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A legend explaining the information presented in the retention schedule; please read this for an explanation
of every column.

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

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

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

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

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

BENEFITS

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

* Reduce administrative expenses, expedite procedures

* Free office space and computer storage space

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

* Find records faster

» Determine what media should be used to store records

AUTHORIZATION TO DESTROY RECORDS (Paper or Electronic Records):

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

e If there is a minimum retention (“Minimum 2 years"), the destruction / deletion must be
authorized before it is destroyed, as it is an official (original) record.

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

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

On every page of the schedules (near the top, just under the column headings) are important instructions,
including instructions regarding holds on destroying records. “Litigation, complaints, claims, public
records act requests, audits and/or investigations suspend normal retention periods (retention
resumes after settlement or resolution).”
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OFR (Office of Record): The department that keeps the Official (original or “record copy”) record for its retention period, then authorizes destruction.

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

Records Description: The record series (a group of like records).
Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

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

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent
Indefinite = No fixed or specified retention period; used for databases, because the data fields are interrelated.

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

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

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

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

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

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

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

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

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

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

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

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

W&I: Welfare & Institutions Code (CA)
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Abbreviations:
CW - City-Wide Standards (Used by ALL Departments)

CC — City Clerk

CM - City Manager

DSD — Development Services
ECON — Economic Development
FIN — Finance

FR — Fire

HR — Human Relations

IT — Information Technology
MS — Municipal Services

PD - Police Department

PW — Public Works

RM — Risk Management

1095-C, 1094-C (Employer-Provided Health Insurance Offer and Coverage & Transmittal FOrm) ..........cccccvviiiiiiinieeieeeviiccin e HR-1
1099's, 1096’s, DE542 (California Report of Independent Contractors) .........coooooiiiiiiiiiiii e FIN-2
LS o T o 1P HR-8
A

F N = 3 TG 1 I @] ¢ ] o] 1 =T o = MS-2
ADANAONEA WEIIS - WEII RECOIUS ...cvvvuiiiii ettt ettt e e e e et e ettt e e e e e e e e e ae bt e eeeeeee e ettt e eeeeeeesesbbaa e eeeaesseesaaaannsaeeesesessraannnss MS-12
Abandonments - Private Development PErmanent RECOIUS ........c.oiiuiiiiiiiiieeeiiii ettt e e e e e e e e s e e e e e e e nnnees PW-5
Abandonments / Vacation - Recorded Documents / REaAI PrOPEITY ........ciii i iiiiiiieis et e et s s e e e e e e e e aaan s e e e e e e e e ereana s CC-6
Abandonments / Vacation - Recorded Documents / Real Property ... PW-5
Abatement Case Files, Building Code Enforcement (Citations, Notice of VIiolations, €1C.) .......uuiiiiiiiiiiiiiiiiiiieeiieee e DSD-1
Abatement Case Files, Code Enforcement (Citations, Notice of Violations, €1C.)......ccoiiiiiiiiii e e PD-4
Abatement Case Files, Planning Code Enforcement (Citations, Notice of Violations, etC.).........c.cccccei i, DSD-8
ABC Permit APPlICAtIONS (COPIES) . .ciiieii e PD-5
Retention Schedule Index — Turlock — FY 24-25 Update — version 2 Page 1 of 81

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



Page No.

ABC Permits - Park Facility Use Requests / Field Rentals / Facility Use Applications and PermitS...........ccccccoviiiiiiiiieeeininiinnnn, PW-12
Above Ground Storage Tank (Airport Owned) - Tank Monitoring, Inspections and Maintenance, etc. ..........cccccccviiieeiieeerveveviieennn. PW-1
Aboveground Storage Tanks (Agency Owned) - Water DiSTHDULION ..........oiiiiiiiiiiiiiee ettt e e MS-8
Aboveground Storage Tanks (Agency Owned): Spill Prevention Control and Countermeasures (SPCC), etC. ......ccoeeeeeeeeeeeeenenen... FR-1
Aboveground Storage Tanks (Agency Owned): Spill Prevention Control and Countermeasures (SPCC), etc. - Utility ................... MS-4
Abuse / Neglect Investigation Reports, Child (Unsubstantiated or INCONCIUSIVE) ...........ooooeiiiiiiiii e, PD-11
Accident / Incident Reports, Potential Litigation Form - Members of the PUDIIC ... CC-5
Accident / Incident Reports: AIrCIaft (SENT IO FAA) .ottt e e e e et e e e e e e e e bt e ettt e e e e e s r e e e e e e e e e annnees PW-1
ACCIAENT REPOIT ..., PW-11
Accident Reports from Employees - Workers Compensation Claims / Long Term Disability Claims ............cccccoeviiiiiiiiiieineeiinninee, HR-7
Accident Review Board Records: Correspondence, Findings, etc. (on the job iNJuries) ...........oovviiiiiiiiii e PD-10
ACCOMMOAALIONS, ADA = IMEAICAI FIlE ..onieeiie ettt ettt e et e ettt ettt e et e ea et e e et e et e et e e s ea e earea e e eenaeenaaenees HR-6
Accounts Payable / Invoices and Backup (Invoices, Travel Expense Reimbursements, etC.).......ccccccoiiiiiiiiii FIN-3
Accounts Receivable / Revenue / Invoices to Outside Entities: Insurance Companies, Franchise Fees, etC. .........cccccceevviiiiininnnn. FIN-3
ACFR (Annual Comprehensive Financial Report) and AUdit OPINIONS ........coiiiiiiiiiiiin e e e e e e e e e e ee e e e e e eeeraan s FIN-1
ACFR, CAFR (Annual Financial Reports) - City COUNCIl ... CC-1
ACFR, CAFR (Annual Financial Reports) - OVErsSight BOAI...........oouuiiiiiiiiieieiiieie et e e e s e e e e e e CC-1
ACFR, CAFR (Annual Financial Reports) - RedeVelOpMENT AQENCY .......iiiiiiiiiiiiiiiiee ettt e e e e e e e e e e e CC-1
ACFR, CAFR (Annual Financial RepOrts) - SUCCESSOI AQEINCY .....ccceeei i, CC-1
ACKNOWIEAGEMENLS, GALE USEI = AINDONIT. ... ittt et e e ettt e e e e e ettt ettt e e e e s s bbb e e ettt e e e e e s s s a b bbb et e e e e e e e san s bbb bbbt e e e e e s e anbbbbe e e e e e e e e e e nnnnrnes PW-1
P Yo io] T oo [l =t g (o] fot=T 0 g T=] o 1A 0N 1 o [0 ]} IR PP PP PP PPPPPPRPON PW-1
Activity / Special Programs / Event Files - Children's Programs, Cultural ArtS, SPOItS, €1C. c...coviiiiiiiiiiiiiiiii e, PW-11
Activity Guide / Class Guide / Program Guide (FINal) ... PW-11
ACLIVItYy LOGS (MAINTENANCE) (COPIES) +eteeeeeiiiuuiitttttteeeeaaaittte et e e e e e s s s sk bee ettt e e e e a4 s kbb e e e et e e e e e e e aa s n bbb s et e e e e e e e sane bbb b e e et e e e e e e anbbbbs e e e e e e e e e e nnnnnnes PW-8
Activity Reports / Building Permit ACtIVIty REPOIS (COPIES) .uuuuiiiiiiiiiiiiiiiii i e e ee e et e e e e e e e e et r s s e e e e e e e ee e aeeeeeeeeettann e eeeeeeeeenrnnnnnes DSD-1
ADA AccOmMMOAtIONS - MEICAI FIl@ ...ocii ittt e e ettt e e e e e s e bbbttt e e e e e s s e s bbbttt e e e e e e e aansbbbereeaeeeeennnnnrees HR-6
ADA COMPIAINTS ANGA SUMIMATTES .....eeeiiiiiiiiiiiiiiie ettt e et e e e e e s s e ettt e e e e a4 s s bbb e ettt e e e e e s e s s b bt e e et e e e e e e san s bbb b et et e e e e e aanbbbbebeeaeeeeennnnnrnes RM-1
P Ao [0 11 o) g ET o Lo IO aT<T 1 o1 oF= T PW-12
Address Files / Building Permits - Applications NEVEI ISSUE ........coouuiiiiiii i e e e e e e e e e e e e aana e e e e e e e e earnnana s DSD-1
AdAress FileS / BUIIAING PEITNIES ........eiiiiiiiiiiiiiiie ittt e ettt e e e e e e sttt e e e oo oo s b bbb e et et e e e e s e a e b ba e et e e e e e e e e annbbb b et e e e e e e e e annnbeeees DSD-1
Ad-Hoc or Standing Committees - Subcommittees of the City Council - AGENDAS & MINUTES ... CWwW-3
Adjustment, Lot Line - Planning Projects, Approved Permanent Entitlements & PermitS........c.ccooovvviiiiiiiiiiie v, DSD-6
AJUSTMENLS (PAYTON) ... HR-8
Adjustments to Customer Accounts - Water BilliNg (COPIES) .....uuiiiiiiiiiiiiiiiiie ettt e e e e e e e e e e e e e s bbbt e e e e e e e e e aaneees FIN-6
F Yo [0 ia gLt o LS =10 o [0 = OO PP PP P PP PPPRPPRPON FIN-4
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Administration - Buses, Vehicles (Equipment) and Real Property RECOIAS .......cooooeiiiiiiiiiiie e, PW-13
Administration - Excluding Buses, Vehicles (Equipment) and Real Property RECOIAS..........cciviiiiiiiiiiiiiiiii e PW-13
Administration File, Engineering- Capital Improvement ProjECtS (CIP) .......oii it e e PW-3
o [0 T T3 1= U1 o] o FIN-1 — FIN-2
P aNo eI aTES (e Lo a TR W= T LT A O 0] 1 = (o T PW-16
AdMINISTIAtIVE FIlES (POLICE) ... .o, PD-10
Administrative Hearings - Appeals / Hearing OffiCer DECISIONS ........c..uuuiiiiiiieii ittt e e e e e s s e e e e e e e e e aaneees CM-1
Administrative Records - Private DEVEIOPIMENT ........ooi ittt e e e e et e e e e e e e e e s s e e et e e e e e e s bbb e e e e e e e e e e e annnnees PW-5
Administrative: Correspondence — Routine — IF the Content relates in a substantive way to the public ................................. CW-3
P Yo (o] o =To Il =10 Lo [0 < £SO PP P TP PPPPRPPPO FIN-1
Adoption APPIICALION / QUESTIONMAIIE .......eiiiiiiitieei ettt e ettt e e e e et e et e e e e s 4o s e e e ettt e e e e e e s s R b e e et e e e e e e e e a s bbb e ettt e e e e e e e nbbn e e e e e e e e e e s annnnnees PD-2
o LWL =T To T =T ] = o £ PD-7
Adult Marijuana / Cannabis Crime Report, Except Outstanding Stolen Property ..., PD-11
Adult Shared Gang RegiStrant DAta@DASES ...........ui e e et e e e e e e e e r et e e e e e e e e e e e e e e PD-7
o LWL Y Yo g L= 0 1= 1 PD-7
Adults, Sex Offender REQISITAtIONS .........coooii i PD-7
Advanced Planning / Long Range Planning / Project Implementation (Final DOCUMENTS) ........cciiiiiiiiiiiiiiiiiieeeiiniiiieeee e DSD-6
Advertisements - Recruitment and Testing File / Recruitment Database (NEOGOV).........cooiuiiiiiiiiiiiiiiiiiieeee e HR-6
Advisor Reports - INVESIMENT BONAS .........oooo i FIN-4
Advisory Board Members - Ethics Training Certificates, Harassment Prevention Training Certificates ...........ccccoeeveeiiee . HR-3
Advisory Board Members Oath Of OFfiCE ...........uiiiiiiiiiiii et e e e e et e e e e e e e e e e et e e e e e e e e e et e e e e e e e annnees HR-5
Advisory Bodies: Citizen Advisory Created by the City Council - MINUTES ........cooiiiiiiiiiiiin st e e s CW-2
Advisory Bodies: Citizen Advisory Created by the City Council - AGENDAS & STAFF REPORTS ... CW-2
Advisory Bodies: Citizen Advisory Created by the City Council - AUDIO OR VIDEO RECORDINGS..........cccceiiiiiiiiiieieeee, CW-2
Advocacies, Legislative - Proposed Federal / State LegiSIatiON ...........uuciiiii it e e e e e e e e e e e e e enerran s CC-5
Aerial Photographs (HIStONCAl) ... PW-2
Aeronautics INSPections, CalITIaNS (ANNUAL) .........e it e et e e e e e e s s et e e e e e e e e s s s b bbb et et e e e s s e s nbbbbereeeeeeeeennnnrees PW-1
Affidavits of Posting / Affidavits of Publications / Public Hearing Notices / Legal ADVErtiSING..........ccouuiiiiiiiiiiiieiiiiiieeeee e Cw-1
Affidavits of Publications / Public Hearing Notices / Legal Advertising / Affidavits of POStiNg.........coooviiiiiiiiie e, Cw-1
Affordable Housing Projects - Housing Programs, With Recapture / Resale ReStriCtioN ........ccccoviiiiiiiieiieiiiiiiiecee e DSD-5
Affordable Housing Projects - Housing Programs, Without Recapture / Resale ReStriction ..........ccccvvvvviieiiiiiiiiiiiiiccceeeei DSD-5
Affordable Housing Projects, Monitoring - HOUSING PrOQramMS .......c.uuuiiiii i ee et s s e e e e e e e et s s s e e e e s eeanann s e e e e e e eennennann s DSD-4
Agency Report of Public Official Appointments (FPPC FOrm 806) ........cccooiiiiiiiii i, CC-3
AJENCY, SUCCESSOI - AQENUA PACKELS ..ottt e oo e ettt e e e e e s e bbb et e e e e e e e e e s bbbt e e et e e e e e e e bbb bereeeeeeeeennnneees CC-1
Agenda Packets - City Council, Redevelopment Agency, Successor Agency, Oversight Board..........ccccccviiiiiiiniieeeenninnne, CC-1
Retention Schedule Index — Turlock — FY 24-25 Update — version 2 Page 3 of 81
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Agendas - Subcommittees of the City COUNCIL...........ooi i CW-3
Agendas & Minutes, Meeting - Capital Improvement Projects (CIP), Administration File - ENQINEEring ..........ccccuvvveeiiiieereeeevnnnnnnn. PW-3
Agendas & Staff Reports - Measure A & Measure L Citizen’s Oversight Commiittee ...............ccc FIN-1
Agendas & Staff Reports - Planning COMMISSION ........o.uuiiiiiiiiieiiiiiie ettt e e e e ettt e e e e s e b e e e e e e e e e e e bbb e e e e e e e e e e annnneees DSD-8
Agendas & Staff Reports- Boards, Committees, Commissions, Advisory Bodies: Citizen AdVISOrY .....cccoovveeviveeiiiiinineeeceeeeviieenn CW-2
Agendas & Staff Reports, Parks, Arts & Recreation COMMISSION .......cooooiiiiiiii i, PW-12
F Yo [T Lo b T o e g g Fo L O fo F= T [ £= LA o ] K PP PPPPRPPP CW-2
Agreements & Contracts - Class INSrUCLOrs, PEIrfOIMErS, E1C. ..o PW-11
Agreements & Contracts / Amendments (Infrastructure, Imaged JPAs, Imaged MOUS)...........cooooiiiiiiiii CC-2
Agreements & Contracts / Amendments (Non-Infrastructure, Professional Services Agreements, €tC.) ......cccccvvvvivriireieeeeennininne CC-1
Agreements & Contracts ADMINISTRATION ... e a e CW-1
Agreements & Contracts: UNSUCCESSFUL BIDS, PROPOSALS or RESPONSES to RFPS ...ouiiiiiiii e CW-2
Agreements and Insurance Certificates, AIrport TENANT ... PW-1
AGrEEMENTS, ANIMEB TTED +.ettiiieiiiiittie ittt e ettt ettt e e e oo o e b ettt e e e e e s o e h bt e e ettt e e e 444 R e E R e e e ettt 44244 R R R R e e e et e e e e e e e R bbb e e e et e e e e e e e nbb s e e e e e e e e e e e annnnne e PD-3
Agreements, Inclusionary Housing - Housing Programs, With Recapture / Resale Restriction........cccccevvveeiiiiiiiiiiin e e, DSD-5
Agreements, Inclusionary Housing - Housing Programs, Without Recapture / Resale Restriction.................ccccc. DSD-5
Agreements, Mutual Aid (LOCal ANd STALE) - COPIES......oiiuiitiiiiii ettt e et e e e e e e et et e e e e e s s s bbb e et e e e e e e e e sabb b b e e e e e e e e e s annneeees FR-1
AQGreements, Water SUPPIY (COPIES) ...uriiiiiaiiiiiiiiiett et ettt e e e e ettt ettt e e o444 kb bttt e e e 2o 44 e R bR e e e et e e e e et o an e bbb e ettt e e e e e e e s bbb e e et e e e e e e e nnnnnnes MS-4
Air Compressors - Pressure Vessel Certifications or Permits - All DIVISIONS ... MS-1
Air Compressors - Pressure Vessel Certifications 0r PErMILS - FIEET..........ooii it PW-7
Air Compressors - Pressure Vessel Certifications or Permits - MaiNtENaNCE ............uviiiiiiiiiiiiiiiiie et e e PW-9
Air Pollution Control District Permits (APCD) - for Generators, etC. (All DIVISIONS).......ccoiviiiiiiiii e e e MS-1
Aircraft Accident / Incident Reports (SENT IO FAA) ..o PW-1
Airport Certification Manual, Airport EMErGENCY PIaN..........uu ittt e e e e e e e e e e e e s s bbb e e e e e e e e e e aaneees PW-1
Airport Employee Training Files - All Course Records (Attendance Rosters, Outlines & Materials, SOP’s & Checklists)................ PW-2
Airport Noise Measurements, yearly day-night average sound [eVelS ... PW-1
AIrpOrt SECUNLY ACCESS APPIICALIONS .....eeeiiiiiiiiiie it e ettt e oo ettt et e e e 44 e e bbb ettt e e e e e s s s ab b b e et e e e e e e e saa s bbb e e e et e e e e e e e s bbbb e e e e e e e e e e e nnnneees PW-1
Airport State LiICENSE (SAfELY INSPECLIONS) .......uieiiiiiiieeiiiit ettt ettt e e e e e e et e et e e e e e e s s b e et e e e e e s s e e b bbb e et e e e e e e e e s sbnbe e e e e e e e e e e annnnees PW-1
Airport Tenant Agreements and INSUFrANCE CeItIfICAIES ......uuu i i e e e e e e e e e e e e et e e e e e e eeeerrrana s PW-1
Y[ 00T £ TP PP PPP R PTPPPPP PW-1 - PW-2
=g T =T 0 1 £ PD-10
Alcoholic Beverage Control Licenses / Permits / ABC Permit Applications (COPIES) ...cvvviuiiuiiiiii i et e e e e e PD-5
Alerts, Dig - Electrical & Mechanical MaiNtENANCE .........cooooii i MS-14
Alerts, Dig - ULHItY IMAINTENANCE ........uueiiiiie ittt ettt e e e ettt et e e e e 4o a bbbt ettt e e a4 e e e s R bbb e ettt e e e e e eann b bbb ettt e e e e e e anbbbb et e e e e e e e e nnnnnnees MS-7
Alerts, Dig / USA’s / Underground Service - MaINTENANCE..........coiiiiiiiiiiiiie ettt e e et e e e e e s e e e e e e e e e e e e e e e e e e nnnneees PW-10
Retention Schedule Index — Turlock — FY 24-25 Update — version 2 Page 4 of 81
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All Boards and COmMMISSIONS - MINULES .....cooiiiiiiiiiee e e e e e e e e e e e e e e e e e e e e e e e aaaaaaens CC-5
YN Ot o] v= | O] 0 (=TSR O ¢ g = =T Lo i PD-11
F @1 =T g O g =l =T oTo] 4 KT PPPPPP PP PD-11
E I o o =TT ] (o [ g To LT PP PPPRPPPP TP PD-4
F N =T = L 0] RSN (O A= L (=T g1 (=T 0 MS-8
Alternative MEthOAS OF MAEEIIAIS ........eeiiiiiiiiiiiiie ettt e ettt e e e e e e s s bt b e ettt e e e e e e e s s bt e et e e e e e e e e sb bbbt e e e e e e e e eanaabbbeeeaeeeeenannnenees FR-3
Alternative Payment Plans - Water Billing PaYMENT PIANS .........cooiiiiiiiiiiiii et e s e e e e e e e FIN-6
Amendments (Infrastructure, Imaged JPAS, IMAged MOUS).......cooiiiiiiiiiiiiie ettt e e e e e e e e e e e e e s r e e e e e e e e aannees CC-2
Amendments (Non-Infrastructure, Professional Services Agreements, €1C.) ... CC-1
Amendments, General Plan - Planning Projects, Approved Permanent Entitlements & Permits ...........cccccceeeiiiiiiiiiei e DSD-6
Amendments, ZONING OFINANCE ........ooo oot e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eaaeaaaaeaaeeas DSD-9
Amortization - Water Billing PayMENT PIANS ........uuiiii ittt s e e et r e e e e e e e e e e et s s e e e e e e eeteaaa s e e eeeeenrrnnnaneas FIN-6
Animal Control - Appeals / Hearing Officer DECISIONS ..........cooiiiiiiii CM-1
ANIMal ReQISIratioN DAtBD@SE .........uiiiiiiiiiii ettt e oo oottt e e e oo oo bbbttt e e e e e e ek bbb e e et e e e e e e e e b e e e e e e e e e e e nnnne e PD-2
F N a1 g VI =T o T = a0 T =] o o] PD-3
F N 11 aF= LIRS T=T Y/ ot ERPPR PP PD-2 - PD-4
F N L at U I = VoI Yo | (=TT 41T PRSP PPPRPPR TP PD-3
F N 114 aF= L O] 4] o] F= 1 o | £ PP PP P PP PPPRPPPTPIN PD-3
Annexations / Boundaries / CONSOlAtIONS / LAFCO .......uiiiiiiiieeiiiiiiei ettt e e e e e e sttt e e e e e e e e s bbb et e e e e e e e s s nnbb e e e e aeeeesennneenees DSD-7
Anniversaries, City - Historical Records, Photographs, & HiStoriCal PrOJECES ..........uuiiiiiiiiiiiiiiiiiice e CC-5
Annual ACtion PIANS - HOUSING PIANS .....cooiiiiiiiiiiiee ettt oot e e e et e et et e e e e e e bbb e et e e e e e e e e bbb e et e e e e e e e annnneees DSD-4
Annual Comprehensive Financial Report (ACFR) and AUdit OPINIONS .......ocoiiiiiiiiiiis e e e e e s e e e e e e e e e e eeerenn s FIN-1
Annual EMPIOYEr STAEMENLS .......ccooiiiii e HR-7
Annual Financial Reports (CAFR, ACFR) = City COUNCIL........utiiiiiiiiiiiii ettt e e e e e e e e e e e e s s e e e e e e e e e nnneees CC-1
Annual Financial Reports (CAFR, ACFR) - OVErsight BOAId..........ccouiuiiiiiii it e e e e e e et e e e e e e e e e rnan s CC-1
Annual Financial Reports (CAFR, ACFR) - RedeVvelopment AQENCY........ooo i CC-1
Annual Financial Reports (CAFR, ACFR) - SUCCESSOI AGENCY .....coiiuuutiiiieieeeaaaiiitieeetea e e e s s aisbeseeae e e e s s s asbbbe et e eaeesaaasnsabbereeaeeaeseannrees CC-1
F N0 oL =To L (=T o To ] AP TP P PP PPPRPPRPON MS-1
Annual Listings - Fixed ASSEtS (SOUIMCE DOCUMENTS) ......cuuiiiiiiiiieiiieieiiiis s s e e e e e e et s e e e e e e e e eet it a s e e eeeeeeettaaasaeeeeeeettnnaseeeereensrrnnnnses FIN-4
ANNUAl REPOI, IMEASUIE D ... MS-2
Annual Reports, NPDES - STOMMWALET .......cooe i e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaens MS-3
F N LU E= T R =T oo T ST AN ] SR (] .41V L] PW-5
Annual Reports: Reports and Studies — Other Than Historically Significant REPOMS............cccooiiii CwW-8
Annual State or Federal REPOITS - SITEET REPOI .......ii ittt e e e ettt e e e e e s s s bbb e et e e e e e e e e s bbb b e e e e e e e e e e e nnnnees FIN-4
Annual State or Federal Reports: State Controller's Report, Local Government Compensation Report, etC. ..........ccccvvveeeeeerennnnnee. FIN-4
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Annual Valuation Reports / Actuarial Valuation REPOIS.........cuiiii ittt e e e e s e e e e e e e e e e e e e e e e e e annnees HR-7
Annual Waste Diversion RepOrt, CAIRECYCIE ........cii i s s e e e e e e et a s e e e e e e e e et e s e e e e e e e eetenaareeeeeeenennnnanes MS-2
AOA ACCESS PErsONNEl RECOITS = AIMPONT .......iiiiieieee et ettt e ettt e et e e e a4 st bbbttt e e e e e s s s bbbt e ettt e e e e e aas s bbb e e e e e e e e e e e anbbbb e e e e aeeeeeennnneees PW-1
APCD Permits - for GENErators, E1C. (FIEEL) ... ... it e e e e e e e e e e e e e et e e e e s e s r e e e e e e e e annnees PW-6
APCD Permits - for Generators, €tC. (MAINTENANCE)..........uuuuiii i eii e e e e e e e e e e e e e et e e e e e eeeeett i saeeeeeeeatnnanaeeeereenerrnnanaas PW-8
APCD Permits (Air Pollution Control District) - for Generators, etc. (All DIVISIONS) ... MS-1
F Y o] o == S O Y O 0 U [ | PP TP PPPRPP CC-1
F Y o] oL I @Yt €] (o | o[ 0 = o L= T o PP PP P PP PPPTPPRPON CC-1
Appeals - Parking, Traffic, Marijuana / Cannabis CItatioNS..............coooiiiiiii i, PD-10
Appeals - Payment Delinquency & Impending Discontinuation (Water BilliNg) .........ccouieiiiiiiiiiiiiieeeeeiii e FIN-6
APPEAIS - REUEVEIOPMENT AGEINCY .....eeeeieieeiiiiitt ettt ettt e e e e oottt ettt e e o444 R e b e ettt e e 244 e e R bR e e et e e e e e e e o n s bbbt et e e e e e e e e annbbn e e et e e e eeennnnnnnes CC-1
P o] o= T= 1SR U T o =130 ] Ao = o o Y CC-1
Appeals / Hearing Officer Decisions (Administrative Hearings, Animal Control, Cannabis, etC.) ..........ccccccc CM-1
Application - Buses, Vehicles (Equipment) and Real Property RECOITS.........ccuuuiiiiiiiieeiiiiie et PW-13
Application - Excluding Buses, Vehicles (Equipment) and Real Property RECOIdS .......coovvviiiiiiiii i PW-13
Application - Official Personnel File ... HR-5
Application FOrms, HErDICIAE OF PESTCITE .........uueiiiiiiiiiiiiie ettt e e e e e e ettt e e e e e e e e s bbb b ettt e e e e e e e bbbt e e e e e e e e e e e nnnnrees PW-9
F Y] o] or=1i o] g Ao o] o] i o] o NP PP P PP PPRPPPPTPIN PD-2
ApPlications - BUSINESS LICENSE ......ccooo e FIN-2
Applications & Agreements, Volunteer / Unpaid Intern - Successful APPIICANTS ........ooiiiiiiiiiiiiiiice e HR-7
Applications & Agreements, Volunteer / Unpaid Intern - Unsuccessful or Pending AppliCants ...........ccccvviiviiiiiiniiiiiieeee e HR-6
Applications / Participants’ Registrations / Liability Forms / etc.: Camps, Field Trips, Authorization to Give Medicine, etc. .......... PW-11
Applications / Renewals, CCW (Carry Concealed Weapon Applications and Permits) - Unsuccessful / Denied.............................. PD-9
Applications / Renewals, CCW (Carry Concealed Weapon Applications and Permits) - Successful / Approved...........ccccceevvnnnnee. PD-9
Applications and Permits, Facility Use - Park Facility Use Requests / Field Rentals / Facility Use Applications and Permits ....... PW-12
Applications for Unsuccessful Candidates - Recruitment and Testing File / Recruitment Database (NeoGoOV) ............cccceeeeeeee. HR-6
Applications to Fill Vacancy on City Council - General, Working or Administration Files (EIECHONS) .........ccccccuviiiiiiiiiiieiiiniinnne. CC-4
APPIICAtiONS UNSUCCESSFUL GEANTS ....ccoiiiiiiiiiieie e ettt e e e e 441 e et e e 2444 a s b bt e et e e e e e e e e e s bbb e ettt e e e e e e e s s bbb e e e e e eeeeenannnnees CW-5
PN o] o] [Tor= i o) ¢ ST AN = T @ =T o T (o 0] o= I PD-5
APPIICAtIONS, AINPOIT SECUNLY ACCESS ...eeiieiiiiiiiittetete e e e et ettt ettt e e e e e s s s et ee et e e e et e s o s s beee ettt e e e e e s e s s bbb e et e e e e e e e san s bbb e ettt e e e e e aansbbbeeeeaeeeeennnnnrees PW-1
F Y o] o] or= i [o] g S AU (o] ==Y P TP PP PP PPPRPPRPON FIN-5
Y o] o [To= 11 To) o ST @01 a 0] 411 L=< /A | | I CC-2
Applications, Grants (successful), audit records, cOmpletion reCOIAS ... CW-5
F Y o] o] [ or= i o] g S o] (o] (o [ PP PPPUPPP MS-5
Applications, Tree RemOVal OF TreE TIIMIMING .....eeiieiiiiiiiiii et e e ettt e e e e e e e e e e e e e s e b bbb e e et e e e e e s s bb e e e et e e e e s aannb b e e e e e eeeesnannnrnees PW-10
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Appraisal Reports — Property, Funded Loans - Property NOT purchased, Loans not funded, etc. ..............ccooo . CW-6
Appraisal Reports: Purchased Property, FUNAEA LOANS ......c.cooiiiiiiiiiiiiiii e e e e et s s e e e e e e e e et s s s e e e s e e e e aaaaan s e e e e e e ensnnnnan s CW-7
Appraisals, Real Estate - Capital Improvement Projects (CIP), Administration File - ENgiNeering..........ccccvveeeieiiniiiiiiiieieee e PW-3
LY o] o1 (0N 2= eI\ oo [ Tor=1 (o o NP PP P PP PPRPPP TP FR-3
P o] o1 £0XV = 1 E T @ W =3 [N = o ] o107 1 1= o | HR-5
Approved CCW Applications / Renewals (Carry Concealed Weapon Applications and Permits)...............cccccc . PD-9
Approved Permanent ENIIEMENTS & PEIMILS.......oui ittt e e e e et e e e e s e bbb e e e e e e e e s s bbb e e e e e e e e e s anneeeees DSD-6
Approved Temporary Permits - Banner Permits, ChriStmas Tree LOtLS, EIC. ......uuiiiiiiiieiiiiiiiie e DSD-8
ATDONISIS REPOIS ... PW-10
Architects - Agreements & Contracts / Amendments (INfTASIIUCTUIE) ........ooiii i e e CC-2
N (2L A ][ SRR PD-6
Arrest or Detention - Body-Worn Cameras, OffiCer RECOITINGS .......uuuuiiiiiieiiiiiiiii et e e e e e e e e e e e e e et e e e e e e e e eaeraa e eeeaees PD-5
Arson & Capital CrimeESs ONIY ... FR-5
Arson (Suspected or Undetermined) - CrME REPOIS ........utiiiiiiaiiiii it e et e e et e e e e et s e e e e e e e e e s e nb e e e e e e e e s annnennees PD-11
F e =To ] I =T o TR ir= Lu o] Fo TR Ao 1] £ PD-7
Arson Registrations: Juveniles Released from Division of Juvenile JUSHICE ... PD-7
Art, Public - Planning Projects, Approved Permanent Entitlements & PermitS ...........oooiiiiiiiiiiiiieiiiii e DSD-6
F gl (=R o) [ g Yoo g o o] r= 1 T0] o T X | AP PP TP P PP PPPRPPRPON CC-2
Arts, Cultural - Activity / Special Programs / EVENL FIIES ... PW-11
As-Built - Land Development / Private Development (ENGINEEIING) ......uuiiiiiiiiiiiieiieee ettt e e s st e e e e e s s e e e e e s nanbaneees PW-4
Asphalt Ramping - Streets (LOGS ANG FOIMIS) .....uiiiiiiiiiiiiiiii ittt e e e e e e e e e e e e e et e e e e e s b b e e et e e e e e e e e b b e e e e e e e e e e annnnnees PW-10
Assembly Permits - Fire Code Permits / Special EVENE PEIMILS .........uuiii i e e e e e et e e e e e e e e aar e e e e e e FR-4
F XY TS 4[] A 1Y o 0 = To T o PP PPRRPT FIN-1
ASSESSMENt DISIICLS - ENQINEEIS REPOIS. ... ..iieiiiiiiie e ettt ettt e e e e e e ettt e e e e e s s bbb ettt e e e e e e sas et bbb e e e e e e e e e aanbbbb e e e e e e e eeennnnnnees PW-2
Assessment Report, Fixed Charge Special - Annual State or Federal REPOMS.......coooi i e FIN-4
ASSESSMENTS, WALEE SUPPIY ... MS-4
ASSEt FOIfEItUre NOLTICALION ... PD-5
Assets, Fixed - Annual LiSting (SOUICE DOCUIMENTS).......cuuuuiiiiiiieeii ittt e e e e st e e e e e s e et e e e e e e e s e b e e et e e e e s e s nbb e e e e e e e e e e e e annnnees FIN-4
F NS (o gL LT L ST @] = =] = |0 PD-1
FX (o gl aal=T o] ST @fo] | [=Tot o] g Yo =T o oy PP PPPRPPP FIN-6
Attendance Rosters - Airport EMployee TrainiNg FIlES ........... oot e e e e e e e e e e e e e annnees PW-2
Attendance Rosters - Department TraiNiNg RECOIUS ........uuuiiiii i r s e e e e e e e e e e e e e e e et s e e e e eeeeetaaa i aaeeeeeeereraanaaeeeaees PD-2
Attendance Rosters, Outlines and Materials; includes Ethics, Harassment, & Safety Training & Tailgates ............................. Cw-9
Auctions of Surplus Property - Accounts Receivable / Revenue / Invoices to Outside EntitieS ..., FIN-3
Audio Or Video Recordings- Boards, Committees, Commissions, Advisory Bodies: Citizen AdVISOrY .........cccccouiiiiiiniieeeennnnnnne Cw-2
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Audio or Video Recordings of City COUNCI MEELINGS .....cooeiiiieiieee e CC-6
Audio Recordings - Measure A & Measure L Citizen’s Oversight Committee ............coovviiiiiiiiiiiiiiie e FIN-2
Audio Recordings - TranSit CENTEN CallS ..........uuiiiiiiiiiiiiie et e e e e e e o bbbt et e e e e s s bbb e e e e e e e e e s e bbb e e e e e e e e e e s annneeeees PW-14
Audio Recordings or Tapes - (CAD/RMS) Recordings of Telephone & Radio Communications Dispatch Tapes (CAD) ................. PD-4
Audit Log / Racial and Identity Profiling Act (RIPA) ANNUAI REPOI ........iiiiiiiieeier e e e e e et e e e e e e e aara e e e e e e PD-8
Audit Reports / Annual Comprehensive Financial Report (ACFR) and Audit OpinioNS ... FIN-1
F U (o [ iV g Q=T L= SR (oo e[ IO PP PPPUPP PO FIN-1
Audits - Buses, Vehicles (Equipment) and Real Property RECOIMUS .........ooiiiiiiiiiiiiiiieeeeeiiiii et e e PW-13
Audits - Excluding Buses, Vehicles (Equipment) and Real Property RECOIdS...........cooooiiiiiiii i, PW-13
Audits - Single Audits / Transportation AuditS / PERS AUAIL, BIC. ........uuuiiiiiiiiiiiiiie et e e e e e e e e FIN-1
Audits and Certificates, Lifeguard (CPR Audit, Visual Awareness Training AUIL) ..........ooouiiimrieieeiiiiiiie e PW-12
Audits or INSPECiONS DY the CHP (FIEET) ... .o e e e e e e e e et r e e e e e et e ee et s e eeeeeeeetenna s eeeeeeenennnnnnees PW-7
Audits or Inspections by the CHP (TIanSit) ..o, PW-14
Authorization to Give Medicine - Applications, Participants’ Registration, Liability Forms, etc..............ccccc PW-11
F UL d o] =[] ST A 01 (0] == FIN-5
Authorizations, Deduction - Employee Payroll File ... HR-8
W AT Lo g4 N o] g ST B LTy 1 (U o 10 I PD-9
Automated License Plate Reader Data / ALPR RECOITINGS ......cooiiiiiiiiiiiiie ettt e e e e e e e e e e s e s e e e e e e e e e s annnneees PD-4
AutoPay Applications / AUtNOFIZAtIONS .........ooooiiii i FIN-5
Awards of Significant Historical Interest - Historical Records, Photographs, & Historical Projects...........ccceeevvieiiiiiiiiiieceee e, CC-5
AWOS & NavAid Error Data, Certification & Inspections - FAA Inspections / Reports / FAA FOMMS..........uvvvviiiiiiiiiiiiiiieeeee e PW-2
B

Backflow Test Results / Backflow Assembly Test Reports (All DIVISIONS) ..o MS-1
Background Checks - Recruitment and Testing File / Recruitment Database (NEOGOV) ..........uuuiiiiiiiiiiiiiiiiiiiieeeeee i HR-6
Background Files - Successful Employee and Volunteer Applicants (Employees, Cadets, etC.) .....ccviiviiiiiiiiiiiiiiiii e PD-1
Background Files - Unsuccessful Employee and Volunteer Applicants (Employees, Cadets, etC.) .......ccccoeeeeiiiii PD-1
Backup and Invoices (Invoices, Travel Expense ReIMDUISEMENTS, ETC.) ...coiiiiiiiiiiiiiiiiiee ettt e e e FIN-3
Backup DOCUMENLS - BUAGELS (COPIES) ...eeieeiiiuiitiieiieeeeee ettt e e e e ettt et e o444kttt a2 o444 4R b e ettt e e e e e e e e s bbb ettt e e e e e e e bbb s e et e e e e e e e nnnnnees FIN-1
oo U] o TSI B = T VYV T LY (oo o1 T= ) IT-1
Bacteriological and Organics: Lab Reports & ChaiNs Of CUSTOAY ..........uuuiiiiiiiiiiiiiiiiiii et e e et e e e e e e e aaes MS-15
B (L a (ol S g [T K I ol o] o[ PP P PP PP PPPPPPPP PO FIN-4
Ballot Designation Forms - Candidate File, SUCCESSTUl CaNQIdatES .......ciiiiiiiiiiiiiii e e e e e e e e e et CC-4
Ballot Designation Forms - Candidate File, Unsuccessful Candidates.............coooo oo CC-4
Ballots, Protest - Prop. 218 (Property-BasS@U FEES).......cciuuuiiiiiiiie ittt e e et e e e e e e e st et e e e e e e e e s bbbt et e e e e e e e e annrees CC-6
2 101 QB I=T o0 | (TP PP PP P PP PPPPPPPRPON FIN-3
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Page No.

Bank RECONCIHIALIONS. ... .o FIN-3
Bank Statements and Trustee Statements, Fiscal Agent Statements, Trustee Statements, etC. .........vveeeiiiieirieeiiiin e, FIN-3
T N =V IS pa L= | ANo AV (oL TSP PP TP PPPRRR FIN-3
B T B 1 (ol [T I O F= 11 o 4 I 1 =T B TP PP PP PPPPPPPRPO FIN-5
e o] (U o (oA (=TI N o]l U T £ U T=To I (o] o 1= S FIN-5
Banner Permits - Approved / Unapproved Temporary PEIMILS ..., DSD-8
Barking - INVeStigations / PrODIEM FIlES ...ttt ettt e e e e e ettt et et e e e e e e bbb et et e e e e e e s abb b e e et e e e e e e e annnbeees PD-3
2 1o IS 1] LT B LT o T L | PP PP TSP TP PPPPPPR PPN PD-3
BCS (Summaries) - Crime Statistics, Uniform Crime Reports (UCR), €IC. ..o, PD-12
Behested Payment Report (FPPC FOIMM 803) ......uiiiiiiiiiiiiiiit ettt e sttt e e e e e s s bbbttt e e e e e e s aa bt bbbttt e e e e e e s nsbbb s e e e e e e e e e e nnnneees CC-3
BENCNMAIKS ... PW-3
Benefit Plan Documents (CalPERS, Dental, VISION, BIC.) ... it iiiiiiiiiiiiiie e e es ettt s e e e e e e et s s e s e e s e e e e et s e e e e e e e eeaesna s eeeeeeeeenrnnananas HR-1
BICYCIE POIMILS ..., PD-10
Bid Packets / RFP, SoOliCItations, PrOPOSAIS.......ccco i FIN-5
[0 ST £ U (oo ST 1 | CW-2
Billing / Rent, Tenant - Accounts Receivable / Revenue / Invoices to Outside ENntities ..., FIN-3
BIllING, COBRA .........oeeeeeee ettt ee e e et et a e e e st ee e s e sttt et et et et e e e et et e e et et et et e e e s e e e e e s eeeseseensnen s s s s s s s es et et et s e s e s et et e et neneeeetenes HR-6
Billing, DUI - Accounts Receivable / Revenue / Invoices to Outside ENtItieS..........coooeeiieiiiiiiiee e, FIN-3
BilliNg, REUICE ... HR-6
Billing, Water: Payment Plans: Amortization, Alternative Payment Plans, Deferrals, etC. ..., FIN-6
Billing, Water: Policy on Discontinuation of Residential Service for NONPaYMENT ..........ccoiiiiiiiiiiiiieeiiiiiie e FIN-6
Billing, Water: Report of Annual Discontinuations of Residential SEIVICE............uuiiii i e FIN-7
Bite Reports / Rabies CONtrol RECOIAS ..........ooo oo PD-3
Blockout - Lockout/Tagout (Electrical & Mechanical MAiNtENANCE) ..........ueiiiiiiiiiiiiiiiiii e e e et e e e e e e e e MS-13
(2] (oot (o 0| A o Yol (o TV v 1= Yo Lo 1U | (d (=Rl I =T U1 1T L) MS-18
Blockout - Lockout/Tagout (Wastewater TrEAtMENL) ......ccoooiiiiii i MS-19
Blockout - Lockout/Tagout (Water DISTHDULION) .........ieiiiiiietiiiiii e ee ittt e e e e e ettt e e e e e e e s s bbb et e e e e e e e e annabb s e e e e e e e e e nnnnneees MS-9
Blue Ray-R / Optical Disk / other unalterable MEIA.............uuiiiiiiii e e e e e e e e e e anneeees IT-1
Board & Commission / Committee APPHCALIONS (All) ....coeeriiiiii i e e e e e et s e e e e e e e eeae b e e e e e e e eenernnanaeas CC-2
Board & Commission / Committee Maddy ACt LiStS / VACANCY NOUICES.......ccoiiiiiiiiiiiiiiiie ettt a e e e e CC-2
Boards, Commissions, & Committees: External Organizations - Agendas, Minutes, Resolutions, or other documents .............. CW-2
Boards, Committees, Commissions, Advisory Bodies: Citizen Advisory Created by the City Council - MINUTES ..........cccccccuen.... CW-2
Boards, Committees, Commissions, Advisory Bodies: Citizen Advisory - AGENDAS & STAFF REPORTS..................l. CW-2
Boards, Committees, Commissions, Advisory Bodies: Citizen Advisory - AUDIO OR VIDEO RECORDINGS...........cccccceeeininnnne. Cw-2
e r 1(o ST oL (T g T= S (o] o1 [T ) I TP PP PP PPPPPPPPRPPPPN DSD-8
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Body-Worn Cameras, Officer Recordings - Logs of Access or Deletion of Data ...........ooooeieeieiiiiiice PD-4
Body-Worn Cameras, Officer Recordings - NOt EVIAEINCE .......ccciiiiiiiii i e e et s s e e e e e e e e e e e e e e e e e s ennaa e e e eeeees PD-5
Body-Worn Cameras, Officer Recordings - That Are Evidence, Officer Involved Shootings / Detention or Arrest / Complaints....... PD-5
Bonds & Bond Sales / Official Statements / Transcripts / Certificates of Participations (COPS) / €1C. ..........evvvvieiiiiiiiiiiiiiieeeeeeie FIN-1
Bonds, Investment (Receipts / Advisor Reports / Trade TICKEIS / LAIF) ...t e e e e e e e e e e e aa s FIN-4
Bonds: CIP Labor & Materials, Performance Bonds, Letters of Credit, Encroachment Permits, Monitoring Bonds......................... PW-3
Bonds: Private Development Labor & Materials, Performance BoONds, €1C..........cooviiiiiiiiiii i, PW-3
Bonus, Density - Planning Projects, Approved Permanent Entitlements & PEermitS ..........oooiiiiiiiiiiiieiiiiiiieeeeeeee e DSD-6
Books, Lab (Water DiStriDULION) ........ccooiii i MS-9
Bottles & Cans REPOIt, CAIRECYCIE ........ooi ittt e e e oo ettt e e et e e o e bbbt ettt e e e e e e s a bt bbbt e e e e e e e e s nabbb e e eeeeeeeennnnneees MS-2
Boundaries / CoNSOlAAtiONS / LAFCO ... DSD-7
Brakes - Vehicle & EQUIPMENT HISIONY FIlES, FIEEL ... .o e e e e et r e e e e e e e e et e e e e e e e e eaeeaa s PW-7
Bridges - Agreements & Contracts / Amendments (INfrastruCtUre) ... CC-2
Brochures: Reference Materials — Produced by Other DEPartMENTS ........oii ittt e e e Cw-7
Brochures: Reference Materials — Produced by Outside OrganiZatioONsS ...........uuiiiiiiiiiiiieiiiiis et e e e e s e e e e e e e s e e e renn s CW-7
Brochures: Reference Materials — Produced by Your Department ... CW-7
0o [o = A |18 RS 1 =T 0L PP P PP PPPPPTPN FIN-4
0o [o = KRR (o] o] (=To [ [ o - | TP PPPPPPPPPPPPPRN FIN-1
BUdgets - City COUNCIl ... CC-1
0o (o= I @Y =T £ o] o B = To T T o [P PRSP PPPPPPTPON CC-1
Budgets - Preliminary, BaCkup DOCUMENTS (COPIES).....ceiuuuutiieieieeieiiaiiiete et e e e e e ettt e e e e e e s bbbttt e e e e e s e bbb e et e e e e e e e nsnbn e et e e e e e e e nnnnees FIN-1
2 TUTo (o= SR R L= [=RY =1 (o] o] 0 g T=T o Ao = o [ Y CC-1
BUAQELS - SUCCESSON AGENCY ... CC-1
BUIIJING & SAIBLY ...ttt oottt e e oo ettt et e e oo e o e A e bbbt ettt e e oo e e R R bbbt ettt e e e e e e e bbb b s et e e e e e e e nnnnenee s DSD-1 - DSD-4
Building Code Enforcement / Abatement Case Files (Citations, Notice of Violations, €tC.) ........ccccvvvveiiiiiiii e, DSD-1
Building Code Enforcement Complaint Letters - Building Code Enforcement / Abatement Case Files..............ccccceeeeei. DSD-1
Building Codes, California / Uniform BUIlAING COOES ...........uuiiiiiiiieiiiiiiiiie ettt e e e e e e s e e e e e e e e e e s bbb e e e eeeeeeeaaane DSD-2
=] ]1 o[l g e [ @] g =Tox i{o] d M N o] (o1 1 ST PP PP TP PPPPPPPPRPPP DSD-3
Building Permit ACLIVIty REPOIMS (COPIES) .. ciiiiiiiiiiii it e eiieeeiiies s s e e e e e e ettt e s e e e e e e e e ae et s e eee et eeae et e aaeaeereeeteaanseeaeeeeessnsnnnseeeeeeeennrnnnnnss DSD-1
Building Permits - APPlICAtIONS NEVET ISSUB .........euiiiiiiiiiiiiiiiii ettt e ettt e e e e s s s bbb et et e e e e e s e se bbb e et e e e e e e s eannbbreeeeeeeeeaannns DSD-1
=01 (o1 o o I ad=Tq 411 O TSP PP PP P PPPPPPPPRPPPP DSD-1
Building Plans - Cancelled Or WIHNATAWN ..........ouiu s e e s e e e e e e e et e e e e e e e e e e et e s eeeeeeeeeeeana s eeeeeeeeenennnnnss DSD-1
Building Plans - Expired, Construction NeVer Started ............cooooi i, DSD-2
Building Plans - Expired, Construction Started or Status UNKNOWN ............coiiiiiiiiiii e DSD-2
Building Plans - Finalled - Commercial, Institutional, Multi-Family Dwellings, Places of Public Accommodation...............cccccoo.. DSD-1
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Building Plans - Finalled - Single Family Residential - SFR and AppPUMENaNCES ..........cooeeiiiiieii i DSD-2
Building Security Video - Vide0 RECOITIINGS (COPIES) . ..cuuuuuuuuiiieeeieieiiitiaiieeeeeeeeatttutaeeeseeraattt i reeeerentttrearrerertnaaerrrrrrrn PW-14
Building Security, Regular, Ongoing City Operations - Vide0 RECOIAINGS..........oiiiuuiiiiiiiie et e e e e PD-13
Buildings - Agreements & Contracts / Amendments (INFTaAStrUCTUIE) .........eiiiiiiiiiiiii e CC-2
Burn Permits - Fire Code Permits / Special EVENT PEIMILS ........ccoiiiiiiiiii e e et ss s e e e e e e et s s e e e e e e eeaeaa s e e e e e e e esennan e e eeeaees FR-4
Buses, Vehicles (Equipment) and Real Property - Records, Application, €tC. ..., PW-13
BUSINESS INSPECTION FIIES ... eeiiiiiiiittt ettt e e e oo 4ottt et oo o444 s bbb ettt 4o e 444 e Rk bttt et e e e oo a4 e Rk bbb ettt e e e e e e e nbbbb e et e e e e e e e e nnnnneees FR-3
Business INSPections - StOrMWALET INSPECTIONS .......oiiiiiiiiiiiiiie ettt e e e et e e e e e e e e et e e e e e s e s s bbb e e et e e e e e e s bbb e e e e e e e e e e e annnrees MS-3
Business License Applications, Registrations and RENEWAIS ... FIN-2
BUSINESS LICENSE Database .....cco oo FIN-2
BUSINESS LICBINSE ... e e e e e e FIN-2
C

(7 AN I B 11 o= 1 (o o PP PD-4
CAD/RMS - Recordings of Telephone & Radio Communications Dispatch Tapes (CAD)........oiiiuuuiiiiiieeiiiiiieeee e PD-4
(OF= o [T md oo | =T 0 g ST Lo [ o] =T ox £ PN FR-2
Cadets, Background Files - Successful Employee and VOIUNTEEr APPIICANTS ......vveviiiiiieiiiiiiieiieeiieeeeeeereeeeeeeeeeeeeeeeeseeeeesseeesererreeereraee. PD-1
Cadets, Background Files - Unsuccessful Employee and Volunteer APPHCANTS ..........uuiiiiiiiiiiiiiiiiiee et PD-1
CAFR, ACFR (Annual Financial RepOrtS) - City COUNCIl .......ioiiiiiiiiii ettt e e e e e e e e e e e e e e e e e e eeeeeans CC-1
CAFR, ACFR (Annual Financial Reports) - OVErsight BOAIM.............uuuuuuiiuiiiieiiieiireiiiesreessreesresrrrereeerree.re..——..——.———.———————————————————————— CC-1
CAFR, ACFR (Annual Financial Reports) - REdeVElOPMENT AQENCY ........uuuiiiiiiieeiiiiiiie et e sttt e e e e e s e e e e e e e e s reeeeeeeaaas CC-1
CAFR, ACFR (Annual Financial REPOITS) - SUCCESSON AGEINCY ......uttteeiiiiiiiieieieeeeet sttt ettt e e e s s s ab e e e e e e e e e e s s b e e e e e e e e e s aaabreereeeeeeeaans CC-1
Calculations, Energy - Industrial, Commercial, Multi-Family Dwellings, Places of Public Accommodation.............cccccceeeeiiieenennnns DSD-3
Calculations, Energy - Single Family Residential - SFR and APPUIMENANCES ........uuuuiuuriiuiiieiiiiiiieiianiieaeaarr———————————————————. DSD-3
Calculations, Structural - Industrial, Commercial, Multi-Family Dwellings, Places of Public Accommodations.................... DSD-4
Calculations, Structural - Single Family Residential - SFR and APPUIENANCES ..........uiiiiieeiieeeiiiii e ee e e e e s e e e e e e e eeeene DSD-4
Calendars: Correspondence - Transitory / Preliminary Drafts — Content NOT SUbStaNntiVe...........vvvvvviiiiiiiieiiiirieeeveeeveeeveeeveeenee, Cw-4
Calibration Records, Laboratory Equipment / QA / QU ... oottt e e e e et e e e e e s MS-16
California Building Codes / Uniform BUIlAING COUES .......ouiiiiiiiiiii ettt e e et e e e e e e s e e et e e e e e e reeeaeeas DSD-2
California Civil Rights Department (CRD) Claims / HArassmMeNt ClaiMS........ciiiiiiiiiiiiiiii e eeeiiiss s e e e e e eeaeanes s s e e e e s e eeenna s e e e eeeeeannnnns HR-1
California EDD Report 0f NeW EMPIOYEES (DE-34) ......ooiiiiiiiiiiiiiiiie ettt e e e ettt e e e e e e e bbb et e e e e e e e e nabbeneeeeeeeeans HR-2
California Report of Independent Contractors (1099’s, 1096°S, DES42) .........uuuuuuiuiiiiiiiiieiiieieeeieeeeeeeeaeeeeeeaeeseeeeeeeeeeesereeeeeeereereeeneeee FIN-2
L= Y[ 1T o TR I =11 O == 1o 1P CC-5
CalPERS - BENEfit PIAN DOCUMENTS ........uiiiiiiiieeiiiiiiie ettt e e e e e sttt et e e e e s e st e et e e e e e e s aas st b ee ittt eeeeeeaa s bbb b et e e e aeeeaannnbbbeeeeaeeeeesnnsbbnneeeeeeesaans HR-1
CalPERS Reports, Annual Valuation Reports, Actuarial Valuation Reports, Annual Employer Statements ............cccooecvviieeeeeeennnns HR-7
CalREcycle ANNual Waste DIVEISION REPOIT ..ot e e ettt e e e e e et et e e e e e 44 e bbb e et e e e e e e e e snn e e et e e e e e e s e nnbbbnreeeeeenans MS-2
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CAIRECYCIE BOMES & CANS REPOIT ... . ueeuieeieeetieetteieteeeeeeeeeeeeaeeeeeeeeeeaaeseeeseeesseesssesssssssessss s s s 5 e s s e 5255555555555 5555555555555 5 525 e e s s sessseessmnnnnennnnnnes MS-2
LOF= 1| o] =T o3 Y o] [T 1= To I @ T = o o RPN MS-2
CalTrans Aeronautics INSPECHIONS (ANNMUA ......coiiiiiiiiii ettt e e e e e sttt et e e e e s o e bbbt e e e e e e e e s e sab b b e et e e e e e e e s nabbenneeeeeeeans PW-1
Campaign Filings (FPPC 400 Series Forms & Form 501): Successful Candidates (Elected Officials)...........ccccceeiiiiiiiiiiiieininnnns CC-3
Campaign Filings (FPPC 400 Series Forms & Form 501): Unsuccessful Candidates .........cccccccoviiiiiiiiiiiiiii e CC-3
Campaign Filings (FPPC 400 Series Forms): Other COMMITLEES (PACS) ...uuuuuuiieiiiiiiiiiiireerierrererseereeerrerrrerrrerreee———————————————— CC-3
Campaign Filings (FPPC 400 Series Forms): Those Not Required To File Original With City Clerk (COPi€S)......ccccccvviiiirriiereeennnn. CC-3
Camps - Applications, Participants’ Registration, Liability FOrmMs, €fC. ...........uuuiiiiiiiiiiiiiiiii e PW-11
Cancellation Requests - Parking, Traffic, Marijuana / Cannabis CitatiONS..............uuuuuuuiiiiiiiiiiiiiiiiei ... PD-10
Cancelled Checks / Warrants - PAYFOIl ONIY ........oiiiiiiiiiiiiee ottt et e e e e e s s et e e e e e e e e bbb e et e e e e e e s s nabbeneeeeeeeeans HR-7
Cancelled or Withdrawn BUIIAING PIANS .........ooi ittt e e e e e e e et e e e e e s e e e e e e e e e e e s bbb e e eeaeeas DSD-1
Candidate File: Nomination Papers, Candidate Statement Forms, Ballot Designation Forms, etc. - Successful Candidates.......... CC-4
Candidate File: Nomination Papers, Candidate Statement Forms, Ballot Designation Forms, etc. - Unsuccessful Candidates...... CC-4
Candidate Statement Forms - Candidate File, SUCCESSTUl CaNAIOALES ............ooiiiiiiiiiiiiiii e e e CC-4
Candidate Statement Forms - Candidate File, UNSUCCESSTUl CANUIAALES ........ooouiiiniieiie et e et e et e e e e e e e e eans CC-4
Candidate Statements for Sample Ballot - General, Working or Administration Files (EIECtIONS)............uuvveviiviviiiiiieeiieiieeeieenee, CC-4
Candle Permits - Fire Code Permits / Special EVENT PEIMILS .........uiiiii ittt e e s e e e e e e s s eeeeeeeeeaaan FR-4
Cannabis - Appeals / HEAriNg OffICEI DECISIONS ........uuuiiiiieeiiiiitie ettt e ettt e e e e et e et e e e e e s e e b e e et e e e e e e e nb e e et e e e e e e s e nbbenreeeaeeeaas CM-1
(0= 1] g F=T L3 O 7= 11T 1SR PP RSP PD-10
Capital Improvement Projects (CIP): Administration File, ENGINEEIING .........uuuiiiiiiiiiiiiiiiiie e e e s e e e e e e PW-3
Capital Improvement Projects (CIP): Maintenance-Only Projects, ENGINEEIING ........ccuuiiiiiiieeiiiiiiiie e e e e PW-3
Capital Improvement Projects (CIP): Permanent File, ENQGINEEIING ........oouiiiiii it e e e e e et s e e e e e e e eanr e e e e e e eeennnen PW-4
(0= 1 (o I 1= (o l [ ] (=T AV (= A OF= T S A o B O T o PP PD-12
(O 1o ETR O LY /< & {0 T HR-8
Cards, Proximity (Employees and TENANTS) = AITDOI ... ... i i e ee e e e e e e e et e e e e e ee e e eetaareeeeeeeeeaetaaa s s eeeeeereantnnnsareeeeeeennnnns PW-1
(O 1o E 30 W10 1 (TP HR-8
Carry Concealed Weapon Applications and Permits (CCW) Applications and Renewals - Unsuccessful / Denied................ccco...... PD-9
Carry Concealed Weapon Applications and Permits (CCW) Applications and Renewals - Successful / Approved...............ccoue..... PD-9
Case Files, Abatement (Building Code Enforcement) - Citations, Notice of Violations, etC.........ccccovvveiiiiiiiiiii e DSD-1
Case Files, Abatement (Code Enforcement) - Citations, Notice oOf Violations, ©1C. ..........uuuiiiiiiiiiiiiiiiiiiiiiiieeeieeeeeeeeeeeee e PD-4
Case Files, Abatement (Planning Code Enforcement) - Citations, Notice of Violations, €tC...............uuuuuriiiiiiiiiiieiiiiiiiiiieiiiinniennns DSD-8
(OF= 1] g = To WO aT=Tod S AT = 14 = 1| £ SPRPPSPPRPPP FIN-3
(081 a1 =T =T 0 To ] £ TP FIN-3
Catalogue, Enterprise System (Listing of ENterpriSe-wide SOTIWAIE) ..........uuuiiiiiiiiiiiiiiiiiie et e e e e e IT-1
Categorical Exemptions - Capital Improvement Projects (CIP), Permanent File - ENGINEEIiNG..........oovviiiiiiiiiiiiiiiiieiiiiiiieeeeeeeee PW-4
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Cathodic Protection Maintenance Records - Above Ground Storage Tank (Airport OWNEd) ...........eueeeeeeieeeieeeiieiieeeieeeeeeeeeeeeeeeeeeeeee PW-1
Cathodic Protection Maintenance Records - Underground Storage Tanks (UST)......uuooiiiiiiiieiiiiii e ceeeeetiies s e e e e s ee e s e e e e e eeenens MS-11
CCTV ViIAEOS Of SEWET LINES ...uuuitiiiiietiiiieusiteettusttsesuesssessssasssessesssessaeesssesseesseeessesessssesseessssessssesssssssssssssnsssssssssssssssessssssssssmmnmmmmmmmmmnes MS-6
CCW Applications / Renewals (Carry Concealed Weapon Applications and Permits) - Unsuccessful / Denied.............cooevvveveeeeeee. PD-9
CCW Applications / Renewals (Carry Concealed Weapon Applications and Permits) - Successful / Approved..........ccccceeeveeeviinnne. PD-9
CDBG (Community Development Block Grant) / Reimbursable Claims / FEMA Reimbursements............cccvvvvvevvveviveeveeeeeeereeeeeennne. CW-5
CDBG-Funded Housing Projects - Housing Programs, With Recapture / Resale ReStriction .........c.ccccccuvvviiieiiiniiiniineiiiniinninnnns DSD-5
CDBG-Funded Housing Projects - Housing Programs, Without Recapture / Resale ReStriction..........ccccuvvveeiiiiiiieiiininiiiiininnns DSD-5
CD-r / Blue Ray-R / Optical Disk / other unalterable MEIa ............uuuuiuiiiiiiiiiiiii e aar e raanrsaarenarennrrnnes IT-1
(1T 0 10 I B =T ToT =Y o] 1ot (o] o<1 OO PP PP PPTPPPR DSD-7
CEQA (Environmental Determinations) - ENGINEEING IS LEAM .......coiiiiiiiiiiiiiiiii et e e e e e s e e e e e e e PW-5
CEQA (Environmental Determinations) - Planning iS LEAM ..........iii it e e e e e e e s s e e e e e e e ean e s e e eeeeennnes DSD-7
CEQA (Environmental Determinations) - Planning is Lead, Inside City BOUNAAIIES...........uuuuuuiiiiiiiiiiiiiiiiiiiiiiiniinneinnninnennnnn. DSD-7
CEQA Noticing - Planning Projects, Approved Permanent Entitlements & PermitS ... DSD-6
CERT, Background Files - Successful Employee and Volunteer APPIICANTS ..........oovuiiiiiiii e e e e e e e e eenaens PD-1
CERT, Background Files - Unsuccessful Employee and Volunteer APPlICANTS ..........uvvieiiieiiieiieiiiieeieeereeeeeeeeeeeeeeeeeeeeeeeseeeesererreeeeeeee. PD-1
Certificate of Acceptance / Approval (copy) - Private Development Permanent RECOIUS ..........uuuvvivieirieriiiriririieeeeerieereeeeereereeereee. PW-5
Certificate of Compliance - Capital Improvement Projects (CIP), Administration File - ENQINEEIING ..........coccuviiiiieeeiiiiiiiiiiieeeeeeens PW-3
(0L g u1ior= TSI A @ ToTo1 0T o T Vg LoV A (0] @ ) I DSD-2
(O g1 1o (3o O ToTolU o T o[V PSP P PTPP RS PPPPPPPPPPPR FR-3
Certificates & Proclamations RECEIVEA DY LY .......uiiiiiiiiieeeiiii et e e e e et e e e e e e st e e e et e e e e e e e bbb reeeaeeeeas CC-6
Certificates and Audits, Lifeguard (CPR Audit, Visual Awareness Training AUAIL) ........ooeeeiiiiieiiiiiei e e e e ee e e e e e e eeeenns PW-12
Certificates Of PArtiCIPAIONS (COPS) ....uuuuuuuiuuitiitiieiereetteeseeereeerrresreesressree.....——...—...—...........——.——————...............——..—.————..—.————————————...—.——— FIN-1
Certificates, Ethics Training - for Employees, Advisory Board Members, and Elected Officials / Councilmembers......................... HR-3
Certificates, Insurance - Agreements & Contracts / Amendments (INfrasStrUCIUre) ........coov oo e CC-2
Certificates, Insurance - Capital Improvement Projects (CIP), Administration File - ENQINEErING.............vvvviiivieiiieiriieiiieeereereeeveennne, PW-3
Certificates, Insurance - Park Facility Use Requests / Field Rentals / Facility Use Applications and PermitS............ccccccvvvveeennn. PW-12
Certificates, Insurance - Unmatched to Agreement / Contract, May Have Current CONLract...............uuveeveerieeeeeeeeeerieeeeeeeeeeereeeneeenee CC-5
Certificates, Insurance - Unmatched to Agreement / Contract, No Current Agreement / Contract..........cccccceeevieiiiiiiiiiiiiin e eeeeeeennnns CC-5
Certificates, Smog - Vehicle & EqQUIPMENt HIStOry FIleS, FIEET ... e e e PW-7
Certification & Inspections, NavAid & AWOS - FAA Inspections / RePOrts / FAA FOIMS ......ocoiiiiiiiiiiiiieeee e PW-2
LOF=T 5 1] ToF= 10T g0\ F= T 10 F= 1IN T o o] o PP PW-1
Certification of Insurance, Initial - Agreements & Contracts / Amendments, not imaged (Non-Infrastructure).........cccccevvvvvevvvnnneee. CC-1
Certifications or Permits, Pressure Vessel (Air Compressors, Propane, etc.) - All DIVISIONS............uuviiiiiiiiiiiiiiiieee e MS-1
Certifications or Permits, Pressure Vessel (Air Compressors, Propane, etC.) - FIEET.........oo i PW-7
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Certifications or Permits, Pressure Vessel (Air Compressors, Propane, etc.) - MainteNanCe ..............uveeieeeiieiieeiieeiiieeiieeeieeeeeeeeeeees PW-9
Certified Payrolls - Capital Improvement Projects (CIP), Administration File - ENQINEEINNG .......uuuiiiiiiiiiiiiiiiini e eeee e PW-3
Certified Payrolls, Agreements & Contracts ADMINISTRATION ....oiiiiiiiiiiiiiiiiie e e e e e e e e e e e st rreeeeeeeens Cw-1
(O 0 =T o LSS SPPSP PR FIN-1
Chain of Custody, Stormwater - AIrPOIT ONIY ... ..o e e e e e e e e e e e e e e et s e e eeeeee e et ta s e eeeeeeeeantnnnsaeeeeeeennnnnns PW-2
Chains of Custody & Lab Reports: Potable Water LEaAU & COPPEE .. .uuuuuuuiiruiiiiiiiiiiiriiestianterareanerrarearrea.————————————————————————————————————. MS-16
Chains of Custody (Bacteriological and OrganiCs) - POtable WAL .............uuiiiiiiiiiiiiiiee et MS-15
Chains of Custody (Groundwater, SUIMACE WALET) .........cuiiiiiiiiiiiiii ettt e et e e e e e e e e e e e e e e s e bb e e e e e e e e e e e s nnbnereeeaeeas MS-15
Chains of Custody (Potable Water CREMUCAL) ..........uuuuiiiiiiiiiiiiiiiiiiiiie e a—ea——ea—eeasseassessesssssasssasssssssasssnnssnnssnnssnnssnnes MS-16
Chains of Custody (Wastewater, PretrEatMENT) ............eiiiiii ittt e ettt e e e e e s s e e e e e e e s s b bt e ittt e e e e e s s s bbbe b e e e e e e e e s aannbnereeeeeens MS-16
Change Orders - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENQGINEEIING .........coooiiiiiiiiieeeiiiiiiiiiieeeeeeens PW-3
Change Orders - Capital Improvement Projects (CIP), Permanent File - ENQGINEEIING .......ccoviviiiiiiiii e e e eeneens PW-4
Change Orders - PUrChase Orders & REQUISITIONS .........uuuuuuiueiiieiieeereesiresreesseesseesesssrrereae..ee..—...——..—...—...——.————————————————————————.—.—.————. FIN-5
Change Orders, Meter / On & Off OFAEIS (COPIES) ....uurrtttteeiaiaiittteeeta e e e e e ettt e e e e e e e bbbttt e e e e s aa e b e e et e e e e e e s e s b b e e et e e e e e e s aannbbenreeeeeeeaas FIN-6
L0 g =1 o TS T o T 1= P DSD-9
Chaplains, Background Files - Successful Employee and Volunteer APPlICANTS..........viiiiiiiiiiiiiiiiieiiieeeeeeeeeeeeeeeeee e e eee s e eeeeeeeeeeeeeeees PD-1
Chaplains, Background Files - Unsuccessful Employee and Volunteer APPIICANTS..........uuiiiiiiiiiiiiiiiiiiiee e PD-1
Chats: Correspondence - Transitory / Preliminary Drafts — Content NOT SUDStantiVe............uvuviiiiiiiiiiiiiiiiiiiieeieeeieeeeeeeeeeeeeeeeee Cw-4
Check Requests (Toilet Rebates, Turf Rebates, SNHOWEr HEAAS, E1C.) .........uuiiiiiiiiiiiiiiiiiiiiiiiiesieseieserseessesrsesseesseesseersreerrerrreer————————. MS-1
Checklists, PPE (Personal Protective EQUIPMENT CRECKIISTS) .......uiiiiiiiiiiiiiiiii ettt e e e e e et e e e e e e e e aan FR-5
Checklists: Correspondence - Transitory / Preliminary Drafts — Content NOT SubsStantiVe.............eeveeiiiiiiieiiiiiiiiiiiieiieeiieeieeeee. Cw-4
Checks / Warrant Register REPOIt - PAYIOl ONIY .....uuue i e e e e e e e e et s s e e e e e e e e et ta s s eeeeeesaenrnnn e eeeeeeeennnnns HR-7
Checks / Warrant RegiSter REPOI (ISSUEM) = COPIES....uuuuuuuuiireiiettteeeueutreerraesreeesreseessrrereees.ee..—...——.——...re......—..————————————————————————... FIN-3
Checks / Warrant REGISIET REPOITS ... ....iiiiiiiiiie e ettt e oottt e e e e e oottt e e e e e 44 aa bbbttt et e e e 444 aa R bbb bbbt e e e e e e e e aa bbb e et e e e e e e e annbbbnneeeaeenans HR-8
Checks / Warrants - Cancelled - Payroll ONIY .. ... i e e e s s e e e e e e e e et s e e e e e e eeeaetaa s s eeeeeeeaentnnnaaeeeeeeeenrnnns HR-7
Checks / Warrants (Cashed OF REIUINMEM / INSI) ......uiuiiiiiiiiiiieiiitiieeeieeseeesseessaesseereaeseaeseeesaesereesaesereesreerrserreerrrerrererrersrrererrrr—.—. FIN-3
(O g [Tl R B LT o Jo LS (=10 N (oI = 7= 1 | PO PPPP T PPPPPPPPPPPR FIN-5
Checks, Daily Equipment - Electrical & Mechanical MaINTENANCE ...........oiiiiiiiiiieie et e e e eaeeas MS-13
LOF o= Tod T T V1 YA =T U110 1 1= L R 1= P PW-7
Checks, Daily EQuipment - Utility MAINTENANCE ..........uiiiiiieiiiiiiiie ittt e e e e e st et e e e e e e s s bbbt et e e e e e e s s b bbb e et e e e e e e s annnbbenreeeeeeeans MS-5
Checks, Daily EQUIpMENt - Water DISTHDULION ..........uuiiiiiiieiiii et e e e e e e e e e e e e e e e e e b e eeeeeeeaas MS-9
(O 1= Tod (I [ o= 1= g T=To I (=T od o 1T | ) P FIN-3
CRECKS, VACALION (COPIES) ..vvvvuvrrerrerruessrerssusssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssserermemmrmrmen PD-4
Chemical Use Report Form (Electrical & Mechanical MAINTENANCE) ........cc.uuiiiiiiiiieiiiiiiee et e e e e eea e MS-14
Chemical Use REPOIT FOIM (FIEET) .. ...ttt et oo oo ekttt e e e e 444 ek bbb e et e e e a2 e e e snb b e et e e e e e e e e nnbb e e e e e eeeenans PW-8
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Chemical Use RepPOrt FOMM (IMAINTENAINCE) ... ...uuuuueieiiitieeeeeiteeeeeeeeaeeaaeeeeeeeaeeeaeeeaeeeeeseeesseessssesessessessssssssssesssesssssssesssnsssnsssnnsssnsnnsnnnnnnes PW-9
Chemical Use Report FOrmM (Pre-TrEalMENT) ..........uuuiiiii e eeeiis s e e et e s e e e e e e ettt r e e e e e e e ee e aeaa s seeeeeeeessas s eeeeeeeesssnnnsaeeeaeernnnes MS-18
Chemical Use Report FOrm (Utility MaINTENANCE) ........uuiiiiiiiiiiiiiieeie e e ettt e e e e e ettt e e e e s s s bbb e e e e e e e e e s s bbb e et e e e e e e s annabbenreeeeeeeans MS-6
Chemical Use Report Form (Wastewater TreatmMent PIANT)...........oe et e e s a e s MS-19
Chemical Use Report FOrm (Water DIStHDULION) ......uuueiii it s e e e e e et s s e e e e e e e e ataa s e e e e e e e e e eeat s e eeeeeeeessannnsaeeeaeeennnes MS-11
Chemical Use Report Form (Water QUAIItY CONTIOI)........uuuuuiiiiiiiiiiiiiiiiiiitiieee e —eeaeeeae—easeeasseasseassssssssnssnnssnnssnnssnnssnnes MS-17
Chemical, Potable Water: Lab Reports & Chains Of CUSIOAY .........uiiiiiiiiiiiiiiiiiee ettt e et e e e e e s areeeaee s MS-16
Child Abuse (substantiated) - CriME REPOITS ........ocuuuiiiiiiiieee ittt e e e e e e e e e e s e bt e et e e e e e e s s s bt e e e et e e e e e e e e nnnbrneeeeeeeas PD-11
Child Abuse or Neglect Investigation Reports (Unsubstantiated or INCONCIUSIVE) .........uuuuuuuuiiriiiiiiiiiiiiiiiiriineiinreinrennrernr... PD-11
Child Neglect Investigation Reports (Unsubstantiated Or INCONCIUSIVE) ........uuiiiiiiiiiiiiiiiiiiiie e e a e PD-11
Children’s Programs - Activity / Special Programs / EVENT FIlES ...t PW-11
Chlorine Residuals and Potable Water Chemical: Lab Reports & Chains of CUSIOAY .........cccovviiiiiiiiiiiiiieeicn e e ee e MS-16
CHP - INSPECLONS OF AUILS (FIEEL) .....eviiiiiiiiiiiiiiiitiettetteeteeeseeeseesseeessesseeesssessassssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssssssssnnnnnns PW-7
CHP - INSPECHIONS OF AUTIES (TTAINSIL) ......eieeieeeieeee ittt e oot e e e e e e ekttt e e e e a4 s bt e ettt e e a4 e e s kb b ettt e e e e e e e e nbb e e e et e e e e e e e nnbnnrneeaeeas PW-14
L8 e {0 = T3 L= =7 o o) o PP PD-10
(oL | S N W £ ULl =T Lo ] o PPN PD-10
CHP Forms: Pursuit Report (CHP 187A), Vehicle Report (CHP 180), ETC. ... .uuuiiiiiiiiiiiiiiiiiie ettt e e e PD-10
Christmas Tree Lots - Approved / Unapproved TEMPOTary PEIMILS ........oiiuiiiiiiiieeei ittt e e e s eeeaeeas DSD-8
Chronological: Correspondence — Routine — IF the Content relates in a substantive way to the publiC.........ccccvvvvviviiiinninnnee, CW-3
CIP (Capital Improvement Projects): Administration File, ENGINEEIING ..........uuiiiiiiiiiiiiiiiiiieee e e e e e s s eeeaeeeans PW-3
CIP (Capital Improvement Projects): Maintenance-Only Projects, ENGINEEIING ........ccuuiiiiiiiieeiiiiiiiiie e e e e PW-3
CIP (Capital Improvement Projects): Permanent File, ENQGINEEIING ........oouuiiiiii it e e e e e e et s s e e e e e e e eenn s e e e eeeeeennnnns PW-4
(O | S = oo g 1Y = L= oL RS = o o PP PRTPP S PPOPPPPRPPR PW-3
Citation Appeals - Hearing OffiCer DELEIMMINGALIONS .........oiiiiiiiiiitiiiii oot e e e ettt e e e e s s s bbb et e e e e e e e e s ab b b et e e e e e e e s aasbbseneeeeeeesaans PD-4
Citations - Above Ground Storage Tank (AIrPOIrt OWNEA) .......c.uuuiiiii i e e e e e e e e e et reeeeeeeeataa s s eeeaeeeeentnnnaaeeeeeeeenrnnns PW-1
Citations - Building Code Enforcement / ADatement CaSE FilES.......uuuuuiuuiiiiiiiiiiiiiiiiiiiiiiiuiere e anraanraanrranraanes DSD-1
Citations - Code Enforcement / ADAIEMENT CASE FIlES .......uveiiiiiiiiiiiiiiiiiee ettt eeeeeeeaeeseeeeeeeeaeseaeessesssssseessseesseeesensnnnseees PD-4
Citations - Planning Code Enforcement / ADAtemMent CASE FilES........cooiiiiiiiiiiiiii e a e DSD-8
Citations (Parking, Traffic, Marijuana / CanN@biS) ........ccciiciiiiiiiiiiiii e e s e e e e e e e ae it s e e e e e eeeeetana s eeeeeeeeettnnnaeaeaeeeennes PD-10
Citations / Code Enforcement Actions / Notices Of VIOlationNS (AINPOIT) ........uuueiiiieeeiiiiiiieiee e et e e e e e e s eeeeeeeans PW-1
(O] c= 1[0 o 53 A L] 1ot =T a | MY o] F= 11 o] o =P FR-3
(O 1e= 1 (To] g S3= Vo I [0 TS o= Tox 10 4 ST @ 1] AP RM-1
(Od1 2= 11T E T O |l I =1 0 F TP PW-1
Citizen Advisory Created by the City Council - AGENDAS & STAFF REPORTS ...ttt Cw-2
Citizen Advisory Created by the City Council - AUDIO OR VIDEO RECORDINGS........coottiiiiiiiiiiiiiieee e Cw-2
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Citizen Advisory Created by the City COUNCIl - MINUTES ... ..o i iiiiiiiiiiieiieiiieeeieeeeeeeteeeeeeeeeeeeeeeeeeseeeseeeseeseeeseesssseeseesssessseessensnnennnnnnes CWwW-2
City Anniversaries - Historical Records, Photographs, & HiStorical ProjJECES .........occuuiiii i e e e e e e eeneens CC-5
(313 VAN g 1ol [T ) i [ g To ] T ] =14 o] [P O TP PPTPP R TPPPPPPPPPPPR CC-2
City Attorney - FPPC 700 Series Forms, Statement of Economic Interests (Economic Interest Filings)..........cccvveeeiiiiiiiiiiiieceeenns CC-3
(014 VA O [T o 1 = T 1[0 g FS N (O 1101 T = = | CC-3-CC+4
(313 1= 4 TR PPRPRP CC-1-CC-3
City COUNCIl - AQENUA PACKELS ....ceiiiiiiiitiiii ittt e ettt et e e oo oottt et e e o444 a A a bbbt ettt e e e 444 a R b bbb e et e e e e e e e e bbb b e et e e e e e e e s nabbenneeeeeeeans CC-1
CILY COUNCI = IMINUEES ...ttt e oo 44ttt e e+ 4444k ettt e e 44444 R R kb et ettt e e 4444k kb e e et e 42 o244 e n bbb e et e e e e e e e e b b e s neeeeeenans CC-5
(0] 3V @o ¥ [od | Il = L=TTo ] (011 o] £ PPN CC-6
City Council Meetings, AUTIO OF VIidE0 RECOITINGS .....utiiiiiiiiiiiitiiiiie e e ettt e e e e e e sttt et e e e e s s s e e e et e e e e s s s sabb b e et eeeeeeasannbbeneeeeeeeeaans CC-6
City Council Members - FPPC 700 Series Forms, Statement of Economic Interests (Economic Interest Filings) ..........ccccccveeeenns CC-3
City Manager - FPPC 700 Series Forms, Statement of Economic Interests (Economic Interest FilingsS) ......cccovvevvviviiiiiiiiiiieeeeeeeennns CC-3
City MANAQET UPAALE REPOITS .....uvieiiiiiiieiiesitestrestrsssresssesseseseesreessreessessree.seesrerrsre......re..........——..—...................—..—.—..—...—..—......—.——— CM-1
L0113V (Y =T g T To =] PSP PPP PP PPPPPPPPPPPPN CM-1
City Publications & Completed Graphic Design Projects - Significant Historical Value ............ccccoeeiiiiiiiiiiiie e, ECON-1
City Publications & Completed GraphiC DESIGN PrOJECES ... .uuuuuuuuuitiiiiiuuiuitetteruereearereerrrr ...t ECON-1
City Seal - Historical Records, Photographs, & HiStOrCal PrOJECTS .........oiuuiiiiiiie ettt a e e CC-5
City Treasurer - FPPC 700 Series Forms, Statement of Economic Interests (Economic Interest Filings).........ccccceeviiiiiiiiiiiieeeennns CC-3
(0] RV o L (=T Il o)V AN W BT o F= Ut 10 L=T ) ) CW-1-CWwW-9
Claim for Damages / ClIAIMS AGAINST CILY .....eeiiiiiiiiiiiiiieete ettt e e e e et e e e e e s s bbbttt e e e e e s aa s bbb e e e et e e e e e s s bbb b e et e e eeeeeaannbbeneeeeeeeeaans RM-1
(O] ol o] 110 S (o] o] ST TP PPP PP PPPPPPPPPPPPN CC-2
(O Tl g A R TS (V[0 T e f0] 1= T Y I = 4= Vo = PP RM-1
ClAUIMS AQAINSE CItY ...uuuuutuiuiriissittessesseesesesseessseesressesesseesssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnnns RM-1
Claims, Long Term Disability (Includes all Accident, Incident, or Injury Reports from EmpIOYEEs) .........ccoovvuviiiiiiieiiiiiiiiiiiieeeeeene HR-7
Claims, ReEIMBDUISADIE [/ FEMA J O S ..o oo ettt ettt et ettt et e et e et e et et e e et et e e et e ea et e ea e e e e e raenreereereanrenns CW-5
Claims, Workers Compensation (Includes all Accident, Incident, or Injury Reports from EmMpPIOYEESs) ..........uuvvvevvveriivevveeereerennrnenne, HR-7
Class Guide / Program GUIE (FINAI) .........uueeiiiiiiiiiiiiie ittt e ettt e e e e e e ettt e e e e e e e e bbbttt e e e e e e s e a bbb b e e e e e e e e e e e anbbbeneeeeeens PW-11
Class INStruCtors - AQre@MENTS & CONTIACTES ... ...ciiiuiiitiieie e e e ettt e e e e e et e e e e e e e s o b e et e e e e e e e e s e b b e e et e e e e e e s e sbbe e e e e e e e e e e e s nnnnnreeeaeens PW-11
ClasSES - SCHEAUIES / HOUIS (COPIES) ..oiuuiiiuiii i i e it eeiiiiis s e e e e ettt ee s e e e e e e e e ettt s s e e e et ee et aaa s eeeeeeeeeteaaaasaeeeeeessensaanseeaeeessnsnnnnsaeaeaerennnes PW-12
Classes and Programs - ROSters / Sign-In / SigN-OUL SNEELS ........eeiiiiiiiiiiiiiiii e e e e s eaa s PW-12
Classification / Reorganization Studies (Employee Classifications / Department StrUCIUIES) ........uuvueeereeieerieeereeiieeeeeeeeeeeeeeeeeeeeeennee HR-1
(@4 F= Ty Tox=1 110 TR L] o 10 P HR-4
(011 o] o Lo Il = =T 1= T Ao 11 = PP MS-5
(O 1= =TT Lot o] 1 1S T4 ) 1T DSD-8
Clearance, Zoning - Planning Projects, Approved Permanent Entitlements & PEermitS .............uuuuuueuiuuiiimiiimiiiiiiiiiiiiiineiieneineeennennnes DSD-6
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Clearances, Pre-Employment MediCal - MEAICAI FIl@ ......... e i ittt ettt eee et eeeeees e e e e seeeseeesseeseeesenesnnenees HR-6
Clippings - Newspaper Clippings / Media ClIPPINGS (COPIES) ...cuuuuuuiiiiiiriiiieiiiiaseeeeseeeettiaaseeeeereeettn e easeeerrtnn e rerrerr ECON-1
Cloud Backup, Immutable (INformation TECHNOIOGY) ......cceeeiiiiiiiiiiii et e e e e e e e e e e e s e bbb e e e eeeeeeesaane IT-1
CMMS / CRM Database - Work Orders / Service Requests, Not Entered / Partial Entry (Utility Maintenance) .............cccccvvveeeeennns MS-7
CMMS / CRM Database - Work Orders / Service Requests, Not Entered / Partial Entry (Potable Water) ...........ccccvieeiiiienninnnns MS-12
CMMS / CRM Database - Work Orders / Service Requests, Not Entered / Partial Entry (Electrical / Mechanical Maintenance) .. MS-15
CMMS / CRM Database - Work Orders / Service Requests, Not Entered / Partial Entry (Wastewater Treatment Plant) .............. MS-20
CMMS / CRM Database - Work Orders / Service Requests, Not Entered / Partial Entry (FIEEt)........cooveeiiiiiiiiiiiiiiiiiiieeeceees PW-8
CMMS / CRM Database - Work Orders / Service Requests, Not Entered / Partial Entry (Maintenance) ...........cccccccvvvvvvvvnnnnnnnnnnns PW-11
(010] =1 27N =71 113 o RO HR-6
Code Enforcement / Abatement Case Files (Citations, Notice Of VIiOlatioNs, €1C.) ......cuuuiiiiiiiiiiiiiiiie e PD-4
Code Enforcement Actions / Notices of VIolIatioNS (AINPOIT) ......uuuuiiii i s e e e e et r e e e e e e e e aeaa s e e e e e e eeeentanaaeeeeeeeenrnnns PW-1
Code Enforcement Complaint Letters - Code Enforcement / Abatement Case FilES .......uuuiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeveee e eeeeeees PD-4
(7oL LI oY o] o= 0 =T o | PP PD-4
Code Enforcement, Building / Abatement Case Files (Citations, Notice of Violations, €tC.) .......ccccceviiiiiiiiiiiiiii e DSD-1
Code Enforcement, StOrmwater = AIMPOI ORNIY .........uuiuiiiiiiiiiieiieueueeueee e e e e —————e——ee———s——eesaesssessssssessssesssesssessssssssssssssssssssssnnnnnnns PW-2
Codes - California Building Codes / Uniform BUIldiNG COUES ........uuiiiiiiiiiiiiiiiiiee ettt e et e e e e s s eeaee s DSD-2
(0] (O N (Ol g {[or=Y (=] H @ ToTol N[ o= o 03 TSP PP P PP PPPPPPRI DSD-2
COG Interpretations of MOU - Historically SignifiCant RECOIAS ..........uuuuuuiiiiiiiiiiiiiiiiiiiiiiie e aaraanrraaraane, PW-12
Collateral Duty Assignments, Special ASSIGNMENTS, TESTING ... ..uuuttiiiieiiiiiiiii it e e e s s r e e e e e s s b e e e e e e e e e s aasbbrneeeeeaeeaaans PD-1
Collection Agency AsSSIGNMENES / UNPAIA ACCOUNTES ......eetiiiiiiiiiiitiiete e e e ettt e e e e e st be et e e e e e s e s b e e et e e e e e e s e nnb e e e e e e e e e e e aasnbbenneeeeeeeans FIN-6
Comments, Customer (If the Content relates in a substantive way to the conduct of the public’s business) .............ccccccccvviiennnn. PW-12
(000 00101101 ST ad F= T T O 4 T<Tod QTR DSD-4
(O%e]aa T a Lo ot T= VIS (U o (N = IO =1 Lot U ] = 1] I DSD-4
Commercial BUilding Plans - FINAHEA ..........iii it e e e e e e et e e e e e e e e e ettt s e e eeeeeeeaeata s s eeeeeeeessannnaaeeeaeeennnes DSD-1
Commission, Planning - General, Working or Administration FileS (EIECHONS) ...........uuuiuiiiiiiiiiiiiiiiireiirerieereeersrerereereeerreee—————— CC-4
Commissions, & Committees: External Organizations - Agendas, Minutes, Resolutions, or other documents ...........ccccvvvvveeeeee. CW-2
Commissions, Advisory Bodies: Citizen Advisory Created by the City Council - MINUTES ...........oooiiiiiiiiiiieee e Cw-2
Commissions, Advisory Bodies: Citizen Advisory Created by the City Council - AGENDAS & STAFF REPORTS .........oooevvvvins CW-2
Commissions, Advisory Bodies: Citizen Advisory Created by the City Council - AUDIO OR VIDEO RECORDINGS .................... Cw-2
(O] ol gl 1Tl o] o] [Tor=iTo] K Y| TP PPP PP PPPPPPPPPPPPN CC-2
Committee Maddy ACt LiStS / VACANCY NOLICES ......cuuiiiiiiiiiiiiiiiiiiis e e e et e e s e e e e e e e et s s e eeee e e e ttaareeeeeeeeeatsaaa s seeeaeeeaantnnnaeeeeeeeennnnns CC-2
Committees, Commissions, Advisory Bodies: Citizen Advisory - AGENDAS & STAFF REPORTS .......ovvviiiviiviieevieeeeeeeeveeveeeeee CW-2
Committees, Commissions, Advisory Bodies: Citizen Advisory - AUDIO OR VIDEO RECORDINGS. ..........ccccevviieiiiiiiiiiiiieeeeeene Cw-2
Committees, Commissions, Advisory Bodies: Citizen Advisory Created by the City Council - MINUTES .........cccccoiiiiiiiiiiinins Cw-2
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Committees: External Organizations - Agendas, Minutes, Resolutions, or other dOCUMENLS ...........eviiiiiiiiiiiiiiiiiiiieiieeeeeeieeeeeeeee CW-2
Committees: Subcommittees of the City Council (Ad-Hoc or Standing Committees - AGENDAS & MINUTES ...........cccooeeevivennnns CW-3
Communications - ECONOMIC DEVEIOPIMENT .......ciiiiiiiiieiiii ettt e e e e e e ettt e e e e e e st bbbt e e e e e e e s et e e e e e e e e e e s nnnnbrneees ECON-1
CommuniICatiONS / CAD / DISPAICN ...ttt e oo oottt e e e e 4o a bbb ettt e e e e e e e bbb e et e e e e e e e e nbbnereeeeeeenaan PD-4
Community Facilities DiStrCtS - ENQGINEEIS REPOIS ...uuuuiiiiiiiieiiiiie et eeeeeeir s e e e e e e e et e e e e e e e e e aetaareeeeeeeeeattaaa s s eeeeeeesentnnnaaeeeeeeeenrnnns PW-2
Community Pass (Recreation Activity Registration DatabaSE) ...........uuuuuuiiuuiiiiiiiiiiiiiiiiiiinrirereeer .. ——————————————————————. PW-11
COMPENSALION SUIVEYS & STUTIES .....oiiiiiiieiiiie e ettt e oottt e e e e e e e bbbt ettt e e oo 4o s s a bttt ettt e e e 44 4aa R bbb bbbt e e e e e e e e sn bbb e et e e e e e e e s nabbbnneeeeeenans HR-2
Compensation, Deferred (City STAIEIMEINTS) ......coiiiiiiiiiiiie et e e e e o e et e e e e s e e b e e et e e e e e e s e nnb e e et e e e e e e e s nnbbenreeeeeenans HR-8
Complaint Forms: Odor / Taste / Visual Complaints (Potable WaLEE) ..........uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiieiieneee e MS-12
Complaint Letters, Building Code Enforcement - Building Code Enforcement / Abatement Case FileS..........cccccvvvviiviiiniiiiiinnnnnnns DSD-1
Complaint Letters, Code Enforcement - Code Enforcement / Abatement Case FileS ... PD-4
Complaint Letters, Planning Code Enforcement - Planning Code Enforcement / Abatement Case Files ..........ccovvvvviieiiiiieeninnnns DSD-8
Complaints - Body-Worn Cameras, OffilCe€r RECOIMINGS ......uuuiiiiiiiiiiiieiiieiiieeieeeieeeseeeseeeseesssaeseeeeseeeeeereeeraere——eraterreerererreerrrrrrrrrr————. PD-5
Complaints - REGAIING ANIMAIS ......ooiiiiiiii ettt e e e e e e b bttt e e e oo 4o e E b e e ettt e e e a4 4a s bbb e e et e e e e e e e e n b bbb e et e e e e e e s e nnbbnnneeeeeeeaaans PD-3
Complaints / Concerns from Citizens (EXcludes POlICE OffICEIS) ....iiiiiiiiiiiii e e e e e e e e e e e e e eernea CW-3
Complaints from Employees — No Employment Action - With / Without Sustained Finding of Misconduct................ccvvvvvveviviiieennee. PD-1
Complaints from Members of the Public / Internal Investigations With Sustained Finding of Misconduct .............cccccooviiiiiiieenneennnnns PD-1
Complaints from Members of the Public / Internal Investigations Without Sustained Finding of MiSCONAUCL ...............ccccvviiveeeeennns PD-1
(70T aa] o] F= V[0 ST = 1Y S PP FR-2
(Ofe]aaT o] F= T a1 ST YT =T g Lo o PSPPSR MS-6
Completed Graphic Design Projects - Significant HiStOrical ValUe ...........c.ouuiiiiiiiiiie e ECON-1
(OfeTpq] o] (=T (=To W€ = To] g LTl B ToE] T | md (o] [T ] = ECON-1
COMPHANCE, AB 939 ... iiiiiiiiiiiiiiitiiiettettreereeeeeeerrerreee.——..——...—e.eee.eeestee.tessteessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssessssnssnes MS-2
Compliance, SB 1383 (Organic Waste Collection and RECYCHNG) ......ccoiiiuiiiiiiiiie et e e e ee e e e e e e MS-2
Compliant, Peace Officer - Report to POST Commission - Reports to State or Federal AQENCIES .........cooevviiiieiiiieirieeiiiiin e, PD-8
Compressors, Air - Pressure Vessel Certifications or Permits - All DIVISIONS .........uuuuiiiiiiiiiiiiiiiiriiieeiieessesrsssssesseeerrersreere—————————. MS-1
Compressors, Air - Pressure Vessel Certifications OF PErMILS = FIEEL........uuuiuiiiieiiieiiieiieeeiiieiieeieeeeeeeeaeeeeeereesaeesseeeseereaeesrerrreeraeea———— PW-7
Compressors, Air - Pressure Vessel Certifications or Permits - MaiNt@NaNCE ...........uuuuuueuueeieerieeeiieeiaeeeeeereeeeeeeeeeeeeerereeeeeeeeeereeee PW-9
Computer Sign-ups: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive ...........ccccvvviieiiiie e, CWw-4
Computerized Maintenance Management System - Work Orders / Service Requests (Utility Maintenance)............ccooecvvvveeeeeeennnns MS-7
Computerized Maintenance Management System - Work Orders / Service Requests (Potable Water) ..........cccccvvveiiiiiiiiiiinennenn. MS-12
Computerized Maintenance Management System - Work Orders / Service Requests (Electrical & Mechanical Maintenance) .... MS-14
Computerized Maintenance Management System - Work Orders / Service Requests (Wastewater Treatment Plant) ................. MS-19
Computerized Maintenance Management System - Work Orders / Service Requests (FIEEL) .........uevviieiiiiiiiiiiiiiiie e PW-8
Computerized Maintenance Management System - Work Orders / Service Requests (Maintenance) ...........ccccvevveeeeiiiiiiiiieneneenn. PW-10
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Concerns from Citizens (EXCIUOES POlICE OFfICEIS) .....uuuiuiiiiiiiiiiiiiiiiiitieeteeeeteeeeeeeeeeeeaeeeaeseeeeeeeeeeeeseessesssseessessssssseesensssesssenssnnsnnsnnnnnnes CW-3
Conditional Use Permits (CUPs) - Planning Projects, Approved Permanent Entitlements & Permits .........ccccoooeeeiiiiiiiiiiiiieeneeeens DSD-6
Conditions of Approval - Planning Projects, Approved Permanent Entitlements & Permits ...........ccccccvuvieuiiiiiiiiiiiniieiiniinnenennns DSD-6
Confidence Reports, Water CONSUMET CONTIABNCE ... ...uuuuiiiiiiiiiiieieiiieteeeiieetieeeeeeeeeeeeeeeeeeaeeaeeesaesesseesseessesssssssssssssssssssesssesssensennsnnnnnes MS-4
Confined Space Entries / Hot Work Permits (Electrical & Mechanical Maint€NanCe) ...........ccouuuiuiiiiiieieieeiiiiis e eeeeeees e e e e e eeeeees MS-13
Confined Space Entries / Hot WOrk Permits (Pre-TrEaAMENT). ... ...uuuuuuuiiiuiiuriiritiuutieeeeserrenrererearrrarrea.—..—————————————————————————————————————————. MS-17
Confined Space Entries / Hot Work Permits (Utility MAINTENANCE) .......ooiiiiiiiiiiiie ettt e e et e e e e e e e MS-5
Confined Space Entries / Hot Work Permits (Wastewater TreatMENT) ..........uueiiiiiiiiiiiii e e e e e MS-18
Confined Space Entries / Hot Work Permits (Water DiStHDULION) ..........uuviieiiiiiiiiiiiesiiesiiesissessessesessssssssssesssssssssssssssssssesrserrresreeeraenn.. MS-8
Conservation Programs for Potable Water (Toilet Rebates, Turf Rebates, Shower Heads, €tC.)...........uuuvevvieiieeriierieeiiiieiieevieevennne, MS-1
Consolidated PIanS - HOUSING PIANS.........uiiiiiiiiiiiii ettt e e a4 et et et e e e e e e e bbb e et e e e e e e s e s bbb e et e e e e e e e e s nnbnnneeeaeeas DSD-4
L0070 1o =0 Lo A I O DSD-7
Construction & Operational Permits: High Piled Storage, SprinkIler Plans, ©IC. ..........uuuiiiiiiiiiiiiiiiiieiieeeieeeveeeeeeeeeeeeeseeeeesseesseeereeeeeeeees FR-4
Construction Inspections - Private Development AdMINIStrative RECOIS ...........iiiiiiiiiiiiiiiiie e PW-5
Construction Manager’s Logs - Capital Improvement Projects (CIP), Administration File - Engineering.........cccccvevvvvvvveeveeeveeeeennnee. PW-3
CoNStruction MEters (TEMIPOTAINY IMELEIS) .....uuuuuuuureesieeseeeseeesreestesrrressessreesseesssesseereessetesseeseesessesrsssssssssssssesrsssnsesssssssessmmmrremrremrmmmmmm MS-8
CONSEIUCION WASTE MBNAGEIMENT. ... iiieieeieiee e e ettt e e e e ettt e e e e e e e bbb e ettt e e e e s o s a et bttt et e e e e a4 4a R bbb e e et e e e e e e e e nn bbb e et e e e e e e e e nabbnnneeeeeeeans MS-2
Consultants - Agreements & Contracts / Amendments, not imaged (NON-INfraStruCtUre).........ccuuviiiiieeiiiiiiiiiiieeeee e CC-1
CoNSUMEr CONFIAENCE REPOIS, VWALEK ... .uuuieiiiiiiiiiiiietiisseeaeeeeseeseeeesseeseeesseessaessaesseesetessaesesssseesrsssssssssssssssrsssssesssssssssssmssssssrssremsmmnsmees MS-4
Contact REQUESES (ANIMEAI SEIVICES) ......uuiiiiiiieeeiiiii ettt e e ettt e e e e e e e bttt e e e e e e oo et b b e ettt e e e e 4 aa s b bbb ettt e e e e e e anab b b e et e e e e e e s annsbbbnneeeeeeenanns PD-3
COoNtINUING DISCIOSUINE REPOITS ... eiiiiiiiiititee ettt ettt e ettt e oo 4o e e ettt et e e e e 44 aa R ke et ettt e e e 244 R R b e e e et e e e e e e e e s nbb e e et e e e e e e e e nnbbennneeaeenans FIN-1
Continuing Education for Paramedics - Training File (Vector Solutions Database) ... FR-6
Contracts & Agreements - Class INStrUCTOrS, PErfOIMEIS, EIC. .....uuuuiiuuiiiiiiiiiiiiiiiiiiiei e ——aa—araaraareraseraasaanssnnsennssnnrsnnes PW-11
Contracts & Agreements / Amendments (Infrastructure, Imaged JPAS, Imaged MOUS)..........ooiiiiiiiiiiieiiiiiiiieiee e CC-2
Contracts & Agreements / Amendments (Non-Infrastructure, Professional Services Agreements, €tC.) c..cccovvevvvvviiiiiiiiiieeeeceeennns CC-1
COoNtraCtS ADMINISTRATION ..oiiiiiiiiiiiiiititiite e e ettt e e e e e st e et e tae e e e s s s s et eeeeeeeeeeaaas s b bt et eeeeeeeeaaa s b bbb e et e e e e e e eannbbbeeeeeeeeennnnbenneeeeeeeeaans Cw-1
Contracts for INvestigators (EMPIOYEES ONIY) ...ttt e e e e e ettt e e e e e s et e e et e e e e e e e e b bbb e et e e e e e e e annnbbenreeeeeeeans HR-2
Contracts: UNSUCCESSFUL BIDS, PROPOSALS or RESPONSES t0 RFPS ...ttt Cw-2
Control, Animal - Appeals / Hearing OffiCEr DECISIONS .......c.oiiiiiiiiii it e e e e et e e e e e e e e e aeta s s eeeeeeeeettnnn e eeeeereennnnns CM-1
Control, Traffic: Radar CaliDration RECOIUS ........iiieeiiiii ettt et ettt e et e ettt e et et ettt s e et s e e et e e st se et se e et ee et sestases st sastsessnsessnaeans PD-5
Control, Traffic: RAAar TraIlEr SUIVEYS, EEC. .. ...ttt eeeeeeeeeeeeaeeeeeeeeeeeseeesseeseeesseesaesssessssesseeeseeeseeeseesanesseesseeesenennneeees PD-5
Controlled SUDStANCE INVENTOIY RECOIAS ......iii i e et e e e e e e e e et et e e e e e e e eeae et e seeaeeeeeettna s reeeeeeeeesennnnsaeaeeeennnnns PD-3
Controlled Substance LOgs, INVENTOMIES / DIUQG LOGS .. ..uuuuuiiieiiiieiieeiieeeeeeeseesseeeseeeseeeseeeseeesseereeeere..—e..—e..—er.——.r—re.———.—.—————.———————————. FR-2
Copies of invoices, Grant program rules, regulations & procedures, reports to grant funding agencies, correspondence .............. CW-5
Copies of Sample Ballot - HiStorical Files, EIECHONS .........ooiiiie et e e e e e s e e e e e e e CC-4
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(Ofe] o1 (=1 o @ B IU] o [Tor=1 (=230 ] = 1|2 (=T oo ] o NP PP PPRRPP CW-3
Copper & Lead, Potable Water: Chains of Custody & Lab REPOIMS........ccuuiiiiiii i s e e e e e e e e e e e e e e eeeenes MS-16
COPs (CertificateS Of PAITICIPALIONS) ........tteiiiiieeiiiiiiiie et e ettt e e e e s st e ettt e e e e e s s s ettt e ettt e e e e e aa s bbb b e e et e e e e e s e nnbbbe et e e e e e e e annnbbenneeeeeenans FIN-1
Copyright Release Forms / Requests & Permissions to Receive Copies Of PlanS ............uuueiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiiineinneeeneinneenneennes DSD-2
CORI RESPONSES, LIVESCAN ....uutuiiii i i eeiieetiiiiis e e e e e ee et iar s e e eeeeeeetea s aaee et eee et aa s aaeaeeeeeetsaaanaeeeeeeessssanssaaeeeeesanssnnsseeeeressnnsnnnareerereennnnns HR-4
(OToTg(=ToitTo] gl NN [t Tot=T IR = 10 1o [TV DSD-3
Corrective Actions (Due To Violation) - POtADIE WAL ...ttt e e e e e e e e e e e s et eeeeeeeeeans MS-1
Correspondence - Capital Improvement Projects (CIP), Administration File - ENQINEEIING.........ccuuuviiiiieeiiiiiiiiieeeee e PW-3
Correspondence - General, Working or Administration Files (EIECHONS) .........uuuiiiiiiiiiiiiiiiiiiiiiiiiiieeeiesseesssssseeeseesseeesserrreereee————— CC-4
Correspondence — Routine — IF the Content relates in a substantive way to the publiC ... CWwW-3
COrreSPONUENCE - SIAEWAEIKS OF TTEES ... .ueeeiiiieeiiiiiiite ettt e e e e ettt e e e e e e e et ettt e e e oo s s a b e e ettt e e e e 44 e R bbb e e et e e e e e e e e anb b e e et e e e e e e e s nnbbennreeaeenans PW-9
Correspondence — Transitory / Preliminary Drafts — Content NOT SUDStaNTIVE .....ccoooo i CW-4
Correspondence (Environmental Determinations) - ENGINEENNG iS LEAA ..........uuuuiiiiiiiiiiiiiiiiieiiiriiretiseessesssessressreesrerereerrerre————————. PW-5
Correspondence (Environmental Determinations) - Planning iS LEAA ...........uuuiiiiiiiiiiiiiiiiei et DSD-7
Correspondence (Environmental Determinations) - Planning is Lead, Inside City BOUNANIES ..........ccovvvviiiiiiiiiieeeieeeiiiii e e e eeeenns DSD-7
Correspondence, Regulatory Agency, All Divisions: DDW, CUPA, DHS, DPH, EIC. .........uuuuuiiiiiiiiiiiieiirieiiesiresseesseessseerseesreereee.. MS-2
Costs - Capital Improvement Projects (CIP), Administration File - ENQGINEEIING .......oocuuiiiiiiiieeiiiiiiiiiiee e e e e PW-3
Council District Boundary Web Page (Map, Redistricting Process, Agendas, Calendars, NOtiCe, etC.) ........cccuvrivveeeiiiiiiiiiiiieeeeenens CC-6
COUNCIl, City - AQENUA PACKELS ......uuiiiiiiiiiiiiiiiiiiiitteeseeeeeeeeeeseeeseeesreesaees—eessaesseesssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssnnsnnns CC-1
(@] U L 1T ARS (U 0 TSI = 11T PW-6
County Election Services - General, Working or Administration Files (EIECHONS) .........cooiiiiiiiiiiiiiiiiiiiiieee e CC-4
Course Records, Department Training Records (Attendance Rosters, Outlines and Materials, etC.) ........cccoeeeeiiiiiiiiieiiiiin e, PD-2
Covenants - Agreements & Contracts / AmMendments (INfraSITUCIUIE) ... ......vuuiueeiieiiiieiiiesieeeiresissessssssesssesreerrresreerrrererrerre—————————————. CC-2
(O T o [ e ) (=T U F= T (o OO PP PP PPPPPPPP PW-12
(01 nd S md oo = 1o g Il o To = 1 g 5=V [0 I o T T= o £ FR-2
CRD (California Civil Rights Department) Claims / HAarasSMeENt ClIaiMS...........uuuuuuiiuiiiiierieeiieeriersrererreeererrrerreerrree————————————————— HR-1
Credit Card Payment Receipts - Accounts Receivable / Revenue / Invoices to Outside ENtitieS .............vvevvvevieevieeriieeiiieeieeieeeieenee, FIN-3
(O 0 (o =T oTo ] g o 0T ] (o 1 OO PP PP PPPPPPPPPPPPP PD-9
Crime Reports / Sealed Records: Sealed Juvenile Cases - Childhood Sexual Assault Before January 1, 2024 ...........cc.ooceeeeeee PD-10
Crime Reports / Sealed Records: Sealed Juvenile Cases - Childhood Sexual Assault After January 1, 2024 ...........cccccvvvveeeeennn. PD-10
Crime Reports / Sealed Records: Sealed Juvenile Cases - Except Childhood Sexual ASSault.............ccccoviiiiiiiiiiiieiiiiiiiiieeeeeen PD-10
Crime Reports: All Capital Crimes, Homicide, Juvenile, Child Abuse (substantiated), etC. ..........ccceeviiiiiiiiiiiii e PD-11
(01T LT =T 0T g e A | @ i =T PPN PD-11
Crime Reports: Child Abuse or Neglect Investigation Reports (Unsubstantiated or INCONCIUSIVE) ..........ccooviiiiiiiiiiiiiiiiiiiiiiiieeeen PD-11
Crime Reports: Factually Innocent Petition Accepted Records Sealed Pending Destruction - Except Stolen Property.................. PD-12
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Crime Reports: Lost Property: Firearms Entered In CLETs (Not Permanent Retention) ................uuueeeueuuiiieiiimiiiiiiiiiiiiiieeeenneinneennnes PD-11
Crime Reports: Misdemeanor / Cannabis - Juvenile on School Grounds during SChool HOUIS ..........ccooiviiiiiiiiiii e PD-12
Crime Reports: Misdemeanor or Infraction - Adult Marijuana / Cannabis, Except Outstanding Stolen Property............ccccvvvveeeennn. PD-11
Crime Reports: Misdemeanor or Infraction - Juvenile Marijuana / Cannabis, Except Stolen Property ..........cccccvevveeeiiiiiiiiiieeeneeenn. PD-12
Crime REPOIS: MISSING PEISONS .....ciiiiiiiiiiiiie e e e ie ettt ier s e e e e e e e e et st e e eeeeeateaetaeeeeeeeee st st aeeeeeeasstsnnsaaeeeeeenstensssaeeererennsnnnnnsaeeeeennnes PD-12
Crime Reports: Vacatur Relief Granted by Court - Victim of Human Trafficking, €tC..........cccccuviiiiiiiiiiiiiiiiiiiiiiiieeeennnennnes PD-12
Crime Reports: Vacatur Relief Granted by Court - Victim of Human Trafficking, €1C. ...t PD-12
Crime Statistics / National Incident-Based Reporting System (NIBRS) / Uniform Crime Reports (UCR) - COpIES ........cccvvvvrvrrennnn. PD-12
CrIMINAI INTEIGENCE FlES ....vviiiiiiiiiiiiiiiiietietteeeetteeeeesteeeseeesassseeessessesssssssasssasssaessesssesssassseesssasssssssesssasssasssessssessssssassssessanssnnssnsesnnsnnnsenes PD-6
CRM / CMMS Database - Work Orders / Service Requests (Electrical & Mechanical Maintenance)............ccccvvveveeeeiiiiiiiiiieennenn. MS-14
CRM / CMMS Database - Work Orders / Service ReqUESLS (FIEEL) .....coiiiiiiiiiiiiiee et e e PW-8
CRM / CMMS Database - Work Orders / Service Requests (MaiNtENANCE).........cccuuuuuiiiiiieeieieeiiie e e e eeeeeaeass s e e e e e e eeeran e e e e e e eeeene PW-10
CRM / CMMS Database - Work Orders / Service Requests (Potable WALEK)...........uuuuuiuuiiiiiiiiiiiiiiiiiiiiiiiniineienseennennseneannnnn.. MS-12
CRM / CMMS Database - Work Orders / Service Requests (Utility MaINTENANCE) ..........euviiiiiiiiiiiiiiiiiicee e MS-7
CRM / CMMS Database - Work Orders / Service Requests (Wastewater Treatment Plant).............ocooviviiiiiiicncveiiiiein e MS-19
CRM / CMMS Database - Work Orders / Service Requests, Not Entered / Partial Entry (Utility Maintenance) ...........ccccvvvvvvvvneneee, MS-7
CRM / CMMS Database - Work Orders / Service Requests, Not Entered / Partial Entry (Potable Water)..........cccccccevviiiiiviieennenn. MS-12
CRM / CMMS Database - Work Orders / Service Requests, Not Entered / Partial Entry (Electrical / Mechanical Maintenance) .. MS-15
CRM / CMMS Database - Work Orders / Service Requests, Not Entered / Partial Entry (Wastewater Treatment Plant) .............. MS-20
CRM / CMMS Database - Work Orders / Service Requests, Not Entered / Partial Entry (FIEET)........coovveiiiiiiiiiiiiiiiiiiiiiiieeeeees PW-8
CRM / CMMS Database - Work Orders / Service Requests, Not Entered / Partial Entry (Maintenance) ..........cccccceeeeviiiiiiiiieeennn. PW-11
Cultural Arts - Activity / Special Programs / EVENL FIIES .......ooouiiiiii ittt e e e e e e e e e e e e e ee i a e e e eeeeeeene PW-11
CUPA - Regulatory Agency CorresSpondence, All DIVISIONS ..........uuuuuuuuuerruerieeereerrrssrresseesssseeeesreseseeeree..—...—...—..———.———————————————————————————. MS-2
CUPA Inspections - Above Ground Storage Tank (AIrPOrt OWNEA) .......oiiuiiiiiiiiieeei it e e s eeaaeeeas PW-1
CUPs (Conditional Use Permits) - Planning Projects, Approved Permanent Entitlements & Permits .........ccccoooeeeiviiiiiiiiiniieenieeens DSD-6
Customer Comments (If the Content relates in a substantive way to the conduct of the public’s business) ............ccccccvvvviininnnnns PW-12
Customer Complaints: Odor / Taste / Visual Complaints (Potable WALET)...........cooiiiiiiiiiiiceiie e MS-12
Customer Concerns: Odor / Taste / Visual Complaints (Potable WALET) ..........ooiiiiiiiiiiiec et MS-12
D

D =TV == Tod (U oL (oo o] (=) PO SO PPPPTT PP IT-1
DAIlY CASN SUMIMATIES ......eeiiiiiiiiiiit ittt e et e e e e oo oo b ettt e e e e 444 R R h e e ettt 2444 4o a R R E ettt et e e a4 o4 e s s b bt e et et e e e e e e e bbb e e e e e e e e e e e nnnnnees FIN-3
Daily Equipment Checks - Electrical & Mechanical MaINTENANCE ...........coiiii i e e e e e e e e e e e e e e earnaa s MS-13
Daily EQUIpmMeNnt Checks - FIBEL........co o PW-7
Daily Equipment Checks - ULIlity MAINTENANCE ........coiiiiiiiiiiiiiiiiiee oot e ettt e e e e e s e st e ettt e e e e e e s s bbb et e e e e e e e e e sabbeareeeeeeeeannnnes MS-5
Daily Equipment Checks - Water DISIIDULION ..........uuie ittt e e e e e et et e e e e e e e bbb e e et e e e e e e s nsn b b e e e e e e e e e e nnnnnees MS-9
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Daily Inspection Logs - FAA INSPections / REPOIS / FAA FOIMMS ...ttt e e e e e e e e e PW-2
Daily Inspections - Capital Improvement Projects (CIP), Administration File - ENQINEEIING .....cccoveviiiieiiiiiiie e ee e PW-3
Daily REPOITS - MONTNIY REPOITS .......eieieieiieeeeiit ettt oo e ettt e e e oo e e bbb ettt e e e e o4 s s b bbbt ettt e e e e e e s bbb b e e et e e e e e e e anabebereeeeeeenanns PW-14
Daily Vehicle Inspections - Electrical & Mechanical MaiNTENANCE .............uiiii i e e e e MS-13
D= T VY A=Y oo L= g TS oT=Tox 1o LSl o = = S PW-7
Daily Vehicle Inspections - Utility MAINTENANCE ...........cooiiiiiiii MS-5
Daily Vehicle INSpections - Water DISTHIDULION ...........oooi et e e et e e e e e e s bbbt a e e e e e e nnnrees MS-9
DANCE PoIMILS .. PD-13
Dangerous Dog Reports - Investigations / Problem FIleS ... PD-3
Data / Layers / GIS Database — Both City-wide and SPeCIAlIZE ............eeiiiiiiiiiiii e e e CW-5
Data, RIAErship - MONTNIY REPOITS ...ttt ettt e e e oo oottt e e e e e e o e s b bbb ettt e e e e e e e s s bbb e et e e e e e e s e e nnbbnereeeeeeeaaans PW-14
Database - Laboratory Information Management System Database / LIMS Database........ccccoovviiieiiiiiiiecccceeen e, MS-15
Database, Animal REQISIIAatiON .........coooiiii i PD-2
DaAtADASE, BUSINESS LICENSE. .. cuuiieiiiiiii it e e et e et e e et e et e e e et e e e et e s aa e s et ee s aa s s s b s s e b e e s aa e e s b e s saa e e saa e s aa s s e b e s s aa e s ba s s bbnsssansesansssnnns FIN-2
Database, CRM / CMMS - Work Orders / Service Requests (Electrical & Mechanical Maintenance)...........ccccvvvvvvceniieeeveeeenvnnnnnn, MS-14
Database, CRM / CMMS - Work Orders / Service ReqUESES (FIEEL) ..o PW-8
Database, CRM / CMMS - Work Orders / Service Requests (MaINTENANCE) ...........uuuriiiiieeiiiiiiiiiiee e e e st e e e siben e e e e e e e PW-10
Database, CRM / CMMS - Work Orders / Service Requests (Potable WALET)............ooiiiiiiiiiiiiiiieeee e MS-12
Database, CRM / CMMS - Work Orders / Service Requests (Utility MaiNntenNanCe) ... MS-7
Database, CRM / CMMS - Work Orders / Service Requests (Wastewater Treatment Plant).........cccccouiiiiiiiiiiiieiniiiiiieeeeee e MS-19
Database, CRM / CMMS - Work Orders / Service Requests, Not Entered / Partial Entry (Utility Maintenance) ............cccccceevennee. MS-7
Database, CRM / CMMS - Work Orders / Service Requests, Not Entered / Partial Entry (Potable Water)...........ccccoooeeeeviivviinnnnnn. MS-12
Database, CRM / CMMS - Work Orders / Service Requests, Not Entered / Partial Entry (Electrical / Mechanical Maintenance) . MS-15
Database, CRM / CMMS - Work Orders / Service Requests, Not Entered / Partial Entry (Wastewater Treatment Plant) ............. MS-20
Database, CRM / CMMS - Work Orders / Service Requests, Not Entered / Partial Entry (FIet).........oveeeiiiiiiiiiiiiiii e, PW-8
Database, CRM / CMMS - Work Orders / Service Requests, Not Entered / Partial Entry (Maintenance)...............ccccceeeeeeneeee. PW-11
Database, Financial Services / ERP Database (Tyler Enterprise ERP) - AdMINISIration............ceeviiiiiiiiiiiiiiiiieee i FIN-1
Database, Financial Services / ERP Database (Tyler Enterprise ERP) - PUrChasing ..........cccuuiiiiiiiiiiiiiiiieceeeeee e FIN-5
DLz P TSI LI [ (o3 L0 (=] ] A= = O FR-2
(D=1 10 F= LY <Y ot (<Y 1310 [T oL T FR-1
Database, Fire INSPeCtion (FIir€ PrEVENTION) ........u ittt e oo e ettt e e e e e e et e e e e e e e s s s bbb et e e e e e e e s e bb e e e e e e e e e e e annnnrees FR-3
Database, Fire Operations (SUPPIESSION) ...c.uuuuuuiiiieeerieietiiiaseeeeeteeetteu i eeeeeeeeettnnaeaeeree it aaertretttnn et FR-5
BNz o 1= < TR C1 1 TP CW-5
Database, Permit (Tyler Enterprise ERP) - BUIIAING & SAFELY ....ccooiiiiiiiiiiiiiiie et e e e DSD-1
Database, Permit (Tyler EnterpriSe ERP) - PIANNING ...ttt e e e e e e e e e e e e e e snnb e e e e e e e e e aaes DSD-6
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Database, Property & BEVIAENCE ... PD-8
Database, Recreation Activity Registration (COMMUNILY PASS) ......ccuuuuiiiiiii i e e e s e e e e e s et s s e s e e e e e eeaeaaa s e e e e e e eeenennannas PW-11
DAtADASE, RIMS (POIICE) ...ueeeiiiieiiiiiiitt ettt ettt e oo 4o ettt e e e o444 R b bt ettt e e e 4444 a R bbbttt e e e e oo e e e Rk bbb s e et e e e e e e e bbb e et e e e e e e e e nnnben e PD-9
Database, SCADA (Supervisory Control and Data Acquisition) - Wastewater Treatment...........coooeeeieeeee e, MS-18
Database, SCADA (Supervisory Control and Data Acquisition) - Water Distribution.............cccoooe i MS-8
Database, Training (Vector Solutions / Target SOIULIONS) .........coooiiiiiiii i FR-5
D=1z ] 0= LY <Y I T T PW-10
Database, Utility Billing (Tyler ENTEIrPriS@ ERP) ......oooi ittt e e e e e e et e e e e e e e e e e e e e e e e annnees FIN-5
DDW - Regulatory Agency Correspondence, All DIVISIONS ..o MS-2
DE-34 (California EDD Report of New Employees)

DE542, 1099’s, 1096’s (California Report of Independent Contractors) ..........o.eevieiiiiiiiiiiiiiiiiieeeeeeeeeee et eeeeees FIN-2
DE-6, DE-7, DE-9, DE-34, DE-43, W-3 & DE-LB6 .......ccciiiititiiiieee e e e ittt iee e e e e e e sttt e e e e e e e s st teaeeeeeeesaanstsaeeeeeaeeaasansssseeneaaeeeseannrens HR-8
Dealers Record of Sale (DROS) - GUNS ....ccoo i PD-6
Dedications - Private Development PErmanent RECONUS . ........uui ittt e e e e s s e e e e e e e e s r e e e e e e e e e annnees PW-5
Deduction Authorizations - EMPIOYEE PaYIOll FIle ...t e e e e e et r e e e e e e e e e e e e e e e e e e eaeaaaa e s HR-8
Deeds - Recorded Documents / Real PrOPEItY ... CC-6
Deeds - Recorded DOCUMENTES / REAI PTOPEITY .......ueiiiiiiiiiiiiiiiiete ettt e e ettt e e e e e e s e st ettt e e e e e e s bbb b b et e e e e e e s e ansbbbeneeeeeeeeeannnnes PW-5
Deeds (copies) - Private Development PErmanent RECOIUS ........coiiiiiiiiiiiiiie ittt e e e e e e e r e e e e e e e e nnnees PW-5
Deeds of Trust - Housing Programs, With Recapture / Resale ReStriCtioN.........ccooee i, DSD-5
Deeds of Trust - Housing Programs, Without Recapture / Resale ReStriction ..., DSD-5
Deeds, Recorded DOCUMENTS - REAI PTOPEITY ........cuiiii ittt e ettt ettt e e e e e et e et e e e e s s e bbb et et e e e e e e s bbb e e e e e e e e e e e annnnees CW-7
Deferrals - Water Billing PayMENt PIANS.........c.uuuiiii oo r e e e e et s e e e e e e e e e ettt s e e e e e eeeea et s eaeeeeeeetesnareeeeeeennsrnnnnsanes FIN-6
Deferred Compensation (City Stat€mMENTS) .......cooiiiiiii i HR-8
Demand-ReSPONSE - MONTNTY REPOITS........ciiiiiiiitiiiii ettt e e e e e ettt e e e e e s s o s bbb ettt e e e e e e s s bbb et e e e e e e s aannbbbeeeeeeeeeaanns PW-14
(DT galoTe =T o] T Tot ST @ =T o KU LS (oo 1 =) DSD-7
Denied CCW Applications / Renewals (Carry Concealed Weapon Applications and Permits).....................ccc, PD-9
Density Bonus - Planning Projects, Approved Permanent Entitlements & PEeIrmitS .........coooviiiiiiiiiiiiiiiiiiiieicee e DSD-6
Dental - BENEfit Plan DOCUMIEBNIS .. ..ot e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaas HR-1
Department of Fair Employment & Housing (DFEH or EEOC) Claims / Harassment Claims.............cciiiiiiiieeiiveeciiin e HR-1
Department of Fair Employment & Housing (DFEH or EEOC) Claims / Harassment Claims............cccccooiieiiiee, HR-1
Department Structures - Classification / Reorganization STUIES ...........uiiiiiiiiiiiiiiiie e e e e e e e enneees HR-1
Department Training Records - Course Records (Attendance Rosters, Outlines and Materials, etC.) ........ccccciieiiiieeieecviiiei e, PD-2
Deposits / Oracle Deposits / Deposit BatCh SHPS ......ccooooiiiiii PD-3
DEPOSIES, BaANK ... FIN-3
Descriptions, Job / Job Classification / JOD SPECITICALIONS ..........coiiiiiiiiiiiiiie et e e e e e e e e e e nnnees HR-4
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Design & Construction Standards - AUthOred DY City ..o PW-4
Designated Employees & Consultants - FPPC 700 Series Forms, Statement of Economic Interests...........ccccvvvviiiniieeevvevviiiieennn. CC-2
DeSIgNAtIONS, HISIOTICA ... DSD-7
DeStroyed WEIIS - WEII RECOIUS .......eieieieiieeiiie ettt e e ettt e o4 4o ettt e e e e e 4 oo R bt e ettt e e e e e e e as bbb e et e e e e e e e e annbbnereeeeeennann MS-12
DeStrUCHION AULNOMIZALIONS ... .. PD-9
Destruction Log, Gun and Narcotics (Related DOCUMENTS) ........ccooiiiiiiiii i PD-9
Detectives INvestigation FileS @nd AITEST FIIES ........ou et e e et et e e e s s e bbbt e e e e e e e s s bbb s et e e e e e e e e aanreees PD-6
Detention or Arrest - Body-Worn Cameras, OffiCer RECOITINGS .........uuiiiiiiiiiiiiiiie it e e e e e e e annnees PD-5
Determinations, Environmental - Planning Projects, Approved Permanent Entitlements & Permits ...................cccc, DSD-6
Determinations, Hearing Officer (Citation APPEAIS, TOWS, BIC.) . ..cuiiiiuiiiiiiiieieiiiiitie et e e e e st e e e e e e s s s bbb e e e e e e e e s s b e ereaeeeeeeanneeees PD-4
Development - Agreements & Contracts / Amendments (INfrASTIUCTIUIE) .........oiiiiiiiiiiiiie e CC-2
Development INSpections - StOrMWALEr INSPECTIONS .........uiiiiii e e e e e e e s e e e e e e e e e et s e eeeeeeeete s e eeeeeeeeesrnnnnanes MS-3
Development Permit - Planning Projects, Approved Permanent Entitlements & Permits............ccccceeee, DSD-6
DFEH or EEOC (Department of Fair Employment & Housing) Claims / Harassment ClaimsS...........cooooiiiiiiiiiiieiiiiiiieeeeee e HR-1
DHS - Regulatory Agency CorreSpoNdencCe, All DIVISIONS .......iiiciiiiiiiiiiie e ee ettt s e e e e e e ettt s e e e e e e e e e eatt s e e eeeeeeeataaareeeeeeeeerrnnan s MS-2
Dial-a-Ride - MONthIY REPOIS.... ..o, PW-14
Dig Alerts - Electrical & MechaniCal MAINTENANCE ..........oiiuiiiiiiiiiie ettt e e e e e s st e e e e e e s s bbb e e e e e e e e s e annbbneeeeeeeeenann MS-14
D[ N [T g E R = 1 g1 (=] 0 F= Lo (o =TT PP PP P PPPPPPPPRPPP PW-10
Dig Alerts - ULility MaiNTEBNANCE ........coo e MS-7
Disability Claims, Long Term (Includes all Accident, Incident, or Injury Reports from EmMplOYees) .........ccuuvvveeieiiiiiiiiiiiiiiee e HR-7
Disaster RECOVETY PIAN (AINDOIT) ......utiiiiiieeeiiiit ittt e ettt e e e e e e s bt ettt e e e 44 4o R e R et e et e a2 e e 4o R R b e e ettt e e e e o4 e R bbb e ettt e e e e e e annnbe e e e e e e e e e e e annnnnes PW-1
Disaster Worker, Oath - OffiCial PerSONN el FilE ... ettt et et e et ettt e et et e et e et e e e ea s ea et e e eenaeenaaenaees HR-5
Discipline - DISTUPLIVE PartiCIPaNTS.........ccoooiii i, PW-11
DiISCIPIING - OFfiCIAl PEISONNEI FIl@..... ittt et e e e e e sttt ettt e e e e e e e s bbb e ettt e e e e e e a bbb b et e e e e e e e e nnnneees HR-5
Discretionary & Ministerial Planning Projects - Approved Permanent Entitlements & PermitS...........cccoceeeiiiiiriieiiien e, DSD-6
Disinfectant Residuals and Potable Water Chemical: Lab Reports & Chains of Custody .............cccoeeiiii, MS-16
DISINFECHION - RESEIVOIIS ... e MS-5
Disinfection Byproducts and Potable Water Chemical: Lab Reports & Chains of CUSIOAY ..........cceiiiiiiiiiiiiiiiiiieeeee e MS-16
Dismissal Requests - Parking, Traffic, Marijuana / Cannabis CitatiONS ..........c.uuiiii i e e s PD-10
D1 o= 1 (o o PP TSP PPPPPP TP PD-4
DISPOSAL, Tl - FIOL ... e PW-7
Disposition, Peace Officer - Report to POST Commission - Reports to State or Federal AQENCIES..........occvvvvviiiiiiiii e, PD-8
Disruptive Participants / DiSCipling, SUSPENSIONS, EIC. ...ccooiiii i PW-11
DIStriCtS, ASSESSMENT - ENQINEEIS REPOIS. ... ..iitiiiiiiieeie ittt e ettt e e e e e e s ettt e e e e e e s e s bbb ettt e e e e e e sa s bbb be e et e e e e e e s nbbbb s e eeeaeeeennnnneees PW-2
Districts, Community FacilitieS - ENQGINEEIS REPOITS .......couiiiiiiiieee ettt e e e et e e e e e s e s e e et e e e e e e s n b e e e e e e e e e e nnnees PW-2
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Districts, Landscape Maintenance - ENgiNEErs REPOITS .....ccooi i PW-2
Districts, Special - ENQINEEIS REPOIS .....ccciiiiiiiiiiii e e e eeeeeities s e e e e e e e ettt s e e e eeee e ettt aeeeeeeeeetttaareeeeeeeeettannaaeeeeeeetssnasaeeereeessrnnnnsans PW-2
Districts, Street Lighting - ENQGINEEIS REPOITS .......uiiiiiiiiiiiiiiiiie ettt e e ettt e e e e e s s e bbb ettt e e e e e e s s st bbb et e e e e e e e e s nsbbb s e et eaeeeeennnnrees PW-2
DIVE ViIdEO0S - RESEIVOIIS (TANKS) ....utteeiteeeeeiiiiiitte ettt e e ettt e e e e s ottt et e o444 o Rk bbbt e et e e 24444 R R b e ettt e e e e e oo e e bbb e ettt e e e e e e a b be e e et e e e e e e e nnnnnnes MS-5
(DA Y AT [T o R S LT Yo ]| MS-10
DIMV PUITINOTICES ...ttt ettt e s ettt e e e a4 e sttt ettt e e e e e 44 s sk ettt et e e o444 n R R R bt ettt 42 o244 e s R bbb ettt e e e e e e e aa s bbb et et e e e e e e aannnnbbeeeeaeeeeennnnnrees HR-2
Documents, Benefit Plan (CalPERS, Dental, ViSION, €1C.) ..o HR-1
D loTo oY I =11 110] o OO PP P PP PPPPPPPPPRPON CC-5
Dogs, Loose - Investigations / Problem Files............oooo PD-3
[DleT g ot iTo] R =T ot =1 o) I PP P TP PPPPPT TP PD-3
DOT Program - Electrical & MechaniCal MaiNtEN@NCE.............ui it e e e e e e e r e e e e e e e s s reeeeeeeaaaes MS-13
(DT @ I e roTo =g (B 0 1] 11 Y20 Y=Y (T g = g o > S MS-5
DOT Program - Water DistribDULION ... MS-9
DPH - Regulatory Agency CorreSpondence, All DIVISIONS ..........ouioiiiiiiiiiiiie et e et e e e e s s e e e e e e e e e s r e e e e e e e e e annnees MS-2
Drafts & Notes — Drafts that are REVISEd ..........ooo oo Cw-4
Drainage - Private Development Permanent RECOIAS ... PW-5
DI Tl Sl (=g To 1 T=T=T o1 oo ) PP PRSP PPPPPPT P PW-4
Drawings, Large-FOrmMat (ENGINEEIING) . ....cceiiiiitiiiiiee e e ettt e e e e et ettt e e e a4 e s et e e et e e e e e e R R b e et e et e e e e e e e s bbb e e e et e e e e e e e snbe s e et e e e e e e e nnnnnnes PW-4
Drawings, Record - Capital Improvement Projects (CIP), Permanent File - ENQINEEING ..........cccooviiiiiiiiiii PW-4
DI [T S aL=Tolo ] (o I (=Yg To 1 T=T=T o oo ) TP PP PPPPPPTPN PW-4
Driveway - Private Development PErmManent RECOITS....... ... i it ittt e e e et e e e e s s e bbb e e e e e e s e e s b b e e e e e e e e e e nnnnees PW-5
Drone (Unmanned Aerial Vehicle) RECOIAINGS (COPIES) wuuruuuiiiiiiiiiiiiiiiiiii e e e e eeeeettis s e e e e e e e ee et as e s e e e e e eetataa s e e eeeeeeesensaaaeeeeeesannennnaaeeeeees PD-4
DROS (Dealers Record Of SAlIE) - GUNS .....coooiii e PD-6
[T B o [ T - S PP PP SRR FR-2
DUI Billing - Accounts Receivable / Revenue / INvoices to OULSIAE ENLILIES..........uciiii i e e e FIN-3
Duplicates Of @NY FECOI ... CW-3
DVD-r / CD-r / Blue Ray-R / Optical Disk / other unalterable Media ... IT-1
E

Earthquake Information, Airport Certification Manual, Airport Emergency Plan ........coooo i eee e PW-1
Easements - Recorded DOCUMENLS / REAI PIOPEITY ......ooiuiiiiiiiiiee ittt e e ettt e e e e e e s st e et e e e e e e s bbb et e e e e e e e e nnnrees CC-6
Easements - Recorded DOCUMENLS / REAI PrOPEITY .......ooiiuiiiiiiiee ettt e e e e e et e e e e e e e e e e e e e e e e e e annnees PW-5
Easements (copies) - Private Development Permanent RECOIAS...........iii i e e e e e e s e e e e e e e e e e e e aeaa s PW-5
Easements, Recorded Documents - Real PrOPEItY ... CW-7
e-comments: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive ..........c.ccccvvvvvveeiiieviieeiveeiieeieeeieeene, Cw-4
ECONOMIC DEVEIOPMENT PIOJECLS ... eeeieiieeeiiiiiitte ettt e e ettt e e e e e o4 e bbbttt e e e e e 44 e s bR R e ettt e e e e e e e nb b e e et e e e e e e s annbbn e e e e e eeeeaanne ECON-1
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[=Tolo] o loT o o (o B TSV =1 (o] o] 1 4 1= ] o | A ECON-1
Economic Interest Filings (FPPC 700 Series Forms - Statement of Economic Interests): Designated Employees & Consultants.. CC-2
Economic Interest Filings (FPPC 700 Series Forms - Statement of Economic Interests): Public Officials ..........cccccoiviiiinninee. CC-3
Economic Interest Filings (FPPC Form 635 / 602) - Lobbyist Authorization / REPOITING .......eeeeiiiiiiiiiiiiiiieieeeeeeeee e CC-3
Education / Public Information (Internally ProdUCE) ............iiiiiiiiiiiiiiie et s e e e e e e s s e e e e e e e e eaaa e e e e e e e e sannanaaeeeaees FR-4
EEOC or DFEH (Department of Fair Employment & Housing) Claims / Harassment Claims.................cccccc, HR-1
EIRs - Capital Improvement Projects (CIP), Permanent File - ENGINEEIING ........ccuuuiiiiiiie ittt PW-4
EIRs (Environmental Impact Reports) - ENQGINEEIING IS LEAM .......cooiiiiiiiiiiiiee ittt e e e e e e e e e e PW-5
EIRs (Environmental Impact Reports) - Planning is Lead..............ooo i DSD-7
EIRs (Environmental Impact Reports) - Planning is Lead, Inside City BOUNUAINES..........coooiiiiiiiiiiiieeeiiiiiee e DSD-7
Elder Abuse (substantiated) - CrimME REPOIS ........uiiiiiiiiiiii ittt e et e e e e e o et e e e e e e e e e s b e e et e e e e e e e s bbbeeneeeeeeeaaannes PD-11
Elected Officials / Council Members Oath of OffiCe ... HR-5
Elected Officials / Councilmembers - Ethics Training Certificates, Harassment Prevention Training Certificates........................... HR-3
Elections - General, Working or Administration Files (Correspondence, Planning Commission, €tC.)........ccccccuuvvriirreeeeennnnnnnne. CC-4
Elections - Historical Files (Copies of Sample Ballot, Resolution Declaring ReSUItS, €1C.).....cccceeviiiiiiiiiiiiiii e CC-4
Elections - Petitions (Initiative, Recall or Referendum) - If Insufficient ... CC-4
Elections - Petitions (Initiative, Recall or Referendum) - If SUTFICIENT .......oooiiiiiiii e CC-4
Electrical & Mechanical Maintenance - Pre-Trip Inspections / Vehicle Safety Checks / Daily Vehicle Inspections / etc. ............... MS-13
Electrical & MechaniCal MAINTENEANCE .........ooiiiiiiiiiiii ettt e e e e e e e sttt e e e e e s s s bbb e ettt e e e e aaannsabeeeeeaeeeeesnnnnnees MS-13 — MS-15
Electronic Patient Care Report Database (€-PCR) - IMAJETIENG .........uuiiiiiiiiiiiiiiei it a s e e e e e e nneeees FR-3
e-mail Correspondence — Routine - IF the Content relates in a substantive way to the conduct of the public's business....CW-3
Email: Correspondence — Routine — IF the Content relates in a substantive way to the public ..., CW-3
E-mail: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive..........cccccc Cw-4
Email: Correspondence — Transitory / Preliminary Drafts — Content NOT Substantive ........cccccciiiii, Cw-4
Emergency Contact Information - Successful Volunteer / Unpaid Intern Applications & Agreements ..........cccoeevvveenieeeereeeevnnnnnnnn. HR-7
Emergency MediCal SEIVICES........cccoo i FR-2 - FR-3
Emergency OperationS PLAN (AIFPONT) ... .ooi ittt e ettt e e e e e a4 sttt e et e e e e e s e s bbb ettt e e e e e e s an bbb b ettt e e e e e aansabb e e eeeeeeeennnnnrees PW-1
Emergency Operations Plan (includes Office of Emergency Management & Homeland SeCUrity) .........ccuvvvvvieeiiiiiiiiiiieieee e PD-2
[ T=T o =T o3V F= Vo TR T o T o S PW-1
Emergency Protective Orders (NOt Filed WIth CaS€) .......c.uuiiiiiiiiiiiiiiiie ettt e e e e e e s bbb e e e e e e e s s et b e e e e e e e e e e aannes PD-13
Emergency Response Plan - REGUIATOTY ATTAUIS........ i ittt e e e e et e e e e e e s e s e e et e e e e e e s bbb e e e e e e e e e e nnneees MS-3
Employee Benefit Plans - IRS 5500 FOIMIS ....c.uuuuiiiii ettt s e e e ee ettt s s e e e e e e e eattt s s e eeeeeeeettea s eeeeeeeeeeteannaeeaeeeenessnanaaeeeeeennsrnnnnsnes HR-8
Employee Classifications - Classification / Reorganization StUdIES ... HR-1
Employee File (OffiCial PEIrSONNEI FlR) .......oii ittt e e e e e e ettt et e e e e e e st bbbttt e e e e e e s bbb b et e e e e e e e e nnnneees HR-5
EMPIOYEE INVESTIGALIONS ... eeeeeeeiiiite ettt ettt oo ettt et e e o4 ook bt e ettt e e 4444k E b e et et 4444444k R R e et e £ e e 2444 a s bbb e e et e e e e e e e e bbb e e et e e e e e e e nnnnnnes HR-3
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Employee Payroll File (Deduction AUthOrZatioNS, ©1C.) . ..coe i HR-8
Employee Training Files, Airport - All Course Records (Attendance Rosters, Outlines & Materials, SOP’s & Checklists)............... PW-2
Employee’s Medical Leaves - FMLA Leaves (Family MediCal LEAVE ACL).........iciuuiiiiiiieee ettt HR-3
Employee’s Oath of Office - Official PersOnNel File ... e e e e e HR-5
Employees - Ethics Training Certificates, Harassment Prevention Training CertifiCates........ccooovevviriiiiiiiii e HR-3
Employees Oath Of OffiCe ... HR-5
Employees, Background Files - Successful Employee and Volunteer APPIICANTS ..........oouiiiiiiiiiiiieie e PD-1
Employees, Background Files - Unsuccessful Employee and Volunteer APPIICANTS .........oooiiiiiiiiiiiiiiiiieeee e PD-1
Employees, Complaints — No Employment Action - With / Without Sustained Finding of Misconduct............................................ PD-1
Employer-Provided Health Insurance Offer and Coverage & Transmittal Form (1095-C, 1094-C) .......cccuvriiiiiiieiiiiiiiiiiieee e HR-1
EMPIOYMENT VEITICATIONS (COPIES) ... uuteettiieiiiiiiitite ittt e ettt e e e oottt et o444 o sk b ettt a2 o4 4o R R b e e ettt e e e e a4 e a bbb e ettt e e e e e e e bbb e e et e e e e e e e nnnnnees HR-3
Employment, Peace Officer - Report to POST Commission - Reports to State or Federal AGENCIES ........ccovvvviiiiiiiieereeeeiiiene e, PD-8
EMS COMPIAINES ... FR-2
ENCroachment PEIMILS - BONUS ....cco o e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaeaas PW-3
ENcroachment PermitS - BONGS .....coooiiiiiii e PW-3
Encroachment Permits: Permanent (Retaining Walls, €1C.) ... PW-4
ENCroachmMent PerMItS: TEMIPOIAIY ......euiiie ittt e e e ettt e e e e e e sttt et e e e e a4 s b bbbttt e e e e e e e s an s bbbttt e e e e e e e e e s b bbb ettt e e e e e e ansbbb s e eeaeeeeennnnnrees PW-4
Energy Calculations - Industrial, Commercial, Multi-Family Dwellings, Places of Public Accommodation ...............ccccvvvvivieeinnnne DSD-3
Energy Calculations - Single Family Residential - SFR and APPUItENaNnCES..........ccoooeeeiii e, DSD-3
Enforcement, Building Code / Abatement Case Files (Citations, Notice of Violations, etC.)........ccccceeei i, DSD-1
Enforcement, Code / Abatement Case Files (Citations, Notice of Violations, €tC.) ... PD-4
Enforcement, Planning Code / Abatement Case Files (Citations, Notice of Violations, €tC.)........ccccvviiiiiiiiii e, DSD-8
ENQINEEIING ..o PW-2 - PW-6
ENrOIMENT, RELIEE IMEAICAL. . ... iieeiiiii et e ettt ettt e et e et et s s et e e e e e e e et e s et e e e e e e e et e e ea e e ean s e e e s s et e e e e e e st s e sbnseernrasenerenns HR-6
Enterprise System Catalogue (Listing of Enterprise-wide SOMIWAIE) ......ccocc i e e e e IT-1
L TSISTIN Lo YU T o F= | IR FIN-4
Environmental - Agreements & Contracts / Amendments (INFraSITUCTUIE) ........oiiiiiiiiiiiie e CC-2
Environmental Determinations - Planning Projects, Approved Permanent Entitlements & Permits ............ccccceeeeiiiiiiiiiiieee e DSD-6
Environmental Determinations: Environmental Impact Reports (EIRs), Negative Declarations, etc. - Planning is Lead................ DSD-7
Environmental Determinations: Environmental Impact Reports (EIRS), etc. - Planning is Lead, Inside City Boundaries............... DSD-7
Environmental Determinations: Environmental Impact Reports (EIRs), Negative Declarations, etc. - Engineering is Lead ............ PW-5
EPA - Regulatory Agency Correspondence, All DIVISIONS .......cciciciiiiiiiiiiiie e s e e e e e e e et s s e e e e e e e e e et s e e e e e e e eeaesaareeeeeeeeesennan s MS-2
e-PCR (Electronic Patient Care Report) Database (IMageTreNd) ...........uveeiiiiiiiieiiieieeiiieeeeeeeeeeeeeeeeereeeeseeesseeeereeseeeererreerrrrrrererrer————. FR-3
EPCR Database, FIrE INCIAENT . ...uuiiitiiii e ittt e ettt e et e et e ettt e e et s et e e e e et s ee et se et s e e sasee st se e s sesaa s e e st se s e eeeaasee st se s s sessaeesbasersnressnseans FR-2
e-PCRs (EMS Transportation) Reports: All (Medical and NON-MediCal)...........cccoiiiiiiiiiiiiie e FR-3
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Equipment (Buses, Vehicles) and Real Property - Records, AppliCation, €1C. .......ooveeeeiiiii e, PW-13
Equipment MaintenanCe, PlaYQIOUNC ............oouuiiiiii i e e et s s e e e e e e e et e e e e e e e e e ee et s e e e eeeeeeettaa s eeeeeeeensssna s aeeeeeeeesrnnnnses PW-9
=L {8 o g g (=T o A =TT o] o KRR =TS 1] o PP PPPPPPPPPPTO FR-5
ERP Database (Tyler Enterprise ERP) - AQMINISITALION ........uiiiiiiiiiiiiiiiiii et e e e e e s e e e e e e e e s r e e e e e e e e e anneees FIN-1
ERP Database (Tyler Enterprise ERP) - PUICRASING ......ccuuuuiiiiiii ittt e e et s e e e e e e e e e et e s s e e e e e e eeaesaar e e e e e e e eeeeennananas FIN-5
ERP Database (Tyler ENterprise ERP) ... HR-7
Error Data, Certification & Inspections, NavAid & AWOS - FAA Inspections / Reports / FAA FOMS.........uuviiiiieiiiniiiiiiiieiee e PW-2
Escheat (Unclaimed Money / UNCashed CRECKS)........ooii ittt e e e e e e e e e e nneees FIN-3
Estimates - Capital Improvement Projects (CIP), Administration File - ENQINEEring...........ccoooiiiii PW-3
Ethics Training Certificates for Employees, Advisory Board Members, and Elected Officials / Councilmembers ........................... HR-3
Euthanasia - TreatMENt RECOIAS .......ccoo oo e e e e e e e e e e e PD-4
U4 =T g = T = T 10T PD-3
Evaluations - OffiCial PErSONNEI FIlE ...ttt e e e e e ettt e e e e e e s s bbbt e e e e e e e e e s nnnbb et aeaeeeeennnnnrees HR-5
Evaluations / Surveys (Programmatic Evaluations Of Recreation Programs) (COPIES)......c.uuiuururrrreieeiiiaiiiiiieieeeeeeessiierereeeeee s PW-11
Evaluations / Surveys (Programmatic Evaluations of Recreation Programs) - COPIES........uuuuiiiiiiiriiieiiiiinie e e e eeeeeinn e e e e e eeeannnn PW-11
Event Files - Children's Programs, Cultural ArtS, SPOIMS, €1C........cccoiiiii i, PW-11
Event Ticket / Pass Distributions Agency Report (FPPC FOIM 802) ........uuiiiiiiiiiiiiiiiiiie ettt e e e e e e e CC-3
EVENLS, SPECIAI/ OPS PLAN ...ttt oottt oo 444ttt e e e e e oo R bbbt et e e e e oo e e e R R bbb et et e e e e e e e n et e e e e e e e e PD-5
EXcavation PermitsS: TEMPOTAIY .....cccooo i PW-4
Exemptions, Categorical - Capital Improvement Projects (CIP), Permanent File - ENQINEEIING..........ooiiuiiiiiiiiieiiiiiiiiiiieeee e PW-4
(o] TSI =T o0 £ PP PP CM-1
Expired Building Plans - CONStruCtion NEVEN STAMEA ..........uuiiiiiiiiiieiii s e e e e e e e e et r e e e e e e e eeaeaaa e e e e e e e e eearnnannas DSD-2
Expired Building Plans - Construction Started or Status UNKNOWN ..., DSD-2
Explorers, Background Files - Successful Employee and Volunteer APPHCANTS. .........uiiiiiiiiiiiiiiieeee e PD-1
Explorers, Background Files - Unsuccessful Employee and Volunteer APPlICANTS............uuiiii i e PD-1
EXPOsUres / ReSPIratory Fit TOSIS ... FR-6
External Organizations - Agendas, Minutes, Resolutions, or other dOCUMENLS ..........coooiiiiiiiiiiii e, CW-2
F

FAA Forms: Daily Inspection Logs & Maintenance WOrK OFAEIS, BIC. ....iiiiiiiiiiiiiiiii it s e e et e e e e e s e ee s e e e e e e e eareaa s PW-2
FAA Inspections / Reports / FAA Forms: Daily Inspection Logs & Maintenance Work Orders, €tC..........ccuvevvvieiiiiiiiiiiiieiee e PW-2
Facility Maintenance Logs - FAA INSPections / REPOIS / FAA FOIMS ......oiiiiiiiiiiiiiiiee ettt e e r e e e e e e PW-2
Facility Use Applications and Permits - Insurance Certificates, ABC PEIMILS ........coiiiiiiiiiiiiiiiiii e e e e e e e e e e e eaenn PW-12
Factually Innocent Petition Accepted Records Sealed Pending Destruction - Except Stolen Property..........cccccceeeeeee, PD-12
Family Medical Leave Act (FMLA) Leaves - Employee's MediCal LEAVES .......ccc.uuiiiiiiiiiiiiiiiieeie et HR-3
Family Medical Leave Act (FMLA) Leaves - Not EmMpPIoyee’'s MediCal LEAVES ........ooiiiiiiiiiiiiiiiiieieee et HR-3
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Fats, Oil & Grease (FOG) / Source Control / Pretreatment Annual / Quarterly Reports - Pre-Treatment............cccooocviviieeeeeennnne MS-17
Fats, Oil & Grease (FOG) / Source Control / Pretreatment Annual / Quarterly Reports (Wastewater Treatment) .............ccccvvveen. MS-18
Lo L = U I D D= oo ] | PP PPPPPPPPTP HR-8
Fees, Franchise - Accounts Receivable / Revenue / Invoices to OutSIde ENLItIES..........cooiiiiiiiiiiiiieie e FIN-3
FEMA / OES (Strike Team REIMDUISEMENT) ....uuuii i iiiiiieiiiss e s e e e e e e e et e s s e e e e e e e e te s e eeeeeee et taa s seeeeeeeeeensaaeeeeeeesennennnaaeeeeees FR-2
e Y N =T 10 o TU T £ST=T 0 1T PO PPPPPT CW-5
L aIAS oo ——— PD-12
FICA & Medicare AGJUSIMENES / PERS ...ttt e oottt e e oo oo bbbt e et e e e e e e e e s bbbt ettt e e e e e e e bbb e et e e e e e e e e annnnees HR-8
=] (o ] (=T V= A OF= T o S A e B O T o PP PO PPPPPPPPPR PD-12
(=] (o @ oL o (o] K A = o PP PP PPPT S POPPPPP PD-4 — PD-5
Field Rentals / Facility Use Applications and Permits - Insurance Certificates, ABC Permits ...........coooiiiiiiiimiiiieeiiiiiiiiieeeeee e PW-12
Field Trips - Applications, Participants’ Registration, Liability FOrms, etC. ... e PW-11
File, Employee Payroll (Deduction AUthOrzations, B1C.) ... HR-8
File, Personnel Training - By Employee (Includes POST printouts), Peace Officer or DispatCher ... PD-2
1T e o) =T o 1LY AT o] <o T[S CM-1
Files, Address / Building Permits - Applications NEVEI ISSUEA............coooiii i, DSD-1
Files, AdAress / BUIIAING PEIMIILS .......ccooo i DSD-1
T LTI A (=] PD-6
Files, Background - Successful Employee and Volunteer Applicants (Employees, Cadets, etC.) .......ccccoeeeiiiiiii, PD-1
Files, Background - Unsuccessful Employee and Volunteer Applicants (Employees, Cadets, etC.) ......cccuvvveieieeiiiiiiiiiiiiiiee e PD-1
FIleS, BUSINESS INSPECHION ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaens FR-3
[ 1T O 1o o] = I 11 (=T 11T = oo = PD-6
Files, Detectives INVESHQAtION .........cooo i PD-6
Files, Employee Training, Airport - All Course Records (Attendance Rosters, Outlines & Materials, SOP’s & Checklists).............. PW-2
Files, INdustrial Waste PretrEatmeEnt - Pre-T i aMENT ... . ve ettt et ettt e ettt et e et ettt e et eea e e e eeeteaseasea et eeneeenseenreenrennns MS-17
Files, Industrial Waste Pretreatment - WasStEWaAEr TIEAIMENT .. .....iiee ettt ettt et ettt et e e et r et e e ee s reeareeeteeetareeaareesnseennarees MS-18
Files, INFOMMANT / GANG ... PD-6
Files, Problem (Barking, Loose Dogs, Dangerous DOg REPOIS, ETC.) ... .. utiiiiiiiiiiiiiiiiieeeee sttt e e e e st e e e e e s e e e e e e ennneees PD-3
Files, Vehicle & Equipment History (Maintenance, Smog Certificates, etC.) - FIEEL......coooviii i PW-7
Filings, Economic Interest (FPPC 700 Series Forms - Statement of Economic Interests): Designated Employees & Consultants . CC-2
Filings, Economic Interest (FPPC 700 Series Forms - Statement of Economic Interests): Public Officials ..........cccccovviiiiininnne. CC-3
Filings, Economic Interest (FPPC Form 635/ 602) - Lobbyist Authorization / REPOIting .....cccoovvvveiiiiiiie e CC-3
Filming - Activity / Special Programs / EVENL FIlES..........cooooii L PW-11
1 F= U =10 o [0 = P PP P PSP PPPPPPPP FIN-1
Final Reports, Testing Lab - Private Development Permanent RECOIUS ..........oiiuuiiiiiiiieeiiiiiiiiei et e e PW-5
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Finalled Building Plans - Single Family Residential - SFR and APPUIENANCES ..........oiviiiiiiiiiiiiiiiiiee e e e e e e DSD-2
FINANCE [ AQMINISTIALION ... e FIN-1 — FIN-2
FINANCE / GENEIAI ACCOUNTING ...ttt e e e ettt e e e e e e sttt e e e e e s s s s e bbbt ettt e e e e e e e s ab bt e et e e e e e e e e a R bbb e e e et e e e e e e nsnbbbe e e e e e e e e e s nnnnbennees FIN-2 — FIN-4
FINANCE / PUICRESING ...ttt oo o4 ookttt et e 4444k hE ettt e 244444 R R e e et £ e e 4444 a ke e ettt e e e e e e e bbb e e et e e e e e e e nnnnnnes FIN-5
[ =T ot A 1120 =1 11T Vo PP FIN-5 — FIN-7
Financial Reports generated from Financial SYyStem - COPIES.......ccooiviiiii i FIN-4
Financial Services Database / ERP Database (Tyler Enterprise ERP) - AdMINIStration..............eeviiiiiiiiiiiiiiiiee e FIN-1
Financial Services Database / ERP Database (Tyler Enterprise ERP) - PUIChasing ..........oocuiiiiiiiiiiiiiiiieeee e FIN-5
Fire / Emergency MediCal SEIVICES .......coooiiii i FR-2 - FR-3
FIre AdMINISIIAtION ... FR-1 - FR-2
Fire Citations / NOUICE Of VIOIALIONS ..o FR-3
Fire Code Permits / Special Event Permits (Assembly Permits, Burn Permits, €1C.) ......couuiiiiii i FR-4
Fire Hydrant Flow Tests / Pressure Tests / Maintenance - Maintenance / Valve EXErcCiSes ......cccccciiiiiiii MS-5
Fire Hydrant Flow Tests / Pressure Tests / Maintenance - NeW CONSIIUCTION ......uuiiiiiiiiiiiiiiiieieee e FR-1
Fire INCIAENT DAtADASE ... .o FR-1
Fire INCIAENT EPCR DatADASE...........eiiiiiiiii ittt e oottt e e e e e e bttt et e e e e e e e a bbb ettt e e e e e e sannb b ettt e e e e e e e aannnbbeeeeaaeeeenannneeees FR-2
Fire INSpection Database (Fir€ PrEVEINTION)..........u ittt et e e e e e e et e e e e e e e e s s bbbttt e e e e e e e s e ab bbb e et et e e e e s e snbbb e e et aeeeeenannnnenes FR-3
1= [T oT=Tox (o] o T PP PP TSRO PPPPPPR PPN FR-3
FIFE INSUFANCE POICIES ... . tiiiiieeii ittt ettt e oo e ettt et e e e e oottt ettt e e e a4 e Rk ettt ettt e e e e e e s s Rt ettt e e e e e e e e ann bbb ee e e e e e e e e aannnbbneeeaeeeeennnnnrees RM-1
Fire Investigations - Arson & Capital CrimMES ONIY ..ot e e et e e e e e e s s bbb e e e e e e e e e s e bt e e e e e e e e e e e e anneeees FR-5
Fire Investigations - Other Than Arson & Capital CrIMES .........uii i e e e e e e e e e e e s e b e e e e e e e e e s annneees FR-5
Fire Marshal / FIre PreVeNtON. . ... FR-3 - FR-4
Fire Operations Database (SUPPIESSION) ......cccci i i, FR-5
FIEE PrEVENTION. ... FR-3 - FR-4
Fire Safety Plans (Final, Approved by the Fire DepartMent ONIY) ........coi i e e e e e et e e e e e e e anre e e e e eees FR-4
Fire Service Day - Programs and PrOjJECES.........cooooi i FR-2
Fire Sprinkler, Fire Safety Plans (Final, Approved by the Fire Department ONIY)........coou i FR-4
Fire Station Inspection RepOrts (Safety INSPECTION)........iiuuiiiiiiiee ettt e e et e e e e e e s st e e e e e e e e s s b b e e e e e e e e e e annneees FR-5
Firearms Entered In CLETS (NOt Permanent REENTION) .......ciiic i e s s e e e e et s s e e e e e e e e e s e e e e e e e e e aeaa e e e e e e eeeeenanaaeeees PD-11
First Time Home Buyers - Housing Applications, Rejected / NOt QUAlIfIE...........cuuiiiiiiiiiii e DSD-4
S Tors Yo = o] B S] r= 1] 0 1= 0 TP PP PP P PP PPPPPPPP PO FIN-3
e A (o 101§V 1V 1= To o= | 1 = HR-6
Fit TeStS, RESPIFALOrY / EXPOSUIES ... ..o, FR-6
Fixed Assets - Annual LiSting (SOUICE DOCUMENTS)......ciiiuuuiiiiiiieeeiiiiitiie et e e e e e e s s e e e e e e e e s bbb e ettt e e e e s s as bbb e e et e e e e e e aansabbseeeeaeeeeennnnrees FIN-4
Fixed Charge Special Assessment Report - Annual State or Federal REPOITS .........uiiiiiiiiiiiiiie e FIN-4
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Fixed ROULE - MONTNIY REPOIS .. ..o PW-14
Fleet - Pre-Trip Inspections / Vehicle Safety Checks / Daily Vehicle Inspections / Daily Equipment Checks...........c.coocvviviiviinnnnn. PW-7
Fleet - Tire DISPOSal / WASTE IMANITESES ......coiiiiiiiiiiiiee ettt e e e e ettt e e e e e e s bbbttt et e e e e e s s a bt bbbt e e e e e e e e s nsbbb b e eeeeeeeennnnneees PW-7
Fleet - USed Oil DISPOSAI IMANITESES .......eeiieiiiiiiiiie e ettt e ettt e e e e 44 sk ettt e e e e e e s b e e ettt e e e e e o e n bbb ettt e e e e e e e nnbb e e e e e e e e e e e nnnnnees PW-7
Fleet - Vehicle & Equipment History Files (Maintenance, Smog Certificates, €1C.).......cuuviiiiiiiiii i PW-7
1= BT =T Vo P EPPRR ST PW-6 - PW-8
Flow Tests, Fire Hydrant / Pressure Tests / Maintenance - Maintenance / Valve EXercCiSes ......ccccccviiiiii e, MS-5
Flow Tests, Fire Hydrant / Pressure Tests / Maintenance - New CONSTIUCTION ....coooeiiiiiiii e FR-1
FIUSNING - RESEIVOIIS ... MS-5
Flyers: Correspondence - Transitory / Preliminary Drafts — Content NOT SubStantive ........cccccooviiiiiiiiiiiee e Cw-4
Flyers: Reference Materials — Produced by Other DepartMeENnts ..........ooiiiiiiiiiiii e e e CW-7
Flyers: Reference Materials — Produced by OutSide OrganiZatiONS......cccccciivieiiiiiiiieeeeeeeceiciss e e e s e e et s e e e e e s e ee e e e e e e e e eeeeraaa s CW-7
Flyers: Reference Materials — Produced by Your Department............oooo i CW-7
FMLA Leaves - Employee's Medical Leaves (Family MediCal LEAVE ACL) .......cc.uuriiiiiieeiieeiiie et HR-3
FMLA Leaves - Not Employee's Medical Leaves (Family Medical LEaVe ACL) .....ccooiiiiiiiiiiiiii e ee e HR-3
FOG (Fats, Oil & Grease) / Source Control / Pretreatment Annual / Quarterly Reports - Pre-Treatment...................ccceeeeeeeeeeen. MS-17
FOG (Fats, Oil & Grease) / Source Control / Pretreatment Annual / Quarterly Reports (Wastewater Treatment) ..........ccccceeeevnee MS-18
FOrm 303 REPOI (HHWW REPDOIT) ......eieeiiiiiee ettt oottt e oo oottt e o444 4ok bttt e e 24444 R R b e ettt e e e e e e e e bbb ettt e e e e e e e bbb e e et e e e e e e nnnnnnees MS-2
FOrm, WalVer - RIiAE-A-LONQ ... PD-9
Forms, Ballot Designation - Candidate File, Successful Candidates...........ccooo i, CC-4
Forms, Ballot Designation - Candidate File, Unsuccessful Candidates...........coooeiieiiiiiiii e CC-4
Forms, Candidate Statement - Candidate File, SUCCESSTUI CANUIAALES .........oovniieiieeiie ettt et e e e e e e e e e e eraeenaeenaees CC-4
Forms, Candidate Statement - Candidate File, UNSUCCESSTUl CANTIAALES .......coovniieeieiee ettt ettt e et e e e e e e e e e eenas CC-4
Forms, CHP: Pursuit Report (CHP 187A), Vehicle Report (CHP 180), BIC.........cciiutiiiiiiieeiiiiiiiiiee e e e e e ee e e e e e e PD-10
o T FS T O = T T (oo 1 =) S CC-2
Forms, FAA: Daily Inspection Logs & Maintenance Work Orders, etC. ... PW-2
Forms, Liability: Camps, Field Trips, Authorization to Give MediCiNg, EIC. ....ccoeeeiiiiii e, PW-11
FPPC 400 Series Forms & Form 501 (Campaign Filings): Successful Candidates (Elected Officials)...........ccccceeeeeeiiii. CC-3
FPPC 400 Series Forms & Form 501 (Campaign Filings): Unsuccessful Candidates .......cccoovveviivieiiiiiiiiii e CC-3
FPPC 400 Series Forms (Campaign Filings): Other COMMITIEES (PACS) ...cciiiiiiiiiiiiiiee ettt CC-3
FPPC 400 Series Forms (Campaign Filings): Those Not Required To File Original With City Clerk (COPI€S).........ccccvvvvrreeeeeriinnnns CC-3
FPPC 700 Series Forms - Statement of Economic Interests: Designated Employees & Consultants...........cccccevvvviiniieeeviecvviiiennn. CC-2
FPPC 700 Series Forms - Statement of Economic Interests: PUBIIC OffiCialS ........uuuiiiiiiiiiiii e CC-3
FPPC Form 635/ 602 - Lobbyist Authorization / Reporting - Economic Interest FiliNgS .........coooeiiiiiiiiiiiieee e CC-3
FPPC FOrm 801 (Gift 10 AQENCY REPOI) ..ottt ettt e e e oottt e e e e e e s bbbt e et e e e e e e s e s bbb e ettt e e e e e e e bbb e et e e e e e e e e annnnees CC-3
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FPPC Form 802 (Event Ticket / Pass Distributions AQENCY REPOIT) ......ueiiiiiiiiiiiiiiiiiii ettt e e e CC-3
FPPC Form 803 (Behested PaymMeENt REPOI) .......iii it e et s e e e ettt e s e e e e e e e ettt e e e e e e e e e ee et s e eeeeeeeeeesaa s eeeeeeenssrnnnnses CC-3
FPPC Form 806 (Agency Report of Public Official APPOINTMENTS) ........uuiiiiiiiiiiiiiiiie e a e e e e CC-3
Franchise Fees - Accounts Receivable / Revenue / Invoices to OutSIde ENLILIES...........coiiiiiiiiiiiiiee e FIN-3
Franchises - Agreements & Contracts / Amendments, not imaged (NON-INfrastruCture) .........ooevvvieiiiiiiii e CC-1
FTA, Others: Equipment (Buses, Vehicles) and Real Property - Records, Application, etc. ..........ccccoeeeeeeeiei, PW-13
FTA, Others: Excluding Equipment (Buses, Vehicles) and Real Property - Records, Application, etC...........ccccccevviiiiiiiiiieeeennnnne PW-13
Funding & Grants: FTA, Others: Equipment (Buses, Vehicles) and Real Property - Records, Application, etc. ...........cccccceeeernnnee PW-13
Funding & Grants: FTA, Others: Excluding Equipment (Buses, Vehicles) and Real Property - Records, Application, etc............. PW-13
G

GANG AGQUIT REGISITANTS ...ttt e oo o4 e bttt e e e e o4 o s E bbb ettt e e e o444 a kR b e e ettt e 44444 R bR b s ettt e a2 e e e e bbb e et e e e e e e e e s bbnnneeeeeeeaanns PD-7
Gang Adult Shared Gang Registrant DAtA@baSEsS ...........cii oo e e e e e e s e e e e e e e e eattreeeeeeeeeetena e eeaeeeenranns PD-7
(T T [o T i L= T PP PD-6
Gang Juvenile Shared Gang RegiStrant DALAD@ASES ..........coiiiiiiiiiiiii et e e e e e e e e e e e e s e e e e e e e e PD-7
GaNg REQISTIANTS, JUVENIIE .......uuu e et e e et s s e e e e e e et s e e e e eeee ettt et s seeeeeee e et e aa s aeeeeeeae et san s seeaeeeenesennssaaeeeeennsennnnnsaeeeeeennnnns PD-7
Gas Tax - ANNUAI State OF FEUEIAI REPOIMS ... ..uuuuiiiiiiiiiiiieeiteeteeetreerreerreereaereaere—e.——...—...—..—.e..—.rrerrrrrrrrerrrerrerr.rerrrr.......—..——.———.————— FIN-4
Gate User ACKNOWIEAGEMENTS = AINPONT . .....ueitiie ittt e e e e e ettt e e e e e s e et e ettt e e e e e s o s b bt e ettt e e e e e aa s bbb e e et e e e e e e s anabbbe et e e e e e e e annnbbnnneeeeeenans PW-1
GENETAI ACCOUNTING ... ettteeeiiiiitte ettt e e e e ettt et e e e e 4ottt e e e e e e 4o s s s h et ettt oo o444 a Rk bRt e ettt 4o 4444 s R R b e e ettt e e 2444 s R R e e et e e e e e e e e e bbb nnn e e e e e e e aanne FIN-2 — FIN-4
General Files: Correspondence — Routine — IF the Content relates in a substantive way to the public........cccccvvvviiiiiiiieninnnnee, CW-3
(1=t oL = Tl I=To (o =T (S oo o [T ST PTP P TPPPPPPPPPPPR FIN-4
General Liability - INSUFANCE POIICIES ........uueiiiiieii ittt et oo oottt e e e a4 e e bbbt et e e e e e e e e sa b e et e e e e e e e e nnbbnnrreeeeeeaas RM-1
LT LT =1 @] o] T =4 T] o TN = e [o LS EEP FIN-1
General Orders (Department POlICIES @N0 PrOCEUUIES) .......uuuuuueiieeiiieiieeeeeeeereeseseseesseseseeesseerseeereeeaeerreereer.—eereerrrrrre————————————. PD-6
General Plan / General Plan Amendments - Planning Projects, Approved Permanent Entitlements & Permits .............ccccvvveeeeeen. DSD-6
LT LT e I Fo I 1 (=Y 0 =3 r= LA o] P DSD-7
General Plan, ElemMents and A B NOmMIENTS .. .oee it e et e et ettt e et e et et e e e re e s e ea e eeea e s e e s e e e s eeseeeanreeaseeseeeenereenaeeerarerennns DSD-7
Generator Operation Logs & Inspections - All Divisions, Electrical & Mechanical MainteNaNCe ................uvvveviimeiimniiiniimnnnnninnnnnnn. MS-13
Generator Operation LOgS & INSPECHIONS = FIEET .......uiiiiiiieiiii et e e e e e e e e e e e e e e e e e e e e e et rr e e e e eeeeans PW-7
Generator Operation Logs & INSPECHIONS - MAINTENANCE ..........uuuuiiii it e e e e et e e e e e e e e e aeta s s eeeeeeeeentan e eeeeeeeenrnnns PW-8
Generators - APCD Permits (Air Pollution Control DistriCt) (All DIVISIONS) ........uuiiiiiiiiiiiiiieee e e e e e e e e e MS-1
Generators - APCD PEIMILS (FIEEL) ........iiiiiiiiiii ittt e oot e e e oo oottt e e e e 44 e e e et e e e e e e e e b e e et e e e e e e e e nnbbenreeeeeenans PW-6
Generators - APCD PermitS (IMAINTENANCE).......cciiiuuiiiiiii e e e ieeeeiia s e e e e e e e e ettt s e e e e et eeaeta s reeeeeeeetesaaraeeeeeeeaessansaseeeeeeesnnsnnnareeeeernnnnnns PW-8
Geotechnical and Soil Reports / Hydrology Reports - Private Development Permanent RECOIdS ............vuvvvvvveevivevieeiveeeeeeereeereennne, PW-5
Geotechnical and Soils Reports / Structural Reports — INDUSTRIAL, COMMERCIAL, MULTI-FAMILY DWELLINGS............... DSD-3
Geotechnical and Soils Reports / Structural Reports — SINGLE FAMILY RESIDENTIAL — SFR AND APPURTENANCES........ DSD-3
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Gift to AQENCY REPOIT (FPPC FOIMM B0L) ... itiiiiiiiiiiiiiiiiieteeeteeeeeeeeeeeeaaeeeeeseeeseeesseesssssssessse s s s s s s s e s s s 55555555 e s 5555 55555555555 e s s e s s sessseesenmsnnennnnnnes CC-3
GIS Database / Data / Layers — Both City-wide and SPecCialiZed ...........couuuuiiiii i e e e e e e e e e e aernea CW-5
Grading Permits - Capital Improvement Projects (CIP), Permanent File - ENQINEEIING.......c.couiiiiiiiiiiiiiie i PW-4
LC1r=To [ [aTo Il =T 0111 £ TSP PP PPP PP PPPPPPPPPPPPN PW-5
Grand Openings - Historical Records, Photographs, & HiStoriCal PrOjECES.........cooiiiiiiiii it e e e e e e e e e eeenens CC-5
Grant agreement, copies of invoices, program rules, regulations & procedures, reports to grant funding agencies........................ CW-5
Grant funding agencies, correspondence, audit records, COMPIEtION FECOIUS .......uuuuuuiiiriiiiiiieeiereierereeereeerrerererreer—ere————————————————————— CW-5
Grants & Funding: FTA, Others: Equipment (Buses, Vehicles) and Real Property - Records, Application, etC. ............ccccuvvvveeeeen. PW-13
Grants & Funding: FTA, Others: Excluding Equipment (Buses, Vehicles) and Real Property - Records, Application, etc............. PW-13
Grants (UNSUCCESSFUL Applications, COMESPONUEICE) ......uuuiiiiiieeeiiiiiiieeeeeee e e e ettt ettt e e e e s s abbas et e e e e e s s asabbse et e e e e e e s aasnbbeneeeeaeeeaans CW-5
Grants / CDBG (Community Development Block Grant) / Reimbursable Claims / FEMA Reimbursements ..............cevvvvveveveeeieenee. CW-5
Grants SUCCESSFUL Reports, other records required to pass the funding agency's audit, if required..............cccevviieiiiiierreeennnn, CW-5
Graphic Design Projects, Completed - Significant HiStOriCal VAlUE ............uuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiesecseeeeerensnensneennennree. ECON-1
Graphic Design Projects, COMPIETEM .......... ittt e et e e e e e e e e et e e e e e e e e a bbbt ettt e e e e e e e s b bbb e e e e e e e e e e e nnnnnene e s ECON-1
(€] =T 0] a1 ot (o]0 01 =) ECON-1
LT To =T ol PP PRTPRSPPPPPPPPPPR HR-4
Grinding - StreetS (LOGS ANGA FOIMIS) ...ttt ettt e e e e e e ottt ettt e e a4 s 4o s bbb ettt e e e e e e e a b bbb ettt e e e e e e e bbbbe e et e e e e e e e nabbbneeeeeeas PW-10
Groundwater, Surface: Lab Reports & ChaiNs Of CUSTOTY ..........uuiiiiiiiiiiiiiiiiie e e e e e e e e e e e eeeaeeas MS-15
Guidance Information, StOrMWALET = AITPOIT ONIY ......eiiiiiiiiiiiieiieeteeeeieee reeeeeseeeeeeeeeeeseeeseaesaeeeeeesasseseessaesrsesreesrresssesssessrnesrersresrerssnnrnnes PW-2
Gun and Narcotics Destruction Log (Related DOCUMENTS) ........uutiiiiiieeiiiiiiiiie it e e e e e et e e e e e s s e e e e e e e s ab b e e e e e e e e e e s aasbbeneeeeeeeeaaans PD-9
Guns: Dealers RECOrd Of SAIE (DROS) .....uuiiiiiiiiiiiiiiti ettt e ettt e e e e e e oottt et e e e 4o e s bbb e ettt e e e e e e e bbb e e et e e e e e e s e ansbbnnneeeeeeeaanns PD-6
H

[ Eo T T LT oL O F= 1 L PO PPPPPTP HR-1
Harassment Prevention Training Certificates - Employees, Advisory Board Members, and Elected Officials / Councilmembers ... HR-3
Hazard Mitigation Plan - REQUIALOIY ATTAIIS .......uueii e e e e s e e e e e e et e e e s e e e e e e e e et e s e e eeeeeeeeebaa s e eeeeeeeesennnnanas MS-3
Hazardous Materials - Capital Improvement Projects (CIP), Permanent File - ENgQIiNEering..........cccccoooeeii PW-4
Hazardous Waste DiSPOSAl MANITESES .......coiiiiiiiiiiii ettt e e e e e ettt e e e e e s e s bbb ettt e e e e e e s s a bbb b e et e e e e e e e nabbb s e eeeeeeeeennnnrees MS-9
Health Insurance Portability and Accountability Act (HIPAA) Policies and ProCeAUIES.............uuevviiiiiiiiiiiiiiieeiee e FR-2
Hearing Officer Decisions / Appeals (Administrative Hearings, Animal Control, Cannabis, etC.) .......cccccceeviiiiiiiiiiiiiin e, CM-1
Hearing Officer Determinations (Citation APPEAIS, TOWS, E1TC.) . ..ceuiiiiuiiriiiiieeeeiiiiiie e e e e s et e e e e e e e s s st e e e e e e e e e s s bbb e ereaeeeeeeanneeees PD-4
Hearings, Administrative - Appeals / Hearing OffiCer DECISIONS ........c..uuiiiiiiiiiiiiiie et e e e e e e e nnnees CM-1
(n [STg o] ToiTo (=R o) g =L=1S3 i oo [STAY o] o [ o= 1o o I o] 1 o P PW-9
[ L=Tg 0Tt o (= PO PPPPPPT MS-5
[ L VA A =T oo g o] 4 A TR0 3 (=T o To ] | TP PRSP PPPPPPP MS-2
High Piled Storage - Construction & OpPerational PEIMILS.........oiiiiiiiiiiiiii et e e e e e e e s e e e e e e e annneees FR-4
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HIPAA Policies and Procedures (Health Insurance Portability and Accountability ACt) ... FR-2
[ (RS (] o= AN =T = L 0T (0 [ = o] S PW-2
Historical Designations / HIStOMCAl LANAMEIKS ..........iii ittt e e et e e e e e e s bbb e e e e e e e e s e st beeeeeeeeeeeane DSD-7
Historical Files, Elections (Copies of Sample Ballot, Resolution Declaring ResuUlts, €fC.) ........uuuiiiiiiiiiiiiiiiieee e CC-4
[y (o] g o= 1R =T g Lo [ =T g DSD-7
Historical Projects (City Anniversaries, Incorporation, City Seal, €tC.) ... CC-5
Historical Records, Photographs, & Historical Projects (City Anniversaries, Incorporation, City Seal, €C.) ........ccovcvviiiiiiieiininnnee. CC-5
HISTOrICaAl REPOIS @GN STUIES........eeieeeeiieee ettt e oottt e e o444 e b e ettt oo oo oo R R b et et e e e e oo a4 e ek bbb ettt e e e e e e e snbb s e e e e e e e e e e e annnnnees PD-2
Historically Significant Records - COG Interpretations of MOU, Railroad ISSUES, €tC. .......cccooeeiiiiiiiiiiii e, PW-12
Historically Significant: REPOIS ANGA STUGIES .........eiiiiiiiiiiiiiiii et e e e e e e sttt e e e e e s s s bbb ettt e e e e e e e bbb s e e e aaeeeeeannnrees CWw-8
(T (ol (= S I =T g ST Tod o g W ot o] o= SRS SRRR FIN-4
History Files, Vehicle & Equipment (Maintenance, Smog Certificates, etC.) - FIEEL......cooovreiiii i PW-7
HOME - Housing Applications, Rejected / Not Qualified ... DSD-4
HOME - Housing Programs, With Recapture / ReSale RESTICTION .......uuiiiiiiiiiiiiii it e e e DSD-5
HOME - Housing Programs, Without Recapture / Resale ReStICION .........oouuiiiiiii i e e e e e e e e aenes DSD-5
Homeland Security - Emergency Operations Plan ... PD-2
o] a gl oo [ O g g [ (=T o [0 TP PP PPPPPPPPPPPPN PD-11
Hot Work Permits (Electrical & MechaniCal MaINTENANCE) .........coiii ittt e st e e e e e e e e e e e s e s reeeeeeeaaaes MS-13
Hot WOrk Permits (Pre-TreatMENT) .......ccoo oo, MS-17
Hot Work PermitS (ULIlity IMBINTENAINCE) ......ooiiiiiiiii oottt ettt e e oo ettt et e e e e e s s bbbttt e e e e e e an bbb bttt e e e e e e e ntbbb s et e e e e e e e nnnnnrees MS-5
Hot Work PermitS (WasteWater TIEATMENT) .........uuuieiieeeiiiiiiiet ittt e e e s e et e e e e e e e e e et e e e e e e s e e bbb e et et e e e e e aa s s bbb e e et e e e e e e e annbenereeeeeeeaaan MS-18
Hot Work Permits (Water DISIHDULION) ........cooiiiiii e e e e e e e e e et e e e e e e e e e e et e s e e e e e e e eeeeraa e eeeeeeeeesrnnnnanas MS-8
Hours (Classes and Staff) - COPIES ..o PW-12
Housing Applications Rejected / Not Qualified (First Time Home Buyers, Rehabilitation, HOME, etC.)..........c.cccceeiieiieei e, DSD-4
Housing Plans: Consolidated Plans and Annual ACHION PIANS.........oouiiii e e e e e e e e e e e eaena s DSD-4
Housing Programs - Monitoring of Affordable HOUSING ProjeCtS.........ccooiiiiiii i, DSD-4
Housing Programs - Tenant Files and Payments while the City OWNS the Property ... DSD-5
Housing Programs: Affordable Housing Projects, Rehabilitation, etc. - Without Recapture / Resale Restriction...................... DSD-5
Housing Programs: Affordable Housing Projects, Rehabilitation, etc. - With Recapture / Resale Restriction ............ccceevvvvvnnnnn. DSD-5
[ (o TU [ o PRSP PPPTPPPPP DSD-4 — DSD-5
HUMAN REIATIONS / PAYIOI ...ttt e oottt e e e e 4ottt e e e oo e e bt et e e e e e e e s e kb e e e e et e e e e e e e s nnneeeeas HR-7 — HR-9
HUMAN REIALIONS ... HR-1 - HR-7
Hydrology Reports - Private Development Permanent RECOIAS...........oooooiiiiii i PW-5
|

PP HR-4
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[IIICit DISCRAIGES = STOMMIWALET ... .eeiiieeeiee e e ettt oottt e e e e e oot e et e oo 44 a R R b ettt a2 e o4 oo R R R e ettt e e e e e e s b e e et et e e e e e e e b e e et e e e e e e e e nnnnnes MS-2
Imaged MOUs - Agreements & Contracts / Amendments (INfrastrUCIUIE) ...........uvuiii i e CC-2
ImageTrend - e-PCR (Electronic Patient Care Report) DAtabaSe ............ooiiiiiiiiiiiiiiiiee e FR-3
Immutable Cloud Backup / WORM / DVD-r / CD-r / Blue Ray-R / Optical Disk / other unalterable media ..............ccccvviiiieiiniiiinnnn. IT-1
Impending Discontinuation Appeals (Water BilliNg) .......ccouiuiiiiiii e e et e e e e e e et s e e e e e e e e et e e e e e e e e eerraa s FIN-6
Impending Discontinuation, Water Billing (COPIES) ....ccoo i FIN-6
Impound Notices / Contact REQUESES (ANIMAI SEIVICES) .....uuuiiiiiiiiiiiiiii ittt e et e e e e e e s s bbbt e e e e e e e s s abb e e eeeaeeeeenanneeees PD-3
Improvements, Park - Agreements & Contracts / Amendments (INfraStrUCTUIE) ..........ouueiiiiiiiiiiiii e CC-2
Improvements, Street & Alley - Agreements & Contracts / Amendments (Infrastructure) ...........cccc CC-2
Incident / Accident Reports, Potential Litigation Form - Members of the PUDIIC ... CC-5
INCIdeNt REPOIS / ACCIAEINT REPOIT ... ieiieei ittt ettt e e e e ettt e e e e e e e h bt ettt e e e e o4 s s bbb e ettt e e e e e e e n e bbb e e et e e e e e e e annbbnereeeeeennanns PW-11
Incident Reports from Employees - Workers Compensation Claims / Long Term Disability Claims .............cccovvviiiiiiiiiecvcecviiiienn. HR-7
INCIAENT REPOIS ... PW-13
Incident ReportS: AIFCIAft (SENTTO FAA) ..ottt e e oo oottt e e oo oo bbb e et et e e e e e e e a bbb ettt e e e e e e e bbb s et e e e e e e e nannnnees PW-1
Inclusionary Housing Agreements - Housing Programs, With Recapture / Resale Restriction.........ccccoevvveeiviiiiiiiiin e, DSD-5
Inclusionary Housing Agreements - Housing Programs, Without Recapture / Resale Restriction..................c..cccc. DSD-5
Incorporation - Historical Records, Photographs, & HiStOrCal PrOJECES .........ciiiiiiiiiiiiiiee e CC-5
Individual Training Certificates - Training File (Vector Solutions Database) ............uuuiiiiiiiiiiiiiiiiii e FR-6
INAUStrial - SIrUCTURAl CAlCUIALIONS ... .eeeiiiiiei ittt oo e ettt et e e e e e e bttt et e e e e e s s s s b bbb et et e e e e e aans bbbt e e e aaeeeeaannbnseeaeeeeeenannns DSD-4
Industrial Development Authority - AQENAA PACKELS ..........uuiiiiiiiiiiiiiie et e e e e e e e s b e e e e e e e e s bbb e et e e e e e e e e annrees CC-1
Industrial Notices, STOrMWALET - AINPOIT ONIY .......uiiiiiieeeii et e e e et e e e e e o bbbttt e e e e e e e bbb e e e et e e e e e e s nnnbb e e et e aeeeenannnnees PW-2
Industrial Waste PermitS - Pre-TrealmENt.. ... MS-17
Industrial Waste Permits - WasStEWaALEr TIrEALMENT .........oiiiiieiiiiee e e e ittt e e e e e e e sttt e e e e e e s s s e e e et et e e e s aaansbb b et eeaaeeesasnnnbaneeaeeaeeesannns MS-18
Industrial Waste Pretreatment Files - Pre-TreatMeNt ..o MS-17
Industrial Waste Pretreatment Files - Wastewater TreatMent ..o MS-18
INformant FilesS / Gang FIlES ... ... PD-6
g feTqgat=ulo] g T =Tt o1 gTo] (o |V A PP T P SOP PP PPPPPTPPP IT-1
Initial Certification of Insurance - Agreements & Contracts / Amendments, not imaged (Non-Infrastructure)...........ccccceeeeeninnnee. CC-1
INitiative - EIECHONS (If INSUTTICIENT) .uuuuii e e e et r e e e e e e e e ettt e e e e e e ee e e et e s e eeeeeeeetenaa s eeeeeeeeesrnnnnaes CC-4
INItIALIVE - EIECHONS (1T SUTTICIENT) .. .eiiiiiiiie ittt oo ettt e e e e e s e bbb e ettt e e e e e e e a bbb ettt e e e e e e s bbb b e eeeeeeeennnnneees CC-4
Injury Reports from Employees - Workers Compensation Claims / Long Term Disability Claims ............cccevviviiiiiiiiiicee HR-7
LRy 0Tt AT Tt =TT =T Y0 MS-11
INSPECLION REPOIS - RESEIVOIIS ... ..o MS-6
Inspections - Aboveground Storage Tanks (Agency OWNE) - ULHILY .......eeeriiiiiiiiiiieii e MS-4
Inspections - Aboveground Storage Tanks (Agency Owned) - Water DiStHDULION ..........cooiiiiiiiiiiiieiiiie e MS-8
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Inspections - Aboveground Storage Tanks (AGeNCY OWNEA) .......oooiiiiiiiiii e FR-1
Inspections & Logs, Generator Operation - All Divisions, Electrical & Mechanical Maintenance ...........cccooeevviivviiiiinineeeeeeeeviinnnn, MS-13
Inspections & Logs, Generator OPEration - FIEET ........cooi ittt e e e e e s bbb e e e e e e e e s b bt e e e e e e e e annrees PW-7
Inspections & Logs, Generator OPeration - MaINTENANCE .........uuiii ittt e et e e e e e e e e e e e e e s e et e e e e e s s bbb e eeeeeeeeeannrees PW-8
[y oLt 1T g = To I @1 = a0 FS T @ ] o P RM-1
Inspections and Maintenance - Above Ground Storage Tank (Airport OWNed) ... PW-1
INSPections OF AUAITS DY The CHP (FIEEL) ... ittt e e e oo e ettt e e e e e e e st e ettt e e e e e e s bbb b et e e e e e e e e nnnnrees PW-7
Inspections or AUItS DY the CHP (TTANSIL) ........uuiiiiiiiie ettt e e e e e s e e et e e e e e e e s e e e e e e e e e e e e nnbenereeeeeeenaan PW-14
Inspections, CalTrans Aeronautics (ANNUAL) ... PW-1
Inspections, Construction - Private Development ADMINIStrative RECOITS .........cuuuiiiiiiiee it PW-5
Inspections, CUPA - Above Ground Storage Tank (AirPOrt OWNEA).........ueeiiiiiiiiiiiiiiiee e e et e e e e s e e e e e e s s ereeeeeeaaaannne PW-1
Inspections, Daily - Capital Improvement Projects (CIP), Administration File - ENQINEEIING ........coevviviiiiiiiii e e e PW-3
Inspections, Daily Vehicle - Electrical & Mechanical MaiNteNaNCE ..............cooooi i, MS-13
INSPECHIONS, DAIY VENICIE = FIBET ...ttt e ettt e e oo oo et e e et e e e e e e e bbbt e e et e e e e e e e bbb e et e e e e e e e e nnnnnees PW-7
Inspections, Daily Vehicle - ULility MAINTENANCE ........ccooiiiiiiiii i e et e s e e e e e e e et a e e e e e e e e e e e et s e eeeeeeeeaeaaarseeeeeeeessrnnnnsanas MS-5
Inspections, Daily Vehicle - Water DiStriDULION ... MS-9
Inspections, FAA: Daily Inspection Logs & Maintenance WOrk OFAErsS, EIC. ......ccuuuiiiiiiieiiiiiiiiiie et PW-2
TaIs o T=Tod o] o KT T = SRR FR-3
Inspections, NavAid & AWOS - FAA Inspections / Reports / FAA FOIMS ... PW-2
[aIS oJTex (o] KT @ ol o1 U] o T- 1 ox PP TSP PPPPPP PO FR-3
Inspections, Pre-Trip - Electrical & MechaniCal MaINTENANCE ..........ooiiiiiiiiiieee ettt e e e e e e e e e e e e e e e aaes MS-13
LRy oLt u T ST T I T o o =T S PW-7
Inspections, Pre-Trip - Utility MaiNtENANCE ... MS-5
INSPECHONS, Pre-TTiP = WASTEWALET .......eeiiiieiiiiiiitee it e e e ettt e e e e e e s s et e et e e e e e e e s s bbbttt e e e e e e e aaa s b bbb ettt e e e e e e e ss bbb e e e e e e e e e s eannbbbneeeeeeennann MS-19
INSpections, Pre-Trip - Water DISHDULION .........uuuii et r s s e e e e et e s e e e e e e e e e et e e e e e e eeee e et reeeeeeeeesesna s eeeeeeeeesrnnnnses MS-9
Inspections, Stormwater (Business Inspections, O&M Related INSPections, tC.) ... MS-3
Institutional BUildiNg PIANS = FINAIEA ........oooiiiiieeiiie ettt e e e e e s bbbttt e e e e e e e s bbb e e e e e e e e s e annbbreeaeeeeeeaann DSD-1
INStructors, Class - AQreemMENTS & CONIIACTS ......coee i e e e e e e e PW-11
Insurance Certificates - Agreements & Contracts / Amendments (INfraStrUCIUIE) .......coovvveeiiiiii e e CC-2
Insurance Certificates - Capital Improvement Projects (CIP), Administration File - ENQINEENNG..........ccccuviiiiiiieiiiiiiiiiiieeee e PW-3
Insurance Certificates - Park Facility Use Requests / Field Rentals / Facility Use Applications and PermitS.............cccccceveeeennnne PW-12
Insurance Certificates - Permanent Encroachment Permits ... ... PW-4
Insurance Certificates - Unmatched to Agreement / Contract, May Have Current Contract.............ccccoeeeiiiiiieee CC-5
Insurance Certificates - Unmatched to Agreement / Contract, No Current Agreement / CONracCt..........cc.uvveeeeeieeiiiiiiiiieieeeee e CC-5
INsurance CertifiCates (ENGINEEIING) ... . utiie ittt e e ettt e e e et et e et e e e e a4 4o s e et e e ettt e e e e e e e s b b e e et et e e e e e e e s bbb e et e e e e e e e e annbbe s e et e eeeeenannnnnes PW-4
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Insurance Certificates, AIMPOIT TENANT ... e e e e e e e e e e e e e e e e aaaeas PW-1
Insurance Companies - Accounts Receivable / Revenue / Invoices to Outside ENtItIES.........ccovviiriivieiiiiiiiin e FIN-3
Insurance Policies - General Liability, Workers Compensation EXCESS Liability ...........ccoouiiiiiiiiiiiiieiiiiiieeeeee e RM-1
Insurance Policies - Property, Fire, Thefl, 1C. ..o RM-1
LU= g [T T = 1T F T 0 FR-1
Integrity Testing - Aboveground Storage Tanks (Agency Owned) - ULIlity ... MS-4
Integrity Testing - Aboveground Storage Tanks (Agency Owned) - Water DiStriDULION ...........uvviiiiiiiiiiiiiieeeee e MS-8
Integrity Testing - Aboveground Storage Tanks (AGENCY OWNE)........uuiiiiiiiiiiiiiiiie it e e e e e e e e e anneees FR-1
Internal Investigations With Sustained Finding of MiSCONAUCT ... PD-1
Internal Investigations Without Sustained FiNnding Of MISCONUUCT .............cuuii i e e e e s PD-1
Interview Notes - Recruitment and Testing File / Recruitment Database (NEOGOV).........cooiiuiiiiiiiiiiiiiiiiiiieeeee e HR-6
AT (e A L=T T o] a1 A g0 ]| (Yo IS U] o1 =1 a o T FR-2
Inventory Records, Controlled SUDSIANCE ... PD-3
INVESTIgAtiONS & SPECIAI OPEIALIONS .....eeiiieiiiiiiiii ittt e e ettt e e e et et e e e e e oo e b b e e ettt e e e e e e s b b e e et e e e e e e e sannbb e e e e et e e e e e aannnrnnneeeas PD-5 - PD-8
Investigations / Problem Files (Barking, Loose Dogs, Dangerous Dog REPOItS, E1C.) .....cuuuiiiiiiiiiiiiiiiiie e ee et e e e eennn e PD-3
INVeStigations, EMPIOYEE ... HR-3
Investigations, Fire - Arson & Capital CrimeES ONIY ...t e et e e e e e e s s bbb e et e e e e e s s bbb e e e e e e e e e e e aaneeees FR-5
Investigations, Fire - Other Than Arson & Capital CriMES ........uii i e e e e e e e e e s e r e e e e e e e e s annneees FR-5
INVESHIQAtIONS, SAfBLY ..o RM-2
INVESHGALIONS, SEWEE OUOK ... .ottt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeeaaaaaaaaaas MS-6
Investigators, CONtractS (EMPIOYEES ONIY) ... ...ttt e oot e e e e e ettt e e e e e s bbb ettt e e e e e s aa bbb e et et e e e e e e e nnnb e et e e e e e e e e nnnnnees HR-2
INVESTMENT ACCOUNT STALEIMENTS ...ttt oo oot ettt o oo e e et ettt bt oo e e e e e e et et b b oo e e e e e et ee et baa et eeeeeeeebebaa e e e eeeeeessnnna e es FIN-3
Investment Bonds (Receipts / Advisor Reports / Trade Tickets / LAIF) ... FIN-4
Investments / Arbitrage / Bonds (Receipts / Advisor Reports / Trade Tickets / LAIF (Local Agency Investment Fund)).................. FIN-4
Invitations: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive.......cccccoceoeiiieiiiiecciin e, CWw-4
Invoices - Accounts Payable / Invoices and BacCKUP............oooo i FIN-3
Invoices and Backup (Invoices, Travel Expense ReIMDUISEMENTS, ETC.) ...coiiiiiiiiiiiiiiiiieeee et e e FIN-3
Invoices to Outside Entities / Accounts Receivable / Revenue: Insurance Companies, Franchise Fees, etC. ...........ccccvveeeeeiiinnnns FIN-3
IRS 5500 Forms (EmMPIOYEE BENETIE PIANS) ....couuuiiii ittt s e e e e e et e e e e e e e e e e ettt s e e e e e e e eeteraa e e eeeeeeeeeennnnanas HR-8
[SO INSUFANCE RALINGS ...t tteeeteee e e ittt ettt e e e e e e ettt ettt e e e oo o4 s e bt e e ettt e e e 444 R R R bbb ettt 4444444 n R bbbttt e e e e o444 an Rk bbb e et e e e e e e e e bbb e e e e e e e e e e nnnnben e FR-1
Issue Files / Special ProjeCts / SUDJECT FIlES .......u ittt e e e e et e e e e s e et e e e e e e e e e bbb e et e e e e e e e annnees Cw-8
Issues, Railroad - Historically SignifiCant RECOIUS..........couuuiiii i e e e e e e e e e et r e s e e e e e eeataaar e e eeeeeeeenennnnnas PW-12
J

Job Analysis - Recruitment and Testing File / Recruitment Database (NEOGOV) .......coiiiuiiiiiiiiieeiiieiiiiieiee et HR-6
Job Brochures - Recruitment and Testing File / Recruitment Database (NEOGOV) ........ccuuviiiiiiiiiiiiiiiei e HR-6
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Job Classification / JOD SPECITICALIONS ..........uuiiiiiiieiiiiii et e e e e e e e e e e s s e e e et e e e e e e e e b b e e e e e e e e e e s e s b b e e e e e e e e e e e e e nnnrnnneeeas HR-4
Job Descriptions / Job Classification / JOD SPECITICALIONS ........uuuiiiiiiiiiieeii e e e e e e e e e e et s s e e e e e e eseantaaaeeeeeeeenrnnns HR-4
N [o] o ST o=Tol | {Tor=Ui[o] 0 K3 PP PSPPI HR-4
Joint Power AuthoritieS (LOCal Nd STALE) = COPIES .......uuiiiiiiiieiiiiii ittt e ettt e e e e e et e e e e e e e e e e e e e e e e e e s e nbb e e e e e e e e e e e e nnnnnneeeaeas FR-1
Joint Powers - Agreements & Contracts / Amendments (INfraStrUCIUIE) .......iieeiiiiiiiiiiii et e e e e e e e e e e e e e eeeneas CC-2
Journal Entries / Journal Vouchers / BUAget AQJUSTMENTS .........uuuuii s FIN-4
Journal ENrieS / JOUINAI VOUCKETS .......ueei s FIN-4
Judgement, Peace Officer - Report to POST Commission - Reports to State or Federal AGeNnCIes...........cccovviiiiiiiiiiiiieiiiiiiiieeeeenn PD-8
SO =T T Lo @ ] L= =T o o] (R PD-11
JUVENIIE GANG REGISITANTS ...ttt ettt e e e e oottt et e e e e e oo s bkttt ettt e e 4444 s R bbb e ettt e e e o4 4 ek b b e e et e e e e e e e e nn b bbb e et e e e e e e e nnnnbbnneeeaeas PD-7
Juvenile Gang Shared RegiStrant DAtBDASES .........coiiiuiiiiiiiie et e e et r et e e e e e e e bbb e e e e e e e e e s s e s bt e e e e e e e e e nnnnnneeeaeas PD-7
Juvenile Marijuana / Cannabis Crime Report, Except Qutstanding Stolen Property .......cooovviiiiiiii e e e e PD-12
Juvenile on School Grounds during SChool HOUrs - CHME REPOIMS .....ccoiiii i PD-12
Juveniles Released from Division of Juvenile Justice, Arson REJISIIAtIONS ..........cuiiiiiiiiiiiiiiii e PD-7
Juveniles, SEX OffENUEr REGISIIAIONS .........ii i e e e e e e e e e e ettt e e e eeeeeee et et raeeeeeesentaa e eeeaeeeesstnnn s eeeeeeeennsennnnnes PD-8
K

L

Lab Books / Operational Records (Water DiStriDULION) ...........eeiiiiiiiiii et e e e e e e e e e e nneees MS-9
Lab Reports & Chains of Custody: Groundwater, Surface Water ..., MS-15
Lab Reports & Chains of Custody: Potable Water Bacteriological and OFganiCsS ...........ccouiiiiiiiiiiiiieeeiiiiiiiieee e MS-15
Lab Reports & Chains of Custody: Potable Water Chemical (Includes Chlorine Residuals) ...........cccooviiiiiiiiiiiiieiiiiiiieeceeeee MS-16
Lab Reports & Chains of Custody: Potable Water LEAd & COPPE .....uuuuiiieeeiieeeiiiiiit e e e e e e eettia s e e e e e e s e eatta s e s e e e e e eeataan s e e e e eeeeenrnnannns MS-16
Lab Reports & Chains of Custody: Wastewater, PretreatMeNnt ..., MS-16
Lab Reports, StOrmMwWater - AINPOIT ONIY .....ooiiiiiiiie ettt e e e e e et e e e e e e s s s b bbbttt e e e e e e e e a bbb e ettt e e e e e e s nabbbseeeeaeeeennnnneees PW-2
(= o Lo T Y =X (=T (=1 £ =] o F- T O 1 TR PW-3
Laboratory Equipment Calibration Records / QAT QC ... MS-16
Laboratory Information Management System Database / LIMS Database............ccoooveeiiiiiii e, MS-15
=T oo ] = 1o VPP PP TP PPPPPPPPPPPN MS-15 — MS-17
0 G LRSS OPPPSERR DSD-7
LAIF (Local Agency Investment Fund) - Investments / ArDitrage / BONGS .........oocuuiiiiiiiiiiiiiiiee e FIN-4
Land Development / Private Development “As-Built” (ENGINEEIING) ........uuiiiiiiiiiiiii e e e PW-4
[ Voo U LT o F= T K= T gL Y g T T [ 1T o £ DSD-7
=T 0T [0 g T Yo ST (1= (T or= TR DSD-7
Landscape Maintenance DIStriCtS - ENQINEEIS REPOITS ........uuuiiiiiiiiiiiiiiit et e et e e e e e et e e e e e e s s s bbb e et e e e e e e s s aasnbb s e eeaaeeesennnrees PW-2
Landscaping - Agreements & Contracts / Amendments, not imaged (NON-INfraStruCture) .........ccccovviiiiiiiiiiiieieiieeeee e CC-1
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(= Tdo TR o) g g PV B =\ o [ (= g o [T T=T=T 1o T ) SRR PW-4
[0 VLYW LS A 1T = o P RM-1
Layers / GIS Database / Data — Both City-wide and SPeCIAlIZE ............oeiiiiiiiiiiiii e CW-5
Lead & Copper, Potable Water: Chains of Custody & Labh REPOIS..........uuiiiiiiiiiiiiiiiii et e e e MS-16
T =T o Lo g A A ] U = L= = 1 LT oo o P MS-1
Lease / Tenant Agreements (not imaged) - Agreements & Contracts / Amendments (Non-Infrastructure)............................... CC-1
Leases - Agreements & Contracts / Amendments, not imaged (NON-INfrastruCture) ..........ccuvvveeviieiiiiiiiiiiee e CC-1
Legal Advertising / Affidavits of Posting / Affidavits of Publications / Public Hearing NOtIiCeS ... CW-1
Legal Stipulations (NOt Filed With CaSE) .......coooiiiiiii i, PD-13
Legislative Advocacies, Support or Opposition - Proposed Federal / State LegiSIation ..............ceeieiiiiiiiiiiiiiiiieiiiieeeee e CC-5
Letters of Correction and Citations - Above Ground Storage Tank (AIirport OWNEA) .......ccooiiiiiiiiiiiieiiiiiie e PW-1
[ 1 (] ESR o Lo T =Yoo A ST OF= | I I =1 1 1T PW-1
= (=T E o O 1 =To 11 A = To T o PO TP PPPPPR PW-3
(I o] O3 £ [ M =Yoo (o RS RS R PW-3
Letters, Protest - Prop. 218 (Property-BasSE FEES) ......ccouuuiiiiiiii ittt e e e e s e e e e e e e e et r e e e e e e e eete s s e e e e e e eeeseananaeas CC-6
Letters: Correspondence — Routine — IF the Content relates in a substantive way to the public...................... CW-3
Lexipol / Operation Directives / General Orders (Department Policies and Procedures) ..., PD-6
Liability Forms: Camps, Field Trips, Authorization to Give MediCIiNe, €IC. .......coooeiii i, PW-11
Liability Waivers (Separate From Other RECOI) ........coooiiiiiiii i, PW-12
Liability, General - INSUrANCE POIICIES .......ccoo o, RM-1
License, Airport State (SAfely INSPECLIONS) ........uuiiiiiiieeiiii ettt e e e e et e e e e e e e bbb e et e e e e e s s e e bbb e e e et e e e e e e e snnbe e et e e eeeeeaannnnees PW-1
License, Business - Applications, Registrations and RENEWALS.............iiii i e e e e e e e e e e e e e e eeraaa s FIN-2
Licenses, Alcoholic Beverage Control (COPIES).....ccouiiii i PD-5
Liens / Lien Releases - Recorded DOCUMENLS / REAI PrOPEITY ......coiiiiiiiiiiiiie ettt e e e s e e e e e e e nneees CC-6
Liens / Lien Releases - Recorded Documents / REaAI PrOPEITY .......coouiiiiiiii it e e e e e e et e e e e e e e e e e raa s PW-5
Lifeguard Certificates and Audits (CPR Audit, Visual Awareness Training Audit) ...........cccce oo, PW-12
LIMS Database / Laboratory Information Management SysStem Databhase ...........c.uuueiiiiiiiiiiiiiiiiiie e MS-15
Lining - UNderground STOrage TaANKS (UST) .......uiiiiiiiieiiiiiitiii ittt ettt e e e e ettt e e e e e 4ttt et e e e e e e s bbb e et e e e e e e e e e nnbbnereeeeeeeaaae MS-11
Listing of Enterprise-wide Software, Listed Online - SB 272 (Enterprise System Catalogue) .........cceuuuiiiiiieeeiirieiiiiiinn e IT-1
1o oV i o] A I 1T U £ PP PRSP PPPPPPP P RM-1
Litigation Form, Potential (Accident / Incident Reports) - Members of the PUDIIC ... CC-5
YT oro T B O @ I TS o o] [T HR-4
Lobbyist Authorization / Reporting, FPPC Form 635/ 602 - Economic Interest FilingsS..........ccccoo CC-3
Local Agency Investment Fund (LAIF) - Investments / ArDitrage / BONAS .........cocuuiiiiiiiiiiiiiiieee et FIN-4
Local Government Compensation Report - Annual State or Federal REPOIS .........uuiiiiiiiiiiii e FIN-4
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LOCALION IMAPS, MBLEY ... MS-5
Location of Tank - Underground Storage TaANKS (UST) ..cuuuuioiii i s e e e et s s e s e e e e e ettt s e e e e e e e eeateaa s e s e e e e s eeaeana s eeeeeeeeenennnnnss MS-11
Lockout/Blockout - Lockout/Tagout (Electrical & Mechanical MaintenancCe) ............ccoeeeeeiiiei e, MS-13
Lockout/Blockout - LOCKOUL/TAgOUL (Pre-TrEAIMENT) .......o.eiiiiiiiieeee ettt e e e e st e e e e e e s e e e e e e e e e s nnbrn e e e e eeeeeaaaes MS-18
Lockout/Blockout - Lockout/Tagout (Wastewater TrealMENL) .........ccuuuiiiiiiii i e e e e e e e e e e e e et s e s e e e e s eeeeann s e e e e eeeeenennannas MS-19
Lockout/Blockout - Lockout/Tagout (Water DiStribUtioNn)............coooi i MS-9
Log Books, PUump HOUSES (ULility MaAINTENANCE).......cciiiiiiiiiiiiiieeee oottt e e e e e ettt e e e e e e s s bbb et et e e e e e e e nabbb s et e e e e e e e e nnnneees MS-5
Log Books, Pump Houses (Water DISTIHDULION) ........iiiiiiiiiiiiiiiee ettt e e e e et e et e e e e e e r e e e e e e e e s b bn e e e e eeeeenaaes MS-10
LOG, EUTNANASIA ... PD-3
Log, Gun and Narcotic Destruction (Related DOCUMENTS) .......uuiiiiiiiiiiiiiiiiie e e et e e e e e s e e e e e e e s s bbb e e e e e e e e s s bbb e eeeeeeeeeeanneeees PD-9
Logs & Inspections, Generator Operation - All Divisions, Electrical & Mechanical Maintenance ..............cccccceeeeeieeee e, MS-13
Logs & Inspections, Generator OPEration - FIEEL ... ..o e e e e e e e e et e e e et a s e e e e e e e eeter e e e e e eeeenernnnnanas PW-7
Logs & Inspections, Generator Operation - MaiNtENANCE ..........cocoii i PW-8
Logs, ACLIVILy (MAINTENANCE) (COPIES) ...veeeeeeiiauittitetteee e e e ettt e e e e e s s st e ettt e e e 444 a s s R e e ettt e e e o4 e a s R b e ettt e e e e e o4 e s bbb ettt e e e e e e a bbb s e e e e e e e e e e annnnees PW-8
Logs, Construction Manager’s - Capital Improvement Projects (CIP), Administration File - ENgiNeering..........ccccceeevvvvicvvieeeeeeeennnns PW-3
LOgS, CoNtrolled SUDSIANCE ... FR-2
Logs, Daily Inspection - FAA INSPections / REPOIS / FAA FOIMMS ...ttt e e e e e e e e e e e e enneees PW-2
Logs, Facility Maintenance - FAA INSPections / REPOIS / FAA FOIMMS .....ooiiiiiiiiiiiieiee ettt e e e r e e e e e PW-2
LOgs, OSHA - 200, 300, 301, B0LA .ottt e e e e ettt e e e e e e e s s s et eeeeeeeaaeeaaa s s ae e et eeeaeeeaaan s s bbeeeeeeeeeeaan bbb bbb eeeaeeeaannnnbeaeaeeeeeeenannrees HR-5
LOgS, PAS DeViICe CalibDration ........ccco o PD-5
(oo [T = o o] I @ 1= 1 ] (o= 1 R PW-12
[0 To FS T o (0T o 1= 4V Y] T = o o = PD-9
Logs: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive ...........cccccc Cw-4
Long Range Planning / Project Implementation (FIN&l DOCUMENTS) ........uuiiiiiiiiiiiiiiiieee et e e e et e e e e e e e aaes DSD-6
Long Term Disability Claims (Includes all Accident, Incident, or Injury Reports from EMpIOYees) .......cccccevvvveeiriiiiiiiin e, HR-7
Loose Dogs - Investigations / Problem Files...........oooo PD-3
Lost & Found Property - Safekeeping (Related DOCUMENTS) .......coiiiiiiiiiiiiiiee ettt e et e e e e e s st e e e e e e e s s bbb e e e e e e e e e e eaneeees PD-9
Lost Property: Firearms Entered In CLETS (Not Permanent RELENTION) .........coiiiiiiiiiiiiiieee e e e e PD-11
Lot Line Adjustment - Planning Projects, Approved Permanent Entitlements & PermitS.........cccooovvivieiiiiiiii e, DSD-6
M

Mailing List, Notice - Prop. 218 (Property-Bas@d FEES)........uu ittt e et e e e e e e e e e e e e e nnnees CC-6
Mailing Lists: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive ........ccccoooveeiiiiiiiiin e, CWw-4
Maintenance - Aboveground Storage Tanks (Agency Owned) - ULIlity ... MS-4
Maintenance - Aboveground Storage Tanks (Agency Owned) - Water DiStriDULION ...........ooiiiiiiiiiiiiiie e MS-8
Maintenance - Aboveground Storage Tanks (AGENCY OWNEA)......coiiuuuiiiiiiiee ettt e e et e e e e e e st e e e e e e e s s b r e e e e e e e e s annneees FR-1
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T = g oY g (oIl o =T oY o | £ R MS-11
Maintenance - Vehicle & EqQUIpmMeNt HIStOry FlES, FIEET ......... e e e e e e e e e e e e s PW-7
Maintenance / Valve Exercises - Fire Hydrant FIOW TeStS / PreSSUre TESES ......ccuuuiiiiiiiiiiiiiiiiiiie ettt MS-5
MaINtENANCE ACHVILY LOGS (COPIES) ...eeeeitiieeiiiiitite it e e e e e e ettt e e e e e s ot e et e e e o444 e sk R e et ettt e 244 4o R bbb e et e e e e e e o4 e aa bbb e ettt e e e e e e a s nnbe e e e e e e e e e e e nnnnnnes PW-8
Maintenance of Effort (MOE) Report - Annual State or Federal REPOIMS.........couuiiiiiii e e r e e s FIN-4
MaINTENANCE RECOITS - RESEIVOIIS ... eeiiiiieeiiiiiitiee et e e e e e e ettt e e e e e e e s s sttt et e e e e e aa s s e b e ettt e e e e e e aan s st e e e eeeeeeeeaan bbb eeeeeeaeeeaannnbbseaeaeeeeenannnrees MS-6
Maintenance Records, Cathodic Protection - Above Ground Storage Tank (Airport OWNEd) .........coooviiiiiiiiiiiiieiniiiiiieee e PW-1
Maintenance Work Orders - FAA INSpPections / REPOIS / FAA FOIMMS ......ouiiiiiiiiiiiiiet ettt a e e e PW-2
Y =T 1= =T g ot PP PPERPR PO PW-8 - PW-11
Maintenance, PlaygroUnd EQUIDIMENT ........oo ittt e e ettt e e e e e 4 oot ettt e e e e e o aa s b bbb ettt e e e e e e aan bbb e ettt e e e e e e nnsbbbseeeaaeeeeennnnrees PW-9
Maintenance, Sidewalk - Streets (LOGS @0 FOIMMNS) ....cooiiiiiiiiiiiiee ettt e e e e e e e et e e e e e e e e e e e e e e e e e annbbr e e e eeeeeeaaaes PW-10
Maintenance, Storm Drain System (SIIP LINING, EIC.) oo s e e e e et r e e e e e e e e e et s e e e e e e e eeteraa s e eeeeeensernnan s PW-9
Maintenance-Only Projects, Engineering - Capital Improvement Projects (CIP) ... PW-3
Manifests, Hazardous WaSte DISPOSAL ........cccooi i MS-9
Manifests, USed Ol DISPOSAl - FIEET........ccciiiiieiiii e e e et e e e e e e e e e e ettt t e e e e e eeeeeteaa e eeeeeeeesesaareeeeeeeeesrnnnnsnns PW-7
Y =T (=S Y= TS S 1= PO PPPPPT PW-7
Manuals, Operations & Maintenance (O&M Manuals) - Electrical & Mechanical Maintenance...............ccccccceeeeei e, MS-13
Manuals, Operations & Maintenance (O&M Manuals) - MAINTENANCE ........c.cciiiiiiiiiiiiii e e e e e e e aneees PW-9
Manuals, Operations & Maintenance (O&M Manuals) - Utility MaintenanCe ..., MS-5
Manuals, Operations & Maintenance (O&M Manuals) - Wastewater Treatment ............ooooeeiiiei e, MS-19
Manuals, Operations & Maintenance (O&M Manuals) - Water DiStriDULION ............uiiiiiiiieiiiiiie e MS-9
Manuals, Operations & Maintenance (O&M Manuals) - Water Quality CONtrol ...........cooivriiiiiiiiii e e MS-16
Manuals: Reference Materials — Produced by Other Departments ... CW-7
Manuals: Reference Materials — Produced by OutSide OrganiZatiOnNS . ........oiiiiiiiiiiiiieeeeeeiiiiii e a e e e Cw-7
Manuals: Reference Materials — Produced by YOUT DePartMENt ..........ciiiiiiiiiiiiiiis et e e et e e e e e e ee s e e e e e e e e e aean s CW-7
Maps & Plans, Network Configuration (COPIES) .....ccccoeiiiii i, IT-1
Y=o S (=L aTe g T=T=T ¢ 0o ) PP P PSP PPPPPPRP PW-4
Y Vo ST =] =] g o Tor i [o ) o SRR MS-5
Maps, Precinct - General, Working or Administration Files (EIECHONS) .........cuuiiiiiii i e CC-4
Maps, SUNVeY RECOIT (ENGINEEIING) .. .utttiie ittt ittt e ettt e oo e ettt e e e e 44 s sk bbb e ettt e e e e e s s s bbb ettt e e e e e e e e an bbb b e e e e e e e e e e ansbbb s e eeaaeeeennnnnrees PW-4
Maps, Zoning (HIStOrCaIlY SIGNITICANT) ........oiiiiiiiiii et e et e e e e e e ettt e e e e e e e s bbb e et e e e e e e e e nnbbn e e e e eeeeeaaan DSD-9
Maps: SUDAIVISION MAPS / PArCEl MAPS ... .coiiieiiiiiii e r e e e e e et e e e e e e e e e e ettt e e eeeeeeee et taa e eeeeeeeetesaaaeeeeeeenesrnnnnsns PW-6
Marijuana / Cannabis CIlAtIONS ..........cooi i, PD-10
Master Plan - Planning Projects, Approved Permanent Entitlements & PEermitS ...........coooiiiiiiiiiiiiiiieiiiiieeee e DSD-6
Y= TS = gl o =Yg R DSD-7
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MIASTET PLANS ... PW-6
Material Safety Data Sheet (MSDS), Electrical & Mechanical MaiNtENANCE...........cooiiiiiiiiiiiiiii e e MS-14
Material Safety Data SNEEt (IMSDS), FIET .........uueiiiiiii ittt e e e e e e sttt et e e e e e e s e b bbbt e e e e e e e e s bbb e et e e e e e e e e nnnneees PW-8
Material Safety Data Sheet (MSDS), MAINTENANCE ..........outiiiiii e ettt e et e e e e e e e e et e e e e e e s s bbbt e e et e e e e e e s ansnbb e e e e e aeeeeaannnees PW-9
Material Safety Data Sheet (MSDS), Pre-TrEalMENt ..........uuiii i e e e e e e e et e e e e e e e e e et reeeeeeeeeaeaaa s eeeeeeeeenrnnnnnss MS-18
Material Safety Data Sheet (MSDS), Utility MaINTENANCE .........ccooiiiiii MS-6
Material Safety Data Sheet (MSDS), Wastewater TreatmMent PIaNt............co it e e MS-19
Material Safety Data Sheet (MSDS), Water DiSTHDULION ...........iiiiiiiiiiiiie et e e e e e e e e e s e r e e e e e e e e aaes MS-11
Material Safety Data Sheet (MSDS), Water Quality CONEIOl ..o, MS-17
Yo T o R =T T= T o S (o] o= PP P PP PPPPPPPPPPPR DSD-8
Materials Testing Reports - Capital Improvement Projects (CIP), Permanent File - ENQINEEIING..........cccuviiiiiiieiiiiiiiiiieeee e PW-4
Materials, Hazardous - Capital Improvement Projects (CIP), Permanent File - ENQINEEriNG.........ccovvviiiiiiiiii e PW-4
Measure A & Measure L Citizen’s Oversight Committee - Agendas & Staff REPOItS ......oovvvviiiiiiiiiiiiiiiiieeeeeeeeeereeeeee e FIN-1
Measure A & Measure L Citizen’s Oversight Committee - AUAIO RECOTTINGS ...coiiiiiiiiiiiiiieei et FIN-2
Measure A & Measure L Citizen’s Oversight COmmIttEe - MINULES .........uiiiiiiiiiiiiiiiee e e e e e e e s e e e e e e e e annnes FIN-2
Measure A & Measure L Citizen’s Oversight Committee - Vid€0 RECOIAINGS ....ovviiiiiiiiiiiiiiiiiiiiiieeeeieeeeeeeeee e eeeseeesaeereeeseeeeees FIN-2
MEASUIE D ANNUAI REPOIT ...ttt oottt e e o4 oottt et e e e e 444 s bbb et ettt e e e a4 e a s R b b et e e e e e e e e e e R bbbt e et e e e e e e e a bbb b e e e aeeeennnnnnrees MS-2
Y =To (=W @ [ o] o]l gl S (ofo] o1 [STS) IR TP PP O PPPPPPPPPPPPRN ECON-1
Media CHPPINGS ..o CW-6
Media, Unalterable (INFOrmation TECNNOIOQY) .......uueiiieeiiiiiiie ittt e e e e ettt et e e e e e s s e st bbbt e e e e e e e e bbb e et e e e e e e e e annnbenees IT-1
Mediation Notices (view blockage COMPIAINTS, BIC.) .oiiiiiiiiiiiiiii e e et e e e e e e e e e e e e e e e e b e e e e e e e e e e annnees Cw-1
Medical File (Pre-Employment Medical Clearances, ADA ACCOMMOAtiONS, EIC.) .....ccviiiiiiiiiiiii i e e e e HR-6
Medical Treatments - TrealMENT RECOITS .........uuiiiiiiiee ittt e et e e e e e s sttt e e e e e e aa bt e e et e e e e e e e sasbbbbeeeeeeeeasannsbeseeaaeeeeenannseeees PD-4
Meeting Agendas & Minutes - Capital Improvement Projects (CIP), Administration File - ENQINEEriNg .........cccccovviiiiviiiiiieeeennnnnee PW-3
Meeting Room Registrations: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive...........ccccccvunnn... CWw-4
Meetings & Notes, Pre-DevelopmeNnt (COPIES) ......ccoi i, DSD-8
=Ty i oo RIS T= =1 YT PR POPPPPPPPPPP RM-2
Memorandums: Correspondence — Routine — IF the Content relates in a substantive way to the public...........cccccoeiiiiis CwW-3
Meter Change Orders / ONn & Off OrUEIS (COPIES) ..u.ieiiiiiiiiiiiii it i e e ee et ie e e e e e e e e et r e e e e e e et ae et aeeeeeeeeeettaareaeeeeeeettsaareeeereeeesrnnnnans FIN-6
V=] (=T g o Tox= Tu o] g I 1Y =T o ST PRSP PP PPPPPPP P MS-5
Meter Reading & Adjustments - FAA INSpections / REPOItS / FAA FOIMMS ...ttt PW-2
Meters - Construction Meters (TEMPOIAIY IMELEIS) ... .ciiiiiiiiiii it e e r e e e e e e e et r e e e e e eeeeetta s eeeeeeeeetesaaraeeeeeeeeesrnnananns MS-8
[ (g To o o TR =N (= g F= T AN L (= = (1YL FR-3
Y (ol ool o] o1 =T o o] {0 PP PSSP PPPPPT O PD-3
Microchip’s Primary Registrant, Record of All Efforts to CONtaCt............ccuiiiiiiiii e PD-4
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Ministerial & Discretionary Planning Projects - Approved Permanent Entitlements & PermitS............ccccoeeei DSD-6
Minutes - Committees, Commissions, Advisory Bodies: Citizen Advisory Created by the City Council ...........ccccceeeeiiiiiiiiiiiieennn. CW-2
Minutes - Measure A & Measure L Citizen’s Oversight COMMIEEE ..........ooiiiiiiiiiii e FIN-2
Minutes - Parks, ArtS & RECIEATION COMIMUSSION ... cuuu it ieiit e it ee et e et e et e e et e eaa e ee et eetta e e aa s as b s e e aa s ssaee st s san s ssnsesbasesansessnsanrarans PW-12
Y T TU (=T o =T o T T T @0 g 1 1T o o DSD-8
Minutes - Subcommittees of the City COUNCIl ... CW-3
Minutes, EXternal OrganiZations ... CW-2
Minutes: City Council, RedeVelOpPmMENT AGENCY, BIC. ...ttt e e e e e e e e e e e s s e e et e e e e e e e b b e e e e e e e e e e e anneees CC-5
Misdemeanor / Cannabis - Juvenile on School Grounds during SChool HOUIS ..., PD-12
Misdemeanor or Infraction - Adult Marijuana / Cannabis, Except Outstanding Stolen Property.........ccoocviiieiiieeiiiiiiiiiiieeeee e PD-11
Misdemeanor or Infraction - Juvenile Marijuana / Cannabis, Except Outstanding Stolen Property...........cccoccoeeeiiiiiiiiiiiieeeeennees PD-12
Y TESES] [aTo I =T 650 g ES R @ g TSN =T o Lo o £ PD-12
MOAIfICAtION APPIOVAIS ... .o FR-3
MOE (Maintenance of Effort) Report - Annual State or Federal REPOIMS.........oiiiiiiiiiii e FIN-4
Money, UNCIAIMEA (ESCREAL) .........couiiiiii i e e e e e e e e e e ettt e e e eeeeeeee et e seeeeeeeeeteaa s eeeeeeeeetesna i saeeeeeenesrnnnnses FIN-3
Monitoring and Maintenance - Underground Storage Tanks (UST) ..o, MS-11
Y o] aT o] T Te [l =To] oo LS TP PRSP PP PPPPPTP PW-3
Yol aT 1ol T aTe [l =To] oo TP PP PP PP PPPPPPPR PO PW-3
Monitoring, Tank - Above Ground Storage Tank (AIirport OWNEd) ... PW-1
Monthly Reports - Capital Improvement Projects (CIP), Administration File - ENGINEEIING .........ceviiiiiiiiiiiiiiieeeeeieeee e PW-3
Monthly Reports: Ridership Data, Daily Reports, Demand-Response / Dial-a-Ride / Fixed Route, etc. ............cceeeveeeeeeeeeeeeeeen. PW-14
Monthly Statistical Reports / RUN StatiStICS (COPIES) = FITE ...uiiiiiiiiiiiiiiie e ettt e e e ee e e e e e e e et s e e e e e e e e e taaer e e e e e e eesanrenaaeeeaees FR-1
MOUSs, Imaged - Agreements & Contracts / Amendments (INfrastruCture) ... CC-2
ST B T g T E R 0] 1 41V (T ) PP PSP PPPPPRPO MS-3
RS B o LS 5 (0T 0111772 1 (= ) S PW-6
MSDS (Material Safety Data Sheet), Electrical & Mechanical Maintenance..............cccco o, MS-14
MSDS (Material Safety Data SNEET), FIBET ...... ... et e e e e ettt e e e e e s st a et e e e e e e e e s bbb e et e e e e e e e e anneees PW-8
MSDS (Material Safety Data SNEet), MaINTENANCE ..........c.uiiiiiie ettt e e e e e et e e e e e e s st e e et e e e e e e s sn b e e e e e e e e e e e annrees PW-9
MSDS (Material Safety Data Sheet), Pre-TrealMeNt ............. i e e e e e e e e e e e e e et r e e e e e e e eeetaaa s e eeeeeeeenrnnannes MS-18
MSDS (Material Safety Data Sheet), ULility MaiNTENANCE .........ooiiiiiiiiiiiiiiii e e et e e e e e e s b e e e e e e e e e nnneees MS-6
MSDS (Material Safety Data Sheet), Wastewater Treatment PIaNt............ooo i MS-19
MSDS (Material Safety Data Sheet), Water DiStHDULION.........coiii i e e e e e e e e e e e e e e e e e e e e e e eerennaanas MS-11
MSDS (Material Safety Data Sheet), Water Quality CONtIOl ..o, MS-17
Multi-Family Dwellings - StruCtural CalICUIALIONS ...........ciiiiiiiiiiiiee ettt e e sttt e e e e e e s bbb e e e e e e e e s s et b e e e eeeeeeeaanes DSD-4
Multi-Family Dwellings Building Plans - FINAIE..........cooiiiiiee ettt e e e e e e e e e e e e e e s e e e e e e e e e e aaes DSD-1
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Municipal Services / REQUIALOTY ATTAIIS ........oociiiiiiiiie et e et e e e e e e e e e e e e e s e e e e e e e e s s neeeeas MS-1 - MS-4
Municipal Services / ULIlity IMAINTENANCE...........uuuiiii e e e e e e e e e e e e e e et e e e e e e eeeaetta s s eeeeeeeeettaan e seeeeeeenstennaraeaeeeees MS-4 — MS-7
Municipal Services / Water Distribution & Treatment Plant / SRWA (Stanislaus Regional Water Authority, a JPA) .......... MS-8 — MS-12
Municipal Services / Water Quality Control / Electrical & Mechanical Maintenance............cccccoee e, MS-13 — MS-15
Municipal Services / Water Quality Control / LADOIatory ........c.coooviiiiiiiiiii e e e e e e e s MS-15 — MS-17
Municipal Services / Water Quality Control / Operations (Wastewater Treatment Plant) .........................l. MS-18 — MS-20
Municipal Services / Water Quality CONtrol / Pre-TreatMENT ...........oiiiiiiiiieiee et a e e e e e MS-17 — MS-18
Mutual Aid Agreements, Joint Power Authorities (Local and State) (COPIES) ......ccuuuriiriiieeiiiiiiiiii e FR-1
N

N EETgolo] (ol R =T R u Lo R (o] o= T PP TSP PPPPPPTOI PD-7
National Incident-Based Reporting SYSteM (NIBRS) .........uuiiiiiiiiii it e et e e e e e e r e e e e e e e s s bbb e r e e e e e e e aannes PD-12
NavAid & AWOS Error Data, Certification & Inspections - FAA Inspections / Reports / FAA FOMMS......ccoovvveeiiiieiiiiin e PW-2
Negative Declarations - Capital Improvement Projects (CIP), Permanent File - ENgINEENiNG ..o PW-4
Negative Declarations (Environmental Determinations) - ENgiN€ering iS LA ...........oouiiiiiiiiiiiiiiieeeeiiie e PW-5
Negative Declarations (Environmental Determinations) - Planning iS Lead ..........ccooviiiiiiiiiiiiiii i DSD-7
Negative Declarations (Environmental Determinations) - Planning is Lead, Inside City Boundaries..............ccccccceeiiiieiiiieee, DSD-7
NeoGov - Recruitment and Testing File / Recruitment Database ..............oooiiiiiiiiii e HR-6
Network Configuration Maps & PIANS (COPIES) ....uuretiiieiiiiiiiii it e ettt e ettt e e e e e et et e e e e s s e st b e e et e e e e e s e na b e et e e e e e e e e annnrrnees IT-1
Newsletters: Reference Materials — Produced by Other Departments ... CW-7
Newsletters: Reference Materials — Produced by Outside OrganizZations .........c.uuueiiiieeiiiiiiiiieie e Cw-7
Newsletters: Reference Materials — Produced DY YOUT DEPArTMENT.......ouiiiiiiiiiiiiii et e e Cw-7
NSV o F=To [T g @A [T o] o L To R A Y, =T I r= W @ T o) o T o T3 (o] 0 1<) ECON-1
NEWSPAPET ClIPPINGS - e CW-6
NIBRS (National Incident-Based REePOItiNG SYSTEM) .......oiuuiiiiiiiiieiiiiiiie ittt e e e e st e e e e e e s s bbb e e e e e e e e e s annbbbeeeeeeeeeeaaannes PD-12
NOE (Notice of Exemption) - Planning is Lead, Inside City BOUNAANES ..........ccuuuiiiiiii i e e e e e e e e e e aaena s DSD-7
NOiISE ComMPIAINES (AINPOI) ... PW-1
NOISE MEASUIEIMENTS, AINPOI ...t e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeaaaeaaaeaaaaaaaaaans PW-1
Nomination Papers - Candidate File, Successful Candidates ... CC-4
Nomination Papers - Candidate File, UNSUCCESSTUl CaNIdAtES ............ciiiiiiiiiiiiiiiiiie e e e e e e e e e e e e e e e s CC-4
Non-payment NoticesS, Water BilliNG (COPIES) ....uuuttttiiaeiiiiitiii ittt e ettt e e e e ettt e e e e e e e s bbbttt e e e e e e e s s s bbb ettt e e e e e e e nsbbb s et e e e e e e e e nnnneees FIN-6
NOTAMS - FAA INSPECHiONS / REPOIS / FAA FOIMS ...ttt e e e e e et et e e e e e s e e et e e e e e e e bbb e et e e e e e e e e nnnnees PW-2
Notes & Drafts — Drafts that are REVISEA ..........ooo i Cw-4
Notes, Staff Videoconference: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive ....................... Cw-4
NOLICE = SIAEWAIKS OF THBE ... i e e e e e e e e e e e PW-9
Notice Mailing List - Prop. 218 (Property-BasS@d FEES)........uuu ittt e e et e e e e e e r e e e e e e e e nnnees CC-6
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Notice of Completion - Capital Improvement Projects (CIP), Maintenance-Only Projects - Engineering ...........ccooooeeeeeieieeeeneneeeeen. PW-3
Notice of Completion - Capital Improvement Projects (CIP), Permanent File - ENQINEEIING ........ccvvvieiiiiiiiiii e e e PW-4
Notice of Exemption (NOE) - Planning is Lead, INSide City BOUNGAIIES .......c.coiiiiiiiiiiiiiiieee ettt e et e e e e e e e DSD-7
Notice of Payment Delinquency, Water BilliNg (COPIES) ......uuuiiiiiiiiiiiiiiiiiee ettt e e e e e e e e e e e st e et e e e e e e s bbb e et e e e e e e e annnees FIN-6
Notice of Violations - Building Code Enforcement / Abatement Case FIleS ... e DSD-1
Notice of Violations - Code Enforcement / Abatement Case FilES..........uuiiiiiiiiiiiiiiiiiiiee e e e nneees PD-4
Notice of VIOIatioNs — FIre CIlAtIONS .......ccco o FR-3
Notice of Violations - Planning Code Enforcement / Abatement Case FileS............uuiiiiiiiiiiiiiiiieeee e DSD-8
Notices - Capital Improvement Projects (CIP), Administration File - ENQINEENNG .......cooooiiiiiiiiiii PW-3
Notices - General, Working or Administration FilesS (EIECHONS) ........uuuiiiiiiiiiiiiiiii e e e CC-4
NOTICES / LEGAI ATUVEITISING ...eeeeeiiiiiititiit et ettt e e e oottt e e e oo o4 a bt e ettt e e 4444k h b ettt e 222444 a R R R e e et et e e e e a4 e s bbb e e et e e e e e e e a bbb e e e e e e e e e e e nnnnnnes Cw-1
N o] 1ot =XSa | VA o] F= T g S (AN Lo o o S PW-1
Notices, COorrection - BUIIING .......ccooo oL DSD-3
Notices, IMPOUNI (ANIMEI SEIVICES) .....eeiiieiiiiiiiiie ettt e e et e e ettt e e a4 4o et e e e e e oo o R R b et e et e e e e e e s e s bbb et et e e e e e e e ssbb e e e et e e e e e e e annnneees PD-3
Notices, Preliminary - Capital Improvement Projects (CIP), Administration File - ENQINEEIING .......coovvviiiiiiiiiiiieeeiee e, PW-3
NOLICES, STOP WOTK ..., DSD-4
NOLICES, VACAINCY ...ttt e e et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaas CC-2
Noticing, CEQA - Planning Projects, Approved Permanent Entitlements & PEIrmItS .........oooiiiiiiiiiiiiiiiiiiiieeeeeee e DSD-6
o) Ahi[or= 1A o] A AT Y A =T o 14 (=11 (U (TR PD-5
NPDES ANNUAI REPOIS = STOMMWALET ....ceiieiiiiiiiiiiiee e e e oottt e e e e e sttt e e e e e 44 s bbbttt e e e e e e s aa s bbb ettt e e e e e e e e n bbb e e e et e e e e e e s nnbbbeeeeeaeeeennnnneees MS-3
NPDES ANNUAI REPOIS = STOMMWALET .....eeeiiiiiiitiiitee e e e ettt e e e e e e e ettt e e e a4 4o e e e ettt e e e e o e R bbb ettt e e e e e e e an bbb e et et e e e e e e e bbb e e e e e e e e e e aannnnees PW-5
NPDES Permit (Stormwater Discharge Permit) - AIrPOrt ONIY.......oooiiiiiiiii e e e e et e e e e e e e et e e e e e e e eeeeraaa s PW-2
NPDES Permits / MS-4 Permits (STOIMWALED) ......coooiiiiii e MS-3
NPDES Permits / MS-4 PermitS (STOMMWEALET) ........eeiieeeiiiietittieeeee e e e aiittee et e e e e e s s s e et e e e e e e e s e s st be ettt e e e e e aas bbb be e et e e e e e aannsabbseeeeaeeeeennnnrees PW-6
NSF CheCKS - Water BilliNG (COPIES) ..uuuuiiiieiiiiiiiiiiis e e e e e e ettt ies s s e e e e e e ettt et e e e e e e e eeet e e s e eeaeeeeettaa s eeeeeeeeeteann s saeaeeeensesnanseeeeeeenssrnnnnsnns FIN-6
N ST O T=Tod R VAT = T = L | £ PP O RSP PPPPPTP FIN-3
O

O&M Manuals (Operations & Maintenance Manuals) - Electrical & Mechanical MaintenancCe.............cccuvveeiiiiiieiiiiiiieiiiiiiiieneennns MS-13
O&M Manuals (Operations & Maintenance Manuals) - MaINENANCE ............oiiiiiiiiieiiiie e e e e e e e e e e e e e aenr e e e e eeeeeennens PW-9
O&M Manuals (Operations & Maintenance Manuals) - Utility MaINTENANCE ..........cooiiiiiiiiiiiieee it e e MS-5
O&M Manuals (Operations & Maintenance Manuals) - Wastewater TreatMeENT .............uuuuuuruuurummiiieiiiieieeieneeeeeereeeeeneeneeea—.s MS-19
O&M Manuals (Operations & Maintenance Manuals) - Water DIStiDULION .........cooiiiiiiiiii i e e e e e e e eeneens MS-9
O&M Manuals (Operations & Maintenance Manuals) - Water Quality CONLIOl .............uuuuuiiuiiiiiiiiiiiiiiiiii ... MS-16
O&M Related INSPeCtions - StOrMWALET INSPECTIONS ......eiiiiiiiiiiiiiiii et e e e e st e e e e e s s s bbb e et e e e e e e s ab b b e et e e e e e e e sanabbenneeeeeeeans MS-3
OASDI / Quarterly PAYIOll TAX RETUIMIS ......eeiiiiiiiiiiiiitiee ettt e oottt e e e e e e ottt et e e e e 44 e kb b e e e e et e e e e e e e an bbb e et e e e e e e e e nnbbenrneeeeenans HR-8
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Oath for Disaster Worker - OffiCial PErSONNEI Fil@ ...... . e ittt ettt ettt aeee et e ee e et e sessseeeseesssessseeseeesneesnnnnees HR-5
Oath of Office, Employee’s - OffiCial PEIrSONNEI Fil@ ......uuuiiiiiiiiiiiiiiiiiiiii ettt eeereesaaesseeessesrssessassasessasssssssssssssssssssssssssssssssssssnnsnes HR-5
Oath of Office: Employees, Advisory Board Members, Elected Officials / Councilmembers .............uuevvveiiiiiiiiiieiieeriieeiieeveeeeveeeee HR-5
(@ oTo1 0] o T T (o3 VA [0 5T o 1T o 1o o K S TP P PP PPPPPPPPPPRPR FR-3
Odor - Customer Concerns / Customer Complaints, Regarding Potable Water ...........ccooo oot e e e MS-12
OES / FEMA (Strike Team REIMDUISEMENL) .....uuiiuiiiiiiitetrieereeteeerseesseesseseseeseeesseeereeereeer.errseereeerserreerrrerrer......—.....—.———————.—————————. FR-2
(O] RS =TT 0] oW £=T=T 0 =T o1 PP CW-5
Office of Emergency Management - Emergency OPErationNS PIAN ..........ocuuiiiiiiiii it e e e PD-2
Officer Involved Shootings - Body-Worn Cameras, Officer RECOIIINGS........uuiiiiiiiiiiiieiiieiiiieieeeieeeeeeeeeeeveeeeeeeeeeeeeeseereeeeesseereererreeeeeraee. PD-5
Officer Recordings: Body-Worn Cameras - Logs of Access or Deletion Of DAta ...........uuviiiiiiiiiiiiiiiiiieiee e PD-4
Officer Recordings: Body-Worn Cameras - NOt EVIAENCE ...........uiiiiiiiiiiiii ettt e e e e e e e e s e reeeeeeaaaa PD-5
Officer Recordings: Body-Worn Cameras - That Are Evidence, Officer Involved Shootings / Detention or Arrest / Complaints....... PD-5
OFfICIAI PEISONNEI Il ...ttt ettt e ettt e e e e oo bttt e e e e e e e e e s e b bt bttt e e e e a4 e R b bbb s et e e e e e e e e nnab b be e e e e e e e e e annbbeneeeeeeeenns HR-5
(O Tod = LIS 2= 1= 1 0= 1 PP PP PPPRPP FIN-1
O T I AT o (= S T=T o T Tz U gl (@0 o =1 (=) PP PW-2
Oil DiSPOSAl MANITESTS, USEA = FIEEL ... .uuuuiiiiiiiiiiiiiiiitetteeteeeseeerreeeeeesreesraereeessaeeseeseeesrtessaesttseseesrsssssssssssssssssssssssssssssssssssssssssssrsssssnsnnes PW-7
(O I O O [ R (ol0] o1 [=2S) PO PTPP R OPPPPPPPPPPPR FIN-6
Open Flame - Fire Code Permits / Special EVENT PEIMILS ..........ui ittt e e e e e r e e e e e e s e eeeeeeeeaaaa FR-4
OPErating PEIMIt - POLADIE WALET ... ...uiiiiiiiiiiiiitiitetteeeeeeseeeseeeseeseeeessesseaessaessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssnnnnnns MS-9
OPEratiNng PerMt - WaSTEWALET .......ceii ittt e e ettt e e oo ettt et e e e e oo s e bttt ettt e e e e 44 s s bbb ettt e e e e e e e s b bbb et e e e e e e e e e sabbee e e e e e e e e e e snbbbbneeeeee s MS-19
Operation Directives / General Orders (Department Policies and ProCEAUIES) .........uuiuiuieiiiiiiiiieiiieeiiieieeeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees PD-6
Operational Records (Water DISTIDULION) .........coiiiiiiiiii e e e e s e e e e e e et e s e e e ee e e et ea s reeeeeee e et aaaa s seeeeeeesnnssnnaeeeeeeennnnnns MS-9
Operations & Maintenance Manuals (O&M Manuals) - Electrical & Mechanical MainteNanCe............c.cuuvuveeiiiiiiiiiiiniiiniinan, MS-13
Operations & Maintenance Manuals (O&M Manuals) - MaINTENANCE ...........uuuiiiiiiiiiiiiiii it e e e e e e e e e e PW-9
Operations & Maintenance Manuals (O&M Manuals) - Utility MaINTENANCE ...........ccuuuuiiiii it e e e e e e e e e e e e aenneas MS-5
Operations & Maintenance Manuals (O&M Manuals) - Wastewater TreatMENT ............uuuuuuuriuuriuriiieiiieeiirier . —————————————— MS-19
Operations & Maintenance Manuals (O&M Manuals) - Water DIStrDULION ............ooiiiiiiiiiii e MS-9
Operations & Maintenance Manuals (O&M Manuals) - Water Quality CONLIOl............uuuuuuiuurimieiiiiiiiiiiiiiiieeieeeeieeneeneeeeeeeeeeeeenne MS-16
Operations (Wastewater TreatMeNt PIANT) ........cooooiiiiiii e e e e e s e e e e e e e e et s e e e e e e e s eataa s e eeeeeeennnnnns MS-18 — MS-20
(@1 = 11 [0 g S TN ] o] o1 (=111 (o] o PSP PTPP RO PPPPPPPPPPPR FR-5
Operations, Regular and Ongoing - Video RECOIrdINGS (COPIES) ....uurteieeiiiiiiiiieiietee e e ittt e e e e e r e e e e e s e r e e e e e e s e annnneeeeeaeeas PW-14
Opposition, Legislative - Proposed Federal / State LegISIAtION .........ccoiiiiiiiiiiii i e e e e et s e e e e e e e eent e e e e e e eeeennnns CC-5
(@] 01 o = 1 [P PD-5
Optical Disk / Other UNAIEIADIE MEOIA .........eiiiiiiiiiiie ettt e e e ettt et e e e e s s o bbb e et e e e e e e e e aabbbe et e e e e e e e s snbbbneeeeeeeeaanns IT-1
Options to Purchase - Housing Programs, With Recapture / Resale ReStrCtiON .........uuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiiiieeeeeeeeeneennes DSD-5
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Options to Purchase - Housing Programs, Without Recapture / Resale ReSIIHCtION ........coooiiiiiiiiiiiiiiiiieeecee e DSD-5
L@ = 1o [N 9 1= 0101 £ PN PD-3
Orders After Hearing (NOE FIled WIth CAS@) ......ciiiiiiiiiiiiiie oottt ettt e e e e e s e bbbttt e e e e e e e s bbb e e et e e e e e e et bnbneeaeeeeas PD-13
Orders, Change - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENQINEEIING .........coooouviiiiiieeeiiiiiiiiiieeeeeeee PW-3
Orders, Work - All Information Entered in CRM / CMMS Database (Electrical / Mechanical Maintenance) - copies ..................... MS-14
Orders, Work - All Information Entered in CRM / CMMS Database (FIEEt) - COPIES......uuuuiiiiiiriiriiiiiiieiiieriresieesreeesressreesrerrreeree———— PW-8
Orders, Work - All Information Entered in CRM / CMMS Database (MainteNance) - COPIES ......oouuvririiieeeeiiiiiiiiiieee e e e asiiieeeeea e PW-10
Orders, Work - All Information Entered in CRM / CMMS Database (Potable Water) - COPIES..........uuuviiieeeiiiiiiiiiiieeeee e MS-12
Orders, Work - All Information Entered in CRM / CMMS Database (Utility Maintenance) - COPIES .......uuvvvevvrerrrerieerieeerreerreereeernennn MS-7
Orders, Work - All Information Entered in CRM / CMMS Database (Wastewater Treatment Plant) - COPI€S .........ccccevvvvivvviieeennn. MS-20
Orders, Work - CMMS Database (Computerized Maintenance Management System) - Electrical & Mechanical Maintenance.... MS-14
Orders, Work - CRM / CMMS Database (Computerized Maintenance Management System) - Utility Maintenance........................ MS-7
Orders, Work - CRM / CMMS Database (Computerized Maintenance Management System) - Potable Water.............ccccccvvvvnnns MS-12
Orders, Work - CRM / CMMS Database (Computerized Maintenance Management System) - Wastewater Treatment Plant...... MS-19
Orders, Work - CRM / CMMS Database (Computerized Maintenance Management System) - Fleet ........ccccoooooiiiiiiiiiii v, PW-8
Orders, Work - CRM / CMMS Database (Computerized Maintenance Management System) - Maintenance.............ccccccvvvvnnnnns PW-10
Orders, Work - Not Entered / Partial Entry in CRM / CMMS Database (Utility MainteNance).............ceuueeiiiiiiiiiiiiieee i MS-7
Orders, Work - Not Entered / Partial Entry in CRM / CMMS Database (Potable Water) ..o MS-12
Orders, Work - Not Entered / Partial Entry in CRM / CMMS Database (Electrical & Mechanical Maintenance) .............ccccccvvvvnnnes MS-15
Orders, Work - Not Entered / Partial Entry in CRM / CMMS Database (Wastewater Treatment Plant) ...........ccccccceeeiviiiiiiiieennenn. MS-20
Orders, Work - Not Entered / Partial Entry in CRM / CMMS Database (FIEEL) .........oouiiiiiiiiieeiiiiee et PW-8
Orders, Work - Not Entered / Partial Entry in CRM / CMMS Database (Maint€NanCe) ..........ccuuuuiiiiiieieiieiiiiin e e eeeeeeeviis s e e eeeeeeenns PW-11
(@] (o[ 1aT=TaTot NN o g T=T g To Lo T=T 1 &ST o] o] o [N DSD-9
Ordinance, Zoning - Planning Projects, Approved Permanent Entitlements & PermitS..........ccoooviiiiiiiiiieiiiiiiiiiecceeee e DSD-6
L0 ] 0[] 0= 1o = SRS CC-5
Organic Waste Collection and Recycling (SB 1383 COMPIANCE)........uuuuiiuuiiiiiiieiieerieesieesreeereesrrsereeerreeererreee——.————————————————————— MS-2
OSHA CitatioNS AN INSPECTIONS.......cciiiiiiieeii ettt ettt e e e e e oo b ettt e e e e e e o s et e et ettt e e e 44 4a s bbb e e et e e e e e e e e sbb b be et e e e e e e e s nabbenneeeaeenans RM-1
(OS] o VN Moo e 0[O 1010 T 0 0 PSR OUPRR PP HR-5
Outlines & Materials - Airport Employee TraiNing FIlES ........ooouiiiiiii i e e e et e e e e e e e et s s e e e e e e e eenta s e eeeeeeeennnnns PW-2
Outlines and Materials - Department TraiNiNg RECONUS ........oiiuiiiiiiiii et e e e e e s s bbb e e e e e e e s s bbb e e e e e e e e e e s asbbeeeeeeeeeeaaans PD-2
OULSIAE EMPIOYMENT APPIOVEAIS ... iiiiiiit ittt ettt e e e ettt e e e o4 4o e bttt et e e e e 44 aa R ke et ettt e e e 244 R R b e e e et e e e a2 e e e nnbb e e et e e e e e e e e nnbbnnneeeeeenaans HR-5
Oversight Board - AQENUA PACKELS .........uuuiiiiiiiiii it e et es s e e e e e e e e et r s e e e e eeee et et seeeeeeeettsa s aaeeeeeeeastananaseeeaeeesnntnnnaeeeeeernnnnnns CC-1
OVEISIGNT BOAIT = IMINMULES .....uuiiieiiiiiiiiiieeitesieesssessesssseesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssnsssnssesssnnnnnns CC-5
OVErSIGNT BOAIT - RESOIULIONS .....eeieeiiiiiiteee ettt oottt e e e e 4o ettt ettt e e o444 a s Rkttt et e e e o444 e R bbb bbbt e e e a2 e e e ne bbb e et e e e e e e e s nabbenneeeaeenans CC-6
OVEItIME SNEETLS / OVEITIME CATS .. .uuuuueueeeieeeuueeueeeteeeeeeeeeeeeeeeeeeeeeeeeaeeeeeeseeesseesssesssssssessesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnnnes HR-8
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@)V LT = {=ToTo 1 o Mo |l Y| I = 1 {01 g £ (o T OX0] 0] = Lo (PP PD-4
=]

Packets, Agenda - City Council, Redevelopment Agency, Successor Agency, Oversight Board.........ccccccoovviiiiiiiiiieeennnnee, CC-1
PAF / Personnel Action Forms - Official Personnel File.........coo e, HR-5
Painting - Agreements & Contracts / Amendments, not imaged (NON-INfrastruCture)........cccoovvi i CC-1
Painting - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENQINEENNG........ccooveiiiiiiiiiiiiiee PW-3
Papers, Nomination - Candidate File, Successful Candidates ... CC-4
Papers, Nomination - Candidate File, UnSuCCeSSTUl CANUIOALES ............coiiiiiiiiiiiiiii e e e e CC-4
ParCEl MaPS ... PW-6
Parcels Maps, Tentative - Planning Projects, Approved Permanent Entitlements & Permits............ccccccoee e, DSD-6
Park Facility Use Requests / Field Rentals / Facility Use Applications and Permits - Insurance Certificates, ABC Permits .......... PW-12
Park Improvements - Agreements & Contracts / Amendments (INfraStrUCIUIE) ... ..o i e CC-2
Parking - PeUtIONS ... CC-5
e 1 ([ O r= Ui (o] £ KOOSO P PP TP PPPPPPPPPPPRN PD-10
Parking Lot Sale Permits - Approved / Unapproved Temporary PEIMILS........ccouuiiiiiii s e e eesss s e e e e e e e e e e e e eaannnas DSD-8
Parks, Arts & Recreation COMMISSION = IMINUEES ........ciiiiiiiiiiiiiiee ettt e e e e e e s sttt e e e e e e s s sttt e et et e aeeaaaansbb b et eeeaeeesasannbbneeeeeeeeesannns PW-12
Parks, Arts & Recreation Commission Agendas & Staff REPOIS ..........uuiiiiiiiiiiiii e PW-12
= LIRS £ 1 (=] 0 1= KPS PPT FIN-3
Participants, Disruptive / DisCipline, SUSPENSIONS, BIC. ...cccoiii i PW-11
Participants’ Registrations: Camps, Field Trips, Authorization to Give Medicine, etC.........cccccevvvvvviiiiiiiiiiiiii e, PW-11
NS BV ol OF: 1o = 11 (0] o o o K PP TP TSP PPPPPPPPR PPN PD-5
Pass Distributions Agency Report (FPPC FOIMM B02) ......cuuuuiiiiiii it e e e e e ettt s s e e e e e e e aaet s s e s e e e e e aea et s e eeeeeeeetesaa s eeeeeeeeesrnnnnsanes CC-3
Patient Care Reports / PCRs / e-PCRs (EMS Transportation) Reports: All (Medical and Non-Medical).................................... FR-3
[ L Co] T (U1 S (oo o[ TR PP P PP PPPPPP TP PD-4
e Lo ISl g 1= To [0 =TSR (o] ] 1) PD-5
= L1 (0] PP EPPRR PSPPI PD-4 - PD-5
Pavement Resurfacing - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENgiNeering ............ccccvvvvveveeeenininnee. PW-3
L U IS 110 L PP TP PP PP P PPPPPPR PPN PD-6
Payment Delinquency Appeals (Water BilliNG) .....cooociiiieiiiii s e e e e e et s e e e e e e e e eet s e e e e e e e e eeetbaaeeeeeeeeentennnneeeas FIN-6
Payment Plans: Amortization, Alternative Payment Plans, Deferrals, etC. ... FIN-6
Payment Stubs / Water Receipts / Utility Receipts (Submitted Payment) (COPIES) ......cuueeiiiiiurriiiiieeeeeiiiiiiiee e e e FIN-6
Payroll Database / ERP Database (Tyler ENterprisS@ ERP) ...t e e e e e e e e e e e e HR-7
Payroll Reports / Checks / Warrant Register REPOITS ..o HR-8
= 1Y o ]| PP PP PP POPPPPP HR-7 — HR-9
Payrolls, Certified - Capital Improvement Projects (CIP), Administration File - ENGINEEIiNG ........cccooiiiiiiiiiiiiiiiieieiiieeeeee e PW-3
Retention Schedule Index — Turlock — FY 24-25 Update — version 2 Page 48 of 81

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



Page No.

PCRs / e-PCRs (EMS Transportation) Reports: All (Medical and NON-MediCal) ............cooiiiiiiiiiiiiiii e FR-3
PerformanCe BONAS ... ..o PW-3
PerformManCe BONAS ......ccooo oo PW-3
Performers - AQreEmMENTS & CONIIACES ........ciiiiititii it e et ettt e e e e e e et e e e e e e e e s b et e e et e e e e e s e e s bbb e e ettt e e e e aa s s bbb e e et e e e e e e e annbbnereeeeeeeaann PW-11
Permanent Entitlements & PermitS, ADPPIOVEU. ... ...oii oo e e e s e e e e e e e s s e e e e e e e ae et s e e eeeeeeeettaareeeeeeeeesensaseeeeeeeennrnnnnnss DSD-6
Permanent File, Engineering- Capital Improvement Projects (CIP) ... PW-4
(L g g P ALY A R =Y g LT = o £ o= o 110 = | PW-4
Permanent RECOrds - Private DEVEIOPIMIENT .........u ittt e e e ettt e e e e e e bbb e et e e e e e e s s bbb e e et e e e e e e e bbb r e e e e e e e e e annnnees PW-5
Permissions to Receive Copies Of PIANS ... DSD-2
Permissions: Camps, Field Trips, Autharization to Give MediCIiNg, €1C. .........ccoo i, PW-11
Permit Activity ReportS, BUIlAING (COPIES) ....oiiiuiiiiiiiiieeee ettt ettt e e e ettt e e e e 4 ek b e ettt e e e e e e s s bbb s e et e e e e e e e e st bnereeeeeeenann DSD-1
Permit Database (Tyler Enterprise ERP - BUIldiNG & SAfElY.......ccoiiiiiiiii i e e e e e e e e e e e aeaa s DSD-1
Permit Database (Tyler Enterprise ERP) - PIanning ... DSD-6
Permit, Development - Planning Projects, Approved Permanent Entitlements & PermitS............oooovviiiiiiiiiiiiieiieeeee e DSD-6
Permit, NPDES (Stormwater Discharge Permit) - AIrPort ONIY .......ooouiiiiiiii e e e e e e e e e e e e e e e e e eeeeaa s PW-2
Permit, Operating - Potable Water ... MS-9
Permit, OPErating - WaSTEWEALET ..........uueiiiiieiiiiiitie et e e e e e ettt ettt e e e e s st et e et e e e e e e s o a s b bt ettt e e e e e e s e s bbb e e ettt e e e e aa s e bbb e et e e e e e e e e annbbbeeeeeeeeeeanns MS-19
[T g TLESTR B 7= 4 o< TR 1 (N PD-13
T T ESR 1= DI =T 1 T € PRSP PPPPRT PD-5
Permits / ABC Permit APPIICAIONS (COPIES) ...uuuuuttiitiieeeiiiiittet e e e e e e sttt ettt e e e e s s s e ettt e e e e e s s e bbbttt e e e e e e e sasb bbb e et e e e e e e e s snbbs e e et aaeeeenannnneees PD-5
Permits and Applications, Facility Use - Park Facility Use Requests / Field Rentals / Facility Use Applications and Permits ....... PW-12
Permits, ABC - Park Facility Use Requests / Field Rentals / Facility Use Applications and PermitS............ccccevevvvienieeeevecevnvnnnnnn, PW-12
[T 0 L1 ST AN £= 1 1 o TP PD-10
Permits, APCD - for Generators, €tC. (FIEEL) ..., PW-6
Permits, APCD - for Generators, etC. (MAINTENANCE).........uuuuiiii i e e e e e e e e e e e e et r e e e e e eeee et s eeeeeeeeeteraareeeeeeeeesrnnnn s PW-8
Permits, APCD (Air Pollution Control District) - for Generators, etc. (All DIVISIONS) ... MS-1
PEIMILS, BICYCIE ..o PD-10
Permits, Building - APPIICAtIONS NEVET ISSUEBT .........ooiiiiiiiiiiiiiie ettt e e e e e e e e et e e e e e e s bbb e e e e e e e e e e s st rr e e e e eeeeenane DSD-1
=T 11 ¢ = 10 1o T T DSD-1
Permits, Construction & Operational: High Piled Storage, Sprinkler PIaNnS, €1C. ..........couiiiiiiiiiiie e FR-4
Permits, ENCroaChmMeENt (PEIMNANENT)........ooiiiiiiiiiiiii ettt e e e e e e et ettt e e e e e e e s bbbt e e et e e e e e e e a bbb e et et e e e e e e e bbb e e e e e e e e e e e annnnees PW-4
Permits, Encroachment / EXCaVatioN (TEMPOTAIY) ....ccocieiuuiuii it e e eeeeeetitise s e e e eseeeasttaaseeeeeeeaetteaa s reeeeereeettnnaaaeeereentrnnnareeereeessrnnnnsanes PW-4
Permits, Grading - Capital Improvement Projects (CIP), Permanent File - ENQIiNEering...........ccccoooii PW-4
S g ] T €] = Vo [ oo PSSR PW-5
Permits, Hot Work (Electrical & MechaniCal MaiNTENANCE) ..........oiiiiiiiiiiii ittt e e e e e e e e e e e s e e e e e e e e aaes MS-13
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PermitS, HOt WOIK (Pre-TTEAIMEINT) ... ..ottt ettt e et e e e e e e e e e e e e e e e e e s e s b b e e ettt e e e e e s nn b b e e e e e e e e e e e annbbnneeeeeeenaann MS-17
Permits, Hot WOrk (ULility IMAINTENAINCE) ......oieiiiiiiiii e e ieeeetiie e e e e e et s s e e e e e e e e ettt e e e e e e e e e ee et e e eeeeeeeeeeteaan s eeeaeeeenessna i saeeeeeeeesrnnnnses MS-5
Permits, HOt WOrk (WasSteWaLEr TIEALMENT) ........uueiiiiieiiiiiiitiei ittt e e e e s sttt e e e e e e s s bbbttt e e e e e s s s s bbb e e et e e e e e e aasebb b e e et e e e e e e eannbbnseeeeeeeeaanns MS-18
Permits, Hot WOork (Water DIStrIDULION) .......ooiieiiieiie ettt e e e e et e e e e e s et e e et e e e e e e e e et e e e e e e e nnnnees MS-8
Y T T L (o [N S (= A = o (ST wd (ST I A=Y= 1 1] 0 T MS-17
Permits, Industrial Waste - WaStEWALEr TIEALMENT .........iiiiiiiiiiee e e eiiiitiie et e e e e e e st e e e e e e s s s bbb e et e e e s e s s ansbbbeeeeeaeeesassnnbasseeeeeeeesannns MS-18
PermitS, NPDES / IMS-4 (STOMMIWALET) ....eeeeeiiiiiitieeiete e e e e ettt e e e e e s sttt e e e e e s s s bbbt e ettt e e e e e e an s bbb ettt e e e e e e e e an b bbb ettt e e e e e e s nsbbbseeeeeeeeennnnnrees MS-3
PermitS, NPDES / MS-4 (STOMMIWALET) ....eeieeiiiiitiie e e e ettt e e e e e skttt e e e 444 ek e e ettt e 2244 e R R b e e ettt e e e e e 4 e e bt e ettt e e e e e e e bbb s e e e e e e e e e e nnnnnnes PW-6
Permits, SPeCial EVENT ... CwW-8
Permits, Temporary (Approved & Unapproved) - Banner Permits, Christmas Tree LOtS, €tC.........cccceeeeeeeeiiieie e, DSD-8
Permits, Tree RemMOVAl OF TIrEE THMIMING .....ccoi it e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eaaeaaaaaaaaaaeens PW-10
=T L1 e I (=TT 0 0T P PW-10
Permits, Use - Planning Projects, Approved Permanent Entitlements & PermitS............ccccooeei i, DSD-6
Permits: Construction & Operational Permits: High Piled Storage, Sprinkler Plans, etC. ... FR-4
Permits: Fire Code Permits / Special Event Permits (Assembly Permits, Burn Permits, etC.) ........ccuiiiiiiiiiiiiieeiiii e FR-4
Permits: Use Permits, Short-Term Use Permits, SNOrt-Term RENTAIS ........coooiiiiiiiiiiiiiee e PW-2
PERS / FICA & MEAICAIrE AQJUSTIMENTS ...ceiiiiiiiiititeiiie e e e ettt e e e e e e sttt e e e e 44 bbbttt e e e e e e e a s bbbttt e e e e e e e e e ekt bbb e et e e e e e e ansbbb s e e e e eeeeennnnnrees HR-8
o S I AV T [ PP FIN-1
o = R OIS =1 =T 1 4[] o | £ TR P PP PP HR-8
Personal Appearances of Police EMployees (SUDPOENAS) = COPIES ......uuuiiiiiiiiiiiiitiie ettt e e e e e e e e s e e e e e e e e e annes PD-13
Personal Protective Equipment CheckliStS (PPE CRECKIISTS) .......coiiiiiiiiiiiei ittt e e e e FR-5
Personnel - Agreements & Contracts / Amendments, not imaged (Non-INfrastruUCtUIe)......cccoooviiririiiii e CC-1
Personnel Action FOrms - Official PersSONNEl Fil ... i e e e e e e e e e st e e e e e e e e nnrees HR-5
Personnel FileS — (DePartMENT COPIES) .. ieiiiuitiiiiiieee e e e ittt e e e e e ettt e e e e a4 e s bbb e et et e e e e e s e s b bbbttt e e e e e e aaa bbb b e e et e e e e s e s sbbbseeeeaeeeennnnnrees CW-6
Personnel Files - Employee File (Official PErsONNEl FIl@)......ccc it e e e e e e e e e e e e e e araa s HR-5
Personnel Files - Medical File (Pre-Employment Medical Clearances, ADA Accommodations, etC.) ..........ccccceeeieiiiiiiii . HR-6
Personnel FIleS — SUPEIVISOI'S NOTES ..........c..uiiiiiiiiii et e e e e e e ettt e e e e e e e s e bbb ettt e e e e e e s asbb b e e et e e e e e e e nnnneees CW-6
Personnel RECOrds, AOA ACCESS = AINPOI ....coe e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaas PW-1
Personnel Training File - By Employee (Includes POST printouts), Peace Officer or DiSpatCher .......cccoooovevviiiiiiiii e PD-2
Pesticide or Herbicide APPIICALION FOIMIS .. ...ttt e e e ettt e e e e e s s bbb ettt e e e e e e e e s bbb ettt e e e e e e e nsbbb s et e e e e e e e e annneees PW-9
Pesticide Use / Pesticide Applications / HErDICIAE USE .........uiiiiiiiiiiiiiii ettt e e e e e e e e e e MS-5
Petitions (Dog Parks, Parking, Traffic Calming, BIC.) ... e e e e et r e e e e e e e e e e e e e e e e e eeneeaaa s CC-5
Petitions (Initiative, Recall or Referendum), Elections - If Insufficient ... CC-4
Petitions (Initiative, Recall or Referendum), Elections - If Sufficient ... CC-4
Photo Releases: Camps, Field Trips, Authorization to Give MediCINg, €1C. ......ccoveeeiieei e, PW-11
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Photographs & Historical Projects (City Anniversaries, Incorporation, City Seal, C.) ... CC-5
[ Lo (oo =1 ] 4 ST (o] 0 =) ECON-1
e a0 (oTo =T o] 01T PP PP PPPPPPP PN CW-6
Photographs, Aerial (HISTOTCAI) ..........eeiiiiieiiiiit ettt e e e o4ttt e e e e oo st e e et e e e e e e e sk bbbttt e e e e e e e bbb e e e e e e e e e e nnnnnnes PW-2
Photos - Building Code Enforcement / Abatement Case FIlES ........couuuiiiiii i e e e e e e e e aea s DSD-1
Photos - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENgIiNEering...........ccccooeeiii PW-3
Photos - Capital Improvement Projects (CIP), Permanent File - ENGINEEIING ........uuuiiiiiiiiiiiiiiiiiiie et PW-4
Photos - Code Enforcement / Abatement Case FileS ... PD-4
Photos - Planning Code Enforcement / Abatement Case Files ... DSD-8
Photos - Private Development ADMINISITAtiVE RECOITS .........uuiiiiiiiiiiiiie et e e st e e e e e e s s bbb e e e e e e e e e e s bbb b e e e aaeeeeennnrees PW-5
[ 10 (o ST O 10 =TSR U= o o] o SRR PD-9
1 G 1] 1P FIN-4
Pipes or PUMPS, REPIACEMENT ... .o MS-8
Places of Public Accommodations - FINAIE ... DSD-1
PIan CRECK COMMENTS ... e DSD-4
Plan Review / Fire Sprinkler, Fire Safety Plans (Final, Approved by the Fire Department Only)...............ccccc, FR-4
Plan, Emergency Operations (includes Office of Emergency Management & Homeland SeCUrity) ........ccuvvvvvieeiiiiiiiiiieieeeee i PD-2
[ F= T TR o1 SRR PD-5
Plan, Specific - Planning Projects, Approved Permanent Entitlements & Permits..............cccc DSD-6
Planning Code Enforcement / Abatement Case Files (Citations, Notice of Violations, €tC.) .........uuiiiiiiiiiiiiiiiiiiiiee e DSD-8
Planning Code Enforcement Complaint Letters - Planning Code Enforcement / Abatement Case Files ............c.ccccceeeeeee. DSD-8
Planning Commission - Agendas & Staff REPOIS ......cooiiiiiiiiii e e e e e e e e e e et e s e e e e e e e ee et aa e e e e e e eeeenennnnnes DSD-8
Planning Commission - General, Working or Administration Files (EIECHONS) ... CC-4
Planning COMMUISSION = IMINULES ........uuiiiiiiieiiiiiiiit it e e ettt e e e e e e s s bttt e e e e e e s s bbb e et e e e e e e e o e s bbb e ettt e e e e e e e s bbb b e et e e e e e e e aannbbbneeeeeeeenanns DSD-8
Planning CommisSioN - VIAE0 RECOIIINGS......c.uuuuiiiieeiiiieiiiiis st e e e e e et e s e e e e e e e eaet e e e e eeeeeeae st e aaeeaeeeeeettannaeeeaeeeeesrnnnnnsreeeeeeesnsnnnnnss DSD-8
Planning Commission Members - FPPC 700 Series Forms, Statement of Economic Interests (Economic Interest Filings)............ CC-3
Planning Projects - Discretionary & Ministerial - Approved Permanent Entitlements & Permits................ccccc e, DSD-6
[ F=T 0 013 T PP P PP PPPPPPPPPP DSD-6 — DSD-9
Plans - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENQINEEIING........cciiiiiiiiiieiiiiiiie e e e e PW-3
Plans - Capital Improvement Projects (CIP), Permanent File - ENGINEEIING ......ccuuuiiiiiiiiiiiiiiiiiiie e PW-4
Plans - Planning Projects, Approved Permanent Entitlements & PermitS...........ooiiiiiiiiiiiiiiiiieee e DSD-6
Plans, Building - Cancelled Or WItRATAWN ............. e s e e e e e e e et r e e e e e e e e e et seeeaeeeeeseaaareeeeeeeeearnnannes DSD-1
Plans, Building - Expired, Construction NeVer Started ..., DSD-2
Plans, Building - Expired, Construction Started or Status UNKNOWN ..o DSD-2
Plans, Building - Finalled - Single Family Residential - SFR and APPUITENANCES ..........coiiiiiiiiiiiiiieeee e DSD-2
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Plans, Housing: Consolidated Plans and Annual ACLION PIaNS..........oooi i DSD-4
g P2 T E T = ST T T FR-5
Plans: Transportation PIANS / MASTET PIANS ..........ue ittt e et e e e e e e s s bbbttt e e e e e e s s st bbb e et e e e e e e e e bbb e e teeaeeeenannnrees PW-6
Playground EQUIPMENT IMAINTENANCE .......ccoiiiiiitiiie it e ettt e e e e et et e et e e e e a4 4o s e bbbttt e e e e e e R R b e e e et e e e e e a4 e a bbb e et et e e e e e e e nnbb s e et e e e e e e nannnnees PW-9
POlICE / ANIMAL SEIVICES ... PD-2 — PD-4
(o] oT Sl A e o [T =l ] (o] {1 =1 141 o | AU S P PPPPPT PD-4
Police Administration / POlICe Chief ... PD-1 - PD-2
POlICE G ... PD-1 - PD-2
Policies & Procedures / Lexipol / Operation Directives / General Orders (Department Policies and Procedures) ............................ PD-6
Policies and Procedures, HIPAA (Health Insurance Portability and Accountability ACE)...........uueeiiiiiiiiiiiiiiieee e FR-2
Policies, Insurance - General Liability, Workers Compensation EXCeSsS Liability ............ccouiiiiiiiiiiiiiiieeeeee e RM-1
Policies, INSUrance - Property, Fire, Theft, EIC. ... i e e e e e e e e e e e e e e e e ettt r e e e e e e e eentennneaeas RM-1
Policies: Reference Materials — Produced by Other Departments...........ooooiiiiii CW-7
Policies: Reference Materials — Produced by OutSide OrganiZatiONsS .........cooiiiiiiieiiiieeeee et e e e e e e e e e e neees Cw-7
Policies: Reference Materials — Produced by YOUr DePartMeENT .........uiiii i i it s e e et s s e e e e e e ee e e e e e e e e e eenanaa s CW-7
Policy Acknowledgements - Official Personnel File ... HR-5
Policy on Discontinuation of Residential Service for Nonpayment - Water Billing ..........ccoouiiiiiiiiiiiiiiieeeee e FIN-6
Polling Locations and Precinct Board Members - General, Working or Administration Files (EIections) ............cccccccvveeeinininne. CC-4
Pool Chemical LOgs, AAILIONS ... PW-12
Postings - General, Working or Administration FileS (EIECHONS) ..........uiiiiiiiiiiiiiiicie e CC-4
Potable Water (Customer Concerns / Customer Complaints / Complaint FOIMIS) .........oooiiiiiiiiiiieee e MS-12
Potable Water (Tier 1, 2, 0F 3) — PUDBIC NOUICES ... .ot s e e e e e e e e e e e e e e e et s e e e e e e e eeetana s eeeeeeeeenrnnannes MS-10
Potable Water Chemical: Lab Reports & Chains of CUSIOAY ..., MS-16
Potable Water Conservation Programs (Toilet Rebates, Turf Rebates, Shower Heads, €tC.).........cccceeiiiiii MS-1
o1 =1 LIV = TC=T @] o= = 1] To TN =1 o | (S MS-9
Potable Water, Chains of Custody & Lab Reports: Lead & COPPET.......ccoooei e, MS-16
Potential Litigation Form (Accident / Incident Reports) - Members of the PUDIIC ... CC-5
o (o] Sl S =T o F= 1| £ PP PP PP PP P PP PPPPPPPPPON PW-9
Potholing - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENQINEEIING ........cccvvveuiiiiiiiieeeeeeeiiie e e eeeeecae s PW-3
PPE Checklists (Personal Protective EQUIPMENT CRECKIISTS) ......coiiiiiiiiiiiiiee ettt a e e e e e FR-5
Precinct Board Members - General, Working or Administration Files (EIECONS) .........ooiuiiiiiiiiiiiiiiie e CC-4
Precinct Maps - General, Working or Administration Files (EI€CHONS) .......couuuuiiiii i e CC-4
Precursors, Disinfection Byproduct and Potable Water Chemical: Lab Reports & Chains of Custody...............ccccccoeeeeii. MS-16
Pre-Development MEetiNngS & NOLES (COPIES) ....uuuruttiiieeiiiiiitittitee e e e e aa ettt e e e e e e s s b ettt e e e e e s s s s b bbb ettt e e e e e aaase bbb b et e e e e e e s eannbbnseeeeeeeenanns DSD-8
Pre-Employment Medical Clearances - MeiCal File ..........u i et e e e e e e e e HR-6
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PRIl PlaNS ... FR-5
e G [T a TP T YA 210 o [o =T KT (o] o1 =) S FIN-1
Preliminary Drafts / Transitory — Correspondence — Content NOT SubsStantive ..., Cw-4
Preliminary Notices - Capital Improvement Projects (CIP), Administration File - ENQINEEING .........ccoviiiiiiiiiiiiieiiiiieeeeee e PW-3
e (TSR R L (== UY=L o] FR-2
Press Releases - PONCE ONIY ... PD-9
PrESS REIBASES ... .o ————— ECON-1
Pressure Tests / Maintenance - Maintenance / Valve EXEICISES ..o MS-5
Pressure Tests / Maintenance - NEW CONSTIIUCTION .oooiiiiiiiiiiiiie oottt e e e e e e s bttt e e e e e e s s s bbb e e eeeaeeasaannbbeeeaaeeeeesansneees FR-1
Pressure Vessel Certifications or Permits (Air Compressors, Propane, etc.) - All DIVISIONS.........coiiiiiiiiiiiiiiiiieeeeieeeee e MS-1
Pressure Vessel Certifications or Permits (Air Compressors, Propane, etC.) - FIEET.......cooi i PW-7
Pressure Vessel Certifications or Permits (Air Compressors, Propane, etc.) - MaintenancCe ...........cocuuveiiieieeeeveviiiiin e PW-9
Pretreatment Annual / Quarterly Reports - FOG (Fats, Oil & Grease) - Pre-Treatment ..., MS-17
Pretreatment Annual / Quarterly Reports - FOG (Fats, Oil & Grease) - Wastewater Treatment ............ccccuvvverieeeeiniiiiiiiiiieeee e MS-18
Pretreatment Files, INAUSIIIAl VWaSte = Pre-T I atMENT . ...ie ettt ettt e ettt e et et e et e et et e et e e ee e teaeeasea et eeneeenreenrernaennns MS-17
Pretreatment Files, Industrial Waste - WasteWater TIEAIMENT ..........oiiiiiiiiiiie ettt e e e e e e s s s e e e e e e s e s brreeeeeeeeeeannn MS-18
e (R I (T 110 0T o PP PPPPPTR PPN MS-17 — MS-18
Pretreatment: Lab Reports & ChaiNS Of CUSTOTY ........coiiiiiiiiiiiiiiii ettt e e et e e e e e e s e e e e e e e e e e e b rrereeeeeeeaaaes MS-16
Pre-Trip Inspections - Electrical & Mechanical MaintENaANCE ............oooo i, MS-13
Pre-TriP INSPECHIONS = FIEET. ... ittt e oo oottt et e e 444 b bttt e e e e o4 oo a R bbb ettt e e e e e e e e R b bbb e ettt e e e e e a bbb e e e e e e e e e e nnnnnrees PW-7
Pre-Trip INSPeCtions - ULIlIity MAINTENANCE ..........uiiiiiiieiiiii et e e e et e e e e e e o bbbt e et e e e e e e e e s bbb et et e e e e e aa bbb e et e e e e e e e e nnnnnees MS-5
Pre-Trip INSPECHIONS = VWaSTEWALET ... . .ui i i i e iie et e e e e e et e s e e e e e e e et s e e e e e eeeaea et e eeeeeeeeettaaaaeeaeeeeeetenan s aeaeeeennsennnnnseeeeeerennennnnnss MS-19
Pre-Trip Inspections - Water DiStribUtioN ... MS-9
Private Development “As-BUilt” (ENGINEEIING) .......uuuiiiiiiiiiii ittt e e e e e e s st et e e e e e s s e e et e e e e e e s s bt beneeeeeeeeans PW-4
Private Development Labor & MaterialS BONUS .......cicoiiiiiiiiiiii e e et e s e e e e e e e ettt e e e e e e e e e e e et reeeeeeeeessbaa s eeeeeeeeesrnnnnanas PW-3
Private Development: AdMINIStrative RECOIAS..........cooo i PW-5
Private Development: PerMan@Nt RECOIUS. .. ... ... i ittt e et e e e e e s e et e e e e e e s e bbb et e e e e e e e e aa s b bbb ettt e e e e s e s nsbbb s e eeeaeeeennnnneees PW-5
Private Lab Verifications - Private Development Permanent RECOIUS........cuiuiiiiiiiiiiiiiiee et e e PW-5
Problem Files (Barking, Loose Dogs, Dangerous DOg REPOIMS, ELC.) ... e et e e e e e e e e e e e e e anra e e e e eees PD-3
Procedures, reports to grant funding agencies, correspondence, audit records, completion records ...........cccceeeeeiiieeiiieeeeeeeeeee, CW-5
Procedures: Reference Materials — Produced by Other DePartMeENTS .......couiiiiiiiiiiiiiie ettt e e e Cw-7
Procedures: Reference Materials — Produced by Outside OrganiZationNs ...........ceiiii i e e ee e e e e e ara e CW-7
Procedures: Reference Materials — Produced by Your Department ... CW-7
Proclamations & CertifiCateS RECEIVEU DY CItY ......uiiiiiiiiiiiiiiiiii ettt e e e e e e s s bbbt et e e e e e s s bbb b b et e eeeeeeaansabbeneeeeeeeeaaannnes CC-6
Professional Services - Agreements & Contracts / Amendments, not imaged (NoNn-INfrastruCture) .........cccceeeeeieiiiiiieeeee e CC-1
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Professional Services Agreements - Agreements & Contracts / Amendments (Non-Infrastructure).........ccccccevviiiiiiiieeee e, CC-1
Professional Standards UNIL ... PD-9
Program GUIAE (FINAI) ......ueeeiiiiiiiiiiiiee ettt et e e oo 4ot ettt e e e o4 oo a b b ettt e e e e e e oo aa R h bbb ettt e e e e a4 e n b bbb e et e e e e e e e e annbbbnnaeeeeeeeanns PW-11
Programmatic Evaluations of Recreation Programs (Evaluations / SUIVEYS) - COPIES. ......coiiiuuriiiiiiieeeiaaiiiiiiee e e e e e e PW-11
Programs and Projects (e.g. Cadet, CPR Program, Fire Service DAy, E1C.) .....uuiiiiiiiiiiiiiiiiiii e eee st e e e e et e e e e e e eanna e e e e e FR-2
Programs, Children’s - Activity / Special Programs / EVENE FlES............ooiviiiiiiiiiiiieeee ettt PW-11
Programs, Housing - Monitoring of Affordable HOUSING PrOJECTS ..........uiiiiiiii e DSD-4
Programs, Housing - Tenant Files and Payments while the City OWNS the Property ... DSD-5
Programs, Rebate (Toilet Rebates, Turf Rebates, Shower Heads, €tC.) ... MS-1
Programs, Theatre - Activity / Special Programs / EVENT FIIES .......ooiiiiiiiiiiii et e e e PW-11
Progress Meetings - Private Development AdMINISIrative RECOITS. ........uuiiiiiiiiiiiiii e e e PW-5
Project Administration - Capital Improvement Projects (CIP), Administration File - ENgINEEring .........cceevvvieeiiieiiiiiin e PW-3
Project Administration, Agreements & Contracts ADMINISTRATION ... Cw-1
PrOJECT FIlES / SUDJECT FlES.....ce ettt e e o444kttt e e oo e oo R b e ettt e e e e e e e a kbbb e e et e e e e e e e bbb e e e e e e e e e e e annnnees CM-1
Project Implementation (FINAl DOCUMENTS) .......uuuuiiii i e e e s s e e e e e e e et r s e e e e e e e aett e reeeeeeeeeeteaa s seeaeeeeesensanseeeeeeeeennnnnnnss DSD-6
Project Schedules - Capital Improvement Projects (CIP), Administration File - ENgINEEring ... PW-3
Project Schedules - Private Development AdMINISIrative RECOITS ..........eiiiiiiiiiiiiiiiiii e e e PW-5
Project Schedules, Agreements & Contracts ADMINISTRATION ......uuiiiiiiiiiiiiiiii e e e e e e e e e e e e e nnnees Cw-1
Projects and Programs (e.g. Cadet, CPR Program, Fire Service Day, €tC.).......ccccoeiiiiiiiiiiii FR-2
Projects, ECONOMIC DEVEIOPIMIENT .......eeiiiiieiiiiiiiie ittt e ettt e e e e e e ottt e et e e e e 4o e s b bbb ettt e e e e e e s bbb e e et e e e e e e e snnnbbbnneeeeeeeaanne ECON-1
Projects, Maintenance-Only, Engineering - Capital Improvement Projects (CIP) ........ouii it PW-3
Projects, Planning - Discretionary & Ministerial - Approved Permanent Entitlements & Permits..........ccccoovvveeiiieiiiii e, DSD-6
Promissory Notes - Housing Programs, With Recapture / Resale ReStriction ..., DSD-5
Promissory Notes - Housing Programs, Without Recapture / Resale ReStriction ..........ccccoe oo, DSD-5
Prop. 218 (Property-Based Fees) - Notice Mailing List, Protest Letters / Ballots, Tabulation.............ccooiiiiiiii e, CC-6
Propane - Pressure Vessel Certifications or Permits - All DIVISIONS ... MS-1
Propane - Pressure Vessel Certifications OF PEIMILS = FIEET........ooiiiiiiiiiiie e e e e PW-7
Propane - Pressure Vessel Certifications or Permits - MaINTENANCE .........ooiiiiiiiiiiiiiiiiii ettt a e e e PW-9
(o oL g YA AV o [=T Lot T I 7 = | o = L = PD-8
Property & Evidence Logs / DeStruCtion AUNOTMIZALIONS..........uiiii ittt e et e e e e e e st e et e e e e e s s bbb r e e e e e e e e anneeees PD-9
Property & Property Restrictions - Agreements & Contracts / Amendments (INfrastructure)..........ccooeeeeiii CC-2
(0T L= Y= 1 To I 7T 1= o o = PD-9
Property Damage Claims / RESHIULION ... RM-1
Property INSUFANCE POHCIES ......cooiiiiiiiiiiiee ettt e oo oottt e e o444 e s bbb e ettt e e e o4 oo e s R R bttt et e e e e e e e e s b bbb e e et e e e e e e ansbbb b et e e e e e e e e nnnnrees RM-1
Property, Lost & Found - Safekeeping (Related DOCUMENTS) .......coiiiiiiiiiiiie ettt e e e e e e e e e e e e e s r e e e e e e e e e annneees PD-9
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Property-Based Fees (Prop. 218) - Notice Mailing List, Protest Letters / Ballots, Tabulation...........cccccveeeieiiiii CC-6
Proposal, Successful - Agreements & Contracts / Amendments (INfraStrUCtUIE) .........covvviviiiiiiiii e e CC-2
Proposal, Successful - Agreements & Contracts / Amendments, not imaged (NoN-INfrastruCture) .........ccccceeeeiniiiiiieieiee e CC-1
Proposal, Successful - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENgINEering ...........ccoovvvviivieieeennnnnnee. PW-3
Proposal, Successful - Capital Improvement Projects (CIP), Permanent File - ENGINEEING .......ocovvviiiiiiiiii e PW-4
PrOPOSAIS ... . FIN-5
Proposals, UNSUCCESSTUL ... CW-2
Proposed Federal / State Legislation: Advocacies, Support or Opposition - LegisSIatiVe .............ccoooeiiiiiiiiiiiieee e CC-5
Protest Letters / Ballots - Prop. 218 (Property-Based FEES) ... CC-6
Proximity Cards (Employees and TENANTS) = AINDOIT.......oiuuuiiiiiiiee ettt et e e e e e e s et et e e e e e s s s s bbb e e et e e e e e e aaansabb s e eeaaeeesennnrees PW-1
Public Activity Vide0 RECOITINGS (COPIES).....iiuuuutieitieeeeeiaittte e e e e e ettt e e e e e a4 s s ettt e e e e e e e s s b bt e et et e e e e e aan s bbb e e e et e e e e e e e nnb b e et e e e e e e e e annnnrnees IT-1
(S V] o] (oA (=T TR YA T [=To B =T ot o] o 1] g o TS (o] 0] (=1 P PW-15
Public Areas / Public Activity - Video ReCOrdings (COPIES) ....coooeiiiiiii e, PD-13
Public Areas Vide0 RECOITINGS (COPIES) ....ceiiiuuuutiieteeeeeeaatttee e e e e e ettt et e e e e 44 s e b ettt e e e e e e e s s b bt e et et e e e e e saa s b bbb e et e e e e e e e e nb e e e et e e e e e e e e annnnrnees IT-1
Public Art - Planning Projects, Approved Permanent Entitlements & PEermitS ........cooii oo DSD-6
Public Financing Authority - Agenda Packets ... CC-1
Public Hearing Notices / Legal Advertising / Affidavits of Posting / Affidavits of Publications..................ccccccc Cw-1
Public Information / Education (Internally ProdUCEA) ............uiiiiiiiiiiiiiiiii et e e e et e e e e e e e e e e e e e e nnneees FR-4
Public Notices - Potable Water (TIEr 1, 2, OF 3) ..cocciii e, MS-10
Public Officials - FPPC 700 Series Forms, Statement of ECONOMIC INTEIESS . ...uiiieeiiii ettt e et e e e e e e e e eeans CC-3
Public Records Requests / SUDPOENAS DUCES TECUM .......uuiiiiiiiieiiiiiiiite ettt e e e et e e e e e e et e et e e e e e s e bbb e e et e e e e e e e nsnb b e eeeaeeeeannnnees CC-6
Public Relations - Capital Improvement Projects (CIP), Administration File - ENQINEEIING......cccoooviiiiiiiiiiiie e PW-3
Public Self Insurer Report (SIP Report) - Annual State or Federal REPOIS ........cooooiiiiiiiiiiii FIN-4
o) T o T S N [ oL ] £ PO PPPT S PPPPPPP PW-1 - PW-2
VT o] o VAT Lo T4 S A =X o [T == 1 o PW-2 - PW-6
PUDIIC WOTKS / FIEET SEIVICES ...ttt ettt ettt e e e e e ettt e e e e e e e b bbb ettt e e e e e e e R b bt e et e e e e e e e sannbbbs e e e e e e e e e aannnbnneeeens PW-6 - PW-8
PUDBIIC WOTIKS / MAINIENANCE ... e e e e e e PW-8 - PW-11
PUDBIIC WOIKS [ RECIEALION.... ..o PW-11 - PW-12
PUBIC WOTKS [ TranSIt ... PW-12 - PW-16
0 LI 0 LTSI 5 11, AV HR-2
Pump Houses Log BOOKS (ULility MAINTENANCE)........cieiiiiiiiiiiiiie ettt ettt e e e e e et et e e e e e e et e et e e e e e e e bbb et e e e e e e e e nnnnnees MS-5
Pump Houses Log BOOKS (Water DiStFIBULION) .......ciiiiiiiieiiis et e e e et s s e e e e e e e e et a s e e e e e e e eeetaaa s e e e e e e eeenrnnnnnes MS-10
Purchase Orders & Requisitions (Includes Change Orders) ... FIN-5
1 (o] 0 = ][ T PP PPPPPPPPPP FIN-5
PUISUIT REPOI (CHP L87A) ... eiieiiiiiititeett ettt ettt et e o4 4ottt 4o 44444 e R h bt ettt e 2o o444 a R R b e e e e et e e e e 44 e s bbb e e e et e e e e e e e e nbbbeeneeeeeenaannes PD-10
Retention Schedule Index — Turlock — FY 24-25 Update — version 2 Page 55 of 81

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



Page No.

Pursuit Review Forms / Use of Force Reviews — No Employment Action - Not Result of Public Complaint ..............cccccceeeeiiinnee. PD-2
Q

QUAIITY REPOIS, WALET ...ttt ettt e oo oottt e e e oo ook bttt et e e e oo e 4o R Rk bt e ettt e e o444 a R b bbb e et e e e a4 e e e e bbb e et e e e e e e e s nabbenneeeeeenaans MS-4
Quarterly Payroll TAX RETUIMIS / OASDI ... ittt et e e oo oo et e e et e e e e 44 e bbb e e et e e e e e e e e b b e et e e e e e e e s e nnbbenneeeeeenaas HR-8
Quarterly Reports - FOG (Fats, Oil & Grease) - Pre-TrealMeENt .........cooviiiiiiii i e e e e et s e e e e e e e e et s s e e e e s e e eeran s e eeeeeeeennes MS-17
Quarterly Reports - FOG (Fats, Oil & Grease) - WasteWater TrEatMENT ... ......uuuuuiuriieiiiiuiiietieiriierr e ——————————————————————— MS-18
(@ 1113 1o T ] 0 F= VT = AN (o] ) 1[0 o PP PD-2
Questionnaires / SUINVEYS — That the Cily ISSUEBS ........ue ittt e e e e e e e et e e e e e e e et e e e e e e s et b erreeeaeeeans Cw-8
R

RADIES - TreatMeENt RECOIUS ... ..o e e PD-4
RADIES CONIIOI RECOIUS ... . e e e e e e e e e e e e e e e e e e PD-3
Racial and Identity Profiling Act (RIPA) ANNUAI REPOIT ......uuiii i e e e e et s e e e e e e e ettt s e e e e e e e e e tea e s e e eeeeeesannennraeeeeees PD-8
Radar Calibration Records - Traffic CONTIOL...........uiiiiiiiiiiiii et e e e e et e e e e e e s s st bbb et e e e e e e e e s nnb b b eeeaeeeeeeannneeees PD-5
Radar Trailer SUrveys - TraffiC CONTIOl ... ...t e e e e e e e e e e e e e e s s bbb e e et e e e e e e e b e e et e e e e e e e nnneees PD-5
Radio Equipment Operation Records - FAA Inspections / REPOIS / FAA FOIMS .....iii it e e ee s e e e e e e s PW-2
Railroad Issues - Histarically Significant RECOIAS..........ccoo oo, PW-12
Rape (Sexual ASSAUIL) - CrIME REPOITS ......coiiiiiiitiiiie e e ettt e e e ettt e e e e e e s e bbb ettt e e e e e s s e s bbb e ettt e e e e e e s s e bbb b et e e e e e e e s e nbbbesneeeaeeeaannne PD-11
Rating Sheets - Recruitment and Testing File / Recruitment Database (NEOGOV) ........ccoiiiiiiiiiiiiiieeeeeiiiie e HR-6
RAtINGS, ISO INSUIANCE ... .o FR-1
Real Estate Appraisal Reports - Property NOT purchased, Loans not funded, etC. ..., CW-6
Real Estate Appraisal Reports: Purchased Property, FUNAEA LOGNS ........oooiiiiiiiiiiiiiiee et Cw-7
Real Estate Appraisals - Capital Improvement Projects (CIP), Administration File - ENQINEEriNg .........cccevviieeiiieeiiiiiinie e PW-3
Real Property and Buses, Vehicles (Equipment) - Records, Application, €tC. ..., PW-13
Real Property: Deeds, Easements, RIGNLS Of WY, BIC. .....uuiiiiiiiiiiiiii et e e e e e e e e e e e e e aneees CW-7
Real Property: Deeds, Easements, RIght Of WAYS, EIC. ...t e e et e e e e e s e e et e e e e e e e e neeena s CC-6
Real Property: Deeds, Easements, Right of Ways, €1C. ... PW-5
Rebate Programs (Toilet Rebates, Turf Rebates, Shower Heads, €tC.) ..., MS-1
Recall - EIeCHONS (If INSUTTICIEINT) ....ueiiiiiiieiiiie ettt e e e e e et e e e e e oo bbbt e et e e e e e e e e a bbb ettt e e e e e e e bbb s e e e e e e e e e e nnnnnees CC-4
o= | I oYt 1 o EoR AR 1 =1 ) S CC-4
RECEIPLS - INVESIMENT BONUS ...ttt e e oo e et ettt e e e 44 4o kbbb e ettt e e oo oo a R R bbbttt e e e e e oo e R kb bbb et e e e e e e e anbbbb s e e e e e e e e e e nnnnrees FIN-4
L CTol =T o] SR (o] g =T £ TP PP PP PP PP PPPPPPPR PO MS-8
Receipts, Credit Card Payment - Accounts Receivable / Revenue / Invoices to Outside Entities .........ccccoevvveeiiiiiiiiin e, FIN-3
RECEIPLS, DONALIONS ... .o PD-3
Receipts, Utility (SUDMITtEA PAYMENT) (COPIES) .. uuutitiiiieiiiiiitiit ittt e et ettt e e e e et e e e e e e e s e s b bbbt ettt e e e e aa bbb bbbt e eeeeaseansnbbeneeeeeeeenannnnes FIN-6
Receipts, Water / Utility Receipts (Submitted Payment) (COPIES) .....ouuiiiiiiiiieiiiiiitiee ittt e e e e e e e e FIN-6
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Receivable, Accounts / Revenue / Invoices to Outside Entities: Insurance Companies, Franchise Fees, etc. ............ccccc. FIN-3
ot e ) [or ] = 1u 0] g FoR o 0] o] [T FIN-4
[ LETot0 ] aTe1 = L0 FoTN = 7= ] FIN-3
Record Drawings - Capital Improvement Projects (CIP), Permanent File - ENGINEEIING ..........uuviiiiiiiiiiiiiiiieeeeee e PW-4
Yoo (o BB T =\ T oo TS (= Lo 1 L= 1 T ) P PW-4
Record of All Efforts to Contact Owner and/or Microchip’s Primary Registrant ...................... PD-4
[ CCTolo] (0 lo) ST U] A= TP PR OPPPPPPPPTP PW-6
Recorded Documents - Real Property: Deeds, Easements, Rights of Waly, €1C. ...t Cw-7
Recorded Documents / Real Property: Deeds, Easements, Right of Ways, etC.........ccccoiiiii CC-6
Recorded Documents / Real Property: Deeds, Easements, Right Of WayS, €1C. .........cuuiiiiiiiiiiiiii i PW-5
Recordings of Telephone & Radio Communications DispatCh Tapes (CAD) ........uuuiiiiiiiiiiiiiiiie et PD-4
Recordings or Tapes, Audio - (CAD/RMS) Recordings of Telephone & Radio Communications Dispatch Tapes (CAD) ................ PD-4
Recordings, ALPR / Automated License Plate Reader Data ... PD-4
Recordings, Audio - Measure A & Measure L Citizen’s Oversight CommIttee ... FIN-2
Yoo (o [T aTo ST Lo Lo B =T ] O =T o) =] o > | PW-14
Recordings, Audio Or Video - Boards, Committees, Commissions, Advisory Bodies: Citizen AdVIiSOry...........cccccoeieiiii. CW-2
Recordings, Drone (Unmanned Aerial VERICIE) = COPIES ......uuiiiiiiiiiiiiiii et e e e e e st a e e e e e e nnbeees PD-4
Recordings, Officer: Body-Worn Cameras - Logs of ACCeSS Or Deletion Of DAta ...........ccouiiiiiiiiiiiiieeiiiiiiieeee e PD-4
Recordings, Officer: Body-Worn Cameras - NOt EVIAENCE ... PD-5
Recordings, Officer: Body-Worn Cameras - That Are Evidence, Officer Involved Shootings / Detention or Arrest / Complaints......PD-5
Recordings, Staff Videoconference: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive................ Cw-4
Recordings, Video - Building Security, Regular, Ongoing City OPEratiONS..........cceiiiieiiiiiiiiiiiieeeeeeeeeiiis s e e e e eeearnns e e e s eeearnnn e e PD-13
Recordings, Video - Measure A & Measure L Citizen’s Oversight Committee ... FIN-2
Recordings, Video - Planning COMMUSSION. .........uuuiiiiii ittt e e e e sttt e e e e e e e s s b b e e e e e e e s s s b bbb e et e e e e e e aaassbb b e e et e eeeesaaansbbneeeeeeeeesannns DSD-8
Recordings, Video - Public Areas / PUDIIC ACLIVITY (COPIES) ...ciiiiiiiiiiii ittt s s e e e e e e s e e e e e e e e ettt e e e e e e e e e eeranaaneeeeees IT-1
Recordings, Video - Public Areas / Public ACtiVity (COPIES) ....cooeeii i, PD-13
Recordings, Video — Records regular and ongoing operations or building SECUIILY .........cooiiiiiiiiiiiieieiiiii e IT-1
Recordings, Video - Transit Center EMpIOYee ACHIVILY (COPIES) ..ooeiiiiiiiiiiiiiieeeieeiit ettt e sttt e e e e s e e e e e e s s r e e e e e e e e aaes PW-14
Recordings, Video - Transit Center PUDIIC ACHVILY (COPIES) ...t i e e e et s e e e e e e e e e e e e e e e et s e e e e e e e eeetasar s e e eeeeeeenrnnnnnes PW-15
Recordings, Video - TranSit VENICIES (COPIES) ....uuuiiiiiiiiiiiiiiiitt ettt e e e ettt et e e e e s s s bbb ettt e e e e e e e s e bbb e e e e e e e e e e anbbbnereeeeeeenanns PW-15
Recordings: Audio or Video Of City COUNCI MEETINGS .......uuuiiiiiiiiiiiiiti ittt e et e e e e e s e e e e e e e e s r e e e e e e e e e annrees CC-6
Records - Buses, Vehicles (Equipment) and Real Property RECOIS ... ..ciiiiiiiiieiiiiiiii e eeeeeeeis s e e e e s e e e e e e e et e e e e e e e eenenaanaas PW-13
Records - Excluding Buses, Vehicles (Equipment) and Real Property RECOIdS ..........cooooeeiiiiiiiiii e, PW-13
[RCCTolo] (o S A =2y [T N =To [ U] o 4= 0| SO PP P TSSO P PPPPPPTOI FR-5
[RCCTolo] (0 S (o] ol ) RO PP PPPPPPP PPN PD-9 — PD-13
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Records Destruction Authorization Forms & Certifications (All Departments) .........oooo i CwW-7
Records regular and ongoing operations or building security - Video RECOIdINGS ........covviiiiiiiiii i e e IT-1
Records, Administrative - Private DeVEIOPMENT ... PW-5
Records, Controlled SUDSIANCE INVENTOIY ..o e e e PD-3
Records, Historically Significant - COG Interpretations of MOU, Railroad ISSUES, €1C. ......cuuviiiiiiiiiiieiiii e PW-12
Records, Laboratory Equipment Calibration / QAT QC ... MS-16
(R LETot0 ] (0 ST Fo T (T = Lot SRR LCToT =] Y011 =TT MS-6
(Y= ToTe] o LS V[ Tod ool o1 o NSRS PD-3
Records, Operational (Water DIStribULION) ... MS-9
Records, Permanent - Private DeVEIOPMENT ... PW-5
(R LEToT0 ] (0 ST = =T o TSI O 0] 1 | (o] PD-3
Records, Radar Calibration = Traffie CONIIOl........ieeiie ittt ettt ettt et e ettt e e e et e et et e et e e e e e ee s e ea s eaeeaeeneaeneaenraenreens PD-5
Records, Radio Equipment Operation - FAA Inspections / Reports / FAA FOMS ... PW-2
[ oT0 ] (0 (ST N = 1Y/ [ CM-1
Records, Treatment (Rabies, Vaccination Records, Euthanasia, Medical Treatments, €1C.) .........ccuuiiiiii i eirieiiiiiiin e PD-4
Records, Well (Destroyed / Abandoned WELIS) ... MS-12
Recreation Activity Registration Database (COMMUNILY PASS) ....ccciiiiiiiiiiiiiiiee it e e e e st e e e e e e e e e PW-11
Y=o =T 11T o SRR PW-11 - PW-12
Recruitment and Testing File / Recruitment Database (NEOGOV).........coooiiiiiiiiiii i HR-6
ReCruitment DAtaDASE (INEOGOV) .......uueiiiiieeiiiiiiii ettt e oo e ettt e e e 44 s bbbttt et e e e e e o e s R b bbbttt e e e e e e e e s bbb bbbttt aeeeaansbbb s e eeaeeeeennnnneees HR-6
RECYCIEU WALET RIGNTS ... eeiiiieiii ittt e e oot ettt oo o444 b h e ettt e e 44444 R R b e ettt e e e e e e 4 e e bbb ettt e e e e e e e nnbe s e e e e e e e e e e nnnnnnes MS-4
Yool [T o TR T 0] T ALY = 1= (= S MS-2
Red Curbs - Traffic Calming REQUESES ..o PW-6
Redevelopment - Agreements & Contracts / Amendments (INfraASTIUCIUIE) ........c..uuuiiiiiieiiiiiiee e CC-2
Redevelopment AGENCY - AQENAA PACKELS .......uuuiiiii i e e et e s e e e e e e e e et s e e e e e eeee et e s eeeeeeeeeeenaaaeeeeeeenesennnnanes CC-1
Redevelopment AGENCY - MINULES ... CC-5
RedeVvelopment AQENCY - RESOIULIONS ........oiiiiii ittt e e e e e e ettt e e e e e e e e bbb ettt e e e e e e s e st b bbbt e e e e e e e e s nbbbb b e eeeeeeeennnnnrees CC-6
Redistricting Web Page / Council District Boundary Web Page (Map, Redistricting Process, Agendas, Calendars, Notice, etc.)... CC-6
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals — Produced by Outside Organizations............cccccvuunn... CW-7
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals — Produced by Your Department ...........cccccvvvveeeennnnnee. Cw-7
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals — Produced by Other Departments............cccccceeeevvnnnee. Cw-7
Referendum - EIeCtioNS (If INSUTFTICIENT)....cci it e e e e e et e e e e e e e e e e et s e eeeeeeeeteraa s e eeeeeeeesrnnanaas CC-4
Referendum - Elections (If SUTFICIENT) ... CC-4
R CTo S (] T o] o= T PP P TSP PPPPPPPP FIN-4
Registrants: Arson ReGISTratiONS: AGUILS ............uiiiiiiiiiiii oot e e e e e e b et e e e e e e s s bbb e e et e e e e e s s sbb e e e e e e e e e e annnneees PD-7
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Registrants: Arson Registrations: Juveniles Released from Division of Juvenile JUSLICE ... PD-7
Registrants: Gang Adults Shared Gang Data@bases .........cciii i e e e e e e e et e e e e e e e e e aarr e e aaees PD-7
REGISITANTS: GANG AGUITS ... eeiiie ittt e e e oo 4ot e e ettt e e 444 R R b bt ettt e e o444 e s Rk b ettt e e e e e e e e annb bbb e et e e e e e e e e nnbbbs e et e e e e e e e annnneees PD-7
Registrants: Gang Juveniles Shared Gang Dat@DaSES ..........cooiiiiiiiiiiiiiee e e e e e e e e s e r e e e e e e annneees PD-7
T 1S = VoL ST T T o TS LU LY A=T T = PD-7
Registrants: Narcotic Registrations (COPIES) ......cceiiiiiiii i PD-7
Registrants: Sex Offender RegIStratioNS: AGUITS ......ooi it e e e et e e e e e e s s bbb e e e e e e e e e s s abb e e e et aaeeeenanseeees PD-7
Registrants: Sex Offender RegiStratioNS: JUVENTIES ...ttt e e et e e e e e e s e e e e e e e e e e s b r e e e e e e e e e annneees PD-8
Registration Database, ANIMal ... PD-2
Registration Database, Recreation Activity (COMMUNILY PASS) ....ccoiiiiiiiiiiiiiieiiiiii it e e e e st e e e e e e e e e PW-11
REQISration REPOIT, ANIMIBL ...ttt e e e oo s et ettt e e a4 4R e b E e ettt e e e oo e s R R Ee e et e e e e e e e e e s b bbb ettt e e e e e e e nbb e e e et e e e e e e e annnnre e PD-3
REQISITAIONS = BUSINESS LICENSE ...ciiiiuiii it i e e ieeeei e s e e e ettt e e e e e e e e e ettt e e e e e eeeee ettt aaeeeaeeeae st aaa s aeeaeeeeeesenan s saeeeeeeesesnansaeeeeeenesnnnnnsnns FIN-2
Registrations, Participants’: Camps, Field Trips, Authorization to Give MedicCing, etC...........ccooeeeeieii e, PW-11
Regular, Ongoing City Operations - Vide0 RECOITINGS ........uuuiiiiiieiiiiiiiiiii ettt e e e e e et e e e e e s s b e e e e e e e e s sabbr e e e e eeeeeeaaannes PD-13
LT 81 F= 1] YA A 1 = 1 = MS-1 - MS-4
Regulatory Agency Correspondence, All Divisions: DDW, CUPA, DHS, DPH, €tC. ... MS-2
Regulatory Agreements - Housing Programs, With Recapture / Resale Restriction..........cccccoeeeei e, DSD-5
Regulatory Agreements - Housing Programs, Without Recapture / Resale ReStriction ..........cccoo oo, DSD-5
Rehabilitation - Housing Applications, Rejected / Not Qualified ..., DSD-4
Rehabilitation - Housing Programs, With Recapture / Resale ReStriCIION .........c.uiiiiiiiiieiiiieeece e DSD-5
Rehabilitation - Housing Programs, Without Recapture / Resale ReStriCtioN ..., DSD-5
Reimbursable Claims / FEMA Reimbursements / OES ReIMbDUISEMENTS ........cooiiiiiiiiiii e CW-5
Reimbursement, Strike Team (OES /T FEMA) ... FR-2
Reimbursements, Travel Expense - Accounts Payable / INVoIiCeS and BACKUP ..........uuiiiiiiiiiiiiiiiiiee e FIN-3
Rejected Housing Applications (First Time Home Buyers, Rehabilitation, HOME, €1C.)........ccoiiiiiiiiiiiiiiiiii e DSD-4
Release Detection Systems - Above Ground Storage Tank (Airport OWNed) ..o PW-1
Release Detection Systems - Underground Storage TanKS (UST) .......uuuiiiiiiiiiiiiiiiiiie ettt a e e e e st e e e e e e e e e e MS-11
[T T Sl o] 41 T 0] 0V o | o | TP PP PP TP PPPPPPPPRPPP DSD-2
Release of Liability Forms: Camps, Field Trips, Authorization to Give MediCiNg, EIC. .......cuviiiiiiii i PW-11
Releases, Photo: Camps, Field Trips, Authorization to Give MediCiNg, €1C. ........cccovieiii i, PW-11
REIEASES, PreSS - FITE Oy .. e FR-2
Removal, Tree - Permits & APPHCALIONS .........couiiiiiiii s e e e e e e e s e e e e e e e eet et reeeeeeeee et ea s eeeeeeeeesensaseeeeeeeeenennnnnss PW-10
RENEWALS - BUSINESS LICENSE .....ceiiieiiieee e e ettt e e e e e ettt e e e e e o sttt ettt e e e 444 s s s s b e ettt e e e e e e e s R R kb e et e e e e e e e e aan bbb et e e e e e e e e annnnbbeeeeeeeeeennnnnrees FIN-2
Renewals / Applications, CCW (Carry Concealed Weapon Applications and Permits) - Unsuccessful / Denied............................. PD-9
Renewals / Applications, CCW (Carry Concealed Weapon Applications and Permits) - Successful / Approved............ccccccovvinnnnee. PD-9
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Rent / Billing, Tenant - Accounts Receivable / Revenue / Invoices to Outside ENntities ... FIN-3
Rentals, Field - Park Facility Use Requests / Field Rentals / Facility Use Applications and Permits.............ccccvvvvvvieniieeeveeeenvnnnnnn. PW-12
Reorganization Studies (Employee Classifications / Department SIrUCIUIES) .......ccoeieiiii i HR-1
Repairs - Aboveground Storage Tanks (AgenCy OWNE) - ULHITY .....o.ueiiiiiiiiiiiiii e e e MS-4
Repairs - Aboveground Storage Tanks (Agency Owned) - Water DIStHDULION ........ii i MS-8
Repairs - Aboveground Storage Tanks (AgenCy OWNEA) ........coooi i FR-1
Repairs - Underground StOrage TANKS (UST) ... ittt ettt e e sttt e e e e e e s s s bbbttt e e e e e e e s s e bbb e e e e e e e e e e annbenseeeeeeeeaanns MS-11
REPAIIS, POMNOIE ... PW-9
Replacement of PiPES OF PUMIPS ... MS-8
Report Form, Chemical Use (Electrical & Mechanical MaiNtENANCE) ..........ccooiiiiiiiiiiiiiiie e e e MS-14
Report FOrm, ChEMICAI USE (FIEEL) ... eeiiiiiiiiiiiee ettt e oottt e e oo oo bbbttt e e e e e e e e e bbbttt e e e e e e e bbb e et e e e e e e e e nnnnnees PW-8
Report Form, Chemical USE (IMAINTENANCE) ......uuuuiiiieeiiieeiiiiis s s e e e ee e e ettt e s e e e e e e e e ettt e s e eeeeeeeettaaaeeeeeeeeeetenan s eeeeeeeensssnnnsaeeereenssrnnnnsanes PW-9
Report Form, Chemical Use (Pre-TreatMent) ..., MS-18
Report Form, Chemical Use (ULility MINTENAINCE)........oiiiiiiiiiiieeee ettt e e e e et e e e e e e e e et e e e e e e e e e bbb e et e e e e e e e nnnnees MS-6
Report Form, Chemical Use (Wastewater TreatmMent PIANT)..........oooiuiiii e e e s e e e e e e e e e e e e e e e e enenna s MS-19
Report Form, Chemical Use (Water DIStribULioN) ..., MS-11
Report Form, Chemical Use (Water QUAalIty CONTIOI)........c..uuiiiiiiiie ittt e e e e st e e e e e s et r e e e e e e e e aan MS-17
Report of Annual Discontinuations of Residential Service - Water BilliNg ..........cccuiiiiiiiiiiiii e FIN-7
Report of data regarding the number, type, or disposition of complaints made against its officers...........................l PD-8
Report to POST Commission of Peace Officer Employment - Reports to State or Federal Agencies...........ccccoeeeieiiiieeee, PD-8
[y=T o Jo ) S AN oo [0 [=] o | AR PW-11
(=T o Lo ] g o AN g1 g = I =T o |1 (= 11 o] o PD-3
Report, CalREcycle Annual Waste DIVEISION ........cooooiiiii MS-2
REPOrt, FOIM 303 (HHW REPOIT) .. ..iiiiiiiiiieei ittt e e e sttt ettt e e 444 a sk bbbttt e e a4 e e e a s R b bttt e e e e e e e e e s kbbb e e et e e e e e e e bbb e e e e e e e e eennnnnrees MS-2
ReEPOIt, MEASUIE D ANMNUAL ......cceiiiiiiiii e e e e e s e e e e e e et ettt s e e e eeeeee et e e e s seeeeeeee et saaseeeeeeeeeteann s seeeeeeensesnannseeeeeeennnrnnnnnns MS-2
Report, Public Self Insurer (SIP Report) - Annual State or Federal REPOIS ..........ooooiiiiiiiiiii FIN-4
Report, Street - ANNual State O FEABIAI REPOIS .......coiiiiiiiiiiii ettt e e e et e e e e e e s s bbb et e e e e e e e e s bbbb e e e e e e e e ennneees FIN-4
Report, Warrant RegiSter - PAYIOIl ONIY ...ttt e e e e e o e et e e e e e e e b e e et e e e e e e e bbb e e e e e e e e e e annnrees HR-7
Report, Warrant RegIiSter (ISSUBO) = COPIES....uuuuuuuii it eeiieeeiiitias st e e e ee ettt e s e e e eeeeeatte s eeeeeeeeetttaaraeeeeeeeettann s esaeeeeeetennnnsaeeereenesrnnnnsans FIN-3
Report: Leak RepOrt / ANNUAI LEAK REPOIT...... ... ittt e e e e e e sttt e e e e e e s s s bbb e et e e e e e e e e e nbbbb e e eeeeeeeeeannneees MS-1
Reports - Buses, Vehicles (Equipment) and Real Property RECOIUS .........uiiii it e e PW-13
Reports - Excluding Buses, Vehicles (Equipment) and Real Property RECOIAS ......ciiiiiiiiiiiiiiiiii e e et e e eeaenns PW-13
Reports - Geotechnical and Soils Reports / Structural Reports — INDUSTRIAL, COMMERCIAL, MULTI-FAMILY DWELLINGSDSD-3
Reports - Private Development PErmanent RECOIUS ...........uuuiiiiiiiiiiiiiie et e et e e e e e e s st e e e e e e s e s bbb s et e e e e e e e ennneees PW-5
Reports / FAA Forms: Daily Inspection Logs & Maintenance WOrk Orders, ETC. ........uuuiieiiiiiiiiiiieeeeeeeiiie e e e PW-2
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Reports / StatiStiCS, SOl WASTE TONMMAGE .........uuuiiiiiieeiiiiiiie e e e e ettt e e e e s s et e e e e e e s s s s b e e et e e e e e e e s s b e e e et e e e e e e e s b nn e e e e e eeeeenannnees MS-2
RePOrts and STUIES - HISTOMCA .......uuuiii i e s e e e e e e e e e e e e ee e s s e e e e eeeeteaa s eeeeeeeeeeeaa s seeeeeeeesensanseeeeeeeesnnennnaaeeeaees PD-2
Reports and Studies — Historically Significant, ZONING STUGIES .........cuuuiiiiiiiiiiiiiie e e e e e s e e e e e e e aneees Cw-8
Reports and Studies — Other Than Historically Significant Reports, AnNUal REPOIS ..........occuiiiiiiiieiiiiiiie e Cw-8
Reports generated from Financial System: General Ledgers, Subsidiary Ledgers, Reconciliations, etc. - COpi€S...........cccevvvvvnnnnn.. FIN-4
Reports to grant funding agencies, correspondence, audit records, completion records ..........ccccccvvviiiic CW-5
Reports to State or Federal Agencies: Report to POST Commission of Peace Officer Employment, Compliant, etc....................... PD-8
Reports, Accident / INCident: AIrCraft (SENT IO FAA) ..ot e e e e e e e e e e e e e s bbb e e et e e e e e e e bbb et e e e e e e e e annnees PW-1
Reports, Activity / Building Permit Activity REPOIMS (COPIES) .....cceeieeii e, DSD-1
RepOrts, ACTUANAI VAIUALION ... HR-7
Reports, Annual Financial (CAFR, ACFR) - City COUNCIL .......eiiiiiiiiiiiiii ittt e e e e e e e e r e e e e e e e nneees CC-1
Reports, Annual Financial (CAFR, ACFR) - OVErSIGNt BOAI.........couuiuiiiii it s e e e e et s s e e e e e e e e e e e e e e e e enaeeanaa s CC-1
Reports, Annual Financial (CAFR, ACFR) - RedeVvelopment AQENCY ......coooiiiiiii i CC-1
Reports, Annual Financial (CAFR, ACFR) - SUCCESSOI AQEINCY ......oiiuutiiiiiiieeeiaaaitieeette e e e e e s e e e e e e s s assbe e e et e e e e s aaasnbreeeeaaeeeeaannrees CC-1
LT o Lo L L ES T AN a1 =T Y= L1 = (o) o P HR-7
REPOITS, ATDOKISIS ... PW-10
Reports, Backflow and Backflow Assembly TeSt (All DIVISIONS) ......oocuuiiiiiiiiieiiiiiie ettt e e e e e s s e e e e e e e e e nnneees MS-1
[Y=T 0 To] § ES T = SRR PD-3
RepPOrtS, CalPERS ... HR-7
T oTo] 4 e 0= 1= o PP PPPPPPPPPP FIN-3
RepOrts, City MANAGET UPAEALE ..........eiiiiiiieiiiiii ittt e e oo e ettt e e o444 o s R b b et ettt a2 e 4o a s R R b e e ettt e e e e e e e a bbb e ettt e e e e e e e bbb e e et e e e e e e e nnnnnees CM-1
Reports, Crime: All Capital Crimes, Homicide, Juvenile, Child Abuse (substantiated), etC. .........coovviiiii i, PD-11
REPOILS, CriME: All OtNEIS ... ., PD-11
Reports, Crime: Child Abuse or Neglect Investigation Reports (Unsubstantiated or INCONCIUSIVE) .........c.uuvvvieiiieeiiiiiiiiiiieeeee s PD-11
Reports, Crime: Factually Innocent Petition Accepted Records Sealed Pending Destruction - Except Stolen Property................. PD-12
Reports, Crime: Misdemeanor / Cannabis - Juvenile on School Grounds during School Hours ................ccooee, PD-12
Reports, Crime: Misdemeanor or Infraction - Adult Marijuana / Cannabis, Except Outstanding Stolen Property.........ccccccceeeevinnes PD-11
Reports, Crime: Misdemeanor or Infraction - Juvenile Marijuana / Cannabis, Except Stolen Property ..........cccccccvviiiiieeieeeeennnnns PD-12
RepPOrts, CriME: MISSING PEISONS .....uuuiiiiiiiiiiiiiiiiis e e e e e ee ettt as e e e ee et e ettt s eeeeeeeeettaaaraeeeeeee et taa s eaeeeeeertasanaaeeeeeesarsnnnsaaeeeererernnnnnsaeeees PD-12
Reports, Crime: Vacatur Relief Granted by Court - Victim of Human Trafficking, €tC...........cccccoeo i, PD-12
Reports, Dangerous Dog - Investigations / ProbIEM FIlES ...t PD-3
ST 010 KT b d 1T P CM-1
Reports, Fire Station Inspection (Safety INSPECHION)..........oooi i FR-5
Reports, Grant records required to pass the funding agency's audit, if reQUITE ............coooiiiiiiiiiiiiii e CW-5
(4= o To ) T e Tox o[- o | R PW-11
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(4= 0o =T 1 e Tox o[- o | R PW-13
T oLo] (ST L 1S oT=Tox 1o o I =S =T Vo P MS-6
Reports, Materials Testing - Capital Improvement Projects (CIP), Permanent File - ENgINEEring..........cccuvvvvveiieiiiiiiiiiiiieee e, PW-4
Reports, Monthly - Capital Improvement Projects (CIP), Administration File - ENGINEEIING ........coviiiiiiiiiiiiiiiiiiieeeiieeeee e PW-3
Reports, Monthly StatiStiCal (COPIES) = FilE ..ceuuiiiiii et e e e s e e e e e e e et e e e e e e et eetetaa s e eeeeeeeeeensa s seeeeeeesansnnnnaaeeenees FR-1
Reports, Monthly: Ridership Data, Daily Reports, Demand-Response / Dial-a-Ride / Fixed Route, etc. ............c.cceeeeeeeeieeneenn. PW-14
Reports, Patient Care Reports / PCRS / €-PCRS (EMS TranSPOrtaAtION).........ouiiiuuuieiiiieeeeeesiiiieeeee e e e e st ee e e e s e s ssiibsseeeaee e e e snnnnees FR-3
T To] KT o= 1Y (o | TP PP PP PP PP PP PPPPPPP PO HR-8
Reports, Soils - Capital Improvement Projects (CIP), Permanent File - ENgiN€ering ... PW-4
Reports, Soils - Planning Projects, Approved Permanent Entitlements & PermitS ... DSD-6
Reports, Staff - City Council, Redevelopment Agency, Successor Agency, Oversight Board...........cccccoeeiiiiiiiiiiii e, CC-1
Reports, Staff - Planning Projects, Approved Permanent Entitlements & PermitS..........ooovuiiiiiii i eeeae DSD-6
Reports, Street Sweeping Tonnage (for NPDES) ... MS-3
Reports, Traffic COllISION / SWTRS (COPIES) ..uuuutuitiiieeeeiiiittte et e e e et e bttt e e e e e e et et e e e e e e e s s e b e e et e e e e e e e s s bbb e e e et e e e e e e e nnbe e e e e e eeeeeeannnnees PW-6
Reports, Treasurer’'s (In City Council Agenda PacketS) - COPIES .......c.uuuiiiiiiieeiiiiiieiiee ettt e e e e e e e s e e e e e e e e e enneees FIN-4
RepPOrts, Warrant REQISIEN ..o HR-8
T Lo kT AV = 1 (=T GRS U] o] o] |V TP PPPPPPPPPP MS-4
Reports: Annual State or Federal: State Controller's Report, Local Government Compensation Report, etC. ...........ccccvevveeeeeinninns FIN-4
Reports: Geotechnical and Soil Reports / Hydrology Reports - Private Development Permanent Records.................cccco. PW-5
Request for Proposal, Agreements & Contracts ADMINISTRATION ....uiiiiiiiiiiiiiiiii ittt a e e e e Cw-1
Request, Warrant - Accounts Payable / INnvVOICeS and BaCKUP.........ooouiiiiiiiiie e FIN-3
Requests & Permissions to Receive COPIES Of PIANS.........uu i e e e e e s e e e e e e e e et e e e e e e e e eanennaan s DSD-2
Requests for Cancellation - Parking, Traffic, Marijuana / Cannabis Citations..............cccccoe oo, PD-10
Requests for Dismissal - Parking, Traffic, Marijuana / Cannabis CItatiONS .............uuiriiiieiiiiiiiiie e PD-10
Requests from Other Cities: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive............ccccccvvnnnnn.. CWw-4
Requests, Contact (ANIMal SEIVICES) ....cccooiii i PD-3
Requests, Park Facility Use - Park Facility Use Requests / Field Rentals / Facility Use Applications and Permits ...................... PW-12
Lo BT ST oV £l (odo] o[ IR PP TSP PP PPPPPPR PP PD-4
Requests, Public Records / SUDPOENAS DUCES TECUM ......uuuiii i eiiieiiiiii i s e e e e e e eett e s e e e e e e e e et s e e e e e eeaea et s eeeeeeeeesssaa e eeeeeeeeesrnnnnranes CC-6
Requests, Service - All Information Entered in CRM / CMMS Database (Utility Maintenance) - COPIES ........ccoceevriiivriiieieeeeeninnnee MS-7
Requests, Service - All Information Entered in CRM / CMMS Database (Potable Water) - COPIeS..........ccvvveiiieeeiiiiiiiiiiiieeee e MS-12
Requests, Service - All Information Entered in CRM / CMMS Database (Electrical & Mechanical Maintenance) - copies............ MS-14
Requests, Service - All Information Entered in CRM / CMMS Database (Wastewater Treatment Plant) - copies........................ MS-20
Requests, Service - All Information Entered in CRM / CMMS Database (FIeet) - COPIES.......cuuuiiiiiiiiiiiiiiiiiiieeee e PW-8
Requests, Service - All Information Entered in CRM / CMMS Database (Maintenance) - COPIES .......oovvivvrririieeeeiiiiiiiiiiieeee e PW-10
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Requests, Service - CRM / CMMS Database (Electrical & Mechanical MaintenanCe) ...........ccuuuvviiiiieiiiiiiiieeeeeee e MS-14
Requests, Service - CRM / CMMS Database (FIEEL)......couiuiiii it e e e e e e et r e e e e e e e e e te e e e e e e e e eeeeeaaa e s PW-8
Requests, Service - CRM / CMMS Database (MAINTENAINCE) ......c.ciiiiiiiiiiiiiiiee ettt e e e e e sttt e e e e e s st e e e e e e e e s e snnbbrereeeaeeeaanne PW-10
Requests, Service - CRM / CMMS Database (POtable WALEK) .........ooiiiiiiiiieeeeeeei ettt e e e e e e e MS-12
Requests, Service - CRM / CMMS Database (Utility MaiNtENANCE) ....uuuiiiiiiiiiiiiiiii e ee e e e e e e e s s e e e e e e e e s e e e e e e e e earran e e s MS-7
Requests, Service - CRM / CMMS Database (Wastewater Treatment Plant) ..., MS-19
Requests, Service - Not Entered / Partial Entry in CRM / CMMS Database (Utility Maintenance)...........cccuveeveeeiiiiiiiiieieeee e MS-7
Requests, Service - Not Entered / Partial Entry in CRM / CMMS Database (Potable Water) ..o MS-12
Requests, Service - Not Entered / Partial Entry in CRM / CMMS Database (Electrical & Mechanical Maintenance) .................... MS-15
Requests, Service - Not Entered / Partial Entry in CRM / CMMS Database (Wastewater Treatment Plant).............ccccvvvveeeeennnne MS-20
Requests, Service - Not Entered / Partial Entry in CRM / CMMS Database (FIEEL) ........cooiiiiiiiiiiiieiiiiiieeeeee e PW-8
Requests, Service - Not Entered / Partial Entry in CRM / CMMS Database (Maint€NanCe)..........ccuvvvuriiiiiiieeeeeeeiiiinn e eeeeeeennnanns PW-11
Requests, Traffic Calming (Speed Humps, Red Curbs, Stop Signs, €1C.) ... PW-6
Requisitions & Purchase Orders (INCludeS Chang@ OFUEIS) .....cceeiiiiiiiiiiiiiiee et e e e et e e e e s et e et e e e e e e s r e e e e e e e e annnees FIN-5
Re-Roof - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENQINEEIING ......coeevvvvieiiiiiiiiie et ee e PW-3
Resale Restrictions - Housing Programs, With Recapture / Resale ReStriction ............cccoeoo i, DSD-5
Resale Restrictions - Housing Programs, Without Recapture / Resale ReStriCtion........cccccoe i, DSD-5
Reserves, Background Files - Successful Employee and Volunteer APPHCANTS. .........oiiiiiiiiiiiiiiceee e PD-1
Reserves, Background Files - Unsuccessful Employee and Volunteer Applicants..........oooooiiii PD-1
Reservoirs - Agreements & Contracts / Amendments (INFrASITUCTUIE) ........ooiiiiiiiiiiiiiiiie et e e e CC-2
YT VLo T ST B 1Y VA o (=0 R MS-10
Reservoirs: Flushing, DiSinfection @and CIEANING .........oiiiuiiiiiii i e s e e e e e e et r e e e e e eeee et aeeeeeeeeestnnaseeeeeeeeenennnnnns MS-10
Reservoirs: Inspection Reports, Maintenance RECOITS ............oooiiii i, MS-11
RESEIVOIIS: DIVE VIHEOS (TANKS) .....itiiiiiiiieeiiiiiiite ettt e ettt e e oo e ettt ettt e e 4444 kbbb ettt e e o444 o a R bbbttt e e e e e e e e e R b b bbbttt e e e e e e ansbbb e e eeeeeeeennnnnrees MS-5
Reservoirs: Flushing, DisSinfeCtion @and CIEANING ........cooiiiiiiiiii i e s e e e e e e e et r e e e e e ee e e e tta s e eeeeeeeetesaarreeeeeeeesrnnnn s MS-5
Reservoirs: Inspection Reports, Maintenance RECOIAS ... MS-6
Resolution Declaring Results - Historical Files, EIECHONS ...........ccoo oo, CC-4
Resolutions, EXternal OrganiZations ......coooo i CW-2
Resolutions: City Council, Redevelopment Agency, Successor Agency, Oversight Board, etC. ..........ccceeviviieiiiieciiin e, CC-6
RESPIFALONY FIt TESIS / EXPOSUIES .....eeeeiiiiieeiiiiiitte ettt e e e e e e ettt e e e e e s s bt e e ettt e e 4444 s R bt e ettt e e a4 o4 e a R bbb ettt e e e e e e e e sk bbb ettt e e e e e e e snbbbe et e e e e e e e e nnnbenes FR-6
RESPONSES UNSUCCESSTUL. ...ttt e oottt oo o444 kb e ettt e 244 4o s R R b e ettt e e e 2o e e e a bbb e et et e e e e e e e bbb s e e e e e e e e e e nnnnnnes CW-2
RESPONSES, LIVESCAN CORI ... .t r e e e e e ettt e e e e e e e e e e ettt e s s eeeeee e et e e reeeeeeeeeteann s seeeeeeensesna i seeeeeeeneernnnnses HR-4
Restitution / Claims, Property Damage ........ccooo oo RM-1
Restraining Orders, Emergency Protective Orders, Temporary Restraining Orders, etc. (Not Filed With Case File) ..................... PD-13
Results, Backflow and Backflow Assembly Test (All DIVISIONS) .....c.oiuuiiiiiiiieeeiiaiit ettt e et e e e e e e r e e e e e e nnnees MS-1
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Results, Resolution Declaring - Historical Files, EISCHONS ... CcC-4
Resurfacing, Pavement - Capital Improvement Projects (CIP), Maintenance-Only Projects - Engineering .........ccccceeevveeevvevvvinnnnnn. PW-3
Retaining Walls - Permanent ENCroaChmMENt PeIMILS ..........uuiiiiiiiiiiiiiiie ittt e e e e e st e e e e e e e e s b et e e e e e e e e nnneees PW-4
Retiree Billing / COBRA BillING ...ttt oo o4 4okttt e 244 4o e R b e e ettt e e e e e e e a bbb e et et e e e e e e e nnbb s e e e e e e e e e e nnnnnnes HR-6
Retiree Medical Enroliment / Retiree Billing / COBRA BIlliNG .....ccooiiiiiiiiiii et e e e e e e e e s e e e e e e e e e aeaa s HR-6
RELUINEA / NSF CRECKS / WAITANLS .....eeiiiiiiiiiiiiiiii ittt e e e e sttt et e e e 444 s bt e ettt e e e e e s e s bbb et e e e e e e e e e aan bbb be e e e e e e e e aansnbbseaeeaeeeennnnnrees FIN-3
Revenue / Receivable, Accounts / Invoices to Outside Entities: Insurance Companies, Franchise Fees, etC. ..........cccccceveeeininnnnee. FIN-3
REVENUE BONAS ... FIN-1
Review Forms, Pursuit / Use of Force Review — No Employment Action - Not Result of Public Complaint..................................... PD-2
Rezones - Planning Projects, Approved Permanent Entitlements & Permits ...........uuiiiiiiiiiiiiiiiicee e DSD-6
RFIs / RFQs - Capital Improvement Projects (CIP), Administration File - ENGINEEIING ........ccuviiiiiiiieiiiiieeeee e PW-3
RFP - Request for Proposal, Agreements & Contracts ADMINISTRATION ...couuuiiiiiiii it e e e s et e e e e s s e eeaaaa s Cw-1
RFP / Bid Packets, Solicitations, PropoSals............oooo i FIN-5
RFP / Specifications & Addenda - Capital Improvement Projects (CIP), Maintenance-Only Projects - Engineering........................ PW-3
RFP / Specifications & Addenda - Capital Improvement Projects (CIP), Permanent File - ENQINEEriNg .........ccoevvvvieniieeerieeviinnnnnnn. PW-4
RFQs / RFls - Capital Improvement Projects (CIP), Administration File - ENQINEENNG .......cooooiiiiiiiiiiii PW-3
(o (=R ol o VAV 1)Y= ol o] 4 PP P PP PPPPPT TP PD-9
RIAE-A-LONG WIVETS ... teeeeieeee ittt ettt oo e oo oottt e e e e 4444 sk ke e ettt e 44444 R R R E e e e et 4444444 AR b et e £t e e e o444 a bbb e ettt e e e e e e e bb e e et e e e e e e e e annnnnees FR-2
Ridership Data - MONthlY REPOIMS ......cco o, PW-14
Right of Ways - Recorded DOCUMENLS / REAI PrOPEITY ........uuuiiiiiie ittt ittt e e et e e e e e e s st e et e e e e e s s bbb et e e e e e e e e nnneees CC-6
Right of Ways - Recorded DOCUMENLS / REEI PrOPEITY ........uuuiiiiiieiiiiiiit ittt e et e e e e e s st e e e e e e e e e bbb e e e e e e e e e e nnnrees PW-5
Rights of First Refusal - Housing Programs, With Recapture / Resale ReStriCtioN ...........ccoiiiiiiiiiieiiiiiin e DSD-5
Rights of First Refusal - Housing Programs, Without Recapture / Resale ReStriction ............ccccceo, DSD-5
Rights of Way (copies) - Private Development Permanent RECOIS .........couiiiiiiiiiiiiiiiiiee ettt a s a e e e e PW-5
Rights of Way, Recorded DOCUMENLS - REAI PrOPEITY .....cuuuuiiii i e ettt s e e e e e e et e e e e e e e e e e et s s e e e e e e eeatsna s e e e e e eeeeeennananas CW-7
RIPA (Racial and Identity Profiling Act) Annual REPOIT ... PD-8
Risk & Resilience Assessment - REQUIALOIY AfAIIS........oiuiiiiiiiiee et e e e e s et e e e e e e e e s bbbt e e e e e e e e nnnrees MS-3
Y QY =T aE= To [T 0 0 =T o | PP P PP PPPPPPTPPPI RM-1 — RM-2
LY ISR B == o T= 1Y (0 o =) T PD-9
Rosters / Sign-In / Sign-Out Sheets (ClasSes and PrOGIaIMIS) ........ooiiuuuuiiiiiieeeeiiiiiii et e e e e e s sibee e e e e e e s s aaibb e e e e e e e e s s saabbrereeeeeesaannns PW-12
Rosters, Attendance - Airport Employee TrainiNg FIlES .........e it e e e e a e e e e e PW-2
Rosters, Attendance - Department TraiNiNg RECOIUS .......uuuii i e e e e e e e e e e et e et s e e e e eeeeetea s e eeeeeeeennnnn e eeeeees PD-2
RUN StatiStICS (COPIES) = FIlO .. i FR-1
S

Safekeeping: Lost & Found Property (Related DOCUMENTS) ........uuiiiiiieiiiiiiiieii e e e ettt e e e e e s e e e e e e e e e e e e e e e e e s e ssbbnereeeeeeeaaan PD-9
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Safety - Capital Improvement Projects (CIP), Administration File - ENGINEEIING .......cc.uuiiiiiiieeiiiiiie et e e PW-3
Safety Checks, Vehicle - Electrical & Mechanical MaINtENANCE ...........ooouuiiiiiii e e e e e e e e e eera e e e e e e eeeene MS-13
S Te (=] A O g [Tl TN oo To e 1= PSP PW-7
Safety Checks, Vehicle - ULility MAINTENANCE ...........uiiiiiiiieeiiie ettt e et e e e a4 e e et e e e e e e s b et e e e e e e e e abbe e e e e eeeenans MS-5
Safety ChecCKs, VENICIE - WaSTEWALET ..........ii i e et e s e e e et s s e e e e e eeae e e e e eeeeee e et e e seeeeeeeesennaan s eeeeeeeessnnnnaeaeaeernnnes MS-19
Safety Checks, VEhiCle - Water DISTIIDULION .........uuiiiiiiiiiiiiiiiieiiiie it eeeeeeseeesseesesssssesseesssssssssssssssssssssssssssssssssssssssssssnssssssssssenssnnnsnes MS-9
Safety COMPIAINTS (AIFNPONT) .....etteeeiieeeee ittt e e e e s bbbttt e e e e e s s s a bbb ettt e e e e e s as e b bt e ettt e e e a4 4aa R b bbb e e et e e e e e e e nn b bee et e e e e e e e anabbenneeeeeenans PW-1
Safety Data Sheet (SDS), Electrical & Mechanical MaINTENANCE ............oiiiiiiiiiiiie i e s aee s MS-14
SAfety DAta SNEEL (SDS), FIEET ... .euiiiiiiiiiiiiiiiiiititteeteeteeeeeeaeeeeeeeeeeaessaeseaessaesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssnsssnssnsssnnnnnns PW-8
Safety Data Sheet (SDS), MAINTENANCE .........ouiiiiiiiiiiiiiitee ettt e e e e e ettt e e e e e s s s e bt e ettt e e e e e aa s bbb e e e e e e e e e aa s snbbee et e e eeeeasanabbeneeeeeeeesans PW-9
Safety Data Sheet (SDS), PrE-TIEAIMENT . .......coi ittt e et e e et e e e e e s s e e e e e e e e e e s e b b e e et e e e e e e s e e sbbe e e e e e e e e e s aannnrnreeeaeeas MS-18
Safety Data Sheet (SDS), ULIlity MAINTENAINCE..........uuuiii i e iiieiiii e e e e e e e e e et e s e e e et e eatetareeeeeeeeeaetasa s seeeaeeeasntnnnaeeeeeeennrnnns MS-6
Safety Data Sheet (SDS), Wastewater TreatMeNt PIANT ............uuiiiiiiiiiiiiiiiiiiii e a———a——r e aaasranraarrrnnrsanrannes MS-19
Safety Data Sheet (SDS), Water DISIIDULION ........o.uiiiiiiiiieeeiei et e e e e e e e e e e e e e e s et e e e e e e e e e e s sbbnnreeeeeeas MS-11
Safety Data Sheet (SDS), Water QUAlItY CONTIOL..........cii i e e e e e e e e et s e e e e e e e e e eeat s e eeeeeeeestannnaaeeaeeeeennes MS-17
Safety INSPECHONS - AINPOIT STALE LICENSE ... .uuuiiiiiiiiiiiiiiiiiieeteeeeteeeeeeeeeesreerseeseaeeraereeesttes.ae.teeereerrerereesrreerrerreerrrerseemrrersmmmrrrrrrrrr PW-1
S To V=] AV LNV =E Ao F= Ao 1 OO PTPP R PPPPPPPPPPPPR RM-2
oY (=] AV [T Lo [ TSP PPP P PPPPPPPPPPPPPN RM-2
Safety Training - Department TraiNiNG RECOIUS ........uuuiiiiiiiiieieiieiieeteeeereeeeeeeeeeereeereeereeeae—..——..———.—ertaerrrerrerrrrrerererrerrerr——————. PD-2
Safety TraiNiNg & TAIGALES ........eoiiiiiiiiiiie ettt et e e e e oo ettt et e e e e e s o s et bttt et e e e e a4 4aa R b bbb e et e e e e e e e e sebbbe et e e e e e e e s nabbenneeeaeeeans CW-9
Sales and Use Tax RetUrns - ACCOUNTS PAYBDIE .........oo ittt e e e e ettt e e e e e e s e e e e e e e e e et e e e e e e eeeeaas FIN-3
Sample Ballot, Candidate Statements - General, Working or Administration Files (EIeCtions) .........cccccceeeiiiiiiiiiiiiiiii e, CC-4
Sanitary Sewer OVErfloW RESPONSE PIAN ........uuuuiiiiiiiiiiiiiiiiiiietieeeereereereeereeesreeee—e———...—e.——..——...—...—t.rerrreeerrerreer.re..rr..—...—.—————————————————— MS-6
Sanitary Spills and OVEITIOWS (SSOIS) .....uuuiiiiiieiiiiiiiiii ettt e e oottt e e e e e s oo bbb e ettt e e e a4 aa s bbb et et e e e e e e e s nab b be et e e e e e e e snnnbbeneeeeaeeeans MS-2
Sanitary Spills Overflow Prevention Plan (SSOPP) ... ittt e e e e et s s e e e e e e e e et ta s s eeeeeeeeantann e eeeeeeeennnnns MS-6
SB 1383 Compliance (Organic Waste Collection @and RECYCIING) ......uuuuuurieeiiiiiireiieesiresieesresereesesrerererreerrer...——.———.———————————————————————— MS-2
SB 272, Listing of Enterprise-wide Software (Enterprise System CatalogUeE) .........ooiiuuiiiiiiiiiiiiiiiiiiiiee e IT-1
SCADA Database (Supervisory Control and Data Acquisition) - Wastewater TreatMent ...............euuureieriimmiiimiiieiieeiieeeieeeeeenenns MS-18
SCADA Database (Supervisory Control and Data Acquisition) - Water DiStribULtION ...........cooovuiiiiiiii e e e MS-8
Scantrons - Recruitment and Testing File / Recruitment Database (NEOGOV) ........oocuuiiiiiiiiieiiiiiiiieiee et e e e e HR-6
Schedules / Hours (Classes and Staff) - COPIES ........uuiiiiiiiiiiiiii ittt e et e e e e e e r et e e e e e e et e e et e e e e e e s b rnreeeaeeas PW-12
Yo aT=To (U] L= TSI Vi £ o] I (o] o1 T==) P PD-5
Schedules, Project - Capital Improvement Projects (CIP), Administration File - ENQINEEIiNG ..........uvvviiiiiiiiiiiiiiiiieeriieevseereeereeereeene. PW-3
Scope of Work - Agreements & Contracts / Amendments (INFTaASITUCTUIE) ........ooiiiiiiiiiiiiiiee e e e CC-2
Scope of Work - Agreements & Contracts / Amendments, not imaged (NON-INfrastruCture) ..........ccceeiiiiiiiiiiieeee e CC-1
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SDS (Safety Data Sheet), Electrical & Mechanical MaINTENANCE ............oiiiiiiiiiiiie e e e eaeeas MS-14
SDS (Safety Dat@ ShEEL), FIEET ... ..o e e e e e e e e s e e e e e e e ettt e e seeeee e e et e s e saeeeeeeeaeaananaseeeaeeesnntnnnaeeeeeeennrnnns PW-8
SDS (Safety Data SNEet), MAINTENANCE ........ooiiiiiiiiiiiiiiiii ettt e ettt e e e e s s s bt ettt e e e e e s aa s bbb e e et e e e e e e e s anbbee et e e e e e e e aannbbeneeeeeeeeans PW-9
SDS (Safety Data SNEEt), PrE-TIEAIMENT . ......co ittt e e et e e e e s s e e e e e e e e e e e s s b b e e et e e e e e e s e s bbe e e e e e e e e e s aannbberneeaeeas MS-18
SDS (Safety Data Sheet), ULility MAINTENANCE..........uuuiiii e e e e e e e e e e s e e e ee e e et ta i aeeeeeeeeeaetaaa s seeeeeeeaentnnnsaeeeeeeennrnnns MS-6
SDS (Safety Data Sheet), Wastewater TreatMeNt PIANT ...........uuuiuiiiiiiiiiiiiiiiiii e ———————a———a——r e aaasaanraanraarrsanrennes MS-19
SDS (Safety Data Sheet), Water DISTIDULION ........oc..uuiiiieiiiieiei et e e e e e e s bbbttt e e e e e s e a bbb e e e et e e e e s e s nabneneeeaeeas MS-11
SDS (Safety Data Sheet), Water QUALILY CONIIOL...........oiiiiiiiiiiiie et e e e e e e r e e e e e s et r e e e e e e e e e nrreeeaeeas MS-17
Sealed Juvenile Cases - Childhood Sexual Assault After January 1, 2024 ...........uuuuuuiuuiiiuuiiriiiiiieeee e ————————————————. PD-10
Sealed Juvenile Cases - Childhood Sexual Assault Before January 1, 2024 .........ooocuuiiieiiieeeiiiiiiiieeee et PD-10
Sealed Juvenile Cases - Except ChildN00d SeXUal ASSAUIL ............oeii i e e e eeeeeas PD-10
Sealed Records: Sealed Juvenile Cases - Childhood Sexual Assault Before January 1, 2024...........ccooeviiiiiieieereeeeiiiiiineeeeeeeeenns PD-10
Sealed Records: Sealed Juvenile Cases - Childhood Sexual Assault After January 1, 2024.............uuvuvivmiirmiiiiiiinnienrinnn. PD-10
Sealed Records: Sealed Juvenile Cases - Except Childhood Sexual ASSAUIL.............c.uviiiiiiiiiii e PD-10
Seals, Slurry (Paving) - Agreements & Contracts / Amendments, not imaged (Non-Infrastructure) .......ccccceevveeeviiiiiiiii e eee e, CC-1
Seniors - Activity / Special Programs / EVENT FIlES ........uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiei e aasaaaeeaseeaaeeasesasesasseasssssssasssnnssnnssnnssnnssnnes PW-11
Separator, Oil / WALET (CONCIEIE) .....ciiiiiiiiieie e e ettt ettt e e e oo oo bbbttt e e e e o4 oo s e bttt ettt e e e 444 aa R b bbb e et e e e e e e e e ae bbb e et e e e e e e e s nabbsneeeeaeeeans PW-2
Service Requests - All Information Entered in CRM / CMMS Database (Utility Maintenance) - COPIES ........cuuvviiveeeeriiiiiiiiiieeeeenenns MS-7
Service Requests - All Information Entered in CRM / CMMS Database (Potable Water) - COPIES.........uuuvvrriumiiiriiiniiiniiiniinninnnnannns MS-12
Service Requests - All Information Entered in CRM / CMMS Database (Electrical & Mechanical Maintenance) - copies............. MS-14
Service Requests - All Information Entered in CRM / CMMS Database (Wastewater Treatment Plant) - copies............cccccuvveeee... MS-20
Service Requests - All Information Entered in CRM / CMMS Database (FIEet) - COPIES.......oovuiiiiiii e ee e PW-8
Service Requests - All Information Entered in CRM / CMMS Database (Maintenance) - COPIES ........uuuurrrrrrimrrrmmiinniinnrinneinnnnnnnenns PW-10
Service Requests - CRM / CMMS Database (Electrical & Mechanical Maint€NaNCE) ............uuvuuuiiiriiiuiiiiiiiiiiiiiiieiiineiinrennnn. MS-14
Service Requests - CRM / CMMS Database (FIEEL).......ciiciiiiiiiiiii it e e e e et s e e e e e e e e e et it s s e e e e e eeeentann s e eeeeeeeennnnns PW-8
Service Requests - CRM / CMMS Database (IMAINTENANCE) ........uuuuuuuuriruiiuuiiuuriuneiueeesesranresreeeeea.....—..—————————————————...—.——————————————————— PW-10
Service Requests - CRM / CMMS Database (POtable WALET) ..........oooiiiiiiiiiiiiee et e e MS-12
Service Requests - CRM / CMMS Database (Utility MAINTENANCE) ......c.oiuiiiiiiiiiieeei ittt e e e e e e e e e MS-7
Service Requests - CRM / CMMS Database (Wastewater Treatment Plant) .............oooiiiiiiiiiiiiii i ee e e e e e eeeeens MS-19
Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (Utility Maintenance)...........coouueuuiiiiiieeeeiiiiiiiiieeeeeeeens MS-7
Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (Potable Water) ............c.covvveeiiiiiiiiiieeeeeeeee MS-12
Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (Electrical & Mechanical Maintenance) ..................... MS-15
Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (Wastewater Treatment Plant)............cccccecvvvvnvvnnnnnnns MS-20
Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (FIEEL) .........uuuiiiiiiiiiiiiiiiiiiiee e PW-8
Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (MaintenanCe)...........c.uuuvriveeeeiiiiiiiiiiieeee e PW-11
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Services, County Election - General, Working or Administration Files (EIECHONS) .........cccoiiiiiiiiiiiiieee e CC-4
Services, Professional - Agreements & Contracts / Amendments, not imaged (Non-Infrastructure) .......cccccevveeiviiiiiiiiiieeeeceeennns CC-1
Settlement - Agreements & Contracts / AmMendments (INFraAStIUCTUIE) ..........uuiiiiiiiiiiiiiti e e e e e CC-2
SEWET - CCTV ViITEOS OF SEWET LINES ....eeeeeiueeiieuutteeteeteeaeuaeteeeeaesteaesseesseessessssesssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnsnnes MS-6
Sewer - Odor CoOMPIAINTS / INVESHGATIONS.........iciiiiieiiir e e e e e e e e e e e e ettt e s eeeeeeeattsa s aeeeeeeeaessaan s seeeeeeeannsnnnareeeeeennrnnns MS-6
Sewer - Sanitary SPillS aNd OVEITIOWS (SSOS) ....uuuuuuuuuiuriiuiitueiteutueruerrrrrrrrrrrrrrrer...—.———————————————..——.......—.....................——...—..—.——..—.—— MS-2
Sewer System Management Plans (SSMP) @Nd AUGILS .......ooouiuiiiiiiiieiiiie et e e e e s e s e e e e e e e e e e s aabbenreeeaeeeaaas MS-6
Sewers - Agreements & Contracts / Amendments (INFrASITUCTUIE) .......ooiiiuiiiiiii et e e e e e e e e e e e CC-2
SeX OffeNder REQISTAtIONS: AGUILS .. ...uiiiiiiiiiiiiiiiiieeieeeeeeeseeeeeeeeeeereeaeeeereeeseeeaeesseaeraeeteeeseeessarreersrerrserrrerrerrrrrerererteererererr——. PD-7
Sex Offender REQISIIAtIONS: JUVENTIES .......oiiiiiiiiiiiiiii ittt e e e ettt e e e e e e s s bbbt ettt e e e e e 4a s b bbbttt e e e e e e e e bbb be et e e e e e e e annsbbbeneeeeeeenanns PD-8
Sexual ASSault (RAPE) - CriME REPOITS .....ueiiiiieeeiiiiit ettt ettt e e e et e et e e e e a4 4o bt e et e e e e e e e e bbb et et e e e e e e e e e s bbee e e et e e e e e aannnbnneeeaeeeas PD-11
Sexual Assault, Childhood After January 1, 2024 - Sealed JUVENIIE CASES .......cciviuiiiiiii i e e e e s e e e et eeeeeeene PD-10
Sexual Assault, Childhood Before January 1, 2024 - Sealed JUVENIIE CASES .........uuuuiuuiiimiiiriiiiiiiiiiiiiiiiriinierereen———.. PD-10
Sexual Assault, Except Childnhood - Sealed JUVENIIE CASES .........oeiiiiiiiiiiiiiie ittt e e e e e e e e e reeaee s PD-10
SFR — Geotechnical and Soils Reports / StruCtUral REPOIS ......uuuiiiii it e e e e e e e e et s e e e e e e e e eetaa s e eeeaeeeennes DSD-3
SFR — STIUCTUFAl CAlCUIALIONS .....eeiiieeei ittt e ettt e e e e s ottt et e e e e e e e st e et e e e e e e e e s a b b ee et e e e e e e s e nsbbeeeeeeeeeeeannnnbbeneeeaaeas DSD-4
SFR and Appurtenances - Finalled BUIldiNG PIANS .........cooiiiiiiiiiiiie et e e e e st e e e e e s e s bbb e e e eaee s DSD-2
Shared Gang Registrant DatabaSES — AGUIT.........o it e e e e e e e et e e e e e e e e e e e e e e e s e nb b e e reeeeeeeaaaa PD-7
Shared Gang Registrant DatabasSES — JUVENIIE ..........uuuiiiiiiiieiiiieiieeeeeeeeeeeeeeeeeeeseeeseeeseseseesssassseessasssasssessssssssesassssassssssssssssssssrssnssennerees PD-7
) LTSY ST O LY/ 10 11T HR-8
Sheets, TIMe - ENEred iNtO NEW WOTIH.......... et e et e et e e e e e e e e s b e e e b et ba e s sba e e s b s sbasssaeesba e ebnesennss PW-10
S 11T £ 101 P HR-8
SNOM-TEIM RENTAIS = PEIIMILS ....eeiiiiiiii ittt ettt e e e e e ettt et e e e e e s e s ettt b ettt e e e e e aa s b bbb s et e e e e e e e e nnbbbeeeeeeeeeeannnbbnneeeeeeeenans PW-2
S o] G =T I TS T =T g 01 PSP PW-2
Shower Heads - Conservation Programs for Potable Water / Rebate Programs / Check Requests.........ccccceevieiiiivieiiiii e eeeceeeines MS-1
Sidewalk Maintenance - Streets (LOGS @N0 FOIMNS) .....uuuuiuiiiiiiiiiiiiiiiiiisiiereeeeeeae e a—ea——aa—e e a——eaeeeessssseeasseassssssssnssnnssnnssnnssnnssnnes PW-10
Sidewalk Repairs Permits, TemMpPOrary (ENGINEEIING) ... .cuieeiiiiieiiiiiie e e ettt e e e e e ettt et e e e e s s s bbb e e e e e e e e e e abbbe e e e e e e e e s sannbbenneeeeeeeaans PW-4
Sidewalks - Agreements & Contracts / AmMendments (INFTASTIUCTUIE) ..........uuiiiiiiiiiiiiie et e e e r e e e e e e CC-2
Sidewalks or Trees: Correspondence (NOtICE) 10 Property OWINET ........couuiiiiiiii e eeiiiiis s e e e et s e e e e e e e e e aaaa s s e e e e e eeeantn s e eeeeeeeannnnns PW-9
Signal Synchronization - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENgIiNEering .........ccccccovvvivviiieeeneennns PW-3
Sign-In / Sign-Out Sheets (ClasSeS AN PrOGIAIMIS) .......cuuiiiiiiiiiiiiiie e e ettt e e e et e e e e e e s e e e e e e et e bb e e e e e e e e s e e s nnrrrneeeeeas PW-12
Single Audits / Transportation Audits / PERS AUIt, ©IC. ......ocouiiiiii i e e e e e e e s s e e e e e e e aant e e e eeeeeeennnnns FIN-1
Single Family Residential - Finalled Building Plans - SFR and APPUMENANCES ...........uuuuuiiuiiiuiiiniiiuiiiniiirererieen——————————. DSD-2
Single Family Residential - Structural Calculations - SFR and APPUIENANCES ..........cuuuriiiiiiieeeaiitiieie e e e reee e DSD-4
SIP Report (Public Self Insurer Report) - Annual State or Federal REPOITS .........cooiiiiiiiiiiiiieeeiaii e e e e FIN-4
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Slip Lining - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENGINEEING ..........uuvviiiiiiiiiiiiiiiiieee e PW-3
Slip Lining - Storm Drain SYSIEM MaINTENANCE ........uuuuiiii i e iiieiiiiis e e e et r e e e e e ettt reeeeeeeettaaraeeeeeeeeataaaan s seeeeeeesentnnnsareeeeeeenrnnns PW-9
S 1T ST = 1 o PP PD-6
S 11 TR T 1SS FIN-4
Slurry Seal - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENgINEEriNg ......ccoooeeviivviiiiiiii e ee e PW-3
Slurry Seals (Paving) - Agreements & Contracts / Amendments, not imaged (Non-InfrastruCture) .........cccccvevvveevieeeeeeeeeeereeeieenne, CC-1
Smog Certificates - Vehicle & EQUIDMENt HISIOrY FIlES, FIEET ... e e e e PW-7
Social Media: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive..........cccccvvvviiiiiiiiiiiiiieeiiiiiieieeeee, Cw-4
Soil Reports / Hydrology Reports - Private Development PErmanent RECOIUS .........uuuuuuiiiiiiieiiiriiiieiiereserrsessresrrersrerereerrerre——————. PW-5
Soils and Geotechnical Reports — SINGLE FAMILY RESIDENTIAL — SFR AND APPURTENANCES.........ccccccuviiiiiinniiiiiinnninnns DSD-3
Soils and Geotechnical Reports / Structural Reports — INDUSTRIAL, COMMERCIAL, MULTI-FAMILY DWELLINGS............... DSD-3
Soils Reports - Capital Improvement Projects (CIP), Permanent File - ENGINEEIING ......oiiieiiiiiiiiiiii e eeeeeiiien s e e e e ee et e e e e e eeaennens PW-4
Soils Reports - Planning Projects, Approved Permanent Entitlements & PEIrMILS ............uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiieieiiieneinnennnnnnnn. DSD-6
Yo [Tod1 = iTo] 0 ES T o o] 00 1S | RSP PSPRPPPP FIN-5
Yo ] o AT = ] (ST L= 03 Y o 1] o PP MS-2
SOlid Waste TONNAJE REPOMS / STATISTICS ... uuuuuuriiririiirieeiieesteeseesteeesressreesseesseerseer.—e..r...............—...——..——..—.———————.——.—..—...————...—————— MS-2
Solid Waste: Construction Waste MaNAGEIMENT ..........uuiiiiieiiiiiiiii it e ettt e e e e e s s bt et e e e e e s s s bbb e e e et e e e e s s anab b e e et e eeeeesaanbbeneeeeeeeeaans MS-2
SOP’s - Airport EMpIOYEe TraiNING FIlES ......oooi oottt et oottt e e e o4 e e e et e e e e e e e s e e e e e e e e e e e abbrneeeeeeeeaas PW-2
Source Control / Pretreatment Annual / Quarterly Reports - FOG (Fats, Oil & Grease) - Pre-Treatment ...........cccccccvvvvnvvnnnnnnnnnnns MS-17
Source Control / Pretreatment Annual / Quarterly Reports - FOG (Fats, Oil & Grease) - Wastewater Treatment ............cccccvvvennes MS-18
SPCC (Spill Prevention Control and Countermeasures) - Aboveground Storage Tanks (Agency Owned)..........ccccoevvviiviiiieeeeennnnnns FR-1
SPCC (Spill Prevention Control and Countermeasures) - Aboveground Storage Tanks (Agency Owned) - Utility..............cccceeeees MS-4
SPCC (Spill Prevention Control and Countermeasures) - Aboveground Storage Tanks (Agency Owned) - Water Distribution...... MS-8
S o LeTolF= ST o 0 0= 0] PSP PPP PP PPPPPPPPPPPR PD-1
Special DIStrCtS - ENQINEEIS REPOIS .....uuiiiiiiiiiiiiiieiiir e e e e ettt s s e s e e e e e e e et st e e e et ee et e a s seeeeeeeettsaanraeeeeeeeanansanseeeaeessnntnnnsaeeeeeerenrnnns PW-2
SPECIAI EVEINT PEIMNILS ...uuuiiiiiiiiiiiiiiiiiestteesesstsessressssesseesesssesesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssnsssnsssnssenssnnnnnns CwW-8
Special Event Permits (Assembly PermitS, BUrn PEIrMILS, ETC.) ......uuiiiiiiiiiiiiiiiieee ettt e e e e e e e e e e s st en e e e e e e e eaan FR-4
Special Event Permits, TemMpPOrary (ENQGINEEIING) ... ..uuuriiiieeiiiiiiiiie e ettt e e e e e et e e e e s e s bbb e e et e e e e e e e b e e e e e e e e e e s s sabbenreeeeeenaas PW-4
Special EVENtS - AQreeMENTS & CONIIACTS ... .ot i iiiiieiiiiii e e et e e e et e s e e e e e e et seeee et eeeteaa s aeeeeeeessasaa s aeeeeeeresssnnnaeeeaeernnnes PW-11
Sy LeTol b= Ul AT oL S A @ o R o = o PSP PTP P PPPPPPPPPPPPR PD-5
Special Programs / Event Files - Children’'s Programs, Cultural ArtS, SPOITS, €IC. ....iocuuiiiiiiiiieeiiee e PW-11
Special Projects / SUDJECT FIlES / ISSUEB FIlES ... oot e e e e e e e e e et r e e e e e e e e e et ta s s eeeeeesaenanan e eeeeeeeennnnns CWwW-8
Specific Plan - Planning Projects, Approved Permanent Entitlements & PermitS............uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiinneinnnnnnne. DSD-6
ST =Tl (o o F= 1 OO P PP PSPPI DSD-7
Specifications - Agreements & Contracts / Amendments (INFrASITUCTUIE) .........uiiiiiiiiiiiiiii e e e e CC-2
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Specifications - Agreements & Contracts / Amendments, not imaged (NON-INfrastruCture)..........c.eevvveeiiiiiiiiiieiece e CC-1
Specifications & Addenda / RFP - Capital Improvement Projects (CIP), Maintenance-Only Projects - Engineering...............cc........ PW-3
Specifications & Addenda / RFP - Capital Improvement Projects (CIP), Permanent File - ENgINEering .........cccccevvveeiiiiiiiiieeeneennns PW-4
Y o= Tox 1 Tor=1 i o] 0 F<THN Lo o PSPPSR HR-4
Speed HUMPS - Traffic CalMiNg REQUESTS.......cci i r e e e e e et e s e e e eeeeaeea e aeeeeeeeeeataa s seeeeeeesantnnnsaeeeeeeennnnnns PW-6
Spill Prevention Control and Countermeasures (SPCC) - Aboveground Storage Tanks (Agency Owned).........ccovvvvvevveveveeeeeeeeennee. FR-1
Spill Prevention Control and Countermeasures (SPCC) - Aboveground Storage Tanks (Agency Owned) - Utility..................oue...e. MS-4
Spill Prevention Control and Countermeasures (SPCC) - Aboveground Storage Tanks (Agency Owned) - Water Distribution...... MS-8
Spill Response, StOrmWatEr = AIMPOI ONIY .......uuiiiiiiiiiiiiiiieiteeeeeeeeeeeerees eereaesree.e—...—es.teseae.—teereerrssrrersrsesrrerreesrresseessrersrmerrerrrerrm. PW-2
SPIIt SEIVICES (INSTAII 2 MELEIS) ..eeiiiiiiiittee ittt e e e oottt et e e oo oo s b e e ettt e e e 444 a R bbb bbbt e e e e e e e e e bbb e et e e e e e e e s nabbeneeeeaeeeans MS-8
SPONSOrships - AQreEMENTS & CONIIACES ... .eiiieiiiiiiiitii it e e e ettt e e e e e e et e et e e e e e e e s e e et e e e e e e e e s s b b e e et e e e e e e s e s bbe e e e e e e e e e e e s nnnnnneeeaeeas PW-11
Sports - Activity / Special Programs / EVENE FIlES .......u. et e e s e e e e e e e et a s e e e e e e e e aeraa e e eeeaeeeennes PW-11
Sprinkler Plans - Construction & OPerationNal PeIMILS...........uuuiiiiiiieiiieeiieeieeeieeeeeesseeeseesrseereeeereeeaeerreer—er.———.—teererrererrerrr————. FR-4
SRWA (Stanislaus Regional Water AUTNOTILY, 8 JPA) ... .ccui ittt e e e e e e et e e e e e s s e bbb r e e e e e e e aaae MS-8 — MS-12
SSMP (Sewer System Management Plans) and AUAILS ........couuiiiiii e e e e e et e e e e e e e e e aeta s s e e e e e eeeentan e eeeeeeeennnnns MS-6
SSOPP (Sanitary Spills OVErflow PreVention PIAN) .............uueeiiiiiiiiiiiisieesieesesesesessesseresseesesseeees.ee..ee...e..—...—...—...——.—————————————————————————. MS-6
SSOs (Sanitary SPillS AN OVEITIOWS) .......ueiiiiieiiiiiiiie ettt e e et e ettt e e e e 4o e bbb e et e e e e e e e e snb b e e et eeeeeeesnnnbbeneeeeeeeeans MS-2
Staff - SCNEAUIES / HOUIS (COPIES) ..ottt ettt ettt e e e e ookttt e e o444 b ettt e e o244 e b bt ettt e e e e e e e n bbb e e et e e e e e e e nnbneneeeaeeas PW-12
Staff Notes (Environmental Determinations) - ENQINEEriNG IS LEAG . ..........uuuiiiiiiiiiiiiiieiiiiiiiieieesiesesssssressresrrerererrererrerrre.—————————————————. PW-5
Staff Notes (Environmental Determinations) - Planning iS LEAM ..........ooiiiiiiiiiiiiiii e e e e e DSD-7
Staff Notes (Environmental Determinations) - Planning is Lead, Inside City BOUNAIIES ............ocuuiiiiiiiieiiiiiiiiieieeeee e DSD-7
Staff Reports - City Council, Redevelopment Agency, Successor Agency, Oversight Board.........ccccceeeeviiiiiieeeiiiiiiin e eee e, CC-1
Staff Reports - Planning Projects, Approved Permanent Entitlements & PermitS.............uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiisiiiiieinnennenen. DSD-6
Staff Reports & Agendas - Measure A & Measure L Citizen’s Oversight COmMmMIttEe ..........uvvviiiiiiiiiiiiiiiiiiieeeeee e FIN-1
Staff Reports & Agendas - Planning COMIMISSION ......u.iiiiiciiiiiiiiias s e e eeeeeer s e e e e e e e et e e e e e eeeeeataaraeeeeeeeessataaaaeeeeeeressnnnnsaeeeeeeernnes DSD-8
Staff Reports & Agendas, Parks, Arts & Recreation COMMISSION ........uuuuuiuuiruuiiuiiiirirrrsienreeererreer.—————————————————————————————————————————. PW-12
Staff Reports- Boards, Committees, Commissions, Advisory Bodies: CitiZe€n AQVISOIY ........coouiiuuiiiiiiieeiiiiiieiieee e Cw-2
Staff Videoconference Chats: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive ...........ccccceue...... Cw-4
Standards, Design & Construction - AULNOIEA DY CItY ......coiiiiiiiiiii e e e e e et r e e e e e e e e aeta s s e eeeeeeeentann e eeeeeeeennnnns PW-4
Standing Committees - Subcommittees of the City Council - AGENDAS & MINUTES.........ooiiiiiiiiiii e CWw-3
Stanislaus Regional Water AUthOrity (SRWA, 8 JPA) .....ooi ittt e e e e e et e e e e e s bbb r e e e e e e aaaes MS-8 — MS-12
State Controller's Report - Annual State O FEAEral REPOIS ......uu.ii it e e e e e e e et s e e e e e e e e aatt e e eeeeeeennnnns FIN-4
Statement of Economic Interests, FPPC 700 Series Forms: Designated Employees & Consultants.............cccceevvevivevvveveveeveeeieenne. CC-2
Statement of Economic Interests, FPPC 700 Series FOrms: PUDIIC OFfiCIAIS ..u.iiveiiiiiiieeiee ettt e CC-3
StatementS, ANNUAI EMPIOYET ..ottt e e oo oottt e e e e e 4o s aE et ettt e e o444 e R b b e e e et e e e e e e e e aa b e e et e e e e e e e e nnbbennreeaeenans HR-7
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SEALEIMENTS, FISCAI AQENT ... e ittt eee ettt eeee et eeeeeeeeeee et ee e et s e s e e s e s s 2555555555555 5555555555555 55555555 5555555555555 5 255 e 255 e s s s e e s e mmsmnemmnnnnes FIN-3
Y S (=Y LS L EST [T € T Ao o o 1| FIN-3
= LTS 0 S L E T = FIN-3
ez ST 0 ST KT d =t 3 HR-8
Y (=Y 0 L] L EST (S (< FIN-3
StatistiCS / REPOIS, SOIT WaASIE TOMNMMAGE ... ...uuuuiieiiieerrieeteerrrerreetreerressrresseerreeesee..—...—...—.......—...——.———————.——..—.........—..—..—.————————————————— MS-2
StatistiCS, Crime - SUMIMATIES (BCS) .. ...ttt ettt oottt e e e e oo b b et ettt e e e e e o e b bbb ettt e e e e e e e a b bbb et e eeeeeeaanbbbbneeeeaeeas PD-12
STALISTICS, RUN (COPIES) = FIN .. eeeeeiiieeeii ittt e e oo oottt e e oo oo 4o R h et ettt e e o444 a R bbb e ettt e e 2o 4o e b bbb e et e e e e e e s e nnbb e e e e e eeeeeaanns FR-1
Status Forms / PAF / Personnel Action Forms - Official Personnel File ..........oo it HR-5
STOP SIGN WAITANTS, TTATTIC .....eteeeiiii ettt ettt e e oo oottt e e oo 4o sttt ettt e e e o444 e R b bbb ettt e e e e e e e nn bbb e et e e e e e e e s nabbnnneeeaeeeans PW-6
Stop Signs - Traffic CalMING REQUESTS ........eiiiiiiiiiiiiie ittt oot e e e e e et e et e e e e e 44 s b bbb e et e e e e e e e e aab b e e et e e e e e e e e snbbeneeeeeeenans PW-6
STOP Source Data, Audit Log / Racial and Identity Profiling Act (RIPA) Annual REPOIt ........coovviiiiiiiii i e e eeeaens PD-8
I (o] 0 IR 2 A\ o 1o = DSD-4
Storage Tank, Above Ground (Airport Owned) - Tank Monitoring, Inspections and Maintenance, etC. .........ccccvvvevieeeieeeeeeereeeiennnne. PW-1
Storage Tanks, Aboveground (Agency Owned) - Water DIStDULION..........uuiiii i e e e s e e e e e e eenr e e e e e eeeeenea MS-8
Storage Tanks, Aboveground (Agency Owned): Spill Prevention Control and Countermeasures (SPCC), efC. .....covvvvvvvvveveveeveennnen. FR-1
Storage Tanks, Aboveground (Agency Owned): Spill Prevention Control and Countermeasures (SPCC), etc. - Utility .................. MS-4
Storm Drain System Maintenance (SIIP LINING, ©TC.) ..uuriiiiiiiiiiiiiiieie ettt e et e e e e s s r e e e e e e e e s b e e e e e e e e e s e nbbenrreeeeeeans PW-9
Stormwater Discharge Permit (NPDES Permit) - AIrPOIt ONIY .. ....uuuuiiiieiiiiiiiieiiieieeestsesteesssssssessesesssssssessesreesererreeesrersre——..—.——————. PW-2
STOMMWALET HICIE DISCRAITES ... .eeeiieeeie ittt e e oo oottt e e e oo oo s E kbt e ettt e e e 444 a R bbb e ettt e e e e e e e nn b bbb et e e e e e e e e nabbeneeeeaeeeans MS-2
Stormwater Inspections (Business Inspections, O&M Related INSPECTIONS, EIC.) .....iiuiiiiiiiiiieiiii e MS-3
Stormwater: Chain of Custody, Guidance Information, Lab Reports - AIrport ONIY .......cooo i e e e e e e eeneens PW-2
Stormwater: Industrial Notices / Code Enforcement / Violations / Spill Response - Airport ONlY ...........eevveviiiiieeiiverieeeiieeeeeereeeveennne, PW-2
Stormwater: NPDES ANNUAI REPOITS ......uuiiiiiiiiiiiiiiiitiet ettt e e e e s ottt e e e e e 44 sttt ettt e e e a4 aa s b bbb e et e e e e e e s e snbbb e et e e e e e e e s nnbbbneeeeeeeeans MS-3
Stormwater: NPDES ANNUAI REPOIS .....cuuiiiiiii it e et is s e s e e e e e et s s e e e e e ee et e s e eeeee e e et e s et saeeeeeeeaesaaanseeeaeeesnntnnnaeeeeeeennnnnns PW-5
Stormwater: NPDES PermitS / MS-4 PEIMILS ......iiiuiiiiiiiiie ittt e e et e e e e e e s sttt ettt e e e e e s st b be e et e e e e e e e s nnbbbeeeeeaeeessannbbeneeeeeeeeaans MS-3
Stormwater: NPDES PEIMILS / IMS=4 PEIMILS ......uuuiuiuiiiiiiiiiiiiestetteaesteesreessesseeeeseeseeeaeeeseaesseee——e.aetestestaeeteeae..tereeeeaersreerrrrer PW-6
SEEAM STUMIES @NGO FIOW ......eiiiiiiiiiiiiiii ittt ettt s sttt s 5555555555555 5555555555555 5 55555555555 s s s s s s s e s s s e e s smnsnnnnnnnnnes MS-4
Street & Alley Improvements - Agreements & Contracts / Amendments (INfrastruCture) ..........oooviiiriii i CC-2
Street Cuts, Temporary ENCrOaChMENT PEITNILS ........uuiiiiiiiiiiiiiie ittt e e e e s et e e e e e e e e e bbb et e e e e e e e s s abbeeeeeeeeeeans PW-4
Street Lighting DiStriCtS - ENQINEEIS REPOIS .....ciiiiiiiiieeiee ettt e e e oottt e e e a4 e e bbb e et e e e e e e e e bbb e e et e e e e e e e e nnbbenreeeeeeeans PW-2
Street Permits, TEMPOrary (ENGINEEIING) ..uu.ii i iiiiieiiiie it e e et ie s e e e e e e e e et s s e e e et ee et et e eeeeeeeatesa s aeeeeeeeaesaannaseeeeeeesentnnnsaeeeeeeennrnnns PW-4
Street Report - ANNUAI StAte OF FEAEIAI REPOIS ... .. .uuuiiiiiiiiiiiiiititeeeiteetaeeeeeeeeeeeeereaeer—er——.————..——r——tereerrrerrrerreerrrerrerrrrerrrere..———.—. FIN-4
Street Sweeping ToNNAge REPOIS (FOF NPDES) .......uuiiiiiiiiiiiiiiii ittt e ettt e e e a4 s ettt et e e e e e s bbb e et e e e e e e e s abbeeeeeeeaeeans MS-3
Streets - Sidewalk Maintenance, Grinding, Asphalt Ramping (LOgS and FOIMMS) .......cuuiiiiiiiiiiiiiiee e PW-10
Retention Schedule Index — Turlock — FY 24-25 Update — version 2 Page 70 of 81

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



Page No.

Strike Team ReimbursemMent (OES / FEMA) ...ttt oottt e e o4 e e e et e e e e e e e e bbb e e e e e e e e e s e s bbsereeeeeeeaaaas FR-2
Structural Calculations - Industrial, Commercial, Multi-Family Dwellings, Places of Public Accommodations..................... DSD-4
Structural Calculations - Single Family Residential - SFR and APPUIENANCES .........cccuuuiiiiiiieeeiiiiiiee e a e DSD-4
Structural Reports — INDUSTRIAL, COMMERCIAL, MULTI-FAMILY DWELLINGS, PLACE OF PUBLIC ACCOMMODATION DSD-3
Structural Reports — SINGLE FAMILY RESIDENTIAL — SFR AND APPURTENANCES ......ccoiiiiiiiiiieee e DSD-3
Structures in the City's Right of Way - Permanent ENCroachment PEIMILS .............uuuuiuiiiiiiiiiiriieiieeerseesressrsssressreeseersrerre———————. PW-4
Stubs, Payment / Water Receipts / Utility Receipts (Submitted Payment) (COPIES) .......uuuiiiiiiiiiiiiiiiiiiiiee et e e FIN-6
Studies - Capital Improvement Projects (CIP), Permanent File - ENGINEEIING ......coiiiiiiiiiiiiieeeiiiiie et e e e PW-4
Studies - Private Development PEIrMEANENT RECOIUS ........uuuuuiuiiiiiieeiieitieerteestaresrerrreerrerree..ee.———.———.———..—...—..——————————————————————————..—..——————. PW-5
StudieS and REPOIS = HISTOTICAI .......coiiiiiiiiiiiee ettt oo oottt e e e o4 oo e bbb e ettt e e o444 e s bbb ettt e e e e e e e aa bbbt e e e e e e e e annsbbbnneeeeeeeaanns PD-2
Studies and Reports — Historically Significant, ZONING STUGIES .........cooiiiiiiiiiiiee e e e e e e r e e e e e Cw-8
Studies and Reports — Other Than Historically Significant Reports, ANNual REPOMS .........ccoiiviiiiiiiii e e e eeeeens CW-8
Studies, Classification / Reorganization (Employee Classifications / Department SIrUCIUIES) ..........uevvrvrrrerirerieeiirerereesreeereereeeeeeea. HR-1
Sy 100 TSI ST I = Y112 PW-6
S (0 [0 =TT 1 (=T o] o] PP MS-4
Subcommittees of the City Council (Ad-Hoc or Standing Committees - AGENDAS & MINUTES ..........ovvvviiiiiiiiiiiiieeeieeeeeeeeeeee CW-3
SUDIVISION MAPS / PAICEI IMIBPS ...ttt ettt e e o4 oottt e e e e 44 oo b bbbttt e e e o444 e R bbb bbbt e e e a2 e e e nb bt be et e e e e e e e s nabbbnreeeaeeeaans PW-6
Subdivision Maps, Tentative - Planning Projects, Approved Permanent Entitlements & Permits...........cccccooiiiiiiiieiiiiiiiiiieeeeenn. DSD-6
Subdivisions - Agreements & Contracts / Amendments (INfraSITUCIUIE) .........uuuuuiireiiiiiiieiiieiiieeiereeererseesresrresrrerreeerrereree—————————————————. CC-2
Subject Files / 1SSUE FIleS / SPECIAI PTOJECLS ......coiiiiiiiiiiiiee ettt e e e e ettt et e e e a4 e e bbb e et e e e e e e s e aa bbb e et e e e e e e e s nnbbeneeeeeeeeans Cw-8
10 o] [=Tot a1 (=TT PP PTP PP PPPPPPPPPPPPN CM-1
Submittals - Capital Improvement Projects (CIP), Permanent File - ENQGINEEIING ........uciiiiiiiiiiiiiiiii et e e et s e e e e e eennens PW-4
SubpoeNas (APPEAraANCE OF QUCES TECUM) ....uuuuuuuuiresreerrrereeesreessessseessessesessssssessssssssssssssssssssssssesssssssssssesssesressmrerseeermersrme.—————. CwW-8
Subpoenas (Personal Appearance Of POliCe EMPIOYEES) - COPIES.....ceiiiiiiuiiiiiiiiiee ettt e e e e e s eaeae s PD-13
YU o] oTe L= g F= RS BT Lol =TT I =Y o] U | o o TSP CC-6
SUDSIIANY LEUGEIS = COPIES. . uuutuuutieitietreeteesurrssuesssseereeseesseseseesrsessseessessraessesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssessssnssnes FIN-4
Successful Applicants - VoluNteer / UNP@IA INTEIM ........eeiiii et e e e e e s e e e e e e e e e bbb e et e e e e e e e snabbeneeeeeeeeans HR-7
Successful Candidates - Campaign Filings (FPPC 400 Series FOrms & FOrm 501) .......oooiiiiiiiiiiiiiiiiieee e CC-3
Successful Candidates - Nomination Papers, Candidate Statement Forms, Ballot Designation Forms, etc.........ccccccoveeeiiieevreennnnes CC-4
Successful CCW Applications / Renewals (Carry Concealed Weapon Applications and PermitS).........cccooeuviiiieieeiiiiiiiiiiieeeeeeeee PD-9
Successful Employee and Volunteer Applicants (Employees, Cadets, etc.) - Background Files ...........ooovviiiiiiiiiiiiiiiiiiieeiieeeeeeeeeeeee PD-1
Successful Grant Reports, other records required to pass the funding agency's audit, if required .........c.ccccceeviiiiiiiiici e, CW-5
Successful Proposal - Agreements & Contracts / Amendments (INfraStrUCIUIE) ..........uuuuvriiiieriiiiiiiiiieeiieeiressreseeeeeeereeeeereerreere—————— CC-2
Successful Proposal - Agreements & Contracts / Amendments, not imaged (NON-INfrastruCture) ..........ooccvvveeveeeeiiiiiiiiiiieeeee e CC-1
Successful Proposal - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENgiNEering ............ceeveeeeiiiiiiiineeeeennnnns PW-3
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Successful Proposal - Capital Improvement Projects (CIP), Permanent File - ENGINEEIiNG ........cc.vvviiiiiiiiiiiiiieeee e PW-4
ST [olod=TTs o] g o =T (o VA AN o [T o T o = T (= £ PP CC-1
SUCCESSON AGEINCY = MINULES .....eeiiiiiiiiiitiee et e e oottt e e e e e sttt e e e e e oo a s b bttt et e e e oo 44 aR ek bt e ettt e e o444 a R bbb e e et e e e e e e e e e b bbb et e e e e e e e e nabbnnneeeaeeeans CC-5
SUCCESSON AQEINCY - RESOIULIONS ...ttt ettt e oo oottt e e e e e oo a ke e ettt e o424 4R bbb e e et e e e a2 e e e nnb b e e et e e e e e e e e nnbbnnreeeeeenaans CC-6
Summaries (BCS) - Crime Statistics, Uniform Crime Reports (UCR), BIC. ... e et s e e e e e e e ee e e e e e e e eeees PD-12
SUMMAKIES, DAIY CASK ....uiiiiiiiiiiiiiiiiiii ittt e eeeeeeeeeeaeeeeseeeeesessesssaesssssssssssesssssssesssssssssssssssssssssssesssesssesssesssesssnsssnsssnnssnnsnnssnnnnnns FIN-3
Supervisory Control and Data Acquisition - SCADA Database - Wastewater TreatMent ...............uuueeriemiiimiiimiiieiieniieeien.. MS-18
Supervisory Control and Data Acquisition - SCADA Database - Water DiStriDULION ..........coiiiiiiiiiiiiiiieee e MS-8
Supply Inventories: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive........ccccccveviiiiiieiiievieeeiennne, Cw-4
Support, Legislative - Proposed Federal / State LegISIAtioN .............oiii it e e e e e e e e e CC-5
10 o] o] (=2511 o] o PO PP PP PPPPPPPPPPPPP FR-5
Surface Water: Lab Reports & Chains Of CUSIOUY ........ii it s e e e e e e e et s e e e e e e e e et at s e eeeeeeeessannnsaeeeeeeeennes MS-15
Surplus Property, Auctions - Accounts Receivable / Revenue / Invoices to Outside ENtitieS............vvvvveiiviiiiiiiieiiieriieeieeeeeeeveeeveennne, FIN-3
Survey Record Maps (ENGINEEIING) ......uuuiiiiieieeeeiiaiiitt ettt e e e e e ettt e e e e e e e s et e et e e e e e 44 s e h e et ettt e e e a4 4a R R b b e e e et e e e e e e e s bbb e e et e e e e e e s e nabbenneeeaeenans PW-4
Surveys - Capital Improvement Projects (CIP), Permanent File - ENQINEEIING .......c.uuuuiiiiieiiiieiiiii e ee et e e e e s ee e s e e e e eeeennens PW-4
SUNVEYS & StUAIES, COMPENSALION ......uuuuiiiiiieeiieritresreeeeesreeerrrerrereree.—...———.——.......re..re..re.........———————..................—..—.—..—...——.——.—.....—.——— HR-2
Surveys (Programmatic Evaluations of Recreation Programs) - COPIES .......uuuuiiiiiieiiiiiiiiiiieie e e e e ettt e e e e e s st e e e e e e s s s sannaeeeeaee s PW-11
Surveys / QUESHIONNAINES — That tNE CIlY ISSUEBS .......uuiiiiiiiiiiiiit ettt e e e e e e e e et e e e e e e e e e e e e e e e s et b e s e e e eaeeeaas Cw-8
Surveys, Radar Trailer - Traffie CONTIOl ........... ittt eeeeeeeeeesaeeeseeeseassaessesessasssesssesssssssassassssssssssssassssssssnssnsssnsssenssnnseees PD-5
SUIVEYS, RECONT Of SUIVEY ...ttt oottt e oottt e e oo 4o h bttt et e e e o444 sE b bt e ettt e e o444 e R bbb e e e et e e e e e e e e bbb e et e e e e e e e annbbbnneeeaeeeans PW-6
SUIVEYS, TraffiC SPEEI - COPIES ...eiiiiiiiiitit ittt ettt e oo e oo ettt e e oo 4o aa e ket ettt e e oo 44 e R R b e e et e e e a2 e e e s n b b e e et e e e e e e e e nnbbnnnneeeeenans PW-6
SUSPENSIONS - DISTUPLIVE PAITICIPANTS ...eeiiiiiiiiciiiiieiiiis e e e e et es s s e e e e e e e e et s s e e e et eeteeaa s eeeeeeeeetess s aeeeeeeesennaansaeeeeeeeessnnnnsaeaeaerennnns PW-11
SWPPP / WPCP - Capital Improvement Projects (CIP), Administration File - ENQINEEIING...........cuuvvriiieiiiiiiiiiiieiiierieeevseeeeeereeeeeeeae, PW-3
YT A I S (o] o 1= OO PTPP R PPPPPPPPPPPPR PW-6
Synchronization, Signal - Capital Improvement Projects (CIP), Maintenance-Only Projects - ENgiNeering .........cccovuvvieeiiieeeeeeeennns PW-3
System Maintenance, Storm Drain (SHP LiNING, ELC.) ..uuiuiuiiiiiiiiiiiiiiiiiitieeseeeesereerereessererraer———.———————.———.———..—...—...—.————.—————————————————————————— PW-9
Systems, Release Detection - Above Ground Storage Tank (AIrport OWNE).........oiiuiiiiiiiiieeiiiiiiiie e PW-1
T

Tabulation - Prop. 218 (Property-BaSEU FEES) .....uuuuiii it i iiiieiiiiii it e e e ettt s s s e e e et et e s s e e e e e e e ae et reeeee et e eetenaa s reeaeeeeeetannseeeeeeeeennnnnns CC-6
Tagout/Lockout - Blockout (Electrical & Mechanical MAINTENANCE) ........ooiiiiiiiiiiiiiiii et a e e e e MS-13
Tagout/Lockout - BIOCKOUL (Pre-TIEAIMENT).......eciiiiiiiiiiiiiie ettt e e e ettt e e e e e et e e e e e e e e s st e e et e e e e e e e e be e e e e e e e e e e e annnnnnees MS-18
Tagout/Lockout - Blockout (Wastewater TIEAIMENL) .......c.coiiiiiiiiii i eereeee s e e e e e et a s e e e e e e s e et e s e e e eeeeasean s seeeeeeeeesnnnnnsseeeaeerennes MS-19
Tagout/Lockout - Blockout (Water DISTHDULION) ..........uue s MS-9
LI L0 F= L= TP PPPP PSPPI CW-9
Tank Monitoring - Above Ground Storage Tank (AINPOIT OWNEM ........eiiiiiiiiiiiiii it e e e e e e e s eeeeeas PW-1
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Tapes or Recordings, Audio - (CAD/RMS) Recordings of Telephone & Radio Communications Dispatch Tapes (CAD) ................ PD-4
Target SolUutioNS - TraiNING DatADASE.......ccoi i e e e e e e e e e e e et e e e e e e e e e aeta e e eeeeeeeestaan s eeeaeeeeennennnanes FR-5
Taste - Customer Concerns / Customer Complaints, Regarding Potable Water ... MS-12
AT P OIS ... s PD-5
Technical Performance Reports, NOTAMS - FAA Inspections / RepOrtS / FAA FOMMIS ......cooviiiiiiiiiii et e e e e et e e e e eeeennens PW-2
Telephone messages: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive..........ccoooooiiiiiiiiiiciiiinn, Cw-4
Temporary Construction PermitS (ENGINEEIING) .....coiiiiuueiiiiiiee ettt e e ettt e e e e s s bbb et e e e e e e e e bbb ettt e e e e e e s s sttt e et e e e e e e s e annnbnneeeeas PW-4
LIL=T 0] 010 = UV AT [=] (=T = PP URPPPPPPPTTIN MS-8
Temporary Permits (Approved & Unapproved) - Banner Permits, Christmas Tree LOtS, €tC........vvviuururiiiiiiiiiiiiiiiiiieienenninnnnennns DSD-8
Temporary Permits, ENCroaChment / EXCAVALION............uuiiiiiiieiiiiiiee ettt s st e e e e e e e ettt e e e e e e e e et bbb e et e e e e e e e s nenbeneeeeas PW-4
Temporary Restraining Orders (NOt Filed WIth CaSE) ........uuiiiiiiiiiiiii it e e e e e e s e e e e e e e rneees PD-13
Tenant / Lease Agreements (not imaged) - Agreements & Contracts / Amendments (Non-Infrastructure).........cccccceeeeviieinnieennnn, CC-1
Tenant Billing / Rent - Accounts Receivable / Revenue / Invoices to Outside ENLItIES .......cooeeiiiiiiiiiiieiiccceccc e FIN-3
Tenant Improvements — BUilding Plans — FINAIEA.............ooo e e e e e e e e e DSD-1
Tent Permits - Fire Code Permits / Special EVENT PEIMIILS ........cii i e e et e e e e e e e e et s e e e e e e e e eea it s e e e e e eeeeerennnes FR-4
Tentative Subdivision Maps / Parcels Maps - Planning Projects, Approved Permanent Entitlements & Permits.............ccccccvvenes DSD-6
Test Data - Recruitment and Testing File / Recruitment Database (NEOGOV) .......cciiiiiiiiiiiiiiiiiiee ettt HR-6
TeSHNG & RECOIIS, EQUIPIMENT .....eeeiiieieii ittt e e oo oottt e e e e e o4 e b e e e ettt e e o444 R R b e et e et e e o444 a R R b e e e e e e e e e e e e s bbb e e e e e e e e e e e nnnnnneeeeeas FR-5
Testing Analysis & statistical Metric - Recruitment and Testing File / Recruitment Database (NEOGOV) .......ccccceeieiiiiiieiiiiiiieceiiennns HR-6
Testing Lab Final Reports - Private Development Permanent RECOIAS ...........uuiiiiiiiiiiiiiiiiiiiiee et PW-5
Testing, Collateral DULY ASSIGNIMIENTS ........uuiiiieiiee ettt e e e et e e e e e s s s e et e e ettt e e e e 4o e s bbb e e e et e e e e e e e s s b be e et e e e e e e e aannb bbb e et e e e e e e aannnnnneeeaeas PD-1
Testing, Integrity - Aboveground Storage Tanks (Agency Owned) - ULty ........ooooiriiiii e e e e e eeneens MS-4
Testing, Integrity - Aboveground Storage Tanks (Agency Owned) - Water DiStribution .........ccccoooiiiiiiiiiiiiieiicceccc e MS-8
Testing, Integrity - Aboveground Storage Tanks (AGENCY OWNEM) .......ciiiiiiiiiiiiiiiiiee ettt e e e e e s e e e e e e s s aebbaeeeeaeas FR-1
Tests: FIow Tests, Pressure TeSES - FIre HYAIANT..........cooiiiiiiir i e e e e e et s e e e e e e e e et e e e e e e e e eea b e e e e e e eeeenrennnanes FR-1
Tests: Flow Tests, Pressure TESS - FIir€ HYAIANT. ... ... s MS-5
Text messages: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive.........ccooooeeeiiieiiiciieeiccccccceees Cw-4
Thank Yous: Correspondence - Transitory / Preliminary Drafts — Content NOT SubStantive ........cccooooiiioiiiiiiieiiecs Cw-4
Theatre Programs - Activity / Special Programs / EVENE FlES .......oi it e e e e e e s e e e e e e eennes PW-11
TRETE INSUFANCE POIICIES . ... s RM-1
TIME CArdS / TIME SNEELS ... s HR-8
Time Sheets / Time Cards / Overtime SheetS / OVErtime CardsS .......ccooooiio s HR-8
Time Sheets ENtered iNTO NEW WOTTH ...........uiiiiiiiiiiiii ettt e e e e e e et et e e e e e e e s aa b bbbt e eeeeeeeaannnbbbeeeeaeeeeeennnneneees PW-10
Tire DiSpoSsal / Waste MANITESTS = FIBET .........ueiiiiiiiiiiie et e oo s et e e e e e e e e bbbttt e e e e e e e e ettt e et e e e e e e e e anbnbrneeeeas PW-7
B L ST = 1 1 Tod [T FIN-4
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Toilet Rebates - Conservation Programs for Potable Water / Rebate Programs / Check REQUESTS ...........ccooviiiiiiiiiiieiiiiiiiiieeee. MS-1
Tonnage Reports, Street SWEePING (FOr NP DES) .......cii i e e e e r e e e e e e e e et s s e e e e eeeeettaa s aeeeeeeessantnaaaeeeeeeennrnnns MS-3
TOT (Transient Occupancy Tax) - Accounts Receivable / Revenue / Invoices to Outside ENtitieS .........cccceeeeeieeiiieiiieiieeeicccccceees FIN-3
TOwS - Hearing OffiCer DEEIMUNALIONS ..........ueiiiiiie ittt e e e e e e et e e e a4 e e s bbbt et e e e e e e e e s b b e e e e e e e e e e e e s b bbb e et e eeeeeaannnnnnneeeeeas PD-4
Trade TICKetS - INVESTMENT BONAS ... s FIN-4
LIz U (OB OT= 14T To N =1 ()4 1 CC-5
Traffic Calming Requests (Speed Humps, Red Curbs, SIOP SIgNS, ETC.) ..oiiiiiiiiiiiiiie it PW-6
LI = U o O 1 ¥= U1 o] PD-10
Traffic ColliSion REPOIS / SWTRS (COPIES) ..uuuuuuuuuuiiiee s PW-6
Traffic Control Permits, Temporary (ENGINEEIING) .....o.uuuiiiiiiieeiiiiit ettt e e s et e e e e e e s e bbb ettt e e e e e s e s bbb e e et e e e e e e e annnbeeeeeeas PW-4
Traffic Control: Radar CaliDration RECOIUS .........u s PD-5
Traffic Control: RAdar Traller SUINVEYS, EIC. ....ciiiiiiiiiiii i e et e e e e e et e e et s e e e e ee e e e ettt reeeeeeesesttaan e eeeaeeeeestnnn s eeeeeeeensnennnnnes PD-5
Traffic COUNES / TTAfIC STUTIES ... .ueeiiiieeiiiiiiie ettt e e e e e s bttt et e e e e e s s st bbb et e e e e e e e e e na bbbt e e e e e e e e e eannebbseeeeeeeeeaannnnbeneeeeas PW-6
Traffic SPEEU SUIVEYS = COPIES ....uteeetiieeeiiiiitte ettt e e e e ettt e e e e e s s bt ettt e e e e e a4 s b b e e ettt e e o444 R R b e e e et e e e 4444 a R R R e e e et e e e e e e e annb b e e e e e e e e e e e e nnnnnneneeeas PW-6
LI 1T (o o IS o T T AT = V1 r= U £ PW-6
LI 1 (OS] (8 o 11T P PRPPR PP PW-6
Training - Department Training Records - Course Records (Attendance Rosters, Outlines and Materials, etc.) ........cccceeeeeeieiinnnnnns PD-2
Training Certificates, Harassment Prevention - Employees, Advisory Board Members, and Elected Officials / Councilmembers .. HR-3
Training Database (Vector SOIUtIONS / TArget SOIULIONS) .......uuuuiiii s nnnanns FR-5
Training File - Individual Training Certificates, Continuing Education for Paramedics (Vector Solutions Database).............cccccuvn... FR-6
Training Presented by City Staff - COURSE RECORDS .......cooiiiiiiiiiiiiieoi ittt e e e e e e e e e e e e e e e e e e eas CW-9
I 11 T FR-5 - FR-6
TraNSACHON HISTOIES = COPIES. ...t s FIN-4
LI ] o PP PPPP PP FIN-1
Transient Occupancy Tax (TOT) - Accounts Receivable / Revenue / Invoices to Outside Entities...........cccceeevvieeiiieeiiiiiii e, FIN-3
RN VIS A OL=Tg) (=T g @F= | ERR AW (o [0 TN =T o o] o 1o < PW-14
Transit Center Employee Activity - Vide0o RECOITINGS (COPIES) ...uuuutiiiiiiiieiiiiiiiiti ettt e e e e sttt e e e e e e s st e e e e e e e s s s e e e e e e e e e s e nnnneeees PW-14
Transit Center Public Activity - Vide0 ReCOIINGS (COPIES) ... eeeeiiiuuiiiiiiiiee et ittt e e e e et e e e e e et r e e e e e e e e s r e e e e e e e e e annnnnees PW-15
LIz LA IS 1A @0 1= Vot AN 0 0T ] 1 = o) o PW-16
Transit Vehicles - Vide0 RECOITINGS (COPIES) ...vuttittiiiiuiuttiiiiaeeeee ettt e e e e e s s st ettt e e e e e e e e b bbb e et e e e e e e e saa bbb e e et e eeeeaaannbbbe e e e aaeeesnannnbeenes PW-15
L= 11 1 PW-12 - PW-16
Transitory / Preliminary Drafts — Correspondence — Content NOT SUDSTANTIVE .....uuiii i e e e CWw-4
Transmittal Form, Employer-Provided Health Insurance Offer and Coverage (1095-C, 1094-C)......cccoceiiiiiiiiiiieiieeiieeieeeeeeeee e HR-1
Transmittal Letters: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive .........cccoooooiiiiiiiiiiiiiiieiiens Cw-4
R ool = 1A (o] g I U o [ PP P P PP PPPPPP FIN-1
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Transportation Permits, TemMPorary (ENGINEEIING) .. .. ... e e PW-4
Transportation PlANS / MaSIEr PIANS .......uu.ii i e e et e e e e e e e e e e et e et e e e ee et e e e et s s seeeeeeeeeatananaeeeeeeessnnsnnnsaeeeeeeennnnnns PW-6
Trap AQreEMENTS, ANIMAL ... ettt e e e e oo b ettt e e e e e oo s e bttt ettt e e e 444 s R be b e ettt e e oo oo e s R bbb e et e e e e e e e e nn bbb e e e et e e e e e e annnbb b e e e e eeas PD-3
Travel Expense Reimbursements - Accounts Payable / Invoices and BaCKUup..........cooiiiiiiiiiiiiiiiiieeeee e FIN-3
Travel RECOIAS / EXPENSE REPOIS .....cuiiiiii it e eiiiieiiiie s e e e e e ettt e s s e e e e e e e ee et e e e eeaeee s e et e a s eeeeeeeea et ssa s sseaeeeenentannnsaeeeeeeessnnnnnnaeeeeeeennnnnns CM-1
Treasurer's Reports (In City Council Agenda PACKELS) - COPIES ....uuuuuuuiiii s FIN-4
Treatment Records (Rabies, Vaccination Records, Euthanasia, Medical Treatments, 1C.) ........oooviiuriiiiiieeiriiiiiieeee e PD-4
QLI (TS = L= o = PW-10
Tree Maintenance, Trimming, ArDOMSIS REPOITS ........uuuuiiiiiii e aa— e a——aa— e e aaeaaasaassaasssassasassnnsssnssnnssnnssnnssnnsnnnen PW-10
Tree Removal or Tree Trimming PermitS & APPIICALIONS ........oiiiiiiiiiiiii et e e e s e e e e e e s s r e e e e e e e e nanbeeees PW-10
Tree Removal Permits, TemMPOrary (ENGINEEIING ......ccuuutieiiieeeiiiitie e e e e e sttt e e e e e e e e e e e e e e e e b b e e e e e e e e e e e s e nbb e s et et e e e e s e annnrnnneeeas PW-4
Tree Trimming - Agreements & Contracts / Amendments, not imaged (NoN-INfrastruCture) ..........cccvvvviiiiiii e CC-1
Trees or Sidewalks: Correspondence (NOtICE) t0 Property OWRNET .........uuuuuuuiiieieeee e s PW-9
THMMING (CILY-OWNEU T ES) ... . ttteeeeiieeiiitet ettt e e e ettt e e e et e s o et e ettt e e e e 44 s s E b e e ettt e e e e 44 e R R b bt e et e e e e e oo e n b bbb e e et e e e e e e e e bbb e e et e e e e e e e nnnnnnnees PW-10
Trimming, Tree - Agreements & Contracts / Amendments, not imaged (Non-INfrastruCture) .........ccccvvviiiiiiii e CC-1
(O (TS E= =T 1 01T o £ TP PPPPPPPPPRTRIN FIN-3
Turf Rebates - Conservation Programs for Potable Water / Rebate Programs / Check REqQUESTS...........cccoviiiiiiiiiiiiiiie e MS-1
Tyler — Enterprise ERP (Financial Services Database / ERP Database) - AdMINiStration..............ooocuviiiiieeeiniiiiiiieeee e FIN-1
Tyler Enterprise ERP - Permit Database - BUildiNg & SafEly...........uuuuiiiiiiiiii s aaassansaansannssnnsnnnes DSD-1
Tyler Enterprise ERP - Permit Database - PIANMNING .......uuiiiiiiiiiiiiiie ettt e e e e et e e e e e e e e s bbb r e e e e e e e e e nnnneeees DSD-6
Tyler Enterprise ERP - Utility Billing DABDASE .........coouiiiiiiiiiieeie ittt e e e et e et e e e e e e r et e e e e e e e annnnneees FIN-5
Tyler Enterprise ERP (Financial Services Database / ERP Database) - PUrChasing ............ocouiiiiiiiiiiieiiii i FIN-5
Tyler Enterprise ERP (Payroll Database / ERP DatabaSe) ... s HR-7
U

(01O (W 10T g WO 10 L= =T 0o =) I PD-12
Unalterable Media / Immutable Cloud Backup / WORM / DVD-r / CD-r / Blue Ray-R / Optical Disk / other unalterable media......... IT-1
Unapproved Temporary Permits - Banner Permits, Christmas Tree LOtS, ETC. .......cuuuriiiiiiiiiiiiiiiiieee e DSD-8
UNCASNEA CRECKS (ESCREAL) .....eeiiiiiiiiiiiii ittt e oottt e e oo ookt e e et e e e e o4 oo s bbb e e et e e e e e e e bbb e et e e e e e e e e nnbbnnreeeeeenans FIN-3
(0 Lo Tod Fo V] g 1= LY, Lo T = A (o g == o FIN-3
Undeliverable Envelopes: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive ........ccccccvvvvvvvvvineeee. Cw-4
Underground Service Alerts (USA's) / Dig Alerts - Electrical & Mechanical Maintenance ...........c..cevvevvveeiiieiiieiiieiiieeeieeeeeeeeeeeeeeee MS-14
Underground Service Alerts (USA'S) / Dig Alerts - MaINTENANCE .......ciiiiiiiiiiiiiiiii e ee e e e e e e e et s e e e e e e e e ea s e e e e e e e e eaeaa e eeees PW-10
Underground Service Alerts (USA's) / Dig Alerts - Utility MaINtENANCE .........ovviiiiiiiiiiiiiiiiiieeeeeeieeeteeeeeeeeseeseeeeeessssessesssesssssssssresssaeneees MS-7
Underground Storage Tanks - UST - Monitoring and Maintenance, Release Detection Systems, etC........ccccccvvvvvvvvveevieeiieeneeennnnn, MS-11
Underground Storage Tanks - UST - Repairs, Lining, Upgrades, Location Of TANK ...........cooiiiiiiiiiiiiiiiiiieeeeee e MS-11
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L T aTy0] g0 g T8 =1 011 To 11T @0 Yo L= PP DSD-2
L0 Loy (o g O3] L= T LT o Lo g £ (0L I PD-12
Uniform Development Application - Planning Projects, Approved Permanent Entitlements & Permits .........cccccccvvvvvvvevvieviieneeennnn, DSD-6
Unmanned Aerial Vehicle (Drone) RECOITINGS (COPIES) ...coviuuutrriiiiieeeiiaiiite ettt e e e e e ettt e e e e e e s s e et e e e e e s s bbb e e e e e e e e e e s annbbeeneeeeeeeaaans PD-4
L0 LT o =TT I A o oo 11 ] | €= FIN-6
Unpaid Intern Applications & Agreements - SUCCESSTUl APPIICANTS ......ooiviiiiiiiiiiiiiiiiieieeeeeeeee ettt ee e eeeeseeeesseesesereseseenaees HR-7
Unpaid Intern Applications & Agreements - Unsuccessful or Pending APPlICANTS.........cuiiiiiiiiiiiiiiii e HR-6
Unqualified Housing Applications (First Time Home Buyers, Rehabilitation, HOME, €1C.) ...........uviiiiiiiiiiiiiiiiieeeeee e DSD-4
Unsuccessful Bids, Proposals Or RESPONSES TO RFPS ....coooiiiiiiiiiiiiiii ettt e e e e et eeaeaeessassassssssssssssssssessssssssssesssnnnnnes CW-2
Unsuccessful Candidates - Campaign Filings (FPPC 400 Series FOrms & FOrM 501) ......coooiiiiiiiiiiiiiieeiiiiiiieieee e CC-3
Unsuccessful Candidates - Nomination Papers, Candidate Statement Forms, Ballot Designation Forms, etc.............ccccvvvveeeeennns CC-4
Unsuccessful CCW Applications / Renewals (Carry Concealed Weapon Applications and PermitS).........ccccccvieiiii e vveceviiiienne e, PD-9
Unsuccessful Employee and Volunteer Applicants (Employees, Cadets, etc.) - Background FileS ..........ooevvvvivieiiiiiiiiiieeiieeeeeeeeeeee, PD-1
Unsuccessful Grants Applications, COMESPONUEINCE).......coiiiuuiitieieee e et ittt e e e e e et e e e e e e st s b e e e et e e e e e s s bbb e e et aeeeeesannbrrneeeeeeenaans CW-5
Unsuccessful or Pending Applicants - Volunteer / UnPaid INTEIN ...... i e e e e e e et e e e e e e e e et e e e e eeees HR-6
(0] oo L= LI =T o To ] ST O 14 VY, = g =T [T PP CM-1
Updates, Zoning - Planning Projects, Approved Permanent Entitlements & PermitS ..........coovvvvveviieiiiiiiiiiiiciiieiieeeeeeeveeeeeeeee e DSD-6
Upgrades - UnNderground STOrage TANKS (UST) ......uiiiiiiioiiiiiiiiiiii e ettt e sttt e e e e e e e et e e e e e e e e bbb e e e e e e e e e aannbbnereeeeeeeaane MS-11
Urban Water Management PIANS (UWIMP) ........ooiiiiiiiiiiiiiiiieieeee ettt ettt ettt ettt eeee et eeaeeeaessesasaeesesessassaaessassaassssssssnssnsssasssnssssnsenssnnnnnes MS-3
USA'’s (Underground Service Alerts) / Dig Alerts - Electrical & Mechanical Maintenance..............cccccoo e, MS-14
USA’s (Underground Service Alerts) / Dig Alerts - MaiNTENANCE ...........uuiiiiiiieeiiiiiieii ettt e e e e e e e e e e e e e aaes PW-10
USA'’s (Underground Service Alerts) / Dig Alerts - Utility MAINTENANCE ..........ooiiiiiiiiiiiiie et MS-7
Use of Force Review — No Employment Action - Not Result of Public Complaint .............ooeiviiiiiiiiiiiiieiiieeeeeeeeeeeeeeeeeeeeeeeeee e PD-2
Use of Force Training - Department TraiNiNng RECOITS .........o.uuiiiiiiiie ittt e e e e e st e et e e e e s e bbb et e e e e e e e s anbbbbnreeeeeeeaaans PD-2
Use Permits - Planning Projects, Approved Permanent Entitlements & PermitS.........couiiiii i DSD-6
L0 LTS T ¢ 0011 O PP PPTPSPPPPPPPPPRPR PW-2
Used Oil DISPOSAl MANITESTS = FIBET.......uuiiiiiiiiiiiii ettt e e oo e ettt e e e e e e o e R bbb et et e e e e e e s sbb b e e et aae e e e e anabbeneeeeaeeeans PW-7
USEd Ol REPOIT, CAIRECYCIE ..ottt ettt e e oo 44t ettt e e e oo e R h e e ettt e e e oo 44 a R bbb e ettt e e e e e e e s bbb e e et e e e e e e e e nnbbnneeeeeeenans MS-2
UST (Underground Storage Tanks) - Monitoring and Maintenance, Release Detection Systems, etC........ccccccceeeivieeerveeviiiiinn e, MS-11
UST (Underground Storage Tanks) - Repairs, Lining, Upgrades, Location Of TaNK...........coouiiiiiiiiiiiiiiiiiiieceeeee e MS-11
Utilities - Agreements & Contracts / Amendments (INFTASTIUCIUIE) ........c.uuiiiiiiiie et e e e e e e e e e CC-2
Utility Billing Database (Tyler ENterpriSE ERP) ..ot e e s s e e e e e e e e et s s e e e e e e e e ettt s e eeeeeeeeetannnsaeeeaaeenes FIN-5
L0111 Y20 =11 T T OO P PRRTR PP FIN-5 — FIN-7
Utility Cuts (Installation & Patching), Temporary (ENGINEEIING) ......ceueiiiiiieiiiiiieeeeeeeeiiee et e e e e e et e e e e e e s s b s e e e e e e e e s s anabbeereeeaeeeaaas PW-4
Utility Maintenance - Pre-Trip Inspections / Vehicle Safety Checks / Daily Vehicle Inspections / Daily Equipment Checks ............ MS-5
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001 F= T a1 (=T 0 Fo T g ol PP P PP PPPEPPPRPPN MS-4 — MS-7
Utility Receipts (SUbBMItted PaYMENT) (COPIES) .. .ot iiiiiiiiiiit i e e et e e e e e et e e e e e e e e e e et e reeeeeeee ettt s eeeeeeeeaeatnaaeeeeeerenttnnneeeaeeees FIN-6
UWMP (Urban Water ManagemeENt PIANS) ........iouiiiiiiiieieos ittt e e e e sttt e e e e e e 1 e bbb et et e e e e e e s sb bbb e et e e e e e s e s nabbeneeeeeeeeans MS-3
\

RV Ttz LTy Y AN T o =P CC-2
Vacation / Abandonments - Recorded Documents / Real Property ... CC-6
Vacation / Abandonments - Recorded DOCUMENLS / REAI PrOPEITY .......uuiiiiiiiiiiiiiiie et e e e PW-5
Vacation Checks / Patrol REQUESES (COPIES) . ... uttiieiiiiiiitieitte e e ettt e e e e e e s et e et e e e e a4 e e s bt e et e e e e e e e s bbb e e et e e e e e e e anbb e s ettt e e e e e e annnnnneeeeeas PD-4
Vacatur Relief Granted by Court - Victim of Human Trafficking, €tC. ..., PD-12
Vaccination Records - TreatMeENt RECOINUS ........ccoooiei i e PD-4
Valve Exercises / Maintenance - Fire Hydrant FIOW TeStS / PreSSUIE TESES .......uuiiiiiiiiiiiiiiiiiieee ettt e e MS-5
Variance - Planning Projects, Approved Permanent Entitlements & PEermitS ...........uiiiii it e e e e eeeeees DSD-6
VarANCES, WaALEE SYSIOIM ... MS-4
Vector Solutions - TraiNiNg DAtADASE.............uuiiiiiiiii et e e e e et e e e e e e e e b e e e e e e e e e e e s bbb et et e e e e e e nnnnrnneeeaeas FR-5
Vector Solutions Database - Training File - Individual Training Certificates, Continuing Education for Paramedics.............cccc........ FR-6
Vehicle & Equipment History Files (Maintenance, Smog Certificates, etc.) - Fleet.............ccc PW-7
V=]l Tod [ =T oJo ] A (O | =0 ) PP PPPP PP PD-10
Vehicle Safety Checks - Electrical & MechaniCal MaINTENANCE ...........ouiiiiiiiiiiiiiii e e e e e e e e MS-13
Vehicle Safety CheCKS - FIEEL ... PW-7
Vehicle Safety Checks - ULIlity IMBINTENANCE .........ooiiiiiiiiiiiiiiii ettt e e e e e e ettt e e e e e e e e e b bbb et et e e e e e e e bbbbe e e e e e e e e e e nnnneees MS-5
VehICle SAfely ChECKS - WaASTEWALET ........coiiitieieie et e ettt e e e e e et ettt e e e e oo e bbb e ettt e e e e e e a b e e et e e e e e e e e e n s b b e e e e e e e e e e e annnnrnees MS-19
Vehicle Safety Checks - Water DISIHDULION .........ouuuiiiiii i e s e e e e e e r e e e e e e e e e e tt e s e e e e eeeeeataa s aeeeeeeessensannaaeeeeeeennnnnns MS-9
Vehicle Titles / “PiNK SliPS” ... FIN-4
Vehicles, Buses (Equipment) and Real Property - Records, AppliCatioN, EIC. ........uuuiiiiiiiiiiiiiiiieee e PW-13
AV ghior= Vi T o I =3 £ =T 5T o 1 o DSD-9
Verifications, EMPIOYMENT (COPIES) ....coii i HR-3
Verifications, Private Lab - Private Development Permanent RECOIAS..........ccoooiiiieiii i, PW-5
Victim of Human Trafficking - Vacatur Relief Granted DY COUI............u i e e PD-12
Victim of Intimate Partner Violence or Sexual Violence (Nonviolent Crimes) - Vacatur Relief Granted by Court...............ccoevveeen. PD-12
Victim of Sexual Violence (Nonviolent Crimes) - Vacatur Relief Granted DY COUIt ...........ccuuiiiiiiiiiiiiii e PD-12
Video or Audio Recordings of City COUNCI MEETINGS ........uuuiiiiiiiieii ittt e e e et e e e e e e e e et e e e e e e e r e e e e e e e e e annnnees CC-6
Video Recordings - Boards, Committees, Commissions, Advisory Bodies: Citizen AdVISOIY ......cccoeeeeiiiiiiiiiieiie e e e e e eeeeeeens CW-2
Video Recordings - Building Security, Regular, Ongoing City OPerations............ccoooiieiiiii i, PD-13
Video Recordings - Measure A & Measure L Citizen’s Oversight Committee .............oiiiiiiiiiiiii e FIN-2
Video Recordings - Planning COMMUSSION..........u ittt e ettt e e e e e s e e et e e e e e e e e e b b e ettt e e e e e s s b b e e e e et e e e e e s ann bbb e e e e e e e e e e e annnnnnnes DSD-8
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Video Recordings - Public Areas / PUDIIC ACTIVITY (COPIES) ...ciiiuuriiiiiieeeii ittt e e e e e e e s e e e e e e e e eeeaee s IT-1
Video Recordings - Public Areas / PUDIIC ACHVILY (COPIES) .uuuuuuiiiiieiiiiiiiiiis s e e e e e eetes s s e e e e e e e ettt s s e e e e e e e e ettt s e e e e e e eeaenraan s e eeeeeeeenrennnns PD-13
Video Recordings — Records regular and ongoing operations or BUilding SECUIILY .........couiiiiiiiiiiiiii e IT-1
Video Recordings - Transit Center EMPIOYEE ACHIVILY (COPIES) ....uuuuiiiiiiiiieiiiiiiiit ettt e e ettt e e e e e et e e e e e e s r e e e e e e e e e aannenees PW-14
Video Recordings - Transit Center PUDIIC ACHVILY (COPIES)....uuuuuiiiiiiiriiiiiiiiiis e e e ettt s s e e e e e e e e e s s e e e e e eeasean s s e aeeeeesesssnnaseeeaeenennes PW-15
Video Recordings - Transit VENICIES (COPIES) ....cooiiiiii i, PW-15
Videoconference Chats: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive...........cccccceeeeeinnnnee. Cw-4
VIAEOS - WALET WEIIS ... s MS-7
VIAEOS Of SEWET LINES, CCTV ...iiiiiiiiiiii e ettt e e e oo e ettt e e e e e s e bttt et et e e e e e e n s e e b e et et e e e e e e an s R s e e e et e e e e e e e eann bbb ee e e e e e e e e aansbbbe e e e aeeeeennnnnrnes MS-6
ViIdEO0S, DIVE - RESEIVOIIS (TANKS) ...uteetiiiiieiiiiiiiiie ettt e e e ettt e e e e e s ettt ettt e e e e 44 et bbb ettt e e e e e s aa s R bbb ettt e e e e e e ean e bbb e e e et e e e e e e e bbbbe e e e e e e e e e e nnnnrnes MS-5
V(o Lo ST B AV ST LYY =] Y011 = MS-10
View blockage complaints, MediatioN NOLICES .......uuuiiiiiiiiiiiiiiii s e e e e e e e et r s s e e e e e e ee e te i reeeeeeeeeetenaa s seeaeeeeeatnnnnseeeeeeeessnnnnns Cw-1
Violations, Stormwater - AIFPOIt ONIY ... PW-2
VIOIENCE, WOTKPIACE ... s HR-7
ViSioN - BENETit PIAaN DOCUMENTS ... e e HR-1
Visual - Customer Concerns / Customer Complaints, Regarding Potable Water ................cccc MS-12
Visual Awareness TraiNing AUCIT - LIFEQUAIT ........ouiiiiiiiiiiiiiieie ettt e e e e e e s e e et e e e e s s bbb e e e e e e e e e s s abbb e e e e e e e e e s e anneeeees PW-12
Voice Mails: Correspondence - Transitory / Preliminary Drafts — Content NOT Substantive........ccooooioiiiiiiiiiiiiiiec Cw-4
Volunteer / Unpaid Intern Applications & Agreements - Successful Applicants...........cccc HR-7
Volunteer / Unpaid Intern Applications & Agreements - Unsuccessful or Pending Applicants ...........cccccoe HR-6
a1 (o aT=T TN o 10 [ o = S FIN-4
Vulnerability ASSESSMENt - REQUIALOIY ATTAIIS . ..ceuiiiii i e e e e e e e e e e e ettt s e e e e e eeee et taa s eeeeeeessentnnnsaeeeeeeennnnnns MS-3
w

Vo S ettt ettt oo e et eeeeeaeeeeettaeeeeeetaeeeeetaeeeeettaeeeeettaeetettaeeeettaaeeettaaeeeetaaeeeetaaeeeetaaeeeetateeeetataeeettnaaeertnaeeertnaaeerran HR-8
Ve S ettt ettt ettt e e e e e e e e aeeetteeeeeeeaaREEtetteeeeeeeaaRhEtteteeeeeeeeaRREteeteeeeeeeeaannEEeeeeeeeeeeeaanReeteeeeeeeeeaannnreeeeaeeeeenannnranerees HR-9
LT PP PPSRRT FIN-4
WaAIVEE FOIM, RIAE-A-LONG ... e e e e e e e e e e e e e e e e e e e e e e e PD-9
Waivers of Liability: Camps, Field Trips, Authorization to Give MediCiNe, €1C. .......coooeeeiieiii i, PW-11
Waivers, Liability (Separate From Other RECOI) .......ccoiiiiiiiiiii i e et s e e e e e e e e e s e e e e e e e e e aaaa s eeeeeeeeenranannes PW-12
AT 1)Y= T o S ANt o T o USSR FR-2
Walls, Retaining - Permanent ENCroaCchment PeImMItS........coooi oo PW-4
Warrant Register RepOrt - PAYIOIl ONIY ........ooooiiiiii e e et s e e e e e e e e et r e e e e e et e e et e s e e eeeeeeettnna s eeeeeeeneennnnnes HR-7
Warrant Register Report (ISSUE) - COPIES.......ccoeiiie e FIN-3
V= U = L A T o | Y =T g =T o Lo S TP PPP PP HR-8
Warrant Request - Accounts Payable / INVOICeS and BaCKUP.........oiiiiiiiii e FIN-3
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Page No.

Warrants - Cancelled - Payroll ONIY ... ... HR-7
Warrants (Cashed OF REIUINEA / NS ... e e e e e e et e e e e e e e e e e ettt e s e e eeee e ettt saeeeeeenteanaaeeeeeeensrnnnannes FIN-3
T L = L ST I =1 (o] (o] o S (o | o PP PPPRPPP PW-6
Waste Disposal, Hazardous WaSte (IMANITESTS) ........eeiiiiiiiiiiiiieee ettt e et e e e e e e et e e e e e e e s e bbb e e et e e e e e aa b e e e e e e e e e e e annnnees MS-9
Waste ManagemeENt, CONSITUCTION. ... ...t ieiiiiis s e e e e et r e e e e e e e e eete e s e e eeeeeaeaeaa e eeeeeeeeettenaaeeeeeeenetenna s saeeeeeenssnnnnnsseeereensnnnnnnsnnes MS-2
T TS Y =TT 1= ES T 1= T PP PPRRPT PW-7
Wastewater - Pre-Trip Inspections / Vehicle Safety Checks / Daily Vehicle Inspections / Daily Equipment Checks...................... MS-19
Wastewater OPEIAING PEIMIT....... ... ittt e e ettt e e e e s e s s s e e et e e e e e e e o s e bbb e ettt e e e e e e s b b e e ettt e e e e e e nnnbb e e et e e e e e e e nnnnnnnees MS-19
Wastewater, Surface: Lab Reports & Chains of CUSIOAY ..o, MS-16
Water - Agreements & Contracts / Amendments (INFTASTIUCTUIE) .........uuiiiiiiiiiiiiiiie et e e e e e e e e e naneees CC-2
Water Billing: Appeals - Payment Delinquency & Impending DiSCONTINUALION ...........evviiiiiiiiiiiiiiieeee e e e e e FIN-6
Water Billing: Non-payment Notices / Notice of Payment Delinquency & Impending Discontinuation (COPIES)......cccevvveeerveevrrvennnnnn. FIN-6
Water Billing: NSF Checks / Adjustments to Customer ACCOUNLS (COPIES) ......cceeiiiiiiiiiii e, FIN-6
Water Billing: Payment Plans: Amortization, Alternative Payment Plans, Deferrals, etC. ..., FIN-6
Water Billing: Policy on Discontinuation of Residential Service for NONPaYMENL .........ccooviiiiiiiiii e e e e s FIN-6
Water Billing: Report of Annual Discontinuations of Residential SErVICe...........ooo FIN-7
Water Customer Concerns / Customer Complaints / Complaint Forms: Odor / Taste / Visual Complaints (Potable Water).......... MS-12
Water Distribution - Pre-Trip Inspections / Vehicle Safety Checks / Daily Vehicle Inspections / Daily Equipment Checks.............. MS-9
Water Distribution & Treatment Plant / SRWA (Stanislaus Regional Water Authority, a JPA) ..., MS-8 — MS-12
LV LT e PoT oL o LT gL BES] (0 o [T PP TP PPPTPPP MS-4
Water Quality Control / Electrical & Mechanical MaiNtENANCE ............uuuiiiiiiiiiiiiiiie e MS-13 — MS-15
AV e (TR @ T T= 1 13V O%e) o o A = o o = o Y/ MS-15 — MS-17
Water Quality Control / Operations (Wastewater Treatment Plant) ... MS-18 — MS-20
Water Quality CONIOl / Pre-TIEAMENT .....coiiiiiiiiiiee ettt et e e e e e e ettt e e e e e e e s s b bbb et e e e e e e s s asb bbb e et e e e e e e s annnbneeeeeas MS-17 — MS-18
Water Quality Reports / Consumer CONfIAENCE REPOIS .....uuuiiiiiiiieiiiiiii it eee e e e e e e e et r e e e e e e e e eett s e e e e e eeeeataanreeeeeeeerrrnnanaas MS-4
Water Receipts / Utility Receipts (Submitted Payment) (COPIES) ......ccovieriiiiiii e FIN-6
Water Rights / RECYCIEA WALl RIGNIS.......ooi ittt e e e e e ettt e e e e e e e e e bbb bt e et e e e e e e e bbb e e e e e e e e e e e nnnneees MS-4
Water SUPPIY AQIEEIMENTS (COPIES) ...uurteeeeeiiiauitttetttee e e e ettt e e e e e e s s s e bttt ettt e e e e a4 e s b e ee e e et e a2 e a4 e R bR e e e et e e e e e e e aan s bbb e e e e e e e e e e e e s sbnn e e e e e e e e e e e nnnnnnes MS-4
Water Supply Assessments, Studies, Reports / Stream Studies and Flow / Water Planning StudiesS...........ccccvvviiiinii e, MS-4
N LT S S (=T (Y T = L (o L PP PP PP PPPRPPP MS-4
WALEE WEIIS = VIHBOS ... e e e e e e e e e e e e e e e MS-7
QT LETe] YA = = Lo W] o T (oo 1) IT-1
Well Records (Destroyed / Abandoned WEIIS) ... MS-12
RV S LRI AYE= (<Y VAT [T 0 T MS-7
eI I =T 1) = £ TSRS FIN-3
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Withdrawn BUIlAING PIANS ... ..o DSD-1
Work Orders / Service Requests - All Information Entered in CMMS Database (Electrical / Mechanical Maintenance) - copies .. MS-14
Work Orders / Service Requests - All Information Entered in CRM / CMMS Database (Utility Maintenance) - copies.................... MS-7
Work Orders / Service Requests - All Information Entered in CRM / CMMS Database (Potable Water) - copies...........cccoecuvvnnee. MS-12
Work Orders / Service Requests - All Information Entered in CRM / CMMS Database (Wastewater Treatment Plant) - copies... MS-20
Work Orders / Service Requests - All Information Entered in CRM / CMMS Database (Fleet) - copies .........ccccoeeeeiiiiiiei. PW-8
Work Orders / Service Requests - All Information Entered in CRM / CMMS Database (Maintenance) - COpPIies.........ccccevevvuvvnnee. PW-10
Work Orders / Service Requests - CRM / CMMS Database (Electrical & Mechanical Maintenance)............cccooeevvvieeeeeeeiiiiciinnee. MS-14
Work Orders / Service Requests - CRM / CMMS Database (FIEEL) ..., PW-8
Work Orders / Service Requests - CRM / CMMS Database (MaiNtENaNCE)...........uuuuiieiiiiiiiiiiiiieee et PW-10
Work Orders / Service Requests - CRM / CMMS Database (Potable WALE)...........ooooiiiiiiii e MS-12
Work Orders / Service Requests - CRM / CMMS Database (Utility MaiNtENANCE) ........ccovvuiiiiiiiii i e et e e e e e s MS-7
Work Orders / Service Requests - CRM / CMMS Database (Wastewater Treatment Plant)..............cccc e, MS-19
Work Orders / Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (Utility Maintenance) ...........ccccccoeeeeeee. MS-7
Work Orders / Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (Potable Water) ..........ccccooooeevvivviinnnnnn. MS-12
Work Orders / Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (Wastewater Treatment Plant) ........... MS-20
Work Orders / Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (FIeet)..........cccuvveeiiiiiiiiiiiiiiiiieee, PW-8
Work Orders / Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (Maintenance) ............cccccecveeeeevinnnnee. PW-11
Work Orders / Service Requests - Not Entered / Partial Entry in Database (Electrical / Mechanical Maintenance)....................... MS-15
Work Orders, Maintenance - FAA INSPections / REPOIS / FAA FOIMMS ......oiiiiiiiiiiiiiiiete ettt e e e e e s re e e e e e e e e nnneees PW-2
LYol Q=T o L=T T YU (o [ (oo o[ ISP PP TP PPPPPPRPPRPON FIN-1
Workers Compensation Claims (Includes all Accident, Incident, or Injury Reports from EmpPIOYEES) .....cccceveeivviviiviiniieeeveeeeiiinn. HR-7
Workplace Violence — Hazard identification, evaluation, correction, incident logs, investigations, etc. ..............cccccciie . HR-7
WORM / DVD-r / CD-r / Blue Ray-R / Optical Disk / other unalterable Medial ... IT-1
WPCP / SWPPP - Capital Improvement Projects (CIP), Administration File - ENQINEEriNg.......cccoovviiiiiiiiiiiii e PW-3
X

Y

Z

(o] =T @ = U g Vo[- DSD-9
Zoning Clearance - Planning Projects, Approved Permanent Entitlements & PermitS ............oeviiiiiiiiiiiiiiieieeiiiiieeeee e DSD-6
ZONING ClIEATANCE FOMMS ...ttt oottt et e e oo e et e ettt e e e 444 R R E e e e ettt e 44444 a AR R b bt e et e e e e e e oo a kR b e e e et e e e e e e e e nn bbb e et e e e e e e e e nnnnnnne s DSD-8
Zoning Maps (HIStOriCally SIGNIICANT) ........ii i e e e e e e e et e e e e e e e e e e et eaa e eeeeeeeeesean s seaeeeeeesssannnsaeeeaeennnnes DSD-9
Zoning Ordinance / Updates - Planning Projects, Approved Permanent Entitlements & PermitS...........ccccccvvvuvniiiiiininienneninnnnnnnn, DSD-6
Zoning Ordinance AMeNdmMENTS / ZONE CRANGES.......c.uuuiiiiii ettt e et e e e e e e s e bbb et e e e e e e s s s e bbb et et e e e e e e aaaabbb e e e eaeeeesennnnsenees DSD-9
Z0oNiNg Studies: REPOIS @NG STUTIES .........ueiiiiiiiiie ettt e e e e e e e o et e et e e e e a4 4o s bt e ettt e e e e e e e R b b e e e et e e e e e e e e s bbb e e et e e e e e s e e nnnnnnneeeas Cw-8
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Ver. 5.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-1

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

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

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

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

CITY-WIDE (Used by All Departments)

Brown Act challenges must be filed within
Affidavits of Publications / Affidavits of Posting Mag, Yes: After 30 or 90 days of action; Statute of
Lead Dept. CW-001 Notices / Legal Advertising / Notices / Proofs of 2 years Mfr, OD, S/ QC-& oD Limitations on Municipal Government
Publications / Public Hearing Notices Ppr actions is 3 - 6 months; GC §834090,
54960.1(c)(1)
Agreements & Contracts: ADMINISTRATION
E\F/’Vrlc-)lj—eHc? Xgrrﬁa?:t:ai;:d ICr:]gr)tified Payrolls C.ity. prgference; Qovers E&O Statute of
Project Schedules RFI’D - Request for Prc;posal . Mag Limitations; PUb“She.d .Auqlt Standards=4-
Lead Dept CW-002 or Successful Prop;osal etc) Completion + j Yes: Before Mir O’D S/ Yes: After |7 years; Statute of Limitations: Contracts
’ i 10 years Completion P‘pr ' QC & OD |& Spec's=4 years, Wrongful Death=comp.
Send all Original Agreements / Cc_)r_nracts, ::gg 2‘2;’7 23\/:;3%55 %%rzggg 10 years;
Amendments, and Insurance certificates to the
City Clerk
Agreements & Contracts: ADMINISTRATION Some grant funding agencies require
(WITH Grant Funding) Completion + audits; Statute of Limitations for Errors &
(Project Administration, Certified Payrolls, 10 years or Omissions is 10 years; Statute of
Project Schedules, RFP - Request for Proposal | After Funding Yes: Before Mag, Yes: After Limitations: Contracts & Spec's=4 years,
Lead Dept. CW-003 or Successful Proposal, etc.) Agency Audit, Corﬁpletion Mfr, OD, S/ QC.& oD Wrongful Death=comp. + 5 years,
if required, Ppr Developers=comp. + 10 years; CCP §337
Send all Original Agreements / Contracts, whichever is et. seq., 2 CFR 200.334; 24 CFR
Amendments, and Insurance certificates to the longer 91.105(h), 92.505, & 570.502(b), 29 CFR
City Clerk 97.42; OMB Circular A-133GC §34090
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
Image: Destroy
Office of . - Total . Media | I=Import Paper
Record Retention No. Records Description Betention Vital? Options| M=Mir after Comments / Reference
(OFR) P S—_Scan Imaged &
~ QC'd?

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

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

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

Agreements & Contracts: UNSUCCESSFUL
BIDS, PROPOSALS or RESPONSES to RFPs

Mag,

Purchasing is the Office of Record when

Lead Dept. CW-004 |(Request for Proposals) and/or RFQs (Request 2 years Mfr, OD,| S/I \g}é:&Aggr they manage the procurement process;
for Qualifications) that don't result in a contract, Ppr Includes unopened bids; GC §34090
and are NOT Managed by Purchasing
Boards, Commissions, & Committees:

External Organizations - Agendas, Minutes Waen e Mag, Yes: After
nla CW-005 v org 9 ' ’ Longer Mfr, OD,| S/1 : Non-records
Resolutions, or other documents Reauired Por QC & OD
(e.g. County Board of Supervisors) q P
Boards, Committees, Commissions, Advisory
Bodies: Citizen Advisory Created by the City Mag, Yes: After

Lead Dept. CW-006 Council P Mfr, OD, S/l QC-& oD GC §34090(e)
MINUTES Ppr
Send Original Minutes to the City Clerk
Boards, Committees, Commissions, Advisory Mag

Lead Dept. CW-007 BodlesE Citizen Advisory Created by the City § Minimum 2 Mfr, OD, S/l Yes: After Department preference; GC §34090
Council years Por QC & OD
AGENDAS & STAFF REPORTS P

30 days, or
Boards, Committees, Commissions, Advisory After Minutes
i Bodies: Citizen Advisory Created by the City | have been Department preference; Audio Required
Staffing Dept. CW-008 |4 incil Approved, Mag for 30 days; GC §54953.5(b)
AUDIO RECORDINGS whichever is
Longer.
Boards, Committees, Commissions, Advisory Department preference: Video recordings
Bodies: Citi Advi he Ci .. ;
Staffing Dept. CW-009 Ccc))ilrfts:il Citizen Advisory Created by the City er;';l:;n 2 Mag of meetings are required for 90 days; GC

VIDEO RECORDINGS

§34090.7
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Ver. 5.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-3

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

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

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

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

Committees: Employee Committees,

Only Citizen Advisory Boards appointed

; Mag, . by the City Council must retain minutes
Staffing Dept. CWwW-010 'I\E/Ir::tli?])éese Staff Meetings / Department Staff 2 years Mfr, OD,| S/I \g}é &Aggr permanently (Council Subcommittees
AGENDAS and MINUTES Ppr present their recommendations to the full
Council); GC §34090 et seq.
Committees: Subcommittees of the Cit . . .
' Council (Ad-Hoc or Standing Committee)g - Mag, Yes: After Council Subcqmmlttees present ”“?”
Staffing Dept. CWw-011 . 2 years Mfr, OD, S/ ' recommendations to the full Council; GC
Health Committee, etc.) Ppr QC & OD §34090 et seq
AGENDAS and MINUTES '
Lead . . . Mag, . City preference; Claims must be filed in 6
(Responding) | CW-012 (CEC;(TEE‘QSPIO Ecoe”ge;izz :;;’m Citizens M'r)‘/';"a‘:;“ 2 Mfr, OD,| S/1 g‘é &Aggr months or 1 year; CCP §§338 et seq., 340
Dept. Ppr et seq., 342, GC §34090
Copies -
. . Whgn No Mag, Yes: After
Lead Dept. CW-013 Copies or duplicates of any record Mfr, OD, S/ GC §34090.7
Longer QC & OD
: Ppr
Required
Correspondence - ROUTINE
(Content relates in a SUBSTANTIVE way to
Dept. that the conduct of the public's business)
Authors ONLY IF the Content relates in a
Document (e.g. e-mail, Letters, Memorandums, Mag, Yes: After substantive way to the conduct of the
or CW-014 Administrative, Chronological, General Files, 2 years Mfr, OD, S/ QC.& ob public's business; City of San Jose v.
Receives the etc.) Ppr Superior Court (2017) 2 Cal.5th 608; GC
City's Original 834090
Document IF the Content relates in a SUBSTANTIVE way

to the conduct of the public's business
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Ver. 5.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-4

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

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

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

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

Correspondence - TRANSITORY /
PRELIMINARY DRAFTS, Interagency and Electronic and paper records are
Intraagency Memoranda NOT retained in the categorized, filed and retained based
ordinary course of business upon the CONTENT of the record.
Content NOT Substantive. or NOT made or Records where either the Content relates
] ! . in a substantive way to the conduct of
Dep. tha nformational conten for e reference the public's business, or ARE made or
Authors .retalned‘for the purpose of preserving the
Document (e.g. calendars, checklists, e-mail, social mediaj When No M informational contgnt for f“t”.re reference
. ; ) o ag, are saved by placing them in an
or CW-015  |posting, employee directories, flyers, invitations, Longer Por | : . file fold
Receives the instant messaging, inventories, logs, mailing Required P e ectron!c or paper (prolgct) 1le folder
City's Original lists, meeting room registrations, PowerPoint and rgtamed for the appllcqble
Document presentations, speaker cards, speech notes, retention period. If not mentioned here,
staff videoconference chats, notes and consult the City Attorney to determine if a
recordings, supply inventories, telephone record is considered transitory /
messages, text messages, transmittal letters, preliminary draft. GC §§34090, 7927.500;
thank yous, requests from other cities, 64 Ops. Cal. Atty. Gen. 317 (1981)); City
preliminary notices for construction projects, of San Jose v. Superior Court (2017) 2
undeliverable envelopes / returned mail, visitors Cal.5th 608
logs, voice mails, webpages, etc.)
As long as the drafts and notes are not
) . . When No Mag, . retained in the "Regular Course of
Lead Dept. CW-016 Erzzrt\ie%sli\é%t)e s: Drafts that are revised (retain Longer Mfr, OD,| S/I \((?ecs: &A(;tgr Business". Consult the City Attorney to
Required Ppr determine if a record is considered a draft.
GC 8834090, 7927.500
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Ver. 5.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-5

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

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

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

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

The Lead Department should print out
When No Mag historical documents (or save source data)
Lead Dept. CW-017 GIS Datapage / Data / Layers (both City-wide Longer Yes Mfr, OD, S/l Yes: After |prior to replacing the dgta, |f they reqwre.
and Specialized) - QC & OD |the data or output for historical purposes;
Required Ppr S
Department Preference (Preliminary
documents); GC §34090 et seq.
— . Mag . N . .
i Grant Applications funded by the City's General . Yes: After |Finance maintains payable information in
Lead Dept. CW-018 I g < years MfL;;?D' S/T 1 oc & 0D |Accounts Payable: GC §34090
Grants (UNSUCCESSFUL Applications Mag, Yes: After
Lead Dept. CW-019 PP * 2 years Mfr, OD,| S/I ' GC §34090
Correspondence) Ppr QC & OD
Grants / CDBG Administration (Community
Development Block Grant) / Reimbursable Meets auditing standards; Grants covered
Claims / FEMA Reimbursements / OES by a Consolidated Action Plan are
Reimbursements (SUCCESSFUL Reports, . required for 5 years; Uniform Admin.
) . After Funding i
other records required to pass the funding Agency Audit Mag Requirements for Grants to Local
Lead Dept. CW-020 agency's audit, if required) if required - Mfr, OD, S/l Yes: After Governmgnts is 3 years from expenditure
Minimum 5 Por QC & OD |report or final payment of grantee or
Applications (successful), grant agreement, oots P subgrantee;2 CFR 200.334; 24 CFR
copies of invoices, program rules, regulations & y 91.105(h), 92.505, 570.490, & 570.502(a),
procedures, reports to grant funding agencies, 29 CFR 97.42; OMB Circular A-110 & A-
correspondence, audit records, completion 133; GC §34090
records
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-6
Image: Destroy
Office of . - Total . Media | I=Import Paper
Record Retention No. Records Description Betention Vital? Options| M=Mir after Comments / Reference
(OFR) P S—_Scan Imaged &
~ QC'd?

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

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

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

When No Mag, Yes: After [Non-records - may be obtained from the
Lead Dept. CW-021 Newspaper Clippings / Media Clippings Longer Mfr, OD, S/ QC & OD |newspaper company: GC §34090
Required Ppr
Send any
copies to
Human CW-022 Personnel Files (Department Copies) Rgrj;tjigr?s Er?;?;aed M?:Iag,D S/ Yes: After |Originals are retained by Human
Relations Send all originals to Human Relations ; ! ’ QC & OD |Relations; GC §34090.7
upon Evaluation Ppr
Separation or
Transfer
Shred After
Incor.poratlon Notes maintained in a separate folder to
o Before Mag, Yes: After |be incorporated into performance
Lead Dept. CW-023 Personnel Files (Supervisor's Notes) Performance Annual Mfr, OD,| S/I ’ P P .
. . QC & OD |evaluation, or to document progressive
Evaluation or | Evaluation Ppr o
discipline; GC §34090 et seq.
Documented
Discipline
When No Mag. Ves: After the final rocora i wihioh the photograph s
Lead Dept. CW-024 Photographs Longer Mfr, OD, S/l ' . o . P grap
Required Ppr QC & OD |published in, if any); destroy unnecessary
photographs. GC §834090, 7927.500
Lead Dept. . . Mag, . . .
(Who Ordered CW-025 Real Estate Appraisal Reports: Property NOT 2 years Mfr, OD, S/l Yes: After |[Not accessible to the public; GC 8834090,
) purchased, Loans not funded, etc. QC & OD |7928.705
the Appraisal) Ppr
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Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-7
Image: Destroy
Office of . - Total . Media | I=Import Paper
Record Retention No. Records Description Betention Vital? Options| M=Mir after Comments / Reference
(OFR) P S—_Scan Imaged &
~ QC'd?

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

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

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

Lead Dept.

Mag,

Not accessible to the public until purchase
has been completed; meets grant auditing

(Who Ordered | CW-026 Efoa'efftafuﬁgggal'iinze"o”s: Purchased M'”'Q::g“ s Ygi:rcizge Mfr,OD,| S/I \g’é: &Aggr requirements; 2 CFR 200.334; 24 CFR
the Appraisal) perty. y Ppr 91.105(h), & 570.502(b); 29 CFR 97.42,
GC §34090
Lead Dept. ) Mag, .
(Who Recorded CW-027 Recorded Doc.uments - Real Property: Deeds, p Mfr, OD, S/ Yes: After GC §34090(a)
Easements, Rights of Way, etc. QC &OD
the Document) Ppr
Records Destruction Authorization Forms & Mag, Yes: After
Lead Dept. CW-028 Certifications (All Departments) 10 years Mflr:,);?D, S/ QCid & OD Department preference; GC 834090
Reference Materials: Policies, Procedures /
ﬁlg\;;’et?ergsdylfnss: @t/gt‘t‘a’g'\i/(l:agll;:\il:’ etc.: When No Mag, Yes: After
na CW-029 | b6 duced by OUTSIDE ORGANIZATIONS R'f’:ﬁ’g : Mf; C:D' S/t 1 oc e op |Non-Records
(League of California Cities, Chamber of q P
Commerce, etc.)
Reference Materials: Policies, Procedures / Mag
SOPs, Brochures, Flyers, Manuals, Minimum 2 i Yes: After .
Lead Dept. CW-030 Newsletters, Plans, Strategic Plans, etc.: years Mfer, Cr)D, S/ QC & OD Department preference; GC §34090
Produced by YOUR Department P
Reference Materials: Policies, Procedures / Mag
SOPs, Brochures, Flyers, Manuals, When i Yes: After .
Lead Dept. Cw-031 Newsletters, Plans, Strategic Plans, etc.: Superseded MfL’F()?D’ S/l QC & OD Copies; GC §34090.7

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

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

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

. C R Mag, . Administratively and Historically
Lead Dept. CW-032 Sepogsn?:d SSttl:J;f;(Hlstorlcally significant P Mfr, OD, S/ \g}é &Aggr significant, therefore retained
g 9 Ppr permanently; GC §34090
Mag Department preference; Information is
i Reports and Studies (other than Historically . Yes: After |outdated after 10 years; If historically
Lead Dept. CwW-033 significant reports - e.g. Annual Reports) 10 years Mir, OD, S/ QC & OD |significant, retain permanently; GC
Ppr
§34090
. . Expiration + 2 Mag, Yes: After |Department Preference; GC 834090 et
Lead Dept. CW-034 Special Event Permits Mfr, OD, S/ ’ ’
years Ppr QC & OD |seq.
Minimum 2 Mag, Yes: After | Department Preference; GC 834090 et
Lead Dept. CW-035 Special Projects / Subject Files / Issue Files Mfr, OD,| S/l ’ P '
years Ppr QC & OD |seq.
Mag, Yes: After | Department Preference; GC 834090 et
Lead Dept. CW-036 Subpoenas (appearance or duces tecum) 2 years Mfr, OD, S/ ' P ’
Ppr QC & OD |seq.
Surveys / Questionnaires (that the City issues).
If a summary of the data is compiled, the survey Mag, Yes: After
Lead Dept. CW-037 forms are considered a draft or transitory 2 years Mfr, OD, S/ QC.& oD GC 834090
record, and can be destroyed as drafts (When Ppr
No Longer Required)
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department". If you are the OFR, refer to your department retention schedule.

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

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

Lead Dept.

CWwW-038

Training Presented by City Staff - COURSE
RECORDS

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

& Tailgates)

5 years

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

Department preference; Ethics &
Harassment Prevention Training is 5
years; Calif. Labor Division is required to
keep their OSHA records 7 years;
EEOC/FLSA/ADEA (Age) requires 3 years
for promotion, demotion, transfer,
selection, or discharge; State Law
requires 4 years for personnel actions; 8
CCR 83203 et seq., 29 CFR 1602.31
1627.3(b)(ii), LC 86429(c); GC §812946,
12960, 34090, 53235.2(b); 53237.2(b); LC
§6401.9(f),
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If the record is not listed here, refer to the Retention for City-Wide Standards .

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

CITY CLERK

City Clerk

CC-001

Agenda Packets - City Council,
Redevelopment Agency, Successor
Agency, Oversight Board

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

Mag, Mftr,
oD, Ppr

S/l

Yes: After
QC & OD

Department preference (inherited packets from
2006 forward); GC 834090

City Clerk

CC-002

Agreements & Contracts, Amendments - ALL
(NON-INFRASTRUCTURE, Professional
Services Agreements, Tenant / Lease
Agreements - NOT IMAGED) Excludes
Recreation

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

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

Completion
+ 10 years

Yes: Before
Completion

Mag, Mfr,
oD, Ppr

S/l

Yes: After
QC & OD

Department Preference; Statute of Limitations
is 10 years for Errors & Omissions; 4 years for
all contracts; CCP 88337. 337.1(a), 337.15,
343; GC §34090, Contractor has retention
requirements in 48 CFR 4.703(a)
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If the record is not listed here, refer to the Retention for City-Wide Standards .

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

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

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

Department Preference; All infrastructure
contracts should be permanent for emergency
response; Statute of Limitations is 10 years for

City Clerk CC-003 P \E:e;riqp?:tfi%rne I\/Ioag, I':\,A;: S/ YQeg:&Acl;tgr Errors & Omissions; 4 years for all contracts;
Examples of Infrastructure: Architects, ' CCP §8337. 337.1(a), 337.15, 343; GC
Buildings, bridges, covenants, development, 834090, Contractor has retention requirements
environmental, Joint Powers, MOUSs, park in 48 CFR 4.703(a)
improvements, property & property restrictions,
redevelopment, reservoirs, sewers, sidewalks,
street & alley improvements, settlement,
subdivisions, utilities, water, etc.
. Board & Commission / Committee Applications Mag, Mfr, Yes: After
City Clerk cC-004 (All, whether appointed or not) 2yeas oD, Ppr S/ QC & OD GC §34090
. Board & Commission / Committee Maddy Act Mag, Mfr, Yes: After
City Clerk CC-005 Lists / Vacancy Notices 2 years oD, Ppr S/ QC & 0D GC §34090
. . . . Mag, Mfr, Yes: After ]
City Clerk CC-006 City Articles of Incorporation P oD, Ppr S/l QC & OD Department preference; GC §34090
Copies -
Risk . When No Mag, Mftr, Yes: After |Risk Management handles Claim Files; GC
Manage. Cc-007  |Claim Forms Longer oD, Ppr S/ QC & OD |§34090
Required
Economic Interest Filings (FPPC 700 Series
Forms - Statement of Economic Interests): . o -
. Mag, Mfr, Yes: After |City maintains original statements; GC
City Clerk CC-008 DESIGNATED EMPLOYEES & 7 years oD, Ppr S/l ac §81009(€)&(q)

CONSULTANTS (specified in the City's
Conflict of Interest code)
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If the record is not listed here, refer to the Retention for City-Wide Standards .

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

Economic Interest Filings (FPPC 700 Series
Forms - Statement of Economic Interests). Standard municipal government practice; Cit
. PUBLIC OFFICIALS (elected & not elected. Mag, Mfr, Yes: After |>randa \cipal government p Yy
City Clerk CC-009 . . . 7 years S/ maintains copies only; original statements are
Includes City Council Members, Planning oD, Ppr QC filed with FPPC; GC §81009()&(q)
Commission Members, City Manager, City ' 9
Treasurer & City Attorney)
. Economic Interest Filings (FPPC Form 635 / Mag, Mfr, Yes: After
City Clerk CC-010 602) - Lobbyist Authorization / Reporting 5 years oD, Ppr S/l ac 2 CCR 18615(f), GC §34090
City Clerk CC-011 FPPC Form 801 (Gift to Agency Report) 7 years I\/Ioag, I':\,A;: S/ Yes:QCAfter Must post on website; GC §81009(e)
. i FPPC Form 802 (Event Ticket / Pass Mag, Mftr, Yes: After |Should post on website for 4 years; GC
City Clerk cc-o12 Distributions Agency Report) 7 years OD, Ppr S/ QC §81009(e)
CityClerk | CC-013 |FPPC Form 803 (Behested Payment Report) | 7 years ngag, g’g: S/l YeséCAfter GC §81009(e)
. i FPPC Form 806 (Agency Report of Public Mag, Mfr, Yes: After |Must post on website; 2 CCR 18702.5(b)(3);
City Clerk CC-014 | 5tficial Appointments) { years op, ppr| S/ QC  |GC §34090; GC §81009(e)
CITY CLERK ELECTIONS (CONSOLIDATED)
Campaign Filings (FPPC 400 Series Forms & .
City Clerk CC-015 |Form501); UNSUCCESSFUL 5 years ngag, g"f:' S/1 Yesééfter GC §81009(b)&(g)
CANDIDATES 7P
Campaign Filings (FPPC 400 Series Forms & )
City Clerk | CC-016 |Form501): SUCCESSFUL CANDIDATES P Mag, MIT, gy | Yest ARter leg1000(b)a(g)
N OD, Ppr QC
(Elected Officials)
. Campaign Filings (FPPC 400 Series Forms): Mag, Mr, Yes: After
City Clerk CC-017 |THOSE NOT REQUIRED TO FILE ORIGINAL § 4 years op por | S ac GC §81009(f&(g)
WITH CITY CLERK (copies) 7P
Campaign Filings (FPPC 400 Series Forms): )
CityClerk | CC-018 |OTHER COMMITTEES (PACS - not candidate] 7 years Mag, Mir,| /) | Yes: ATter |- e51000(c)&(q)
controlled) OD, Ppr QC
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S=Scan Qcd?

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

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

Department Preference; CA law states term of

Candidate File: Nomination Papers, Candidatej] Term of Mag. M Yes: Aft i d4 fter th irati £
City Clerk CC-019 Statement Forms, Ballot Designation Forms, Office + 4 9. MIr, S/l €s. Aller joflice and 4 years after Ine expiration ot term
etc. - SUCCESSFUL CANDIDATES years oD, Ppr QC & OD |and does not delln_eate between unsuccessful
& successful candidates; EC 817100
Candidate File: Nomination Papers, Candidate . Department Preference; CA 'aV.V states term of
. . ; Election + 4 Mag, Mfr, Yes: After |office and 4 years after the expiration of term
City Clerk CC-020 Statement Forms, Ballot Designation Forms, S/ :
etc. - UNSUCCESSFUL CANDIDATES years oD, Ppr QC & OD |and does not delln.eate between unsuccessful
& successful candidates; EC §17100
Elections - GENERAL, WORKING or
ADMINISTRATION Files (Correspondence,
Applications to fill a Vacancy on the City
. Council, Planning Commission, Precinct Maps,] Minimum 2 Mag, Mftr, Yes: After
City Clerk cc-021 County Election Services, Candidate years OD, Ppr S/ QC & OD GC 534090
Statements to be printed in the Sample Ballot,
Polling Locations and Precinct Board
Members, Notices, Postings, etc.)
Elections - HISTORICAL Files (Copies of Mag, Mir Yes: After
City Clerk CC-022 Sample Ballot, Copy of Resolution Declaring P "o ST ' Department preference; GC §34090
oD, Ppr QC & OD
Results, etc.)
Final Not accessible to the public; The 8 month
Elections - Petitions (Initiative, Recall or Examination retention applies after election results, or final
City Clerk CC-023 Referendum) - IF |NSUFF|CIéNT + 1 year Ppr examination if no election, unless there is a
after petition legal or FPPC proceeding. EC §817200(b)(3),
examination 17400
Not accessible to the public; The 8 month
. - N retention applies after election results, or final
City Clerk CC-024 E;Ztigzzl;rsf fltlllg r;sJLr;:gg:\ej,TRecall or R?g:fh; 8 Ppr examination if no election, unless there is a

legal or FPPC proceeding. EC §817200(b)(3),
17400
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If the record is not listed here, refer to the Retention for City-Wide Standards .

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

HOLDS: Litigation, complaints, claims,

(End of Elections Section)

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

Historical Records, Photographs, & Historical

City Clerk determines historical significance;
records can address a variety of subjects and

City Clerk CC-025 Projects (e_.g. Cle Anniversaries, - P Mag, Mir, S/lI ves: After media. Some media (e.g. audio and video
Incorporation, City Seal, Awards of significant OD, Ppr QC & OD o -,
historical interest, Grand Openings, etc.) tape) may be limited because of the media's

' T life expectancy; GC 834090
The department managing the project ensures
Insurance Certificates - Those that cannot be all Insurance Certificates are up-to-date, then
. matched to a specific agreement or contract, Yes: Before |Mag, Mfr, Yes: After |forwards them to the City Clerk. Longest

City Clerk cc-026 and MAY have a current agreement / contract 11 years Completion | OD, Ppr S/ QC & OD |Statute of Limitations is 10 years; Conforms

with the City with Agreement Retention (usually filed with
agreement); CCP 8337 et seq.; GC §34090

Insurance Certificates - Those that cannot be

matched to a specific agreement or contract When No Mag, Mfr Yes: After

City Clerk ce-027 and DOES NOT have a current agreement / Longer OD, Ppr S/ QC & OD Not a City record
. . Required
contract with the City
. i Legislative Advocacies, Support or Opposition § Minimum 2 Mag, Mfr, Yes: After .

City Clerk cc-028 to proposed Federal or State Legislation years oD, Ppr S/ QC & OD Department preference; GC §34090
Minutes: City Council, Redevelopment )

City Clerk CC-029 Agency, Successor Agency, Oversight P l\gag, ;\)/If: S/l \gaé.&A(f)tgr GC 8§34090(e)

Board, and All Boards and Commissions P
. . Mag, Mfr, Yes: After
City Clerk CC-030 Ordinances P oD, Ppr S/ QC & 0D GC §34090(e)
Petitions (submitted to Council on any subject |
. i} Dog Parks, Parking, Traffic Calming, etc.) Mag, Mfr, Yes: After . . .

City Clerk CC-031 See Elections for Initiative, Recall or 1 year oD, Ppr S/ QC & OD Law requires 1 year for petitions; GC 850115
Referendum Petitions
Potential Litigation Form (Accident / Incident

. Mag, Mfr, Yes: After
City Clerk CC-032 Reports) - MEMBERS OF THE PUBLIC 2 years oD, Ppr S/l QC & OD GC 834090

Employees are sent to Human Resources
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If the record is not listed here, refer to the Retention for City-Wide Standards .

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

Proclamations & Certificates Received by the
City

Mag, Mfr,

Yes: After

City Clerk cC-033 (those issued by the City are part of an 2 years oD, Ppr S/ QC & OD GC 834090
Agenda Packet)
Prop. 218 (Property-based fees) - Notice )
City Clerk CC-034 Mailing List, Protest Letters / Ballots, 2 years Mag, Mir, S/l Yes: After GC 853753(e)(2); 53755(d)
. OD, Ppr QC & OD
Tabulation
. Public Records Requests / Subpoenas Duces Mag, Mftr, Yes: After
City Clerk CC-035 Tecum 2 years oD, Ppr S/l QC & OD GC §34090
f;g“?n\ggirrlfs Recorded Documents / Real Property: Deeds, Mag. Mir Yes: After
g 9 CC-041 Easements, Right of Ways, Abandonments / P g, VI, S/lI ' GC §34090(a)
OR . ; . OD, Ppr QC & OD
. Vacation, Liens / Lien Releases
City Clerk
Department preference; Audio Required for 30
City Clerk CC-036 Reco_rdmgs: Audio or Video of City Council Minimum 4 Mag days;' GC §54953.§(b); video reco'rdlngs of
Meetings years meetings are required for 90 days; GC
§34090.7
Redistricting Web Page / Council District
City Clerk CC-036.5 |Boundary Web Page (Map, Redistricting 10 years Mag, Ppr EC 8§21160(i), GC 834090
Process, Agendas, Calendars, Notice, etc.)
. Resolutions: City Council, Redevelopment Mag, Mftr, Yes: After
City Clerk ce-0s7 Agency, Successor Agency, Oversight Board, i oD, Ppr S/ QC & OD GC §34090(e)
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If the record is not listed here, refer to the Retention for City-Wide Standards .

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

CITY MANAGER

Appeals / Hearing Officer Decisions Mag, Yes:
City Manager CM-001 (Administrative Hearings, Animal Control, 2 years Mfr, OD, S/lI After QC |GC §34090
Cannabis, etc.) Ppr & OD
Mag, Yes:
City Manager CM-002 City Manager Update Reports 2 years Mfr, OD, S/l After QC |GC 834090
Ppr & OD
. Project Files / Subject Files (Subjectwill | Minimum 2 Mag, ves:
City Manager CM-003 . Mfr, OD, S/ After QC |Department Preference; GC 834090 et seq.
change over time) years
Ppr & OD
| when No Mag. Yes:
Finance CM-004 Travel Records / Expense Reports Longer Mfr, OD, S/ After QC |GC §34090.7
i Ppr & OD
Required
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

BUILDING & SAFETY

Indefinite Mag, Yes: After|Department Preference - Data is
Lead Dept. DSD-001 |_Permit Database (Tyler Enterprise ERP) (Perm) Yes (all) Mfer,pC:D, S/ QC & OD |interrelated; GC §34090, H&S §19850
Develop. When No Mag, Yes: After Preliminary drafts not retained in the
Services / DSD-002 | Activity Reports / Building Permit Activity Reports Longer Mfr, OD, S/l QC.& oD ordinary course of business (Reports can
Building & Safety Required Ppr be re-run from the database); GC 834090
Develop. Address Files / Building Permit Applications Ubon Mag, Yes: After Preliminary drafts; Content does not relate
Services / DSD-003  |Never Issued (Applicant Notified Ready for Ex ieation Yes (all) | Mfr, OD, S/l QC.& oD in a substantive way to the conduct of the
Building & Safety Issuance and never followed through) 0 Ppr public's business; GC §34090,
Develop. Mag, Yes: After
Services / DSD-004 |Address Files / Building Permits P Yes (all) | Mfr, OD, S/l ' GC 834090, H&S 819850
. QC & OD
Building & Safety Ppr
Building Code Enforcement / Abatement Case
Develop Files (Includes Citations, Notice of Violations, Mag
Services / DSD-005 Photos, and Code Enforcement Complaint Letters)j Minimum 2 § Yes: U_ntlI Mfr, OD. S/l Yes: After Department preference: GC §34090
Building & Safety years Resolution Ppr QC & OD
Planning & Police Department has other Code
Enforcement records
Develo Building Plans - Finalled - INDUSTRIAL, Ma Law requires for the life of the building for
elop. COMMERCIAL, MULTI-FAMILY DWELLINGS, g Yes: After|commercial and common interest
Services / DSD-006 P Yes (all) | Mfr, OD, S/l . .
Building & Safety PLACES OF PUBLIC ACCOMMODATION, Ppr QC & OD |dwellings only; CBC 104.7 & 107.5,
TENANT IMPROVEMENTS H&S§19850, GC 834090
Develop. Upon Mag. Ves: Afer ot retained n the arcinary course of
.S.erwces/ DSD-007 Building Plans - Cancelled or Withdrawn Caqcellatlon Mfr, OD, S/l QC & OD |business: CBC §104.7: H&S§19850, GC
Building & Safety or withdrawal Ppr

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

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Devglop. Building Plans - Expired, construction started Mag, Yes: After|Department preference; CBC §104.7;
Services / DSD-008 K P Mfr, OD, S/l OC & OD |H&S§19850, GC §34090

Building & Safety (or unknown) Ppr '

Develop. Building Plans - Expired, never started Upan Mag, Yes: After|Department preference; CBC §104.7;
Services / DSD-009 t 9 i P ' Cancellation Mfr, OD, S/l QC.& oD H&%§19850pGC §3409’0 o
Building & Safety construction. or withdrawal Ppr '
State law requires plans need not be filed
for dwellings less than 2 stories, garages
Develop. - . Finalled + Mag, & appurtenances, farms/ranches, 1-story
. Building Plans - Finalled - SINGLE FAMILY Yes: After| . .
DSD-011 1 Y Il Mf D | h ls | han 25'; CB
_S_erwces/ SD-0 RESIDENTIAL - SER and APPURTENANCES 80 days es (all) r, OD, S/ QC & OD witl _bearlng walls less than 5,.C C .
Building & Safety P Ppr requires 180 days from completion date;
CBC 104.7 & 107.5, H&S819850, GC
§34090
Develop Minimiim Mag
Services / DSD-012 California Building Codes / Uniform Building Whlle . Mfr, OD, S/l Yes: After GC §50022.6
. Codes Ordinance is QC & OD
Building & Safety - Ppr
in Force
Develop. Mag, Yes: After
Services / DSD-013 |Certificate of Occupancy (CofO) P Yes (all) | Mfr, OD, S/l ' Department Preference; GC §34090
- QC & OD

Building & Safety Ppr
Develop. Copyright Release Forms / Requests & Mag, Yes: After
Services / DSD-014 |Permissions to Receive Copies of Plans (to and 2 years Mfr, OD, S/l QC.& oD GC 834090

Building & Safety from Architects) Ppr
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Ver. 10.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES
(Building, Housing, Planning)
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Destroy
Image: Paper
Office of Record Retention No. Records Description Totgl Vital? Mgdla I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr
S=Scan Imaged &
QC'd?

If the record is not

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

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

HOLDS: Litigation,

complaints, clai

ms, public records act requests, audits and/or investigations suseend normal re

tention periods (retention resumes after settlement or completion).

Develop. Mitimum Mag, Yes: After|Department Preference (Prelimina
Services / DSD-015 |Correction Notices - Building When Permit Mfr, OD, S/l QC.& oD Drapfts)' GC §34090 Y
Building & Safety is Finalled Ppr '
Develop. Energy Calculations - INDUSTRIAL, Mag, Yes: After
Services / DSD-016 COMMERCIAL, MULTI-FAMILY DWELLINGS, P Mfr, OD, S/l QC.& oD Department Preference; GC §34090
Building & Safety PLACES OF PUBLIC ACCOMMODATION Ppr
Develop. . Minimum Mag, ) Department Preference (Preliminary
Services / DSD-017 Erlfsr?[))/Ecl\la'll'(I:::?u?FSR SINdGALPEPZng:;_hT ANCES When Permit Mfr, OD, S/l Eeé &Acf)tgr Drafts / Content Not Substantive); GC
Building & Safety ) an is Finalled Ppr §34090
Geotechnical and Soils Reports / Structural
Develop. Reports — INDUSTRIAL, COMMERCIAL, MULTI- Mag, Yes: After
Buni;r;n;eééfety DSD-018 FAMILY DWELLINGS, PLACES OF PUBLIC P Mfer,;?D, S/l QC & OD Department Preference; GC §34090
ACCOMMODATION
Develop. Geotechnical and Soils Reports / Structural Minimum Mag, Yes: After
Services / DSD-018.5 |Reports — SINGLE FAMILY RESIDENTIAL — SFR fWhen Permit Mfr, OD, S/l QC.& oD Department Preference; GC §34090
Building & Safety AND APPURTENANCES is Finalled Ppr
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Ver. 10.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES

(Building, Housing, Planning)

Page DSD-4

Destroy
Image: Paper
Office of Record Retention No. Records Description Totgl Vital? Mgdla I=Import after Comments / Reference
(OFR) Retention Options | M=Mfr
S=Scan Imaged &
QC'd?

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

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Develop. Minimum Mag, ) -
Services / DSD-019 | Plan Check Comments When Permit Mfr,OD,| S/ \((?eé gl Bfar’ff‘;;meegt Eraterence (Prefiminary

Building & Safety is Finalled Ppr '

Develop. Minimum Mag, ) -

Services / DSD-020 |Stop Work Notices When Permit Mfr, OD, S/l \((?eé.&Ag)tgr Bf;f?sr)tlmc‘egtgjgggnce (Preliminary
Building & Safety is Finalled Ppr '

Develop. Structural Calculations - INDUSTRIAL, Mag, Yes: After

Services / DSD-021 |COMMERCIAL, MULTI-FAMILY DWELLINGS, P Mfr, OD, S/l QC.& oD Department Preference; GC §34090

Building & Safety PLACES OF PUBLIC ACCOMMODATION Ppr
Develop. . Minimum Mag, Department Preference (Preliminary

. Structural Calculations - SINGLE FAMILY . Yes: After :
Services / DSD-022 When Permit Mfr, OD, S/ Drafts / Content Not Substantive); GC

Building & Safety RESIDENTIAL - SFR and APPURTENANCES < Enalled Ppr QC & OD §34090

HOUSING

Develop. Housing Applications Cancelled, Ineligible or Mag, Yes: After
Services / DSD-023 |Rejected (First Time Home Buyers, Rehabilitation, 5 years Mfr, OD, S/l QC.& oD Department preference; GC 834090
Housing HOME, etc.) Ppr
Develop. . . . . Mag, . . . .

. Housing Plans: Consolidated Plans and Annual Expiration + 5 Yes: After|Required for 5 years; 24 CFR 91.105(h);
Services / DSD-024 - Mfr, OD, S/lI

: Action Plans years QC & OD |GC 834090

Housing Ppr
Develop. . N Mag, . HUD requires most recent 5 years; 24
Services / DSD-025 :232:29 E:g%r;r:s - Monitoring of Affordable 5 years Mfr,OD,| S/I geé &Aggr CFR 92.508 et seq. & 570.502;, 29 CFR
Housing g Froj Ppr 97.42, GC §34090
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Destroy
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If the record is not

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

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

HOLDS: Litigation,

complaints, clai

ms, public records act requests, audits and/or investigations suseend normal re

Develop.

End of City's

tention periods (retention resumes after settlement or completion).

Mag,

HUD requires 5 years; Uniform Admin.
Requirements for Grants to Local

Services / DSD-026 Hogsmg Prqgrams - Tenant Files and Payments Tenant+ 5 Mfr, OD, S/l Yeé.&ACf)tgr Governments is 3 years from expenditure
Housing while the City Owns the Property years Ppr Q report; 24 CFR 92.508(a)(c)(2) & 570.502,
29 CFR 97.42, GC 834090
Housing Programs: Affordable Housing Projects,
First time Home Buyers, HOME, Rehabilitation,
CDBG-funded Housing Projects, CalHome, etc. HUD requires 5 years after the agreement
terminates; Consistent with Consolidated
Develop. May include inclusionary housing agreements, Mag, . Plan Requirements; Required for 3-4
. : Loan Pay-off Yes: After .
Services / DSD-027 regulatory agreements, promissory notes, deeds £ & vears Mfr, OD, S/ QC & OD years from expenditure or performance
Housing of trust, resale restrictions, rights of first refusal y Ppr report; 2 CFR 200.334; 24 CFR
and options to purchase, etc. 92.508(a)&(c) & 570.502, 982.158,
884.214; 29 CFR 97.42, GC 834090
WITHOUT a Recapture / Resale Restriction
Housing Programs: Affordable Housing Projects,
First time Home Buyers, HOME, Rehabilitation, 5 yea;]s aner HUD requires 5 years after the project
CDBG-funded Housing Projects, CalHome etc. Affortd:bility completion; documents imposing
. recapture / resale restrictions are 5 years
. . . . Period . . .
Develop. May include inclusionary housing agreements, Terminates Mag, Yes: After after the affordability period terminates;
Services / DSD-028 |regulatory agreements, promissory notes, deeds ! Mfr, OD, S/l ' Uniform Admin. Requirements for Grants
) - . ) or the Written QC & OD .
Housing of trust, resale restrictions, rights of first refusal Anresmont Ppr to Local Governments is 3 years from
and options to purchase, etc. Te?rminates expenditure report; 2 CFR 200.334; 24
Whichever i’s CFR 92.508(a)&(c) & 570.502, 982.158,
WITH a Recapture / Resale Restriction Longer 884.214; 29 CFR 97.42, GC 834090
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RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES
(Building, Housing, Planning)
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Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims,

PLANNING

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

Lead Dept.

DSD-029

_Permit Database (Tyler Enterprise ERP)

Indefinite
(Perm)

Yes (all)

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

Department Preference - Data is
interrelated; GC 834090, H&S §19850

Develop.
Services /
Planning

DSD-030

Planning Projects - Discretionary & Ministerial
Approved Permanent Entitlements & Permits

(Includes Associated CEQA Noticing,
Conditions of Approval, Environmental
Determinations, Staff Reports, Plans, Soils
Reports, Uniform Development Application,
etc.)

Examples:

Cannabis

Conditional Use Permits (CUPSs)
Density Bonus

Development Permit

General Plan / General Plan Amendments
Rezones

Specific Plan

Tentative Subdivision Maps
Variance

Zoning Clearance

Zoning Ordinance / Updates

Yes

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

Department preference; Final
environmental determinations are
required to be kept a "reasonable period
of time"; 14 CCR 815095(c); GC §34090,
34090.7

Develop.
Services /
Planning

DSD-031

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

Mag,
Mfr, OD,
Ppr

Yes: After
QC & OD

Department Preference; GC §34090
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Destroy
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If the record is not

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

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

HOLDS: Litigation,

complaints, clai

ms, public records act requests, audits and/or investigations suseend normal re

tention periods (retention resumes after settlement or completion).

Develop. . . o Mag, .
Services / DSD-032 Annexations / Boundaries / Consolidations / P Mfr, OD, S/l ves: After Department preference; GC 834090
. LAFCO QC & OD
Planning Ppr
Wihen No Mag, Yes: After
Census Bureau DSD-033 |Census, Demographics Longer Mfr, OD, S/l QC.& oD (Non-Records - Census Bureau is OFR)
Required Ppr
Not all internal communications and notes
Environmental Determinations: Environmental a"i requ.l(;ed. to_bﬁts_a:/e:ir; "E_m.allf th?;do
Impact Reports (EIRs), Negative Declarations, . no proY| € Insightin O. € pro!ec orthe
S Project agency’s CEQA compliance with respect
Develop. etc.) / CEQA - Where Planning is the Lead Mag, ) . o
. Approval or Yes: After|to the project — are not within the scope
Services / DSD-034 . Mfr, OD, S/l . L
. . Denial QC & OD |of section 21167.6, subdivision (e) and
Planning Correspondence and staff notes that provide Ppr : "
insiaht into th iect or th 's CEQA + 2 years need not be retained." Golden Door
Insig i into ?tr{])FOJeC otrt ?hagen(_:yst Properties, LLC v. Superior Court of San
compliance with respect fo the projec Diego County (2020) 53 Cal.App.5th 733;
PRC 21167,6; GC §34090
Environmental Determinations: Environmental Usually filed in th ect file: Final
Develop. Impact Reports (EIRs), Negative Declarations, Mag, Yes: After er?\l/Ji?Oer:c:nt;T de(tae?rrr?ijr?actiolnes’ arlga
Services / DSD-035 |Notice of Exemption (NOE), etc.) / CEQA P Mfr, OD, S/I ' . N .
Planning Inside City boundaries - Where Planning is the Ppr QC & OD |required to be kept a "reasonable period
Lead of time"; 14 CCR §15095(c); GC §34090
Develop. General Plan, Elements and Amendments / Mag, Yes: After
Services / DSD-036 Master Plans, Specific Plans, Land Use Plans and P Mfr, OD, S/ ' Department preference; GC §34090
; . ; QC & OD
Planning Amendments; General Plan Interpretations Ppr
Develop. Mag, Yes: After
Services / DSD-037  |Historical Designations / Historical Landmarks P Mfr, OD, S/l QC.& oD Department preference; GC §34090
Planning Ppr

TURLOCK, CA. ©1995-2023 Gladwell Governmental Services, Inc. - all rights reserved

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

Adopted: 4/18/2025
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RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES
(Building, Housing, Planning)
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Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suseend normal retention periods (retention resumes after settlement or completion).
Develop. When No Mag, . - . .
Services / DSD-038 |Materials Boards Longer Mfr, OD, S/l ves: After Pre.||m|nary drafts not r.etamzled in the

) . QC & OD |ordinary course of business; GC §34090
Planning Required Ppr

Planning Code Enforcement / Abatement Case
Develop Files (Includes Citations, Notice of Violations, Minimum 2 Mag
Services / DSD-039 Photos, and Code Enforcement Complaint Letters) ygars.Aftt_ar Yes: U!’]tll Mfr, OD, s/l Yes: After Department preference: GC §34090
Plannin Violation is [ Resolution Por QC & OD
9 Building & Police Department has other Code Resolved P
Enforcement records

Devv_elop. Planning Commission - AGENDAS & STAFF Mag, Yes: After|Department Preference; GC 834090 et
Services / DSD-040 P Mfr, OD, S/l

. REPORTS QC & OD |seq.
Planning Ppr
Develop. Mag, Yes: After
Services / DSD-041 Planning Commission - MINUTES P Mfr, OD, S/l ’ GC 834090(a)

) QC & OD
Planning Ppr
Develop. Minimum 2 Department preference; Video recordings
Services / DSD-042 |Planning Commission - VIDEO RECORDINGS Mag of meetings are required for 90 days; GC

) years
Planning 834090.7
Develop. L Mag, . - . .
Services / DSD-043 |Pre-Development Meetings & Notes Minimiim 2 Mfr, OD, S/l ves: After Pre.||m|nary drafts not r.etam?d in the

. years QC & OD |ordinary course of business; GC §34090
Planning Ppr
Devglop. Temporary Pgrmlts (Approved & Unapprovgd) Expiration + 2 Ye_s: Mag, Yes: After .
Services / DSD-044 Banner Permits, Christmas Tree Lots, Parking Lot During Mfr, OD, S/ Department preference; GC §34090

. . years QC & OD
Planning Sale Permits, etc. Event Ppr
Develop. Mag, Yes: After
Services / DSD-045 |Zoning Clearance Forms P Yes (all) | Mfr, OD, S/l ' Department Preference; GC §34090
Planning Ppr QC &0D
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Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Develop. Mag, Yes: After

Services / DSD-046 |Zoning Maps (Historically Significant) P Yes (all) | Mfr, OD, S/l ' Department Preference; GC §34090
) QC & OD

Planning Ppr

Develop. Mag, ) Lo

Services / DSD-047 |Zoning Ordinance Amendments / Zone Changes P Yes Mfr, OD, S/l Yes: After/Department Preference (copies); GC
) QC & OD |§34090.7

Planning Ppr

Develop. . Mag, .

Services / DSD-048 |Zoning Verification Letters Minimiim 2 Yes (all) | Mfr, OD, S/l ves: After Department Preference; GC 834090

Planning years Ppr QC & OD
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Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards .

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

COMMUNICATIONS

. L . . Mag, Yes: |Department Preference; The Customer (Lead
Lead Dept. ECON-001 ggipsﬂﬁi‘;@s & Completed Graphic Mmlg::;n 2 Mfr, OD, S/lI After QC |Department) is responsible for retaining the final
9 ) y Ppr & OD |record for it's retention period; GC 834090
City Publications & Completed Graphic Mag, Yes: |Department Preference; The Customer (Lead
Lead Dept. ECON-002 |Design Projects - WITH SIGNIFICANT P Mfr, OD, S/lI After QC |Department) is responsible for retaining the final
HISTORICAL VALUE Ppr & OD |record for it's retention period; GC §34090
When No Mag, Yes: |Preliminary Drafts (retention is placed on the final
Lead Dept. ECON-003 |Graphics Longer Mfr, OD, S/ After QC |record in which the graphic is published in, if
Required Ppr & OD |any); GC 834090
When No Mag, Yes: .
Lead Dept. ECON-004 |Newspaper Clippings / Media Clippings Longer Mfr, OD, S/ After QC Eé)vr\ll-sre;:o;(:i(-)r::agnbggl():taégzgggom the
Required Ppr & OD pap pany;
when o e ey e selores
Lead Dept. | ECON-005 |Photographs Longer Mfr,OD,| S/1 | After QC , photograph 1S p ’
Required Ppr & OD any); destroy unnecessary photographs. GC
834090
Econ. . . Mag, Yes:
Develop./ | ECON-006 |~'eSS Releases (excludes Police and Fire, § o Mfr,OD,| S/1 | After QC |GC §34090
. which can issue their own)
Communic. Ppr & OD
ECONOMIC DEVELOPMENT
Econ Economic Development Projects (Records Minimiui 2 Mag, Yes:
’ ECON-007 |related to Business Recruitment or Mfr, OD, S/ After QC |Department preference; GC §34090
Develop. . years
Retention) Ppr & OD
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. Image: Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

FINANCE / ADMINISTRATION

Data Fields / Records are interrelated;

Finance / _Financial Services Database / ERP Database Iri(iefinite . Mag, Mfr, Yes: After Purch.a5|iig Records are a 10.y.ear
- FIN-001 . Minimum 10 Yes S/l retention; 5 years meets municipal
Lead Div. (Tyler Enterprise ERP) oD, Ppr QC & OD o .
years government auditing standards; GC
834090
Finance / FIN-002 Audit Reports / Annual Consolidated Financial P Mag, Mfr, s/l Yes: After |Department Preference; GC §34090 et
Admin. Report (ACFR) and related Audit Opinions OD, Ppr QC & OD |seq.
Drafts -
Finance / . When No Mag, Mfr, Yes: After - )
Admin. FIN-003 Audit Work Papers Longer oD, Ppr S/ QC & OD Preliminary drafts; GC §34090
Required
Finance / Audits - Single Audits / Transportation Audits / Mag, Mftr, Yes: After Depgr_tment Preference (m_e_ets
Admin FIN-004 PERS Audit. etc 5 years oD, Ppr S/ QC & OD municipal government auditing
) T ' standards); GC §34090
Bonds & Bond Sales / Official Statements / D_ep_art_ment Preference; Statute of
. " L Limitations for bonds, mortgages, trust
Transcripts / Certificates of Participations . .
- deeds, notes or debentures is 6 years;
(COPs) / General Obligation Bonds / Revenue Full Bonds issued by local governments are
Finance / Bonds / Assessment District Bonds / CFD y Yes: Until |Mag, Mfr, Yes: After ) y 9 .
. FIN-005 L - Defeased + . S/l 10 years; There are specific
Admin. Bonds - Includes Continuing Disclosure Maturity | OD, Ppr QC & OD . .
Reports 10 years requirements for disposal of unused
P bonds; CCP 88336 et seq. 337.5(a);
See Bank Statements for statement retention. iSqCFR 1.6001-1(e): GC 843900 et
. Yes: . .
Financ_:e/ FIN-006 Budgets - Adopted / Final P Current Mag, Mftr, S/l Yes: After |Department Preference; GC 834090 et
Admin. . oD, Ppr QC &OD |seq.
Fiscal Year
Drafts - Yes:
Finance / - When No ! Mag, Mftr, Yes: After - )
Admin. FIN-007 Budgets - Preliminary, Backup Documents Longer _Current oD, Ppr S/ QC & OD Preliminary drafts; GC §34090
; Fiscal Year
Required
Finance / FIN-008 Measure A & Measure L Citizen's Oversight P Mag, Mftr, S/l Yes: After |Department Preference; GC 834090 et
Admin. Committee - AGENDAS & STAFF REPORTS oD, Ppr QC &OD |seq.

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

Adopted: 2/25/2025
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. Image: Destroy
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If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

30 days, or
After
. o . Minutes :
Finance / FIN-009 Measure A & Measure L Citizen's Oversight have boen Mag Department preference; Audio
Admin. Committee - AUDIO RECORDINGS Approved, Required for 30 days; GC §54953.5(b)
whichever is
Longer.
Finance / Measure A & Measure L Citizen's Oversight Mag, Mfr, Yes: After
Admin. FIN-010 Committee - MINUTES F oD, Ppr S/ QC & OD GC §34090(2)
Finance / FIN-011 Measure A & Measure L Citizen's Oversight Minimum 2 Mag rDei%?(;tirr?;sn:)?:ﬁfeeert?:g:la\r/elzdricc)iuired for
Admin. Committee - VIDEO RECORDINGS years 90 days: GC §34090.7
BUSINESS LICENSE
Data Fields / Records are interrelated;
Finance / Indefinite - . Purchasing Records are a 10 year
. . . . Mag, Mfr, Yes: After o .
Business FIN-012 _Business License Database Minimum 10 Yes S/ retention; 5 years meets municipal
. OD, Ppr QC & OD e .
License years government auditing standards; GC
§34090
Finance / . . S . . .
BUSINEsS FIN-013 Business License Applications, Registrations 5 years Mag, Mfr, S/ Yes: After |Department preference; Meets auditing
License and Renewals (ALL) OD, Ppr QC & OD |standards; GC 834090 et seq.
FINANCE / GENERAL ACCOUNTING
Department Preference; IRS: 4 years
Finance / o afte_r_tax is due or paid (ionger for
General FIN-014 1099's, 1096's, DE542 (California Report of 5 years Mag, Mfr, S/ Yes: After |auditing & contractor delinquency); Ca.
Accounting Independent Contractors) oD, Ppr QC & OD |FTB: 3years; IRS Reg 831.6001-
1(e)(2), R&T 819530, GC §34090; 29
USC 436
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Finance /

Accounts Payable / Invoices and Backup

Department Preference to pass grant

General FIN-015 (Includes Invoices, Travel Expense 5 years Ye“;:ailém” I\/Ioag, g/lf: S/l \gecs::&Aggr audits (meets municipal government
Accounting Reimbursements, Warrant Request, Sales and P auditing standards); GC §34090
Use Tax Returns, etc.)
Accounts Receivable / Revenue / Our Invoices
to Outside Entities: Insurance Companies, Department Preference; (meets
Finance / FIN-016 Franchise Fees, DUI Billing, Transient & voars Yes: Until |Mag, Mfr, s/l Yes: After murr)iici al government a{uditin
Admin. Occupancy Tax (TOT), Auctions of Surplus y Paid OD, Ppr QC & OD P g 9
] . standards); GC §34090
Property, Credit Card Payment Receipts,
Tenant Billing / Rent, etc.
Bank Statements and Trustee Statements,
Finance / Fiscal Agent Statements, Trustee Statements, Mag, Mfr, Yes: After |Department preference: GC §§34090,
General FIN-017 Investment Account Statements, Pars 5 years OD. Por S/ QC&OD |26 CFR 31.6001-1
Accounting Statements, Bank Reconciliations, Wire 7P ’
Transfers
Finance / When No . .
i . . Mag, Mfr, Yes: After |Financial system can re-create reports
Generz_:ll FIN-018 Checks / Warrant Register Report (issued) Longer oD, Ppr S/l QC&OD |accurately: GC §34090
Accounting Required
Finance / .
General FIN-019 Checks / Warrants (Cashed or Returned / E years Mag, Mfr, S/l Yes: After |Department Preference; Meets auditing
- NSF) y oD, Ppr QC & OD |standards; GC §34090
Accounting
Public
St\e/\r/\ztr:kess/ FIN-020 Daily Cash Summaries, Bank Deposits, Bank & yoare Mag, Mftr, S/l Yes: After |Department preference; GC §834090,
Utility Transmittal Advice, Cashier's Reports y oD, Ppr QC &OD |26 CFR 31.6001-1
Billing
Department preference; All tangible
. . property held by government agencies
Finance / Escheat (Unclaimed money / uncashed Mag, Mftr, Yes: After |escheats after 3 years; Statute of
General FIN-021 checks) 5 years S/ S : .
- oD, Ppr QC & OD |Limitations is 1 year for seized
Accounting

property; CCP §8340(d), 1519; GC
834090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Zr]e?iI:eCrZI/ FIN-022 Fixed Assets - Annual Listing (Source 5 vears Mag, Mfr, S/l Yes: After |Department Preference; Meets auditing
- Documents) y oD, Ppr QC & OD |standards; GC §34090
Accounting
Finance / Investments / Arbitrage / Bonds (Receipts / . ) . . Department Preference; Meets auditing
General FIN-023  |Advisor Reports / Trade Tickets / LAIF (Local Mangg?’; 5 Ye;.aiL(Jjntll l\él)ag ' QA f:’ S/l \ge(s: &A(f)tgr standards; FTC Reg's rely on "self-
Accounting Agency Investment Fund)) y P enforcement”; GC88 34090, 43900
Finance / Department Preference; meets
General FIN-024 Journal Entries / Journal Vouchers / Budget & voars Mag, Mfr, s/l Yes: After |municipal government auditing
Accountin Adjustments y oD, Ppr QC & OD |standards; Statute of Limitations is 4
g years: GC §34090, CCP § 337
. Reports generated from Financial System:
Finance / Financial Reports, General Ledgers Subsidiary when M Mag, Mfr, Yes: After |Financial system can re-create reports
General FIN-025 S - Longer S/l )
- Ledgers, Reconciliations, Registers, - OD, Ppr QC & OD |accurately; GC §34090
Accounting . s Required
Transaction Histories, Balance Sheets, etc.
Reports: Annual State or Federal: State
Finance / Controller's Report, Local Government
General FIN-026 Compensation Report, Gas Tax, MOE = vears Mag, Mfr, S/l Yes: After |Department Preference; Meets auditing
- (Maintenance of Effort) Report, Fixed Charge y OD, Ppr QC & OD |standards; GC §34090
Accounting . .
Special Assessment Report, Public Self Insurer
Report (SIP Report), Street Report, etc.
Copies -
Citv Clerk FIN-027 Treasurer's Reports (In City Council Agenda When No Mag, Mfr, S/l Yes: After |City Clerk retains originals in the City
y Packets) Longer oD, Ppr QC & OD |Council Agenda Packet; GC §34090
Required
Finance / . .
. . e . Sale or Mag, Mftr, Yes: After |Given to Auction House / New Owner;
Genergl FIN-028 Vehicle Titles ("Pink Slips") Disposal oD, Ppr S/l QC&OD |GC §34090
Accounting
Finance / endor Mag, Mfr Yes: After |Meets IRS auditing standards; GC
Genergl FIN-029 W-9s Inactive + 5 oD, Ppr S/ QC&OD |§34090
Accounting years
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Data Fields / Records are interrelated;

Finance / _Financial Services Database / ERP Database Ipdeflnlte . Mag, Mfr, Yes: After Purch.asmg Records are a 10.y.ear
- FIN-030 . Minimum 10 Yes S/l retention; 5 years meets municipal
Lead Div. (Tyler Enterprise ERP) oD, Ppr QC & OD o .
years government auditing standards; GC
§34090
Finance / . L Yes: Before |Mag, Mfr, Yes: After |Department Preference; GC 834090
Purchasing FIN-031 Bid Packets / RFP, Solicitations, Proposals 5 years Completion | OD, Ppr S/lI QC & OD
Department Preference to cover the 10
. . year statue of limitations for Errors &
Finance / Purchase Orders & Requisitions (Includes Yes: Before |Mag, Mfr, Yes: After o S
- - . Omissions; Statute of Limitations fo
Purchasing FIN-032 Change Orders) 1t years Completion | OD, Ppr S/ QC & OD ISslons, Statulte mrasions for

contracts is 4 years; CCP 88337.
337.1(a), 337.15, 343; GC §34090

FINANCE / UTILITY BILLING

Data Fields / Records are interrelated;

Finance / Indefinite - Mag. Mir Yes: After Purchasing Records are a 10 year
Utility FIN-033 _Utility Billing Database (Tyler Enterprise ERP)§ Minimum 10 Yes 9 ’ S/ ’ retention; 5 years meets municipal
- OD, Ppr QC & OD e .
Billing years government auditing standards; GC
§34090
Finance / :
Utility FIN-034 AutoPay Applications / Authorizations 2 years Yes Mag, Mir, S/l Yes: After Department preference; GC 834090
Billing oD, Ppr QC & OD
Finance / When No Maa. M Yes: After Preliminary drafts not retained in the
Utility FIN-035 Bankruptcies - NOT pursued Longer ODg, P r’ S/l QC.& oD ordinary course of business; GC
Billing Required TP §34090
Finance / . Department Preference (negative
Utility FIN-036 Bankruptcies - Where a claim is filed 7 years I\gaDg, g/lf: S/l \gé'&Aggr information remains on credit ratings
Billing P for 7 years); GC §34090
(Bank) FIN-037 Ezeézilgig?ﬁgf?h?nBahm;i(c(z:aﬁy tszflfizs izgm for Follow Bank Mag, Mfr, S/l Yes: After |These are bank instruments, and not
' phy Y 9 Instructions oD, Ppr QC & OD |City records; per bank agreement.

checks to the bank to deposit them.)
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Department Preference; Negative
credit information remains on credit
reports for 7 - 10 years; Meets auditing

F'B‘Eﬂfe/ FIN-038 Collection Agency Assignments / Unpaid 7 vears Mag, Mftr, S/ Yes: After |standards; City does not Lien property
Y Accounts y OD, Ppr QC & OD |(Liens are good for 10 years from
Billing .
recording date, and may be extended
by re-recording lien); WC 36729; GC
§34090
viarneipar
' When No .
Services / | 1\.039  Meter Change Orders / On & Off Orders Longer Mag, MIr,| g, | Yes: After | ies: GC §34090.7
Utility - OD, Ppr QC & OD
Maint Required
Finance / . - When No . Preliminary Documents - payments can
Utility FIN-040 Eae)é:}e?; (Sv\tll;]téi/ \gv?;irn?iicgﬁt;{ttlégl;ty Longer I\/Ioag, I':\)Af: S/l \g}é'&Aggr be made without including the stub; GC
Billing P pay Required TP §34090 et seq.

Finance / Water Billing: Appeals - Payment Delinquency Final Mag, Yes: After Documented or attached to Customer

;:::::)é FIN-041 & Impending Discontinuation Dec;z|:;+ 2 Ppro,g/lfr, S/l QC & OD glefg;((j)én database GC 834090; H&S
Finance / Water Billing: Non-payment Notices / Notice off When No Mag, Yes: After Documented or attached to Customer
Utility FIN-042 Payment Delinquency & Impending Longer Ppr, Mfr, S/l QC.& ob Record in database GC 834090; H&S
Billing Discontinuation Required oD 8116908
Finance / —— . When No Mag, . Documented or attached to Customer
Utility FIN-043 \C,:Vuasttec:mB:r“g?:i:o’:IJﬁ; Checks / Adjustments to Longer Ppr, Mfr,| S/ Eeé &Aggr Record in database GC §34090; H&S
Billing Required oD §116908
. Expiration or
F'Bi:irl}f;/ FIN-044 Water Billing: Payment Plans: Amortization, Completion Px?&’fr, S/l Yes: After gggg:gei:tgthL:;t:2gd§?4ggg;tol_lrgz
Billing Alternative Payment Plans, Deferrals, etc. of Payment oD QC & OD 5116910
Plan
Finance / - . . . . when Mag, .
Utility FIN-045 Wat_er Biiling: Pc_)licy on Discontinuation of Supgrseded; Ppr, Mir S/l Yes: After |Must post to Website; H&S §116906;
Billing Residential Service for Nonpayment Minimum 2 O’D ' QC & OD |GC §34090
years

TURLOCK, CA. ©1995 - 2023 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516 Adopted: 2/25/2025




Ver. 5.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-7

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

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

FIB%ESE/ FIN-o4g | Water Billing: Report of Annual Minimum 2 Pl\fa&,ﬂ S/ Yes: After |Must post to Website; H&S §116918;
BiIIin)g; Discontinuations of Residential Service years péo ' QC & OD |GC §34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

FIRE ADMINISTRATION

Indefinite -
Minimum
Life of the Data is interrelated; retention is required for Fire
Fire / Structure or Mag, Yes: After Inspections / Business Inspection Files /
Admin FR-001 Fire Incident Database Activity or Yes Mfr, OD, S/l QC.& oD Occupancy Inspections / Approvals, Modification
' Minimum 5 Ppr / Alternative Methods or Materials; CFC
years, §104.6.2; GC 834090 et seq.
Whichever
is Longer
Aboveground Storage Tanks (Agency
Owned) Mag Department Preference; applies to both Tier |
' Yes: After |and Tier Il Tanks; (Tier Il tanks are required to
Lead Dept. FR-002 Spill Prevention Control and 2lyeans Mf;’ ?D’ S/ QC & OD |have an integrity test every 20 years); GC
Countermeasures (SPCC), Inspections, P §34090
Integrity Testing, Maintenance, Repairs
Fire / FR-003 Fire Hydrant Flow Tests / Pressure Tests / Minimum 5 M?:lagb S/l Yes: After |Department preference to ensure each hydrant
Admin. Maintenance) - NEW CONSTRUCTION years P,pr ' QC & OD |has the last maintenance record; GC §34090
Fire / Mag, Yes: After |Department Preference (rated every 10 years);
Admin. FR-004 ISO Insurance Ratings 15 years Mf:D,SD, S/ QC&OD |GC §34090
. When No Mag . - .
Fire / i _ _ ' Yes: After |Considered a preliminary draft / copy (the Fire
Admin. FR-005 Monthly Statistical Reports / Run Statistics Longer Mfr, OD, S/l QC &OD |database is the original): GC §34090 et seq.
Required Ppr
Copies - Mag
. Mutual Aid Agreements, Joint Power When No jYes: Before ’ Yes: After . . )
City Clerk FR-006 Authorities (Local and State) Longer Completion Mfr, OD, S/l QC & OD City Clerk is OFR; GC §34090.7
Required Ppr
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Fire / Mag, Yes: After
Admin. FR-007 Press Releases - Fire Only 2 years MfrF,)pOrD, S/lI QC & OD GC 834090
. . . Mag
Fire / Programs and Projects (e.g. Cadet, CPR Minimum 2 ' Yes: After .
Admin. FR-008 Program, Fire Service Day, etc.) years Mflr:,);?D, S/ QC & OD Department Preference; GC § 34090 et seq.
. Mag
Fire / . . ' Yes: After
Admin. FR-009 Ride-A-Long Waivers 2 years Mflr:,);?D, S/l QC & OD GC 834090
. Mag, .
Fire / . . Yes: After .
; FR-010 Strike Team Reimbursement (OES / FEMA) 10 years Mfr, OD, S/l Department Preference; GC §34090
Admin. Ppr QC & OD
FIRE /| EMERGENCY MEDICAL SERVICES
. Data is interrelated (e-PCRs for minors are
INAEAnAE - Mag, Yes: After |required until 1 year after age 18, but not less
Fire/EMS | FR-011 | Fire Incident ePCR Database Minimum 20]  Yes  |Mfr,0D,| S/I : q year ater age ~o, _
eare Por QC & OD |than 7 years - see Patient Care Reports); GC
Y P §34090 et seq.
. Mag, ) Department Preference - required for 3 years; 21
Fire/EMS | FR-012 g?{;‘”ﬁ'c')e‘: Substance Logs, Inventories / 3 years Yes  |Mfr,OD,| S/I geg &AgeDr CFR §1304.04, 1310.04; 22 CCR 70263 and
gLog Ppr 71233: FA §32003(e), B&P 4081; GC §34090
Mag, Yes: After Statute of Limitations for health providers is 3
Fire | EMS FR-013 EMS Complaints 3 years Mfr, OD, S/ QC.& oD years; Call Records are required for 3 years; 13
Ppr CCR 1100.7, CCP §340.5, GC 834090
- Mag,
. HIPAA Policies and Procedures (Health Superseded Yes: After .
Fire [ EMS FR-014 Insurance Portability and Accountability Act) § + 6 years MTL’SD’ S/ QC & OD 24 CFR 164.530()
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Department Preference; minors are required until
1 year after age 18, but not less than 7 years; 10
years is recommended by AHIMA for "healthcare
Patient Care Reports / PCRs / e-PCRs (EMS providers"; Statute of Limitations for health
transportation) Reports: ALL (medical and Mag, Yes: After providers is 3 years; CCP §340.5, GC 834090;
Fire / EMS FR-015 non-medical.) 20 years Mfr, OD, S/l QC.& oD H&S §81797.98e 123145; 42 CFR 482.24(b); 9
Includes e-PCR Database / Electronic Ppr CCR 9444, 22 CCR 70751(c) & 71551(c); 22
Patient Care Report Database (ImageTrend) CCR 70751(c), 71551(c), 73543(a), 74731(a),
75055(a), 75343(a), 77143(a), W&I 14124.1;
CMS Pub. 100-4, Chapter 1, Section 110.3
FIRE MARSHAL / FIRE PREVENTION
Indefinite -
Minimum
Life of the Data is interrelated; retention is required for Fire
. . Structure or Mag, ) Inspections / Business Inspection Files /
Fire / Fire . . . Yes: After . e
Prevention FR-016 _Fire Inspection Database A_ctivny or Yes Mfr, OD, S/ QC & 0D Occupan_cy Inspections / Apprpvals, Modification
Minimum 5 Ppr / Alternative Methods or Materials; CFC
years, §104.6.2; GC 834090 et seq.
Whichever
is Longer
Indefinite -
Minimum
Fire Inspections / Business Inspection Life of the Department preference; Required for the Life of
. . Files / Occupancy Inspections / Structure or Mag, ) the Structure or Activity, or Minimum 5 years
Fire / Fire L . . Yes: After : - .
Prevention FR-017 Approvals, Modification / Alternative A_ctivny or Mfr, OD, S/ QC & 0D w_hmhever Is Ior_iger for Apprpvals, Inspections,
Methods or Materials / Fire Citations / Minimum 5 Ppr Fires, Modification / Alternative Methods or
Notice of Violations years, Materials; CFC §§ 104.6 — 104.6.4; GC §34090
Whichever
is Longer

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

Adopted: 2/12/2025




Ver. 3.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-4
. Image: Destroy
Office of . _— Total ) Media | I=Import | Paper after
Record |Retention No. Records Description Retention Vital? Options| M=Mr Imaged & Comments / Reference
(OFR) S=Scan Qcd?

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

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

Life of the
Structure or
Fire / Fire Permits: anSthtlon & Operational Fire AFt!Vlty' or yYes: Bei‘ore Mag, Yes: After |Department Preference; CFC §§ 104.6 — 104.6.4;
. FR-019 Permits: High Piled Storage, Sprinkler Minimum 5 Permit Mfr, OD, S/l
Prevention o QC & OD |GC § 34090 et seq.
Systems, etc. years, Expiration Ppr
Whichever
is Longer
Prevention FR-020 rdll S (ass_t ¢ ytp r I'ts‘ ur pﬂr 1S, Permit + 2 Permit Mfr, OD, S/l QC.& oD GC 834090 et seq.
g?cn) e permits, tent permits, open flame, years Expiration Ppr
Life of the
Structure or
Fire / Fire FR-021 z:Z:SR(T:\i/rIiZVIV ;Flr(rao?/ggnbklet:{eF::rﬁeSafety Qﬁ::\r/r:tgmog Mfl\:la(g),D S/ Yes: After |Department Preference; CFC §§ 104.6 — 104.6.4,
Prevention » AP y P OB QC &OD |105.2; GC § 34090 et seq.
Department Only) years, Ppr
Whichever
is Longer
. . . . . . Mag, .
Fire / Fire FR-022 Public Info_rmaﬂon / Education (when Minimum 2 Mfr, OD, S/l Yes: After Department Preference; GC §34090
Prevention produced internally) years Ppr QC & OD
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims,

OPERATIONS / SUPPRESSION

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

Indefinite -
Minimum
Life of the
Structure or Mag, ) L ) .
Fire / Ops FR-023 _Fire Operations Database Activity or Mfr, OD, S/ Yes: After |Data is interrelated; CFC 8104.6.2; GC 834090
. QC & OD |etseq.
Minimum 5 Ppr
years,
Whichever
is Longer
Mag Department Preference to be in compliance with
. . . Surplus + 2 ' Yes: After |NFPA Standards for in-service automotive fire
Fire / Ops FR-024 Equipment Records & Testing years Mfr, OD, S/l QC &OD |apparatus : NFPA 1911.4.7.3 & Annex C.5, GC
Ppr
§34090
. o . Mag . .
. Fire Investigations - Arson & Capital ' Yes: After |Department preference (Capital Crimes have no
Fire / Ops FR-025 Crimes Only i MTL’;?D’ S/ QC & OD |statute of limitations); GC §34090 et seq.
Fire Investigations - OTHER Than Arson & | Minimum 2 Mag, Yes: After
Fire / Ops FR-026 . 19 Mfr, OD, S/l ' Department preference; GC §34090 et seq.
Capital Crimes years Ppr QC & OD
Fire Station Inspection Reports (Safet Mag, Yes: After
Fire/Ops | FR-027 \ P P y 2 years Mfr, OD,| S/I : GC §34090 et seq.
Inspection) Ppr QC & OD
PPE Checklists (Personal Protective Mag, Yes: After
Fire / Ops FR-028 Equipment Checklists) 2 years Mf:D,SD, S/l QC & 0D GC 834090 et seq.
When Mag, Yes: After
Fire / Ops FR-029 Pre-Fire Plans Superseded Mf:),pcr)D, S/ QC & OD GC 834090 et seq.
TRAINING
Fire / Training Database (Vector Solutions / ndennic: Mag, Yes: After
L FR-030 - g La Minimum 5 Mfr, OD, S/l ' Data is interrelated; GC §34090 et seq.
Training Target Solutions) years Ppr QC & OD
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Separation +

Mag,

Department preference; Files maintained
separately; Claims can be made for 30 years for

Tgirr?irlig FR-031 Ee;EL;a;?]réglstoE?s;/ Exposures Not sent %Oezgzr;g? ;s;ér;?;'rl] Mfr, OD, S/ Eeg &A(f)tgr toxic substance exposure; 8 CCR §3204(d)(1) et
5 years Ppr seq., 8 CCR 5144, 8 CCR 15400.2; 29 CFR
1910.1020(d)(1)(i), GC 8812946, 34090
Department preference; Meets OSHA
. . . requirements; Ethics Training is 5 years;
Training File (by employee - in Vector EEOC/FLSA/ADEA (Age) requires 3 years for
Fire / FR-032 Solutions Datahase) Minimum 5 Mfl\:la(g),D S/ Yes: After |promotion, demotion, transfer, selection, or
Training Individual Training Certificates, Continuing years Ppr QC & 0D discharge; State Law requires 4 years for

Education for Paramedics

personnel actions; 8 CCR 83203 et seq., 29
CFR 1627.3(b)(ii), LC §6429(c); GC 8812946,
12960, 34090, 53235.2(b), 53237.2(b)
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HUMAN RELATIONS

1095-C, 1094-C (Employer-Provided Health

Department Preference; Instructions state
"Generally, keep copies of information

Human Mag, Mftr, Yes: After |returns you filed with the IRS or have the
Relations HR-001 Insurange Offer and Coverage) & © years OD, Ppr S/ QC & OD |ability to reconstruct the data for at least 3
Transmittal Form)
years, from the due date of the returns";
GC 834090
EEOC / ADEA (Age) requires 1 year after
Duration of thel Yes: For benefit plan termination; Federal law
Human Benefit Plan Documents (CalPERS, Dental, y Mag, Mftr, Yes: After |requires 6 years after filing date for
. HR-002 o Contract + 6 | Duration of S/ h ; .
Relations Vision, etc.) cars Contract OD, Ppr QC & OD |retirement; State Law requires 2 years
Y after action; 29 CFR 1627.3(b)(2); 29 USC
1027; 28 CCR 1300.85.1; GC §34090
Department preference to match retention
California Civil Rights Department (CRD) / for personnel files; All State and Federal
Human HR-003 Department of Fair Employment & Housing JSeparation + 6 Mag, Mftr, S/l Yes: After |laws require retention until final disposition
Relations (DFEH or EEOC) Claims / Harassment years oD, Ppr QC & OD |of formal complaint; State requires 4 years
Claims after "fully and finally disposed”; 2 CCR
11013(c); GC 8812946, 12960, 34090
Department preference; Bureau of
o o . National Affairs recommends 2 years for
Classification / Reorganization Studies (for . . s
Human HR-004 emblovee classifications and department Minimum 3 Mag, Mfr, S/l Yes: After |all supplementary Personnel records;
Relations ploy P years oD, Ppr QC & OD |Wage rate tables are 1 or 2 years; State

structures)

requires 2 years; 29 CFR 516.6, 29 CFR
1602.14, GC 8812946, 12960, 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

R|-e|llje[2§:s HR-005 Compensation Surveys & Studies M';ggl:sm 8 l\él)ag ' g/g: S/l \gac':s.&Agg Wage rate tables are 1 or 2 years; State
’ requires 2 years; 29 CFR 516.6(2), 29
CFR 1602.14, GC 8812946, 12960,
34090
Department preference; Statute of
Human HR-006 Contracts for Investigators (Employees - Completion + J Yes: Before |Mag, Mfr, S/ Yes: After |Limitations for contractual obligations is 4
Relations Excludes Police) 5 years Completion | OD, Ppr QC & OD |years; CCP 88337. 337.1(a), 337.15, 343;
GC 834090
Department Preference; Instructions state
"Generally, keep copies of information
Human HR-008 DE-34 (California EDD Report of New 5 years Mag, Mfr, S/ Yes: After |returns you filed with the IRS or have the
Relations Employees) OD, Ppr QC & OD |ability to reconstruct the data for at least 3
years, from the due date of the returns”;
GC 834090
Transitory or source records not retained
When . g . i
Superseded in the ordinary course of business; QHP
Human HR-009 DMV Pull Notices or Mag, Mfr, S/l Yes: After |audits every 2 years; Bureau of National
Relations Upon OD, Ppr QC & OD |Affairs recommends 2 years for all
. supplementary Personnel records; GC
Separation

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

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

Department preference to match retention
for personnel files; statute of limitations for
EEOC/FLSA/ADEA (Age) requires 3 years

Human HR-010 Employee Investigations —Eperaiion s Mag, Mr, S/ ves: After for promotion, demotion, transfer,
Relations years OD, Ppr QC & OD . . . .
selection, or discharge; State Law requires
4 years; 29 CFR 1602.31 & 1627.3(b)(1),
GC 8812946, 12960, 34090;
Human HR-011 Emplovment Verifications V\ll_i;cra]né\lro Mag, Mfr, S/ Yes: After |Non-records, content is not substantive;
Relations ploy g oD, Ppr QC &OD |GC §34090 et seq.
Required
Ethics Training and Harassment Prevention
Human HR-012 Training Certificates - Employees, Advisory 5 vears Mag, Mfr, S/ Yes: After |GC 88 3105, 12946, 12960, 34090,
Relations Board Members, Elected Officials / y oD, Ppr QC & OD |53235.2(b); 53237.2(b)
Councilmembers
Department preference; Claims can be
Separation + made for 30 years for toxic substance
Human HR-013 FMLA Leaves - EMPLOYEE'S MEDICAL 30 years OR [ Yes: Until |Mag, Mfr, S/l Yes: After |exposure; 8 CCR 83204(d)(1) et seq., 8
Relations LEAVES (Family Medical Leave Act) Deceased + 5§ Separation | OD, Ppr QC & OD |[CCR 5144, 8 CCR 15400.2; 29 CFR
years 1910.1020(d)(1)(i), GC 8812946, 12960,
34090
Department preference; Bureau of
National Affairs recommends 2 years for
FMLA Leaves - NOT EMPLOYEE'S ) all supplementary Personnel records;
Human ) . Yes: Until |Mag, Mfr, Yes: After .
Relations HR-014 MEDICAL LEAVES (Family Medical Leave 3 years Separation | OD, Ppr S/l QC & OD Wage rate tables are 1 or 2 years; State

Act)

requires 2 years; 29 CFR 516.6(2), 29
CFR 1602.14, GC 8812946, 12960,
34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Human
Relations

HR-015

Grievances

Separation + 6
years

Mag, Mftr,
oD, Ppr

Yes: After
QC & OD

Department preference to match retention
for personnel files; statute of limitations for
retirement benefits is 6 years from last
action; EEOC/FLSA/ADEA (Age) requires
3 years for promotion, demotion, transfer,
selection, or discharge; State Law requires
4 years; 29 CFR 1602.31 & 1627.3(b)(1),
GC 8§ 3105, 12946, 12960, 34090; LC
1198.5; 26 CFR 31-6001-1; 53235.2(b);
53237.2(b)

Human
Relations

HR-016

I-9s

Separation + 6
years

Mag, Mfr,
oD, Ppr

Yes: After
QC & OD

Required for 1 year from termination or 3
years from hiring, whichever is later;
EEOC / FLSA / ADEA (Age) requires 3
years for "any other forms of employment
inquiry"; State Law requires 2 -3 years; 8
CFR 274a.2; 29 CFR 1627.3(b)(1); GC
§812946, 12960, 34090

Human
Relations

HR-017

Job Descriptions / Job Classification / Job
Specifications

Minimum
Superseded +
4 years

Mag, Mfr,
oD, Ppr

Yes: After
QC & OD

Department preference;
EEOC/FLSA/ADEA (Age) requires 3 years
for promotion, demotion, transfer,
selection, or discharge; State Law requires
4 years; retirement benefits is 6 years from
last action; 29 CFR 1602.31 &
1627.3(b)(1), 8 CCR 83204(d)(1) et seq.,
GC 8812946, 12960, 34090, 60201

Human
Relations

HR-018

Livescan CORI Responses (retained in
confidential, separate folders)

Upon
Separation

Mag, Mftr,
OD, Ppr

Yes: After
QC &OD

Department preference (retained in
confidential, separate folders); GC
8812946, 12960, 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Oath of Office: Employees, Advisory Board

Department Preference; Statute of
Limitations: Public official misconduct is

R';IIJ;E?ES HR-019 Members, Elected Officials / Separ:grosn t5 I\/Ioag, g/lf: S/ (\Q(?ei ;\f(t)elg discovery of offense + 4 years, GC
Councilmembers y P 8836507, 34090; PC §8801.5, 803(c); 29
USC 1113
. OSHA requires 5 years; State law requires
R';‘f;}ggs HR-020  |OSHA Logs - 200, 300, 301, 301A 5 years '\gag' g"f:' S/ \éec':s.&Ag%r 2 years; 8 CCR 14300.33(a), 8 CCR
TP §3203(b)(1), GC 834090.7; LC 86429c
Human . Mag, Mfr, Yes: After .
Relations HR-021 Outside Employment Approvals 50 years oD, Ppr S/lI QC & OD Department Preference; GC §34090
Department Preference; statute of
limitations for retirement benefits is 6
years from last action; EEOC/FLSA/ADEA
Personnel Files - Employee File (Official (Age) requires 3 years for' promotion, .
. demotion, transfer, selection, or discharge;
Personnel File) State Law requires 4 years; W-4s are
Human HR-022 Includes Application, Discipline, Evaluations, jSeparation + 6 Mag, Mfr, S/l Yes: After required four years after thé due date of
Relations Policy Acknowledgements, Employee’s Oath years oD, Ppr QC & OD

of Office / Oath for Disaster Worker, Status
Forms / PAF / Personnel Action Forms, etc.)

such tax for the return period to which the
records relate, or the date such tax is paid,
whichever is the later. 26 CFR 31-6001-1;
29 CFR 1602.31 & 1627.3(b)(1), GC 88§
3105, 12946, 12960, 34090, 60201;
53237.2(b), LC 1198.5
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Personnel Files - Medical File

Separation +

Medical Files for all employees are
required to be maintained at least the
duration of employment plus thirty (30)
years; Files maintained separately; Claims

R?Iftiggs HR-023 Pre-employment Medical Clearances, ADA sg%zz’: d(erS gssér:t?;i I\/Ioag, PM f:’ S/l E?Z&Agg can be made for 30 years for toxic
Accommodations, Fit for Duty, etc. ars P TP substance exposure; 8 CCR §3204(d)(1)
y et seq., 8 CCR 5144, 8 CCR 15400.2; 29
CFR 1910.1020(d)(1)(i), GC §812946,
12960, 34090
Recruitment and Testing File / NeoGov
Database State Law requires 4 years; EEOC / FLSA
Includes Advertisements, Applications for Hiring . | ADEA (Age) requires 1-3 years; 29 CFR
Rilljantig:s HR-024 Unsuccessful Candidates, Interview Notes, Decision + 4 I\/Ioaé:], g/lf: S/ \é%s.&Agg 1627.3(b)(1), 29 CFR 1602.14 et seq.2
Job Brochures, Test Data, Testing Analysis years P CCR 11013(c); GC 8812946, 12960,
& statistical Metric, Job Analysis, Rating 34090
Sheets, Scantrons, Background Checks, etc.
Human HR-025 Retiree Medical Enroliment / Retiree Billing / = uoare Mag, Mfr, S/l Yes: After Dsy;::mz:tt zLeJSirfan;m?:;zmégmpal
Relations COBRA Billing y oD, Ppr ocs&op |9 g '
§34090
Department preference (Courts treat
volunteers as employees);
Human HR-026 XOLl;f;trieefnisU_nBilgulZEZFQS?\S ngfit:aonndsin& 3 years Mag, Mfr, S/l ves: After Folfor(c:>/riIatsi?r(AEeEn?O(tg%e)trr:r?;Z?S Syeas
Relations g g y oD, Ppr QC & OD P ' ' '

Applicants

selection, or discharge; 29 CFR 1602.31 &
1627.3(b)(ii), 8 CCR 83204(d)(1) et seq.,
GC 8812960, 34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Department preference (Courts treat
volunteers as employees);

Volunteer / Unpaid Intern Applications & Inactive / . EEOC/FLSA/ADEA (Age) requires 3 years
Human . : Mag, Mfr, Yes: After . -
Relations HR-027 Agreements (includes emergency contact Separation + 3 oD, Ppr S/l QC & OD for promotion, demotion, transfer,
information) - Successful Applicants years ' selection, or discharge; 29 CFR 1602.31 &
1627.3(b)(ii), 8 CCR §3204(d)(1) et seq.,
GC 8812960, 34090
Department preference; Files maintained
. . Separation + separately; Claims can be made for 30
Human HR-028 \Sl.ggﬁf %?;?ri:in(fr?glzggz[r;ci:b%ﬁ Term 30 years OR [ Yes: Until |Mag, Mfr, S/ Yes: After |years for toxic substance exposure; 8 CCR
Relations Incidentyor Iniurv Reports from Emblo ‘ees) Deceased + 5] Separation | OD, Ppr QC & OD |83204(d)(1) et seq., 8 CCR 5144, 8 CCR
» orinjury Rep ploy years 15400.2: 29 CFR 1910.1020(d)(1)(i), GC
8812946, 12960, 34090
Workplace Violence — Hazard identification
Human . . L ’ Mag, Mfr, Yes: After
Resources HR-028.5 _evalua_1t|or_1, correction, incident logs, 5 years oD, Ppr S/l QC & OD LC §6401.9(f), GC 834090
investigations, etc.
HUMAN RELATIONS / PAYROLL
H”ma” _Payroll Database / ERP Database (Tyler In_dt_eflnlte : Mag, Mfr, Yes: After |Data Fields / Records are interrelated; GC
Relations / HR-029 . Minimum 5 Yes S/l
. Enterprise ERP) oD, Ppr QC & OD |8§34090
Lead Div. years
. Most recent records are stored on
H“ma” CalPERS Repofts’ Annugl Valuation Mag, Mfr, Yes: After |CalPERS website; Department
Relations / HR-030 Reports, Actuarial Valuation Reports, Annual 5 years S/l ) ;
Payroll Employer Statements oD, Ppr QC & OD |Preference; Retained to match other
auditing periods; GC §34090
Human Mag, Mfr Yes: After |Department Preference; GC 834090, 26
R?Dlzstr)c:“s/ HR-031 Checks / Warrants - Cancelled - Payroll Only 5 years oD, Ppr S/ OC&OD |CFR 31.6001-1
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Department Preference; IRS: 4 yrs after

Human ) . ) tax is due or paid; Ca. FTB: 3 years; IRS
Relations / HR-032 ig%esft':npe'sgs_)’guiizf FF',iArg‘”'\_"rZi“;aerteums 5 years '\gag‘ g/'f:' S/ \gg &A(‘;teDr Reg §31.6001-1(e)(2), R&T §19530;
Payroll ) yrayr P 29CFR 516.5 - 516.6, 29USC 436, GC
/ OASDI, Federal Tax Deposits,
. §34090
Adjustments, etc.
Human Mag, Mfr Yes: After |Produced by Deferred Comp. Provider;
RTJZSS;HS/ HR-033 Deferred Compensation (City Statements) 5 years oD, Ppr S/l OC&OD | GC §304090, 26 CFR 31.6001.1
Human . . . Department preference; (meets municipal
Relations / HR-034 iﬂ:gg?zeaiisgzrzltlf)”e (Deduction 5 years i\él)ag, g/lf: S/l \gg.&A(f)tgr government auditing standards); GC
Payroll » et P §34090
Human . . Department preference; (meets municipal
Relations / HR-035 :2yr;JrltlsReports / Checks / Warrant Register 5 years I\/Ioaé:], g/lf: S/l YQecs:.&Aétgr government auditing standards); GC
Payroll P ' FP §34090
Human .
Relations / HR-036 PERS Statements 5 years Mag, Mifr, S/l ves: After Department Preference; GC §34090
OD, Ppr QC & OD
Payroll
Department preference to facilitate grant
audits or claim reimbursements; Meets
Human auditing standards (audit + 4 years); IRS
Relations / HR-037 Time Sheets / Time Cards / Overtime Sheets = vpara Mag, Mfr, S/l Yes: After |requires 4 years; Ca. requires 2 yr min.;
Pavroll / Overtime Cards y oD, Ppr QC & OD |FTB keeps 3 years; IRS Reg §31.6001-
y 1(e)(2), R&T §19530; LC § 1174(d); 29
CFR 516.5; GC 834090; 29 CFR 516.5 &
516.6(c);
Department Preference; IRS: 4 yrs after
Human ) tax is due or paid; Ca. FTB: 3 years; IRS
Relations / HR-038  |W-2's 5 years '\gag’ ,2/”;' S/ geé &Aggr Reg §31.6001-1(e)(2), R&T §19530;
Payroll P 29CFR 516.5 - 516.6, 29USC 436, GC

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

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

Human
Relations /
Payroll

HR-039

W-4's

No Longer in
Effect + 4
years

Mag, Mfr,
OD, Ppr

Yes: After
QC & OD

IRS Regulation 31-6001-1 four years after
the due date of such tax for the return
period to which the records relate, or the
date such tax is paid, whichever is the
later. GC §34090; 26 CFR 31.6001-1
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

INFORMATION TECHNOLOGY

Used for Disaster Recovery Purposes

. When No ) ;
Information IT-001 Backups - DAILY, WEEKLY Longer Yes Mag. Only; Considered a copy and can b'e
Technology Redired destroyed when no longer required; GC
: 834090 et seq.
. Enterprise System Catalogue (Listing of
.ll.rggmgtcg; IT-002 Enterprise-wide Software, posted on line - Sup\)lgrseende d Mag. GC §34090 et seq.
SB 272)
Information When No Preliminary documents not retained in the
IT-003 Network Configuration Maps & Plans Longer Mag. ordinary course of business; GC §34090
Technology ”
Required et seq.
UNALTERABLE MEDIA/IMMUTABLE | § oy oo Flechionic Retords (shen the electroni
. CLOUD BACKUP / (WORM / DVD-r/ CD-r / . - )
Information IT-004 Blue Rav-R / Ontical Disk) or other Retention of oD record serves as the official record); must
Technology u?t a)t/)-l g Cﬁ] tj )0 Ot N i the Official be stored in a "safe and separate
ugg.t.era Z”I‘et_ 'a tha Ees not permi Record location”; GC 34090, 12168.7, EVC 1550,
additions, deletions, or changes 2 CCR 22620 et seq.
Video Recordings - Records regular and
ongoing operations or building security
=
Information Performing-Work-Cashiering,Building- Records regular and ongoing operations
Technology IT-005 Security-etc) L year Mag or building security; GC §834090.6 et seq,
See City Clerk's schedule for City Council
Video Recordings
Information Video Recordings - Public Areas / Public When No Does not record regular and ongoing
IT-006 Longer Mag
Technology Activity . operations; GC §34090.6 et seq,
Required
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Ver. 5.0 RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES Page MS-1
(Solid Waste, Wastewater, Water)
Image: Destroy
Office of . . Total . Media | I=Import | Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged & Comments / Reference
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

MUNICIPAL SERVICES / REGULATORY AFFAIRS

Municipal
. . . . I Mag
Services / APCD Permits (Air Pollution Control District) - Issue Date + i Yes: After .
Regulatory MS-001 for Generators, etc. (ALL DIVISIONS) 5 years Mir, OD, S/ QC & OD 40 CFR 70.6; GC §34090
- Ppr
Affairs
Municipal Department Preference; exceeds
Services / Backflow Test Results / Backflow Assembly Mag, Yes: After SWRCB Cross-.Connectlon Cpntrol Policy
MS-002 5 years Mfr, OD, S/ Handbook Section 3.5.1 requires records
Regulatory Test Reports (ALL DIVISIONS) QC & OD - -
Affairs Ppr be retained for the previous three
calendar years,; GC §34090
gleur?/ligfsl/ Conservation Programs for Potable Water / Mag, Yes: After
MS-003 Rebate Programs / Check Requests (Toilet 5 years Mfr, OD, S/l ' (meets auditing standards); GC 834090
Regulatory QC & OD
- Rebates, Turf Rebates, Shower Heads, etc.) Ppr
Affairs
Municipal Mag
Services / Corrective Actions (As a Result of a Violation) -} Resolution + ’ Yes: After .
Regulatory MS-004 Potable Water 3 years Mfler, Cr)D, S/lI QC & OD 40 CFR 141.33(b)(2); 22 CCR 864470
Affairs P
gleur?lli(c:f: I/ Mag, Yes: After
Regulatory MS-005 Leak Report / Annual Leak Report 2 years Mfr, OD, S/l QC & OD GC 834090
- Ppr
Affairs
Municipal Expiration of Mag
Services / Pressure Vessel Certifications or Permits ALL S i Yes: After
Regulatory MS-006 DIVISIONS (Air Compressors, Propane, etc.) Certlflcat_e o Mir, OD, S/ QC & OD GC 834090 et. seq.
Affairs Permit Ppr
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Ver. 5.0 RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES Page MS-2
(Solid Waste, Wastewater, Water)
Image: Destroy
Office of . . Total . Media | I=Import | Paper after
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S=Scan QC'd?

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

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

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

Municipal
Services / Regulatory Agency Correspondence - ALL Minimum 10 Mag, Yes: After |Mandated retention is 2 years; GC
Regulator MS-007 DIVISIONS ears Mir, OD, | S/ 6ce 0D |§34090
gulatory (DDW, CUPA, DHS, DPH, EPA, etc.) y Ppr
Affairs
gleur?/ligfsll Mag, Yes: After Required for a minimum of 5 years;
Requlator MS-008 Sewer - Sanitary Spills and Overflows (SSOs) 5 years Mfr, OD, S/lI QC.& oD SWRCB Order 2002-0103-DWQ & 2006-
guiatory Ppr 03; 40 CFR 122.41(j)(2); GC §34090
Affairs
Solid Waste Recycling / AB 939 Compliance /
Municioal SB 1383 Compliance (Organic Waste
Icip Collection and Recycling) . CalRecycle Annual Mag, . Department preference; SB 1383
Services / . - Yes: After . . :
Regulatory MS-009 Waste Diversion Report / Measure D annual 10 years Mfr, OD, S/lI QC & OD compliance is required for 5 years 14
Affairs report / Form 303 report (HHW report) / Ppr CCR § 18995.2; GC 834090
CalREcycle Used Oil report / CalREcycle
Bottles & Cans report, etc.
Public Works / Mag, Yes: After
Environ. MS-010 Solid Waste Tonnage Reports / Statistics 10 years Mfr, OD, S/ ' Department preference; GC 834090
. QC & 0OD
Services Ppr
gl:r?lli(c:fsa I/ Mag, Yes: After
MS-011 Solid Waste: Construction Waste Management 10 years Mfr, OD, S/ ’ Department Preference; GC 834090
Regulatory QC & OD
- Ppr
Affairs
Municipal Mag Required for a minimum of 3 years; 40
Services / i T i Yes: After |CFR 122.41(j)(2); SWRCB Order 2006-
Regulatory MS-012 Stormwater lllicit Discharges 5 years Mfer, (?D, S/ QC & OD |03; 40 CFR §§122.21, 122.41, 122.44:
Affairs P GC §34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Municipal Stormwater Inspections (Business Inspections Ma Department Preference; Federal mandate
Services / MS-013 O&M related ing ections, and Develo pment ’ 5 years Mfr gD S/ Yes: After |is 3 years; SWRCB Order 2006-03; 40
Regulatory Inspections) P ‘ P Y v QC &OD |CFR §8§122.21, 122.41, 122.44; GC
Affairs P P §34090
Municipal Mag Department Preference; Federal mandate
Services / . ! Yes: After |is 3 years; SWRCB Order 2006-03; 40
Regulatory MS-014 Stormwater: NPDES Annual Reports 5 years Mfllra, ?D, S/ QC & OD |CFR §§122.21, 122.41, 122.44: GC
Affairs P §34090
Municipal Mag Department Preference; Federal mandate
Services / . . . Expiration + ! Yes: After |is 3 years; SWRCB Order 2006-03; 40
Regulatory MS-015 Stormwater: NPDES Permits / MS-4 Permits 5 years Mfllra, ?D, S/ QC & OD |CFR §§122.21, 122.41, 122.44: GC
Affairs P §34090
Municipal Mag Department Preference; Federal mandate
Services / . ! Yes: After |is 3 years; SWRCB Order 2006-03; 40
Regulatory MS-016 Street Sweeping Tonnage Reports (for NPDES) 5 years Mfll'D, Cr)D, S/l QC & OD |CFR §8§122.21, 122.41, 122.44: GC
Affairs P §34090
Municipal When
Services / Superseded - Mag, Yes: After .
Regulatory MS-017 Urban Water Management Plans (UWMP) Mininm 2 Mfll'D, Cr)D, S/l QC & OD (copies) GC §34090.7
Affairs years P
Municipal . When
Services / Vulnerability Asses.sment/ E.n.’lergency Superseded - Mag, Yes: After |Confidential; 42 USC 300i-2(c); GC
MS-018 Response Plan / Risk & Resilience Assessment o Mfr, OD, S/l
Regulatory e Minimum 5 QC & OD 834090 et seq.
- / Hazard Mitigation Plan Ppr
Affairs years
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

- Department preference; State law
Municipal Mag requires 12 years, federal 10 years; 40
::“L’l'l‘;f;/ MS-019 \éveatg:tgua"ty Reports / Consumer Confidence p Mfr,OD,| S/ \gé :&Aggr CFR 141.33(a); 40 CFR 141.155. 22

/gﬁairs y P Ppr CCR §64470; 22 CCR §64483(g); GC
§34090
g/letlr?llizleps I/ Mag, Yes: After
MS-020 Water Rights / Recycled Water Rights P Mfr, OD, S/lI ' Department Preference; GC §34090
Regulatory QC & OD
- Ppr
Affairs
Vc\:lﬁgff\l;) Mag, Yes: After
City Clerk MS-021 Water Supply Agreements Longer Mfr, OD, S/l QC & OD GC 834090.7
” Ppr
Required
gleur?/lif:f:l/ Water Supply Assessments, Studies, Reports / Mag, Yes: After
MS-022 Stream Studies and Flow / Water Planning P Mfr, OD, S/l ’ Department Preference; GC 834090
Regulatory . QC & OD
- Studies Ppr
Affairs
Municipal Mag
Services / i . i Yes: After |Department Preference (5 years is
Regulatory MS-023  \Water System Variances - Mf;; C:D’ S/ 1 oce oD |required); GC §34090, 22 CCR §64470
Affairs P
MUNICIPAL SERVICES / UTILITY MAINTENANCE
Aboveground Storage Tanks (Agency Owned) Mag Department Preference; applies to both
Lead Dept. MS-024 Spill Prevention Control and Countermeasures 20 years Mfr, OD, S/l Yes: After | Tier l and Tier Tan_ks; (T_|er Il tanks are
. . . QC & OD [required to have an integrity test every 20
(SPCC), Inspections, Integrity Testing, Ppr ;
. . years); GC §34090
Maintenance, Repairs
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S=Scan
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Municipal Mag,
. i ' . . Yes: After |8 CCR 5157(d)(14) & (e)(6); 29 CFR
Servmgil Lead MS-025 Confined Space Entries / Hot Work Permits 2 years Mfler,;D, S/lI QC & 0D |1910.146(e)(6) GC §34090
Municipal Fire Hydrant Flow Tests / Pressure Tests / Mininiim & Mag, Yes: After Department preference to ensure each
Services / Utility MS-026 Maintenance) - MAINTENANCE / VALVE s Mfr, OD, S/ QC.& oD hydrant has the last maintenance record;
Maint. EXERCISES y Ppr GC §34090
Municipal Mag, . . .
Services / Utility MS-027 Meter Location Maps Wher Yes Mfr, OD, S/ Yes: After \Mandated retention is 2 years; GC
. Superseded QC & OD |834090
Maint. Ppr
Operations & Maintenance Manuals (O&M Lif_g of Mag, Yes: After |Department Preference; GC 834090 et.
Lead Dept. MS-028 Facility or Mfr, OD, S/lI ’
Manuals) . QC & OD |[seq.
Equipment Ppr
- Department Preference (agricultural
Municipal Pesticide Use / Pesticide Applications / Mag, Yes: After |pesticide records are required for 2
Serv',‘\ﬁ r{ tU""ty MS-029 | erbicide Use zyean MfrF; C:D’ SIT 1 ocaoD |years): GC §34090; 3 CCR 6623, 40
: P CFR 110.3(d)
. Pre-Trip Inspections / DOT Program / Vehicle Send to Mag, .
Public Works /| 5 030 | safety Checks / Daily Vehicle Inspections / Public Works Mir, 0D, | S/1 | Y85 AMer 113 oCR 1234(c); GC §34090
Fleet - ) QC & OD
Daily Equipment Checks / Fleet Ppr
Municipal Mag, . Lo .
Services / Utility MS-031 Pump Houses Log Books 2 years Mfr, OD, S/l ves: After [Mandated retention is 2 years; GC
. QC & OD |§34090
Maint. Ppr
Municipal Mag, Yes - After |Department preference (covers 2
Serwces_ / Utility MS-032 Reservoirs: Dive Videos (Tanks) 10 years Mfr, OD, S/ OC &OD |mandated cycles): GC §34090
Maint. Ppr
Municipal Mag, Yes - After Flushing, Disinfection, Inspection and
Services / Utility MS-033 Reservoirs: Flushing, Disinfection and Cleaning 3 years Mfr, OD, S/ QC & OD Cleaning is required for 3 years; 22 CCR
Maint. I Ppr §64604(c); GC §34090

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

Adopted: 2/11/2025




Ver. 5.0
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(Solid Waste, Wastewater, Water)
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Department preference; Flushing,

Serl\\//:gglsc;pjlility MS-034 Reservoirs: Inspection Reports, Maintenance p M'f\:l‘agb‘ S/ Yes - After Disin_fection, InspecFion and Cleaning is-
Maint. Records Ppr QC & OD |required for 3 years; 22 CCR 864604(c);
GC §34090
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Mag chemical / substance / agent, where &
Lead Dept. MS-035 Sheet (MSDS) / Chgmlcal Use Report Form (or 30 years Mfr, OD, S/l Yes: After Whenllt was used is mglntalned for 3(?
records of the chemical / substance / agent, Ppr QC & OD |years; Applies to qualified employers;
where & when it was used) Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
Municipal Mag, Yes: After
Services / Utility MS-036 Sewer - CCTV Videos of Sewer Lines 5 years Mfr, OD, S/l QC.& oD Department preference; GC §34090
Maint. Ppr
Municipal Mag, Yes: After
Services / Utility MS-037 Sewer - Odor Complaints / Investigations 5 years Mfr, OD, S/l QC.& ob Department preference; GC §34090
Maint. Ppr
Department preference; SSMPs are
Municipal Sewer - Sewer System M_anagenjent Plans Mag required to be l_deated every 6 years;
Services / Utility MS-038 (SSMP)_and Audits / Sanitary Spllls_ Overflow Superseded Mir O’D S/l Yes: After |SSOs are required for a minimum of 5
Maint. Prevention Plan (SSOPP) and Sanitary Sewer + 5 years P,pr ' QC & OD |years; 40 CFR 122.41(j)(2); SWRCB

Overflow Response Plan

General Order 2006-03; & 2022-0103-
DWQ); GC §34090
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Mag,

Department preference; entered into
DigAlert Software; the Excavator,

Lead Dept. MS-039 Underground Service Alerts (USA's) / Dig Alerts 3 years Mfr, OD, S/ Yes: After Operator and the Regional Notification
QC & OD S .
Ppr Cetner all have an obligation to retain for
3 years; GC §84216.2(f); GC 834090
Municipal Mag, Yes: After |Used in the event of a failure; Mandated
SerV|ce§ / Utility MS-040 Videos - Water Wells 10 years Mfr, OD, S/ QC &OD |retention is 2 years; GC §34090
Maint. Ppr
Division Work Orders / Service Requests - CRM/ Indefinite - Mag, Yes: After
Providing MS-041 CMMS DATABASE (Computerized Minimum 5 Mfr, OD, S/ QC-& oD Data is interrelated; GC §34090
Service / Work Maintenance Management System) years Ppr
Division Work Orders / Service Requests - All when Mo Ma
- Information Entered in CRM / CMMS 9 Yes - After |Preliminary drafts (the database is the
Providing MS-042 Datab Longer Mfr, OD, S/l QC &OD |original); GC §34090
Service / Work atabase Required Ppr g ’
(Paper drafts)
Work Orders / Service Requests - NOT entered
Division in CRM / CMMS Database (or partial Mag
Providing MS-043 |rg_or_mat|on eqégred into CMI\/tIS_ Data_bgsel) ' 5 years Mfr, OD,| S/1 \gecs: :&A(;tgr gtlt;/ePre;{gngec;: (;3?5353338 et seq., 340
Service / Work (Division providing service retains originals; Ppr q., ,

Division requesting service is considered a
copy)
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims,

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

MUNICIPAL SERVICES / WATER DISTRIBUTION & TREATMENT PLANT / SRWA (Stanislaus Rec-]ional Water Authority, a JPA)

Treatment Plant

Municipal . Indefinite - Mag, .
Services / Lead MS-044 SCADA D.at.a}base (Supervisory Control and Minimum 5 Yes Mfr, OD, S/lI Yes: After Data is interrelated; GC §34090
; Data Acquisition) QC & OD
Div. years Ppr
Aboveground Storage Tanks (Agency Owned) Department Preference; applies to both
Mag, Yes: After |Tier | and Tier Il Tanks; (Tier Il tanks are
Lead Dept. MS-045 Spill Prevention Control and Countermeasures 20 years Mfr, OD, S/lI ' . L
. . . QC & OD [required to have an integrity test every 20
(SPCC), Inspections, Integrity Testing, Ppr ;
. . years); GC 834090
Maintenance, Repairs
Municipal
Services / Water Alterations to Water Systems / Replacement of Mag, Yes - After
Distribution & MS-046 Pipes or Pumps / Split Services (Install 2 P Mfr, OD, S/l Department preference; GC §34090
; QC & OD
Water Treatment meters) / Receipts for Parts Ppr
Plant
Municipal Mag, Yes: After |8 CCR 5157(d)(14) & (€)(6); 29 CFR
Serwc;;/ Lead MS-047 Confined Space Entries / Hot Work Permits 2 years Mflr:,);?D, S/ QC & OD |1910.146(e)(6) GC §34090
Ser\sféj:slcll F\)/flllater senice Mag, Yes: After
P MS-048 Construction Meters (Temporary Meters) Completed + Mfr, OD, S/l ' Department preference; GC 834090
Distribution & 2 years Ppr QC & OD
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Municipal Mag
Services / Water . . ’ Yes - After .
Distribution & MS-049 Hazardous Waste Disposal Manifests P Mflr:; (?D, S/ QC & OD Department preference; GC 834090
Treatment Plant P
Ser\wggslcllﬁlz\ﬂlgter Mag, Yes: After Department Preference; Meets California
o MS-050 Lab Books / Operational Records 5 years Mfr, OD, S/lI ' Department of Health requirements (3
Distribution & Por QC &OD ears): GC §34090
Treatment Plant P y '
Municipal Mag,
. Yes: After |Cal/lOSHA requests 3 years of
Serwcgi// Lead MS-051 Lockout/Blockout - Lockout/Tagout 3 years Mf[D,FSr)D, S/l QC & OD |documents during audits: GC §34090
Municipal Mag
Services / Water . . ’ Yes: After .
Distribution & MS-052 Operating Permit - Potable Water P Mfer, Cr)D, S/l QC & OD Department preference; GC §34090
Treatment Plant p
Operations & Maintenance Manuals (O&M Life of Mag, Yes: After |Department Preference; GC §34090 et
Lead Dept. MS-053 P Facility or Mfr,OD,| S/I : P ’ :
Manuals) . QC & OD |seq.
Equipment Ppr
Public Works / Pre-Trip Inspections / DOT Program / Vehicle send to Mag, Yes: After |13 CCR 1234(e); VC 34505.5(c); 49 CFR
MS-054 Safety Checks / Daily Vehicle Inspections / Public Works Mfr, OD, S/l .
Fleet . ) QC & OD |396.11; GC §34090
Daily Equipment Checks | Fleet Ppr
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Municipal
Services / Water Mag, Yes: After
Distribution & MS-054.5 |Public Notices - Potable Water (Tier 1, 2, or 3) 3 years Mfr, OD, S/ ' 22 CCR 864470; GC 834090
QC & OD
Water Treatment Ppr
Plant
Municipal Mag, . _ .
Services / Lead MS-055 Pump Houses Log Books 2 years Mfr, OD, S/ ves: After [Mandated retention is 2 years; GC
; QC & OD 834090
Div. Ppr
Municipal
Services / Water Mag,
Distribution & MS-055.5 |Reservoirs: Dive Videos 10 years Mfr, OD, S Yes - After | Department preference (covers 2
QC & OD |mandated cycles); GC §34090
Water Treatment Ppr
Plant
Municipal
Services / Water . . . . . Mag, Flushing, Disinfection, Inspection and
Distribution & MS-055.6 Efesaer:\ilslrs' Flushing, Disinfection and Mmlg:;:;n 0 Mfr, OD, S \SCS: &A(;tgr Cleaning is required for 3 years; 22 CCR
Water Treatment 9 y Ppr 864604(c); GC 834090

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

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

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

Municipal
Services / Water . . . Mag,
Distribution & MS-055.7 Eeserr\;ows. Inspection Reports, Maintenance P Mfr, OD, S Eeé ;gLA(f)tgr Department preference; GC 834090
Water Treatment ecords Ppr
Plant
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Mag chemical / substance / agent, where &
Sheet (MSDS) / Chemical Use Report Form (or . Yes: After |when it was used is maintained for 30
Lead Dept. MS-056 records of the chemical / substance / agent, S0 years Mf;’, OrD’ S/ QC & OD |years; Applies to qualified employers;
where & when it was used) P Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
Municipal Ma
Services / Water MS-057 Underground Storage Tanks — UST — Repairs, P Mir gD S/ Yes: After |23 CCR 2712(b); H&S 8§25284.4(i); GC
Distribution & Lining, Upgrades, Location of Tank P ; ' QC & OD (834090
Treatment Plant P
Monitoring and Maintenance records are
Municipal Underground Storage Tanks — UST Monitoring Ma. required on site for 3 years, 6 % years for
Services / Water MS-058 and Maintenance, Release Detection 7 vears Mfr gD S/l Yes: After |cathodic protection maintenance, 5 years
Distribution & Systems, Cathodic Protection Maintenance y P’pr ’ QC & OD |for calibration & maintenance of release

Treatment Plant

Records

detection systems; 23 CCR 2712(b); H&S
§25284.4(i); GC §34090

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

Adopted: 2/11/2025




Ver. 5.0

RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES
(Solid Waste, Wastewater, Water)
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Retention No.
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Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

Comments / Reference

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

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

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

Mun|C|paI Water Customer Concerns / Customer Department preference; 5 years is
Services / Water . . . Mag, . L
e Complaints / Complaint Forms: Odor / Taste / Yes: After |required in State and Federal law for any
Distribution & MS-059 : . ; 5 years Mfr, OD, S/l o :
Water Treatment Visual Complaints (Correspondence regarding Por QC & OD |complaints; 40 CFR 122.41(j)(2) & 40
Plant Potable Water) P CFR 141.33(b); 22 CCR 64470(a)
Municipal Ma Useful for drought responses / water
Services / Water MS-060 Well Records (includes Destroyed or p Mir 8D s/l Yes: After |table and water quality monitoring;
Distribution & Abandoned Wells) P ; ' QC & OD |Mandated retention is 2 years; GC
Treatment Plant P §34090
Division Work Orders / Service Requests - CRM/ Indefinite - Mag, Yes: After
Providing MS-061 CMMS DATABASE (Computerized Minimum 5 Mfr, OD, S/l QC.& oD Data is interrelated; GC §34090
Service / Work Maintenance Management System) years Ppr
Division Work Orders / Service Requests - All When Na Ma
- Information Entered in CRM / CMMS 9. Yes - After |Preliminary drafts (the database is the
Providing MS-062 Datab Longer Mfr, OD, S/ QC &OD |original); GC §34090
Service / Work atabase Required Ppr 9 '
(Paper drafts)
Work Orders / Service Requests - NOT entered
Division in CRM / CMMS Database (or partial Mag
- information entered into CMMS Database) . Yes - After |City Preference; CCP 88338 et seq., 340
Providing MS-063 Divisi idi . tai iqinals: 5 years Mfr, OD, S/ QC&OD |et seq., 342, GC §34090
Service / Work (Division providing service retains originals; Ppr q. )

Division requesting service is considered a
copy)
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Ver. 5.0

RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES
(Solid Waste, Wastewater, Water)

Page MS-13

Office of
Record (OFR)

Retention No.

Records Description

Total
Retention

Vital?

Media
Options

Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

Comments / Reference

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

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

HOLDS: Litigation, complaints, claims,

ublic records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
MUNICIPAL SERVICES / WATER QUALITY CONTROL / ELECTRICAL & MECHANICAL MAINTENANCE

Municipal

Mag,

. ' . . Yes: After |8 CCR 5157(d)(14) & (e)(6); 29 CFR
Serwc;ill Lead MS-064 Confined Space Entries / Hot Work Permits 2 years Mflr:;;?D, S/ QC & OD |1910.146(e)(6) GC §34090
Municipal
Services / Water Ma
Quality Control / MS-065 Generator Operation Logs & Inspections (ALL 5 vears Mir gD S/l Yes: After |AQMD Rule 1470; Form 400-E—13a
Electrical & DIVISIONS) y o QC &OD |instructions; GC §34090
Mechanical p
Maint.
Municipal Mag,
. Yes: After |Cal/lOSHA requests 3 years of
Servmgil Lead MS-066 Lockout/Blockout - Lockout/Tagout 3 years Mf;;D, S/lI QC & 0D |documents during audits; GC §34090
Operations & Maintenance Manuals (O&M Life of Mag, Yes: After |Department Preference; GC 834090 et
Lead Dept. MS-067 P Facility or Mfr, OD, S/l ’ P ' ’
Manuals) . QC & OD |seq.
Equipment Ppr
Public Works / Pre-Trip Inspections / DOT Program / Vehicle sendio Mag, Yes: After |13 CCR 1234(e); VC 34505.5(c); 49 CFR
MS-068 Safety Checks / Daily Vehicle Inspections / Public Works Mfr, OD, S/l .
Fleet . ) QC & OD |396.11; GC §34090
Daily Equipment Checks / Fleet Ppr
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Ver. 5.0

RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES
(Solid Waste, Wastewater, Water)

Page MS-14

Office of
Record (OFR)

Retention No.

Records Description

Total
Retention

Vital?

Media
Options

Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

Comments / Reference

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

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

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

Safety Data Sheet (SDS) / Material Safety Data

Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
chemical / substance / agent, where &

- Mag . . S
i Sheet (MSDS) / Chemical Use Report Form (or . Yes: After |when it was used is maintained for 30
Lead Dept. MS-069 records of the chemical / substance / agent, S0 years Mflr:; OrD’ S/ QC & OD |years; Applies to qualified employers;
where & when it was used) P Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
Department preference; entered into
Mag, Yes: After DigAlert Software; the Excavator,
Lead Dept. MS-070 Underground Service Alerts (USA's) / Dig Alerts 3 years Mfr, OD, S/ ' Operator and the Regional Notification
QC & OD o .
Ppr Cetner all have an obligation to retain for
3 years; GC §84216.2(f); GC 834090
Division Work Orders / Service Requests - CRM/ Indefinite - Mag, Yes: After
Providing MS-071 CMMS DATABASE (Computerized Minimum 5 Mfr, OD, S/l ' Data is interrelated; GC §34090
. . QC & OD
Service / Work Maintenance Management System) years Ppr
Division Work Orders / Service Requests - All Vhen No Ma
- Information Entered in CRM / CMMS 9 Yes - After |Preliminary drafts (the database is the
Providing MS-072 Datab Longer Mfr, OD, S/ QC &OD |original); GC §34090
Service / Work atabase Required Ppr 9 '

(Paper drafts)
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Ver. 5.0 RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES Page MS-15
(Solid Waste, Wastewater, Water)
Image: Destroy
Office of . . Total . Media | I=Import | Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?

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

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

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

Work Orders / Service Requests - NOT entered
in CRM / CMMS Database (or partial

PE:Ic:/\I/iScIi’iJnng MS-073 inf_or_mation eqtgred intq CMMS_ Data_bgse) 5 years M?:I,ag,D, S/ Yes - After |City Preference; CCP 88338 et seq., 340
Service / Work (Division providing service retains originals; Ppr QC & OD |etseq., 342, GC §34090
Division requesting service is considered a
copy)
MUNICIPAL SERVICES / WATER QUALITY CONTROL / LABORATORY
Data is Inter-related; Lead and Copper for
Potable Water is required for 12 years or
Municipal indefinite - Mag 2 compliance cycles; Exceeds TNI
Services / Water MS-074 Laboratory Information Management System Minimum 12 Yes Mir O‘D S/l Yes: After |Standards for accreditation of
Quality Control / Database / LIMS Database ! ' QC & OD |environmental laboratories; TNI V1M2
Laboratory yea Ppr 4.13.3.b: 22 CCR 64400.25; 22 CCR
864470, 40 CFR 141.33(a); 40 CFR
141.91; GC §34090
Municipal Mag
Services / Water MS-075 Lab Reports & Chains of Custody: Minimum 10 Mir O’D S/l Yes - After |Department Preference; 40 CFR
Quality Control / Groundwater, Surface Water years F;pr ' QC & OD |141.405(b); GC 834090
Laboratory
Municipal Mag
Services / Water MS-076 Lab Reports & Chains of Custody: Potable Minimum 5 Mir O’D S/l Yes - After |Department Preference; 40 CFR
Quality Control / Water Bacteriological and Organics years F;pr ' QC & OD |141.33(a) and (b)(1); 22 CCR §64470

Laboratory
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Ver. 5.0

RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES
(Solid Waste, Wastewater, Water)

Page MS-16

Office of
Record (OFR)

Retention No.

Records Description

Total
Retention

Vital?

Media
Options

Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

Comments / Reference

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

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

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

Municipal Lab Reports & Chains of Custody: Potable Ma Department preference (10 years is
Services / Water Water Chemical (Includes Chlorine Residuals, § Minimum 10 9 Yes - After p. i P y
. MS-077 . . . . Mfr, OD, S/l required); 40 CFR 141.33(a); 22 CCR
Quality Control / Disinfectant Residuals, Disinfection Byproducts, years QC & OD
. : Ppr 8864470, 64537, 64692
Laboratory and Disinfection Byproduct Precursors)
Minimum 12
- years . .
Municipal OR 2 Ma Required for 12 years or 2 compliance
Services / Water MS-078 Lab Reports & Chains of Custody: Potable Compliance Mir gD S/l Yes - After |cycles; 22 CCR 64400.25; 22 CCR
Quality Control / Water Lead & Copper C chles P ; ' QC & OD |864470; 22 CCR 64690.80; 40 CFR
Laboratory e P 141.33(a); 40 CFR 141.91
whichever is
longer
Municipal . . .
Services / Water Lab Reports & Chains of Custody: Minimum 5 Mag, Yes - After Depart_ment_ Preference; C_onS|stent with
Quality Control / MS-079 Wast ter Pretreat t aars Mfr, OD, S/l QC & OD Bacteriological and Organics for Potable
y astewater, Pretreatmen y! Ppr Water: GC §34090
Laboratory
Municipal Mag
Services / Water i Laboratory Equipment Calibration Records / i Yes: After |Consistent with Chemical Reports; 40
Quality Control /| MS089Tonioc l0years MfrF; C:D’ S/ oce oD |CER141.33(a)
Laboratory P
Operations & Maintenance Manuals (O&M Life of Mag, Yes: After |Department Preference; GC §34090 et
Lead Dept. MS-081 P Facility or Mfr,OD,| S/I : P ’ :
Manuals) . QC &OD |seq.
Equipment Ppr
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Ver. 5.0

RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES
(Solid Waste, Wastewater, Water)

Page MS-17

Office of
Record (OFR)

Retention No.

Records Description

Total
Retention

Vital?

Media
Options

Image:
I=lImport
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

Comments / Reference

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

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

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

Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Mag chemical / substance / agent, where &
Lead Dept. MS-082 Sheet (MSDS) / Chemlcal Use Report Form (or 30 years Mfr, OD, S/l Yes: After Whenllt was used is memtamed for 3(?
records of the chemical / substance / agent, Por QC & OD |years; Applies to qualified employers;
where & when it was used) P Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
MUNICIPAL SERVICES / WATER QUALITY CONTROL / PRE-TREATMENT
Municipal Mag
. i i . . ' Yes: After |8 CCR 5157(d)(14) & (e)(6); 29 CFR
Serwc;;/ Lead MS-083 Confined Space Entries / Hot Work Permits 2 years Mflr:,);?D, S/ QC & OD |1910.146(e)(6) GC §34090
Municipal Mag Department preference; Monitoring
zeurelllictesclom?cfle; MS-084 Ez?ré;?; Sen?lfn(j;?zsgulgigﬁCtlliggsc:rts 3 years Mfr, OD, S/l Ee(s:: &A(;tgr records required for 3 years; 40 CFR
Y yRep Ppr §§122.21, 122.41; 40 CFR 403.12
Pre-Treatment
Municipal No Longer in Mag
Serw_ces / Water MS-085 Industrial Waste Permits B Siness + 2 Mfr, OD, S/l Yes: After |Department Preference; GC 834090 et
Quality Control / care Por QC & OD |[seq.
Pre-Treatment ’ P
Municipal ) o
Services / Water _ _ Mag, Yes: After Department preference, Morntorlng
Quality Control / MS-086 Industrial Waste Pretreatment Files 3 years Mfr, OD, S/l QC & OD records required for 3 years; 40 CFR
o Treatmort Ppr §§122.21, 122.41; 40 CFR 403.12
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Ver. 5.0 RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES Page MS-18
(Solid Waste, Wastewater, Water)
Image: Destroy
Office of . . Total . Media | I=Import | Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?

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

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

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

Municipal Mag,
. Yes: After |Cal/OSHA requests 3 years of
Servmgil Lead MS-087 Lockout/Blockout - Lockout/Tagout 3 years Mfler,;?D, S/lI QC & 0D |documents during audits; GC §34090
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Mag chemical / substance / agent, where &
Lead Dept. MS-088 Sheet (MSDS) / Ch_emlcal Use Report Form (or 30 years Mfr, OD. S/l Yes: After whenllt was used is m_eyntalned for 3(?
records of the chemical / substance / agent, Por QC & OD |years; Applies to qualified employers;
where & when it was used) P Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
MUNICIPAL SERVICES / WATER QUALITY CONTROL / OPERATIONS (Wastewater Treatment Plant)
Municipal . Indefinite - Mag, .
Services / Lead MS-089 SCADA D_at.gbase (Supervisory Control and Minimum 5 Yes Mfr, OD, S/l ves: After Data is interrelated; GC 834090
Di Data Acquisition) QC & OD
iv. years Ppr
Municipal Mag,
. i ' . . Yes: After |8 CCR 5157(d)(14) & (e)(6); 29 CFR
Serwc;;/ Lead MS-090 Confined Space Entries / Hot Work Permits 2 years Mflr:,);?D, S/ QC & 0D |1910.146(e)(6): GC §34090
Municipal . . Mag, . Department preference; Monitoring
Services / Lead MS-091 Eroe?re(zsrt] Zn?ifnﬁgfzsgulgzzﬁdggSo/rts 3 years Mfr, OD, S/l \((?eé &Acf)tgr records required for 3 years; 40 CFR
Div. yRep Ppr §8122.21, 122.41; 40 CFR 403.12
Municipal No Longer in Mag, . .
Services / Lead MS-092 Industrial Waste Permits Business + 2 Mfr, OD, S/l Yes: After |Department Preference; GC §34090 et
. QC & OD |seq.
Div. years Ppr
Municipal Mag, Yes: After Department preference; Monitoring
Services / Lead MS-093 Industrial Waste Pretreatment Files 3 years Mfr, OD, S/l QC-& oD records required for 3 years; 40 CFR
Div. Ppr 88122.21, 122.41; 40 CFR 403.12
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Ver. 5.0 RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES Page MS-19
(Solid Waste, Wastewater, Water)
Image: Destroy
Office of . . Total . Media | I=Import | Paper after
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?

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

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

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

Municipal Mag,
. Yes: After |Cal/OSHA requests 3 years of
Servmgil Lead MS-094 Lockout/Blockout - Lockout/Tagout 3 years Mfler,;D, S/ QC & 0D |documents during audits; GC §34090
Municipal Mag, Yes: After
Services / Lead MS-095 Operating Permit - Wastewater P Mfr, OD, S/ QC.& oD Department preference; GC 834090
Div. Ppr
Operations & Maintenance Manuals (O&M Life of Mag, Yes: After |Department Preference; GC §34090 et
Lead Dept. MS-096 P Facility or Mfr, OD, S/lI ' P ’ ’
Manuals) . QC & OD |seq.
Equipment Ppr
. Pre-Trip Inspections / DOT Program / Vehicle Send to Mag, . . .
Public Works / MS-097 Safety Checks / Daily Vehicle Inspections / Public Works Mfr, OD, S/ Yes: After 113 CCI_Q 1234(e); VC 34505.5(c); 49 CFR
Fleet . . QC & OD |396.11; GC §34090
Daily Equipment Checks | Fleet Ppr
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Mag chemical / substance / agent, where &
i Sheet (MSDS) / Chemical Use Report Form (or i Yes: After \when it was used is maintained for 30
Lead Dept. MS-098 records of the chemical / substance / agent, Lyeas Mﬁl;’ Cr)D, S/ QC & OD |years; Applies to qualified employers;
where & when it was used) P Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
Division Work Orders / Service Requests - CRM/ Indefinite - Mag, Yes: After
Providing MS-099 CMMS DATABASE (Computerized Minimum 5 Mfr, OD, S/l QC.& oD Data is interrelated; GC 834090
Service / Work Maintenance Management System) years Ppr
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RECORDS RETENTION SCHEDULE: MUNICIPAL SERVICES
(Solid Waste, Wastewater, Water)
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Retention No.
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Image:
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S=Scan

Destroy
Paper after
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Comments / Reference

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

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

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

Work Orders / Service Requests - All

DIVI.SK.m Information Entered in CRM / CMMS When No Mag, Yes - After |Preliminary drafts (the database is the
Providing MS-100 Datab Longer Mfr, OD, S/l QC &OD |original); GC §34090
Service / Work atabase Required Ppr g '
(Paper drafts)
Work Orders / Service Requests - NOT entered
Division in CRM / CMMS Database (or partial Mag
Providi information entered into CMMS Database) . Yes - After |City Preference; CCP 88338 et seq., 340
roviding MS-101 Divisi idi . tai iqinals: 5 years Mfr, OD, S/l OC&OD |et seq., 342, GC §34090
Service / Work (Division providing service retains originals; Ppr a., ,

Division requesting service is considered a
copy)
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RECORDS RETENTION SCHEDULE: POLICE

Page PD-1

. Image: Destroy
Office of Total Media I=Import | Paper after
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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.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

POLICE ADMINISTRATION / POLICE CHIEF
Department Preference; State Law requires 4
Police / Background Files - Successful Employee years; EEOC / FLSA / ADEA (Age) requires 3
Admin. / PD-001 and Volunteer Applicants (Employees, Separation +j Yes: Until | Mag, Mfr, S/ Yes: After |years for promotion, demotion, transfer,
Chief Cadets, Explorers, CERT, Chaplains, 5 years Separation | OD, Ppr QC & OD |[selection, or discharge; ; 29 CFR 1627.3(b)(i),
Reserves, etc.) 29 CFR 1602.14; GC §812946, 12960, 34090;
29 USC 1113
State Law requires 4 years; EEOC / FLSA/

. Background Files - Unsuccessful ADEA (Age) requires 3 years for promotion,
Police / : . . . . }
Admin. / PD-002 Employee and Volunteer Applicants 5 years Mag, Mfr, s/l Yes: After |demotion, transfer, selection, or discharge;

Chief. (Employees, Cadets, Explorers, CERT, OD, Ppr QC & OD |State Law requires 4 years; 29 CFR
Chaplains, Reserves, etc.) 1627.3(b)(i), 29 CFR 1602.14; GC
§812946,12960, 34090
:(?rlllqc"? // PD-003 Collateral Duty Assignments, Special £ vears Mag, Mfr, S/ Yes: After |Department Preference; GC 8812946, 12960,
Chief Assignments, Testing : OD, Ppr QC & OD (34090
Pol|(_:e/ Complaints from Employees - No . F|n.a.l Mag, M, Yes: After '
Admin. / PD-004 Employment Action - WITH or WITHOUT JDisposition + S/l Department Preference; GC § 34090 et seq.
) . s . OD, Ppr QC & OD
Chief Sustained Finding of Misconduct 2 years
Police / Complaints from Members of the Public - Final
- S . . - Mag, Mfr, Yes: After .
Admin. / PD-005 Internal Investigations WITH Sustained Disposition + S/l PC §8832.5(b), 832.7; GC8 34090
) . . OD, Ppr QC & OD
Chief Finding of Misconduct 15 years
Consistent with Lexipol Policy; State requires
for at least 5 years for complaints by members
of the public; other State & Federal laws require
Police / Complaints from Members of the Public - Final retentlo.n until final dIS.pOS'tlon of formal I
- L . . . Mag, Mfr, Yes: After |complaint; State requires 2 years after action is
Admin. / PD-006 Internal Investigations WITHOUT Sustained §Disposition + S/l . e .
Chief Findi £ Mi duct & o OD, Ppr QC & OD [taken; Statute of Limitations is 4 years for
ihding ot Misconduc y misconduct after the discovery of the offense for
misconduct in office; EVC §1045, GC
§812946,12960, 34090, PC §8801.5, 803(c),
832.5, 832.7, VC 82547
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Ver. 9.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-2
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Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Fire /
Admin. and Emergency Operations Plan (includes Office .
Police / PD-007 of Emergency Management & Homeland When Yes (all) Mag, Mfr, S/ Yes: After GC 834090
: . Superseded OD, Ppr QC & OD
Admin. / Security)
Chief
Police / Pursuit Review Forms / Use of Force
Admin. / PD-008 Reviews - No Employment Action - Not as 2 vears Mag, Mfr, s/l Yes: After |Department Preference; GC §812946, 12960,
Chiei a result of a complaint from a member of the y OD, Ppr QC & OD |34090
public
Police / .
Admin. / PD-009 Reports and Studies - Historical P Mag, Mir, S/l ves: After Department Preference; GC § 34090 et seq.
Chief OD, Ppr QC & OD
Department Preference; OSHA requires safety
training 5 years; EEOC/FLSA/ADEA (Age)
Police / S . . requires 3 years for promotion, demotion,
Admin. / PD-010 T;?;T?L?ts)B;ei?:é?::EFo(rlrI]DCilsuZ?cshePrOST Segar:s:)sn v l\él)ag, ::\,/I f:‘ S/l \gaé &A(f)tgr transfer, selection, or discharge; State Law
Chief P P y P requires 4 years; 8 CCR 83203 et seq., 29 CFR
1602.31 LC §6429(c); GC §812946,12960,
34090, 53235.2(b)
Trainind - Department Training Records - Rosters are sent to POST; OSHA requires
9 P 9 safety training 5 years; EEOC/FLSA/ADEA
. COURSE RECORDS . - .
Police / . . (Age) requires 3 years for promotion, demotion,
- Minimum 5 Mag, Mfr, Yes: After . . )
Admin. / PD-011 Attend Rost out d cars OD. Por S/l QC & OD transfer, selection, or discharge; State Law
Chief ( endance Rosters, Outines and y P requires 4 years; 8 CCR 83203 et seq., 29 CFR
Materials; includes Use of Force training, 1602.31 - LC §6429(c); GC §§12946,12960
safety training, etc.) 34090, 53;235.203) ' ' '
POLICE / ANIMAL SERVICES
Police / Indefinite o
. . . . - Mag, Mfr, Yes: After |Department preference; Data is interrelated; GC
Anlmal PD-012 Animal Registration Database (Minimum 3 oD, Ppr S/ QC & 0D |§34090
Services years)
Police / Department preference; 3 years is required for
. . L . . Mag, Mfr, Yes: After |animal treatment records; FA §32003(e), PC
Anlmal PD-013 Adoption Application / Questionnaire 3 years oD, Ppr S/ QC & OD |§597.1(d): CCP §§336(a), 337 et. seq., GC
Services §34090
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|If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Police / Mag, Mfr Yes: After
Animal PD-014 Animal Registration Report 3 years g, Vi, S/l ’ Department preference; GC §34090
. OD, Ppr QC & OD
Services
Police / Mag, Mfr Yes: After
Animal PD-015 Animal Trap Agreements 3 years g, Vi, S/l ’ Department preference; GC §34090
. OD, Ppr QC & OD
Services
Police / .
Animal PD-016 Bite Reports / Rabies Control Records 3 years Yes Mag, Mir, S/l ves: After Department Preference; GC §34090 et seq.
. OD, Ppr QC & OD
Services
l:?iliiri\l/ PD-017 Complaints - Reqarding Animals Minimum 3 Yes Mag, Mfr, s/l Yes: After |Department Preference (habitual problems may
. P g 9 years OD, Ppr QC & OD |be retained longer); GC 834090 et seq.
Services
l:?iliiri\l/ PD-018 Controlled Substance Inventory Records 3 years Yes Mag, Mir, S/l ves: After |3 years is required; FA §32003(e), B&P 4081;
. y y oD, Ppr QC &OD |GC §34090
Services
Police / . . . . Department preference - meets municipal
Animal PD-019 [S)Epssns / Oracle Deposits / Deposit Batch 3 years l\él)ag, ::\,/If: S/l \gé.&A(f)tgr government auditing standards (not all detail is
Services P P sent to Finance); GC §34090
Police / . Department preference - meets municipal
Animal PD-020 Donations Receipts 3 years l\él)ag, ::\,/If: S/ \gé.&A(f)tgr government auditing standards (not all detail is
Services P sent to Finance); GC §34090
Police / . Department preference to support treatment
Animal PD-021 Euthanasia Log 3 years l\él)ag, ::\,/I f:‘ S/ \gé &A(f)tgr records; Considered transitory / preliminary
Services P drafts. GC §34090, GC §6252
Police / Department preference; 3 years is required for
) . Mag, Mfr, Yes: After |animal treatment records; FA §32003(e), PC
Anlmal PD-022 Impound Notices / Contact Requests 3 years oD, Ppr S/I QC & OD |8597.1(d); CCP §5336(a), 337 et. seq., GC
Services
§34090
FA)?]I;;ZI/ PD-023 Investigations / Problem Files (barking, 4 vears Mag, Mfr, S/l Yes: After |Department preference; (habitual problems may
Services loose dogs, dangerous dog reports, etc.) y OD, Ppr QC & OD |be retained longer); GC 834090
Police / .
Animal PD-026 Microchip Records 20 years Mag, Mir, S/ ves: After Used for locating animals; GC 834090 et seq.
Services OD, Ppr QC & OD
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|If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

Police /
. Record of All Efforts to Contact Owner Mag, Mfr, Yes: After .
SAer;\llrir;aels PD-028 andlor Microchip’s Primary Registrant 2 years oD, Ppr S/ QC & OD FA 8831108.3 and 31752.1; GC 834090
Police / Treatment Records (Rabies, Vaccination Mag. Mt Yes: After 3 years is required; FA 832003(e), PC
Animal PD-029 records, Euthanasia, medical treatments, 3 years Yes g, Vi, S/l ' §597.1(d); CCP 8§8336(a), 337 et. seq., GC
. OD, Ppr QC & OD
Services etc.) §34090
POLICE / CODE ENFORCEMENT
Police / Code Enforcement / Abatement Case Files
) (Includes Citations, Notice of Violations, Minimum 2 J Yes: Until | Mag, Mfr, Yes: After .
Code PD-030 Photos, and Code Enforcement Complaint years Resolution | OD, Ppr S/ QC & OD Department preference; GC §34090
Enforce.
Letters)
COMMUNICATIONS / CAD / DISPATCH
Police / Audio Recordings or Tapes - (CAD/RMS) Department Preference; legally mandated for
Commun PD-032 Recordings of Telephone & Radio 2 years Mag 100 days; (may be discoverable or made public
' Communications Dispatch Tapes (CAD) in some circumstances), GC §834090, 34090.6
. When No o .
Police / ) . Mag, Mfr, Yes: After |Preliminary Draft (entered in RMS / CAD
Commun. PD-033 Vacation Checks / Patrol Requests RI_eoqnugi;reerd oD, Ppr S/ QC & 0D |system): GC §34090 et seq.
FIELD OPERATIONS / PATROL
. Department preference; Recordings that
PoI|(_:e/ Automated License Plate Reader Data / When No become evidence are stored with evidence;
Admin. - PD-033.5 . Longer Mag, .
Records ALPR Recordings Beaiired Does not record regular and ongoing
q operations; GC §34090.6 et seq;
Police / _ _ When No Departmen_t preference; RecoergS _that '
. Drone (Unmanned Aerial Vehicle) become evidence are stored with evidence;
Field Ops / PD-034 . Longer Mag, .
Patrol Recordings Reaired Does not record regular and ongoing
q operations; GC §34090.6 et seq;
Police / . ' I _—
. Hearing Officer Determinations (Citation Mag, Mfr, Yes: After
Field Ops / PD-035 Appeals, Tows, efc.) 2 years oD, Ppr S/l QC & OD GC 834090
Patrol
Police / Officer Recordings: Body-Worn Cameras —
Fleiill‘it(r)oplS/ PD-036 LOGS of Access or Deletion of Data P Mag, PC8§ 832.18(b)(5)(E); GC 834090.6 et seq.
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|If the record is not listed here, refer to the Retention for City-Wide Standards

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

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

. Officer Recordings: Body-Worn Cameras - FO“.OWS
Police / that ARE evidence, Officer Involved ISteniioNt jof
Field Ops / PD-037 . . Evidence, Mag, PC§ 832.18(b)(5)(B)&(C); GC §34090.6 et seq.
Shootings / Detention or Arrest / .
Patrol c lai Minimum 2
omplaints years
Police / ) — i i Department preference (law recommends 60
Field Ops /|  PD-03g | Officer Recordings: Body-Worn Cameras - § Minimum 60 Mag, days); PC§ 832.18(b)(5)(A); GC §34090.6 et
that are NOT evidence days
Patrol seq.
Police / Ops Plans (Parades, Special Events Minimum 2 Mag, Mfr Yes: After
Flellit(r)oFl)S/ PD-039 SWAT, etc.) years oD, Ppr S/l QC & OD Department preference; GC §34090 et seq.
Police / .
Field Ops / PD-040 PAS Device Calibration Logs 2 years Mag, Mir, S/l ves: Aiter GC 834090 et seq.
OD, Ppr QC & OD
Patrol
Police / When No - . . .
) i Mag, Mfr, Yes: After |Preliminary drafts (the timecard / timesheet is
Field Ops / PD-041 Patrol Schedules Longer oD, Ppr S/l QC & 0D |the final): GC §34090 et seq.
Patrol Required
Police / o .
Field Ops / PD-042 Permits - Taxi Permits Expliation + Mag, Mfr, S/l ves: After GC 834090
2 years OD, Ppr QC & OD
Patrol
Police / Life of the Mag, Mfr Yes: After
Field Ops / PD-043 Traffic Control: Radar Calibration Records . 9 ' S/l ’ Department preference; GC §34090 et seq.
Patrol Equipment OD, Ppr QC & OD
Police / . .
Field Ops / PD-044 Traffic Control: Radar Trailer Surveys, etc. Minimum 2 Mag, M, S/l ves: After GC 834090 et seq.
Patrol years OD, Ppr QC & OD
INVESTIGATIONS & SPECIAL OPERATIONS
. . When No
State of PD-045 Alcoholic Beverage Control Licenses / | e Mag, Mfr, S/l Yes: After Not a Citv record
California Permits / ABC Permit Applications 9 OD, Ppr QC & OD y
Required
Police /
Investigat. ) . e Mag, Mfr, Yes: After |Per Federal DOJ requirements (Equitable
& Special PD-046 Asset Forfeiture Notification 5 years oD, Ppr S/l QC & 0D |Sharing Guide): GC §34090
Ops
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|If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Files contain criminal intelligence information
concerning an individual only if there is
reasonable suspicion that the individual is
Police / Criminal Intelligence Files involved in criminal conduct or activity and the
Investigat. PD-047 Last Entry + Mag, Mfr, S/ Yes: After |information is relevant to that criminal conduct
& Special Confidential informant information & 5 years OD, Ppr QC & OD |or activity. Misleading, obsolete or unreliable
Ops activities information is required to be destroyed;
remaining records must not be retained longer
than 5 years; 28 CFR 23.20(h); GC 834090
Police / Transferred
Investigat. PD-048 Detectives Investigation Files and Arrest finto Record's Mag, Mfr, s/l Yes: After |Transfer all Official Reports to Records to be
& Special Files Crime OD, Ppr QC & OD |placed in the Crime Report Files.
Ops Report Files
Police /
Igvggzgie:l' PD-050 Guns: Dealers Record of Sale (DROS) 2 years l\él)ag‘, ::\,/g: S/l \gé &A(f)tgr GC 834090
Ops
Police / . . L
Investigat. . . Minimum 2 Mag, Mfr, Yes: After informant miorma’uqn, Does not'corital.n prlmlnal
& Special PD-051 Informant Files / Gang Files years oD, Ppr S/lI QC & OD intelligence information concerning individuals;
Ops ' Department preference; GC §34090
. Department Preference to provide information
Police / o
Investigat. . Mag, Mfr, Yes: After io O‘h‘?r agencies, Non-records u;ed for
. PD-052 Pawn Slips 2 years S/lI investigations; Originals entered into the State
& Special OD, Ppr QC & OD ; :
Ops Autqmated Property System; most agencies
retain for 2 years; GC §34090
Police / L . .
. Policies & Procedures / Lexipol / Operation .
Investig_a . PD-053 Directives / General Orders (Department SUpeiseded Mag, M, S/l ves: After Department Preference; GC § 34090 et seq.
& Special o + 2 years OD, Ppr QC & OD
Ops Policies and Procedures)

TURLOCK, CA. ©1995 - 2023 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516 Adopted: 3/15/2025



Ver. 9.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-7

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

Police / Department preference; Pursuant to PC §457.1
Investigat. . ) . . ) P, or Death Mag, Mfr, Yes: After |et seq.; required to register for life; If released
& Special PD-054 Registrants: Arson Registrations: Adults of Registrant OD, Ppr S/ QC & OD (from DOJJ, records are destroyed after age 25

Ops or sealing pursuant to W&I §781; GC §34090.7

Police / Age 25 or Pursuant to PC §457.1 et seq.; If released from
Investigat. Registrants: Arson - Juveniles released J Mag, Mfr, Yes: After X 9
& Special PD-055 from Division of Juvenile Justice Sealing Date oD, Ppr S/l QC & OD DOJJ, records are destroyed after age 25 or

Ops + 5 years ' sealing pursuant to W&I §781; GC 834090

Police /

Investigat. ) . . Minimum 5 Mag, Mfr, Yes: After |Department Preference (registration pursuant to
& Special | D0952  |Registrants: Gang Adults years ob,ppr | S!' | oceop |Pc 186.30(a)); GC §34090
Ops
Police / . .
. . . Department Preference (registration pursuant to
Igvgszg;tl. PD-055.3 |Registrants: Gang Juveniles Siagngézzte l\él)aé;, QA f:‘ S/l geé &A(f)tgr PC 186.30(a)); Records are destroyed pursuant
C?ps y TP to W&l §781;GC §34090
In?/(e)zlgieét PD-055.4 Registrants: Gang Adults Shared Gang £ vonrs Mag, Mfr, S/l Yes: After |Department Preference (registration pursuant to
Iy Spegiall ' Databases ’ oD, Ppr QC & OD |PC 186.30(a));11 CCR 773.8; GC §34090

Police / Department Preference (registration pursuant to
Investigat. PD-055.5 Registrants: Gang Juveniles Shared Gang 3 years Mag, Mfr, S/ Yes: After |PC 186.30(a)); Records are destroyed pursuant
& Special ' Databases Y OD, Ppr QC & OD |to W&I §781; 11 CCR 774; PC §186.30; GC

Ops 834090 et seq.
Police /
Investigat. . . . . . Mag, Mfr, Yes: After
& Special PD-056 Registrants: Narcotic Registrations 2 years oD, Ppr S/l QC & OD GC 834090
Ops
. Department Preference; After 2021, Offenders

Police / can petition Court for removal 10 or 20 years
Investigat. Registrants: Sex Offender Registrations: P, or Death Mag, Mfr, Yes: After P . Y
& Special PD-057 Adults of Reaistrant OD. Por S/l QC & OD after offense, provided there are no subsequent

P 9 7P offenses; Pursuant to PC §290 et seq.; GC
Ops §34090
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|If the record is not listed here, refer to the Retention for City-Wide Standards

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

P or Sealing
. Date + 5 Department Preference; After 2021, Offenders
Police / ears can petition Court for removal 10 or 20 years
Investigat. Registrants: Sex Offender Registrations: Y Mag, Mfr, Yes: After P . Y
& Special PD-058 Juveniles (or Court oD, Ppr S/l QC & OD after offense, provided there are no subsequent
ODs Order), or ' offenses; Pursuant to PC §290 et seq.; GC
P Death of §34090
Registrant
Police / .
. Report of data regarding the number, type,
Investigat. . - ; o Mag, Mfr, Yes: After
& Special PD-059 or _dlsposmon of complaints made against its 2 years oD, Ppr S/l QC & 0D GC 834090 et seq.
officers
Ops
. Reports to State or Federal Agencies:
Police / o
Investigat Report to POST Commission of peace Maa. M Yes: After
gat. PD-060 officer employment, compliant, finding, 2 years 9 ' S/l ' GC 834090 et seq.
& Special . o . OD, Ppr QC & OD
Ops disposition, or judgement pursuant to 8PC
P 13510.9, etc.
Police /
Investigat. PD-061 STOP Source Data, Audit Log / Racial and 3 years Mag, Mfr, SIMI Yes: After |11 CCR 999.228; 11 CCR 999.229; GC
& Special Identity Profiling Act (RIPA) Annual Report y oD, Ppr QC & OD |8812525.5, 34090
Ops
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|If the record is not listed here, refer to the Retention for City-Wide Standards

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

HOLDS: Litigation, complaints, claims,

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

PROFESSIONAL STANDARDS UNIT
. CCW Applications / Renewals (Carry )
PSI'SCS / PD-062 Concealed Weapon Applications and 5 years l\éag, PM f:’ S/l geé &Acf)tgr Department Preference; GC § 34090 et seq.
Permits) - UNSUCCESSFUL / DENIED TP
. CCW Applications / Renewals (Carry L )
PSI'SCS / PD-063 Concealed Weapon Applications and EXEF: |r2t;:2 . l\gag, QA f:’ S/l \((De(-s: &Acf)tgr Department Preference; GC § 34090 et seq.
Permits) - SUCCESSFUL / APPROVED y TP
Police / . Mag, Mfr, Yes: After
PSU PD-064 Press Releases - Police Only 2 years oD, Ppr S/l QC & OD GC 834090
Police / . . Mag, Mfr, Yes: After
PSU PD-065 Ride-A-Long Waiver Form 2 years oD, Ppr S/l OC & OD GC 834090 et seq.
PROPERTY AND EVIDENCE
—— S —————————
Indefinite
Police / (Follows the o
. : Mag, Mfr, Yes: After |Department Preference (data is interrelated);
Pro_perty & PD-066 _Property & Evidence Database Retention of oD, Ppr S/ QC & 0D |GC §34090
Evidence the
Evidence)
Police / Follows the )
Property & PD-067 Crime Report Photos Retention of Mag, Mir, S/l ves: After Department Preference; GC §34090
h . OD, Ppr QC & OD
Evidence the Evidence
Police / Gun and Narcotics Destruction Lo Minimum 2 Mag, Mfr Yes: After
Property & PD-068 9 9 ' S/l ’ Department Preference; GC §34090
b (Documents related to) years OD, Ppr QC & OD
Evidence
Police / Property & Evidence Logs / Destruction Mag, Mfr Yes: After
Pro_perty & PD-069 Authorizations 2 years oD, Ppr S/l QC & OD GC 834090
Evidence
Police / Safekeeping: Lost & Found Property Mag, Mfr Yes: After
PEr\?iF()jirrt])(/::‘ PD-070 (Documents related to) 2 years OD, Ppr S/ QC & OD GC §34090
RECORDS
Indefinite
Police / (Some Mag, Mfr, Yes: After |Data Fields / Records are interrelated; GC
Records PD-071 _RMS Database Crimes are Yes OD, Ppr S/ QC & OD 834090
Permanent)
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|If the record is not listed here, refer to the Retention for City-Wide Standards

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

Police /

Accident Review Board Records:

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

Mag, Mfr,

Yes: After

Records PD-071.5 _Cgrrgspondence, Findings, etc. (on the job 5 years oD, Ppr S/l QC & OD Department preference; GC §34090
injuries)
Police / . . . Mag, Mfr, Yes: After
Records PD-071.7 |Administrative Files 2 years oD, Ppr S/l QC & OD GC 834090
Police / . Expiration + Mag, Mfr, Yes: After
Records PD-072 Alarm Permits > yeurs oD, Ppr S/l QC & OD GC 834090
Police / . . Mag, Mfr, Yes: After
Records PD-072.5 |Bicycle Permits 2 years oD, Ppr S/l QC & OD GC 834090
Police / CHP Forms: Pursuit Report (CHP 187A), Mag, Mfr, Yes: After
Records PD-073 Vehicle Report (CHP 180), etc. é years OD, Ppr S/MI QC & OD GC §34090
. Citations (Parking, Traffic, Marijuana / .
Police / PD-074 Cannabis). Includes requests for 2 years Mag, Mir, SIM/ ves: After GC 834090 et seq.
Records o . OD, Ppr QC & OD
dismissals, cancellations, and appeals.
Department preference to accommodate statute
CRIME REPORTS / SEALED RECORDS: Age of of limitations for victims; Statute of Limitations
Police / ) L Mag, Mfr, Yes: After |runs up to age 22 or within five years of date of
Records PD-075 Sealed Juvenile Cases - Childhood Sexual Majogz; e Yes OD, Ppr S/mA QC & OD |discovery of injury/iliness occurring after age of
Assault - Before January 1, 2024 y majority, whichever is later; CCP 88340.1, GC
§34090
Department preference to accommodate statute
POLICE REPORTS / SEALED RECORDS: of limitations for victims; Statute of Limitations
Police / PD-075.1 p Yes: Before| Mag, Mfr, S/ Yes: After |runs up to age 22 or within five years of date of
Records ’ Sealed Juvenile Cases - Childhood Disposition| OD, Ppr QC & OD |discovery of injury/iliness occurring after age of
Sexual Assault After January 1, 2024 majority, whichever is later; CCP 88340.1, GC
§34090
Per Court
CRIME REPORTS / SEALED RECORDS: Order
Police / PD-076 (Subject 26 Yes Mag, Mfr, SIMI Yes: After |[CCP §8340.1, GC §34090; GC 868152(g)(1),
Records Sealed Juvenile Cases years old / OD, Ppr QC & OD |W&I §781(d)
Except Sealed Childhood Sexual Assault Sealing Date
+ 5 years)
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|If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

. CRIME REPORTS: Until Found . Department Preference to facilitate Three
Police / Mag, Mfr, Yes: After : ; -
PD-077 - . or Yes SIM/I Strikes law and ease of document imaging
Records Lost Property: Firearms entered into Recovered OD, Ppr QC & OD administration; PC§ 11108.2(b); GC §34090
CLETS (if not Permanent Retention) ' e
CRIME REPORTS: .
Department Preference; DOJ retains CACI
. ALL Capital Crimes, Homicide, Juvenile (Child Abuse Central Index) |nfor.m:.;\t|oln for
Police / . : Mag, Mfr, Yes: After |adults 100 years; Most have no limitations on
PD-078 Child Abuse (substantiated), Elder Abuse P Yes SIM/ i
Records bstantiated). & S | A It (R OD, Ppr QC & OD |commencement of action; PC §8 261, 286, 288,
(substantiated), & Sexual Assault (Rape), 288a, 288.5, 289, 289.5, and 799; 803(h),
Arson (Suspected or Undetermined) 11169 et seq.; 11170(a); WIC 707(b)
CRIME REPORTS: Mo Further
Police / Report on Mag, Mfr Yes: After
Records PD-079 Child Abuse or Neglect Investigation “uspected oD, Ppr S/mi QC & OD PC §511169(c) 11170(2)(3)
. . R Abuser + 10
Reports - Unsubstantiated or Inconclusive]
years
Department Preference; Domestic Violence
incident reports are required or a minimum of 5
years; Provided there are no outstanding
CRIME REPORTS: warrants, unrecovered weapons, criminal
Police / ) Mag, Mfr, Yes: After |deaths, they are not historically significant, and
Records PD-080 Except those specifically mentioned in b years Yes OD, Ppr S/mA QC & OD |itis not classified under PC 8800 & 290 and
the schedule (ALL Others) H&S §11850; Stat. of Limit. is 2 yrs; Destroy
juvenile marijuana after agel8; H&S §11361.5,
GC 834090, PC 8802, PC 88187, 800 et seq,
FC 6228(d)
CRIME REPORTS:
Misdemeanor or Infraction - Adult Conviction orj
Police / PD-081 Marijuana / Cannabis - H&S Arrest (If No JYes: Before| Mag, Mfr, SIM/I Yes: After |("Shall" Destroy); GC §868152(c)(8), 34090;
Records §11357(b)(c)(d)(e) or H&S §11360(b) (with [ Conviction) J Disposition | OD, Ppr QC & OD |H&S §11361.5
procedure in H&S §11361.5) - Except those | + 2 years
with outstanding stolen property, including
firearms, or lost firearms
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Ver. 9.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-12

. Image: Destroy
Office of . _
Record | Retention No. Records Description Totai Vital? Mgdia I=import | Paper after Comments / Reference
(OFR) Retention Options M=Mfr | Imaged &
S=Scan Qcd?
|If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
CRIME REPORTS:

. . . . 2 years or . . . . N .
Police / PD-082 Misdemeanor or Infraction - Juvenile Juverile 18 Yes: Before| Mag, Mfr, SIM/I Yes: After |If no subsequent conviction ("Shall" Destroy);
Records Marijuana / Cannabis - H&S §11357(E) - years old Disposition | OD, Ppr QC & OD |H&S 811361.5

Except those with outstanding stolen
property, including firearms, or lost firearms
P
. (If Returned,
Police / PD-083 CRIME REPORTS: Follows the jYes: Before| Mag, Mfr, SIMI Yes: After Department Preference; GC §34090
Records L Retention for] Disposition | OD, Ppr QC & OD ’
Missing Persons -
the Crime
Report)
CRIME REPORTS:
- Bate of Individual petitions District Attorney; Sheriff
Police / PD-084 Factually Innocent Petition Accepted Affcsts 3 Yes: Before| Mag, Mfr, SIMI Yes: After |concurs that person is factually innocent, then
Records Records Sealed Pending Destruction - Disposition | OD, Ppr QC & OD |seals record ("Shall" Destroy); GC §34090; PC
. . years
Except those with outstanding stolen §851.8(a)
property, including firearms, or lost firearms
CRIME REPORTS:
Police / PD-085 Misdemeanor or Infraction Marijuana / Offender is fYes: Before| Mag, Mfr, SIMI Yes: After |(Courts and other Agencies "Shall" destroy);
Records Cannabis §11357(de) - Juvenile on School}18 Years Old} Disposition | OD, Ppr QC & OD |H&SS§ 11361.5 et seq., 11357(e)
Grounds during School Hours (with
procedure in H&S §11361.5)
CRIME REPORTS:
Police / PD-086 Vacatur Relief Granted by Court - Victim of § Court Order Mag, Mfr, SIMI Yes: After |Individual petitions Court ("Shall" Destroy); GC
Records Human Trafficking, or Victim of Intimate + 1year OD, Ppr QC & OD |834090; PC §8236.14(k); 236.15(k)
Partner Violence or Sexual Violence
(Nonviolent Crimes)
State of Crime _Statlstlcs / National Inudgnt-Base_d When No Mag, Mfr, Yes: After |Entered Directly into DOJ’s portal (a State
California PD-087 Reporting System (NIBRS_) / Uniform Crime Longer oD, Ppr SIM/I QC & 0D |record)
Reports (UCR) - Summaries (BCS) Required ’
RP;I:E;/S PD-088 Field Interview Cards / FI Cards 5 years l\él)ag’, ::\,/g: S/l \gaé &A(f)tgr Department preference; GC §34090
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Ver. 9.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-13

. Image: Destroy
Office of Total Media I=Import | Paper after
Record | Retention No. Records Description . Vital? . =mp P Comments / Reference
(OFR) Retention Options M=Mfr | Imaged &
S=Scan Qcd?
|If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Police / . Expiration + Mag, Mfr, Yes: After
Records PD-089 Permits - Dance, etc.. 2 years oD, Ppr S/l QC & OD GC 834090
Restraining Orders, Emergency Protective
Orders, Temporary Restraining Orders, Expiration of Mag, Mfr, Yes: After .
Court PD-090 Legal Stipulations, Orders After Hearing the Order OD, Ppr S/mi QC & OD Not a City record
(When Not filed with the case file)
Court or Subpoenas (Personal Appearance of Police Viien o Mag, Mfr, Yes: After |Court or District Attorney records; GC §34090
Dist. Attn PD-091  |Eoio ees) Lenger oD, Ppr S/ QC &OD |etse
’ Y ploy Required P a-
Police / PD-092 Video Recordlngs - Bundmg Sgcurlty, 1 year Mag Records regular ongoing operations of the City;
Records Regular, Ongoing City Operations GC 8§34090.6 et seq.
Police / Video Recordings - Public Areas / Public When No Does not record regular and ongoing
PD-093 . Longer Mag L
Records Activity Regquired operations; GC §34090.6 et seq,
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)

Page PW-1

Office of
Record (OFR)

Retention No.

Records Description

Total
Retention

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper after
Imaged &
QC'd?

Comments / Reference

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

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

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

PUBLIC WORKS / AIRPORT (Contracted to Non-Profit Organization)

Above Ground Storage Tank (Airport Owned)
Tank Monitoring, Inspections and Maintenance,

Department Preference; applies to both
Tier | and Tier Il Tanks; (Tier Il tanks are

Public Works / PW-001 Release Detection Systems, Cathodic 50 Ve ars M?:Iagb S/l Yes: After |required to have an integrity test every 20
Airport Protection Maintenance Records, CUPA Y ! ' QC & OD |years); EPA recommends that formal test
. . . . Ppr ; .
Inspections, including letters of correction and records or reports be retained for the life
citations of the container; GC §34090
. . . . . . Mag,
Public Works / Aircraft Accident / Incident Reports: Aircraft Minimum 2 Yes: After .
Airport PW-002 (sent to FAA) years Mf;;;?D, S/ QC & OD Department preference; GC §34090
Public Works / PW-002.5 Airport Noise Measurements, yearly day-night Minimum 5 angb S/l Yes: After |Department preference; 14 CFR 150 et
Airport ' average sound levels years P’pr ' QC & OD |seq.; GC §34090
Airport Security Access Applications / AOA Ma
Public Works / PW-003 Access Personnel Records / Gate User 5 years Mt gD s/l Yes: After |FAA requires 180 days ; FAA Security
Airport Acknowledgements / Proximity Cards Y P ; ' QC & OD |Directive SD1542-04-08E GC §34090
(Employees and Tenants) P
Public Works / Mag, Yes: After
: PW-004 Airport State License (Safety Inspections) P Yes Mfr, OD, S/l ' Department preference; GC §34090
Airport Ppr QC & OD
. . L Mag
Public Works / Airport Tenant Agreements and Insurance Termination ' Yes: After
Airport PW-005 Certificates + 2 years MfL’pOrD’ S/ QC&OD GC §34090 et seq.
. . . Mag
Public Works / CalTrans Aeronautics Inspections (Annual - ' Yes: After
Airport PW-006 Includes letters of corrections and citations) e yeals Mf::,);?D, S/ QC & OD GC §34090 et seq.
. Citations / Lease Enforcement Actions / Rules & . Mag, . Department Preference (consistent with
PUDIA'?I_V\(I;:trkS/ PW-007 Regulations Enforcement / Notices of Violations Re;ol;l;l:)sn . Mfr, OD, S/l \geé.&Aggr other Code Enforcement and Operational
P (includes written noise and safety complaints) Y Ppr Complaints); GC 834090 et seq.
. Emergency Operations Plan / Disaster . Mag, .
PUb“(? Works / PW-008 Recovery Plan / Earthquake Information, Airport Und Yes Mfr, OD, S/l ves: After Most are non-records; GC §34090
Airport e : Superseded QC&OD
Certification Manual, Airport Emergency Plan Ppr
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Page PW-2

Ver. 11.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)
Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
2
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
|If the record is not listed here, refer to the Retention for City-Wide Standards
[Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Employee Training File - All Course Records Mag
Public Works / (except for medically related) Separation + ' Yes: After .
Airport PW-009 (Attendance Rosters, Outlines & Materials, 5 years Mf;‘, ?D’ S/ QC&OD Department preference; GC 34090
SOP's & Checklists) P
FAA Inspections / Reports / FAA Forms:
Daily Inspection Logs & Maintenance Work Regulations are written to imply
Public Works / PW-010 arc_ietrs; Mete[ Reaclgn?j_& édju_stmer;tg, FaCItI.Ity 5 years M?:Iag’o S/l Yes: After |Permanent retention; 14 CFR 171.13,
Airport aintenance Logs, kadio Equipment Uperation ’ et QC &OD |171.33,171.53, 163, 14 CFR 171.13; GC
Records, NavAid & AWOS Error Data, Ppr 534090
Certification & Inspections; NOTAMS ,
Technical Performance Records
. . . o . Mag, . Code of Federal Regulations requires 3
PubIAlcirV\é?trks/ PW-011 E_PDE? OPe:mlt (Stormwater Discharge Permit) Exngt;?;i + Yes Mfr, OD, S/ \((geé.&Aggr years: 40 CFR §§122.21, 122.41, 122.44;
P irport &nly Y Ppr CCP §337 et seq.
Mag Department preference (consistent with
Public Works / . ' Yes: After |stormwater / NPDES requirements; 40
Airport PW-012 Oil / Water Separator (Concrete) 3 years Mfr, OD, S/l QC&OD |CFR §§122.21, 122.41, 122.44: CCP
Ppr
8337 et seq.
. . . ., Mag
Public Works / Permits: Use Permits, Short-Term Use Termination ’ Yes: After
Airport PW-013 Permits, Short-Term Rentals + 2 years Mf::,);?D, S/ QC & OD GC §34090 et seq.
. . . . Mag, . Code of Federal Regulations requires 3
P“b':;r\’\(’)‘r’trk“ PW-014 ﬁ]tf‘;rrr::’a‘g;ir' Ligaér‘e°2:;:ft/‘iﬁy’offgf\‘?°e 3 years Mfr,OD,| S/I geé &Aggr years; 40 CFR §8122.21, 122.41, 122.44;
P ' P P y Ppr CCP §337 et seq.
. Stormwater: Industrial Notices / Code ’ Mag, . Code of Federal Regulations requires 3
PberV\é?trkS/ PW-015 Enforcement / Violations / Spill Response - Re;olgz;asn * Mfr, OD, S/ \((Deé.&A(f)tgr years; 40 CFR §8122.21, 122.41, 122.44;
P Airport Only y Ppr CCP §337 et seq.
PUBLIC WORKS / ENGINEERING
Public Works / Mag, Yes: After
: . PW-019 Aerial Photographs (Historical) P Mfr, OD, S/l ' Department Preference; GC §34090
Engineering Ppr QC & OD
Assessment Districts / Community Facilities Mag
Publlg Woiks/ PW-020 Districts/Land_scapllng_Dlstrlcts/Street Lighting p Mfr, OD, S/l Yes: After Department Preference; GC §34090
Engineering Districts / Special Districts Por QC &0OD
Formation, Engineers Reports P
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Ver. 11.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-3
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)
Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
?
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
|If the record is not listed here, refer to the Retention for City-Wide Standards
IRetentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Public Works / Mag, Yes: After
. . PW-021 Benchmarks P Mfr, OD, S/ ’ Department Preference; GC §34090
Engineering Ppr QC & OD
Public Works / Bonds: CIP Labor & Materials, Performance Release of Mag, Yes: After
Enaineerin PW-022 Bonds, Letters of Credit, Encroachment Bond / Letter Mfr, OD, S/ QC.& oD Security; GC §34090
g 9 Permits, Monitoring Bonds of Credit Ppr
. Bonds: Private Development Labor & Materials, § Release of Mag, .
Pég“?n\éveori”f/ PW-023 Performance Bonds, Letters of Credit, Bond / Letter Mfr, OD, S/ \((Qeé.&Aggr Security; GC §34090
g 9 Encroachment Permits, Monitoring Bonds of Credit Ppr
Capital Improvement Projects (CIP):
'\P/IAINTENtAF’;lCE'?NI.‘Y PPRCEEIC.TS (SP_amtiIng, C(S)ms;tsio;r+ Department preference - meets municipal
avemen . e_sur acing,_ _0 oling, signa Y . government auditing standards; Statute
. Synchronization, Slip Lining, Slurry Seal, Re-JAfter Funding | Mag of Limitations for Errors & Omissions not
Pég“?n\éve?i”f/ Pw-024 |Roof, etc. - No change in Infrastructure QEZEC?; gg;‘ IL;];; Mfr, OD,| S/I YQeé.&Aggr applicable; Some grant funding agencies
g 9 Configuration) “ uir’ed P Ppr require audits; Statute of Limitations:
) o whicqhever’is Contracts & Spec's=4 years, CCP §337
All Final Records (Plans, RFP / Specifications & et. seq., GC §34090
Addenda, Successful Proposal, Change Orders, longer
Notice of Completion, Photos, etc.)
Capital Improvement Projects (CIP):
Administration File Completion + i i i
Some grant funding agencies require
10 years or dits: S f Limitati for E &
Project Administration, Certified Payrolls, Certificate  §After Funding]] au .'ts'_ tat_Ute of Limitations for Errors
Public Works / of Compliance, Construction Manager's Logs, Agency | Yes: Until Mag, Yes: After |Omissions s 10 years; Statut? of
. . PW-025 Correspondence, Costs, Estimates, Daily Inspections, Lo Mfr, OD, S/l Limitations: Contracts & Spec s=4 years,
Engineering - ) > Audit, if Completed QC&OD -
Insurance Certificates, Permits for Construction, radiivad Ppr Wrongful Death=comp. + 5 years,
Preliminary Notices, Project Schedules, Public hi qh . Developers=comp. + 10 years; CCP §337
Relations, Meeting Agendas & Minutes, Monthly whichever Is et. seq., GC §34090
Reports, Notices, Real Estate Appraisals, RFIs / longer
RFQs, Safety. SWPPP / WPCP, etc.
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)

Page PW-4

Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
?
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
|If the record is not listed here, refer to the Retention for City-Wide Standards
IRetentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Capital Improvement Projects (CIP):
Permanent File )
Department preference; retained for
) Plans, RFP / Specifications & Addenda, Successful | Mag disaster preparedness purposes; Final
Public Works / PW-026 Proposal, Change Orders, EIRs, Negative P Yes: Until Mt O’D S/l Yes: After |environmental determinations are
Engineering Declarations, Categorical Exemptions, Materials Completed P ; ' QC & OD |required to be kept a "reasonable period
Testing Reports, Grading Permits, Hazardous P of time"; 14 CCR 815095(c); CCP 8337
Materials, Notice of Completion, Photos, Record et. seq., GC §34090
Drawings Soils Reports, Studies, Submittals, Surveys,
etc.
. Design & Construction Standards - Authored by Mag, .
PUb“(.: Wo_rks/ PW-027 the City for Construction of City Infrastructure P Mfr, OD, S/l Yes: After Department Preference; GC §34090
Engineering QC&OD
(CIP or Land Development) Ppr
. Drawings, Maps, and Record Drawings, Large- Mag, .
PUb“? Wo_rks/ PW-028 Format Drawings, Survey Record Maps, P Yes (all) | Mfr, OD, S/l Yes: After Drafts should be destroyed; GC §34090
Engineering . . B o QC & OD
Capital Improvement Project "As-Built Ppr
Encroachment Permits: Temporary Permits
(Excavation, Street Permits, Temporary
. Construction, Sidewalk Repairs, Special Event . . Mag,
+ : :
ngh?n\éve?»ir?/ PW-029 Permits, Street Cuts, Tree Removal Traffic Exg 'rzg?g gf; |Léltri]gr|1 Mfr, OD, S/l \geé &Aggr GC § 34090
9 9 Control, Transportation Permits, Utility Cuts Y P Ppr
(Installation & Patching), etc.)
Includes Insurance Certificates
. Encroachment Permits: Permanent (Structures . . Mag, .
Public Works /-1 5\ 030 |in the City's Right of Way, Retaining Walls, etc.) P ves: Until e o | gy | YeST AN | artment Preference; GC §34090
Engineering o Completion QC&OD
Includes Insurance Certificates Ppr
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Ver. 11.0

Page PW-5

RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)
Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
2
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
|If the record is not listed here, refer to the Retention for City-Wide Standards
IRetentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Not all internal communications and
Environmental Determinations: Environmental notes are required to be saved; "E-mails
Impact Reports (EIRs), Negative Declarations, that do not provide insight into the project
Public Works / etc.) / CEQA - Where Engineering is the Project or the agency’s CEQA compliance with
. . Mag, . . s
Engineering or PW-031 Lead Approval or Mfr. OD S/l Yes: After |respect to the project — are not within the
Public Works / Denial P ; ' QC & OD |scope of section 21167.6, subdivision (e)
Engineering Correspondence and staff notes that provide § + 2 years P and need not be retained." Golden Door
insight into the project or the agency’s CEQA Properties, LLC v. Superior Court of San
compliance with respect to the project Diego County (2020) 53 Cal.App.5th 733;
PRC 21167,6; GC 834090
Public Works / Yes: Until Mag, Yes: After
: . PW-032 Grading Permits P : Mfr, OD, S/l ' Department Preference; GC §34090
Engineering Completed Ppr QC & OD
) ) . . Statute of Limitations is 4 years; 10 years
Public Works / Private D(_avelopment_. Administrative Records Completion +j Yes: Until Mag, Yes: After |for Errors & Omissions; land records are
: . PW-033 Construction Inspections, Photos, Progress Mfr, OD, S/l .
Engineering Meetings. Proiect Schedules. etc 10 years [JCompleted Por QC & OD |permanent by law; CCP §8337. 337.1(a),
ings, Proj ules, etc. p 337.15, 343; GC §34090
Private Development: Permanent Records
Abandonments, Certificate of Acceptance / Department preference; retained for
Approval (copy), Dedications, Deeds (copies) Ma disaster preparedness purposes; Final
Public Works / PW-034 Drainage, Driveway, Easements (copies), p Yes: Until Mir gD S/l Yes: After |environmental determinations are
Engineering Geotechnical and Soil Reports / Hydrology Completed P ; ’ QC & OD |required to be kept a "reasonable period
Reports, Private Lab Verifications, Testing Lab P of time"; 14 CCR 8§15095(c); CCP §337
Final Reports, Rights of Way (copies), Studies, et. seq., GC §34090
Reports, etc.
P;E“?n\éveorir?/ Recorded Documents / Real Property: Deeds, Mag, Yes: After
il PW-035 |Easements, Right of Ways, Abandonments / p Mir, OD, | S11 | 52 Pl |GC §34000(2)
City Clerk Vacation, Liens / Lien Releases Ppr
Mag Department Preference; Federal
Public Works / . ' Yes: After |mandate is 3 years; SWRCB Order 2006
Engineering PW-036 Stormwater: NPDES Annual Reports 5 years Mfr, OD, S/l QC & 0D |03: 40 CFR §8122.21, 122.41, 122.44:
Ppr GC §34090
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Ver. 11.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-6
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)

Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
2
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
|If the record is not listed here, refer to the Retention for City-Wide Standards
IRetentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Mag Department Preference; Federal
Public Works / . . . Expiration + ' Yes: After |[mandate is 3 years; SWRCB Order 2006
Engineering PW-037 Stormwater: NPDES Permits / MS-4 Permits 5 years Mf;; (?D, S/ QC & 0D |03: 40 CFR §8§122.21, 122.41, 122.44:
P GC §34090
Public Works / Mag, Yes: After
- . PW-038 Subdivision Maps / Parcel Maps P Yes (all) | Mfr, OD, S/ ' Department Preference; GC §34090
Engineering Ppr QC&OD
Public Works / Mag, Yes: After
: . PW-039 Surveys, Record of Survey P Yes (all) | Mfr, OD, S/l ' Department Preference; GC §34090
Engineering Ppr QC & OD
. ) . . Mag, .
Publlt_: Wo_rks/ PW-040 Traffic Calmlng Requests (Speed Humps, Red [ Minimum 10 Mfr, OD, S/l Yes: After Department preference: GC §34090
Engineering Curbs, Stop Signs, etc.) years Ppr QC&0OD
Copies - Mag
Police or State | b 41 |Traffic Collision Reports / SWTRS Wihen Mo Mir, OD,| S/1 | VeS Afer | ies; GC §34090.7
of California Longer Por QC & OD
Required P
Public Works / Mag, Yes: After
: . PW-042 Traffic Counts / Traffic Studies 10 years Mfr, OD, S/l ' Department preference; GC §34090
Engineering Ppr QC & OD
Copies - Mag
. ] Traffic Speed Surveys (certified by City Council § When No ' Yes: After |Presented to the City Council in the
City Clerk PW-043 Resolution) Longer Mf; ?D' S/ QC & OD |Council Agenda Packet; GC §34090.7
Required P
Public Works / Mag, Yes: After
: . PW-044 Traffic Stop Sign Warrants 10 years Mfr, OD, S/ ' Department preference; GC §34090
Engineering Ppr QC & OD
Public Works / Mag, Yes: After
: . PW-045 Transportation Plans / Master Plans P Mfr, OD, S/l ' Department preference; GC §34090
Engineering Ppr QC & OD
PUBLIC WORKS / FLEET SERVICES
. Mag, .
Public Works /| w0455 | APCD Permits - for Generators, etc. Issue Date + Mir, OD,| s/1 | Ve AT L6 crR 70.6; GC §34090
Lead Div. 5 years Ppr QC & OD
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Ver. 11.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-7
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)

Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
?
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
|If the record is not listed here, refer to the Retention for City-Wide Standards
[Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
. Fleet - Pre-Trip Inspections / Vehicle Safety Mag,
Public Works / . ) . . Yes: After |13 CCR 1234(e); VC 34505.5(c); 49 CFR
Fleet Services PW-046 Che_cks / Daily Vehicle Inspections / Daily 2 years Mfr, OD, S/l QC&OD |396.11: GC §34090
Equipment Checks Ppr
. Fleet - Pre-Trip Inspections / Vehicle Safety Mag,
Public Works / ) . ) . ) Yes: After |13 CCR 1234(e); VC 34505.5(c); 49 CFR
Fleet Services PW-047 Che_cks / Daily Vehicle Inspections / Daily 2 years Mfr, OD, S/I QC&OD |396.11: GC §34090
Equipment Checks Ppr
Public Works / Mag, Yes: After
. PW-048 Fleet - Tire Disposal / Waste Manifests 3 years Mfr, OD, S/l ' 14 CCR 18459.3; GC 834090
Fleet Services Ppr QC & OD
Public Works / Mag, Yes: After |22 CCR 66266.130(c)(5), H&S
Fleet Services | /049 |Fleet-Used Oil Disposal Manifests 3years Mf:,’pcr)D’ SIT | oce oD |§25250.18(b), 25250.19(a)(3) et seq.
Department Preference; If a motor
Disposal of carrier, required for 18 months after
Public Works / Fleet - Vehicle & Equipment History Files Vehicle of Mag, Yes: After vehicle.ls sold; CHP_ requires Ilie of
Fleet Services PW-050 Equipment + Mfr, OD, S/ QC & OD vehicle; OSHA requires 1 year; 8 CCR §
Maintenance, Brakes, Smog Certificates, etc. 5 years Ppr 3203(b)(1); 49 CFR 396.21(b)(1); 49 CFR
y 396.3; CCP §337 et. seq., 3 CCR 1234(f);
GC 834090
) Mag
Public Works / . . ’ Yes: After |APCD Rule 1470; Form 400-E—13a
Lead Div. PW-051 Generator Operation Logs & Inspections 5 years Mf:D,pOrD, S/l QC & OD |instructions: GC §34090
. Mag, . Consistent with CHP requirements;
'P::Jez;csvgrc\)/?é:s/ PW-052 Inspections or Audits by the CHP (Fleet) 5 years Mfr, OD, S/ \((Deé.&A(;tgr OSHA requires 1 year; 8 Ca. Code Reg.
Ppr § 3203(b)(1); GC § 34090
Public Works / Pressure Vessel Certifications or Permits (Air Expi_rgtlon of Mag, Yes: After |Department preference; GC §34090 et.
. PW-053 Certificate or Mfr, OD, S/I
Lead Div. Compressors, Propane, etc.) Bermiit Ppr QC & OD |seq.
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)

Page PW-8

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

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

Safety Data Sheet (SDS) / Material Safety Data Ma chemical / substance / agent, where &
Public Works / PW-054 Sheet (MSDS) / Chemical Use Report Form (or 90 Ve ars Mir Cg)D S/ Yes: After |when it was used is maintained for 30
Lead Div. records of the chemical / substance / agent, y ! ' QC & OD |years; Applies to qualified employers;
. Ppr ; .
where & when it was used) Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC 834090
Division Work Orders / Service Requests / Service Indetinie . Mag
Providing PW-055 Orders - C.:RM / C.MMS DATABASE Minimum 5 Mfr, OD, S/l Yes: After Data is interrelated; GC §34090
. (Computerized Maintenance Management QC & OD
Service / Work years Ppr
System)
Division Work Orders / Service Requests / Service When No Ma
- Orders - All Information Entered in CRM / 9: Yes: After |Preliminary drafts (the database is the
Providing PW-056 CMMS Datab Longer Mfr, OD, S/l QC & 0D |original): GC §34090
Service / Work atabase Required Ppr g '
(Paper drafts)
Work Orders / Service Requests / Service
Orders - NOT entered in CRM / CMMS
Division Database (or partial information entered into Mag, . . .
Providing PW-057 CMMS Database) 5 years Mfr, OD, S/l Yes: After |City Preference; CCP 88338 et seq., 340
. L . . . - QC & OD |et seq., 342, GC §34090
Service / Work (Division providing service retains originals; Ppr
Division requesting service is considered a
copy)
PUBLIC WORKS / MAINTENANCE
Public Works / Whien o Mag, Yes: After |Preliminary drafts (entered into the
Maintenance PW-058 Activity Logs (Maintenance) Longer Mfr, OD, S/ QC&OD |CMMS database; GC §34090
Required Ppr
Public Works / . Issue Date + Mag, Yes: After
. PW-059 APCD Permits - for Generators, etc. Mfr, OD, S/I ' 40 CFR 70.6; GC 834090
Lead Div. 5 years Ppr QC&OD
Public Works / Mag, Yes: After |APCD Rule 1470; Form 400-E—13a
Lead Div. PW-060 Generator Operation Logs & Inspections 5 years Mf;SD, S/ QC&OD |instructions; GC §34090
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Ver. 11.0

Page PW-9

RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)
Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
2
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference

S=Scan QC'd?

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

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

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

al retentio

n periods (retention resu

mes after settlement or completion).

Mag,

Department Preference (agricultural

Public Works / - . s Yes: After |pesticide records are required for 2
Maintenance PW-061 Herbicide or Pesticide Application Forms 2 years Mf::; (?D, S/l QC & 0D |years): GC §34090; 3 CCR 6623, 40
p CFR 110.3(d)
Public Works / Operations & Maintenance Manuals (O&M JLife of Facility] Mag, Yes: After |Department Preference; GC 834090 et.
. PW-062 . Mfr, OD, S/l
Lead Div. Manuals) or Equipment Ppr QC &OD |seq.
Public Works / Mag, Yes: After
Maintenance PW-063 Playground Equipment Maintenance 5 years Mf:D,pCrJD, S/I QC & OD Department preference; GC §34090
Public Works / Mag, Yes: After
Maintenance PW-064 Pothole Repairs 5 years Mf;;;?D, S/l QC & OD Department preference; GC §34090
Public Works / Pressure Vessel Certifications or Permits (Air Expi_rfition of Mag, Yes: After |Department preference; GC §34090 et.
. PW-065 Certificate or Mfr, OD, S/l
Lead Div. Compressors, Propane, etc.) . QC & OD |seq.
Permit Ppr
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Safety Data Sheet (SDS) / Material Safety Data Ma chemical / substance / agent, where &
Public Works / PW-066 Sheet (MSDS) / Chemical Use Report Form (or 46 Vaare Mir gD S/l Yes: After |when it was used is maintained for 30
Lead Div. records of the chemical / substance / agent, Y P ; ' QC & OD |years; Applies to qualified employers;
where & when it was used) P Claims can be made for 30 years for toxic
substance exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29 CFR
1910.1020(d)(1)(i), GC §34090
. Sidewalks or Trees: Correspondence (Notice) . Mag, .
PUb.“C Works / PW-067 to Property Owner to repair privately-owned Ml 2 Mfr, OD, S/l Yes: Aiter Department Preference; GC §34090
Maintenance . TR years QC & OD
sidewalks or maintain privately-owned trees Ppr
Public Works / Storm Drain System Maintenance (Slip Linin Mag, Yes: After
. PW-068 Y P 9 5 years Mfr, OD, S/l ' Department Preference; GC §34090
Maintenance etc.) Ppr QC&OD
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Ver. 11.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-10
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)
Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
?
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
|If the record is not listed here, refer to the Retention for City-Wide Standards
IRetentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
. . . - Mag
Public Works / Streets - Sidewalk Maintenance, Grinding, ’ Yes: After .
Maintenance PW-069 Asphalt Ramping (Logs and Forms) 5 years Mf;FSD, S/l QC & OD Department preference; GC §34090
Public Works / Time Sheets Entered into New World at the Mag, Yes: After Department preference; (meets municipal
. PW-070 Department (The timesheet with the employee's 5 years Mfr, OD, S/ ' government auditing standards); GC
Maintenance . . QC & OD
signature is not forwarded to Payroll) Ppr 834090
. Indefinite - Mag, .
Public Works / | 5\ 071 | Tree DATABASE Minimum 5 Mir, OD,| S/1 | 1o AT e s interrelated; GC §34090
Maintenance QC & OD
years Ppr
. . I . Mag,
Public Works / Tree Maintenance, Trimming, Arborists Reports Yes: After .
Maintenance PW-072 (ALL City-owned trees) 5 years Mf;;;?D, S/ QC & OD Department preference; GC §34090
. — . . Mag, .
Pubilc Works / PW-073 Tree_ Re_moval or Tree Trimming Permits & Expiration + Mfr, OD, S/ Yes: After Department Preference; GC §34090
Maintenance Applications 2 years Ppr QC & OD
Department preference; entered into
. Mag, . DigAlert Software; the Excavator,
PUb.“C Works / PW-074 Underground Service Alerts (USA's) / Dig Alerts 3 years Mfr, OD, S/l Yes: Aiter Operator and the Regional Notification
Maintenance QC & OD s .
Ppr Cetner all have an obligation to retain for
3 years; GC §84216.2(f); GC 834090
Division Work Orders / Service Requests / Service indetinie . Mag
Providing pw.o75 |Orders- CRM/CMMS DATABASE Minimum 5 Mir,OD,| S/1 | VS AN I ia s interrelated; GC §34090
. (Computerized Maintenance Management QC & OD
Service / Work years Ppr
System)
Division Work Orders / Service Requests / Service When No Ma
- Orders - All Information Entered in CRM / 9. Yes: After |Preliminary drafts (the database is the
Providing PW-076 Longer Mfr, OD, S/l L
) CMMS Database . QC & OD |original); GC 834090
Service / Work Required Ppr
(Paper drafts)
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)

Page PW-11

Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
?
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
|If the record is not listed here, refer to the Retention for City-Wide Standards
IRetentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Work Orders / Service Requests / Service
Orders - NOT entered in CRM / CMMS
Division Database (or partial information entered into Mag, . ; .
Providing PW-077  |CMMS Database) 5 years Mfr, 0D, s/1 | YeS: After City Preference; CCP 88338 et seq., 340
. o - . . - ) QC & OD |et seq., 342, GC §34090
Service / Work (Division providing service retains originals; Ppr
Division requesting service is considered a
copy)
PUBLIC WORKS / RECREATION
. . L . . Indefinite - Mag, .
Public quks/ PW-078 _Recreatiqn Activity Registration Database Minimum 2 Mfr, OD, S/l Yes: After Department preference; GC §34090
Recreation (Community Pass) QC & OD
years Ppr
. Activity / Special Programs / Event Files . Mag, .
Public quks/ PW-079 Children's Programs, Cultural Arts, Sports, Minimum 2 Mfr, OD, S/ Yes: After Department preference; GC §34090
Recreation . - years QC & OD
Seniors, Filming, Theatre Programs etc. Ppr
. . . . . . Mag, .
Public quks/ PW-080 Ac_thlty Guide / Class Guide / Program Guide Minimum 2 Mfr, OD, S/l Yes: After Department preference; GC §34090
Recreation (Final) years Ppr QC & OD
. Department Preference; Statute of
Public Works / Agreements & Colntracts - Class Instruciors, Completion + Yes: Mag, Yes: After |Limitations for Errors & Omissions is not
. PW-081 Performers, Special Events, Sponsorships, Before Mfr, OD, S/ . ]
Recreation Others where Errors & Omissions don't appl s Completion Ppr QC&OD |applicable; CCP 58337. 337.1(a),
PRl P P 337.15, 343; GC §34090
Applications / Participants' Registration / Yes:
. Liability Forms / Release of Liability Forms / . Mag, .
Public Works /| 5\ 685 | Photo Releases / Waivers of Liability / oyears | PYN9 v op,| s/ | YES AT e s34000
Recreation L ) ) - Class or QC & OD
Permissions: Camps, Field Trips, Authorization Ppr
. L Program
to give Medicine, etc.
. . . . L Mag, .
Public quks/ PW-083 D|srupt|v§- Participants / Discipline, 2 years Mfr, OD, S/l Yes: After GC §34090
Recreation Suspensions, etc. Ppr QC & OD
Public Works / PW-084 Evaluations / Surveys (Programmatic V\Il_gin el\:o M;\:Iagb s/l Yes: After |Content Not Substantive / Preliminary
Recreation Evaluations of Recreation programs) g ! ' QC & OD |drafts / Transitory records; GC §34090
Required Ppr
Public Works / Mag, Yes: After
Recreation PW-085 Incident Reports / Accident Report 2 years Mf:;pOrD, S/l QC & OD GC 834090

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

Adopted: 2/11/2025



Ver. 11.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-12
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)
Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
2
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference

S=Scan QC'd?

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

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

al retentio

n periods (retention resu

mes after settlement or completion).

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

. — . . Mag, .
Public quks/ PW-086 Liability Waivers (if separate from another 2 years Mfr, OD, s/l Yes: After GC §34090
Recreation record) Ppr QC&OD
. . - . . Mag
Public Works / Lifeguard Certificates and Audits (CPR Audit, ' Yes: After
Recreation PW-087 Visual Awareness Training Audit) s Mf;’pcr)D’ S/ QC & OD GC 834090
Park Facility Use Requests / Field Rentals / Mag
Public Works / ] Facility Use Applications and Permits (Includes ' Yes: After
Recreation PW-088 Insurance Certificates and ABC Permits where 2 years Mf;‘, ?D' S/1 QC & OD GC §34090 et. seq.
appropriate) p
Public Works / PW-089 Parks, Arts & Recreation Commission - Minimum 2 M?:Iagb S/l Yes: After |Department Preference; GC 834090 et
Recreation AGENDAS & STAFF REPORTS years F"pr ’ QC & OD [seq.
Public Works / Parks, Arts & Recreation Commission - Mag, Yes: After
Recreation PW-090 MINUTES P Mf;’pcr)D’ S/ QC & OD GC §34090(a)
Public Works / Mag, Yes: After
. PW-091 Pool Chemical Logs, Additions 2 years Mfr, OD, S/ ' GC § 34090; 22 CCR 65523
Recreation Ppr QC & OD
. Lo . Mag, .
Public quks/ PW-092 Rosters / Sign-in / Sign-Out Sheets for classes 2 years Mfr, OD, S/l Yes: After GC §34090
Recreation and programs Ppr QC & OD
. When No Mag, . Content not substantive; Preliminary
PuRb;frZ\&llzgan/ PW-093 Schedules / Hours (classes and staff) Longer Mfr, OD, S/ \((geé &A(;tgr drafts not retained in the ordinary course
Required Ppr of business; GC §34090
PUBLIC WORKS / TRANSIT
. . - . Mag
Public Works / Historically Significant Records - COG Minimum 10 ' Yes: After .
Transit PW-095 Interpretations of MOU, Railroad Issues, etc. years MfL’pOrD’ S/ QC&OD Department preference; GC § 34090
. Customer Comments (If the Content relates in aj Mag, .
Public quks/ PW-096 substantive way to the conduct of the public's 2 years Mfr, OD, S/ Yes: After GC § 34090
Transit ) QC & OD
business) Ppr
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Ver. 11.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-13
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)
Image: Destroy
Office of ) . Total ) Media | I=Import | Paper after
2
Record (OFR) Retention No. Records Description Botention Vital? Options| M=Mfr | Imaged & Comments / Reference

S=Scan QC'd?

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

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

Funding & Grants: FTA, Others: Equipment
(Buses, Vehicles) and Real Property

Equipment is defined as "useful life of more
than one year and an acquisition cost which
equals or exceeds the lesser of the

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

al retentio

n periods (retention resu

mes after settlement or completion).

FTA Retention for Equipment Records.
"The three year retention period for the
equipment records starts from the date of
the equipment’s disposition or
replacement or transfer"; Equipment is
defined as "useful life of more than one
year and an acquisition cost which equals

. N . Disposition / Mag, . or exceeds the lesser of the capitalization
Public quks/ PW-097 capitalization Iev«_el estaibllshgd by the Sale Mfr, OD, S/ Yes: After level established by the governmental
Transit governmental unit for financial statement QC &OD . ) .
; r $5.000. Includes rolling stock and + 5 years Ppr unit for financial statement purposes, or
pllf pttr)]ses, Oh ' It clu de_s tc;] g stock a f $5,000. Includes rolling stock and all
a l?l' (:r suc_t property used in the provision o other such property used in the provision
public transit service of public transit service".5 years meets
) ) L auditing standards and federal
Includes all records, including application, requirements; FTA - Ciricular_5010_1D
administration, reports, audits, etc. 11I(7); OMB Circular A-110 & ;\—133'_6(:’
§34090
FTA Retention for other Records. “three
Funding & Grants: FTA, Others: Excluding years from the starting date specified ...";
Equipment (Buses, Vehicles) and Real . "multi-year projects is
Close (Final S )
. Property . Mag, . the date of submission of the final FSR
Public Works / Expenditure Yes: After . o
. PW-098 Mfr, OD, S/I upon project completion™;5 years meets
Transit Report) QC&OD "
+5 years Ppr audlimg standards anci iederal
Includes all records, including application, requirements; FTA - Ciricular_5010_1D
administration, reports, audits, etc. 11(7); OMB Circular A-110 & A-133; GC
§34090
Public Works / Mag, Yes: After
Transit PW-099 Incident reports 2 years Mf;gD, S/ QC & 0D GC § 34090
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Ver. 11.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-14
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)

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

S=Scan QC'd?

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

Public Works / . . _ Mag, Yes: After Consistent yvith CHP requirements;
Transit PW-100 Inspections or Audits by the CHP (Transit) 5 years Mfr, OD, S/l QC.& oD OSHA requires 1 year; 8 Ca. Code Reg.
Ppr § 3203(b)(1); GC & 34090
Public Works / Monthly Reports: Rider_ship Data, Daily Reports, Mag, Yes: After Consistent with Fare & I_Dassenger
Transit PW-101 Demand-Response / Dial-a-Ride / Fixed Route, 5 years Mfr, OD, S/l QC & OD Counts, Accounts Receivable and Cash
etc. Ppr Receipts; GC §34090
Public Works / PW-102 (R::f\(t);?I:gﬁs_tf)\i(;:)cilf:i{:(;izglr?sgi(s)ris-rfr()arncstrstomer Minimum 100} Mag Department Preference; legally mandated
Transit . ! days for 100 days; GC 8834090, 34090.6
service and quality control purposes.
1 year is not required: 1. The agency has
made a diligent effort to identify a security
system that is capable of storing recorded
data for one year. 2. The agency
determines that the technology to store
Public Works / Recordings - Video Recordings - Transit When No recorded data in an economically and
T . PW-103 Center Employee Activity / Building Security Longer Mag technologically feasible manner for one
ransit . . . . . . .

Video / regular and ongoing operations Required year is not available. 3. The transit
agency purchases and installs the best
available technology with respect to
storage capacity that is both economically
and technologically feasible at that time.
PUC §99164; GC §34090 .6
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Ver. 11.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-15
(Airport, Engineering, Fleet, Maintenance, Recreation, Transit)

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

S=Scan QC'd?

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

1 year is not required: Does not record
regular and ongoing operations; 1. The
agency has made a diligent effort to
identify a security system that is capable
of storing recorded data for one year. 2.
The agency determines that the
technology to store recorded data in an
economically and technologically feasible
manner for one year is not available. 3.
The transit agency purchases and installs
the best available technology with respect
to storage capacity that is both
economically and technologically feasible
at that time. PUC §99164; GC §34090 .6

When No
Longer Mag
Required

Public Works / PW-104 Recordings - Video Recordings - Transit
Transit Center Public Activity / Public Areas

1 year is not required - No forward-facing
videos; 1. The agency has made a
diligent effort to identify a security system
that is capable of storing recorded data
for one year. 2. The agency determines
that the technology to store recorded data
in an economically and technologically
feasible manner for one year is not
available. 3. The transit agency
purchases and installs the best available
technology with respect to storage
capacity that is both economically and
technologically feasible at that time. PUC
§99164; GC §34090 .6

When No
Longer Mag
Required

Public Works / Recordings - Video Recordings - Transit
. PW-105 .
Transit Vehicles
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Image: Destroy
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?
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|If the record is not listed here, refer to the Retention for City-Wide Standards
IRetentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Department preference - meets municipal
government auditing standards; Statute

. . . . Mag, . of Limitations for Errors & Omissions not
Public quks/ PW-106 Transit Contract Administration Completion +] Yes: Unil Mfr, OD, S/l Yes: After applicable; Some grant funding agencies
Transit 5 years Completed QC&OD ) g R

Ppr require audits; Statute of Limitations:

Contracts & Spec's=4 years, CCP 8337
et. seq., GC 834090

TURLOCK, CA. ©1995-2023 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 4.0

RECORDS RETENTION SCHEDULE: RISK MANAGEMENT

Page RM-1

. Image: Destroy
Office of Total Media |I=Import | Paper after
Record Retention No. Records Description i Vital? ; R _p P Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan QC'd?

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

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

RISK MANAGEMENT

Risk . . Mag, Mft, Yes: After )
Management RM-000 ADA Complaints and Summaries 5 years oD, Ppr S/ QC & OD 49 CFR 827.121(b); GC 834090 et seq.
Final Department Preference; Meets municipal
Risk . . . . . Yes: Until |Mag, Mfr, Yes: After |government auditing standards; Statute of
Management RM-001 Claim for Damages / Claims Against the City Resolzzfsn e Resolution | OD, Ppr S/ QC & OD |Limitations is 4 years; CCP §8337 et seq.,
Y 343; GC 834090
Department Preference; Covers longest
. Insurance Policies - . . . possible statute of limitations; CCP §337
Man:'sekmem RM-002  |General Liability, Workers Compensation P Yei;ailém” ngag, g"f:' S/l \gg &A(‘;teDr et seq.; 8 CCR §3204(d)(1) et seq., 8 CCR
g Excess Liability P 5144, 8 CCR 15400.2; 29 CFR
1910.1020(d)(1)(i); GC 8§ 911.2, 34090
. . . . . . Department Preference; Covers statute of
g perty, Fire, Theft, etc. 4 P seq.; GC §34090
Final Department Preference; Meets municipal
Risk i . e . Yes: Until |Mag, Mfr, Yes: After |government auditing standards; Statute of
Management RM-004 Lawsuits / Litigation Resolggssn - Resolution | OD, Ppr S/ QC & OD |Limitations is 4 years; CCP 88337 et seq.,
Y 343; GC §34090,
. . OSHA requires 5 years; State law requires
Risk RM-005 |OSHA Citations and Inspections 5 years Mag, MIr,| gy | Yes:After |, oars; 8 CCR §3203(b)(1), OMB 1220-
Management OD, Ppr QC&0OD 0029; GC §34090; LC 86429c
. . Department preference; Meets municipal
Risk . I Mag, Mfr, Yes: After o .
Management RM-006 Property Damage Claims / Restitution 5 years oD, Ppr S/ QC & OD government auditing standards; GC

§34090

TURLOCK, CA. ©1995-2023 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516
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Ver. 4.0

RECORDS RETENTION SCHEDULE: RISK MANAGEMENT

Page RM-2

. Image: Destroy
Office of Total Media |I=Import | Paper after
Record Retention No. Records Description i Vital? ; R _p P Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan QC'd?

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

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

OSHA requires 5 years; State law requires

Risk i I Mag, Mfr, Yes: After |2 years; 8 CCR 83203(b)(1), 29 CFR
Management | <M-007  [Safety Investigations > Years ob,ppr| S!' | oceoD 1904.33, OMB 1220-0029, 8 CCR
14300.33; GC 834090 et seq.; LC 86429c
. . Department Preference for consistency
Risk . Yes: Until |Mag, Mfr, Yes: After . . L
Management RM-008 Safety Meetings 5 years Resolution | OD, Ppr S/ QC & OD with other OSHA requirements & Training

retention GC §34090,

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

Adopted: 2/13/2025
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