANTA CLARA, CA.

Page P&R-6

P&R-No. ORf:gsrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive (Off-f:
(OFR) (i:ztflf‘i,:e) site, ODor |
Mfr)

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

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

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

AMieets auditing standards; Grants covered by a
Consolidated Action Plan are required for 5 years;
Parks & Uniform Admin. Requirements for Grants to Local
} Rec. / Grant Program (Grants to Others through Governments is 3 years from expenditure report or
P&R-033 Recreation Grants Friends of Parks & Recreation) 5 years final payment of grantee or subgrantee; HUD
/CRC requires 3 years; statewide guidelines propose 4
years; 21 CFR 1403.36 & 1403.42(b); 24 CFR 85.42,
& 570.502(b), 29 CFR 97.42; GC §34090
Parks &
P&R-034 Rec.i Source Recreation Database Indefinite Department Preference; data is interrelated; GC
Recreation §34090
/CRC
Parks & Registration Forms / Fee & Charge / Liability
Rec. / Forms / Release of Liability Forms /
P&R-035 Recreation Correspondence Permissions etc.: Camps, Field Trips, 2 years GC §34090
/CRC Authorization to give Medicine, etc.
Ps(rel:;s /& Sign-in / Sign-out sheets
P&R-036 i Non-Record None GC §34090
Recreation Drop in Tennis, Ceramics, Babysittin
/ CRC p ) ) Y 9
Parks &
Rec. / . Subject / Reference Files: Subjects other than .
P&R-037 Recreation Subject Specifically Mentioned in Retention Schedules S years Department Preference; GC §34090 et seq.
/CRC

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PARKS & RECREATION

SANTA CLARA, CA.

Page P&R-7

P&R-No. (')Rf:g:rzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive (OFf-J:
(OFR) (i:“;'f‘i’cee) site, OD or
Mfr)

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

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

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

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

P&R-038

Parks &
Rec./
Recreation
[/ Senior
Center

Subject

Activity / Special Programs / Special Event
Files

Tour Programs, etc.

5 years

RECREATION - SENIOR CENTER

EDepartment preference; GC §34090

P&R-039

Parks &
Rec./
Recreation
/ Senior
Center

Agreements

Agreements for Nurses

Completion
+ 2 years

3 years

Department preference; Statute of Limitations is 4
years; CCP §337; §343

P&R-040

Parks &
Rec./
Recreation
/ Senior
Center

Non-Record

Evaluations/Surveys (Program Evaluations)

None

Department Preference (Transitory record not
[retained in the ordinary course of business); GC
§34090

P&R-041

Parks &
Rec./
Recreation
/ Senior
Center

Correspondence

Facility Use Agreements / Room Reservations
/ Equipment Applications or Books, Alcoholic
Beverage Applications

2 years

GC §34090

P&R-042

Parks &
Rec./
Recreation
/ Senior
Center

Correspondence

Lapidary / Woodshop Sign-Ups

Inactive + 2
years

EDepartment preference; GC §34090

P&R-043

Parks &
Rec./
Recreation
/ Senior
Center

Routine

Nutrition / Food / Lunch Program Registrations
(Confidential)

4 years

City administers program for the County; meets
Uniform Grant Requirements; Uniform Admin.
Requirements for Grants to Local Governments is 3
years from expenditure report; statewide guidelines
propose 4 years; 24 CFR 85.42 & 570.502(b), 29
CFR 97.42, GC §34090

P&R-044

Parks &
Rec./
Recreation
/ Senior
Center

Correspondence

Registration Forms / Fee & Charge / Liability
Forms / Release of Liability Forms /
Permissions etc.: Camps, Field Trips,

Authorization to give Medicine, etc.

2 years

GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PARKS & RECREATION -

SANTA CLARA, CA.

Page P&R-8

P&R-No. (Ifzgsr:{f Record Type Records Description Retention / Disposition Comments / Reference
_ |inactive (OffF |’
(OFR) (i:‘;'f‘i':e) site, OD or
Mfr)

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.

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

Parks &
Rec. / Senior Commission Brown Act challenges must be filed within 30 or 90
P&R-045 | Recreation | Correspondence 2 years days of action: GC §§34090, 54960.1(c)(1)
/ Senior AGENDAS, AGENDA PACKETS Y ’ ’ ’
Center
Senior Commission Notes taken to facilitate the writing of the minutes can
P&R-046 | City Clerk |Correspondence MINUTES & BYLAWS 2 years Igg4doe;(’;royed after minutes have been adopted; GC
Copies - Forward Originals to City Clerk
Parks & Lo ;
Rec. / Sign-in / Sign-out sheets
P&R-047 R/egr:lfig?n Non-Record Computer Lab, Fitness Center, Swim Center, None GC §34090
etc.
Center
Parks &
Rec. / Subiject / Reference Files: Subjects other than
P&R-048 | Recreation Subject 1e . L € 5 years [IDepartment Preference; GC §34090 et seq.
/ Senior Specifically Mentioned in Retention Schedules
Center

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: PARKS & RECREATION

SANTA CLARA, CA.

Page P&R-9

P&R-No, (‘)_::gjrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive (O}
(OFR) ( :ztf'f‘i’fe) site, OD or
Mfr)

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 (eﬁq. Jast document + 2 years), since destruction is normally performed by file folder.

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

RECREATION - TEEﬂCENTER

iy

T
Parks & Activity / Special Programs / Special Event ~IDepartment preference; EEOC / FLSA / ADEA (Age)
Rec./ Binders requires 1-3 years; State Law requires 2 - 3 years; 29
P&R-049 | Recreation Subject 5 years CFR 1602 et seq & 1627.3(a)(5) and (6), 2 CCR
[ Teen Various Teen Programs. Includes As-Needed Staff 7287.0(c)(2), 8 CCR §11040.7(c), GC §§12946,
Center Recruitment, Time Sheets 34090
Parks &
Rec. / Department Preference (Transitory record not
P&R-050 | Recreation| Non-Record |Evaluations/Surveys (Program Evaluations) None gretained in the ordinary course of business); GC
/ Teen §34090
Center
Parks &
Rec. / Facility Use Agreements / Room Reservations
P&R-051 | Recreation | Correspondence|/ Equipment Applications or Books, Alcoholic 2 years GC §34090
/ Teen Beverage Applications
Center
Pl:;té;& Registration Forms / !:ec_e_& Charge / Liability
P&R-052 | Recreation | Correspondence Form§ ! R elease.of Liability Eorms_/ 2 years GC §34090
/ Teen Perm13@or_13 etc.: . Camps', Eleld Trips,
Authorization to give Medicine, etc.
Center
Parks &
Rec. /
P&R-053 | Recreation | Correspondence |Scholarship Applications 2 years GC §34090
/ Teen
Center
Psgzs. /& Sign-in / Sign-out sheets
P&R-054 Re/cinaetrl]on Non-Record Computer Lab, Summer Program Attendance None GC §34090
Sheets, efc.
Center
Parks &
Rec. / Subject / Reference Files: Subjects other than
P&R-055 | Recreation Subject . . S - 5 years Department Preference; GC §34090 et seq.
I Teen Specifically Mentioned in Retention Schedules
Center

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PARKS & RECREATION Page P&R-10
SANTA CLARA, CA.

P&R-No. ?Qf:':grzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive (Off- :
(OFR) (i:f)f,'f‘i’je) site, OD or
Mfr)

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

Parks &
Rec. /
P&R-056 | Recreation Reference | Teen Center Historical Records P Department Preference; GC §34090
/Teen
Center
Parks &
Rec. / Youth Advisory Commission Brown Act challenges must be filed within 30 or 90
P&R-057 | Recreation | Correspondence 2 years days of action: GC §§34090, 54960.1(c)(1)
/ Youth AGENDAS, AGENDA PACKETS Y ’ ’ )
Center
Youth Advisory Commission INotes taken to facilitate the writing of the minutes can
P&R-058 | City Clerk |Correspondence MINUTES & BYLAWS 2 years t§)§4d0egséroyed after minutes have been adopted; GC
Copies - Forward Originals to City Clerk :

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: PARKS & RECREATION

SANTA CLARA, CA.

Page P&R-11

P&R-No. ?::sr:;f Record Type Records Description Retention / Disposition Comments / Reference
. Inactive (Off-I-
(OFR) (i:‘f)tf'f‘i’fe) site, OD or
Mfr)

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

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

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

RECREATION - YOUTH ACTIVITY CENTER

Parks & Activity / Special Programmpecial Event
Rec. / Files
P&R-059 | Recreation Subject 5 years Department preference; GC §34090
/ Youth After School Classes, Sports, Skate Park,
Center Special Events
Parks &
Rec./ IDepar’(ment Preference (Transitory record not
P&R-060 | Recreation| Non-Record |Evaluations/Surveys (Program Evaluations) None retained in the ordinary course of business); GC
/ Youth §34090
Center
Parks &
Rec./ Facility Use Agreements / Room Reservations
P&R-061 | Recreation | Correspondence|/ Equipment Applications or Books, Alcoholic 2 years GC §34090
[ Youth Beverage Applications
Center
Parks &
Rec. / Department Preference; data is interrelated; GC
P&R-062 | Recreation Source Participant Database (Access) Indefinite ’ ’
§34090
/ Youth
Center
Ps;l::/& Registration Forms / !:et_e_& Charge / Liability
P&R-063 | Recreation | Correspondence Form§ /.R elease‘of Liability l_=orms‘/ 2 years GC §34090
/Youth Perm13_snops etc.: . Camps., f—'leld Trips,
Authorization to give Medicine, etc.
Center
Parks &
Rec. / Sign-in / Sign-out sheets
P&R-064 | Recreation| Non-Record None GC §34090
/Youth (Passage Point Software)
Center
Parks &
Rec. / Subject / Reference Files: Subjects other than
P&R-065 | Recreation Subject o . S - 5 years iDepartment Preference; GC §34090 et seq.
/ Youth Specifically Mentioned in Retention Schedules
Center

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: PARKS & RECREATION

SANTA CLARA, CA.

Page P&R-12

P&R-No. ?_::ggrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive (Off- :
(OFR) (i:zf,'f‘i’:e) site, OD or
Mfr)

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

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

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

P&R-066

Parks &
Rec./
Recreation
/ Youth
Center

Reference

Youth Activity Center Historical Records

IDepartment Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PLANNING & INSPECTION

SANTA CLARA, CA.

Page P&l-1

P&l-No. (ggggrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [I*
(OFR) (i:z?f\i,:e) (Records
Center)

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.

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

BUILDING INSPECTION

(includes commercial structural plans, Hazardous
Materials Questionnaire, etc.)

Planning & i :
P&I-001 Inspt'ecpon/ Reference Altgrpate Methods Database (Alternate Material for P Department Preference; GC §34090
Building Buildings) :
Inspection
Ii':‘“;;;gn&/ R%iize/c}f ISecurities (Performance Bonds, Letters of
P&I1-002 pect Correspondence |Bonds / Refundable Deposits / Refunds . {Credit, CD's, etc.) are released after
Building Security + 2 : -
. -lcompletion; GC §34090
Inspection years
Planning & . L
Inspection / Building Permit Applications where the Permit Dep.artm(.-:‘nt prefer_ence, Preliminary d-rafts !10’(
P&1-003 o Correspondence 2 years ‘retained in the ordinary course of business;
Building was Never Issued
. GC §34090
Inspection
Planning & Building Permit Database
inspection / . ‘IDepartment Preference - Data is interrelated;
P&I-004 | Blilding Souree | ludes Certificates of Occupancies and Indefinite GC §34090, H&S §19850
Inspection Complaints
Planning & _— . " _—
Inspection / Building Permits (All} / "Address File Statewide guidelines propose permanent; GC
P&I-005 o Reference P :
Building o . 4834090
. Includes Certificates of Compliance :
inspection
Planning & Department preference; Law requires plans be
Ins ectign/ Building Plans and Construction Documents - ‘liretained for the life of the building for other
P&1-006 Bzildin Reference Finalled - SINGLE FAMILY RESIDENTIAL - SFR P structures; Statewide guidelines propose 2
Ins ectign (less than 2 stories) and APPURTENANCES ‘lyears for blueprints & specifications; CBC
P '18108.4.3.1; H&S §19850, GC §34090
Building Plans and Construction Documents -
Finalled - INDUSTRIAL, COMMERCIAL, MULTI- Depart ¢ Pref L ires for th
Planning & FAMILY DWELLINGS, PLACES OF PUBLIC iproaf ﬂ’:‘eeguik;;e'}i’:‘gm;‘gggl“gﬁ_ orthe
Inspection / ACCOMMODATION, TENANT IMPROVEMENTS, : ne butlaing v
P&I-007 Buildin Reference PRODUCTION HOMES P Statewide guidelines propose 2 years for
Inspectign blueprints & specifications; CBC §108.4.3.1;

H&S§19850, GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PLANNING & INSPECTION

SANTA CLARA, CA.

Page P&l-2

P&l-No. g:ssrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) y :‘;tf'f‘i’:e) (Records
Center)

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

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

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

Planning &
P&1-008 In;ﬁﬁgfg / Reference Certificates of Occupancy P 4Department Preference; GC §34090
Inspection
Planning & :
P&I-009 '”;ﬁﬁgﬁf;’ Reference  |Complaints / Service Orders P 1GC §34090
Inspection
Covenants / Easements :
P&I-010 City Clerk Reference (Openings across property lines, etc.) P JDepartment preference; GC §34090.7
copies
Planning &
P&I-011 Inspection / Reference Miscellaneous Permits - "TRADE PERMITS" - P :IDepartment Preference (scanned); GC
Building Mechanical, Plumbing, Electrical trades, etc. ; §34090
Inspection :
Planning & :
P&1-012 Inspgc’gon/ Reference Miscellaneous Permits: House Moving, Party Tents, P E Department Preference (scanned); GC
Building etc. 1834090
Inspection :
Planning & Securities (Performance Bonds, Letters of
Ins ectign / Release of Credit, CD's, etc.) are released after the Notice|
P&l-013 B?Jildin Correspondence |Performance Bonds Security + 2 of Completion is issued and replaced with the
Ins ectign years ‘TWarranty Bond, which is released 1 year after
P Hline Notice of Completion date. GC §34090
Planning &
P&I-014 lnspgc’glon ! Correspondence Rep9ﬂs: Building Activity (Annual) 2 years Department Preference; GC §34090
Building (copies)
Inspection
Planning &
Inspection / . .. : .
P&I-015 Building Correspondence |Reports: Building Activity (Monthly) 2 years [iDepartment Preference; GC §34090
Inspection
Planning &
Inspection / . . .
P&l-016 Building Correspondence | Requests & Permissions to Receive Copies of Plans 2 years GC §34090 et seq.
Inspection

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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P&I-No. O;:ggrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) ( :‘;‘;i’:e) (Records
| Center)

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

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

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

P&l-017

Planning &
Inspection /
Building
Inspection

Reference

Soils Reports, Special Studies (Earthquake, etc.)

Department Preference; GC §34090

P&l-018

Planning &
Inspection /
Building
Inspection

Non-Record

Title 24 Energy Calcs, Structural Calcs

None

Department preference (preliminary drafts not
Jretained in the ordinary course of business),
JGC §34090

P&I-019

Planning &
Inspection /
Building
Inspection

Reference

Uniform Codes (UBC, UPC, UEC. Etc.)

HGC §50022.6

P&1-020

Planning &
Inspection /
Building
Inspection

Reference

Violations
(correction notices, compliance orders, stop work
notices, etc.)

Until Cleared
or Project
Completion -
P

: Department Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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P&l-No. ?ngrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive I o
(OFR) (i::’lf\i’:e) (Records
Center)
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (refention resumes after settlement or completion).
PLANNING
Planning &
Inspection / :
P&I-021 Planning Reference  |Annexations / Boundaries / Consolidations / LAFCO 5 years P ‘fLand Records; GC §34090
AND
City Clerk :
Planning & . . . 4Department Preference (the Staff Reports are
P&1-022 Inspection / | Correspondence Architectural Review Committee (ARC) Agendas 2 years ‘ifiled in the Project Entitlement Folder); GC
. and Agenda Packets :
Planning 4§34090
Planning & :
P&1-023 Inspection / Reference Architectural Review Committee Approvals / Letters P ‘Department Preference; GC §34090
Planning :
. ‘IDepartment preference; Notes taken to
Planning & ‘Ifacilitate the writing of the minutes can be
P&I-024 | Inspection/ Minutes Architectural Review Committee Minutes P : 9 )
Plannin ‘destroyed after minutes have been adopted,
9 lec §34090.7
Planning & :
P&I-025 | Inspection/ Reference Berryessa Adobe Property Files P ‘EDepartment preference; GC §34090
Planning
Planning & : Department preference (Non-Records -
P&I-026 | Inspection/ Non-Record |Census, Demographics None ! prex
. JICensus Bureau is OFR)
Planning :
Planning & . . o :
P&I-027 Inspection / Reference C.'ty .OT Santa Clara. Architecturally or Historically P ‘HDepartment preference; GC §34090
. Significant Properties :
Planning
Department preference; Case is open until
Planning & . Alsatisfactorily resolved (some cases are not
P&I-028 Inspection / Logs Code Enforcement / Abatement Case Fl[es (Includes 3 years ‘Iresolved); City Clerk maintains original staff
- appeals and Code Enforcement Complaint Letters) I .
Planning {lreports and resolutions that are presented to
4Council; CFC §104.3.4, GC §34090
Planning & Environmental Determinations: Environmental Usually filed in the project file; Final
'9 Impact Reports (EIRs), Negative Declarations, etc.) ‘lenvironmental determinations are required to
P&I-029 Inspection / Reference P : " : s
Plannin {ibe kept a "reasonable period of time"; 14 CCR
9 Inside City boundaries : §15095(c); GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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P&l-No. (gggsr:f Record Type Records Description Retention / Disposition Comments / Reference
i Inactive [
(OFR) (i:ztflf\i,:e) (Records
Center)

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

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

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

Environmental Determinations: Environmental

‘INon-records; EIRs and Negative Declarations

Planning & . -
P&I-030 | Inspection/ | Non-Record Impact Reports (EIRs), Negative Declarations, etc.) None “Jlwithin the City Boundaries are with the project
Planning Outside City boundaries (no City comments) qe
Environmental Determinations: Environmental
Planning & Impact Reports (EIRs), Negative Declarations, etc.) :
P&I-031 Inspection / | Correspondence 2 years 4IGC §34090
Planning Outside City boundaries (where the City submits
comments)
Planning &
P&I-032 Inspection / Reference General Plan, Elements and Amendments P GC §34090
Planning
Planning &
P&I-033 | Inspection/ Reference Harris Lass Property Files P {IDepartment preference; GC §34090
Planning :
Planning & o . ‘iDepartment Preference (the Staff Reports are
P&1-034 Inspection / | Correspondence Historical & Landmarks Commission (HLC) Agendas 2 years ‘filed in the Project Entitlement Folder); GC
- and Agenda Packets :
Planning 1§34090.7
Planning & S .
P&I-035 Inspection / Reference I[:Iést;[grscal & Landmarks Commission Approvals / P ‘IDepartment Preference; GC §34090
Planning
Planning & . L . .
P&I-036 Inspection / Reference Hlstonc_al & Landmarks Commission Audio p : Depgrtment preferer?ce, State law only
) Recordings requires for 30 days; GC §54953.5(b)
Planning
‘IDepartment preference (copies); Notes taken
. . s . . ‘to facilitate the writing of the minutes can be
P&I-037 City Clerk Minutes Historical & Landmarks Commission Minutes P destroyed after minutes have been adopted:
JGC §34090.7
Planning &
P&I-038 Inspection / Reference  |Jamison Brown House Property Files P [IDepartment preference; GC §34090
Planning
Planning & - i
P&I-039 | Inspection/ Reference Master Plans, Specific Plans, Bikeway Plans, etc. P “}IDepartment Preference; GC §34090
Planning -

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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P&I-No. g:ggrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) ( :‘;tf'f‘i’fe) (Records
Center)

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

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

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

Planning & -
P&I-040 Inspection / | Correspondence |Permits: Parties, Noise, etc. 2 years -§GC §34090
Planning
Planning & :#Department Preference (the Staff Reports are
P&I-041 Inspection / | Correspondence |Planning Commission Agendas, Agenda Packets 2 years filed in the Project Entitlement Folder); GC
Planning -1§34090.7
Planning & " .
P&I-042 Inspectjon / Reference Planning Commission Audio Recordings P S;Z?g??:: ggii;i’??&?;%gﬁ’&gy
Planning
Department preference (minutes are copies)
P&-043 | CityClerk |  Minutes |Planning Commission Minutes P [Notes taken to facilitate the writing of the
minutes can be destroyed after minutes have
been adopted; GC §34090 et seq.
Planning &
P&l-044 | Inspection/ Resolutions  |Planning Commission Resolutions P GC §34090 et seq.
Planning
Planning &
P&1-045 Inspection / Reference Planning Commission, Summary of Actions P Department preference; GC §34090
Planning
Planning Project Files - Approved & Unapproved
Special Permits:
Planning & Termination + “[Temporary uses; Department maintains
P&I-046 Inspection / | Correspondence | Christmas Tree Lots, Temporary Barricades with 2 years ‘Hcomplete files for administrative purposes;
Planning Artwork, Debris Boxes, Pumpkin Lots, Temporary GC§§34090

Signs, Garage Sale Permit, After Hour Permits,
Party Tents, etc.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PLANNING & INSPECTION

SANTA CLARA, CA.

Page P&l-7

P&l-No. ORT::zrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [:
(OFR) (i:‘;tf'f‘i':e) (Records
Center)

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 Project Files - Approved, Denied,
Withdrawn or Expired Permanent Entitlements

(Includes Associated CEQA Noticing, Conditions of
Approval, Public Noticing, Affidavits of

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

JProjects have a 2 year vesting (applicant must
‘Tpull permit within 2 years) -- those applications

n which the applicant does not follow through

‘Iwith permit may be destroyed after the vesting

P81.047 Il:l::ermgn&/ Project Publicaf[ion's/LegaI Advertising, Environmental Projegt b Hlperiod has. expired. D_epartm.ent maintains
Planning Determinations, Staff Reports, Plans & Maps Completion “Hlcomplete files for administrative purposes;
4Final environmental determinations are
Examples: Architectural Control, Conditional Use Permits : required to be kept a "reasonable period of
(CUPs), Design Review, Lot Line Adjustments, Parcel ime": 14 CCR §15095(c); GC§§34090,
Maps, Planned Unit Developments (PUD), Site Plans, 34000 7
Tentative Subdivisions, Variances, Zone Changes, Copies :
of Development Agreement, etc.
Plannin_g & - . . JPreliminary Documents (no application
P&1-048 lnspection/ Non-Record |Preliminary Review File None Isubmitted): GC §34090
Planning
Planning & :
P&1-049 Inspection / | Correspondence | Project Clearance Committee (internal staff) 2 years #GC §34090
Planning
Planning & . . e
P&1-050 | Inspection/ |  Reference il?fﬁﬁl Log Index / Spreadsheet / Binders of Historic P HDepartment Preference; GC §34090
Planning
Planning & Regional Organizational Studies & Programs where :
P&I-051 Inspection / Non-Record |other Agencies are the Lead (e.g. Air Quality None ‘ENon-records; GC §34090 et seq.
Planning Studies, etc.)
Planning &
P&I1-052 Inspection / Reference Santa Clara Railroad Property Files P Department preference; GC §34090
Planning
Planning &
P&1-053 Inspection / Reference Special Studies P Department Preference; GC §34090
Planning
Planning & L . .
P&I-054 Inspection / | Correspondence Subd|v.|S|on Committee / Project Clearance 2 years GC §34090
Planning Committee Agenda

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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P&l-No. %ngrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :ztf'f‘i’:e) (Records
Center)

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

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

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

Planning & - . . :
P&I-055 | Inspection / Minutes SUdeV.'SIon C.ommlttee / Project Clearance P ‘IDepartment Preference; GC §34090
. Committee Minutes :
Planning
P&I-056 City Clerk Reference iggilgsg Amendments, Zoning Text Amendments P ‘IDepartment Preference; GC §34090.7
Planning & Department Preference; City Clerk Maintains
P&I-057 Inspection / Reference Zoning Maps P originals of all documents that were presented
Planning ‘Jto Council; GC §34090.7

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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P&Il-No. c:gggrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [f:
(OFR) (i:‘;?f‘i,:e) (Records
Center)

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

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

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

HOUSING AND COMMUNITY SERVICES

Planning &
Inspection / Accounts Payable / Invoices and Backup / Warrants
P&I-058 Housing & | AP Payments |Requests 2 years 5 years Department preference; GC §34090
Community NOT forwarded to Finance
Services
5 yea;;seAfter HUD requires 5 years after the project
Planni AHS Agency - Affordable Housing Services - All Affordability : completlon,. dpcuments imposing recapture /
anning & . -Hresale restrictions are 5 years after the
Inspection / M i H o i Housing Proi ith| T Pe-no? Tarminat : affordability period terminates; Uniform Admin.
P&I-059 Housing & Subject Ray C?[ntau/nR om:e antersplp ousing Projects wit ?;mmwa_tets, mina "IRequirements for Grants to Local
Community ecapture /kesale hestrictions O;\ rZemrclenetn pGovernments is 3 years from expenditure
Services (Contract Agreements, Compliance Monitoring) Tegrminates [report; statewide guidelines propose 4 years;
’ Whichever i7s 124 cfr 85.42(b), 92.508(a) & (c)(2) &
-11570.502(b), 29 CFR 97.42(b), GC §34090
Longer o
HUD requires 5 years after the project
completion; documents imposing recapture /
Planning & . . resale restrictions are 5 years after the
Inspection / AHS Agency - Affordable Housing Services - HOME Project Hlaffordability period terminates; Uniform Admin.
. . OWNERSHIP HOUSING PROJECTS NO . s .
P&I1-060 Housing & Subject RECAPTURE / RESALE RESTRICTIONS (Contract Completion+|  EGompleti Requirements for Grants to Local
Community . o 5 years Governments is 3 years from expenditure
Services Agreements, Compliance Monitoring) ~freport; statewide guidelines propose 4 years;
124 cfr 85.42(b), 92.508(a) & (c)(2) &
1570.502(b), 29 CFR 97.42(b), GC §34090
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P&I-No. cl);::jrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [f:
(OFR) (ir?ztflf\i,:e) {Records
Center)

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

5 yeirr]s After HUD requires 5 years after the project
e . “Ilcompletion; documents imposing recapture /
Planning & . . Affordability “lresale restrictions are 5 years after the
Inspection / AHS Agency - Affordable Housing Services - HOME Pe_riod affordability period terminates; Uniform Admin.
P&I-061 Housing & Subject OWNERSHIP HOUSING PROJECTS WITH, Termmat'es, Requirements for Grants to Lcscal
Community RECAPTURE / RES_ALE RES'-I'RllCTIONS (Contract | or the Written Governments is 3 years from expenditure
Services Agreements, Compliance Monitoring) _?grefamtent report; statewide guidelines propose 4 years;
Wirlggjeefls 24 cfr 85.42(b), 92.508(a) & (C)(2) &
570.502(b), 29 CFR 97.42(b), GC §34090
Longer
HUD requires 5 years after the project
“llcompletion; documents imposing recapture /
Planning & resale restrictions are 5 years after the
Inspection / AHS Agency - Affordable Housing Services - Project affordability period terminates; Uniform Admin.
P&l-062 Housing & Subject RENTAL HOUSING PROJECTS (Contract Completion + -1Requirements for Grants to Local
Community Agreements, Compliance Monitoring) 5 years “llGovernments is 3 years from expenditure
Services report; statewide guidelines propose 4 years;
1124 cfr 85.42(b), 92.508(a) & (c)(2) &
<11570.502(b), 29 CFR 97.42(b), GC §34090
ZJHUD requires 5 years after the rental
assistance terminated; documents imposing
Planning & Termination “Hrecapture / resale restrictions are 5 years after
Inspection / AHS Agency - Affordable Housing Services - of Rental ~[ithe affordability period terminates; Uniform
P&I-063 Housing & Subject TENANT-BASED RENTAL ASSISTANCE (Contract Assistance + islAdmin. Requirements for Grants to Local
Community Agreements, Compliance Monitoring) “liGovernments is 3 years from expenditure
. 5 years - . . S .
Services “Jreport; statewide guidelines propose 4 years;

24 cf 85.42(b), 92.508(a) & (c)(2) &

11570.502(b), 29 CFR 97.42(b), GC §34090
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P&I-No. O;z:srzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) (i:z?f\i’:e) (Records
Center)

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.

Annual Plans - Reports

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

Planning & 5-year Hud Consolidated Plan
Inspection / RDA Implementation Plan
P&I-064 Housing & Analysis HUD Annual Plan 10 years Department Preference; GC §34090
Community HCD Report - HUD Caper
Services Housing Authority - Includes working Copies and
back-up
Planning &
Inspection / C . . .
P&l-065 Housing & Subject Applications fO.T.PI"OJeC’[S or Loans: Rejected 3 years 2 years GC §34090
C . (Rental Rehabilitation, etc.)
ommunity
Services
5 yee;;s;After atien HUD requires 5 years after the project
- “lcompletion; documents imposing recapture /
. Affordability - e
Planning & ) “flresale restrictions are 5 years after the
Inspection / Period = “Jaffordability period terminates; Uniform Admin
pec . BMP - Below Market Program (First Time Home Terminates, T ) - yp ' ’
P&I-066 Housing & Subject . “lIRequirements for Grants to Local
. Buyer, etc.) or the Written - . .
Community ~EGovernments is 3 years from expenditure
. Agreement - . . S .
Services Terminates “freport; statewide guidelines propose 4 years;
Whichever i,s “[i24 cfr 85.42(b), 92.508(a) & (c)(2) &
Longer :§570.502(b), 29 CFR 97.42(b), GC §34090
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P&l-No. O;:zgrzf Record Type Records Description Retention / Disposition Comments / Reference
[ .
. i Inactive
(OFR) ( :‘;?;;:e) (Records
Center)

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

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

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

EIRequired for Contracts Meets auditing
‘Istandards; Grants covered by a Consolidated
Action Plan are required for 5 years; Uniform
‘FAdmin. Requirements for Grants to Local

Planning & ‘1Governments is 3 years from expenditure
Inspection / . . . Project ‘Ireport or final payment of grantee or
P&1-067 Housing & Subject 225:3:airgtjeel\(;ltjﬁitgz:;acé?rrggczzlegfcrgzhting otc Completion + 1lsubgrantee; statewide guidelines propose 4
Community ’ S 5 years ‘Byears; 7 CFR 3016.42; 21 CFR 1403.36 &
Services '11403.42(b); 24 cfr 85.42(b), 91.105(h), 92.503,
1192.508(a)(c), & 570.502(b), 28 CFR 66.42; 29
ICFR 97.42(b); 40 CFR 31.42; 44 CFR 13.42;
145 CFR 92.42; OMB Circular A-133; GC
§34090
P&l-068 | City Clerk | Agreements Soti)?ei Agreements 5 years GC §34090.7
Planning &
Inspection / .
P&1-069 Housing & Report Draw-Downs / IDIS 5 years {[Department Prefgrence (meets munICIpal
Communit ‘Fgovernment auditing standards); GC §34090
Yy
Services
Fair Housing / Analysis of Impediments
Planning & Section 3 Plans
inspection / Draw-down Plan
P&I-070 Housing & Report LEP Plan 5 years “IDepartment Preference; GC §34090
Community Citizen Participation Plan
Services Other Plans, Procedures & documents required by
appropriate regulatory agencies
Planmr}g & Homelessness
Inspection / County Homeless Plans :
P&I-071 Housing & Analysis Reports 7 years 3years “HDepartment Preference; GC §34090
Community
. Census Surveys
Services

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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Office of

P&I-No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) (i:(;lf\ilse) (Records
Center)

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.

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

Planning &
Inspection / . I . :
P&I-072 Housing & Report Housing Rehabilitation Loan Commitiee - Agendas, 5 years ‘EDepartment Preference; GC §34090
. Agenda Packets
Community
Services
Planning &
Inspection /
P&I-073 Housing & Minutes Housing Rehabilitation Loan Committee - Minutes P “BGC §34090
Community
Services
S yea;rr]seAﬂer :}JHUD requires 5 years after the project
i “Hlcompletion; documents imposing recapture /
. Affordability -
Planning & Period resale restrictions are 5 years after the
Inspection / Housing Development Projects: . affordability period terminates; Uniform Admin.
. . Terminates, [ -
P&[-074 Housing & Subject . ~IRequirements for Grants to Local
. . ... | orthe Written - . .
Community Development Agreement, Compliance Monitoring Agreement ;iGovernments is 3 years from expenditure
Services Te?rminates “freport; statewide guidelines propose 4 years;
Whichever i’s :1124 cfr 85.42(b), 92.508(a) & (c)(2) &
4570.502(b), 29 CFR 97.42(b), GC §34090
Longer
Housing Development Projects:
:IDepartment Preference; Statute of Limitations
Planning & Funding / Silent Seconds / Loans, ifor bonds, mortgages, trust deeds, notes or
Ins ecti(?n / Reconveyances, Deed Restrictions, Covenants, “Idebentures is 6 years; Bonds issued by local
P . . etc. Loan Pay-off +igovernments are 10 years; There are specific
P&I-075 Housing & Subject - . . .
Community + 5 years “HIrequirements for disposal of unused bonds;
Services Agreements, Compliance, Environmental, Finance, CCP §§336(a)(1) & (2), 337.5(2); 24 cfr
General / Correspondence, Monitoring & Monitoring ~1185.42(b), 92.508(a) & (c}(2); GC §43900 et
Visits, Relocation, Silent Seconds Seq.
Planning &
Inspection / Requlato
P&I-076 Housing & F%Iin sry HUD Correspondence 7 years Department Preference; GC §34090
Community 9
Services

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PLANNING & INSPECTION
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Page P&I-14

P&I-No. (gzgzr:f Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) ( :‘:f'f‘i':e) (Records
Center)

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.

Neighborhood Conservation Improvement Program
(NCIP) / Rehabilitation Files (homeownership
projects without resale restrictions)

‘IMeets auditing standards; Grants covered by a

Consolidated Action Plan are required for 5
years; Uniform Admin. Requirements for

Planning & JGrants to Local Governments is 3 years from
Inspection / . - . ‘lexpenditure report or final payment of grantee
P&I-077 Housing & Subject gil;:::ss,e(ic;rrl‘t;:ct;;s, Loan Servicing, Funding, Lclag P:gr—soff B or subgrantee; statewide guidelines propose 4
Community ’ : y Jyears; 7 CFR 3016.42; 21 CFR 1403.36 &
Services . . . 1403.42(b); 24 cfr 85.42(b), 91.105(h), 92.505,
Agreements, Compliance, Environmental, Finance, & 570.502(b), 28 CFR 66.42; 29 CFR
General / Correspondence, Monitoring & Monitoring o7 42(-b)' 40 &:FR 31 49- 44 'CFR 13.42: 45
Visits, etc. CFR 92.42: OMB Circular A-133; GC §34090
]Ef';'l't?gn& / Neighborhood Conservation Improvement Program
pec : (NCIP) / Rehabilitation Files Meets auditing standards; Department
P&l-078 Housing & Subject 5 years : .
. “Ipreference; GC §34090
Community
. Procedures
Services )
Planning & .
Inspection / NEPA - National Environmental Protection Agency - . Department Prefgrence, State 'doc.:uments
. . o . Completion + “B(CEQA) are provided by Planning; State EIRs
P&I-079 Housing & Reference Environmental Determinations (EIRs, Negative P 3 . " .
Communit Declarations, etc.) 5 years :ilare required to be kept a "reasonable period of
ommunity arations, etc. “ftime;" 14 CCR §15095(c); GC §34090
Services
Planning &
Inspection / Loan Pav-off -
P&I-080 Housing & Subject Promissory Notes y -JGC §34090(a)
. + 5 years
Community
Services

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: POLICE
SANTA CLARA, CA.

Page PD-1

PD-No. | (I)':::;Zf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) (i:‘;'f‘i':e) (Records ||
Center) |-

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

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

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

ADMINISTRATION and/or CHIEF OF POLICE

Police / -
PD-001 | Admin./ |Correspondence|Annual Summary of Use of Force 2 years GC §34090
Chief
Police / Expiration + :
PD-002 | Admin./ Inspections | Carry Concealed Weapon Permits (CCW) - Approved 1% years “IDepartment preference; GC §34090
Chief
Police /
PD-003 | Admin./ |Correspondence!Carry Concealed Weapon Permits (CCW) - Denied 2 years Department preference; GC §34090
Chief ,
“fDepartment preference (Transitory or source records
Police / Superseded ~lInot retained in the ordinary course of business);
PD-004 | Admin./ |Correspondence|DMV Pull Notices (Police Employees Only) +p2 cars “HCHP audits every 2 years; Bureau of National Affairs
Chief y recommends 2 years for all supplementary
-; Personnel records; GC §34090
“[State requires for at least 5 years for Citizen's
complaints; other State & Federal laws require
Police / :|fretention until final disposition of formal complaint;
; . Internal Affairs Investigations / Complaints: Except |IState requires 2 years after action is taken; Statute
PD-005 | Admin./ Subject . . 5 years . . . )
. Officer Involved Shootings of Limitations is 4 years for misconduct; 1A and
Chief . o )
Statewide guidelines recommend 25 years for officer:
involved shootings; EVC §1045(b)(1), GC §§12946,
34090, PC §§801.5, 803(c), 832.5, VC §2547
“Istate requires for at least 5 years for Citizen's
complaints; other State & Federal laws require
Police / -iretention until final disposition of formal complaint;
- Regulatory |Internal Affairs Investigations / Complaints: Officer -1 State requires 2 years after action is taken; Statute
PD-006 | Admin./ - . 25 years o . ; )
) Filings Involved Shootings of Limitations is 4 years for misconduct; |A and
Chief . o
iIStatewide guidelines recommend 25 years for officer:
involved shootings; EVC §1045(b)(1), GC §§12946,
34090, PC §§801.5, 803(c), 832.5, VC §2547
Police / ) . . . -
PD-007 Lead Div. Timekeeping |Overtime Slips 4 years : GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: POLICE Page PD-2
SANTA CLARA, CA.

PD-No. ORf:I:srzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:(;lf‘i’:e) (Records | :
Center) f:- =00t

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

‘Department preference; EEOC / FLSA / ADEA (Age)
Police / requires 1-3 years for selection records; State Law
PD-008 | Admin./ Subject Ei?ﬁ:gi;iﬁg;?ﬁ;:d?acket - POLICE 5 years requires 2 - 3 years; 29 CFR 1602 et seq &
Chief 1627.3(a)(5) and (6), 2 CCR 7287.0(c)(2), 8 CCR
4§11040(7.( ©)), GC §§12946, 34090
Department preference; Statewide guidelines
Upon propose 7 years; Calif. Labor Division is required to
Police / Personnel Files - Police Department Employees Separation ‘Ilkeep their records 7 years; OSHA requires safety
- Temporary ’ raining 5 years; EEOC/FLSA/ADEA (Age) requires 3
PD-009 | Admin./ . . . . . Send to . - .
Chief Holding Inclt{des Evaluations, Training Certificates, Evaluations, Human : years for Promotlon, demo-tlon, transfer, §elect|on, or
Medical Records, etc. Resources {ldischarge; State Law requires 2 -3 years; 29 CFR
:111627.3(b)(ii), 8 CCR §3204(d)(1) et seq., GC
1§§12946, 34090
Police / Policies & Procedures / Operation Directives / General |Superseded
PD-010 | Admin./ |Correspondence . Department Preference; GC § 34090 et seq.
Chief Orders (Department Policies and Procedures) + 2 years ye
Police /
PD-011 | Admin./ Routine Public Relations / Citizens Police Academy 4 years Department preference; GC §34090
Chief
Police / Department Preference; preliminary drafts; GC
PD-012 | Admin./ Non-Record |Time Off Requests / Sick Slips None ! ’
Chief : §34090 et seq.
-‘IDepartment preference; Rosters are sent to POST;
Statewide guidelines propose 7 years; Calif. Labor
. Training - Department Training Records - COURSE Division is r_equired to kegp their recorf:is 7 years;
Police / RECORDS (Attendance Rosters, Outlines and OSHA requires safety training 5 years,
PD-013 | Admin./ Reference M—r—l—— ludes U fE ’t . fot 5 years P EEOC/FL.SA/ADEA (Age) requires 3 years for
Chief a. e_rla §, Includes Lse o Force traning, satety ‘promotion, demotion, transfer, selection, or
training, etc.) ‘lldischarge; State Law requires 2 -3 years; 29 CFR
:11627.3(b)(ii), 8 CCR §3204(d)(1) et seq., GC
11§§12946, 34090
Police / Weapons Database / Department Weapons /
PD-014 | Admin./ Source A Indefinite Data Fields / Records are interrelated; GC §34090
| Chief Qualifications (Employees) :

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: POLICE

SANTA CLARA, CA.

Page PD-3

PD-No. ORf:sgrgf Record Type Records Description Retention / Disposition Comments / Reference
- Inactive
(OFR) ’ :z?f‘i’:e) (Records
Center)

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

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

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

PD-015

Police /
Records

Correspondence

ADMINISTRATIVE SERVICES / PERMITS & ALARMS

Alarm Billing

2 years

PD-016

Police /
Admin.
Services /
Permits &
Alarms

Correspondence

Business Permits (Regulatory) - BUSINESS OWNER:

Massage, Taxi, etc. (Includes Digital Images)

Expiration +
2 years

PD-017

Police /
Admin.
Services /
Permits &
Alarms

Correspondence

Business Permits (Regulatory) - TECHNICIAN /
DRIVERS: Massage Technician, Taxi Driver, etc.
(Including Digital Images)

Expiration +
2 years

TGe §34000

PD-018

Police /
Admin.
Services /
Permits &
Alarms

Correspondence

Guns: Dealers Record of Sale (DROS)

2 years

PD-019

Police /
Admin.
Services /
Permits &
Alarms

Correspondence

Secondhand Dealer Permits / Pawn Broker Permits &
licenses

Close of
Business +
2 years

Department Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.

Record Type Records Description Retention / Disposition Comments / Reference

Office of |

PD-No. Record

Inactive
(Records
Center)

Active

(OFR) (in office) |

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

|Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
~ ADMINISTRATIVE SERVICES / PROPERTY & EVIDENCE |

Auction Record Sales
copies

PD-020 | Finance |Correspondence 2 years GC §34090.7

Police /
Admin.
PD-021 | Services / Subject Audits - Drug, Weapons & Money 5 years
Property &
Evidence

- Department Preference; GC §34090

“#Department Preference; GC §34090; except for PC

187, 273.5, 243(e)(i), fatal accident investigations

:fland oustanding missing persons reports.

~EDepartment preference (preliminary drafts) GC
§34090 et seq.

PD-022 Issggfd/s Crime Reports |Crime Report Photos (Evidence) / Crime Scene Photos | 2 years

PD-023 Police / Reference Detec_;ti_ves Investigation Files and Arrest Files (Notes) -
Records Homicides
Police /
Admin.
PD-024 | Services / Collections |Empty Envelopes / Backup for Money Sent to Finance 7 years
Property &
Evidence
Police /
Admin.
PD-025 | Services / Source Evidence Register Database Indefinite
Property &
Evidence
Police /
Admin.
PD-026 | Services/ Logs
Property &
Evidence
Police /
Admin. Historical
PD-027 | Services/| Documents/
Property & Artifacts
Evidence

Close Case P

“#Department Preference; GC §34090

Department Preference (data is interrelated); GC
1[1§34090

Gun and Narcotics Destruction Log (Documents related

t0) Department Preference; GC §34090

3 years

Negative Photo File (older analog photos)

Unrelated to crime reports and evidence Department Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: POLICE
SANTA CLARA, CA.

Page PD-5

PD-No. ()ngfsrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :z';'f‘i’:e) (Records
Center)
If the record is not listed here, refer fo the Retention for City-Wide Standards
Refentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
\Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention p eriods (retention resumes after settlement or completion).
RECORDS
PD-028 Police / Correspondence Ba_ll / Bond Transmittals (If not associated with a City 2 years GC §34090
Records Crime Report)
Police / After Entry :
PD-029 Records Correspondence |Bicycle Licenses into RMS + {Preliminary drafts; GC §34090
2 years :
PD-030 | o/ |correspondence | CAD Daily Logs 2 years GC §34090
Records P ytog Y
Police / Citations - Parking, Traffic, Moving Violations
PD-031 Muni 2 years GC §34090 et seq.; PC 19.7, 802
Records .
Includes corrections
CRIME REPORTS:
Police / . . " " "
PD-032 Records Muni Misdemeanor - Adult Marijuana - H&S 2 years :i("Shall" Destroy); GC §68152(e)(8)
§11357(b)(c)(d)(e) or H&S §11360(b) (with procedure
in H&S §11361.5)
CRIME REPORTS / ARREST JACKETS: : Departmfant Preference; Provided there are no.
outstanding warrants, unrecovered identifiable items,
. . . . ‘fcriminal deaths, they are not historically significant,
PD-033 ;ggg%’s Crime Reports é‘gﬁé dEu’I‘gept Those Specifically Mentioned in the 25 years Hand it is not classified under PC §800 & 290 and
H&S §11850; Stat. of Limit. is 2 yrs; Destroy juvenile
. marijuana after age18; H&S §11361.5, GC §34090,
e.g., 5150, Detention Reports, etc. PC §802, PC §§187, 800 et seq.
CRIME REPORTS: :[iDepartment Preference; No limitations on
Police / “llcommencement of action; Courts keep permanently
PD-034 | pecords | Reference | icide, Manslaughter (including vehicle), P JIPC 55 261, 286, 288, 2884, 288.5, 289, 289.5, 290,
Outstanding Missing Persons “fland 799 o
CRIME REPORTS: :
Police / Date of Individual petitions District Attorney; Sheriff concurs
PD-035 Records Factually Innocent Petition Accepted Records Sealed Arrest + 3 :fithat person is factually innocent, then seals record
Pending Destruction - Except those with outstanding years ("Shall" Destroy); GC §34090; PC §851.8(a)
stolen property, including firearms, or lost firearms
CRIME REPORTS: Conviction
i or Arrest (if f _ " )
PD-036 ggé'gredg Misdemeanor - Juvenile Marijuana - H&S §11357(E) - No gC1g‘éqtssae”tdsztheréggggfgz (i)hé')' destroy); H&S§
Except those with outstanding stolen property, Conviction) Co ) 9
including firearms, or lost firearms + 2 years -

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: POLICE

SANTA CLARA, CA.

Page PD-6

PD-No. nggsrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) " :z?;i,:e) (Records
Center)

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

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

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

CRIME REPORTS:
_ Offender is s w " .
PD-037 ggggﬁj/s Misdemeanor Marijuana §11357(e) - Juvenile on 18 Years : ﬁg‘é?sisaer‘tdsgthe;fgg;‘g)es Shall" destroy); H&S§
School Grounds during School Hours (with procedure Old ? ' 4
in H&S §11361.5)
Police / CRIME REPORTS: Until :
PD-038 ‘Department Preference; GC §34090
Records . . Located :
Outstanding Missing Persons :
CRIME REPORTS: DS:,[ZITQS ‘IStatute of Limitations runs up to age of majority + 8
PD-039 Police / Subject Sealed Juvenile and Ward Cases - Except those with years (Or years; sealed records for juveniles and War-ds of th?
Records . . L 1iCourt must be destroyed 5 years after sealing date;
outstanding stolen property, including firearms, or lost Court Yccp §§340.1, GC §34090; W&l §§389(a), 781(d)
firearms Order) : v ' '
) Police / Crime Statistics / Uniform Crime Reports (UCR) - : .
PD-040 Records Reference Summaries (BCS) P :#iDepartment preference; GC §34090
PD-041 lsscl;lgfd/s Logs Field Investigation Cards (Fls) 3 years Preliminary documents; GC §34090 et seq.
PD-042 | "/ | comrespondence NCIC Validation 2 years laC §34090
Records :
:iDepartment preference; Recordings that become
Police / Officer Recordings: Mobile Audio/Video Recordings eV|d.er!ce are stored with evndgnce ) thesg are
PD-043 Non-Record . . N None ‘Ipreliminary documents / transitory recordings not
Records that are not evidence ("hip recorders”, etc.) faretained in the ordinary course of business; GC
11§34090.6(a)
Police / . . . . :
PD-044 Lead Div. Timekeeping |Overtime Slips 4 years JIGC §34090
) Police / . . Overtime Slips & Special / Extra Duties / Paid Time :
PD-045 Lead Div. Timekeeping (Copy of Data Input Records) 4 years JJCC §34090
PD-046 ;gélgii/s Correspondence |Parking Permits / Preferential Parking Licenses 2 years 1GC §34090
PD-047 lsgcl;lgs:{/s Correspondence |Patrol Ride-A-Long Waiver Form 2 years GC §34090 et seq.
‘IDepartment Preference to provide information to
Police / other agencies; Non-records used for investigations;
PD-048 Records Logs Pawn Slips 3 years Originals entered into the State Automated Property
1 System; most agencies retain for 2 years; GC
11§34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.

Page PD-7

PD-No. %T:;gf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) Active | pecords
(in office)
Center)
T

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

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

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

PD-049 Police / Correspondence |Public information Requests 2 years
Records | :
Department preference; Pursuant to PC §457.1 et
) Police / . . ‘seq.; required to register for life; If released from
PD-050 Records Reference Registrants: Arson - Adults 5 years P JICYA, records are destroyed after age 25 or sealing
pursuant to W&l §781; GC §34090.7
. . ] . Age 2.5 or 4 Pursuant to PC §457.1 et seq.; If released from
Police / . Registrants: Arson - Juveniles released from Sealing .
PD-051 Records Registrants California Youth Authorit Date + 5 CYA, records are destroyed after age 25 or sealing
alfformia Youth Authority yours pursuant to W& §781; GC §34090.7
Police / ‘IDepartment Preference; Registration is required for
PD-052 Registrants  |Registrants: Narcotic 5 years 15 years; GC §34090, H&S §11590 et seq., H&S
Records .
1§11594(a)
PD-053 Police / Reference  |Registrants: Sex Offenders - Adults P Department Preference; Pursuant to PC §290 et
Records Hseq.
P :
or Sealing
PD-054 Police / Registrants  |Registrants: Sex Offenders - Juveniles Date + 5 JPursuant to PC §290 et seq.; W&I §781;
Records years (or
Court
Order)
PD-055 Police / Source RMS Database 25 years Data Fields / Records are interrelated; GC §34090;
Records flexcept records marked permanent
PD-056 F]:gcl‘,]gfd/s Correspondence Subpoenas (Duces Tecum) 2 years GC §34090
:HDepartment preference; Recordings that become
Police / . ; . . ‘Hlevidence are stored with evidence; the system is not
PD-057 Records Crime Reports |Video Recordings - Interview Rooms 50 years designed to and does not record regular and
‘longoing operations; GC §34090.6(a)
“IDepartment preference; Recordings that become
evidence are stored with evidence - these are
PD-058 Police / Recording Media|Video Recordings - Public Facing 3 months | : preh_mlna'ry documlents / transitory rec.ordm.gs not
Records -Iretained in the ordinary course of business; the
:fsystem is not designed to and does not record
“llregular and ongoing operations; GC §34090.6(a)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: POLICE

SANTA CLARA, CA.

Page PD-8

PD-No. ?;2:;? Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) " :z';'f‘l’:e) (Records
Center)

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

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

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

PD-059

Police /
Records

Recording Media

Video Recordings - Temporary Holding Facility

3 months

‘Department preference; Recordings that become

evidence are stored with evidence - these are

Jlpreliminary documents / transitory recordings not

retained in the ordinary course of business and the
system is not designed to and does not record

““lregular and ongoing operations; GC §34090.6(a)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.

Page PD-9

PD-No. ORf:;gerf Record Type Records Description Retention / Disposition Comments / Reference
) Inactive N
(OFR) ) Active (Records
(in office)
Center)
SRR

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

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

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

Police /
Admin. :
PD-060 | Services / | Correspondence |Assignments Sheets 2 years JIGC §34090 et seq.
Operations
/ Dispatch
Police / IDepartment Preference; Statewide guidelines
Admin. Audio Recordings or Tapes - (CAD/RMS) Recordings : P ; 9 .
. . . L . ‘Hpropose 180 days (legally mandated for 100 days);
PD-061 | Services /| Recording Logs |of Telephone & Radio Communications Dispatch Tapes 1 year X be di bl d blic i
Operations (CAD) ‘l(may be discoverable or made public in some
: ‘lcircumstances), GC §§34090, 34090.6
/ Dispatch | i

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.

PD-No. cg;f;gf Record Type Records Description Retention / Disposition Comments / Reference
| . Inactive [
(OFR) | Active | pecords
; (in office)
| Center)

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

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

Police /
Admin.
Services /
Temp.
Holding
Facility
Police /

Admin.
Services / LiveScan Applications / Fingerprint Applications 2 years

PD-063 Temp. Correspondence (public)

Holding
Facility
Police /
PD-064 Field Muni PAS Device Calibration Logs 2 years

Operations

PD-062 Logs Logs: Temporary Holding Facility / Booking 3 years 11GC§ 34090 et seq.

:HGC§ 34090 et seq.

GC §34090 et seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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PD-No. cg:gjrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive [
(OFR) (i::;'f“.'cee) (Records
Center)

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

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

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

FIELD OPERATIONS

periods (retention resumes after settlement or completion).

PD-065 Plgilggl Correspondence Canine (Police Dogs) Program Files: Action Reports, 2 years e 534090
o tions Monthly Reports :
pera
Police / Separation {13 years is required for animal care / treatment
PD-066 Field Logs Canine (Police Dogs) Program Files: Animal Files + 3 years : records; FA §32003(¢e), PC §597.1(d); GC §34090 et
Operations lseq. )
Police /
PD-067 Field Muni Citation Log Books (#s / ranges) - Parking, Traffic 2 years HGC §34090 et seq.
Operations
PD-068 | 21/ | Timekeeping |Overtime Slips 4 years GC §34090
Lead Div.
55,065 Pgilg;ej/ Timekeeping Payroll Daily Shiﬁ Rost(_ers / Master Deployment 4 years : Department preference (preliminary drafts); GC
. Schedule / Vehicle Assignments, etc. ~1834090 et seq.
Operations :
Department Preference; EEOC/FLSA/ADEA (Age)
Police / gfurequirgs 3 yea'rs for promotion, demotiqn, transfer,
PD-070 | Field Subject  |Pursuit Critiques 5 years selection, or discharge; State Law requires 2-3 =~
Operations : years; retirement benefits is 6"years from last action;
“129 CFR 1602.31 & 1627.3(b)(ii), 8 CCR §3204(d)(1)
Hlet seq., GC §§12946, 34090; 29 USC 1113
00071 P'czaiheclzl Non-Record _|Range Schedules None Preliminary dgcumc?nts not retained in the ordinary
. course of business; GC §34090 et seq.
Operations
Police /
PD-072 Field Correspondence | Special Events / Ops Plan 2 years :kDepartment preference; GC §34090 et seq.
Operations ‘
Palice / Life of the =
PD-073 Field Correspondence | Traffic Control: Radar Calibration Records Equipment t:iDepartment preference; GC §34090 et seq.
Operations + 2 years 3
Police / -
PD-074 Field Correspondence | Traffic Control: Radar Trailer Surveys, etc. 2 years “iDepartment preference; GC §34090 et seq.
Operations
Police / Vehicle Log/Daily Safety Checks/Daily Work :
PD-075 Field Correspondence ) f ) . 2 years Department preference; GC §34090 et seq.
| Operations Reports/Vehicle Inspections/Daily Equipment Checks -

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: POLICE
SANTA CLARA, CA.

Page PD-12

PD-No. O;::srzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:‘;f,'f‘i’:e) (Records
Center)

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.

INVESTIGATIONS BUREAU

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

Police / . N . . : -
PD-076 | Investigat. Non-Record Detectives Inyta:stlgatlon Files and Arrest Files (Notes) - None : Department preference (preliminary drafts) GC
B Except Homicides 11834090 et seq.
ureau :
Police / Transferred Transferred
. Temporary |Detectives Investigation Files and Arrest Files (Official into [ Transfer all Official Reports to Records to be placed
PD-077 | Investigat. - , A .
Holding Reports) Record's tin the Master Case Files.
Bureau ; :
Files
Police / Financial Forms - Asset Seizure: Payment requests Completion ;
PD-078 | Investigat. | Correspondence . -ray q P ‘iDepartment Preference; GC § 34090 et seq.
and deposit forms + 2 years
Bureau
Police / Financial Forms - Undercover buy money: receipts and | Completion 3
PD-079 | Investigat. | Correspondence y v P b -IDepartment Preference; GC § 34090 et seq.
reports + 2 years :
Bureau
Police / :
PD-080 | Investigat. | Correspondence |Informant Files 2 years ‘Department Preference; GC §34090 et seq.
| _Bureau :
. 1IMisleading, obsolete or unreliable information is
Police / ‘irequired to be destroyed; remaining records must
PD-081 In;ifélgjt. Subject Intelligence Files 5 years HInot be retained longer than 5 years: 28 CFR
4123.20(h); GC §34090
Police / :
PD-082 | Investigat. | Timekeeping |Overtime Slips 4 years 11GC §34090
Bureau :
Police / :
PD-083 | Investigat. | Correspondence | Subpoenas (Personal Appearance) 2 years 1GC §34090
Bureau :

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

SANTA CLARA, CA,

Page PW-1

PW-No. (I)Rf:s:rgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :‘;:,'f‘i'fe) (Records
Center)

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

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

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

BUILDING MAINTENANCE

“IDepartment preference; If a motor carrier,

Public Disposal of required for 18 months after vehicle is sold;
1 . . . .
Works / . . ; ; CHP requires life of vehicle; OSHA requires 1
PW-001 Builc.ling Correspondence |Equipment History Files Eq;lsgnaerr;t + vear: 8 CCR § 3203(b)(1); 49 CFR
Maint. 396.21(b)(1); 49 CFR 396.3(c); CCP §337 et.
Seq., GC §34090
Public
Works / Inactive + 2
PW-002 Building Correspondence |Keys Form years GC §34090
Maint.
Public Disposal of
Works / O&M Manuals / Operations & Maintenance . .
PW-003 Building Correspondence Manuals / Submittals Equipment Department preference; GC §34090
. + 2 years
Maint.
P?:\E)iziﬁ Work Orders / Service Requests CMMS
PW-004 Service? Source DATABASE (Computerized Maintenance Indefinite Data is interrelated; GC §34090
Work Management System)
Depart.
g Providing ) Work Orders / Service Requests - All Information Preliminary drafts (the database is the original);
PW-005 | ‘services | Nom-Record g iored in CMMS Database None GC §34090
Work
Work Orders / Service Requests - NOT entered in
Depart. CMMS Database (or partial information entered
: Providing . into CMMS Database) City preference; CCP §§338 et seq., 340 et seq.,
PW-006 | service / Routine 4 years 342, GC §§945.6, GC §34090
Work (Division providing service retains originals;

Division requesting service is considered a copy)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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SANTA CLARA, CA.

Page PW-2

PW-No. 0;2:;3\‘ Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) y :z?f\i,:e) (Records
Center)

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

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

Public . .
PW-007 Works / Project Abandonments /\{acatlons (Streets) - Private P GC §34090 et seq.
Enai . Development Projects
ngineering
Public
PW-008 Works / Reference Annexations P Department preference; GC §34090 et seq.
Engineering
Public fgf;iiTgn:éVMezzﬁnggﬁclt Ilz’?gdescct:l:/)eci‘nhlrg:tr:ﬂg Department Preference; Statute of Limitations is 4
PW-009 | Works / Reference eet Improv ! y P 10 years (for Errors & Omissions); CCP §§337.
Engineerin Facilities Districts 337.1(a), 337.15, 343; GC §34090.7
g g (FORMATION, BOUNDARIES) Tl T ’ )
Public Assessment / Maintenance / Landscape & Lighting | District Fully ¥oepartment Preference (meets auditin
PW-010 Works / Subject / Street Improvement District Projects / Community | Paid + 5 staFrJI dards): GC §34090.7 g
Engineering Facilities Districts (ASSESSMENT ROLLS) years ! )
Public
PW-011 Works / Non-Record  |Assessor's Maps None County is originator of record
Engineering
Bonds: Subdivision Bonds, Logs and Securities (Performance Bonds, Letters of Credit,
. Release of \ -
Public Correspondence Bond / CD's, etc.) are released after the Notice of
PW-012 Works / | Correspondence Security + 2 Completion is issued and replaced with the
Engineering City Clerk holds these and provides to Engineering eagls \Warranty Bond, which is released 1 year after the
upon request y Notice of Completion date. GC §34090
Public
PW-013 Works / Reference Covenants / Easements Documentation P Department preference; GC §34090 et seq.
Engineering
Public Project
PW-014 Works / Subject Developer Payment / Trusts (Contractor's Trusts) Close +5 Census Bureau is OFR; GC §34090 et seq.
Engineering years

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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Page PW-3

Office of

PW-No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :‘;‘;i’:e) (Records
Center)

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.

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

Reports, Grading Permits, Hazardous Materials
Reports, Notice of Completion, O&M Manuals,
Photos, Real Estate Appraisals, Soils Reports,
Studies, Submittals, Surveys, etc.

Public
PW-015 Works / Reference Encroachment Permits P Department Preference; GC §34090
Engineering
Public Engineering Comments: Planning & Buildin
PW-016 Works / Routine g 9 y g 9 4 years Department Preference; GC §34090
. - Projects / Plan Check Comments
Engineering
Public Historical
PW-017 Works / Documents/ Field Survey Books P Department Preference; GC §34090
Engineering Artifacts
Public
PW-018 Works / Reference Geotechnical and Soils Reports P Department Preference; GC §34090
Engineering
Public
PW-019 Works / Reference Grading Permits & Plans P Department Preference; GC §34090
Engineering
Public
PW-020 Works / Reference Improvement Plans P Department Preference; GC §34090
Engineering
Large (Buildings, Bridges, etc) Capital
Improvement Projects (CIP) / Jobs: Permanent
File
. . . Department preference; retained for disaster
Public Plans, Record Drawings / "As Builts” : L
. : ’ U d ; d |
PW-021 Works / Project Specifications, Bids/RFPs, Successful Proposal, c omf)?er;io n P g:ggz;ee ;2?; g: ;'F:??;S InfSr;egterzch:t:r g l:;gi ;I?E‘GSC
Engineering Change Orders, Inspections, Materials Testing '

§34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PUBLIC WORKS
SANTA CLARA, CA.

Page PW-4

PW-No. cgzgzrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :‘;f,'f‘i’:e) (Records
Center)

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 (eﬁ. jast document + 2 years), since destruction is normally performed by file folder.

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

Large (Buildings, Bridges, etc) Cagital 10 years or [ Some grant funding agencies require audits;
Improvement Projects (CIP) / Jobs: After Statute of Limitations for Errors & Omissions is 10
Public Administration File Funding years; Published Audit Standards=4-7 years;
. . Upon Agency Statute of Limitations: Contracts & Spec's=4
PW-022 V\{orks/ Project Admin | project Administration, Bid Summary, Bid Proposal Form, Completion Audit. if years, Wrongful Death=comp. + 5 years
Engineering Bid Opening Exhibits A&B, Certified Payrolls, re quir,e d Dev el’op ers=comp. + 10 years; Statewi dé
Construction Management Logs, Daily Inspection Diary, . ' s ) oL ]
List of Bidders, Project Schedules, Progress meetings, whichever is w ] guidelines propose termination + 5 years; CCP
RFls, Requests for Bid & Specs, etc. longer §337 et. seq., GC §34090
Public
Works /
PW-023 Engln;ermg Reference Parcel Maps P Department Preference; GC §34090
Planning &
Inspection
Public .
PW-024 Works / Permits Permits: Street Opening / Street cuts 5 years Riﬁf ;t;znitngef:;?:)c.:%((t:hg;%rgrgntee period for
Engineering y ’
Public
PW-025 Works / Reference Rights of Way, Easements P Department Preference; GC §34090.7
y
Engineering
Public . - . . .
Sanitary Sewer Map Index, Storm Map [ndex, Preliminary drafts not retained in the ordinary
PW-026 V\{orks/ Non-Record Storm Drain Block Book, Street Map Index None course of business; GC §34090 et seq.
Engineering
Public Sanitary Sewer Permits, Record Drawings ("As-
PW-027 Works / Reference Builts")ry ’ 9 P Department Preference; GC §34090
Engineering

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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RECORDS RETENTION SCHEDULE: PUBLIC WORKS

SANTA CLARA, CA.

Page PW-5

Office of

PW-No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) y :‘;'f‘i’:e) (Records
Center)

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

Retentions b%qin when the act is completed, and imply a full file folder (e.gL. Jast document + 2 years), since destruction is normally performed by file folder.

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

Simple Civil (Sewer, Street Improvements, etc.)
Capital Improvement Projects (CIP) / Jobs: Bid

Public Support File
PW-028 Works / | Correspondence 2 years GC §34090
Engineering Correspondence, Requests for Bid & Specs, Bid
Summary, List of Bidders, Bid Proposal Form, Bid
Opening Exhibits A & B
. - 10 years or Some grant funding agencies require audits;
S"“P'e Civil (Sewer, Street Improvements,.etc.) After Statute of Limitations for Errors & Omissions is 10
Public Xzztiz:ils?rzrt?:in;ﬁzt Projects (CIP) / Jobs: Funding years; Publi‘sh.ed Audit Standards=4-7 years;
PW-029 Works / Project Admin —_—— Upon Agency Statute of Limitations: Contracts & Spec's=4
. . . ) . . Completion Audit, if years, Wrongful Death=comp. + 5 years,
Engineering Notice to Proceed, Engineers Estimate, Quantities & required Developers=comp. + 10 years; Statewide
Extensions for Progress Payment, Process Payment . . B L g ]
Spreadsheet whichever isg- - guidelines propose termination + 5 years; CCP
longer §337 et. seq., GC §34090
Simple Civil (Sewer, Street Improvements, etc.)
Capital Improvement Projects (CIP) / Jobs:
Public Permanent File Department preference; retained'for di§ast_er
PW-030 Works / Project Upon' P preparedness purposes; Statewide guidelines
Engineering Plans, Record Drawings / "As Builts”, Invitation, Bid and | Completion propose Permanent for Infrastructure plans; GC
Award Packet (Bid Addendum, Notice of Award), Contract §34090
Documents, Notice of Completion, Change Orders,
Agenda Reports
Public Site Clearances (Preparation of Easements, etc. for|
PW-031 Works / Site Clearance Building Permits) T P Department Preference; GC §34090
Engineering
Public
PW-032 Works / Reference Standard Specifications P Department Preference; GC §34090
Engineering

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PUBLIC WORKS

SANTA CLARA, CA.

Page PW-6

Office of

PW-No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :z';'f‘l’:e) (Records
Center)

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.

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

PW-033

Public
Works /
Engineering

Reference

Storm Drains, City Map, As-Builts P

Department Preference; GC §34090

PW-034

Public
Works /
Engineering

Reference

Streets, Curbs & Gutters, Sidewalks, Map P

Department Preference; GC §34090

PW-035

Public
Works /
Engineering
&
Planning &
Inspection /
Planning

Reference

Subdivisions / Tract Maps / Final Maps P

Department Preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-7
SANTA CLARA, CA.

PW-No. O;:::rzf Record Type Records Description Retention / Disposition Comments / Reference
Inactive
Acti
(OFR) (in ‘;‘;'f‘l’:e) (Records
Center)
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
- - - TRAEEIC ENGINEE&NG
Capital Improvement Projects (CIP) / Jobs -
Public TRAFFIC PROJECTS: Bid Support File
PW-036 Works / Correspondence . . 2 years GC §34090
Traffic Correspondence, Requests for Bid & Specs, Bid
Engineering Summary, List of Bidders, Bid Proposal Form, Bid
Opening Exhibits A & B
10 years or Some grant funding agencies require audits;
Capital Improvement Projects (CIP) / Jobs - After Statute of Limitations for Errors & Omissions is 10
Public TRAFFIC PROJECTS: Administration File Funding years; Published Audit Standards=4-7 years;
Works / . . Upon Agency Statute of Limitations: Contracts & Spec's=4
PW-037 Traffic Project Admin Notice to Proceed, Engineers Estimate, Quantities & Completion | Audit, if years, Wrongful Death=comp. + 5 years,
Engineering Extensions for Progress Payment, Process Payment required, Developers=comp. + 10 years; Statewide
Spreadsheet whichever is o {louidelines propose termination + 5 years; CCP
longer “1§337 et. seq., GC §34090
Capital Improvement Projects (CIP) / Jobs -
Public TRAFFIC PROJECTS: Permanent File Department preference; retained for disaster
Works / . . . e . Upon preparedness purposes; Statewide guidelines
PW-038 Traffic Project Plans, Record Drawings / "As Builts", Invitation, Bid and | o p1etion P propose Permanent for Infrastructure plans; GC
Engineering Award Packet (Bid Addendum, Notice of Award), Contract §34090
Documents, Notice of Completion, Change Orders,
Agenda Reports
Public
Works / . . . Department preference; State law only requires 30
PW-039 Traffic Recordings Hearing Officer Audio Tapes 4 weeks days: GC §54953.5(b)
Engineering
Public
Works / . Department preference; Drafts should be
PW-040 Traffic Reference Master Plans - Transportation P destroyed: GC §34090
Engineering

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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SANTA CLARA, CA.

Page PW-8

PW-No. ?_jzggrzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:z;lf\;:e) (Records
Center)

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

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

PW-041

Public
Works /
Traffic
Engineering

Correspondence

Permits: Transportation Permits / Wide Load
Permits / Overweight Loads

Expiration +
2 years

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

GC §34090

PW-042

Public
Works /
Traffic
Engineering

Correspondence

Speed Surveys

Superseded
+ 2 year

d Department preference; GC §34090

PW-043

Public
Works /
Traffic
Engineering

Subject

Street Files

5 years

Department preference; GC §34090

PW-044

Public
Works /
Traffic
Engineering

Correspondence

Studies - Transportation

2 years

Drafts / source records entered into database and
not retained in the ordinary course of business;
GC §34090

PW-045

Public
Works /
Traffic
Engineering

Subject

Traffic Counts and Turning Movements

5 years

Department preference; GC §34090

PW-046

Public
Works /
Traffic
Engineering

Project Admin

Traffic Signals

10 years
After
Funding

Department preference; GC § 34090

PW-047

Public
Works /
Traffic
Engineering

Project Admin

Traffic Studies / Traffic Calming Requests

10 years

{ Department preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Page PW-9

PW-No. Office of Record Type Records Description Retention / Disposition
Record
Inactive
Active
(OFR) (in office) (Records

Center)

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

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

PW-048

Public
Works /
Traffic
Engineering

Citations

Warrants: Four-way Stop, School Crossing Guard,
Traffic Signal

5 years

Department preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: STREETS & AUTOMOTIVE SERVICES

SANTA CLARA, CA.

Page ST&AS-1

ST&AU No. (I):::ssrzf Record Type Records Description Retention / Disposition Comments / Reference
- Inactive
(OFR) ( :‘;f"f‘l’:e) (Records
Center)

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.

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

AUTOMOTIVE SERVICES

o
; Automotive . Disposal + 2 Department preference; (2 years is required by
ST&AU-001 Services Correspondence | AQMD Permits - BAAQMD (Generators, etc.) years AQMD): GC §34090
ST&AU-002| Finance | Correspondence ?;‘;t:;” Records 2 years GC §34090.7
S Automotive Vehicle Daily Vehicle & Equipment Safety Checks / Vehicle Sent by other departments; 49 CFR 396.12 requires
T&AU-003 . o : - . 4 months .
Services Conditions Inspections / Daily Equipment Checks 90 day retention
: Automotive Fuel Activity Tracking (meter readings, . . e
ST&AU-004 Services Source consumption reports) DATABASE Indefinite Finance has original invoices; GC §34090 et seq.
Disposal of
ST&AU-005 Automotlve Correspondence |Carpool Logs Vgh icle or | Department preference; GC §34090
Services Equipment +
2 years
Expiration of
ST&AU-006 | Lead Dept. | Correspondence Pressure Vessel Certifications or Permits (Air Cemﬂ?ate or iDepaﬂment preference; GC §34090 et. seq.
Compressors, Propane, etc.) Permit + 2
years
ST&AU-007 A;Lors;gg\sle Logs Smog Reports 3 years IHeaIth & Safety 44019(b) requires 3 years
Underground Storage Tanks (City Owned) — UST Monitoring and Maintenance records are required
. o g y on site for 3 years, 6 % years for cathodic protection
Automotive Regulatory  |Monitoring and Maintenance, Release ) . )
ST&AU-008 . - . . . 7 years maintenance, 5 years for calibration & maintenance
Services Filings Detection Systems, Cathodic Protection of release detection systems; 23 CCR 2712(b): H&S
Maintenance Records §25284.2(i) ' '
Automotive Department Preference (required for the life of the
ST&AU-009 gervices Reference Underground Storage Tanks (USTs) Permits 10 years P tank); 23 CCR 2712(b), H&S §25284.2(i); GC
§34090 et. seq.
D | of If a motor carrier, required for 18 months after
. . . o Isposal o vehicle is sold; CHP requires life of vehicle;
ST&AU-010 Agzorcqigz:e Correspondence \C/;r:glse) & Equipment History Files (includes E\(ﬁ;;;i:tr + OSHA requires 1 year; 8 CCR § 3203(b)(1); 49
2 years CFR 396.21(b)(1); 49 CFR 396.3(c); CCP §337
et. Seq., GC §34090
STRAU-011 Agg’rc“i‘c’g‘s’e Source  |Vehicle & Equipment Management Database Indefinite Data is Interrelated; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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SANTA CLARA, CA.

ST&AU No. c;fggjrgf Record Type Records Description Retention / Disposition Comments / Reference
; Inactive
(OFR) ’ :z;'f‘i’:e) (Records
Center)
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
STREET DEPARTMENT / CITY HALL
: | Street Dept. . L Department Preference (meets auditing standards);
ST&AU-012 (City Hall) Subject Assessment District Fees 5 years GC §34090
: Street Dept. . . . Department Preference (meets auditing standards);
ST&AU-013 (City Hall) Subject Business Improvement District (BiD) Fees 5 years GC §34090
STRAU-014 Stre_zet Dept. Reference Busmess_lmprovement District (BID) Formation & p Department Preference; GC §34090
(City Hall) Boundaries
Department preference; Landfill Operators must
Iretain records for 3 years; Solid Waste Transfer /
Processing is 3 years; Electronic Waste Recycling
Street Dept. . . Expiration + is 3 years; Non-hazardous Ash Disposal is 5 years;
ST&AU-015 (City Hall) Permits Landfill Permits 5 years Covers various statute of limitations; 14 CCR
17379(a); 14 CCR 18660.8(d); 14 CCR 17414(b);
14 CCR 18810.4(a)(4); CCP §337 et seq.; GC
§34090
) Street Dept. . Permits from Regulatory Agencies (BAAQMD, Expiration + .
ST&AU-016 (City Hall) Permits EPA, etc.) 5 years Department preference; GC §34090
Wire Transfers (for Garbage & Recycling
ST&AU-017| Finance |Correspondence Franchise) 2 years GC §34090.7
copies

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
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SANTA CLARA, CA.

Page ST&AS-3

ST&AU No. ?;:‘gjrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) Active | pecords
(in office) :
Center) o
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (refention resumes after settlement or completion).
STREET DEPARTMENT / YARD
ST&AU-018 Str(e\((a;r[;)ept. Report AB 939 Compliance 5 years Department Preference; GC §34090
Street Dept. . . .
ST&AU-019 (Yard) Subject Clean-Up Campaign Program 5 years iDepartment Preference; GC §34090
ST&AU-020 Str(e\?;rlz)ept. Reference Hazardous Waste Manifests P iDepartment Preference; GC §34090
STRAU-021 Street Dept. Subject Household I—!azardous Waste Program 5 years Department Preference (County-wide program); GC
(Yard) Implementation §34090
ST&AU-022 Str((a\?;rtc)j)ept. Inspections  |Inspection Forms: Streets 10 years Department preference; GC §34090
Department preference; Landfill Operators must
retain records for 3 years; Solid Waste Transfer /
Processing is 3 years; Electronic Waste Recycling
Street Dept. ) . lis 3 years; Non-hazardous Ash Disposal is 5 years;
ST&AU-023 (Yard) Reference Landiills (City-owned) P Covers various statute of limitations; 14 CCR
17379(a); 14 CCR 18660.8(d); 14 CCR 17414(b);
14 CCR 18810.4(a)(4); CCP §337 et seq.; GC
§34090
Department preference; Landfill Operators must
retain records for 3 years; Solid Waste Transfer /
Processing is 3 years; Electronic Waste Recycling
Street Dept. Landfills (City-owned): Closure & Monitoring is 3 years; Non-hazardous Ash Disposal is 5 years;
ST&AU-024 (Yard) Report Reports 5 years Covers various statute of limitations; 14 CCR
17379(a); 14 CCR 18660.8(d); 14 CCR 17414(b);
14 CCR 18810.4(a)(4); CCP §337 et seq.; GC
§34090
Street Dept Exoiration + Department Preference; NPDES Monitoring records
ST&AU-025 P Permits NPDES Permits - Stormwater P required for 3 years; 40 CFR §§122.21, 122.41;
(Yard) 5 years
CCP §337 et seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: STREETS & AUTOMOTIVE SERVICES

SANTA CLARA, CA.

Page ST&AS-4

ST&AU No. (})Qf:::srgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:z:’lf\i’:e) (Records
Center)

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.

(Yard)

ST&AU-026 Str(eYe;rE()j)ept. Source Pavement Conditions Database Indefinite Data is Interrelated; GC §34090
) Street Dept. Reports to Regulatory Agencies (California ‘ .
ST&AU-027 (Yard) Report integrated Waste Management Board, etc.) 5 years Department Preference; GC §34090
Solid Waste & Recycling Franchise Agreement S .
Administration (Mission Trail Garbage Co, Stevens Statute of leltatlons.. C°”‘Ta°ts & Sp_e c's=4 years:
. . . . . (E&O does not apply); Published Audit Standards=4
ST&AU-028 | City Clerk Agreements |Creek Disposal & Recycling, Non-exclusive Completion | 5years ) . S S
franchise hauler agreements) 7 years; Statewide guidelines propose termination +
. 9 5 years; CCP §§336(a), 337 et. seq., GC §34090
Copies .
Street Dept. e . S " .
ST&AU-029 (Yard) Citations Solid Waste Violations & Citations 5 years Department Preference; GC §34090
) Street Dept. Storm Drain and Catch Basin Cleaning and Department preference; NPDES Monitoring records
ST&AU-030 | ™ v Logs Flushing 8 years lrequired for 3 years; 40 CFR §§122.21, 122.41
Superseded
. Street Dept. Storm Drain Pump Station Operation & or Pump .
ST&AU-031 (Yard) Correspondence Maintenance Manuals Replaced + 2 Department Preference; GC §34090
years
Street Dept Life of the
ST&AU-032 (Yard) Pt Correspondence |Storm Drain Pump Station Service Pump + 2 Department Preference; GC §34090
years
o Department preference; NPDES Monitoring records
ST&AU-033 Str((aYe;rl?jc)ept. Permits g:)r?r\;;ater Annual and NPDES Monitoring 5 years required for 3 years; Monitoring records required for
P 3 years in Federal law; 40 CFR §§122.21, 122.41
Stormwater Program:; Unauthorized Discharges / . .
STaAU-034 | StreetDept. o vions | Violations / Spills / ICID (lllicit Connection / flicit | . ACHVitY + Department preference; NPDES records are
(Yard) . 5years lrequired for 3 years; 40 CFR 122.41(j)(2)
Discharge) o
Street Dept Department Preference; NPDES Monitoring records
ST&AU-035 P Logs Street Sweeping Activity 3 years required for 3 years; 40 CFR §§122.21, 122.41,

JICCP §337 et seq.

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA.

Page ST&AS-5

ST&AU No. (::szrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :‘;fc'f‘l’:e) (Records
Center) R

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.

Street Dept.

Time Cards / Task Assignments / Work Schedules

ST&AU-036 (Yard) Timekeeping (NPDES) 4 years 40 CFR 122.41(j)
ST&AU-037 Str((aj;rli()j;ept. Source Tree Database (Locations, species) Indefinite Data is interrelated; GC §34090
Street Dept. ) .
ST&AU-038 (Yard) Reference Tree Work Orders (filed by address) P Department preference; GC §34090
Depart Work Orders / Service Requests CMMS
Proﬁ din. DATABASE (Computerized Maintenance
ST&AU-039 Serviceglj Source Management System) Indefinite Data is interrelated; GC §34090
Work (Hansen)
Depart.
Providing Work Orders / Service Requests - All Information Preliminary drafts (the database is the original); GC
STEAU-040 | goryices | NOMRecord g i ered in CMMS Database None §34090
Work
Work Orders / Service Requests - NPDES
Depart. Activities NOT entered in CMMS Database (or
Providing : partial information entered into CMMS Database) Department preference; NPDES Monitoring records
STEAU-041 Service / Subject S years lrequired for 3 years; 40 CFR §§122.21, 122.41
Work (Division providing service retains originals;
Division requesting service is considered a copy)
Work Orders / Service Requests - Site
Depart Clearances (for Agriculture Department) NOT
PrO\E)idin- entered in CMMS Database (or partial information
ST&AU-042 Servicegll Correspondence |entered into CMMS Database) 2 years City preference; GC §34090
Work

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

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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SANTA CLARA, CA. ‘

ST&AU No. ORngr(d)f Record Type Records Description Retention / Disposition Comments / Reference
. Inactive ||
(OFR) (i:‘;';i’:e) (Records
Center)

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

Work Orders / Service Requests - Traffic
Maintenance (Signs, Signals, Legends, MTCD)

Depart. . .
- NOT entered in CMMS Database (or partial . o
Providing . . . Department preference; NPDES Monitoring records
ST&AU-043 Service / Reference information entered into CMMS Database) P Irequired for 3 years; 40 CFR §§122.21, 122.41
Work

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

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: WATER & SEWER UTILITIES Page W&S-1
SANTA CLARA, CA.

W&S No. %f:gzrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ’ :z';'f‘i’:e) (Records
Center)

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.

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

ADMINISTRATION

Water &
Sewer Administrative Procedures (Including Rules and | Superseded dl X
W&S-001 Utilities / Correspondence Regulations for Water Service) +72 years Department preference; GC §34090
Admin.
Water &
WE&S-002 U?iﬁ;,iveesr / Reference Block Books (Maps of System) P Department preference; GC §34090
Admin.
. Rates
W&S-003 | City Clerk | Correspondence copies 2 years GC §34090.7

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: WATER & SEWER UTILITIES
SANTA CLARA, CA.

Page W&S-2

W&S No. ?;:ggrzf Record Type Records Description Retention / Disposition Comments / Reference
; Inactive
(OFR) ( :‘;?f‘i’:e) (Records
Center)

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

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

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

RECYCLED WATER
W&S-004 Recycled R ] .
- Water eference Recycled Water - Permits P Department Preference; GC §34090
Recycled Recycled Water - Annual Report,
W&S-005 Water Project Admin |Correspondence, Recycled Water User Files, 10 years Department Preference; GC §34090
Water Analysis

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: WATER & SEWER UTILITIES
SANTA CLARA, CA.

Page W&S-3

W&S No. ORchczrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) (i:g;:“;:e) (Records
Center)

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

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

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

SEWER UTILITY

“IDepartment preference; GC §34090

W&S-006 |Sewer Utility Reference Air Quality Permit - Operations (BAAQMD) P
City preference; Statute of Limitations for personal
) - . Cee property, fraud, etc. is 3 years; Claims must be filed
W&S-007 |Sewer Utility Complaints Complaints - Sewer 2 years in 6 months: CCP §§338 et seq., 340 et seq., 342,
GC §8§945.6, GC §34090
Confined Space Entries & Logs (Permitted . . .
W&S-008 | Lead Dept. Logs entries into confined spaces such as sewers and 3 years Code of Fedgral Regulations requires 3 years; 40
- . ) CFR 122.41(j)(2)
storm drains in order to comply with regulations)
Department preference; Some correspondence from
W&S-009 | Lead Dept. |Regulatory Filings| Correspondence - Regulatory Agencies 7 years Regulatory Agencies need to be retained for long
periods of time; GC §34090
Street & . . . Send to
W&S-010 | Automotive |  1emporary | Daily Vehicle & Equipment Safety Checks / Automotive GC §34090 et seq.
Servi Holding Vehicle Inspections / Daily Equipment Checks .
ervices Services
W&S-011 | Lead Dept. Regulato_ry DOT Timecards (Department of Transportation) 10 years Department preference (DOT request); GC §34090 ef
Timekeeping Seq.
W&S-012 |Sewer Utility, Correspondence |Flow Measurements 2 years GC §34090
. - Generator Operation Logs (for fixed / stationary Department preference (2 years is required by
W&S-013 | Sewer Utility Logs generators) / Inspections 3 years AQMD); GC §34090
Department Preference; Consistent with statute of
limitations for employee exposure to hazardous
W&S-014 |Sewer Utility Safety Hazardous Waste Manifests 30 years materials (test results for hazardous waste
generators are required for 3 years); 40 CFR 262.40,
8 CCR 3204(d)(1)(A), 22 CCR 66262.40
: . Industrial Wastewater Discharge Permits Until closure Department preference; NPDES records are required
W&S-015 | Sewer Utility Report (copies) and related documents of permit S years for 3 years; 40 CFR 122.41(j)(2)
’ - Inspector Reports: Violations, Inspection Resolution + #Department preference; NPDES records are required
W&S-016 | Sewer Utility Report Notices, Citations, Inadvertent Spills 5 years -fifor 3 years; 40 CFR 122.41(j))(2)

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.



RECORDS RETENTION SCHEDULE: WATER & SEWER UTILITIES
SANTA CLARA, CA.

Page W&S-4

W&S No. O;:g:rgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ’ :‘;‘%’:e) (Records
Center)

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
yti;ation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods

normally performed by file folder.

retention resumes after settlement or completion).

W&S-017 Sewer Utility| Correspondence Operations & Maintenance Manuals / O & M Superseded Department preference; GC §34090
Manuals -2 years
- , T Separation .
W&S-018 |Sewer Utility Source Operator's Certification Database of Employee Department Preference; GC §34090 et seq.
Human Temporar Send Copy
W&S-019 porary Operator's Certifications to Human Copies are maintained at the plant; GC §34090.7
Resources Holding
Resources
W&S-020 |Sewer Utility Reference Permits - Various Operating Permits 5 years P Department preference; GC §34090
Pressure Vessel Certifications or Permits (Air Expiration of :
W&S-021 | Lead Dept. | Correspondence Certificate ate 1Department preference; GC §34090 et. seq.
Compressors, Propane, etc.) .
or Permit
W&S-022 |Sewer Utility Reference E;'g;p';% Stations / Sewer Lift Stations / Motor P Department Preference; GC §34090
. . - Reports to Regulatory Agencies (California .
W&S-023 |Sewer Utility| Regulatory Filings Integrated Waste Management Board, etc.) 7 years Department Preference; GC §34090
W&S-024 |Sewer Utility] Project Admin |Root Control Program 10 years Department Preference; GC §34090
Agreements and .
W&S-025 | City Clerk Leases Sa’? Jose / Santa Clara Water Pollution Control P Department Preference; GC §34090.7
- Plant (Agreements)
Significant
W&S-026 |Sewer Utility Reference Sewer Jetting Reports P Department preference; GC § 34090
Department preference; plans must be updated every,
W&S-027 |Sewer Utility Subject Sew_er Systgm Management Plans (SSMP) and 5 years 5 years, audits are required every 2 years; GC
Audits, Sanitary Sewer Overflows (SSOs) §34090
W&S-028 |Sewer Utilityl Non-Record SOUt.h Bay D{scr_]argers Authority: Aquatic None Department Preference; GC §34090
Habitat, Monitoring Program
TV Collection Line Inspection Tapes / Video
W&S-029 |Sewer Utility Reference Inspections / Video Tapes or Digital Recordings P Department Preference; GC §34090 et seq.
(all lines)
W&S-030 |Sewer Ultility Subject Underground Service Alerts (USA's) -- City 5 years Department Preference (the warrantee period for

work done is 5 years); GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,

but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: WATER & SEWER UTILITIES

Page W&S-5
SANTA CLARA, CA.
Office of o . . i
W&S No. Record Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ’ :‘;?f‘i’:e) (Records
Center)

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

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

thlgatlon complalnts claims, public records act requests, audits and/or /nvest/gat/ons suspend normal retention penods

retention resumes after settlement or completion).
o i

Work Orders / Service Requests CMMS

Division requesting service is considered a copy)

P?:\ﬁg{:{ DATABASE (Computerized Maintenance
W&S-031 Servicegla Source Management System) Indefinite Data is interrelated; GC §34090
Work
or (Hansen)
Depart.
: Providing Work Orders / Service Requests - All Preliminary drafts (the database is the original); GC
W&S-032 | ‘gepyices | NOMRecord | ¢ rmation Entered in CMMS Database None §34090
Work
Work Orders / Service Requests - NOT entered
Depart. in CMMS Database (or partial information
y Providing . entered into CMMS Database) City preference; CCP §§338 et seq., 340 et seq.,
W&S-033 | service / Subject 5 years 342, GC §§945.6, GC §34090
Work (Division providing service retains originals;

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: WATER & SEWER UTILITIES Page W&S-6

SANTA CLARA, CA.

W&S No. (g:lsgrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ( :‘;';'f‘i':e) (Records
Center)

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.

SOLAR

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

W&S-034 Solar

Correspondence

Solar / Domestic Water Heating / Swimming
Pools: Inquiries

2 years

Department preference; GC §34090

Solar / Domestic Water Heating / Swimming

W&S-035 Solar Source Pools: Manufacturers, PG&E, Rates, Systems Indefinite Non-records
Analysis, Resources
W&S-036 Solar Reference Solar / Domestic Water Heating / Swimming P Department preference; GC §34090

Pools: Subscribers

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Page W&S-7

W&S No. ?quccsrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) q r’:‘z;'f‘i’:e) (Records
Center)

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

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

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

: Department Preference; Meets California Department

W&S-037 | Water Utility Subject Backflow Test Forms 5 years of Health requirements (3 years): GC §34090
. . _ 10 ﬁtaerrs org: rs’|Some grant funding agencies require audits; Statute
Caplt_al_lmprc_)vem.ent Projects (CIP) / Jobs: Fundin of Limitations for Errors & Omissions is 10 years;
Administration File Uoon A encg Published Audit Standards=4-7 years; Statute of
W&S-038 |Water Utility, Project Admin . . . . ) Completion Ag dit 1)1,‘ Limitations: Contracts & Spec's=4 years, Wrongful
Project Admlmstratlon,.Certmed l'?’ayro_lls, Con;tructlon p 1L Death=comp. + 5 years, Developers=comp. + 10
Management Logs, Daily Inspection Diary, Project required, . . L N
Schedules, Progress meetings, etc whichever is years; Statewide guidelines propose termination + 5
' B longer years; CCP §§336(a), 337 et. seq., GC §34090
Capital Improvement Projects (CIP) / Jobs:
Permanent File
Plans, Record Drawings / "As Builts", Specifications, Department preference; retained for disaster
W&S-039 | Water Utility Project Bids/RFPs, Successful Proposal, Change Orders, Upon P preparedness purposes; Statewide guidelines
inspections, Materials Testing Reports, Grading Completion propose Permanent for Infrastructure plans; GC
Permits, Hazardous Materials Reports, Notice of §34090
Completion, )&M Manuals, Photos, Real Estate
Appraisals, Soils Reports, Studies, Submittals,
Surveys, etc.
W&S-040 |Water Utility Subject Chains of Custody (Water testing instructions) 5 years 22 CCR 64453(b) et seq.; 40 CFR 141.33(a)
Complaints - Water Quality / Drinking Water 5 years is required in State and Federal law for any
W&S-041 |Water Utility Subject Customer Concerns: Odor / Taste / Visual 5 years complaints; 40 CFR 122.41(j)(2) & 40 CFR 141.33(b);
Complaints 22 CCR 64453(a)
Conflngd Space'Entrles & Logs (Permitted Code of Federal Regulations requires 3 years; 40
W&S-042 | Lead Dept. Logs entries into confined spaces such as sewers and 3 years CER 122 41(
- . ) A13)(2)
storm drains in order to comply with regulations)
C - Regulatory A i
orrespondence - Regulatory Agencies Department preference; Some correspondence from
W&S-043 | Lead Dept. | Project Admin 10 years Regulatory Agencies need to be retained for long

1

\

California, State of, Department of Health,
EPA, etc

: periods of time; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: WATER & SEWER UTILITIES
SANTA CLARA, CA.

Page W&S-8

W&S No. O;::grzf Record Type Records Description Retention / Disposition Comments / Reference
; Inactive
(OFR) ( :ztf'f‘l':e) (Records
Center)

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

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

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal refention periods

Department Preference; Meets California Department

W&S-044 | Water Utility Subject Cross Connection Test Forms 5 years of Health requirements (3 years): GC §34090
Street & . . . Send to
W&S-045 | Automotive Tempqrary Dally Vehicle &.Equme'nt Safgty Checks / Automotive GC §34090 et seq.
) Holding Vehicle Inspections / Daily Equipment Checks .
Services Services
W&S-046 | Lead Dept. Regulato.ry DOT Timecards (Department of Transportation) 10 years Department preference (DOT reques); GC §34090 eff
Timekeeping seq.
W&S-047 | Water Utility Source Employee Roster & Certificates Database Indefinite Data is interrelated; GC §34090
W&S-048 |Water Utility Reference CF)I: dl;lydrant Inspections / Flushing - History P Department preference; GC §34090 et seq.
W&S-049 |Water Utility Subject Fire Service Test Forms 5 years Department preference; GC §34090 et seq.
W&S-050 |Water Utility Reference Leak Reports P Department preference; GC §34090 et seq.
W&S-051 | Water Utility] Correspondence |Maintenance Procedures S:l_pze;seeaci:d ~HiDepartment Preference; GC §34090 et seq.
W&S-052 | Water Utility Reference Meter Replacement Program P GC §34090
W&S-053 Water Utilityl  Source g"ee\fii;;h"p Database (meters & backflow Indefinite Data is interrelated: GC §34090
W&S-054 |Water Utility Reference mgi:z)/ Meter History Cards (nof Portable P Department Preference; GC §34090
W&S-055 | Water Utility| Correspondence |Meters / Portable Meters th:l/gfrg * GC §34090
W&S-056 |(Water Utility| Correspondence Operations & Maintenance Manuals / O & M Superseded ! Department preference; GC §34090
Manuals - 2 years ]
W&S-057 |Water Utility Reference Permits - Various Operating Permits 5 years P Department preference; GC §34090
- . Expiration + .
W&S-058 |Water Utility| Correspondence |Portable Water Permits 2 years Department Preference; GC §34090
W&S-059 |Water Utility Reference Pump Production Reports P Department preference; GC §34090
W&S-060 |Water Utility Routine Pump Status Reports 4 years s §Department preference; GC §34090

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.




RECORDS RETENTION SCHEDULE: WATER & SEWER UTILITIES Page W&S-9
SANTA CLARA, CA.

W&S No. (I)?T:srzf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) ‘ ’ :‘;tf'f‘i':e) (Records
‘ Center)

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.

I__.l;l:igation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after setflement or completion).
Regulatory Agency Reports / Compliance :

W&S-061 |Water Utility Report Reports: Monthly and Quarterly Reports, 5years
including backup data

Department Preference; Hazmat discharge records
are required for 3-5 years; 40 CFR 122.41(j)(2)

W&S-062 | Water Utility Subject San Francisco Water Co. 5 years Department Preference; GC §34090
W&S-063 | Water Utility Subject San Jose Water Works 5 years Department Preference; GC §34090
W&S-064 | Water Utility Subject Santa Clara County Water Commission 5 years Department Preference; GC §34090
W&S-065 |Water Utility Subject Santa Clara Valley Water District 5 years Department Preference; GC §34090

SCADA Database (Supervisory Control and Data Data is interrelated; system qualifies as a "trusted

W&S-066 |Water Uiyl Source |5 squisition) - Water Indefinite system"; GC §§34090, 12168.7
W&S-067 | City Clerk Agreements g:FI)?;SRDE/Lease Agreement 5 years Department preference; GC §34090
- . . , . Department Preference (the warrantee period for
W&S-068 |Water Utility Subject Underground Service Alerts (USA's) -- City 5 years work done is 5 years): GC §34090
- . Superseded d ) L
W&S-069 | Water Utility| Correspondence |Vulnerability Assessment -2 years Confidential; GC §34090

Water Analysis / Reports & Sampling:
W&S-070 | Water Utility Subject 5 years
(Bacteriological, Organics)

Bacteriological & Organics are required for 5 years;
40 CFR 141.33(a); 22 CCR §64470

Department preference; a significant portion of water
is supplied by untreated well water; Lead and Copper
are required for 12 years or 2 compliance cycles

Water Analysis / Reports & Sampling:

W&S-071 | Water Utility Water Analysis (Chemical, Pesticide, Lead & Copper, 4 years 14 years (some compliance cycles are nine years); Chemical
Radiological, Trihalomethanes, etc.) is required for 10 years; 22 CCR 64400.20; 22 CCR
64690.80; 40 CFR 141.33(a); 22 CCR §64470
W&S-072 |Water Utility| Correspondence |Water Conservation 2 years Department preference; GC §34090 et seq.
W&S-073 |Water Utility Report Water Pressure Charts 5years Department Preference; GC §34090 et seq.
W8&S-074 |Water Utility Reference Water Quality Reports / Consumer Confidence 12 years P Department preference; State law requires 12 years,

Reports federal 10 years; 40 CFR 141.33(a); 22 CCR §64470

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public records pursuant to state law.
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Page W&S-10

W&S No. %T:zrgf Record Type Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) y :z:,'f‘i’:e) (Records
Center)

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.

Lﬁgation, com.plaints, claims, public records act requests, audits and/or investigations suspend normal retention periods

retention resumes after settlement or completion).

Division requesting service is considered a copy)

W&S-075 |Water Utility Subject Water Standards and Specifications 5 years 8 Department Preference; GC §34090
W&S-076 |Water Utility| Correspondence |Water Usage Reports 2 years Department preference; GC §34090 et seq.
W&S-077 |Water Utility Reference Well Status Reports & Well Production Reports P Department preference; GC §34090
W&S-078 JXE&Z‘; Reference Wells, Well Permits, Well Water Samples P Department preference; GC §34090
Depart Work Orders / Service Requests CMMS
PrO\E)i din. DATABASE (Computerized Maintenance _
W&S-079 Service? Source Management System) Indefinite Data is interrelated; GC §34090
Work (Hansen)
Depart.
Providing Work Orders / Service Requests - All Preliminary drafts (the database is the original); GC
WES-080 | gepyices | NomRecord ¢ rmation Entered in CMMS Database None §34090
Work
Work Orders / Service Requests - NOT entered
Depart. in CMMS Database (or partial information
Providing . entered into CMMS Database) City preference; CCP §8§338 et seq., 340 et seq.,
WaS-081 | service / Subject 5 years 342, GC §§945.6, GC §34090
Work (Division providing service retains originals;

This material is protected by a copyright held by Gladwell Governmental Services Inc.,
but is also a public record, and will be duplicated and distributed upon a valid request for public ’records pursuant to state law.




