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REGULAR JOINT MEETING OF THE 
CITY COUNCIL, SUCCESSOR AGENCY, MONTCLAIR HOUSING CORPORATION,  

MONTCLAIR HOUSING AUTHORITY, AND MONTCLAIR COMMUNITY FOUNDATION 

to be held in the Council Chambers 

5111 Benito Street, Montclair, California 

Monday, July 15, 2024 

7:00 p.m. 

If you want to provide comments on an agenda item, including public hearing and closed session items, please complete a Speaker Card 

located in the Council Chambers. The Mayor/Chair (or the meeting’s Presiding Officer) will call on those who submitted requests to speak 

at the appropriate times during the meeting. Written comments (200–word limit per agenda item, and 200–word limit for all non–agenda 

items combined) can also be emailed to cityclerk@cityofmontclair.org at least one hour before the meeting begins. 

Watch Council meetings live on the City’s official YouTube Channel at https://www.youtube.com/@cityofmontclair, or via Zoom using the 

following information:  Zoom Link:  https://zoom.us/j/93717150550 / Dial Number:  1 (669) 900–6833 / Meeting ID:  937–1715–0550. 

Video recordings of Council meetings are available on the City’s website and can be accessed by the end of the business day following the 

meeting at https://www.cityofmontclair.org/council–meetings/.  

AGENDA 

I. CALL TO ORDER City Council [CC], Successor Agency Board [SA],  

Montclair Housing Corporation Board [MHC],  

Montclair Housing Authority Commission [MHA], 

Montclair Community Foundation Board [MCF] 

II. INVOCATION 

In keeping with our long–standing tradition of opening our Council meetings with an invocation, this meeting may include a 

nonsectarian invocation. Such invocations are not intended to proselytize or advance any faith or belief or to disparage any 

faith or belief. Neither the City nor the City Council endorses any particular religious belief or form of invocation. 

III. PLEDGE OF ALLEGIANCE 

IV. ROLL CALL 

V. PRESENTATIONS 

A. Recognition of Outgoing Community Activities Commissioner Alex Hernandez 

B. Community Activities Commission Presentation of 2024 Home Beautification 

Awards 

VI. PUBLIC COMMENT 

During Public Comment, you may comment on any subject that does not appear on this agenda. Each speaker has up to 

five minutes. The meeting’s presiding officer may provide more or less time to accommodate speakers with special needs 

or a large number of speakers waiting in line. (Government Code Section 54954.3). 

Under the provisions of the Brown Act, the meeting bodies are prohibited from participating in substantial discussion of 

or taking action on items not listed on the agenda. 

VII. PUBLIC HEARINGS — None Page No. 

VIII. CONSENT CALENDAR

A. Approval of Minutes 

1. Regular Joint Meeting — July 1, 2024 [CC/SA/MHC/MHA/MCF] 174 

XXXXXXXXXXXXX 
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B. Administrative Reports 

1. Consider Receiving and Filing of Treasurer’s Report [CC] 4 

2. Consider Approval of Warrant Register & Payroll Documentation [CC] 5 

3. Consider Receiving and Filing of Treasurer’s Report [SA] 6 

4. Consider Approval of Warrant Register [SA] 7 

5. Consider Receiving and Filing of Treasurer’s Report [MHC] 8 

6. Consider Approval of Warrant Register [MHC] 9 

7. Consider Receiving and Filing of Treasurer’s Report [MHA] 10 

8. Consider Approval of Warrant Register [MHA] 11 

9. Consider Authorizing The Purchase of a 2024 Ford F–150 4x4 Supercrew

Vehicle for the Fire Department from Ken Grody Ford of Redlands in the

Total Amount of $60,000 [CC] 12 

C. Agreements 

1. Consider Approval of Amendment No. 1 to Agreement No. 23–44 with

Colts Landscape, Inc. for Additional Landscape Maintenance Services [CC] 13 

2. Consider Approval of Agreement No. 24–55 with Cintas Corporation for

Supply and Maintenance of Public Works Department Employee Uniforms

[CC] 22 

3. Consider Approval of Agreement No. 24–59 with Blais & Associates, Inc.

for Grant Writing Services [CC] 37 

4. Consider Approval of Agreement No. 24–60, with Set Free Church

Pomona Valley for the Lease of a City Owned Property, Subject to Any

Revisions Deemed Necessary by the City Attorney [CC] 56 

5. Consider Approval of Agreement No. 24–61 with Loma Linda University

Children’s Hospital, a Memorandum of Understanding for the Montclair

Police Department’s use of the Children’s Assessment Center [CC]

Consider Authorizing Chief of Police Jason Reed to Sign Agreement 

No. 24–61 [CC] 77 

D. Resolutions 

1. Consider Adoption of Resolution No. 24–3437 Adopting a Records and

Information Management Program Policy and Record Retention 

Schedules Together as the City of Montclair’s Official Records 

Management Program [CC] 89 

2. Consider Adoption of Resolution No. 24–3446 Authorizing Placement of

Liens on Certain Properties for Delinquent Sewer and Trash Charges [CC] 167 

IX. PULLED CONSENT CALENDAR ITEMS 
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X. COMMUNICATIONS 

A. Department Reports 

1. Police Department — National Night Out

2. Human Services Department — Upcoming Events

B. City Attorney 

C. City Manager/Executive Director 

D. Mayor/Chairperson 

E. Council Members/Directors 

F. Committee Meeting Minutes (for informational purposes only) 

1. Personnel Committee Meeting — July 1, 2024 [CC] 173 

XI. ADJOURNMENT 

The next regular joint meeting of the City Council, Successor Agency Board, Montclair Housing Corporation Board, Montclair Housing Authority Commission, 

and Montclair Community Foundation Board will be held on Monday, August 5, 2024 at 7:00 p.m.  

Reports, backup materials, and additional materials related to any item on this Agenda distributed to the meeting bodies after publication of the Agenda 

packet are available for public inspection in the Office of the City Clerk between 7:00 a.m. and 6:00 p.m., Monday through Thursday. Please call the City 

Clerk’s Office at (909) 625–9416 or send an e–mail to cityclerk@cityofmontclair.org to request documents via e–mail. 

If you need special assistance to participate in this meeting, call the City Clerk’s Office at (909) 625–9416 or e–mail cityclerk@cityofmontclair.org.  Notification 

prior to the meeting will enable the City to make reasonable arrangements to ensure accessibility to this meeting.  (28 CFR 35.102–35.104 ADA Title II) 

I, Andrea M. Myrick, City Clerk, hereby certify that I posted, or caused to be posted, a copy of this Agenda not less than 72 hours prior to this meeting on 

the City’s website at https://www.cityofmontclair.org/agendas/ and on the bulletin board adjacent to the north door of Montclair City Hall at 5111 Benito 

Street, Montclair, CA 91763 on Thursday, July 11, 2024. 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - ADMIN. REPORTS 

ITEM NO.: 1 

FILE I.D.: FIN520 

DEPT.: FINANCE 

PREPARER: J. KULBECK 

SUBJECT: CONSIDER RECEIVING AND FILING OF TREASURER'S REPORT 

REASON FOR CONSIDERATION:  The City Council is requested to consider receiving and 

filing the City of Montclair Treasurer's Report for the month ending June 30, 2024. 

BACKGROUND:  Included in the City Council’s agenda packet is a copy of the Treasurer's 

Report for the period ending June 30, 2024. 

FISCAL IMPACT:  Routine—report of City's cash and investments. 

RECOMMENDATION:  Staff recommends the City Council receive and file the Treasurer's 

Report for the month ending June 30, 2024. 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - ADMIN. REPORTS 

ITEM NO.: 2 

FILE I.D.: FIN540 

DEPT.: FINANCE 

PREPARER: A. VONG/V. FLORES 

SUBJECT: CONSIDER APPROVAL OF WARRANT REGISTER AND PAYROLL DOCUMENTATION 

REASON FOR CONSIDERATION:  The City Council is requested to consider approval of 

the Warrant Register and Payroll Documentation. 

BACKGROUND:  Mayor Pro Tem Johnson has examined the Warrant Register dated 

July 15, 2024; and the Payroll Documentation dated June 30, 2024, and recommends 

their approval. 

FISCAL IMPACT:  The Warrant Register dated July 15, 2024, totals $2,146,280.82. 

The Payroll Documentation dated June 30, 2024, totals $860,551.08 gross, with 

$612,847.55 net being the total cash disbursement. 

RECOMMENDATION:  Staff recommends the City Council approve the above–referenced 

Warrant Registers and Payroll Documentation.  
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - ADMIN. REPORTS 

ITEM NO.: 3 

FILE I.D.: FIN510 

DEPT.: SA 

PREPARER: C. RAMIREZ 

SUBJECT: CONSIDER RECEIVING AND FILING OF TREASURER'S REPORT 

REASON FOR CONSIDERATION:  The City Council acting as Successor to the 

Redevelopment Agency Board of Directors (Successor Agency Board) is requested to 

consider receiving and filing the Successor to the Redevelopment Agency Treasurer's 

Report for the month ending June 30, 2024, pursuant to state law. 

BACKGROUND:  Included in the Successor Agency Board’s agenda packet is a copy of 

the Successor to the Redevelopment Agency Treasurer's Report for the period ending 

June 30, 2024. 

FISCAL IMPACT:  Routine—report of the Successor Agency's cash. 

RECOMMENDATION:  Staff recommends the Successor Agency Board receive and file 

the Successor to the Redevelopment Agency Treasurer's Report for the month ending 

June 30, 2024. 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - ADMIN. REPORTS 

ITEM NO.: 4 

FILE I.D.: FIN530 

DEPT.: SA 

PREPARER: C. RAMIREZ 

SUBJECT: CONSIDER APPROVAL OF WARRANT REGISTER 

REASON FOR CONSIDERATION: The City Council acting as Successor to the Redevelop-

ment Agency Board of Directors is requested to consider receiving and filing the 

Successor to the Redevelopment Agency Warrant Register for the month ending June 30, 

2024, pursuant to state law. 

BACKGROUND:  Vice Chair Johnson has examined the Successor to the Redevelopment 

Agency Warrant Register dated 06.01.24-06.30.24 in the amounts of $5,173.63 for the 

Combined Operating Fund and $0.00 for the Redevelopment Obligation Retirement 

Funds, and finds it to be in order. 

FISCAL IMPACT:  Routine—report of Agency's obligations. 

RECOMMENDATION:  Vice Chair Johnson recommends the City Council as Successor to 

the Redevelopment Agency Board of Directors approve the Successor to the 

Redevelopment Agency Warrant Register for the period ending June 30, 2024. 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - ADMIN. REPORTS 

ITEM NO.: 5 

FILE I.D.: FIN525 

DEPT.: MHC 

PREPARER: C. RAMIREZ 

SUBJECT: CONSIDER RECEIVING AND FILING OF TREASURER'S REPORT 

REASON FOR CONSIDERATION:  The Montclair Housing Corporation Board of Directors 

is requested to receive and file the Montclair Housing Corporation Treasurer's Report for 

the month ending June 30, 2024, pursuant to state law. 

BACKGROUND:  Included in the Montclair Housing Corporation Board agenda packet is 

a copy of the Treasurer's Report for the period ending June 30, 2024. 

FISCAL IMPACT: Routine—report of the Montclair Housing Corporation's cash and 

investments. 

RECOMMENDATION:  Staff recommends the Montclair Housing Corporation Board of 

Directors receive and file the Treasurer's Report for the month ending June 30, 2024. 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - ADMIN. REPORTS 

ITEM NO.: 6 

FILE I.D.: FIN545 

DEPT.: MHC 

PREPARER: C. RAMIREZ 

SUBJECT: CONSIDER APPROVAL OF WARRANT REGISTER 

REASON FOR CONSIDERATION:  The Montclair Housing Corporation Board of Directors 

is requested to consider receiving and filing the Warrant Register for the month ending 

June 30, 2024, pursuant to state law. 

BACKGROUND:  Vice Chair Johnson has examined the Warrant Register dated 06.01.24–

06.30.24 in the amount of $120,897.44 for the Montclair Housing Corporation and finds 

it to be in order. 

FISCAL IMPACT:  Routine—report of Montclair Housing Corporation's obligations. 

RECOMMENDATION:  Vice Chair Johnson recommends the Montclair Housing 

Corporation Board of Directors approve the Warrant Register for the period ending June 

30, 2024. 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - ADMIN. REPORTS 

ITEM NO.: 7 

FILE I.D.: FIN525 

DEPT.: MHA 

PREPARER: C. RAMIREZ 

SUBJECT: CONSIDER RECEIVING AND FILING OF TREASURER'S REPORT 

REASON FOR CONSIDERATION:  The Montclair Housing Authority Commission is 

requested to receive and file the Montclair Housing Authority Treasurer's Report for the 

month ending June 30, 2024, pursuant to state law. 

BACKGROUND:  Included in the Montclair Housing Authority Commission’s agenda 

packet is a copy of the Treasurer's Report for the period ending June 30, 2024. 

FISCAL IMPACT:  Routine—report of Montclair Housing Authority's obligations. 

RECOMMENDATION: Staff recommends the Montclair Housing Authority Commission 

receive and file the Treasurer's Report for the month ending June 30, 2024. 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - ADMIN. REPORTS 

ITEM NO.: 8 

FILE I.D.: FIN545 

DEPT.: MHA 

PREPARER: C. RAMIREZ 

SUBJECT: CONSIDER APPROVAL OF WARRANT REGISTER 

REASON FOR CONSIDERATION:  The Montclair Housing Authority Commission is 

requested to consider receiving and filing the Warrant Register for the month ending 

June 30, 2024, pursuant to state law. 

BACKGROUND:  Vice Chair Johnson has examined the Warrant Register dated 06.01.24–

06.30.24 in the amount of $0.00 for the Montclair Housing Authority and finds it to be 

in order. 

FISCAL IMPACT:  Routine—report of Montclair Housing Authority's obligations. 

RECOMMENDATION:  Vice Chair Johnson recommends the Montclair Housing Authority 

Commission approve the Warrant Register for the period ending June 30, 2024. 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - ADMIN. REPORTS 

ITEM NO.: 9  

FILE I.D.: VEH450 

DEPT.: FIRE 

PREPARER: D. POHL 

SUBJECT: CONSIDER AUTHORIZING THE PURCHASE OF A 2024 FORD F–150 4X4 SUPERCREW 

VEHICLE FOR THE FIRE DEPARTMENT FROM KEN GRODY FORD OF REDLANDS IN THE 

TOTAL AMOUNT OF $60,000 

REASON FOR CONSIDERATION:  The City Council is requested to consider authorizing 

the purchase of a 2024 Ford F–150 4x4 SuperCrew vehicle fore the Fire Department from 

Ken Grody Ford of Redlands in the total amount of $60,000 to replace the current vehicle 

used by the Assistant Fire Chief.  

BACKGROUND:  The purchase of a 2024 Ford F–150 4x4 SuperCrew vehicle for use by 

the Assistant Fire Chief for Fire Department operations was approved in the Fiscal Year 

2024–25 Budget. The Ford F–150 would replace a 2006 Ford Crown Victoria (Unit  

76–06) that is 18 years old and does not meet the Assistant Fire Chief's requirements. 

The current vehicle does not have the space or equipment required to serve as an 

Incident Commander on a large–scale incident, nor does it provide adequate room to 

store the proper personal protective equipment needed.  

FISCAL IMPACT:  If authorized by the City Council, an expenditure of $60,000 would be 

made from the Equipment Replacement Fund for the purchase. 

RECOMMENDATION:  Staff recommends the City Council authorize the purchase of a 

2024 Ford F–150 4x4 SuperCrew vehicle for the Fire Department from Ken Grody Ford 

of Redlands in the total amount of $60,000. 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - AGREEMENTS 

ITEM NO.: 1 

FILE I.D.: STA500/PRK050 

DEPT.: PUBLIC WORKS 

PREPARER: M. HEREDIA 

SUBJECT: CONSIDER APPROVAL OF AMENDMENT NO. 1 TO AGREEMENT NO. 23–44 WITH 

COLTS LANDSCAPE, INC. FOR ADDITIONAL LANDSCAPE MAINTENANCE SERVICES 

REASON FOR CONSIDERATION:  The City Council is requested to consider approval of 

Amendment No. 1 to Agreement No. 23–44 with Colts Landscape, Inc. for additional 

landscape maintenance services. A copy of Amendment No. 1 to Agreement No. 23–44 

is attached for the City Council consideration. 

BACKGROUND:  Last year, the City Council approved Agreement No. 23–44, a three–

year contract with Colts Landscape, Inc. (Colts), expiring on June 30, 2026. Since July 1, 

2023, Colts has maintained all of the landscaped medians along major roadways, 

including Central Avenue, Monte Vista Avenue, Holt Boulevard, Mission Boulevard, other 

local landscaped roadways and other facilities such as the Pacific Electric Bike Trail, 

Montclair Police Department building, Community Garden, and bridge overpasses.  

A total of seven vacant positions currently exist in the Parks, Streets, and Sewer Divisions 

of the City Yard. There are four vacancies in the Parks Division, two in the Streets 

Division, and one in the Sewer Division.  Due to these vacancies, staff requested a 

proposal from Colts to include landscape maintenance services for City parks and 

buildings. Colts will provide all tools, equipment, and materials necessary to maintain 

13 parks and five other sites, including the Civic Center, City Yard, Fire Station Nos. 1 

and 2, and the Montclair Transit Center.  

This contract amendment is intended to address the existing staffing shortage in the 

City Yard.  The landscaping maintenance work performed by Colts will alleviate the 

burden on existing crews. This will also allow existing staff to focus on street and sewer 

maintenance. An ongoing recruitment for the Maintenance Worker position has been 

posted and staff estimates that filling all seven vacant positions will take approximately 

six months to a year.  

FISCAL IMPACT:  The cost for Colts to provide the additional landscape maintenance 

services for Fiscal Year 2024–25 is estimated at $323,817. Savings related to 

Maintenance Worker vacancies is estimated to be $450,240 for the current fiscal year. 

City staff recommends these personnel savings be used for the proposed contract 

amendment. 

RECOMMENDATION:  Staff recommends that the City Council approve Amendment 

No. 1 to Agreement No. 23–44 with Colts Landscape, Inc. for additional landscape 

maintenance services. 

MONTCLAIR CITY COUNCIL MEETING – 07/15/2024 Page 13 of 179



Page 1 of 2 

AMENDMENT No. 1 TO AGREEMENT NO. 23-44 
 

WITH 
 

COLTS LANDSCAPE, INC. 
 

FOR 
 

ADDITIONAL LANDSCAPE MAINTENANCE SERVICES 

 This agreement is made and entered into this 22nd day of July, 2024, by and 

between the CITY OF MONTCLAIR, a municipal corporation hereinafter designated as 

"City," and COLTS LANDSCAPE, INC., hereinafter designated as "Contractor," and 

collectively designated as the "Parties." 

RECITALS 

 WHEREAS, Parties have previously entered into Agreement No. 23-44 on July 1, 

2023, for landscape maintenance services; and  

 WHEREAS, Parties entered into Agreement No. 23-44 for a period of three years 

expiring on June 30, 2026.   

AGREEMENT 

NOW, THEREFORE, IT IS AGREED by and between City and Contractor to amend 

Agreement No. 23-44, as follows: 

Add the following to Item 2 SERVICES: 

Additional scope of work pursuant to this Agreement shall be performed in a good 

and workmanlike manner for the total monthly sum of $22,784.78 in Fiscal Year 2024/25 

as shown on Exhibit A-1.  Contractor shall pay prevailing wages in accordance with the 

laws of the State of California. 
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Page 2 of 2 

Except as modified above, all other terms and provisions of Agreement No. 23-44, 

dated July 1, 2023, shall remain in full force and effect. 

IN WITNESS WHEREOF, the parties hereto have caused these presents to be duly 

executed with all the formalities required by law on the respective dates set forth below 

their signatures. 

 

 
CITY OF MONTCLAIR, CALIFORNIA  COLTS LANDSCAPE, INC. 
 

By: 

  

By: 

 

 Javier John Dutrey, Mayor            Name, Title: 
 
Date:   Date:  
     
Attest: 
 
 
By: 

  

By: 

 

 Andrea M. Myrick, City Clerk            Name, Title: 
 
Approved as to Form:  Date:  

By:     
 Diane E. Robbins, City Attorney    
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www.coltslandscapeinc.com
12111 Chapman Ave., Garden Grove, CA 92840 • TEL 714-925-8424

CA Contractor’s License #996285 A, C-27, D-49
Page 1

June 20, 2024

City of Montclair
Monica Heredia, P.E. – Public Works Director/City Engineer 
5111 Benito Street
Montclair, CA 91763

RE: Request for Proposal Landscape Maintenance for City Parks and Buildings.

Thank you for allowing us the opportunity to submit this proposal for the City of Montclair Parks 
and Buildings.

We will treat this contract with a committed team of professionals to ensure residents and visitors 
are impressed by the way the City of Montclair is caring for their City’s landscape.

Respectfully,

_________________________
Alfredo Jimenez, President

EXHIBIT A-1

MONTCLAIR CITY COUNCIL MEETING – 07/15/2024 Page 16 of 179

http://www.coltslandscapeinc.com/


www.coltslandscapeinc.com
12111 Chapman Ave., Garden Grove, CA 92840 • TEL 714-925-8424

CA Contractor’s License #996285 A, C-27, D-49
Page 2

Landscape Management Specifications
Colts Landscape Inc. (hereinafter referred to as Contractor) will provide all tools, equipment, and materials 
necessary to perform the specified work for the Owner or designated Owner’s Representative (hereinafter 
referred to as ‘Owner’). 

I. TURF MANAGEMENT.                  
A. Lawn Mowing.
 
 1. For all turf areas, Colts Landscape Inc. will inspect and police the grounds for litter and debris prior to each 

mowing and dispose of it.
 2. Turf will be mowed and edge one time per week during active growing periods, and as often as required 

during slow periods of growth to maintain a neat and manicured appearance, weather 
permitting. 

 3. Mowing height for all irrigated lawn areas will be no less than 1½” and no more than 2½” for a finished 
cut height unless otherwise requested. Turf will be cut at a uniform height. Mowing pattern 
will be varied where possible to reduce rutting and compaction of grade. 

      All sidewalks curb lines, concrete slabs, tree circles, and bed edges will be edged as of  
necessary to maintain a neat and manicured appearance.

       At the conclusion of each visit, walks adjacent to work areas will be blown / clean.

II. SHRUB BED MAINTENANCE
1. Landscaped areas will be policed throughout the growing season for weeds, litter, and debris.    Particular 

attention will be paid to entryways, focal points, and high traffic areas.

1. Planter beds will be groomed to promote an attractive, fresh appearance.

1. Complete trimming, edging, and weeding of all shrub and ground cover areas will be done on a rotation 
basis. Major pruning will be done following flowering or during plant’s dormant season. 

1. Pruning to be performed by Colts Landscape Inc. staff who have been trained and demonstrate competency 
in proper pruning techniques.

1. Prune shrubbery and hedges at established “maintenance” height. 

1. Prune groundcover as required to “contain” perimeter growth to within bed areas where adjacent to walks, 
curbs, and structures. Mature groundcover will be maintained at a consistent appearance with a beveled or 
rolled edge at hard surfaces.

1. Shearing of plants will occur only where previous practice has been to shear, or as directed.

1. Removal of leaves from and debris from lawns, planter beds, and walkways will be completed 
Throughout the year as needed to maintain a clean appearance. 
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www.coltslandscapeinc.com
12111 Chapman Ave., Garden Grove, CA 92840 • TEL 714-925-8424

CA Contractor’s License #996285 A, C-27, D-49
Page 3

SPECIAL TASK INCLUDED WITH THE CONTRACT

• Replacement of doggie bags (wilderness Park)
• Shrub Trimming at Wilderness Park & Saratoga Park 1X Quarterly 
• Visual inspections to Playgrounds and Exercise areas. Report damages
• Fertilization of lawn areas 3X P/Y. Plants 1x P/Y
• Treatment of broadleaf in grass areas.
• Cleaning of Splash Pad and report repairs needed at Alma Hoffman Park
• Litter control (days of service)
• Irrigation system inspections (8hrs per week)
• City Hall – Dolphin play area and skate park area clean once p/week
• Saratoga Park – Little league baseball fields to be mow twice per week during playing season. 

Mow days to be Tuesday and Friday morning.
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www.coltslandscapeinc.com
12111 Chapman Ave., Garden Grove, CA 92840 • TEL 714-925-8424

CA Contractor’s License #996285 A, C-27, D-49
Page 4

WORK PERFORMED AT AN ADDITIONAL FEE

• Installation of Plants/Seasonal color 
• Irrigation repairs will be completed on a time & material basis
• Trimming of tree over 12’ in total height
• Treatment for rodents
• Scalping or renovation of lawns areas
• Correction of pre-existing conditions such as dead or dying plant material requiring remedial 

work
• Cleaning and/or repairing from acts of vandalism, natural disorders, or acts of nature 

(example: freeze, wind, fire, etc.)
• Decomposed granite replenishment
• Mulch replenishment
• Playground woodchips/rubber
• Repairs of playground and/or exercise equipment
• Field preparations
• Restroom cleaning

Note; Visual inspections to baseball fields and playgrounds were performed by Colts landscape 
Inc staff. We believed that the baseball fields and playgrounds are not up to code. We would 
gladly perform the maintenance and reporting's. However, due to those condition, Colts 
Landscape, Inc. would not be liable for any incident/accident that could occur due to the 
condition of the areas mentioned. 
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www.coltslandscapeinc.com
12111 Chapman Ave., Garden Grove, CA 92840 • TEL 714-925-8424

CA Contractor’s License #996285 A, C-27, D-49
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No. Description Monthly Cost Annual Cost

1 Civic Center, 5111 Benito Street $1,170.00 $14,040.00 

2 City Corporate Yard $200.00 $2,400.00 

3 Fire Station #1 $110.00 $1,320.00 

4 Fire Station #2 $330.00 $3,960.00 

5 Transit Center & Kids Station 863.28 $10,359.36 

6 Alma Hoffman Park, 5201 Benito Street $644.70 $7,736.40 

7 Mini Park #1. 9120 Monte Vista Avenue $353.68 $4,244.16 

8 Mini Park #2, 4682 Highland Street $261.36 $3,136.32 

9 MacArthur Park, 5450 Deodar Street $1,356.98 $16,283.76 

10 Moreno Vista Park, 4675 Moreno Street $1,747.63 $20,971.56 

11 Saratoga Park, 5397 Kingsley Street $4,586.87 $55,042.44 

12 Sunrise Park, 5500 Princeton Street $1,327.83 $15,933.96 

13 Sunset Park, 4351 Orchard Street $2,240.29 $26,883.48 

14 Wilderness Park $1,440.00 $17,280.00 

15 Essex Park, 4295 Howard Street $2,295.50 $27,546.00 

16 Golden Girls Park, 4594 San Bernardino Street $1,415.70 $16,988.40 

17 Kingsley Park, 5575 Kingsley Street $1,698.84 $20,386.08 

18 Reeder Ranch $742.12 $8,905.44 

TOTAL $22,784.78 $273,417.36 

19
Prep ball fields for season (once per week/materials 
not included) $4,200.00 $50,400.00 

City of Montclair Parks & Buildings 
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www.coltslandscapeinc.com
12111 Chapman Ave., Garden Grove, CA 92840 • TEL 714-925-8424

CA Contractor’s License #996285 A, C-27, D-49
Page 6

Complete Agreement. This Agreement constitutes the entire Agreement of the parties.       
B   both parties have read this Agreement and fully understand its contents.
      Colts Landscape Inc. a California Contractor      
     
                    
Property Representative;
 Approve by ___________________________          Name __________________________                                                        
                   
 Title: _________________________________             Date: __________________________
      
Colts Landscape Inc. Representative;
Approve by ________________________              Name: ____________________________
                    
  Title:  _______________________________            Date: _____________________________                            

Thank you for choosing Colts Landscape Inc.

Presented by:

Alfredo Jimenez

VP of Operations

Southern California Office

714-925.8424 
ajimenez@coltslandscapeinc.com 

www.coltslandscapeinc.com 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - AGREEMENTS 

ITEM NO.: 2 

FILE I.D.: PUB100 

DEPT.: PUBLIC WORKS 

PREPARER: M.PARADIS 

SUBJECT: CONSIDER APPROVAL OF AGREEMENT NO. 24–55 WITH CINTAS CORPORATION FOR 

SUPPLY AND MAINTENANCE OF PUBLIC WORKS DEPARTMENT EMPLOYEE UNIFORMS 

REASON FOR CONSIDERATION:  The City Council is requested to consider approval of 

Agreement No. 24–55 with Cintas Corporation to for supply and maintenance of 

uniforms for personnel in the Public Works Department.  A copy of proposed Agreement 

No. 24–55 is attached for the City Council's review and consideration. 

BACKGROUND:  The Public Works Department provides uniforms to 26 employees. Cintas 

Corporation is responsible for supplying nine uniform changes per employee; providing clean 

uniforms weekly; making uniform repairs as needed; replacing unrepairable uniforms; and 

supplying mechanic's shop towels, janitorial cleaning towels, fender covers, floor mats, and 

dust mop heads. 

At its meeting on May 1, 2012 the City Council approved Agreement No. 12–33 between the 

City of Montclair and Cintas Corporation for supply and maintenance of Public Works 

department employee uniforms. Agreement No. 12–33 was for one five–year term and 

included a clause for one additional five–year term. 

At its meeting on June 5, 2017 the City Council approved Agreement 17–39 between the City 

of Montclair and Cintas Corporation for supply and maintenance of Public Works department 

employee uniforms. Agreement No. 17–39 extended the contract between the City of 

Montclair and Cintas Corporation for one additional fire year term. Agreement 17–39 expired 

on June 31, 2022. Cintas Corporation has continued to supply uniforms for maintenance 

personnel outside of contract. 

Proposed Agreement No. 24–55 for supply and maintenance of Public Works department 

employee uniforms for one five–year period beginning in July 1, 2024 is attached for City 

Council review. This agreement can be terminated by the City at any time for nonperformance 

provided a 30–day written notice is given to the company to allow corrections to be made. 

FISCAL IMPACT:  The cost to provide uniform services is $8.82 per person per week for 

the next 60 months.  Funds for this purpose are included in the Fiscal Year 2024–25 

Public Works budget. 

RECOMMENDATION: Staff recommends the City Council consider approval of 

Agreement No. 24–55 with Cintas Corporation for supply and maintenance of Public 

Works Department employee uniforms. 
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CITY OF MONTCLAIR 
 

SUPPLY AND MAINTENANCE OF UNIFORMS 
 

FOR THE PUBLIC WORKS DEPARTMENT 
 

 
 
THIS AGREEMENT is made and effective as of July 1, 2024 between the City of 
Montclair, a municipal corporation ("City") and Cintas Corporation, a Nevada  
Corporation ("Contractor").  In consideration of the mutual covenants and conditions 
set forth herein, the parties agree as follows: 
 
1. TERM 
 
 This Agreement shall commence on July 1, 2024, and shall remain and continue 
in effect for five years, unless sooner terminated pursuant to the provisions of this 
Agreement. 
 
2. SERVICES 
 
 Contractor shall perform the tasks described and set forth in Exhibit A, attached 
hereto and incorporated herein as though set forth in full.  Contractor shall complete the 
tasks according to the schedule of performance which is also set forth in Exhibit A. 
 
3. PERFORMANCE 
 
 Contractor shall at all times faithfully, and competently perform all tasks 
described herein.  Contractor shall employ, at a minimum, generally accepted standards 
and practices utilized by persons engaged in providing similar services as are required 
of Contractor hereunder in meeting its obligations under this Agreement.  Contractor 
shall have the duty to prepare any design documents free from defects. 
 
4. CITY MANAGEMENT 
 
 City Manager shall represent City in all matters pertaining to the administration of 
this Agreement and  shall be authorized to act on City’s behalf and to execute all 
necessary documents which enlarge the Tasks to be Performed or change Contractor’s 
compensation, subject to Section 5 hereof. 
 
5. PAYMENT 
 
 (a) The City agrees to pay Contractor monthly, in accordance with the 
payment rates and terms and the schedule of payment as set forth in Exhibit A, 
attached hereto and incorporated herein by this reference as though set forth in full, 
based upon actual time spent on the above tasks.  This amount shall not exceed  
$5,000.00 per month unless additional payment is approved as provided in this 
Agreement. 
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 (b) Contractor shall not be compensated for any services rendered in 
connection with its performance of this Agreement which are in addition to those set 
forth herein, unless such additional services are authorized in advance and in writing by 
the City Manager.  Contractor shall be compensated for any additional services in the 
amounts and in the manner as agreed to by City Manager and Contractor at the time 
City’s written authorization is given to Contractor for the performance of said services.  
The City Manager may approve additional work not to exceed ten percent (10%) of the 
amount of the Agreement, but in no event shall total compensation exceed Ten 
Thousand Dollars ($10,000.00). Any additional work in excess of this amount shall be 
approved by the City Council. 
 
 (c) Contractor will submit invoices monthly for actual services performed.  
Said invoices shall detail all costs, rates and hours for individual tasks.  Invoices shall 
be submitted on or about the first business day of each month, or as soon thereafter as 
practical, for services provided in the previous month.  Payment shall be made within 
thirty (30) days of receipt of each invoice as to all non-disputed fees.  If the City disputes 
any of the Contractor’s fees, it shall give written notice to Contractor within thirty (30) 
days of receipt of an invoice of any disputed fees set forth on the invoice. 
 
 (d) Contractor agrees that, in no event shall City be required to pay to 
Contractor any sum in excess of ninety-five percent (95%) of the maximum payable 
hereunder prior to receipt by City of all final documents, together with all supplemental 
technical documents, as described herein acceptable in form and content to City.  Final 
payments shall be made no later than sixty (60) days after presentation of final 
documents and acceptance thereof by City. 
 
6. SUSPENSION OR TERMINATION OF AGREEMENT WITHOUT CAUSE 
 
 (a) The City may at any time, for any reason, with or without cause, suspend 
or terminate this Agreement, or any portion hereof, by serving upon the Contractor at 
least thirty (30) days prior written notice.  Upon receipt of said notice, the Contractor 
shall immediately cease all work under this Agreement, unless the notice provides 
otherwise.  If the City suspends or terminates a portion of this Agreement, such 
suspension or termination shall not make void or invalidate the remainder of this 
Agreement. 
 
 (b) In the event this Agreement is terminated pursuant to this Section, the City 
shall pay to Contractor on a pro-rata basis the actual value of the work performed up to 
the time of termination, provided that the work performed is in compliance with this 
Agreement.  Upon termination of the Agreement pursuant to this Section, the Contractor 
will submit an invoice to the City pursuant to Section 5(c). 
 
7. DEFAULT OF CONTRACTOR 
 
 (a) The Contractor’s failure to comply with the provisions of this Agreement 
shall constitute a default.  In the event that Contractor is in default for cause under the 
terms of this Agreement, City shall have no obligation or duty to continue compensating 
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Contractor for any work performed after the date of default and can terminate this 
Agreement immediately by written notice to the Contractor.  If such failure by the 
Contractor to make progress in the performance of work hereunder arises out of causes 
beyond the Contractor’s control, and to the extent the default is without fault or 
negligence of the Contractor, it shall not be considered a default. 
 
 (b) If the City Manager or his/her delegate determines that the Contractor is in 
default in the performance of any of the terms or conditions of this Agreement, he/she 
shall cause to be served upon the Contractor a written notice of the default.  The 
Contractor shall have ten (10) days after service upon it of said notice in which to cure 
the default by rendering a satisfactory performance.  In the event that the Contractor 
fails to cure its default within such period of time, the City shall have the right, 
notwithstanding any other provision of this Agreement, to terminate this Agreement 
without further notice and without prejudice to any other remedy to which it may be 
entitled at law, in equity or under this Agreement. 
 
8. OWNERSHIP OF DOCUMENTS 
 
 (a) Contractor shall maintain complete and accurate records with respect to 
billed time, sales, costs, expenses, receipts and other such information required by City 
that relate to the performance of services under this Agreement.  Contractor shall 
maintain adequate records of services provided in sufficient detail to permit an 
evaluation of services.  All such records shall be maintained in accordance with 
generally accepted accounting principles and shall be clearly identified and readily 
accessible.  Contractor shall provide free access to the representatives of City or its 
designees at reasonable times to such books and records; shall give City the right to 
examine and audit said books and records; shall permit City to make transcripts 
therefrom as necessary; and shall allow inspection of all work, data, documents, 
proceedings, and activities related to this Agreement.  Such records, together with 
supporting documents, shall be maintained for a period of three (3) years after receipt of 
final payment. 
 
 (b) Upon completion of, or in the event of termination or suspension of this 
Agreement, all original documents, claims, applications, computer files, notes, and other 
documents prepared in the course of providing the services to be performed pursuant to 
this Agreement shall become the sole property of the City and may be used, reused, or 
otherwise disposed of by the City without the permission of the Contractor.  Any reuse 
or modification of the work product without the prior written consent of Contractor will be 
at the sole risk of the City.  With respect to computer files, Contractor shall make 
available to the City, at the Contractor’s office and upon reasonable written request by 
the City, the necessary computer software and hardware for purposes of accessing, 
compiling, transferring and printing computer files. 
 
9. INDEMNIFICATION 
 
 (a) Defense, Indemnity and Hold Harmless.  Contractor shall defend, 
indemnify, and hold harmless the City, its present and former officers, directors, 
employees, agents, staff, volunteers, mayor, council, boards, committees, and 
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representatives, as broadly interpreted (collectively, the “Indemnified Parties”), of and 
from all claims, suits, demands, obligations, losses, damages, sums, or any other 
matters threatened or presently asserted, including but not limited to all legal fees, costs 
of defense and litigation expenses (including legal fees, expert fees and any other costs 
or fees, including those of adverse parties imposed on or sought against the 
Indemnified Parties), arising directly or indirectly out of any liability or claim of loss or 
liability for personal injury, bodily injury to persons, contractual liability, errors or 
omissions, breach, failure to perform, damage to or loss of property, or any other loss, 
damage, injury or other claim of any kind or nature arising out of the work to be 
performed by Contractor herein, caused by or arising out of the negligent acts or 
omissions, or intentional misconduct of Contractor, including its subcontractors, 
subContractors, employees, agents, and other persons or entities performing work for 
Contractor. 
 

(b) Contractual Indemnity.  To the fullest extent permitted under California 
law, Contractor shall contractually indemnify, defend and hold harmless the Indemnified 
Parties from and against any liability (including liability for claims, suits, actions, 
arbitration proceedings, administrative proceedings, regulatory proceedings, losses, 
expenses, amounts for good faith settlement, or costs of any kind, whether actual, 
alleged or threatened, including attorney’s fees and costs, court costs, interest, defense 
costs, and expert witness fees and costs), arising out of or related to, in whole or in part, 
the performance of this Agreement by Contractor or by any individual or entity for which 
Contractor is legally liable, including but not limited to Contractor’s officers, agents, 
representative, employees, independent contractors, subcontractors, subContractors, or 
affiliated or related entities and/or its or their employees, agents and representatives,  
caused by or arising out of all negligent acts or omissions, or intentional misconduct of 
Contractor, including its subcontractors, subContractors, employees, agents and other 
persons or entities performing work for Contractor.   Indemnification shall include any 
claim that Contractor, or Contractor’s employees or agents, are or may be considered 
and treated as employees of the City or are entitled to any employee benefits from City 
including but not limited to those available under Public Employees Retirement Law.  
The obligation to indemnify, defend and hold harmless the Indemnified Parties shall 
apply to all liability as defined above regardless of whether the Indemnified Parties were 
or are alleged to have been negligent, except that it shall not apply to claims arising 
from the sole negligence or willful intentional misconduct of the Indemnified Parties.  
Contractor’s obligation to defend the Indemnified Parties is not contingent upon there 
being an acknowledgement of or determination of the merit of any claims, liability, 
demands, causes of action, suits, losses, expenses, errors, omissions and/or costs. 
 

(c) Subcontractors/SubContractors and Indemnification.  Contractor agrees to 
and shall obtain executed indemnity agreements in favor of the Indemnified Parties with 
provisions identical to those set forth from each and every Subcontractor, Sub 
Contractor, or other person or entity involved by, for, with, or on behalf of Contractor in 
the performance of any aspect of this Agreement.  In the event Contractor fails to obtain 
such indemnity obligations, Contractor shall be fully responsible for each and every 
Subcontractor, SubContractor or other person or entity in terms of defense, indemnity 
and hold harmless obligations in favor of the Indemnified Parties as set forth above. 
This obligation to indemnify and defend the Indemnified Parties is binding on the 
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successors, assigns, or heirs of Contractor and shall survive the full performance or 
termination of this Agreement.  These indemnification provisions are independent of and 
shall not in any way be limited or superseded by the insurance requirements and 
insurance-related provisions of this Agreement. 
 

(d) City Lost or Damaged Property – Theft.  Contractor further agrees to pay 
or cause to be paid to the Indemnified Parties’ benefit, any and all damages, fines, 
penalties, and loss or theft of property of the City arising out of or related in any way to 
the negligent acts or omissions or intentional misconduct of Contractor or of 
Contractor’s officers, agents, representatives, employees, independent contractors, 
subcontractors or affiliated or related entities and/or its or their employees, agents and 
representatives, whether such actions, omissions to act, negligence or intentional 
conduct is or was authorized by this Agreement or not.  City assumes no responsibility 
whatsoever for any property placed on the premises of City.  Contractor further agrees 
to waive all rights of subrogation against the Indemnified Parties. 
 

(e) Non-Waiver and Non-Exhaustion of City’s Further Rights and Remedies.  
No aspect of this provision shall in any way limit or effect the rights of the Indemnified 
Parties against the Contractor under the terms of this Agreement or otherwise.   The 
indemnification provisions shall apply regardless of whether this Agreement is executed 
after Contractor begins the work and shall extend to claims arising after this Agreement 
is performed or terminated, including a dispute as to the termination of Contractor.  The 
indemnity obligations of Contractor shall continue until it is determined by final judgment 
that the claim against the City and any Indemnified Parties is determined by final 
judgment and after exhaustion of any rights of appeal.  Further, no aspect of this 
provision shall impact the City’s rights to contribution from Contractor, or for the City to 
dispute Contractor’s refusal to defend and indemnify City. 
 

(f) Limitations on Scope of Indemnity.  Notwithstanding the foregoing, 
Contractor shall not be responsible for indemnification for claims or losses caused by 
the sole negligence or intentional wrongdoing of Indemnified Parties.  Further, the 
indemnity provided shall be interpreted as broadly as permitted under California law and 
as to agreements between parties and shall if required be reformed to be consistent 
with those laws to protect and save this provision for the protection of the Indemnified 
Parties. 
 

(g) The obligations of Contractor under this or any other provision of this 
Agreement shall not be limited by the provisions of any workers’ compensation act or 
similar act.  The Contractor expressly waives any statutory immunity under such 
statutes or laws as to the Indemnified Parties.  The Contractor’s indemnity obligation set 
forth in this Section 9 shall not be limited by the limits of any policies of insurance 
required or provided by the Contractor pursuant to this Agreement.  
 

(h) The Contractor’s covenant under this Section 9 shall survive the expiration 
or termination of this Agreement. 

 
10. INSURANCE 
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The City reserves the right to modify these requirements, including limits, based 
on the nature of the risk, prior experience, insurer, coverage, or other special 
circumstances.   
 

(a) Types of Required Coverages 
 
 Without limiting the indemnity provisions of the Contract, the Contractor shall 
procure and maintain in full force and effect during the term of the Contract, the 
following policies of insurance.  If the existing policies do not meet the insurance 
requirements set forth herein, Contractor agrees to amend, supplement or endorse the 
policies to do so. 
   

(1) Commercial General Liability: Commercial General Liability 
Insurance which affords coverage at least as broad as Insurance 
Services Office “occurrence” form CG 00 01, including products and 
completed operations, property damage, bodily injury, and personal 
& advertising injury with limits no less than $1,000,000 per 
occurrence, and $2,000,000 aggregate total bodily injury, personal 
injury, and property damage.     

 
(2) Automobile Liability Insurance: Automobile Liability Insurance with 

coverage at least as broad as Insurance Services Office Form CA 
0001 covering “Any Auto” (Symbol 1), including owned, non-owned 
and hired autos, or the exact equivalent, with minimum limits of 
$1,000,000 for bodily injury and property damage, each accident.   If 
Contractor owns no vehicles, auto liability coverage may be provided 
by means of a non-owned and hired auto endorsement to the general 
liability policy.  Automobile liability insurance and endorsements shall 
be kept in force at all times during the performance of this 
Agreement.  

 
(3) Workers’ Compensation:  Workers’ Compensation Insurance, as 

required by the State of California and Employer’s Liability Insurance 
with a limit of not less than $1,000,000 each accident for bodily injury 
and $1,000,000 each employee for bodily injury by disease.   

 
(b) Endorsements 

 
 Insurance policies shall not be in compliance if they include any limiting provision 
or endorsement.  The insurance policies shall contain, or be endorsed to contain, the 
following provisions:  
 

(1) Commercial General Liability 
 

Additional Insured: The City, its elected officials, officers, employees, 
volunteers, boards, agents and representatives shall be additional 
insureds with regard to liability and defense of suits or claims arising out of 
the work or operations performed by or on behalf of the Contractor 
including materials, parts or equipment furnished in connection with such 
work or operations.  Coverage for the additional insureds shall apply to the 
fullest extent permitted by law. 

 
Additional Insured Endorsements shall not: 
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1. Be limited to “Ongoing Operations” 
 

2. Exclude “Contractual Liability 
 

3. Restrict coverage to the “Sole” liability of contractor 
 

4. Exclude “Third-Party-Over Actions” 
 

5. Contain any other exclusion contrary to the Agreement 
 

Additional Insured Endorsements shall be at least as broad as ISO 
Forms CG 20 10 11 85; or CG 20 and 10 and CG 2037. 

 
Primary Insurance: This insurance shall be primary and any other 

insurance, whether primary, excess, umbrella or contingent insurance, 
including deductible, or self-insurance available to the insureds added by 
endorsement, shall be in excess of, and shall not contribute with, this 
insurance. Coverage shall be at least as broad as ISO CG 20 01 04 13. 

 
(2) Auto Liability 

 
Additional Insured:  The City, its elected officials, officers, employees, 

volunteers, boards, agents, and representatives shall be additional 
insureds with regard to liability and defense of suits or claims arising out of 
the work or operations performed by or on behalf of the Contractor. 

 
Primary Insurance:  This insurance shall be primary and any other 

insurance whether primary, excess, umbrella or contingent insurance, 
including deductible, or self-insurance available to the insureds added by 
endorsement shall be in excess of and shall not contribute with this 
insurance. 

 
(3) Workers’ Compensation 

 
Waiver of Subrogation: A waiver of subrogation stating that the 

insurer waives all rights of subrogation against the indemnified parties.  
 

(c) Notice of Cancellation 
 
 Required insurance policies shall not be cancelled or the coverage 
reduced until a thirty (30) day written notice of cancellation has been served upon the 
City except ten (10) days shall be allowed for non-payment of premium. 
 

(d) Waiver of Subrogation 
 
 Required insurance coverages shall not prohibit Contractor from waiving 
the right of subrogation prior to a loss.  Contractor shall waive all rights of subrogation 
against the indemnified parties and policies shall contain or be endorsed to contain such 
a provision.  This provision applies regardless of whether the City has received a waiver 
of subrogation endorsement from the insurer. 
 

(e) Evidence of Insurance 
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 All policies, endorsements, certificates, and/or binders shall be subject to 
approval by the City as to form and content.  These requirements are subject to 
amendment or waiver only if so approved in writing by the City.  The City reserves the 
right to require complete, certified copies of all required insurance policies, including 
endorsements required by these specifications, at any time. 
 
 The certificates and endorsements for each insurance policy shall be 
signed by a person authorized by that insurer to bind coverage on its behalf.  At least 
fifteen (15) days prior to the expiration of any such policy, evidence of insurance 
showing that such insurance coverage has been renewed or extended shall be filed with 
the City.  If such coverage is cancelled or reduced, Contractor shall, within ten (10) days 
after receipt of written notice of such cancellation or reduction of coverage, file with the 
City evidence of insurance showing that the required insurance has been reinstated or 
has been provided through another insurance company or companies.  
 

(f) Deductible or Self-Insured Retention 
 
 Any deductible or self-insured retention must be approved in writing by the 
City and shall protect the indemnified parties in the same manner and to the same 
extent as they would have been protected had the policy or policies not contained a 
deductible or self-insured retention. The City may require the Contractor to purchase 
coverage with a lower retention or provide proof of ability to pay losses and related 
investigations, claim administration and defense expenses within the retention.  The 
policy language shall provide, or be endorsed to provide, that the self-insured retention 
may be satisfied by either the Contractor or the City. 
 

(g) Contractual Liability/Insurance Obligations 
 
 The coverage provided shall apply to the obligations assumed by the 
Contractor under the indemnity provisions of this Agreement. The insurance obligations 
under this Agreement shall be: (1) all the insurance coverage and/or limits carried by or 
available to the Contractor; or (2) the minimum insurance coverage requirements and/or 
limits shown in this Agreement; whichever is greater.  Any insurance proceeds in 
excess of or broader than the minimum required coverage and/or minimum required 
limits, which are applicable to a given loss, shall be available to the City.  No 
representation is made that the minimum insurance requirements of this Agreement are 
sufficient to cover the obligations of the Contractor under this Agreement. 
 

(h)  Failure to Maintain Coverage 
 
 Contractor agrees to suspend and cease all operations hereunder during 
such period of time as the required insurance coverage is not in effect and evidence of 
insurance has not been furnished to the City. The City shall have the right to withhold 
any payment due Contractor until Contractor has fully complied with the insurance 
provisions of this Contract.  In addition, the City may either immediately terminate this 
Agreement or, if insurance is available at a reasonable cost, City may take out the 
necessary insurance and pay, at Contractor’s expense, the premium thereon. 
 
 In the event that the Contractor’s operations are suspended for failure to 
maintain required insurance coverage, the Contractor shall not be entitled to an 
extension of time for completion of the Work because of production lost during 
suspension. 
 

(i) Acceptability of Insurers 
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 Each such policy shall be from a company or companies with a current 
A.M. Best’s rating of no less than A:VII and authorized to do business in the State of 
California, or otherwise allowed to place insurance through surplus line brokers under 
applicable provisions of the California Insurance Code or any federal law.  Any other 
rating must be approved in writing in accordance with the City. 
 

(j) Claims Made Policies 
 
 If coverage is written on a claims-made basis, the retroactive date on such 
insurance and all subsequent insurance shall coincide or precede the effective date of 
the initial Contractor’s Agreement with the City and continuous coverage shall be 
maintained or an extended reporting period shall be exercised for a period of at least 
five (5) years from termination or expiration of this Agreement. 
 

(k) Insurance for Subcontractors 
 
 Contractor shall be responsible for causing Subcontractors/ 
SubContractors to purchase the same types and limits of insurance in compliance with 
the terms of this Agreement, including adding the City as an Additional Insured, 
providing Primary and Non-Contributory coverage and Waiver of Subrogation to the 
Subcontractors’/SubContractor’s policies.  The Commercial General Liability Additional 
Insured Endorsement shall be on a form at least as board as CG 20 38 04 13. 

 
11. INDEPENDENT CONTRACTOR 
 
 (a) Contractor is and shall at all times remain as to the City a wholly 
independent contractor.  The personnel performing the services under this Agreement 
on behalf of Contractor shall at all times be under Contractor’s exclusive direction and 
control and shall not be construed to be employees of City for any purpose, including 
eligibility under Public Employees Retirement Law.  Neither City nor any of its officers, 
employees, or agents shall have control over the conduct of Contractor or any of 
Contractor’s officers, employees, or agents, except as set forth in this Agreement.  
Contractor shall not at any time or in any manner represent that it or any of its officers, 
employees, or agents are in any manner officers, employees, or agents of the City.  
Contractor shall not incur or have the power to incur any debt, obligation, or liability 
whatever against City, or bind City in any manner.  Contractor shall be solely 
responsible and hold the City harmless for all matters relating to the payment of 
Contractor’s employees, including compliance with Social Security withholdings and all 
other regulations governing such matters. 
 
 (b) No employee benefits shall be available to Contractor in connection with 
the performance of this Agreement.  Except for the fees paid to Contractor as provided 
in the Agreement City shall not pay salaries, wages, or other compensation to 
Contractor for performing services hereunder for City.  City shall not be liable for 
compensation or indemnification to Contractor for injury or sickness arising out of 
performing services hereunder. 
 
12. LEGAL RESPONSIBILITIES 
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 The Contractor shall keep itself informed of State and Federal laws and 
regulations which in any manner affect those employed by it or in any way affect the 
performance of its services pursuant to this Agreement.  The Contractor shall at all 
times observe and comply with all such laws and regulations.  The City, and its officers 
and employees, shall not be liable at law or in equity occasioned by failure of the 
Contractor to comply with this Section. 
 
13. UNDUE INFLUENCE 
 
 Contractor declares and warrants that no undue influence or pressure is used 
against or in concert with any officer or employee of the City of Montclair in connection 
with the award, terms or implementation of this Agreement, including any method of 
coercion, confidential financial arrangement, or financial inducement.  No officer or 
employee of the City of Montclair will receive compensation, directly or indirectly, from 
Contractor, or from any officer, employee or agent of Contractor, in connection with the 
award of this Agreement or any work to be conducted as a result of this Agreement.  
Violation of this Section shall be a material breach of this Agreement entitling the City to 
any and all remedies at law or in equity. 
 
14. NO BENEFIT TO ARISE TO LOCAL EMPLOYEES 
 
 No member, officer, or employee of City, or their designees or agents, and no 
public official who exercises authority over or responsibilities with respect to the Project 
during his/her tenure or for one year thereafter, shall have any interest, direct or indirect, 
in any agreement or sub-agreement, or the proceeds thereof, for work to be performed 
in connection with the project performed under this Agreement. 
 
15. RELEASE OF INFORMATION/CONFLICTS OF INTEREST 
 
 (a) All information gained by Contractor in performance of this Agreement 
shall be considered confidential and shall not be released by Contractor without City’s 
prior written authorization.  Contractor, its officers, employees, agents, or 
subContractors, shall not without written authorization from the City Manager or unless 
requested by the City Attorney, voluntarily provide declarations, letters of support, 
testimony at depositions, responses to interrogatories, or other information concerning 
the work performed under this Agreement or relating to any project or property located 
within the City.  Response to a subpoena or court order shall not be considered 
"voluntary" provided Contractor gives City notice of such court order or subpoena. 
 
 (b) Contractor shall promptly notify City should Contractor, its officers, 
employees, agents or subContractors be served with any summons, complaint, 
subpoena, notice of deposition, request for documents, interrogatories, requests for 
admissions, or other discovery request, court order, or subpoena from any person or 
party regarding this Agreement and the work performed thereunder or with respect to 
any project or property located within the City.  City retains the right, but has no 
obligation, to represent Contractor and/or be present at any deposition, hearing, or 
similar proceeding.  Contractor agrees to cooperate fully with City and to provide the 
opportunity to review any response to discovery requests provided by Contractor.  
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However, City’s right to review any such response does not imply or mean the right by 
City to control, direct, or rewrite said response.  
 
 (c) Contractor shall comply with all applicable federal, state and local Conflict 
of Interest laws, including the Political Reform Act (California Government Code, 
Section 81000, et. seq.) and California Government Code, Section 1090, et. seq. 
Contractor covenants that neither he/she nor any officer or principal of their firm have 
any interest in, or shall acquire any interest, directly or indirectly, which will conflict in 
any manner or degree with the performance of their services hereunder.  Contractor 
further covenants that in the performance of this Agreement, no person having such 
interest shall be employed by them as an officer, employee, agent or subContractor.  
Contractor further covenants that Contractor has not contracted with nor is performing 
any services, directly or indirectly, with any developer(s) and/or property owner(s) 
and/or firm(s) and/or partnership(s) owning property in the City or the study area and 
further covenants and agrees that Contractor and/or its subContractors shall provide no 
service or enter into any agreement or agreements with a/any developer(s) and/or 
property owner(s) and/or firm(s) and/or partnership(s) owning property in the City or the 
study area prior to the completion of the work under this Agreement.  Further, 
Contractor covenants not to give or receive any compensation, monetary or otherwise, 
to or from the ultimate vendor(s) of services to the City as a result of the performance of 
this Agreement, or the services that may be procured by the City as a result of the 
recommendations made by the Contractor.  The Contractor’s covenant under this 
Section shall survive the termination of this Agreement. 
 
16. NOTICES 
 
 Any notices which either party may desire to give to the other party under this 
Agreement must be in writing and may be given either by (i) personal service, (ii) 
delivery by a reputable document delivery service, such as but not limited to, Federal 
Express, which provides a receipt showing date and time of delivery, or (iii) mailing in 
the United States Mail, certified mail, postage prepaid, return receipt requested, 
addressed to the address of the party as set forth below or at any other address as that 
party may later designate by notice: 
 
 
 

 To City:   Monica Heredia 
     City Engineer 

City of Montclair 
     5111 Benito 
     Montclair, CA  91763 
 
 To Contractor:  Sean King 
     Key Account Manager 
     Cintas Corporation 
     2150 S. Proforma Ave.    

      Ontario, CA 91761 
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17. ASSIGNMENT AND SUBCONTRACTING 
 
 The Contractor shall not assign any of its rights or delegate any of its duties 
under this Agreement, either in whole or in part, nor any monies due hereunder, without 
prior written consent of the City.  The City’s consent to an assignment of rights under 
this Agreement shall not release the Contractor from any of its obligations or alter any of 
its obligations to be performed under this Agreement.  Any attempt at assignment or 
delegation by the Contractor in violation of this Section 17 shall be void and of no legal 
effect and shall constitute grounds to terminate this Agreement for cause.  The 
Contractor shall not subcontract any performance required under this Agreement 
without the City’s prior written consent. 
 
18. LICENSES 
 
 At all times during the term of this Agreement, Contractor shall have in full force 
and effect, all licenses required of it by law for the performance of the services 
described in this Agreement, including a City of Montclair business license. 
 
19. GOVERNING LAW 
 
 The City and Contractor understand and agree that the laws of the State of 
California shall govern the rights, obligations, duties, and liabilities of the parties to this 
Agreement and also govern the interpretation of this Agreement.  Any litigation 
concerning this Agreement shall take place in the municipal, superior, or federal district 
court with jurisdiction over the City of Montclair. 
 
20. ENTIRE AGREEMENT 
 
 This Agreement contains the entire understanding between the parties relating to 
the obligations of the parties described in this Agreement.  All prior or contemporaneous 
agreements, understandings, representations, and statements, oral or written, are 
merged into this Agreement and shall be of no further force or effect.  Each party is 
entering into this Agreement based solely upon the representations set forth herein and 
upon each party’s own independent investigation of any and all facts such party deems 
material. 
 
21. CONTENTS OF REQUEST FOR PROPOSALS 
 
 Contractor is bound by the contents of the proposal submitted by the Contractor, 
Exhibit "A" hereto.  In the event of conflict, the requirements of this Agreement shall 
take precedence over those contained in the Contractor’s proposal. 
 
 
 
 
 
22. CONFIDENTIALITY   
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 Information and materials obtained by the Contractor from City during the 
performance of this Agreement shall be treated as strictly confidential and shall not be 
used by the Contractor for any purpose other than the performance of this Agreement.  
Contractor’s covenant under this Section shall survive the expiration or termination of this 
Agreement. 
 
23. DISCRIMINATION   
 
 The Contractor agrees that no person shall be excluded from employment in the 
performance of this Agreement on grounds of race, creed, color, sex, age, marital status, 
or place of national origin.  In this connection, the Contractor agrees to comply with all 
County, State and Federal laws relating to equal employment opportunity rights. 
 
24. EFFECT OF PARTIAL INVALIDITY 
 
 If any term or provision of this Agreement shall be held invalid or unenforceable, 
the remainder of this Agreement and any application of the terms shall remain valid and 
enforceable under this Agreement or California law. 
 
25. CLAIMS AGAINST CITY 
 
 Contractor must comply with the claim procedures set forth in Government Code 
sections 900, et. seq., and/or Montclair Municipal Code, Chapter 1.16, as applicable, prior 
to filing any lawsuit against the City.  Such claims and any subsequent lawsuit based 
upon the claims shall be limited to those matters that remain unresolved after all 
procedures pertaining to extra work, disputed work, claims, and/or changed conditions 
have been followed by Contractor.  If no such claim is submitted, or if any prerequisite 
contractual requirements are not otherwise satisfied as specified herein, Contractor shall 
be barred from bringing and maintaining a valid lawsuit against the City. 
 
26. AUTHORITY TO EXECUTE THIS AGREEMENT 
 
 The person or persons executing this Agreement on behalf of Contractor 
warrants and represents that he/she has the authority to execute this Agreement on 
behalf of the Contractor and has the authority to bind Contractor to the performance of 
its obligations hereunder. 
 
27. NO THIRD PARTY BENEFICIARIES 
 
 This Agreement is made solely for the benefit of the Parties to this Agreement and 
their respective successors and assigns, and no other person or entity may have or 
acquire a right by virtue of this Agreement. 
 
28.   COST OF LITIGATION 
 
 If any legal action is necessary to enforce any provision of this Agreement or for 
damages by reason of an alleged breach of any provisions of this Agreement (whether in 
contract, tort or both), the prevailing Party shall be entitled to receive from the losing Party 
all attorneys’ fees, costs and expenses in such amount as the courts may determine to be 
reasonable.  In awarding the cost of litigation, the court shall not be bound by any court 
fee schedule, but shall, if it is in the interest of justice to do so, award the full amount of 
costs, expenses and attorneys’ fees paid or incurred in good faith. 
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29. AUTHORITY TO EXECUTE THIS AGREEMENT 
 
 The person or persons executing this Agreement on behalf of Contractor 
warrants and represents that he/she has the authority to execute this Agreement on 
behalf of the Contractor and has the authority to bind Contractor to the performance of 
its obligations hereunder. 
 
30. COUNTERPARTS 
 
 This Agreement may be executed in any number of counterparts, each of which 
shall be deemed to be the original, and all of which together shall constitute one and the 
same instrument. 
 
 IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be 
executed the day and year first above written. 
 
 
CITY OF MONTCLAIR  CONTRACTOR 
 
 
 

  

By:   By:  
 Javier J. Dutrey, Mayor   Name: Sean King 
   Title: Key Account Manager 
Attest:   
   
   
By:   By:  
 Andrea M. Myrick, City Clerk   Name: 
   Title: 
Approved as to Form:   
   
   
By:    
 Diane E. Robbins, City Attorney   
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - AGREEMENTS 

ITEM NO.: 3 

FILE I.D.: GRT125 

DEPT.: HUMAN SVCS. 

PREPARER: A. COLUNGA 

SUBJECT: CONSIDER APPROVAL OF AGREEMENT NO. 24–59 WITH BLAIS & ASSOCIATES, INC. 

FOR GRANT WRITING SERVICES 

REASON FOR CONSIDERATION:  The City Council is requested to consider approval of 

Agreement No. 24–59 with Blais & Associates, Inc. (Blais) for grant writing services. 

BACKGROUND:  In 2017, the City of Montclair began utilizing Blais for their grant writing 

services. The City has seen success in working with Blais, with twelve major grant awards 

that will transform the City totaling nearly eighteen million dollars, including: 

 $5,701,000 for Safe Routes to School Implementation 

 $5,137,000 for Reeder Ranch Park 

 $4,174,097 for the Sunset Park Beautification Project 

 $771,000 for the Ramona Avenue/Howard Street Roundabout 

 $750,000 for the San Antonio Creek Trail Crossing Designs 

 $362,070 for the Orchard Street Pedestrian Safety Improvements 

 $249,930 for Pedestrian Crossing Enhancements 

 $227,554 for the Pacific Electric Bridge Replacement 

 $200,000 for the Active Transportation Plan 

 $177,000 for the San Antonio Creek Trail Multimodal Plan 

 $95,901 for Homeless Outreach 

 $76,320 for the Energy Efficiency and Conservation Block Grant 

Utilizing Blais and Associates, the City of Montclair has applied for twenty-eight grants, 

seven of which are currently under review. Additionally, six grant applications are in 

process to be submitted. The return on investment to the City is fourty-three dollars in 

funding received for every dollar spent on grant writing services. 

The City would like to continue to pursue grant funding when possible to address a 

variety of needs in the community.  There are current funding announcements that staff 

would like to pursue, along with announcements of future opportunities. Each of these 

funding opportunities requires an extraordinary amount of time and specific expertise.    

Future costs to prepare grant applications depends on the level of complexity of each 

grant opportunity. Agreement 24–59 includes a monthly fixed fee of $3,071 for grant 

research, consultation, and monitoring. It is anticipated that aggregate expenses for grant 

writing services from Blais will be at least $80,000 through the end of the fiscal year.  

Before the execution of the original agreement with Blais, City staff went through a vetting 

process to make sure that Blais was the best value for the City.  Therefore, proposals from 

other firms were not sought. Staff recommends it is in the best interest and value of the 

City to continue utilizing Blais to provide grant writing services. However, the City is not 

obligated to exclusively work with Blais for grant writing services.  
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FISCAL IMPACT: The cost estimate for future grant applications will cost $80,000 

through the end of the fiscal year.  The term of the agreement for grant writing services 

is July 1, 2024 through June 30, 2025.  

RECOMMENDATION: Staff recommends the City Council approve Agreement No. 24–59 

with Blais & Associates, Inc. for grant writing services. 
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CITY OF MONTCLAIR 
 

AGREEMENT FOR CONSULTANT SERVICES 
 

GRANT WRITING 
 
THIS AGREEMENT is made and effective as of July 1, 2024, between the City of 
Montclair, a municipal corporation ("City") and Blais and Associates, LLC, a Texas 
limited liability company ("Consultant").  In consideration of the mutual covenants and 
conditions set forth herein, the parties agree as follows: 
 
1. TERM 
 
 This Agreement shall commence on July 1, 2024 and shall remain and continue 
in effect for a period of 12 months until tasks described herein are completed, but in no 
event later than June 30, 2025, unless sooner terminated pursuant to the provisions of 
this Agreement. 
 
2. SERVICES 
 
 Consultant shall perform the tasks described and set forth in Exhibit A, attached 
hereto and incorporated herein as though set forth in full.  Consultant shall complete the 
tasks according to the schedule of performance which is also set forth in Exhibit A. 
 
3. PERFORMANCE 
 
 Consultant shall at all times faithfully, competently and to the best of his/her 
ability, experience and talent, perform all tasks described herein.  Consultant shall 
employ, at a minimum, generally accepted standards and practices utilized by persons 
engaged in providing similar services as are required of Consultant hereunder in 
meeting its obligations under this Agreement. 
 
4. CITY MANAGEMENT 
 
 City’s City Manager shall represent City in all matters pertaining to the 
administration of this Agreement, review and approval of all products submitted by 
Consultant, but not including the authority to enlarge the Tasks to be Performed or 
change the compensation due to Consultant.  City’s City Manager shall be authorized to 
act on City’s behalf and to execute all necessary documents which enlarge the Tasks to 
be Performed or change Consultant’s compensation, subject to Section 6 hereof. 
 
5. PAYMENT 
 
 (a) The City agrees to pay Consultant monthly, in accordance with the 
payment rates and terms and the schedule of payment as set forth in Exhibit A, 
attached hereto and incorporated herein by this reference as though set forth in full..  
This amount shall not exceed $80,000 for the total term of the Agreement unless 
additional payment is approved as provided in this Agreement. 
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 (b) Consultant shall not be compensated for any services rendered in 
connection with its performance of this Agreement which are in addition to those set 
forth herein, unless such additional services are authorized in advance and in writing by 
the City Manager.  Consultant shall be compensated for any additional services in the 
amounts and in the manner as agreed to by City Manager and Consultant at the time 
City’s written authorization is given to Consultant for the performance of said services.  
The City Manager may approve additional work not to exceed ten percent (10%) of the 
amount of the Agreement, but in no event shall total compensation exceed Ten 
Thousand Dollars ($10,000.00).  Any additional work in excess of this amount shall be 
approved by the City Council. 
 
 (c) Consultant will submit invoices monthly.  Invoices shall be submitted on or 
about the first business day of each month, or as soon thereafter as practical, for 
services provided in the previous month.  Payment shall be made within thirty (30) days 
of receipt of each invoice as to all non-disputed fees.  If the City disputes any of the 
Consultant’s fees, it shall give written notice to Consultant within thirty (30) days of 
receipt of an invoice of any disputed fees set forth on the invoice. 
 
 (d) Consultant agrees that, in no event shall City be required to pay to 
Consultant any sum in excess of ninety-five percent (95%) of the maximum payable 
hereunder prior to receipt by City of all final documents, together with all supplemental 
technical documents, as described herein acceptable in form and content to City.  Final 
payments shall be made no later than sixty (60) days after presentation of final 
documents and acceptance thereof by City. 
 
6. SUSPENSION OR TERMINATION OF AGREEMENT WITHOUT CAUSE 
 
 (a) The City may at any time, for any reason, with or without cause, suspend 
or terminate this Agreement, or any portion hereof, by serving upon the Consultant at 
least ten (10) days prior written notice.  Upon receipt of said notice, the Consultant shall 
immediately cease all work under this Agreement, unless the notice provides otherwise.  
If the City suspends or terminates a portion of this Agreement, such suspension or 
termination shall not make void or invalidate the remainder of this Agreement. 
 
 (b) In the event this Agreement is terminated pursuant to this Section, the City 
shall pay to Consultant on a pro-rata basis the actual value of the work performed up to 
the time of termination, provided that the work performed is of value to the City.  Upon 
termination of the Agreement pursuant to this Section, the Consultant will submit an 
invoice to the City pursuant to Section 6(c). 
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7. DEFAULT OF CONSULTANT 
 
 (a) The Consultant’s failure to comply with the provisions of this Agreement 
shall constitute a default.  In the event that Consultant is in default for cause under the 
terms of this Agreement, City shall have no obligation or duty to continue compensating 
Consultant for any work performed after the date of default and can terminate this 
Agreement immediately by written notice to the Consultant.  If such failure by the 
Consultant to make progress in the performance of work hereunder arises out of causes 
beyond the Consultant’s control, and without fault or negligence of the Consultant, it 
shall not be considered a default. 
 
 (b) If the City Manager or his/her delegate determines that the Consultant is in 
default in the performance of any of the terms or conditions of this Agreement, he/she 
shall cause to be served upon the Consultant a written notice of the default.  The 
Consultant shall have ten (10) days after service upon it of said notice in which to cure 
the default by rendering a satisfactory performance.  In the event that the Consultant 
fails to cure its default within such period of time, the City shall have the right, 
notwithstanding any other provision of this Agreement, to terminate this Agreement 
without further notice and without prejudice to any other remedy to which it may be 
entitled at law, in equity or under this Agreement. 
 
8. OWNERSHIP OF DOCUMENTS 
 
 (a) Consultant shall maintain complete and accurate records with respect to 
billed time, sales, costs, expenses, receipts and other such information required by City 
that relate to the performance of services under this Agreement.  Consultant shall 
maintain adequate records of services provided in sufficient detail to permit an 
evaluation of services.  All such records shall be maintained in accordance with 
generally accepted accounting principles and shall be clearly identified and readily 
accessible.  Consultant shall provide free access to the representatives of City or its 
designees at reasonable times to such books and records; shall give City the right to 
examine and audit said books and records; shall permit City to make transcripts 
therefrom as necessary; and shall allow inspection of all work, data, documents, 
proceedings, and activities related to this Agreement.  Such records, together with 
supporting documents, shall be maintained for a period of three (3) years after receipt of 
final payment. 
 
 (b) Upon completion of, or in the event of termination or suspension of this 
Agreement, all original documents, claims, applications, computer files, notes, and other 
documents prepared in the course of providing the services to be performed pursuant to 
this Agreement shall become the sole property of the City and may be used, reused, or 
otherwise disposed of by the City without the permission of the Consultant.  With 
respect to computer files, Consultant shall make available to the City, at the 
Consultant’s office and upon reasonable written request by the City, the necessary 
computer software and hardware for purposes of accessing, compiling, transferring and 
printing computer files. 
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9. INDEMNIFICATION 
 

(a) Defense, Indemnity and Hold Harmless.  Contractor shall defend, 
indemnify, and hold harmless the City, its present and former officers, directors, 
employees, agents, staff, volunteers, mayor, council, boards, committees, and 
representatives, as broadly interpreted (collectively, the “Indemnified Parties”), of and 
from all claims, suits, demands, obligations, losses, damages, sums, or any other 
matters threatened or presently asserted, including but not limited to all legal fees, costs 
of defense and litigation expenses (including legal fees, expert fees and any other costs 
or fees, including those of adverse parties imposed on or sought against the 
Indemnified Parties), arising directly or indirectly out of any liability or claim of loss or 
liability for personal injury, bodily injury to persons, contractual liability, errors or 
omissions, breach, failure to perform, damage to or loss of property, or any other loss, 
damage, injury or other claim of any kind or nature arising out of the work to be 
performed by Contractor herein, caused by or arising out of the negligent acts or 
omissions, or intentional misconduct of Contractor, including its subcontractors, 
employees, agents, and other persons or entities performing work for Contractor. 
 

(b) Contractual Indemnity.  To the fullest extent permitted under California 
law, Contractor shall contractually indemnify, defend and hold harmless the Indemnified 
Parties from and against any liability (including liability for claims, suits, actions, 
arbitration proceedings, administrative proceedings, regulatory proceedings, losses, 
expenses, amounts for good faith settlement, or costs of any kind, whether actual, 
alleged or threatened, including attorney’s fees and costs, court costs, interest, defense 
costs, and expert witness fees and costs), arising out of or related to, in whole or in part, 
the performance of this Agreement by Contractor or by any individual or entity for which 
Contractor is legally liable, including but not limited to Contractor’s officers, agents, 
representative, employees, independent contractors, subcontractors or affiliated or 
related entities and/or its or their employees, agents and representatives,  caused by or 
arising out of all negligent acts or omissions, or intentional misconduct of Contractor, 
including its subcontractors, employees, agents and other persons or entities 
performing work for Contractor.   Indemnification shall include any claim that Contractor, 
or Contractor’s employees or agents, are or may be considered and treated as 
employees of the City, or are entitled to any employee benefits from City including but 
not limited to those available under Public Employees Retirement Law.  The obligation 
to indemnify, defend and hold harmless the Indemnified Parties shall apply to all liability 
as defined above regardless of whether the Indemnified Parties were or are alleged to 
have been negligent, except that it shall not apply to claims arising from the sole 
negligence or willful intentional misconduct of the Indemnified Parties.  Contractor’s 
obligation to defend the Indemnified Parties is not contingent upon there being an 
acknowledgement of or determination of the merit of any claims, liability, demands, 
causes of action, suits, losses, expenses, errors, omissions and/or costs. 
 

(c) Subcontractors and Indemnification.  Contractor agrees to and shall obtain 
executed indemnity agreements in favor of the Indemnified Parties with provisions 
identical to those set forth from each and every Subcontractor, Sub consultant, or other 
person or entity involved by, for, with, or on behalf of Contractor in the performance of 
any aspect of this Agreement.  In the event Contractor fails to obtain such indemnity 
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obligations, Contractor shall be fully responsible for each and every Subcontractor, 
Subconsultant or other person or entity in terms of defense, indemnity and hold 
harmless obligations in favor of the Indemnified Parties as set forth above.  This 
obligation to indemnify and defend the Indemnified Parties is binding on the successors, 
assigns, or heirs of Contractor and shall survive the full performance or termination of 
this Agreement.  These indemnification provisions are independent of and shall not in 
any way be limited or superseded by the insurance requirements and insurance-related 
provisions of this Agreement. 
 

(d) City Lost or Damaged Property – Theft.  Contractor further agrees to pay 
or cause to be paid to the Indemnified Parties’ benefit, any and all damages, fines, 
penalties, and loss or theft of property of the City arising out of or related in any way to 
the negligent acts or omissions or intentional misconduct of Contractor or of 
Contractor’s officers, agents, representatives, employees, independent contractors, 
subcontractors or affiliated or related entities and/or its or their employees, agents and 
representatives, whether such actions, omissions to act, negligence or intentional 
conduct is or was authorized by this Agreement or not.  City assumes no responsibility 
whatsoever for any property placed on the premises of City.  Contractor further agrees 
to waive all rights of subrogation against the Indemnified Parties. 
 

(e) Non-Waiver and Non-Exhaustion of City’s Further Rights and Remedies.  
No aspect of this provision shall in any way limit or effect the rights of the Indemnified 
Parties against the Contractor under the terms of this Agreement or otherwise.   The 
indemnification provisions shall apply regardless of whether this Agreement is executed 
after Contractor begins the work and shall extend to claims arising after this Agreement 
is performed or terminated, including a dispute as to the termination of Contractor.  The 
indemnity obligations of Contractor shall continue until it is determined by final judgment 
that the claim against the City and any Indemnified Parties is determined by final 
judgment and after exhaustion of any rights of appeal.  Further, no aspect of this 
provision shall impact the City’s rights to contribution from Contractor, or for the City to 
dispute Contractor’s refusal to defend and indemnify City. 
 

(f) Limitations on Scope of Indemnity.  Notwithstanding the foregoing, 
Contractor shall not be responsible for indemnification for claims or losses caused by 
the sole negligence or intentional wrongdoing of Indemnified Parties.  Further, the 
indemnity provided shall be interpreted as broadly as permitted under California law and 
as to agreements between parties and shall if required be reformed to be consistent 
with those laws to protect and save this provision for the protection of the Indemnified 
Parties. 
 

(g) The obligations of Contractor under this or any other provision of this 
Agreement shall not be limited by the provisions of any workers’ compensation act or 
similar act.  The Contractor expressly waives any statutory immunity under such 
statutes or laws as to the Indemnified Parties.  The Contractor’s indemnity obligation set 
forth in this Section 9 shall not be limited by the limits of any policies of insurance 
required or provided by the Contractor pursuant to this Agreement.  
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(h) The Contractor’s covenant under this Section 9 shall survive the expiration 
or termination of this Agreement. 
 
10. INSURANCE 

 
The City reserves the right to modify these requirements, including limits, based 

on the nature of the risk, prior experience, insurer, coverage, or other special 
circumstances.   
 

(a) Types of Required Coverages 
 
 Without limiting the indemnity provisions of the Contract, the Contractor shall 
procure and maintain in full force and effect during the term of the Contract, the 
following policies of insurance.  If the existing policies do not meet the insurance 
requirements set forth herein, Contractor agrees to amend, supplement or endorse the 
policies to do so. 
   

(1) Commercial General Liability: Commercial General Liability 
Insurance which affords coverage at least as broad as Insurance 
Services Office “occurrence” form CG 00 01, including products and 
completed operations, property damage, bodily injury, and personal 
& advertising injury with limits no less than $3,000,000 per 
occurrence, and $5,000,000 aggregate total bodily injury, personal 
injury, and property damage.     

 
(2) Automobile Liability Insurance: Automobile Liability Insurance with 

coverage at least as broad as Insurance Services Office Form CA 
0001 covering “Any Auto” (Symbol 1), including owned, non-owned 
and hired autos, or the exact equivalent, with minimum limits of 
$5,000,000 for bodily injury and property damage, each accident.   If 
Contractor owns no vehicles, auto liability coverage may be provided 
by means of a non-owned and hired auto endorsement to the general 
liability policy.  Automobile liability insurance and endorsements shall 
be kept in force at all times during the performance of this 
Agreement.  

 
(3) Workers’ Compensation:  Workers’ Compensation Insurance, as 

required by the State of California and Employer’s Liability Insurance 
with a limit of not less than $1,000,000 each accident for bodily injury 
and $1,000,000 each employee for bodily injury by disease.   

 
(4) Professional Liability:  Professional Liability insurance with limit of not 

less than $3,000,000 each claim.  Covered professional services 
shall specifically include all work to be performed under the 
Agreement and delete any exclusion that may potentially affect the 
work to be performed. 

 
(b) Endorsements 

 
 Insurance policies shall not be in compliance if they include any limiting provision 
or endorsement.  The insurance policies shall contain, or be endorsed to contain, the 
following provisions:  
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(1) Commercial General Liability 
 

Additional Insured: The City, its elected officials, officers, employees, 
volunteers, boards, agents and representatives shall be additional 
insureds with regard to liability and defense of suits or claims arising out of 
the work or operations performed by or on behalf of the Contractor 
including materials, parts or equipment furnished in connection with such 
work or operations.  Coverage for the additional insureds shall apply to the 
fullest extent permitted by law. 

 
Additional Insured Endorsements shall not: 
 

1. Be limited to “Ongoing Operations” 
 

2. Exclude “Contractual Liability 
 

3. Restrict coverage to the “Sole” liability of contractor 
 

4. Exclude “Third-Party-Over Actions” 
 

5. Contain any other exclusion contrary to the Agreement 
 

Additional Insured Endorsements shall be at least as broad as ISO 
Forms CG 20 10 11 85; or CG 20 and 10 and CG 2037. 

 
Primary Insurance: This insurance shall be primary and any other 

insurance, whether primary, excess, umbrella or contingent insurance, 
including deductible, or self-insurance available to the insureds added by 
endorsement, shall be in excess of, and shall not contribute with, this 
insurance. Coverage shall be at least as broad as ISO CG 20 01 04 13. 

 
(2) Auto Liability 

 
Additional Insured:  The City, its elected officials, officers, employees, 

volunteers, boards, agents, and representatives shall be additional 
insureds with regard to liability and defense of suits or claims arising out of 
the work or operations performed by or on behalf of the Contractor. 

 
Primary Insurance:  This insurance shall be primary and any other 

insurance whether primary, excess, umbrella or contingent insurance, 
including deductible, or self-insurance available to the insureds added by 
endorsement shall be in excess of and shall not contribute with this 
insurance. 

 
(3) Workers’ Compensation 

 
Waiver of Subrogation: A waiver of subrogation stating that the 

insurer waives all rights of subrogation against the indemnified parties.  
  

(c) Notice of Cancellation 
 
 Required insurance policies shall not be cancelled or the coverage 
reduced until a thirty (30) day written notice of cancellation has been served upon the 
City except ten (10) days shall be allowed for non-payment of premium. 
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(d) Waiver of Subrogation 
 
 Required insurance coverages shall not prohibit Contractor from waiving 
the right of subrogation prior to a loss.  Contractor shall waive all rights of subrogation 
against the indemnified parties and policies shall contain or be endorsed to contain such 
a provision.  This provision applies regardless of whether the City has received a waiver 
of subrogation endorsement from the insurer. 
 

(e) Evidence of Insurance 
 
 All policies, endorsements, certificates, and/or binders shall be subject to 
approval by the City as to form and content.  These requirements are subject to 
amendment or waiver only if so approved in writing by the City.  The City reserves the 
right to require complete, certified copies of all required insurance policies, including 
endorsements required by these specifications, at any time. 
 
 The certificates and endorsements for each insurance policy shall be 
signed by a person authorized by that insurer to bind coverage on its behalf.  At least 
fifteen (15) days prior to the expiration of any such policy, evidence of insurance 
showing that such insurance coverage has been renewed or extended shall be filed with 
the City.  If such coverage is cancelled or reduced, Contractor shall, within ten (10) days 
after receipt of written notice of such cancellation or reduction of coverage, file with the 
City evidence of insurance showing that the required insurance has been reinstated or 
has been provided through another insurance company or companies.  
 

(f) Deductible or Self-Insured Retention 
 
 Any deductible or self-insured retention must be approved in writing by the 
City and shall protect the indemnified parties in the same manner and to the same 
extent as they would have been protected had the policy or policies not contained a 
deductible or self-insured retention. The City may require the Contractor to purchase 
coverage with a lower retention or provide proof of ability to pay losses and related 
investigations, claim administration and defense expenses within the retention.  The 
policy language shall provide, or be endorsed to provide, that the self-insured retention 
may be satisfied by either the Contractor or the City. 
 

(g) Contractual Liability/Insurance Obligations 
 
 The coverage provided shall apply to the obligations assumed by the 
Contractor under the indemnity provisions of this Agreement. The insurance obligations 
under this Agreement shall be: (1) all the insurance coverage and/or limits carried by or 
available to the Contractor; or (2) the minimum insurance coverage requirements and/or 
limits shown in this Agreement; whichever is greater.  Any insurance proceeds in 
excess of or broader than the minimum required coverage and/or minimum required 
limits, which are applicable to a given loss, shall be available to the City.  No 
representation is made that the minimum insurance requirements of this Agreement are 
sufficient to cover the obligations of the Contractor under this Agreement. 
 

(h)  Failure to Maintain Coverage 
 
 Contractor agrees to suspend and cease all operations hereunder during 
such period of time as the required insurance coverage is not in effect and evidence of 
insurance has not been furnished to the City. The City shall have the right to withhold 
any payment due Contractor until Contractor has fully complied with the insurance 
provisions of this Contract.  In addition, the City may either immediately terminate this 
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Agreement or, if insurance is available at a reasonable cost, City may take out the 
necessary insurance and pay, at Contractor’s expense, the premium thereon. 
 
 In the event that the Contractor’s operations are suspended for failure to 
maintain required insurance coverage, the Contractor shall not be entitled to an 
extension of time for completion of the Work because of production lost during 
suspension. 
 

(i) Acceptability of Insurers 
 
 Each such policy shall be from a company or companies with a current 
A.M. Best’s rating of no less than A:VII and authorized to do business in the State of 
California, or otherwise allowed to place insurance through surplus line brokers under 
applicable provisions of the California Insurance Code or any federal law.  Any other 
rating must be approved in writing in accordance with the City. 
 

(j) Claims Made Policies 
 
 If coverage is written on a claims-made basis, the retroactive date on such 
insurance and all subsequent insurance shall coincide or precede the effective date of 
the initial Contractor’s Agreement with the City and continuous coverage shall be 
maintained or an extended reporting period shall be exercised for a period of at least 
five (5) years from termination or expiration of this Agreement. 
 

(k) Insurance for Subcontractors 
 
 Contractor shall be responsible for causing Subcontractors to purchase 
the same types and limits of insurance in compliance with the terms of this Agreement, 
including adding the City as an Additional Insured, providing Primary and Non-
Contributory coverage and Waiver of Subrogation to the Subcontractors’ policies.  The 
Commercial General Liability Additional Insured Endorsement shall be on a form at 
least as board as CG 20 38 04 13. 

 
11. INDEPENDENT CONTRACTOR 
 
 (a) Consultant is and shall at all times remain as to the City a wholly 
independent contractor.  The personnel performing the services under this Agreement 
on behalf of Consultant shall at all times be under Consultant’s exclusive direction and 
control and shall not be construed to be employees of City for any purpose, including 
eligibility under Public Employees Retirement Law.  Neither City nor any of its officers, 
employees, or agents shall have control over the conduct of Consultant or any of 
Consultant’s officers, employees, or agents, except as set forth in this Agreement.  
Consultant shall not at any time or in any manner represent that it or any of its officers, 
employees, or agents are in any manner officers, employees, or agents of the City.  
Consultant shall not incur or have the power to incur any debt, obligation, or liability 
whatever against City, or bind City in any manner.  Consultant shall be solely 
responsible and hold the City harmless for all matters relating to the payment of 
Consultant’s employees, including compliance with Social Security withholdings and all 
other regulations governing such matters. 
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 (b) No employee benefits shall be available to Consultant in connection with 
the performance of this Agreement.  Except for the fees paid to Consultant as provided 
in the Agreement City shall not pay salaries, wages, or other compensation to 
Consultant for performing services hereunder for City.  City shall not be liable for 
compensation or indemnification to Consultant for injury or sickness arising out of 
performing services hereunder. 
 
12. LEGAL RESPONSIBILITIES 
 
 The Consultant shall keep itself informed of State and Federal laws and 
regulations which in any manner affect those employed by it or in any way affect the 
performance of its services pursuant to this Agreement.  The Consultant shall at all 
times observe and comply with all such laws and regulations.  The City, and its officers 
and employees, shall not be liable at law or in equity occasioned by failure of the 
Consultant to comply with this Section. 
 
13. UNDUE INFLUENCE 
 
 Consultant declares and warrants that no undue influence or pressure is used 
against or in concert with any officer or employee of the City of Montclair in connection 
with the award, terms or implementation of this Agreement, including any method of 
coercion, confidential financial arrangement, or financial inducement.  No officer or 
employee of the City of Montclair will receive compensation, directly or indirectly, from 
Consultant, or from any officer, employee or agent of Consultant, in connection with the 
award of this Agreement or any work to be conducted as a result of this Agreement.  
Violation of this Section shall be a material breach of this Agreement entitling the City to 
any and all remedies at law or in equity. 
 
14. NO BENEFIT TO ARISE TO LOCAL EMPLOYEES 
 
 No member, officer, or employee of City, or their designees or agents, and no 
public official who exercises authority over or responsibilities with respect to the Project 
during his/her tenure or for one year thereafter, shall have any interest, direct or indirect, 
in any agreement or sub-agreement, or the proceeds thereof, for work to be performed 
in connection with the project performed under this Agreement. 
 
15. RELEASE OF INFORMATION/CONFLICTS OF INTEREST 
 
 (a) All information gained by Consultant in performance of this Agreement 
shall be considered confidential and shall not be released by Consultant without City’s 
prior written authorization.  Consultant, its officers, employees, agents, or 
subconsultants, shall not without written authorization from the City Manager or unless 
requested by the City Attorney, voluntarily provide declarations, letters of support, 
testimony at depositions, responses to interrogatories, or other information concerning 
the work performed under this Agreement or relating to any project or property located 
within the City.  Response to a subpoena or court order shall not be considered 
"voluntary" provided Consultant gives City notice of such court order or subpoena. 
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 (b) Consultant shall promptly notify City should Consultant, its officers, 
employees, agents or subconsultants be served with any summons, complaint, 
subpoena, notice of deposition, request for documents, interrogatories, requests for 
admissions, or other discovery request, court order, or subpoena from any person or 
party regarding this Agreement and the work performed thereunder or with respect to 
any project or property located within the City.  City retains the right, but has no 
obligation, to represent Consultant and/or be present at any deposition, hearing, or 
similar proceeding.  Consultant agrees to cooperate fully with City and to provide the 
opportunity to review any response to discovery requests provided by Consultant.  
However, City’s right to review any such response does not imply or mean the right by 
City to control, direct, or rewrite said response.  
 
 (c) Consultant shall comply with all applicable federal, state and local Conflict 
of Interest laws, including the Political Reform Act (California Government Code, 
Section 81000, et. seq.) and California Government Code, Section 1090, et. seq. 
Consultant covenants that neither he/she nor any officer or principal of their firm have 
any interest in, or shall acquire any interest, directly or indirectly, which will conflict in 
any manner or degree with the performance of their services hereunder.  Consultant 
further covenants that in the performance of this Agreement, no person having such 
interest shall be employed by them as an officer, employee, agent or subconsultant.  
Consultant further covenants that Consultant has not contracted with nor is performing 
any services, directly or indirectly, with any developer(s) and/or property owner(s) 
and/or firm(s) and/or partnership(s) owning property in the City or the study area and 
further covenants and agrees that Consultant and/or its subconsultants shall provide no 
service or enter into any agreement or agreements with a/any developer(s) and/or 
property owner(s) and/or firm(s) and/or partnership(s) owning property in the City or the 
study area prior to the completion of the work under this Agreement.  Further, 
Consultant covenants not to give or receive any compensation, monetary or otherwise, 
to or from the ultimate vendor(s) of services to the City as a result of the performance of 
this Agreement, or the services that may be procured by the City as a result of the 
recommendations made by the Consultant.  The Consultant’s covenant under this 
Section shall survive the termination of this Agreement. 
 
16. NOTICES 
 
 Any notices which either party may desire to give to the other party under this 
Agreement must be in writing and may be given either by (i) personal service, (ii) 
delivery by a reputable document delivery service, such as but not limited to, Federal 
Express, which provides a receipt showing date and time of delivery, or (iii) mailing in 
the United States Mail, certified mail, postage prepaid, return receipt requested, 
addressed to the address of the party as set forth below or at any other address as that 
party may later designate by notice: 
 

 To City: Alyssa Colunga 
Assistant Director of Human Services & Grants Manager 
City of Montclair 

   5111 Benito Street 
   Montclair, CA  91763 
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To Consultant:  Blais and Associates, LLC 
Attn: Jordan P. Carter 
2807 Allen Street, Suite 2050 
Dallas, TX 75204 

 
17. ASSIGNMENT AND SUBCONTRACTING 
 
 The Contractor shall not assign any of its rights or delegate any of its duties 
under this Agreement, either in whole or in part, nor any monies due hereunder, without 
prior written consent of the City.  The City’s consent to an assignment of rights under 
this Agreement shall not release the Contractor from any of its obligations or alter any of 
its obligations to be performed under this Agreement.  Any attempt at assignment or 
delegation by the Contractor in violation of this Section 17 shall be void and of no legal 
effect and shall constitute grounds to terminate this Agreement for cause.  The 
Contractor shall not subcontract any performance required under this Agreement 
without the City’s prior written consent. 
  
18. LICENSES 
 
 At all times during the term of this Agreement, Consultant shall have in full force 
and effect, all licenses required of it by law for the performance of the services 
described in this Agreement, including a City of Montclair business license. 
 
19. GOVERNING LAW 
 
 The City and Consultant understand and agree that the laws of the State of 
California shall govern the rights, obligations, duties, and liabilities of the parties to this 
Agreement and also govern the interpretation of this Agreement.  Any litigation 
concerning this Agreement shall take place in the municipal, superior, or federal district 
court with jurisdiction over the City of Montclair. 
 
20. ENTIRE AGREEMENT 
 
 This Agreement contains the entire understanding between the parties relating to 
the obligations of the parties described in this Agreement.  All prior or contemporaneous 
agreements, understandings, representations, and statements, oral or written, are 
merged into this Agreement and shall be of no further force or effect.  Each party is 
entering into this Agreement based solely upon the representations set forth herein and 
upon each party’s own independent investigation of any and all facts such party deems 
material. 
 
21. CONTENTS OF REQUEST FOR PROPOSALS 
 

Deleted.  
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22. CONFIDENTIALITY   
 
 Information and materials obtained by the Consultant from City during the 
performance of this Agreement shall be treated as strictly confidential and shall not be 
used by the Consultant for any purpose other than the performance of this Agreement.  
Consultant’s covenant under this Section shall survive the expiration or termination of this 
Agreement. 
 
23. DISCRIMINATION   
 
 The Consultant agrees that no person shall be excluded from employment in the 
performance of this Agreement on grounds of race, creed, color, sex, age, marital status, 
or place of national origin.  In this connection, the Consultant agrees to comply with all 
County, State and Federal laws relating to equal employment opportunity rights. 
 
24. EFFECT OF PARTIAL INVALIDITY 
 
 If any term or provision of this Agreement shall be held invalid or unenforceable, 
the remainder of this Agreement and any application of the terms shall remain valid and 
enforceable under this Agreement or California law. 
 
25. CLAIMS AGAINST CITY 
 
  Contractor must comply with the claim procedures set forth in Government 
Code sections 900, et. seq., and/or Montclair Municipal Code, Chapter 1.16, as 
applicable, prior to filing any lawsuit against the City.  Such claims and any subsequent 
lawsuit based upon the claims shall be limited to those matters that remain unresolved 
after all procedures pertaining to extra work, disputed work, claims, and/or changed 
conditions have been followed by Contractor.  If no such claim is submitted, or if any 
prerequisite contractual requirements are not otherwise satisfied as specified herein, 
Contractor shall be barred from bringing and maintaining a valid lawsuit against the City. 
 
26. AUTHORITY TO EXECUTE THIS AGREEMENT 
 
 The person or persons executing this Agreement on behalf of Consultant 
warrants and represents that he/she has the authority to execute this Agreement on 
behalf of the Consultant and has the authority to bind Consultant to the performance of 
its obligations hereunder. 
 
27. NO THIRD PARTY BENEFICIARIES 
 
 This Agreement is made solely for the benefit of the Parties to this Agreement and 
their respective successors and assigns, and no other person or entity may have or 
acquire a right by virtue of this Agreement. 
 
28.   COST OF LITIGATION 
 
 If any legal action is necessary to enforce any provision of this Agreement or for 
damages by reason of an alleged breach of any provisions of this Agreement (whether in 
contract, tort or both), the prevailing Party shall be entitled to receive from the losing Party 
all attorneys’ fees, costs and expenses in such amount as the courts may determine to be 
reasonable.  In awarding the cost of litigation, the court shall not be bound by any court 
fee schedule, but shall, if it is in the interest of justice to do so, award the full amount of 
costs, expenses and attorneys’ fees paid or incurred in good faith. 
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29. AUTHORITY TO EXECUTE THIS AGREEMENT 
 
 The person or persons executing this Agreement on behalf of Contractor 
warrants and represents that he/she has the authority to execute this Agreement on 
behalf of the Consultant and has the authority to bind Consultant to the performance of 
its obligations hereunder. 
 
30. COUNTERPARTS 
 
 This Agreement may be executed in any number of counterparts, each of which 
shall be deemed to be the original, and all of which together shall constitute one and the 
same instrument. 
 
 
 IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be 
executed the day and year first above written. 
 
City of Montclair  Blais and Associates, LLC 
   
   
By:   By:  
 Javier John Dutrey, Mayor   Jordan Carter, CEO 
   
Attest:   
   
By:   Date:             
 Andrea Myrick, City Clerk   
   
Approved as to Form:   
   
By:    
 Diane E. Robbins, City Attorney   
   
Date:               
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EXHIBIT A 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - AGREEMENTS 

ITEM NO.: 4 

FILE I.D.: EQS100/CHR100 

DEPT.: ECONOMIC DEV. 

PREPARER: M. FUENTES 

SUBJECT: CONSIDER APPROVAL OF AGREEMENT NO. 24–60 WITH SET FREE CHURCH POMONA 

VALLEY FOR THE LEASE OF A CITY–OWNED PROPERTY, SUBJECT TO ANY REVISIONS 

DEEMED NECESSARY BY THE CITY ATTORNEY 

REASON FOR CONSIDERATION:  The City Council is requested to consider approval of 

Agreement No. 24–60 with Set Free Church Pomona Valley for the lease of a City–owned 

property, 9661 Central Avenue, to serve as the professional and administrative offices 

of Set Free Church Pomona Valley. 

A copy of proposed Agreement No. 24–60 is attached for the City Council’s review and 

consideration. 

BACKGROUND:  In 2023, the Economic Development Agency (Agency) purchased 9661 

Central Avenue (Property), as part of the Agency’s efforts of acquiring underutilized 

parcels of land and buildings for future site assemblage. The Agency has acquired 

several parcels and buildings along Central Avenue to revitalize the Central Avenue 

Corridor. These parcels and buildings were acquired either for future site assemblage, 

or for use by the Montclair Housing Authority’s low–moderate income affordable housing 

program. 

Upon acquisition of the Property, the Agency initiated a small rehabilitation project as 

the Property was in relatively good condition and formerly served as an insurance office. 

With the recent rehabilitation project completed, the Agency has elected to lease the 

Property until future plans can be developed as to how the Property and adjacent City–

owned parcels may be developed. 

The City of Montclair also owns two adjacent parcels. The property immediately to the 

south of the Property, 9671 Central Avenue, was previously a beauty salon, and the 

property to the east, 5326 San Bernardino Street, served as the original City Hall building, 

and is now commonly known as the Hurst property. 

Proposed Lease Agreement No. 24–60 

Proposed Agreement No. 24–60 would be a lease agreement between the City of 

Montclair and Set Free Church Pomona Valley for the lease of a City owned property, 

9661 Central Avenue, to serve as the professional and administrative offices of Set Free 

Church Pomona Valley. 

The more salient terms of Proposed Agreement No. 24–60 include the following: 

 The term of the lease shall be for one year, with the option to extend the lease 

for four additional successive one–year terms under terms that are mutually 

satisfactory to both the City of Montclair and Set Free Church Pomona Valley. 
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 Set Free Church Pomona Valley shall pay $28,000 rent per year to the City of 

Montclair for use of the Property.  

 Set Free Church Pomona Valley maybe charged a discounted rent of $1.00 per 

year, if Set Free Church Pomona Valley elects to provide designated services to 

the City of Montclair. The discounted rent, if elected, would be applicable for any 

year, or portion thereof, during which Set Free Church Pomona Valley conducts 

the designated services for the City of Montclair. 

 Designated Services that would allow Set Free Church Pomona Valley to request a 

rent reduction include accompanying the City’s Special Operations Unit on 

Homeless Outreach Detail a minimum of four times per week as well as respond 

to special requests/calls for service from the Special Operations Unit regarding 

homeless individuals and/or families in need of assistance. 

 Set Free Church Pomona Valley agrees to use the property only for administrative 

and professional office space in relation to homeless outreach services which may 

include, but are not limited to, providing resources and services related to 

housing, employment, healthcare, and mental health services for the at–large 

homeless population. 

 

Set Free Church Pomona Valley 

 
Set Free Ministries is a faith–based organization dedicated to helping those in need 

within the Inland Empire. In 1993, Pastors Willie and Marsha Dalgity started their 

congregation Set Free Ministries in Yucaipa, California, with a focus on helping those 

struggling with addiction, poverty, and homelessness.  

 

Since then, Set Free Ministries has established several local chapters across the Inland 

Empire that offer various services including housing, meals, addition recover programs, 

case management, job training, transportation services and other resources aimed at 

addressing the root causes of poverty and homeless.  

 

Set Free Ministries has partnered with various agencies, including the City of Montclair, 

to connect individuals with the most appropriate resources, and has worked with law 

enforcement, healthcare providers, mental health providers, elderly care facilities, as 

well as other cities across the region to address addiction, poverty, and homelessness. 

 

FISCAL IMPACT:  Adoption of proposed Agreement No. 24–60 would allow for Set Free 

Church Pomona Valley to lease the City–owned property located at 9661 Central Avenue. 

Set Free Church Pomona Valley would pay a lease payment of $28,000 annually for lease 

of the Property, unless Set Free Church Pomona Valley elects to apply for a discounted 

rent which would reduce the lease amount to $1.00 annually.  

The City of Montclair would continue to be responsible for all maintenance of the 

Property including grounds and utility costs. 

RECOMMENDATION: Staff recommends the City Council approve Agreement No. 24–60 

with Set Free Church Pomona Valley for the lease of a City–owned property, subject to 

any revisions deemed necessary by the City Attorney. 
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CITY OF MONTCLAIR 
 

LEASE AGREEMENT 
 
 

 This City of Montclair Lease Agreement ("Lease"), is made and entered into 
as of July 1, 2024 (the “Commencement Date”), by and between the City of Montclair, 
a California Municipal Corporation, with its principal place of business located at 5111 
Benito Street, Montclair, California, 91763 ("Landlord" or “City”), and Set Free Church 
Pomona Valley, a 501(c)(3) non–profit corporation, with its principal place of business 
located at 10643 Mills Avenue, Montclair, California, 91763 ("Tenant"). Landlord and 
Tenant are each sometimes referred to herein individually as a "Party," and 
collectively as the "Parties." 

RECITALS 

This Lease is made with reference to the following facts: 

A. Landlord is the owner of that certain real property consisting of an 
approximately 912 square foot single–story building that is located at 9661 Central 
Avenue, Montclair, California, 91763 including fixtures and furniture therein, as more 
particularly described in Exhibit "A" attached hereto and incorporated herein by this 
reference ("Property"). Except as expressly provided to the contrary in this Lease, 
reference to the Property is to the described land, together with all fixtures, furniture 
and improvements. 

B. Landlord desires to lease the Property to Tenant and Tenant desires 
to lease the Property from Landlord, as more particularly described in Exhibit "B" 
attached hereto and incorporated herein by this reference ("Leased Space") on the 
terms and conditions set forth in this Lease.  

C. Landlord's entry into this Lease will benefit the health, safety, and 
welfare of the City because Tenant's business operations at the Property will provide 
for a centralized location for those individuals who are homeless to have access to 
services including but not limited to street outreach, case management, education 
and life training skills, shelter and housing referrals, employment assistance, legal 
aid, and advocacy work.  

D. Landlord's entry into this Lease will also help the City Council of the 
City (the “City Council”) achieve its goals of systematically addressing homelessness 
and access to services sought out by individuals who are homeless due to mental 
illness, substance use disorder, disability, or other barriers. All of these goals are 
intended to improve the health, safety, and welfare of the community and to help 
address homelessness in the community. 
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LEASE 
NOW, THEREFORE, in consideration of the above recited facts, the mutual 

covenants set forth in this Lease and for other good and valuable consideration, the 
receipt and sufficiency of which is hereby acknowledged, the Parties agree as 
follows: 

1. INCORPORATION OF RECITALS 

The foregoing recited facts are true and correct and are incorporated into this 
Lease by this reference, as if restated in full. 

2. LEASE 

For and in consideration of the Rent (as defined below), and the conditions, 
covenants and agreements set forth in this Lease, Landlord leases to Tenant, and 
Tenant leases from Landlord, the Leased Space on the terms and conditions set forth 
in this Lease. 

3. TERM 

3.1 Term of the Lease. Unless earlier terminated or extended, the term 
of this Lease ("Term") shall be one (1) year commencing on the Commencement 
Date and expiring on June 30, 2025 ("Expiration Date"). If Tenant fails to vacate the 
Leased Space on the Expiration Date, or whatever later date is agreed to upon 
Tenant's exercise of the Option (defined in Section 3.2 below), or within the required 
time frame after this Lease is earlier terminated by Tenant, without Landlord's written 
consent, Tenant's holdover tenancy shall be a month–to–month tenancy, for a rental 
amount equal to the fair market rent for the Lease Space as determined by an 
appraiser to be designated by City, on all other terms and conditions of this Lease, 
until either Party terminates Tenant's holdover tenancy. 

3.2 Option to Extend. If Tenant is not in default under this Lease at the 
Expiration Date, and the Lease has not been earlier terminated, Tenant shall have 
the option to request that Landlord extend this Lease for up to four (4) additional, 
successive one (1)–year terms under terms that are mutually satisfactory to both 
Parties ("Option"). If Tenant wishes to exercise this Option, Tenant shall, as to each 
option to extend by one year, not less than ninety (90) days prior to the Expiration 
Date of this Lease, provide Landlord with a written 90–day notice of Tenant's interest 
in negotiating the terms for extension of this Lease. Landlord shall have the right to 
grant or deny Tenant's request in its sole discretion. 

4. RENT 

4.1 Rent. Tenant and Landlord agree that the market rent for the use of 
the Property is Twenty Eight Thousand Eight Hundred and One Dollars ($28,800.00) 
per year (“Market Rate”). In view of the restricted uses permitted under this Lease and 
the agreement of Tenant to provide the “Designated Services” (as set forth in Exhibit 
C hereto), Landlord is prepared to charge a discounted rent of One Dollar ($1.00) per 
year (“Discounted Rent”). The Discounted Rent shall be applicable for any year, or 
portion thereof, during which the Tenant conducts the Designated Services on the 
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Property and otherwise acts in compliance with this Lease; for any periods (including 
portions of any year) in which Tenant fails to conduct the Designated Services on the 
Property or during which Tenant is not in compliance with this Lease, Tenant shall be 
obligated to pay as rent the Market Rent. The applicable rent as determined in 
conformity with the preceding portion of this Section 4.1 constitutes the “Rent”.  

4.2 Dishonored Check. In the event that any check or other instrument 
of payment given by Tenant to Landlord is dishonored for any reason, Landlord may 
charge a fee of twenty–five dollars ($25.00) for each such check or other instrument 
that is dishonored. 

5.  Designated Services 

5.1 Designated Services. In lieu of a portion of the Rent, Tenant may 
elect to perform certain services for Landlord (“Designated Services”). The specific 
services, frequency of services, and corresponding rent reduction are more 
particularly described in Exhibit "C" attached hereto and incorporated herein by this 
reference. 

5.2 Designated Services Qualifications. Tenant must be qualified and 
possess the necessary skills to perform the Designated Services safely and 
effectively. Landlord reserves the right to approve or deny Tenant's request to 
perform Designated Services based on qualifications and experience. 

5.3 Performance of Designated Services. Tenant agrees to perform the 
Designated Services in a professional and timely manner, in accordance with the 
standards outlined in Exhibit “C”. Tenant shall be responsible for providing all 
necessary tools and materials to perform the Designated Services, unless otherwise 
agreed upon in writing by Landlord. Landlord reserves the right to inspect the work 
performed by Tenant as part of the Designated Services. 

5.4 Termination of Designated Services. Landlord may terminate 
Tenant's ability to perform Designated Services for repeated failure to perform the 
services satisfactorily or for any breach of this Agreement. Tenant may discontinue 
performing Designated Services with thirty (30) days written notice to Landlord. 

6. USE OF THE PROPERTY 

6.1 Use of the Property. Tenant shall have the right and Tenant 
covenants and agrees to use the Property only for professional office and homeless 
outreach services which may include, but are not limited to providing recourses and 
services related to housing, employment, healthcare, and mental health services, and 
for no other purposes, without the express, prior written approval of Landlord. Tenant 
shall not occupy or use, or permit all or any part of the Property required to be 
occupied or used, for any unlawful or illegal business, use or purpose, nor for any 
business, use or purpose that is disreputable or extra–hazardous. Tenant shall 
immediately upon discovery of any such unlawful, illegal, disreputable or extra–
hazardous use, take all necessary steps, legal and equitable, to compel the 
discontinuance of such use and immediately remove occupants or other persons 
guilty of such unlawful, illegal, disreputable or extra–hazardous use from the 
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Property. 

6.2 Parking. Tenant shall be provided with designated parking spots on the 
Property. The designated parking space shall be deemed to constitute part of the Leased 
Space for purposes of this Lease. 

6.3 Management of the Property. The Property shall be managed or 
caused to be managed by the Landlord, excepting that Tenant shall be responsible 
for maintenance and the conduct of operations on the Leased Space. 

6.4 Waste and Nuisance. Tenant shall not commit or allow any waste on 
or about the Property, nor commit, allow or maintain any public or private nuisance 
on or about the Property, or impairment of the Property, or any part thereof. 

6.5 Compliance with Laws, Rules, Regulations. Tenant shall at all 
times comply with all requirements of local, state and federal laws, rules, orders and 
regulations now in force or which may be in force  and such rules as may be 
established from time to time by Landlord in relation to the Leased Space 
("Regulations") at any time during the Term. As part of complying with the 
Regulations, Tenant shall obtain, at Tenant's sole cost and expense, all licenses, 
permits and approvals that the Regulations require for the use or operation of the 
Property. Tenant shall maintain all required licenses, permits and approvals 
throughout the Term of this Lease 

6.6 Obligation to Refrain from Discrimination. Tenant shall not 
discriminate against any person, or group of persons, on account of sex, marital status, 
race, color, creed, religion, national origin or ancestry in the sale, lease, sublease, 
transfer, use, occupancy, tenure or enjoyment of the Property. 

6.7 Condition of Property. Tenant acknowledges that it intends to and will 
occupy the Property on the Effective Date in it’s AS–IS condition, as of the Effective Date. 
Tenant acknowledges and agrees that Landlord has made absolutely no representations, 
guarantees or warranties regarding the Property, nor has Landlord made representations, 
guarantees or warranties regarding whether the Property and Improvements (as defined 
in Section 8.1) comply with applicable covenants and restrictions of record, building 
codes, ordinances or statutes in effect on the Effective Date. 

6.8 Assumption of Risk, Waiver, and Landlord's Non–liability. To the 
maximum extent allowed by law, except for Landlord's willful misconduct or grossly 
negligent acts, Tenant assumes any and all risk of loss, damage or injury of any kind 
to any person or property that is on or about the Property. Tenant's assumption of 
risk shall include, without limitation, loss or damage caused by defects within the 
Property or any Improvements (as defined in Section 8.1), accident, fire or other 
casualty on or about the Property. To the maximum extent allowed by law, except 
for Landlord's willful misconduct or grossly negligent acts, Tenant hereby waives all 
claims and demands against Landlord, its elected officials, officers, employees, 
volunteers, consultants and agents for injury to persons, damage to property or any 
other interest of Tenant sustained by Tenant or any other person claiming through 
Tenant and resulting from any occurrence on or about the Property. 
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Tenant has been advised by its legal counsel concerning the content and effect 
of California Civil Code Section 1542, which provides: 

A general release does not extend to claims which the creditor does not know 
or suspect to exist in his or her favor at the time of executing the release, which if 
known by him or her must have materially affected his or her settlement with the 
debtor. 

In reference to the waivers set forth in this Section, Tenant hereby waives the 
benefits of Civil Code Section 1542 and all other state or federal statutes, legal 
principles, or judicial decisions of the same or similar effect. The provisions of this 
Section shall survive the expiration or termination of this Lease. 

6.9 Hazardous Materials Prohibited. The use, generation, storage or 
disposal of "Hazardous Materials" (defined below) on the Property is strictly 
prohibited, and any such use, generation, storage, or disposal shall result in a default 
and termination of this Lease. For the purpose of this section, "Hazardous Materials" 
means substances defined as "hazardous substances," "hazardous materials," "toxic 
substances," "hazardous wastes," "extremely hazardous wastes," or "restricted 
hazardous wastes," or stated to be known to cause cancer or reproductive toxicity, 
under the Comprehensive Environmental Response, Compensation and Liability Act 
of 1980, as amended, 42 U.S.C. sections 9601, et seq.; the Hazardous Materials 
Transportation Act, 49 U.S.C. sections 1801, et seq.; the Resource Conservation and 
Recovery Act, 42 U.S.C. sections 6901, et seq.; the Federal Water Pollution Control 
Act, 33 U.S.C. sections 1317, et seq.; sections 25115, 25117, 25122.7, 25140, 
25249.5, 25249.8, 25281, 25316 or 25501 of the California Health & Safety Code; or 
any substance so defined or stated in any of the regulations adopted and publications 
promulgated pursuant to said laws as they may be amended from time to time. 

6.10 Taxable Possessory Interests. If the County of San Bernardino 
determines that this Lease creates a taxable possessory interest pursuant to 
Revenue Taxation Code Section 107, Tenant shall be solely responsible for the 
payment of property taxes (with respect to such possessory interest). 

6.11 Quiet Enjoyment. The Parties hereto mutually covenant and agree 
that Tenant, by keeping and performing the covenants herein contained, shall at all 
times during the Term of this Lease peaceably and quietly have, hold and enjoy the 
Leased Space. 

7. RIGHTS OF ACCESS; PUBLIC IMPROVEMENTS AND FACILITIES 

Landlord at its sole risk and expense, reserves the right to enter or authorize 
its agents to enter the Property or any part thereof at all reasonable times and with 
as little interference as possible, for the purposes of construction, reconstruction, 
maintenance, repair or service of any public improvements or public facilities located 
on the Property. Any such entry shall be made only after reasonable notice to Tenant, 
and Landlord or such other agent shall indemnify, defend and hold Tenant harmless 
from any claims or liabilities by their respective agents that arise out of Landlord's 
entrance on the Property and not caused by Tenant's sole willful misconduct or gross 
negligence. Landlord and such other agent shall make all reasonable efforts to keep 
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any inconvenience, annoyance, disturbance or loss of business to a minimum. Ninety 
(90) days prior to the end of the Term of this Lease, Landlord shall have the right to 
show the Property to prospective lessees in its discretion. 

8. UTILITIES, LIENS AND OTHER CHARGES 

8.1 Utilities. Landlord agrees to pay or cause to be paid, as and when 
they become due and payable, all charges for water, gas, light, heat, telephone, 
electricity and other utility and communication services rendered or used on or about 
the Property at all times during the Term of this Lease. 

8.2 Other Liens. Tenant shall not, directly or indirectly, create or permit to 
be created or to remain, and will promptly discharge, at its expense, any mortgage, 
lien, encumbrance or charge on or pledge of the Property or any part thereof, or 
Tenant's interest therein, or the rent, additional rent or other sums payable by Tenant 
under this Lease. Tenant shall notify Landlord promptly of any lien or encumbrance 
which has been created on or attached to the Property, or to Tenant's leasehold estate 
therein, whether by act of Tenant or otherwise. The existence of any mechanic's, 
laborer's, materialmen's, supplier's or vendor's lien, or any right in respect thereof, shall 
not constitute a violation of this Section if payment is not yet due upon the contract or 
for the goods or services in respect of which any such lien has arisen. 

9. OWNERSHIP OF AND RESPONSIBILITY FOR IMPROVEMENTS 

9.1 Ownership during Term and at Termination. All improvements on 
the Property, whether existing thereon at the Commencement Date or constructed or 
installed by Tenant or Landlord as permitted or required by this Lease 
("Improvements"), shall, during the Term of this Lease, be and remain the property 
of Landlord. Tenant shall have no right at any time to waste, destroy, demolish or 
remove any of the Improvements. Tenant shall not engage in any improvements to 
or demolition of improvements to the Property.  Tenant's rights and powers with 
respect to the Improvements are subject to the terms and limitations of this Lease. 
Landlord and Tenant covenant for themselves and all persons claiming under or 
through them that the improvements are real property. 

9.2 Ownership of Fixtures and Furnishings at Termination. On the 
Expiration Date or sooner termination of this Lease, Landlord may, at Landlord's 
election, demand the removal from the Leased Space or the Property of all of 
Tenant's fixtures, equipment and furnishings, or of certain fixtures, equipment or 
furnishings, as specified in the notice provided for below at Tenant's sole cost and 
expense. A demand to take effect on the Expiration Date shall be effectuated by 
notice given at least three (3) months before the Expiration Date. A demand to take 
effect on any other termination date of the Lease shall be effectuated by notice given 
concurrently with the notice of termination or within a reasonable period after such 
termination. 

Any of Tenant's fixtures, equipment and furnishings not specified by Landlord 
to be removed, and, at Landlord's election, any fixtures, equipment and furnishings 
specified for removal by Landlord that are not removed by Tenant within thirty (30) 
days following the Expiration Date or other termination date shall be deemed 
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abandoned by Tenant and shall, without compensation to Tenant, then become 
Landlord's property, free and clear of any and all claims to or against them by Tenant 
or any third person, and may be retained, removed, sold, destroyed or otherwise 
disposed of by Landlord in Landlord's sole discretion. 

Tenant shall defend, indemnify and hold harmless Landlord from and against 
any and all liability and loss arising from any such claims or from Landlord's exercise 
of the rights conferred by this Section. 

9.3 Alteration of Improvements. Tenant shall not make or permit to be 
made any alteration or addition to the Property, nor demolish all or any part of the 
Property or Improvements. 

9.4 Damage or Destruction. Tenant agrees to give notice to Landlord 
of any fire or other damage that occurs on the Property or the Improvements within 
five (5) days after such fire or damage. Except as otherwise provided in Section 13.3, 
if the Improvements shall be damaged or destroyed by any cause which puts the 
Improvements into a condition which is not decent, safe and sanitary, Tenant agrees 
to make or cause to be made full repair of said damage and to restore the 
Improvements to the condition which existed prior to said damage, or Tenant agrees 
to clear and remove from the Property all debris resulting from said damage and 
rebuild the Improvements in accordance with plans and specifications previously 
submitted to Landlord and approved in writing in order to replace in kind and scope 
the Improvements which existed prior to such damage; provided, however, that 
Tenant's liability pursuant to this Section shall be limited to the extent of available 
proceeds from Tenant's insurance coverage maintained pursuant to Section 14.1. 

9.5 Indemnification; Notice of Non–responsibility. Tenant agrees to 
hold Landlord, its elected officials, officers, employees, volunteers or agents free and 
harmless, and indemnify Landlord against all claims, liabilities, costs and expenses, 
for labor and materials in connection with all construction, repairs or alterations on 
the Property and the Improvements performed by Tenant, Tenant's agent or at 
Tenant's direction pursuant to this Section 8 and the cost of defending against 
such claims, including reasonable attorneys' fees. 

Landlord shall have the right to post and maintain on the Property and 
the Improvements any notice of non–responsibility provided for under applicable 
law. 

10. MAINTENANCE 

10.1 Maintenance and Repair of the Property. Landlord shall assume 
full responsibility for the operation and maintenance of the Leased Space and the 
Improvements throughout the Term of the Lease without expense to Tenant unless 
otherwise specified herein, and shall keep the Leased Space and Improvements, and 
perform all maintenance and repairs necessary to maintain and preserve the Leased 
Space and Improvements, in good and clean condition and repair and in a clean, safe 
and sanitary manner and in compliance with all applicable laws, rules and 
regulations. Landlord agrees that Tenant shall not be required to perform any 
maintenance, repairs, or services or to assume any expense not specifically assumed 
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herein in connection with the Property and the Improvements. 

10.2 Capital Improvements. Notwithstanding anything contained in this 
Lease to the contrary, Landlord shall be responsible for all capital replacements and 
improvements deemed necessary by Landlord to maintain and preserve the Leased 
Space and Improvements in Landlord's sole discretion, provided, however, this 
obligation shall not relieve Tenant of the obligation to make such replacements or 
improvements if they are necessitated by damage caused by Tenant. For the 
purposes of this Lease, a capital replacement or improvement shall mean a 
replacement or improvement that has a useful life of longer than ten (10) years. That 
notwithstanding, Landlord shall have the right, in lieu of making any such capital 
replacement or improvement, to terminate this Lease on ninety (90) days notice to 
Tenant. 

11. ASSIGNMENT, SUBLETTING, TRANSFER 

Tenant shall not assign or attempt to assign this Lease or any right herein, nor 
make any total or partial conveyance, assignment, sublease or transfer in any other 
mode or form of the whole or any part of the Leased Space or the Improvements, 
without prior written approval of Landlord. Such approval may only be given by 
Landlord if: (a) such conveyance, assignment, sublease or transfer is deemed by 
Landlord to be in Landlord's best interests; (b) the proposed conveyee, assignee, 
sublessee or transferee has, in the opinion of Landlord, the financial capability and 
overa11 competence to develop and operate the conveyed, assigned, subleased or 
transferred obligations and premises; and (c) all rent or other consideration that 
Tenant charges or receives from the proposed conveyee, assignee, sublessee or 
transferee or as a result of the conveyance, assignment, sublease or transfer of this 
Lease, that is greater than the Rent paid by Tenant to Landlord under this Lease, 
shall be immediately remitted to Landlord. Approval by Landlord of any conveyance, 
assignment, sublease or transfer shall be conditioned upon such conveyee, 
assignee, sublessee or transferee agreeing in writing to assume the rights and 
obligations thereby conveyed, assigned, subleased or transferred and to keep and 
perform all covenants, conditions and provisions of this Lease which are applicable 
to the rights acquired. In addition to the foregoing, any approval, conditional approval, 
or disapproval of any assignment, subletting or transfer shall be at the sole and 
absolute discretion of the Landlord (which may act through its City Manager) 

In the absence of specific written agreement by Landlord, no such 
conveyance, assignment, sublease or transfer of this Lease or the Leased Space or 
the Improvements (or portion thereof), or approval by Landlord of any such 
conveyance, assignment, sublease or transfer shall be deemed to relieve Tenant or 
any other party from any obligations under this Lease. 

12. MORTGAGES 

Tenant shall have no right to mortgage, pledge, deed in trust or otherwise 
encumber this Lease, or the interest of Tenant hereunder, and to assign or pledge 
the same as security for any debt. 

13. INDEMNIFICATION 
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With the exception of any default on behalf of the Landlord under this Lease 
(including but not limited to a breach of Quiet Enjoyment, willful misconduct or gross 
negligence), Tenant shall defend, indemnify and hold harmless Landlord, its elected 
officials, officers, employees, volunteers and agents (each an "Indemnified Party") 
from and against any and all claims or demands for loss or damage, including, without 
limitation, property damage, personal injury and wrongful death, arising out of or in 
connection with the use or occupancy of the Property by Tenant, officers, officials, 
agents, contractors, employees, guests or invitees; any willful or negligent act 
(whether active or passive) or omission of Tenant, officers, officials, agents, 
contractors, employees, guests or invitees; any accident or fire on the Property; any 
nuisance made or suffered thereon; and any failure by Tenant to keep the Property 
in a safe condition; and the breach, default, violation or nonperformance of this 
Agreement by Tenant. Tenant shall pay, satisfy and discharge any and all money 
judgments that may be recovered against any Indemnified Party, including attorney's 
fees and costs of litigation, in connection with the foregoing. Tenant's obligations 
under this Section shall survive termination of this Lease, and shall not be restricted 
to insurance proceeds, if any, received by Tenant or any Indemnified Party. Tenant 
shall not be obligated to defend, indemnify or hold harmless any Indemnified Party to 
the extent any claim, loss, action, damage, liability, or expense (including attorneys' 
fees) is ultimately determined to be the result of the gross negligence or willful 
misconduct of such Indemnified Party. 

14. INSURANCE 

From the Commencement Date and for the duration of the Term of this Lease 
and any holding over by Tenant, Tenant shall secure and maintain, at its own 
expense, insurance against claims for injuries to persons or damages to property that 
may arise out of or in connection with the possession, use, occupancy, management, 
operation, repair, maintenance or control of the Leased Space by Tenant and/or its 
officers, officials, agents, contractors, employees, guests or invitees as follows: 

14.1 Minimum Scope and Limits of Coverage: (1) "All Risk" property 
insurance covering the full replacement value of the Property but not less than 
$750,000; (2) Comprehensive General Liability insurance using Insurance Services 
Office Commercial General Liability occurrence form number CG 0001 or exact 
equivalent in an amount not less than two million dollars ($2,000,000) per 
occurrence for bodily injury, personal injury and property damage including 
contractual liability and ($4,000,000) aggregate total bodily injury, personal injury, 
and property damage; (3) Automobile Liability insurance using Insurance Services 
Office Business Auto Coverage form number CA 000l, code 1 (any auto) or exact 
equivalent in an amount not less than one million dollars ($1,000,000) per accident 
for bodily injury and property damage; and (4) Workers' Compensation and 
Employer's Liability as required by the State of California and Employer's Liability 
Insurance, with workers compensation limits as required by California law and 
Employers Liability Limits of one million dollars ($1,000,000) per accident for bodily 
injury or disease. 

14.2 Insurance Endorsements. The insurance policies shall contain the 
following provisions, or Tenant shall provide endorsements on forms supplied or 
approved by Landlord to add the following provisions to the insurance policies: 
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14.3 General and Automobile Liability. Each general liability and 
automobile liability policy shall be endorsed to state that: (A) Landlord, its elected 
officials, officers, employees, volunteers and agents shall be covered as additional 
insureds with respect to the possession, use, occupancy, management, operation, 
repair, maintenance or control of the Property by Tenant and its officers, officials, 
agents, representatives, volunteers, employees, guests or invitees; and (B) the 
insurance coverage shall be primary insurance with respect to Landlord, its elected 
officials, officers, employees, volunteers and agents, or if excess, shall stand in an 
unbroken chain of coverage excess of Tenant's scheduled underlying coverage. Any 
insurance or self–insurance maintained by Landlord, its elected officials, officers, 
employees, volunteers and agents shall be excess of Tenant's insurance and shall 
not be called upon to contribute with it. 

14.4 Workers' Compensation and Employers Liability Coverage. The 
insurer shall agree to waive all rights of subrogation against Landlord, its elected 
officials, officers, employees, volunteers and agents for losses paid under the terms 
of the insurance policy that arise from work performed by Tenant. 

14.5 All Coverage. Each insurance policy required by this Lease shall not 
be canceled or materially changed without first giving thirty (30) days prior written 
notice to Landlord. 

14.6 Acceptability of Insurers. Insurance is to be placed with insurers 
with a current A.M. Best's rating no less than A: VII, licensed and admitted to do 
business in California, and satisfactory to Landlord. 

14.7 Verification of Coverage. Tenant shall furnish Landlord with original 
certificates of insurance and endorsements affecting coverage required by this Lease 
on forms satisfactory to Landlord. The certificates and endorsements for each 
insurance policy shall be signed by a person authorized by that insurer to bind 
coverage on its behalf, and shall be on forms provided by Landlord, if requested. All 
certificates and endorsements must be received and approved by Landlord. 
Landlord reserves the right to require complete, certified copies of all required 
insurance policies, at any time. 

15. DEFAULTS, REMEDIES AND TERMINATION 

15.1 Defaults – General. Failure or delay by either Party to perform or 
comply with any condition or provision of this Lease constitutes a default under this 
Lease, and grounds for termination. Upon the occurrence of a default, the injured 
Party shall give written notice of default to the Party in default, specifying the default 
complained of by the injured Party. Failure or delay in giving such notice shall not 
constitute a waiver of any default, nor shall it change the time of default. If the default 
is not commenced to be cured within thirty (30) days after service of the notice of 
default and is not cured promptly in a continuous and diligent manner within a 
reasonable period of time after commencement to the non–defaulting Party's 
satisfaction, the non–defaulting Party may thereafter terminate this Lease and/or 
commence an action for damages, specific performance or any other remedy 
available in law or equity against the defaulting Party with respect to such default, 
without liability for any reason or under any theory in connection with such 
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termination, and without creating any right to recovery of damages of any kind or 
nature in the non–defaulting Party. 

15.2 Enforced Delay in Performance for Causes Beyond Control of 
Party. Performance by either Party hereunder shall not be deemed to be in default 
where delays or defaults are due to war; insurrection; strikes; lockouts; riots; floods; 
earthquakes; fires; casualties; acts of God or other deities; acts of the public enemy; 
epidemics; quarantine restrictions; freight embargoes; lack of transportation; 
governmental restrictions or priority; litigation; unusually severe weather; inability to 
secure necessary labor, materials or tools; delays of any contractor or supplier; acts 
of the other Party; acts or failure to act of any public or governmental agency or entity 
(other than any act or failure to act of Landlord, which shall not excuse performance 
by Landlord) or any other cause beyond the control or without the fault of the party 
claiming an extension of the time to perform. An extension of time for any such cause 
shall be for the period of the enforced delay and shall commence to run from the time 
of the commencement of the cause. If, however, notice by the Party claiming such 
extension is sent to the other Party more than thirty (30) days after the 
commencement of the cause, the period shall commence to run only thirty (30) days 
prior to the giving of such notice. Times of performance under this Lease may also 
be extended in writing by Tenant and Landlord.  Notwithstanding the foregoing, there 
shall be no extensions by virtue of enforced delay in relation to payment of Rent. 

15.3 Damage or Destruction of Property. If during the Term of this 
Lease, any portion of the Property is damaged by fire or other catastrophic cause, 
so as to render such portion of the Property untenable, the obligations under this 
Lease may be suspended while such portion of the Property remains untenable. In 
the event of such damage, Tenant shall give Landlord notice of such untenable 
condition and the Landlord shall elect in its sole discretion, whether to repair the 
Property (if damaged by Tenant or an invitee of Tenant) or to cancel this Lease with 
respect thereto. Landlord shall notify Tenant in writing of its election within thirty (30) 
days after service of notice by Tenant. In the event that Landlord elects not to repair 
the Property or portion thereof, this Lease shall be deemed cancelled as of the date 
the damage occurred with respect to the untenable portion(s) of the Property. If this 
Lease is cancelled pursuant to this Section, Landlord shall not be liable to Tenant for 
any reason or under any theory and Tenant shall not be entitled to recover damages 
of any kind or nature from Landlord. 

Additionally, if during the Term, any portion of the Property is damaged by fire 
or other catastrophic cause, so as to render such portion of the Property untenable, 
then Tenant can elect in writing to cancel this Lease with respect to the untenable 
portion(s) of the Property by providing written notice of its election to Landlord within 
thirty (30) days of the damage. 

15.4 Additional Remedies of Landlord. In addition to the foregoing, if 
Tenant defaults with regard to any of the provisions of this Lease, and fails to cure 
such default to Landlord's satisfaction as provided in Landlord's notice to Tenant, 
Landlord, at its option, may thereafter (but not before), to the extent permitted by law: 
correct or cause to be corrected said default and charge the costs therefor to the 
account of Tenant; and/or correct or cause to be corrected said default and pay the 
costs thereof from the proceeds of any insurance. 
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15.5 Landlord's Re–Possession of Property. In the event that Landlord 
terminates this Lease, Landlord shall have the right to re–enter and repossess the 
Property without process of law, and Tenant, in such event, does hereby waive any 
demand for possession thereof, and agrees to surrender and deliver the Property 
peaceably to Landlord immediately upon such termination in good order, condition 
and repair, except for reasonable wear and tear. 

No ejectment, re–entry or other act by or on behalf of Landlord shall constitute 
a termination unless Landlord gives Tenant notice of termination in writing. Such 
termination shall not relieve or release Tenant from any obligation incurred pursuant 
to this Lease prior to the date of such termination. 

Termination of the Lease under this Section shall not relieve Tenant from the 
obligation to pay any sum due to Landlord or from any claim for damages against 
Tenant. 

The right of termination provided by this Section is not exclusive and shall be 
cumulative to all other rights and remedies possessed by Landlord, and nothing 
contained herein shall be construed so as to defeat any other rights or remedies to 
which Landlord may be entitled. 

15.6 Acknowledgment of Adequacy of Relocation Benefits Paid. If either 
Party terminates this Lease for any reason contemplated or authorized by this Section 14 
or any other Section of the Lease, Tenant hereby expressly, knowingly and voluntarily 
waives any and all rights, benefits and/or assistance it may be entitled to receive from 
Landlord due to such termination, including, without limitation, loss of goodwill, inverse 
condemnation, or relocation assistance as provided for in California Government Code 
sections 7260, et seq. and 42 U.S.C. section 4601, et seq. 

Tenant has been advised by its legal counsel concerning the content and effect 
of California Civil Code section 1542, which provides:  

A general release does not extend to claims which the creditor does not know 
or suspect to exist in his or her favor at the time of executing the release, which if 
known by him or her must have materially affected his or her settlement with the 
debtor. 

In reference to the waiver set forth in this Section, by its initials below, Tenant 
waives the benefits of Civil Code Section 1542 and all other state or federal statutes, 
legal principles, or judicial decisions of similar effect. This provision shall survive the 
expiration or termination of this Lease. 

16. LEGAL ACTIONS 

Institution of Legal Actions. In addition to any other rights or remedies, either 
Party may institute legal action to cure, correct, or remedy any default, to recover 
damages for any default, or to obtain any other remedy consistent with the purpose 
of this Lease. Such legal action must be instituted in the Superior Court of the County 
of San Bernardino, State of California, or in the Federal District Court in the Central 
District of California. 
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16.1 Applicable Law. The laws of the State of California shall govern the 
interpretation and enforcement of this Lease. 

16.2 Acceptance of Service of Process. In the event that any legal 
action is commenced by Tenant against Landlord, service of process on Landlord 
shall be made by personal service upon the City Clerk, or in such other manner as 
may be provided by law. 

In the event that any legal action is commenced by Landlord against Tenant, 
service of process on Tenant shall be made by personal service upon an officer and/or 
member of Tenant and shall be valid whether made within or without the State of 
California, or in such manner as may be provided by law. 

16.3 Attorneys' Fees and Court Costs. In the event that either Landlord 
or Tenant shall bring or commence an action arising out of or in connection with this 
Lease the prevailing Party shall be entitled to and shall be paid reasonable attorneys' 
fees and court costs therefor. 

17. GENERAL PROVISIONS 

17.1 Notice. All notices, demands and communications between Landlord 
and Tenant under this Lease must be in writing and may be given either by (i) 
personal service, (ii) delivery by a reputable document delivery service, such as but 
not limited to, Federal Express, which provides a receipt showing date and time of 
delivery, or (iii) mailing in the United States Mail, certified mail, postage prepaid, 
return receipt requested, addressed to the address of the party as set forth below or 
at any other address as that party may later designate by notice: 

To Landlord:    Mikey Fuentes, Dir. of Economic Development 
City of Montclair 

     5111 Benito Street 
     Montclair, CA 91763 
 
To Tenant:    Robert Edwards  
     Set Free Church Pomona Valley  
     10643 Mills Avenue 
     Montclair, CA 91763 

17.2 Time of Essence. Time is of the essence with respect to the 
performance of each and every provision of this Lease. 

17.3 Conflict of Interests. No elected official, officer, contractor, agent or 
employee of Landlord shall have any personal interest, direct or indirect, in this 
Lease, nor shall any such elected official, officer, contractor, agent or employee 
participate in any decision relating to the Lease which affects his personal interests 
or the interests of any corporation, partnership or association in which he is directly 
or indirectly interested. Tenant warrants that it has not paid or given, and will not pay 
or give, any third party any money or other consideration for obtaining this Lease. 
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17.4 Non–liability of Landlord Officials and Employees. No elected 
official, officer, contractor, agent or employee of Landlord shall be personally liable to 
Tenant, or any successor in interest, in the event of any default or breach by Landlord 
or for any amount which may become due to Tenant or successor or on any other 
obligation under the terms of this Lease. 

17.5 Inspection of Books and Records. Landlord has the right at all 
reasonable times to inspect the books and records of Tenant pertaining to its 
operations on the Property as pertinent to the purposes of this Lease. Tenant also 
has the right at all reasonable times to inspect the books and records of Landlord 
pertaining to the Property as pertinent to the purposes of this Lease. 

17.6 Entry and Inspection of Property. Landlord shall have the right at all 
reasonable times to enter the Property for the purpose of viewing and ascertaining 
the condition of the same, or to protect its interests in the Property and the 
Improvements or to inspect the operations conducted thereon. Any such entry shall 
be made only after reasonable notice to Tenant. In the event that such entry or 
inspection by Landlord discloses that the Property or the Improvements are not in a 
decent, safe, and sanitary condition, are damaged, or in disrepair, Landlord shall 
have the right, after thirty (30) days written notice to Tenant, to have any necessary 
maintenance or repair work done for and at the expense of Tenant and Tenant hereby 
agrees to pay promptly any and all costs incurred by Landlord in having such 
necessary maintenance or repair work done in order to keep the Property and the 
Improvements in a decent, safe and sanitary condition. The rights reserved in this 
Section shall not create any obligations on Landlord or increase any obligations 
imposed on Landlord elsewhere in this Lease. 

17.7 No Partnership. Neither anything in this Lease contained, nor any 
acts of Landlord or Tenant shall be deemed or construed by any person to create the 
relationship of principal and agent, or of partnership, or of joint venture, or of any 
association between Landlord and Tenant. 

17.8 No Third–Party Beneficiaries. There are no intended third–party 
beneficiaries of any right or obligation assumed by the Parties under this Lease. 

17.9 Compliance with Law. Tenant agrees, at its sole cost and expense, 
to comply and secure compliance with all the requirements now in force, or which may 
hereafter be in force of all municipal, county, state and federal authorities, pertaining 
to the Property, as well as operations conducted thereon; and to faithfully observe 
and secure compliance with, in the use of the Property, all applicable city, county and 
municipal ordinances, rules and regulations and all state and federal statutes, rules, 
orders and regulations now in force or which may hereafter be in force, including all 
laws prohibiting discrimination or segregation in the use, sale, lease or occupancy of 
the property. The judgment of any court of competent jurisdiction, or the admission 
of Tenant or any sublessee or permittee in any action or proceeding against them, or 
any of them, whether Landlord be a party thereto or not, that Tenant, sublessee or 
permittee has violated any such law, rule, order or regulation in the use of the 
Property shall be conclusive of that fact as between Landlord and Tenant. 
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17.10 Waiver. Any failure or delay by either Party in asserting any of its 
rights and remedies under this Lease shall not operate as a waiver of any default or 
of any such rights or remedies. Delays by either Party in asserting any of its rights 
and remedies shall not deprive either Party of its right to institute and maintain any 
actions or proceedings which it may deem necessary to protect, assert or enforce 
any such rights or remedies. 

17.11 Rights and Remedies Are Cumulative. The rights and remedies of 
the Parties under this Lease are cumulative, and the exercise by either Party of one 
or more of such rights or remedies shall not preclude the exercise by it, at the same 
or different times, of any other rights or remedies for the same default or any other 
default by the other Party. 

17.12 Severability. If any provision of this Lease shall be adjudged invalid 
or unenforceable by a court of competent jurisdiction, the remaining provisions of this 
Lease shall not be affected thereby and shall be valid and enforceable to the fullest 
extent permitted by law. 

17.13 Binding Effect. This Lease, and the Terms, provisions, promises, 
covenants and conditions hereof, shall be binding upon and shall inure to the benefit 
of the Parties hereto and their respective heirs, legal representatives, successors and 
assigns. 

17.14 Counterparts. This Lease may be executed in one or more 
counterparts, each of which shall be deemed an original, but all of which together 
shall constitute the fully executed Lease. 

17.15 Authority to Enter Lease. Each Party warrants that the individual 
who has signed this Lease on its behalf has the legal power, right, and authority to 
make this Lease and bind each respective Party thereto. 

17.16 Entire Agreement; Modifications. This Lease constitutes the entire 
agreement between the Parties regarding the subject matter of this Lease, 
superseding all other agreements or understandings, whether written or oral. This 
Lease may not be modified or amended except in writing signed by the Parties. This 
Lease shall be binding upon and inure to the benefit of Landlord and Tenant and their 
respective heirs, beneficiaries, successors and assigns. 

[Signatures on Following Page]  
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IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be 
executed the day and year first above written. 

 
 

LANDLORD  TENANT 
 
 
 

  

By:   By:  
 Javier John Dutrey, Mayor   Robert Edwards, Set Free Church  

 Pomona Valley 
    
Attest:   
 
 

  

By:    
 Andrea M. Myrick, City Clerk    
   
Approved as to Form:   
 
 

  

By:    
 Diane E. Robbins, City Attorney   
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EXHIBIT A 
LEGAL DESCRIPTION OF PROPERTY 

 
The following described real property, together with all improvements thereon: 
 
TRACT 4503 LOT 18 
 
APN: 1008–611–18–0000 
 
TRACT 4503 LOT 19 
 
APN: 1008–611–19–0000 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MONTCLAIR CITY COUNCIL MEETING – 07/15/2024 Page 74 of 179



  Agreement No. 24-60 

Page 18 of 19 

EXHIBIT B 
LEASE SPACE DESCRIPTION 

 
Lease Space – 912 square foot single–story building and detached two car garage 
that is located at 9661 Central Avenue, Montclair, California, 91763, and depicted 
on the schematic immediately following this page.  
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EXHIBIT C 
Designated Services 

 
1. Designated Services. During the term of this Agreement and in accordance with 

Section 5, the following activities will constitute Designated Services that would 
allow the Tenant to request a rent reduction. 

 
a. Accompanying the City’s Special Operations Unit on Homeless Outreach 

Detail a minimum of twenty–five (25) hours per week as well as respond to 
special requests/calls for service from the Special Operations Unit 
regarding homeless individuals and/or families in need of assistance. 

 
2. Maintenance of Records. During the term of this Agreement, Tenant must provide 

records of supporting documents demonstrating that Designated Services were 
provided for the month that a reduction in rent is requested. Documentation 
includes but it not limited to individuals served, actions taken, and services 
provided. Tenant is also required to meet periodically with the City Manager or 
his/her designee to review the provision of Designated Services and other 
compliance by Tenant with this Agreement. 
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - AGREEMENTS 

ITEM NO.: 5 

FILE I.D.: PDT175 

DEPT.: POLICE 

PREPARER: M. BUTLER 

SUBJECT: CONSIDER APPROVAL OF AGREEMENT NO. 24–61 WITH LOMA LINDA UNIVERSITY 

CHILDREN’S HOSPITAL, A MEMORANDUM OF UNDERSTANDING FOR THE 

MONTCLAIR POLICE DEPARTMENT’S USE OF THE CHILDREN’S ASSESSMENT CENTER 

 

CONSIDER AUTHORIZING CHIEF OF POLICE JASON REED TO SIGN AGREEMENT NO. 

24–61 

REASON FOR CONSIDERATION:  The City Council is requested to consider approval of 

Agreement No. 24–61 with Loma Linda University Children’s Hospital (LLUCH), a 

Memorandum of Understanding (MOU) for San Bernardino County Police Departments’ 

use of the Children’s Assessment Center (CAC) to interview, examine, and diagnose 

children of suspected sexual and/or physical abuse. 

A copy of proposed Agreement No. 24–61 is attached for the City Council’s review and 

consideration. 

BACKGROUND:  For many years, the Montclair Police Department and the County’s local 

law enforcement agencies have entered into a contractual public–private endeavor with 

LLUCH to provide medical and forensic services of children suspected of being abused.  

The services performed at the jointly operated CAC include providing a medical sexual 

and/or physical abuse evidentiary examination by a qualified examiner that complies 

with the California Medical Protocol for Examination of Sexual Assault and Child Abuse 

Victims.  Prior to conducting the forensic interview, the examiner reviews records relative 

to the child and consults with the agency as to the content and purpose of the interview.  

Upon completion of the examination, the CAC provides the law enforcement agency with 

an original copy of the completed report of the outcome of the evaluation.  These 

forensic interviews and examinations gather information about incidents of alleged child 

abuse and play an important part in the investigation process.  Thus, staff would like to 

continue receiving the services provided by LLUCH’s Children’s Assessment Center. 

FISCAL IMPACT:  The San Bernardino County Police Departments are required to pay an 

annual membership fee to LLUCH based on population size entitling them to the services 

included in the MOU, which is effective as of July 1, 2024, and expires June 30, 2027.   

Based on the City’s current population, the annual membership fee would be $5,000.  

According to Exhibit A of the proposed MOU, the City would pay a $5,000 annual 

membership fee to receive unlimited assessments at no additional cost.  

If authorized by the City Council, funding for Agreement No. 24–61 is included in the 

Police Department’s Fiscal Year 2024–25 Budget in Investigations Medical Services 

Account No. 1001–4425–52460–400–00000, and funding would be included in 

subsequent budgets until the term of the MOU expires. 
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RECOMMENDATION:  Staff recommends the City Council take the following actions: 

1. Approve Agreement No. 24–61 with Loma Linda University Children’s Hospital, a 

Memorandum of Understanding for the Montclair Police Department’s use of the 

Children’s Assessment Center. 

2. Authorize Chief of Police Jason Reed to sign Agreement No. 24–61. 
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Agreement No. 24–61
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - RESOLUTIONS 

ITEM NO.: 1 

FILE I.D.: CCK350 

DEPT.: ADMIN. SVCS. 

PREPARER: A. MYRICK 

SUBJECT: CONSIDER ADOPTION OF RESOLUTION NO. 24–3437 ADOPTING A RECORDS AND 

INFORMATION MANAGEMENT PROGRAM POLICY AND RECORD RETENTION 

SCHEDULES TOGETHER AS THE CITY OF MONTCLAIR’S OFFICIAL RECORDS 

MANAGEMENT PROGRAM 

REASON FOR CONSIDERATION: The City has been working with Records Control 

Services, Inc. (RCS), a records management consultant, to update the City’s records 

retention schedule to comply with all applicable legal retention periods and reflect the 

City’s existing records more accurately, and to provide records management training 

and best practice recommendations to staff in each department. 

RCS has worked with staff to develop a proposed Records and Information Management 

Program Policy and revised Record Retention Schedules. 

The City Council is requested to consider adoption of Resolution No. 24–3437 adopting 

a Records and Information Management Program Policy and Records Retention Schedules 

together as the City of Montclair’s official Records Management Program.   

BACKGROUND:  At its November 19, 2012 meeting, the City Council adopted Resolution 

No. 12–2973 adopting a Records Retention Schedule as the City of Montclair's Official 

Records Management Program. The Records Retention Schedule was adopted in order to 

ensure the City's compliance with various State and Federal statutes, which require 

records of public agencies to be maintained for specified periods of time. The retention 

of public records is in accordance with Government Code §7920.000, the California 

Public Records Act (CPRA) — an act designed to allow the inspection and/or disclosure 

of public agency and government records to the public upon request. 

The CPRA defines a public record as “any writing containing information relating to the 

conduct of the public's business prepared, owned, used, or retained by any state or local 

agency regardless of physical form or characteristics.” Although it provides an expansive 

definition of “writing,” it does not specify the retention period for public records. Instead, 

Government Code §34090 provides general retention periods for various categories of 

documents classified as public records.  

In December of 2018, the City Council adopted Resolution No. 18–3224 in order to 

update the Records Retention Schedule (RRS) to comply with changes to various State 

and Federal statutes. While the updated RRS included statutory changes and guidelines 

for retention of certain records, the City of Montclair Records Management Program does 

not include a policy to support the RRS and other records management activities. 

On August 15, 2022, the City Council approved a contract with RCS to develop a Records 

Management Policy, and to revise and improve the RRS to include new or updated Federal 

and State statutory retention requirements and to accurately represent all types of 

records maintained in the City’s departments. The project timeline was split into three 

phases, and progress has been made as follows: 

MONTCLAIR CITY COUNCIL MEETING – 07/15/2024 Page 89 of 179



 Phase 1: Discovery, Assessment, Gap Analysis, & Records Classification System 

 Review of the City’s current policies and development of a project timeline.  

 Kick–off meeting with key City staff (the project team). 

 Separately held meetings with representatives from each department familiar with the department’s 

records to review and inspect active and inactive files including paper, electronic, and microfilm.  

 On–site reviews of currently available storage space and equipment. 

 Determine adherence to current records retention schedule and records management policies.  

 Assess the most appropriate maintenance, storage, and destruction methods and procedures for each 

department and record type. * 

 Prepare a report summarizing the result of the review of the City’s records and provide a presentation 

of findings and gap analysis to the project team. * 

 Phase 2: Records Information & Management Policies, Procedures, Retention Schedule 

 Develop a comprehensive proposal for a Records Management Program customized to the City’s 

records and staff preferences to maximize use of available on–site storage space, including: 

 Updated Record Retention Schedules, and 

 Policies and procedures for records and information management based on best practices. 

 Provide recommendations for physical and digital records storage and a centralized, all–inclusive 

system for quickly navigating and locating records.* 

 Phase 3 – Records Management Program Implementation Strategy & Training 

 Develop procedure guides for Records Management Program maintenance and preservation. 

 Provide staff training. 

*Note: Consultant is currently preparing a consolidated report containing the assessment, findings, and 

recommendations. 

The updated schedules have been reviewed and approved by each of the Department 

Heads, the City Attorney, and the City Clerk. The Records and Information Management 

Program Policy has been reviewed and approved by the City Attorney and the City Clerk. 

Resolution No. 24–3437 would rescind and supersede Resolution No. 18–3224, the 

previous resolution that updated the Records Retention Schedules, originally adopted via 

Resolution No. 12–2973, as the City of Montclair’s official Records Management Program. 

FISCAL IMPACT:  The City Council’s adoption of Resolution No. 24–3437 would have no 

direct fiscal impact on the City’s general fund. 

RECOMMENDATION: Staff recommends the City Council adopt Resolution No. 24–3437 

adopting a Records and Information Management Program Policy and Record Retention 

Schedules together as the City of Montclair’s official Records Management Program. 
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Resolution No. 24–3437 Page 1 of 2 

RESOLUTION NO. 24–3437 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 

MONTCLAIR RESCINDING AND SUPERSEDING RESOLUTION NOS. 
12–2973 AND 18–3224, AND TOGETHER ADOPTING A RECORDS 
AND INFORMATION MANAGEMENT PROGRAM POLICY AND 
REVISED RECORD RETENTION SCHEDULES AS THE CITY OF 
MONTCLAIR’S  OFFICIAL RECORDS MANAGEMENT PROGRAM 

WHEREAS, it is necessary for the efficient operation of the City to follow a 
procedure for the retention of City documents and other records, as well as follow a 
schedule for the destruction of obsolete records; and 

WHEREAS, the adoption of a Records Retention Schedule facilitates the orderly 
and efficient transfer, retention, and disposition of records in a responsible and timely 
manner; and  

WHEREAS, the State of California and the Federal Government have specified time 
periods in which public records are required to be retained; and 

WHEREAS, California Government Code (GC) Section 34090 et. seq. sets forth 
certain legal requirements relating to the retention of certain municipal records and 
provides a procedure whereby City records that have served their purpose and are no 
longer required may be destroyed; and  

WHEREAS, on November 11, 2012, the Montclair City Council adopted Resolution 
No. 12–2973 adopting a Records Retention Schedule as the City of Montclair’s Official 
Records Management Program in order to facilitate the orderly and efficient transfer, 
retention, and disposition of records of the City of Montclair in a responsible and timely 
manner; and  

WHEREAS, on December 17, 2018, the Montclair City Council adopted Resolution 
No. 18–3224 amending the Records Retention Schedule; and  

WHEREAS, City staff finds that the current retention schedule does not accurately 
reflect all of the City’s records nor does it contain references to relevant government 
codes that govern the retention of specific records; 

WHEREAS, the City hired Records Control Services, Inc., a firm specializing in 
government records management, which recommended inclusion of a policy as part of 
the Records Management Program and updates to the Retention Schedules and; 

WHEREAS, the City Attorney and City Clerk have reviewed and approved the 
proposed Records and Information Management Program Policy and revised Record 
Retention Schedules making up the City of Montclair’s proposed official Records 
Management Program; and 

WHEREAS, in accordance with provisions of GC Section 34090 et. seq., the City 
Council hereby acknowledges that the City Attorney’s signature on this Resolution 
constitutes written consent under GC Section 34090 et. seq. for the destruction of 
obsolete and unnecessary records and documents in accordance with the City of 
Montclair’s Record Management Program. 

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Montclair 
does declare the following: 

SECTION I. Resolution Nos. 12–2973 and 18–3224 are hereby rescinded and 
superseded by this Resolution.  

SECTION II. Exhibit “A”, the Records and Information Management Program 
Policy (the “Policy”), and Exhibit “B”, the Record Retention Schedules (the “Retention 
Schedules”), of this Resolution are hereby adopted together as the City of Montclair’s 
official Records Management Program (the “Program”). 

SECTION III. Amendments to the Program. Amendments or updates to the 
Program, consisting of the Policy and Retention Schedules, shall be approved only by 
City Council resolution. 

SECTION IV. Ongoing Authority for Necessary Amendments to the Program. The 
City Clerk or their designee shall have authority to amend the Policy and Retention 
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Schedules from time to time in accordance with changes to State and Federal law that 
affect procedural requirements and retention periods of City records. 

SECTION V. Ongoing Authority for Destruction of Records. In accordance with the 
Policy, the City Clerk or their designee is hereby authorized and shall have ongoing 
authority, without further approval by the City Council and with the consent of the City 
Attorney, for destruction of City records based on the Retention Schedules. 

SECTION VI. This Resolution shall become effective immediately upon adoption. 
 

APPROVED AND ADOPTED this XX day of XX, 2024. 

   
 Mayor 

   
 City Attorney 

ATTEST: 

   
 City Clerk 

I, Andrea M. Myrick, City Clerk of the City of Montclair, DO HEREBY CERTIFY that 
Resolution No. 24–3437 was duly adopted by the City Council of said city and was 
approved by the Mayor of said city at a regular meeting of said City Council held on the 
XX day of XX, 2024, and that it was adopted by the following vote, to–wit: 

AYES: XX 
NOES: XX 
ABSTAIN: XX 
ABSENT: XX 

   
 Andrea M. Myrick 
 City Clerk 
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ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
01-02-02

Professional Associations/O
rganizations

C
ity-w

ide
C

Y+2
G

C
 34090d; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.
01-02-02

C
om

m
unity O

rganizations/Foundations
C

ity-w
ide

C
Y+2

G
C

 34090d; 2 year m
inim

um
 requirem

ent.
Adm

inistrative R
ecord, State of C

alifornia G
uidelines.

01-02-03
C

om
plaint Files

G
eneral com

plaints to C
ity departm

ents. D
oes not 

include claim
s against the C

ity.
C

ity-w
ide

A
C

+7
42 U

SC
 1983; Settlem

ent of com
plaint plus 7 years.

01-02-03
C

om
m

unity Inform
ation/Events

M
ay include flyers, photos, activities.

C
ity-w

ide
H

C
Y+2, A

R
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.
Adm

inistrative D
ecision: C

urrent year plus 2 years, 
review

 annually for historical content.
01-02-04

H
istorical Inform

ation/Events
M

ay include flyers, photos, activities.
C

ity-w
ide

H
P

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.
Adm

inistrative D
ecision: R

etain perm
anently for 

historical value.
01-02-04

Technical R
eference

C
ity-w

ide
A

C
T

G
C

 34090.7; D
uplicates and reference m

aterials m
ay 

be destroyed w
ithin the 2 year m

inim
um

.
01-02-05

D
ues/Subscriptions

C
ity-w

ide
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.

C
ITYW

ID
E A

D
M

IN
ISTR

A
TIVE FU

N
C

TIO
N

  (A
LL D

EPA
R

TM
EN

TS)

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)
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01-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

C
ITYW

ID
E A

D
M

IN
ISTR

A
TIVE FU

N
C

TIO
N

  (A
LL D

EPA
R

TM
EN

TS)

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

01-03-00
M

aterials from
 A

gencies &
 O

ther C
ities - N

on-project R
elated

01-03-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
01-03-02

Federal Agencies
C

orrespondence & reports not attached to contracts, 
agreem

ents or specific projects. R
eview

 annually for 
content.

C
ity-w

ide
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Adm

inistrative R
ecord.

01-03-03
State Agencies

C
orrespondence & reports not attached to contracts, 

agreem
ents or specific projects. R

eview
 annually for 

content.

C
ity-w

ide
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Adm

inistrative R
ecord.

01-03-04
R

egional/N
ational Agencies

C
orrespondence & reports not attached to contracts, 

agreem
ents or specific projects. R

eview
 annually for 

content.

C
ity-w

ide
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Adm

inistrative R
ecord.

01-03-05
C

ounty Agencies
C

orrespondence & reports not attached to contracts, 
agreem

ents or specific projects. R
eview

 annually for 
content.

C
ity-w

ide
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Adm

inistrative R
ecord.

01-03-06
Adjacent C

ities
C

orrespondence & reports not attached to contracts, 
agreem

ents or specific projects. R
eview

 annually for 
content.

C
ity-w

ide
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Adm

inistrative R
ecord.

01-03-07
Special D

istricts
C

orrespondence & reports not attached to contracts, 
agreem

ents or specific projects. R
eview

 annually for 
content.

C
ity-w

ide
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Adm

inistrative R
ecord.

01-04-00
G

rant A
dm

inistration
01-04-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
01-04-02

G
rant Applications & Agreem

ents
Includes agreem

ents, grant applications and supporting 
docum

ents for the grant. G
rant adm

inistrators m
ust 

m
aintain copies of all invoices associated w

ith the grant 
along w

ith the supporting docum
ents. For federal, state, 

county and school district grants.

C
ity-w

ide
A

FP+5 *
29 C

FR
 97.36(i)(11); 3 years after final paym

ent.
29 C

FR
 97.42(b); 3 years after final paym

ent.
2 C

FR
 200.334; 3 years after final expenditure report for 

federal grants.
24 C

FR
 570.502(a)(7)(i)(a); D

eeds/C
D

BG
 activities, 4 

years after closure of loan.
State of C

alifornia G
uidelines; 5 years after grant 

closure. * State recom
m

ends referring to grant 
application close-out procedures, if any.

01-04-03
C

D
BG

 G
rant Applications & Agreem

ents
Includes agreem

ents, grant applications and supporting 
docum

ents for the grant. G
rant adm

inistrators m
ust 

m
aintain copies of all invoices associated w

ith the grant 
along w

ith the supporting docum
ents.

C
ity-w

ide
A

FP+4 *
29 C

FR
 97.36(i)(11); 3 years after final paym

ent.
29 C

FR
 97.42(b); 3 years after final paym

ent.
2 C

FR
 200.334; 3 years after final expenditure report for 

federal grants.
24 C

FR
 570.502(a)(7)(i)(a); D

eeds/C
D

BG
 activities, 4 

years after closure of loan.
State of C

alifornia G
uidelines; 5 years after grant 

closure. * State recom
m

ends referring to grant 
application close-out procedures, if any.
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01-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

C
ITYW

ID
E A

D
M

IN
ISTR

A
TIVE FU

N
C

TIO
N

  (A
LL D

EPA
R

TM
EN

TS)

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

01-05-00
Purchasing &

 M
aterial A

cquisition 
01-05-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
01-05-02

R
FPs / R

FIs / R
FQ

s
Includes com

petitive bid quotes.
C

ity-w
ide

A
C

+5
G

C
 34090; 2 years m

inim
um

.
C

C
P 337; Statute of lim

itations.
State of C

alifornia G
uidelines; 5 years after audit for 

successful bids.
Adm

inistrative D
ecision: 5 years after com

pletion of 
project associated w

ith the bid.
01-05-03

Bids - Successful
C

ity-w
ide

A
C

+5
G

C
 34090; 2 years m

inim
um

.
C

C
P 337; Statute of lim

itations.
State of C

alifornia G
uidelines; 5 years after audit for 

successful bids.
Adm

inistrative D
ecision: 5 years after com

pletion of 
project associated w

ith the bid.
01-05-04

Bids - U
nsuccessful

C
ity-w

ide
C

Y+2
G

C
 34090; 2 years m

inim
um

.
State of C

alifornia G
uidelines; C

urrent year plus 2 for 
unsuccessful bids.
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C
ity of M

ontclair 
R

ecords R
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FIR
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 Index
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02-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

02-01-00
C

ity C
lerk A

dm
inistration

02-01-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
02-01-02

Public R
ecords R

equests Log
O

ngoing log of public records requests and status of 
request. R

equested by m
edia on occasion. Public 

records requests are located under Legal & Property 
function for departm

ent reference.

C
ity C

lerk
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years after com

pletion.

02-01-03
R

ecords R
etention Schedules

C
ity C

lerk
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 343; 4 year statute of lim

itations.
State of C

alifornia G
uidelines; 4 years after superseded.

Adm
inistrative D

ecision: Perm
anent for retention 

schedules for records destruction tracking purposes.

02-01-04
R

ecords D
estruction C

ertificates, D
estruction 

D
ocum

entation and D
epartm

ent D
estruction Logs

Signed certificates indicating final disposition of 
docum

ents w
hich have m

et or exceeded approved 
retention policy guidelines and have been destroyed. 

C
ity C

lerk
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Perm

anent.

02-01-05
C

ity-w
ide Filing System

Includes the uniform
 functional filing index, policies and 

procedures, guide books and other records 
m

anagem
ent activity records.

C
ity C

lerk
S+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 343; 4 years to com

m
ence action.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines 
recom

m
ends retaining for 5 years after superseded.

02-01-06
D

epartm
ent-m

aintained Filing System
s & 

Inventories
Index to all active and inactive records m

aintained by 
departm

ents in onsite and offsite storage.
C

ity-w
ide

S+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years after superseded.

02-02-00
C

ity C
ouncil

02-02-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
02-02-02

C
ouncil M

eeting N
otices

Affidavits of Posting, M
ailing and/or Publication 

D
eclarations indicating agendas and other notices are 

com
pleted in com

pliance w
ith state law

 and departm
ent 

guidelines.

C
ity C

lerk
C

Y+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 343; Statutes of lim
itations, 4 years.

02-02-03
C

ouncil Agenda Packets
Agendas, staff reports, supplem

ental com
m

unications 
and all other supporting docum

entation for C
ity C

ouncil 
regular, adjourned, and special m

eetings.

C
ity C

lerk
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; M

aintain for the C
urrent 

Year plus 2 years.
Adm

inistrative D
ecision: M

aintain agenda packets 
perm

anently for significant historical and reference 
purposes.

02-02-04
C

ouncil M
inutes

Includes C
ity C

ouncil and other bodies it concurrently or 
form

erly served as, including R
edevelopm

ent Agency, 
Successor Agency, M

ontclair Public Financing 
Authority, M

ontclair H
ousing C

orporation, and M
ontclair 

C
om

m
unity Foundation Boards.

C
ity C

lerk
V, H

P
G

C
 34090e; M

inutes of governing bodies, Perm
anent

G
C

 36814; M
aintain record of proceedings.

G
C

 40801; M
aintain record of proceedings.

State of C
alifornia G

uidelines; Perm
anent.

02-02-05
M

em
os to C

ouncil
O

ccasional m
em

os from
 departm

ents providing 
inform

ation to C
ouncil.

C
ity C

lerk
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.

C
ITY C

LER
K

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)
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02-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

C
ITY C

LER
K

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

02-02-06
Item

s Subm
itted at M

eetings
Includes m

aterials distributed to a m
ajority of the 

C
ouncil w

ithin 72 hours of a m
eeting related to agenda 

item
s that w

ere not included in the published agenda 
packet (SB 343 item

s). Also includes such item
s 

distributed to the C
ouncil by a m

em
ber of the public 

during a m
eeting. 

C
ity C

lerk
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 1094.6; 90 days to file petition, 190 days to 
respond to petition.
G

C
 §54957.5 - Late received agenda item

s availability 
for public inspection.
State of C

alifornia G
uidelines; M

aintain for the C
urrent 

Year plus 2 years.
02-02-07

O
aths of O

ffice
Signed oaths of C

ouncil M
em

bers, Planning 
C

om
m

issioners, and C
om

m
unity Activities 

C
om

m
issioners.

C
ity Em

ployee oaths m
aintained w

ith Personnel Files.

C
ity C

lerk
A

T+6
G

C
 34090; 2 year m

inim
um

 requirem
ent.

2 C
C

R
 26; 5 years for oaths of office.

State of C
alifornia G

uidelines; 6 years after term
ination 

for elected officials.

02-03-00
Legislation

02-03-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
02-03-02

O
rdinances

C
ity C

ouncil ordinances.
C

ity C
lerk

V, H
P

G
C

 34090(e); Perm
anent for decisions of the C

ity
G

C
 40806; C

ity C
lerk m

aintains book of ordinances.
State of C

alifornia G
uidelines; Perm

anent.
02-03-03

R
esolutions

R
esolutions of the C

ity C
ouncil and other bodies it 

concurrently or form
erly served/serves as.

C
ity C

lerk
V, H

P
G

C
 34090(e); Perm

anent for decisions of the C
ity

State of C
alifornia G

uidelines; Perm
anent.

02-03-04
M

unicipal C
ode

M
unicode online code and PD

F printable code. Pre-
1999 versions in paper only.

C
ity C

lerk
V, H

P
G

C
 34090(e); Perm

anent for decisions of the C
ity

State of C
alifornia G

uidelines; Perm
anent.

02-04-00
B

oard, C
om

m
ission &

 C
om

m
ittee M

em
bership

02-04-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
02-04-02

C
om

m
ission Adm

inistrative Files
Includes com

m
unications, recruitm

ent m
aterials, 

m
em

os and other adm
inistrative records. M

ay include 
C

AC
 & PC

 Panels agendas for recruitm
ent interview

 
m

eetings.

C
ity C

lerk
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.

02-04-03
C

ouncil/C
om

m
ission Applications - Successful

Applications subm
itted as part of the C

ouncil 
recruitm

ent/interview
 or C

om
m

ission appointm
ent 

process.

C
ity C

lerk
A

T+5
G

C
 34090; 2 years m

inim
um

.
G

C
 40801; M

aintain record of proceedings.
State of C

alifornia G
uidelines; 5 years after term

 of 
office.

02-04-04
C

ouncil/C
om

m
ission Applications - U

nsuccessful
Applications subm

itted as part of the C
ouncil 

recruitm
ent/interview

 or C
om

m
ission appointm

ent 
process.

C
ity C

lerk
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; m

aintain not selected 
applications for 2 years after com

pletion.
02-04-05

R
oster Listing

O
ngoing list of m

em
bers and positions over tim

e.
C

ity C
lerk

P
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.
Adm

inistrative D
ecision: M

aintain rosters perm
anently 

for historical tracking of appointm
ents.
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02-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

C
ITY C

LER
K

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

02-04-06
C

ertificates of Appointm
ent

M
aintained in files for each individual appointee.

C
ity C

lerk
A

T+5
G

C
 34090; 2 years m

inim
um

.
G

C
 40801; M

aintain record of proceedings.
State of C

alifornia G
uidelines; 5 years after term

 of 
office.

02-04-07
M

addy Act Postings
Schedules of vacancies for appointed boards and 
com

m
issions, including current appointees. Posted 

annually. M
ay be updated to accom

m
odate 

unscheduled changes.

C
ity C

lerk
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.

02-05-00
Elections M

aterials
02-05-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
02-05-02

M
unicipal Elections (G

eneral & Special)
Includes ballot m

aterial copies, correspondence w
ith 

R
egistrar of Voters and candidates,  and notices/legal 

publications.  R
egistrar of Voter m

aintains voter 
registration records. C

ity C
lerk adm

inistrative, research 
and w

orking files retained for future reference.  Election 
handbook.

C
ity C

lerk
A

C
+5

EC
 17000-1; Affidavits and indexes are 5 years.

EC
 17300; 5 years after election for election rosters.

EC
 17302(b); 6 m

onths after election, if no contest, for 
election records.
G

C
 81009; C

am
paign reports, not including candidate's 

cam
paign statem

ents.
G

C
 34090.7;  D

uplicate copies m
ay be destroyed at any 

tim
e if the C

ity C
ouncil has prescribed a procedure for 

destruction of duplicates per G
C

 34090.7. N
on-records 

m
ay be destroyed at any tim

e.
For all election docum

ents w
here the State's 

requirem
ent is perm

anent, but for w
hich the C

ounty 
m

aintains the original docum
ents.

02-05-03
C

andidate Filing Form
s and N

om
ination 

D
ocum

ents - Elected O
fficials

Subm
itted in order to qualify for candidacy; includes 

nom
ination petition, declaration of candidacy (Form

 
501), optional candidate statem

ent, candidates 
Statem

ents of Econom
ic Interest (Form

 700), signature 
and residency verification, consent form

s, ballot 
designation w

orksheet, optional C
ode of Fair C

am
paign 

Practices declaration, filing checklists, C
ertificates of 

Election / Appointm
ent, and candidate statem

ent 
receipt. M

ay include correspondence w
ith candidates 

that is not considered transitory in relation to a 
subm

itted form
.

C
ity C

lerk
A

T+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

EC
 17100; 4 years after term

 ends.
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02-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

C
ITY C

LER
K

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

02-05-04
C

andidate Filing Form
s and N

om
ination 

D
ocum

ents - U
nsuccessful C

andidates
Subm

itted in order to qualify for candidacy; includes 
nom

ination petition, declaration of candidacy (Form
 

501), optional candidate statem
ent, candidates 

Statem
ents of Econom

ic Interest (Form
 700), signature 

and residency verification, consent form
s, ballot 

designation w
orksheet, optional C

ode of Fair C
am

paign 
Practices declaration, filing checklists, C

ertificates of 
Election / Appointm

ent, and candidate statem
ent 

receipt. M
ay include correspondence w

ith candidates 
that is not considered transitory in relation to a 
subm

itted form
.

C
ity C

lerk
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.

02-05-05
C

ouncil Sponsored M
easures

Argum
ents and rebuttals for and against m

easures and 
accom

panying docum
entation, if filed; C

ounty 
paperw

ork, form
s and com

m
unications; and other 

docum
ents related to M

easures. Econom
ic 

D
evelopm

ent m
aintains educational and outreach 

m
aterials.

C
ity C

lerk
P

G
C

 34460; Indefinite. M
aintain copy of charter related 

docum
ents in archives.

EC
 17000-1; Affidavits and indexes are 5 years.

EC
 17300; 5 years after election for election rosters.

EC
 17302-6; 6 m

onths after election, if no contest, for 
election records.
G

C
 81009; C

am
paign reports, not including candidate's 

cam
paign statem

ents.
Adm

inistrative D
ecision: M

aintain council sponsored 
m

easures perm
anently for historical tracking.

02-05-06
Initiative M

easures, R
eferendum

s & R
ecalls

Includes petitions w
ith original signatures.

C
ity C

lerk
A

C
+8M

EC
 17200; 8 m

onths after election closes for initiative 
and referendum

 petitions.
EC

 17400; 8 m
onths after election/final exam

ination for 
election recall petitions.

02-05-07
C

andidate H
andbook

Inform
ation relating to running for and qualifying for C

ity 
C

ouncil and filing requirem
ents and obligations.  

R
evised and replaced each election.

C
ity C

lerk
S+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
Adm

inistrative D
ecision: M

aintain for 2 years after 
superseded for relevance to subsequent elections.

02-06-00
Fair Political Practices C

om
m

ission
02-06-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
02-06-02

Adm
inistrative Files

Annual statem
ent and cam

paign disclosure noticing and 
processing correspondence, conflict code updates, 
m

aster FPPC
 form

s and m
anuals and reference files.

R
etention N

ote: C
onflict of Interest C

ode (for Form
 700 

filers) is adopted by C
ity C

ouncil resolution every even 
num

bered year. R
esolution is retained perm

anently in 
resolution files.

C
ity C

lerk
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
Adm

inistrative R
ecord, State of C

alifornia G
uidelines.

02-06-03
C

am
paign Statem

ents – Elected (Form
 400s)

FPPC
 C

am
paign Financial D

isclosure Statem
ents for 

Elected officials and candidate controlled and/or 
com

m
ittees prim

arily form
ed to support them

.  Filing 
obligation exists until com

m
ittee is term

inated.

C
ity C

lerk
P

G
C

 81009(b); m
aintain elected indefinitely.
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02-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

C
ITY C

LER
K

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

02-06-04
C

am
paign Statem

ents – U
nsuccessful (Form

 
400s)

FPPC
 C

am
paign Financial D

isclosure Statem
ents for 

unsuccessful candidates for office including com
m

ittees 
prim

arily form
ed to directly support them

.  Filing 
obligation exists until com

m
ittee is term

inated.

C
ity C

lerk
A

C
+5

G
C

 81009(b); 5 years for unsuccessful candidates.

02-06-05
C

am
paign Statem

ents – C
om

m
ittees (Form

 400s)
FPPC

 C
am

paign Financial D
isclosure Statem

ents for 
general purpose and ballot m

easure com
m

ittees. Filing 
obligation exists until com

m
ittee is term

inated.

C
ity C

lerk
A

C
+7

G
C

 81009(e); 7 year requirem
ent for originals.

02-06-06
Statem

ent of Econom
ic Interests (Form

 700) – 
Elected O

fficials & 87200 Filers
M

ayor, C
ity C

ouncil M
em

bers, Planning 
C

om
m

issioners, C
ity M

anager/Treasurer, and C
ity 

Attorney.

C
ity C

lerk
A

C
+7

G
C

 81009(e); 7 year requirem
ent for originals.

G
C

 81009(f); 4 year requirem
ent for copies.

02-06-07
Statem

ent of Econom
ic Interests (Form

 700) – 
Em

ployees & C
om

m
issioners, C

onsultants as 
applicable

Positions designated in the C
ity’s C

onflict of Interest 
C

ode file w
ith the C

ity C
lerk.

C
ity C

lerk
A

C
+7

G
C

 81009(e); 7 year requirem
ent for originals.

G
C

 81009(f); 4 year requirem
ent for copies.

02-06-08
Form

 800s
G

ift to Agency R
eports (Form

 801) and Public O
fficial 

Appointm
ents (Form

 806) as applicable and necessary.
C

ity C
lerk

A
C

+7
G

C
 81009(e); 7 year requirem

ent for originals.
G

C
 81009(f); 4 year requirem

ent for copies.
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03-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

03-01-00
C

ity M
anagem

ent
03-01-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
Includes com

m
unications, correspondence, m

em
os, 

em
ails, drafts, transitory docum

ents and other project or 
sub ject related docum

ents.

C
ity 

M
anager

A
C

+2

H
istorical R

ecords:
C

ity 
M

anager
H

P

03-01-03
C

ity M
anager's M

onthly R
eport

Provided to staff and C
ouncilm

em
bers, and posted on 

the C
ity w

ebsite.
C

ity 
M

anager
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years for m
anagem

ent 
reports.

03-01-04
R

eports of Federal Legislative Advocate
R

eports received from
 the C

ity’s advocate. M
ay be 

related to grants, funding and econom
ic issues.

C
ity 

M
anager

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.

03-02-00
G

eneral Inform
ation Technologies

03-02-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
03-02-02

H
elp D

esk System
Support database that tracks requests for service and 
support, hardw

are and softw
are inventory, licensing and 

m
aintenance agreem

ents, and other IT task tracking. 
C

urrently using Lansw
eeper.

IT
A

C
T

Transitory R
ecord: M

aintain w
hile active or until data is 

transferred to a new
 tracking system

.

03-02-03
H

elp D
esk C

orrespondence
C

orrespondence betw
een staff and IT regarding 

hardw
are and softw

are issues.
IT

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
Adm

inistrative R
ecord, State of C

alifornia G
uidelines.

03-02-04
Technical N

etw
ork D

iagram
s

D
ocum

ents related to netw
ork configuration. PD

F 
m

aintained on the Z drive.
IT

C
C

Y+4
C

C
P 343; Statute of lim

itations of 4 years.
State of C

alifornia G
uidelines; C

urrent year plus 4 years 
for netw

ork configuration and diagram
s.

03-02-05
Surveillance R

ecordings - Adm
inistrative Facilities

IT
14D

 
rotating

G
C

 34090.6; 100 days. * If a claim
 is filed or pending 

litigation, retain w
ith the case file.

State of C
alifornia G

uidelines; 180 days for audio, 
telephone and radio com

m
unication tapes, w

ith 
exceptions of recordings pertaining to G

C
 34090.6

Adm
inistrative D

ecision: M
aintain routine surveillance 

recordings for a rotating 14 days due to system
 

lim
itations. N

o approvals required for disposition since it 
is autom

atically deleted.
03-02-06

M
eeting R

ecordings
Includes audio and/or video recordings of m

eetings of 
C

ity C
ouncil, Planning C

om
m

ission and other boards, 
com

m
issions, and com

m
ittees.

IT
A

P+30D
/ P*

G
C

 54953.5; 30 days after recording.
Adm

inistrative D
ecision: 30 days after "sum

m
ary" 

m
inutes of recorded m

eeting are approved by the body. 
*M

aintain m
eeting recordings perm

anently to support 
"action" m

inutes. C
reation of action m

inutes approved 
N

ovem
ber 21, 2022.

03-03-00
IT Projects &

 Licensing R
ecords

C
ITY M

A
N

A
G

EM
EN

T

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

G
C

 34090; 2 year m
inim

um
 requirem

ent.
Adm

inistrative R
ecord, State of C

alifornia G
uidelines.

Adm
inistrative D

ecision: M
aintain project files for 2 

years after com
pletion of the project. R

eview
 for 

potential historical inform
ation and keep perm

anently.

C
ity M

anager Project Files
03-01-02
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03-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

C
ITY M

A
N

A
G

EM
EN

T

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

03-03-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
03-03-02

Licenses & Support
Includes softw

are EU
LA licenses, and m

aintenance and 
support agreem

ents.
IT

A
C

+4
C

C
P 337(2) & (3); Statutes of lim

itations of 4 years.
C

C
P 343; Statutes of lim

itations of 4 years.
48 C

FR
 4.703; 3 years after final paym

ent.
48 C

FR
 4.705-1; 4 years after com

pletion for 
accounting, payroll, purchasing records, et. al.

03-03-03
IT Initiated Projects

Projects directly associated w
ith IT and infrastructure 

m
anagem

ent. C
om

puter, softw
are and netw

ork updates 
and upgrades.

IT
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for m
aintenance and operations.

03-03-04
D

epartm
ent Initiated Projects

Building related projects involving IT in part.
IT

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for m

aintenance and operations.

03-04-00
B

ackup and R
ecovery Plans

03-04-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
03-04-02

C
loud Backup System

Autom
atic increm

ental backup occurring hourly.
IT

1W
 rotating

G
C

 34090.7; D
uplicate records m

ay be destroyed w
ithin 

the 2 year m
inim

um
 period.

State of C
alifornia G

uidelines; C
urrent m

onth plus 2 
m

onths for daily backups.
Adm

inistrative D
ecision: M

aintain a 1 w
eek rotating set 

of daily backups to allow
 for recovery. Inform

ation is 
duplicated on the file servers.

03-04-03
O

nsite Backup System
Stored on an internal server. D

aily backup overw
rites 

after 7 days. Also includes backups of certain 
supervisor, m

anager and director local drives.

IT
1W

 rotating
G

C
 34090.7; D

uplicate records m
ay be destroyed w

ithin 
the 2 year m

inim
um

 period.
State of C

alifornia G
uidelines; C

urrent m
onth plus 2 

m
onths for daily backups.

Adm
inistrative D

ecision: M
aintain a 1 w

eek rotating set 
of daily backups to allow

 for recovery. Inform
ation is 

duplicated on the file servers.
03-04-04

Archive Social
Backup of changes to social m

edia sites.
IT

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
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04-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

04-01-00
G

eneral Legal
04-01-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
04-01-02

Public R
ecords R

equests
C

ity-w
ide

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years after com
pletion.

04-02-00
C

ity A
ttorney

04-02-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
04-02-02

C
losed Session

C
losed Session m

aterials and notes.
Attorney

P
G

C
 34090e; M

inutes of governing bodies, Perm
anent.

G
C

 36814; M
aintain record of proceedings.

G
C

 40801; M
aintain record of proceedings.

04-02-03
Legal O

pinions
O

fficial opinions issued by C
ity Attorney at the request 

of the C
ity M

anager or C
ity C

ouncil.
Attorney

C
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years after superseded.

Adm
inistrative D

ecision: M
aintain legal opinions for 2 

years after the m
atter is closed. The State's guideline is 

inconsistent w
ith the type of docum

ents.

04-02-04
D

epartm
ent Advice & Assistance

Advice and inform
al opinions issued to departm

ents 
upon request.

Attorney
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years after superseded.

Adm
inistrative D

ecision: M
aintain departm

ent 
assistance projects for 2 years after the m

atter is 
closed. The State's guideline is inconsistent w

ith the 
type of docum

ents.

D
uplicate of originals on file w

ith the C
ounty.

Attorney
G

eneral cases:
Attorney

A
C

+7
H

igh profile cases:
Attorney

P
04-02-06

C
ity Attorney C

orrespondence
Attorney / C

lient privileged com
m

unications
Attorney

C
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
Adm

inistrative D
ecision: M

aintain correspondence for 2 
years after the m

atter is closed.

LEG
A

L &
 PR

O
PER

TY

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 7 years after closure for 

case records; m
aintain high profile cases perm

anently.

Litigation
04-02-05
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04-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

LEG
A

L &
 PR

O
PER

TY

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

04-03-00
A

greem
ents / C

ontracts / M
O

U
s 

04-03-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
04-03-02

Service, Equipm
ent & Supply Agreem

ents
Vendors, product acquisitions, professional service 
agreem

ents, services, individual em
ploym

ent, 
professional services and consultants, purchase, 
leases, licenses and all other general C

ity agreem
ents.

Agreem
ents and contracts over the $15,000 approval 

lim
it and/or approved by C

ouncil m
aintained by the C

ity 
C

lerk.

C
ity-w

ide
V

A
C

+4
C

C
P 337(2) & (3); Statutes of lim

itations of 4 years.
C

C
P 337.2; Statutes of lim

itations of 4 years.
48 C

FR
 4.703; 3 years after final paym

ent.
48 C

FR
 4.705-1; 4 years after com

pletion for 
accounting, payroll, purchasing records, et. al.

04-03-03
Infrastructure, M

utual Aid & Labor Agreem
ents

C
apital im

provem
ent, developm

ent, subdivision, 
franchise, joint pow

ers, m
utual aid, labor unit M

O
U

 and 
other infrastructure related agreem

ents.

C
ity-w

ide
V

P
G

C
 34090(a), R

eal property records, m
aintain.

C
C

P337, 337.1(a), 337.15; Statutes of lim
itations of 10 

years m
axim

um
.

C
C

P 337(2) & (3); Statutes of lim
itations of 4 years.

48 C
FR

 4.703; 3 years after final paym
ent.

48 C
FR

 4.705-1; 4 years after com
pletion for 

accounting, payroll, purchasing records, et. al.
H

&S 19850; Life of Building, w
ith exceptions.

29 U
SC

 211c; M
aintain, indefinite.

29 U
SC

 203m
; D

efinitions.
29 U

SC
 207g; D

efinitions.
State of C

alifornia G
uidelines; Perm

anent.
04-03-04

G
rant Agreem

ents
C

ontract docum
ents related to the receipt of a grant

C
ity-w

ide
V

A
FP+5*

29 C
FR

 97.36(i)(11); 3 years after final paym
ent.

29 C
FR

 97.42(b); 3 years after final paym
ent.

2 C
FR

 200.334; 3 years after final expenditure report for 
federal grants.
24 C

FR
 570.502(a)(7)(i)(a); D

eeds/C
D

BG
 activities, 4 

years after closure of loan.
State of C

alifornia G
uidelines; 5 years after grant 

closure. *State recom
m

ends referring to grant 
application close-out procedures, if any.

04-03-05
Settlem

ent Agreem
ents

Attorney
V

A
C

+5
C

C
P 343; Statutes of lim

itations, general 4 years.
State of C

alifornia G
uidelines; 5 years after term

ination 
for non-capital im

provem
ent agreem

ents and contracts.
Adm

inistrative D
ecision: M

aintain general settlem
ent 

agreem
ents for 5 years after closure/com

pletion to 
coincide w

ith other general city agreem
ents.

04-03-06
Irrevocable Annexation Agreem

ents
C

ontracts w
ith property ow

ners to annex into the C
ity at 

the earliest opportunity in exchange to be connected to 
the C

ity's sew
er system

. M
ust be approved by LAFC

O
 

and are then recorded against the property and becom
e 

binding to all future ow
ners and assigns.

C
D

V
P

G
C

 34090(a), R
eal property records, m

aintain.
H

&S 19850; Life of Building, w
ith exceptions.

29 U
SC

 211c; M
aintain, indefinite.

State of C
alifornia G

uidelines; Perm
anent.
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04-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

LEG
A

L &
 PR

O
PER

TY

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

04-04-00
Property R

elated R
ecords

04-04-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
04-04-02

Assessm
ent D

istricts
C

om
m

unications related to the creation and 
m

anagem
ent of C

om
m

unity Facilities D
istricts and other 

types of assessm
ent districts.

ED
P

G
C

 34090(a); Perm
anent for land and property records.

C
C

P 338; 3 year statute of lim
itations.

State of C
alifornia G

uidelines; Perm
anent.

04-04-03
Assessm

ent D
istrict Ballots & Protest Letters

Prop. 218 proceedings and election m
aterials.

ED
A

C
+2

G
C

 53753; 2 years after com
pletion for ballots.

G
C

 53755; 2 years after com
pletion for protests.

04-04-04
Easem

ents, D
eeds, Q

uitclaim
 D

eeds & G
rant 

D
eeds

C
D

 / ED
 / 

PW
V

P
G

C
 34090(a); Perm

anent for land and property related 
docum

ents.
24 C

FR
 1710; Perm

anent.
04-04-05

R
ight of W

ay
PW

V
P

G
C

 34090(a); Perm
anent for land and property related 

docum
ents.

24 C
FR

 1710; Perm
anent.

04-04-06
Vacations/Abandonm

ents
PW

V
P

G
C

 34090(a); Perm
anent for land and property records.

State of C
alifornia G

uidelines; Perm
anent.

04-04-07
Annexations

C
D

 / ED
V

P
G

C
 34090(a); Perm

anent for land and property records.
State of C

alifornia G
uidelines; Perm

anent.
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05-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

05-01-00
G

eneral A
ccounting G

roup
05-01-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-01-02

Springbrook Financial D
atabase

Started in 2008. 
Finance

A
C

T
Transitory R

ecord: M
aintain w

hile active or until data is 
transferred to a new

 tracking system
.

05-01-03
Journal Entries

Includes year end journal entries, such as accruals.
Finance

A
A

+2
G

C
 34090; 2 years m

inim
um

.
State of C

alifornia G
uidelines; 2 years after audit

05-02-00
A

ccounts Payable 
05-02-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-02-02

W
arrants

Includes invoices, check stubs and backup inform
ation.

Finance
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 4 years after audit.

05-02-03
C

redit C
ard Statem

ents
C

urrently in paper form
at. 

Finance
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 337; 4 year statute of lim

itations.
State of C

alifornia G
uidelines; 4 years after audit.

05-02-04
Trip Form

s
R

eim
bursem

ents for staff travel.
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 4 years after audit.

05-02-05
Purchase O

rders
M

aintained electronically as a process in Springbrook. 
Approvals are com

pleted in the softw
are.

Finance
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 337; Statute of lim

itations.
State of C

alifornia G
uidelines; 4 years after audit.

05-02-06
Annual Tax Paym

ents
Includes paym

ents on sales and other taxes due.
Finance

A
A

+5
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 U
SC

 436; 5 years.
26 C

FR
 31.6001; 4 years after tax return is filed.

R
&T 19530; 3 years after tax return is filed.

29 C
FR

 516.2-6; M
aintain at least 3 years.

State of C
alifornia G

uidelines; 4 years after audit.
05-02-07

W
-9 / 1099 R

eporting
Finance

A
A

+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

26 C
FR

 31.6001; 4 years after tax return is filed.
R

&T 19530; 3 years after tax return is filed.
29 C

FR
 516.5; M

aintain at least 3 years.
State of C

alifornia G
uidelines; 4 years after audit.

05-03-00
A

ccounts R
eceivable 

05-03-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-03-02

M
iscellaneous R

eceivables
Includes receivables from

 false alarm
s, adm

inistrative 
citations, property dam

age, special police assignm
ents, 

disturbance of the peace and other m
iscellaneous 

receivables.

Finance
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 337; Statute of lim

itations, 4 years for action.
State of C

alifornia G
uidelines; 4 years after audit.

FIN
A

N
C

E

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)
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C
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ontclair 
R
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05-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

FIN
A

N
C

E

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

05-03-03
C

ash R
eceipts

Includes cash, credit card and other m
iscellaneous 

revenue. For utility users, TO
T, special revenues from

 
m

easures and propositions, AQ
M

D
 and other cash 

receipts.

Finance
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 337; Statute of lim

itations, 4 years for action.
State of C

alifornia G
uidelines; 4 years after audit.

05-03-04
Bank D

eposits
Finance

A
A

+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 337; Statute of lim
itations, 4 years for action.

State of C
alifornia G

uidelines; 4 years after audit.
05-03-05

C
ollections / N

SF
Includes returned checks, adm

inistrative citations and 
other collection activities.

Finance
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 337; Statute of lim

itations, 4 years for action.
State of C

alifornia G
uidelines; 4 years after audit.

05-03-06
D

eposits / Trust Accounts
Includes developer deposits for perm

its, legal services 
and other trust accounts m

aintained by the C
ity. 

R
etention starts after closure of account.

Finance
A

C
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 337; Statute of lim

itations, 4 years for action.
State of C

alifornia G
uidelines; 4 years after audit.

Adm
inistrative D

ecision: M
aintain trust accounts for 4 

years after the account is closed. R
etention starts after 

the account is closed.

05-04-00
A

uditing
05-04-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-04-02

Annual Audited Financial Statem
ent

Includes sales, utility users, TO
T and all other 

revenues.
Finance

P
G

C
 34090; 2 years m

inim
um

.
State of C

alifornia G
uidelines; 7 years after audit.

Adm
inistrative D

ecision: M
aintain annual financial 

statem
ents perm

anently.
05-04-03

Single Audit
For federal grants totaling over $750,000 for the year.

Finance
P

G
C

 34090; 2 years m
inim

um
.

State of C
alifornia G

uidelines; Perm
anent.

05-04-04
Annual Individual Audits

Includes M
easure I, gas tax (street report), and other 

individual audits. 
Finance

P
G

C
 34090; 2 years m

inim
um

.
State of C

alifornia G
uidelines; Perm

anent.
05-04-05

Year-End W
ork Papers

Electronically m
aintained on the Z drive.

Finance
A

A
+2

G
C

 34090; 2 years m
inim

um
.

State of C
alifornia G

uidelines; 2 years after audit.

05-05-00
B

anking &
 Investing 

05-05-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-05-02

Bank Statem
ents & R

econciliations
Also includes account analysis statem

ents and 
cancelled or voided checks.

Finance
A

A
+5

G
C

 34090; 2 years m
inim

um
.

26 C
FR

 31.6001-1(e)(2); 4 years.
State of C

alifornia G
uidelines; 5 years after audit.

05-05-03
Investm

ents
Broker notices, transaction confirm

ations.
Finance

P
G

C
34090; 2 year m

inim
um

 requirem
ent.

C
C

P 337; Statutes of lim
itations, 4 years for action.

State of C
alifornia G

uidelines; Perm
anent.

05-05-04
M

onthly Treasurer's R
eport to C

ouncil
M

anagem
ent report included in the agenda packet.

Finance
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years for m
anagem

ent 
reports.
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C
ity of M

ontclair 
R

ecords R
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FIR
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 Index
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05-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

FIN
A

N
C

E

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

05-06-00
B

udgeting
05-06-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-06-02

Annual Budget
Includes general C

ity budget and M
H

C
. W

orkpapers 
and prelim

inary budgets leading up to the approved 
budget are transitory and m

ay be destroyed after 
budget approval.

Finance
H

, V
P

G
C

 34090; 2 years m
inim

um
.

State of C
alifornia G

uidelines; 7 years after audit.
Adm

inistrative D
ecision: M

aintain annual budgets 
perm

anently for reference and historic value.
05-06-03

Budget Adjustm
ents & Journal Entries

Also includes m
id-year budget adjustm

ents.
Finance

A
A

+2
G

C
 34090; 2 years m

inim
um

.
State of C

alifornia G
uidelines; 2 years after audit.

05-07-00
B

usiness Licensing
05-07-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-07-02

C
ity Business Licenses

Includes applications and initial setup docum
ents are 

scanned and attached to business license accounts in 
Springbrook. R

enew
al form

s are attached to cash 
receipts. 

Finance
A

T+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 337; Statute of lim
itations.

State of C
alifornia G

uidelines; 4 years after term
ination.

05-07-03
Perm

its
Includes film

, dance, alarm
 and other tem

porary 
perm

its.
Finance

A
C

+2
G

C
 34090; 2 years m

inim
um

.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for Tem

porary U
se Perm

its.

05-08-00
D

ebt Financing 
05-08-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-08-02

C
ity Bonds

Final bond docum
entation and agreem

ent. 
Finance

P
G

C
 34090; 2 years m

inim
um

.
G

C
 43900-43903; D

estruction guidelines for bonds.
C

C
P 337.5; Statutes of lim

itations.
FC

 30210; M
aintain.

State of C
alifornia G

uidelines; Perm
anent for bond 

issues and agreem
ents.

05-08-03
Bond Statem

ents & R
eports

Includes official trustee statem
ents, assessm

ents, 
arbitrage, annual statem

ents, bond disclosure, bond pay -
offs, bond convenance and cash/surety bonds.

Finance
A

FP+10
G

C
 34090; 2 years m

inim
um

.
G

C
 43900-43903; D

estruction guidelines for bonds.
C

C
P 337.5; Statutes of lim

itations.
FC

 30210; M
aintain.

State of C
alifornia G

uidelines; 10 years after 
closure/expiration.

05-09-00
Financial R

eporting
05-09-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
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C
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R
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05-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

FIN
A

N
C

E

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

05-09-02
State C

ontrollers R
eports 

State C
ontroller m

aintains reports for 5 years.
Finance

C
Y+5

G
C

 34090; 2 years m
inim

um
.

State of C
alifornia G

uidelines; Perm
anent.

Adm
inistrative D

ecision: M
aintain subm

itted reports for 
the current year plus 5 to follow

 the State's retention 
period for subm

itted reports.
05-09-03

Sales & U
npaid Tax R

eports
R

eported to the C
alifornia D

ept of Tax & Financial …
 

(C
D

TFA) electronically in PD
F for reference. Includes 

sales, use and property tax analysis reporting and 
unpaid taxes on purchases outside of state.

Finance
A

A
+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 U

SC
 436; 5 years.

26 C
FR

 31.6001; 4 years after tax return is filed.
R

&T 19530; 3 years after tax return is filed.
29 C

FR
 516.5; M

aintain at least 3 years.
State of C

alifornia G
uidelines; 4 years after audit.

05-09-04
Street R

eports
R

epresentative from
 the State helps the C

ity prepare 
the report.

Finance
A

A
+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 U

SC
 436; 5 years.

26 C
FR

 31.6001; 4 years after tax return is filed.
R

&T 19530; 3 years after tax return is filed.
29 C

FR
 516.5; M

aintain at least 3 years.
State of C

alifornia G
uidelines; 4 years after audit.

05-09-05
Q

uarterly D
iesel & SM

IP R
eports

R
eports sent to the State. Q

uarterly D
iesel R

eport are to 
report diesel fuel purchased and used by the C

ity and 
pay fuel taxes. SM

IP R
eports are the Strong M

otion 
Instrum

entation and Seism
ic H

azard M
apping Fees 

collected through the Building D
epartm

ent.

Finance
A

A
+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 U

SC
 436; 5 years.

26 C
FR

 31.6001; 4 years after tax return is filed.
R

&T 19530; 3 years after tax return is filed.
29 C

FR
 516.5; M

aintain at least 3 years.
State of C

alifornia G
uidelines; 4 years after audit.

05-10-00
Fixed A

ssets 
05-10-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-10-02

Fixed Asset List
Includes the depreciation schedule spreadsheet. For 
general fixed assets, land, property, infrastructure 
(construction in progress, C

IP) and buildings.

Finance
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 4 years after audit for 

fixed asset inventories, no specific retention for 
depreciation schedules.

05-10-03
Equipm

ent R
eplacem

ent List
For equipm

ent replaced or sold.
Finance

C
Y+2

G
C

 34090; 2 years m
inim

um
.

05-11-00
G

rants
05-11-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
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C
ity of M
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R

ecords R
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Page 18

05-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

FIN
A

N
C

E

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

05-11-02
G

rant Applications & Agreem
ents

Paym
ents and spending reports for federal, state, 

county and school district grants. O
ther docum

ents 
m

aintained w
ith the grant adm

inistrator files.

Finance
A

C
+5*

29 C
FR

 97.36(i)(11); 3 years after final paym
ent

29 C
FR

 97.42(b); 3 years after final paym
ent

2 C
FR

 200.334; 3 years after final expenditure report for 
federal grants
24 C

FR
 570.502(a)(7)(i)(a); D

eeds/C
D

BG
 activities, 4 

years after closure of loan
State of C

alifornia G
uidelines; 5 years after grant 

closure. *State recom
m

ends referring to grant 
application close-out procedures, if any.

05-11-03
C

D
BG

 G
rant Applications & Agreem

ents
Paym

ents and spending reports. O
ther docum

ents 
m

aintained w
ith the grant adm

inistrator files.
Finance

A
C

+4*
29 C

FR
 97.36(i)(11); 3 years after final paym

ent.
29 C

FR
 97.42(b); 3 years after final paym

ent.
2 C

FR
 200.334; 3 years after final expenditure report for 

federal grants.
24 C

FR
 570.502(a)(7)(i)(a); D

eeds/C
D

BG
 activities, 4 

years after closure of loan.
State of C

alifornia G
uidelines; 5 years after grant 

closure. *State recom
m

ends referring to grant 
application close-out procedures, if any.
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C
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R

ecords R
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Page 19

05-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

FIN
A

N
C

E

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

05-12-00
Payroll 

05-12-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-12-02

Tim
e Sheet Proof Lists

Tim
e sheets m

aintained by som
e departm

ents in paper 
form

at and signed by the em
ployee. Inform

ation entered 
by departm

ents into Springbrook and proof list printed to 
PD

F and stored on the Z drive.

Finance
A

A
+6

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 C

FR
 516.2; M

aintain.
29 C

FR
 516.6; 2 years.

R
&T 19530; 3 years after tax return due.

R
&T 19704; 6 year statute of lim

itations.
LC

 1174; 2 years after pay period.
26 C

FR
 31.6001-1; 4 years after tax return due.

29 U
SC

 255(a); 2 to 3 years statute of lim
itations for 

m
inim

um
 w

ages.
State of C

alifornia G
uidelines; 6 years after audit.

05-12-03
Em

ployee Payroll Files
A

S+6
G

C
 34090; 2 year m

inim
um

 requirem
ent.

LC
 1174; 3 years for payroll records.

LC
 1197.5(d); 2 years for payroll records.

22 C
C

R
 1085.2(c); 4 years for unem

ploym
ent 

contributions.
29 C

FR
 516.2(a)(10); M

aintain.
29 C

FR
 516.6; 2 years.

LC
 1174; 2 years after pay period.

29 U
SC

 255(a); 2 to 3 years statute of lim
itations for 

m
inim

um
 and unpaid w

ages.
29 U

SC
 1027, 1113, 1451 (ER

ISA) (6 years); Benefit 
plans for em

ployees.
State of C

alifornia G
uidelines; 4 years after term

ination.

05-12-04
Payroll R

egisters
Includes payroll adjustm

ents and the registers. 
C

urrently printed to PD
F.

Finance
C

P
G

C
 34090; 2 years m

inim
um

.
G

C
 12946; 4 years after term

ination.
29 C

FR
 516.2-6; 4 years after tax return filing.

29 C
FR

 1627; 3 years.
State of C

alifornia G
uidelines; Perm

anent.
05-12-05

PER
S R

etirem
ent R

eports
Includes m

em
ber and em

ployer contribution reports.
Finance

P
G

C
 34090; 2 year m

inim
um

 requirem
ent.

G
C

 12946; 4 years after subm
ission or creation.

29 C
FR

 1627.3(b)(2) EEO
C

/AD
EA requires 1 year after 

benefit plan term
ination.

State of C
alifornia G

uidelines; Perm
anent for PER

S 
w

orking docum
ents, 4 years after term

ination for 
em

ployee deduction reports.
05-12-06

Q
uarterly Payroll R

eturns
Includes Form

 941, D
E9 and other quarterly returns. 

Finance
A

A
+6

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 U

SC
 436; 5 years.

26 C
FR

 31.6001; 4 years after tax return is filed.
R

&T 19530; 3 years after tax return is filed.
R

&T 19704; 6 year statute of lim
itations.

29 C
FR

 516.2-6; M
aintain at least 3 years.

State of C
alifornia G

uidelines; 4 years after audit.
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C
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R
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05-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

FIN
A

N
C

E

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

05-12-07
W

-4 / D
E-4 Form

s
Finance

A
A

+6
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 U
SC

 436; 5 years.
26 C

FR
 31.6001; 4 years after tax return is filed.

R
&T 19530; 3 years after tax return is filed.

R
&T 19704; 6 year statute of lim

itations.
29 C

FR
 516.2-6; M

aintain at least 3 years.
State of C

alifornia G
uidelines; 4 years after audit.

05-12-08
W

-2s / W
-2 R

eporting
Finance

C
A

A
+6

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 U

SC
 436; 5 years.

26 C
FR

 31.6001; 4 years after tax return is filed.
R

&T 19530; 3 years after tax return is filed.
R

&T 19704; 6 year statute of lim
itations.

29 C
FR

 516.2-6; M
aintain at least 3 years.

State of C
alifornia G

uidelines; 4 years after audit.
05-12-09

D
eferred C

om
pensation

R
ecords of distributions paid by em

ployee and the C
ity.

P
29 C

FR
 1627.3 - 4; 3 years after term

ination.
29 C

FR
 1602.30 - 32; 2 - 3 years after term

ination.
29 C

FR
 1650.202; 10 years from

 date of action for tax 
paym

ents.
29 C

FR
 516.5 - 6; 3 years after action.

29 U
SC

 1113; 6 years after date of last action.
G

C
 12946; 4 years after term

ination or action.
State of C

alifornia G
uidelines; Term

ination plus 5 years.
Adm

inistrative D
ecision: M

aintain deferred 
com

pensation reports perm
anently since all em

ployees 
are listed in the report.

05-12-10
G

arnishm
ents / W

ithholding O
rders

Includes active garnishm
ents, child support, IR

S liens, 
FTB liens, vehicle registration liens, etc. Letter closing 
the garnishm

ent or w
ithholding are kept in the em

ployee 
payroll file.

Finance
C

A
A

+6
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 U
SC

 436; 5 years.
26 C

FR
 31.6001; 4 years after tax return is filed.

R
&T 19530; 3 years after tax return is filed.

R
&T 19704; 6 year statute of lim

itations.
29 C

FR
 516.2-6; M

aintain at least 3 years.
State of C

alifornia G
uidelines; 4 years after audit.

05-12-11
Actuarial R

eports
Supplied by PER

S for rate changes. Includes pension 
PER

S and O
PEB actuarial reports. M

aintained in PD
F.

Finance
C

Y+5
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uideline: 5 years after com
pleted.

05-13-00
Successor A

gency
05-13-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-13-02

R
O

PS
Includes reports to the State C

ontroller along w
ith the 

R
O

PS.
Finance

P
G

C
 34090; 2 years m

inim
um

.
G

C
 53901; Budgets copy m

ust be filed w
ith the C

ounty.
State of C

alifornia G
uidelines; Perm

anent.
Perm

anent refers to one final copy of the approved 
budget. 
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R
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Page 21

05-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

FIN
A

N
C

E

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

05-13-03
Long R

ange Property M
anagem

ent Plan
Fiscal Year budget-to-actual report sent to the county, 
w

ho then sends it to the State C
ontroller's O

ffice. 
R

equired reporting.

Finance
P

G
C

 34090; 2 years m
inim

um
.

State of C
alifornia G

uidelines; Perm
anent.

05-13-04
R

PTTF Paym
ent

R
ecords of all properties ow

ned by the R
D

A being sold 
off from

 the C
ity.

Finance
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 337; Statute of lim

itations, 4 years for action.
State of C

alifornia G
uidelines; 4 years after audit.

05-13-05
Successor Agency / R

D
A Bonds

Paym
ents received from

 R
O

PS to pay off obligations.
Finance

P
G

C
 34090; 2 years m

inim
um

.
G

C
 43900-43903; D

estruction guidelines for bonds.
C

C
P 337.5; Statutes of lim

itations.
FC

 30210; M
aintain.

State of C
alifornia G

uidelines; Perm
anent for bond 

issues.
05-13-06

Bond Statem
ents & R

eports
Final bond docum

entation. Includes official statem
ents, 

arbitrage, annual statem
ents, bond disclosure, bond pay -

offs, bond convenance and cash/surety bonds.

Finance
A

C
+10

G
C

 34090; 2 years m
inim

um
.

G
C

 43900-43903; D
estruction guidelines for bonds.

C
C

P 337.5; Statutes of lim
itations.

FC
 30210; M

aintain.
State of C

alifornia G
uidelines; 10 years after 

closure/expiration.

05-14-00
U

tilities
05-14-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ityw

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
05-14-02

Sew
er & Trash R

ate Planning
Includes Prop 218 rate assessm

ent planning and 
associated protest letters.

Finance
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
G

C
 53753; 2 years after com

pletion for ballots.
G

C
 53755; 2 years after com

pletion for protests.
State of C

alifornia G
uidelines; 2 years after com

pletion 
for general studies and surveys.

05-14-03
U

tility Billing
For sew

er and trash. Includes paym
ents and stubs.

Finance
A

A
+4

G
C

 34090; 2 years m
inim

um
.

State of C
alifornia G

uidelines; 4 years after audit.
05-14-04

M
eter R

eadings
R

eceived from
 M

onte Vista W
ater D

istrict.
A

C
+2

G
C

 34090; 2 years m
inim

um
.

State of C
alifornia G

uidelines; 2 years after com
pletion 

for utility connections.
05-14-05

Liens / Assessm
ents

Also includes proof of m
ailing or service inform

ing 
custom

er of potential lien. If lien is not paid, the C
ity 

assess property taxes. Liens are processed 6 tim
es per 

year. Assessm
ents processed annually.

If the custom
er pays the proposed lien before the stated 

due date the lien is not placed on the property and a lien 
docum

ent is not created.

Finance
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

losure of the lien plus 2 
years.

05-14-06
C

ustom
er Accounts

Includes connects and disconnects for sew
er and trash. 

Scanned to Springbrook and also kept in PD
F on the Z 

drive.

Finance
A

T+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 337; 4 year statute of lim
itations.

State of C
alifornia G

uidelines; 4 years after audit.
Adm

inistrative D
ecision: Keep custom

er m
aintenance 

files for 4 years after custom
er account is closed to 

satisfy retention for invoices paid by the custom
er.
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06-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

06-01-00
C

alPER
S

06-01-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
06-01-02

Plan C
ontracts & Plan Am

endm
ents

Supplied by C
alPER

S for rate changes. Accessible 
electronically on the m

yC
alPER

S w
ebsite.

Personnel
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
G

C
 12946; 4 years after subm

ission or creation.
29 C

FR
 1627.3(b)(2) EEO

C
/AD

EA requires 1 year after 
benefit plan term

ination.
State of C

alifornia G
uidelines; Perm

anent for C
alPER

S 
docum

ents.
06-01-03

R
ate C

hanges
Supplied by PER

S for rate changes. Accessible 
electronically on the m

yC
alPER

S w
ebsite.

Personnel
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
G

C
 12946; 4 years after subm

ission or creation.
29 C

FR
 1627.3(b)(2) EEO

C
/AD

EA requires 1 year after 
benefit plan term

ination.
State of C

alifornia G
uidelines; Perm

anent for C
alPER

S 
docum

ents.
06-01-04

C
om

m
unications

C
om

m
unications regarding individuals and potential 

issues w
ith retirem

ent.
Personnel

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Adm

inistrative R
ecord.

06-01-05
C

alPER
S Enrollm

ent Form
s

Em
ployees being enrolled into C

alPER
S.

Personnel
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
G

C
 12946; 4 years after subm

ission or creation.
29 C

FR
 1627.3(b)(2) EEO

C
/AD

EA requires 1 year after 
benefit plan term

ination.
State of C

alifornia G
uidelines; Perm

anent for C
alPER

S 
docum

ents.
06-01-06

Industrial D
isability R

etirem
ents

C
alPER

S ID
R

 form
 from

 applicant including supporting 
docum

entation, and Letter of D
eterm

ination from
 C

ity 
M

anager.

Personnel
P

G
C

 12946; 4 years after subm
ission or creation.

8 C
C

R
 15400; M

aintain reports.
8 C

C
R

 15400.2; 5 years.
8 C

C
R

 10102; 5 years.
LC

 129(a); 5 years for auditing.
State of C

alifornia G
uidelines; Perm

anent for w
orkers 

com
pensation w

orking files (claim
 files, reports, 

incidents). O
riginals filed w

ith third party adm
inistrator. 

Perm
anent for C

alPER
S docum

ents.

06-02-00
Em

ployee Files
06-02-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
06-02-02

Personnel Files
FT, PT, tem

porary, council and com
m

issioners. 
Includes Personnel Action Form

s, applications, training 
certificates, educational incentive program

s & tuition 
reim

bursem
ent, perform

ance evaluations, disciplinary 
actions, em

ploym
ent contracts / agreem

ents (not 
including union negotiations and resulting 
contracts/agreem

ents), FM
LA/C

FR
A/PD

L letters and 
m

iscellaneous com
m

unications.

Personnel
C

, V
A

S+6
29 C

FR
 1627.3 - 4; 3 years after term

ination.
29 C

FR
 1602.30 - 32; 2 - 3 years after term

ination.
29 C

FR
 516.5 - 6; 3 years after action.

29 U
SC

 1113; 6 years after date of last action.
2 C

C
R

 26; 5 years for various em
ploym

ent records.
G

C
 12946; 4 years after term

ination or action.
State of C

alifornia G
uidelines; 3 years after term

ination.

PER
SO

N
N

EL

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)
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06-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

PER
SO

N
N

EL

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

06-02-03
Em

ployee M
edical Files

FM
LA, exposure, doctor's notes, fingerprints, pre-

em
ploym

ent physicals and other m
edical inform

ation.
Personnel

C
, V

A
S+30

8 C
C

R
 15400; M

aintain reports.
LC

 90 - 139.6; 5 years for auditing.
LC

 6410; O
SH

A, m
aintain.

29 C
FR

 1627.3(b)(1); 1 year from
 action.

29 C
FR

 1910.1020; 30 years after em
ployee 

term
ination.

State of C
alifornia G

uidelines; 30 after 
com

pletion/closure.
06-02-04

I-9 Form
s

Personnel
T+4

G
C

 12946; 4 years after com
pletion/position filled.

G
C

 7920.000; Public R
ecords Act, release of 

confidential inform
ation.

29 C
FR

 1602.14; 1 year after position filled.
29 C

FR
 1607; M

aintain.
29 C

FR
 1627.3(b)(1); 1 year from

 action.
29 U

SC
 211c; M

aintain, no retention period stated.
U

SC
IS Form

 I-9; M
aintain for 3 years after com

pletion 
or 1 year after em

ploym
ent is term

inated, w
hichever is 

longer.
Includes D

O
J fingerprinting and other background 

checks for hired candidates.
Personnel

H
ired non-safety em

ployees:
Personnel

A
S+5

H
ired safety em

ployees:
Personnel

P
06-02-06

Personnel C
ards

Em
ployee history (position titles, hire dates, prom

otions, 
term

inations, etc.) m
aintained on index cards for 

em
ployees prior to 2008, cards kept in vault. O

lder 
position data/history (prior to 2008) not entered into 
Springbrook. 

Personnel
100Y

29 C
FR

 1627.3 - 4; 3 years after term
ination.

29 C
FR

 1602.30 - 32; 2 - 3 years after term
ination.

29 C
FR

 516.5 - 6; 3 years after action.
29 U

SC
 1113; 6 years after date of last action.

G
C

 12946; 4 years after term
ination or action.

State of C
alifornia G

uidelines; 3 years after term
ination.

Adm
inistrative D

ecision: M
aintain cards for the life of 

the em
ployee. Physical cards not used since 2008. 

Series w
ill expire after destruction of the cards is 

com
pleted.

06-03-00
Em

ployee M
anagem

ent
06-03-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
06-03-02

Adm
inistrative Policies

Policies applicable cityw
ide for internal em

ployee 
conduct and city operations.

Personnel
S+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 343; 4 years to com

m
ence action.

2 C
C

R
 26; 5 years for oaths of office.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines 
recom

m
ends retaining for 5 years after superseded.

G
C

 34090; 2 year m
inim

um
 requirem

ent.
PC

 832.5; 5 years for officer com
plaints.

2 C
C

R
 26; 5 years for oaths of office.

State of C
alifornia G

uidelines; 3 years after 
term

ination/separation for hired general em
ployees, 

Perm
anent for hired Safety Personnel; 2 years after 

position closes for Safety Personnel not hired.

Background C
heck Files - H

ired Em
ployees

06-02-05
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06-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

PER
SO

N
N

EL

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

06-03-03
C

lass Specifications 
Job descriptions for each position, updated periodically 
w

ith Personnel C
om

m
ittee approval.

Personnel
C

P
G

C
 34090; 2 year m

inim
um

 requirem
ent.

2 C
C

R
 26; 5 years for various em

ploym
ent records.

Adm
inistrative D

ecision: M
aintain job description 

perm
anently to support potential w

orkers com
pensation 

claim
s.

06-03-04
Salary Surveys 

Those not perform
ed in conjunction w

ith negotiations.
Personnel

C
Y+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
G

C
 12946; 4 years after com

pletion/position filled.
29 C

FR
 516.6(2); 2 years for w

age rate tables, etc.
2 C

C
R

 570.5; 5 years for pay schedules and special 
com

pensation records.
2 C

C
R

 26; 5 years for various em
ploym

ent records.
29 C

FR
 1602.14; 1 year after action/change.

State of C
alifornia G

uidelines; R
etain records for the 

current year they are drafted, plus tw
o additional years.

06-03-05
Salary Schedules

List of all current active positions and salary ranges. 
Periodically updated. Effective dates for changes noted 
in the footer of each schedule. 

Personnel
C

Y+5
G

C
 34090; 2 year m

inim
um

 requirem
ent.

G
C

 12946; 4 years after com
pletion/position filled.

29 C
FR

 516.6(2); 2 years for w
age rate tables, etc.

2 C
C

R
 570.5; 5 years for pay schedules and special 

com
pensation records.

2 C
C

R
 26; 5 years for various em

ploym
ent records.

29 C
FR

 1602.14; 1 year after action/change.
State of C

alifornia G
uidelines; R

etain records for the 
current year they are drafted, plus tw

o additional years.

Including harassm
ent com

plaints.
Personnel

N
on-sw

orn em
ployees:

Personnel
A

S+4

Sw
orn em

ployees:
Personnel

A
S+5

06-03-07
C

O
BR

A N
otices

N
otices sent to form

er em
ployees that they are eligible 

for C
O

BR
A. Includes elected and declined/no response 

to notices.

Personnel
C

Y+4
G

C
 34090: 2 year m

inim
um

 requirem
ent.

29 C
FR

 1627.3 - 4; 3 years after term
ination.

29 C
FR

 1602.30 - 32; 2 - 3 years after term
ination.

29 C
FR

 516.5 - 6; 3 years after action.
29 U

SC
 1113; 6 years after date of last action.

State of C
alifornia G

uidelines; 4 years after 
com

pletion/closure for denied benefit plan enrollm
ent, 

perm
anent for benefit plan claim

s. 
06-03-08

Em
ployee Benefits Inform

ation
Includes the benefits guide and plan docum

ents given 
to em

ployees for m
edical, dental, vision, flexible 

benefits, short & long term
 disability, life insurance, 

deferred com
pensation, em

ployee assistance program
 

and other benefit plans.

Personnel
S+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
G

C
 12946; 4 years after subm

ission or creation.
29 C

FR
 1627.3(b)(2) EEO

C
/AD

EA requires 1 year after 
benefit plan term

ination.
State of C

alifornia G
uidelines; 2 years after action.

G
C

 34090; 2 year m
inim

um
 requirem

ent.
G

C
 12946; 4 years after com

pletion.
29 C

FR
 1602.14; 1 year after action/change.

29 U
SC

 211c; M
aintain, indefinite.

29 U
SC

 203m
; D

efinitions.
29 U

SC
 207g; D

efinitions.
State of C

alifornia G
uidelines; 2 years after term

ination 
for general em

ployees, 5 years after term
ination for 

safety em
ployees.

Em
ployee C

om
plaints

06-03-06
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06-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

PER
SO

N
N

EL

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

06-03-09
Em

ployee Benefit R
eports

M
onthly insurance change lists, m

onthly insurance 
report, and m

onthly recaps. R
eports used to verify  

providers are billing the C
ity the correct am

ounts.

Personnel
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 337; Statute of lim

itations, 4 years for action.
State of C

alifornia G
uidelines; 4 years after audit.

Adm
inistrative D

ecision: M
aintain benefit reports to 

support Accounts Payable retention in Finance.
06-03-10

Benefit Plan N
egotiations

C
om

m
unications and inform

ation from
 the C

ity's 
insurance broker regarding upcom

ing benefit renew
als.

Personnel
C

Y+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

G
C

 12946; 4 years after subm
ission or creation.

29 C
FR

 1627.3(b)(2) EEO
C

/AD
EA requires 1 year after 

benefit plan term
ination.

State of C
alifornia G

uidelines; 2 years after action.
06-03-11

R
etiree Insurance

Ledgers/paym
ent log and reim

bursem
ents. Finance 

m
aintains a record of the paym

ents.
Personnel

A
T+6

29 C
FR

 1627.3 - 4; 3 years after term
ination.

29 C
FR

 1602.30 - 32; 2 - 3 years after term
ination.

29 C
FR

 516.5 - 6; 3 years after action.
29 U

SC
 1113; 6 years after date of last action.

G
C

 12946; 4 years after term
ination or action.

State of C
alifornia G

uidelines; 3 years after term
ination.

Adm
inistrative D

ecision: M
aintain retiree files for 6 

years after term
ination of benefits.

06-03-12
M

onthly D
isability Paym

ent R
eports

M
onthly report on disability paym

ents to em
ployees. 

R
eceived from

 insurance provider.
Personnel

C
Y+6

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 U

SC
 436; 5 years.

26 C
FR

 31.6001; 4 years after tax return is filed.
R

&T 19530; 3 years after tax return is filed.
R

&T 19704; 6 year statute of lim
itations.

29 C
FR

 516.2-6; M
aintain at least 3 years.

State of C
alifornia G

uidelines; 4 years after audit.
Benefit election / enrollm

ent form
s (except C

alPER
S).

Personnel

Approved enrollm
ents:

T+6

D
enied enrollm

ents:
A

C
+4

06-03-14
Beneficiary Form

s
Life insurance and deferred com

pensation.
Personnel

S+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

G
C

 12946; 4 years after subm
ission or creation.

29 C
FR

 1627.3(b)(2) EEO
C

/AD
EA requires 1 year after 

benefit plan term
ination.

State of C
alifornia G

uidelines; 2 years after action.
06-03-15

Benefit Plan C
laim

s
Long term

 disability, lim
ited term

 disability and life 
insurance claim

 form
s and docum

entation.
Personnel

P
G

C
 34090; 2 year m

inim
um

 requirem
ent.

G
C

 12946; 4 years after subm
ission or creation.

29 C
FR

 1627.3(b)(2) EEO
C

/AD
EA requires 1 year after 

benefit plan term
ination.

State of C
alifornia G

uidelines; Perm
anent for benefit 

plan claim
s.

G
C

 34090; 2 year m
inim

um
 requirem

ent.
G

C
 12946; 4 years after subm

ission or creation.
29 C

FR
 1627.3(b)(2) EEO

C
/AD

EA requires 1 year after 
benefit plan term

ination.
State of C

alifornia G
uidelines; Perm

anent for benefit 
plan claim

s, 4 years after com
pletion for denied benefit 

enrollm
ents.

Adm
inistrative D

ecision: R
etention period is 6 years 

after term
ination of enrollm

ent in benefit plan.

C
om

pleted Em
ployee Benefit Form

s
06-03-13
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06-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

PER
SO

N
N

EL

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

06-03-16
D

irect D
eposit Enrollm

ent Form
s

File by em
ployee nam

e.
Personnel

A
T+4

G
C

 12946; 4 years after action taken.
Adm

inistrative D
ecision: M

aintain direct deposit form
s 

for 4 years after the em
ployee cancels the service or 

separates from
 the C

ity.
06-03-17

Affordable C
are Act Form

s
1095 form

s and quarterly reports used for com
pleting 

form
s in D

ecem
ber for benefits received.

Personnel
C

Y+4
G

C
 12946; 4 years after subm

ission or creation.

06-03-18
Em

ploym
ent D

evelopm
ent D

epartm
ent Form

s 
and N

otices
Form

s are com
pleted upon ED

D
 request, such as 

Benefit Audits for specified em
ployees, and returned to 

the ED
D

. O
riginals kept in Personnel.

Personnel
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; M
aintain em

ployee 
statistics and benefit activity reports for the current year 
plus 2 years.

06-03-19
N

otices of D
eterm

ination
ED

D
 notices of determ

ination on unem
ploym

ent 
eligibility of form

er em
ployees and related 

com
m

unications w
ith ED

D
.

Personnel
A

S+4
G

C
 12946; 4 years after com

pletion.
29 C

FR
 1627.3 - 4; 3 years after term

ination.
29 C

FR
 1602.30 - 32; 2 - 3 years after term

ination.
29 C

FR
 516.5 - 6; 3 years after action.

State of C
alifornia G

uidelines; 3 years after term
ination 

for unem
ploym

ent claim
s.

06-03-20
C

alifornia C
ivil R

ights D
epartm

ent (form
erly 

D
epartm

ent of Fair Em
ploym

ent & H
ousing)

C
laim

s that are resolved adm
inistratively and do not 

becom
e law

suits.
Personnel

A
C

+4
G

C
 12946; 4 years after com

pletion.
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; M
aintain em

ployee 
statistics and benefit activity reports for the current year 
plus 2 years.

06-04-00
Labor R

elations
06-04-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
06-04-02

U
nion R

epresentatives / O
rganizations

Includes correspondence and review
s w

ith labor 
organizations. D

oes not include negotiation inform
ation.

Personnel
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
Adm

inistrative D
ecision: M

aintain correspondence and 
com

m
unications for the current year plus 2 years. 

R
eview

 annually for relevant content.
06-04-03

Labor N
egotiations

N
otes, correspondence, contracts, m

em
oranda, 

agreem
ents.

Personnel
P

29 U
SC

 211c; M
aintain, indefinite.

29 U
SC

 203m
; D

efinitions.
29 U

SC
 207g; D

efinitions.
State of C

alifornia G
uidelines; Perm

anent.
06-04-04

M
em

orandum
s of U

nderstanding
Includes M

O
U

s for all bargaining units and U
nclassified 

M
anagem

ent R
esolutions.

Personnel
P

29 U
SC

 211c; M
aintain, indefinite.

29 C
FR

 516.5(b); 3 years.
State of C

alifornia G
uidelines; R

ecom
m

end Perm
anent 

retention w
ithout relevant statutes or regulations cited.

All grievances and related investigations and 
com

m
unications.

Personnel

M
iscellaneous Em

ployees:
Personnel

A
S+4

Public Safety Em
ployees:

Personnel
A

S+5

G
C

 12946; 4 years after com
pletion.

29 C
FR

 1602.14; 1 year after action/change.
29 U

SC
 211c; M

aintain, indefinite.
29 U

SC
 203m

; D
efinitions.

29 U
SC

 207g; D
efinitions.

State of C
alifornia G

uidelines; 2 years after term
ination 

for general em
ployees, 5 years after term

ination for 
safety em

ployees.

G
rievances

06-04-05
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C

ode
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am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

PER
SO

N
N

EL

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

06-04-06
Interest Arbitrations Aw

ard 
Aw

ards and com
pensation given to persons based on 

settled com
plaints.

Personnel
P

29 U
SC

 211c; M
aintain, indefinite.

29 U
SC

 203m
; D

efinitions.
29 U

SC
 207g; D

efinitions.
State of C

alifornia G
uidelines; Perm

anent.
06-04-07

Appeals
Appeals based on grievances, disciplinary actions or 
other labor relations issues.

Personnel
A

S+5
G

C
 12946; U

ntil resolved.
29 C

FR
 1602.14; 1 year after action/change.

State of C
alifornia G

uidelines; 2 years after term
ination 

for general em
ployees, 5 years after term

ination for 
safety em

ployees.
D

ocum
ents tracking the classifications and em

ployee 
term

ination inform
ation.

Personnel

M
iscellaneous Em

ployees:
A

S+4

Public Safety Em
ployees:

A
S+5

06-05-00
Personnel C

om
m

ittee
06-05-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
06-05-02

Agendas
Personnel

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; M

aintain for the C
urrent 

Year plus 2 years.
06-05-03

M
inutes

Personnel
V, H

P
G

C
 34090(e); M

inutes of governing bodies, Perm
anent.

G
C

 36814; M
aintain record of proceedings.

G
C

 40801; M
aintain record of proceedings.

State of C
alifornia G

uidelines; Perm
anent.

06-06-00
R

ecruitm
ents

06-06-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
06-06-02

R
ecruitm

ent Files
Includes job descriptions and flyers, applications, 
practical test and assessm

ent centers, oral board, 
rejection letters and eligibility lists. M

ost docum
ents 

m
anaged in N

EO
G

O
V.

Personnel
A

C
+4

G
C

 12946; 4 years after com
pletion/position filled.

29 C
FR

 1602.14; 1 year after position filled.
29 C

FR
 1627.3; 1 year after position filled.

State of C
alifornia G

uidelines; 3 years after 
com

pletion/position filled.
06-06-03

Background C
heck Files - D

isqualified 
C

andidates
Includes D

O
J fingerprinting and other background 

checks for non-hired candidates. Provided by an 
outside service and retained electronically for 
m

aintenance. 

Personnel
C

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

PC
 832.5; 5 years for officer com

plaints.
State of C

alifornia G
uidelines; 3 years after 

term
ination/separation for hired general em

ployees, 
Perm

anent for hired Safety Personnel; 2 years after 
position closes for Safety Personnel not hired.

Layoffs
06-04-08

G
C

 12946; 4 years after com
pletion.

29 C
FR

 1602.14; 1 year after action/change.
State of C

alifornia G
uidelines; 2 years after term

ination 
for general em

ployees, 5 years after term
ination for 

safety em
ployees for grievances.

Adm
inistrative D

ecision: M
aintain layoffs to m

atch 
retention for grievances to support potential actions.
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C
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ontclair 
R
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FIR
ST™
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06-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

PER
SO

N
N

EL

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

06-07-00
R

isk M
anagem

ent
06-07-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
06-07-02

C
orrespondence & R

eports
G

eneral inform
ation and correspondence w

ith the 
C

alifornia Insurance Pool Authority (C
IPA) and the 

C
ity's Third Party Adm

inistrator. D
oes not include 

liability loss reports.

Personnel
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Adm

inistrative R
ecord.

06-07-03
C

laim
s Against the C

ity
Filed by m

em
bers of the public.

C
lerk / 

Personnel
A

C
+6

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 U

SC
 1113; 6 years after date of last action, or 3 

years after plaintiff had know
ledge of breach or 

violation, w
hichever com

es first.
State of C

alifornia G
uideline; 5 years after settlem

ent or 
closure.

06-07-04
R

ecovery C
laim

s
C

laim
s m

ade by the C
ity for dam

age to C
ity property by 

another person or entity. M
ay include subrogation by 

insurance carriers.

Personnel
A

C
+6

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 U

SC
 1113; 6 years after date of last action, or 3 

years after plaintiff had know
ledge of breach or 

violation, w
hichever com

es first.
State of C

alifornia G
uideline; 5 years after settlem

ent or 
closure.

06-07-05
Incident R

eports
Supervisor's R

eport of Accident or Injury. R
eports 

subm
itted by the associated departm

ent.
Personnel

A
C

+7
G

C
 34090; 2 year m

inim
um

 requirem
ent.

42 U
SC

 1983; D
efinitions.

29 C
FR

 1904.2-7; O
SH

A recordkeeping.
G

C
 25105.5; 5 years after closure/com

pletion.
29 U

SC
 1113; 6 years after date of last action, or 3 

years after plaintiff had know
ledge of breach or 

violation, w
hichever com

es first.
G

C
 910 - 913; 6 m

onths to 1 year after event occurs.
State of C

alifornia G
uideline; 7 years after settlem

ent or 
closure.

06-07-06
Liability Loss R

eports
Personnel

C
Y+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 C

FR
 1904.33; m

aintain O
SH

A reports for 5 years 
from

 the end of the calendar year they relate to.
8 C

C
R

 10102; w
hichever is longer of the follow

ing: 5 
years from

 date of injury; 1 year from
 date. 

com
pensation w

as last provided; upon paym
ent of all 

com
pensation due; w

hen audit findings are final.
State of C

alifornia G
uideline: 5 years after com

pleted.

06-07-07
G

eneral C
ity Insurance Policies

Includes facilities, auto and other general insurance 
policies.

Personnel
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Perm

anent for liability 
and property insurance.

06-07-08
U

se of C
ity Facilities by O

ther Parties
Form

s, w
aivers, and certificates of insurance related to 

C
ity facility or property use by other agencies. U

sed for 
non-profit organizations. N

o fees charged for use.

Personnel
A

C
+4

C
C

P 337(2) & (3); Statutes of lim
itations of 4 years.

C
C

P 343; Statutes of lim
itations of 4 years.
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06-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

PER
SO

N
N

EL

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

06-07-09
C

ertificates of Liability Insurance
N

ot related to a project, grant or agreem
ent.

Personnel
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Perm

anent for liability 
and property insurance.

06-07-10
Em

ployee Fidelity Bonds
R

ecords related to bonds required for C
ity C

lerk and 
C

ity Treasurer by G
C

36518 and O
R

D
 56-2.

Personnel
A

S+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years after separation 
for personnel fidelity bonds.

06-08-00
Safety C

om
m

ittee
06-08-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ityw

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
06-08-02

Agenda Packets
Personnel

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; M

aintain for the C
urrent 

Year plus 2 years.
06-08-03

M
inutes

Personnel
V, H

P
G

C
 34090(e); M

inutes of governing bodies, Perm
anent.

G
C

 36814; M
aintain record of proceedings.

G
C

 40801; M
aintain record of proceedings.

State of C
alifornia G

uidelines; Perm
anent.

06-08-04
Appointm

ents
Listing for Term

s of O
ffice, posted m

em
ber list, and 

appointm
ent m

em
os.

Personnel
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
Adm

inistrative R
ecord, State of C

alifornia G
uidelines.

Adm
inistrative D

ecision: M
aintain rosters perm

anently 
for historical tracking of appointm

ents.
06-08-05

C
om

m
unications

C
om

m
unications to and am

ong C
om

m
ittee M

em
bers 

regarding C
om

m
ittee business.

Personnel
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; Adm
inistrative R

ecord.

06-09-00
Safety &

 Training
06-09-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
06-09-02

Injury & Illness Prevention Plan
W

orkers com
pensation procedures and general safety 

inform
ation. Includes W

orkplace Violence Prevention 
Plan inform

ation for em
ployees.

Personnel
S+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
8 C

C
R

 3204; 1 year for IIPP training records.
State of C

alifornia G
uideline: 5 years after superseded 

or expired.
06-09-03

Em
ployee Training Program

s
Sign-in sheets, handouts and other program

 inform
ation 

for em
ployee safety trainings.

Personnel
C

Y+7
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 C
FR

 1627.3(b); 1 year for training records.
G

C
 12946; 4 years after term

ination.
G

C
 7920.000; PR

A, confidential record status.
State of C

alifornia G
uidelines; C

urrent year plus 7 years 
for non-safety training records. C

urrent year plus 2 
years for certificates and designations training.
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R
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06-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

PER
SO

N
N

EL

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

All filed physically by year com
pleted.

Personnel
C

R
ecords of inspection, m

aintenance, and calibration of 
Evidential Breath Testing devices.

Personnel
C

C
Y+5

R
ecords of negative and cancelled drug test results and 

alcohol test results w
ith a concentration of less than 

0.02.

Personnel
C

C
Y+1

R
ecords of alcohol test results indicating an alcohol 

concentration of 0.02 or greater; records of verified 
positive drug test results; docum

entation of refusals to 
take required alcohol and/or drug tests (including 
substituted or adulterated drug test results); SAP 
reports; and all follow

-up tests and schedules for follow
-

up tests.

Personnel
C

C
Y+5

Alcohol and controlled substance collection process 
docum

ents.
Personnel

C
C

Y+2

06-09-05
D

M
V Pull N

otice Program
R

ecords for staff enrolled in program
 (those w

ho are 
licensed to operate C

ity equipm
ent and can drive C

ity 
vehicles for w

ork).

Personnel
C

S
VC

 1808.1; m
ust pull record at least every 12 m

onths.

06-09-06
O

ccupational Safety and H
ealth Adm

inistration
O

SH
A notices, com

m
unications, inspections, and 

citations, incident logs, and incident investigations. 
Includes W

VPP related records.

Personnel
C

Y+5
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 C
FR

 1904.33; 5 years for O
SH

A reports.
8 C

C
R

 14300.33; 5 years for O
SH

A 300 reports.
8 C

C
R

 10102;5 years from
 date of injury.

State of C
alifornia G

uideline: 5 years after com
pleted.

Adm
inistrative D

ecision: M
aintain O

SH
A 

com
m

unications, inspections and citations for the 
C

urrent Year plus 5 years to m
atch retention for O

SH
A 

reports.

06-10-00
W

orker's C
om

pensation
06-10-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
06-10-02

W
orkers C

om
pensation C

laim
s

Includes doctors notes, copies of inform
ation and 

correspondence from
 the TPA on the em

ployee claim
.

Personnel
C

P
8 C

C
R

 15400; M
aintain reports.

8 C
C

R
 15400.2; 5 years.

8 C
C

R
 10102; 5 years.

LC
 129(a); 5 years for auditing.

State of C
alifornia G

uidelines; Perm
anent for w

orkers 
com

pensation w
orking files (claim

 files, reports, 
incidents). O

riginals filed w
ith third party adm

inistrator.
06-10-03

Subrogation
Subrogation records related to W

C
 claim

s, adm
inistered 

by Adm
inSure.

Personnel
P

8 C
C

R
 15400; M

aintain reports.
8 C

C
R

 15400.2; 5 years.
8 C

C
R

 10102; 5 years.
LC

 129(a); 5 years for auditing.
State of C

alifornia G
uidelines; Perm

anent for w
orkers 

com
pensation w

orking files (claim
 files, reports, 

incidents). O
riginals filed w

ith third party adm
inistrator.

06-09-04
R

andom
 D

rug Pulls - D
O

T
49 C

FR
 40.333; 1 to 5 years depending upon docum

ent 
type. All docum

ents m
ust be m

aintained in a secured 
area.
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06-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

PER
SO

N
N

EL

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

06-10-04
W

orkers C
om

pensation Loss R
un R

eports
M

onthly reports from
 the TPA.

Personnel
C

Y+5
8 C

C
R

 15400; M
aintain reports.

8 C
C

R
 15400.2; 5 years.

8 C
C

R
 10102; 5 years.

LC
 129(a); 5 years for auditing.

State of C
alifornia G

uidelines; State recom
m

ends 
Perm

anent retention, but no relevant statues; R
isk 

M
anagem

ent R
eports (including Loss Analysis R

eports) 
are 5 years after com

pletion/closure.
06-10-05

O
SH

A logs
O

SH
A Logs 200, 300, 301, and 301(a).

Personnel
C

Y+5
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 C
FR

 1904.33; 5 years for O
SH

A reports.
8 C

C
R

 14300.33; 5 years for O
SH

A 300 reports.
8 C

C
R

 10102;5 years from
 date of injury.

State of C
alifornia G

uideline: 5 years after com
pleted.
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07-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

07-01-00
C

om
m

unity D
evelopm

ent A
dm

inistration
07-01-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
07-01-02

G
oG

ov
Building perm

it G
IS identification system

.
IT

A
C

T
Transitory R

ecord: M
aintain w

hile active or until data is 
transferred to a new

 tracking system
.

07-02-00
C

urrent Planning
07-02-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
07-02-02

Perm
its & Applications - Land U

se & R
eal 

Property R
elated

Includes parcel and tract m
aps, developm

ent review
s 

and agreem
ents, zoning m

ap am
endm

ents, conditional 
use perm

its, precise plans of design, variances, use 
perm

its, zone changes, affidavits of acceptance and 
other real property related perm

its and applications.

Planning
P 

G
C

 34090(a); R
eal property records, m

aintain 
perm

anently.
G

C
 4003, 4004; M

aintain costs, records and plans
H

&S 19850; Building plans - Life of Building, w
ith 

exceptions.
State of C

alifornia G
uidelines; Perm

anent.
07-02-03

Perm
its & Applications - Tem

porary U
se

Includes banners and tem
porary signs, alcohol, 

pum
pkin / tree lots and other tem

porary use perm
its.

Planning
A

C
+2

G
C

 34090; 2 years m
inim

um
.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for Tem
porary U

se Perm
its.

07-02-04
Zoning Verification Letters

Planning
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

07-03-00
A

dvanced Planning
07-03-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
07-03-02

G
eneral Plan & Am

endm
ents

Includes elem
ents.

Planning
P 

G
C

 34090(a); R
eal property records, m

aintain 
perm

anently.
State of C

alifornia G
uidelines; Perm

anent.
07-03-03

H
ousing Elem

ent Annual Planning R
eport

State required report to be in com
pliance w

ith the C
ity's 

housing elem
ent.

Planning
P 

G
C

 34090(a); R
eal property records, m

aintain 
perm

anently.
State of C

alifornia G
uidelines; Perm

anent.
07-03-04

Specific Plans
Includes specific plans, reclam

ation plans, active 
transportation plans and other plans and associated 
am

endm
ents.

Planning
P 

G
C

 34090(a); R
eal property records, m

aintain 
perm

anently.
G

C
 4003, 4004; M

aintain costs, records and plans
H

&S 19850; Building plans - Life of Building, w
ith 

exceptions.
State of C

alifornia G
uidelines; Perm

anent.
07-03-05

Zoning C
ode Am

endm
ents

N
ot covered by a specific plan or project related.

Planning
P

G
C

 34090(a); R
eal property records, m

aintain 
perm

anently.
State of C

alifornia G
uidelines; Perm

anent.

C
O

M
M

U
N

ITY D
EVELO

PM
EN

T

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)
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C
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07-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

C
O

M
M

U
N

ITY D
EVELO

PM
EN

T

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

07-04-00
B

uilding &
 Safety

07-04-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
07-04-02

Building Plan R
eview

s - Expired / W
ithdraw

n
Includes plan checks for potential projects. 365 days 
from

 the subm
ittal date.

Building
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

07-04-03
Building Perm

its - Approved
Includes structural calculations, soils reports, land 
surveys, pad elevations, special inspection reports, Plan 
C

heck C
om

m
ents / R

esponses, R
equest for W

aiver for 
Accessibility R

equirem
ents, Inspection R

eports, D
eed 

R
estrictions, notice of violations and other docum

ents 
for  building projects.

Building
P

H
&S 19850; Building plans - Life of Building, w

ith 
exceptions.
C

C
 1351; definitions, com

m
unity property.

State of C
alifornia G

uidelines; Perm
anent including 

com
m

ercial plans.

07-04-04
Building Perm

its - Expired
Includes structural calculations, soils reports, land 
surveys, pad elevations, special inspection reports, Plan 
C

heck C
om

m
ents / R

esponses, R
equest for W

aiver for 
Accessibility R

equirem
ents, Inspection R

eports, D
eed 

R
estrictions, notice of violations and other docum

ents 
for expired building perm

its.

Building
A

E+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

07-04-05
C

ertificates of O
ccupancy

Building
LO

B
G

C
 34090(a); R

eal property records, m
aintain 

perm
anently.

State of C
alifornia G

uidelines; Life of business.

07-05-00
C

ode Enforcem
ent R

ecords
07-05-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
07-05-02

C
ode Violations

Includes notices to abate, public nuisance letters, 
citations, notices of correction, liens, adm

inistrative 
appeals and other code enforcem

ent inform
ation.

C
ode Enf.

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years after 
correction/com

pletion.
07-05-03

Adm
inistrative C

itations
Fine related violations that can go to liens if not 
corrected.

C
ode Enf.

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent

State of C
alifornia G

uidelines; 2 years after 
correction/com

pletion.

07-06-00
Fire Services

07-06-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
07-06-02

W
eed Abatem

ent
Includes notices to abate, citations, notices of 
correction, adm

inistrative appeals and w
eed abatem

ent 
case inform

ation.

C
ode Enf.

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years after 
correction/com

pletion.
07-06-03

Fire Perm
its

Includes C
hristm

as tree lots, firew
ork show

s, tem
porary 

tents and other tem
porary use perm

its related for Fire. 
M

ay include plans for seating, tents and other event 
m

aterials.

C
D

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent Year plus 2 years 

for m
aintenance projects, and for tem

porary use 
perm

its.
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07-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

C
O

M
M

U
N

ITY D
EVELO

PM
EN

T

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

07-06-04
Plan R

eview
s

Includes plan checks for new
 construction or 

im
provem

ents to fire-related system
s, such as 

sprinklers, fire alarm
s, underground sprinkler w

ork, etc. 
Fire Prevention m

aintains the  plans after approval. 
Perm

it issued on approval, w
hich is good for 1 year. 

R
enew

ed only if construction is not com
pleted. 

C
ontinuing business is then handled under Business 

License Inspections. Located in the individual Street 
Files.

C
D

 / 
Planning

A
E+5

IFC
 104.6; R

etain for 5 years after renew
al/expiration of 

fire perm
it.

State of C
alifornia G

uidelines; 3 years after com
pletion 

of inspection.

07-06-05
Property Inspections

Building / 
C

ode Enf.
A

C
+5

IFC
 104.6; R

etain for 5 years after renew
al/expiration of 

fire perm
it.

State of C
alifornia G

uidelines; 3 years after com
pletion 

of inspection.
07-06-06

Annual Inspections
Includes inspection docum

ents for schools, hotels & 
m

otels, m
ulti-fam

ily, apartm
ents, vegetation / brush 

inspections and other types of business as required by 
law

 and/or fire code. 

Building / 
C

ode Enf.
A

C
+5

IFC
 104.6; R

etain for 5 years after renew
al/expiration of 

fire perm
it.

State of C
alifornia G

uidelines; 3 years after com
pletion 

of inspection.

07-07-00
C

D
B

G
 &

 H
om

eless Services
07-07-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
07-07-02

C
onstruction Projects

G
rant program

. C
onstruction projects funded by C

D
BG

 
grants.

C
D

A
FP+5

29 C
FR

 97.36(i)(11); 3 years after final paym
ent.

29 C
FR

 97.42(b); 3 years after final paym
ent.

24 C
FR

 570.502(a)(7)(i)(a); D
eeds/C

D
BG

 activities, 4 
years after closure of loan.
State of C

alifornia G
uidelines; 4 years after grant 

closure.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.

07-07-03
Public Benefit Projects

G
raffiti and senior transportation funded by C

D
BG

 
grants.

C
D

A
FP+5

29 C
FR

 97.36(i)(11); 3 years after final paym
ent.

29 C
FR

 97.42(b); 3 years after final paym
ent.

24 C
FR

 570.502(a)(7)(i)(a); D
eeds/C

D
BG

 activities, 4 
years after closure of loan.
State of C

alifornia G
uidelines; 4 years after grant 

closure.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.

07-07-04
H

om
eless O

utreach & C
ontact Sheets

Inform
ation entered into the C

ounty's database. 
Includes personal inform

ation and signatures.
C

ode Enf.
C

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
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R
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07-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

C
O

M
M

U
N

ITY D
EVELO

PM
EN

T

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

07-07-05
C

D
BG

 Annual Fund R
eports

C
ounty required report.

C
D

A
FP+5

29 C
FR

 97.36(i)(11); 3 years after final paym
ent.

29 C
FR

 97.42(b); 3 years after final paym
ent.

24 C
FR

 570.502(a)(7)(i)(a); D
eeds/C

D
BG

 activities, 4 
years after closure of loan.
State of C

alifornia G
uidelines; 4 years after grant 

closure.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.

07-08-00
Planning C

om
m

ission 
07-08-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
07-08-02

Agendas & Agenda Packets
C

D
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; M
aintain for the C

urrent 
Year plus 2 years.

07-08-03
M

inutes
C

D
V, H

P
G

C
 34090(e); M

inutes of governing bodies, Perm
anent.

G
C

 36814; M
aintain record of proceedings.

G
C

 40801; M
aintain record of proceedings.

State of C
alifornia G

uidelines; Perm
anent.

07-08-04
R

esolutions
C

D
V, H

P
G

C
 34090(e); Perm

anent for decisions of the C
ity.

G
C

 40801; M
aintain record of proceedings.

State of C
alifornia G

uidelines; Perm
anent.

07-08-05
M

eeting Audio/Video R
ecordings

C
D

30 D
ays

G
C

 54953.5; 30 days after recording.
Adm

inistrative D
ecision: 30 days after m

inutes of 
recorded m

eeting are approved.
07-08-06

Adm
inistrative Appeals

C
D

P 
G

C
 34090(a); R

eal property records, m
aintain 

perm
anently.

G
C

 4003, 4004; M
aintain costs, records and plans

H
&S 19850; Building plans - Life of Building, w

ith 
exceptions.
State of C

alifornia G
uidelines; Perm

anent.
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08-00-00
PU

B
LIC

 W
O

R
K

S EN
G

IN
EER

IN
G

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

08-01-00
Engineering A

dm
inistration

08-01-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
08-01-02

M
aster Plans

Storm
 drains, parks and  recreation, sew

ers, active 
transpiration plans and other m

aster plans.
PW

 Eng.
S+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years after m

aster plan 
is superseded.

08-01-03
G

eotechnical & Soils R
eports

PW
 Eng.

P
G

C
 34090(a); Perm

anent for land related docum
ents 

State of C
alifornia G

uidelines; Perm
anent for soils 

reports.
08-01-04

Infrastructure M
aps

M
aps for storm

 drains, lighting, sew
ers, utilities and 

other infrastructure m
aps. Includes digital copies of as-

built m
aps.

PW
 Eng.

P
G

C
 34090(a); R

eal property records, m
aintain 

perm
anently.

G
C

 4003, 4004; M
aintain.

H
&S 19850; Building Plans - Life of Building, w

ith 
exceptions.
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; Perm
anent.

08-01-05
Encroachm

ent Perm
its

Includes C
IP encroachm

ents, street im
provem

ents, 
street cuts for w

et/dry utilities, street lane closures  and 
other construction related projects.

PW
 Eng.

P
G

C
 34090(a) R

eal property records, m
aintain 

perm
anently.

G
C

 4003, 4004; M
aintain.

H
&S 19850; Life of Building, w

ith exceptions.
State of C

alifornia G
uidelines; Perm

anent for 
construction based encroachm

ent perm
its.

08-01-06
Transportation Perm

its
Tem

porary use perm
it for access of oversized vehicles.

PW
 Eng.

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent Year plus 2 years 

for tem
porary use perm

its.

08-02-00
Engineering Projects

08-02-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
08-02-02

Adm
inistrative

Includes C
ouncil approval, legal issues, project budget, 

project schedule, special issues and supporting 
docum

entation.

PW
 Eng.

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines
Adm

inistrative D
ecision: M

aintain for adm
inistrative 

records for 2 years after the project is com
pleted to 

support the project tasks.
08-02-03

C
orrespondence

Includes agencies, construction, design and internal 
correspondence.

PW
 Eng.

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines
Adm

inistrative D
ecision: M

aintain for adm
inistrative 

records for 2 years after the project is com
pleted to 

support the project tasks.

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)
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C
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R
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 Index
Page 37

08-00-00
PU

B
LIC

 W
O

R
K

S EN
G

IN
EER

IN
G

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

08-02-04
C

ontracts
Includes change orders, contracts, utility 
reim

bursem
ents, design construction and supporting 

docum
entation.

PW
 Eng.

P
G

C
 34090(a); Perm

anent for real property related 
docum

ents.
G

C
 4003, 4004, M

aintain.
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; Perm
anent for capital 

im
provem

ents.
08-02-05

Prelim
inary D

esign
Includes environm

ental and geotechnical reports, right-
of-w

ay, land acquisition, topography and boundary 
m

aps and supporting docum
entation.

PW
 Eng.

A
C

+10
C

C
P 337.15; 10 years

State of C
alifornia G

uidelines; 10 years after com
pletion 

for capital im
provem

ent projects.
08-02-06

D
esign

Includes architectural prints, consultant selection, 
perm

its, requests for proposals, specifications, design 
subm

ittals and supporting docum
entation.

PW
 Eng.

P
G

C
 34090(a); Perm

anent for real property related 
docum

ents.
G

C
 4003, 4004, M

aintain.
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; Perm
anent for capital 

im
provem

ents.
08-02-07

Bidding & Aw
ard

Includes bid aw
ard, bid addenda, contractor bids, pre-

bid m
eetings and supporting docum

entation.
PW

 Eng.
P

G
C

 34090(a); Perm
anent for real property related 

docum
ents.

G
C

 4003, 4004, M
aintain.

C
C

P 337.15; 10 years.
State of C

alifornia G
uidelines; Perm

anent for capital 
im

provem
ents.

08-02-08
C

onstruction Testing & Inspection
Includes field observation notes, m

aterials testing, 
special inspection testing and supporting 
docum

entation.

PW
 Eng.

A
C

+10
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; 10 years after com
pletion 

for capital im
provem

ent projects.
08-02-09

C
onstruction Labor C

om
pliance

Includes certified payroll, daily diaries, equal 
em

ploym
ent opportunity records, labor com

pliance, 
em

ployee interview
s, progress paym

ents, w
eekly record 

of w
orking days and supporting docum

entation.

PW
 Eng.

A
C

+10
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; 10 years after com
pletion 

for capital im
provem

ent projects.

08-02-10
C

onstruction Progress D
ocum

entation
Includes extra w

ork reports, photos, prelim
inary stop 

w
ork notices, requests for inform

ation, stop w
ork 

notices, subm
ittals and supporting docum

entation.

PW
 Eng.

A
C

+10
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; 10 years after com
pletion 

for capital im
provem

ent projects.
08-02-11

C
onstruction C

lose-out
Includes acceptances, notices of com

pletion, as-built / 
record draw

ings, punch lists, w
arranty, final reports and 

supporting docum
entation.

PW
 Eng.

A
C

+10
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; 10 years after com
pletion 

for capital im
provem

ent projects.
08-02-12

Environm
ental

Includes operations and m
aintenance m

anuals, 
storm

w
ater pollution prevention plans and supporting 

docum
entation.

PW
 Eng.

P
G

C
 34090(a); Perm

anent for real property related 
docum

ents.
G

C
 4003, 4004, M

aintain.
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; Perm
anent for capital 

im
provem

ents.
08-02-13

R
ight of W

ay
P

G
C

 34090(a); Perm
anent for land and property related 

docum
ents.

24 C
FR

 1710; Perm
anent.
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C
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R
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08-00-00
PU

B
LIC

 W
O

R
K

S EN
G

IN
EER

IN
G

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

08-03-00
D

evelopm
ent Engineering

08-03-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
08-03-02

Subdivisions
PW

 Eng.
P

G
C

 34090(a); R
eal property records, m

aintain 
perm

anently.
G

C
 4003, 4004; M

aintain.
H

&S 19850; Building Plans - Life of Building, w
ith 

exceptions.
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; Perm
anent.

08-03-03
Tract M

aps
Includes m

ap changes.
PW

 Eng.
P

G
C

 34090(a); R
eal property records, m

aintain 
perm

anently.
G

C
 4003, 4004; M

aintain.
H

&S 19850; Building Plans - Life of Building, w
ith 

exceptions.
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; Perm
anent.

08-03-04
Parcel M

aps
Includes m

ap changes.
PW

 Eng.
P

G
C

 34090(a); R
eal property records, m

aintain 
perm

anently.
G

C
 4003, 4004; M

aintain.
H

&S 19850; Building Plans - Life of Building, w
ith 

exceptions.
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; Perm
anent.

08-03-05
Lot Line Adjustm

ents / M
ergers

PW
 Eng.

P
G

C
 34090(a); R

eal property records, m
aintain 

perm
anently.

G
C

 4003, 4004; M
aintain.

H
&S 19850; Building Plans - Life of Building, w

ith 
exceptions.
C

C
P 337.15; 10 years.

State of C
alifornia G

uidelines; Perm
anent.

08-03-06
G

rading Perm
its

PW
 Eng.

P
G

C
 34090(a), R

eal property records, m
aintain 

perm
anently.

C
C

P337, 337.1(a), 337.15; Statutes of lim
itations.

G
C

 4003, 4004; M
aintain.

State of C
alifornia G

uidelines; Perm
anent.

08-03-07
Easem

ents & D
edications

PW
 Eng.

P
G

C
 34090(a); Perm

anent for land and property related 
docum

ents.
24 C

FR
 1710; Perm

anent.
08-03-08

Vacations & Abandonm
ents

PW
 Eng.

P
G

C
 34090(a); Perm

anent for land and property related 
docum

ents.
24 C

FR
 1710; Perm

anent.
08-03-09

R
ecord of Surveys M

aps
PW

 Eng.
P

G
C

 34090(a); Perm
anent for land and property related 

docum
ents.

State of C
alifornia G

uidelines; Perm
anent for survey 

recording data and m
aps.
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FIR
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Page 39

08-00-00
PU

B
LIC

 W
O

R
K

S EN
G

IN
EER

IN
G

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

08-03-10
Plan C

hecks
D

uplicates for Engineering review
.

PW
 Eng.

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.

08-04-00
Streets Engineering

08-04-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
08-04-02

Street N
am

ing
PW

 Eng.
P

G
C

 34090(a); Perm
anent for land and property related 

docum
ents.

State of C
alifornia G

uidelines; Perm
anent for nam

ing 
and num

bering policies and procedures.
08-04-03

Pavem
ent M

anagem
ent System

Includes repairs, overlay projects and pavem
ent 

m
anagem

ent reports from
 the C

ounty.
PW

 Eng.
S+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years after com

pletion 
for m

aintenance projects.
08-04-04

Street Lights & Equipm
ent

Lim
ited lights ow

ned by the C
ity. M

ost street lights 
ow

ned and m
anaged by Southern C

alifornia Edison.
PW

 Eng.
LO

S+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 337; 3 year statute of lim
itations.

State of C
alifornia G

uidelines; Life of system
 plus 2 

years.
08-04-05

Signage & Striping 
PW

 Eng.
P

G
C

 34090(a); Perm
anent for land and property related 

docum
ents.

State of C
alifornia G

uidelines; Perm
anent for signs and 

striping.
08-04-06

Sidew
alks, C

urbs & G
utters

PW
 Eng.

P
G

C
 34090(a); Perm

anent for land and property related 
docum

ents.
State of C

alifornia G
uidelines; Perm

anent for sidew
alks 

and street m
aps.

08-04-07
Alleyw

ays
PW

 Eng.
P

G
C

 34090(a); Perm
anent for land and property related 

docum
ents.

State of C
alifornia G

uidelines; Perm
anent for signs and 

striping.
08-04-08

M
onum

entation
Includes street ties, centerline ties and benchm

arking.
PW

 Eng.
P

G
C

 34090(a); Perm
anent for land and property related 

docum
ents.

State of C
alifornia G

uidelines; Perm
anent for C

ity 
boundary m

aps, including m
onum

ents.

08-05-00
Traffic Engineering

08-05-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
08-05-02

Traffic C
alm

ing
Speed hum

ps, bum
p outs and other calm

ing system
 

design.
PW

 Eng.
LO

S+3
C

C
P 337; 3 year statute of lim

itations.
State of C

alifornia G
uidelines; Life of system

 plus 2 
years.

08-05-03
Traffic R

equests & M
anagem

ent
Includes requests for traffic calm

ing, red/blue curb 
m

arking, speed hum
ps and other neighborhood 

system
s. 

PW
 Eng.

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative D

ecision: M
aintain traffic change 

requests for 2 years after the request is accom
m

odated 
or denied.
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08-00-00
PU

B
LIC

 W
O

R
K

S EN
G

IN
EER

IN
G

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

08-05-04
Traffic Studies & Surveys

PW
 Eng.

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
om

pletion of survey 
plus 2 years.

08-05-05
Traffic Signals

Includes files on equipm
ent, tim

ing sheets, system
s and 

m
aintenance.

PW
 Eng.

LO
S+3

C
C

P 337; 3 year statute of lim
itations.

State of C
alifornia G

uidelines; Life of system
 plus 2 

years.
08-05-06

Parking System
s

Includes restricted parking, residential perm
it parking, 

parking districts, garages and other system
s. Perm

its 
are m

aintained in a binder and are valid for 5 years.

PW
 Eng.

A
E+2

G
C

 34090; 2 years m
inim

um
.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for Tem
porary U

se Perm
its.

08-06-00
B

ridges
08-06-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
08-06-02

Bridge M
aintenance Program

PW
 Eng.

LO
S+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; M

aintain bridge reports 
and inspections for the live of the structure.

08-06-03
Inspections & R

eports
PW

 Eng.
LO

S+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; M
aintain bridge reports 

and inspections for the live of the structure.

08-07-00
Storm

 D
rainage &

 N
PD

ES
08-07-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
08-07-02

N
PD

ES Perm
it Annual R

eport
Includes finalized, subm

itted yearly reports to the State 
W

ater R
esources Board.

PW
 Eng.

C
Y+3

40 C
FR

 122.41; 5 years after com
pletion for sew

age 
sludge use & disposal, 3 years after com

pletion for 
other discharge records, including calibration records
N

PD
ES Perm

it N
o. C

A0038776 IV. Standard 
Provisions, R

ecords; 3 years from
 date of sam

ple.
08-07-03

Storm
w

ater Pollution Prevention Plan
PW

 Eng.
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines: C

urrent year plus 2 
years, w

ith caveat recom
m

endation of perm
anent for 

environm
entally sensitive docum

ents.
08-07-04

W
Q

M
P M

anagem
ent

Includes m
aintenance agreem

ents for m
aintenance of 

best m
anagem

ent practices. R
equired for the R

egional 
W

ater Q
uality C

ontrol Board.

PW
 Eng.

P
G

C
 34090(a), R

eal property records, m
aintain 

perm
anently.

C
C

P 337(2) & (3); Statutes of lim
itations of 4 years.

48 C
FR

 4.703; 3 years after final paym
ent.

48 C
FR

 4.705-1; 4 years after com
pletion for 

accounting, payroll, purchasing records, et. al.
29 U

SC
 211c; M

aintain, indefinite.
State of C

alifornia G
uidelines; Perm

anent.

™
 U

FIR
ST tradem

arked in 1999 and ©
 C

itations and Legal Basis copyrighted in 2023 by R
ecords C

ontrol Services, Inc.  All rights reserved.  
R

EV: 5/30/2024

EXHIBIT B

MONTCLAIR CITY COUNCIL MEETING – 07/15/2024 Page 132 of 179



C
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08-00-00
PU

B
LIC

 W
O

R
K

S EN
G

IN
EER

IN
G

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

08-07-05
Storm

w
ater O

utfall Testing
Sam

ples subm
itted to contract lab for baseline 

com
parisons.

PW
 Eng.

C
Y+3

40 C
FR

 122.41; 5 years after com
pletion for sew

age 
sludge use & disposal, 3 years after com

pletion for 
other discharge records, including calibration records.
40 C

FR
 503; 3 years for significant leaks or spills

N
PD

ES Perm
it N

o. C
A0038776 IV. Standard 

Provisions, R
ecords; 3 years from

 date of sam
ple.

08-07-06
Inspections

Includes post-construction inspections for com
m

ercial 
and industrial.

PW
 Eng.

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years after com
pletion 

for m
aintenance projects.

08-07-07
H

azardous Spills
Includes contained fluid and other hazardous m

aterial 
spills.

PW
 Eng.

C
Y+10

40 C
FR

 503; 3 years for significant leaks or spills.
State of C

alifornia G
uidelines; M

aintain hazardous 
w

aste disposal records for the current year plus 10 
years.

08-07-08
Illicit D

ischarge Incidents
PW

 Eng.
A

C
+5

40 C
FR

 122.21; 3 years after approval.
40 C

FR
 122.41; 3 years after report.

State of C
alifornia G

uidelines; C
urrent year plus 5 years 

for discharge m
onitoring reports.

Adm
inistrative D

ecision: M
aintain incidents for 5 years 

after correction or resolve.
08-07-09

Trash R
eduction Plan

C
om

pliance report. M
aintenance m

onitoring and 
inspection of devices in storm

 drain inlets.
PW

 Eng.
A

C
+3

22 C
C

R
 66262.40; 3 years for generator reports.

08-07-10
R

eduction Program
 R

eports
Includes N

PD
ES reports to the C

ounty for street 
sw

eeping, trash hotspot cleanups, on land trash 
cleanup and other reduction program

s. Subm
itted 

electronically.

PW
 Eng.

A
C

+3
22 C

C
R

 66262.40; 3 years for generator reports.

08-07-11
O

utreach
Includes brochures and m

aterials handed out to 
contractors.

PW
 Eng.

S+2
G

C
 34090; 2 year m

inim
um

 requirem
ent

State of C
alifornia G

uidelines; 2 years after program
 

m
aterials are superseded.

08-08-00
Sew

er &
 W

astew
ater

08-08-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
08-08-02

R
ecycled W

ater System
Includes service agreem

ents, pipelines and supply data.
PW

 Eng.
P

G
C

 34090(a), R
eal property records, m

aintain 
perm

anently.
C

C
P 337(2) & (3); Statutes of lim

itations of 4 years.
48 C

FR
 4.703; 3 years after final paym

ent.
48 C

FR
 4.705-1; 4 years after com

pletion for 
accounting, payroll, purchasing records, et. al.
H

&S 19850; Life of Building, w
ith exceptions.

29 U
SC

 211c; M
aintain, indefinite.

State of C
alifornia G

uidelines; Perm
anent.

08-08-03
IEU

A
Inland Em

pire U
tilities Agency. Includes 

com
m

unications and general inform
ation w

ith the 
agency.

PW
 Eng.

C
Y+2, A

R
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.
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08-00-00
PU

B
LIC

 W
O

R
K

S EN
G

IN
EER

IN
G

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

08-09-00
U

tilities
08-09-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
08-09-02

Telecom
m

unications
Includes com

m
unications and general inform

ation w
ith 

telecom
m

unication and internet providers.
PW

 Eng.
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
Adm

inistrative R
ecord, State of C

alifornia G
uidelines.

08-09-03
Electrical Service

Includes com
m

unications and general inform
ation w

ith 
Edison and other generators.

PW
 Eng.

C
Y+2, A

R
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.
08-09-04

G
as Service

Includes com
m

unications and general inform
ation w

ith 
SoC

al G
as and other providers.

PW
 Eng.

C
Y+2, A

R
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.
08-09-05

W
ater Service

Includes com
m

unications and general inform
ation w

ith 
M

VW
D

, M
W

D
, G

olden State W
ater C

om
pany and other 

w
ater agencies and com

panies.

PW
 Eng.

C
Y+2, A

R
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.
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09-00-00
PU

B
LIC

 W
O

R
K

S M
A

IN
TEN

A
N

C
E &

 O
PER

A
TIO

N
S

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

09-01-00
A

dm
inistration

09-01-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports, M
ontclair 

m
ap, and reference docum

ents relating to the record 
group, but not associated w

ith a specific record series 
already in the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-01-02

W
ork O

rders
O

rders received via em
ail, verbal, phone and other 

m
eans.

PW
 M

&O
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years plus the current 

year for m
aintenance and operations.

09-01-03
Key D

istribution D
atabase

PW
 M

&O
A

C
T

Transitory R
ecord: M

aintain w
hile active or until data is 

transferred to a new
 tracking system

.
09-01-04

Safety Training Program
Includes sign-in sheets, attendance rosters, and training 
m

aterials for safety training classes and events.
PW

 M
&O

C
Y+7

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 C

FR
 1627.3(b); 1 year for training records

G
C

 12946; 2 years after term
ination.

G
C

 7920.000; PR
A, confidential record status.

State of C
alifornia G

uidelines; C
urrent year plus 7 years 

for non-safety training records. C
urrent year plus 2 

years for certificates and designations training.

09-01-05
Air Q

uality M
anagem

ent D
istrict (AQ

M
D

)
Includes Annual O

perating Perm
it Fee, Test of Vapor 

R
ecovery Equipm

ent, Em
ission Fee N

otice, South 
C

oast Air Q
uality M

anagem
ent D

istrict.

PW
 M

&O
A

C
+7

C
C

P338(k); 6 year statute of lim
itations for air quality 

records.
State of C

alifornia G
uidelines; C

urrent year plus 7 years 
for AQ

M
D

 records.
09-01-06

M
athesin O

il C
om

pany
C

orrespondence and com
m

unications w
ith the 

com
pany.

PW
 M

&O
C

Y+2, A
R

G
C

 34090; 2 year m
inim

um
 requirem

ent.
Adm

inistrative R
ecord, State of C

alifornia G
uidelines.

09-01-07
San Bernardino C

ounty Form
s

Includes C
U

PA perm
its, Air R

esources Board, Business 
Em

ergency/C
ontingency Plan R

eceipt, D
ept. of 

R
esources recycling and recovery, and Proof of 

D
esignation.

PW
 M

&O
C

Y+5
H

&S 25200.3; G
enerator m

ust m
aintain records for 5 

years onsite.
H

&S 25123.3; G
enerator m

ust m
aintain records for 

rem
ediation w

aste staging.
H

&S 25160; 3 years for receipts from
 transporters to 

generators.
27 C

C
R

 15185(c); 5 years for hazardous w
aste 

enforcem
ent docum

ents.
09-01-08

M
aintenance & Service Agreem

ents
Includes Tree Service, C

lean Energy, Ideal U
niform

 
R

ental Service, Burrtec Services,  Ayres Self Storage 
R

ental and other m
aintenance and service agreem

ents.

PW
 M

&O
A

C
+4

C
C

P 337(2) & (3); Statutes of lim
itations of 4 years.

48 C
FR

 4.703; 3 years after final paym
ent.

48 C
FR

 4.705-1; 4 years after com
pletion for 

accounting, payroll, purchasing records, et. al.
09-01-09

Em
ergency Plans

Includes Em
ergency M

anagem
ent Plan I - III, 

Em
ergency Preparedness, C

orporate Yard Business 
Em

ergency Plan 2017.

PW
 M

&O
S+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years after superseded 

for em
ergency m

anagem
ent and m

utual aid strategic 
plans.

09-01-10
H

azardous W
aste M

anifests
Includes w

aste tire, oil, batteries, light bulbs and other 
hazardous w

aste disposal m
anifests.

PW
 M

&O
C

Y+10
G

C
 34090; 2 year m

inim
um

 requirem
ent.

40 C
FR

 122.21; 3 to 5 years.
State of C

alifornia G
uidelines; C

urrent year plus 10 
years for hazardous w

aste disposal docum
ents.

09-01-11
D

ept. of Toxic Substances EVQ
 R

eport
Annual reporting w

ith a m
anifest for hazardous w

aste 
pickup.

PW
 M

&O
C

Y+10
G

C
 34090; 2 year m

inim
um

 requirem
ent.

40 C
FR

 122.21; 3 to 5 years.
State of C

alifornia G
uidelines; C

urrent year plus 10 
years for hazardous w

aste disposal docum
ents.

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)
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09-00-00
PU

B
LIC

 W
O

R
K

S M
A

IN
TEN

A
N

C
E &

 O
PER

A
TIO

N
S

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

09-01-12
M

onthly M
aintenance R

eports
PW

 M
&O

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years for m

anagem
ent 

reports.

09-02-00
Facilities M

aintenance
09-02-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-02-02

M
aintenance Service & Projects

Includes generator, H
VAC

 and other m
aintenance 

activities.
PW

 M
&O

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance and operations.
09-02-03

Facility Perm
its

Includes elevators, health and other facility perm
its.

PW
 M

&O
A

E+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for m
unicipal facility rental / use perm

its.
09-02-04

Inspections
AQ

M
D

, health departm
ent and other external 

inspections.
PW

 M
&O

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance projects.

09-03-00
Street M

aintenance
09-03-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-03-02

Pavem
ent M

anagem
ent System

Includes repairs, concrete m
aintenance, crack ceiling, 

pavem
ent m

arker program
, and overlay projects.

PW
 M

&O
S+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years after com

pletion 
for m

aintenance projects.
09-03-03

Signage
Includes log books, index register cards, inventory lists, 
records of traffic signs, parking restrictions and traffic 
control.

PW
 M

&O
LO

S+3
C

C
P 337; 3 year statute of lim

itations.
State of C

alifornia G
uidelines; Life of system

 plus 2 
years.

09-03-04
Pavem

ent M
arkings

Includes striping, stenciling, curb painting, cross w
alk 

locations, and other pavem
ent m

arking m
aintenance 

and repair projects.

PW
 M

&O
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years plus the current 

year for m
aintenance and operations.

09-03-05
Landscape M

aintenance
M

aintenance projects com
pleted for m

edians and debris 
and w

eed abatem
ent

PW
 M

&O
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years plus the current 

year for m
aintenance and operations.

09-03-06
Street Sw

eeping N
otice D

istribution
PW

 M
&O

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years plus the current 

year for m
aintenance and operations.

09-03-07
C

oncrete Tickets
Tickets received by the concrete provider for internal 
tracking. Includes arrival site, order quantities and 
concrete m

ix used, batch inform
ation and w

eighm
aster 

signature.

PW
 M

&O
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance and operations.
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09-00-00
PU

B
LIC

 W
O

R
K

S M
A

IN
TEN

A
N

C
E &

 O
PER

A
TIO

N
S

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

09-04-00
Park M

aintenance
09-04-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-04-02

Park M
aintenance Projects and Locations

Includes fertilizer application, repairs, and m
aintenance 

for all park locations.
PW

 M
&O

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance and operations.
09-04-03

Playground & Park Equipm
ent Inspections

PW
 M

&O
A

C
+3

C
C

P 338; 3 years for action.
State of C

alifornia G
uidelines; C

om
pletion plus 2 years 

for inspection records in Parks, and 2 years after audit 
for equipm

ent inventories.

09-05-00
Fleet M

anagem
ent

09-05-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-05-02

Vehicle & Equipm
ent Specifications &  

M
aintenance R

ecords
Paper history of equipm

ent and vehicles. Includes 
m

aintenance and other specific vehicle and equipm
ent 

related inform
ation.

PW
 M

&O
LO

V+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 343; 4 years for action.
State of C

alifornia G
uidelines state life of the vehicle 

plus 2 years for fuel, m
aintenance and repair records of 

vehicles. State does not reference any citations.
09-05-03

D
aily Vehicle Inspection Form

s
PW

 M
&O

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent. 
State of C

alifornia G
uidelines; 2 years plus the current 

year.
09-05-04

C
N

G
 Inspections

PW
 M

&O
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent. 

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance and operations.
09-05-05

Biennial Inspection of Term
inals (BIT) R

ecords
Inspection of vehicles by the D

O
T. 

PW
 M

&O
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

VC
 3450.12; m

aintain inspection reports for at least 2 
years. 25 m

onth inspection period.
09-05-06

Sm
og C

ertifications / Inspections
C

om
bined w

ith C
alifornia Air R

esources Board.
PW

 M
&O

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent. 
State of C

alifornia G
uidelines; 2 years plus the current 

year for perm
its; m

ay depend upon the agency.

09-05-07
Fuel R

eports
Includes quarterly diesel fuel, w

eekly fuel consum
ption 

and other fuel usage reports.
PW

 M
&O

A
A

+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 337; Statutes of lim
itations of 4 years.

State of C
alifornia G

uidelines; 3 years after audit.
09-05-08

Fuel Pum
p M

aintenance & Inspections
Includes m

onthly fuel storage inspections of generators, 
piping and the fuel island, and m

aintenance on the 
system

.

A
A

+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 337; Statutes of lim
itations of 4 years.

State of C
alifornia G

uidelines; 3 years after audit.
09-05-10

Aerial Inspections
Includes inspection for cranes, buckets, etc.

PW
 M

&O
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent. 

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance and operations.
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ode
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e

D
escription of D

ocum
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s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

09-05-11
U

nderground Storage Tanks & R
eturn

O
bsolete system

 no longer in use. All tanks are above 
ground.

PW
 M

&O
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent. 

State of C
alifornia G

uidelines; 2 years plus the current 
year for underground storage tank locations, installation, 
rem

oval and rem
ediation.
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A
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C
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N
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Series 
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ode
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am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

09-06-00
Irrigation M

aintenance
09-06-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-06-02

Backflow
 Testing

Annual m
aintenance on backflow

 devices on C
ity 

property.
PW

 M
&O

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance projects.

09-07-00
Sew

er &
 Storm

 D
rain M

aintenance
09-07-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-07-02

Perm
its

Includes sew
er confined space entry perm

its.
PW

 M
&O

A
E+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for m

unicipal facility rental / use perm
its.

09-07-03
Inspections

Includes push cam
era, catch basin, sew

er grease 
interceptors and other system

 inspections.
PW

 M
&O

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance and operations.
09-07-04

H
ot Spot

Includes sew
er hotspot m

aintenance program
.

PW
 M

&O
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years plus the current 

year for m
aintenance and operations.

09-07-05
Traffic C

ounters
PW

 M
&O

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
om

pletion of survey 
plus 2 years.

09-07-06
Storm

 W
ater M

aintenance
Includes catch basin cleaning storm

 drain line 
inspections and other m

aintenance activities.
PW

 M
&O

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance and operations.
09-07-07

G
as/O

xygen Testing Sensors
Inspection and testing of sensors under m

anhole covers 
to detect oxygen levels and harm

ful gases.

PW
 M

&O
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years plus the current 

year for m
aintenance and operations.

09-08-00
Tree M

aintenance
09-08-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-08-02

Street Tree Inventory
R

eports printed from
 the Street Tree Inventory 

D
atabase.

PW
 M

&O
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance and operations.
09-08-03

Tree M
aintenance Projects

In-house provided m
aintenance for sm

aller project.
PW

 M
&O

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years plus the current 
year for m

aintenance and operations.
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D
escription of D
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O
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R
ecord
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A

ttributes
Total 

R
etention

C
itations &
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asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

09-09-00
G

raffiti M
aintenance

09-09-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-09-02

G
raffiti Abatem

ent 
Includes block grant target area reports.

PW
 M

&O
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years plus the current 

year for m
aintenance and operations.

09-09-03
Q

uarterly & M
onthly G

raffiti R
eports

PW
 M

&O
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years for m
anagem

ent 
reports.

09-10-00
Signs/Paint M

aintenance
09-10-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-10-02

Street Lights
Includes repairs and inspections

PW
 M

&O
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years plus the current 

year for m
aintenance and operations.

09-11-00
Sw

eeping M
aintenance

09-11-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-11-02

M
isc. D

uties
Includes shopping carts.

PW
 M

&O
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years plus the current 

year for m
aintenance and operations.

09-12-00
Pesticide M

aintenance
09-12-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-12-02

Pesticide Application
Includes chem

ical application and pesticide application.
PW

 M
&O

P
G

C
 34090; 2 year m

inim
um

 requirem
ent.

F&AC
 14011.5 - 12, m

aintain and subm
it Pesticide U

se 
R

eports.
F&AC

 14007, R
estricted M

aterials Perm
its issued for 1 

to 3 years.
09-12-03

Safety Inform
ation

Includes data sheets and form
s.

PW
 M

&O
C

Y+30
29 C

FR
 1910.1020; R

etain M
SD

S records for 30 years 
unless another record of w

hat, w
here and w

hen a 
chem

ical w
as used is m

aintained.
09-12-04

Pesticide reports
PW

 M
&O

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for hazardous m

aterials storage perm
its and pesticide 

application docum
ents.
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R
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C
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A
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pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

09-12-05
Pesticide Training R

ecords
U

sed for annual inspection by the C
ounty Ag. 

C
om

pliance records.
PW

 M
&O

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for pesticide application docum

ents.
09-12-06

Pesticide R
egulation Inspection

PW
 M

&O
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for hazardous m
aterials storage perm

its and pesticide 
application docum

ents.
09-12-07

SB C
ounty R

estricted M
aterials Perm

it
PW

 M
&O

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for hazardous m

aterials storage perm
its and pesticide 

application docum
ents.

09-12-08
Vector C

ontrol R
eports

PW
 M

&O
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years for m
anagem

ent 
reports.

09-13-00
Transcenter M

aintenance
09-13-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 

09-14-00
A

dopt A
 H

ighw
ay

09-14-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
09-14-02

Locations
Includes all locations and inform

ation.
PW

 M
&O

S+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative D

ecision: M
aintain location inform

ation 
for 2 years after superseded to m

eet the State m
inim

um
 

retention.
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C
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ontclair 
R
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FIR
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 Index
Page 50

10-00-00
H

U
M

A
N

 SER
VIC

ES

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

10-01-00
H

um
an Services A

dm
inistration

10-01-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
10-01-02

R
eC

tr.ac
Internal system

 for processing paym
ents. Inform

ation 
entered in at H

um
an Services front desk.

H
S Adm

in
A

C
T

Transitory R
ecord: M

aintain w
hile active or until data is 

transferred to a new
 tracking system

.
10-01-03

H
um

an Services Program
s & C

lasses
Includes registration inform

ation, rules, guides and 
brochures, code of conduct, curriculum

, contact 
inform

ation, attendance records, class sign-in sheets, 
w

eight room
/vehicle/key sign-in sheets, evaluation 

form
s, transportation intake form

s, and liability w
aivers 

for paid program
s and classes. R

egistration includes 
schedule change form

s, nam
es, address, em

ergency 
contacts and other registration related inform

ation for 
individuals for Senior C

enter, youth sports and all other 
program

s and classes. Physical records outside of 
R

eC
tr.ac.

H
S Adm

in
C

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 335.1; 2 years for action on injuries caused by 

neglect.
State of C

alifornia G
uidelines; 2 years plus the current 

year.

10-01-04
Special Events 

Includes contact inform
ation, w

aivers, outreach, 
planning, supply acquisition, staffing, copies of 
contracts, vendor applications, health departm

ent 
inspections and perm

its, and other event organization 
inform

ation.

H
S Adm

in
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 335.1; 2 years for action on injuries caused by 
neglect.
State of C

alifornia G
uidelines; 2 years plus the current 

year.
10-01-05

Program
 Incident R

eports
Incidents occurring during or w

ith the public. N
ot for 

em
ployee incidents, w

hich are sent to H
um

an 
R

esources.

H
S Adm

in
A

C
+7

G
C

 34090; 2 year m
inim

um
 requirem

ent.
42 U

SC
 1983; D

efinitions.
G

C
 25105.5; 5 years after closure/com

pletion.
29 U

SC
 1113; 6 years after date of last action, or 3 

years after plaintiff had know
ledge of breach or 

violation, w
hichever com

es first.
G

C
 910 - 913; 6 m

onths to 1 year after event occurs.
State of C

alifornia; 7 years after closure for 
accident/incident reports.

10-01-06
Trips

Includes program
 guides and brochures, perm

ission 
slips, attendance records, rosters, sign-in sheets and 
other m

aterials for fam
ily trips, day cam

ps, season 
breaks, teen trips and other trips sponsored by the C

ity.

H
S Adm

in
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 335.1; 2 years for action on injuries caused by 
neglect.
State of C

alifornia G
uidelines; 2 years plus the current 

year.
10-01-07

Instructors
Includes contracts, W

-9, Livescan and other instructor 
inform

ation.
H

S Adm
in

C
Y+4

C
C

P 337.2; Statutes of lim
itations of 4 years.

C
C

P 343; Statutes of lim
itations of 4 years.

Includes the application, contact inform
ation, fingerprint 

verification, correspondence and any general 
inform

ation about the volunteer. Adult volunteer 
applicants are Livescan fingerprinted.

H
S Adm

in

Accepted applications:
A

S+4
D

enied applications:
A

C
+4

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

G
C

 12946; 4 years after com
pletion/position filled.

State of C
alifornia G

uidelines; 2 years after 
com

pletion/position filled.
D

enied applications m
aintained for 4 years after the 

position is filled to follow
 G

C
 12946.

Volunteers
10-01-08
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10-00-00
H

U
M

A
N

 SER
VIC

ES

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

10-01-09
C

PS & APS M
andated R

eporting
R

equired reporting for child or adult abuse.
Senior C

tr.
C

A
C

+10
PC

 11169; M
aintain.

PC
 11170; 10 years from

 date of reporting , D
O

J 
R

ecom
m

endation.
PC

 288, 647; D
efinitions.

Adm
inistrative D

ecision: C
itations listed above are for 

child abuse reports. M
aintain senior/elder abuse reports 

for the sam
e retention as child abuse reports for 

sim
plicity in destruction.

10-01-10
Leave R

equests
Vacation tim

e entered into Springbrook. M
aintained by 

the departm
ent w

ith signatures by the em
ployee.

H
S Adm

in
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

10-01-11
Staff Tim

e C
ards

Inform
ation entered into Springbrook. Tim

esheet 
m

aintained by the departm
ent. Signed by the em

ployee.
H

S Adm
in

C
Y+6

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 C

FR
 516.2; M

aintain.
29 C

FR
 516.6; 2 years.

R
&T 19530; 3 years after tax return due.

R
&T 19704; 6 year statute of lim

itations.
LC

 1174; 2 years after pay period.
26 C

FR
 31.6001-1; 4 years after tax return due.

29 U
SC

 255(a); 2 to 3 years statute of lim
itations for 

m
inim

um
 w

ages.
State of C

alifornia G
uidelines; 6 years after audit.

10-01-12
C

ity Facility R
ental Agreem

ents
Includes applications, agreem

ents, proof of insurance, 
alcohol perm

its and other rental docum
ents for facility 

rentals.

H
S Adm

in
A

C
+4

C
C

P 337(2) & (3); Statutes of lim
itations of 4 years.

C
C

P 343; Statutes of lim
itations of 4 years.

48 C
FR

 4.703; 3 years after final paym
ent.

48 C
FR

 4.705-1; 4 years after com
pletion for 

accounting, payroll, purchasing records, et. al.

10-02-00
Youth C

enter
10-02-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
10-02-02

Snack Bar Tallies
R

equested by Finance for auditing.
Youth C

tr.
A

A
+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 337; Statute of lim

itations, 4 years for action.
State of C

alifornia G
uidelines; 4 years after audit.

Adm
inistrative D

ecision: M
aintain tallies for the current 

year plus 4 years to m
atch retention of receivables in 

Finance.

10-03-00
Senior C

enter
10-03-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
10-03-02

Senior R
egistration Form

s
Files on seniors w

ho participate in the program
. Annual 

form
s and nutrition intake form

s include the nam
e, 

address, phone num
ber, birth date, em

ergency contact 
inform

ation, nutritional assessm
ents,  and other 

inform
ation on seniors.

Senior C
tr.

C
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 335.1; 2 years for action on injuries caused by 
neglect.
State of C

alifornia G
uidelines; 2 years plus the current 

year.

™
 U

FIR
ST tradem

arked in 1999 and ©
 C

itations and Legal Basis copyrighted in 2023 by R
ecords C

ontrol Services, Inc.  All rights reserved.  
R

EV: 5/30/2024

EXHIBIT B

MONTCLAIR CITY COUNCIL MEETING – 07/15/2024 Page 143 of 179



C
ity of M
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R
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10-00-00
H

U
M

A
N

 SER
VIC

ES

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

10-03-03
Senior N

utrition Program
 / Lunch

Includes sign-in sheets, rosters, lunch m
enus and other 

nutrition inform
ation.

Senior C
tr.

C
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 335.1; 2 years for action on injuries caused by 
neglect.
State of C

alifornia G
uidelines; 2 years plus the current 

year.
10-03-04

Food H
andler Training & C

ertification
Senior C

tr.
A

S+2
G

C
 34090; 2 year m

inim
um

 requirem
ent .

State of C
alifornia G

uidelines; 2 years after 
term

ination/separation for certifications and 
designations.

10-03-05
Tem

perature C
heck Logs

Perform
ed daily.

Senior C
tr.

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 
years.

10-03-06
C

leaning Logs
Senior C

tr.
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 

years.
10-03-07

H
ealth Inspections

C
ounty inspections for the Senior C

enter and the 
C

om
m

unity C
enter.

Senior C
tr.

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 
years.

10-03-08
Environm

ental H
ealth Perm

its
Perm

its provided to the C
ity annually.

Senior C
tr.

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 
years.

10-03-09
D

aily Vehicle Inspection Logs
Logs are com

pleted for the G
olden Express 

Transportation busses daily.
Senior C

tr.
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 

years.
10-03-10

Transportation W
aivers

H
S Adm

in
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 335.1; 2 years for action on injuries caused by 
neglect.
State of C

alifornia G
uidelines; 2 years plus the current 

year.

10-04-00
A

fter School Program
100%

 grant funded. A
ll classes at school sites

10-04-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
10-04-02

Applications
Program

 registrations, hard copy and eleC
tr.onic 

versions collected annually throughout the year. 
ASP

C
A

FP+5
G

C
 34090; 2 year m

inim
um

 requirem
ent.

ED
C

 8482.3(g)(1)(F); 5 years for after school program
 

plans.
G

C
 8546.7; 3 years after final paym

ent to support 
audits.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.
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10-00-00
H

U
M

A
N

 SER
VIC

ES

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

10-04-03
C

lass R
osters

C
lassroom

 attendance sheet used daily.
ASP

C
A

FP+5
G

C
 34090; 2 year m

inim
um

 requirem
ent.

ED
C

 8482.3(g)(1)(F); 5 years for after school program
 

plans.
G

C
 8546.7; 3 years after final paym

ent to support 
audits.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.

10-04-04
D

aily Sign-in Sheets
Program

 attendance sheet used daily.
ASP

A
FP+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
ED

C
 8482.3(g)(1)(F); 5 years for after school program

 
plans.
G

C
 8546.7; 3 years after final paym

ent to support 
audits.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.

10-04-05
G

rant Attendance Sheets
G

rant spreadsheet report kept eleC
tr.onically required 

by the School D
istrict.

ASP
A

FP+5
G

C
 34090; 2 year m

inim
um

 requirem
ent.

ED
C

 8482.3(g)(1)(F); 5 years for after school program
 

plans.
G

C
 8546.7; 3 years after final paym

ent to support 
audits.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.

10-04-06
Early R

elease Form
s

Signed docum
entation for early release of student from

 
program

.
ASP

A
FP+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
ED

C
 8482.3(g)(1)(F); 5 years for after school program

 
plans.
G

C
 8546.7; 3 years after final paym

ent to support 
audits.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.

10-04-07
Bathroom

 Log
ASP

A
FP+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
ED

C
 8482.3(g)(1)(F); 5 years for after school program

 
plans.
G

C
 8546.7; 3 years after final paym

ent to support 
audits.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.

10-04-08
Field Trip Perm

ission Slips
ASP

C
A

FP+5
G

C
 34090; 2 year m

inim
um

 requirem
ent.

ED
C

 8482.3(g)(1)(F); 5 years for after school program
 

plans.
G

C
 8546.7; 3 years after final paym

ent to support 
audits.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.
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10-00-00
H

U
M

A
N

 SER
VIC

ES

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

10-04-09
Pre / Post Surveys

Internally process surveys.
ASP

A
FP+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
ED

C
 8482.3(g)(1)(F); 5 years for after school program

 
plans.
G

C
 8546.7; 3 years after final paym

ent to support 
audits.
San Bernardino C

ounty; 5 years after final reporting per 
the D

elegate Agency Agreem
ent.

10-05-00
M

edical C
linic

10-05-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
10-05-02

Patient R
ecords

Includes patient charts.
M

ed. C
linic

A
C

+7*
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 340.5; H
ealthcare providers; 3 years after 

occurrence or 1 year after the patient discovers the 
injury, w

hichever com
es first.

C
C

P 340.8; Exposure to hazardous substances; 2 years 
after exposure, or 2 years after patient discovers injury, 
w

hichever is later.
22 C

C
R

 70751; 7 years for patient records for adults, *2 
years after 18th birthday for unem

ancipated m
inors.

10-06-00
C

om
m

unity A
ctivities C

om
m

ission
10-06-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
10-06-02

Agendas & Agenda Packets
Includes m

eeting agendas and staff reports.
H

S Adm
in

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; M

aintain for the C
urrent 

Year plus 2 years.
10-06-03

M
inutes

Typed record of m
eeting content, including attendance, 

public com
m

ents, and correspondence. 
H

S Adm
in

P
G

C
 34090(e); M

inutes of governing bodies, Perm
anent.

G
C

 36814; M
aintain record of proceedings.

G
C

 40801; M
aintain record of proceedings.

State of C
alifornia G

uidelines; Perm
anent.

10-06-04
M

ilitary Banner Applications
H

S Adm
in

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
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11-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

11-01-00
Econom

ic D
evelopm

ent
11-01-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

All D
epts

A
R

Adm
inistrative R

ecord; R
eview

 annually for relevance to 
current subject m

atter or projects, inclusion in an 
associated record series, or creation of a new

 record 
series. 

11-01-02
State of the C

ity
ED

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years for m

anagem
ent 

reports
11-01-03

Business O
utreach

Includes C
ham

ber of C
om

m
erce, sm

all business 
outreach and Sm

all Business Adm
inistration.

ED
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; M
aintain for the C

urrent 
Year plus 2 years.

11-01-04
M

arketing
Includes new

sletters, brochures and other general 
outreach to the public.

ED
C

Y+7
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 7.

11-01-05
Property Acquisitions - Affordable H

ousing
Includes appraisals, property valuations, deeds, title 
reports, real estate agent com

m
unications and other 

acquisition docum
ents.

ED
A

C
+10

C
C

P 337.15; 10 years after com
pletion of construction 

or im
provem

ent.
State of C

alifornia G
uidelines; C

om
pletion expiration 10 

years for acquisitions.
11-01-06

Property Acquisitions - Econom
ic D

evelopm
ent

Land banking for future use. Includes appraisals, 
property valuations, deeds, title reports, real estate 
agent com

m
unications and other acquisition 

docum
ents.

ED
A

C
+10

C
C

P 337.15; 10 years after com
pletion of construction 

or im
provem

ent.
State of C

alifornia G
uidelines; C

om
pletion expiration 10 

years for acquisitions.
11-01-07

Legislative Affairs
Includes contacts w

ith lobbyists for supporting or 
opposing bills, m

easures, etc.
ED

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.

11-01-08
G

rant Processing
For Planning and C

om
m

unity D
evelopm

ent grants. 
D

ocum
ents include applications, invoices, subm

ittals, 
prelim

inary drafts, logs, com
m

unications and other 
grant processing docum

ents for departm
ents.

ED
A

FP+5
29 C

FR
 97.36(i)(11); 3 years after final paym

ent.
29 C

FR
 97.42(b); 3 years after final paym

ent.
2 C

FR
 200.334; 3 years after final expenditure report for 

federal grants.
24 C

FR
 570.502(a)(7)(i)(a); D

eeds/C
D

BG
 activities, 4 

years after closure of loan.
State of C

alifornia G
uidelines; 5 years after grant 

closure. *State recom
m

ends referring to grant 
application close-out procedures, if any.

08-07-06
C

lim
ate Action Plan

Includes energy efficiency program
s, electric vehicle 

infrastructure, and other clim
ate im

pacting 
im

provem
ents. The C

ity partners w
ith agencies to 

prom
ote the program

.

ED
S+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years after m

aster plan 
is superseded.

EC
O

N
O

M
IC

 D
EVELO

PM
EN

T

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)
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11-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

EC
O

N
O

M
IC

 D
EVELO

PM
EN

T

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

11-02-00
D

evelopm
ent

11-02-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

All D
epts

A
R

Adm
inistrative R

ecord; R
eview

 annually for relevance to 
current subject m

atter or projects, inclusion in an 
associated record series, or creation of a new

 record 
series. 

11-02-02
Projects

Includes reim
bursem

ent, operations and m
anagem

ent 
agreem

ents, consultant com
m

unications, invoices and 
reim

bursem
ent logs, consultant reports for 

environm
ental / C

EQ
A, architectural review

s and other 
reports. Planning m

aintains perm
its and m

aps / plans.

ED
A

C
+5

C
C

P 337(2) & (3); Statutes of lim
itations of 4 years.

C
C

P 337.2; Statutes of lim
itations of 4 years.

48 C
FR

 4.703; 3 years after final paym
ent.

48 C
FR

 4.705-1; 4 years after com
pletion for 

accounting, payroll, purchasing records, et. al.
State of C

alifornia G
uidelines; 5 years for feasibility 

studies.
11-02-03

Land Leases
For cell tow

ers and C
ity-ow

ned property leased out to 
other entities.

ED
A

C
+4

C
C

P 337.2; Statutes of lim
itations of 4 years.

48 C
FR

 4.703; 3 years after final paym
ent.

48 C
FR

 4.705-1; 4 years after com
pletion for 

accounting, payroll, purchasing records, et. al.

11-03-00
R

evenue
11-03-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

All D
epts

A
R

Adm
inistrative R

ecord; R
eview

 annually for relevance to 
current subject m

atter or projects, inclusion in an 
associated record series, or creation of a new

 record 
series. 

11-03-02
C

om
m

unity Facilities D
istricts

Includes annual tax reports.
ED

P
G

C
 34090(a); Perm

anent for land and property records.
C

C
P 338; 3 year statute of lim

itations.
State of C

alifornia G
uidelines; Perm

anent.

11-03-03
Tax M

easures
Adm

inistrative m
aterials including m

arketing, consultant 
coordination, public com

m
unications, surveys, m

easure 
ballot title, initiative and other m

easure related 
docum

ents. 

ED
A

C
+7

G
C

 34060; 2 year m
inim

um
 requirem

ent.
EC

 17200; 8 m
onths after election closes for initiative 

and referendum
 petitions.

State of C
alifornia G

uidelines; C
urrent year plus 7 years 

for external prom
otional m

arketing m
aterials.

Adm
inistrative D

ecision: M
aintain tax m

easure 
docum

ents for 7 years after closure of the election to 
support the results.

11-03-04
Fee Studies & U

pdates
Includes cost allocation plans, fee study and updates.

ED
C

Y+3
2 C

FR
 200.334; M

aintain cost plans for 3 years for 
federal aw

arded funds.
11-03-05

M
aster Fee Schedules

ED
C

Y+2
G

C
 34090; 2 years m

inim
um

.

11-04-00
M

ontclair H
ousing A

uthority
11-04-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

All D
epts

A
R

Adm
inistrative R

ecord; R
eview

 annually for relevance to 
current subject m

atter or projects, inclusion in an 
associated record series, or creation of a new

 record 
series. 

11-04-02
Annual R

eports
R

eports to H
C

D
.

H
ousing

A
C

+3
24 C

FR
 570.490; 3 years for reports.

11-04-03
R

esolutions
Includes draft agreem

ents attached to the resolution 
prior to final signatures.

H
ousing

V, H
P

G
C

 34090(e); Perm
anent for decisions of the C

ity.
G

C
 40806; M

aintain.
State of C

alifornia G
uidelines; Perm

anent.
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11-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

EC
O

N
O

M
IC

 D
EVELO

PM
EN

T

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

11-05-00
M

ontclair H
ousing C

orporation
11-05-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

All D
epts

A
R

Adm
inistrative R

ecord; R
eview

 annually for relevance to 
current subject m

atter or projects, inclusion in an 
associated record series, or creation of a new

 record 
series. 

11-05-02
Agendas & Agenda Packets

H
ousing

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; M

aintain for the C
urrent 

Year plus 2 years.
11-05-03

M
inutes

H
ousing

V, H
P

G
C

 34090e; M
inutes of governing bodies, Perm

anent.
G

C
 36814; M

aintain record of proceedings.
G

C
 40801; M

aintain record of proceedings.
State of C

alifornia G
uidelines; Perm

anent.
11-05-04

R
esolutions

H
ousing

V, H
P

G
C

 34090(e); Perm
anent for decisions of the C

ity.
G

C
 40806; M

aintain.
State of C

alifornia G
uidelines; Perm

anent.
11-05-05

C
ontractual Agreem

ents
Includes R

FPs, signed agreem
ent (property 

m
anagem

ent, vendors, service providers), invoices for 
projects over $5,000.

H
ousing

A
C

+4
C

C
P 337.2; Statutes of lim

itations of 4 years.
48 C

FR
 4.703; 3 years after final paym

ent.
48 C

FR
 4.705-1; 4 years after com

pletion for 
accounting, payroll, purchasing records, et. al.

11-05-06
R

ehabilitation Projects
R

ehabilitation of C
ity affordable housing properties for 

m
ulti-fam

ily and single fam
ily. Includes bid proposals, 

aw
arding of bids, progress paym

ents / invoicing, 
progress photos, com

m
unications w

ith contractors, and 
related docum

ents. O
lder files are in paper form

at. N
ot 

grant related; funded by lease revenues and econom
ic 

developm
ent.

H
ousing

A
C

+4
C

C
P 337.2; Statutes of lim

itations of 4 years.
48 C

FR
 4.703; 3 years after final paym

ent.
48 C

FR
 4.705-1; 4 years after com

pletion for 
accounting, payroll, purchasing records, et. al.

11-05-07
Property M

anagem
ent

Ties into the contractual agreem
ents. C

om
m

unications 
betw

een C
ity staff and property m

anagem
ent, invoicing, 

w
eekly m

eeting agendas and other property 
m

anagem
ent related records.

H
ousing

C
Y+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 4 years after audit.

Adm
inistrative D

ecision: M
aintain property m

anagem
ent 

docum
ents for the current year plus 4 years to m

atch 
retention of accounts payable records.

11-05-08
H

om
e O

w
ner Associations

C
ity liaison sits on the H

O
A board. Includes C

C
R

s, 
board packets / agendas for voting H

O
As, invoices 

(approved by the liaison) and com
m

unications.

H
ousing

C
Y+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 4 years after audit.

Adm
inistrative D

ecision: M
aintain H

O
A docum

ents for 
the current year plus 4 years to m

atch retention of 
accounts payable records.

11-05-09
Annual Incom

e C
ertifications

C
ertification for affordable housing eligibility not related 

to grants. M
aintained in paper form

at. C
ity audited 

annually.

H
ousing

C
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

11-06-00
Successor A

gency / Form
er R

D
A

 R
ecords

11-06-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

All D
epts

A
R

Adm
inistrative R

ecord; R
eview

 annually for relevance to 
current subject m

atter or projects, inclusion in an 
associated record series, or creation of a new

 record 
series. 
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D
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R
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R
etention

C
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EC
O

N
O

M
IC

 D
EVELO

PM
EN

T

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

11-06-02
R

edevelopm
ent Plan

H
ousing

P
G

C
 34090(a); R

eal property records, m
aintain 

perm
anently.

State of C
alifornia G

uidelines; Perm
anent.

11-06-03
Projects & Project Areas

H
ousing

P
G

C
 34090(a); R

eal property records, m
aintain 

perm
anently.

State of C
alifornia G

uidelines; Perm
anent.

11-06-04
Property Acquisition

H
ousing

A
C

+10
C

C
P 337.15; 10 years after com

pletion of construction 
or im

provem
ent.

State of C
alifornia G

uidelines; C
om

pletion expiration 10 
years for acquisitions.

11-06-05
Agendas / Agenda Packets

H
ousing

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; M

aintain for the C
urrent 

Year plus 2 years.
11-06-06

M
inutes

H
ousing

V, H
P

G
C

 34090e; M
inutes of governing bodies, Perm

anent.
G

C
 36814; M

aintain record of proceedings.
G

C
 40801; M

aintain record of proceedings.
State of C

alifornia G
uidelines; Perm

anent.
11-06-07

R
esolutions

H
ousing

V, H
P

G
C

 34090(e); Perm
anent for decisions of the C

ity
G

C
 40806; M

aintain.
State of C

alifornia G
uidelines; Perm

anent.
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12-00-00
PO

LIC
E D

EPA
R

TM
EN

T

Legend: 

Series 
C

ode
Series N

am
e

D
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ocum
ents, A

s N
eeded

O
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R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

12-01-20
A

dm
inistration / C

hief of Police 
12-01-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
12-01-02

M
ark 43

As of July 1, 2020 has case docum
ents attached.

PD
 Adm

in
A

C
T

Transitory R
ecord: M

aintain w
hile active or until data is 

transferred to a new
 tracking system

.
12-01-03

Policies & Procedures
M

aintained in Lexipol electronically. Includes prior 
editions. 

PD
 Adm

in
C

P
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; Perm
anent, no citation 

given.
12-01-04

D
epartm

ent D
irectives

M
ay include general departm

ent procedures and legal 
directives.

PD
 Adm

in
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Perm

anent, no citation 
given.

12-01-05
Personnel Files

Includes supervisor's personnel files. M
aintained by the 

Police D
epartm

ent for the sam
e retention as H

um
an 

R
esources personnel files.

PD
 Adm

in
A

S+6
29 C

FR
 1627.3 - 4; 3 years after term

ination.
29 C

FR
 1602.30 - 32; 2 - 3 years after term

ination.
29 C

FR
 516.5 - 6; 3 years after action.

29 U
SC

 1113; 6 years after date of last action.
G

C
 12946; 4 years after term

ination or action.
State of C

alifornia G
uidelines; 3 years after term

ination.
12-01-06

Personnel O
rders

Includes vacation sign ups, w
ork and duty schedules, 

paid overtim
e and special details. 

PD
 Adm

in
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for w
atch assignm

ents, daily schedules and 
tim

ekeeping records.
12-01-07

C
ivilian C

om
plaints

Form
 com

pleted by a civilian. C
om

plaints m
ay becom

e 
form

al investigations.
PD

 Adm
in

A
C

+7
G

C
 34090; 2 year m

inim
um

 requirem
ent.

42 U
SC

 1983; Settlem
ent of civil rights com

plaint plus 7 
years.

12-01-08
Adm

inistrative Investigations
PD

 Adm
in

C
A

C
+15

PC
 832.5(b) Statutory m

inim
um

 is 5 years for no 
sustained m

isconduct and 15 years for sustained 
m

isconduct.  
EVC

 1045; 5 years for conduct.
PC

 801.5; SO
L of 4 years after event.

PC
 803(c); public officer, crim

e descriptions.
VC

 2547; SO
L of 3 years for officer fraud.

G
C

 12946; 4 years after com
pletion/position filled.

12-01-09
U

se of Force R
eview

PD
 Adm

in
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for use of force files.
12-01-10

Pitchess M
otions

C
opy m

aintained w
ith the officer's file.

PD
 Adm

in
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

R
ecords of retirees for carrying firearm

s. R
etirees need 

to qualify for carrying. D
isqualified applications also 

m
aintained.

PD
 Adm

in

Approved applications:
A

E+2
D

enied applications:
C

Y+2

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

12-01-11
R

etiree C
C

W
 Q

ualifications
G

C
 34090; 2 year m

inim
um

 requirem
ent.

PC
 12071, M

aintain records.
PC

 12078, M
aintain records.

State R
ecom

m
endation, 2 years after the license 

expires.
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EPA
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Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

12-01-12
Audio R

ecordings - R
outine

Includes telephone and radio com
m

unications. If crim
e 

related, the D
istrict Attorney m

ust request audio w
ithin 

100 days of the date. The C
ity Attorney w

ill inform
 the 

PD
 about pending litigation, and w

ill approve destruction 
of recordings on a m

onthly basis.

PD
 Adm

in
180 D

ays*
G

C
 34090.6; 100 days. If a claim

 is filed or pending 
litigation, retain until pending litigation is resolved and 
*destroy w

ith consent of the C
ity Attorney.

State of C
alifornia G

uidelines; 180 days for audio, 
telephone and radio com

m
unication tapes, w

ith 
exceptions of recordings pertaining to G

C
 34090.6.

Includes tape recordings and video from
 body-w

orn 
system

s.
IT

C
2Y

PC
 832.18(5)(A)&(B); 60 days for nonevidentiary data, 2 

years for evidentiary data.
*N

on-evidence, Police R
eport w

ith no arrest, 
detention/arrest, traffic/pedestrian contact w

ith 
no Police R

eport.

IT
C

2Y*
*State of C

alifornia G
uidelines; C

urrent year plus 2 
years for m

isdem
eanors/infractions w

ith no arrests, 
identifiable property or m

issing persons.
**Violent C

rim
e R

eport, U
se of Force, Adm

inistrative, 
C

om
plaint Against Em

ployee or Agency.
PD

 Adm
in /

PD
 R

ecords
C

5Y or 15Y**
**EVC

 1045; D
iscovery of officer inform

ation on Internal 
Affairs cases. 5 year access lim

it.
**C

C
P 338 et al.; up to 3 years after com

m
ission of 

offense or after realization of offense.
**PC

 832.5; 5 years after case closure w
ith no 

sustained m
isconduct, 15 years w

ith sustained 
m

isconduct; confidential docum
ent not for public 

exposure. 
***C

ritical Incident, H
om

icide.
PD

 R
ecords

C
P***

***PC
 799; N

o statutes of lim
itations on actions. 

***C
C

P 335.1; M
ust com

m
ence action w

ithin 2 years.
Indefinite retention is recom

m
ended by D

O
J and C

A 
Law

 Enforcem
ent O

fficers Assoc.  
***State of C

alifornia G
uidelines; Perm

anent.
12-01-14

Jail Inspection R
ecords

Perform
ed by various outside agencies.

PD
 Adm

in
A

C
+6

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; After com

pletion plus 6 
years for inspections by various agencies.

12-01-15
Asset Seizure/Forfeiture Form

For m
onies seized over a certain am

ount. R
equested 

from
 a m

ajor crim
es task force, and ultim

ately in 
R

ecords w
ith the case file. Seizure form

s not related to 
a case are stored in Adm

in. O
riginals are m

aintained by 
the D

A, a copy is m
aintained by the C

ity.

PD
 Adm

in
C

Y+1
G

C
 34090.7; D

uplicate records m
ay be destroyed w

ithin 
the 2 year m

inim
um

 retention period

12-01-16
Asset Forfeiture U

se Funds
D

isbursem
ent of m

onies related to a closed case.
PD

 Adm
in

A
C

+5
U

S D
O

J G
uide to Equitable Sharing; 5 years for  

receipts and procurem
ent docum

entation for all 
expenditures of shared funds, bank statem

ents, Form
s 

D
AG

-71 and TD
 F, ESAC

s, accounting and 
bookkeeping docum

ents, logs and records, bank 
records and statem

ents, and audit reports.
12-01-17

ESAC
 Annual R

eports
R

eport show
ing w

hat m
onies w

ere spent and received 
by the C

ity from
 asset Forfeiture. Federal Equitable 

Sharing Agreem
ent C

ertification Form
.

PD
 Adm

in
C

Y+5
U

S D
O

J G
uide to Equitable Sharing; 5 years for  

receipts and procurem
ent docum

entation for all 
expenditures of shared funds, bank statem

ents, Form
s 

D
AG

-71 and TD
 F, ESAC

s, accounting and 
bookkeeping docum

ents, logs and records, bank 
records and statem

ents, and audit reports.

12-01-13
Audio / Video R

ecordings - Body-w
orn C

am
eras
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12-00-00
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E D

EPA
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C

ode
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am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

12-01-18
M

ilitary Equipm
ent Annual R

eport
C

opy m
aintained w

ith the C
ity C

ouncil agenda packet.
PD

 Adm
in

A
C

T
G

C
 34090.7; D

uplicates m
ay be destroyed w

ithin the 2 
year m

inim
um

 period. D
uplicates m

ust not be kept 
longer than the retention life of the original record.
Adm

inistrative R
ecord, State of C

alifornia G
uidelines.

12-01-19
T/U

 Visa Form
 R

eports
R

eports to the State for hum
an trafficking and victim

s of 
violent crim

es.
PD

 Adm
in

A
A

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for w
eekly, m

onthly, quarterly, and annual 
activity/statistical reports.

12-01-20
G

rant Applications and Program
s, Approved

Incom
ing grants for the PD

. Application and related 
docum

ents.
PD

 Adm
in

A
FP+5*

29 C
FR

 97.36(i)(11); 3 years after final paym
ent.

29 C
FR

 97.42(b); 3 years after final paym
ent.

2 C
FR

 200.334; 3 years after final expenditure report for 
federal grants.
24 C

FR
 570.502(a)(7)(i)(a); D

eeds/C
D

BG
 activities, 4 

years after closure of loan.
State of C

alifornia G
uidelines; 5 years after grant 

closure. *State recom
m

ends referring to grant 
application close-out procedures, if any.

12-01-21
G

rant Applications and Program
s, N

ot Approved
Incom

ing grants for the PD
. Application and related 

docum
ents.

PD
 Adm

in
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.

12-01-22
Police Explorer / C

haplain Program
Includes inform

ation from
 initial background checks, 

em
ploym

ent processing, em
ergency contact 

inform
ation, w

aivers, tim
ekeeping, application and other 

docum
ents. Explorers are not paid em

ployees.

PD
 Adm

in
C

A
T+4

A
C

+4
G

C
 12946; 4 years after com

pletion/position filled.
State of C

alifornia G
uidelines; 2 years after term

ination.
Adm

inistrative D
ecision: M

aintain volunteer files for 4 
years after term

ination for those hired, and 4 years after 
position filled for denied applications to follow

 
recruitm

ent retention.

12-01-23
Police R

eserves
Includes application, ride-along w

aiver, background 
authorization, supplem

ental background inform
ation 

form
, crim

inal history and records checks, live scan 
fingerprinting, training, com

m
unity service records, 

background letters to neighboring agencies, and ID
 

cards. D
enied applications m

aintained w
ith recruitm

ent 
files.

PD
 Adm

in
C

A
T+4

A
C

+4
G

C
 12946; 4 years after com

pletion/position filled.
State of C

alifornia G
uidelines; 2 years after term

ination.
Adm

inistrative D
ecision: M

aintain volunteer files for 4 
years after term

ination for those hired, and 4 years after 
position filled for denied applications to follow

 
recruitm

ent retention.

12-01-24
Background Investigations, N

on-H
ired 

C
andidates

PD
 Adm

in
C

A
C

+4
PC

 832.5; 5 years for officer com
plaints.

State of C
alifornia G

uidelines; 2 years after position 
closes for Safety Personnel not hired.
Adm

inistrative D
ecision: M

aintain background checks 
for 4 years after the position is filled to m

eet H
R

 
recruitm

ent retention requirem
ents.

12-01-25
Audit Inspection Logs

C
alifornia Board of State & C

om
m

unity C
orrections.

PD
 Adm

in
A

A
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for w

eekly, m
onthly, quarterly, and annual 

activity/statistical reports.
12-01-26

Firearm
s

R
ecords of departm

ent ow
ned firearm

s.
PD

 Adm
in

S+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years after superseded 
for equipm

ent inventory records.
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R
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C
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A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

12-01-27
Photographs

Police D
epartm

ent events, departm
ent photos, etc.

PD
 Adm

in
C

Y+2
A

R
G

C
 34090; 2 year m

inim
um

 requirem
ent.

Adm
inistrative R

ecord, State of C
alifornia G

uidelines.
Adm

inistrative D
ecision: C

urrent year plus 2 years, 
review

 annually for historical content.
12-01-28

Juvenile D
etention Logs

PD
 Adm

in
C

Y+6
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 6 years 

for jail logs.
12-01-29

R
osters

PD
 Adm

in
S+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years after superseded 

for divisional rosters.
12-01-30

Special Events
PD

 Adm
in

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 
12-01-31

Paw
n Broker / Secondhand D

ealer Licenses
PD

 Adm
in

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for Secondhand D

ealers and Paw
n Broker licenses.

12-01-32
C

ontracts & Agreem
ents

Includes general service, supply and equipm
ent 

contracts and agreem
ents signed in-house by the Police 

D
epartm

ent. C
opies sent to the C

ity C
lerk.

PD
 Adm

in
A

C
+4

C
C

P 337(2) & (3); Statutes of lim
itations of 4 years.

C
C

P 337.2; Statutes of lim
itations of 4 years.

48 C
FR

 4.703; 3 years after final paym
ent.

48 C
FR

 4.705-1; 4 years after com
pletion for 

accounting, payroll, purchasing records, et. al.
12-01-33

Licenses
Includes w

orkpapers and licenses for m
assage 

activities and other perm
its requiring PD

 approval.
PD

 Adm
in

A
E+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for various business perm

its.
12-01-34

Press R
eleases

R
eleased by the Police D

epartm
ent and published on 

the w
ebsite.

PD
 Adm

in
C

Y+2
G

C
 34090; 2 years m

inim
um

.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for press releases.

12-02-00
R

ecords
***M

aintain all case files confidential w
hile active. 

C
alifornia Public R

ecords A
ct to be consulted.

12-02-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
C

ase R
eports - All O

ther
C

rim
e reports, D

U
I's, incidents, m

andatory registrants, 
bookings/arrests, m

issing persons, restraining orders, 
crim

inal protective orders, N
C

IC
 entries. M

ay include 
property, photos, field interview

 cards, additional 
docum

ents and any other elem
ents for the case. 

All files scanned and stored in the R
M

S system
.

PD
 R

ecords
V, C

***
A

R
***M

aintain all case files confidential w
hile active. 

C
alifornia Public R

ecords A
ct to be consulted.

187 - M
urders

PD
 R

ecords
V, C

***
P

PC
 187; D

efinitions.
PC

 799; N
o statutes of lim

itations on actions .
Indefinite retention is recom

m
ended by D

O
J and C

A 
Law

 Enforcem
ent O

fficers Assoc.  
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™
 U

FIR
ST tradem

arked in 1999 and ©
 C

itations and Legal Basis copyrighted in 2023 by R
ecords C

ontrol Services, Inc.  All rights reserved.  
R

EV: 5/30/2024

EXHIBIT B

MONTCLAIR CITY COUNCIL MEETING – 07/15/2024 Page 154 of 179



C
ity of M

ontclair 
R

ecords R
etention Schedule and U

FIR
ST™

 Index
Page 63

12-00-00
PO

LIC
E D

EPA
R

TM
EN

T

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

Accident R
eports, Felony & Fatality C

ollisions
PD

 R
ecords

V, C
***

A
C

+25
PC

 799; N
o statutes of lim

itations on actions.
Indefinite retention is recom

m
ended by D

O
J and C

A 
Law

 Enforcem
ent O

fficers Assoc.  
State of C

alifornia G
uidelines; Perm

anent.
Adm

inistrative D
ecision: M

aintain felony and fatality 
accident reports for 25 year after closure to follow

 other 
agency practices.

Accident R
eports, G

eneral & M
isdem

eanor 
Infractions

PD
 R

ecords
V, C

***
A

C
+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for m

isdem
eanors/infractions w

ith no arrests, 
identifiable property or m

issing persons.
Adm

inistrative D
ecision: M

aintain for 2 years after 
closure of the case.

C
hild Abuse

PD
 R

ecords
V, C

***
A

C
+10

PC
 11169; M

aintain.
PC

 11170; 10 years from
 date of reporting , D

O
J 

R
ecom

m
endation.

PC
 288, 647; D

efinitions.
C

rim
es w

ith D
eath

PD
 R

ecords
V, H

, C
***

P
PC

 799, 801.1, 803; N
o statutes of lim

itations on 
actions. 
C

C
P 335.1; M

ust com
m

ence action w
ithin 2 years.

Indefinite retention is recom
m

ended by D
O

J and C
A 

Law
 Enforcem

ent O
fficers Assoc.  

State of C
alifornia G

uidelines; Perm
anent.

Sex offenders - Adult.
PD

 R
ecords

V, C
***

L+2

Sex offenders - Juvenile.
PD

 R
ecords

V, C
***

*Varies

M
arijuana R

elated C
rim

es
PD

 R
ecords

V, C
***

A
C

+2*
H

S 11361.5, 11361.7, 11357 B, C
, D

,  or E; 2 years 
after case closure, *or until offender reaches the age of 
18 years provided there are no active w

arrants 
associated w

ith the case.  D
estroy Juvenile m

arijuana 
cases after age 18.
H

&S 11362.1, Legal adult use of cannabis products.
*C

om
bined cases m

ay be retained for the longest 
applicable retention period. The D

istrict Attorney m
ay 

vacate the conviction and the C
ity m

ay destroy the case 
file sooner than the retention period listed.

M
isdem

eanors / Infractions, Filed
PD

 R
ecords

V, C
***

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for m
isdem

eanors/infractions w
ith no arrests, 

identifiable property or m
issing persons.

D
rug / Sex C

rim
e R

egistration
G

C
 34090; 2 years m

inim
um

.
*PC

 290; definitions and references.
W

&IC
 781; 5 years after record sealed or w

hen juvenile 
reaches 38 years. Perm

anent if tried as an adult.
State of C

alifornia G
uidelines; Life of registrant w

ithin 
jurisdiction for arson, sex and narcotics.
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12-00-00
PO

LIC
E D

EPA
R

TM
EN

T

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

M
isdem

eanors / Infractions, N
ot Filed

M
isdem

eanors w
ith no leads, no convictions or arrests 

not filed.
PD

 R
ecords

V, C
***

A
C

+3
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 338; up to 3 years after com
m

ission of offense or 
after realization of offense.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for m

isdem
eanors/infractions w

ith no arrests, 
identifiable property or m

issing persons.
M

issing Persons
PD

 R
ecords

V, C
***

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for non-crim
inal occurrences, including m

issing persons 
w

here person has been returned/found.
D

O
J recom

m
ends perm

anent for unsolved m
issing 

persons.
O

fficer Involved Shootings
Includes shootings.

PD
 R

ecords
V, C

***
A

C
+25

EVC
 1045; D

iscovery of officer inform
ation on Internal 

Affairs cases. 5 year access lim
it.

PC
 832.5; 5 years after case closure w

ith no sustained 
m

isconduct, 15 years w
ith sustained m

isconduct; 
confidential docum

ent not for public exposure. 
VC

 2542 & 2547; O
fficer fraud or m

isrepresentation. 3 
years after act or om

ission.
State R

ecom
m

endation; C
losure of case plus 25 years.

D
O

J regulates, if not involving felonies, the report can 
be destroyed after 3 years, provided that accounting of 
incident has been placed w

ith the case file. 
R

obberies / Burglary 
PD

 R
ecords

V, C
***

A
C

+3
C

C
P 338 et al.; up to 3 years after com

m
ission of 

offense or after realization of offense.
State R

ecom
m

endation; C
losure of case plus 3 years.

Sex C
rim

es
Includes child m

olestation, rape and other sex crim
es.

PD
 R

ecords
V, C

***
L+2

PC
 261; D

efinitions.
PC

 220; D
efinitions & punishm

ents.
PC

 286; D
efinitions & punishm

ents.
PC

 288; D
efinitions & punishm

ents.
PC

 289; D
efinitions & punishm

ents.
W

&I 781; Juvenile records, w
hen offender reaches age 

38, or 5 years after records are sealed.
D

epartm
ent of Justice recom

m
ends 25 years.

Adm
inistrative D

ecision: M
aintain sex crim

e cases for 2 
years after proof of offender's death.

Stolen Vehicles
PD

 R
ecords

V, C
***

A
C

+3
C

C
P 338 et al.; up to 3 years after com

m
ission of 

offense or after realization of offense.
State R

ecom
m

endation; C
losure of case plus 3 years.

Suspicious C
ircum

stances
PD

 R
ecords

V, H
, C

***
P

N
o suspicious circum

stances
PD

 R
ecords

V, C
***

A
C

+2
U

nattended D
eath / Suicide

G
C

 34090; 2 year m
inim

um
 requirem

ent.
PC

 799; N
o statutes of lim

itations on actions.
Indefinite retention is recom

m
ended by D

O
J and C

A 
Law

 Enforcem
ent O

fficers Assoc.  
State of C

alifornia G
uidelines; Perm

anent.
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12-00-00
PO

LIC
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EPA
R

TM
EN

T

Legend: 
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C

ode
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am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

5585 H
old C

ases - M
inors

PD
 R

ecords
V, C

***
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for non-crim

inal occurrences.
Adm

inistrative D
ecision: M

aintain 5585 hold cases 
perm

anently to track history of the event.
5150 H

old C
ases - Adults

PD
 R

ecords
V, C

***
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for non-crim

inal occurrences.
Adm

inistrative D
ecision: M

aintain 5150 hold cases 
perm

anently to track history of the event.
12-02-03

C
H

P 187 Vehicle Pursuits
Includes a log tracking filing and sending the report, a 
sum

m
ary of the actions, and proof of delivery from

 the 
C

H
P.

PD
 R

ecords
IN

D
VC

 17004.7; M
aintain vehicle pursuit records, no 

retention.

12-02-04
R

ecord Sealings
Adults

PD
 R

ecords
V, C

***
A

C
+3*

PC
 851.8(a); Factually innocent records, 3 years after 

arrest, *w
ith district attorney approval.

12-02-05
R

ecord Sealings
Juveniles

PD
 R

ecords
V, C

***
A

C
+5**

D
ate of court ordered destruction.

W
&IC

 781; 5 years after sealed by court order for at-risk 
youth; 
**W

&IC
 781; W

hen juvenile reaches the age of 38 for 
m

urder and/or sex crim
es occurring before the child is 

14 years of age.
**W

&IC
 781; For m

urder and/or sex crim
es occurring on 

or after the child reaches age 14, D
O

 N
O

T D
ESTR

O
Y.

12-02-06
Jail Logs

PD
 R

ecords
C

Y+6
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 6 years 

for jail logs.
12-02-07

C
itation Book Log

Form
 printed out for issuing citation books to officers.

PD
 R

ecords
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for parking and traffic citations.
12-02-08

C
ase Assignm

ent Logs
PD

 R
ecords

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 1 year 
for case assignm

ent logs.
12-02-09

C
O

R
I R

elease Logs
PD

 R
ecords

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for various police logs.

12-02-10
Subpoena Logs

PD
 R

ecords
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for subpoena logs.
12-02-11

Teletypes
U

sed for contacting other agencies, locating vehicles 
and m

issing persons, BO
LO

s and 10 m
inute hit 

requests / responses.

PD
 R

ecords
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

12-02-12
C

itations - Parking / Traffic
PD

 R
ecords

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for parking and traffic citations.
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C
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E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

12-02-13
C

itations - Adm
inistrative / N

otice to Appear
PD

 R
ecords

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for parking and traffic citations.

12-02-14
C

ash R
eceipt Books

Log of m
onies receive at the PD

 counter.
PD

 R
ecords

C
Y+4

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 337; Statute of lim

itations of 4 years.
State of C

alifornia G
uidelines; 4 years after annual 

audit.
12-02-15

C
rim

inal Background C
hecks

R
equests for local crim

inal checks for law
 enforcem

ent 
job applicants.

PD
 R

ecords
C

Y+3
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 340; 1 year statute of lim
itations.

11 C
C

R
 707(c); 3 years after release of record .

12-02-16
Local R

ecords C
heck

Includes requests from
 persons residing in the C

ity 
asking for a cursory records check through our R

M
S 

system
 to ascertain if the person has any negative 

inform
ation on file in our R

M
S system

. This request 
results in a letter stating the results of the records 
check.

PD
 R

ecords
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

12-02-17
Live Scan Fingerprinting

Includes fingerprinting applications for C
ity em

ployees 
and certain com

panies/entities.
PD

 R
ecords

C
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; M
aintain fingerprint 

inform
ation for city em

ploym
ent for 2 years after 

term
ination. 

12-02-18
Statistical R

eport R
equests

R
eports and data produced on request and distributed 

to requesting divisions/units, departm
ents, agencies or 

the public.

PD
 R

ecords
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for w
eekly, m

onthly, quarterly and annual statistical 
reports.

12-02-19
M

onthly D
O

J/IBR
 (M

AC
R

) R
eport

Electronic statistical report for future analysis. M
AC

R
 - 

M
onthly Arrest & C

itations R
egister - D

O
J form

 JU
S 

750. N
ow

 autom
atically pulled from

 M
ark 43 for 

reporting.

PD
 R

ecords
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for w
eekly, m

onthly, quarterly and annual statistical 
reports.

12-02-20
R

ide Along / Sit Along W
aiver

PD
 R

ecords
C

Y+3
C

C
P 340.5 H

ealthcare providers is 3 years after 
occurrence or 1 year after the patient discovers the 
injury, w

hichever com
es first.

C
C

P 340.8; Exposure to hazardous substances; 2 years 
after exposure, or 2 years after patient discovers injury, 
w

hichever is later.  
8 C

C
R

 3203(b)(1); Injury & Illness Prevention Program
 

inspection records, m
aintain at least 1 year.

12-02-21
False Alarm

 C
laim

s
C

ards m
aintained by PD

. Finance invoices the offender.
PD

 R
ecords

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for false alarm

 records.
12-02-22

Tow
 Logs - Private Property/R

epos
PD

 R
ecords

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent

12-03-00
Support Svcs - Investigations

12-03-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
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PO

LIC
E D

EPA
R

TM
EN

T

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

12-03-02
Inform

ant Files
C

onfidential files m
aintained in paper form

 and review
ed 

annually for activity. Includes vice crim
es (gang, 

narcotics, prostitution, robbery).

D
etective 
Bureau

C
A

T+10
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 10 years after term
ination 

for inform
ant files, no citation stated.

12-03-03
R

egistrant Files
Arson, sex and drug registrants.

D
etective 
Bureau

C
L+2

G
C

 34090; 2 years m
inim

um
.

*PC
 290; definitions and references.

W
&IC

 781; 5 years after record sealed or w
hen juvenile 

reaches 38 years. Perm
anent if tried as an adult.

PC
 186.32; 5 years after last registration requirem

ent.
*PC

 457; Arson registration for juveniles, 25 years of 
age or w

hen records are sealed per W
&IC

 781
State of C

alifornia G
uidelines; Life of registrant w

ithin 
jurisdiction for arson, sex and narcotics.

12-03-04
Paw

n Slips
Includes paw

n slips and secondhand dealer 
consignm

ent slips / tickets.
D

etective 
Bureau

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for Secondhand D

ealers and Paw
n Brokers.

12-04-00
Support Svcs - Patrol

12-04-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
12-04-02

Field Training
Filed by officer containing handouts, daily evaluations, 
qualification criteria and training scenarios. M

aintained 
electronically in LEFTA.

PD
 Adm

in
A

S+7
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 C
FR

 1627.3(b); 1 year for training records.
G

C
 12946; 4 years after term

ination.
G

C
 7920.000; PR

A, confidential record status.
State of C

alifornia G
uidelines; 7 years after term

ination, 
no specific citation given. 2 years after term

ination for 
certificates and designations training.

12-04-03
D

ivision Files
Includes w

ritten counseling, perform
ance im

provem
ent 

plans, com
m

endations, trim
ester evaluations, sick leave 

slips. D
ocum

ents signed by the individual officer. 
Transitory w

orking file that leads to the officer's 
perform

ance appraisal m
aintained in the personnel file. 

D
ispatch and R

ecords m
aintain division files on all 

em
ployees.

PD
 Adm

in
A

S+6
29 C

FR
 1627.3 - 4; 3 years after term

ination.
29 C

FR
 1602.30 - 32; 2 - 3 years after term

ination.
29 C

FR
 516.5 - 6; 3 years after action.

29 U
SC

 1113; 6 years after date of last action.
G

C
 12946; 4 years after term

ination or action.
State of C

alifornia G
uidelines; 3 years after term

ination.

12-04-04
Patrol Sergeant Shift R

eports
M

aintained electronically on the Z drive.
PD

 Adm
in

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for w

atch assignm
ents, daily schedules and 

tim
ekeeping records.

12-04-05
Exposure Logs

Log book of exposures not separated by em
ployee. 

Also forw
arded to H

R
 for m

edical file. 
PD

 Adm
in

C
Y+30

8 C
C

R
 15400; M

aintain reports.
LC

 90 - 139.6; 5 years for auditing.
LC

 6410; O
SH

A, m
aintain.

29 C
FR

 1627.3(b)(1); 1 year from
 action.

29 C
FR

 1910.1020; 30 years after em
ployee term

ination
State of C

alifornia G
uidelines; 30 after 

com
pletion/closure.
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12-00-00
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LIC
E D

EPA
R

TM
EN

T

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

12-04-06
D

aily Activity Logs
PD

 Adm
in

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for w

atch assignm
ents, daily schedules and 

tim
ekeeping records.

12-05-00
Support Svcs - Training

12-05-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
12-05-02

R
ange Books

Includes range lesson plans, firearm
s safety plan, 

w
eapon m

aintenance, firearm
 training m

anuals, 
sim

ulation training, range m
aster and safety officer for 

firearm
s and less-lethal w

eapons. M
aintained annually 

in binders.

PD
 Adm

in
A

C
+15

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 15 years after com

pletion 
for range lesson plans. N

o citation given.

12-05-03
O

fficer Training R
ecords

Filed by officer. M
aintained electronically in TM

S and 
LEFTA.

PD
 Adm

in
A

S+7
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 C
FR

 1627.3(b); 1 year for training records.
G

C
 12946; 4 years after term

ination.
G

C
 7920.000; PR

A, confidential record status.
State of C

alifornia G
uidelines; 7 years after term

ination, 
no specific citation given. 2 years after term

ination for 
certificates and designations training.

12-05-04
Internal Instructor Training Program

s
Includes class outline, tests, percentages, roster, 
handouts, instructor's qualifications and resum

es, 
qualification criteria and training scenarios, range lesson 
plans, firearm

s safety plan, w
eapon m

aintenance, 
firearm

 training m
anuals, sim

ulation training, range 
m

aster and safety officer for firearm
s and less-lethal 

w
eapons. C

opy of the program
 posted to the w

ebsite.

PD
 Adm

in
A

C
+15

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 C

FR
 1627.3(b); 1 year for training records.

State of C
alifornia G

uidelines; 15 years after com
pletion 

for range lesson plans. N
o citation given.

12-05-05
C

LETS Training
Includes agency term

inal coordinator records, and 
training and recertification records.

PD
 Adm

in
A

S+7
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 C
FR

 1627.3(b); 1 year for training records.
G

C
 12946; 4 years after term

ination.
G

C
 7920.000; PR

A, confidential record status.
State of C

alifornia G
uidelines; 7 years after term

ination, 
no specific citation given. 2 years after term

ination for 
certificates and designations training.

12-06-00
Support Svcs - Technical Services

12-06-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
12-06-02

Equipm
ent C

alibrations
Prelim

inary Alcohol Screening D
evice and radar 

calibration.
Tech Svcs

A
T+2

G
C

 34090; 2 year m
inim

um
 requirem

ent
State of C

alifornia G
uidelines; 2 years after term

ination 
of use of equipm

ent for radar calibration records
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Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord

Special 
A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

12-06-03
Equipm

ent Inventory
Equipm

ent issued to officers and other departm
ent 

equipm
ent. H

istoric inform
ation m

aintained in TM
S.

Tech Svcs
S+2

G
C

 34090; 2 year m
inim

um
 requirem

ent
State of C

alifornia G
uidelines; 2 years after superseded 

for equipm
ent inventory records

12-06-04
Vehicle Assignm

ents
Vehicles assigned to PD

. M
aintained in TM

S.
Tech Svcs

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years plus the current 

year for daily activity logs.
12-06-05

Auction R
eports

Tech Svcs
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years after financial 
audit for surplus property auctions including listings of 
property.

12-06-06
Surveillance R

ecordings - Police Facilities
Includes in-building and parking lot surveillance.

Tech Svcs
180 D

ays
G

C
 34090.6; 100 days. *If a claim

 is filed or pending 
litigation, retain w

ith the case file.
State of C

alifornia G
uidelines; 180 days for audio, 

telephone and radio com
m

unication tapes, w
ith 

exceptions of recordings pertaining to G
C

 34090.6
12-06-07

Vehicle / Equipm
ent Service Schedules

LO
V+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines state life of the vehicle 

plus 2 years for fuel, m
aintenance and repair records of 

vehicles. State does not reference any citations.

12-07-00
Support Svcs - Property &

 Evidence
12-07-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
12-07-02

C
ivil Subpoenas

Property
C

Y+2
G

C
 34090.7; D

uplicate records m
ay be destroyed at 

any point before the total retention period.
State of C

alifornia G
uidelines; C

urrent year plus 2 
years. C

ourts/C
ounty m

aintain the original record.
12-07-03

D
isturbance of the Peace

Form
s left at the location of disturbance.

Property
A

C
+3

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 338; up to 3 years after com

m
ission of offense or 

after realization of offense.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for m

isdem
eanors/infractions w

ith no arrests, 
identifiable property or m

issing persons.
Adm

inistrative D
ecision: M

aintain form
s for 3 years after 

com
pletion to coincide w

ith unfiled m
isdem

eanor 
retention.

12-07-04
Evidence R

oom
 Entry Logs

Property
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent. 

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for various police logs.

12-08-00
Field Svcs - D

ispatch
12-08-01

G
eneral Inform

ation & Adm
inistration

Includes general subject inform
ation, reports and 

reference docum
ents relating to the record group, but 

not associated w
ith a specific record series already in 

the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
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R
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R
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C
itations &

 Legal B
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A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

12-08-02
C

om
m

unication Training Program
D

ispatch
A

S+7
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 C
FR

 1627.3(b); 1 year for training records.
G

C
 12946; 4 years after term

ination.
G

C
 7920.000; PR

A, confidential record status.
State of C

alifornia G
uidelines; 7 years after term

ination, 
no specific citation given. 2 years after term

ination for 
certificates and designations training.

12-08-03
Audio R

ecordings - Telephone / R
adio

D
ispatch

180 D
ays*

G
C

 34090.6; 100 days. If a claim
 is filed or pending 

litigation, retain until pending litigation is resolved and 
*destroy w

ith consent of the C
ity Attorney.

State of C
alifornia G

uidelines; 180 days for audio, 
telephone and radio com

m
unication tapes, w

ith 
exceptions of recordings pertaining to G

C
 34090.6.

12-08-04
C

all C
ards

M
anually handw

ritten call cards for w
hen the system

 is 
unavailable.

D
ispatch

A
C

+3
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 338; 3 year statute of lim
itations.

C
C

P 340.5; 3 year statute of lim
itations.

State of C
alifornia G

uidelines; M
aintain dispatch logs for 

3 years after com
pletion.

Adm
inistrative D

ecision: M
aintain call cards for 3 years 

after com
pletion to coincide w

ith dispatch logs.
12-08-05

D
ispatch Logs

D
ispatch

A
C

+3
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 338; 3 year statute of lim
itations.

C
C

P 340.5; 3 year statute of lim
itations.

State of C
alifornia G

uidelines; M
aintain dispatch logs for 

3 years after com
pletion.
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13-00-00

Legend: 

Series 
C

ode
Series N

am
e

D
escription of D

ocum
ents, A

s N
eeded

O
ffice of 

R
ecord
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A

ttributes
Total 

R
etention

C
itations &

 Legal B
asis 

13-01-30
Fire A

dm
inistration 

13-01-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
13-01-02

Im
ageTrend

U
sed for incidents, inspection tracking and resident 

contact inform
ation. Form

erly FireR
M

S
Fire

A
C

T
Transitory R

ecord: M
aintain w

hile active or until data is 
transferred to a new

 tracking system
.

13-01-03
FirstD

ue
U

sed for inspections, EO
C

 team
 coordination and other 

activities.
Fire

A
C

T
Transitory R

ecord: M
aintain w

hile active or until data is 
transferred to a new

 tracking system
.

13-01-04
Vector Scheduling

C
reates rosters for personnel and used to create 

tim
esheets for Finance.

Fire
A

C
T

Transitory R
ecord: M

aintain w
hile active or until data is 

transferred to a new
 tracking system

.
13-01-05

Policies & Procedures
Includes interoffice procedures and directives from

 the 
Fire C

hief. M
aintained in Lexipol.

Fire
P

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; Perm

anent, no citation 
given.

13-01-06
Internal Investigations

Includes com
plaints about fire personnel and 

associated investigations.
Fire

A
T+6

G
C

 12946; U
ntil resolved.

29 C
FR

 1602.14; 1 year after action/change.
State of C

alifornia G
uidelines; 2 years after term

ination 
for general em

ployees, 5 years after term
ination for 

safety em
ployees.

Adm
inistrative D

ecision: M
aintain investigations for 6 

years after term
ination to follow

 the personnel file 
retention period.

13-01-07
Strike Team

 Activities
U

sed to subm
it form

s for reim
bursem

ent from
 the State. 

Fire
C

Y+4
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 337; Statute of lim
itations of 4 years.

13-01-08
R

ide Alongs
Includes a w

aiver form
 for ride alongs.

Fire
C

Y+3
C

C
P 340.5 H

ealthcare providers is 3 years after 
occurrence or 1 year after the patient discovers the 
injury, w

hichever com
es first.

C
C

P 340.8; Exposure to hazardous substances; 2 years 
after exposure, or 2 years after patient discovers injury, 
w

hichever is later.  
8 C

C
R

 3203(b)(1); Injury & Illness Prevention Program
 

inspection records, m
aintain at least 1 year.

13-01-09
D

aily Activity Logs
M

aintained in both paper and electronic. Includes 
activities tracked for the day by the C

aptain.
Fire

C
Y+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for various daily logs.

13-01-10
D

aily Tim
e Sheets

C
om

pleted by staff to show
 w

hat projects or staff they 
w

ork w
ith daily.

Fire
C

Y+6
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 C
FR

 516.2; M
aintain.

29 C
FR

 516.6; 2 years.
R

&T 19530; 3 years after tax return due.
R

&T 19704; 6 year statute of lim
itations.

LC
 1174; 2 years after pay period.

26 C
FR

 31.6001-1; 4 years after tax return due.
29 U

SC
 255(a); 2 to 3 years statute of lim

itations for 
m

inim
um

 w
ages.

State of C
alifornia G

uidelines; 6 years after audit.

FIR
E SER

VIC
ES

A
A
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fter A
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C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)
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asis 

FIR
E SER

VIC
ES

A
A

 - A
fter A

udit,   A
C

 - A
fter C

om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

13-01-11
BBQ

 Perm
its

N
orm

ally a one day perm
it for inground BBQ

.
Fire

A
E+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for Tem

porary U
se Perm

its.
13-01-12

G
rant Applications & Agreem

ents
Fire

A
FP+5

29 C
FR

 97.36(i)(11); 3 years after final paym
ent.

29 C
FR

 97.42(b); 3 years after final paym
ent.

2 C
FR

 200.334; 3 years after final expenditure report for 
federal grants.
24 C

FR
 570.502(a)(7)(i)(a); D

eeds/C
D

BG
 activities, 4 

years after closure of loan.
State of C

alifornia G
uidelines; 5 years after grant 

closure. *State recom
m

ends referring to grant 
application close-out procedures, if any.

13-02-00
Fire Suppression &

 Equipm
ent

13-02-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
13-02-02

Fire Investigations
N

on-arson investigations. Presum
ed arson incidents 

investigated by Police or the C
ounty.

Fire
A

C
+3

C
C

P 338; 3 year statute of lim
itations for action.

13-02-03
Incident R

eport R
equest

Includes requests for incident reports.
Fire

A
C

+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; 2 years after com
pletion.

13-02-04
Personal Protective C

lothing & Equipm
ent 

Inspections
Annual tests for all personal protective clothing and 
equipm

ent.
Fire

C
Y+10

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 340.5; H

ealthcare providers; 3 years after 
occurrence or 1 year after the patient discovers the 
injury, w

hichever com
es first.

C
C

P 340.8; Exposure to hazardous substances; 2 years 
after exposure, or 2 years after patient discovers injury, 
w

hichever is later.
8 C

C
P 3203(b)(1); Injury & Illness Prevention Program

 
inspection records, m

aintain at least 1 year.
Adm

inistrative D
ecision: Possibility of defending an 

equitable indem
nity claim

 up to 5 years and 10 years for 
the life of the equipm

ent.
13-02-05

SC
BA Fit & Flow

 Test 
Annual tests for both person and unit.

Fire
P

8 C
C

R
 3203; IIPP training, at least 1 year.

State of C
alifornia G

uidelines; 2 years after superseded 
for training m

aterials.
Individual training inform

ation m
aintained by em

ployee 
is retained for term

ination/separation plus 2 years, per 
State of C

alifornia G
uidelines.

Adm
inistrative D

ecision: Perm
anent for long term

 
potential m

edical issues and varying retention periods 
of the citations.

13-02-06
H

ose Testing R
ecords

Fire
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for equipm
ent and gear logs.
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A
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R
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C
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FIR
E SER

VIC
ES

A
A
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udit,   A
C
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om
pletion/C

losure,   A
C

T - W
hile A

ctive,   A
E - A

fter Expiration,   A
FP - A

fter Final Paym
ent,   A

P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D

 - Indefinite, LO
B

/LO
V/LO

I/LO
S/LO

R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
ent, System

 or R
egistrant,  M

X - M
ixed M

edia (PA
 and EL), P - 

Perm
anent,  PA

 - Paper M
edia,  S - A

fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

13-02-07
Ladder Testing

Fire
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent.

State of C
alifornia G

uidelines; C
urrent year plus 2 years 

for equipm
ent and gear logs.

13-02-08
Fresh Air C

om
pressor / SC

BA Fill Station 
Inspections

Inspection by an outside com
pany w

ith resulting 
certificate of com

pliance.
Fire

P
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 340.5; H
ealthcare providers; 3 years after 

occurrence or 1 year after the patient discovers the 
injury, w

hichever com
es first.

C
C

P 340.8; Exposure to hazardous substances; 2 years 
after exposure, or 2 years after patient discovers injury, 
w

hichever is later.
State of C

alifornia G
uidelines; C

urrent year plus 2 years 
for equipm

ent and gear logs.
Adm

inistrative D
ecision: Perm

anent for long term
 

potential m
edical issues and varying retention periods 

of the citations.
13-02-09

D
aily Vehicle Inspection Log

Inspection of vehicles by drivers prior to driving. 
R

equired by the D
O

T. Includes safety equipm
ent, liquid 

levels, tire condition, appearance, operations, lights and 
other aspects. Through Vector Solutions.

Fire
C

Y+2
G

C
 34090; 2 year m

inim
um

 requirem
ent. 

State of C
alifornia G

uidelines; 2 years plus the current 
year.

13-03-00
Em

ergency M
edical Services

13-03-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
13-03-02

Patient C
are R

eports
Includes refusal of care and the patient care report. 
Produced and m

aintained digitally in Im
ageTrend 

softw
are system

 since 2016.

Fire
C

A
C

+7 *
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 340.5; H
ealthcare providers; 3 years after 

occurrence or 1 year after the patient discovers the 
injury, w

hichever com
es first.

C
C

P 340.8; Exposure to hazardous substances; 2 years 
after exposure, or 2 years after patient discovers injury, 
w

hichever is later.
22 C

C
R

 70751; 7 years for patient records for adults, *2 
years after 18th birthday for unem

ancipated m
inors.

13-03-03
N

arcotic Adm
inistration Log

Log of adm
inistration of narcotics and distribution of 

rem
aining narcotics. M

onthly log.
Fire

A
C

+5
G

C
 34090; 2 year m

inim
um

 requirem
ent.

C
C

P 340.5; H
ealthcare providers; 3 years after 

occurrence or 1 year after the patient discovers the 
injury, w

hichever com
es first.

Adm
inistrative D

ecision: Possibility of defending an 
equitable indem

nity claim
 up to 5 years.
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fter Final Paym
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P - A
fter A

pproval,   A
R

 - A
nnual R

eview
, A

S - A
fter Separation,   A

T - A
fter Term

ination, C
 - C

onfidential, C
M

 - 
C

urrent M
onth, C

Y - C
urrent Year,   EL - Electronic M

edia, EY - Event Year,  H
 - H

istorical, IN
D
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B
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V/LO
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R
 - Life of B

oard, B
uilding, Vehicle, Im

provem
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 or R
egistrant,  M

X - M
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anent,  PA
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fter Superseded, V - Vital, +[N
um

ber] - Plus Years (Y), M
onths (M

), W
eeks (W

) or D
ays (D

) (default = years unless noted otherw
ise)

13-03-04
Param

edic C
heck Sheets

Form
s used by param

edics to docum
ent equipm

ent 
checks, m

edication inventories, ordering supplies. 
Three reports: D

aily, m
onthly, m

edical supply order 
form

s. Stored in Vector C
heckIT since 2022.

Fire
A

C
+5

G
C

 34090; 2 year m
inim

um
 requirem

ent.
C

C
P 340.5; H

ealthcare providers; 3 years after 
occurrence or 1 year after the patient discovers the 
injury, w

hichever com
es first.

C
C

P 340.8; Exposure to hazardous substances; 2 years 
after exposure, or 2 years after patient discovers injury, 
w

hichever is later.
Adm

inistrative D
ecision: Possibility of defending an 

equitable indem
nity claim

 up to 5 years.
13-03-05

EM
T-I/EM

T-Basic C
ertification & Param

edic 
License C

ards
C

ertification records and continued education records to 
validate requirem

ents. M
aintained in Vector Solutions 

since 2022. D
epartm

ent is a continuing education 
provider. 

Fire
C

A
S+2

G
C

 34090; 2 year m
inim

um
 requirem

ent.
State of C

alifornia G
uidelines; 2 years after 

term
ination/separation for certifications and 

designations.

13-04-00
Training

13-04-01
G

eneral Inform
ation & Adm

inistration
Includes general subject inform

ation, reports and 
reference docum

ents relating to the record group, but 
not associated w

ith a specific record series already in 
the group.

C
ity-w

ide
A

R
Adm

inistrative R
ecord; R

eview
 annually for relevance to 

current subject m
atter or projects, inclusion in an 

associated record series, or creation of a new
 record 

series. 
13-04-02

Training M
aterials & Schedules

Includes initial academ
y classes, hazm

at training and 
other training classes. 

Fire
A

S+7
G

C
 34090; 2 year m

inim
um

 requirem
ent.

29 C
FR

 1627.3(b); 1 year for training records.
G

C
 12946; 4 years after term

ination.
State of C

alifornia G
uidelines; C

urrent year plus 7 years 
for non-safety training records. C

urrent year plus 2 
years for certificates and designations training.

13-04-03
C

ontinuing Education C
ourse R

osters
Fire

C
Y+7

G
C

 34090; 2 year m
inim

um
 requirem

ent.
29 C

FR
 1627.3(b); 1 year for training records.

G
C

 12946; 4 years after term
ination.

State of C
alifornia G

uidelines; C
urrent year plus 7 years 

for non-safety training records. C
urrent year plus 2 

years for certificates and designations training.
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CITY COUNCIL 
AGENDA REPORT

 

DATE:  JULY 15, 2024 

SECTION: CONSENT - RESOLUTIONS 

ITEM NO.: 2 

FILE I.D.: STB300–17 

DEPT.: FINANCE 

PREPARER: C. GRAVES 

SUBJECT: CONSIDER ADOPTION OF RESOLUTION NO. 24–3446 AUTHORIZING PLACEMENT 

OF LIENS ON CERTAIN PROPERTIES FOR DELINQUENT SEWER AND TRASH CHARGES  

REASON FOR CONSIDERATION:  Staff has identified 176 sewer and trash accounts in 

the odd–numbered–month billing cycle that are more than three billing periods 

delinquent.  Pursuant to Montclair Municipal Code Chapter 1.12, these properties are 

subject to lien. 

BACKGROUND:  Ordinance  No. 02–815 authorizes the placement of liens on properties 

on which delinquent civil debts have accrued and makes property owners responsible 

for delinquent sewer and trash charges accrued after the effective date of the Ordinance 

(March 1, 2002) for accounts in tenants' names.  Prior to the City Council's adoption of 

Ordinance No. 02–815, property owners were responsible for only those accounts in 

their own names. 

FISCAL IMPACT:  Recoverable amount is $62,139.54, plus $3,520.00 for release of lien 

fees, plus $8,800.00 in lien fees, for a total of $74,459.54. 

RECOMMENDATION:  Staff recommends the City Council adopt Resolution No. 24–3446 

authorizing placement of liens on certain properties for delinquent sewer and trash 

charges. 
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Resolution No. 24–3446 Page 1 of 1 

RESOLUTION NO. 24–3446 

A RESOLUTION OF THE CITY COUNCIL OF 
THE CITY OF MONTCLAIR AUTHORIZING 
PLACEMENT OF LIENS ON CERTAIN 
PROPERTIES FOR DELINQUENT SEWER 
AND TRASH ACCOUNTS 

WHEREAS, Chapter 1.12 of the Montclair Municipal Code authorizes the City to 
place liens on properties on which delinquent civil debts have accrued; and 

WHEREAS, all owners of property in the City of Montclair were notified about 
the adoption of Ordinance No. 02–815 authorizing placement of liens on properties 
on which delinquent civil debts have accrued; and 

WHEREAS, it has been determined that there are 176 sewer and/or trash 
accounts on which there are delinquencies in excess of 90 days; and 

WHEREAS, the owners of these properties have received regular billing state–
ments and late notices since the onset of such delinquencies; and 

WHEREAS, the owners of these properties were notified on June 6, 2024, that 
their delinquent accounts are subject to causing a lien to be placed on their properties 
for settlement of such delinquencies; and that such liens would be considered for 
approval by the Montclair City Council on Monday, July 15, 2024. 

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of 
Montclair approves the placement of liens on the properties and in the amounts 
specified in Exhibit A, entitled Report of Delinquent Civil Debts – July 2024, attached 
hereto. 

BE IT FURTHER RESOLVED that the City Clerk is authorized to provide the 
San Bernardino County Auditor/Controller–Recorder with the documents required to 
cause such liens to be placed. 

APPROVED AND ADOPTED this XX day of XX, 2024. 

Mayor

ATTEST: 

City Clerk

I, Andrea M. Myrick, City Clerk of the City of Montclair, DO HEREBY CERTIFY that 
Resolution No. 24–3446 was duly adopted by the City Council of said city and was 
approved by the Mayor of said city at a regular meeting of said City Council held on the 
XX day of XX, 2024, and that it was adopted by the following vote, to–wit: 

AYES: XX 
NOES: XX 
ABSTAIN: XX 
ABSENT: XX 

Andrea M. Myrick
 City Clerk 
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Exhibit A to Resolution No. 24–3446 
Report of Delinquent Civil Debts – July 2024 

 

Page 1 of 4 
 

Street No. Street 
Account 

Type 
Delinquency 

Release 
of Lien 

Fee 
Lien Fee 

Total Lien 
Amount 

5356 Alamitos Street Residential 689.29 20.00 50.00 759.29 

5389 Alamitos Street Senior 296.41 20.00 50.00 366.41 

9757 Amherset Avenue Residential 335.42 20.00 50.00 405.42 

9910 Amherset Avenue Residential 335.42 20.00 50.00 405.42 

10065 Amherset Avenue Residential 235.58 20.00 50.00 305.58 

9909 Bel Air Avenue Residential 335.42 20.00 50.00 405.42 

9982 Bel Air Avenue Residential 215.01 20.00 50.00 285.01 

10045 Bel Air Avenue Residential 335.44 20.00 50.00 405.44 

10083 Bel Air Avenue Senior 299.52 20.00 50.00 369.52 

4327 Benito Street Commercial  241.78 20.00 50.00 311.78 

4435 Benito Street Residential 328.93 20.00 50.00 398.93 

4460 Benito Street Residential 337.20 20.00 50.00 407.20 

4553 Benito Street Residential 331.52 20.00 50.00 401.52 

4814 Benito Street Senior 300.04 20.00 50.00 370.04 

4824 Benito Street Residential 340.22 20.00 50.00 410.22 

5428 Benito Street Residential 470.75 20.00 50.00 540.75 

5429 Benito Street Residential 335.42 20.00 50.00 405.42 

5566 Benito Street Residential 221.99 20.00 50.00 291.99 

5598 Benito Street Residential 366.38 20.00 50.00 436.38 

9384 Benson Avenue Residential 304.80 20.00 50.00 374.80 

9590 Benson Avenue Residential 332.35 20.00 50.00 402.35 

4341 Berkeley Street Senior 235.15 20.00 50.00 305.15 

4843 Berkeley Street Residential 335.42 20.00 50.00 405.42 

5353 Berkeley Street Residential 385.78 20.00 50.00 455.78 

5382 Berkeley Street Residential 261.96 20.00 50.00 331.96 

5392 Berkeley Street Residential 334.83 20.00 50.00 404.83 

9543 Bolton Avenue Residential 337.03 20.00 50.00 407.03 

9598 Bolton Avenue Residential 335.42 20.00 50.00 405.42 

9768 Bolton Avenue Residential 330.18 20.00 50.00 400.18 

4541 Bonnie Brae Street Residential 335.42 20.00 50.00 405.42 

4576 Bonnie Brae Street Residential 334.86 20.00 50.00 404.86 

4599 Bonnie Brae Street Residential 314.30 20.00 50.00 384.30 

5450 Bonnie Brae Street Residential 362.10 20.00 50.00 432.10 

5509 Bonnie Brae Street Residential 282.97 20.00 50.00 352.97 

4776 Brooks Street Residential 470.75 20.00 50.00 540.75 

4443 Cambridge Street Residential 335.42 20.00 50.00 405.42 

4853 Cambridge Street Residential 703.01 20.00 50.00 773.01 

5438 Cambridge Street Residential 312.17 20.00 50.00 382.17 

5448 Cambridge Street Senior 301.50 20.00 50.00 371.50 

5470 Cambridge Street Residential 335.42 20.00 50.00 405.42 

5471 Cambridge Street Residential 335.42 20.00 50.00 405.42 

5561 Cambridge Street Residential 335.70 20.00 50.00 405.70 

5645 Cambridge Street Residential 314.17 20.00 50.00 384.17 

9242 Camulos Avenue Residential 321.87 20.00 50.00 391.87 

9243 Camulos Avenue Residential 335.42 20.00 50.00 405.42 

9426 Camulos Avenue Residential 366.38 20.00 50.00 436.38 

9433 Camulos Avenue Residential 334.83 20.00 50.00 404.83 
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Street No. Street 
Account 

Type 
Delinquency 

Release 
of Lien 

Fee 
Lien Fee 

Total Lien 
Amount 

9511 Camulos Avenue Residential 366.38 20.00 50.00 436.38 

9540 Camulos Avenue Residential 366.38 20.00 50.00 436.38 

9877 Camulos Avenue Residential 259.90 20.00 50.00 329.90 

5666 Caroline Street Residential 335.42 20.00 50.00 405.42 

9528 Carrillo Avenue Senior 232.14 20.00 50.00 302.14 

9835 Central Avenue Residential 352.19 20.00 50.00 422.19 

9795 Coalinga Avenue Residential 335.42 20.00 50.00 405.42 

9824 Coalinga Avenue Senior 313.32 20.00 50.00 383.32 

11207 College Avenue Residential 349.16 20.00 50.00 419.16 

11250 College Avenue Residential 310.67 20.00 50.00 380.67 

9477 Del Mar Avenue Residential 361.02 20.00 50.00 431.02 

9827 Del Mar Avenue Residential 328.09 20.00 50.00 398.09 

4253 Denver Street Residential 238.08 20.00 50.00 308.08 

4325 Denver Street Residential 470.75 20.00 50.00 540.75 

4405 Denver Street Residential 216.38 20.00 50.00 286.38 

4456 Denver Street Residential 308.16 20.00 50.00 378.16 

5579 Denver Street Residential 272.35 20.00 50.00 342.35 

5616 Denver Street Residential 335.42 20.00 50.00 405.42 

5626 Denver Street Residential 366.38 20.00 50.00 436.38 

5429 El Morado Street Residential 335.42 20.00 50.00 405.42 

9463 Exeter Avenue Residential 209.54 20.00 50.00 279.54 

9367 Felipe Avenue Residential 335.44 20.00 50.00 405.44 

9378 Felipe Avenue Residential 249.82 20.00 50.00 319.82 

9874 Felipe Avenue Residential 335.12 20.00 50.00 405.12 

9020 Fremont Avenue Residential 330.84 20.00 50.00 400.84 

9823 Fremont Avenue Residential 335.42 20.00 50.00 405.42 

10037 Fremont Avenue Residential 471.99 20.00 50.00 541.99 

9771 Galena Avenue Residential 368.39 20.00 50.00 438.39 

9985 Geneva Avenue Residential 335.42 20.00 50.00 405.42 

10018 Geneva Avenue Residential 335.01 20.00 50.00 405.01 

4294 Granada Street Residential 330.18 20.00 50.00 400.18 

4328 Granada Street Residential 335.42 20.00 50.00 405.42 

4436 Granada Street Senior 253.25 20.00 50.00 323.25 

4948 Granada Street Residential 295.06 20.00 50.00 365.06 

9617 Greenwood Avenue Residential 407.29 20.00 50.00 477.29 

9772 Greenwood Avenue Residential 335.34 20.00 50.00 405.34 

4376 Harvard Street Residential 335.42 20.00 50.00 405.42 

4418 Harvard Street Residential 335.42 20.00 50.00 405.42 

4430 Harvard Street Residential 335.53 20.00 50.00 405.53 

4883 Harvard Street Residential 337.71 20.00 50.00 407.71 

5430 Harvard Street Residential 337.21 20.00 50.00 407.21 

5141–43 Harvard Street Multifamily 670.85 20.00 50.00 740.85 

9045 Helena Avenue Residential 331.98 20.00 50.00 401.98 

9743 Helena Avenue Residential 311.93 20.00 50.00 381.93 

4864 Highland Street Residential 326.21 20.00 50.00 396.21 

5064 Holt Blvd. Commercial  395.13 20.00 50.00 465.13 

5190 Howard Street A & B Multifamily 739.74 20.00 50.00 809.74 
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4585 James Street Residential 366.38 20.00 50.00 436.38 

9755 Kimberly Avenue Residential 351.66 20.00 50.00 421.66 

9860 Kimberly Avenue Residential 349.82 20.00 50.00 419.82 

9877 Kimberly Avenue Residential 363.82 20.00 50.00 433.82 

5430 La Deney Street Residential 298.66 20.00 50.00 368.66 

9958 Lindero Avenue Residential 336.73 20.00 50.00 406.73 

9864 Mammoth Drive Residential 331.52 20.00 50.00 401.52 

9527 Marion Avenue Residential 335.42 20.00 50.00 405.42 

9528 Marion Avenue Residential 334.76 20.00 50.00 404.76 

9121 Mills Avenue Residential 331.52 20.00 50.00 401.52 

9325 Mills Avenue Multifamily 491.36 20.00 50.00 561.36 

9335 Mills Avenue Multifamily 600.56 20.00 50.00 670.56 

9857 Mills Avenue Residential 331.52 20.00 50.00 401.52 

4449 Mission Blvd. Commercial  427.66 20.00 50.00 497.66 

9066 Monte Vista Avenue Residential 382.15 20.00 50.00 452.15 

9190 Monte Vista Avenue Multifamily 674.75 20.00 50.00 744.75 

9608 Monte Vista Avenue Residential 322.95 20.00 50.00 392.95 

5616 Moreno Street Residential 439.81 20.00 50.00 509.81 

4644 Olive Street Residential 299.06 20.00 50.00 369.06 

4779 Orchard Street Residential 267.04 20.00 50.00 337.04 

5032 Orchard Street Residential 366.38 20.00 50.00 436.38 

5640 Orchard Street Residential 406.34 20.00 50.00 476.34 

5690 Orchard Street Residential 335.42 20.00 50.00 405.42 

5619 Palo Verde Street Residential 378.26 20.00 50.00 448.26 

9549 Poulsen Avenue Residential 437.74 20.00 50.00 507.74 

9575 Poulsen Avenue Residential 275.17 20.00 50.00 345.17 

9633 Poulsen Avenue Residential 315.87 20.00 50.00 385.87 

9925 Poulsen Avenue Residential 335.42 20.00 50.00 405.42 

9375 Pradera Avenue Multifamily 1,327.24 20.00 50.00 1,397.24 

9445 Pradera Avenue Multifamily 600.56 20.00 50.00 670.56 

9551 Pradera Avenue Residential 326.21 20.00 50.00 396.21 

10074 Pradera Avenue Residential 366.55 20.00 50.00 436.55 

4426 Princeton Street Residential 335.42 20.00 50.00 405.42 

5451 Princeton Street Residential 330.78 20.00 50.00 400.78 

9080 Ramona Avenue Residential 231.39 20.00 50.00 301.39 

9109 Ramona Avenue Residential 397.73 20.00 50.00 467.73 

9587 Ramona Avenue Residential 335.42 20.00 50.00 405.42 

10080 Ramona Avenue Residential 335.01 20.00 50.00 405.01 

10654–60 Ramona Avenue Residential 348.73 20.00 50.00 418.73 

9801 Ramona Avenue Senior 322.76 20.00 50.00 392.76 

9413 Rose Avenue Residential 397.34 20.00 50.00 467.34 

9434 Rose Avenue Residential 335.42 20.00 50.00 405.42 

9866 Rose Avenuee Senior 299.89 20.00 50.00 369.89 

4683 Rosewood Street Residential 335.42 20.00 50.00 405.42 

5012 Rosewood Street Residential 231.87 20.00 50.00 301.87 

5361 Rosewood Street Residential 412.61 20.00 50.00 482.61 

5401 Rosewood Street Residential 291.09 20.00 50.00 361.09 
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11076 Roswell Avenue Residential 354.95 20.00 50.00 424.95 

4246 Rudisill Street Residential 274.01 20.00 50.00 344.01 

4300 Rudisill Street Residential 365.69 20.00 50.00 435.69 

4711 San Bernardino Street Residential 335.42 20.00 50.00 405.42 

4739 San Bernardino Street Residential 331.94 20.00 50.00 401.94 

4749 San Bernardino Street Residential 335.61 20.00 50.00 405.61 

5135 San Bernardino Street Residential 314.30 20.00 50.00 384.30 

5216 San Bernardino Street Residential 335.42 20.00 50.00 405.42 

5418 San Bernardino Street Residential 530.47 20.00 50.00 600.47 

5489 San Bernardino Street Residential 373.35 20.00 50.00 443.35 

5528 San Bernardino Street Residential 337.84 20.00 50.00 407.84 

4463 San Jose Street Multifamily 660.62 20.00 50.00 730.62 

4594 San Jose Street Residential 273.53 20.00 50.00 343.53 

5412 San Jose Street Residential 331.52 20.00 50.00 401.52 

5422 San Jose Street Residential 366.38 20.00 50.00 436.38 

5433 San Jose Street Residential 334.33 20.00 50.00 404.33 

5473 San Jose Street Senior 464.33 20.00 50.00 534.33 

5593 San Jose Street Residential 322.74 20.00 50.00 392.74 

4424 San Jose Street #14 Residential 221.50 20.00 50.00 291.50 

4424 San Jose Street #18 Residential 320.44 20.00 50.00 390.44 

4424 San Jose Street #21 Residential 280.00 20.00 50.00 350.00 

4622 San Jose Street O Residential 354.96 20.00 50.00 424.96 

9831 Santa Anita Avenue Residential 234.96 20.00 50.00 304.96 

10016 Santa Anita Avenue Residential 368.28 20.00 50.00 438.28 

9820 Saratoga Avenue Residential 205.21 20.00 50.00 275.21 

9825 Saratoga Avenue Residential 331.52 20.00 50.00 401.52 

9830 Saratoga Avenue Residential 545.32 20.00 50.00 615.32 

9817 Sun Valley Drive Residential 298.66 20.00 50.00 368.66 

9617 Surrey Avenue Residential 335.42 20.00 50.00 405.42 

9812 Surrey Avenue Residential 281.05 20.00 50.00 351.05 

9824 Surrey Avenue Senior 294.59 20.00 50.00 364.59 

9554 Tudor Avenue Senior 308.38 20.00 50.00 378.38 

9773 Tudor Avenue Residential 365.92 20.00 50.00 435.92 

10016 Tudor Avenue Residential 216.21 20.00 50.00 286.21 

5405 Yale Street Residential 335.42 20.00 50.00 405.42 

  Totals: 62,139.54 3,520.00 8,800.00 74,459.54 
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MINUTES OF THE MEETING OF THE MONTCLAIR 
PERSONNEL COMMITTEE HELD ON MONDAY, 
JULY 1, 2024, AT 6:05 P.M. IN THE CITY 
ADMINISTRATIVE OFFICES, 5111 BENITO STREET, 
MONTCLAIR, CALIFORNIA 

 
 
 
 I. CALL TO ORDER 

Mayor Pro Tem Johnson called the meeting to order at 6:05 p.m. 
 
 II. ROLL CALL 

Present: Mayor Pro Tem Johnson, Council Member Ruh, City 
Manager Starr, and Assistant City Manager/Director of 
Human Services Richter 

 
 III. APPROVAL OF MINUTES 

A. Minutes of the Regular Personnel Committee Meeting of June 
17, 2024. 

Moved by Council Member Ruh, seconded by Mayor Pro Tem 
Johnson, and carried unanimously to approve the minutes of the 
Personnel Committee meeting on June 17, 2024. 

 
 IV. PUBLIC COMMENT – None  
 
 V. CLOSED SESSION 

At 6:06 p.m., the Personnel Committee went into Closed Session 
regarding personnel matters related to appointments, resignations/ 
terminations, and evaluations of employee performance. 

At 6:32 p.m., the Personnel Committee returned from Closed Session.  
Mayor Pro Tem Johnson stated that no announcements would be made 
at this time. 

 
 VI. ADJOURNMENT 

At 6:32 p.m., Mayor Pro Tem Johnson adjourned the Personnel 
Committee. 

Submitted for Personnel Committee approval, 
 
 
 

  
 Edward C. Starr 
 City Manager 
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MINUTES OF THE REGULAR JOINT MEETING OF THE MONTCLAIR 
CITY COUNCIL, SUCCESSOR AGENCY AND MONTCLAIR HOUSING 
CORPORATION BOARDS, MONTCLAIR HOUSING AUTHORITY 
COMMISSION, AND MONTCLAIR COMMUNITY FOUNDATION 
BOARD HELD ON MONDAY, JULY 1, 2024 AT 7:00 P.M. IN THE 
CITY COUNCIL CHAMBERS, 5111 BENITO STREET, MONTCLAIR, 
CALIFORNIA 

I. CALL TO ORDER

Mayor/Chair Dutrey called the meeting to order at 7:00 p.m.

II. INVOCATION

Pastor Roger Vega, Montclair Christian Church gave the invocation.

III. PLEDGE OF ALLEGIANCE

Council Member/Director Martinez led meeting participants in the Pledge.

IV. ROLL CALL

Present: Mayor/Chair Dutrey; Mayor Pro Tem/Vice Chair Johnson; Council
Members/Directors Ruh, Martinez, and Lopez  

City Manager/Executive Director Starr; Assistant City Manager/
Director of Human Services Richter; Director of Community
Development Diaz; Director of Finance Kulbeck; Director of
Public Works/City Engineer Heredia; Fire Chief Pohl; Director of 
Economic Development Agency Fuentes; City Attorney Robbins;
City Clerk Myrick 

V. PRESENTATIONS

A. Introduction of New Police Officers

Police Chief Reed introduced recently hired Police Officers Bruno
Parra–Camacho and Joel Wood. Mayor Dutrey and Council Members
welcomed Officers Parra–Camacho and Wood to the Montclair City
family.

VI. PUBLIC COMMENT

 Christian Nava, resident, requested the City implement additional
activities and services to increase participation for disabled
individuals.

 Xavier Mendez, resident, requested the meeting be closed in memory
of Jerry Alba, husband of former Community Activities Commissioner
Elizabeth Alba and resident of Montclair since 1962.

 Veronica Millimen, Montclair Chamber of Commerce, announced the
following upcoming Chamber events:

o Monthly Networking Breakfast — Thursday, July 11, at 8:30 a.m.;
location to be determined.

o Grand Opening of Panera Bread — Wednesday, July 17, from
10:00 a.m. to noon at the new restaurant located on Central Avenue.

o 2nd Annual Evening Under the Stars, Featuring a Taste of Montclair
— Thursday, August 29, from 6:00 to 8:00 p.m. at the Chino Basin
Water Conservation District.

o Glimpses of Wonderful Rome, Florence, & Venice with Montclair
Chamber of Commerce — an 8–Day Tour of Italy, March 14–21,
2025. Booking information on the Chamber website.

 Carolyn Raft, West Valley Mosquito and Vector Control District
Board Secretary and representative for Montclair, reported recent
District activities including releasing sterile male mosquitoes to
control population and prevent the spread of West Nile Virus, and
shared information about additional services offered by the District.
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 VII. PUBLIC HEARINGS 

A. Second Reading — Consider Ordinance No. 24–1006 Amending 
the Zoning Code and Repealing and Replacing Chapter 11.23 of 
the Montclair Municipal Code Relating to Accessory Dwelling 
Units (ADUs) and Junior Accessory Dwelling Units (JADUs) in 
Residential Zones (Case No. 2024–21) 

Mayor Dutrey opened the public hearing and, seeing no one wishing 
to comment, closed the public hearing and returned the matter to 
the City Council.  

Council Member Lopez thanked staff for the hard work put into 
finalizing the Ordinance but was still not satisfied with the 
landscaping requirement and asked for clarification regarding the 
wall and planter requirement. 

Director of Community Development Diaz advised the landscaping is 
intended to create privacy and the measurements are how deep 
planters should be put into the ground. 

Council Member Lopez asked if and how ADUs and JADUs will be 
promoted to the community. 

Director of Community Development Diaz stated many residents 
have already been submitting inquiries, but once approved, the 
information will be added to the City’s Website. 

Council Member Ruh shared his support for state mandates leading 
to these changes that increase the availability of affordable housing. 

ACTION – Public Hearings – Item A 

ACTING: City Council 

MOTION: Conduct the second reading of Ordinance No. 24–1006 
by number and title only, waive further reading, and 
adopt Ordinance No. 24–1006.

MADE BY: 
SECOND BY: 

Council Member Ruh 
Council Member Lopez 

AYES: 
NOES: 

ABSTAIN: 
ABSENT: 

Lopez, Martinez, Ruh, Johnson, Dutrey 
None 
None 
None 

RESULT: Motion carried 5–0. 

 VIII. CONSENT CALENDAR 

ACTION – Consent Calendar 

ACTING: City Council 
Successor Agency Board 
Montclair Housing Corporation Board 
Montclair Housing Authority Commissioners 
Montclair Community Foundation Board 

DISCUSSION: Item C–3 

MOTION: Pull items C–1 and C–7 and approve the remainder of the 
Consent Calendar as presented. 

MADE BY: 
SECOND BY: 

Council Member/Director Lopez 
Council Member/Director Ruh 

AYES: 
NOES: 

ABSTAIN: 
ABSENT: 

Lopez, Martinez, Ruh, Johnson, Dutrey 
None 
None 
None 

RESULT: Motion carried 5–0. 
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A. Approval of Minutes 

 1. Regular Joint Meeting — June 17, 2024 

ACTION – Consent Calendar – Item A–1 

ACTING: City Council 
Successor Agency Board 
Montclair Housing Corporation Board 
Montclair Housing Authority Commissioners 
Montclair Community Foundation Board 

RESULT: Approved on Consent Calendar; motion carried 5–0. 

B. Administrative Reports 

 1. Consider Approval of Warrant Register and Payroll 
Documentation 

ACTION – Consent Calendar – Item B–1 

ACTING: City Council 

RESULT: Approved on Consent Calendar; motion carried 5–0. 

 2. Consider Approval of Authorizing the Use of $8,500 in State 
Asset Forfeiture Funds to Host the 2024 National Night Out 
Event 

ACTION – Consent Calendar – Item B–2 

ACTING: City Council 

RESULT: Approved on Consent Calendar; motion carried 5–0. 

C. Agreements 

 2. Consider Approval of Agreement No. 24–21 with Civic 
Publications, Inc., to Provide Public Education and 
Community Outreach Services 

ACTION – Consent Calendar – Item C–2 

ACTING: City Council 

RESULT: Approved on Consent Calendar; motion carried 5–0. 

 3. Consider Approval of Agreement No. 24–37 with Anthesis 
for Janitorial Services at the Police Department, Subject to 
Any Revisions Deemed Appropriate by the City Attorney 

Christian Nava, resident, requested the City look into opening 
the contracting process to allow additional companies that 
employ individuals with disabilities to apply. 

City Manager Star explained Cities are required to go through a 
bidding process to contract companies who have provided the 
lowest bid and that have complied with all required 
correspondence during the process. Once the company has 
been selected, the City will renew contracts and wont re–bid 
within a 5 to 10 year span, depending on terms. 

ACTION – Consent Calendar – Item C–3 

ACTING: City Council 

RESULT: Approved on Consent Calendar; motion carried 5–0. 
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 4. Consider Approval of Agreement No. 24-52 with Suzanne 
Yoakum to Provide Case Management Services at the Senior 
Center 

ACTION – Consent Calendar – Item C–4 

ACTING: City Council 

RESULT: Approved on Consent Calendar; motion carried 5–0. 

 5. Consider Approval of Agreement No. 24–53 with Misha L. 
Penn to Provide Grant Management and Fiscal Compliance 
Services for the Human Services Department  

ACTION – Consent Calendar – Item C–5 

ACTING: City Council 

RESULT: Approved on Consent Calendar; motion carried 5–0. 

 6. Consider Approval of Agreement No. 24–54 with Ontario–
Montclair School District to Provide Case Management 
Services 

ACTION – Consent Calendar – Item C–6 

ACTING: City Council 

RESULT: Approved on Consent Calendar; motion carried 5–0. 

D. Resolutions — None 

 IX. PULLED CONSENT CALENDAR ITEMS  

C. Agreements 

 1. Consider Approval of Agreement No. 24–20 with the 
Montclair Chamber of Commerce to Provide Services to 
Promote Local Economic Development, Subject to Any 
Revisions Deemed Necessary by the City Attorney 

  Mayor Pro Tem Johnson recused herself due to holding a 
volunteer position as Acting Chief Executive Officer. 

ACTION – Consent Calendar – Item C–1 

ACTING: City Council 

MOTION: Approve Agreement No. 24–20 with the Montclair 
Chamber of Commerce 

MADE BY: 
SECOND BY: 

Council Member/Director Lopez 
Council Member/Director Ruh 

AYES: 
NOES: 

ABSTAIN: 
ABSENT: 

Lopez, Martinez, Ruh, Dutrey 
None 
Johnson 
None 

RESULT: Motion carried 4–0–1 (Johnson abstained). 

 7.  Consider Approval of Agreement No. 24–21 with University 
Enterprises Corporation at California State University San 
Bernardino to Provide Technical Assistance and Outreach 
Services to Small Businesses, Subject to Any Revisions 
Deemed Necessary by the City Attorney 

  Mayor Pro Tem Johnson recused herself due to the Chamber of 
Commerce’s working relationship with this organization. 
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ACTION – Consent Calendar – Item C–7 

ACTING: City Council 

MOTION: Approve Agreement No. 24–21 with University 
Enterprises Corporation at California State 
University San Bernardino 

MADE BY: 
SECOND BY: 

Council Member/Director Lopez 
Council Member/Director Ruh 

AYES: 
NOES: 

ABSTAIN: 
ABSENT: 

Lopez, Martinez, Ruh, Dutrey 
None 
Johnson 
None 

RESULT: Motion carried 4–0–1 (Johnson abstained). 

 X. COMMUNICATIONS 

A. Department Reports  

1. Police Department — Firework Reporting 

Police Chief Reed reported on the dangers of fireworks and 
promoted sanctioned firework shows the community can attend 
in surrounding areas. He emphasized the ban of firework in the 
City of Montclair and provided methods the community may use 
to report illegal use of fireworks to the Police Department. 

2. Human Services Department — Upcoming Events 

Assistant City Manager/Director of Human Services Richter 
invited the community to the upcoming Concert in the Park 
tomorrow evening at Alma Hofman Park, and reviewed the 
upcoming schedule of concerts and movies to take place each 
following Tuesday this summer through August 6, 2024. 

B. City Attorney 

City Attorney Robbins requested the City Council meet in closed 
session concerning the following: 

1. Request for City Council to Meet in Closed Session Pursuant 
to Government Code §54956.8 Regarding Real Property 
Negotiations  

Property:    APN: 1009–191–01–0000 
Negotiating Parties: City of Montclair and Arturo & Karen Gonzalez    
City Negotiators:  Edward C. Starr, City Manager 
Under Negotiation:   Recommendations Regarding Purchase Price 

C. City Manager/Executive Director — No comments 

D. Mayor/Chair 

1. Consider Making Appointments to Three (3) Scheduled 
Vacancies on the Community Activities Commission for Full 
Four–Year Terms Ending June 30, 2028 

ACTION – Communications – Item D–1 

ACTING: City Council 

MOTION: Appoint Arturo Padilla, Diane Wells, and Hector 
Martinez to serve on the Community Activities 
Commission for full terms beginning July 1, 2024, 
and ending June 30, 2028. 

MADE BY: 
SECOND BY: 

Mayor Dutrey 
Council Member Ruh 
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ACTION – Communications – Item D–1 

AYES: 
NOES: 

ABSTAIN: 
ABSENT: 

Lopez, Martinez, Ruh, Johnson, Dutrey 
None 
None 
None 

RESULT: Motion carried 5–0. 

2. Mayor/Chair Dutrey reported his ride–along with the Montclair 
Police Department, and his attendance at Assemblymember 
Freddie Rodriguez’s 11th Annual and Final Summer BBQ Event. 
He acknowledged the upcoming Council candidate nomination 
period and Bastille’s Day for those who celebrate, and provided 
an update on the construction at Monte Vista Avenue. 

E. Council Members/Directors 

 1. Council Member/Director Ruh reported his attendance at the 
following events: Assemblymember Rodriguez’s Final BBQ, 
the Foothill Gold Line Phase II Joint Powers Authority Board  
meeting, and the June 22nd alleyway clean–up event. He wished 
everyone a safe Fourth of July. 

 2. Council Member/Director Lopez reported his attendance at 
Assemblymember Rodriguez’s summer event and rebuked 
personal attacks made against him on social media. 

 3. Council Member/Director Martinez encouraged families with 
children to look into events hosted by the San Bernardino 
County Montclair Branch Library, as she and her family have 
enjoyed them. 

F. Committee Meeting Minutes 

The following committee minutes were received and filed for 
informational purposes: 

 1. Personnel Committee — June 17, 2024 

 XI. CLOSED SESSION 

  At 8:05 p.m., the City Council went into closed session to discuss real 
property negotiations. 

 XII. CLOSED SESSION ANNOUNCEMENTS 

  At 8:17 p.m., the City Council returned from closed session.  Mayor Dutrey 
announced that the City Council discussed real property negotiations; 
information was received and direction was given to staff to proceed with 
acquisition at the recommended purchase price; and no further 
announcements would be made at this time.  

 XIII. ADJOURNMENT 

  At 8:17 p.m., the City Council, Successor Agency Board, Montclair Housing 
Corporation Board, Montclair Housing Authority Commission, and 
Montclair Community Foundation Board were adjourned 

Submitted for City Council/Successor Agency Board/Montclair 
Housing Corporation Board/Montclair Housing Authority 
Commission/Montclair Community Foundation Board approval, 

   
 Andrea Myrick,  
 City Clerk 
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