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

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

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

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

STRUCTURE: CITYWIDE, DEPARTMENTS & DIVISIONS

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

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

BENEFITS

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

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

* Reduce the cost of records storage

* Eliminate duplication of effort within the City

* Find records faster

* Easier purging of file folders

» Determine what media should be used to store records

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

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

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

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

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

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

Records Description: The record series (a group of like records).
Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.
Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)
Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)
Total Retention: The total number of years the record is retained
For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent

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

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

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

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

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

Destroy Paper after Imaged & QC’d (quality checked) / Trustworthy Electronic Record: “Yes” means the electronic record may serve as the OFFICIAL
record (and the paper version may be destroyed, or the record may be electronically generated and never exist in paper format;) IF (legal requirements) the
electronic record is also_placed on Unalterable Media, Immutable Cloud Media, Optical Disk (OD), DVD-R, CD-R, Blue-ray-R, or WORM, or microfilmed)
which is stored in a safe & separate location. Employees are required to Quality Check (“QC’d”) both the images and the indexes, and ensure the electronic
record_contains all significant details from the original and be an adequate substitute for the original document for all purposes, and other legal
mandates apply. Includes all electronic records which are to serve as the Official Record.

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

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

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

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

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

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

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

W&I: Welfare & Institutions Code (CA)



Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY ATTORNEY Page CA-1
. Destroy
Office of . Retention Med.""T of Image into Paper
Retention _— Total . Official
Record Records Description . Period . Trusted after Comments / Reference
No. Retention (Final)
(OFR) Commences System? | Imaged &
Record ,
Qcd?
If the record is not listed here, refer to the Retention for City-Wide Standards
CITY ATTORNEY
Minimum 2| completion or Department Preference (Department
City Attorney CA-001 |Advice Assignment Files P Paper Director has authority to keep longer) GC
years Full File Folder
§34090
. Bankruptcies - ’\.IOT pursued o When No Preliminary drafts not retained in the
City Attorney CA-002 |(Bankruptcy notices where a claim is NOT Longer n/a Paper : . )
. - ordinary course of business; GC §34090
filed) Required
Department Preference (negative
City Attorney CA-003 |Bankruptcies - Where a claim is filed 10 years Completion Paper information remains on credit ratings for 7
years); GC §34090
Until When Forms do not become a record that needs
City Attorney CA-004 |City Attorney Forms euperacded 1 sunerseded Paper to be retained for 2 years unless it is filled
P P out / completed; GC §34090 et seq.
Department Preference; Department
. . - - Minimum 10 J Completion or Director has authority to keep longer;
City Attorney CA-005 |City Attorney Opinions and Opinion Index years Full File Folder Paper Statewide guidelines propose superseded
+ 2 years; GC 834090
City policies - final adopted in Human Until Completion or
City Attorney CA-006 g?ﬁs:eurces, working file in City Attorney's Superseded JFull File Folder Paper Preliminary drafts; GC §34090 et seq.
Department Preference (Department
City Attorney CA-007 Closed Sess!on Memqs and Related Minimum 10 Full Eile Folder Paper Dlrectqr has z_;luthorlty to keep longer)
Closed Session Material years Statewide guidelines propose superseded
+ 2 years; GC §34090
Legislation working file / department file . . - )
City Attorney CA-008 |(resolution / ordinance copies and Miimim 2 Full File Folder Paper May contain official correspondence; GC
years 834090
correspondence)
Isgg:ggnRaer;gr(éLalms Assignment Files and MIE;?aL:m Completion Department preference; CCP 88§ 337 et
City Attorney CA-009 o . (Final Paper seq.; GC 88 911.2, 34090, 34090.6; PC
(Send Original Settlement Agreements to jResolution + 5 .
. Resolution) §832.5(b)
the City Clerk) years
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Ver. 6.0 RECORDS RETENTION SCHEDULE: CITY ATTORNEY Page CA-2
. Destroy
Office of . Retention Med.""T of Image into Paper
Retention - Total : Official
Record Records Description . Period . Trusted after Comments / Reference
No. Retention (Final)
(OFR) Commences System? | Imaged &
Record ,
Qcd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Outside counsel retention (agreement is Minimm Department Preference (negative
City Attorney CA-010 ) ) . . 9! Completion +§ Completion Paper information remains on credit ratings for 7
confidential - not in Clerk's office) .
10 years years); GC §34090
City Attorney CA-011 I_Drofegsmnal development, certificates, Until Full File Folder Paper Not City records (belongs to the individual
licensing records, bar records, etc. Superseded attorney)
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Ver. 10.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-1
Office of . Retention Med.la! of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description , Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ' Qcd?
If the record is not listed here, refer to the Retention for City-Wide Standards
CITY CLERK
Agenda Packets: City Council,
Redevelopment Agency (Petaluma
Community Development Commission -
. PCDC), Petaluma Community Development Optical Disk Yes Yes: After .
City Clerk cc-001 Successor Agency (PCDSA), Oversight - n/a (Laserfiche) | (Laserfiche) QC & OD Department preference; GC §34090
Board to PCDSA, Petaluma Public
Financing Authority and Petaluma Public
Financing Corporation
Agreements & Contracts - ALL
(INFRASTRUCTURE, OR IF IMAGED,
JPAs, MOUSs)
] Department Preference; All
Agreement or Contract includes all infrastructure contracts should be
contractual obligations (eg Specifications permanent for emergency
and Successful Proposal / Scope of Work) . . Yes: Upon |preparedness; Statute of Limitations is
. Optical Disk Yes . .
City Clerk CC-002 P n/a ) . Completion |4 years; 10 years for Errors &
(Laserfiche) | (Laserfiche) N
of Contract |Omissions; land records are
Examples of Infrastructure: Architects, permanent by law; CCP §337 et. seq.,
Buildings, bridges, covenants, development, GC §34090; Contractor has retention
environmental, Joint Powers, MOUs, park requirements in 48 CFR 4.703
improvements, property & property restrictions,
redevelopment, reservoirs, sewers, sidewalks,
street & alley improvements, settlement,
subdivisions, utilities, water, etc.
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Ver. 10.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-2

. . Media of . Destroy
Office of . Retention . Image into
Retention _— Total . Official Paper after
Record Records Description , Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y i Qcd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Agreements & Contracts - ALL (NON-
INFRASTRUCTURE, Professional
Services Agreements - NOT IMAGED)
Department Preference; Statute of
Agreement or Contract includes all Limitations is 4 years; 10 years for
Y and Successful Proposal / Scope of Work) § 10 years Contract | (Laserfiche) | (Laserfiche) P P y aw, L '
of Contract |337.1(a), 337.15, 343; GC §34090,
Examples of Non-Infrastructure: Airport _Contractor has retention requirements
Licenses, Hangars & Tiedowns, Consultants, in 48 CFR 4.703(a)
Landscaping, Leases, Marina Berthing, Painting,
Slurry Seals (Paving), Tree Trimming, Leases,
Personnel, Professional Services, etc.
. . . Optical Disk Yes Yes: After .
City Clerk CC-004 |Articles of Incorporation P n/a (Laserfiche) | (Laserfiche) OC &OD Department preference; GC 834090
. Assessment District Formation / Optical Disk Yes Yes: After .
City Clerk CC-005 Maintenance District Formation P na (Laserfiche) | (Laserfiche) QC &0OD Department preference; GC §34090
City Clerk | CC-006 Ei'g Iggegt'gg Files (RFP/RFQ/Bid Notice, 2years [Full File Folder|  Paper GC §34090
Committees, Commissions, and Boards
City Clerk CC-007 |(CCBs) Maddy Act Lists / Vacancy 2 years Full File Folder Paper GC 834090
Notices
. Committees, Commissions, and Boards Term + 2 .
City Clerk CC-008 (CCBs) Applications - Successful years Term Ended Paper Department preference; GC 834090
. Committees, Commissions, and Boards .
City Clerk CC-009 (CCBs) Applications - Unsuccessful 2 years Full File Folder Paper GC 834090
Securities (Performance Bonds, Letters
Release of of Credit, CD's, etc.) are released after
. Bonds (Performance Bonds, Subdivision Completion or the Notice of Completion is issued and
City Clerk CC-010 Bonds, Letters of Credit) Bo(?fdc:/rle_gittter Full File Folder Paper replaced with the Warranty Bond,

which is released 1 year after the
Notice of Completion date. GC 834090
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Ver. 10.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-3
Office of . Retention Med.la! of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description , Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y i Qcd?
If the record is not listed here, refer to the Retention for City-Wide Standards
City Council, Committees, Commissions, . . .
City Clerk CC-011 |and Boards (CCBs) Historical List of P n/a OptlcaI.Dlsk Ye; ves: After Department preference; GC §34090
(Laserfiche) | (Laserfiche) QC &0OD
Members
. . . Termination + Optical Disk Yes Yes: After .
City Clerk CC-012 |Domestic Partnerships 2 years n/a (Laserfiche) | (Laserfiche) QC &0D Department preference; GC §34090
. Economic Interest Filings (FPPC Form 602 Completion or | Optical Disk Yes Yes: After 2
City Clerk cc-013 / 635) - Lobbyist Authorization / Reporting > years Full File Folder| (Laserfiche) | (Laserfiche) years 2 CCR 18615(d)
. Eco_nomlc Interest Filings (FPPC 700. Completion or | Optical Disk Yes Yes: After 2 |City maintains original statements; GC
City Clerk CC-014 |Series Forms - Statement of Economic 7 years . ' .
) Full File Folder| (Laserfiche) | (Laserfiche) years 881009(d)(e)(H&(9)
Interests): ALL
. i . Completion or | Optical Disk Yes Yes: After 2 |[Must post on website; FPPC Opinion;
City Clerk | CC-015 |FPPC Form 801 (Gift to Agency Report) 7YearS  Mc il File Folder| (Laserfiche) | (Laserfiche) |  years  |GC §81009(e)
City Clerk CC-016 FI_DPQ Fc_er 802 (Event Ticket / Pass 7 years Completlon or OptlcaI_Dlsk Ye§ Yes: After 2 |Should post on website for 4 years; GC
Distributions Agency Report) Full File Folder| (Laserfiche) | (Laserfiche) years 881009(e)
. : FPPC Form 803 (Behested Payment Completion or | Optical Disk Yes Yes: After 2
City Clerk ce-017 Report) / years Full File Folder| (Laserfiche) | (Laserfiche) years GC §81009(e)
. i FPPC Form 804 (Agency Report of New Optical Disk Yes Yes: After 2 |[FPPC Regulation 18734(c); GC
City Clerk cc-o18 Positions) : n/a (Laserfiche) | (Laserfiche) years §81009e
. i FPPC Form 805 (Agency Report of Optical Disk Yes Yes: After 2 |FPPC Regulation 18734(c); GC
City Clerk cC-019 Consultants) P na (Laserfiche) | (Laserfiche) years §81009e
Citv Clerk CC-020 FPPC Form 806 (Agency Report of Public 7 vears Completion or | Optical Disk Yes Yes: After 2 |Must post on website; 2 CCR 18702.5;
y Official Appointments) y Full File Folder| (Laserfiche) | (Laserfiche) years GC 834090; GC §81009(e)
ELECTIONS - CONSOLIDATED
. Assessment District Ballots, Protest Letters, Completion or
City Clerk ce-021 & Envelopes - Prop. 218 proceedings 2 years Full File Folder Paper GC 853753(¢)(2)
. Campaign Fl.llngs (FPPC 400 Series Forms Completion or | Optical Disk Yes Yes: After 2 |Paper must be retained for at least 2
City Clerk | CC-022 & Form 501): - SUCCESSFUL : Full File Folder| (Laserfiche) | (Laserfiche) ears |years; GC §81009(b)&(g)
CANDIDATES (Elected Officials) y years, g
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Ver. 10.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-4

. . Media of . Destroy
Office of . Retention . Image into
Retention _— Total . Official Paper after
Record Records Description , Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) System? Imaged &
Record Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Campaign Filings (FPPC 400 Series Forms . . . ) .
CiyClerc | CC0z3 Fom SO UNSUGCESSFUL syeas [SoTEEtn e P | oot | o o e oosay
CANDIDATES '
Campaign Filings (FPPC 400 Series
. Forms): THOSE NOT REQUIRED TO Completion or Paper must be retained for at least 2
City Clerk | CC-024 || E ORIGINAL WITH CITY CLERK 4vears |- i File Folder, T aPer years; GC §81009(f)&(g)
(copies)
Campaign Filings (FPPC 400 Series . .
City Clerk | CC-025 |Forms): OTHER COMMITTEES (PACS - | 7years [SOMPIetionor|  poper Paper must be retained for at least 2
. Full File Folder years; GC §81009(c)&(Q)
not candidate-controlled)
Department Preference; Statewide
guidelines proposes 4 years for
Candidate File: Nomination Papers, Term of Completion or successful candidates, 2 years for
City Clerk CC-026 |Candidate Statement Forms, etc. - Office + 4 Eull File Folder Paper unsuccessful; CA law states term of
SUCCESSFUL CANDIDATES years office and 4 years after the expiration
of term and does not delineate
between the two; EC §17100
Statewide guidelines proposes 4 years
Candidate File: Nomination Papers, . . for successfull candidates, 2 years for
. . Election + 4 | Completion or unsuccessful; CA law states term of
City Clerk CC-027 |Candidate Statement Forms, etc. - : Paper . o
UNSUCCESSEUL CANDIDATES years Full File Folder office and 4 years after the expiration
of term and does not delineate
between the two; EC 817100
Elections - GENERAL, WORKING or
ADMINISTRATION Files (Correspondence,
Applications for vacancies on the Council,
. Precinct Maps, County Election Services, Completion or
City Clerk cc-028 Candidate Statements to be printed in the 2 years Full File Folder Paper GC 534090
Sample Ballot, Polling Locations and
Precinct Board Members, Notices,
Postings, etc.)
Elections - HISTORICAL (Sample ballot, . . L
City Clerk CC-029 |copies of resolutions, final results; P Completion or Paper Retained for Historical Value, GC

Certificate of Election)

Full File Folder

§34090
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Ver. 10.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-5
Office of . Retention Med.la! of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description , Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y i Qcd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Results + 8
months, or
Final Not accessible to the public; The 8
Examination Election month retention applies after election
City Clerk CC-030 Elections - Petitions (Initiative, Recall or if No Election Res_ults or Paper resul_ts, or final examlr!atlon if no
Referendum) 1 year after Final election, unless there is a legal or
petition Examination FPPC proceeding. EC §817200(b)(3),
examination iff 17400
petition is
insufficient
(End of Elections Section)
City Clerk CC-031 |Ethics Training Certificates 5 years 'lzzlgl: dlfe”re Paper GC 853235.2(b)
City Clerk determines historical
Historical Records, Photographs, & significance; records can address a
. i Historical Projects (e.g. Incorporation, City Paper or Yes variety of subjects and media. Some
City Clerk ce-082 Seal, Awards of significant historical - na Optical Disk | (Laserfiche) No media (e.g. audio and video tape) may
interest, etc.) be limited because of the media's life
expectancy; GC §34090
Minutes: City Council, Redevelopment
Agency (Petaluma Community
Development Commission - PCDC),
. Petaluma Community Development Optical Disk Yes
City Clerk cc-033 Successor Agency (PCDSA), Oversight P na (Laserfiche) | (Laserfiche) No GC §34090
Board to PCDSA, Petaluma Public
Financing Authority and Petaluma Public
Financing Corporation
o . . - Department Preference; ; Statute of
. Oath of Qﬁlce. City Council, Committees, jCompietion off Completion of | Optical Disk Yes Yes: After |Limitations for Public official
City Clerk CC-034 |Commissions, and Boards (CCBs) Term + 4 . . . . C
Members care Term (Laserfiche) | (Laserfiche) | QC'd & OD |misconduct is discovery of offense + 4
y years: PC §8801.5, 803(c); GC §34090
. . Optical Disk Yes
City Clerk CC-035 |Ordinances P n/a (Laserfiche) | (Laserfiche) No GC 834090
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Ver. 10.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-6
Office of . Retention Med@ of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description , Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) System? Imaged &
Record Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Public Records Requests / Request for . . )
City Clerk CC-036 |Records / Subpoenas (Records / Duces 2 years Completion OptlcaI.Dlsk Ye; Ye§. After GC §34090
(Laserfiche) | (Laserfiche) | QC'd & OD
Tecum) / Summons
Recorded Documents: ALL - Deeds, Department preference; Finals are
. Easements, Liens & Releases, Rights of Optical Disk Yes maintained by City Clerk; Department
City Clerk ce-os7 Way, Notices of Completion, Recorded P n/a (Laserfiche) | (Laserfiche) No file may include correspondence; GC
Agreements / Contracts, etc. §34090 et seq.
Recordings - AUDIO OR VIDEO of City
Council, Redevelopment Agency (Petaluma
Community Development Commission - Department preference; State law
. PCDC), Petaluma Community Development . Electronic / requires Audio for 30 days, Video for
City Clerk cc-038 Successor Agency (PCDSA), Oversight Byess Meeting Date Magnetic 90 days; GC §54953.5(b); GC
Board to PCDSA, Petaluma Public §§34090.7, 34090
Financing Authority and Petaluma Public
Financing Corporation
. Records Destruction Authorization Forms, Optical Disk Yes Yes: After .
City Clerk CC-039 Transfers P n/a (Laserfiche) | (Laserfiche) | QC'd & OD Department preference; GC 834090
Records Retention Schedules / Optical Disk Yes
City Clerk CC-040 |Amendments to Records Retention P n/a ' : No GC 834090 et. seq.
(Laserfiche) | (Laserfiche)
Schedules
Redistricting Web Page / District Boundary . . . _ )
City Clerk CC-041 |Web Page (Map, Redistricting Process, 10 years C;en;ﬂtertilc(iinngf E;/T;;rr?:tlii/ (§:; f ée()SS?gr)Péegrgg]:(;}ég r7afts, EC
Agendas, Calendars, Notice, etc.) ' '
Resolutions: City Council, Redevelopment
Agency (Petaluma Community
Development Commission - PCDC),
. Petaluma Community Development Optical Disk Yes
City Clerk cc-042 Successor Agency (PCDSA), Oversight : na (Laserfiche) | (Laserfiche) No GC §34090
Board to PCDSA, Petaluma Public
Financing Authority and Petaluma Public
Financing Corporation
Resolutions: Planning Commission, Optical Disk Yes
City Clerk CC-043 |Historical & Cultural Preservation P n/a ' . No GC 834090
(Laserfiche) | (Laserfiche)

Committee, Public Art Committee
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Ver. 10.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-7
Office of . Retention Med.la! of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description , Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y i Qcd?
If the record is not listed here, refer to the Retention for City-Wide Standards
When No . -
. Adoption of Preliminary drafts used to produce
City Clerk CC-044 |Speaker Cards Longer Minutes Paper minutes: GC §34090
Required
Statement of Facts / Registry of Public
. Agencies . Mag Yes
City Clerk CC-045 (Required of all Public Agencies whenever ¢ years Completion (compurter),P (Laserfiche) GC §34090
the Chair changes) P
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Ver. 9.0

RECORDS RETENTION SCHEDULE: CITY MANAGER

Page CM-1

. Image
Office of . Retention Med.lag of into Destroy
Retention N Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem Imaged &
Record y - QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
CITY MANAGER

City CM-001 City Council Correspondence / City Manager Minimum 2 Full File Paper Department Preference: GC §34090
Manager Correspondence years Folder

City CM-002 City Manager Reports: Annual Reports, Monthly § Minimum 2 Full File Paper Department Preference; GC §34090
Manager Reports years Folder

City Grand Jury Reports and Responses (Regarding Full File Department Preference (the Grand Jury
Manager CM-003 City Operations) 5 years Folder Paper keeps their reports 5 years); GC §34090

City CM-004 Perm!ts: Bgnner Pgrmlts / Facility Rental Minimum 2 Full File Paper Department Preference: GC §34090
Manager Permits / Film Permits years Folder

City . Full File
Manager CM-005 |Proclamations 2 years Folder Paper GC §34090

City CM-006 Projects, Rrograms, Subject & Issues (Issues Minimum 2 Full File Paper Department Preference: GC §34090
Manager and/or projects will vary over time) years Folder
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Ver. 12.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-1
Office of Retention Med@ of Image into Destroy
. _— Total . Official Paper after
Record Retention No. Records Description . Period . Trusted Comments / Reference
(OFR) Retention Commences (Final) System? Imaged &
Record Qcd?
CITY WIDE (Used by All Departments)
Brown Act challenges must be filed within
Affidavits of Publications / Public 30 or 90 days of action; Statute of
Lead Dept. CW-001 Hearing Notices / Legal Advertising / 2 years Full File Folder Paper Limitations on Municipal Government
Affidavits of Posting actions is 3 - 6 months; GC §834090,
54960.1(c)(1)
Agreements & Contracts: Some grant funding agencies require
ADMINISTRATIVE FILES (with audits; Statute of Limitations for Errors &
Grant Funding) Completion + Omissions is 10 years; Published Audit
10 years or Standards=4-7 years; Statute of
(Correspondence, Insurance After Funding . . . Yes: Upon [Limitations: Contracts & Spec's=4 years,
Lead Dept. Cw-002 Certificates, Project Administration, JAgency Audit, Cogwé)rlsrtgocr: of 8‘:;‘;?;5;2'; (Lasl?f?che) Completion of \Wrongful Death=comp. + 5 years,
Project Schedules, Certified if required, Contract |Developers=comp. + 10 years; 2 CFR
Payrolls, Invoices, Logs, RFP, etc.) | whichever is 200.334; 24 CFR 91.105(h), 92.505,
longer 570.490, & 570.502(a), 29 CFR 97.42;
Original Agreements & Contracts OMB Circular A-110 & A-133; GC §34090;
are sent to the City Clerk GC §8546.7
ﬁ%ﬁ?&g}.ﬁi}?&;tgiﬁé Cove_rs E&O S_tatute of Limitations;
C leti C leti f| Optical Disk Y Yes: Upon gija“fhe? ﬁuqlt ?tand?:rdst:‘l-: ygeLarS;
. ompletion + f Completion o ptical Dis es . atute of Limitations: Contracts
Lead Dept. CW-003 (Corr_e_sponglence, PrOJeCt 10 years Contract (Laserfiche) | (Laserfiche) Completion of Spec's=4 years, Wrongful Death=comp. +
Administration, Project Schedules, Contract 5 _ i
. ; years, Developers=comp. + 10 years;
Certified Payrolls, Invoices, Logs, CCP §337 et. seq., GC §34090
RFP, etc.)
Agreements & Contracts:
UNSUCCESSFUL BIDS,
UNSUCCESSFUL PROPOSALS or The RFP / RFQ and the successful
Lead Dept. CWwW-004 RESPONSES to RFPs (Request for 2 years Full File Folder Paper proposal becomes part of the agreement
Proposals) and/or RFQs (Request or contract; GC 834090
for Qualifications) that don't result in
a contract
Boards, Commissions, &
Committees: City Council )
Staffing Dept. CW-005 Subcommittees 2 years Full File Folder Paper All recommendations are presented to the

(Composed solely of less than a
qguorum of the City Council)

City Council; GC §34090 et seq.
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Ver. 12.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
Office of Retention Med@ of Image into Destroy
. _— Total . Official Paper after
Record Retention No. Records Description . Period . Trusted Comments / Reference
(OFR) Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
Boards, Commissions, &
' Committees: Employees Staff .
Staffing Dept. CW-006 Meetings / Department Staff 2 years Full File Folder Paper GC 834090 et seq.
Meetings
e oo when o
CW-007 o Longer n/a n/a Non-records
Organizations Required
(e.g. County Board of Supervisors)
Committees, Commissions, and
Boards (CCBs) : Residents . . . . Brown Act challenges must be filed within
Staffing Dept. CW-008 Advisory Bodies Formed by CITY Mlnl;urgn z Meeting Date (OLF::;?LIEAS;; (Lasz,?f?che) \ge(s: &A(f)tgr 30 or 90 days of action; GC §834090,
COUNCIL y 54960.1(c)(1)
AGENDAS, AGENDA PACKETS.
Committees, Commissions, and
Boards (CCBs): Residents Department preference; State law requires
Staffing Dept. CWwW-009 Advisory Bodies Formed by CITY 8 years Meeting Date Electronl_c/ Audio for 30 days, Video for 90 days; GC
COUNCIL Magnetic §54953.5(b); GC §834090.7, 34090
AUDIO or VIDEO RECORDINGS of
Meetings / Audio Tapes
Committees, Commissions, and
Boards (CCBs):: Residents . . )
Staffing Dept. | CW-010 | Advisory Bodies Formed by CITY P n/a Optical Disk ves ves: After |- s34090
(Laserfiche) | (Laserfiche) | QC & OD
COUNCIL
MINUTES & BYLAWS
City preference; Statute of Limitations for
Lead Complaints / Concerns from Minimum 2 personal property, fraud, etc. is 3 years;
(Resgzntdlng) CW-011 Citizens years Full File Folder Paper Claims must be filed in 6 months; CCP
Pt §340 et seq., 342, GC §34090
Copies -
Lead Dept. Cw-012 Copies or duplicates of any record V\I/_r;ir;go n/a n/a GC 8§34090.7
Required
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Ver. 12.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-3

Office of Retention Med@ of Image into Destroy
. _— Total . Official Paper after
Record Retention No. Records Description . Period . Trusted Comments / Reference
(OFR) Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
Dept. that Correspondence - ROUTINE .
Authors (Content relates in a substantive
Document way to the conduct of the public's
or Cw-013 |business) 2years [JFull File Folder Paper GC §34090
Receives the (e.g. Administrative, Chronological
P P e.g. ministrative, ronological,
Clltjyoi On:g:]r;al General Files, Letters, Memorandums,
u Readina File, Workinag Files. etc.)
Correspondence - TRANSITORY / . )
Electronic and paper records are filed and
PRELIMINARY DRAFTS, retained based upon their CONTENT.
Interagency and Intraagency . .
. : Records, e-mails, electronic records, or
Memoranda NOT retained in the . . .
. . social media postings where the Content
ordinary course of business . .
relates in a substantive way to the
Content NOT Substantive, or NOT conduct of the public s. business, or
. that ARE made or retained for the
Dept. that made or retained for the purpose ¢ ing th
Authors of preserving the informational pufrpose_o plreservmgf ef
Document content for future reference When No informational content for tuture
or CW-014 Longer n/a nla reference are saved by printing them out
Receives the (e.g. calendars, checklists, e-mail or Required and plaglng 'n_ afile folder, or- saving them
City's Original social media posting, flyers, invitations, electronically in a fqlder outside the e-mail
Document instant messaging, inventories, logs, system; If not mentlongd h_ere, consul_t the
mailing lists, meeting room registrations, City Attorney to determine if a record is
speaker cards, staff videoconference considered transitory / preliminary drafts.
chats, notes and recordings, supply GC 834090, GC §87927.500, 7928.705;
inventories, telephone messages, text 64 Ops. Cal. Atty. Gen. 317 (1981)); City
messages, transmittal letters, thank of San Jose v. Superior Court (Smith).
yous, requests from other cities, $218066. Supreme Court of California,
undeliverable envelopes, visitors logs, 2017
voice mails, webpages, etc.)
Deposit Accounts / Trust Accounts / | Close +5 . Department preference; meets auditing
Lead Dept. CW-015 Refundable Deposits years Full File Folder Paper standards; GC §34090
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Ver. 12.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-4

Office of Retention Med@ of Image into Destroy
. _— Total . Official Paper after
Record Retention No. Records Description . Period . Trusted Comments / Reference
(OFR) Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
Transitory or source records not retained
e | when Auchts every 3 years: Bureau of Naione
Lead Dept. CW-016 DMV Pull Notices Superseded JSuperseded or Paper . yey ’
Affairs recommends 2 years for all
or Separated Separate )
supplementary Personnel records; GC
§34090
As long as the drafts and notes are not
) When No retained in the "Regular Course of
Lead Dept. CwW-017 Drgfts & Not(.as.. Drafts that are Longer n/a n/a Business". Consult the City Attorney to
revised (retain final version) : o . .
Required determine if a record is considered a draft.
GC §834090, 7927.500
The Lead Department should print out
historical documents (or save source
GIS Database / Data / Layers (both vien No When Data | Electronic/ data} prior to replacing the da“?" i t.hey
Lead Dept. Cw-018 . ) L Longer . require the data or output for historical
City-wide and Specialized) : Superseded Magnetic .
Required purposes; Department Preference
(Preliminary documents); GC 834090 et
seq.
Lead Dept. CW-019 Graqts (.UNSUCCESSFUL 2 years Full File Folder Paper GC §34090
Applications, Correspondence)
Grants / CDBG / FEMA or OES Meets auditing standards; Grants covered
E:SkliJlgéI/ESRSeFIrSIt_)uFrzsable Cla':‘s by a Consolidated Action Plan are
eports, other _ ; Ui ;
i red ¢ the fundi After Funding requw_ed for 5 years; Uniform Admin.
recoras reqt:jl_re " 0 pa_ssd) € lunaing Agency Audit Requirements for Grants to Local
agency's audit, if require : _ 1 i i
Lead Dept. CW-020 if required - JFull File Folder Paper Governmgnts Is 3 years from expenditure
. report or final payment of grantee or
Applications (successful), grant Minimum 5 subgrantee; 2 CFR 200.334; 24 CFR
agreement, program rules, regulations & years 91.105(h) 9’2-505 570.490 '& 570.502(a):
procedures, reports to grant funding 29 CER 9’7 42- Oh}IB Circulz;r A-110 & A- ’
agencies, correspondence, audit ] Lo
records, completion records 133; GC §34090; GC §8546.7
When No . . .
. . Preliminary drafts not retained in the
Lead Dept. CWwW-021 Leave Slips / Time Off Requests RI;c;nugggd n/a n/a Regular Course of Business GC §34090
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Ver. 12.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-5
Office of Retention Med@ of Image into Destroy
. _— Total . Official Paper after
Record Retention No. Records Description . Period . Trusted Comments / Reference
(OFR) Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
Previous MSDS may be obtained from a
service; MSDS may be destroyed as
Material Safety Data Sheet (MSDS) long as arecord of the chemical /
|/ Safety Data Sheet (SDS) . . . substance / agent, where & when it was
Lead Dept. CW-022 Chemical Use Report Form (or 30 years JFull File Folder OptlcaI.Dlsk Ye? Yes: After used is maintained for 30 years; Applies
. (Laserfiche) | (Laserfiche) QC &0OD o .
records of the chemical / substance to qualified employers; Claims can be
/ agent, where & when it was used) made for 30 years for toxic substance
exposures; 8 CCR 3204(d)(1)(B)(2 and 3),
29 CFR 1910.1020(d)(1)(i), GC 834090
When No .
Lead Dept. CW-023 Newspaper Clippings Longer n/a n/a Non-records - may b? obtained from the
: newspaper company; GC 834090
Required
Notices: Public Hearing Notices Statute of Limitations on Municipal
Staffing Dept. CWwW-024 and Prdofs of Publicatigns 2 years Full File Folder Paper Government actions is 3 - 6 months;
CCP8337 et seq; GC §34090
P | Fil D -level : :
ersonnet Fies (Department-leve Shred Upon Ensure records kept in Department files
Human Files) . . ; . o
Resources CW-025 Separation or n/a n/a comply with City policy (all originals are
. . Transfer sent to Human Resources); GC §34090.7
Except for Fire & Police Department
Shred After
Incorizct)cr)atlon Notes maintained in a separate folder to
Lead Dept. CW-026 Personnel Files (Supervisor's Performance n/a n/a be mco_rporated into performance _
Notes) . evaluation, or to document progressive
Evalliation or discipline; GC §34090 et se
Documented Pine; a9
Discipline
When No Preliminary Drafts; destroy unnecessary
Lead Dept. Cw-027 Photographs Longer n/a n/a photographs. GC §§34090
Required
Copies -
i i When No Department preference (preliminary drafts
Building CW-028 Plan Checks Longer n/a n/a / copies): GC §34090
Required
Lead Dept. CW-029 Public Relations / Press Releases 2 years Full File Folder Paper GC 834090
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Ver. 12.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-6
Office of Retention Med@ of Image into Destroy
. _— Total . Official Paper after
Record Retention No. Records Description . Period . Trusted Comments / Reference
(OFR) Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
_— . Optical Disk Yes Yes: After .
Lead Dept. CW-030 Purchase Orders / Requisitions 5 years Full File Folder (Laserfiche) | (Laserfiche) QC &OD Department preference; GC §34090
Lead Dept. Real Estate Appraisal Reports: Not accessible to the public; Statewide
(Who Ordered Cw-031 Property NOT purchased, Loans not 2 years Full File Folder Paper Guidelines show 2 years; GC 8834090,
the Appraisal) funded, etc. 7928.705
Not accessible to the public until purchase
Lead Dept. . . . . . . has been completed; meets grant auditing
(Who Ordered CW-032 EE?{LE;:[; Qrpopr::al I?uenrzjotar;SLoans ang::gw 2 Full File Folder 8?:;?;3:2'; (Lasi?f?che) YSE’ &Aoftgr requirements; 2 CFR 200.334; 24 CFR
the Appraisal) perty, y 91.105(h), & 570.502(b); 29 CFR 97.42,
GC 834090
Reference Materials: Policies,
Procedures, Brochures, Flyers,
Manuals, Newsletters, etc.: When No
CW-033 Produced by OUTSIDE Longer n/a n/a Non-Records
ORGANIZATIONS (League of Required
California Cities, Chamber of
Commerce, etc.)
Reference Materials: Policies,
Procedures, Brochures, Flyers, Minimum 2 . Optical Disk Yes Yes: After |Statewide guidelines propose superseded
Lead Dept. CW-034 Manuals, Newsletters, etc.: years Full File Folder (Laserfiche) | (Laserfiche) QC &0OD |+ 2 or 5 years; GC 834090
Produced by YOUR Department
Reference Materials: Policies,
Procedures, Brochures, Flyers, When o
Lead Dept. CW-035 Manuals, Newsletters, etc.: Superseded n/a n/a Copies; GC 8§34090.7
Produced by OTHER Departments
. D . . . Administratively and Historically
Lead Dept. CW-036 ;eg%r(t;;n_deswd;s;ﬂ(:|s;?lrjlg;ae||s); P n/a RF:;Z%CDAZI; (Lasz(ref?che) Y(g(s:. &Agtsr significant, therefore retained
9 G- g permanently; GC §34090
Reports and Stutlies (other than Sitewide gudelines propose 2 years.
Lead Dept. CwW-037 Historically significant reports - e.qg. 10 years JFull File Folder Paper aiewide guidelines propo Y o
Annual Reports) historically significant, retain permanently;
P GC §34090
Lead Dept. CW-038 SpeC|aI_Pr01ects / Subject Files / Minimum 2 Eull File Folder Paper Department Preference; GC 834090 et
Issue Files years seq.
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Ver. 12.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-7
Office of Retention Med@ of Image into Destroy
. _— Total . Official Paper after
Record Retention No. Records Description . Period . Trusted Comments / Reference
(OFR) Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
Surveys / Questionnaires (that the
City issues)
If a summary of the data is .
Lead Dept. CW-039 . 2 years Full File Folder Paper GC 834090
compiled, the survey forms are
considered a draft or transitory
record, and can be destroyed as
drafts (When No Longer Required)
Department preference; Meets auditing
standards (audit + 4 years); IRS requires
4 years; Ca. requires 2 yr min.; FTB keeps
_ Time Cards / Time Sheets Copies - 3_years; Most Employees pr_owdc_a digital
Finance / . - . When No signatures when they submit their
CWwW-040 (Finance keeps the originals with n/a n/a . . .
Payroll | ianat Longer timecards, but some in Public Works and
employee signatures) Required Community Services do not (another
employee enters their time); IRS Reg
§31.6001-1(e)(2), R&T §19530; LC §
1174(d); 29 CFR 516.5; GC §34090
Department preference; Ethics Training is
5 years; Statewide guidelines propose 7
o years; Calif. Labor Division is required to
Training - ALL COURSE RECORDS keep their OSHA records 7 years;
Attend R outi 4 Ovtical Disk v Yes: Aft EEOC/FLSA/ADEA (Age) requires 3 years
Lead Dept. cw-ga1 |(Attendance Rosters, Outlines an 5years  JFull File Folder| OPtca! Dis es es: ATer tor promotion, demotion, transfer,
Materials; includes Ethics, Sexual (Laserfiche) | (Laserfiche) QC &0OD  |gglection. or discharge; State Law
Harassment Prevention, & Safety requires 2 -3 years for personnel actions;
Training & Tailgates) 8 CCR §3203 et seq., 29 CFR
1627.3(b)(1), LC 86429(c); GC §812946,
12960, 34090, 53235.2(b), 53237.2(b)
Consistent with employee personnel files
(Courts treat volunteers as employees);
Volunteer Applications & EEOC/FLSA/ADEA (Age) requires 3 years
Lead Dept. CW-042 Agreements - Unsuccessful or 3 years Full File Folder Paper for promotion, demotion, transfer,

Pending Applicants

selection, or discharge; 29 CFR 1602.31
& 1627.3(b)(1), 8 CCR 8§3204(d)(1) et
seq., GC §812946, 12960, 34090
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Ver. 12.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-8

Office of Retention Med@ of Image into Destroy
. _— Total . Official Paper after
Record Retention No. Records Description . Period . Trusted Comments / Reference
(OFR) Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
Courts treat volunteers as employees;
EEOC/FLSA/ADEA (Age) requires 3 years
Volunteer Applications & Inactive / for promotion, demotion, transfer,
Agreements (includes emergency . . Optical Disk Yes Yes: After |selection, or discharge; State Law
Lead Dept. CW-043 contact information) - Successful Segar:;;)sn # JFull File Folder (Laserfiche) | (Laserfiche) QC &0OD |requires 2 -3 years; 29 CFR 1602.31 &
Applicants y 1627.3(b)(1), 8 CCR §3204(d)(1) et seq.,
GC 8812946, 12960, 34090; 29 USC
1113
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Ver. 7.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-1
(Building Safety, Housing, Planning)
Office of . Retention Med_lg of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
COMMUNITY DEVELOPMENT / BUILDING & SAFETY
Community . - . ) )
Develop. / Address Fllles / Bglldlng Permlts Optical Disk Yes Yes: After De.par.tment preference; Statevylde
Building & BL-001 |(Construction Notices, Compliance Orders, P n/a (Laserfiche) | (Laserfiche) | QC & OD guidelines propose permanent; GC
Stop Work Orders, etc.) 834090, H&S 819850
Safety
Community
Develop. / _— . . Electronic / Department Preference - Data is
Building & | 5004 Building Permit Database indennie n/a Magnetic interrelated; GC §34090, H&S §19850
Safety
. Upon . _—
Community . I Department preference; Preliminary
. . Expiration, Expiration, . . .
Develop. / BL-005 Building Plans - Cancelled Expired, or Cancelatonl Cancellation n/a drafts not retained in the ordinary course
Building & Withdrawn (Permit never issued) . of business; CBC §104.7; H&S§19850,
Safet or or Withdrawal GC §34090
y Withdrawal
. ] Building Plans - Finalled - INDUSTRIAL, ?eﬁsrtﬂe“tf'j;e“ir?%‘?e; ';a"" requires |
DOeTtreTl]cl)mI;/ COMMERCIAL, MULTI-PAMILY Optical Disk Yes Yes: After :nrd c?)r:fngn ineterg!st I(;]vg\]/eI(I)irncgnc:rr?le'rCIa
ve'op. BL-006 |DWELLINGS, PLACES OF PUBLIC P n/a pacal : ’ . . 9 y:
Building & ACCOMMODATION. TENANT (Laserfiche) | (Laserfiche) | QC & OD |Statewide guidelines propose 2 years
Safety ' for blueprints & specifications; CBC
IMPROVEMENTS 104.7 & 107.5, H&S§19850, GC §34090
Department preference; Site Plans Only
Community for dwellings less than 2 stories,
Building Plans - Finalled - SINGLE . . . garages & appurtenances,
gsi‘l’gi'r?p' 8{ BL-007 |FAMILY RESIDENTIAL - SFR and P nla 8‘:;%3‘;'; (Lasszfche) geé &Aggr farms/ranches, 1-story with bearing
Safetg APPURTENANCES walls less than 25'; CBC requires 180
y days from completion date; CBC 104.7
& 107.5, H&S8§19850, GC §34090
Community
Develop. / o Optical Disk Yes Yes: After .
Building & BL-008 |Certificate of Occupancy (CofO) P n/a (Laserfiche) | (Laserfiche) | QC & OD Department Preference; GC 834090
Safety
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Ver. 7.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-2
(Building Safety, Housing, Planning)
Office of . Retention Med_lg of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Community
Develop. / When I )
e BL-010 |Plan Check Comments : n/a n/a Preliminary Drafts; GC 834090
Building & Finalled
Safety
Community When No
Develop. / . - - Preliminary Drafts (the database is the
Building & BL-011 |Reports: Building Activity Longer n/a n/a original): GC §34090
Required
Safety
Community
Develop. / Requests & Permissions to Receive Copies Full File
Building & BL-012 | ot plans (to and from Architects) cyeas Folder Paper GC §34090
Safety
Community
Develop. / Uniform Building Codes / California Building When When
Building & BL-013 Codes Superseded | Superseded Paper GC 850022.6
Safety
COMMUNITY DEVELOPMENT / HOUSING
Community Foreclosure Notices / Notices of Defaults Wien No Preliminary drafts not retained in the
Develop. / HS-001 Longer n/a n/a : . .
- (NOD) - ordinary course of business; GC §34090
Housing Required
HUD requires 5 years after the project
5 years after completion; documents imposing
the recapture / resale restrictions are 5
Housing Programs: Affordable Housing Affordgblllty years after.the_affordabllle period
. . e Period - terminates; Uniform Admin.
Community Projects, Rehabilitation, CDBG-funded . Affordability . . . -
. . Terminates, . Optical Disk Yes Yes: QC & |Requirements for Grants to Local
Develop. / HS-002 |Housing Projects, HOME, etc. . Period . . .
- or the Writtenj . (Laserfiche) | (Laserfiche) oD Governments is 3 years from
Housing Terminates . ; . I
WITH a Recapture / Resale Restriction Agreement expenditure report; statewide guidelines
P Terminates, propose 4 years; 24 CFR §892.508,
Whichever is 570.502, 982.158, 884.214; 29 CFR
Longer 97.42; HUD Notice PIH 98-48, 99-49;
GC §34090

PETALUMA, CA. ©1995-2021 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Revision Approved: 1/3/2024




Ver. 7.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-3
(Building Safety, Housing, Planning)
Office of . Retention Med_lg of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) System? Imaged &
Record ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
HUD requires 5 years after the
Housing Programs: Affordable Housing agreement terminates; Consistent with
Communit Projects, Rehabilitation, CDBG-funded Loan Pay-off} Loan Pay-off Consolidated Plan Requirements;
Develo /y HS-003 Housing Projects, HOME, etc. OR OR Paper Required for 3-4 years from expenditure
HousirF\). Forgiveness | Forgiveness + P or performance report; 24 CFR
g WITHOUT a Recapture / Resale + 5 years 5 years §892.508, 570.502, 982.158, 884.214;
Restriction 29 CFR 97.42; HUD Notice PIH 98-48,
99-49; GC §34090
. Loan Applications / Potential Buyers
Community Denied, Cancelled or Withdrawn (First
Develop. / HS-004 . ' . 2 years Full File Folder Paper GC §34090
Housin Time Home Buyers, Life/Safety,
g Rehabilitation, HOME, etc.)
Community . . .
Develop. / HS-005 |Mobile Home Rent Control - Arbitrations P n/a 8‘:;%5@'; (Lasl?f?che) Yesbgc & Department preference; GC §34090
Housing
Community . . .
Develop. / HS-006 |Mobile Home Rent Control - Park files P n/a RF:QZTLSAZI; (Lasi?f?che) Yes.ogc & Department preference; GC §34090
Housing
COMMUNITY DEVELOPMENT / PLANNING
CDOeT;]gmt}/ PL-002 Administrative Reviews (final determination P n/a Optical Disk Yes Yes: After Department preference: GC §34090
P- letter, plans, etc..) (Laserfiche) | (Laserfiche) | QC & OD P P '
Planning
Community . . _— . .
Annexations / Boundaries / Consolidations / Optical Disk Yes Yes: After .
?fl;lilrﬁgé/ PL-004 LAFCO : na (Laserfiche) | (Laserfiche) | QC & OD Land Records; GC §34090
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Ver. 7.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT
(Building Safety, Housing, Planning)

Page CD-4

. . Media of . Destroy
Office of . Retention . Image into
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Not all internal communications and
. L ) notes are required to be saved; "E-mails
Environmental Determinations: e :
. that do not provide insight into the
Environmental Impact Reports (EIRS), ) ;
. ) - project or the agency’s CEQA
Negative Declarations, Categorical Project compliance with respect to the project —
Community Exceptions, etc.) / CEQA / NEPA ) Completion of plrance P proj
Approval or are not within the scope of section
Develop. / PL-005 . CEQA Paper L
. Denial + 2 21167.6, subdivision (e) and need not
Planning Correspondence and staff notes that Process ) X .
N . years be retained." Golden Door Properties,
provide insight into the project or the . .
, . . LLC v. Superior Court of San Diego
agency’s CEQA compliance with respect to .
the proiect County (County of San Diego, et al.,
proj Real Parties in Interest) (53 Cal.App.5th
733); PRC 21167,6; GC §34090
Environmental Determinations: Usually filed in th iect file: Final
Community Environmental Impact Reports (EIRS), . . . sually fled in the project file; Fina
Develop. / PL-006 |Negative Declarations, etc.) p n/a Optical Disk Yes Yes: After |environmental determinations are
Plannin. ' (Laserfiche) | (Laserfiche) | QC & OD |required to be kept a "reasonable period
9 . . . of time"; 14 CCR §15095(c); GC §34090
Inside City boundaries
Community . . . .
i Optical Disk Yes Yes: After |City Clerk Maintains all Agenda Packets
%ﬁ;’ﬁmg/ PL-007 | General Plan, Elements and Amendments B n'a (Laserfiche) | (Laserfiche) | QC & OD |Permanently; GC §34090.7
Community L . . . . .
Develop. / PL-011 Historic I_Drese_rvatlon Survey, Evaluations P n/a OptlcaI_Dlsk Ye; Yes: After Department Preference; GC §34090
. and Designations (Laserfiche) | (Laserfiche) | QC & OD
Planning
Community o . . .
Develop. / PL-012 Master Plans, Specific Plans, Land Use P n/a OptlcaI_Dlsk Ye; Yes: After Department Preference; GC §34090
. Plans, etc. (Laserfiche) | (Laserfiche) | QC & OD
Planning
After
Issuance of
Certificate of
Community Occupancy, _— . .
Develop. / PL-013 |Materials Boards or Final n/a n/a Pre_llmlnary drafts not r.etaln.ed in the
. . ordinary course of business; GC §34090
Planning Permit Sign-
Off,
whichever is
later
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Ver. 7.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-5
(Building Safety, Housing, Planning)
Office of . Retention Med_lg of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) System? Imaged &
Record ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
. Permits - Over the Counter (OTC Permits) /
Community Temporary Zoning Permit/Limited Term
Develop. / PL-014 porary oning e 2 years Full File Folder Paper GC 834090
. Permit, including Christmas Trees and
Planning .
Pumpkin Lots .
Community . .
Develop. / PL-019 |Planning Project Database Indefinite n/a EI:/? ;tr: (?tli((::/ as:r?;;igt- grgfgrsil%09eo- EIZ? I§Sl9850
Planning 9 ' ’
Planning Project Files - Approved
Permanent Entitlements
(Includes Associated CEQA Noticing, .
) Conditions of Approval, Public Noticing, Department plrzferencg, Final
CDOmrTI]Unlt/y PL-020 Environmental Determinations, Staff p / Op’[|Ca| D|sk Yes Yes: After enV"'.On(;ntenk;a ketirmlnatlons g:.e . d
evelop. - Reports, Plans & Maps n/a ' : required to be kept a "reasonable perio
Planning p ps) (Laserfiche) | (Laserfiche) | QC&OD | - ime": 14 CCR §15095(c):
Examples: Conditional Use Permits (CUPs), GC8834090, 34090.7
Correspondence, Design Review, Parcel Maps,
Planned Unit Developments (PUD), Site Plans,
Tentative Subdivisions, Variances, Zone
Changes, etc.
Community Minimum
Develop. / PL-021 |Preliminary Review File ovears Full File Folder Paper Department preference; GC 834090
Planning Y
Community . . . . .
Public Art / Art in Public Places, or Art Optical Disk Yes Yes: After ]
E:D‘“Jl;ﬁlr?igél PL-022 Owned by the City P na (Laserfiche) | (Laserfiche) | QC & OD Department preference; GC §34090
Community Expiration + | Expiration of
Develop. / PL-014 |Short Term Vacation Rental Permits P P : Paper Department Preference; GC §34090
. 2 years Permit
Planning
Community . . . .
Develop. / PL-027 Sp_eua_d Studies (Not related_to a Project - Miniaum Full File Folder Paper Department Preference; GC §34090
. Noise in the Downtown Corridor, etc.) years
Planning
Community . .
. . Lo Optical Disk Yes Yes: After
Develop. / PL-029 |Zoning Maps (Historically Significant) P n/a ' . Department Preference; GC 834090.7
Planning (Laserfiche) | (Laserfiche) | QC & OD
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Ver. 8.0 RECORDS RETENTION SCHEDULE: ECONOMIC DEVELOPMENT & OPEN GOVERNMENT Page ED-1
(Information Technology, GIS, Economic Development, Communications)
Office of . Retention Med_lg of Image into Destroy
Retention . Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record Y ' Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
COMMUNICATIONS
When No The "Client" department retains the final
Lead Dept. | COM-001 |Graphics Files, Website, etc. Longer n/a n/a official record for its retention period; GC
Reguired 8834090, 7927.500
Lead Dept. | COM-002 |Public Relations / Press Releases 2 years F:cl)llc'j:él:e Paper GC 834090
ECONOMIC DEVELOPMENT / REDEVELOPMENT / SUCCESSOR AGENCY
Economic
Develop. / Economic Development Projects, Programs, it 2 Full File
RDA / ED-001 |Subject & Issues (Issues and/or projects will Paper Department Preference; GC §34090
- years Folder
Successor vary over time)
Agency
Economic
Develop. / . .
. Full File Department preference, meets municipal
RDA/ ED-002 |Real Estate Appraisals 5 years Folder Paper auditing standards: GC §34090
Successor
Agency
Economic
Develop. / Redevelopment Long Range Propert Completion | Completion of
RDA/ ED-003 P g g perty P P Paper Department preference; GC §34090
Management Plans, Oversight Plans + 10 years Plan
Successor
Agency
Economic
Develop. / . . Yes: Upon .
RDA / ED-004 |Redevelopment Plans P n/a OptlcaI_Dlsk Ye._c, Completion Departme.nt Preference for Historical
(Laserfiche) | (Laserfiche) Purposes; GC 834090
Successor of Contract
Agency
. Redevelopment Projects & Project Areas Planning, Building and Engineering
Economic L .
Develon. / retains final documents of construction
P (Ensure Planning has all Environmental Completion § Completion of projects (transfer any CIP project files to
RDA/ ED-005 : . . ; Paper ) . .
Successor Documents, Engineering has all CIP Projects, | + 10 years Project Engineering); Covers various Statute of
Agenc and City Clerk has all Real Property records Limitations; CCP 8337 et seq.; GC
gency for Permanent retention) §34090

INFORMATION TECHNOLOGY & GIS
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Ver. 8.0

RECORDS RETENTION SCHEDULE: ECONOMIC DEVELOPMENT & OPEN GOVERNMENT

Page ED-2

(Information Technology, GIS, Economic Development, Communications)

. . Media of . Destroy
Office of . Retention . Image into
Retention . Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record Y ' Qc'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Used for Disaster Recovery Purposes
Information Backups - ANNUAL / DAILY / WEEKLY / When No Electronic / Only; Considered a copy and can b.e
Technology IT-001 Longer n/a . destroyed when no longer required; tapes
MONTHLY . Magnetic . LT
& GIS Required are in autochangers and are overwritten;
GC 834090 et seq.
Information .. .
Technology IT-003  |Enterprise System Catalogue (posted on line) il 2 ] Superseded, Electrom.c/ GC 834090 et seq.
& GIS years or 2 years Magnetic
Information When No Preliminary documents not retained in the
Technology IT-005 |Network Configuration Maps & Plans Longer n/a n/a ordinary course of business; GC §34090
& GIS Required et seq.
#ﬁg;ﬁgﬂon IT-009 Video Recordings - Operations of the City 1 vear 1 vear Electronic / Records "regular and ongoing
& GIS 24 (City Employees Performing Work) y y Magnetic operations"; GC §34090.6
Information Video Recordings - Parking Lots, Public Wien No Electronic / Does not record "regular and ongoing
Technology IT-010 Areas Longer na Magnetic operations"; GC §34090.6
& GIS Required 9 P ' '
UNALTERABLE MEDIA / IMMUTABLE Electionic Records (ahen the slecroric
Information CLOUD BACKUP / WORM / DVD-r/ CD-r/ Optical Disk Yes Yes: After |record serves as the official record); must
Technology IT-011  |Blue Ray-R or other UNALTERABLE MEDIA P n/a P ' . ' T ’
& GIS that does not permit additions. deletions. or (Laserfiche) | (Laserfiche)| QC & OD |be stored in a "safe and separate
chanaes P ' ' location"; GC 34090, 12168.7, EVC 1550,
9 2 CCR 22620 et seq.
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ver. 8.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-1
Office of . Retention Med_lg of Image into Destroy
Retention . Total : Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ’ QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
FINANCE / ACCOUNTING
Department Preference; IRS: 4 years
after tax is due or paid (longer for
Finance / . . Full File auditing & contractor delinquency); Ca.
Accounting FIN-001 11099/ 1096’ > years Folder Paper FTB: 3 years; IRS Reg §31.6001-
1(e)(2), R&T §19530, GC §34090; 29
USC 436
Accounts Payable / Invoices and Backup Department preference; Meets
Finance / Full File municipal government auditing
Accounting FIN-002 (Includes Invoices, Travel Expense Syeds Folder Paper standards; Published articles show 3 -
Reimbursements, Check Request, etc.) 7 years; GC §34090
Finance / Assessment ROl!S / Lighting and Full File Department preference; Meets auditing
. FIN-003 |Landscape Districts (to Tax Assessor for 5 years Paper .
Accounting Folder standards; GC 834090 et seq.
Tax Rolls)
Finance / Audit Reports_/A(_:FR (Annual Optical Disk Yes Yes: After |Department Preference (copies); GC
) FIN-004 |Comprehensive Financial Report) and P n/a . .
Accounting : . (Laserfiche) | (Laserfiche) | QC &OD (834090.7
related Audit Opinions
Department Preference (meets
. . municipal government auditing
Flnanc_e / FIN-005 |Audit Work Papers 10 years Full File Paper standards); Statewide guidelines
Accounting Folder . ) .
propose audit + 4 years; Published
articles show 3 - 7 years; GC §34090
Department Preference (meets
Finance / Audits - Single Audits, Grant Audits, IRS Eull File municipal government auditing
. FIN-006 |Audits, Transportation Audits, PERS 5 years Paper standards); Statewide guidelines
Accounting . Folder . . .
Audit, etc. propose audit + 4 years; Published
articles show 3 - 7 years; GC §34090
Bank Statements and Trustee
Finance / Statements, Fiscal Agent Statements, Full Eile Department Preference; meets auditing
Accountin FIN-007 |Investment Account Statements, Bank 5 years Folder Paper standards; GC §34090, 26 CFR
9 Reconciliations, Bank Deposits, Bank 31.6001-1
Transmittal Advice
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ver. 8.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-2
Office of . Retention Med_lg of Image into Destroy
Retention . Total : Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ’ QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Department Preference; Statute of
Bonds (Revenue) Official Statements / Limitations for bonds, mortgages, trust
Transcripts / Certificates of Participations deeds, notes or debentures is 6 years;
. (COPs) - Includes Continuing Disclosure Fully Bonds issued by local governments are
Finance / Fully o
. FIN-008 |Reports Defeased + Paper 10 years; There are specific
Accounting Defeased - .
10 years requirements for disposal of unused
See Bank Statements for statement bonds; CCP 88336 et seq. 337.5(a);
retention. 26 CFR 1.6001-1(e): GC 843900 et
seq.
Finance / . Optical Disk Yes Yes: After |Department preference; GC 834090 et
Accounting FIN-009 | Budgets - Adopted / Final i na (Laserfiche) | (Laserfiche) | QC &0OD |seq.
Finance / Budgets - Preliminary, Proposed, Backu When No
. FIN-010 g Y P ' P Longer n/a n/a Preliminary drafts; GC §34090
Accounting Documents #
Required
Department preference; All tangible
property held by government agencies
Finance / FIN-011 Escheat (Unclaimed money / uncashed E vears Full File Paper escheats after 3 years; Statute of
Accounting checks) y Folder P Limitations is 1 year for seized
property; CCP §8340(d), 1519; GC
§34090
. . Close of
Flnanc_e / FIN-012 FE.MA Reimbursement / OES Project + 10 Clos_e of Paper Department Preference; GC §34090
Accounting Reimbursements years Project
Finance / . . . . Electronic / Data Fields / Records are interrelated;
Accounting FIN-013 |Financial Services Database Indefinite n/a Magnetic GC §34090
Department Preference (bond auditing
purposes; IRS regulations state,
Finance / Sale or Sale or "...material records should generally be
. FIN-014 |Fixed Assets Disposal + 2 . Paper kept for as long as the bonds are
Accounting Disposal : '
years outstanding, plus 3 years after the final
redemption date of the bonds"); 26
CFR 1.6001-1(e); GC §34090
Finance / Full File .
Accounting FIN-015 |Investment Reports & Backup 5 years Folder Paper Department Preference; GC 834090
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ver. 8.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-3
Office of . Retention Med_lg of Image into Destroy
Retention . Total : Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ’ QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Department Preference; Meets auditing
Investments / Arbitrage / Certificate of sFandards; Published artlcle§ show
. . : Fully disposal + 7 years for security
Finance / Deposit / Investment Bonds (Receipts / Fully o ) s
: FIN-016 . ) Defeased + Paper brokerage slips; statewide guidelines
Accounting Advisor Reports / Trade Tickets / LAIF Defeased . )
(Local Agency Investment Fund)) 10 years propose permanent; FTC Reg's rely on
"self-enforcement"; GC88§ 34090,
43900
Department Preference; meets
municipal government auditing
Flnancg / FIN-017 |Journal Entries / Journal Vouchers 6 years Full File Paper standérds; Stgtute gf L|lm|tat|ons s 4
Accounting Folder years; statewide guidelines propose
Audit + 5 years; GC §34090, CCP §
337
Reports, Subsidiary Ledgers, . .
. Reconciliations, Registers, Transaction When No Department prefergnce (The. Financial
Finance / o System Database is the original;
Accountin FIN-018 |Histories, Balance Sheets, Revenue & Longer n/a n/a reports are considered drafts or
9 Expenditure Reports, etc. (MONTHLY OR] Required cop ies): GC §34090
PERIODIC) pies);
Reports: Annual State or Federal: State
Finance / Controllers_Report, Local Government Full File Department Preference; Meets auditing
Accountin FIN-019 |Compensation Report, Gas Tax, MOE 5 years Folder Paper standards: GC §34090
9 (Maintenance of Effort) Report, Street '
Report, etc.
. . - Fully Department preference due to
pance || FiNogo | 2PeC Distict Assesement Rolls (0T | pefeasea + | | PV | paper underlying Bonds; Meets auditing
9 10 years standards; GC 834090 et seq.
Department Preference; meets
Sale of municipal government auditing
Finance / . . . Sale or standards; Statute of Limitations is 4
. FIN-021 |Surplused Equipment / Disposal Disposal + 2 . Paper . . -
Accounting cars Disposal years; statewide guidelines propose
y Audit + 5 years; GC §34090, CCP §
337
Flnanc_e / FIN-022 |Vehicle Titles (Pink Slips) - All Vehicles S_,ale o S_,ale or Paper Department Preference; GC 834090
Accounting Disposal Disposal
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ver. 8.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-4
Office of . Retention Med_lg of Image into Destroy
Retention . Total : Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ’ QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Vendor Vendor No
Flnancg / FIN-023  |W-9s inactive i« 2 Longer Dogs Paper Meets IRS Auditing Requirements; GC
Accounting cars Business with 834090
Y the City
BUSINESS LICENSE & REVENUE
Flnqnce/ Accounts Receivable - Miscellaneous - . . .
Business FIN-024 | Damage o Public Proberty. Invoices o E vears Full File Paper Department preference; Meets auditing
License & ag . perty. y Folder P standards; GC 834090 et seq.
Outside Entities, etc.
Revenue
Finance / Department preference (The Business
. - . . When No . . .
Business Billing Registers, Payment Registers, License & Permit Database is the
. FIN-027 . . Longer n/a n/a S :
License & Adjustment Registers Reatiired original; reports are considered drafts
Revenue q or copies); GC §34090
Finance / Department preference (Planning uses
Business Business License & Permit Applications Optical Disk Yes Yes: After partn prete g.
. FIN-028 P n/a ' : for Zoning Compliance purposes); GC
License & and Changes (Laserfiche) | (Laserfiche) | QC &OD
834090 et seq.
Revenue
Finance /
Business . . . . Electronic / Data Fields / Records are interrelated;
License & FIN-029 |Business License & Permit Database Indefinite n/a Magnetic GC §34090
Revenue
E:Jns?:g:s/ Eull File Department preference (meets
. FIN-030 |Business License & Permit Renewals 5 years Paper municipal government auditing
License & Folder . )
requirements); GC §34090 et seq.
Revenue
Finance / Cash Receipts / MCRs (Miscellaneous
Business Cash Receipts) / Daily Cash Summaries / Full File Department preference; Meets auditing
. FIN-031 . 5 years Paper .
License & Cashiers Reports / Cash Reports / Petty Folder standards; GC 834090 et seq.
Revenue Cash
. Department preference; Meets
Finance / Full File municipal government auditing
Afceor:;rt?rl]g FIN-032 |Checks / Warrants (Cashed) ® yeals Folder Paper standards; Published articles show 3 -

7 years; GC §34090
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Ver. 8.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-5

. . Media of . Destroy
Office of . Retention . Image into
Retention . Total : Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ’ QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards

Finance / Department preference; Delinquencies
Business Collections / Collection Agency Case Files Full File pa pre ' d i

. FIN-033 . 7 years Paper remain on credit reports for 7 years;
License & & Statements / Delinquent Accounts Folder

GC 834090 et seq.

Revenue

Finance /
Business Full File Department Preference; Meets auditing
License & FIN-034 |Returned Checks / NSF Checks 5 years Folder Paper standards: GC §34090
Revenue
E:Jns?:g:s/ Water Billina: Appeals - Pavment Final Final Documented or attached to Customer
s FIN-035 ) g. Appears - Fayment 4 pecision + 2 e Paper Record in database GC §34090; H&S
License & Delinquency & Impending Discontinuation Decision

years §116908

Revenue

Flna_mce / Water Billing: Non-payment Notices / . . -
Business FIN-036 |Notice of Payment Delinquency & 5 years Full File Paper Meets municipal government auditing
License & ) . . . 7 . Folder standards; GC §34090; H&S §116908

Impending Discontinuation (Initial, Final)

Revenue

Finance /
Business FIN-037 Water Billing: NSF Checks / Adjustments & vears Full File Paper Meets municipal government auditing
License & to Customer accounts y Folder P standards; GC §34090; H&S §116908
Revenue

Flnqnce / Water Billing: Payment Plans: Fully Paid or . . .
Business FIN-038 |Amortization, Alternative Payment Plans, [ Written Off + Fully Paid or Paper Meets municipal government auditing
License & ’ ' Written Off standards; GC §34090; H&S 8116908

Deferrals, etc. 5 years

Revenue

Finance / When
Business FIN-039 Water Billing: Policy on Discontinuation off Superseded,; When Paper Must post to Website; H&S §116906;
License & Residential Service for Nonpayment Minimum 2 [ Superseded P GC §34090

Revenue years

Finance /
Business FIN-040 Water Billing: Report of Annual Minimum 2 Full File Paper Must post to Website; H&S §116918;
License & Discontinuations of Residential Service years Folder P GC §34090

Revenue

PAYROLL
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ver. 8.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-6
Office of . Retention Med_lg of Image into Destroy
Retention . Total : Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ’ QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Department Preference; Instructions
. 1095-C, 1094-C (Employer-Provided . state "Generally, keep copies of
Finance / Full File information returns you filed with the
FIN-040.1 |Health Insurance Offer and Coverage & 5 years Paper -
Payroll . Folder IRS or have the ability to reconstruct
Transmittal Form)
the data for at least 3 years, from the
due date of the returns" GC §34090
Finance / CalPERS Reports - Annual Valuation Full File .
Payroll FIN-041 Reports, Actuarial Valuation Reports 10 years Folder Paper Department Preference; GC 834090
DE-6, DE-7, DE-9, DE-43, W-3, & DE- Department Preference; IRS: 4 yrs
166, 941 Forms, RS 5500 Forms after tax is due or paid; Ca. FTB: 3
Finance / (Employee Benefit Plans), PERS / FICA & Full File o paid, *-a. ioe
FIN-042 ) : 7 years Paper years; Articles show 7 years; IRS Reg
Payroll Medicare Adjustments - Quarterly Payroll Folder .
Tax Returns / OASDI, Federal Tax §31.6001-1(€)(2), R&T 819530; 29CFR
. . ' 516.5 - 516.6, 29USC 436, GC §34090
Deposits, Adjustments, etc.
Produced by Deferred Comp. Provider;
. . consistent with proposed statewide
Finance / . . Full File S ) .
FIN-043 |Deferred Compensation (City Statements) 7 years Paper guidelines; published articles for bank
Payroll Folder i
statements show 4 -7 years; GC
§304090, 26 CFR 31.6001.1
Department preference; W-4s are
Payroll File (By Employee Name) required four years after the due date
Finance / y y Employ Separation +] Employee of such tax for the return period to
FIN-044 . Paper -
Payroll 7 years Separation which the records relate, or the date
Includes W-4, other payroll forms . . . :
such tax is paid, whichever is the later.
26 CFR 31-6001-1; GC §34090
Finance / i . Optical Disk Yes Yes: After |Department preference for SBCERA
Payroll FIN-045  [Payroll Reports - Annual Detail - n/a (Laserfiche) | (Laserfiche) | QC &0OD |Buy-backs; GC §34090
Department preference for Grant
. Payroll Reports - Periodic (includes . Auditing Purposes; Meets municipal
Finance / . . - Full File " .
Payroll FIN-046 |Deduction Registers, Leave Registers, 7 years Folder Paper government auditing standards;

Time Transaction Reports, etc.)

Published articles show 3 - 7 years; GC
§34090
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ver. 8.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-7
Office of . Retention Med_lg of Image into Destroy
Retention . Total : Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ’ QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Department preference for Grant
Finance / Time Sheets / Time Cards / Overtime Full File Auditing Purposgg; Meets mun.|C|paI
Payroll FIN-047 Sheets / Overtime Cards 7 years Folder Paper government auditing standards;
Published articles show 3 - 7 years; GC
§34090
Department preference for Grant
. . Auditing Purposes; Meets municipal
Fg]:nrcc:j / FIN-048 |W-2's 7 years F:cl)llgélre Paper government auditing standards;
y Published articles show 3 - 7 years; GC
§34090
PURCHASING
Fmancg/ FIN-049 |Purchase Orders / Requisitions 5 years Full File Paper Department Preference; GC §34090
Purchasing Folder
Finance / Request for Proposals / Unsuccessful Full File .
Purchasing FIN-050 Bids / Evaluations 5 years Folder Paper Department Preference; GC §34090
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Ver. 12.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-1

. . Media of . Destroy
Office of . Retention . Image into
Retention - Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ' QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
FIRE ADMINISTRATION
Fire / Admin. . . . .
. i Emergency Operations Center (EOC) Full File | Optical Disk Yes Yes: After .
&Azzlql?ne / FR-001 Activations & Drills 10 years Folder (Laserfiche) | (Laserfiche) | QC & OD Department Preference; GC 834090
Emergency Operations Plan (includes Superseded . . .
Fire / Admin.| FR-002 |Office of Emergency Management & and Full File OptlcaI_Dlsk Ye; No GC §34090
. Folder (Laserfiche) | (Laserfiche)
Homeland Security) Approved
Department preference; EEOC/FLSA/ADEA
. o i (Age) requires 3 years for promotion,
. . Emplpyee Tralnlng.lr.ldlwduall Records Separation + | Separation of | Optical Disk Yes Yes: After |[demotion, transfer, selection, or discharge;
Fire / Admin.| FR-003 |Rookie Tests/ Individual Training ' . .
Certificates / DMV File (by employee) 5 years Employee |(Laserfiche)| (Laserfiche) | QC & OD |State Law requires 4 years for personnel
y employ actions; LC §6429(c); GC §§12946, 12960,
34090
Department preference; Ethics Training is 5
years; Statewide guidelines propose 7 years;
Employee Training Course Records / EMS Calif. Labor Division is required to keep their
Continuing Education Training OSHA records 7 years; EEOC/FLSA/ADEA
. . Full File | Optical Disk Yes Yes: After |(Age) requires 3 years for promotion,
Fire / Admin.\ - FR-004 (Attendance Rosters, Outlines and Course { years Folder (Laserfiche) | (Laserfiche) | QC & OD |demotion, transfer, selection, or discharge;
Materials, Paramedic Continuing Education State Law requires 4 years for personnel
Rosters and Certificates) actions; 8 CCR 83203 et seq., 29 CFR
1627.3(b)(1), LC 8§86429(c); GC §812946,
12960, 34090, 53235.2(b), 53237.2(b)
Fire / Admin.| FR-005 Employee Training Database / Log (Fire Indefinite n/a Electronl_c/ Data is interrelated; GC 834090 et seq.
House) Magnetic
. . FEMA / OES Reimbursement Claims / Full File .
Fire / Admin.| FR-006 Strike Team Reimbursements 10 years Folder Paper Department Preference; GC 834090
Fire / Admin.| FR-007 |Fire Incident Reports and RMS Database Indefinite n/a Ell/Tanr?gtlii/ Data is interrelated; GC 834090 et seq.
When
. . . Superseded - When Department Preference (rated every 10
Fire / Admin.| FR-008 |ISO Insurance Ratings Minimum 2 | Superseded Paper years): GC §34090
years
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Ver. 12.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-2

. . Media of . Destroy
Office of . Retention . Image into
Retention - Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ' QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
When No Considered a preliminary draft / copy (the
Fire / Admin.| FR-009 |Monthly Statistical Reports / Run Statistics Longer n/a n/a Fire database is the original); GC §34090 et
Required seq.
Copies - - S .
. . Originals Maintained by City Clerk or County
City Clerk FR-010 MutuaI_Ald Agreements, Joint Power Whien fo n/a n/a Clerk of the Board Permanently; GC
Authorities Longer
: §34090.7
Required
Fire / Admin.| FR-011 Programs gnd PrOJ?CtS (e.g. Cadet, CPR Minimum 2 Full File Paper Department Preference; GC § 34090 et seq.
Program, Fire Service Day, etc.) years Folder
Fire / Admin.| ER-012 Reque.sts.for Fire Incident Reports and Fire 2 years Full File Paper GC §34090
Investigation Reports Folder
Fire / Admin.| FR-013 |Ride-A-Long Waivers 3 years 'lzzli)l:d'jre Paper Department Preference; GC § 34090
Fire / Admin.| FR-014 Subpoenas (Personal Appearance - Fire 3 years Full File Paper Department Preference; GC § 34090
Personnel) Folder
EMERGENCY MEDICAL SERVICES
Controlled Substance Logs, Inventories / c():folrr?vpelﬁ?c?rn Controlled substances are required for 2
Fire/ EMS | FR-015 Ambulance Inventorv Lo gs’ 2 years or y Paper years after inventory or transaction; 21 CFR
yLog . §1304.04, 1310.04
Transaction
Fire/ EMS | FR-016 |Emergency Medical PCR Database Indefinite n/a Electronl_c/ Data is interrelated; GC §34090, 60201 et
Magnetic seq.
Final Final Department preference; Statute of Limitations
Fire/EMS | FR-017 |EMS Complaints about Patient Care Disposition + Disposition Paper for health providers is 3 years; CCP §340.5
3 years H1sposiion GC §34090
. . . Statute of Limitations for health providers is 3
Fire/EMS | FR-018 :an?OSSrLSg”/“StZﬁf %‘;";"l;ténce 3 years 'IZ:%': dFe"re Paper years; 13 CCR 1100.7, UFC §104.3.2,
P y §104.3.4, GC §34090, 60201 et seq.
. HIPAA Policies and Procedures (Health Superseded Policy Optical Disk Yes Yes: After .
Fire /EMS | FR-019 Insurance Portability and Accountability Act)] + 6 years [ Superseded |(Laserfiche)| (Laserfiche) | QC & OD 24 CFR 164.530()

PETALUMA, CA. ©1995-2021 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

Revision Approved: 1/3/2024




ver. 12.0 RECORDS RETENTION SCHEDULE - FIRE Page FR-3
Office of . Retention Med.lag of Image into Destroy
Retention - Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) System? Imaged &
Record QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Department Preference; adults required for 7
years; minors until 1 year after age 18, but
not less than 7 years; 10 years is
recommended by AHIMA for "healthcare
Patient Care Reports / PCRs / Paramedic providers"; Statute of Limitations for health
Fire /EMS | FR-020 Release Forms (EMS transportation) / 10 years Full File | Optical Disk Yes Yes: After |providers is 3 years; CCP 8§340.5, GC
Consent Form with Assignment of Benefits: Folder (Laserfiche) | (Laserfiche) | QC & OD |§34090; H&S §81797.98e 123145; 42 CFR
ADULTS 482.24(b); 9 CCR 9444, 22 CCR 70751(c) &
71551(c); 22 CCR 70751(c), 71551(c),
73543(a), 74731(a), 75055(a), 75343(a),
77143(a), W&l 14124.1; CMS Pub. 100-4,
Chapter 1, Section 110.3
Department Preference; adults required for 7
years; minors until 1 year after age 18, but
not less than 7 years; 10 years is
recommended by AHIMA for "healthcare
Patient Care Reports / PCRs / Paramedic providers"; Statute of Limitations for health
Fire /EMS | FR-021 Release Forms (_EMS tr_ansportation)/ _ 18 years Full File | Optical Disk Yes Yes: After |providers is 3 years; CCP §340.5, GC
Consent Form with Assignment of Benefits: Folder (Laserfiche) | (Laserfiche) | QC & OD |834090; H&S 881797.98e 123145; 42 CFR
JUVENILES 482.24(b); 9 CCR 9444, 22 CCR 70751(c) &
71551(c); 22 CCR 70751(c), 71551(c),
73543(a), 74731(a), 75055(a), 75343(a),
77143(a), W&I 14124.1; CMS Pub. 100-4,
Chapter 1, Section 110.3
FIRE MARSHAL / FIRE PREVENTION
Fire / Fire
Marshal & FR-022 Consumer Fireworks Booth Permits 5 years Full File Paper Department preference (meets auditing
Fire (Financial Data, etc.) Folder standards); GC §34090 et seq.
Prevention
Fire / Fire
Marshal & FR-023 Fire Investigations - Evidence of Arson p n/a Optical Disk Yes Yes: After |Department preference (Capital Crimes have
Fire Resulting in Homicide / Fire Deaths (Laserfiche) | (Laserfiche) | QC & OD |no statute of limitations); GC §34090 et seq.
Prevention
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Ver. 12.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-4

Office of . Retention Med@ of Image into Destroy
Retention - Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ' QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Fire / Fire Fire Investigations - OTHER Than Arson Completion
Marghal & FR-024 _Result_lng |n.Hom|C|de or Death / o Minimum 5 of OptlcaI.Dlsk Ye§ Yes: After Department preference: GC §34090 et seq.
Fire including evidence of arson resulting in years o (Laserfiche) | (Laserfiche) | QC & OD
. . Investigation
Prevention great bodily harm
I\'jllgfslh';:rg‘ Full File Department Preference (meets municipal
. FR-025 |Fire Protection System Permit Billings 5 years Paper government auditing requirements); GC 8
Fire Folder
. 34090 et seq.
Prevention
Fire / Fire
Marshal & Fire Protection System Plans - Fire Life of the Optical Disk Yes Yes: After .
Fire FR-026 Sprinkler plans, Fire Alarm Plans, etc. Structure na (Laserfiche) | (Laserfiche) | QC & OD Department preference; GC 834090 et seq.
Prevention
Fire / Fire
Marshal & . . When .
Fire FR-027 |Fire Sprinkler Plans Superseded Superseded Paper Department preference; GC §34090 et seq.
Prevention
Fire / Fire
Marshal & _ L . N Full File .
Fire FR-028 |Pre-Citations, Citations, Notice of Violations 5 years Folder Paper Department preference; GC §34090 et seq.
Prevention
Fire / Fire
Mars_hal & FR-029 Public Infqrmatlon / Education (when Minimum 2 Full File Paper Department Preference: GC §34090
Fire produced internally) years Folder
Prevention
Fire / Fire
Marshal & . - Full File Department preference (meets municipal
Fire FR-030 |Remittance / Billing (CUPA, HazMat, etc.) 5 years Folder Paper government auditing standards); GC §34090
Prevention
Fire / Fire Special Event Permits / Explosives Permits JLife of Permit
Marshal & P : P . . Expiration of Department Preference; CFC §§ 104.6 —
. FR-031 |(assembly permits, candle permits, tent - Minimum 5 . Paper
Fire . Permit 104.6.4
. permits, open flame, etc.) years
Prevention
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Ver. 12.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-5

. . Media of . Destroy
Office of . Retention . Image into
Retention - Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ' QC'd?
If the record is not listed here, refer to the Retentlon for City-Wide Standards
Underground Storage Tank (City Owned - o )
Removed) Monitoring and Maintenance records are
Fire / Fire required on site for 3 years, 6 % years for
Marghal & FR-032 |UST Monitoring, Inspections and 7 years Full File Paper cat_hodl_c protectl_on maintenance, 5 years for
Fire Maintenance. Release Detection Folder calibration & maintenance of release
Prevention ' : i detection systems; 23 CCR 2712(b); H&S
Systems, Cathodic Protection .
. §25284.2(i)
Maintenance Records
Fire / Fire Underground Storage Tanks - USTs (City
Marshal & Owned - Removed) Life of the Full File | Optical Disk Yes Yes: After .
Fire FR-033 Tank Folder (Laserfiche) | (Laserfiche) | QC & OD 23 CCR 2712(b), H&S §25284.2()
Prevention Repairs, Lining, Upgrades
. . Underground Storage Tanks (City-Owned -
Fire / Fire Removed) Department Preference (required for the life
Mag:‘:’ & | Fr034 P nla 8‘:;‘;?;5@'; (Lasz‘:ffche) \g;é &Aggr of the tank); 23 CCR 2712(b), H&S
. Location, Soil Remediation, Monitoring §25284.2(i); GC 834090 et. seq.
Prevention
Well Records
Fire / Fire
Mar;hal & FR-035 |Weed Abatement / Vegetation Abatement Vi s Full File Paper Department Preference; GC 834090
Fire years Folder
Prevention
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Ver. 12.0

RECORDS RETENTION SCHEDULE - FIRE

Page FR-6

. . Media of . Destroy
Office of . Retention . Image into
Retention - Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ' QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
OPERATIONS / SUPPRESSION
Expiration of
. . P it irati
Fire /Ops | FR-036 |AQMD Permits (Generators, etc.) o Explrathn of Paper 40 CFR 70.6; GC §34090
Minimum 2 Permit
years
. Daily Vehicle Inspections / Daily Equipment § Minimum 3 Full File .
Fire / Ops FR-037 Checks / Safety Equipment Inspections years Folder Paper Department Preference; GC §34090
Life of the
Structure or Approvals, Inspections, Fires, Modification /
Fire Code Permits, CUPA Inspections, Activity, or Eull File Yes: After Alternative Methods or Materials are
Fire / Ops FR-038 |Engine Company Business Inspections, Minimum 5 Folder Paper S/lI QC.& oD Required for the Life of the Structure or
Annual and Triannual Inspections years, Activity, or Minimum 5 years CFC §§ 104.6 —
Whichever is 104.6.4; GC 834090
Longer
. . . . Department Preference; If a motor carrier,
Fire Vehicle, Apparatus, & Equipment Disposal of . L .
Historv Files Vehicle required for 18 months after vehicle is sold;
Fire / ODS FR-039 y ' A aratus’ ar Full File | Optical Disk Yes Yes: After |CHP requires life of vehicle; OSHA requires 1
P Certifications. Maintenance. Reaistrations Ep'i’n o] Folder | (Laserfiche)| (Laserfiche) | QC&OD year; 8 CCR § 3203(b)(1); 49 CFR
oty Conheations. o g ' q3 pears 396.21(b)(1); 49 CFR 396.3(c); CCP §337 et.
y , etc. ¥ Seq., GC §34090
. Generator Operation Logs & Inspections - Full File .
Fire / Ops FR-040 Fixed / Stationary Generators 3 years Folder Paper AQMD Rule 1470; GC 834090
. Generator Operation Logs & Inspections - Full File AQMD Rule 1470; Form 400-E-13a
Fire / Ops FR-041 Portable / Emergency Generators 5 years Folder Paper instructions; GC §34090
. Hazardous Materials Business Plans Superseded Full File .
Fire / Ops FR-042 (HMBP) 5 years Folder Paper Department Preference; GC §34090
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Ver. 9.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES & RISK MANAGEMENT Page HR-1
Office of . Retention Med_lg of Image into | Destroy Paper
Retention - Total . Official
Record Records Description . Period . Trusted after Imaged & Comments / Reference
(OFR) No. REtention Commences (Final) System? QC'd?
Record y ' )
If the record is not listed here, refer to the Retention for City-Wide Standards
HUMAN RESOURCES
EEOC / ADEA (Age) requires 1 year
Duration of after benefit plan termination; Federal
Human Benefit Plan Documents (CalPERS, Contract Optical Disk Yes Yes: After QC |law requires 6 years after filing date for
HR-002 . the Contract o ) . . i .
Resources Optical, Dental, etc.) 6 vears Termination | (Laserfiche) | (Laserfiche) & OD retirement; State Law requires 2 years
y after action; 29 CFR 1627.3(b)(2); 29
USC 1027; GC §812946, 12960, 34090
Department Preference; FLSA; Wage
and hour laws are subject to a 3 year
SOL,; Bureau of National Affairs
Classification / Reorganization Studies . recommends 2 years for all
Human O Full File
HR-003 |(for employee classifications and 4 years Paper supplementary Personnel records;
Resources Folder ’
department structures) Wage rate tables are 1 or 2 years;
State requires 2 years; 29 CFR 516.6,
29 CFR 1602.14, GC §812946, 12960,
34090
Department Preference; Bureau of
National Affairs recommends 2 years
- . for all supplementary Personnel
Human HR-004 |Compensation Surveys & Studies Minimum 4 Full File Paper records; Wage rate tables are 1 or 2
Resources years Folder ] . )
years; State requires 2 years; 29 CFR
516.6(2), 29 CFR 1602.14, GC
§812946, 12960, 34090
Human e Final
Resources HR-005 |COVID-19 Notifications to Employees 3 years Disposition Paper LC 86409.6(k), GC 834090
CRD (California Civil Rights . All State and Federal laws require
. Final . retention until final disposition of formal
Human Department / Department of Fair . . Final . .
HR-006 . Disposition + . o Paper complaint; State requires 4 years after
Resources Employment & Housing (DFEH or Disposition N ) .
EEOC) Claims / Harassment Claims 4 years fully and finally disposed"; 2 CCR
11013(c); GC §812946, 12960, 34090
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RECORDS RETENTION SCHEDULE: HUMAN RESOURCES & RISK MANAGEMENT

Page HR-2

Office of
Record
(OFR)

Retention
No.

Records Description

Total
Retention

Retention
Period
Commences

Media of
Official
(Final)
Recorg

Image into
Trusted
System?

Destroy Paper
after Imaged &
QC'd?

Comments / Reference

If the record is

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

Human
Resources

HR-008

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

5 years

Full File
Folder

Paper

Department preference; D.O.T.
Requires 5 years for positive tests, 1
year for negative tests;
EEOC/FLSA/ADEA (Age) requires 3
years physical examinations; State Law
requires 2 years; 29 CFR
1627.3(b)(1)(v), GC §812946, 12960,
34090; 49 CFR 655.71 et seq.; 49 CFR
382.401 et seq. 49 CFR 653.71

Human
Resources

HR-015

Grievance Files / Investigations

Minimum 4
years

Action
Completion

Paper

Department Preference;
EEOC/FLSA/ADEA (Age) requires 3
years for promotion, demotion, transfer,
selection, or discharge; State Law
requires 4 years; 29 CFR 1602.14,
1602.31 & 1627.3(b)(1), GC 88§ 3105,
12946, 12960, 34090; 29 USC 1113;
LC §1198.5

Human
Resources

HR-009

1-9s

Separation +
3 years

Separation of
Employee

Paper

Required for 1 year from termination or
3 years from hiring, whichever is later;
EEOC / FLSA / ADEA (Age) requires 3
years for "any other forms of
employment inquiry”; State Law
requires 4 years; 8 CFR 274a.2; 29
CFR 1627.3(b)(1); GC 8812946, 12960,
34090

Human
Resources

HR-010

Job Descriptions / Classification
Specifications

Minimum
Superseded
+ 4 years

Superseded

Paper

Department preference;
EEOC/FLSA/ADEA (Age) requires 3
years for promotion, demotion, transfer,
selection, or discharge; State Law
requires 4 years; retirement benefits is
6 years from last action; 29 CFR
1602.31 & 1627.3(b)(1), 8 CCR
§3204(d)(1) et seq., GC §812946,
12960, 34090; 29 USC 1113
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Ver. 9.0

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES & RISK MANAGEMENT

Page HR-3

Media of

Office of . Retention . Image into | Destroy Paper
Retention _— Total . Official
Record Records Description . Period . Trusted after Imaged & Comments / Reference
(OFR) No. REtention Commences (Final) System? QC'd?
Record
If the record is not listed here, refer to the Retention for City-Wide Standards
Labor Relations Files
Human HR-011 |(Negotiation Notes, Correspondence, Minimtim 10 Full File Paper Department Preference; GC §34090
Resources . L years Folder
Interpretation of MOU Provisions,
Documentation, etc.)
Separation + Department preference; Files
30 years OR maintained separately; Claims can be
. C Termination . . . . made for 30 years for toxic substance
Rgsuomu?cnes HR-011.1 (N:I(;ri]nir;dusmal ong Term Pisabilly Of Bencfits = Séﬁg?égjgem EI)_F:;?LSFI;I; (Lassz?che) YeS-&Ag;r e exposure; 8 CCR §3204(d)(1) et seq., 8
5 years CCR 5144, 8 CCR 15400.2; 29 CFR
(whichever is 1910.1020(d)(2)(i), GC 8812946,
longer) 12960, 34090
Department Preference;
Separation + EEOC/FLSA/ADEA (Age) requires 3
30 years OR years for promotion, demotion, transfer,
Human Personn_el Files - Back.ground Files Term|na_t|on Separation of | Optical Disk Yes Yes: After QC selegtlon, or d|s§harge, State Law
Resources HR-013 |(Executives, Information of Benefits + Employee (Laserfiche) | (Laserfiche) & OD requires 4 years; 8 CCR
Technology) 5 years §11040.7(7)(C); 29 CFR 1602.14,
(whichever is 1602.31 & 1627.3(b)(1), GC §8 3105,
longer) 12946, 12960, 34090; 29 USC 1113;
LC §1198.5
Department Preference; statute of
. limitations for retirement benefits is 6
. . Separation + -
Personnel Files - Employee File 30 years OR years from last action; _
Tonmination _ _ _ EEOC/FLSNADEA (Age) requires 3
Human HR-014 Includes Application, Evaluations, of Benefits + Separation of OptlcaI_Dlsk Ye_s Yes: After QC |years _for prom_otlon, demotion, transfer,
Resources Policies, Oaths of Office, PAFs 5 years Employee (Laserfiche) | (Laserfiche) & OD selet_:tlon, or discharge; State Law
(Personnel Action Forms), etc. (uhicheveris requires 4 years; 29 CFR 1602.14,
longer) 1602.31 & 1627.3(b)(1), GC §8 3105,

12946, 12960, 34090; 29 USC 1113;
LC §1198.5
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Ver. 9.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES & RISK MANAGEMENT Page HR-4
Office of . Retention Med_lg of Image into | Destroy Paper
Retention - Total . Official
Record Records Description . Period . Trusted after Imaged & Comments / Reference
(OFR) No. REtention Commences (Final) System? QC'd?
Record y ' )
If the record is not listed here, refer to the Retention for City-Wide Standards
Personnel Files - Medical File (all Separation - Department preferenc?; Fll_es
30 years OR maintained separately; Claims can be
employees) Termination . . . made for 30 years for toxic substance
R:suomu?cnes HR-016 Pre-employment Medical Clearances of Benents StéEF;f]erl;IO:eOf 8‘:;?1[312; (LasZ?f?che) YES.&Aggr e exposure; 8 CCR §3204(d)(1) et seq., 8
ADA ACF::OIYnmodations Respirator Fit’ ° years P CCR 5144, 8 CCR 15400.2; 29 CFR
Toste. ot » ResP (whichever is 1910.1020(d)(1)()), GC §812946,
T longer) 12960, 34090
Recruitment and Testing File
(Includes Advertisements, Applications . State Law requires 4 years, EEOC/ )
Human for Unsuccessful Candidates, Interview Hiring Hiring FLSA / ADEA (Age) requires 1-3 years;
HR-017 ! Decision + 4 . Paper 29 CFR 1627.3(b)(1), 29 CFR 1602.14;
Resources Notes, Job Brochures, Test Data, Decision )
. . L . years 2 CCR 11013(c); GC 8812946, 12960,
Testing Analysis & statistical Metric, 34090
Job Analysis, Rating Sheets,
Scantrons, etc.)
Human Studies & Surveys Conducted on When No Preliminary drafts not retained in the
RESOUICEs HR-018 |Behalf of the City (Sick Leave, Attrition, Longer n/a n/a ordinary course of business; GC
Benefits, etc.) Required 834090
HUMAN RESOURCES / RISK MANAGEMENT
Human ACC'der.]t / Inc!dent/ Inju_ry Reports Full File Department preference; CCP §340.5,
Resources / RM-001 |(Potential Claims - medical and non- 2 years Paper
: ) . . Folder GC 834090
Risk Manag. medical that do not result in a claim.)
Calif. Labor Division is required to keep
Human their records 7 years; OSHA requires 5
Resources / RM-002 Cal-OSHA Logs - 200, 300, 301, 301A, £ veare Full File Paper years; State law requires 2 years; 8
Risk Mana. Cal-OSHA Inspections or Citations y Folder P CCR 83203(b)(1), 29 CFR 1904.33,
g OMB 1220-0029, 8 CCR 14300.33; GC
§34090; LC 86429c
Human Full File
Resources / RM-003 |Claim Runs 5 years Paper Department Preference; GC §34090
: Folder
Risk Manag.
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Ver. 9.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES & RISK MANAGEMENT Page HR-5
Office of . Retention Med_lg of Image into | Destroy Paper
Retention - Total . Official
Record Records Description . Period . Trusted after Imaged & Comments / Reference
(OFR) No. REtention Commences (Final) System? QC'd?
Record y ' )
If the record is not listed here, refer to the Retention for City-Wide Standards
Claim must be filed within 1 year,
lawsuit within 2 years; complaints
Human against peace officers within 5 years;
. Resolution + Claim Statute of Limitations for contracts is 4
Resources / RM-004 |Claims Paper ) .
Risk Mana 5 years Resolved years; wrongful death for construction
9 is completion + 5 years; CCP 8§ 337 et
seq.; GC §§8 911.2, 34090, 34090.6; PC
§832.5(b)
Human COVID-19 Notifications to Employees Full File
Resources / | RM-005 ) : ploy 3 years Paper LC §6409.6(k), GC §34090
: regarding potential exposures Folder
Risk Manag.
Human ay V::;iged Superseded,
Resources / RM-006 |DMV Pull Notices (All) c?r Unon ' or Upon Paper Department Preference; GC §34090
Risk Manag. be Separation
Separation
Human Insurance Polices / Memorandum of Optical Disk Yes ves: Upon
Resources / RM-007 . s P n/a P ' . Completion of |Department Preference; GC §34090
. Coverage (City-owned policies) (Laserfiche) | (Laserfiche)
Risk Manag. Contract
Human Workers Compensation Claim Runs / Full File
Resources / RM-008 P 5 years Paper Meets auditing standards; GC 834090
: Monthly Reports Folder
Risk Manag.
Separation + Department preference; Files
Workers Compensation Claims / Long 30 years QR maintained separately; Cl_alms can be
Human Term Disability Claims (Includes all | &Mination § . aration of | Optical Disk Yes Yes: After c |Made for 30 years for toxic substance
Resources / RM-009 Accident, Incident, or Injury Reports ofBenents Employee (Laserfiche) | (Laserfiche) .& oD exposure; 8 CCR §3204(d)(1) et seq., 8
Risk Manag. from Employees) Jury =ep 5 years ploy CCR 5144, 8 CCR 15400.2; 29 CFR
pioy (whichever is 1910.1020(d)(1)(i), GC §§12946,
longer) 12960, 34090
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Page P&R-1

Office of
Record
(OFR)

Retention
No.

Records Description

Total
Retention

Retention
Period
Commences

Media of
Official

(Final)

Record

Image
into
Trusted
System?

Destroy
Paper after
Imaged &
QC'd?

Comments / Reference

If the record is

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

PARKS & RECREATION / COMMUNITY SERVICES

Parks &
Recreation / Accident / Incident Reports (Members of Full File
Community REC-001 the Public) 3 years Folder Paper GC §34090

Services

Activity / Special Programs / Special Event

Parks & Files & Reports / ABC Permits, where
Recreatlo_n/ REC-002 required Mifimam 2 Full File Paper Department preference; GC §34090
Community years Folder

Services Children's Programs, Cultural Arts, Sports,

Seniors, Filming, Theatre Programs etc.

Parks &
Recreation / Attendance Sheets (e.g. Tiny Tots, Full File
Community REC-003 Summer Camp, etc.) 2 years Folder Paper GC 834090

Services

Parks &
Recreation / Cash Receipts Detail / Backup / Accounts Full File City preference (not all detail is sent to
Community REC-004 Receivable Detail / Refund Detail 2 years Folder Paper Finance); GC 834090

Services

Parks &
Recreation / Full File
Community REC-005 |Class Rosters 2 years Folder Paper GC §34090

Services
Rei?gzstign / Contracts: Class Instructors Comoletion + Department preference; Statute of

. REC-006 e P Completion Paper Limitations: Contracts & Spec's=4 years;
Community Includes Insurance Certificates and 5 years
. . . CCP 8337 et. seq., GC §34090

Services Administration Records

Parks &
Recreation / . . Full File City preference (not all detail is sent to
Community REC-007 |Credit Card Receipts 2 years Folder Paper Finance): GC §34090

Services
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RECORDS RETENTION SCHEDULE: PARKS & RECREATION, COMMUNITY SERVICES

Page P&R-2

Office of . Retention Med.""T of Image Destroy
Retention . Total . Official into Paper after
Record Records Description . Period . Comments / Reference
(OFR) No. Retention Commences (Final) Trusted | Imaged &
Record System? QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards

Parks &
Recreatlop/ REC-008 |Donations Minimtm 2 Full File Paper Department Preference; GC §34090
Community years Folder

Services
RePc?;ﬁifn / Facility Use Rental Contracts / Field Use Expiration + 2

. REC-009 |Contracts / Facility Use Requests / Park i Expiration Paper GC §34090
Community . years
. Permits

Services

Parks &
Recreation / Golf Discount Records (who is provided an Full File
Community REC-010 Identification Card for Golf discounts) 2 years Folder Paper GC 834090

Services

Parks &
Recreation / Pool Accident Logs - Non-Chemical Full File Health Department regulations; GC
Community REC-011 Related Accidents S years Folder Paper §34090

Services

Department preference; Claims can be

Parks & made for 30 years for toxic substance
Recreation / i Pool Accident Logs - Chemical Related Full File exposure; 8 CCR §3204(d)(1) et seq., 8
community | RECOM | accidents S0 vears Folder Paper CCR 5144, 8 CCR 15400.2; 29 CFR

Services 1910.1020(d)(1)(i), GC 8812946, 12960,

34090

Parks &
Recreation / . . Full File Health Department regulations; GC
Community REC-012 |Pool Chemical Readings 5 years Folder Paper §34090

Services

Parks &
Recreation / . . . Electronic / Department Preference; data is
Community REC-013 |Recreation Database (Civic Rec) Indefinite n/a Magnetic interrelated: GC §34090

Services

Parks & Registration / Applications / Liability
Recreation / Forms / Release of Liability Forms / Full File .
Community REC-017 Permissions: Camps, Field Trips, 3 years Folder Paper Department preference; GC 834090

Services Authorization to give Medicine, etc.
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Ver. 12.0 RECORDS RETENTION SCHEDULE: PARKS & RECREATION, COMMUNITY SERVICES Page P&R-3
Office of . Retention Med.""T of Image Destroy
Retention . Total . Official into Paper after
Record Records Description . Period . Comments / Reference
(OFR) No. Retention Commences (Final) Trusted | Imaged &
Record System? QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards

Parks &
Recreation / REC-018 |Safety Inspections 3 years Full File Paper Department preference; GC §34090
Community Folder ’

Services

Parks & When No
Recreation / Schedules / Hours of Classes, Programs, Preliminary drafts not retained in the
Community REC-019 Facilities Longer na n/a ordinary course of business; GC §34090

. Required

Services

Parks &
Recreation / . Full File Department Preference (meets auditing
Community | REC-020 |Scholarships B years Folder Paper standards); GC §34090

Services

Parks &
Recreatio_n / REC-024 Park and Facility Permits (Little League, Expiration + 2 Expiration Paper GC §34090
Community Soccer League, etc.) years

Services

parks & Preliminary drafts / Transitory records -
Recreation / When No NOT ma_tde or r_etalned 1_‘0r the purpose of
Community REC-025 |Sports Score Sheets, Schedules Longer n/a n/a preserving the informational content for

Services Required future reference, GC §34090; 64 Ops.

Cal. Atty. Gen. 317 (1981))

Parks &
Recreation / REC-028 |Waivers of Liability 3 years Full File Paper Department preference; GC §34090
Community Folder ’

Services
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Ver. 15.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-1

Offlce(é)lis)ecord Ret’(\elr;'flon Records Description Re-[gr:?ilon Comments / Reference
If the record is not listed here, refer to the Retention for City-Wide Standards
POLICE ADMINISTRATION
Police / . L . Separation JCity preference; 8 CCR 811040.7(7)(C); 29 CFR 1602.31 & 1627.3(b)(1), GC 8§
Administration | D001 |Background File / Investigations - Hired s & yoars 13105, 12046, 19960, 34080; 29 u(s)c( 1)113 o1
Adrrlji(r)]IilsCt(:a/tion PD-002 Background File / Investigations - NOT Hired 4 years fgggoljzvz(;ggwes 4 years; 29 CFR 1602.31 & 1627.3(b)(1), GC §8 3105, 12946,
Police / Department Policies & Procedures / Department Superseded
Administration PD-003 Dirgctives / General Orders P +p4 years Department Preference; GC § 34090 et seq.
Consistent with Lexipol Policy; State requires for at least 5 years for member of the
. . PD-004 Public Complaints - NOT SUSTAINED FINDING Disposition . . L . '
Administration OF MISCONDUCT + 5 years of_leltatlon_s is 4 years for misconduct after the discovery of the offense for
Imisconduct in office; EVC §1045, GC §812946, 12960, 34090, PC §832.5, VC
§2547
Internal Affairs Investigations - Member of the Final
Police / Admin. PD-004.1 |Public Complaints - WITH SUSTAINED FINDING J Disposition JPC §8832.5, 832.7; GC 8812946, 12960, 34090;
OF MISCONDUCT + 15 years
o Final Consistent with Lexipol Policy; Not a complaint from a member of the public; other
Police / PD-005 Internal Investigations - Internally-Generated Disposition State & Federal laws require retention until final disposition of formal complaint;
Administration Complaints State requires 4 years after action is taken; EVC 81045, GC §812946, 12960,
+ 4 years 34090
Police / PD-006 Personnel Training Files (Includes Range Separation JCity preference; 29 CFR 1602.31 & 1627.3(b)(1), GC 88§ 3105, 12946, 12960,
Administration Qualifications) + 5 years [§34090; 29 USC 1113
Rol_|ce /. PD-007 Pitchess Motions Notifications 2 years JGC §34090
Administration
Police / )
L . PD-008 Press Releases 3 years [JDepartment Preference; GC § 34090 et seq.
Administration
P.O|.Ice /. PD-009 Professional Standards Database ncident = 3 Department preference; GC §8§12946, 12960, 34090
Administration years
Reports to State or Federal Governments: Report to
POST Commission of peace officer employment,
Police / compliant, finding, disposition, or judgement
. . PD-010 pursuant to §PC 13510.9 2 years JPC 8§13510.9; GC 834090 et seq.
Administration .
Report of data regarding the number, type, or
disposition of complaints made against its officers
(optional)
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RECORDS RETENTION SCHEDULE: POLICE

Page PD-2

Offlce(g:‘:s)ecord Retnglon Records Description Re-[gr:?ilon Comments / Reference
If the record is not listed here, refer to the Retention for City-Wide Standards
CODE ENFORCEMENT
Police / Code PD-011 Code Enforcement / Abatement Case Files / Resolution §Department preference; Case is open until satisfactorily resolved (some cases are
Enforcement Administrative Citations / Vehicle Abatement + 2 years [not resolved); CFC §104.3.4, GC 834090
Police / Code PD-012 Code Enforcement Database Indefinite JData Fields / Records are interrelated; GC §34090
Enforcement
Police. / Code PD-012.5 Liens P n/a
Enforce. CE-002
COMMUNICATIONS
Police / P
L PD-013 |Alarm Notifications 2years JGC 834090
Communications
Police / _ _ _ Department Preference (consortium standard); S_tatewide guidelines propose 180
Communications PD-014 Audio Recordings - Radio or Telephone 2 years Jdays (Iegally mandated for 100 days); (may be discoverable or made public in
some circumstances), GC §834090, 34090.6
PO“C.e /. PD-015 Emergency Protective Orders (Issued by the City) Expiration + Department preference; GC §34090
Communications 2 years
PO“C.e /. PD-016 Trespass Letters Expiration Department preference; GC §34090
Communications 2 years
GIS & Information
Technglogy & PD-017 Video Recordings - Operations of the City, 2 years Depart_ment preference (1 year is mandated); Records "regular and ongoing
Police / Building Security, operations"; GC §34090.6
Communications
INVESTIGATIONS
PO!ICG ./ PD-018 Asset Forfeiture 5 years JPer Federal DOJ requirements (Equitable Sharing Guide); GC §34090
Investigations
Same as
PO'.'Ce ./ PD-019 Fingerprint Examiner Files Associated Department preference GC §34090
Investigations Case
Report
Files contain criminal intelligence information concerning an individual only if there
Jis reasonable suspicion that the individual is involved in criminal conduct or activity
Police / . . - . . No Longer fand the information is relevant to that criminal conduct or activity.
Investigations PD-020 Intelligence Files (Criminal Intelligence Files) than 5 ygars Misleading, obsolete or unreliable information is required to be gi/estroyed;
Iremaining records must not be retained longer than 5 years; 28 CFR 23.20(h); GC
§34090
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RECORDS RETENTION SCHEDULE: POLICE

Page PD-3

Offlce(g:‘:s)ecord Retnglon Records Description Re-[gr:?ilon Comments / Reference
If the record is not listed here, refer to the Retention for City-Wide Standards
PO'.'Ce ./ PD-021 Investigations Case Management Database Indefinite JData Fields / Records are interrelated; GC §34090
Investigations
Police / _ Departm(_ent Prgfer_ence to _pl_rovide informa_uion to other agencies; Non-records
Investigations PD-022 Pawn Slips 2 years Jused for |nvest|gat|orlls; Orlgllnals entered into the State Automated Property
System; most agencies retain for 2 years; GC §34090
Police / Life of the Department Preference; After 2021, Offenders can petition Court for removal 10 or
L PD-023 Registered Sex Offenders - Adults . 20 years after offense, provided there are no subsequent offenses; Pursuant to
Investigations Registrant
PC 8290 et seq.
Life of the
Registrant
Police / _ _ or Sealing |Department Preference; Aft_er 2021, Offenders can petition Court for removal 10 or
Investigations PD-024 Registered Sex Offenders - Juveniles Date + 5 [20 years after offense, provided there are no subsequent offenses; Pursuant to
years (or JPC 8290 et seq.; W&I §781(d)
Court
Order)
PATROL
. . . . . Separation J3 years is required for animal care / treatment records; FA §32003(e), PC
Police / Patrol PD-025 Canine (Police Service Dogs) Program Files + 3 years }§597.1(d); GC §34090 et seq,
Police / Informant information; Does not contain criminal intelligence information
Investigations or PD-026 Confidential Informant Files 5 years A "
Patrol concerning individuals; Department preference GC §34090
Police / Patrol PD-027 Daily Duty Roster Scheduling Database 2 years JGC §34090
Police / Patrol PD-028 PAS Device Accuracy Check Logs 5 years JDepartment preference; GC 834090 et seq.
Police / Patrol PD-029 Radar Calibration Records 2 years JGC 834090 et seq.
Preliminary drafts not made or retained for the purpose of preserving the
Police / Patrol PD-030 Special Events / Operations Plans 2 years [informational content for future reference; GC 834090, GC 86252; 64 Ops. Cal.
Atty. Gen. 317 (1981))
PROPERTY & EVIDENCE
Follows the
Police / Property & . . Retentan of
Evidence PD-031 Body-Worn Camera Videos - that ARE evidence _ the Department preference; PC§ 832.18(b)(5)(B)&(C); GC §34090.6 et seq.
Evidence, 3
years
Police /. Property & PD-032 Bo.dy-Worn Camera Videos - that are NOT 2 years |Department preference; PC8 832.18(b)(5)(A); GC §34090.6 et seq.
Evidence evidence
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Office of Record | Retention L Total
(OFR) No. Records Description Retention Comments / Reference
If the record is not listed here, refer to the Retention for City-Wide Standards
A
Same as
Police /. Property & PD-033 Evidence Chain of Custody and Disposal Records Assoaiaied Department Preference; GC §34090
Evidence Case
Report
PO"CE\Z:(;(;ESW & PD-034 PEBT Device Accuracy Check Logs 5 years [JDepartment Preference; GC §34090
Police / Property & . . . . .
Evidence PD-035 Property & Evidence Database Indefinite JData Fields / Records are interrelated; GC §34090
RECORDS
. Department preference; Preliminary drafts not retained in the ordinary course of
Police / Records PD-036 Arrest Logs / Press Logs 7 days business; GC §34090 et seq.
. Department preference; Preliminary drafts not retained in the ordinary course of
Police / Records PD-037 Case Logs 2 years business; GC §34090 et seq.
Statute of
Limitations
Police / Records PD-038 Case Reports: Active Pre-Sentencing Warrants A;S:i(t:gile Department preference; GC §34090 et seq.
Criminal
Charge(s)
Police / Records PD-039 Case Reports: Child Abuse or Neglect - p Department Preference; DOJ retains CACI (Child Abuse Central Index) information
Substantiated, Adult Suspect for adults 100 years; PC8 11169(i); GC§ 34090
10 years
Case Reports: Child Abuse or Neglect - from
Police / Records |  PD-040 ports- : 9 Suspect's |PC8 11170(a)(3); GC§ 34090
Substantiated, Juvenile Suspect Last
Incident
10 years
Police / Records PD-041 Case Reports: Child Abuse or Neglect - Sufsro(r:ct's Department Preference; Unsubstantiated / Inconclusive reports are not sent to the
Unsubstantiated / Inconclusive Lgst DOJ / CACI Index; GC§ 34090
Incident
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Page PD-5

Office of Record | Retention L Total
(OFR) No. Records Description Retention Comments / Reference
If the record is not listed here, refer to the Retention for City-Wide Standards
A
St of Departmgnt preference;
Limitations I Stolen firearm — Permanent
oncic I Stolen boat, vehicle, vehicle part, license plate — Year entered + 4 years
Police / Records PD-042 Case Reports: Criminal - No Arrest =voitation T Other stolen property, lost property — 3 years
Whishever i’s PC 799-806, 832; CJIS Manual, Terminal Operator's Guide, Stolen Vehicle System
. Jsection 1.2.4 and Automated Property System section 5.3 (rev 12/2008); GC§
longer:
34090
Police / Records PD-043 Case Reports: Detention Only under PC 849(b) 3 years JGCS§ 34090
Police / Records PD-044 Case Reports: Factually Innocent Petition AIrDr:E; st Individual petitions District Attorney; Sheriff concurs that person is factually
Accepted Records Sealed Pending Destruction vears finnocent, then seals record ("Shall"* Destroy); GC §34090; PC §851.8(a)
Until ) o o
Police / Records PD-045 Case Reports: Homicide - Conviction Released Dep'artment Preference; have no limitations on commencement of action; PC 799 -
: 806; GC§ 34090
from Prison
Police / Records PD-046 Case Reports: Homicide - No Prosecution or p Department Preference; have no limitations on commencement of action; PC 799 -
Prosecution with No Conviction 806; GC§ 34090
. L . . Department Preference; have no limitations on commencement of action; PC 799 -
Police / Records PD-047 Case Reports: Kidnapping - Active P 806: GC§ 34090
Closed Department Preference; have no limitations on commencement of action; PC 799 -
Police / Records PD-048 Case Reports: Kidnapping - Found / Recovered Case + 10 p. ' '
806; GC§ 34090
years
Case Reports: Misdemeanor or Infraction - Adult
Police / Records PD-049 Marijuana / Cannabis - H&S 811357(b) or (c) or 2 years [("Shall" Destroy); H&S §11361.5; GC 834090
H&S §11360(b) (with procedure in H&S §11361.5)
Conviction
Case Reports: Misdemeanor or Infraction - ar Amest (i
Police / Records PD-050 Juvenile Marijuana / Cannabis - H&S §11357(a) I\!o. (Courts and other Agencies "Shall" Destroy); H&S §11361.5; GC §34090
Conviction)
+ 2 years
Case Reports: Misdemeanor or Infraction .
Marijuana / Cannabis §11357(d) - Juvenile on Uilenderis
Police / Records PD-051 ) ; . 18 Years J(Courts and other Agencies "Shall" destroy); H&S§ 11361.5 et seq., 11357(d)
School Grounds during School Hours (with old
procedure in H&S §11361.5)
Police / Records PD-052 Case Reports: Missing Person - Active p ggg.agggr;t‘g;egerence; have no limitations on commencement of action; PC 799 -
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Offlce(é)lis)ecord Ret’(\elr;'flon Records Description Re-[gr:?ilon Comments / Reference
If the record is not listed here, refer to the Retention for City-Wide Standards
Police / Records PD-053 Case Reports: Missing Person - Found / 2 years JGCS§ 34090
Recovered
Case Reports: Non-criminal (informational, agency
assist, suspicious circumstances, restraining order,
Police / Records PD-054 lost/found property, towed/impounded vehicle, 2 years JGCS8 34090
recovered stolen property/vehicle, municipal code
violation)
Police / Records PD-055 Case Reports: Officer-Involved Shootings 5 years [JDepartment preference; GC§ 34090
it ot the Department preference; Pursuant to PC §457.1 et seq.; required to register for life;
Police / Records PD-056 Case Reports: Registrants: Arson - Adults Registrant If released from CYA, records are destroyed after age 25 or sealing pursuant to
W&l §781; GC §34090.7
Age 25 or
Police / Records PD-057 Case Reports: Registrants: Arson - Juveniles Sealing [JPursuant to PC §457.1 et seq.; If released from CYA, records are destroyed after
released from California Youth Authority Date +5 [age 25 or sealing pursuant to W&l §781; GC §34090.7
years
. ) . . . Department Preference; Registration is required for 5 years; GC §34090, H&S
Police / Records PD-058 Case Reports: Registrants: Narcotic 5 years §11590 et seq., H&S §11594(a)
Sealing
Case Reports: Sealed Adult, Juvenile and Ward Date + 5
Police / Records PD-059 Cases years (or JCCP §8340.1, GC 8§34090; GC §68152(g)(1), W&I §8389(a), 781(d)
Except Sealed Childhood Sexual Assault Court
Order)
Age of
Police / Records PD-059.1 |Case Reports: Sealed Childhood Sexual Assault Majority + JCCP 88340.1, GC 834090
22 years
Police / Records PD-060 Case Reports: Sexual Assault - Conviction RelIJer:;Isled Department Preference; have no limitations on commencement of action; PC 799;
: GC§ 34090
from Prison
) . There are no statute of limitations for rape, sodomy, lewd or lascivious acts,
. Case Reports: Sexual Assault - No Prosecution or . : . .
Police / Records PD-061 No Conviction P continuous sexual abuse of a child, oral copulation, and sexual penetration, PC
799, 801.1, 803; GC§ 34090
Police / Records PD-062 Case Reports: Suicide or Natural Death 2 years RMGC§ 34090
Police / Records PD-063 Case Reports: Traffic Collisions - Fatal 5 years JDepartment preference; GC8 34090
Police / Records PD-064 Case Reports: Traffic Collisions - Non-Fatal 5 years JDepartment preference; GC§ 34090
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Office of Record | Retention L Total
(OFR) No. Records Description Retention Comments / Reference
If the record is not listed here, refer to the Retention for City-Wide Standards
A
Case Reports: Use of Force (Not as a result of a
Police / Records PD-065 civilian complaint, and not resulting in death or in 5 years [Department preference; GC8 34090
great bodily injury.)
Case Reports: Vacatur Relief Granted by Court - .
Victim of Human Trafficking, or Victim of Intimate Is Court
Police / Records PD-065.1 ) P . Order + 1 JIndividual petitions Court (“Shall" Destroy); GC §34090; PC §8236.14(k); 236.15(k)
Partner Violence or Sexual Violence (Nonviolent ear
Crimes) yeal.
Police / Records PD-066 Case Reports: All Others 5 years JDepartment Preference; PC 799 - 806; GC§ 34090
Police / Records PD-067 Field Interview Cards 5 years JDepartment preference; Preliminary Drafts; GC§ 34090 et seq.
Police / Records PD-068 Jail Logs / Juvenile Detention Logs and Reports 2 years JGC 834090 et seq.
Police / Records PD-069 Live Scan Applications — Employees ng&;r:;rc;n GC 834090 et seq.
Police / Records PD-070 Live Scan Applications — Public Applicants 2 years BGC 834090
Police / Records PD-071 NCIC Validation 2 years [JGC §34090
Permits (Alarm, Cannabis Business, Carry N:C;\?g%?r
Police / Records PD-072 Concealed Weapon (CCW), Massage, Solicitor, Denied + 2 Department preference; GC §34090 et seq.
Special Event, Taxi Driver)
years
Police / Records PD-073 E(;ItlZEaRstzcords Management System (RMS) Indefinite JData Fields / Records are interrelated; GC §34090
Police / Records PD-074 Ride-Along Cards 2 years JDepartment preference; GC 834090 et seq.
Police / Records | PD-074.1 |1 OP Source Data, Audit Log / Racial and Identity | 5 0o o |11 ccR 999.228; 11 CCR 999.229; GC §34090
Profiling Act (RIPA) Annual Report
Police / Records PD-075 Subpoenas (Records) / Subpoena Log 2 years JGC §34090
. Traffic Citations (Parking, Traffic), Logs, Payment .
Police / Records PD-076 Receipts 2 years [JDepartment preference; GC 834090 et seq.
Police / Records PD-077 Uniform Crime Reports (UCR) Submission 2 years fJFiled on line with the State; GC §34090
. i - . Department preference; Preliminary drafts not retained in the ordinary course of
Police / Records PD-078 Visitor Logs (Front Counter, Evidence Room) 2 years Jousiness: GC §34090 et seq.
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Office of . Retention Med.la! of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
PUBLIC WORKS / AIRPORT
AS / Risk Accident / Incident Reports: Aircraft . .
Manag. PW-001 (sent to FAA) 5 years Full File Folder Paper Department preference; GC §34090
. . Copies -
Airport Leases, Licenses, Hangars & - . .
City Clerk PW-003 |Tiedowns, Ground Leases, Storage Wien e n/a n/a Send all originals to the City Clerk; GC
. Longer §34090.7
Units .
Required
Publl(_: Works / PW-004 Al_rport Operations & Inspections (FAA ] Superseded Superseded Paper GC §34090
Airport Circulars, etc.) + 2 years
Public Works / PW-005 Airport State License (Safety IIE_TE;:‘aStEE Zf Expiration of Paper Covers all statute of limitations; GC
Airport Inspections) years License P §34090, CCP 8337 et seq.
Department Preference (consistent with
Code Enforcement and Operational
Public Works / CalTrans Aeronautics Inspections Complaints); Statewide Guidelines
: PW-006 |(Annual - includes letters of corrections 3 years Full File Folder Paper recommend Current Year + 10 years for
Airport o .
and citations) Runway Inspections, Current Year + 2
years for Safety Self-Inspections; GC
834090 et seq.
Department Preference (consistent with
. Citations / Code Enforcement Actions / . other dee Enforcement. and .
Public Works / . A . . Resolution + . Operational Complaints); Statewide
- PW-007 |Notices of Violations (includes noise Resolution Paper L
Airport and safety complaints) 3 years guidelines recommend Current Year +
y P 10 years for Noise Monitoring &
Complaints; GC §34090 et seq.
. . When No . L .
Public Works / Customer Lists (Includes hangar Transitory Record / Preliminary Dratft;
: PW-008 |. - . . . Longer n/a n/a
Airport inventories, tiedown inventories) : GC 834090 et seq.
Required
Daily Logs & Maintenance: Meter
Public Works / Reading & Adjustments, Facility . Department preference; GC §34090, 14
Airport PW-009 | \1aintenance Logs, Technical 10years | Full File Folder|  Paper CFR 171.13, 171.327
Performance Record (FAA Forms)
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Ver. 16.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS & UTILITIES Page PW-2
Office of . Retention Med@ of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) System? Imaged &
Record Qcd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Department preference;
EEOC/FLSA/ADEA (Age) requires 3
years for promotion, demotion, transfer,
Public Works / Employee Training Records (Airport Separation +J Separation of sele(?tlon, or discharge; State Law
Airport PW-009.1 Employees) 5 years Employee Paper requires 2 -3 years for personnel
actions; 8 CCR 83203 et seq., 29 CFR
1627.3(b)(1), LC 8§6429(c); GC
8812946, 12960, 34090, 53235.2(b),
53237.2(b)
Public Works / . Depgr.tment Preference (mle.ets
Airport PW-010 |Fuel and Gas Usage (Fuel Master) 5 years Full File Folder Paper municipal government auditing
standards); GC 834090
Gate Card User List / Airport Security
. Access Applications / Badging / AOA . _—
PUb“? Works / PW-011 |Access Personnel Records / Gate Card 4 years Full File Folder Paper FAA requires a 2-cycle retention; GC
Airport L §34090
User Acknowledgements / Proximity
Cards (Employees and Tenants)
Copies -
City Clerk PW-012 |Master Plan V\Il_r(])ige,\:o n/a n/a Copies; GC §34090.7
Required
MSDS may be destroyed as long as a
record of the chemical / substance /
Public Works / MSDS (Material Safety Data Sheets) / . Optical Disk Yes Yes: After |agent, where & when it was used is
Airport PW-013 Safety Data Sheets (SDS) Masters S0years Full File Folder (Laserfiche) | (Laserfiche) | QC & OD |maintained for 30 years; Applies to
qualified employers; 8 CCR
3204(d)(1)(B)(2 and 3)
Department Preference; Monitoring
Public Works / PW-014 NPDES Permit (Stormwater Discharge [ Superseded Permit Paper records required for 3 years; 40 CFR
Airport Permit) + 3 years Superseded §8122.21, 122.41, 122.44; CCP 8337 et
seq.
. . . Department preference; Code of
PUb!:i:r\é\cl)?trks / PW-015 zﬁgn;gféﬁ;fofgigozf CL:Zt(;Qdeyp;orts 4 years Full File Folder Paper Federal Regulations requires 3 years;
’ 40 CFR 122.41()(2)
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. . Media of . Destroy
Office of . Retention . Image into
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Public Works / Stormwater: Ind_ustrl_al NO“CE.S / Code Resolution + . Code of Federal Regulations requires 3
. PW-016 |Enforcement/ Violations / Spill Resolution Paper . )
Airport 3 years years; 40 CFR 122.41(j)(2)
Response
OPERATIONS - FO
Public Works / PW-017 f??gg Yv(;irStZr:i?\?Vii?e%oornggtéiigﬁzailg 10 years [QFull File Folder Paper Department Preference; 14 CCR §
Ops - FO >rg y P 18995.2: GC §34090
Recycling / Tonnage Reports
Public Works / Underground Service Alerts (USA's) / Department Preference (required for 3
PW-018 nderg 3 years Full File Folder Paper years); GC 884216.2(d) & 4216.3(d),
Ops - FO Dig Alerts
34090
ENGINEERING
Public Works / . o
Engineering PW-019 |Aerial Maps (Analog / Historical) P n/a Paper Department Preference; GC §34090
Public Works / Optical Disk Yes Yes: After .
Engineering PW-020 |Benchmarks P n/a (Laserfiche) | (Laserfiche) | QC & OD Department Preference; GC 834090
Capital Improvement Projects (CIP): Completion + Department preference; Some grant
Maintenance Projects (All Records) 5 years or funding agencies require audits; Statute
Public Works / PW-021 ) . ﬁﬂzr:fuz‘igi? Completion of | Optical Disk Yes Yes: After :1);_';1Itﬁgzglsefosrtitrlz?erzso%L?nrwr;lzzfr?ss' 1S
Engineering Examples of Maintenance Projects: geney ! Project (Laserfiche) | (Laserfiche) | QC & OD PP e X y
Painting, Pavement Overlays, Repairs, if required, Contracts & Spec's=4 years; Statewide
Ramps, Re-Roof, Sidewalk Repairs, Slurry | whichever is guidelines propose termination + 5
Seals, etc. longer years; CCP 8337 et. seq., GC §34090
Capital Improvement Projects (CIP): Department preference; Some grant
Administration File / NOT Scanned | completion + funding agencies require audits; Statute
of Limitations for Errors & Omissions is
10 years or . f Limitations:
Project Administration, Certified Payrolls, | After Funding 10 years; Statute of Limitations:
Public Works / Community Outreach / Notifications -~ Completion of | Optical Disk Yes Yes: After |Contracts & Spec's=4 years, Wrongful
. . PW-022 o ! ' Agency Audit, ; i ) B
Engineering Insurance Certificates, Project Schedules, £ raauired Project (Laserfiche) | (Laserfiche) | QC & OD |Death=comp. + 5 years,
Progress meetings, Punch Lists, Real Estate Whicﬂever i,s Developers=comp. + 10 years;
Appraisals, RFls & Responses, Temporary e Statewide guidelines propose

Easements, Construction Manager's Logs,
Daily Inspections, Daily Logs, etc.

termination + 5 years; CCP 8337 et.
seq., GC §34090
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Page PW-4

. . Media of . Destroy
Office of . Retention . Image into
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Capital Improvement Projects (CIP):
Permanent File / Scanned Records
Specifications & Addenda, Agreement / Department preference; retained for
Contract (copy), Successful Proposal, i .
Public Works / Change Orders, EIRs, Geotechnical Studies Optical Disk Yes Yes: After dlsastgr prepgreqlness pUrposes,
Engineerin PW-023 rations i i na (Laserfiche) | (Laserfiche) QC & OD Statewide guidelines propose
g 9 & Reports, Operations & Mamte_nance . Permanent for Infrastructure plans; GC
Manuals (O&M Manuals,) Materials Testing §34090
Reports, Grading Permits, Hazardous
Materials Plans, Notice of Completion,
Photos, Soil Reports, Studies, Submittals,
Surveys. etc.
Public Works / . . Optical Disk Yes Yes: After .
Engineering PW-024 |Certificate of Compliance P n/a (Laserfiche) | (Laserfiche) | QC & OD Department Preference; GC §34090
Correspondence - Regulatory Department preference; Some
. Agencies Not Related to a CIP (State .
Public Works / - Minimum 5 . correspondence from Regulatory
) . PW-025 |& Federal Agencies, EPA, Health Full File Folder Paper ) -
Engineering ) years Agencies need to be retained for long
Department, Creek Maintenance, Flood periods of time; GC §34090
Wall, FEMA, etc.) '
Deeds, Easements, Liens, Rights of Copies -
PubI|<_: Wo_rks/ PW-026 Way When No n/a n/a Send all originals to the City Clerk; GC
Engineering Longer §34090 et seq.
Send all originals to the City Clerk Required
Public Works / Design & Construction Standards - . Optical Disk Yes Yes: After .
Engineering PW-027 Authored by the City 50 years [ Full File Folder (Laserfiche) | (Laserfiche) | QC & OD Department Preference; GC 834090
Drawings, Maps, Plans and Record Drafts should be destroyed; Some
. Drawings, Capital Improvement Project . . . maps are also retained by Planning;
Péghfn\éve?ity PW-028 |"As-Built", Base Maps, Subdivision P Full File Folder RF:;Z%CDAZI; (Lasz(ref?che) \gg.&A(f)tgr Selected maps are retained in Public
g 9 Maps, Public Improvement Plans, Works for administrative purposes; GC
Grading Plans 834090, 34090.7
Public Works / Optical Disk Yes Yes: After .
Engineering PW-029 |Encroachments - Permanent P n/a (Laserfiche) | (Laserfiche) | QC & OD Department Preference; GC §34090
Public Works / Expiration + | Expiration of | Optical Disk Yes Yes: After .
Engineering PW-029.1 |Encroachments - Temporary 50 years Encroachment | (Laserfiche) | (Laserfiche) | QC & OD Department Preference; GC 834090
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. . Media of . Destroy
Office of . Retention . Image into
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
. Engineering Studies / Surveys - . . .
PUb“(.: Works/ PW-030 |Preliminary Studies / Project P n/a OptlcaI.Dlsk Ye; ves: After Department Preference; GC §34090
Engineering (Laserfiche) | (Laserfiche) | QC & OD
Assessments
. Geotechnical and Soil Reports; . . .
PUb“(.: Works/ PW-031 |Hydrology Reports (Authored on behalf P n/a OptlcaI.Dlsk Ye; ves: After Department Preference; GC §34090
Engineering : (Laserfiche) | (Laserfiche) | QC & OD
of the City)
Lighting and Landscape Districts /
Public Works / Special District Assessment Rolls / . Department preference; Meets auditing
Engineering PW-033 Annual Assessments (Engineer's S years Full File Folder Paper standards; GC 834090 et seq.
Reports of Assessments)
Public Works / Lighting and Landscape Districts / Optical Disk Yes Yes: After Department preference.(coples o.f'what
: . PW-033.1 L - P n/a ' : was presented to the City Council; GC
Engineering Special District Formation (Laserfiche) | (Laserfiche) | QC & OD
834090 et seq.
Public Works / PW-034 Master Plans: Bikeway, Pavement, P n/a Optical Disk Yes Yes: After |Department preference; Drafts should
Engineering Sewer, Traffic, etc. (Laserfiche) | (Laserfiche) | QC & OD |be destroyed; GC §34090
Public Works / gl
: . PW-035 |Plan Checks for Building Permits Longer n/a n/a Preliminary drafts; GC §34090 et seq.
Engineering .
Required
Private Land Development Projects /
Job Files: Administration File
Statute of Limitations for Errors &
Construction Inspections, Correspondence, Omissions is 10 years; Statute of
Public Works / | o oo Photos, Private Lab Verifications, Testing  § completion +] Completion of | Optical Disk Yes Yes: After |Limitations: Contracts & Spec's=4
Engineering Lab Final Reports, etc. 10 years Project (Laserfiche) | (Laserfiche) | QC & OD |years, Wrongful Death=comp. + 5

Examples: CUPs, Lot Line Adjustments,
Parcel Maps, Precise Alignment, Specific
Plans, Split Lots, Subdivisions, Tracts,.
TPMs, TSMs

years, Developers=comp. + 10 years;
CCP 8337 et. seq., GC §34090
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. . Media of . Destroy
Office of . Retention . Image into
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for Citx—Wide Standards
Private Land Development Projects /
Job Files: Permanent Files
Drainage, Driveway, Grading Plans, Rights
of Way, Soil Reports, Stormwater, etc. ¢ ined f
PUIEWONS | 00| tons o, soanomems | va | OWCHDEK| Yes | ves ater DePnentrelrence e r
f . - edications, zasements, anaonments . . )
Engineering (City Clerk is OFR) (Laserfiche) | (Laserfiche) | QC & OD §34090
Examples: CUPs, Lot Line Adjustments,
Parcel Maps, Precise Alignment, Specific
Plans, Split Lots, Subdivisions, Tracts,
TPMs. TSMs
Public Works / Traffic Congestion Management Plans,
: . PW-038 |Traffic Counts, Traffic Intersection 10 years jFull File Folder Paper Department preference; GC §34090
Engineering .
Records, Traffic Speed Surveys
Public Works / Traffic Signal Preventative Maintenance e onthe
. . PW-039 >19 Signal Pole +} Full File Folder Paper Department Preference; GC 834090
Engineering Inspections
3 years
. . . Department Preference (required for 3
Public Works /1 5y 4q  |Underground Service Alerts (USA's) / 3years [|Full File Folder|  Paper years): GC §8§4216.2(d) & 4216.3(d),
Engineering Dig Alerts
34090
ENVIRONMENTAL SERVICES
Aboveground CNG Storage Tanks
Public Works / (Agency Owned) Department Preferencg, applies to both
. . Tier | and Tier Il Tanks; (Tier 1l tanks
Environmental PW-041 . . 20 years | Full File Folder Paper . ) .
Services Spill Prevention Control and are required to have an integrity test
Countermeasures (SPCC), Inspections, every 20 years); GC 860201
Integrity Testing, Maintenance, Repairs
Public Works / Expiration + 5
Environmental PW-042 |AQMD Permits (Generators, etc.) P Full File Folder Paper 40 CFR 70.6; GC §34090

Services

years
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Office of . Retention Med@ of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Code of Federal Regulations requires 3
Public Works / . . years, 5 years for sewage sludge and
Environmental PW-043 (Bf:?)srfl:/?/sééti\?vg?e%eT?elﬁrairiinlqaon\;?l 5 years Full File Folder Paper removal; 40 CFR 61.54, 122.41(j)(2),
Services 503.47; WC 813263.2(b) et seq; GC
§34090
Public Works / Minimum 5 Electronic /
Environmental PW-044 |CCTV - Outfall Pipe Full File Folder . Department preference; GC §34090
. years Magnetic
Services
Public Works /
. i ) . 8 CCR 5157(d)(14) & (e)(6); 29 CFR
EnV|ron.mentaI PW-045 |Confined Space Entries 3 years Full File Folder Paper 1910.146(e)(6); GC §34090
Services
ELrJIS:Irgermoersfa{ PW-046 Conservation Programs / Rebate 5 vears Full File Folder Paper Department Preference (meets auditing
. Programs / Check Requests y P standards); GC §34090
Services
Public Works / ’IAE\nVIrrIO?mirgal /iA\gneT(iBIeS :dReguIatory Minimum 5
Environmental PW-047 gencies / kegional boa . Full File Folder Paper Department Preference; GC §34090
Services Communications not in other categories years
(EPA, DHS, etc.)
Department preference; Monitoring
Public Works / FOG (Fats, Oil & Grease) / Source Minimum 4 records required for 3 years; POTW
Environmental PW-048 |Control / Pretreatment Annual / Semi- core Full File Folder Paper reports are required for 3 years; 40 CFR
Services Annual Reports y 8§8122.21, 122.41; 40 CFR 403.12; GC
§34090
Public Works / Generator Operation Logs &
Environmental PW-049 |Inspections - Fixed / Stationary 3 years Full File Folder Paper AQMD Rule 1470; GC 834090
Services Generators
i ion L
Pub_llc Works / Genera_tor Operation Logs & . AQMD Rule 1470; Form 400-E—13a
Environmental PW-050 |Inspections - Portable / Emergency 5 years Full File Folder Paper . N
. instructions; GC §34090
Services Generators
Public Works / _ _ _ _ Pepartment Prelfle.ren_c_e (Qty has
Environmental PW-051 Hazardous Waste Manifests / P n/a Optical Disk Yes Yes: After |"cradle to grave" liability); 40 CFR
. Certificates of Disposal (Laserfiche) | (Laserfiche) | QC & OD |262.40, 8 CCR 3204(d)(1)(A), 22 CCR
Services 66262.40
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Office of . Retention Med@ of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
ELrjl\tjlhr((:)r\lec:arrljtsa{ PW-052 \I;\?:s?e?/fl)gtrz (?er(;:\?r:Znotf/CF?eséogfzzed 5 years Full File Folder Paper Department Preference; 40 CFR
\ y Y P 141.33(a) and (b)(1); 22 CCR §64470
Services Water
Public Works /
Environmental PW-053 ;(t)agtisggk Recycled Water Pump 7 years Full File Folder Paper Department preference; GC §34090
Services
PUb.“C Works / Operations & Maintenance Manuals Life of Facilityf Life of Facility Department Preference; GC §34090 et.
Environmental PW-054 : . Paper
. (O&M Manuals) or Equipment} or Equipment seq.
Services
Public Works /
Environmental PW-055 |Recycled Water Annual Report 5 years Full File Folder Paper Department preference; GC §34090
Services
Public Works /
Environmental PW-056 |Recycled Water Monitoring Records 3 years Full File Folder Paper Department preference; GC §34090
Services
PUb.“C Wworks / Recycled Water Permit Including Superseded Department preference; GC §34090;
Environmental PW-057 ; Superseded Paper
. Engineer Report + 5 years RW Order 96-011
Services
SCADA Database (Supervisory Control Electronic / Data is interrelated; system qualifies as
Lead Dept. PW-058 1se (Sup y Indefinite nla \ a "trusted system"; GC §§34090,
and Data Acquisition) Magnetic
12168.7
Public Works / Minimum 5
Environmental PW-059 |Sewer Lift Station Inspections care Full File Folder Paper Department preference; GC §34090
Services y
: Department Preference; Monitoring
El:]s:err\leoerrl:tsaf PW-060 Stormwater NPDES Monitoring and Eenre Eull File Folder Paper records required for 3 years; 40 CFR
! Inspection y P §8122.21, 122.41, 122.44; CCP §337 et
Services
seq.
Public Works / Department preference; Monitoring
Environmental PW-061 |Stormwater NPDES Annual Reports 5 years Full File Folder Paper records required for 3 years; 40 CFR
Services 88122.21, 122.41, 122.44
. Required for a minimum of 5 years; 40
Public Works / )
. C . CFR 122.41(j)(2); SWRCB Order 2006-
En\gre(;\r;ir:::tal PW-062 |Stormwater NPDES lllicit Discharges 5 years Full File Folder Paper 03: 40 CFR §§122.21, 122.41, 122.44:
GC §34090
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Office of . Retention Med.la! of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Public Works / Superseded Permit ?ei%?;;mreeztui;ﬁ?;?gcséxghggrggR
E”‘gre‘;cir:::ta' PW-063 | Stormwater NPDES Permits +5years | Superseded Paper §8122.21, 122.41, 122.44; CCP §337 et
seq.
Department preference; plans must be
Public Works / updated every 5 years, audits are
Environmental PW-064 ;t;;r;ﬁ?;eé;r [I)_ii d-l)-l\gg"q Plan (Total 5 years Full File Folder Paper required every 2 years; SWRCB Order
Services y 2006-03; 40 CFR 8§8122.21, 122.41,
122.44; GC §34090
euc o e et sor b i
Envwon_mental PW-065 |Wastewater Monitoring Records 3 years Full File Folder Paper §§122.21. 122.41, 122.44: CCP §337 et
Services
seq.
Punkc wors et o S
EnV|ron-mentaI PW-066 |Wastewater NPDES Annual Report 5 years Full File Folder Paper §§122.21, 122.41, 122.44: CCP §337 et
Services
seq.
Public Works / Superseded Permit ii%?;;mrigtuig‘%?gcséxgﬁl:grggR
E”‘gre‘;cir(‘::sma' PW-067 | Wastewater NPDES Permit +5years | Superseded Paper §§122.21, 122.41, 122.44; CCP §337 et
seq.
Public Works /
Environmental PW-068 |Wastewater SEP Report 5 years Full File Folder Paper Department preference; GC 834090
Services
Public Works / Work Orders / Service Requests Electronic /
Environmental | PW-069 |CMMS DATABASE (Computerized Indefinite n/a Maanetic Data is interrelated; GC §34090
Services Maintenance Management System) J
MARINA
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. . Media of . Destroy
Office of . Retention . Image into
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Aboveground CNG Storage Tanks
(Agency Owned) Department Preference; applies to both
Public Works / . Tier | and Tier Il Tanks; (Tier Il tanks
Marina PW-070 Spill Prevention Control and cOyears | Full File Folder Paper are required to have an integrity test
Countermeasures (SPCC), Inspections, every 20 years); GC 860201
Integrity Testing, Maintenance, Repairs
PUb:\I/ICa\r/i\:gKS/ PW-071 |Incident Reports (Marina) 5 years Full File Folder Paper Department Preference; GC §34090
Public Works / PW-072 |Kayak Storage Permits Expiration + 2 Pe.rmllt Paper GC §34090
Marina years Expiration
Public Works 71 pyy.073 | Live-Aboard Permits Expiration +2f - Permit Paper GC §34090
Marina years Expiration
PUb:\'/lcamZkS/ PW-074 |Marina Reports (to State, etc.) 5 years Full File Folder Paper Department Preference; GC §34090
Permits: Docks and Piers (Residential
Public Works / & Commercial) Includes Permit Expiration + Permit .
Marina PW-075 Drawings, Dredging permits, Coastal 20 years Expiration Paper Department Preference; GC §34090
Permits, etc.
Department Preference; Claims can be
Public Works / . . made for 30 years for toxic subst.
Marina PW-076 |Spills (Class 3) 30 years [ Full File Folder Paper exposure; 29 CFR 1627.3(b)(1), 8 CCR
§3204(d)(1) et seq., GC §34090
Public Works /|,y g77 | Vessel Inspections (Surveyor's 2years |Full File Folder|  Paper GC §34090 et seq.
Marina Valuation Reports)
OPERATIONS - CORP / FO
Public Works / _ _ _ _ Pepartment Prelfle.ren_c_e (Qty has
Ops - Corp / PW-080 Hazardous Waste Manifests / P n/a Optical Disk Yes Yes: After |"cradle to grave" liability); 40 CFR
P O P Certificates of Disposal (Laserfiche) | (Laserfiche) | QC & OD [262.40, 8 CCR 3204(d)(1)(A), 22 CCR
66262.40
Public Works / . . ! - . . .
Operations & Maintenance Manuals Life of Facility§ Life of Facility Department Preference; GC 834090 et.
Ops - Corp/ PW-081 . . Paper
FO (O&M Manuals) or Equipmentj or Equipment seq.
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Office of . Retention Med.la! of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Public Works CHP nepectons | vehile Safery
Ops l-:(C):orp/ PW-082 Checks / Daily Vehicle Inspections / 2 years Full File Folder Paper GC §34090; 13 CCR 1234(c)
Daily Equipment Checks
Public Works / Work Orders / Service Requests Electronic /
Ops - Corp/ PW-083 |CMMS DATABASE (Computerized Indefinite n/a Maanetic Data is interrelated; GC §34090
FO Maintenance Management System) g
OPERATIONS - CORP
Aboveground CNG Storage Tanks
(Agency Owned) Department Preference; applies to both
Public Works / . Tier | and Tier Il Tanks; (Tier Il tanks
Corp PW-084 Spill Prevention Control and 20years [ Full File Folder Paper are required to have an integrity test
Countermeasures (SPCC), Inspections, every 20 years); GC §60201
Integrity Testing, Maintenance, Repairs
Public Works / PW-085 |AQMD Permits (Generators, etc.) Expiration £ 5 Pgrm_lt Paper 40 CFR 70.6; GC §34090
Corp years Expiration
Pubhg(\)/;/;rks/ PW-086 |Facility Inspections (City Facilities) er;;:‘li;n 2 Full File Folder Paper 40 CFR 70.6; GC §34090
Public Works / PW-087 |Fleet Management Database Indefinite n/a Electronl_c / Data is interrelated; GC §34090
Corp Magnetic
Pubhg(\)/;/;rks/ PW-088 |Tree Removal Authorization Forms 2 years Full File Folder Paper GC §34090
Public Works / I . 22 CCR 66266.130(c)(5), H&S
Corp PW-089 |Used Oil Disposal 3 years Full File Folder Paper §25250.18(b), 25250.19(a)(3) et seq.
Department Preference; If a motor
Vehicle & Equipment History Files . carrier, required for 18 months after
: Disposal of . o i - .
Public Works / (except Fire) Vehicle or Disposal of vehicle is sold; CHP requires life of
Cor PW-090 Ellinment Vehicle or Paper vehicle; OSHA requires 1 year; 8 CCR
P AQMD Certifications, Maintenance, q2 Sears Equipment § 3203(b)(1); 49 CFR 396.21(b)(L): 49

Registrations, Safety Certifications, etc.

CFR 396.3(c); CCP §337 et. Seq., GC
§34090
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Office of . Retention . Image into
Retention _— Total . Official Paper after
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(OFR) No. Retention Commences (Final) Svstem? Imaged &
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If the record is not listed here, refer to the Retention for City-Wide Standards
. Work Orders / Service Requests .
PUb“éc\ﬁlorkS/ PW-091 |CMMS DATABASE (Computerized Indefinite n/a Eﬁ:trr?:tlii/ Data is interrelated; GC §34090
P Maintenance Management System) g
OPERATIONS - FO
Aboveground CNG Storage Tanks
(Agency Owned) Department Preference; applies to both
Public Works / . Tier | and Tier Il Tanks; (Tier Il tanks
Ops - FO PW-092 Spill Prevention Control and cOyears | Full File Folder Paper are required to have an integrity test
Countermeasures (SPCC), Inspections, every 20 years); GC 860201
Integrity Testing, Maintenance, Repairs
Public Works / Backflow Test Results / Backflow . Department preference; 17 CCR
Ops - FO PW-093 Assembly Test Reports o years Full File Folder Paper 7605(f); GC §34090
Public Works / Confined Space Entries, Pre/Post . 8 CCR 5157(d)(14) & (e)(6); 29 CFR
Ops - FO PW-094 | peports, Incident Reports dyears | Full File Folder|  Paper 1910.146(e)(6); GC §34090
Customer Concerns / Customer 5 years is required in State and Federal
Public Works / Complaints: Odor / Taste / Visual . law for any complaints; 40 CFR
Ops - FO PW-095 Complaints (Correspondence regarding S yeais Full File Folder Paper 122.41(j)(2) & 40 CFR 141.33(b); 22
Potable Water) CCR 64470(a)
Environmental Agencies / Regulatory
Agencies / Regional Board
Public Works / Pw-0gg | COmmunications Notin Other Minimums Full File Folder Paper Department Preference; GC §34090
Ops - FO Categories years
(EPA, DHS, etc.)
Public Works / PW-097 Fire Hydrant Flow Tests (Development § Minimum 10 Full File Folder Paper Department Preference; GC §34090
Ops - FO or Maintenance) - Paper years
Public Works / Genera_tor Ope.ratlon Logs_ & . _
Obs - FO PW-098 |Inspections - Fixed / Stationary 5 years Full File Folder Paper AQMD Rule 1470; GC 834090
P Generators
. Generator Operation Logs & .
Public Works / PW-099 |Inspections - Portable / Emergency 5 years Full File Folder Paper AQMD Rule 1470; Form 400-E-13a

Ops - FO

Generators

instructions; GC 834090
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Ver. 16.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS & UTILITIES Page PW-13
Office of . Retention Med@ of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Public Works / Lab Reports & Chains of Custody: . Department Preference; 40 CFR
Ops - FO PW-100 Bacteriological and Organics > years Full File Folder Paper 141.33(a) and (b)(1); 22 CCR 864470
Public Works / Lab Reports & Chains of Custody: Department preference; State law
Ops - FO PW-101 |Chemical (Includes Chlorine 10 years jFull File Folder Paper requires 12 years, Federal 10 years; 40
P Residuals) CFR 141.33(a); 22 CCR 864692
Required for 12 years or 2 compliance
Public Works / Lab Reports & Chains of Custody: . cycles; 22 CCR 64400.25; 22 CCR
Ops - FO PW-102 || cad & Copper 12years | Full File Folder | Paper §64470, 40 CFR 141.33(a): 40 CFR
141.91
Disposal of
Public Works / Operations & Maintenance Manuals / O JEquipment or] Disposal of .
Ops - FO PW-103 & M Manuals Decommissio] Equipment Paper Department preference; GC §34090
ned
Public Works / Pre-Trip Inspections / DOT Program /
PW-104 |Vehicle Safety Checks / Daily Vehicle 3 years Full File Folder Paper Department preference; GC §34090
Ops - FO . . .
Inspections / Daily Equipment Checks
Public Works / Public Benefit Programs / Low Income / . Department Preference (meets auditing
Ops - FO PW-105 Water Conservation Programs, etc. Syears Full File Folder Paper standards); GC §34090
. . . Required for a minimum of 5 years; 40
P“g'csv_vgg‘S/ PW-106 Zﬂiﬁ:ﬂié&d ?Ovjr:gg’ws (SSOs) 5years |Full File Folder|  Paper CFR 122.41(j)(2); SWRCB Order 2006-
P g 03; 40 CFR 122.41())(2): GC §34090
Public Works /1 5y, g7 | Sanitary Surveys of Drinking Water 10years |Full File Folder|  Paper 22 CCR §64470; 40 CFR 141.330
Ops - FO Systems
. . . Data is interrelated; system qualifies as
Public Works / PW-108 SCADA Databz_asg (Supervisory Control indetnite n/a Electronl_c/ a "trusted system": GC §§34090,
Ops - FO and Data Acquisition) Magnetic
12168.7
. . . Data is interrelated; system qualifies as
Public Works / PW-109 SCADA Database (Wa.te.r.) (Supervisory ndetnite n/a Electronl_c/ a "trusted system": GC §§34090,
Ops - FO Control and Data Acquisition) Magnetic
12168.7
Sewer System Management Plans Depz_irtment preference; SSMPs are .
. . ) required to be updated every 6 years;
. (SSMP) and Audits / Sanitary Spills - -
Public Works / PW-110 |Overflow Prevention Plan (SSOPP) and Superseded Superseded Paper SSOs are required for a minimum of 5
Ops - FO it S e oo + 65 years P P years; 40 CFR 122.41(j)(2); SWRCB
Plan y P General Order 2006-03; & 2022-0103-
DWQ; GC §34090
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Ver. 16.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS & UTILITIES Page PW-14
Office of . Retention Med@ of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Public Works / PW-111 Solid Waste / AB 939 Compliance / 10 years QFull File Folder Paper Department Preference; GC §34090
Ops - FO Tonnage Reports
Stormwater: Operation & Maintenance Department preference; plans must be
Public Works / (Catch Basins, Field, General Cleaning, updated every 5 years, audits are
Obs - FO PW-112 |Open Channels, Slots, Stormwater 5 years Full File Folder Paper required every 2 years; SWRCB Order
P Treatment Measures and Trash 2006-03; 40 CFR 8§8122.21, 122.41,
Cleaning) 122.44; GC §34090
Public Works / Underground Service Alerts (USA's) / Department Preference (required for 3
PW-114 nderg 4 years Full File Folder Paper years); GC 884216.2(d) & 4216.3(d),
Ops - FO Dig Alerts 34090
Public Works / PW-115 Urban Water Management Plans P n/a Optical Disk Yes Yes: After |Department Preference (copies) GC
Ops - FO (UWMP) (Laserfiche) | (Laserfiche) | QC & OD |834090.7
. . . Life of .
Public Works / PW-116 Videos -.Water Wells, Repairs, Structure + | Life of Facility Electronllc / Department preference; GC §34090
Ops - FO Reservoirs, Tanks, etc. Magnetic
10 years
. Vulnerability Assessment / Emergency ' . . )
Pugncsv_v%s/ PW-117 |Response Plan/ Risk & Resiliency S:J_pzerséztigd Full File Folder Paper gg:(fjlggntlal, 42 USC 300i-2 (d); GC
P Assessment / Hazard Mitigation Plan Y
. Water Forecasts / Urban Water .
Public Works / PW-118 |Management Forecast/ Future 5 years Full File Folder Paper Department Preference (copies) GC
Ops - FO §34090.7
Developments, etc.
. . Department Preference; Meets
Pugllcs\/_vlc:)gs/ PW-119 \é\i;:erPgad;cgs\?RF;eads / Reports (to 5 years Full File Folder Paper California Department of Health
P requirements (3 years); GC §34090
Public Works / Water Quality Reports / Consumer Optical Disk Yes Yes: After Depgrtment preference; State law .
Ops - FO PW-120 Confidence Reports P na (Laserfiche) | (Laserfiche) QC & OD requires 12 years, federal 10 years; 40
P P CFR 141.33(a); 22 CCR §64692
Public Works / PW-121 Water Resources Planning Historical P n/a Optical Disk Yes Yes: After |City Preference; CCP 88338 et seq.,
Ops - FO Reports / Water Assessments (Laserfiche) | (Laserfiche) | QC & OD |340 et seq., 342, GC §34090
Pug;)cs\/_vlc:)g(s / PW-122 |Water Transactions - Annual Summary 5 years Full File Folder Paper Department Preference; GC §34090
Public Works / Well Records (includes Destroyed or Optical Disk Yes Yes: After .
Ops - FO PW-123 Abandoned Wells) i na (Laserfiche) | (Laserfiche) | QC & OD Department preference; GC §34090
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Ver. 16.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS & UTILITIES Page PW-15
Office of . Retention Med.la! of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
. Work Orders / Service Requests .
Public Works / PW-124 |CMMS DATABASE (Computerized Indefinite n/a Electronllc/ Data is interrelated; GC 834090
Ops - FO . Magnetic
Maintenance Management System)
Work Orders / Service Requests - All
Public Works / Information Entered in CMMS Hhenho Preliminary drafts (the database is the
PW-125 |Database Longer n/a n/a S
Ops - FO . original); GC 834090
Required
(Paper drafts)
Work Orders / Service Requests - NOT
entered in CMMS Database (or partial
information entered into CMMS
Public Works / Database) . City Preference; CCP §8338 et seq.,
Ops - FO PW-126 5 years Full File Folder Paper 340 et seq., 342, GC §34090
(Division providing service retains
originals; Division requesting service is
considered a copy)
TRANSIT
Public qukS/ PW-127 |Applications for Service (Paratransit) 4 years Full File Folder Paper Department preference; GC §34090 et
Transit seq.
Department preference; If a motor
carrier, required for 18 months after
. Disposal of . vehicle is sold; CHP requires life of
PubITlfa\;Vs?trks/ PW-128 |Bus/ Vehicle Procurement Vehicle + 2 Dl\s/gﬁisg:aof Paper vehicle; OSHA requires 1 year; 8 CCR
years § 3203(b)(1); 49 CFR 396.21(b)(1); 49
CFR 396.3(c); CCP 8337 et. Seq., GC
§34090
. When No
Public quks/ PW-129 |Expired Bus Passes Longer n/a n/a Considered unused supplies
Transit .
Required
. R A - Department preference (meets
PUblll_(r:a\:]VS(i)trkS/ PW-130 Fgéaﬁgilslléiw;g? /e![r;s)tltutlonal Billing 7 years Full File Folder Paper municipal government & FTA auditing
9 T standards);GC §34090
. . . Department preference (meets
PUb_lll_fa\;VS(i)trks / PW-131 Sugite;;?]rtg/ﬁ:zlrt Ifjrr(\:/;](:ssef) 7 years Full File Folder Paper municipal government & FTA auditing
quip standards);GC §34090
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Ver. 16.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS & UTILITIES Page PW-16
Office of . Retention Med.la! of Image into Destroy
Retention _— Total . Official Paper after
Record Records Description . Period . Trusted Comments / Reference
(OFR) No. Retention Commences (Final) Svstem? Imaged &
Record y ) QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Public qukS/ PW-132 Route Schedules / BID Documents / Minimunm 2 Full File Folder Paper Department Preference; GC § 34090
Transit Route Maps years
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INDEX — RECORDS RETENTION SCHEDULES
FY 23-24 Update

Abbreviations:
CW - City-Wide Standards

CA — City Attorney

CC — City Clerk

CD — Community Development
CM - City Manager

ED — Economic Development
FIN — Finance

FR — Fire

HR — Human Resources
P&R — Parks & Recreation
PD — Police

PW — Public Works

1095-C, 1094-C (Employer-Provided Health Insurance Offer and Coverage & Transmittal FOrm) ............covvvvvvvivierieevieeeeinereeeiennne, FIN-6
0L TS S A 010 TR SPOPPPPRRPR FIN-1
200, 300, 301, 301A, Cal-OSHA INSPECLIONS OF CILALIONS ....iieuuiiiiiiiieeieeeeiiiis e e e e e ettt e s e e e e e e e aatr e e e e e eeeeeaaaaa s s eeeaeeseentnnnsaeeeeeeeenrnnns HR-4
LS o T o 1R FIN-6
A

AB 939 Compliance / SB 1383 - Organic Waste Collection and Recycling / Tonnage RePOrtS .........couveiiiiiieiiveeiiiiin e PW-3
AB 939 Compliance / TONNAGE REPOIS ....coeii e, PW-14
P\ oF=Tglo (o] a1=To VAV Z=T | I mT=ToTo] (o [ OO UPPPUPPOTRRR PW-14
Abandonments - Private Land Development Projects / Job Files, Permanent Fil€S............uiiiiiii i PW-6
ADAIEMENT CASE FIlES... . PD-2
F AN QTN 4 AT LMY =] 1T [T PD-2
Abatement, Weed / Vegetation ADAIEMENT ... FR-5
ABC Permits - Children's Programs, Cultural ArtS, SPOIS, ELC. ......ccuuiiiiiiii e e e e e e e e s e e e e e e e e aaaa e e e e e e eeanrnnana s P&R-1
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Aboveground CNG Storage Tanks (Agency Owned) - Corp (AgeNCY OWNEA) .......ccoeeeiiiiiiiiee e PW-11
Aboveground CNG Storage Tanks (Agency Owned) - Environmental Services (Agency Owned)........ccccevvveeiiiieiiiiini e ceeeeviienn, PW-6
Aboveground CNG Storage Tanks (Agency Owned) - FO (AQENCY OWNEA)........uuiiiiiiiiiiiiiiiiiiieee e et e e e e e e e e PW-12
Aboveground CNG Storage Tanks (Agency Owned) - Marina (AgeNCY OWNEA)......cccieiiiiiiiiiiiieeeee e PW-10
Accident / Incident / Injury Reports (Potential ClaimS) ..........uiiiiiiiiiiiiii i e e e e e e e e e s e e e e e e e e e tera e e e e e e e eenrrana s HR-4
Accident / Incident Reports (Members of the PUDBIIC) ... P&R-1
Accident / Incident Reports: AIrCIaft (SENT IO FAA) oottt e e e e e e et e e e e e e e s s et bbb et e e e e e e e e e bbb e e e e e e e e e e e ananeees PW-1
Accident Reports - Workers Compensation Claims / Long Term Disability CIaimS ..........coooiiiiiiiiiiiiiieeceeeeee e HR-5
ACCOUNTING ... FIN-1 — FIN-4
Accounts Payable / Invoices and Backup (Invoices, Travel Expense Reimbursements, etC.).......ccccceeeeiiiiiiiiieeeeeeeeeeee, FIN-1
Accounts Receivable - Miscellaneous - Damage to Public Property, Invoices to Outside Entities, efC. .........ccccccoviiiiiiiiieieeennnnnnee, FIN-4
ACCOUNES RECEIVADIE DETAIL ... P&R-1
ACFR (Annual Comprehensive Financial Report) and Audit OpinioNS ... FIN-1
P Yo io] s P oo [l =t g (o] fot=T 0 g T=T o1 A 0N [ o [0 ]} IR PP PP P PP PPPPPPRPON PW-1
Activations & Drills - Emergency Operations Center (EOQC) ......cooiiiiiiiiiii i e e e e e et s e e e s e s e e aa et e e e e e e e e e aerra e e eeeaees FR-1
Active Pre-Sentencing Warrants - Case REPOIS.......ccoooiii oo PD-4
Activity / Special Programs / Special Event Files & Reports / ABC Permits - Children's Programs, Cultural Arts, Sports, etc....... P&R-1
ADA Accommodations - MEAICAI FilE.........coo oo HR-4
Address Files / Building Permits (Construction Notices, Compliance Orders, etC.) ... CD-1
AJUSTMENT REGISTEIS (COPIES) .. uuuttttieeeee et e ittt et e e e e e et be ettt e e e e e e s s s bt bt e et et e e e e 44 a R bbbt ettt e e e 44 e aa R bbb e s e et e e e e e e oan s bbb e e e e e e e e e e e a s bbbbs e e e e e e e e e e nnnnnees FIN-4
AJUSTMENTS (PAYTOH) ...ttt oo oo ookttt e oo 4444k kb ettt e e e 4444 e R R R e e et e e e o4 e 4o s bbb e ettt e e e e e e e bbb e e et e e e e e e e annnnees FIN-6
Adjustments to Customer ACCOUNES - Water BillING .......ooouuiiiiiiii e e e e e e e s e e e e e e e et e e e e e e e e eeerran s FIN-5
Adjustments, Lot Line - Private Land Development Projects / Job Files, Administration File...................ccco PW-5
Adjustments, Lot Line - Private Land Development Projects / Job Files, Permanent Files ...........cccccc PW-6
Administration File - Capital Improvement ProjECIS (CIP) .. ... i e e e e e et s e e e e e e e et e e e e e e e eeereaa s PW-3
Administration File - Private Land Development Projects / JOD FileS ... PW-5
Administration Records - Class INSIUCIOIS CONITACES ........coceeiiii i P&R-1
Administration, Project - Capital Improvement Projects (CIP), AdMINiStration File ... PW-3
F Yo [0 TS £ = 1A= I O = 11 o] U PD-2
Administrative Reviews (Final Determination Letter, PIans, €1C.) ..., CD-3
Administrative: COrreSPONUENCE — ROUTINE ......uiiiiiiiii ittt e e e e e et e e e e e e e e b e e et e e e e e e et e s bbb e e et e e e e s aa s sbne e e e e e eeeeenannnnees CW-3
2o [o] o1 (=0 I = 10T o = €=U FIN-2
Adult Marijuana / Cannabis Case Report, Except Outstanding Stolen Property ... PD-5
F e [V =T o RS (] £=To BT @ (T 0o (=] £ PP ST PPPUPPP TP PD-3
Advertisements - Recruitment and TESTING FlE ... e e e e e e e e e e e e e e s r e e e e e e e e e annnees HR-4
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AQVICE ASSIgNMENE FIlES .. CA-1
Yo Y o gl d=T 0T g e [ V7= i 0= = 0] o o U FIN-3
Aerial Maps (ANGIOG / HISTOTICAL).......uueeiiiieeii ittt ettt et e oo e ettt et e e e e e s e h bbb e et e e e e e e e e aa s bbb b et et e e e e e e e nbabb s e e e e e e e e e e nnnneees PW-3
Aeronautics INSPections, CaITIANS (ANNUAL) .........e it e e e e e e e e et e e e e e e s bb e e et e e e e e e s bb e e e e e e e e e e e e annnnees PW-1
Affidavits of Posting / Affidavits of Publications / Public Hearing Notices / Legal AdVertiSing.........ccoovvviiiiiiiieiireciiiiin e Cw-1
Affidavits of Publications / Public Hearing Notices / Legal Advertising / Affidavits of Posting....................... . Cw-1
Affordable Housing Projects - Housing Programs, With Recapture / Resale ReStHCHON. ............euiiiiiiiiiiiiiiieieee e CD-2
Affordable Housing Projects - Housing Programs, Without Recapture / Resale ReStriCtioN............ccooviiiiiiiiiiiiiiiiiiieeeee e CD-3
AQENCY ASSISt CASE REPOITS ... PD-6
Agency Report of Consultants - FPPC FOIMM 805 .......ooiiiiiiiiiiiiie ettt e e e e e sttt e e e e e e e e bbb et e e e e e e e e s bbb s e e e e e e e e e e nanrees CC-3
Agency Report of New POSItIONS - FPPC FOIMM 804 ... ...ttt e et e e e e e e et e et e e e e e e s e e e e e e e e e annnnees CC-3
Agency Report of Public Official Appointments - FPPC FOIM 806 .........cciii i e e et s e e e e e e e e s e e e e e e e ennnna s CC-3
Agenda Packets: City Council, Redevelopment Agency (Petaluma Community Development Commission - PCDC), etc.............. CC-1
Agendas - Redistricting Web Page / District Boundary WED Page ...........ooiiiiiiiiiiiiiiiiiie et CC-6
Agendas & Staff Reports- Boards, Commissions, Committees & Task Forces - Citizen AdVISOIY .......ccceeviieeiiiiiiiiiin e CW-2
Agendas, External Organizations ...........cooooiiiiiiii i CW-2
Agreement / Contract (copy) - Capital Improvement Projects (CIP), Permanent File...........cccuvviiiiiiiiiiiieeeee e PW-4
Agreements & Contracts (Infrastructure, Imaged JPAS, IMAaged MOUS).......cooiiiiiiiiiiiiieeeeiii et e e CC-1
Agreements & Contracts (Non-Infrastructure, Professional Services Agreements, etC.).......cccccevieiiiiii e CC-2
Agreements & Contracts ADMINISTRATION (WITH Grant FUNGING) ....eeeeeeeoiiiiieiiieie et e e e s s ee e e e e e e s Cw-1
Agreements & Contracts ADMINISTRATION NOT funded DY @ grant .........cooiiiiiiiiiiiieeeeiie e e Cw-1
Agreements & Contracts: UNSUCCESSFUL BIDS, PROPOSALS or RESPONSES to RFPs (Request for Proposals) RFQs....... Cw-1
Aircraft Accident / Incident Reports (SENT IO FAA) ..o PW-1
AIrport EmMpIOYEes TraiNiNg RECOINUS .....coooiiiiiiiiiiiiite ettt e oo e ettt et e e e a4 s e bbb et et e e a4 e s s bbb e ettt e e e e e e sas st bbb et et e e e e e e e s bbb be e e e e e eeeennnnnnees PW-2
Airport Leases, Licenses, Hangars & Tiedowns, Ground Leases, Storage UNitS (COPIES) ..uuuuiiiiiiiiiiiiiiiiii e eeeeeiiiin e e e e e eeeannn s PW-1
Airport Licenses - Agreements & Contracts, not imaged (Non-INfrastruCture)...........cccooi i CC-2
Airport Operations & INSPECtiONS (FAA CIICUIAIS, BTC.) .....uuuuiiiiiiieiii ittt ettt e e e e e e e e e e e e e s s e bbb e e e e e e e e s s s bbb s e e e aeeeeeeannrees PW-1
AIrport SECUNtY ACCESS APPIICALIONS .....ceeeiiiiiiiitiet ettt e oottt et e e oo 4 e h et ettt e e e e e e e b bR e e et e e e e e e e o an e bbb e e e et e e e e e e annbnn e e et e e e e e e e annnnnes PW-2
Airport State License (Safety INSPECHIONS) ........uuuiiiiii i e e e e e e et e e e e e e e et e ettt rseeeeeeeee et saeeeeeeettnnaaaeeeeeensernnnnnes PW-1
Y[ oo PP U P PP PTTPPPPP PW-1 - PW-3
F Y[ ool SR OAU ] (o] g [T ol W KSR (ole] o1 [=2) PP T PP PP PP PPPRPPRPON PW-1
F =Yg g T N o] o= o o R PD-2
F U (= 1 0 1 £ PO PPEURT PD-7
F (=T E B [o [ =1 oo [ (=TT ] oo [P PP PPPPRPP P PW-6
L [N O 1 =] SR O T =T o To] £ PP PP PPRPPRRPPIN PD-7
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Alternative Payment Plans - Water Billing Payment PIaNns ... FIN-6
W gl o101 =T g Lot ST [ V7= T (0] Y e o FR-2
Amendments (Non-Infrastructure, Professional Services AQreemeENtS, E1C.) ...oiiuuuiiiiiiiieiiiiiiii e CC-2
Amendments to Records Retention SChedUIES ... CC-6
F N 41T 0o [ 01T o] £ SR CD-4
Amortization - Water Billing Payment PIans ... FIN-6
Annexations / Boundaries / Consolidations / LAFCO ......ccooiii i CD-3
Anniversaries, City - Historical Records, Photographs, & HiStoriCal PrOJECTS ...........ueiiiiiiiiiiiiiiiieee e CC-5
Annual and TriannUal INSPECLIONS........ccoo oo FR-6
Annual Comprehensive Financial Report (ACFR) and AUt OPINIONS ........coiiiiiiitiiiiieee et e e e e e e e s s s s e e e e e e e naneees FIN-1
ANNUAI DEtall - PAYTOI REPOITS ...ttt e oottt e e e o444 h b b ettt e e e o4 e e R bR e e et e e e e e e e o an s bbb e e et e e e e e e e e s b bbb e e et e e e e e e e annnnees FIN-7
ANNuUal REPOrt, NPDES - WASIEWALET ........cooiiiiiiiiii i eeiiieiitiie s s e e e e e e ettt e s e e e e e e e et et aeeeeeeee e ettt s eeeeeeeee et aaasaeeeeeentensnnsaeeeeeensnnnnnnnnns PW-9
Annual Report, RECYCIEA WALET .........ccoo oo PW-8
Annual Reports, NPDES - STOMMWALET .......cccoeiiiiii e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaeens PW-8
Annual Reports: Reports and Studies — Other Than Historically Significant REPOIS............ceiiii i CW-6
Annual State or Federal Reports - Stre€t REPOIT.......coo oo FIN-3
Annual State or Federal Reports: State Controller's Report, Local Government Compensation Report, etC. ..........cccvvveeeeeeernnnnnee. FIN-3
Annual SUMMArY, Water TrANSACHIONS .....ccoe i e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eaaeaaaaaaaeeas PW-14
Annual Valuation Reports / Actuarial Valuation REPOITS..........cooiiiiiiiii i FIN-6
AOA AcCCESS Personnel RECOIIS (AIMPONT) ......uieiiiieeieeeeiiiietee it e e e e e sttt et e e e e s s abb et e e e e e e e s s s bbbt e et e e e e e e e aass bbb e e e et e e e e e aanbbbbereeaeeeeennnnnrees PW-2
Appeals - Payment Delinquency & Impending Discontinuation - Water BilliNg...........ccouoioiiiiiiiieiieeeeee e FIN-5
YN o] o[ To= 11 To ) o B =t g o] [0 )Y 7= =0 i | [ HR-3
Applications and Changes, Business License & Permit ... FIN-4
APPIICAtioNS fOr SEIVICE (PAIAFANSIT)......ceiii ittt ettt e ettt e e e e e e bt e et e e e e e e e s e bbb e et et e e e e s e aab b ab et e e e e e e e s e abbb e e e e e e e e e e nannneeenes PW-15
Applications for Unsuccessful Candidates - Recruitment and Testing File.............o i HR-4
Applications to Fill Vacancy on City Council - General, Working or Administration Files (Elections) ..............ccccccccc. CC-4
APPIICatioNS UNSUCCESSFUL GFaNTS .....c.oiiiiiiiiiiiiee ettt e e ettt e e e e e 440k b ettt e e e a4 a4 e b bbb ettt e e e e e e aan s bbb b ettt e e e e e aanbabbe e e e eeeeeennnnnrees Cw-4
APPIICALIONS, AITPOIT SECUNTY ACCESS ...eeeieiiiiiiitete ettt e e e ettt e e e e e e e e ettt et e e e e 44 sk e e e e ettt e a2 e e e e R R R R e e et e e e e e e e aan e bbb e e e et e e e e e e e s s bbbe e et e e eeeenannnnnes PW-2
Applications, Grants (successful), audit records, COMPIELION FECOIUS ......ciiiiiiiiiiiiiiis e e e e e e e e e e e erraa s CWw-4
APPIICAtIONS, LIVE SCAN = EMPIOYEES ...ttt ettt e oo e e ottt et e e e e o4 e b bbb e ettt e e e e e e e b bbb ettt e e e e e e e sabb b b e e e e e e e e e s nnnneeees PD-7
Applications, Live SCan - PUDIC APPICANTS ........iiiiiiiiiiii ettt et e e et e e e e e e s e e e et e e e e e e s e e e e e e e e e e e annnnnees PD-7
Applications, Successful - Committees, Commissions, and Boards (CCBS) .......uuiiiiii i e e s CC-2
Applications, Unsuccessful - Committees, Commissions, and Boards (CCBS) ..o CC-2
Applications: CampPs, FIEIA THIPS, BIC. . ..uii ittt e e e e et e e e e e e e e e s e bbb e et et e e e e s e a bbb e et e e e e e e e s e b bbb e e e e e e e e e e annnbeeees P&R-2
Appraisal Reports — Property, Funded Loans: Purchased Property, FUNDEd LOANS ..........cccuuiiiiiiiieiiiiiiiiieeeee e CW-6
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Page No.

Appraisal Reports: Property NOT purchased, Loans not funded ... CW-6
F N o] o1 T ISTo S L= T= L ] = (S ED-1
AQMD Certifications - Vehicle & EqQUIDMENT HISTOTY FIlES ......coiiiiiiiiiiieie et e e s e e e e e e PW-11
AQNMD PermitS (GENEIALIOIS, E1TC.) = GOl ciiiiittiiiiteee ettt ettt e e e e ettt e e e e e e e s s e b b e e et e e e e e e e e s s b be et et e e e e e e s s b b ae ettt e e e e e e annnbb e e e e e e e e e e e nnnnnnnees PW-11
AQMD Permits (Generators, etc.) - ENVIFONMENTAI SEIVICES ... ...coiiiiiiiiiii e e et e e e et s e e e e e e e e ata s e e e e e e eerraan s PW-6
AQMD Permits (Generators, €1C.) - SUPPIESSION.......ccccc i i FR-6
Arbitrations - Mobile HOME RENt CONLIOL .........ccoii i CD-3
Architects - Agreements & CONLractS (INFTASIIUCIUIE) ..........uuiiiiiiieii ittt e e e e e e e e e e r e e e e e e e s r e e e e e e e e e annnees CC-1
ANTESE LOGS [ PrESS LOGS .. oo PD-4
Arson Registrants - AQUILS - CASE REPOIS ........uuiiiiiiieiiiiiiiiiit it e ettt e e e e e s s bbbttt e e e e e e e s bbb e e ettt e e e e e aa bbbt b ettt e e e e e aasabbbb et e aeeeeenannnenees PD-6
Arson Registrants - JUVENIIES - CASE REPOITS .......cuiiiiiiiiiiiiiiiii e ettt e et e et e e e e e e e e bbbt e e e e e e e e e e s bbb e e e et e e e e e e e bbb e e e e e e e e e e e e annnneees PD-6
Arson Resulting in Homicide, EVidence - Fire INVESHQAtIONS..........c.uuiiiiii s e e e e et e e e e e e s e e e s e e e e e e e e aeraa e eeeaees FR-3
F N T U o] [Tl o = o PP PPRRPT CD-5
E A @ o T=Te I o) 1 g T O PP PP P PP PPPRPPRPON CD-5
Y o 1= TS0 1 o) 0T = 11 o] o CC-2
Arts, Cultural - Activity / Special Programs / Special Event Files & Reports / ABC PermitS ... P&R-1
As-Built - Capital Improvement ProjeCt (ENGINEEIING) .......uuuriiiiiieeii ittt ittt e e e s sttt e e e e e s et e e e e e e e e s s s s bbb e e e e e e e e e s s aannbbbereeaeeeessannrees PW-4
Assembly Permits - Special Event Permits / EXPIOSIVES PEIMILS..........uuiiiiiiiiiiiiiiiie ittt e e e e e FR-4
Assessment District Ballots, Protest Letters, & Envelopes - Prop. 218 Proceedings ... CC-3
Assessment District Formation / Maintenance District FOrmation..............ooooi i, CC-2
Assessment Report, Fixed Charge Special - Annual State or Federal REPOIS..........oooiiiiiiiiiei i, FIN-3
Assessment Rolls / Annual Assessments, Lighting and Landscape / Special (Engineer's Reports of Assessments)...................... PW-5
Assessment Rolls / Lighting and Landscape DiStriCLS ........cooooiiiiiiiii i FIN-1
Assessment Rolls, Special DIStriCt (fOr TaX ROIIS) .....coiiiiiiiiiiii et e e e e e e e e e e e s bbb e e e e e e e e e nanrees FIN-3
ASSESSMENT, RISK & RESIHIENCY .. .ciiiiiiiiii i e e e e et e e e e e et e ettt treeeeeeeee e et seeeeeeeeeteas s eeeaeeeeeeannnnnsaeeeeeennnrnnnnnes PW-14
ASSESSMENT, VUINEIADIIIY ... PW-14
Assessments, Project - ENGINEEIING STUAIES / SUIVEYS .......uuiiiiiiiiiiiiiiiie ettt e et e e e e e et s bbbt e e e e e e e e s bbb b e e e e e e e e e e nnneees PW-5
F N o1 (]| (U] SRR PD-2
F XYY ] I T (=] [T FIN-2
Assignment Files and Related Records, Litigation and ClaiMS ............uuiiiiiiioiiiiii e e e e s s e e e e e e anneeees CA-1
Associated CEQA Noticing - Approved Permanent Entitlements, Planning Project Files...........cooooei e, CD-5
Attendance Rosters - Employee Training Course Records / EMS Continuing Education Training .......ccccceevvvviiiiiiniieeeeeeecniiineeeeee FR-1
Attendance Rosters: Training — All CoUrs@ RECOIAS ....ccoooiiiiiiii i CW-7
Attendance Sheets (e.9. Tiny TotS, SUMMET CAMP, EIC.) ..urtttiiiiiiiiiiiiiiieie e e e et e e e e e e e e e et e e e e s e b e e e e e e e e e s s aabbb e e e eaeeeessanneeeees P&R-1
Attrition - Studies & Surveys Conducted on Behalf Of the City - COPIES .....uiiiiiiiiiiiie e e e HR-4
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Page No.

Audio Recordings - Radio OF TEIEPNONE ... ... PD-2
AUDIO RECORDINGS of meetings Boards, Commissions, Committees & TaSK FOICES .......ccouviiiiiiiiiiiiiiiiiicececeeiien e eeee s CW-2
Audit Reports / ACFR (Annual Comprehensive Financial Report) and Audit OPiNIONS ...........uuvviiiiieiiiiiiiiiiieee e FIN-1
F U (o [ iV o] Q=T 1= £ PP PP PP P PP PPPRPPRPON FIN-1
Audits - Single Audits, Grant Audits, IRS Audits, Transportation Audits, PERS Audit, €tC. ..........ccovvvviiiiiiii e FIN-1
Authorization FOrmMS, RECOIS DESIIUCTION ........uuiiiiiieeiiiiiiiiit it e e e e ettt ettt e e e e s s bbbttt e e e e e e s s ab bt et e e e e e e e e sansbbbe et e eeaeeaaansnbbneeaaeeeeenannnrees CC-6
AULhOIIZAtion FOIMS, TIEE REMOVA ......iitiiiiiieiie ettt e et e et e e et e et et e e et e e et ee e et s e e et s e et s e e e b s e e et s e st s e s ensee st eeeansessnseentarens PW-11
Awards of Significant Historical Interest - Historical Records, Photographs, & Historical Projects..............eevveieiiiiiiiiiiiieee e CC-5
B

BaACKIIOW ASSEMDIY TESE REPOITS .....eeiieiiiiieiiiiitte et e ettt e e ettt e e e e e e s bbbttt et e e e e e o s s b bbb ettt e e e e e e e se bbb e et e e e e e e e e annbbberaeeeeeeeann PW-12
Backflow Test Results / Backflow ASSEMDIY TESt REPOITS ......eiiiiiiiiiiiiiiie it e e e e e e e et e e e e e e e e aaes PW-12
Background File / INVESHQAtIONS - HIFEA ..........uuuiii i e e et s s e e e e e e e e et e e e e e e e eetetaa s e e eeeeeeeaeas s aeeeeeeesensnnnnaaeaeaees PD-1
Background File / Investigations - NOt HIred.............oooo L PD-1
Background Files (Executives, INformation TECNNOIOQY) .......uueiiiiiiiiiiiiiii et e e e e e e e e e e nnnees HR-3
Backup and Invoices (Invoices, Travel Expense ReimburSEMENtS, EIC.) ....ccciiiiiiiiiiiii e e e e e e e e e e e e s FIN-1
Backup Documents - BUAQELS (COPIES)....ccoi i FIN-2
o (ol U] I OF= ] g S =T ot =T o PP PP PP PPPPPPPPPPPR P&R-1
Backups - Annual / Daily / Weekly / MONTNIY (COPIES).......uuuutiiiiiieeeiiitte ettt e e e e e e st e et e e e e e e e e e e e e e e e e e nnneees ED-2
Bacteriological and Organics: Lab Reports & Chains of CUStOAY ..., PW-13
= To (o] [a o T (11 e Lo £ PP PPPPPPPPT P PW-2
B (Lol ] g [T K I ol o] o[ TP P PP PP PPPPPPPPPON FIN-3
Ballot Designation Forms - Candidate File, SUCCESSTUl CanNQIdatES .......oiiiiiiiiiiiiiii e e e e e e e e CC-4
Ballot Designation Forms - Candidate File, Unsuccessful Candidates.............coooooiiiii CC-4
= T QD=7 o0 | (PP TP PP PPPPPPT P FIN-1
Bank RECONCIHIALIONS ... .o FIN-1
Bank Statements and TrUSIEE STAEIMENTS .........uuiiiiiiii ittt e e et e e e e e e e s st e et e e e e s s s s bbb et eeeeeeessanssbeeeeeeeaeeeaaansnbbaeaeaaeeeeannnrees FIN-1
T N =V IS pa L= | ANo AV (oL OSSO PTPPPPRRR FIN-1
BaNKIUPLCIES - ClAIM FIIBA ...ttt e oottt oo o444ttt e e e oo 4o R b E et e et e e e oo oo e e bbb ettt e e e e e e e n bbb e et e e e e e e e annnneees CA-1
Tl (U o (e[S TSI N o A o U1 =T U =T (oo o1 T= ) CA-1
=Tl = G =T 01 ]| O PO PP TP PPPRRR CM-1
2= T LYoo (o £ CA-2
e R =Y EoT oS3 (=T L1 1T [T ) PW-4
Behested Payment Report - FPPC FOrm 803... ..o CC-3
BEINCIIMAIKS ...cetiiii ettt et e ettt e e eeee e et et b teeeeeeeetth— e eaeeeeeeetettteeeeetetetttaraaaaeterett b aaaaateeerrra s PW-3
Benefit Plan Documents (CalPERS, Optical, Dental, €1C.) ....ccoei i HR-1
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Benefits - Studies & Surveys Conducted on Behalf of the City - COPIES .....ooiiiiiiiiiiiii e HR-4
BID DOCUMENTS / ROULE MBS .. .iiiiiiiiiii i i e e e e ettt ee s s e e e e e ettt s s e e e e e e e e ettt s e e e e e eeeaaetaasseeeeeeeeeeeeaa e eeaeeseeetennn s aeeaeeeensennnnnseeeeeeennnnnnnnnss PW-16
=] To I oo I =1 To W@ o= o 1] o I | {2 ST PRSP PPPPPPPP CC-2
Bid Opening Files (RFP/RFQ/Bid NOLICE, Bitl LOG, BTC.) .. .uuutiiiiiieeiiiiiiiiee et e ettt e et e e e e e st e e e e e e e e e r e e e e e e e e e annnees CC-2
Bids, Proposals or Responses to RFPs (Request For Proposals) RFQS - UNSUCCESSFUL.........cocuiiiiiiiieencreeien e Cw-1
Bikeway - MASIEr PIANS ... PW-5
Billing / Remittance (CUPA, HAZIMAL, BIC.)......c.uuiiiiiiiieeeiiiite ettt e e e e e sttt e e e e e e e bbbttt e e e e e e e s a b bbb st e e e e e e e e e nabb b b e et e e e e e e e annneeees FR-4
Billing Registers, Payment Registers, Adjustment REQISIEIS (COPIES) ....uuuttiiiiiiiiiiiiiiiiieee e e ettt e e e e s e e e e e e e e e e e e e e e annnees FIN-4
Billing, Water: Appeals - Payment Delinquency & Impending Discontinuation...............ccccoooiiiiii FIN-5
Billing, Water: Non-payment Notice / Notice of Payment Delinquency & Impending Discontinuation (Initial, Final)......................... FIN-5
Billing, Water: NSF Checks / Adjustments t0 CUSIOMET ACCOUNES. ........uuiiiiiieeiiiiiiiiee et ee e e e e et e e e e e e s st e e e e e e e e e s annb et e e eeeeeeanneees FIN-5
Billing, Water: Payment Plans: Amortization, Alternative Payment Plans, Deferrals, etC. ..., FIN-6
Billing, Water: Policy on Discontinuation of Residential Service for Nonpayment ... FIN-6
Billing, Water: Report of Annual Discontinuations of RESIAENTIAI SEIVICE...........ciiiiiiiiiiie e FIN-6
BilliNngs, Fire ProteCtion SYSIEM PeIMIL.......cciiiiiiii i e e e et e s e e e e e e e ettt s e e eeeeee e ttaa s seeeeeeeesensaaaeeeeeesennennnaaeeeaees FR-4
Biosolids / Sewage Sludge Removal (Wastewater Treatment Plant) ... PW-7
Blue Ray-R / Other UNaErable MEOIAL........coii ettt e e e e e ettt et e e e e e e s e bbb et et e e e e e e s bbb et e e e e e e e e ananeeees ED-2
Boards, Commissions, & Committees: External Organizations - Agendas, Minutes, Resolutions, or other documents ................ Cw-2
Boards, Commissions, & Committees: City Council SUBCOMMILEES ... Cw-1
Boards, Commissions, & Committees: Internal / Employee Committees or Task Forces - All Records.............cccoooeiiiii. CW-2
Boards, Commissions, Committees & Task Forces - Citizen Advisory - AGENDAS & STAFF REPORTS ... Cw-2
Boards, Commissions, Committees & Task Forces: Citizen Advisory Created by the City Council - MINUTES .............cccvvvnnnnnn. CW-2
Boards, Commissions, Committees & Task Forces: Citizens Advisory - RECORDINGS - AUDIO of meetings .............cooooooeee. CW-2
Boards, Commissions, Committees & Task Forces: Citizens Advisory - RECORDINGS - VIDEO of meetings..........cccccceeeerinnnee. Cw-2
Body-Worn Cameras, Officer RECOIdINGS - EVIAENCE.........uuiii i e et e e e e e e e ettt s e e e e e e e e e tea s e e e e e e eeeanrenaaeeeaees PD-4
Body-Worn Cameras, Officer Recordings - NOt EVIAENCE ... PD-4
Bonds (Performance Bonds, Subdivision Bonds, Letters of Credit) ... CC-2
Bonds (Revenue) Official Statements / Transcripts / Certificates of Participations (COPS) / €1C. .........ovcuiviiiiiiieiiiiiiiieece e FIN-2
Bonds, Investment (Receipts / Advisor Reports / Trade TICKEIS / LAIF) ...t e e e e e e e e e e e a s FIN-3
Booth Permits, Consumer Fireworks (Financial Data, €1C.) .........ccooi i FR-3
Boundaries / ConsSOlidatioNS / LAFCO .. ..o CD-3
Bridges - Agreements & CoNtractS (INfrASIFUCLUIE) .......oiiiiiiiii e e e e e et r e e e e e e e e ettt s e e e e e e e eeteraa e e e e e eeeeeeennananas CC-1
Brochures: Reference Materials — Produced by Other Departments..........oooiiii CW-6
Brochures: Reference Materials — Produced by OutSide OrganiZationNsS .........oocuuuiiiiiiieeiiiiiiiiie e e e CW-6
Brochures: Reference Materials — Produced DY YOUT DEPArTMENT .......uiiiiiiiiiiiiiiiie ittt e e e e e e e e e e aanes CW-6
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0o [o ]y KRR (o] o] (=To [ [ g - | PP PP PPPPPPPPPPPPPPN FIN-2
Budgets - Preliminary, Proposed, Backup DOCUMENLS (COPIES) ...cevrrrrruuiiiiieeeieeeeiiiiisseeeeeeeeetttsssseeseeeeettnnnseeeesseessssnnaeeeeseeesssnnnnans FIN-2
BUIIJING & SAIBLY ... ittt oo oo s ettt ettt e e o444 a s b bbb ettt e e oo a4 e n R b bt ettt e e e e e e s e nn bbb b e e e e e e e e e s snnbbnneeeeas CD-1-CD-2
BUIlAING ACHIVILY REPOIMS (COPIES) ...uuttteeeteeeeiiaaitttt ettt e e e e ettt ettt e e e e s 4 bt ettt e e o444 o s R R b et ettt e 224 4o R R e e ettt e e e e e o4 e e bbb e ettt e e e e e e a bbb e e e e e e e e e e e nnnnnnes CD-2
R TUT o TaTo =T g LI = L= o = T CD-1
Building Permits (Construction Notices, Compliance Orders, €1C.) ... CD-1
Building Permits, PIan ChECKS (COPIES) .....eiiiiiiiiiiiiie ettt ettt et e 4 ekttt et e e e e e e e bbb ettt e e e e oo e aa b bbbt e e e e e e e e e nnbbb s e eeeeeeeenannnrees PW-5
Building Plans - Cancelled, Expired, Or WIitNAIraWn ...........ooo i CD-1
Building Plans - Finalled - Industrial, Commercial, Multi-Family Dwellings, Places of Public Accommodation, etc......................... CD-1
Building Plans - Finalled - Single Family Residential - SFR and APPUIENANCES ..........coiiiiiiiiiiiiiieee e CD-1
=]0]1 o[l aTe RST=To N A o [=To N ad=ToTo] (o [] o F J PP P PP PPPPPPR PPN PD-2
Buildings - Agreements & Contracts (INFFASIIUCIUIE) ......ccuuuuiiiiii i e e e e e e et s e e e e e e e e e et s e e e e e e e eeaeraa e eeeeeeeeeernnananas CC-1
BUS / VERNICIE PIOCUIEIMENT ...ttt ettt oottt et e e e e e s te ettt e e e e e e e e s s bttt et e e e e e e e oan s b b te et e et e e e e aannbbbe e e e e e e e e e ennsbbeeeaeeeeeenannns PW-15
U e T o [ =To [ (o] o= IO PP PPP TP PPPPPPPPRPPPN PW-15
Business License & Permit Applications and CRANQES .........ciiiii i e e s e e e e e e e e et r e e e e e e e eettrar e e e eeeeeneernna s FIN-4
BUSINESS LICENSE & PEIMIL DABDASE .....coii ittt ettt e e e e e e ettt e e e e e e s e bbb ettt e e e e e e e e sttt bt et e e e e e e aannnbbseaeaeeeeeennnnrees FIN-4
Business License & Permit RENEWAS ........ccooo i, FIN-5
BUSINESS LICENSE & REBVENUE ... FIN-4 — FIN-6
Bylaws - Boards, Commissions, Committees & Task Forces: Citizen Advisory Created by the City Council ................cc.ccc. CW-2
C

(0= To [ e o (oTo =10 g ER= g o l o o] =T o £ TP PP P PP PP R PPPPPPPPPPPPPI FR-2
Calendars - Redistricting Web Page / District Boundary WED Page.........ocuuiiiiiii i e e e et e e e e s e e annan e e e e e eeeees CC-6
Calendars: Correspondence — Transitory / Preliminary DIAfLS ... i e iiiiiiiiieeiiieiiieiisseseesissessssssssssesrssssssrsrseseersreerrer————————. CW-3
(O 111 (o] ga 1 F- N 21011 (o [0 o [K oo [ ST PTPP R TPPPPPPPPPPPR CD-2
California Civil Rights Department (CRD) Claims / HArassmMeNt ClaiMS....... oo iiiiiiiiiiiiiii e eee et e e e e ee s s s e e e e s eeeennan s e e e e eeeeennnnns HR-1
Cal-OSHA Logs - 200, 300, 301, 301A, Cal-OSHA INSPECLIONS OF CitatiONS........uvuuiieiiieiieriirerirrerererrerrrerrrrrrrerreee———————————————————. HR-4
CAalPERS - BENESIt PIAN DOCUMENTS .....uuutiiiiiiitiieiieatieesteeseseeseessessssessessseessesssessseesssssssesseessesesssssssssssssssssssssssssssssssssssssssssssssssssssssnnnnnes HR-1
CalPERS Reports - Annual Valuation Reports, Actuarial Valuation REPOIMS........cooiiiiiiiiiiiii et FIN-6
CalPERS Reports, Annual Valuation Reports, Actuarial Valuation REPOIS.........ooouiiiiiii it e e e e e e e e e e eeeenneas FIN-6
CalTrans Aeronautics INSPECHIONS (ANNMUAI) ......coiiiiiiiiii ettt e e e s et et e e e e e e o e bbb e e e e e e e e e e e bbb e et eeeeeenaannbbenneeeaeeeans PW-1
Cameras, Body-Worn: Officer RECOrdiNgsS - EVIOENCE........ccoi ittt e e e e e e e e e e e e s e reeeeeeeaaan PD-4
Cameras, Body-Worn: Officer Recordings - NOt EVIAENCE ........uuuuiiii it s e e e e e e e et s e e e e e e e e eattaa e e e e e e s eeeerennaneeeeeeeennnnns PD-4
Campaign Filings (FPPC 400 Series Forms & Form 501): Successful Candidates (Elected OfficialS) ..........ccuvvvvveriveiiveiiieiiierinnnne, CC-3
Campaign Filings (FPPC 400 Series Forms & Form 501): Unsuccessful Candidates (Elected Officials) .........ccccceeiiiiiiiiiiiienneennns CC-4
Campaign Filings (FPPC 400 Series Forms): Other COMMIEES (PACS) ....uuiiiiiiieiiiiiiiii ettt e e e e e e e e CC-4
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Campaign Filings (FPPC 400 Series Forms): Those Not Required To File Original With City Clerk (COPI€S) ........ccceviiiivirireeeeennnnns CC-4
Camps - Registration / Applications / Liability FOIMS [ ©TC. .....cuuiieii i e e e e e et s s e e e e e e e eeraa e e e e eeeeeenne P&R-2
(0= T [of=T | [=To I =W T (o ] oo o F= 0 RO PP PTP P TPPPPPPPPPPPR CD-1
Cancelled Loan Applications / Potential Buyers (First Time HOme BUYEIS, E1C.).......cc.uuiiiiiiiiiiiiiiiiiieee e CD-3
Candidate File: Nomination Papers, Candidate Statement Forms, Ballot Designation Forms, etc. - Successful Candidates.......... CC-4
Candidate File: Nomination Papers, Candidate Statement Forms, Ballot Designation Forms, etc. - Unsuccessful Candidates...... CC-4
Candidate Statement Forms - Candidate File, SUCCESSTUl CaNIOALES .........ovevuiiiiiiiie ettt e et e e e e e e e e e e eaaas CC-4
Candidate Statement Forms - Candidate File, UnsSucCessful CanQidates .............couiiiiiiiiiiiiiiiiiii e e e CC-4
Candidate Statements for Sample Ballot - General, Working or Administration Files (EI€CtIONS) ............vvvviviiviiiiieriieiiieeiieeveeeveenee, CC-4
Candle Permits - Special Event PermitS / EXPIOSIVES PEIMNITS ........cuuiiiiiiiiiiiiiie ettt e e e e s st e e e e e e e s e b eeeeeeeeeeaaan FR-4
Canine (Police Service DOGS) PrOgram FIlES. ... i ittt ettt e e e e e e ettt e e e e e e s e e e e e e e e e s e nnbbreneeeeeeeaaans PD-3
CANNADIS BUSINESS PEIMTIES ... eeeiiieiiiiiitetiieei ettt eeee et teeeeeeeeeeeeeeeeeeeeeeeseeeseeese e e s e e e s e e e s e e e e e e e s e e e s s e e e e e e s e e e s e e e e s e e e s e e e e e e e e e e e eeneeeeeeneeeeneenneenes PD-7
Capital Improvement Project “As-BuUilt” (ENGINEEIING) .....uuuuiiieiiiiiiiiiiiitieieeetsteeteseseessrrerreesreeeerer.—r..—...——..——.——...—...——.—————————————————————————— PW-4
Capital Improvement Projects (CIP): AdMINISITAtION FilE ...........uuiiiiiiieieie et e e e e e e e e r e e e e e e PW-3
Capital Improvement Projects (CIP): Maintenance Projects (All RECOITS) .....oii it e e e e e e e e e e e e e eennens PW-3
Capital Improvement Projects (CIP): PEIMANENT FIlE .......uuuiiiiiiiiiiiiiiiitiieseiesteteseesesssssessessssseseesaesessasraesreerraesrrertreerrererrererr.————. PW-4
LOF= 1 (o ET 1= [0 I 11 =T YRR PD-7
Cards, Proximity (Employees and TENANTS) = AINPOITS .......ceiiiiiitttiieie e et ettt e e e e e e e e e e e e e s e e bbb e et e e e e e e e e bbb e et e e e e e e s aannbbenreeeeeeeans PW-2
(T o [SI =dTo [ 1Y (o] o TR PP PD-7
(07 100 SRS oo To | =T gl (oo o1 [=1S) IR PTPP R TPPPPPPPPPPP CC-7
Carry Concealed Weap0on (CCW) PEITTES ......cooiiiiiiiiiiiiee oottt e ettt e e e e e e et e ettt e e e e 44 e s bbb e e et e e e e e e e e bbb e e et e e e e e e s aansbbnnneeeeeeeaaans PD-7
Case Files & StatemMents, COllECHION AQEINCY ... .cciiiiiiiir e e e e e e e e e e e e et ettt rseeeteeeattsaataeeeeeeeattaannaseeeeeeeesntnnnsaeaeeereennnnns FIN-5
(O T ot LTSI AN o =1 (=] £ 1 1=] 0| ST PTPPT PD-2
(OF= 1 W o o L= J T T TP PP PP PPPPPPPPPPPPPI PD-4
Case Management Database, INVESHJALIONS .........c.uuuiiiiiiiiiiiiiiiis e e e e s s e e e e e e et e s e e e e eeeae et aseeaeeeeaatena s aeeeeeeeensennnnaseeaeeernnnnns PD-3
Case Reports: ACtIVE Pre-SENTENCING WAITANTS ............uuireeireeeieerieeteeeereeereeeeeerseeereeereeeaee..—e...errrerrrerrrerrer..——..—..—...—.————————————————. PD-4
(07 LTl =T oo K Y | @1 0= £ PP PP PP PP PPPPPPPPPPPPR PD-7
Case Reports: Child Abuse or Neglect - Substantiated, AQUIT SUSPECT..........euuiiiiiiiiiiiiieeiieeie ettt ee e ee e eeeeeeeeeeeeeeeeeeeeeeeeeeeeeees PD-4
Case Reports: Child Abuse or Neglect - Substantiated, JUVENIIE SUSPECT.........cciiiiiiiiiii e e e e e e e e e eeaaens PD-5
Case Reports: Child Abuse or Neglect - Unsubstantiated / INCONCIUSIVE ...........uvuiiiiieiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeseeeeeeeeeeeeaeeeaee PD-5
Case RePOItS: CrIMINAI - INO AITEST . ...ttt e et e e e e e oottt et e e e o4 e e h b e e ettt e e e a4 4a s bR e e ettt e e e e e e e nhb b e e et e e e e e e s e nnbbenneeeeeeeaanns PD-5
Case Reports: Detention Only UNAEr PC 849(D) .....c.uuuiiiiii it s e e e e e et e e e e e e e e e aeat e a e e e eaeeeeea st e eeeeeeeeetannnnseeaeeernrnnns PD-5
Case Reports: Factually Innocent Petition Accepted Records Sealed Pending DeStruCtion ..............eevvvviieiiieeiiieiieiieeeeeeeeeeeeeeeeeeeeee PD-5
Case Reports: HOMICIAE - CONVICTION .......uuiiiiiiieiiiiiiieee et e e e e ettt et e e e e e ettt e e e e e e s sk bbb e ettt e e 2444 a s b bbb e et e e e e e e e aan bbb e e e e e e e e e e s annsbbbnneeeeeeeaanns PD-5
Case Reports: Homicide - No Prosecution or Prosecution with NO CONVICHION ...........uuiiiiiiiiiiiiiiiiiiiiiieiieeieeeeeeeeeeeeeeeeeeeeeee e PD-5
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Case RepOrtS: KiAN@PPING = ACLIVE .......ee ittt eeeeeeeeeeeeeeeeeeeeeeeseeeeeeeseeeseee s e eeseee s s e e s s e e s s e e s e e e s e e e s e et s e e e e e e e e s e e s s eeeeensseeesneeeeneenneenes PD-5
Case Reports: Kidnapping - FOUNA / RECOVEIE ........uuuiiiii it s e e e e e s e e e e e e e ee et r s s e e aeeeeaattaa e eeeeeeeeesenanneeeaeeeennnnns PD-5
Case Reports: Misdemeanor / Cannabis - Juvenile on School Grounds during SChool HOUIS ...........cccooiiiiiiiiiiiiieiiieeeeee e PD-6
Case Reports: Misdemeanor or Infraction - Adult Marijuana / Cannabis, Except Outstanding Stolen Property............cccccvvveeeeeennnns PD-5
Case Reports: Misdemeanor or Infraction - Juvenile Marijuana / CannabiS............couuuiiiiii i e e e e e e eeaaens PD-6
Case REPOIS: MISSING PEISON = ACHIVE .....uuuviiiiieiiietiietreeereeeeeeeeeesseesreeereeereeeaeeeseeereeereerrrerrserreerrrerrrerrrerrer...........—.—.—————...—————. PD-6
Case Reports: MisSing Person - FOUNG / RECOVEIEU........cooiiiiiiiiiiiiiie ettt e e e e e s sttt e e e e e e e bbb e e e e e e e e s e nnsbbeneeeeeeeeaaans PD-6
Case Reports: Non-Criminal (Informational, Agency Assist, Suspicious CirCUMSIANCES, EIC.) ......uuiiiiiiieiiiiiiiiiiiee e PD-6
Case Reports: OffiCer-INVOIVEA SNOOTINGS ... ....uuiiiiiiiiiiiiiiiieieeieieeeeeeeeeeereeeseeeaeeeseeeseaeseeeaeeersaereeaetertaerrearrerrrererererreerererreerrrrrrrrerr PD-6
Case Reports: ReQISIrANTS: AISON = AGUILS ......ccoiiiiiiiiiii ettt e e e e e ettt e e e e e e s s e s bbb ettt e e e e e s e aab b b e et e e e e e e s annsbbbnneeeeeeeaanns PD-6
Case Reports: Registrants: Arson - Juveniles Released from California Youth AUthOrity ..............ooviiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee PD-6
Case Reports: REQISITANTS: NAICOTIC. .. ....uuiuiii e e ieeeiiis e e e et r e e e e e e e ettt r e e e e e e eee ettt tseeeeeeeaeettan s aeeaeeeeesstnnssaeeeeeennsennnnnsaeeeeernnnnns PD-6
Case Reports: Sealed Adult, Juvenile and Ward Cases (Except Sealed Childhood Sexual ASsault) ...........cevvvevveveiieeieeeeeeeeeeeeeeeeee, PD-6
Case Reports: Sealed ChildN00d SEXUAI ASSAUIL..........coui it e et e e e e e e e r e e e e e e e s e nb b e e reeeaeeeaaans PD-7
Case Reports: Sexual ASSAUIL - CONVICTION .......ciiiiiiiiiii e e e et s s e e e e e e e ettt e e e e eeeeeae et aeeeaeeeeeetenanreeeeeeeensennnnseeaeeeennnnns PD-7
Case Reports: Sexual Assault - No Prosecution OF NO CONVICTION ........ueiiiiiiiiiiiiiieieieeeeieeeeeeseeesseeseeeseesseeesssessseeseerererrarrrrerrererrererere. PD-7
Case Reports: SUICIAE OF NALUIAI DEATN .........ooii it e e e e e e et e e e e e e e e e bbbt e e e e e e s s anbbbbnneeeeeeeaaans PD-7
Case Reports: Traffic COIISIONS = FALAL .........ooiiiiiiiii e oo oot et e e e e e et e e e e e e e e e e e e e e e s e s bbnnreeeeeeeaaans PD-7
Case Reports: Traffic COllISIONS = NON-FALAL...........uuiiiiiiiiiiiiieie et eeeeeeeeeeeseeeseesseeessaesseassassaesssassaasssassassssasssssssassssssssrssssssnnerees PD-7
CaSE REPOIS: USE OF FOITE ....ueiiiiiiiiiiiiiiiee ittt e ettt et e e oo oo bttt e e e oo oo sk kbt sttt e e e e 44 4a R bbb b ettt e e e e e e e a bbb et e e e e e e e e annsbbbnneeeeeeeaanns PD-7
Case Reports: Vacatur Relief Granted by Court - Victim of Human Trafficking, €tC. ...........oeuiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee e PD-7
Case Reports: Vacatur Relief Granted by Court - Victim of Human Trafficking, €tC. .......c.oooviiiiiiii e, PD-7
Cash Receipts Detail / Backup / Accounts Receivable Detail / Refund Detail..............uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiinesnenennes P&R-1
(O 1] g T=Tod =T o] K ST OO PPPP R TPPPPPPPPPPPR FIN-5
L= ] T LT o0 5 £ FIN-5
(081 a1 3 =T 0 To ] PP FIN-5
Catalogue, Enterprise System (POSTEA ONIINE) ........uiiiiiiiiieeeiiit ettt e e e e et et e e e e s s s bbb e et e e e e e e e e aab b b e e e e e e e e e s aansbbenneeeeeeesanns ED-2
Catch Basics - Operation & MaintENaNCE, STOMMIWEALET ..........uuuuuuuueuuetuuieeuueeueeeueeeaeeeaeeeaereeeeeeeeaeeeeeeeeeeeeneeeeeeeeeeenssssssnnssnnssnnssnnssnnssnnes PW-14
Categorical Exceptions (Environmental DeterMinationsS)............uiiiiii i e e e e e e e e e e e e et s e e e e e e eesentaaaeeeeeeeenrnnns CD-4
Cathodic Protection Maintenance Records - Underground Storage Tanks (City Owned - Removed)..........cccvvvvvviieiiiiiiiiiieeeeeeens FR-5
CCBs (City Council, Committees, Commissions, and Boards) Historical List Of MEMDErS.............uuviiiiiiiiiiiiiiiiiiiieiiiieeieeeeeeeveeeeeeeeee CC-3
CCBs (Committees, Commissions, Boards) Applications - SUCCESSTUL .........oiiiiiiii i e e e e eeaeeas CC-2
CCBs (Committees, Commissions, Boards) Applications - UNSUCCESSTUL .........uuuiiiiiiiiiiiiiiiiiiiiiesiiiseiseessesssesssssseeeseesseessseerreerere————— CC-2
CCBs (Committees, Commissions, Boards) Maddy Act LiStS / VACaNCY NOUCES ..........uuuiiiiiiiiiiiiiiiiiiieie et eee e e e CC-2
CCBs Members (City Council, Committees, Commissions, and Boards) - Oath of OffiCe.............uuuiieiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeee CC-5
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(L@ IV A @ 11 1 -1 | I T o = SRR SUPOPPPPSSRR PW-7
CCW (Carry Concealed WEAPON) PEIMILS ........cciiiiiiiiiii s e ee e e e e e e e e e et e s s s e e e e e e e aett e s eeeeeeeae ettt seeaeeeeenttsasaseeeseeensennnnsaeeeeernnnnns PD-7
CDBG (UNSUCCESSFUL Applications, COMMESPONUEICE) .......uuteiiiieeeaaiiiiieeeeeeeeeesaaibtee ittt e e e s s aastbass et e e e e e e s asabbse et e e eeeessaabbeseeeeeeeeaans Cw-4
CDBG (Community Development Block Grant) / Reimbursable Claims / FEMA Reimbursements................uvvvevieevieeeieeeeeeeeeeeieenne. CWw-4
CDBG-Funded Housing Projects - Housing Programs, With Recapture / Resale ReStriCtion ............ccovvvviiiiiiii e CD-2
CDBG-Funded Housing Projects - Housing Programs, Without Recapture / Resale ReSIHCON .............vvvvviiivieiiveriieiieeeiieeveeeeeenne, CD-3
CD-r/ Blue Ray-R / other UNalterable MEAIA .........c..uueiiiiiei et e e ettt e e e e e e e bbb et e e e e e e s e bbb aneeeeeeeeaaans ED-2
CEQA (Environmental DEEIMUNATIONS) ... . eueieeeiiiiiiiteeet e e e e ettt e e e e e e e bbb et e e e e e e s s s s e e e e ettt e e e e e e s s bbb e e et e e e e e e e e s bb e e et e e e e e e e s nnbbnnreeeeeenans CD-4
(0L gu1ilor= 1 (=T o )l @F0] 1] o] =T a o] TP PPPPPPPPP PW-4
Certificate Of OCCUPANCY (COTO) ..oiiiiiiiiiiiiiiiii ettt e e e e e oottt e e e o4 oo a b bbbttt e e e o444 e R bbb e e et e e e e e e e na b bbb et e e e e e e e s nabbenreeeaeenans CD-1
Certificates Of DISPOSAl (COMP / FO) ...ttt e e oo ookttt e et a4 e s b e ettt e e e e e e e h b b e ettt e e e e e e e e n bbb e e e et e e e e e e nnbnnneeeaeeas PW-10
Certificates of Disposal, Hazardous Waste (ENVIroNMENtal SEIVICES).......uuuuiiiiiiiiiiiiiiiii e e eeeeettes s s e e e e e e et s s e e e e s e eaenr s s e e e e e eeennnnns PW-7
Certificates of Participation (COPS), BONUS (REVENUE) ........uuuuuierirerreerreesseessssessssssssssssssssssssssssassessssssserseree......——.—————————————————————— FIN-2
(O 4 1o (PP CA-2
(0L =T 5 1] (oF= 1 (=TT = ot I =11 1V PP CC-5
Certificates, Insurance - Capital Improvement Projects (CIP), Administration File ................uuviiiiiiiiiiiiiiiiiiiiiieeieeeeeereeeesseeeesereeeeeeeae. PW-3
(@72 ¢ 11 Tox= 1o o PP FR-6
Certifications, AQMD - Vehicle & EQUIPMENT HISTOIY FIlES ..........uiiiiiiiiiiii et e e PW-11
Certifications, Safety - Vehicle & EQUIPMENT HISTOIY FIlES......u ittt ee e aaaaeaaaeeaeraarssasssaassasssnnssnnesnnssnnes PW-11
Certified Payrolls - Capital Improvement Projects (CIP), AdMINISration File...........ooiiiiiiiiiiiiiiie e PW-3
Certified Payrolls, Agreements & Contracts ADMINISTRATION (WITH Grant FUNING) ....cooviiiiiiiiiiiieeaiiieeeee e Cw-1
Certified Payrolls, Agreements & Contracts ADMINISTRATION NOT funded by a grant .........cccooooeeiiieiiiiiiiiie e ee e Cw-1
CRAIN Of CUSTOUY = STOIMIWALET ... . uuuietiieieisieeetiesteeeeeeeseessesereeereeeereesaeeseaesssessassssesssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssnes PW-2
Chain of Custody and DiSposal RECOIIS, EVIAENCE .........cooiiiiiiiiiiiiii ettt e e e s et e e e e e e e s e bbb e et e e e e e e s e aabbbneeeeaeeeaaans PD-4
Chains of Custody & Lab RePOIS: LEAA & COPPEY .uuuuii e eiieeeiiiiit e e e e ettt ir e s e e e e e e e ettt ar s e e e e e e eeeteaa s aeeeeeeeeeeasa s aeeeeeeressnnnnsaeeaaerennnes PW-13
Chains of Custody (Bacteriological and Organics) - POtable WALET ............uuuuuiiuuiiiiiiiiiiiiiiruriereiintenen—.——————————————————. PW-13
(O g F= 11 g o] H OA TS (oo YA (@3 4 T=T 0 1o 1) ISP PP PPTPPPR PW-13
Chains of Custody: Wastewater Treatment / RECYCIEA WALET .........ooiii ittt e e e e e e e e r e e e e e e PW-8
Change Orders - Capital Improvement Projects (CIP), PErmanent File ........cccoo oot e e e e e e e e e e e eenneas PW-4
Chats, Staff Videoconference: Correspondence — Transitory / Preliminary DraftS ... CWw-3
Check Request - Accounts Payable / INVOICES @Nd BACKUP .........uiiiiiiiiiiiiiiii et e e e e e e e s e e e e e e e FIN-1
L =T o =0 [ 1S =P PW-7
Checklists: Correspondence — Transitory / Preliminary DIAfLS ... e iiiiiiiiiiiiiiesiiisiseeseesiesessssssssssssrsssesssseeereerereerrer—.—————. CW-3
(O 1T od < PP FIN-5
(04 g T<Tod ST L (o= 1< aT<To R =Y o] g =T | FIN-2
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(O 1T o g or= 1RO LY LT o L] A o] o PSPPSR CW-5
Chemical, Potable Water: Lab Reports & ChaiNs Of CUSTOAY ........iiiiiiiiiiiiiiiei et e e e e e e e et s s e e e e e e e eeraa e e e e eeeeeennes PW-13
Chemical: Lab Reports & CRaiNS OF CUSTOY .........iiuuiiiiiiiieeeieiit et e e e e e e e s e e e e e e e e e e e bbb ettt e e e e e s e e bbb e e e e e e e e e e asnasbeneeeeeeas PW-13
Child Abuse or Neglect - Substantiated, Adult SUSPECTE - CASE REPOIS........uuuiiiiiiiiiiiiiiii it e e e e e e e e e e e PD-4
Child Abuse or Neglect - Substantiated, Juvenile SUSPECE - CaSE REPOIMS.....ciiiiiiiiieiiiiii e e e e e e et e e e e e e e e e e e eeeeerenns PD-5
Child Abuse or Neglect - Unsubstantiated / INCONCIUSIVE - CASE REPOIS ........uvuurieeiieiiieeiiieiieeereeeeersreereersrerreerereerererrer—————————. PD-5
Children’s Programs - Activity / Special Programs / Special Event Files & Reports / ABC PermitS ..........cccccvvvvevivumiiinennmnnnnnnnnnnnnns P&R-1
Chlorine Residuals and Chemical: Lab Reports & Chains Of CUSTOAY ...........uuiiiiiiiiiiiiiiiiiiei e PW-13
L4 | [ E= 0 =03 1 0] o = PW-11
(O | ] oT=Tod 1 0] I PSP P PP PSPPI PW-13
Christmas Trees - LIMITEA TEIM POIMIT ... ... e i ittt ettt e aeeeeeeeeeeesaeeeeeeeeeeeeeeseessessses s sssessessse s s s e s s s s s ss s s s s e s s sssssesssssssensnnnnnnnnnes CD-5
Chronological: CorreSPONAENCE — ROUTINE ... .ciiiiieiiii e e e e e e e e e e ettt s s e eeeeeeate st seeeeeeeeaesaaan s seeeeeeesnnsnnnaeeeeeeennnnnns CW-3
CIP (Capital Improvement Projects): AAMINISIIAtiON FlE ............uuiiiiiiiiiiiiiieiiieiiieeieeseeesreeseeeeseesaeseseesrseeesesraesararsereraersrrerrerrrerrrrera... PW-3
CIP (Capital Improvement Projects): Maintenance Projects (All RECOIIS) .......ouiiiiiiiiiiiiiiieeee it e e PW-3
CIP (Capital Improvement Projects): PErmManENt FilE ........ccooiiiiiiii st e e e e et s e e e e e e e e e aeaa s s e e e e e e s aentn s e eeeeeeeennnnns PW-4
Citations / Code Enforcement Actions / Notices Of ViolatioNS (AINPOIL) .........uuuuuuerreerrrerieerreeerrereererrrerrerrrerreerrer——.————————————————————————— PW-1
L] = 11T 1P FR-4
(081 = 100 ET Ao 0 41T TS 1= 1LY/ TR PD-2
o012z 1 (o] E T O |l I =1 0 F TR PW-1
(01 =110 F TN I 7= 1 {2 PD-8
Citizen Advisory Created by the City Council - AGENDAS & STAFF REPORTS ...ttt Cw-2
Citizen Advisory Created by the City CouncCil - MINUTES ...t e e e e e et s s e e e e e e e aant s e e eeeeeeennnnns CW-2
City Anniversaries - Historical Records, Photographs, & HiStoriCal PrOJECES ............uuuiiiiiiiiiiiiiiiiiiiiiiieeiseeisssssessssessesseeesserrresreree.. CC-5
(1Y AN A (o] 1 1=V o] 11 1 E PSP PTPP P PPPPPPPPPPPR CA-1
City Attorney OpinioNs and OPINION INOEX ......ieiiiiieiiiiiis e e e e e e e et e e e e e e eeeaett s eeeeeeeaetttan s eeaeeeeeettnnsasaeeseeesrennnnnseeeereenrnnns CA-1
(O] Y22 1 (0] 1 1= PP PPPPPPP CA-1-CA-2
(O31 4V 1= 4 PP OO PPPPPPRPP CC-1-CC-7
City COUNCIl - AQENUA PACKELS .....oiiiiiiiiiit ittt ettt e e e o4 4ottt e e e o444 kb et ettt e e 4444 a R R b e e e et e e e e e e e e nn b b e e et e e e e e e e e nnbbenneeeeeenaans CC-1
0113V OTo 0] [or | I AN U T [To o] giV4To [=To TN = {0 (o 1o <R CC-6
CILY COUNCII = IMINUEES ...ttt oo e 44ttt e e 4444 o sk bttt et e e e 4o 444 R Rk bttt et e e e 4444 a R bbb e e et e e a4 4o e bbb e et e e e e e e e anabbenneeeeeeeaans CC-5
CitY COUNCIl - RESOIULIONS ...ttt e oo 4ottt e e e o444k E e e e ettt e e 2444 R bbb e ettt e 44444 o Rk bR e ettt e e e o4 e 4R bbb e ettt e e e e e e e bbb e e e e e e eeeeas CC-6
City Council Correspondence / City Manager COIMESPONUENCE ........cciviiiriiiiiiieeeeeeeiiia e e e e e eeeeattra e e e eeeeeeattaa s eeeeeeeeennnaaeeeeeereernnns CM-1
City CounCil SUDCOMMILLEES = All RECOITS .....uuiuiiieiiiiiiiiiiieeeieeeteeteeeesesseeessaesseeesaessessstessaessesereesrssessssssssssssressssssssssssssssessssssrssresssmnnnnes Cw-1
City Council, Committees, Commissions, and Boards (CCBs) Historical List of MEMDErS..............uviviiiiiiiiiiiiiiiiiiiieiieeeeeeeeveeeeeeeee CC-3
City Council, Committees, Commissions, and Boards (CCBs) Members - Oath of OffiCe............ccuviiiiiiiiiiiiii e CC-5
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L0 Y = Lo 11 =S = Y| 1A [ S = ox 1 o] g T PW-11
(O 14V F= T = Vo [ g @ T =17 0T o 1= o o = P CM-1
City Manager Reports: Annual Reports, MONthIY REPOITS ..........uuiiiiiiiiiiiiiiie et e e e e e e e e st eeeeeeeans CM-1
L0413V (Y =T g T To =] PP PPPP PP PPPPPPPPPPPPN CM-1
L 1V o T =P CA-1
City Seal - Historical Records, Photographs, & HiStOrCal PrOJECIS........uuuiiiiiiiiiiiiiiiiiiieiieeiteetsesiesessssssesssesresssesssrerseersrrerrerrrrer———————. CC-5
(O 7= T g T 1 1 PP HR-4
Claim Runs, Workers Compensation / MONENIY REPOIS........o.iiiiiiiiee ettt e e e e e e e e e e s e rreeeeeeans HR-5
L3 =11 0 PP RRPPPPPPPPPRRPRR HR-5
Claims, Non-Industrial LONg Term DiSADIIILY .........oiuuiiiiiiiiee ettt e e e e e s s s bbb e et e e e e e e e bbb e e e e e e e e e s s nnbbenneeeeeeeans HR-3
Claims, Workers Compensation / Long Term Disability Claims (Accident, Incident, or Injury Reports from Employees) ................ HR-5
L = TSI T o] PW-10
(O o TSR {01 (=7 £ R PPRR PP P&R-1
Classification / Reorganization Studies (Employee Classifications / Department StrUCUIES) ...........euvvieeiiiiiiiiiiiieeee e ee e HR-1
(O 1= TS o= a0 TS 01T o 1 o= U1 o 1 PP HR-2
Closed Session Memos and Related Closed SESSION MALEIIAL ..........coiiiiiiiiiiiiiie e e e e e e e e e s s eeeeeeeeeeaaans CA-1
Cloud Backup, Immutable (INformation TECHNOIOGY) ......ccieiiiiiiiiiiiiii e e e e e e e e e e e e s e bbb e e e e e aeeeaaan ED-2
CMMS / CRM Database - Work Orders / Service Requests, Not Entered / Partial Entry (FO).........ovviiiiiiiiiiiiiiieee e PW-15
CMMS Database - Work Orders / Service ReQUESES (COMP / FO) ..uuuuuuuiiiiiiiiiiiiiiiiiiiuiinurienrirerierrrereea . —————————————————————————————————————. PW-11
CMMS Database - Work Orders / Service ReQUESES (COIP) .....uuurtieiiiieeeiiiiiieeieee e e e et sttt e e e e e e s s b ee e e ae e e e e s s abbe s e re e e e e e e aanabaeneeeaees PW-12
CMMS Database - Work Orders / Service Requests (ENVIroNMeENtal SEIVICES)........ccuuuiiiiiiiiiiiiiiiiiiee e PW-9
Coastal Permits - Docks and Piers Permits (Residential & COMMErCIAl) ......ccooeeiiiiiiiiiii e e e e e e e e eenes PW-10
(o]0 (S0 =g (o] fot=T 4[] 0| AES] (0] 011117 1= PP PRRPPPPOPPPPRPPR PW-3
Code Enforcement Actions / NOtiCES Of VIOIAtioNS (AINDOIT).......uurriiiiiieeieiiiiee ettt e e s e e e e e e e s e e e e e e e e e s s nnabbeneeeeeeeeans PW-1
(OTaTo LI Y gy o] foT=T L= T I F= = o T T = PP PD-2
(O T0 [0 =y o) (o] of =T 4 1= o | A PP POPPPPPRRPR PD-2
(OT0To LT = o) 0] £ o= 3 =T o1 PP PD-2
(O0) (O N (Ot gi] o= 1 (=]l @ ToTolF| o= o0y PP OO PP PP TPPPPPPPPPPPPN CD-1
Collections / Collection Agency Case Files & Statements / DelinqUeNt ACCOUNLS .......uueiiiiiiiieiiiiiii e e e e e e e e e e e e e e e e e eeeeeeens FIN-5
(@0 0] 0 LT 1 ST ad F= T a O T o < CD-2
Commercial BUilding PIans, FINAIEA ............uu ittt eeeeeeeeeeeeeaeeeeeeeeeeeeeseeessesessesassessssssesssssssesssssssesssesssessssssssssnnssnnnnnes CD-1
Commission, Planning - General, Working or Administration Files (EIECHONS)...........iiiii i e e e e CC-4
Commissions, Committees: Citizen Advisory - AGENDAS & STAFF REPORTS.......uuiiiiiiiiiiiiiiiiieiieeisesreesssessessssesssessseesresrersnsee. CW-2
Commissions, Committees: Citizen Advisory Created by the City Council - MINUTES ...t Cw-2
Commissions, & Committees: External Organizations - Agendas, Minutes, Resolutions, or other documents ............cccceevveveeenee. CW-2
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Commissions, & Committees: City COUNCIl SUDCOMIMITIEES .........uu i iiiiiiiiiiiiiieeiieteeeeeeeeeeeeeeeeeeeeeeeeeeeeeaeeseeesaeeeessseeeseesssessseeseenseesnennnnes Cw-1
Commissions, & Committees: Internal / Employee Committees or Task Forces - All RECOIdS .........ooovviviiiiiiiii i CW-2
Commissions, Committees & Task Forces: Citizens Advisory - RECORDINGS - AUDIO of MeetingsS.........ccuvvvevieeeeiiiiiiiiiiieeeeeens Cw-2
Commissions, Committees & Task Forces: Citizens Advisory - RECORDINGS - VIDEO of MEetingS .........cuvvvieveeeeiiiiiiiiiiieeeeenns Cw-2
Committees & Task Forces: Citizens Advisory - RECORDINGS - AUDIO Of MEELINGS .....covviiiiiiiiiii e ee et e e e e eennens CW-2
Committees & Task Forces: Citizens Advisory - RECORDINGS - VIDEO Of MEELINGS......cuuvvriiriiiiiiiiiiieeiieriiesseesirereeeessesrresreesnnee. CW-2
Committees, Commissions, and Boards (CCBS) ApPlICAtiONS - SUCCESSTUL .........coiiiiiiiiiiiiiie e CC-2
Committees, Commissions, and Boards (CCBs) Applications - UNSUCCESSTUL ..........ccuiiiiiiiiiiiiiiie e CC-2
Committees, Commissions, and Boards (CCBs) Maddy Act Lists / VacanCy NOUICES ..........uuurvuriiiriiieiiiiiiiiriserseeesressreesserrreerereee.. CC-2
Committees: Citizen Advisory Created by the City Council - AGENDAS & STAFF REPORTS ......ovviiiiiiiiiiiiiiieeeeeevevvveeveeeeeeeeee CW-2
Committees: Citizen Advisory Created by the City CouncCil - MINUTES ..o e CW-2
Committees: External Organizations - Agendas, Minutes, Resolutions, or other doCUmMeNts ............ccccvviiiiii i e CW-2
CommMItteeS: City COUNCI SUDCOMIMUTIEES ... . uuuiuiiiiiiiirieiseeeseeeeeerereerreesreereeeseaeeseereeesraes.aestesereerreseseesrsesrsesressnressssssrsssmmmrrerrrrrrmmmmmmrm Cw-1
Committees: Internal / Employee Committees or Task FOrces - All RECOITS ........coiiiiiiiiiiiiieeiiii e CW-2
(@0 00T 18T g1 To%= 11 o] o =P ED-1
(0] 0] 001U T g TTo%= 110 0 1S PP POPPPPPRRPR PD-2
Communications, Environmental Agencies / Regulatory Agencies / Regional Board (EPA, DHS, €tC.).......ccccuvviiiiieiiiiiiiiiiiieeeeees PW-7
Communications, Environmental Agencies / Regulatory Agencies / Regional Board (EPA, DHS, etc.) - FO ......coooviiiiiiiiiiiiinnnenn. PW-12
Community Development / BUIlAING & SAfELY .......uuuiiiiiiiiiiiiiiiiiiiiiititieesieesesesaesssssssssssasessesssesssesssessessssesrsrereesraserrerrarrrrerrre. CD-1-CD-2
Community DEVEIOPMENT / HOUSING ......uuiiiiiiiiee ettt e e ettt e e e e e e e s bbbttt e e e e e e e an bbb s et e e e e e e e e e sbbb b e et e e e e e e e annnnees CD-2-CD-3
Community DeVEIOPMENT / PLANNING ........uuiiiiiiee ittt e et e e e e e e s bbb ettt e e e e e aa s bbb e et e e e e e e e e e snb b e e e e e e e e e e e annnnees CD-3-CD-5
Community Outreach / Notifications - Capital Improvement Projects (CIP), Administration File ...........ccccccvieeiii i, PW-3
COMMUNILY SEIVICES ..1vtttuutveruessresssssssesssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssessessnnes P&R-1 — P&R-3
COMPENSALION SUIVEYS & STUTIES ....coiiiiiiiiiiiee e ettt e ettt e e e e e e e bbbttt e e e e oo e s et bt e ettt e e e 444 aa R b bbb e et e e e e e e e e aa b bbe et e e e e e e e s nnbbnneeeeeeenans HR-1
Complaints / Concerns from Citizens (EXcludes POlICE OffICEIS) ...oiiiiiiiiiiiii e e e e e e e e e e e e e e aernea CW-2
Complaints aboUL PAti@Nt CAre, EIMS .........eiiiiiiiiiiieiiietiieieieeeeeeeeeeseeeeeesseeeseeesaesseaessassessssssssasssssssesssasssasssssssssssssssasssssssnnssnsssnsssensnnnsenns FR-2
Complaints, Customer: Odor / Taste / Visual Complaints (Potable WaLEr)............ooiiiiiiiiiiiiee e PW-12
Compliance Orders - Address FileS / BUIldiNG PeIMILS .......coiiiiiiiiiiiii ettt e e e e r e e e e e e s ab e e e eaeeeaas CD-1
Compliant, Peace Officer - Report to POST Commission - Reports to State or Federal AQENCIES ..........ooevviiiieiiieeirieviiiiin e eeeanns PD-2
Computerized Maintenance Management System - Work Orders / Service Requests (FO) .......oouvviiiiiiiiiiiiiiiiieiceeee e PW-15
Computerized Maintenance Management System Database - Work Orders / Service Requests (Environmental Services)........... PW-9
Computerized Maintenance Management System Database - Work Orders / Service Requests (Corp / FO).......covvvvieeiiiieennnnnnns PW-11
Computerized Maintenance Management System Database - Work Orders / Service Requests (COrp).........uvvvvveuriunrmnnninnennnnnnnn PW-12
Concerns from Citizens (EXCIUAES POIICE OFfICEIS) ....uiiiiiiiiiiiiiiiiiiie et a e e e e e e e e e bbb e e e e e e e e e s bbb e e eeeaeeeaas CW-2
Concerns, Customer: Odor / Taste / Visual Complaints (Potable WALET) ..........ouiiii it PW-12
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Concerts / Film Permits / Special Event Permits / SPECIAl EVENTS ........ooiiiiiiiiiiieoiiii et e e e Cw-4
Conditions of Approval - Approved Permanent Entitlements, Planning ProjeCt FileS .........cooviviiiii e CD-5
(%o a¥ilo =T a1 ur= VI T oY 0] 0 gF= UL o i1 L= PP PD-3
Confined Space Entries (ENVIFONMENTAI SEIVICES) ......uuiiiiiiiiiiiiiiit ettt e e e e e et e e e e e e s s r e e e e e e e e s b b e rreeeeeeeans PW-7
Confined Space Entries, Pre/Post Reports, INCIdent REPOIS - FO ...t s e e e e e et e e e e e e eeeeees PW-12
Consent Form with Assignment Of BENETItS: AGUILS ..........uiiiieieiiii ettt ee e eeeeeeeeeeeseseeeessassssssssssasessessssesssssseessesssesssnnseees FR-3
Consent Form with Assignment of BENEFITS: JUVENIIES .......ooiiiiiiiiiiii et e e e e e e e e s e bbb e e e e e e e e e aan FR-3
Conservation Programs / Rebate Programs / ChECK REQUESTS .........coiiiiiiiiiiiiee ettt e e e e e e e e e e e e e PW-7
(O] 0 1STo] o F= Ui o] g RS A I O L PRRTPPPPPPPPRRPPR CD-3
Construction Documents - Finalled - Industrial, Commercial, Multi-Family Dwellings, Places of Public Accommodation, etc. ........ CD-1
Construction Inspections - Private Land Development Projects / Job Files, Administration File ............cccoooiiiiiiiiiiiiiiiieeeeee PW-5
Construction Manager's Logs - Capital Improvement Projects (CIP), Administration File ...........cccooiiiiiiiiiiiiiii e PW-3
Construction Notices - Address Files / BUIlAING PEIMILS ........uu.uiiiiiiiiiiiiiiiiiesiieeesesersseresreesrreerrer.er.r—e..——.———.———————————..—.——————————————————————— CD-1
Consultants - Agreements & Contracts, not imaged (NON-INFTASIIUCTUIE) ..........ooiiiiiiiiiiiiie e e e CC-2
Consumer Confidence Reports, Water QUALILY ..........uuuiiiii e e et s s e e e e e ettt s e e e e e e e e e ataa s e eeeeeeeeeeasa s e eeeeeeeessannnsaeeeaeeennnes PW-14
Consumer Fireworks Booth Permits (FINANCIAl DAL, EIC.) ....uuuuuiiiiiiiiiiiiiiiieiieeeeeeeseeeseeeeeeeseeeseeeesessaeeseassseeeseesaeesseesssesaaessesssererresenereees FR-3
Continuing Disclosure Reports (COPS), BONAS (REVENUE) .........uuiiiiiieiiiiiiiiii it e ettt e e e s s e e e e e e e e st e e e e e e e e e s aaabbenreeeaeeeaaas FIN-2
Continuous Quality Improvement (CQI), EIMS ... .o e et e e e e e e e e et e e e e e e e bbb e e e e e e e e s e nb b b e reeeeeeeaaaa FR-2
Contract / Agreement (copy) - Capital Improvement Projects (CIP), Permanent Fil€............uuuuiiiiiiiiieiiiiiiiieiierieeeeeeseeeesseerresreseneee. PW-4
Contracts & Agreements (Infrastructure, Imaged JPAS, IMaged MOUS) .........cuiiiiiiiiiiiiiiiiie e e e e e e e CC-1
Contracts & Agreements (Non-Infrastructure, Professional Services Agreements, 1C.) .. ..c.uuuiiiiirriiiieeeeiiiiieiee e e CC-2
Contracts ADMINISTRATION (WITH Grant FUNAING) .....ccoooiiiiiiiiiii s e e s s e e e e e e e ettt s s e e e e e e e eaataaa s s eeeeeessensnnnsaeeeeeeeennnnns Cw-1
Contracts ADMINISTRATION NOT fUNAEA DY @ QFANT .......uiiiiiiiiiiiiiitiieseeessaeeesesesssssssseesseseesesaeserassraeereerraerrrerrreerrerrrrerrerre—————. Cw-1
Contracts: Class Instructors (Insurance Certificates, Administration RECOIAS, E1C.) .......uuuiiiiiiiiiiiiiiiiiiie e P&R-1
Contracts: UNSUCCESSFUL BIDS, PROPOSALS or RESPONSES to RFPs (Request for Proposals) RFQS........ccccccevvveevreeeenne. Cw-1
Controlled Substance Logs, Inventories / AmMbBUIANCE INVENTOIY LOGS.......uuuiiiiieiiiiieiieeieeeteeeieereseeeaeeseessesrsrressreereeeererrrerrrerrerer—————.. FR-2
Copies of invoices, Grant program rules, regulations & procedures, reports to grant funding agencies, correspondence .............. Cw-4
Copies of Sample Ballot - HIiStOriCal FIleS, EIRCHONS .........coiiiiiiiiiiiii ettt e e e e e r e e e e e e e et reeeeeeeans CC-4
(Ofe] o =TT @ D INT o] [fox=1 (=301 =10} AN (=] 0] o PP CW-5
Copper & Lead, Potable Water: Chains of CuStody & LAl REPOIS.......ooiiiiiiiiiiieie e PW-13
COPs (Certificates of Participation), BONAS (REVENUE) ........ooiuiiiiiiiiiee ettt e e e e e e e e e e e e s s r e e e e e e e s st e e e eeeeeeeans FIN-2
(O o 0 A 0 PRSP PW-10 — PW-11
L] o PP RO PW-11 — PW-12
Correspondence - Environmental DETEIMUINATIONS .........uoiiieiiiiiiitiii e e e e e e e st e e e e e e s s s bbb e e et e e e e s e s abb b e et e e e e e s s sannbbenneeeeeeeans CD-4
Correspondence - General, Working or Administration FileS (EIECHONS)..........uuiiiiiiiiiiiiiieeee e CC-4
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Correspondence - LabOr REIALIONS FIES ..........u ittt teee et eeeeeeeeeeeeeeeeetee e e s e e e s e e e s s e s s e s s s s e s s s s s e e s e s s e s s s e e ssensnnennnnnnes HR-3
Correspondence - Private Land Development Projects / Job Files, Administration File............ccccccoviiiiiiiiiii i PW-5
Correspondence - Regulatory Agencies (NOt CIP-REIALEA) ..........ooiiiiiiiiiiiiiii e e e e e s e e e e e e ans PW-4
COITESPONUEINCE — ROUTINE ....tteiiiieeee ittt e ettt e oo 4o b ettt et e o444 e e b bttt et e e o444 R R R b e e ettt e 44444 a R R b e e e et e 42 e 24 e e s n b b e e et e e e e e e e e nnbbenrneeeeenans CW-3
Correspondence — Transitory / Preliminary DraflS ... e e e e e e et s s e e e e e e e aent s e e eeeeeeenrnnns CW-3
Correspondence: City Council Correspondence / City Manager COrreSPONUENCE ... ..uuuuuuuureerierrrererreerresrressrssreeerrersreerrerrrer—————. CM-1
CoUNCIl SUDCOMMITIEES- All RECOIUS. ... uttuuiiieiiieiieteeeetteeeeeaeeeeeeeeeaeesaeeseaeseaessaeeseeeseesssesssesssssssssssssssssssssssessssssssssssssssssssssssssssssssssnnnnnes Cw-1
County Election Services - General, Working or Administration Files (EIECHONS) ..........uuviiiiiiiiiiiiii e CC-4
Course Records, Employee Training / EMS Continuing Education Training (Attendance ROSters, etC.) ......uvvvvevviviieeviieeiiereieeeeeeee, FR-1
Covenants - Agreements & CONraCtS (INFTASIIUCTUIE) .......oiiiiiiiiiiiii ettt e e s e e e e e e s e s bbb e e e e e e e e e e asab b e e reeeaeeeans CC-1
COVID-19 Noaotifications to Employees (POtential EXPOSUIES) ........uuiiiiiiiiiiiiiiiie ettt e e e e e e e e e e e e s reeeeeenans HR-5
COVID-19 NOtIfICAtIONS 10 EMPIOYEES ....cvviuiiiiieiiiieiiis e e e e et ee s e e e e e e e e ettt s e e e e eeee et e a s seeeeeeeettsa s aaeeeeeeeaesananaseeeeeeesnnnnnnaeeeeeeennrnnns HR-1
CPR Program - PrOgrams @N0 PrOJECES .....uuuuuuiueeiiierieetteetsestseesssssseessssssessseesssesseessssesessssesssesssessseeseerreeereer.er..r....—.——.———————. FR-2
CRD (California Civil Rights Department) Claims / Harassment CIAIMS. ..........uiiiiiiiiiiiiiiiiee e ee e HR-1
LOF Yo 1A @F= 1o [ =T o= 0] £ P&R-1
Creek Maintenance Correspondence (NOt CIP-REIALEA)..........uuuuiiiiiiiiiiiiiiiiiereeresesesereseeesrreerrerrererraer—e..—e.———..——r.re..—.r.—..——.—.————————— PW-4
CriMINGAl - NO AITESE - CASE REPOIS . ..iiiiiiiiiee e e ettt e oottt e e e e e oo bt ettt e e e e e s o Rt b b ettt e e e e a4 aa s bbb b ettt e e e e e e aanbbb et e e e e e e e s annsbbbnneeeeeeenaans PD-5
Criminal Intelligence Files - INTEIGENCE FlES ... ... ettt e e e et e et e e e e e e e e e e e e e e e s e nbbnrreeeeeeeaaaas PD-3
CRM / CMMS Database - Work Orders / SErvice REQUESES (FO) ..uuuuuuuiuuiiiiiiiiiiiuiiuiiirssirnrinneiaserrnreeeen......—————————————————————————————. PW-15
CRM / CMMS Database - Work Orders / Service Requests, Not Entered / Partial Entry (FO).........uuviiiiiiiiiiiiiieeeiiieeee e PW-15
Cultural Arts - Activity / Special Programs / Special Event Files & Reports / ABC PEIrMitS ...........uuuuuuuiimmiiumeiiiiiieiiiniieneinnennnennnennnes P&R-1
(01 1N =T g1 = [t A = 11 11y FR-4
(G117 o= Tox (o] 0 1= PP FR-6
CUPs - Private Land Development Projects / Job Files, AdMINIStration File ...........ooiiiiiiiiiiiiiii e PW-5
CUPs - Private Land Development Projects / Job Files, Permanent FilES.........ccoviviiiiiiii it e e e e e e e eenneas PW-6
Customer Complaints: Odor / Taste / Visual Complaints (Potable WALEK)...........uuuuuuiuuiiiiiiiiiiiiiiiiiiieiiineiieeianrereernnna———.. PW-12
Customer Concerns / Customer Complaints: Odor / Taste / Visual Complaints (Potable Water)...........ccccoovviiiiiiieiieiiiiiiiiiieeeeenn PW-12
CUSTOMET LiStS - AINPOITS (COPIES) ... etiiuuttteeieeeeeeaaastttee ittt e e e e e e eb e et e e e e e e s e s s a bt e ettt e e oo 44 a R R e e e e et e e e e 444 a R R b e e e et e e e e 2 e e e nn b b ee et e e e e e e e e nnbbenneeeeeenaans PW-1
D

=T VA O T g BT ] 0 = T =T TP PRSP PPPPPPP FIN-5
Daily Duty ROSter SCheduliNg DAtBDASE ...........uuuieiiiiieeii ittt e e et e e e e e e bbbt e et e e e e e e s s bbb e e et e e e e e s e nbb e e e et e e e e e e e annnneees PD-3
= TV o [ 1T ] =T LA T o] PW-11
Daily EQUIPMENT ChECKS ... PW-13
Daily EQUIPMENT CRECKS (SUPPIESSION) ....eiiiiiiiieiieteee e e ettt e e e e e e s st te ettt e e e e a4 s s bbb e ettt e e e e e e e s s bbbttt e e e e e e e s e nb bbb sttt e e e e e e e snbbbs e et e e e e e e nannnneees FR-6
Daily Inspections - Capital Improvement Projects (CIP), AdMINIiStration File..............oooviiiiiiiiiie e PW-3
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Daily Logs - Capital Improvement Projects (CIP), Administration File ... PW-3
Daily Logs & Maintenance: Meter Reading & Adjustments, Facility Maintenance Logs, etc. (FAA FOrMS)........cccccceeeevveeevvcevinnnnnnnn. PW-1
Daily Vehicle INSPECHIONS (SUPPIESSION) .....ciiiiiiiitiieieeeee ettt e e e e e s st ettt e e e e e s e s e b b e ettt e e e e e aaa s bbbttt e e e e e e e sanb bbb e et e e e e e e e s nnbbbsaeeeeeeeenannnneees FR-6
DT VA= oo [ g 1] o LT o 1 o] o TP PP PP TP PPPPPPPPRPPPP PW-11
[ T VY =T o1 od U= i TS o= o 1o 1 PW-13
Damage to Public Property - ACCOUNtS RECEIVADIE ..o FIN-4
Database, BUIdiNG PeIMIL ... CD-1
Database, BUSINESS LICENSE PEIMIE ....uuiitiiii i ie et e et e et e e et et et e e et e e saa s s et s s e b s e s aa s e s b s s saa e e s aa s s aa s s s b s s s aaesaaassbbnsssrnsesansssnnns FIN-4
Database, CMMS - Work Orders / Service Requests (COrp/ FO) ... PW-11
Database, CMMS - Work Orders / ServiCe REGUESES (COI) ..uuuttiiiiiiiiiiiiieiieee e e seiitie et e e e e e s s sttt e e e e e e s s bbb e e e e e e e e e e s annbareeeeeeeeeaannns PW-12
Database, CMMS - Work Orders / Service Requests (ENVIronmMental SErVICES) .........uuiiiiiiiiiiiiiiiieeeeeeiiiiie e PW-9
D=1 r=1 P LY STR @ oo [N g 0] (oX=] o 0[] o | PD-2
Database, CRM / CMMS - Work Orders / Service ReqQUESES (FO) .....ccoooiiiiiiii i, PW-15
Database, CRM / CMMS - Work Orders / Service Requests, Not Entered / Partial ENtry (FO).........cooiiiiiiiiiiiiiieeiiiiiieeeee e PW-15
Database, Daily DUty ROSIEr SChEAUING .........uiuiii i e e e e e e e e e et e e e e e e e e ettt e s e e eeeeeeeeeasa s aeeeeeeeeensennnaaeeenees PD-3
Database, Employee Training / LOg (Fir€ HOUSE) ......cco oo FR-1
DAtabaSE, FINANCIAI SEIVICES ....uiieiiiiiiiiiie et e ettt ettt e et e et e s e et et et et e e e s s et se e e s e e et s s e b s e e e s e e e s e s ea s e ean s e e e s e et s e eaa s e s ansesbnseernrasennerenns FIN-2
(D= 1e Lo L= L oL Y P T g P T 1T 1Y o | PW-11
Database, Investigations Case ManNagEmMENT ........cccooiiiiii i PD-3
Database, PIANNING PrOJECT ......coii ittt e oottt e e e e o4 bbbttt e e e e e e o s s bbbttt e e e e e e e e e R bbb e e e et e e e e e e e b bbb et e e e e e e e nnnnrees CD-5
BN r: ] oF: (ST (o) (STTo (0] g F= L IRS) =1 0T F= 1o [ PD-1
(DLl os RS T e r0] o= YR B YT =T o = PD-4
Database, Recreation (CIVIC REC)......ccooo oo P&R-2
Database, SCADA (Supervisory Control and Data ACQUISITION) .......oiiuuuuiiiiiiieeiiiiiiiiie ettt e e e e e e s a e e e e s e st ereeeeeeeaane PW-13
Database, SCADA (Supervisory Control and Data ACQUISITION) ........uuuueiiiiiiiiiieiiiiiis e e s e e e e e et s e e e e e s e e e e e e e e e e e eneeennan s PW-8
Database, SCADA (Water) (Supervisory Control and Data ACQUISItION) ...........oooiiiiiiii i, PW-13
DE-6, DE-7, DE-9, DE-34, DE-43, W-3 & DE-LBB ........uciiiiiiii ittt e e ettt e e e et e e e e et e e e e et e e e eatan s eeeetan e eeesanaeeeees FIN-6
Dedications - Private Land Development Projects / Job Files, Permanent Files ... PW-6
Deduction REQISLErS - PAYIOIl REPOIS......cciiiiiiiiiei e e e r e e e e e e e et e e e e e e e eeee et e s eeeeeeeeeettaa s seeeeeeeesssnaseeeeeeeensrnnnnnes FIN-7
(D1CTCTo ISR e Toto (o [=Te [ B Lo ol W] =T o) SRS CC-6
[DI=TeTo R (o] o1 T=T ) PP P PP PP PPPPPPPR PO PW-4
Deferrals - Water Billing PayMENt PIANS.........c.uuuiii it s e e e e et s s e e e e e e e e ettt e e e e e e eeeea et eeeeeeeeesssaaaeeeeeeeessrnnnnnanes FIN-6
Deferred Compensation (City Stat€mMENTS) .......cooiiiiiii i FIN-7
D= 1o T [ =] o Yol o 01U | £ PP PR P PP PPPPPPP FIN-5
Denied Loan Applications / Potential Buyers (First Time HOme BUYETIS, ETC.) ....c.uuiiiiiiiiiiiiitiee e CD-3
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Dental - BeNEfit Plan DOCUMIEBNLS ... ..o e e e e e e e e e e e e e e e e e HR-1
Department DIreCtiVES / GENEIAI OFUEIS.........uuiiiii it e et e e e et et r s e e e e e et e e et e seeeeetee et taa s eeeeeeeesens s aaeeeeeeesnsennnaaeeaeees PD-1
Department of Fair Employment & Housing (DFEH or EEOC) Claims / Harassment Claims............cccccooieiiieee, HR-1
Department of Fair Employment & Housing (DFEH or EEOC) Claims / Harassment Claims...........ccooiiiiiiiiiieieiiiieeeeee e HR-1
Department Policies & Procedures / Department DireCtives / GENEral OFUEIS. .. . ciiicciiiieiiiiii e e e e e e et e e e e e e aara e e PD-1
Department Structures - Classification / Reorganization StUAIES ... HR-1
Design & Construction Standards - AUTNOTE DY CILY .........euiiiiiiiee it e e e e e e e e e s s bbb e e e e e e e s e s bbb et e eeeeeeeanneees PW-4
Designations, HiSTONC PreSEIVALION .......ccco e a e e e e e e e e CD-4
Destroyed WEIIL RECOIUS ..., PW-14
Detention Only under PC 849(D) - CASE REPOIS .....ceeiiiiiiiiiiiiiiee ettt ettt e e e e e e s bbbttt e e e e e e e s st e b et e e e e e e e s s abba e et e aeeeeenanneeees PD-5
Determinations, Environmental: Environmental Impact Reports (EIRs), Negative Declarations, etc. (Inside City Boundaries) ....... CD-4
Developer Trust Accounts / Development Deposits / Private Developer Deposits (Engineering, Planning, etc.) .........ccccvvvvvvnnnnnnn. CW-3
Development - Agreements & Contracts (INfrastruUCture) ... CC-1
Development - Fire Hydrant FIOW TESES - PAPET ........cci ittt e e e e e ettt e e e e e e e bbb e et e e e e e e e e bt brereeeeeeeaane PW-12
Development Deposits / Private Developer Deposits (Engineering, Planning, €1C.) .......oouuiiiiiiii i CW-3
Development Projects Files, Private Land: Administration File ... PW-5
Development Projects Files, Private Land: Permanent FilES ...........oiiiiiiiiiiii et e e e PW-6
DeVviCe ACCUIACY CRECK LOGS, PEBT .....ciiiiiiiiiiiiii ittt e ettt e ettt e e o444 ettt 44 o4 4o 4R b et et e e e e oo e e e s bbb et et e e e e e e e s b e e e e e e e e e e e e annnneees PD-4
DFEH or EEOC (Department of Fair Employment & Housing) Claims / Harassment Claims.................ccccc HR-1
DHS - Communications, Environmental Agencies / Regulatory Agencies / Regional Board Communications.............ccccceeeevvnnnnee. PW-7
DHS - Communications, Environmental Agencies / Regulatory Agencies / Regional Board Communications - FO...................... PW-12
Lo AN L= g £ =t o 11 == [T P PW-6
DIg AIBIES (FO) .. PW-14
D[ N [T g SR (@] 1= =11 [o] 4 1) PP PRSP PPPPPPPPTP PW-3
(D] o Jo1T= Ll R LYoo T o RS T T [T o o= PD-4
DISPOSal, EQUIPIMENT ... . FIN-4
DISPOSAL, USEA Ol ... PW-11
Disposition, Peace Officer - Report to POST Commission - Reports to State or Federal AQENCIES...........uvvvvvieeiiiiiiiiiiieieeeeee i PD-2
District Boundary Web Page (Map, Redistricting Process, Agendas, Calendars, NotiCe, €tC.) .......covvvviiiiiiiiiiiiiciiiin e, CC-6
District Formation, Assessment / Maintenance DiStriCt FOMMATION........iieeiiieie ettt e e e et e e e e e e e ea e esa s e et raeaaaerenns CC-2
DIStriCt FOrMAtioN, SPECIAL......ccc i PW-5
Districts Assessment Rolls / Annual Assessments, Lighting and Landscape (Engineer’s Reports of Assessments)....................... PW-5
Districts Assessment Rolls / Annual Assessments, Special (Engineer’'s Reports of ASSESSMENTS) .........oevvvvvvviiiiiiviieiieeeiieeieeeieenee, PW-5
Districts Formation, LIghtiNng @nd LANGASCAPE ........uuiiiieiiiiiiiiie ittt e ettt e e e e e e s s bbbttt e e e e e s e s s bbb e ettt e e e e e e e bbbb s et e aaeeeeennnneees PW-5
DiStricts, LIGNTING @NGA LANUSCAPE ... .eeeeeeeeeiiiiiitii et e ettt e e oo ettt e e e e 4444 a ke e ettt 22444 o R R b ettt et e e e e a4 e aa bbb e ettt e e e e e e e bbb s e et e e e e e e e nnnnnnes FIN-1
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DMV File - Employee Training Individual RECOITS .......ccooiiii i FR-1
110 AV U LI o o = (AN | P HR-5
DIMV PUITINOLICES ... Cw-4
Docks and Piers Permits (Residential & Commercial) - Permit Drawings, Dredging Permits, Coastal Permits, etc. ..................... PW-10
Documentation - Labor RelatioNS FIlES ... ..o HR-3
Documents, Benefit Plan (CalPERS, Optical, Dental, €1C.) ... HR-1
Documents, Recorded: Deeds, EQSEMENLS, LIENS & REICASES, BIC. ...uiivuniiieieieie ittt et et e et s et e e e e et s e eaesest e s et reraaerenns CC-6
Dol g Lo il = T g T=T 6] 011 o LT PP PP PPPPPPPPPP PO CC-3
D o] g -1 1o 0 1P PP PPPPPPPRPPR P&R-2
(DO N I e (oTo | =1 1 DO TP PP TP TP PP PP PPTPTT PW-11
(DO N I e (oTo] =1 1 o FO PP TR PW-13
Drafts & Notes — Drafts that are REeVISEd ..........ooo oo Cw-4
Drainage - Private Land Development Projects / Job Files, Permanent Files ... PW-6
Dl T a T S (=g To 1 T=T=T o1 oo ) PP P PP PP PPPPPPPP PO PW-4
Drawings, Permit - Docks and Piers Permits (Residential & COMMENCIAl) .........ouuuiiiiiiiiiiiiiii e e e e PW-10
Dredging Permits - Docks and Piers Permits (Residential & Commercial)............ccoooooii PW-10
Driveway - Private Land Development Projects / Job Files, Permanent Files .............o i PW-6
Drug & Alcohol Test Results (All - POSItiVES @Nd NEGALIVES) .......coiiiiiiiiiiiiiiee ettt e e e e e e e s e s e e e e e e e e e annrees HR-2
Duplicates Of @NY FECOI ......coooiiii CW-5
DVD-r / CD-r / Blue Ray-R / other unalterable MeIa .............oooiiiiiiiii e e e e e e e ED-2
E

Easements - Private Land Development Projects / Job Files, Permanent FileS ..o PW-6
Easements - RECOITEA DOCUMENES .......uiiiiiiiiiiiiiiiiiie e e e e e ettt e e e e e e e sttt e e e e e e e s s s s e e ettt e e e e e e aan s et b e et e eeeeeeeansbb bbb e e e e aeeeasnnnbbseeeeaeeeennnnnrees CC-6
o T 0[] KSR (oo 1= 2] PP TP PPPPPPP P PW-4
Economic Development / Redevelopment / SUCCESSON AQEINCY .....cuuuuuiiiieeeiieeeiiiiaseeeeeeeeettttassseeeeeeetttan e eerereetrnt e aeeererennnaaaaeees ED-1
Economic Development Projects, Programs, SUDJECE & ISSUES........cooo i ED-1
Economic Interest Filings (FPPC 700 Series Forms - Statement of Economic INterests): All ... CC-3
Economic Interest Filings (FPPC Form 602 / 635) - Lobbyist Authorization / REPOItiNG ..........uueeiiiiiiiiiiiiiiiiieeeeeeeeieeee e CC-3
Education / PUDIIC INTOIMALION ... FR-4
EEOC or DFEH (Department of Fair Employment & Housing) Claims / Harassment Claims............cccccooiiiiiie, HR-1
EIRs - Capital Improvement Projects (CIP), PErManent File ...........oi it e e PW-4
EIRs (Environmental IMPACE REPOIMS) .....ciiiiiiiiiiiiii e e e r e e e e e et r e e e e e e e e ettt e s e eeeeeeee et e eeeeeeeeeeteaa s seeeeeeeesesnaaeeeeeeenenrnnnnses CD-4
= eTot i o] g SR @] g 1o [ P> (=T PR PPRR TSP CC-3-CC-5
Elections - General, Working or Administration Files (Correspondence, Planning Commission, €tC.) ........uuuvviieiiiiiiiiiiiieiee e CC-4
Elections - Historical Files (Copies of Sample Ballot, Resolution Declaring ReSUItS, €1C.) .........uuvviiiiiiiiiiiiiiiiiee e CC-4
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Elections - Petitions (Initiative, Recall or Referendum) ... CC-5
Elements and AmMENamEntS ... CD-4
E-mail or Social Media that Does Not Have a Material Impact on the Conduct of BUSINESS: ..........cooiiiiiiiiiiiiiiieieee e CWw-3
Emergency Generators - Generator Operation Logs & INSPECtioNS (SUPPIESSION) .....eveeeeiiiiuriiireieeeeesiaiiireeeeeeesasaainnrerr e e e e e e annneees FR-6
Emergency Generators - Generator Operation LOgS & INSPECTHIONS .....uuiiiiiiiiiiiiiii et e e e e e e e e e e e e e e e e e e eeraaar e e s PW-7
Emergency Generators - Generator Operation Logs & INSPECHIONS .......cooooiiiiiiiiii i, PW-12
Emergency MediCal PCR DAtaADASE ........coooiiiiiiiiiiiii ittt e oo e ettt et e e e e s e bbb et et e e e e e e e bbb et e e e e e e e e annrees FR-2
EMErgenCY MEAICAI SEIVICES. ... ..ottt ettt e e oo 4ot ettt e e e e e e bttt e e e e e e e e bbb e e e et e e e e s e e nnnnnneeeeeas FR-2 - FR-3
Emergency Operations Center (EOC) Activations & Drills ... FR-1
Emergency Operations Plan (includes Office of Emergency Management & Homeland SeCUrity) ........cccuuvvvveieeiiiiiiiiiieiieee e FR-1
Emergency Protective Orders (ISSUEO DY CILY) ......iiii oottt e et e e e e e e e s ek e et e e e e e e e n e e e e e e e e e annnnees PD-2
[ =T ro =T oV =TSy o0 £ = = o PW-14
Employee Benefit Plans - IRS 5500 FOIMS ... FIN-6
Employee Classifications - Classification / Reorganization STUAIES ..........ccuuiiiiiiiiiiiiiee e e e e e s aenes HR-1
Employee Committees Or Task FOrCeS - All RECOIUS ........vuuiiiiiii it e e s e e e e e e et r e e e e e e e e e aeaa s e e e e eeeeenennan s CW-2
Employee Training Course Records / EMS Continuing Education Training (Attendance Rosters, etC.) ..........ccccceeiiii. FR-1
Employee Training Database / LOG (FIF€ HOUSE).......cou ittt e ettt e e e e e e s sttt et e e e e e e s bbb et e e e e e e e e annneeees FR-1
Employee Training Individual Records - Rookie Tests / Individual Training Certificates / DMV File (by Employee) ........................ FR-1
Employee Training Records (AIrport EMPIOYEES) ..o PW-2
EMPIOYEES LiVE SCAN APPICALIONS .....eeeiiiieiiiiiiite ettt e ettt e e 444ttt e e e e a4 e s R bbbttt e e e e e e e e e a b bbb ettt e e e e e e s nnbbbb et e e e e e e e e annnneees PD-7
Employer-Provided Health Insurance Offer and Coverage & Transmittal Form (1095-C, 1094-C) .......cccuuiiiiiieieiiiiiiiiieieeee e FIN-6
Employment, Peace Officer - Report to POST Commission - Reports to State or Federal AGENCIES ........ccovvvviiiiiiiiiieieeeeeiiie e, PD-2
EMS Complaints about PatienNt Care ... FR-2
EMS Continuing Education Training (AtteNdance ROSIEIS, BTC.) ...ciiiiuuuiiiiiiiieeiiiiiiie it e e e e e e s e e e e e e s b e e e e e e e e e annreees FR-1
EMS CQI (Continuous Quality Improvement) / QUAIILY ASSUIBNCE ........ciiiiiiiieeiiiei e e eeeeeies e e e e e e e et e e e e e e e e e atar e e e e e e e e seera e eeaeees FR-2
EMS Transportation (Paramedic Release FOrms): AdUILS ... FR-3
EMS Transportation (Paramedic Release FOIMS): JUVENIIES .......cooiiiiiiiiiiie ettt e e e e e e e e s bbb e e e e e e e e ennneees FR-3
ENCroaChMENtS - PEIMANENT ...t e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaans PW-4
= To oY= Tt T =T 0L C RN I =T ] o 0] =1 oS PW-4
Engine Company BUSINESS INSPECTIONS.........i ittt et e e o4 sttt e e e e e e s bbbttt e e e e e e e s e ab bbb e et e e e e e e e e snbbas et e e e e e e e e annnnenes FR-6
Engineer’s Reports of Assessments - Districts Assessment RoIIS / ANNUal ASSESSMENTS ........uueiviiieiiiiiiiiiiiiie e PW-5
Engineering Studies / Surveys - Preliminary Studies / ProjeCt ASSESSIMENLS ......uuuiiiiiiiiiiieiiiiii e e et e e e e e e e e e e e e e e earaa s PW-5
Engineering Studies / Surveys - Preliminary Studies / Project ASSESSMENES .......ccooiiiiiiiiiiii e PW-5
g oL aT=T=T ] o PP PPPPPP R TPPPP PW-3 — PW-6
Enterprise System Catalogue (POSTE ONIINE) ......eiiiiiiiiiii ettt e e e e e et e e e e e e e s e s bbb e e et e e e e e s s a b e e n et e e e e e e e annneees ED-2
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[ gL (TN [0 1 U = TR FIN-3
Environmental - Agreements & CoNtractS (INfrASITUCTUIE) ....... i o iiiiii e e e e e et r e e e e e e e e e e e e e e e e e e eeeanaa s CC-1
Environmental Agencies / Regulatory Agencies / Regional Board Communications (EPA, DHS, €tC.)......cccccceeiiiiiiiiiiiiiiiee e PW-7
Environmental Agencies / Regulatory Agencies / Regional Board Communications (EPA, DHS, etc.) - FO ... PW-12
Environmental Determinations - Approved Permanent Entitlements, Planning ProjeCt FileS ..., CD-5
Environmental Determinations: Environmental Impact Reports (EIRs), Negative Declarations, etc. ............cccccoeeiiiii. CD-4
Environmental Determinations: Environmental Impact Reports (EIRs), Negative Declarations, etc. (Inside City Boundaries) ........ CD-4
Environmental Impact Reports (EIRS) - InSide City BOUNUAIES ...........ouuiiiiiiiiiiiiiiiei it e e e e e e CD-4
ENVIFONMENTAI SEIVICES ....eeeeiiiieiiiiiiiee ettt e e e e ettt et e e e e s s bt ettt e e e e e e e s ab ettt e e e e e e e e ean R bbb e et e e e e e e e aansbbbe e e e aeeeeennnnneeneees PW-6 — PW-9
EOC (Emergency Operations Center) ACHVALIONS & DIIlIS ........ooi it e a e e e e e aneeees FR-1
EPA - Communications, Environmental Agencies / Regulatory Agencies / Regional Board Communications .............ccccceeevvennnee. PW-7
EPA - Communications, Environmental Agencies / Regulatory Agencies / Regional Board Communications - FO ...................... PW-12
EPA Correspondence (NOt CIP-Related)..........coooiiiiiiii PW-4
EQUIPMENT, SUIPIUSEA / DISPOSEAL .......eeeeeeiieiiiit ettt ettt e e o4 4ottt e e 44 o4 b bt ettt e e e e e e e s bbbt ettt e e e e e e annnbe e e e e e e e e e e e annnnees FIN-4
Escheat (Unclaimed Money / UNCAShEd CRECKS).........iiiiuiiiiiiii e e ettt s s e e e e e s s s s e e e e e e e et s e e e e e e e eetesaa s e e e e eeeenernnananas FIN-2
Ethics & Safety Training: Training — All COUrse RECOIAS ..o CW-7
(o N =V 1T IO =] 1] {To%= 1 (=L ST PRSP PPPPPPTP CC-5
EVAluatioNS - EMPIOYEE FIlE ... .ottt oo o4 ookttt e e e oo oo h b ettt e e e e e e e e s bbb e ettt e e e e e e e bbbt e et e e e e e e e nnnnrees HR-3
V7 1 (U= 1o PO PPPPPTP FIN-8
V= (U= L] g E T TS (o AR A CTY=] V7= 1 (0 ) o T CD-4
Event Ticket / Pass Distributions Agency Report - FPPC FOIM 802.........o ittt e e e e e annnes CC-3
Events: Concerts / Film Permits / Special Event Permits / Special EVENLS .........uuiiiiiiiiiiiiiin s ee e CWw-4
Evidence Chain of Custody and DisSposal RECOIAS ..o PD-4
=AY o =T g Tot o o] ¢ Y ] (o) g o Lo [ S PP P PP PPPPPP TP PD-8
(T U A VZ= TS R = T Tod 1| {01 UT g o I i = HR-3
EXpired - BUIldiNg PIanS ... CD-1
EXPIred BUS PASSES (COPIES) ...eiiiiuutitieitteeeeeaiiiitt ettt e e e e e et st bttt et et e e e e 44 s s bbb e ettt e e e 4444 a s b bt e et £ e e e o444 a R bbb et ettt e e 244 aan b bbb e e et e e e e e e e annbbbeneeeeeeeaannns PW-15
Explosives Permits (Assembly Permits, Candle Permits, Tent Permits, Open FIame, €1C.) ........ouuieiiiiiiiiiiiiiiiieeiee e FR-4
External Organizations - Agendas, Minutes, Resolutions, or 0ther dOCUMENLS ......ccoiiiiiiiiiiiiiiii e e e e e e CW-2
F

FAA Circulars - Airport OperationS & INSPECLIONS .......cciiiiiiiiiiiie ettt e e et e e e e e e s e e et e e e e s s e s bbb e e e et e e e e e aaansnbr et e eeeeeeeannnrees PW-1
= (o | VA g EY o LT o] Fo N (O 1Y = od 111 I PW-11
Facility Maintenance Logs - Daily Logs & Maintenance (FAA FOIMS) ... PW-1
ool 1A U= g e LI =T 00 ] (PP PPPPPPPPTP CM-1
Facility Use Rental Contracts / Field Use Contracts / Facility Use Requests / Park PermitS...........ccccoiiiiiiiiiiiieiiiiiiiieeecee e P&R-2
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FACIILY USE REQUESES ... e e e e e e e e e e e e e e e P&R-2
Factually Innocent Petition Accepted Records Sealed Pending Destruction - Case REPOIS.........ccuuuiiiiiiieiiieeiiiiiii e PD-5
Fats, Oil & Grease / Source Control / Pretreatment Annual / Semi-Annual REPOITS ........cooiiiiiiiiiiiieiei e PW-7
Lo LT o I I D B =T 010 ] | TP PP PP PP PPPPPPPR PO FIN-6
FEMA / OES Reimbursement Claims / Strike Team Reimbursements. ... FR-1
FEMA Correspondence (Not CIP-Related) ... PW-4
FEMA Reimbursement / OES ReIMDUISEMENTS .......coo i FIN-2
FEMA REIMDUISEMENIS ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaa s Cw-4
FICA & Medicare AdJUSIMENLS / PERS ... FIN-6
Field - Operation & Maint€NanCe, STOMMWALET ...........ccooei i e e e e e e e e e e e e e e e e e e e aa e PW-14
[T (o I LY =] V= A O o [ SRR PD-7
Field Trips - Registration / Applications / Liability FOIMS [ ©1C. ....ccooviiiiiiii i e e e e e e e e e e e e aeaa s P&R-2
=] [0 I W S 0] o =T PP UPPPPPPPRPPR P&R-2
File, Background / INVESTIGAtIONS - HIFE ...ttt ettt e e e e e e e e e e e e e e e e s bbb e e et e e e e e s e bb e e et e e e e e e e nneeees PD-1
File, Background / INVestigationNs - NOT HIFEA...........oo oo e e e s e e e e e e e et s e e e e e e e e e teae e e e e eeeesannnnn e eeeaees PD-1
File, Preliminary REVIEW ... CD-5
File, Recruitment and Testing (Advertisements, Applications for Unsuccessful Candidates, etC.) .........cccvvreeriieriiiiiiiiiiieiee e HR-4
Files, Address / Building Permits (Construction Notices, Compliance Orders, €1C.) ........couuiiuiiiiiiiieeiiiiii e CD-1
Files, AdVICE ASSIONMENT ... CA-1
Files, Bid Opening (RFP/RFQ/Bid NOLICE, Bid LOG, BTC.) ...uuuuriiiiieeiiiiiiiiiiiiee e e e sttt e e e e e et e e e e e e s e st e e e e e e e e e s s bb e e eeeeeeeeennnnrees CC-2
[ LR O gy To (=T L E= I L1 (0] 4 o =1 0L S PD-3
(1T T o =T o ] LA 0= U 11 = PD-3
Files, Intelligence (Criminal INtelligeNCe FIlES) ......ccoo oo PD-3
Files, Labor Relations (Negotiation Notes, COrreSPONUENCE, EC.) ......uuuuiiiiiieeiiiiiiiie et e e e e e s et e e e e e e s s s bbb e e e e e e e s s s bb e eeaeeeeeeanneees HR-3
Files, Personnel - Background Files (Executives, Information TeChNOIOQY) .......cuuuiiiiiiiiiiiiiiiie e e HR-3
Files, Personnel - Employee File (Application, Evaluations, PoIlIiCIES, E1C.).......ccooiiiiiiiii HR-3
Files, Personnel - Medical File (Pre-Employment Medical Clearances, ADA Accommodations, €1C.) ........uvvvrveeriiiiiiiiieieeeeeeneiee HR-4
Files, Personnel Training (Range QUAITICAIONS, BTC.) ........uuiiiiiiiieiiiiit ettt e e e e e et e e e e e e s e e e e e e e e e e e abb e r et e e e e e e e annneees PD-1
Files, Planning Project - Approved Permanent Entitlements (Associated CEQA NotiCINg, €1C.) ...ccvvvviiiiiiiiiieiieeeciee e CD-5
Film Permits / Special Event PermitS / SPECIAI EVENTS .........uiiiiiiiiiiiiiiit ittt e e e e e s st e e e e e e e e s bbbt e e e e e e e e nnnrees Cw-4
1 T =T 01 SRS CM-1
Filming - Activity / Special Programs / Special Event Files & Reports / ABC Permits ..........ceiiiiiiiiiiciiiiiin e P&R-1
FINAl BUAQELS ... . FIN-2
Final Determination Letter - AAMINISIrativVe REVIEWS ........ccoo oo CD-3
Final Reports, Testing Lab - Private Land Development Projects / Job Files, Administration File ............ccccccoeiiiiiiiiii PW-5
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Finalled Single Family Residential Building Plans - SFR and ApPPUITENANCES............iiiiiiiiiiiiiiieee e CD-1
[ =T o N A Ao oo 11 (] o PP FIN-1 — FIN-4
Financial Data - Consumer Fireworks Booth Permits ..., FR-3
Financial Services Database ........ccooo oo FIN-2
L Yo =T o] T L b= Vo ] =Tl 1= PD-3
[ C 3o [ 4111 = 110 o IS PPR PP FR-1 - FR-2
Fire Alarm Plans - Fire Prote€Ction SYSTEIM PIANS ........ooiiiiiiiiiiiii ettt e e e ettt e e e e e s s e bbb et e e e e e e e s s b b e e e et e e e e e e s aaneeees FR-4
Fire Code Permits, CUPA Inspections, Engine Company Business Inspections, Annual and Triannual Inspections ....................... FR-6
Fire Deaths - Fire INVESHQAtIONS ........cooooiii FR-3
Fire Hydrant Flow Tests (Development or MaiNTENANCE) = PP ..........uiiiiiiiieei ittt e s e e e e e st eeeeeeeaaaes PW-12
Fire Incident Reports and RMS Data@Dase ............eeiiiiiiiiiiiiii et e et e e e e e e s e e et e e e e e e e n et e e e e e e e annnrees FR-1
TSI LNV 1o F= Lo I =T 0T £ FR-2
Fire Investigations - Evidence of Arson Resulting in Homicide / Fire Deaths ... FR-3
Fire Investigations - Other Than HOMICIAE OF DEATN.............uiiiiiiiii e e e e e FR-4
Fire Marshal / FIre PreVeNtON. . ... FR-3 - FR-5
T C=T o =2V 1[0 ] o 1S PPR PP FR-3 — FR-5
Fire Protection SYStem Permit BillINgS .......ooiiiiiiiiiiiii ettt e e e e e e ettt e e e e e e s e a bbbt e e e e e e e e e e e bbb e e e e e e e e e e e nnnen e FR-4
Fire Protection System Plans - Fire Sprinkler Plans, Fire Alarm Plans, €1C. ... FR-4
Fire Service Day - Programs and PrOjJECES.........ccoooi i FR-2
Fire Sprinkler Plans - Fire ProteCtion SYSIEIM PIANS .......c..uiiiiiiiiie ittt e e e e e e s s bbb e e e e e e e e s s b e e e e e e e e e e anneeees FR-4
1 IS] o140 (= g o = T PP T PP PT PP PPPPPPR PPN FR-4
Fire Vehicle, Apparatus, & Equipment History Files, Certifications, Maintenance, Registrations, Safety Certifications, etc. ............ FR-6
First Time Home Buyers - Denied, Cancelled or Withdrawn Loan Applications / Potential BUyers.............cccccceiiiiii . CD-3
S Tore e = o] ] r= 1= 0 1= 0 TP PRSP PPPPPPTP FIN-1
Fixed / Stationary Generators - Generator Operation Logs & INSpections (SUPPIrESSION) .....ciiiieiiieeiiiiiin e eeeeetriien e e e e e e eenrin e e e e FR-6
Fixed / Stationary Generators - Generator Operation Logs & INSPECLIONS..........ccooiiiiiiiiiiii PW-7
Fixed / Stationary Generators - Generator Operation LOgS & INSPECLIONS........coiiiuiiiiiiiiie ettt e e e e e PW-12
DT o I AN ) £ SRS FIN-2
Fixed Charge Special Assessment Report - Annual State or Federal REPOIS ......oiii i e e e s FIN-3
Fleet Management DAtADASE. ............uuiiiiiiii ittt e e oo e ettt e e e e e s oo s b bbb ettt e e e e e e e bbb et e e e e e e e e bbr e e e e e e e e e e aan PW-11
Flood Wall Correspondence (NOt CIP-REIATEA) ........uiiiiiiiiiiiiie ettt e ettt e e e e e e et et e e e e e e e b e e e e e e e e e e nnnnees PW-4
Flow Tests, Fire Hydrant (Development or MaiNtENANCE) - PaPEr .......uuuiiii i iiiieeiiiiii s e e s e e e e e e et s e e e e e e e ee e s e e e e e e eeaaennannas PW-12
Flyers: Reference Materials — Produced by Other Departments ... CW-6
Flyers: Reference Materials — Produced by OutSide OrganiZatioNS.........cuu i iiiiiiiiiiieee et s e e e e e e CW-6
Flyers: Reference Materials — Produced DY YOUTr DEPArtMENT........ocuiiiiiiiiieiiiiiiee ettt e e r e e e e e e CW-6
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FOG (Fats, Oil & Grease) / Source Control / Pretreatment Annual / Semi-Annual REPOITS ........covviiiiiiiiiiiiiiiie e PW-7
Foreclosure Notices / Notices Of Defaults (NOD) (COPIES) ..uuuuiiiiiiiiiiiiiiiiiie e e e ettt s s s e e e e e e e eett i a e e e e e eeeeatt e aeeeeeeetrrarreeereeeesrnnnnaes CD-2
LT 0T (T T ST AN T Y T PD-2
Forms, Ballot Designation - Candidate File, SUCCESSTUl CaNIdALES .........coiiiiiiiiiiiiiiiii e CC-4
Forms, Ballot Designation - Candidate File, Unsuccessful Candidates...........oouuuiiiiiii i e e e e CC-4
Forms, Candidate Statement - Candidate File, SUCCESSTUl CaNAIdAES ..........ooviiiiiiiiiiiee e CC-4
Forms, Candidate Statement - Candidate File, UNSUCCESSTUl CaANAIAALES .......cceuiieeiiiiiiiieee ettt e e e e e e e raaas CC-4
0] 10 O | Y 1 (o] 1 01 PP TP P PP P PPPPPPR PPN CA-1
FPPC 400 Series Forms & Form 501, Campaign Filings: Successful Candidates (Elected Officials)...................ccccc. CC-3
FPPC 400 Series Forms & Form 501, Campaign Filings: Unsuccessful Candidates (Elected Officials)...........cccccceeeeiiniin. CC-4
FPPC 400 Series Forms (Campaign Filings): Other COMMItEES (PACS) .....ciiiiiiiiiiiiiie ettt CC-4
FPPC 400 Series Forms (Campaign Filings): Those Not Required To File Original With City Clerk (COpIES).......cceeeevveeevieviirnnnnnnnn. CC-4
FPPC 700 Series Forms, Economic Interest Filings - Statement of Economic Interests): All.............cc CC-3
FPPC Form 602 / 635, Economic Interest Filings - Lobbyist Authorization / REPOIiNG.........c..uvueiiiiiiiiiiiiiiieeeee e CC-3
[ o e O o g I {0 (T A (o AN [T (oA =T o oI ) S CC-3
FPPC Form 802 (Event Ticket / Pass Distributions AGency REPOIT) ..o CC-3
FPPC Form 803 (BeheSted PAYMENT REPOI) ......uuiiiiiiiiiiiiiiiiie ettt ettt e e e e e e bbbttt e e e e e e e s s bbb et et e e e e e e s bbb e e e e e e e e e e e nnnnrees CC-3
FPPC Form 804 (Agency Report Of NEW POSITIONS) .......couuiiiiiieiee ittt e et e e e e e e e st e e e e e e e e s e e e e e e e e e e nnnees CC-3
FPPC Form 805 (Agency Report of CONSUIANES) ..o CC-3
FPPC Form 806 (Agency Report of Public Official APPOINTMENTS) ........uiiiiiiiiiiiiiiiiie e e e e e CC-3
(o] 01 Ofe U a1 (=T YA IS (o] gl Moo £ PP PP P PP PPPPPPR PPN PD-8
Fuel and Gas USage (FUEI IMASIEL) = AITDOIT ......uuu it eeiieeeiies e e e e e e et e e e e e e e e e e ettt e s e e eeeeeee et e s e eeeeeeeeetenaneaeaeeeesaesnnnaaeeeeeennsrnnnnsnns PW-2
Fuel Master, Fuel and Gas USage - AITPOI ... PW-2
FULUIE DEVEIOPMENTS (MWALET) ... i eetieeieee e e e ettt e oottt e e e e 4ottt et e e e o4 e o s bbb e et e e e e oo 44 R bbb e ettt e e e e o4 e sk bbb ettt e e e e e e e annbbbsneeeeeeeaanns PW-14
G

Gas Tax - ANNUAI StAte OF FEUETAI REPOIMS. ... .uuuuuiiiiiiiiiiiieieeteeteteeeeerearreereeerraeee—e..—...—..——..——e.reerrerrrrerrrerrrerreerrrerrrrerrerrmee.—————. FIN-3
Gate Card User ACKNOWIEAGEMENTS (AINPONT) .....oiiieiiitieeeeee oo ittt e e e e e ettt et e e e e e s s bbb e ettt e e e e e s s s bbb e e et e e e e e e e e nbbbbe et e e e e e e e snnnbbnneeeeeeeeans PW-2
o L OF: 1o I U LT ol IS (1 o Lo ) TP PPP PP TPPPPPPPPPPPPN PW-2
General Cleaning - Operation & Mainte€NanCe, SIOMMWEALET ..........uii i i e e e e e e et e e e e e e e et e e e e e e e e e atara s e eeeeeeresrannnaaeeaaeeeennes PW-14
General Files: CorreSPONUENCE — ROUTINME.....ciii ittt e oot e e e e e e s bbb ettt e e e a4 aa s b bbbt et e e e e e e e e aab bbb et e e e e e e e s nnbbeneeeeeeeeans CW-3
LT 01T = LI O o 1= PP PD-1
(1= o= = N ad P = (=T a (=T L SRE= L a Lo AN g =] a0 [ =T £ P CD-4
Generator Operation Logs & Inspections - Fixed / Stationary Generators (SUPPIrESSION) ......uuvveviveereeereerieeereeeereeeereeeeerreerrererreeree. FR-6
Generator Operation Logs & Inspections - Fixed / Stationary GENEIAtOrS ............uuuuuuruuuureeereerrerereeereerrrerrrerrrerreere————————————————. PW-7
Generator Operation Logs & Inspections - Fixed / Stationary GENEIatOrS ..............uuuuuuuuuuuumeinuiiieiieeeieeeineerneeennerneeennnneenn—————.- PW-12
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Generator Operation Logs & Inspections - Portable / Emergency Generators (SUPPrESSION).........uuviiiieeiiiiiirriiieeeeeeeeiiieeeeeeeee e FR-6
Generator Operation Logs & Inspections - Portable / EMergency GENEIALOIS ..........uuuuieiiieiiieiiiiiiii i e e e eeeeeatiies s s e e e e e eeaennn e e eeeeeeeennnns PW-7
Generator Operation Logs & Inspections - Portable / EMErgenCy GENEIAtOrS.........uuuuuuuuruuuriurriuriiunrinneennnrnnennnnsnnnenneenneennn..s PW-12
Generators - AQMD PeITNIES = GOl . .iiiiitiiiiiiie e ettt e e e ettt e e e e e s o e bt e ettt e e e e 44 s R b e ettt e e e e e e e s R bbb et e e e e e e e e e e s bbe e e e e e e e e e e e nnnbnneeeaeeas PW-11
Generators - AQMD Permits - ENVIFONMENTAI SEIVICES ........oieiiiiiiii e iiieeiies e e e et rs e s e e e e e e ettt s s e e e ee e e e attaa s s eeeeeeseentnnnaaeeeeeeeenrnnns PW-6
Generators - AQMD PEIMItS (SUPPIESSION) ....uuuuuuuuiuueereeereeerersreesressseesseesseeseeessereseeeressssssrsesrserrreereeerrerre........—......—.—————————.—.—————. FR-6
Geotechnical and Soil Reports; HYArolOgy REPOITS........uiiii ittt e e e e e s e et e e e e e e bbb e e e e e e e e e et beeeeeeeaeeaas PW-5
Geotechnical Studies & Reports - Capital Improvement Projects (CIP), Permanent File ... PW-4
Gift to AQENCY REPOIT - FPPC FOIMM BOL ....oiiiiiiiiiiiiiiieiiteeteeseeesseseeeesseeseeesseessaeeseeseessraesseeseesereerrerrrsesrreerrerreerrrerreerr.rr..——.—————— CC-3
(] SR D= 1= L= LSS P PP Cw-4
L0 LI 1ot 0 1§ 1 A =T o 0 o L P&R-2
Grading Permits - Capital Improvement Projects (CIP), Permanent File ...........cooririiiiii it e e e s e e e e e e eennens PW-4
Grading Plans - Private Land Development Projects / Job Files, Permanent FileS ............uuuiuiiiiiiiiiiiiiiiiiiieeiiesieeeeeeseeeesseessesreneseesne PW-6
C1r=To [aTo W o Eo T R (=t g To [ aT=T=T 4 ol ) PSP PPP P TPPPPPPPPPPPPN PW-4
Grand Jury Reports and Responses (Regarding City OPEratiONS) .......cccuuuuuiiiiieiiiiiiiiiis s e e e e eeeties s s e e e e e e e eattas s e e e e e seesansa e eeeeeeeeennnns CM-1
Grand Openings - Historical Records, Photographs, & HiStoriCal PrOJECIS..........uuuiiiiiiiiiiiiiiiieiiieiiieeiieeveesvsesssesseesseesseeessesssesreeeraeene. CC-5
Grant agreement, copies of invoices, program rules, regulations & procedures, reports to grant funding agencies.............cccc....... Cw-4
LT =T AN E o [ £ PRPPSPPPPPP FIN-1
Grant funding agencies, correspondence, audit records, COMPIELION FECOIAS ........uuuuuiiiirireiieerirriiereiierrrerreerrrerrrer—————————————————————————. Cw-4
Grants (UNSUCCESSFUL Applications, COrMESPONUENCE) ........uuiiiiieeeiiiiiite e e e e e e sttt ettt e e e e s s s e e e e e e e s s b be et e e e e e e s aanbbeneeeeeeeeans Cw-4
Grants / CDBG (Community Development Block Grant) / Reimbursable Claims / FEMA Reimbursements ................uvvvveeeveeeeeennee. Cw-4
Grants SUCCESSFUL Reports, other records required to pass the funding agency's audit, if required.............cccccevviieiiiieerreeennnns CWw-4
GraphiCs FileS, WEDSITE, EIC. (COPIES) ..uuuruuuiriirireirtetiuetreetreeeseeseeesseesseereeeesaeeeeesseeereerseessessssesreersserreerrserreerrreererrer..r..—————. ED-1
GriEVANCE FlES / INVESTIGATIONS ....eiieiiiiiiieiiei ettt oottt e e oo oottt e e e oo 4o a Rkttt ettt e e o444 e R b bbb e et e e e a2 e e e bbb b e et e e e e e e e s nnbbenreeeaeeeans HR-2
(T o]0 aTo I =T RST ST AN T oo o A (0] o] 11 PP PW-1
GUIAANCE INTOMMALION = STOMMWEALET ... . .eiieiiiiee ettt e e ettt e e e e e e sttt ettt e e e e s s e ettt e et e e e e e e e e s s b bbb et e e e e e e e e snnbbbeeeeaeeeeeannnbbnneeeeeeeeaans PW-2
H

Hangar INVENTOES - AINPOIS (COPIES) ...ettieeiiiiiitiieitte e e e e e ettt et e e e e et s et e ettt e e e a4 4o s e e b et ettt e e e e e o R b b e e e et e e e e e e e e s bbb e e et e e e e e e aannnbbseeeeaeeeeaannnnees PW-1
Hangars & Tiedowns - Agreements & Contracts, not imaged (NON-INfraStruCtUre) .........ooouuuiiiiii i e CC-2
Hangars & TiedOWNS, AINPOIT (COPIES) ..utttiteiiiiiittititieeeee e ettt ee e e e e e s st bse e et e e e e e e e s b ab e ettt e e e e e e aaa s s b be et e e e e e e e aaan kbbb e e et e e e e e e ansabbs e e e aaeeeennnnnrees PW-1
(o F= Lo TS a1 o O =] SRR HR-1
Harassment Prevention Training — All COUISE RECOIAS ..uuuuiii it e e e e et r e e e e e e e e et ra e e e e e e e eenraana s CW-7
Hazard MItIgation Plan ..., PW-14
Hazardous Materials BUSINESS PlaNS (HIMBP) ........oiiiiiiiiiiiiii ettt e e ettt e e e e e e s s bbbt et e e e e e e s bbb e et e a e e e e e e aaneeees FR-6
Hazardous Materials Plans - Capital Improvement Projects (CIP), Permanent File ... PW-4
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Hazardous Waste Manifests / Certificates of DiSPOSal (COIP / FO) ...ttt e e e e PW-10
Hazardous Waste Manifests / Certificates of Disposal (Environmental SEIVICES) .......ccovvviiiiiiiiii e e e PW-7
HazMat - REMITEANCE / BillINQ ...ttt oottt e e o444 ettt e e e e oo e bbbttt e e e e e e e s e n b bbb s et e e e e e e e e snbbbb et e e e e e e e nnnnnbenes FR-4
Health Department Correspondence (NOt CIP-REIAIEA).........uuuiiii it e e e e e e e e e e PW-4
Health Insurance Portability and Accountability Act (HIPAA) Policies and ProCedUIES........ccoiv i FR-2
HIPAA Policies and Procedures (Health Insurance Portability and Accountability ACt) ..., FR-2
Historic Preservation Survey, Evaluations and DEeSIGNATIONS ..........oiiuuurtiiiiiee ittt e e e e e et e e e e e e s s st e e e e e e e s e saabb e e e e e e e e e e nnnrees CD-4
Historical & Cultural Preservation Committee - RESOIULIONS ..........coo i, CC-6
Historical Files, Elections (Copies of Sample Ballot, Resolution Declaring ResuUlts, etC.) ..o CC-4
Historical List of Members - City Council, Committees, Commissions, and Boards (CCBS) ..........ccuuuuiiiiiiiiiiiieeiiiiiiieiee e CC-3
Historical Projects (City Anniversaries, INCorporation, City SEaI, ETC.) ... ..uuiiii i e e CC-5
Historical Records, Photographs, & Historical Projects (City Anniversaries, Incorporation, City Seal, etC.)......cccccceeeeviieiviveiiiinnnnnn. CC-5
Historical Reports, Water ReSOUrCes PIaNNINg ..........cooooiiiiii i PW-14
Historically Significant: REPOIS ANGA STUGIES .........eiiiiiiiiiiiiiie et e e e e e e e e e e e e s s bbb e e et e e e e e e s b e e e e e e e e e e e annnees CW-6
[ (RS (0 LTSI I =T F5T= T 1[0 g R oo o] =P FIN-3
History Files - Fire Vehicle, Apparatus, & EQUIPMENT ... FR-6
History Files, Vehicle & Equipment - AQMD Certifications, Maintenance, Registrations, Safety Certifications, etc...................... PW-11
HMBP (Hazardous MaterialS BUSINESS PIANS)........uuiiiiiiiiiiiiiiii ettt e e e e e et e e e e e e s e bbb e et e e e e e s e e e e e e e e e e e annneees FR-6
HOME - Denied, Cancelled or Withdrawn Loan Applications / Potential BUYEIS ... CD-3
HOME - Housing Programs, With Recapture / ReSale RESINCHON ...........uiiiiiiiiiiiiiiiiiii e e e CD-2
HOME - Housing Programs, Without Recapture / ReSale RESIIICON ..........iiiiiiiiiiiiiiiii et CD-3
Homeland Security - Emergency OPerations PIAN ...........uuiiiii i e e e e s e e e e e e e et a s e e e e e e e eeteae s e e e eeeesennennaaeeeaees FR-1
Homicide - ConVICtion - CasSE REPOIS .......coo i PD-5
Homicide - No Prosecution or Prosecution with NO CoNnViICtion - CASE REPOITS .......uuiiiiiiiiiiiiiiiiieie et PD-5
Hours of Classes, Programs, FACIIIES (COPIES) ..uuuiiiiiiiiiiiiiiiii i ee et s s e e e e e e et r s e e e e e e e ettt s e e e aeeeeeettaa s eeeeeeeeestasaseeeeeeeennennnnnss P&R-3
Housing Programs: Affordable Housing Projects, Rehabilitation, etc. - With Recapture / Resale Restriction.................................. CD-2
Housing Programs: Affordable Housing Projects, Rehabilitation, etc. - Without Recapture / Resale Restriction............................. CD-3
[ (o TU ][ o PP PP PP TPP R TPPPPPPP CD-2-CD-3
Human Resources / RISK MANAQGEIMENT ..........ouiiiiii it e e e s e e e e e e et e e e e e e e e et et e s s e eeeeeeaattaan e eeeeeeeestennareeeaeeees HR-4 — HR-5
HUMBIN RESOUITES ....ceiiii ittt ettt e e et e e ettt e e e e et e e e et ba e e e et ta e e e e et a e e e e e e b e e e et b e e e e e b e e e et b e e e ee b s e e eebb e eeeebanneaas HR-1 - HR-4
[ )Ye 1 (0] oTs ) VN R =T o Jo] 4 - TP PP P PP PP PPPPPPPPPON PW-5
I

L PO PPPPPRP HR-2
[llicit DISCharges, NPDES - SIOMMWALET .......cccci e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaans PW-8
Imaged MOUSs - Agreements & CONtractS (INFTASTIUCTUIE) ........eeiieiiiiiiiiii ettt e e e e e e e e e e e et e e e e e e e e enneees CC-1
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Immutable Cloud Backup / WORM / DVD-r / CD-r / Blue Ray-R / other unalterable media ............ccccoiiiiiiiiiiiiiceeee ED-2
Improvements, Park - Agreements & Contracts (INfraSIrUCLUIE) ..........uuuiiii i e e e e e e e e e e e e e e e e e aeeaa s CC-1
Improvements, Street & Alley - Agreements & Contracts (INFraStrUCTUIE) ........ooiiiiiiiiiiiie e CC-1
Incident / Injury RePOItS (POTENTIAI CIAIMS)........uuiiiiiiieeiiiii ettt e et e e e e e e ettt e e e e e s s bbb e e et e e e e e e e bbb e et e e e e e e e e nnnnnees HR-4
LTl T L= o =T To i T O PW-12
Incident Reports - Workers Compensation Claims / Long Term Disability Claims ... HR-5
T To =T o1l =T Lol kR (1= T 4 = ) PP PP PPPPPPPPRPPR PW-10
Incident Reports (MembErs Of the PUDIIC) ...ttt e ettt e e e e e r e e e e e e e e e e e e e e e e e e eaaes P&R-1
Incident Reports: AIrCraft (SENTTO FAA) ..o PW-1
Incorporation - Historical Records, Photographs, & HiStOrCal PrOJECES .........ciiiiiiiiiiiiiiee et CC-5
Individual Training Certificates - Employee Training INdividual RECOITS .........ooiiiiiiiiiiiiie e FR-1
LaTo [WES (g =Y I =T 11 Lo [T o T d F= U S T = 1= S CD-1
INAUSTEIIAI NOTICES = STOTMWEALET ... .. eieieeiee e e e ittt e e ettt e e e e e e s ettt et et e e e e e e e s s e b ettt e e e e e e e e s s st be et e e e e e e e e aan bbb et e e e e e e e e e s nnnbbseaeaeeeeennnnnrees PW-3
Information Technology - BACKGrOUNG FIlES ......... e et e e e e e e e et e e e e e e e r et e e e e e e e nnnees HR-3
Fal{oT g gat=ViTo] o TN I=Ted o] o] (oL VAR A €] 1 T ED-2
Informational Case REPOIS ......ccoiiiiii e PD-6
INIGALIVE - EIECHONS ... CC-5
Injury Reports - Workers Compensation Claims / Long Term Disability ClaimsS ..........cooooiiiiiiiiii e HR-5
Injury Reports (Potential ClaimS) .......coooiiiii HR-4
Inspections - Aboveground CNG Storage Tanks (AgenCy OWNE) = COIP ..ouiiiiiiiiiiiiiiiieeeee ittt e e s e e e e e s ee e e e e e s e PW-11
Inspections - Aboveground CNG Storage Tanks (Agency Owned) - Environmental SErVICES .........ccoviiiiiiiiiiiiieiiiiiiieeeeee e PW-6
Inspections - Aboveground CNG Storage Tanks (Agency OWNEd) - FO .....cooiiiiiiiii i e e e e e e e e nana s PW-12
Inspections - Aboveground CNG Storage Tanks (Agency Owned) - Marina.............coooeieiieie e, PW-10
Inspections and Maintenance - Underground Storage Tanks (City Owned - RemMOoVved) ...........uueviiiiiiiiiiiiiiiiee e FR-5
Inspections, CalTrans AroNAULICS (ANNMUAN) .......uuii i e e e e e et e s e e e e e e e ee et rreeeeeeeeettaaarseeeeeeesssnnaareeeeeenesrnnnnnes PW-1
INSPECLIONS, CHP ... PW-11
INSPECHONS, CHP ... PW-13
Inspections, Construction - Private Land Development Projects / Job Files, Administration File ..................cccc . PW-5
[y oIt u T ST = Vo 111 YA (O 1§V = od 111 I PW-11
INSPECHIONS, LIGNT STALION = SEWET ....eeiiiiiiieiiiit ettt e ettt et e e a4 4o b ettt e e e e e oo R h bbbttt e e e e e e e e n bbb e ettt e e e e e e ansabb s et e e e e e e e e nnnnrees PW-8
[aKS oLt o (o] T o £l I ] o O OO TP PP P PPPPPPPPRPPPR PW-11
LB 0T 1T o T (=T I o PW-13
INSPECHIONS, SAIOLY ... P&R-3
Inspections, Traffic Signal Preventative MaINTENANCE ............uiiii it e e e e e e e e e e s s s bbb e e e e e e e e e s e aaabb e e eeeeeeesnnnneees PW-6
Inspections, Vessel (Surveyor's Valuation REPOIMS) .......ooiiiiiiiiiiieiiii ettt e e e e e e e e e s e r e e e e e e e e aaes PW-10
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Instant Messaging: Correspondence — Transitory / Preliminary DraftS. ... CW-3
Institutional Billing (REGIONAI CENIET, ©1IC.) ...iiiiiiiiiii it e e e e e e e e e e s e e e e e e e e ettt reeeeeereeeteaaaeeeaeeeensensansreeeeeeeenrnnnnnss PW-15
Insurance Certificates - Capital Improvement Projects (CIP), AdMINISration File ...........cooiiiiiiiiiiiioiiee e PW-3
Insurance Certificates - Class INSITUCIOIS CONTIACES .......ccccee i e P&R-1
Insurance Polices / Memorandum of Coverage (City-OWNned POIICIES) .......ccoiiiiiiiiiii e e HR-5
Integrity Testing - Aboveground CNG Storage Tanks (Agency Owned) - Environmental Services.............ccccc, PW-6
Integrity Testing - Aboveground CNG Storage Tanks (Agency OWNEd) - MaIINA.........cciieiiiiiiiiiiiieeae e PW-10
Integrity Testing - Aboveground CNG Storage Tanks (AgenCy OWNEA) = COMP.....uuuuririiiieeiiiiiiiiiie e e e e e e e e e e e PW-11
Integrity Testing - Aboveground CNG Storage Tanks (Agency Owned) - FO ..., PW-12
Intelligence Files (Criminal INtEIIIGENCE FlES) ........e it et e et e e e e e e s et e e e e e e e s s bbb e et e e e e e e e anneeees PD-3
Intern Applications — SUCCESSFUL Includes e-mail confirmation of Livescan clearance from Human Resources;....................... CW-7
Intern AppPlICAtioNS — UNSUCCESSFUL ......oiiiiiiiiii i e e s s e e e e e e et e e e e e e e e e e ettt e e eeeeeeeattaa e eeeeeeeetesaaaaeeeeeeeesennnnnes CW-8
Internal / Employee Committees or Task FOrces - Al RECOIAS ... CW-2
Internal Affairs Investigations With Sustained Finding of Misconduct - Member of the Public Complaints..............cccccivivieiniiiinnee. PD-1
Internal Affairs Investigations Without Sustained Finding of Misconduct - Member of the Public Complaints.............cccevvviiiiennenen. PD-1
Internal Investigations - Internally-Generated COMPIAINES ... PD-1
Internally-Generated Complaints - INterNal INVESTIGATIONS ........cciiiiiiiiiiiiiieee e e e e e e e st e e e e e e e s s b e et e e e e e e e annneees PD-1
Interpretation of MOU Provisions - Labor REIAtIONS FIlES .........ooii e e e e e HR-3
Interview Notes - Recruitment and Testing File ... HR-4
Inventories: Correspondence — Transitory / Preliminary DIaftS ........u i CW-3
[N (o EoNiTo] g R o 1 (=T o PP PP TSP T PP PPPPPPR PP PD-1
L NVZ=1S 1o T= Lo o TSR AN T B 11 =T o PD-1
Investigations Case Management Database ..........coooooiiii i PD-3
1AV ZSTS3 (o Fo Vi o] o TP PP PRSP PPPPPPPPO HR-2
LNV 1o T= o) 1= PD-2 — PD-3
Investigations, Internal - Internally-Generated COmMPIAINES ... PD-1
INVESTMENT ACCOUNT STATEIMENTS ...ieiiiiiiiii i e e ettt e ettt e e e e et e e ettt et e e e e e e e eete e aaeeeaeeeeettea o aeaeeeeeeeebtaa s e eeeeeeeetebnaneeeeeeeeesennnnnnes FIN-1
Investment Bonds (Receipts / Advisor Reports / Trade TICKETS / LAIF) ....oooii ittt e e FIN-3
INVESTMENT REPOIMS & BACKUPD .. iiieiiiiiiii i e e et iie s e e e e et e e e e e e e e e ettt e e e e e ee e e e et e e s s aeeeeeeeee et eaa s seeeeeeeeetennn s eeeeeeeeeeesnannseeeeeeenesrnnnnsns FIN-3
Investments / Arbitrage / Bonds (Receipts / Advisor Reports / Trade Tickets / LAIF (Local Agency Investment Fund)).................. FIN-3
Invitations: Correspondence — Transitory / Preliminary DIaftS........c.uueeiiiiiiiii et e e CW-3
Invoices - Accounts Payable / INVOICES aNd BACKUP ........ouuuuiiiiiii et e et e e e e e et r e e e e e e e e et ra e e e e e e e eeeernnan s FIN-1
Invoices and Backup (Invoices, Travel Expense Reimbursements, €tC.) ... FIN-1
Invoices to Outside Entities - ACCOUNES RECEIVADIE ..., FIN-4
IRS 5500 FOrms (EmMpIloyee BENETIL PIANS) ........uuiiiiiiiiiiiite ettt e e e e et e e e e e e e et e et e e e e e e e bbb e e e e e e e e e e nnnees FIN-6
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1T AN o 11 USSP FIN-1
(ST @ I T =V g [T =14 T £ FR-1
ISSUE IS . CW-6
ISSUES - ECONOMIC DEVEIOPIMIENT ......eeeeiiiiieeii ittt e ettt e o444 ettt e oo 4o oo R b b et et e e e e e e oo e a kbbb ettt e e e e e e e s bb e e e e e e e e e e e e nnnnee e ED-1
3 UL ST PP P PP CM-1
J

Jail Logs / Juvenile Detention LOGS @0 REPOITS .......c.uuiiiiiiiiee ettt e e e e e ettt e e e e e e s s bbb ettt e e e e e s s e bbb e e e e e e e e e annbbeneeeeeas PD-7
Job Analysis - Recruitment and TeSHNG FlE........o oot e e e e e e e e e e e e et e e e e e e e neeeas HR-4
Job Brochures - Recruitment and TESHNG FlE..... ... s HR-4
Job Descriptions / Classification SPECITICALIONS .........cc..ueiiiiiiie e e e e e e e e e e s bbbt e e e e e e e e s s bbb e et e e e e e e s e anenbeeeeeeas HR-2
JOD Files: AdMINISIFALION Il ... s PW-5
JOD FIlES: PeIMANENT FIlES ... e s PW-6
JOINt POWET AULNOFTIES (COPIES) ..uuuuuuuuiiiii s nnnnnns FR-2
Joint Powers - Agreements & COoNtractS (INfTASTIUCIUIE) ........ooiiiiiiiiiiii ettt e e e e e e e e s e e e e e e e e eeeeas CC-1
Journal ENtries / JOUINAI VOUCKEIS ... .. s FIN-3
Judgement, Peace Officer - Report to POST Commission - Reports to State or Federal AgENCIES. ... PD-2
Juvenile Detention LOGS @NGA REPOIS .........uuiiiiiiiie ittt e e e e e s o bt e et e e e e e a4 s e s bbb e ettt e e e e e e e b bbb e et e e e e e e e aaanbbbb et et e e e e e aannbbnneeeaeas PD-7
Juvenile Marijuana / CanNabIS CaASE REPONIT. .......iiuiiiiiiiiii ittt e e e et e et e e e e e o e e b e et e e e e e e e s b b et e e e e e e e e e aaa bbb e et et e e e e s aannnrnneeeeeas PD-6
Juvenile on School Grounds during SChOOl HOUIS - CaSE REPOITS ......uuuuuiuiiiiii e PD-6
Juvenile RegIStEred SEX OFfENUEIS ......cooiiiiiiiiii ettt e e e e ettt et e e e a4 e s s bbb e ettt e e e e e e e s a b bbb et e e e e e e e e nabbbb e e et e e e e s aannbbnneeeaeas PD-3
K

[Nz QS (0] r= 1o TSN =T 1 0 1€ PW-10
Kidnapping - ACHIVE - CaSE REPOIMS .. ..o PD-5
Kidnapping - FOUNd / RECOVEIEA - CASE REPOITS ....eiiiiiiiiiiiiii ittt ettt e e e e e e ettt e e e e e e s st bbb et e e e e e e e s e nbbe e e e e e e e e e e e annnbeees PD-5
L

Lab REPOIS - STOMMWALET ... PW-2
Lab Reports & Chains of Custody: BacteriologiCal and OFQaNICS ..........uuuiiiiiiiiiiiiiiiiiii ettt e e e e st e e e e e e e aaes PW-13
Lab Reports & Chains of Custody: Chemical (Includes Chlorine ReSIAUAIS)............uuiiiiiiiiiiiiiiiiiee e PW-13
Lab Reports & Chains of CUStOdY: LEAA & COPPEL ... coiiiiiiiiiii i e e ee et e e e e e e ettt e s e e e e e e e e ettt e e e e e e e e eeettaareeeeeeeeeetasaseeeeeereenennnnnss PW-13
Lab Reports & Chains of Custody: Wastewater Treatment / Recycled Water ..., PW-8
Labor Relations Files (Negotiation Notes, COrreSPONUENCE, E1TC.) .....uuuuriiiiieeeiiaiiiiee et e e e e e et e e e e e e s s st r e e e e e e e aaasnrr e e e e eeeeeaannrees HR-3
0 0 PP CD-3
LAIF (Local Agency Investment Fund) - Investments / Arbitrage / BONAS ... FIN-3
LANA USE PIaNS.... . CD-4
Landscaping - Agreements & Contracts, not imaged (NON-INFTASTIUCTUIE) .........ouuiiiiiiiieee e CC-2
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Lead & Copper, Potable Water: Chains of Custody & Lab REePOITS.......cooo i, PW-13
Lease / Tenant Agreements (not imaged) - Agreements & Contracts (NoN-INfraStruCture)...........ccovvviiiiiiiii e CC-2
Leases - Agreements & Contracts, not imaged (NON-INFTASTIUCIUIE) .........coiiiiiiiiiiiiii e e e e CC-2
[T I N Y[ oJo ] A (o] o] e[ IO TP PP PP PP PPPPPPPR PO PW-1
[TVl =T 1] (= E Rl = Y 0] LN =T 0T €S FIN-7
Leave Slips/ Time Off REQUESES ... Cw-4
Legal Advertising / Affidavits of Posting / Affidavits of Publications / Public Hearing Notices ...........cccccoooiiiii Cw-1
Legislation Working File / Department File (Resolution / Ordinance Copies and Correspondence)..........ccccovvveeeeeeeeeeeeeeeeeeeeeeeeeeee CA-1
[ TS0 O o T =Tod [ o S O L I =1 PO PPPPPT PW-1
Letters Of Credit - BONUS ... CC-2
I ] T I (SR o 1= 1 SO TPPPRT PD-2
Letters: CorreSPONUENCE — ROULINE ......ii i iiieeiiiis e e e e e e e e e e e ettt e e e e e e e e ee ettt s e e eeeeeeae et e aeeeeeeeeeteann s seeeeeeeneesnannseeeeeeennsrnnnnsns CW-3
Liability Forms: Camps, Field TrPS, EIC. ..o P&R-2
License, Airport State (SAfety INSPECLIONS) ........uuiiiiiiiieiiii ettt e e e e et e e e e e e e bbb e et e e e e e s e e s bbb e e e et e e e e e e e aenbe e e e e e eeeeeaannnrees PW-1
Licenses, Airport - Agreements & Contracts, not imaged (NON-INfraStrUCLUIE) ........coieiiiiiiiiiiiiie e e CC-2
LicenSES, AITPOIT (COPIES) . ciiiiii i PW-1
[ Tot=T Y g To [ (=T o0 o RSP TP P PP PPPPPP PO CA-2
Liens & Releases - RECOrded DOCUMEBNTS .......ccooiiii et e e e e e e e e e e e e e e e e e e aaaeens CC-6
LIBNS (COPIES) .. i PW-4
I BIS e PD-2
Life/Safety - Denied, Cancelled or Withdrawn Loan Applications / Potential BUYEIS...........occuiiiiiiiiiiiiiiiieeeee e CD-3
I 1] Vo T T L] 01T €T ST P PW-8
Lighting and Landscape Districts / Special District FOrmation ... PW-5
Lighting and Landscape Districts Assessment Rolls / Annual Assessments (Engineer’s Reports of Assessments)...........c.c......... PW-5
(o] g 1T qTo =g o IV g o ESTur=T o TN I ] 1 [ S FIN-1
Limited Term Permit (Christmas Trees, PUMPKIN LOtS) ... CD-5
Lining - Underground Storage Tanks (City Owned USTS - REMOVE) ......coiiiiiiiiiiiiiiiiiie et e e FR-5
LiStS, CUSTOMET = AINPOITS (COPIES) ... uttttttteeeiiauttiee ittt e e e e e e es et ettt e e e e e e s s b et e ettt e e e 44 4o s R R e e ettt e e e e e oo R R b e e ettt e e e e e o e e bbb e ettt e e e e e e a bbb s e e e e e e e e e e annnnnes PW-1
Litigation and Claims Assignment Files and Related RECOIUS ..........uuuiiiiiiiii i e e e e e e e e e e e e s aera e e e eeees CA-1
Little League - Park and FaCIlity PEIIMITS ........c.uiiiiiiiiie ittt e e e e e s sttt e e e e e e s s bbb et e e e e e e s e anbbbnseeeeeeeeaann P&R-3
Live Scan APPlICALIONS = EMPIOYEES ......coii ittt oottt e e oo 44ttt e e e oo o b b et e et e e e e e e o e sk bbb ettt e e e e e e e s b e e e et e e e e e e e annnneees PD-7
Live Scan Applications - PUDIC APPHCANTS ........uuiiii i e e e e e e e e ettt s e e e e e e e et et s e e eeeeeeeteae e eeeeeeeeennnnnaaeeeaees PD-7
AV Y o To = o N =T 011 PP PPPPPPPPRPPR PW-10
Loan Applications / Potential Buyers Denied, Cancelled or Withdrawn (First Time Home Buyers, etC.) ......ccccccevviiiiiiiiiniieeeniniee, CD-3
Lobbyist Authorization / Reporting - FPPC FOIM 602 / 635 .......ccoo ittt e et e e e e e e e e r e e e e e e e e nnnees CC-3
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Local Agency Investment Fund (LAIF) - Investments / Arbitrage / BONGS .........cccuiiiiiiiiioiiii e FIN-3
Local Government Compensation Report - Annual State or Federal REPOIMS ........iii i e e e e e s FIN-3
Location - Underground Storage Tanks (City Owned USTS - REMOVEA) ....cccoiiiiiiiiiiiiiiieeeiiiiie e e e FR-5
(o To [ (1 (=3 o [0 10 ] PP TP OO PP PPPPPPR PPN FR-1
Log BOOK Recycled Water PUMP STALIONS ........uuiiii it eee et s s e e e e e e et s s e e e e e e e ee et s e e e e e ee e e et taa s eeeeeeeeeeesna s eeeeeeeeesnnnnnsanes PW-8
LOQ, SUDPOEBNAL ... ..o PD-8
Logs & Inspections, Generator Operation - Fixed / Stationary Generators (SUPPreSSION) .......uuueeiiieeiiiiiiiiiiiieieeeeaaiirireeeaee e e eeeees FR-6
Logs & Inspections, Generator Operation - Fixed / Stationary GENEIALIOIS ........ccuuuieiiiieeiiiiiiiiie e e et e e e e e e PW-7
Logs & Inspections, Generator Operation - Fixed / Stationary GENErators ...........cooeeeieiiii i, PW-12
Logs & Inspections, Generator Operation - Portable / Emergency Generators (SUPPreSSION).......cceeuuiiuururrrreeeeeaaaniirireeeeeeessnsnnnees FR-6
Logs & Inspections, Generator Operation - Portable / EMErgenCy GENEIALONS .........uuuiiieiiiiiiiiiiieieeeees et e e e e e e e e PW-7
Logs & Inspections, Generator Operation - Portable / EMergency GENEIatOrS .......iiiiiiiiieeiiiiii e e e eeeeeeetiess e e e e e e e eeatann e e e e e e eeanennaans PW-12
Logs & Maintenance, Daily: Meter Reading & Adjustments, Facility Maintenance Logs, etc. (FAAFOrmMS).........ccccoeeeieii. PW-1
LOgS and ReEPOITS, JUVENITE DEIENTION ......ceiiiiiiiiiiiie e e ettt e oottt e e e a4 et et e e e e e e o e e bbbt et e e e e e e e e e n bbb ettt e e e e e e e anbb e e e e e e e e e e e e annnneees PD-7
(0T o Fo T A ¢ (=153 o T LS A o €= o o [ PD-4
Logs, Cal-OSHA - 200, 300, 301, 301A, Cal-OSHA Inspections or CItatioNS.............coooiiiiiiiii HR-4
0T ST O 1 SR PD-4
(oo ST @fo] gl o) |[=Te BTN ] o 1S] r= T Lot SRR FR-2
Logs, PAS Device ACCUraCy ChECK ... PD-3
LOQS, PEBT DEVICE ACCUIACY CRECK .....ciiii ittt ettt e e e 444 ettt e e e e oo s bbbttt e e e e e e e e e a b bbb s et e e e e e e e s bbb b e et e e e e e e e annnneees PD-4
Logs, Pool Accident - Chemical Related ACCIHENIS .......ccooo i P&R-2
Logs, Pool Accident - Non-Chemical Related ACCIAENTS ........iii i i i e e e e e e e e e s e e e e e e e ee et s e e e e e e e eearnnannes P&R-2
LGS, TraffiC .o PD-8
Logs, Visitor (Front Counter, EVIAENCE ROOIM) .......iiiiiiiiiiiiiiii ettt ettt e e e e e s e ettt e e e e e e s s bbb et e e e e e e e s s sabbb e e e e eaeeeenannaeees PD-8
Logs: Correspondence — Transitory / Preliminary DIaflS ... e e e e e e e e e e e e e e e e e araa s CW-3
Long Term Disability Claims (Accident, Incident, or Injury Reports from EMpIOYEES) ... HR-5
Long Term Disability Claims, NON-INAUSTIIAL...........oiiiiiiiiiiie e e e e et e e e e e s s s bbbt e e e e e e e e s bbb e e et aaeeeeennnrees HR-3
(oS 7] o1 0T a o el (o] 01T £ YA TP P PP P PPPPPPR PPN PD-6
Lot Line Adjustments - Private Land Development Projects / Job Files, Administration File...........cccccciiiiiiii i, PW-5
Lot Line Adjustments - Private Land Development Projects / Job Files, Permanent Files ...........cccccc PW-6
Low Income / Water CoNServation Programs, EIC. ....ccoocii i PW-13
M

Mailing Lists: Correspondence — Transitory / Preliminary Drafts ... CW-3
Maintenance - Aboveground CNG Storage Tanks (AgenCy OWNE) - COIP...ccciiiuiiiiiiiiieeeiiiiiiiiei et e e e e s e e e e et e e e e e e e aaes PW-11
Maintenance - Aboveground CNG Storage Tanks (Agency Owned) - Environmental SEerviCes...........oocciviiiiiiieiiiiiiiiiiieeee e PW-6
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Maintenance - Aboveground CNG Storage Tanks (Agency OWNEd) - FO .....cooiiiiiiiiiiiiiie e e e PW-12
Maintenance - Aboveground CNG Storage Tanks (Agency Owned) - Marina .......cooiieciiiiieiiiiiii e e e ennan PW-10
Maintenance - Fire HYdrant FIOW TESIS = PaPET ......uiiiiiiiiiiiiit ittt e e e e e s ettt e e e e e e e bbb et e e e e e e e s e anbbbneeaeeeeeeaann PW-12
Maintenance - Vehicle & EQUIPMENT HISTONY FIlES ...ttt e e e e e e e e e e e e e e s e e e e e e e e e e aaes PW-11
Maintenance DIStHCt FOMMALION ... CC-2
Maintenance of Effort (MOE) Report - Annual State or Federal REPOIS.........cooooiiiiiii FIN-3
Maintenance Projects (All Records) - Capital Improvement ProjeCtS (CIP) .......cocuiiiiiiiieeiieiiiee e PW-3
Y= T g1 =] g = g (o] RS R SRR FR-6
Management Plans, Redevelopment Long RaNge Property.........coooo i ED-1
Management Plans, Traffic CONQESTION ........i i ittt e e e e ettt e e e e e e s s e bbb e e et e e e e e e e e a bbb b e et e e e e e e e s nbbbb e e eeeeeeeennnnnrees PW-6
Manifests, Hazardous Waste (ENVIFONMENTAI SEIVICES) .......uuuiiiiiiiiiiiiiiiiiie et e e et e e e e e s e e et e e e e e e s bbb e e e e e e e e e e nnnees PW-7
Manifests, Hazardous Waste / Certificates of DISPOSal (COIP / FO) vt e e e e et e e e e e e e e anena s PW-10
Manuals: Reference Materials — Produced by Other Departments ... CW-6
Manuals: Reference Materials — Produced by OutSide OrganiZationNS.........couiiuuiiiiiiiieeeiiiiiie e e e e CW-6
Manuals: Reference Materials — Produced by YOUTr DePartMeENt ..........cii i e e e e e e e e e e e e e e e e e e e e aa e as CW-6
Map - Redistricting Web Page / District Boundary Web Page ... CC-6
Maps & Plans, Network ConfigUration (COPIES) ... uuuueuiiiiiuttieiieeeeee s ettt e e e e e st e e e e e e e e e s s b bbe et e e e e e e e s s nb bbb e et e e e e e e s s snbbab e et e eeeeenannneeees ED-2
YT oS (=T aT g T=T=T ¢ oo ) F TP PP TP PP PPPPPPPR PO PW-4
Maps, Aerial (Analog / HIStONCAI).........coo oo PW-3
Y=o T == C S (= g T [T ¢ o | PP PO PP PPPPPP P PW-4
Maps, Precinct - General, Working or Administration FileS (EIECHONS) .......ooiiiiiiiiiiiiiii e CC-4
T o RS YU oo TN VA ISy Lo W (= T LTS g1 T ) P PW-4
Maps, Zoning (Historically Significant) ... CD-5
Marina Berthing - Agreements & Contracts, not imaged (NON-INFraStrUCTUIE) ...........ueviiiiiiiiiiiiiieee et CC-2
T P W =T 0T T kSR (L0 TS = L (= TR =] (o PW-10
1Y = T PP PPPPPPPPRPPR PW-10
Y F= ST Vo ol T 1011 PP PT PP PPPPPP TP PD-7
=S (e gl Fo T (o) o[ =Ty I AN 1 o Lo | AP PP PP PP PPPPPPPPP PO PW-2
Master Plans, Specific Plans, Land USE PIANS, EIC. ......cciuiiiiiiii it s e e e e e et s e e e e e e e e e et e r s e e e e e e eete s e e e eeeeeensennan s CD-4
Master Plans: Bikeway, Pavement, Sewer, TraffiC, €IC. ... PW-5
Material Safety Data Sheet (MSDS) / Chemical USe REPOIM FOIMM .......uiiiiiiiiiiiii et e e e CW-5
Material Safety Data Sheet (MSDS) MaSIEIS, AINPOI ........uuuii it e e e e e e e e e e e e et areeeeeeeeattareeeeeeeeeternarreeeeeenerrnnnnanes PW-2
Materials and Outlines: Training — All COUIrSE RECOIUS ....cci oo CW-7
Y e LT g T L ES =T T U0 PSSP CD-4
Materials Testing Reports - Capital Improvement Projects (CIP), Permanent File ... PW-4
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MCRS (Miscellaneous Cash RECEIPLS) ...ccoieiiiii i FIN-5
(VYo [F= WM UT o o1 (=T =Yo] (I (T gk o] g g b=t i o] o TN I =Ted o1 o] (o0 )Y ED-2
Medical File (Pre-Employment Medical Clearances, ADA ACCOMMOUALIONS, ETC.) ....eviiiiiiiiiiiiiiiiieiee et HR-4
Meeting Room Registrations: Correspondence — Transitory / Preliminary DraftS........coooiiiiiiiioiiiiiiieeeeeee e CW-3
Meetings, Progress - Capital Improvement Projects (CIP), AdMINIStration Fil. ..o e PW-3
Member of the Public Complaints - Internal Affairs Investigations Without Sustained Finding of Misconduct................................... PD-1
Member of the Public Complaints - Internal Affairs Investigations With Sustained Finding of MiSCONdUCL..............ccccuvviviiieeniniinnee. PD-1
Memorandum of Coverage (City-OWNEU POICIES).......coiiiiiiiiiiiiiee ettt e e e e et e e e e e e e s bt e e e e e e e e e bbb e e e e e e e e e e nnnnees HR-5
Memorandums: Correspondence — ROULINE ..o CW-3
Meter Reading & Adjustments - Daily Logs & Maintenance (FAA FOIMS) ......ooiiiiiiiiiiiiee ettt a s a e e e PW-1
Minutes - Boards, Commissions, Committees & Task Forces: Citizen Advisory Created by the City Council ...........cccccceeevninnnnne. Cw-2
YT U CS TSI b a (=T g F= VI @ T 0 = ] = L1 0] g P CW-2
Minutes: City Council, Redevelopment Agency (Petaluma Community Development Commission - PCDC), etc. .......................... CC-5
Misdemeanor / Cannabis - Juvenile on School Grounds during SChOOI HOUIS ..........ooiiiiiiiiiiiiiicce e PD-6
Misdemeanor or Infraction - Adult Marijuana / Cannabis, Except Outstanding Stolen Property........cccccovvieeiiiiiiiiiiie e PD-5
Misdemeanor or Infraction - Juvenile Marijuana / Cannabis..............cc. PD-6
MiISSING PErsON - ACHVE - CASE REPOITS ....oiiiiiiiiiiiiie e e ettt e e ettt e e e e e s o et e ettt e e e e e e e e e bbbttt e e e e e e e s e s b bbb et e e e e e e e e s snbbb s et e e e e e e e e annneeees PD-6
Missing Person - FOuNd / RECOVETIEd - CASE REPOITS .........uuiiiiiiieiiiiiiiit ittt e e e et e e e e e e e et e e e e e e s s b bbb e e et e e e e e s s nbb e e e e e e e e e e e annneees PD-6
Mobile Home Rent CONLrol - AFDITFATIONS .......c.uiiiiiiiii ettt e e e e e ettt e e e e e e s e bbb ettt e e e e e e s an bt bbbt e e e e e e e asnnnbbseeeeeeeeennnnnrees CD-3
Mobile Home Rent Control - Park FIlES ... CD-3
MOE (Maintenance of Effort) Report - Annual State or Federal REPOIMS........coiiiiiiiiiii e FIN-3
Money, UNCIAIME - ESCREAL............iiiii e e e e et r e e e e e e e e ettt s s eeeeee e e et e s eeeeeeeeeeesaa s eeeeeeeeesrnnnnses FIN-2
Monitoring and Inspection, NPDES - StOrMWAALET ..o PW-8
MONItOrNG RECOIAS, WASIEWALET ... PW-9
Monitoring Well Records - Underground Storage Tanks (City Owned USTS - REMOVE) .....ccoooeiiiiiiiiiiiiiieeccceeien e FR-5
Monthly Reports, Workers COMPENSAtION ...........oooiiiiiiii HR-5
Monthly Statistical Reports / RUN STAtISTICS (COPIES) .....ceiiuuuuririiiieeeiiiiiiit ettt e e e e e sttt e e e e e e st e e e e e e e s s s b bbb et e e e e e e e s s nbb e e e et aaeeeenannneeees FR-2
MOUSs, Imaged - Agreements & CONtractS (INFTASTIUCTUIE) ........eiiiiiiiiiiiii et e e e e e e e e r e e e e e e e nneees CC-1
MSDS - Material Safety Data Sheet) / Chemical USe REPOIT FOIM .......oi i e e e e e e e e e e e s CW-5
MSDS (Material Safety Data SNEet) MaASTEIS, AINPOIT..........uiiiiiiiee ittt e e e e e s st e et e e e e s s s s bbb e e et e e e e e s aaansbbbeeeeaaeeeseannrees PW-2
Multi-Family Dwellings Building Plans, FINAIEA..........coo et e e s e e e e e e e e e e e e e e nnnees CD-1
Y T8 g TToiT o= 1 I @ o To [TV To] - i o] o PD-6
Mutual Aid Agreements, Joint Power AUthOritieS (COPIES) .....coeeiiiiii i FR-2
N

NarcotiC REQISIIANTS - CASE REPOITS .....eiiieiiiiiiiiie ittt oo oot e et e e e e a4 e e e et e e e e e o e R h b et e et e e e e e a4 e a bbb ettt e e e e e e e nbb e e e e e e e e e e e aannnnenes PD-6
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N[O L@ -1 T I i o] o R PD-7
Negative Declarations (Environmental DetermMINALIONS) ........iiieciiiiiiiiiiie e et e e e e e e e e e e e e e e e e e e eatt s e eeeeeeesaeraareeeeeeeeerrnnnn s CD-4
Negative Declarations (INSide City BOUNUAIES) ......ciiiiiiiiiiiiiiiiieee ettt e e e e e e s bbbttt e e e e e s s s s bbb e et e e e e e e e e s ssbbb s e eeeeeeeeeannneees CD-4
Negotiation NOtes - Labor REIALIONS FIES ...........u i it e e e e et e e e e e e e st e et e e e e e e e bbb e et e e e e e e e annrees HR-3
NEPA (Environmental DeterMINALIONS).........ouuuiiuiiii e eiiiieiiiis s e e e e e e et e s e e e e e e e eee et e s eeeeeeeeetttaaaaeeeeeeeeettana s seeeeeeeetssnnnsaeeereenssrnnnnsnns CD-4
Network Configuration Maps & Plans (COPIES) .....ccoiiiei i ED-2
Newsletters: Reference Materials — Produced by Other DEPArtMENTS ......oooiiiiiiiiiiiiiie e e e CW-6
Newsletters: Reference Materials — Produced by Outside OrganizZations ............uueiiiieeiiiiiiiiiieie e CW-6
Newsletters: Reference Materials — Produced by Your Department...........cooiiiii CW-6
N S o= o LT G @[] o] ] g o £ PP PSSP PPPPPPTP CW-5
NOD (NOUICES Of DEFAUILS) = COPIES ... eeeeeeieeiiititte ettt e oottt e e oo 44 e e ettt e e oo oo R R b e e ettt e e e e e e e s bbb e e e et e e e e e e e bbb e e e e e e e e e e e nnnnnees CD-2
N[0 ETSI @ 0] g = 1T 0] ¢ (21 o o1 1 ) P PW-1
Nomination Papers - Candidate File, Successful Candidates ... CC-4
Nomination Papers - Candidate File, UnSUCCESSTUl CANUIOALES ............uuiiiiiiiiiiiiiiii e e e e e e e CC-4
Non-Criminal Case Reports (Informational, Agency Assist, Suspicious CircumstancCes, €1C.) .......ccuiiiiiiiieeriieiiiien e PD-6
Non-Industrial Long Term Disability Claims..........cooo o HR-3
NON-Payment NOTICE = WALET BilliNQ ......eeeiiiiiiiiiie it e e e ettt e e e e e e bbbttt e e e e e e e e e a b bbb ettt e e e e e e e bbb s et e e e e e e e e annneees FIN-5
Notes & Drafts — Drafts that @re REVISEA .........ccoo oo Cw-4
Notes, Staff Videoconference: Correspondence — Transitory / Preliminary Drafts ... CW-3
Notice - Redistricting Web Page / District BOUNAary WED Page ...........uuuiiiiiiiiiiiiiiiiii ettt e e e e e CC-6
N\ oyi{oT=N o B aNe [ 18] a1 4[] o | AT PP P PP PP PPPPPPPPPON Cw-1
Notice of Completion - Capital Improvement Projects (CIP), Permanent File..........cccooo i PW-4
Notice of Payment Delinquency & Impending Discontinuation (Initial, Final) - Water Billing .............ccccc FIN-5
NOLICE OF VIOIALIONS ... FR-4
Notices - General, Working or Administration Files (EIECHONS) ......ccuuuiiiiiii e e e e e e e e e e e e e e e e e eeeaa s CC-4
NoOtices / Legal AQVEITISING ...cccoo i Cw-1
Notices of Completion - RECOIAEA DOCUMIENTS ........uiiii ittt e e ettt e e e e e e s et e et e e e e e e s s s s bbb e et et e e e e e aa s bbbe et e e e e e e s sasnbbeneeeeeeesaannnnes CC-6
NOtICES Of DEFAUILS (NOD) = COPIES ....eeteieieeeiiiiitt ettt e e e e ettt e e e e e e bttt e e e 44 4o R R R e ettt a2 o444 a R R b e e ettt e e e e e e e n bbb e ettt e e e e e e e n bbb e e e e e e e e e e e nnnnnnes CD-2
N[ ] (ot =XSo | AVATo] F= T g FS N (AN Lo o o S PW-1
Notices, Construction - Address Files / BUilding PermitS.........cooo oo, CD-1
[N Lot Tod Y L aTo LU Ty (= IR (010 4111V (=] PW-3
Notices: Public Hearing Notices and Proofs of PUDICAtIONS .............uuuiiiiii i e e e e e e e e s CW-5
Notifications - Capital Improvement Projects (CIP), Administration File ... PW-3
Notifications to Employees, COVID-19 (POteNtial EXPOSUIES)......ccuiiiuutiiiiiiieeeiiiiiiite et e e e e e s et e e e e e e s s st et e e e e e e e asabb s e eeaeeeeeeannrees HR-5
Notifications t0 EMPIOYEES, COVID-19 ..ottt ettt e e e 44 e sttt e e e e e e e R b e e ettt e e e e e e e s bbb e ettt e e e e e e e bbb e e et e e e e e e e nnnnnees HR-1
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[INTo ] 0] {o%= Ui T0] A ST AN F= 1 o 1T PD-2
Lo ] 1] 0%z Vi T0] g ISP =1 (o] LT3N 1Y, (o 1] o 1= PD-1
NPDES ANNUAI REPOI - WASTEWALET .....ceiiiiiiiiiiiiiieie e ettt e e ettt et e e e 444 okttt ettt e e e e e s e s bbb ettt e e e e e e e e a bt bbb e et e e e e e e e nsbb b s e e e e aeeeennnnneees PW-9
NPDES ANNUAI REPOIS = STOMMWALET .....ceiiiiiiiitieei et e e e ettt e e e e ettt e e e 444 sk bt ettt e e e e e e R bbb e ettt e e e e e o e s bbb e ettt e e e e e aannnbe s e e e e e e e e e e nnnnnees PW-8
NPDES [llicit DISCNArQES = STOMMWALET .......coieeiiiiiiii e e e e eeeeeities e e e e e e e e et e e e e e e eee ettt raeeeaeeeeettaaaaeeeeeeeeeteann s aaaeeeeestssnnnsaeeereennsrnnnnsns PW-8
NPDES Monitoring and INSPECiON - StOMMWALET .........ccoo i, PW-8
NPDES PeIMIt - WaASTEWALET ...t e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaeas PW-9
NPDES Permit (Stormwater DISCRArge PEIMNIL) .........coiiiiiiiiiiiii ettt e e e e e e e e e e e e e e s s b e e et e e e e e e e s b b e e e e e e e e e e e anneees PW-2
NPDES PEIMILS = SEOMMWEALET ......ieitiiieiiie e e ettt e e e e e s et et e e e e s e s s et e e et e e e e e e aa s s s e b ee et e e e e e e e aan s bbb e et e e e e e e e e ann bbb e et e e e aeeeaannnbbseeeeeeeeennnnnrees PW-9
NPDES TMDL Plan (Total Maximum Daily LOAd) - STOIMIWALET ...........uuuiiiiiieiiiiiiiiie ettt e e et e e e e e s s e e e e e e e e e nanrees PW-9
NSF Checks / Adjustments to Customer Accounts - Water BilliNg ...........ooooiiiiiiiiiii e FIN-5
AN ST S O =T 0d S PUREPPP FIN-5
O

O & M Manuals / Operations & Maintenance ManUAIS (FO).........uuiiiiiiiiiiiiii et e e e e e e e e e e e eeeaeeas PW-13
O&M Manuals (Operations & Maintenance Manuals) - Capital Improvement Projects (CIP), Permanent File...........cccccccoeeeiiiins PW-4
O&M Manuals (Operations & Maintenance Manuals) - COMP / FO .. ..uuuuiuuiiiiiiiiiiiiiiiiiiiie s an—aanraanaraaraane, PW-10
O&M Manuals (Operations & Maintenance Manuals) - ENVironmental SErViCeS...........uuuiiiiiiiiiiiiiiiiiiiiee e PW-8
OASDI / Quarterly PAYIOll TAX RETUIMIS ... ittt e e ettt e e e e e e o et e e et e e e 444 e kbbb e e et e e e e e e e e sa b e e et e e e e e e e e nnbbennneeeeenans FIN-6
Oath of Office: City Council, Committees, Commissions, and Boards (CCBS) MEMDEIS...........uuuuuuiirriiiriiiiiiiiiiniinsiierrererenr. CC-5
Oaths Of OffiCE - EMPIOYEE Fl ..ottt e e oo e oottt et e e e e e 44 a R b b bbb et e e e e e e e e bbb et e e e e e e e e s nabbenneeeeeeeans HR-3
Odor Complaints - Customer Concerns / Customer Complaints (Potable WAaLEN) ...........uuiiiiiiiiiiiiiiiecee e PW-12
OES / FEMA Reimbursement Claims / Strike Team ReimbUIrSEMENTS. .........oo i ittt e e eeeeeeeeeees FR-1
OES REIMDUISEIMENES ...ttt ettt e e e e e s s bbbttt e e e e e s s s sttt et e e e e e e e e e n s b bt e et et e e e e 44 n R R bbb e et e e e e e e e nnnbbeeeeeeeeeenannbbeneeeeeeneans Cw-4
(O] RS R =TT a0l oW £=T=T 0 =T o1 PSP FIN-2
Office of Emergency Management - Emergency Operations PlaN ..........c.uuiiiii i e et e e e e e e e e e e e e e e e e eeaeens FR-1
Officer Recordings: Body-Worn Cameras - EVIAENCE..........uuuiiiiiiiiiiiiieiiiee ettt ieeeseeeseeeseeesseesssassesssesssessssssssessssssessssessssssesssesssssssnnseees PD-4
Officer Recordings: Body-Worn Cameras - NOt EVIAENCE ..........uuiiiiiiiiiiiiiiie ettt e e e e e st e e e e e e e e bbb breeeeeeeeeaan PD-4
Officer-INVolved SNOOTINGS - CASE REPOITS. .....cceiiiiiiiii it e ettt e e oottt e e e e e e s s bbbt ettt e e e a4 e e s bbb e ettt e e e e e e e s bbb e e et e e e e e e s aansbbneneeeeeeeaaans PD-6
Official Statements, BONGOS (REVENUE) ......uuuii it ie i ieiiiiis e e e e ee et ttie s s e e e et e eeteta st e e e et ee et e a s rseeeeeeeetesa s aaeeeeeeeanssnnsseeeaeeesnnnnnnsaeeeeeerennnnns FIN-2
Open Channels - Operation & MaiNteNaNCE, STOMMWEALET ............uuiiiiiieee ettt e e e e e e e e e s e e e e e e e e s s s abbe e e e e e e e e e s asnabbereeeaeeas PW-14
Open Flames - Special Event PermitS / EXPIOSIVES PEIMNITS .........uuiiiiiiiiiiiiiiii ettt e e e e r e e e e e e s reeeeeeeaaan FR-4
Operation & Maintenance, Stormwater (Catch Basics, Field, General Cleaning, €1C.) .......ccoiiiiuiiiiiiii i eeee e PW-14
(@] 01T =N (o] A IS O o 1 o N A T LR PW-10 - PW-11
(O o1= = 110 o S o © RO PP PP PPTPPPPP PW-12 — PW-15
(@01 = 11 [0] 0 S O TP PP PPPP R TPPPPPPPPPPPPN PW-3
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Operations & Inspections, AIrPOrt (FAA CIFCUIAIS, ©TC.) ... . i iiiiiieiiiettieeeeeeeeeeeaeeeaeaeeeeeaeeeeeeeeeeeeeeseeseeessseessesssssssesssssssnsssesssnssnssnnnsnnes PW-1
Operations & Maintenance Manuals (O&M Manuals) - Capital Improvement Projects (CIP), Permanent File............ccccccoeeeiiiinns PW-4
Operations & Maintenance Manuals (O&M ManualSs) - COIP / FO ..ot e e a e PW-10
Operations & Maintenance Manuals (O&M Manuals) - Environmental SErVICES...........uuuiiiiiiiiiiiiiiieieee e PW-8
Operations & Maintenance Manuals / O & M ManUAIS (FO) .....uuuuiiiiiiiiiiiiiis et e e e e e e et s e e e e e e e e eetaa s e eeeaeeeennes PW-13
(@ 01T =i 4 IS A O] o TR PW-11 - PW-12
(O] 1= = 11 (o] g S ST ] o] o1 (=TT (o] o PP PP PP PPPPPPPPPPPPR FR-6
Operations Of the City - VIdE0 RECOITINGS. .....cciiiiiiiiiiiiit ettt e e e e e et et e e e e e e sk bbb e e et e e e e e e e e nb e e et e e e e e e s e annbbnnneeeeeeeaaans PD-2
Operations of the City (City Employees Performing Work) - Vide€0 RECOITIINGS .....uvvveiiieiiiiiiiiiiieiiieeieeereeseeeessesesesseseesessseessereseeeeeeeee. ED-2
(O T=T = 11 [0 g SR o Fo T g PP PP PP RS PPPPPPPPPPPR PD-4
OPINION INAEX, CILY ATIOIMIEY .....eeeeiiieeie ittt e e e e e ettt e e e e a4 e e ettt e e e e e e o s R bt e ettt e e e e e o4 s R R b e e ettt e e o444 R R b e s ettt e a2 a4 e e s nb b e e et e e e e e e s e nnbbnnneeeeeeeaanns CA-1
(@ o] i or=1 I =TT a1y 1 F= T T D To Yo U =T £ HR-1
Orders, Compliance - Address Files / BUIlAING PEIMIILS ..........uuuuiiiiiiiiiriieiieesieeessesesesrrsssersreeereerrereree..—...—...——.———————.—————————————————————————— CD-1
Orders, Stop Work - Address Files / BUIldING PEIMILS .......coiiiiiiiiiiiiieeeee ettt e e e e e e r e e e e e e s e rreeeeeeaas CD-1
Orders, Work - All Information Entered in CRM / CMMS Database (FO) - COPIES......uuiiiiiiiiiieiiiiiii e eeeeeeeeiiin s e e e e s eeeerin e e e e e eeennes PW-15
Orders, Work - CMMS Database (Computerized Maintenance Management System) - Environmental Services............cccvvvveeeeee. PW-9
Orders, Work - CMMS Database (Computerized Maintenance Management System) - COrp / FO ..o PW-11
Orders, Work - CMMS Database (Computerized Maintenance Management SysStem) - COIP........uuuurivieeeiiiiiiiiiiiieeeeeeasiiieeeeeeens PW-12
Orders, Work - CRM / CMMS Database (Computerized Maintenance Management System) - FO .........ccccvvuviviiiiiiinininninninnninnn, PW-15
Orders, Work - Not Entered / Partial Entry in CRM / CMMS Database (FO) ......coiiiiiiiiiiiiiiiiie et PW-15
(@ 0[] 0= U o =1 PSPPSR CC-5
Organic Waste Collection and Recycling / Tonnage Reports - Solid Waste / AB 939 Compliance / SB 1383 ..........cooviiieiiiieeennnns PW-3
OTC PEIMItS (OVEF tNE COUNTET) ..uiuuiiuiiieiteeiteettesteeesseesesssssassessesesseessessreesssssssssssssssssssesseesssssssssnsssssssssssssssressnsesssessmessmmmmrerre.. CD-5
O 0| x =1 I T oL O O I PO PPTPP R UPPPPPPPPPPPR PW-7
Outlines and Course Materials - Employee Training Course Records / EMS Continuing Education Training.........ccccccceeeeeiveeeeeeennns FR-1
Outlines and Materials: TraiNiNg — All COUISE RECOTUS ......uuuuiiiiiiiiiiiiieerteettertrrerrererrerraer.—e.———————————————.——..——...—————————————————————————————————. CW-7
(@101 c o (oI O oTU 7=l =T (=T 1 (T0] o PP CA-2
Over the Counter (OTC Permits) / Temporary Zoning Permit / Limited Term Permit (Christmas Trees, etC.)........cccuvvvevvreeireerrennne. CD-5
Overlays, Pavement - Capital Improvement Projects (CIP), Maintenance Projects (All RECOrds)..........oovuieeiiiiiiiiieeiiiiiiiee e, PW-3
Oversight Board t0 PCDSA - AQENAA PACKELS ..........uuiiiiiiiiiiiiiie et e ettt e e e e e e ettt e e e e e e s e bbb et e e e e e e s e asbbbaneeeaaeeeas CC-1
[0V ][0 | | 0 o = 1 L S PP P PP PPPPPPPPPPPPP ED-1
L@ YT 41T T = T o RSP PPPSPPRPPP FIN-7
(@Y= 1] TR ST (PP RRPPPPPPPPPRPPRR FIN-7
P

Packets, Agenda: City Council, Redevelopment Agency (Petaluma Community Development Commission - PCDC), etc............. CC-1
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PAFs (Personnel Action FOrms) - EmpIoyee File ... HR-3
Painting - Agreements & Contracts, not imaged (NON-INFrASIFUCIUIE) .......ccciiiiiiiiiiii e e e e e e e e e e e s CC-2
Painting - Capital Improvement Projects (CIP), Maintenance Projects (All RECOrdS) ........coovvviiieiiiiii, PW-3
Papers, Nomination - Candidate File, SUCCESSTUl CaNIAALES .............uiiiiiiiiiiii e e e e CC-4
Papers, Nomination - Candidate File, UNSUCCESSTUl CaNIAALES ..........uiiiiiiiiiiiiiiii e e e e e e e e e e e e ee e as CC-4
Paramedic Continuing Education Rosters and Certificates ... FR-1
Paramedic Release FOrms (EMS Transportation): AQUILS .........ooooiiiiiiiiiiiiee oot e e e e st e e e e e e e s s bbb et e e e e e e e anneeees FR-3
Paramedic Release FOrms (EMS Transportation): JUVENIIES ........oooiuiiiiiiiiieeeieiii ettt e e et e e e e e s s e e e e e e e e annneees FR-3
Paratransit APPliCAtioNS fOF SEIVICE ... PW-15
Paratransit Billing / Institutional Billing (RegIONal CENTET, BIC.) ...eiiiiiiiiiiiiiiiii et e e e e e e e s et e e e e e e e e aaes PW-15
Parcel Maps - Private Land Development Projects / Job Files, AdmIniStration File............ooiiiiiiiiiiiiieeeeee e PW-5
Parcel Maps - Private Land Development Projects / Job Files, Permanent Fil€S ..o PW-6
Park and Facility Permits (Little League, SOCCEer LeaguUE, €IC.) ..o, P&R-3
Park Files - Mobile HOME RENE CONIOI ... CD-3
Park Improvements - Agreements & ContractsS (INfraSIFUCLUIE) .......couuuiiii i e e e e e e e e e e e e e e e araa s CC-1
e 1 =T 011U PP UPPPPPPPRPPR P&R-2
Parking LotS - Vide0 RECOITINGS (COPIES).....iiuututritiieeeeeaiittee et e e e e e s sttt et e e e e s sk bbb ettt e e e e e e e s bbbttt e e e e e e e s e ab bbb e et e e e e e e e e nnbbe b e et e e e e e e nannnneees ED-2
Parks & Recreation / COMMUNITY SEIVICES .........uuiiiiiiiiiiiiiiiti ettt e e e e e e e e e e e e e s r et e e e e e e e s bbb e e et e e e e e e e annnnees P&R-1 — P&R-3
Partnerships, DOMESTIC.........ooo oo CC-3
PAS DEVICE ACCUIACY CRECK LOGS ... ttttieiieiiiiiiiiit ittt e ettt e et sttt bttt e e e 4444 s b bt ettt e e e oo e e bbbttt e e e e e e e e e ab bbb ettt e e e e e e s nnbbbe e e e e e e e e e e annnneees PD-3
Patient Care REPOITS: AGUILS ...t e oottt e o444 e e bt e et e oo e oo o R bbbt et e e e e e e e e e R bbb et et e e e e e e e nbb e e e e e e e e e e e e annnneees FR-3
Patient Care REPOIMS: JUVENIIES ......uuuiiii it e et e s s e e e e e e ettt r e s e e e e e e ettt s seeeeeeeeteas e seeeeeeeeeesan s seeeeeeeesensnnsaeeeeeesennnnnnsaeeenees FR-3
= L1 (0] PP EPPRR PSPPI PD-3 - PD-4
Pavement - MASLEr PIANS.........cco o PW-5
Pavement Overlays - Capital Improvement Projects (CIP), Maintenance Projects (All RECOrdS).........cceivviieeiiiiiiiiiiii e PW-3
PaWN SHiPS . PD-3
Payment Plans: Amortization, Alternative Payment Plans, Deferrals, etC. ..., FIN-6
Payment RECEIPLS, TraffIC CITAIONS ........eiii ittt e oo e e e e et e e e e oo e b b et et e e e e e e e s e b bbb ettt e e e e e s e anbb e e e e e e e e e e e e annnneees PD-8
oY LT R =T o Iy (=T S (o 0] o] 1= IS FIN-4
e N o] | I | Lo T B o PP PO PPPPPPPPT PO FIN-7
Payroll REPOITS - ANNUAI DETAIL..........eeiiiiiieiiiii ettt e oo e oo ettt e e e e oo bbbt e e et e e e e e e e s bbb e ettt e e e e e e e s be e et e e e e e e e e annnnees FIN-7
Payroll Reports - Periodic (Deduction Registers, Leave Registers, Time Transaction Reports, etC.) ...ccccovvveeirieeiiiiiniieeeceeeeiiienn. FIN-7
PaYTOll ..., FIN-6 — FIN-7
Payrolls, Certified - Capital Improvement Projects (CIP), AdMIniStration File...............oooiiiiiiiie e PW-3
PCDC (Petaluma Community Development Commission) - Agenda PaCKETS............oouiiiiiiiiiiiiiieice e CC-1
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PCDC (Petaluma Community Development Commission) Redevelopment Agency - MiNUIES ... CC-5
PCDC (Petaluma Community Development Commission) Redevelopment Agency - Audio or Video Recordings............cccvvvvunnnn.. CC-6
PCDC (Petaluma Community Development Commission) Redevelopment Agency - ReSOIULIONS ............uvvvvviieiiiiiiiiiiiiiiee e CC-6
PCDSA (Petaluma Community Development Successor Agency) - Agenda PacketsS...........ccuuvveviiiiiiiiiiiiiicee e CC-1
PCDSA (Petaluma Community Development Successor Agency) - Audio or Video Recordings.........ccceevvvveeiiieiiiiiiinieeeeeeeeeiiieenn CC-6
PCDSA (Petaluma Community Development Successor Agency) - MINUIES .........ooooiiiiiiiiiiii e, CC-5
PCDSA (Petaluma Community Development Successor AgencCy) - RESOIULIONS .........ciiiiiiiiiiiiiiiiiee e CC-6
PCR Database, EMEIGENCY IMEUICAL ........cooiiiiiiiiiiiii ettt e e e e 44 e et e e e e e e e bbbt e et e e e e e e e s s bbb e e et e e e e e s e nbb e s e et e e e e e e e annnneees FR-2
O AV [ TR PP PPPPRT FR-3
P ORS: JUVENIIES . ... FR-3
PEBT DEVICE ACCUIACY CRECK LOGS ...t ttttieiiiiiitit ittt e oottt et e o444 ettt e e 24444 R bbbt et e et e e e e e e sk bbb ettt e e e e e e e s bb e e e et e e e e e e e nnnneees PD-4
PerformanCe BONAS ... ..o CC-2
Permanent ENCIOACKHMENTS ......ooiiiiiiiiiiiie ettt e e e e e e sttt et e e e e e s s s et e ettt e e e e e e e s s b bbbt e e e e e e e e e ann s bbbt e e e e e e e e aannnbbeeeeaaeeeennnnnrees PW-4
Permanent File - Capital ImMprovement ProJECES (CIP) .........iiiiiiiiiiiiiiiit ettt e e e e et e e e e e e r e e e e e e e e annees PW-4
Permanent Files - Private Land Development Projects / JOD FlES ......... i PW-6
Permissions: Camps, FIield TrPS, BIC. .o P&R-2
Permit BilliNgS, Fire Prot@CION SYSTEIM ....oiiiiiiiiiieiiti ettt e e e e ottt e e e e e s s bbbttt e e e e e e e s e a b bbb e e e e e e e e e e s snbbb e et e e e e e e e e annnneees FR-4
Permit Database, BUSINESS LICEINSE ....uuiiuuiiiiiiiii et e et e et et e e et e e et e e e et e s et e e eaa s s aa s s et s s s aa s s s b s s saa s s saa s s aa s s s b s s sba s saanssbbnsssansasensssnnns FIN-4
Permit Drawings - Docks and Piers Permits (Residential & Commercial) ..., PW-10
P armMit RENEWAIS, BUSINESS LICENSE ...euiiietiiitie ettt ettt et e et ettt e et e et et s s et eeeaa s e e et s s et s e e e s e e et e s et s e saa s e e e s e et s e eaa e e aaseeansestnresennerenns FIN-5
PErMIL, NP DES = WaASIEWALET ......ccvuiiiiiiii et ee et e et e ettt e et e e e e e e et e e s et e e aa s s et sesaa s s s aa s s e b s s s aa s e s b s s s b e e saa s s aa s s s b e s s aa s s aaassbansssansassnsssnnns PW-9
Permit, NPDES (Stormwater DISCharge PeImIL) ........ccooiiiiiiii it e et r e e e e e e e e e et s e e e e e e e e e te s e e e e e eeeeeernnan s PW-2
Permit, RECYCIEA WAALEK ... PW-8
Permits - Over the Counter (OTC Permits) / Temporary Zoning Permit / Limited Term Permit (Christmas Trees, etc.) ................. CD-5
Permits (Alarm, Cannabis Business, Carry Concealed Weapon (CCW), Massage, Solicitor, Special Event, Taxi Driver) ............... PD-7
Permits, AQMD (GENEIAtOrS, E1C.) = COIP . i PW-11
Permits, AQMD (Generators, etc.) - ENVIFONMENtal SEIVICES ........ccooiiii i, PW-6
Permits, AQMD (GENEIALOrS, E1C.) = SUPPIESSION ....eiietiiiiitttteeeeeee et s attte et e e e e e e s e ae e et e e e e e e e e s s be e et e e e e e e e s s s bbb e e e et e e e e e s e nnbbe e e e e e eeeeenannnneees FR-6
Permits, Building (Construction Notices, COmpPlianCe OFAErS, B1C.) ...uuuuiiiiii i e e e e e e e e e s e e e e e e e e e e eearaa s CD-1
Permits, Coastal - Docks and Piers Permits (Residential & COMMETCIAI) .......cooiiiiiiiiiiiiiie e PW-10
Permits, Dredging - Docks and Piers Permits (Residential & COMMEICIAI) .........ccuuiiiiiiiiiiiiiie e PW-10
Permits, Film OF SPECIAI EVENLS .......ouuiii it r e e e et e s e e e e e e e e et e e s e eeeeeeee et e reeeeeeeeeteaa s eeeeeeeensesnanseeeeeeeeesennnnsns CWw-4
Permits, Grading - Capital Improvement Projects (CIP), Permanent File ... PW-4
T T ST =N Y= LG S] (0] =T [P PP P PPPPPPPPRPPR PW-10
(R g 0TI EST AV ZSTY A o Yo =1 o T PW-10
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R LI ST N d BT ST (0] 0111772 L (= PW-9
Permits, Park and Facility (Little League, SOCCEr LEAGUE, BTC.) ....iivuuiiiiii e eiieeeiiiiis s e e e e e e et e s s e e e e e s e e e tea s e s e e e e e eeeeasan s e e e eeeeeenennannes P&R-3
Permits, Special Event Permits / Explosives Permits (Assembly Permits, Candle Permits, Tent Permits, etc.) ...........c.cccoeeeeeeee. FR-4
Permits: Banner Permits / Facility Rental Permits / Film Permits ..........ooiiiiiiiiiiii et CM-1
Permits: Docks and Piers (Residential & Commercial) - Permit Drawings, Dredging Permits, Coastal Permits, etc. .................... PW-10
PERS / FICA & Medicare AJUSTMENES ........cooii i FIN-6
PERS AUGIT ..ceiiiiiiiiie et e et ettt e ettt e e e e e e e e eet e ta e seeeeeee e s st ba e aeeeee s st b b et aeeeeeee s st b b eeeeeee e e st taa e aaeeeeeee bbb aaeaeeeeeerrrrns FIN-1
Personal Appearance - Fire Personnel (SUDPOENAS) ..........uuiiiiiiiiiiii et e e e e e e e FR-2
Personnel - Agreements & Contracts, not imaged (Non-INfrastruCture) ... CC-2
Personnel Action FOrms (PAFS) - EMPIOYEE FlE ...ttt e e e et e e e e e e e et e e e e e e e e anrees HR-3
Personnel Files - Background Files (Executives, Information TECNNOIOGY) .......ccuuiriiiiiiieiieiiii et HR-3
Personnel Files - Employee File (Application, Evaluations, POIICIES, BIC.).......cuuuiiiiii e e e e HR-3
Personnel Files - Medical File (Pre-Employment Medical Clearances, ADA Accommodations, etC.) .........ccccceeiiiiiiii. HR-4
Personnel Files — SUPEIVISOI'S NOES ... CW-5
Personnel Files (Department Copies) - Except for Fire & PoliCe DePartMeNnt ........ccoi i e iiiiiiiiiiiii e e s CW-5
Personnel Records, AOA ACCESS (AINPOIL) ..o PW-2
Personnel Training Files (Range QUAIIfICAIONS, BTC.) ......i.uuuiiiiiiieiiiiiie ettt e et e e e e e e e s st e e e e e e e s s b b e et e e e e e e e enneeees PD-1
Petaluma Community Development Commission (PCDC) - Agenda PacCKetS.............ouiiiiiiiiiiiiiiiiceeee e CC-1
Petaluma Community Development Commission (PCDC) Redevelopment Agency - MINULES ............cooooiiiiiiiiiiiieeee, CC-5
Petaluma Community Development Commission (PCDC) Redevelopment Agency - Audio or Video RecordingsS.........ccccccevveuenee. CC-6
Petaluma Community Development Commission (PCDC) Redevelopment Agency - ReSOIULIONS .............evevvvieiiiiiiiiiiiiiice e CC-6
Petaluma Community Development Successor Agency (PCDSA) - Agenda Packets..........cccoiviiiiiiiieiiiiii e CC-1
Petaluma Community Development Successor Agency (PCDSA) - Audio or Video Recordings...........cooooiiiiii, CC-6
Petaluma Community Development Successor Agency (PCDSA) - MINULES ........uuuiiiiiieeiiiiiiiiie et e e e CC-5
Petaluma Community Development Successor Agency (PCDSA) - RESOIULIONS .......ccooviiiiiiiiiii e eera s CC-6
Petaluma Public Financing Authority and Petaluma Public Financing Corporation - Agenda Packets ...................ccccc. CC-1
Petaluma Public Financing Authority and Petaluma Public Financing Corporation - MiNUEIES ............cooiiiiiiiiiiieiiiiiiiieeee e CC-5
Petaluma Public Financing Authority and Petaluma Public Financing Corporation - Audio or Video Recordings..........cccccceevvennnee. CC-6
Petaluma Public Financing Authority and Petaluma Public Financing Corporation - ReSoIUtioNS...........ccccovvieeiiiiiiiiiin e, CC-6
Petitions (Initiative, Recall or Referendum), EIECHONS ..........ccoo oo, CC-5
1 OF= T o IO TP PP PP P PP PPPPPPPR PO FIN-5
Photographs & Historical Projects (City Anniversaries, Incorporation, City Seal, €tC.) .......uuuiiiiii i CC-5
PROIOGIAPNS . ... CW-5
Photos - Capital Improvement Projects (CIP), Permanent File..........c.uuiiiiiiiiiiiiii et PW-4
Photos - Private Land Development Projects / Job Files, AdmINiStration File .............oooiiiiiii e PW-5
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Pitchess MOtiONS NOUTICALIONS ......ccoeieeeeeee e PD-1
Places of Public Accommodation Building Plans, FINAIEd ... e e e e e e e e e aaaa s CD-1
PIan CheCK COMMENTS .. ..o e e e e e e e e e e e e CD-2
PIAN CRECKS ... CW-5
Plan Checks for BUuilding PerMitS (COPIES) ....iuuuuuuuiiiiieeiiiieiiiiis s e e e e e ettt s e e e e e e e e eat bt e e e eeeeeeee et e eeeeeeeeeeteaaaeeeeeeeensesnaseeeereenssrnnnnsnns PW-5
Plan, Emergency Operations (includes Office of Emergency Management & Homeland Security) ............cccoooe, FR-1
Planning Commission - General, Working or Administration Files (EI€CHONS)............uuiiiiiiiiiiiieeee e CC-4
Planning COMMISSION = RESOIULIONS .......coiiiiiiiiiiii ittt e e e e a4 e ettt e e e oo e o s bbb ettt e e e e e e e s bbb ettt e e e e e e e nnbe e et e e e e e e e e nnnnnees CC-6
Planning Project Database ... CD-5
Planning Project Files - Approved Permanent Entitlements (Associated CEQA Noticing, etC.) ..cooovviiiiiiiiiiii, CD-5
[PV o ] 01T PP PP P PP PP PPPPPPP CD-3-CD-5
Plans - AdMINISITAtIVE REVIEWS ... ... e CD-3
Plans & Maps - Approved Permanent Entitlements, Planning ProjeCt Files ... CD-5
Plans Drawings (ENGINEEIING) ....ooiuuiieiieiieeeiiiit ettt e e e e e ettt e e e e e s 4 bbb e ettt e e e 4444 R R R b e e ettt e e 244 a R R b e e e et e e e e e o4 e s bbb e e e et e e e e e e annnbe s e e e e e e e e e e nnnnnnes PW-4
Plans, Fire Protection System - Fire Sprinkler Plans, Fire Alarm Plans, EIC. .......ccvi it e e e FR-4
Plans, Hazardous Materials - Capital Improvement Projects (CIP), Permanent File............cccc PW-4
Plans, Master: Bikeway, Pavement, Sewer, TraffiC, €IC. ... PW-5
POlICE AAMINISIIALION ... e e e PD-1 - PD-2
Police Records Management System (RMS) Database ... PD-7
Police Service DOgs (Caning) Program FilES..........oui oottt e e e e e ettt et e e e e s e bbb e et e e e e e e e s bbb e et e e e e e e e nanseeees PD-3
PONICIES = EMPIOYEE FlE...c ettt oo oottt oo o444kttt ettt e 4444 e R R E e ettt e e e e e e e e n b et ettt e e e e e e a bbb e e e e e e e e e e e nnnnnees HR-3
o] To eI /Al md To o =T BT £ =TT D =T o T= U1 1= o | PD-1
Policies: Reference Materials — Produced by Other Departments...........ooooiiiii CW-6
Policies: Reference Materials — Produced by OutSide OrganiZatiONsS .........ooiiiiiiiieiiiiee ettt e e a e e e e CW-6
Policies: Reference Materials — Produced by YOUr DePartMeENT .........uiii i i e et s e e e e et s s e e e e s e e e e e e e e e e e e eenenan s CW-6
Policy on Discontinuation of Residential Service for Nonpayment - Water Billing ... FIN-6
Polling Locations and Precinct Board Members - General, Working or Administration Files (EIECtIONS).........cccccoovviviiiiiiieeinininnee. CC-4
Pool Accident Logs - Chemical REIAIEU ACCIHENTS ........ooiiiiiiiiii ettt e e e ettt e e e e e e e e e e e e e e e e annbbr e e e e eeeeeaaaes P&R-2
Pool Accident Logs - Non-Chemical Related ACCIAENTS ........ii i e e e e e e e e e e e e e et s e e e e e e e eeatan e e e e e e e eeenennnnnes P&R-2
(o To @ g T=Ta g1 or= T ad=T=To [ o RO P PP PPPPPPPPRPPR P&R-2
Portable / Emergency Generators - Generator Operation Logs & INSPections (SUPPIeSSION)......ueeeeerriiiirrrrieeieeeaaaiiiiireeeeeeeeeeeineees FR-6
Portable / Emergency Generators - Generator Operation LOgS & INSPECHIONS .....uuuiii i iiiiiciie et e e e e e e e e PW-7
Portable / Emergency Generators - Generator Operation Logs & INSPECLIONS .........ccooeiiiiiiii i, PW-12
Postings - General, Working or Administration FileS (EIECHONS) ...........uuiiiiiiiiiiiii e CC-4
Potable Water, Chains of Custody & Lab RepOrtS: LEAA & COPPE ... ...uuu ittt e e ettt e et r e e e e e e e e e e e e e e e PW-13
Retention Schedule Index — Petaluma — FY 23-24 Update Page 40 of 60

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



Page No.

oYL R M (=T o Jo ] S ol © LR PP PP PPPPPPPPRPPPP PW-12
Precinct Board Members - General, Working or Administration Files (EI€CHONS) .......cccoiiviiiiiiiii e CC-4
Precinct Maps - General, Working or Administration FileS (EIECHONS) ......ccuiiiiiiiiiiiiiiii e CC-4
Precise Alignment - Private Land Development Projects / Job Files, Administration File...............oooooiiiiiiiieeeeee e PW-5
Precise Alignment - Private Land Development Projects / Job Files, Permanent Files ..........cccooo v PW-6
Pre-Citations, Citations, NOUICE Of VIOIALIONS ........uiiiiiiiiiiiiiiiiiii e e e e e e e e st ettt e e e e e s s s bt et et e e e e e e e aannbbtseeeaeeeeeeannseeees FR-4
Pre-Employment Medical Clearances - MeICaAl File ............uuiiiiiiiiiiiiie e e e e e e e r e e e e e e e aneees HR-4
Preliminary BUAQETS (COPIES) ....ooiiiuiiieiiiteee et ittt e e e ettt et e e o4 e 4 bttt ettt e 44444k R b et et e 4244444 R R b e ettt e e e a4 o4 e R b bt e ettt e e e e e e e nnbe e e e e e e e e e e e annnnnes FIN-2
Preliminary ReVIEW Fle ... CD-5
Preliminary Studies / Project Assessments - ENgiNeering StUIES / SUIVEYS ........uuuiiiiiiiiiiiiiiiiieie ettt PW-5
=TSSR 1o o PP PREPR PD-4
PrESS REBIBASES ... CW-5
SR = (== L] PRSP PPPPRT ED-1
PIESS REIBASES ... .o PD-1
Pretreatment AnNual / SEMI-ANNUAI REPOIMS .....uuuiiii i e e e e s e e e e e e e e e et e e e e eeeeee e et s eeeeeeeestssaareeeeeeenesrnnnnr s PW-7
Pre-TrP INSPECHONS ... .o PW-11
R TN 1017 o T=Tox 1o o OO PP PP P PPPPPPPPPPPP PW-13
Preventative Maintenance INSpections, Traffic SIGN@LI ...........u et e e e e e e e e e aneees PW-6
Private Developer Deposits (Engineering, Planning, €1C.) ... CW-3
Private Lab Verifications - Private Land Development Projects / Job Files, Administration File.............cccuviiiiiiiiiiiiiiii e, PW-5
Private Land Development Projects / Job Files: AdMINISration File...........ooui i PW-5
Private Land Development Projects / JOb Files: PErmanent FilES ..........cii i e e e e e e e e e e e e ae s PW-6
Procedures, reports to grant funding agencies, correspondence, audit records, completion records ............cccccooeeeiieiii. Cw-4
Procedures: Reference Materials — Produced by Other DePartMeENTS ... ..ottt e e CW-6
Procedures: Reference Materials — Produced by Outside OrganiZationNs ...........ciiiiiiiiiiceiiiiiie e e e e e e ea s CW-6
Procedures: Reference Materials — Produced by Your Department ... CW-6
PrOCIAMALIONS ... CM-1
(Rl o 1o N [ p = L S0 SR A YA £ 113 [T PW-15
Professional Development, Certificates, Licensing Records, Bar RECOIAS, E1IC. .....ciiiiiiiiiiiiiiiii et CA-2
Professional Services - Agreements & Contracts, not imaged (NON-INfraStrUCTUIE) .........cooviuiiiiiiiiiee e CC-2
Professional Services Agreements - Agreements & Contracts (NON-INraStrUCTUIE) ..........ooouuiiiiieiieeiiiii e CC-2
Professional Standards Database ... PD-1
Program Files, Canine (POliCE SEIVICE DOUS).....cccooiiiii i PD-3
(0o [ 7= 1o TR I 1 N PP PW-11
(oo [ =10 AN I L N TSP PPPPPR PW-13
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Programs - ECONOMIC DEVEIOPIMENT ... ..o e e e e e e e e e e e e e e e ns ED-1
Programs and Projects (e.g. Cadet, CPR Program, Fire ServiCe DAy, €1C.) .....uiiiiiiiiiiiiiiiiii i e e s et e e e e e e e e e e e sanna e e e e e FR-2
Programs, Children’s - Activity / Special Programs / Special Event Files & Reports / ABC Permits ..........cccvvvvveevveeiieeiiieieeeneeennnn, P&R-1
Programs, SUDJECT & ISSUES..... ..ottt e oot ettt e e o444 b ettt e 44 o444 AR b ettt et e e e e o4 e a bbb ettt e e e e e e e bbb e e et e e e e e e e annnnnes CM-1
Programs, Theatre - Activity / Special Programs / Special Event Files & Reports / ABC PermitS........ccccoevvveeiiiiiiiiiiinie e eeeeeeiiinnn, P&R-1
Progress Meetings - Capital Improvement Projects (CIP), Administration File..............ccccc PW-3
Project Administration - Capital Improvement Projects (CIP), AdMINiStration File............coooiiiiiiiiiiiiiiieeeee e PW-3
Project Administration, Agreements & Contracts ADMINISTRATION (WITH Grant FUNding) ........cooooiiiiiiiiieieiiiiiieeeeee e Cw-1
Project Administration, Agreements & Contracts ADMINISTRATION NOT funded by agrant ...................ccc, Cw-1
Project Assessments - ENGINEEIING STUTIES / SUIVEBYS ........uuiiiiiiie ittt e e e et e e e e e e e st e et e e e e e e e e bbb e e eeeeeeeennnnrees PW-5
Project Schedules - Capital Improvement Projects (CIP), AdMINIiStration File.............ooooiiiiiiiiii e PW-3
Project Schedules, Agreements & Contracts ADMINISTRATION (WITH Grant FUNAING) .....oiiiiiiiiiiiiiiii e Cw-1
Project Schedules, Agreements & Contracts ADMINISTRATION NOT funded by agrant ................c Cw-1
Projects - ECONOMIC DEVEIOPIMENT ... ittt e oo ettt e e a4 4o ettt e e e e oo e R R b e e e et e e e e e e e e R bbb et et e e e e e e e nbb e e e e e e e e e e e e annnneees ED-1
Projects / SUDJECE FIlES [/ ISSUE FIES .....iiiiiiiiiiiiii e e e e e e e ettt e e e e e e e e e e ettt e eeeeee e e et taa s eeeeeeeeesesna i reeeeeeeeesrnnnnnes CW-6
Projects, Maintenance (All Records) - Capital Improvement Projects (CIP) ... PW-3
Projects, Programs, SUDJECT & ISSUBS.........ciiiiiiiiii ittt e oo 44 e ottt e e e e e oo e s bbbttt e e e e e e e e s b bbb ettt e e e e e e e ntbbb s e eeeeeeeennnnneees CM-1
Proofs Of PUBICALIONS ... CW-5
Prop. 218 Proceedings - Assessment District Ballots, Protest Letters, & ENVEIOPES ... CC-3
Property & EVIAENCE DABDASE ..........uuiiiiiiiiiiiiiie ittt e oottt e e e o4 oo bbbttt e e e e oo e R bbbttt e e e e e e e e e ab bbb e et e e e e e e e e nbb b e et e e e e e e e e nnnre e PD-4
o] oL YA =V o (=T o ol PP PP TSP PP PPPPPPPR PPN PD-4
Property & Property Restrictions - Agreements & Contracts (INfraStrUCIUIE) ........uueii i i e CC-1
Proposal, Successful - Agreements & Contracts (INfrastruCture) ... CC-1
Proposal, Successful - Agreements & Contracts, not imaged (NON-INfraStrUCIUIE) ..........oooviiiiiiiiiieiiiiiie e CC-2
Proposal, Successful - Capital Improvement Projects (CIP), Permanent File ........ccoooo oot PW-4
Proposals or Responses to RFPs (Request For Proposals) RFQs - UNSUCCESSFUL..........ooooii Cw-1
[ ge] oo EY=To l 210 To [o =] K3 (olo] o] (=) TP PP PPPPPPPPTPO FIN-2
Protective Orders, EMErgencCy (ISSUEA DY CILY) ... uuiiiiiiiiiiiiiiiie ettt e e e e et e e e e e e s e e et e e e e e e e e et e e e e e e e annnneees PD-2
Proximity Cards (Employees and TENANTS) - AINDOITS .....cuuuuuiiiieeeeeieeiiiiii s e e e e e e e eaet s e e e e e e e e eettaaeeeeeeeeeattaaareeeeeeeeetesnaareeereeessrnnnnsanes PW-2
Public Applicants Live SCAN APPIICALIONS ......c.uiiiiiiiiieiee ittt e e e e e st e e e e e e e e s e bbbttt e e e e e e e s e ab bbb et e e e e e e e e s nnbbb e et e aeeeeenannnbenes PD-7
Public Areas - Vide0 RECOITINGS (COPIES) ..oiiuuttiiiiiteeeaeiiittee et e e e e e e s et ee ettt e e e e a4 e ettt e e e e e e e s b b et e et e e e e e e s e s bbb e e et e e e e e e e snbb e e et e e eeeeenannnneees ED-2
Public Art / Art in Public Places or Art OWNEd DY the Gty .......i i e e et s e e e e e e e e e e e e e e e e e eeeenaa e eas CD-5
PUDIIC Art COMMILEEE = RESOIULIONS ......eiiiiiiiiiiiiii ittt e e e e ettt e e e e e e e s bbb e ettt e e e e e e a s bbb ettt e e e e e e e ann bbb bt e e e e e e e e asnsabeeeeeaaeeeennnnnrees CC-6
Public Benefit Programs / Low Income / Water Conservation Programs, EIC. ........uuiriiiiieoiiiiiiiiiiee et e e e e e e PW-13
Public Hearing Notices / Legal Advertising / Affidavits of Posting / Affidavits of Publications...............cccccc Cw-1
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Public Hearing Notices and Proofs of PUBIICatioNS ... CW-5
(VT o] [Tl [ aT o] goXVZ=T 0 g T=T o = =T KSR =t o [T == T ) P PW-4
Public INfOrmation / EQUCALION .........ccoo o FR-4
Public Noticing - Approved Permanent Entitlements, Planning ProjeCt FIles .............ooi e CD-5
VT o] Toa =Yoo 0 ESRN =T 8 =] £ CC-6
PUDIIC REIAIONS / PIrESS REIBASES .....eeeiiiiiiiiiiiiiiiiii ittt e e e e sttt et e e e e e e s bbb e ettt e e e e e s e s bbb et e e e e e e e e e aan b bbbt e eeeaeeeaansabbeeeeaeeeeennnnnrees CW-5
PUbBIliC RelatioNS / PreSS REICASES ... .o ED-1
Public Self Insurer Report (SIP Report) - Annual State or Federal REPOITS .......c.uiiiiiiiiiiiii e FIN-3
PUDBIC WOIKS [ AITPOI ..., PW-1 - PW-3
PUITINOTICES, DIMV (Al ...ttt ettt ettt e e o4 ookttt e e 4444k b b bt £ et 4244444 n R bbbttt e e e e 4444 a R bbbt ettt e e e e e e e bbb e e e e e e e e e e e nnnnrees HR-5
Pump Stations LOg BOOK, RECYCIEA WALET ..........ueiiiiiiiiiiittee ittt e e e e e ettt e e e e e e e bbb e e et e e e e e e e bbb et e e e e e e e e annnnees PW-8
Vo] o) (] I ] £ I 10 (=0 I =T 0 0 =T 0.1 P CD-5
Punch Lists - Capital Improvement Projects (CIP), Administration File ..............cccc PW-3
PUIrChase Orders / REQUISITIONS .........uiiiiiiiiiiiiiitiii et e e e ettt e e e e e sttt e e e o444 s b b e ettt a2 e a4 e s R R b e e ettt e e e e o4 e n bbb e ettt e e e e e e a bbb s e eeeaeeeeennnnnnes CW-6
PUrchase Orders / REQUISITIONS ........uuuiiii e e e e s e e e e e e e ettt s e e e e e e e ee e et e s s eeeaeeeee et ea s eeeeeeeeetennn s seeeeeeeesssnannsaeeeeeenssrnnnnsns FIN-7
o] 0 = ][ T PO PPERRT TP FIN-7 — FIN-8
Q

(O 10 = 1A NS = Lo TR Y SRR FR-2
Quarterly Payroll TAX RETUIMNS / OASDI .....uuiiiiiiiiiiiiiiiiieitteeetteeseeeeeeessesseeessaessaeesaes.sesstessaestesereerrsresessrsssrserreesnrerseesrrersmmmmrerrremr FIN-6
Questionnaires / SUINVEYS — Tat the Cily ISSUEBS .......uuiiiiiiiiiiiiite ettt e e e e e e bbb e e e e e e e e e s bbbt e e e e e e e s s nabbeneeeeeeeeans Cw-7
Quotes for Transit Services & EQUIPMENT (MINOI PUICNASES) ......uuiiiiiiiiiiiiiiieii ittt e e et e e e e e eeaee s PW-15
R

Racial and Identity Profiling Act (RIPA) AnnUal REPOIT ... PD-8
Radar Calibration RECOIUS........ccoi e PD-3
(2= 1o Lo I AW [ [ o T =T ot o] o 11 o 1= PD-2
Ramps - Capital Improvement Projects (CIP), Maintenance Projects (All RECOrdS).........oooooiiiiiiiii PW-3
Rating Sheets - Recruitment and TESHING FIlE ........ooi it e e e et e e e e e e s s bbb et et e e e e e e e bbb et e aeeeeeennnrees HR-4
e LT aTo ST IS @ B [ g YU = o T = SRR FR-1
Reading File: CorreSPONUENCE — ROULINE .. ...cuiiiiii e e e e s e e e e e e e ettt e e e e e e e e e e et e aeeeeeeeeeettaa s eeeeeeeeeeesn s reeeeeeeesrnnnnsns CW-3
Readings, POOI ChEMICAL..........co o P&R-2
Reads / Reports, Water Production (Stat€ DPH & DWRY) .......uiiiiiiiiiiiiiiiii ittt ettt e e e s e e e e e e e e e e e e e e e e e aaes PW-14
Real Estate Appraisal Reports: Property NOT purchased, Loans NOt fuNded ..........ccooviiiiiiiiiiii e CW-6
Real Estate Appraisal Reports: Purchased Property, Funded LOans ... CW-6
Real Estate Appraisals - Capital Improvement Projects (CIP), AdMINIStration File ............ooooiiiiiiiiiiiiiiieee e PW-3
R S v LN o] o] = LT LT PP TSP PPPPPPPR PPN ED-1
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Rebate Programs / ChECK REQUESTS ........coiiiiiiiiieiii ettt oo e ettt e e e e e ettt e e e e e e s b e e et e e e e e e e e e e et e e e e e e e annnees PW-7
RECAII - EIBCLIONS ... CC-5
RECEIPLS - INVESIMENT BONUS ...ttt e oo oot ettt e e 444 o b bttt e e e e e oo s s R b b ettt e e e e e o4 e R bbbt ettt e e e e e e e nnbb b e e e e e e e e e e nnnnneees FIN-3
=Tt o K O 1= [ A O -1 o R P&R-1
ot e ) [or ] = a0 g FoR o 0] o] [T P FIN-3
Record Drawings (ENGINEEIING) ....ccoo e PW-4
Recorded Agreements / Contracts - RECOIdEd DOCUMENTS........cciiiiiiiiiiiiiiie ettt e e et e e e e e e s st e e e e e e e e s bbb et e e e e e e e e nnneees CC-6
Recorded Documents: Deeds, Easements, LIENS & REIEASES, BIC. ........uuuiiiiiiiiiiiiiiiiii ettt e e e e e aneees CC-6
RECORDINGS - AUDIO of meetings Boards, Commissions, Committees & Task FOICeS .........ccccoviiiiiiii CW-2
RECORDINGS - VIDEO of meetings Boards, Commissions, Committees & Task FOIrCes .........cccccevviiiiii CW-2
Recordings, Audio - RAdIO OF TEIEPNONE ... .. .. ettt e e oot e e e e e e s et e et e e e e e e s e et e e e e e e e annnnees PD-2
Recordings, Audio: City Council, Redevelopment Agency (Petaluma Community Development Commission - PCDC), etc. ......... CC-6
Recordings, Staff Videoconference: Correspondence — Transitory / Preliminary Drafts ..., CW-3
Recordings, Video - Operations of the City (City Employees Performing WOrK) ...........ooooiiiiiiiiiiieeiieeee e ED-2
Recordings, Video - Operations of the City, BUIlAING SECUIILY ........cuuiuiiiii e e e e e e e e e e e e e e e e anre e e eeeees PD-2
Recordings, Video - Parking Lots, PUBIIC Areas (COPIES) .....ccoeeieiiie e ED-2
Recordings, Video: City Council, Redevelopment Agency (Petaluma Community Development Commission - PCDC), etc. ......... CC-6
Records Destruction AUthOrization FOIMS, TIANSTEIS .......iiieiii et e et e et e e st s s e aa s e et e e saa e satsesbasesaa e sansssenns CC-6
Records Management System (RMS) Database, POICE ... PD-7
Records Retention Schedules / Amendments to Records Retention Schedules............cooooiiii e, CC-6
=T oT o] o LS SRS PD-4 — PD-8
Records, Employee Training Individual - Rookie Tests / Individual Training Certificates / DMV File (by Employee) ..........ccc.......... FR-1
(R LETol0 (o ST 1o ] |l B IET 1o 10 [ | TR P&R-2
(R LEToT0 (0 ST = E=To =Y G OF= 1101 =\ 110 ] o T PD-3
L Tot o) (o T =Yool (=T IRV = 1 (=T 1Y T T o ] o P PW-8
(R LETolo 1 (o ST = Va1 (o3 [ (=T €T =T o (o ] o NPT PW-6
Records, Well (Destroyed or ADANAONEA WEIIS, BTC.)......oiuuiiiiiiiiieeiiiiiee ettt e e e e e e s bbb e e e e e e e s e st b r e e e e e eeeeeanae PW-14
Recovered StOlEN ProPerty/VENICIE ... ..o o et e oottt e oo oo e b e et e e e et e s e b bbb et et e e e e e e e b e e e e e e e e e e e nnneees PD-6
T L= U [o] g BT =Y = RoT I (@Y7 o =T o) P&R-2
Recruitment and Testing File (Advertisements, Applications for Unsuccessful Candidates, etC.)......ccccccveeiiiiiii, HR-4
Recycled Water - Lab Reports & ChaiNs Of CUSIOTY ..........uuiiiiiiiieiiiiiii ettt e e e e s e e e e e e e e e s b e e e e e e e e e annnees PW-8
Recycled Water ANNUAI REPOI . ........uuiii i iieeeiies e e e e e et e e e e e e e e e e et s e e e eeeeee ettt tseeeeeeeaetssaa s seeeeeeeeetennanaaaeeeeeesssnnnnsaeeeeeenssrnnnnsns PW-8
Recycled Water Monitoring RECOIAS ........ooooiiiiii PW-8
R To Yo [=To Vo (T gl =T 4 ]| PP PSP PPPPPPTP PW-8
Recycled Water PUMP StatioNS, LOG BOOK .........uu ittt e e e ettt e e e e e s s e et e e e e e e e bbb e e e e e e e e e e nnnnees PW-8
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Redevelopment - Agreements & Contracts (INfraStrUCIUIE) .........ooo oo CC-1
(Y=o [NV =T (o] o] =T a1 Y AR YW [od o =11 T g Yo 11 o o3 ED-1
Redevelopment Agency (Petaluma Community Development Commission - PCDC) - Agenda Packets ..............ccccoeeeii. CC-1
Redevelopment Agency (Petaluma Community Development Commission - PCDC) - MINUEES ..........oocuiiiiiiieieiiiiiiiieeeeee e CC-5
Redevelopment Agency (Petaluma Community Development Commission - PCDC) - Audio or Video Recordings..........cccccvuenn... CC-6
Redevelopment Agency (Petaluma Community Development Commission - PCDC) - Resolutions..............cccccooe, CC-6
Redevelopment Long Range Property Management Plans, OVersight PIANS ............ooiiiiiiiiiiie e ED-1
(RCETo LAV = [T o]0 T=T oL o o o TP PP TS PP PPPPPPR PPN ED-1
Redevelopment Projects & PrOJECT ATCAS ......cccco i i ED-1
Redistricting Process - Redistricting Web Page / District Boundary Web Page ... CC-6
Redistricting Web Page / District Boundary Web Page (Map, Redistricting Process, Agendas, Calendars, Notice, etc.)................ CC-6
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals — Produced by Outside Organizations............cccccvunnn... CW-6
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals — Produced by Your Department................................. CW-6
Reference Materials: Policies, Procedures, Brochures, Flyers, Manuals — Produced by Other Departments............cccccceeevvnnnnee. CW-6
Referendum - EIECHONS ... CC-5
S UL I D= - T PP UPPPPPPPRPPR P&R-1
Regional Board Communications (EPA, DHS, €1C.) - FO ...ttt e e e e et e e e e e s et r e e e e e e e e e aae PW-12
Regional Board CommuniCations (EPA, DHS, EIC.) ..iciiiiiiiiiiiiiiee ittt e e e e e et e e e e e e s r e e e e e e e e annnees PW-7
Regional Center - Paratransit Billing / Institutional Billing ... PW-15
Registered SexX OffENUEIS = AQUILS ........oiiii ittt e e e e ottt e e e e e e e s bbbttt e e e e e e e s o ab bbb e e e e e e e e e e s nnbbb e et e e e e e e e e annnbenes PD-3
Registered Sex OffENUEIS - JUVEINIIES ......cooiiiiiiiiiii ettt e e e oottt e e e e oo h b ettt e e e e e e s e b bbb ettt e e e e e s e nbb e e e e e e e e e e e e annnneees PD-3
ST S]] £l o0 o1 =S FIN-3
Registrants: Arson - AQUILS ... PD-6
Registrants: Arson - Juveniles Released from California Youth AUTNOTILY .........ooiiiiiiiiiiii e PD-6
LT 53 (= T £ V= 1 o 0] o PD-6
Registration / Applications / Liability Forms / Release of Liability Forms / etc.: Camps, Field Trips, etC. ..........ccoeeeeeieeiii. P&R-2
Registrations - Vehicle & EQUIDMENT HISTOMY FIlES........ooi et e e e e s e e e e e e e st r e e e e e e e e aae PW-11
RCETo S 1=V i o] K PP PP TSP PPPPPPPR PPN FR-6
T £ (VA0 B 8] o] oo 1= o o] TS CcC-7
Regulatory Agencies / Regional Board Communications (EPA, DHS, €1C.) ...ciiiiiiiiiiiiiiieeieiiiiiie et PW-7
Regulatory Agencies / Regional Board Communications (EPA, DHS, €1C.) - FO .....uuiiiiiiiiiiiiiiiieee e PW-12
Regulatory Agencies Correspondence (NOt CIP-REIALEA) .........ccoiiiiiiiiiiii e e e e et e e e e e s e e e e e e e e e e e eeesean s PW-4
Rehabilitation - Denied, Cancelled or Withdrawn Loan Applications / Potential BUYEIS...........cooooiiiiiiiiiii CD-3
Rehabilitation - Housing Programs, With Recapture / Resale ReSIFHCHON .........ocoiiiiiiiiieeiiiiiiieeeee et CD-2
Rehabilitation - Housing Programs, Without Recapture / Resale ReStICtON .........cooveiiiiiiiiii e CD-3
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Reimbursable Claims / FEMA Reimbursements / OES ReIMDUISEMENTS).........ccuuiiiiiiiiiiiiiiiiieee e Cw-4
REIMDUISEMENT, FEMA . ... oottt ettt ettt e ettt e e et e e e e e e e e ee e ee et e e e e e e e e e e s e e et e e ae e e e e e ea e e e e e e e e e seasen s eansenneenaeenaaenees FIN-2
T o TUTET=T R T=T £ T O i S FIN-2
Reimbursements, Travel Expense - Accounts Payable / INVOIiCeS and BaCKUP ..........uviiiiiiiiiiiiiiiiicee e FIN-1
Release Detection Systems - Underground Storage Tanks (City Owned - REMOVE).........ceiiiiiiiiiiiiiiiini e FR-5
Release of Liability Forms: Camps, Field TrHPS, €1C. ... P&R-2
Remittance / Billing (CUPA, HAZIMAL, BIC.).......uuuiiiiiiieeiiiiitiee ettt e e e e sttt e e e e e e e s bbbttt e e e e e e e s s a kbbb e et e e e e e e s e bbb e et e eaeeeenannneeees FR-4
R a 1 OLe] gl o) MY (o] o T[T (0] (ST AN g 0T = L] F- CD-3
Rent Control, MODIle HOME - PArK FIlES ...ttt e e e e e sttt et e e e e e e e s s bbbt e e e e e e e e e s nnabb e e aeaaeeeennnnneees CD-3
Rental CoNtracts, FaCIlity USE......cccoo i P&R-2
Reorganization Studies (Employee Classifications / Department SIrUCTUIES) ..........ueiiiiiiiiiiiiiiiiie e HR-1
Repairs - Aboveground CNG Storage Tanks (AGeNCY OWNEA) = CO P .uuuii it e e e ee et s e e e e e e e et s s s e e e e e e eeeennn s e e e e e e e eenennaanas PW-11
Repairs - Aboveground CNG Storage Tanks (Agency Owned) - Environmental SErviCes..........cccciiiiiiiii PW-6
Repairs - Aboveground CNG Storage Tanks (Agency OWNEA) - FO ... ...uiiiiiiiiiiiiiii e e e e PW-12
Repairs - Aboveground CNG Storage Tanks (Agency OWNed) - MariNa.........c.uuuuiiiiiiiiiiieciiiiise e ee s e e e e e e et e e e e e e eeneaaas PW-10
Repairs - Capital Improvement Projects (CIP), Maintenance Projects (All RECOrdS).........cooooiiiiiiiii PW-3
Repairs - Underground Storage Tanks (City Owned USTS - REMOVE) ....cooiiiiiiiiiiiiiiiiee ettt e e FR-5
=T o1 £V o [=To ST P PP TP PPPPPPPPRPPP PW-14
Repairs, Sidewalk - Capital Improvement Projects (CIP), Maintenance Projects (All Records) ... PW-3
Report of Annual Discontinuations of Residential Service - Water BilliNg ..........cccuuiiiiiiiiiiiiieeee e FIN-6
Report to POST Commission of Peace Officer Employment - Reports to State or Federal Agencies..........ccccceeeeeeeieeieeeeeeee PD-2
Report, Public Self Insurer (SIP Report) - Annual State or Federal REPOIS ........uuiiii i e e e s FIN-3
Report, Street - Annual State or Federal REPOIMS ... FIN-3
REPOIS & BACKUP, INVESTMENT ... ...ttt oo e e ettt e e e o4 ook b ettt e e e oo oo a s R bbbttt e e e e e oo e n bbb e e ettt e e e e e ansbbb e e e e e e e e e e nnnnnrees FIN-3
Reports and Responses, Grand Jury (Regarding City OPEratiOnNS) ........ciiiiiiiieiiiiiiiii e eeeeceiiiss e e e e s e e eeetes s e s e e e s e eeaeenr e e e e e e e eenernnan s CM-1
Reports and Studies — Historically Significant, Zoning StUIES ... CW-6
Reports and Studies — Other Than Historically Significant Reports, ANNUal REPOIS .........coouuiiiiiiiieeiiiiiiiie e CW-6
Reports to grant funding agencies, correspondence, audit records, completion reCords ... Cw-4
Reports to State or Federal Agencies: Report to POST Commission of Peace Officer Employment, Compliant, etc....................... PD-2
Reports, Accident / INCident: AIrCraft (SENT IO FAA) .ottt e e e e e ettt e e e e e s st e et et e e e e e e s bbbb e et e eaeeeeennneees PW-1
RePOrtS, ACUANAI VAIUALION ...t e e e e e e e e e e e e e e e e e FIN-6
LT oLoL A CS T AN oL oL =T Y= 11 = o o S FIN-6
Reports, Audit / ACFR (Annual Comprehensive Financial Report) and Audit OpinioNS ... FIN-1
REPOITS, CalPERS ... FIN-6
Reports, Case: ACtiVe Pre-SentenCiNG WaITANTS ........ccoiiiuuiiiiiiiee ettt e et e e e e e e e e et e e e e e e st s bt eb e e e e e e e e e s s nnbeen e e e e e e e e e annnrees PD-4
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REPOITS, CaSE: All OTNEIS ... PD-7
Reports, Case: Child Abuse or Neglect - Substantiated, AQUIL SUSPECT.........c.uiiiiii e e e e e PD-4
Reports, Case: Child Abuse or Neglect - Substantiated, Juvenile SUSPECT..........ccooi i, PD-5
Reports, Case: Child Abuse or Neglect - Unsubstantiated / INCONCIUSIVE ..........cc.uiiiiiiiiiiiiii e PD-5
T o Lo ST OF= 1T O 410 ][ = I Vo I Y = PD-5
Reports, Case: Detention Only under PC 849(D) ... PD-5
Reports, Case: Factually Innocent Petition Accepted Records Sealed Pending Destruction............ccccoeoeeieieieee PD-5
Reports, Case: HOMICIAE - CONVICLION .......ccoe e e e e e e e e e e e e e e e e PD-5
Reports, Case: Homicide - No Prosecution or Prosecution with NO CONVICHON ... PD-5
Reports, Case: KidNAPPING = ACHIVE ......uiiiieiiiiiiiie ettt e e e e sttt ettt e e e e 44 e s e b be ettt e e e e a4 aaa R bbbttt e e e e e e e s e n b bbb et e e e e e e e e e nn bbb s et e e e e e e e e annnnenes PD-5
Reports, Case: Kidnapping - FOUNG / RECOVETIEA .......ccoiiiiiiiiiiiiee ettt e e e e e et e e e e e e s e e e et e e e e e e s b e e e e e e e e e e annnrees PD-5
Reports, Case: Misdemeanor / Cannabis - Juvenile on School Grounds during School HOUIS ..........cceeiiiiiiiiiiiiiii e, PD-6
Reports, Case: Misdemeanor or Infraction - Adult Marijuana / Cannabis, Except Outstanding Stolen Property............................... PD-5
Reports, Case: Misdemeanor or Infraction - Juvenile Marijuana / CannabiS ..............ouiiiiiiiiiiiiiee e PD-6
Reports, Case: MISSING PEISON - ACHIVE ....ciiiiiiiiiii e eeiie s e e s e e e e e e e et ettt e e eee et ee et aa s eeae et eetetaa s aeeeeeeeeeessnnaaeeeeeessnnnnnnraeeeeees PD-6
Reports, Case: Missing Person - FOUNd / RECOVEIEA...........oooi i PD-6
Reports, Case: Non-Criminal (Informational, Agency Assist, Suspicious CirCUMSLANCES, €1C.) ......ccevviiririiiiriieeeiiiiiiieieeee e e e e PD-6
Reports, Case: OffiCer-INVOIVEA SNOOTINGS .........uuiiiiiieiiiii et e et e e e e e et e e e e e e e s s bbbt e e et e e e e e e e nbb e e e e e e e e e e e e annnneees PD-6
Reports, Case: Registrants: Arson - AQUIES ... PD-6
Reports, Case: Registrants: Arson - Juveniles Released from California Youth Authority ...........cccooo PD-6
RePOrtS, Case: REQISIIANTS: INAITOTIC. ... .ciiiiiiiiiiie et e ettt e oottt e e o4 4o e et e et e e e e e e e a b b et et e e e e e e e o e e bbb ettt e e e e e e e nnbb s e e et e e e e e e e annnnnees PD-6
Reports, Case: Sealed Adult, Juvenile and Ward Cases (Except Sealed Childhood Sexual Assault) .........ccccccvveeeiiiieiveciiiienne e, PD-6
Reports, Case: Sealed Childhood Sexual ASSAUIL..............oooo i PD-7
Reports, Case: Sexual ASSAUIL - CONVICHION .........ccoi oo PD-7
Reports, Case: Sexual Assault - NO Prosecution 0f NO CONVICHON .......ciii i i e e e et e e e e e e e e e e e e e e e eannan e e eeeeees PD-7
Reports, Case: Suicide or Natural Death...............oo PD-7
Reports, Case: Traffic COIlISIONS - Fatal ..........ccooiiii e PD-7
Reports, Case: Traffic ColliSioNs - NON-FAtal............coooiiiii e PD-7
T 010 ST OF= 1T T~ o o o = PD-7
Reports, City Manager: Annual Reports, MONTNIY REPOITS ......uiiiiiiiiiiiiie ittt e e ettt e e e e e e s e e e e e e e e e nnneees CM-1
Reports, Crime: Vacatur Relief Granted by Court - Victim of Human Trafficking, etC...........cccooo e PD-7
Reports, Geotechnical and Soil; HYdrology REPOIS.......c.uuuiiiii e e e e e e e s e e e e e e ettt s e e e e e e e eeteaa e e e e e e e eeeernnan s PW-5
Reports, Grant records required to pass the funding agency's audit, if required)............ccc Cw-4
REPOITS, INCIAENT - FO .. e PW-12
(=T oTo] gk oL =T oL (1= U T= ) PO PP PP PPPPPPPPRPPP PW-10
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REPOITS, MArNA (10 STALE, B1C.) . cei i i i PW-10
Reports, Materials Testing - Capital Improvement Projects (CIP), Permanent File..............ooiiiiiiriiiiii e PW-4
Reports, Monthly Statistical / RUN STALISTICS (COPIES) ......oiuuuuririiiieeeiiiiititt et e e e e e st e e e e e e st e et e e e e e s s s b bbb e e e e e e e e e s s abbe e et e aaeeesaannerees FR-2
Reports, Payroll - ANNUAT DETAIL............oeiii et e ettt e e e e oot et et e e e e e e e bbb et et e e e e e e e bbbt e e e e e e e e e e annnnees FIN-7
Reports, Payroll - Periodic (Deduction Registers, Leave Registers, Time Transaction Reports, etC.) ....cccoveevvvvviiiiiniieeeveeeevviieenn. FIN-7
REPOILS, Pre/POSt - FO ... PW-12
Reports, REVENUE & EXPENAITUIE = COPIES .......uuiiiiiiiiiee ettt e oottt e e e e e e ettt et e e e e oo e s bbbttt e e e e e e e e s b bbb et e e e e e e e e e nbbbb b e eeeeeeeeennnneees FIN-3
Reports, Soil - Private Land Development Projects / Job Files, Permanent Files ...........cooo i PW-6
Reports, Subsidiary Ledgers, Reconciliations, etC. - COPIES ......cccceiiiiiiiii i FIN-3
Reports, Tonnage - Solid Waste / AB 939 ComplianCe / SB 1383 ........uuiiiiiiiiiiiiiiiie ettt e e e e e e e e e e e e eaneees PW-3
REPOIS, WALET QUEITY ... eeeeeeeei ittt oo oo 4o ettt e e e 4444 o sk E bt e et £ e e e o444 a R R b e e ettt e e e 244 e s R bbb e et e e e e e e e annbbn e e e e e eeennane PW-14
Reports: Annual State or Federal: State Controller's Report, Local Government Compensation Report, etc. ....................cc. FIN-3
Reports: BUilding ACHIVILY (COPIES) ...cceeiieieieeeee e CD-2
Request for Proposal, Agreements & Contracts ADMINISTRATION (WITH Grant FUNING) ....covveeiiiiiiiiiiiieeeeeeeiieeeee e Cw-1
Request for Proposal, Agreements & Contracts ADMINISTRATION NOT funded by a grant ...........ccocoeeeiiieiiiieiiiin e, Cw-1
Request for Proposals / Unsuccessful Bids / EValUALIONS ... FIN-8
Lo U LT (o] g (=T oo o RSP TP PPPPPPPPPP CC-6
Request, Check - Accounts Payable / INVOICES @Nd BACKUD ........coiiiiiiiiiiiiiie ittt e e e e e e e FIN-1
Requests & Permissions to Receive Copies Of PlanS.............oo CD-2
Requests for Fire Incident Reports and Fire INVestigation REPOIS ..........uiiiiiiiiiiiiiiiiiie et a e e e e eeeees FR-2
Requests from Other Cities: Correspondence — Transitory / Preliminary DraftS........cccoiiiiiiiioiiiieeeeee e CWw-3
Requests, Service - All Information Entered in CRM / CMMS Database (FO) - COPIES.......uuciiiiiiiiiiieiiii e et eeeaen PW-15
Requests, Service - CMMS Database (COrp / FO) ... PW-11
Requests, Service - CMMS Dat@bDaSE (COIP) ....uuuturtiieeeiiiiiitietitee e e e e s sttt e e e e e e s s b ettt e e e e e s s s sb bbb ettt e e e e e aaane bbb et e e eeeeseannnbbsseeeeeeeeaanns PW-12
Requests, Service - CMMS Database (ENVIrONMENTAl SEIVICES) ......uuuuuiiiiiiiiiieiiiii s et s e e e e e et s e e e e e s e e e ae e e e e e e e e eeseaaa s PW-9
Requests, Service - CRM / CMMS Database (FO)........cooooiiiiiii e PW-15
Requests, Service - Not Entered / Partial Entry in CRM / CMMS Database (FO) .......cuuiiiiiiiiiiiiiiiieeeeeiieee e PW-15
LETo U1 1 (o] o TP PP PP PPPPPPPPPPPON CW-6
=T |8 =31 0] o P FIN-7
Re-Roof - Capital Improvement Projects (CIP), Maintenance Projects (All RECOIUS).......cooiiuuiiiiiiiieiiiiiiiiieieeee e PW-3
Reservoirs - Agreements & CONractS (INTTASIIUCTUIE) .........uiiiiiiiie it e et e e e e e e e e e e e e e e e s bbb e et e e e e e e e annrees CC-1
RESEIVOIIS VILBOS ... PW-14
Resolution Declaring Results - Historical Files, EIGCHONS............oooi CC-4
Resolutions, EXIErNal OrganiZatiONS..........cccoiiiiii e CW-2
Resolutions: City Council, Redevelopment Agency (Petaluma Community Development Commission - PCDC), etcC. .................... CC-6
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Resolutions: Planning Commission, Historical & Cultural Preservation Committee, Public Art Committee......................c. CC-6
TS o] L= U0 gl | A =TS ES R 1Y/ 1Yo o= L = P HR-4
Responses to RFPs (Request For Proposals) RFQS - UNSUCCESSFUL .......oocuiiiiiiiiieeeeeeite ettt Cw-1
R =T a1 oo [ @ o (=] PP TP TSP PPPPPPPR PPN PD-6
Results, Backflow Test / Backflow ASSEMDBIY TESt REPOIS ......cciiiiiiiiiii e e e e e e e e e e e e e e e e eear s e e e e e e e eeaeanaan s PW-12
Results, Resolution Declaring - Historical Files, EIECHONS.............ooo CC-4
Returned CheCKS / NSF ChECKS ... ..o, FIN-5
Revenue & EXPeNnditUre REPOIS = COPIES ......i.uitiiiiiieee ettt e e e e ettt e e e a4 e bbbttt e e e e e oo s R b e e ettt e e e e e e e e bbb e ettt e e e e e e e bbb s e e e e e e e e e e annnnees FIN-3
Reviews, Administrative (Final Determination Letter, PIans, €tC.) ... CD-3
RFIs & Responses - Capital Improvement Projects (CIP), AdMINIiStration File.............cooiiiiiiiiiiiieeeee e PW-3
RFP - Request for Proposal, Agreements & Contracts ADMINISTRATION (WITH Grant Funding) .......ccccceeeeeiiiiiiiiiiieneeeeeeee Cw-1
RFP - Request for Proposal, Agreements & Contracts ADMINISTRATION NOT funded by agrant ..........cccceviiii e, Cw-1
RFP/RFQ/Bid Notice - Bid Opening Files ... CC-2
(o (=R (o] ol OF= 1 TP PP TS PP PP PPPPPPR PPN PD-7
Lo L= o T o TR AV =TV =T FR-2
Rights of Way - Private Land Development Projects / Job Files, Permanent Files............ccccc PW-6
Rights Of Way - RECOITEA DOCUMENTS........ciiiiiiiiiiiie e e ettt e e oo e sttt e e e e e s s bbb ettt e e e e e e aaa s b bbbttt e e e e e e s an bbb e e e et e e e e e e annbbb s e eeaaeeeennnnnrees CC-6
RIGNTS OF WAY (COPIES) ...ttt teeeeeee ettt ettt e oo 4okttt e oo 4444kt ettt e 44444k R e e et 4444444k R Rt e et £ 444444 a bbbt e e et e e e e e e e bbb e e e e e e e e e e e nnnnnnes PW-4
RIPA (Racial and Identity Profiling Act) Annual REPOIT ... PD-8
RISK & RESIHIENCY ASSESSIMENL.........iiiieeiiiie ettt e oottt et e e e e 4o bbbt ettt e e e a4 e s s b bt ettt e e e e e oo aa R b bbb e ettt e e e e e e s bbb b e et e e e e e e e e annbbnnnaeeeeeeaanns PW-14
Y Y =T g F= Vo [T 1 0 =T | OO PP PP PPP PP PPPPPPPP HR-4 — HR-5
RMS (Records Management System) Database, POINCE ......ccoic i e e e e e et e e e e e e e e e earraeeeeeees PD-7
RMS Database, Fire INCIdeNt REPOIS ......ccooe i FR-1
Rolls, Assessment / Lighting and LandSCape DISIIICLS .........uuiiiiiiiiiiiiiiiiiiiee et e e st e e e e e e s st e e e e e e e e e e anabb e eeaeeeeeennneees FIN-1
Rookie Tests - Employee Training INdiVidUAl RECOIUS ......uuuiiiiiiiiiiiiie e e e et e e e e e e et s e e e e e e e eettat e e e e e e eeeannennaaeeeaees FR-1
Roster Scheduling Database, Daily DULY ..........cooo oo PD-3
Y0101 LI =T 1 TP PPPPPPT PW-16
Route Schedules / BID DOCUMENLS / ROULE IMAPS ......ceiiiiiiiiiiii ettt e e e e s sttt e e e e e e e e e et e e e e e e e e bt bn e e e e eeeeeaaae PW-16
LIS = 1 ] (o= (oo =) FR-2
0 ST O -1 o o T HR-4
S

Safety & Ethics Training: Training — All COUISE RECOIAS ....oouiiiiiii it e e e e e e et s s e e e e e e e aatt s e e eeeeeeannnnns CW-7
Safety Certifications - Vehicle & EQUIPMENT HISTONY FIlES.......uuuiiiiiiiiiiiiiiiiiiiiiiiii e ae e aeeraseaassssassasssasssnsssnnssnnsnnnes PW-11
S To V(=] VA O =T 1] Tor= 1o o PSP PP PP P PPPPPPPPPPPR FR-6
S T= 1= A O 1= oSS T = oo PW-11
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S T= 1= A O 1= oSS TV = oo = PW-13
STz (=] YA O e ] 04T 0] F= VLT S (AN Lo Yo 1 RSP PW-1
Safety Data Sheet (SDS) / Material Safety Data Sheet (MSDS) / Chemical Use RepOrt FOMM ............cevveviverveeereerieeereereeeeeeereennnn. CW-5
Safety Data SNEet (SDS) MASTEIS, AINDOIT. ......cii ittt ettt ettt e e e e e et e e e e e e s o s e e e ettt e e e e s aa s bbb e e et e e e e e e s e nnbb e e et e eeeeeaaannbbenrreeeeenans PW-2
Safety EQUIPMENE INSPECIONS (SUPPIESSION) ... ciiiieiiiitii e et eeeeeeettt e seeeeeeeeeettt i aeeeeeeeeatttaaareeeeeaetttnnaraeeeerenttnnnrraeeseeermmnnnnarreeererrrnnns FR-6
Safety INSPECHONS - AINPOIT STALE LICENSE ... .uuuiiiiiiiiiiiiiiiiiiietieeeeeeeeeerreerreeseeeseaeeeaereeee.tesr—estesereerretererrrreerserreesrresseeerrersmmmrrerrrrrr PW-1
S To V(=] AV [ Y o1=Tot 1o o OO PP PP PPPPPPP P&R-3
Sample Ballot, Candidate Statements - General, Working or Administration Files (EIeCtONS)...........coeiiiiiiiiiiiieeiiieeeeee e CC-4
Sanitary Sewer OVErfloW RESPONSE PIAN .........uuuuiiiiiiiiiiiiiiiuiieueee e ——— s e e eee—eeeseasesasssssssssssssssssssssssssssssssnsssnnssnnssnnssnnen PW-13
Sanitary Spills anNd OVEITIOWS (SSOS) .....uuiiiiiiiieiiiiiiiiie ittt e e oottt et e e e e s oo s bbb e et et e e e e e e s b bbb ettt e e e e e s e e abb bbbt e e e e e e e e snbbbeneeeaeeas PW-13
Sanitary Spills Overflow Prevention Plan (SSOPP) and Sanitary Sewer Overflow Response Plan ..............cccovviiiiiiiiiiiiiiiiieennenn. PW-13
Sanitary Surveys Of DrNKING Water SYSIEIMIS ... .ciiiiiiiiii et e e et e e e e e e e e et s e e e e eeee e teaa s seeeeeeeeaeataa s seeeeeeeasnnnnnaeeeaeeennnes PW-13
SB 1383 - Organic Waste Collection and Recycling / TONNAGE REPOIS ........uuuiuuiueiiiiriierirrirreeiererrrerreerrerrrerrrerree———————————————————— PW-3
SCADA Database (Supervisory Control and Data ACQUISITION) ........eeeeeiiiiiiiiieiieeee e e e e e s r e e e e s s e e e e e e s s annnrrereaeeas PW-13
SCADA Database (Supervisory Control and Data ACQUISITION) ......iiiiciiiiiiiiiis e e e e et s e e e e e e e e aeaar s s e e e e s eeeenraa e e e eeeeeeennnnns PW-8
SCADA Database (Water) (Supervisory Control and Data ACQUISITION) .......uuuueiuuuiuuiiiiiiiurireeieerresreaneer . ——————————————————. PW-13
Scantrons - ReCruitment and TESHNG FilB.... ..ot e e e e e et e et e e e e e e e bbb et e e e e e e s s nabbbneeeeaeeeans HR-4
Yol gT=To (U] (ole] o1 =2 TP PP P PP PPTPPPR P&R-3
Schedules / Hours of Classes, Programs, FACIlitiES (COPIES) ..uuuuuuuuuiiuuiiiiiiiiiiiiiiiutiueuieerienrrrr e ————————————————————————————————————————————. P&R-3
Schedules, Project - Capital Improvement Projects (CIP), AdMINIStration File ...........cuuuiiiiiiiiiiiie e PW-3
o] g L=To O] ST R (STeo ] (0 E R = (<] 0 (L0 ) o CC-6
Yo a=To LB LSEoT 0 11 | (TP PW-16
Yol 1] F= T = 11 1= P&R-3
Scope of Work - Agreements & Contracts (INFTASITUCTUIE) ........uueiiiiiiieiii it e e e e e s e e e e e e s st reeeeeeeans CC-1
Scope of Work - Agreements & Contracts, not imaged (NON-INfraStrUCLUIE) ........ooevuiiiii i e e e e e e e eeaneas CC-2
SDS - Safety Data Sheet / Material Safety Data Sheet (MSDS) / Chemical Use Report FOrm ..........cccvvevivviiieiiveriieeieeeeeeeveeeeeennne, CW-5
SDS (Safety Data SNEEtL) MASTEIS, AINDOIT. .....cei ittt e e ettt et e e e e ettt e e e e s s s bbb ettt e e e e e e aa s b bbb e et e e e e e e e s snbbee et e eaeeessannbbenneeeeeeeaans PW-2
Sealed Adult, Juvenile and Ward Cases (Except Sealed Childhood Sexual ASSAUIL) .........eeveiiiiiiiiiiiiiiieiiieeeieeeeeeeeeeeeeeeeee e PD-6
Sealed Childhood Sexual ASSAUIL - CaSE REPOIS. ...uuuuii it e e iiieiiiiiir e e e e e e et ie e e e e e e e e et e e eeeeee ettt s eeaeeeeenttna s reeeeeeeenrennnareeeeeernrnnns PD-7
Y= 001 Y o [U = U =T oL PO PTPP R TPPPPPPPPPPP PW-7
Seniors - Activity / Special Programs / Special Event Files & Reports / ABC PeIMLS.........uuuuuuuuuiumuiiiiiiieiiiiiiiniieninnneinnennneennnnnnennnes P&R-1
S oyl =T 0 A Yo 3 (=LY ] PW-9
Service Requests - All Information Entered in CRM / CMMS Database (FO) - COPIES.....uuuuuiuuiiiiiiiiiiiiiiiiiiiiiiinriininnneinnrinnnnn. PW-15
Service Requests - CMMS Database (COMP / FO) ...ttt s sttt e e e e e e bbbttt e e e e e s e bbb e e et e e e e e s e snabbeneeeaeeas PW-11
Service Requests - CMMS DataDase (COMP) . .eeeeiiiiiiiiiiii e ettt ettt e e e e e et et e e e e e s bbb e e e e e e e e s e s bbb e e e e e e e e e e e s nnbnnreeeaeeas PW-12
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Service Requests - CMMS Database (ENVIrONMENTAl SEIVICES) .......cciiiiiiiiiiiiiee ettt e e e e s re e e e e e e PW-9
Service Requests - CRM / CMMS Database (FO)....uuuiiiiiiiiiiiiiiiiii e eeeetie s s e e e et es s s e e e e e e et s e e e e e e e e e et at s e eeeeeeeessannnaaeeeaeeennnes PW-15
Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (FO) .......ccuuuiiiiiiiiiiiiiiiiieeee e PW-15
Services, County Election - General, Working or Administration Files (EIECHONS) ..........eoeiiiiiiiiiiiiiiiiiieceee e CC-4
Services, Professional - Agreements & Contracts, not imaged (NON-INfraStruCIUIE) ..........cooivviiiiiii i e e CC-2
Settlement - Agreements & CONrACtS (INFrASTIUCTUIE) ... ...u.uuueiieeiiiieieisieereeestsesereseeesrreseaesaeeeeeesreseraaeraesrrerreerrrereeerrrerereerrrrrrrrrr... CC-1
Sewage Sludge Removal (Wastewater TreatMeEnt PIANT)............uuiiiiiiiiiiiie e e e e e s e e e e e e s st nreeeeaeeans PW-7
YTy g Y = ] (T g = PSSP PW-5
SEWET Lift STALION NS PECHIONS. .. . . uitiiiiiiiiiiititeeeiesueeeseeeseeeeeeaeeeeseeeseeessessseessaesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssnssssssnnnnnns PW-8
Sewer System Management Plans (SSMP) AN AUGILS ......cooiiuuriiiiiiieee ittt e e st e e e e e s st e e e e e e e e s s s bbb nreeeaeeas PW-13
Sewers - Agreements & CONractS (INTTASIIUCTUIE) ... ..eiiiiiiiiiit ittt e e e e e e e et e e e e e s e e e e e e e e e e e st b e nrreeeeeeaas CC-1
Sexual Assault - CONVICHION - CASE REPOIMS ......cciiiiiiiiiiii e e eee e e e e e e e e e et e e e e e et e eett s eeeeeeeaetttaareeaeeeeeettaasraeeeseenstennnnnseeeerernrnnns PD-7
Sexual Assault - No Prosecution or NO CONVICLION - CASE REPOIMS.......uuuiiiiiiiiiieeieeeieeereeeseeeseresrerseeerreereeeereeereere———e——————————. PD-7
Short Term Vacation RENTAI PEIMIILS ...........uuiiiiiuiieiiiiitiietueeteeeeeeeeeaeeaeeeeeeeeeeeeaeeeeeeeeesssesseessssessesssssssesssssssesssssssssssssssssssnsssssssssssnssnnnnnes CD-5
Sick Leave - Studies & Surveys Conducted on Behalf of the City - COPIES ....oiviiiiiiiiiiiii e e e e e e e e aeneeas HR-4
Sidewalk Repairs - Capital Improvement Projects (CIP), Maintenance Projects (All RECOIAS) .........uvuuvviiiiiiieriieiieiriieeveeeeeeereeeeeennn, PW-3
Sidewalks - Agreements & CONtraCtS (INFTASTIUCTUIE) .......oiiiiiiiiiiiiiiii ettt e e s et e e e e e e e bbb e e e e e e e e e et b eeeeeeeeeeans CC-1
ST a0 SIS o [ € PP PPP P TPPPPPPPPPPPPN FIN-1
Single Family Residential BUilding Plans, FINAIIEM ..............uuieiiiiiiiiiiiiiiiieeiisieeeeessessssssssasssesessesassesessraeesrerraerrrerreeerrerrrr..re.—...————. CD-1
SIP Report (Public Self Insurer Report) - Annual State or Federal REPOITS .........oouiiiiiiiiiiiiie ettt e e FIN-3
S 1T ST = 1 o PP PD-3
Slots - Operation & MaiNtENANCE, STOIMWEALET ..........uuiii et e e e e r e e e e e et e s e e e e et eeeteataaeeeeeeeesanaaaeeeeeeressnnnnsaeeeaeerennes PW-14
Sludge Removal, Biosolids / Sewage (Wastewater TreatmMent PIANT) .............uviiiiiiiiiiiiiiiiiiiiiesieeeieeessesssesrsessresseessressreerrerrree—————————. PW-7
Slurry Seals - Capital Improvement Projects (CIP), Maintenance Projects (All RECOIIS).......uuuuuuuruuiirriiiiiiiiiiiiiieiinnrierireennnnnrenn. PW-3
Slurry Seals (Paving) - Agreements & Contracts, not imaged (NON-INfraStrUCLUIE) ........ccoeeeiiiiviiiiii i e e e e eeeeens CC-2
Soccer League - Park @nd FaCIlity PeIMIILS ... ...uuuuuiiiiiiiiiiiiiuiiitueituieeseeeseeeereeeee e ea—ees—eeeeeeeeseeseeassssssessssssssasssssssssssssssnnssnsssnnssnnssnnes P&R-3
Social Media that Does Not Have a Material Impact on the Conduct Of BUSINESS: ........uuiiiiiiiiiiiiiiiiiieee e CWwW-3
Soil Remediation - Underground Storage Tanks (City Owned USTS - REMOVEM)..........uuiiiiiiiiiiiiiiiiiiiieee e FR-5
Soil Reports - Capital Improvement Projects (CIP), Permanent File ...........uiiiiiiiiiii et e e e e e e e e eeneeas PW-4
Soil Reports - Private Land Development Projects / Job Files, Permanent FileS .............uuuiiiiiiieiiiiiiiiiiieiiieriiesseeeseeseseesseeereereeeee. PW-6
Y0 ][ Tod o] gl =T 1 071 £ PP PD-7
Solid Waste / AB 939 Compliance / SB 1383 - Organic Waste Collection and Recycling / Tonnage Reports .........ccccccceeeiieeeeeenns PW-3
Solid Waste / AB 939 ComplianCe / TONNAGE REPOIS ....uuuuuiiiuiiiuiiiiiiiuitutteeuternreareeeareerre..——————————————————————————————————.———.———..—...——————————. PW-14
Source Control / Pretreatment Annual / SEMIi-ANNUAI REPOITS .......eiiiiiiiiiiiiii et e e e e e e e e e st reeeeeeeens PW-7
SPCC (Spill Prevention Control and Countermeasures) - Aboveground CNG Storage Tanks - Environmental Services................ PW-6
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SPCC (Spill Prevention Control and Countermeasures) - Aboveground CNG Storage Tanks - Marina ..........ccccceveeeeiiiiiniieeeneenn. PW-10
SPCC (Spill Prevention Control and Countermeasures) - Aboveground CNG Storage Tanks - COrP.....c.ccveeevieeevieveiiiiiiineeeneeennnns PW-11
SPCC (Spill Prevention Control and Countermeasures) - Aboveground CNG Storage Tanks - FO ... PW-12
S LT T O o KSR (oloT o] [1S) TP P PP PPPP R PPPPPPPPPPPPPN CC-7
Speaker Slips: Correspondence — Transitory / Preliminary DraftS .. ... e e e e e eeeneas CW-3
Special District ASSESSMENt ROIS (FOF TAX ROIIS) .....uuiiiiiiiiiiiiiiiiiiiiiiiietieeseeessseeseessesssaesraesaeeeeeeraeeerreerae..—erreerrrerrer.rrerrrr.—...——.——————. FIN-3
Special District Assessment Rolls / Annual Assessments (Engineer's Reports of ASSeSSments)........ccccccovviiiiiiiiiiiiiiiiiiiecee s PW-5
ST L=TolF= Ll DI (g (o o 0 F= L1 [ PO P PP PPPPPPPPPP PW-5
Special Event Files & Reports / ABC Permits - Children's Programs, Cultural Arts, SPOrts, €tC. ........uuuuviriiiriimiiiiiiiiirieniieninnnienn. P&R-1
Special Event Permits / Explosives Permits (Assembly Permits, Candle Permits, Tent Permits, Open Flame, etc.)........ccccevveeee.... FR-4
Special Event PermitS / SPECIAI EVENLS ...ttt e oottt e e e a4 e e e e e e e e e e e e e e b e et e e e e e e e e nabbenreeeaeeeaas Cw-4
Y O LSToa = LI V=T =Y 1 PD-7
Sy oL Fo I V=T o) TP Cw-4
Special EVENLS / OPEIAtIONS PIANS. ... ... ittt e e oot ee e e e e 4o a bttt ettt e e e e 44 e s b e e ettt e e e e e e e bbb e e et e e e e e e s e nnbbenreeeeeeeaanns PD-4
Special Programs / Special Event Files & Reports / ABC Permits - Children's Programs, Cultural Arts, Sports, etC..................... P&R-1
Special Projects / SUDJECE FIlES / ISSUE FIES .......ueiiiiiiiiiiiiiiiieiiiitiietietsteeseeesseesseeseessssesssesssssssssssssssssssssssssssssssssssssssssssnsssssssnsssnssnnnnnes CW-6
ST L=TolF= ST (0 o [T PO PTPP R PPPPPPPPPPPP CD-5
Specific Plans - Private Land Development Projects / Job Files, AdmINIStration File ... PW-5
Specific Plans - Private Land Development Projects / Job Files, Permanent Fil€S ............uuuuiiiiiiiiiiiiiiiiiiiiieiiereeeeseeseeeesssessssrsesseenne PW-6
S LTt (o F= 1 PP PP PTPP R PPPPPPPPPPPP CD-4
Specifications - Agreements & CONractS (INTTASITUCTUIE) ..........uiiiiiiiie ettt e e e e e e e e e e e r e e e e e e e e e b e e eeeeeeeens CC-1
Specifications - Agreements & Contracts, not imaged (NON-INfraStIUCIUIE) ..........ooeuiiiiiii e e e e e e e e eeneens CC-2
Specifications & Addenda - Capital Improvement Projects (CIP), Permanent File ..............uuuviiiiiiiiiiiiiiiiiiieiiiesieeeeeereseesseeesesreeeneeene, PW-4
Spill Prevention Control and Countermeasures (SPCC) - Aboveground CNG Storage Tanks - Environmental Services................ PW-6
Spill Prevention Control and Countermeasures (SPCC) - Aboveground CNG Storage Tanks - Marina .......cccoooeevvvvvviiiiiinieeneeeennns PW-10
Spill Prevention Control and Countermeasures (SPCC) - Aboveground CNG Storage Tanks - COrP.........uuueerrerieumiimnrinnninnnnnnnnnn PW-11
Spill Prevention Control and Countermeasures (SPCC) - Aboveground CNG Storage Tanks - FO .......coooviiiiiiiiiinieiiiniiiiiieeeeen PW-12
SPIll RESPONSE = STOMMWEALET ......eeiieeeiiiitte ettt e e ettt e e e e e s bttt e e e e e oo s e bt e ettt e e e e e oo R R e et ettt e e e 444 R R b e e e et e e e a2 e e e n b e e e et e e e e e e n e nnbbenneeeaeenaans PW-3
ST 01 ES (O F= TS0 ) P PW-10
Split Lots - Private Land Development Projects / Job Files, AdmINIStration File.............uuiiiiiiiiiiiiee e PW-5
Split Lots - Private Land Development Projects / Job Files, Permanent FileS ... PW-6
Sports - Activity / Special Programs / Special Event Files & Reports / ABC PermMitS......ccccooiiiiiiiiiiiii et ee et e e e e eeeeens P&R-1
o o]t SRS oto] (oI a1 ST Yol a 1= To [0 LTS (oo o1 I P&R-3
SSMP (Sewer System Management Plans) AN AUGILS .......oooiiuuiiiiiiieeie et e e e e st e e e e e s et e e e e e e e e s asnabbbreeeeeeas PW-13
SSOPP (Sanitary Spills Overflow Prevention Plan) and Sanitary Sewer Overflow Response Plan ..........ccccccvvviiieeiiiiiiiiiiiineeeenn. PW-13
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SSOs (Sanitary SPills AnNd OVEITIOWS) ........eeieiiieiiiii ittt e e e e e e e e e e e e e e e s s b b e e e e e e e e s e s b e e e e et e e e e s e s nnnnereeeaeens PW-13
Staff Reports - Approved Permanent Entitlements, Planning ProjecCt FIlES ..ot e e e CD-5
Staff Reports- Boards, Commissions, Committees & Task FOrces: CitiZeN AQVISOIY ........couuiiiiiiiiiiiiiiieeeiiiiiieie e Cw-2
Staff Videoconference Chats, Notes, Recordings: Correspondence — Transitory / Preliminary DraftS..........ccccccciiiiiiiiiiins CwW-3
Standards, Design & Construction - AULNOIEA DY CItY ......ccciiiiiiiiii e e e e e et e e e e e e e e e et ta s s e eeeeeeeentannaaeeeeeeeennnnns PW-4
State & Federal Agencies Correspondence (NOt CIP-REIAIEA) .........uuuuuiiiieiiieiiieiieeiiiesiieeieeeeeesrererreeraerrrerrrer.—————————————————————————————————. PW-4
State Controller's Report - Annual State Or FEAEral REPOIS ..........iiiiiiiiiiiiii e e s e e e e e st eeeeeeeans FIN-3
Statement of Facts / RegiStry Of PUBIC AQENCIES ........u ittt e e e e e e e e e e e e e e e e e e et nreeeeeeeaas CC-7
Stationary Generators - Generator Operation Logs & INSpPections (SUPPIESSION) .......uuueereeereerirerireereeererrreeeeserereerererreerrerrrere—————. FR-6
Stationary Generators - Generator Operation LOgS & INSPECHIONS .......ooiiiiiiiiiiiiie ittt e s e e e e e st eeeeeeeeas PW-7
Stationary Generators - Generator Operation LOgS & INSPECTIONS ......ccoiiiiiiiiiiiieee et e e e e e e e e eeeaeeas PW-12
STOP Source Data, Audit Log / Racial and Identity Profiling Act (RIPA) Annual REPOIt ........coovviiiiiiiii i e e eeeaens PD-8
Stop Work Orders - Address FilesS / BUIIING PEIMILS ......uuuiiiiiiiiiiiiiiiitiieseitsiiesesesssssssssssessssessesasssssssreesssesraesrrerererraersreerrerrrer——. CD-1
Storage Tanks, Aboveground CNG (Agency Owned) - Corp (AgENCY OWNE) ......coiiiuiiiiiiiiieeeeiiiiiee e a e PW-11
Storage Tanks, Aboveground CNG (Agency Owned) - Environmental Services (Agency OWNed).........couvueeiiiieeeieeeeiiiiiineeeeeeeeennnns PW-6
Storage Tanks, Aboveground CNG (Agency Owned) - FO (AQENCY OWNEA)........uuuuiuuuiuuiiiiiiiiiiiniiiniieneierrrerrenrrran——————————. PW-12
Storage Tanks, Aboveground CNG (Agency Owned) - Marina (AgenCy OWNEM)..........uuuriiiiiiiiiiiiiiiiiiiie e PW-10
StOrage UNILS, AINPOIT (COPIES) ...urteieeeiiiitttteteee e e e e ettt ettt e e e e o e e et e e e e e e e e s b bt e ettt e e e e o4 e s R R e e e ettt a4 o444 R R b e e e et e e e a2 e e e n b b e e et e e e e e e e e nnbbenneeeeeenaans PW-1
Stormwater - Private Land Development Projects / Job Files, Permanent FilES...........uuuuuiiiiieiiiiiiiiiiieeisiiisesisesseessseseseesseerreereee..—. PW-6
StOrMWALET DISCRAIGE PEIMNIL ..ottt e oottt e e oo oottt e e e e e e o s ettt b ettt e e e e 44 e s bbb bbbt e e e e e e e e sebbbe et e e e e e e e s nnbbenneeeeeenans PW-2
Stormwater NPDES ANNUAI REPOITS .......uiiiiiiiiiiiiiiiiiie ettt e e e ettt e e e e 44 s bt e e ettt e e e 444 a R b b e e e et et e e e e e e s b b e e et e e e e e e e e nnbbnnrneeeeenans PW-8
Stormwater NPDES HICIE DISCRAIGES ......uuuuiiiiiiiiiiiiiis st et is s s s e e e e e et e s s e e e e e e ee et e e s e eeee e e et ta e saeeeeeeeaetana s seeeeeeesnnsnnnaeeeeeeennnnnns PW-8
Stormwater NPDES MONItONNG QN0 INSPECIION ... ....uuiiiiiiiiiiiieiiietieestesseseseesssessseesesssseesseesreeeeeer.er.seeerrerrrerrer..rer..r.——...——.———————————————— PW-8
SEOMMWALET NP DES PEIMIES ....uuttititiiittititeesteesetaesueeeseesseeseeeseeesseseseessessseessessssssssssssssssesssssssssssssssssssssssssssesssssssnsssssssnsssnsssnsssnnsnsssnnnnnns PW-9
Stormwater NPDES TMDL Plan (Total Maximum Daily LOA) ......cooiiiiiiiiiiiiii st s e e e e e e et s s e e e e s e e annnn s s e e e e e eeannnnn PW-9
StOrMWALET TTrEAIMENT IMBASUIES ... .iiieiiiiiii e ettt ettt ettt oo e e ettt e et b oo e e et e ee et ba e oo e e e ee e e e ee b h s e e e e e e eeeee b b aeeeeeeeeen bbb aaeeeaeeennnns PW-14
Stormwater: Chain of Custody, Guidance Information, Lalb REPOIS ..........uuiieiiiiiiiiiiiiiiiieiiiiiieeeeseieeeeaeeeeesseeessesseeeseeseaessseeareeraeeaaeene PW-2
Stormwater: Operation & Maintenance (Catch Basics, Field, General Cleaning, €fC.) .........cccuuiiiiiiiiiiiieiii e PW-14
Street & Alley Improvements - Agreements & Contracts (INfraStrUCIUIE) .......oiv e i it e e e e e e e e e e eennens CC-1
Street Report - ANNUAl State OF FEAEIAI REPOIS ... ...uiiiiiiiii ittt e et e e e e e e e bbb et e e e e e e e s e bbb e et e e e e e e s sanabbeseeeeeeeeans FIN-3
Y == L I R =] ] 01U £T=T0 0= ] PP FR-1
Studies - Capital Improvement Projects (CIP), Perman@nt File .........ccoo it e e et s e e e e e e e aenr e e e e e e eeennneas PW-4
Studies & Reports, Geotechnical - Capital Improvement Projects (CIP), Permanent File ...............uvvviiiiiiiiiiiiiiiiiiieriieeeeeeeeeeveeeveennee, PW-4
Studies & Surveys Conducted on Behalf of the City (Sick Leave, Attrition, Benefits, etc.) - COPIES .....uvviviiiiiiriiiiiiiiiieiiieeieeeveevveeee HR-4
Studies / Surveys, Engineering - Preliminary StudieS / Proje@Ct ASSESSIMENTS .......uuuuuuuuuiereeueeeeieeereeeraeeeeeeeeesaeeeeeeeeeeeeeenereerreereeene PW-5
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Studies and Reports — Historically Significant, ZONING STUIES .........ccoiiiiiiiiiiii e e e e e e rr e e e e e CW-6
Studies and Reports — Other Than Historically Significant Reports, ANNual REPOMS .........ccoiiiiiiiiiiii e e e ee e CW-6
Studies, Classification / Reorganization (Employee Classifications / Department SIrUCIUIES) ..........uvuveerreervrerieeiirerieeeereeeeeereereeennn. HR-1
Studies, Preliminary - ENGINEEIING STUAIES / SUIVEYS......oooi ittt e e e e e e et e e e e e e e e e e e e e e e e s et e nreeeaeeeans PW-5
ST U] oo TN VAL o 1 =0 o £ SPPPPSPPRPPP CC-2
SUDAIVISION MAPS (ENGINEEIING) ...vvtrtvtteteueeeiueeerestrearseeseseseseseeeseeeeree.—e...—.......rr..r.......—...—...—...—...................—...—....—..—...—...——.........———— PW-4
Subdivisions - Agreements & Contracts (INFFASITUCTUIE) .......oiuiiiiiiiii et e e e e e e e e e e e e e st benreeeeeeeans CC-1
Subdivisions - Private Land Development Projects / Job Files, AdmINIStration File ... PW-5
Subdivisions - Private Land Development Projects / Job Files, Permanent Fil€S.............uuuuiiiiiiiiiiiiiiiiiiiiiieeiieriesesseseeeesseerresreesseee. PW-6
SUDJECt - ECONOMIC DEVEIOPIMIENT ...ttt e ettt ettt e e e oo ettt ettt e e e 44 oo e bbb ettt e e o444 e s bbb b et e e e e e e e e e a bbb e et e e e e e e e e annsbbbnneeeeeeenaans ED-1
10| o) =T ot A E1S T U [T PSP PPPP R TPPPPPPPPPPPPN CM-1
YU o) =T oa 1L T R A KT U TN 1 =P CW-6
Submittals - Capital Improvement Projects (CIP), PErMan@Nnt FIlE ...........uuuiiiiiiiiiieiiiieiiiesieeiseesiesessssssesssesrsssssssssesseessreerrerrrerrr————. PW-4
Subpoenas (Personal APPearanCe - FIr€ PEISONNEL) .......cooi ittt e e et e e e e e e e r e e e e e e s e brereeeeeeeaaaa FR-2
SUbPOENAS (RECOIAS / DUCES TECUIM) ..ceutiiuiieiieeeieietitiae e e e eeeeeeettueasseeeeeeeetesaaasaaeeeeeeesennsanraaeeeeeessssanssaaeeeensassnnnsseeeeresssnsnnnsreeeeeennnnnns CC-6
Sy W] o] oo l=T g et (R =T oo (o ES) I ARSIV T o] o Jo1=T o = Mo o FS PP PD-8
10 oY (o [t Ty A =T [0 =T T oo ][ PO PPPP R TPPPPPPPPPPPR FIN-3
Successful Applications - Committees, Commissions, and BOArds (CCBS) ........iiiiiiiiiiiiiiiieeeeiaii et ee e CC-2
Successful Candidates - Nomination Papers, Candidate Statement Forms, Ballot Designation FOrms, etc..........cccccvvvvvvvvvevevnnnne. CC-4
Successful Candidates (Elected Officials) - FPPC 400 Series FOrms & FOrM 501 .........uiiiiiiiiiiiiiiiiiiiiee e e e CC-3
SUCCESSFUL Grant Reports, other records required to pass the funding agency's audit, if required.............ccccceeiiiiiiiiiiiieeeeennns Cw-4
Successful Proposal - Agreements & Contracts (INFraASIFUCIUIE) .....icciiiiiiiiiii e e e e e e e e e e e e eenb e e e e e e e eeeenneas CC-1
Successful Proposal - Agreements & Contracts, not imaged (NON-INFrAStIUCLUIE) ........uuuvieireeiiieiiieeiieeireereessssseeeessesereesreerreereee—————— CC-2
Successful Proposal - Capital Improvement Projects (CIP), Permanent File ...........ooouiiiiiiiiiiiiiiieee e PW-4
RS Lo =T 0 A o =T T3 ED-1
SuiCide OF NAtUral DEALN - CaSE REPOIMS. . .uuuuiiiiiiiiiiiieittetsetereeeeeerreeseeerreeereeeaee.———..——.———.reerrserrreerreereerrrerrerr...r....—.———————————. PD-7
Summer Camp AENAANCE SNEELS .........eiiiiiiiiie it e e e e oot ettt e e e e s s s s e e e ettt e e e e e e e s e bbb ettt e e e e e s e aabbbbe e et e e e e e e s nabbbneeeaeeas P&R-1
10 0] 8 Te] o ST PUUPPPPPPRTR CC-6
Supervisory Control and Data Acquisition (SCADA) DAtaADASE .........ccooiiiiiiiiiiii e e e e e e e e e e aerr e e e e e eeeernna PW-8
Supervisory Control and Data Acquisition Database (SCADA) ......eeii it e e e e s e e e e e e s e eeeaee s PW-13
Supervisory Control and Data Acquisition Database (Water) (SCADA) .......uuiiiiiiieeiiii et e e aeeas PW-13
Supply Inventories: Correspondence — Transitory / Preliminary DraftsS ... e e e e e e aeneens CW-3
YU o] o1 L=ET= (o] o PP FR-6
SUrplused EQUIPMENT / DISPOSAL.......coiiiiiiiiiii ettt e e oottt e e oo 4o e bbbttt et e e o444 e R b b bbb et e e e a2 e e e aa b bbb et e e e e e e e e nnbbe e e e e e e e e e ans FIN-4
YU V=Y o Ty (o ol o =TT A 7= 1o o PSPPSR CD-4
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Surveyor’'s Valuation Reports - VESSEI INSPECLIONS .......coiiiiiiiiiiiiiiii et e e e e e e e e e e et e e e e e e reeeaeeas PW-10
Surveys - Capital Improvement Projects (CIP), Permanent File.........coooii it e e e e s e e e e e eenneas PW-4
SUNVEYS & StUAIES, COMPENSALION ......uuuuiuieitrttiesiteeeteereeereeeareeseeeeree.aee.———.——e.—ae..ae..eee.te.taesteeeseesesssssessssssssssssssssssssssssssssssssssssssssssnnnnnes HR-1
Surveys / QUESHIONNAINES — THAL tNE CILY ISSUES ......uueiiiiiiiiieeetiieiteeeeeeeeeeeeeeeeaeeeeeeeeeeeeeseeesseseseeseesessssssesssssssssssssssssssssssnsssnssssssnnssnnnnnes CW-7
ST Y=Y L I = 11 o o == o PSSP PPR PR PW-6
SUSPICIOUS CIlCUMISTANCES .....ttteeeiie e e e e eiittteeeee e e e e s s sttt ettt e e e e e aaaaeb et eee e e e e e s s aatee et e e e e e e e o s R b et e et e e e e e e 44 a s b bbb et e e e e e e e e nnnnbbee e e e e e e e e sansbbbneeeeeeeennnns PD-6
T

Tailgate TraiNiNG MEETINGS) .......uueieeiiiieei ittt e ettt e e e e e oo bt e ettt e e e e e e s s s e bt e ettt e e o444 a R R b e e ettt e e e e 44 e R R bR e e et e e e e e e e nnb b e e e et e e e e e e e e nnnnnnneeeas CW-7
LI L1 o (=0 PP PPEPPP P PW-14
Task Forces Citizen Advisory Created by the City Council - AGENDAS & STAFF REPORTS ... CW-2
Task Forces: Citizen Advisory Created by the City CouncCil - MINUTES ... CW-2
Task Forces: Citizens Advisory - RECORDINGS - AUDIO Of MEEIINGS ..uvuuiiiiieiieeeiiis e e eeetess s e e e e e e et s s e e e e e s e e aannn e s e e e e e eeennnnns CW-2
Task Forces: Citizens Advisory - RECORDINGS - VIDEO Of MEETINGS ....uuuuuiiieiiie e CW-2
Taste Complaints - Customer Concerns / Customer Complaints (Potable Water) ...........ccuuiiiiiiiiiiiiiieeeee e PW-12
T AXE DIV P OIIMIES ... s PD-7
Technical Performance Record - Daily Logs & Maintenance (FAA FOIMMS) ... PW-1
LI =] o gL e TR 0o [ (o I ad=Tod o] (o 1o T - TP PPP PRSPPI PD-2
Telephone Messages: Correspondence — Transitory / Preliminary DraftS ... CW-3
Temporary Easements - Capital Improvement Projects (CIP), Administration File ...........ccooooiiiiiiiiiiiiiiicecccccecec e PW-3
R 1] ool = U g YA = o o T Tt 10 =T o[£ TP PP PSPPI PW-4
R L] ool = U g YAV o] a1l a1 I =T 41 11| SO PP P PP PPPP R PPPPP CD-5
Tenant / Lease Agreements (not imaged) - Agreements & Contracts (Non-INfrastruCture).........cccoevveeeiieeeiiiie e CC-2
Tenant Improvements BUilding PIaNnS, FINGIEM. ... CD-1
Tent Permits - Special Event Permits / EXPIOSIVES PEIMILS .......oiiiiiiiiiiiie sttt e e e e s e e e e e e s s aneeeaeas FR-4
Test Data - Recruitment and TESHNG FIlE .......coorriii e e e e e e e e e e et s s e e e e e e e e eataa s s eeeeeeessantnsaeeeeeernnnnnns HR-4
Test Reports, BACKIIOW ASSEIMDIY ......... e aa s saassaasaass st sassssss s sssssssssssssssssnssnnssnnssnnssnnnnnnen PW-12
Test Results, Drug & Alcohol (All - POSItIVES @8N0 NEGALIVES) ........uuuiiiiiiiieei ittt e e e e e s e e e e e e s e annnbeeeeeeas HR-2
Testing Analysis & Statistical Metric - Recruitment and TeSHNG File ........cooiiiiiiiiii e HR-4
Testing Lab Final Reports - Private Land Development Projects / Job Files, Administration File ............ccocoeeiiiiiiiiiiii e, PW-5
Text Messages: Correspondence — Transitory / Preliminary DraftS ..o CW-3
Thank Yous: Correspondence — Transitory / Preliminary DIaflS ... ... e e CW-3
Theatre Programs - Activity / Special Programs / Special Event Files & Reports / ABC PermitS..........ooouviieeiiiieiiivvviiiin e eeeeeeennns P&R-1
Tiedown INVENLOIIES - AINPOILS (COPIES) ..uuuuuuuuuunu s PW-1
Time Cards / Time Sheets (Finance keeps the originals with employee SigNatures) ............ceuueeiiiiiiiiiiieeee e Cw-7
THMIE AT .. s FIN-7
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Time Sheets (Finance keeps the originals with employee SIGNALUIES) ... s CwW-7
T8 S S . s FIN-7
Time Transaction REPOITS - PAYIOI REPOIS .......ciiiiiiiiiiiiiiee ettt e e e e et e e e e e e s e bbb ettt e e e e e e s e bbb b et e e e e e e e e annnbnneeeeas FIN-7
TiNY TOUS AMENUANCE SNEEIS ...ttt oo oottt e e a4 oo e bt ettt e e e e oo e R b bt ettt e e e e e e e s s bbb e e et e e e e e e e e nb e e e e e e e e e e e nnnnnnnees P&R-1
Titles, Vehicle (PINK SIPS) = All VENICIES. ... . e e e e et e e e e e e e e e e ettt e e eeeeeeeeaataa s aeeeeeeessentnnnaaeeeeeeennnnnns FIN-4
TMDL Plan (Total Maximum Daily Load), NPDES - STOrMWAEALET .........uuuiiiiiiesess s PW-9
Tonnage Reports - Solid Waste / AB 939 ComPplianCe / SB L1383 .......cooi ittt e e e e s e e e e e e s eeee s PW-3
IO = o L= J=T o Lo o £ PP EEPR PP PW-14
Total Maximum Daily Load Plan (TMDL), NPDES - STOMMWALET .........uuuuiiiiiieese s PW-9
TOWEd/IMPOUNUEA VERICIE ... ...ttt e e e e oottt ettt e e o4 4o s Rk b b e ettt e e e o4 e e s e b bttt et e e e e e e e na bbb e et e e e e e e e e annbbnneeeeeas PD-6
TPMs - Private Land Development Projects / Job Files, AdMINiStration File ... PW-5
TPMs - Private Land Development Projects / Job Files, Permanent FileS........ccoo oot e e e e e e e eennens PW-6
Tracts - Private Land Development Projects / Job Files, AdMINIStration File....... ..o PW-5
Tracts - Private Land Development Projects / Job Files, Permanent FileS ............oo et PW-6
Trade TICKetS - INVESTMENT BONAS ... s FIN-3
LI (o Y o =T g o = 1 LR PP PP PW-5
Traffic Citations (Parking, Traffic), LOGS, PAQYMENt RECEIPLS ......ccuuuiiiiiiiieei ittt e e e e e e r e e e e e e s s nebbaeeeeeeas PD-8
Traffic ColliSIONS - FALAl - CASE REPOITS .......eiiiiiiiie ittt e e ettt e e e e e e e b et e e e e e e e e e e s b b e e et e e e e e e e s abb e e et et e e e e e aannnnnneeeeeas PD-7
Traffic CollisSions - NON-Fatal - CASE REPOIS .......uuuuuii e aaaaa e s aansaaas s aasnassnaaannnssansnnnsnnnnsnnsnnnnnnns PD-7
Traffic CoNgestion ManN@QEMENT PLANS ..........u it e et e e e e a4 e s bbb ettt e e e e e e e e e bbb ettt e e e e e s e e abb b e et e e e e e e s e annnbeneeeeas PW-6
TEAITIC COUNES ... s PW-6
Traffic INTEISECHION RECOITUS ... .. s PW-6
Traffic Signal Preventative MaintenNanCe INSPECLIONS .........uuuiu s PW-6
TrATTIC SPEEU SUIVEYS.....ceiiiiiiiiiit ettt oottt e e+ 44 oo h bt ettt e e e o4 oo skttt ettt e e e o444 a R E bbb e et e e e e 44 oo R R bbbttt e e e e e e e e annbbb e et et e e e e e e annnnbneeeeeas PW-6
LU Lo Tt IO YU == =T o 0] o PP CW-7
Training Records, EmMployee (AIrpOrt EMPIOYEES) ... ... e s PW-2
R RT= Tt (o] g o ] (o [T oo o[ SO PPP PSPPI FIN-3
TranSCrPLS, BONUS (REVENUE) ...ttt ettt e e o4 4o ettt et e e o444 s b e ettt e e a2 oo e R b b et e et e e e e e e e aanb b e e e et e e e e e e e nnnnnnneeeas FIN-2
Transit Services & Equipment, QUOLES (IMINOI PUICNASES) ......uuuiiiiiiiiiiiiiiis e s e e e e ee s e e e e e e e te s s e e e e e eeeestan s e eeeaeeeennes PW-15
1= L1 1 R PW-15 — PW-16
Transmittal Form, Employer-Provided Health Insurance Offer and Coverage (1095-C, 1094-C)........ccuuvvieeeeiiiniiiniiieeee e FIN-6
Transmittal Letters: Correspondence — Transitory / Preliminary DraftS ... e e e e CW-3
TrANSPOITALION AUGITS ... . FIN-1
Trash Cleaning - Operation & MaiNtENANCE, STOMMWALET ........cooiiiiiiiiiiiee e ettt e e e e e e e e e e e e s s s e bbb e e e e e e e e e e s bbb e e e e aaeeeeeaaneennes PW-14
Travel Expense Reimbursements - Accounts Payable / Invoices and BaCKUp.........ccooiiiiiiiiiiiiiiiiiee e FIN-1
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Tree Removal AUtNOMZATION FOIMS ... . e snnssnnssnnsnnnen PW-11
Tree Trimming - Agreements & Contracts, not imaged (NON-INfraStrUCIUIE) ..........cuuuiiiii i e e e e e e e eeneens CC-2
(TS 0L SR T 1T PP PD-2
Trust Accounts / Development Deposits / Private Developer Deposits (Engineering, Planning, etC.) ........cccccooiiiiiieiiiiiiiiiiiiennenn. CW-3
(O (TS E= =] 0 01T o £ TP PUUPPPPPPPTRIN FIN-1
TSMs - Private Land Development Projects / Job Files, AdMINIStration File ..........ccooooiiiiiiiiiiieece e PW-5
TSMs - Private Land Development Projects / Job Files, Permanent Files.............o i PW-6
U

UCR (Uniform Crime REPOIS) SUBMIUSSION .....cooiiiiiiiiiiiiiiiiiiiieee ettt ettt ettt et e eeeeeeeseeeeeeeeeesaeeeaeesasssseesssesseesseesanessensenneeees PD-8
Unalterable Media / Immutable Cloud Backup / WORM / DVD-r / CD-r / Blue Ray-R / other unalterable media..............cccccccceeennnns ED-2
(8o Tor= ] g [=To IO =T o8 ST o = Y PSPPSR FIN-2
(0 Lo Tod PV g 1= LY, Lo T =Y o == | FIN-2
Undeliverable Envelopes: Correspondence — Transitory / Preliminary DraftS ........oovviiiiiiiiiiiiiiiiiiceeeeeeeeeeeeeeeeeeeeee e CW-3
Underground Service Alerts (USA'S) / Dig AlErtS - ENGINEEIING . .....coiiiiiiiiiiiiiiie ettt e e e e e e e e e s ereeeeeeeans PW-6
Underground Service Alerts (USA'S) / Dig AlEIS (FO) ...t e e e e et s s s e e e e e e e et s e e e e e e e e e ettt a e e e e e eeeeetenaneaaees PW-14
Underground Service Alerts (USA'S) / Dig AlErts (OPEIALIONS) .......cevviiiiiiiiiiiieeiieieeeeteeeeeeesesesseeessesssesseeesarraeeerarrererrererrer——rr—————————. PW-3
Underground Storage Tanks - USTs (City Owned - Removed) - Repairs, Lining, UPgrades .............ccceviiiiiiiiiiieieeeniiiiiieeeeee e FR-5
Underground Storage Tanks (City Owned - Removed) - UST Monitoring, Inspections and Maintenance, etc. .........cccccvvvevevveeenneee. FR-5
Underground Storage Tanks (City-Owned - Removed) - Location, Soil Remediation, Monitoring Well Records...........cccccvvvveveeeeee. FR-5
Uniform Building Codes / California BUIldiNG COUES .........coiiiiiiiiiiiiee ettt e e e e ettt et e e e e e s s bbb e et a e e e e e s anabbeneeeeaeeeans CD-2
Uniform Crime Reports (UCR) SUDIMISSION .....ccoiiiiiiiiiiii ettt e ettt e e e e e e e et e e a2 e e s e et e e e e e e e e e b bbnnneeeeeeeaaans PD-8
Unpaid Intern Applications — SUCCESSFUL INCIUAES VOIUNIEET .......ciiiiiiieiiiiii et e et s s e e e e e e e et s e e e e e e e e e e taaa e e eeeeees CW-7
Unpaid Intern Applcations — UNSUCCESSFUL.........ooiiiiiiiiiiiiiiiiiieeiieee et eee et eeeeeeeeeeteeesessssaasesassessassssessasssssssassssssssssssssssssssssssssnnnnnes CwW-8
Unsuccessful Applications - Committees, Commissions, and Boards (CCBS) .......ooiuuiiiiiiiiiiiiiii et CC-2
UNSUCCESSTUl BIAS / EVAIUBLIONS .....coeieiiiiiiiiieiieiiieteeee ettt ettt ettt ettt ettt ettt ettt ettt et et et ettt e eeeeeeeee et eeseeeeeeeeeeeeeeseneeeeesseeneensenennnnnnes FIN-8
Unsuccessful Bids, Proposals or Responses to RFPs (Request For Proposals) RFQS .........evvviiiiiiiiiiiiiiiieeiieeieeeeeeeeeeevveesveevaeeseeenes Cw-1
Unsuccessful Candidates - Nomination Papers, Candidate Statement Forms, Ballot Designation FOrms, etc.............ccccvvvvveeeeennnns CC-4
Unsuccessful Candidates (Elected Officials) - FPPC 400 Series FOrms & FOrM 501 .......ccoiiiiiiiiiiiiiiiee e CC-4
UNSUCCESSFUL Grants Applications, COMESPONUENCE).......cccuuuiiiiiii i e eiieeeies e e e e e eeeeeattt s s e e e eeeeeaett s e eeeeereasttnnrreaeerereettnnnreeeeeeees CWw-4
Upgrades - Underground Storage Tanks (City Owned USTS - REMOVEA) ......ccoiiiiiiiiiiiiiiiiiee ettt e e e e e FR-5
Urban Water Management Forecast / Future DEeVEIOPIMENTS, BIC........c.uuiiiiiiiieiiiiiiie ittt e e e e e e e e e e e aaes PW-14
Urban Water Management PIANS (UWMP) ....... st e et e e e e e e e e ettt e e e e e e e e e e et e s e e eeeeeeeeettaa s eeeeeeeeetennnreaaees PW-14
USA’s (Underground Service AIErtS) - FO ... PW-14
USA’s (Underground ServiCe AIEItS) - OPEIALIONS. ......coiiiuititeiieeee e ittt e e e e e ettt e e e e e s s s bbb ettt e e e e e s s s s bbb e e e e e e e e e e e s nsabb s e eeeeeeeeeannnrees PW-3
USA’s (Underground Service Alerts) / Dig Alerts - ENQINEEIING ......ooouviiiiiiieeiiiaiiiiee et e et e e e e st e e e e e s e e s reaeeeaeeannrees PW-6
Retention Schedule Index — Petaluma — FY 23-24 Update Page 57 of 60

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



Page No.

Usage, Fuel and Gas (FUEI MASTEE) = AINONT.......oeiiiiieeiiieiiieeeeeeeeee ettt eeee ettt et ettt ettt ettt eeeeeeeeeeeeeeeeeteeeeeeeeeeseeeseeseeeseeesaeeeenessnesennsenesnnnnnes PW-2
(0T N0 ) o] (oI @ 1Y =T Lo o PD-7
(U TTo O | D] o [0 11 | AP PP PPPPPPPPRPPR PW-11
User Acknowledgements, Gate Card (AINPOIT) . ..... ... e ettt e e e e et e e e e e e e e b e et e e e e e e s e s bbb e e et e e e e e aaansbb e s et e e e e e e e eannbbnnreeeeeenans PW-2
(0 Y= I TN (= 0= o I (A 1 1o 1 PW-2
UST Monitoring - Underground Storage Tanks (City OWNed - REMOVEA) ..........oeiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeseeeseeeeeeeeeeeeeees FR-5
Utilities - Agreements & CONLractS (INFTASTIUCTUIE) .........oiiiiiiiiiiiiiie et e ettt e e e e e e s et e e et e e e e e s s bbb e e et a e e e e e s s nabbeneeeeaeeeans CC-1
UWMP (Urban Water ManagemeENt PIANS) ........c..uiiiiiiiie ittt e ettt et e e e e a4 ettt e e e e e e s bbb e et e e e e e e e e annbbnereeeeeeeeaae PW-14
Vv

Vacancy Notices - Committees, Commissions, and BOArdS (CCBS) .......uuuiiiiiiiiiiiiiiiiee ettt e e e st e e e s s s re e e e e e e e e naneees CC-2
Vacation RENTAl PEIMIES, SO TEIMN ...ttt e et et e ettt e et e e et e e et s e et s e e st ee e b seeba s e aa s e st s e ean s e s sassasbasesbnsssanssesbnsanensaees CD-5
Vacatur Relief Granted by Court - Victim of Human TrafficKing, €tC. ........ccoi i e PD-7
RV £z 11T = 1o o T 1N PO PPERRT PD-7
AV L=To e ot iTo Y o T LT 0 o= oL PP PP PP PP PPPPPPPI FR-5
Vehicle & Equipment History Files - AQMD Certifications, Maintenance, Registrations, Safety Certifications, etc........................ PW-11
VENICIE / BUS PIOCUIEIMENT ...iiiiiiiiiiieitie e e e e ettt e e e e e e sttt ettt e e e e 44ttt e et e e e a4 e s s R bbbttt e e e e 24 e e s s b et e et e e e e e e e aanRb bt et e e e e e e e e e nnnnbeeeeaaeeeennnnnnnnees PW-15
V2] g1 o Lo AN o Fo 1 1= 1 =T o) SRS PD-2
VENICIE SAELY CRECKS ... ittt ettt e oo oottt ettt e e o444 R sttt e e 4o 444 e R b bt ettt e e e o4 4o s R bbbt ettt e e e e e e e n bbb e et e e e e e e e e annnnnne s PW-11
VEICIE SAfEtY ChECKS ... .o PW-13
Vehicle Titles (PiNK SHPS) = All VENICIES...........eeeiii ettt e e e e e et e e e e e e e s e s bbb et e e e e e e e e e bbb e e e e e e e e e e e annnrees FIN-4
Verifications, Private Lab - Private Land Development Projects / Job Files, Administration File.............cccovveiiiiiiiiiiieee PW-5
Vessel Inspections (SUNveyor's ValUation REPOIS) .....iiiiiiiiiiiiiiiiis e e eeeee et s s e e e e e e e ettt s e e e e e e e s eetaaa e seeeeeeeasean s eeeeeeessssnnnnaaeeeaeernnnes PW-10
Victim of Human Trafficking - Vacatur Relief Granted by Court.............ooooi PD-7
Victim of Intimate Partner Violence or Sexual Violence (Nonviolent Crimes) - Vacatur Relief Granted by Court...........ccccceevvinneee. PD-7
Victim of Sexual Violence (Nonviolent Crimes) - Vacatur Relief Granted DY COUIM .........coooviiiiiiii e PD-7
Video Recordings - Operations of the City (City Employees Performing Work) ..., ED-2
Video Recordings - Operations of the City, BUIlAING SECUIILY .......coiiiiiiiiiiiiii e e e e e e aaneeees PD-2
Video Recordings - Parking LOtS, PUDIC AT€AS (COPIES) ....uututttieeiiiiiiiiiee ittt e ettt e et e e e e e e e et e e e e e e e e e e e e e e e e e e annnneees ED-2
VIDEO RECORDINGS of meetings Boards, Commissions, Committees & TasSK FOICES.........cceiiiiieriiiiiiiiiiii et e e e CW-2
Videoconference Chats, Notes, Recordings: Correspondence — Transitory / Preliminary DraftS.........ccccccceeiiiiiiiiiice e, Cw-3
Videos - Water Wells, Repairs, RESEIVOIIS, TANKS, BLC. ..occiiiiiiii e e e e e e PW-14
VIOIALIONS = STOMMWWALE . ... s PW-3
Visitor Logs (Front Counter, EVIdENCE ROOM) .......ccooiiiiiiii e PD-8
Visitors Logs: Correspondence — Transitory / Preliminary DIraftS ........oo i CW-3
Visual Complaints - Customer Concerns / Customer Complaints (Potable WALEr) ...........ccuiiiiiiiiiiiiiii e PW-12
Retention Schedule Index — Petaluma — FY 23-24 Update Page 58 of 60

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



Page No.

Voice Mails: Correspondence — Transitory / Preliminary DIaftS ... CW-3
Volunteer Applications, Waivers / Unpaid Intern Applications — SUCCESSFUL ........uciiiiiiiiiiiiiiin et e e e e e e eennens CW-7
Volunteer Applications, Waivers / Unpaid Intern Applications — UNSUCCESSFUL ..., CW-8
V010 1o LT ST Lo 10 [ = T FIN-3
Y81 =T =V o LY AT =TT 1 = o | PW-14
w

LT PSPPSR FIN-7
A R oY (o] | o | [PPSR PP PPPTPPRPON FIN-7
LT PP PPRRPT FIN-4
Waivers / Unpaid Intern Applications — SUCCESSFUL ........uuiiiiii ittt e e e e e e e e e e s e s bbb e e e e e e e e e naneees CW-7
Waivers / Unpaid Intern Applications — UNSUCCESSFUL........ccoiiiiiiiiiiiiieee ettt e e e e e e e e e e e et e e e e e e e annnees Cw-8
RTAT = A= £ = o 171 P P&R-3
WaaVELS, RIAE-A-LONG .. .o FR-2
LT U = L SR (G221 g [T ) OO PP TP PP PP PPPTPPRPO FIN-5
VA R oA Y (= 1Y, o] T (] [T T = 0] o £ PW-9
Wastewater NPDES ANNUAl REPOI ... PW-9
Wastewater NPDES PeIMIt .......ccoo oo a e PW-9
N o =] ] e =T o T AP PW-9
Wastewater Treatment / Recycled Water - Lab Reports & Chains of CUStody ... PW-8
Water - Agreements & CONtractS (INFTASIIUCTUIE) ......oiiiiiiiiiiiiiiiee ettt e e e e e ettt e e e e e e s bbb et et e e e e s e e bbb e e e e e e e e e e e nnnrees CC-1
A e L] T STt 0 =] | £ TP TOPPPPRURPIN PW-14
Water Billing: Appeals - Payment Delinquency & Impending DiSCONtINUALION ..........ccoooeiiiiiiiiiiii e e s FIN-5
Water Billing: Non-payment Notices / Notice of Payment Delinquency & Impending Discontinuation (Initial, Final)....................... FIN-5
Water Billing: NSF Checks / Adjustments t0 CUSTOMET ACCOUNLS ........uuuiiiiiiiiiiiiitieeeee e e e e e ettt e e e e e e e s s s e e e e e e e s s ansbbbereeeeeeeeeannnees FIN-5
Water Billing: Payment Plans: Amortization, Alternative Payment Plans, Deferrals, etC. .....ccoovvviiiiiiiiiiciie e FIN-6
Water Billing: Policy on Discontinuation of Residential Service for Nonpayment ... FIN-6
Water Billing: Report of Annual Discontinuations Of RESIAENTIAI SEIVICE..........oiiiiiiiiiiiie e FIN-6
Water CONSEIVALION PrOGIGIMS . ... . eitiieiieeeeie ittt e e e e ettt e e e e 44 e e et e e et e e e a4 e o s R R b e ettt e oo 2o a4 R R b b e e ettt e e o444 R b b e e et e e e e e e e e s b e e e et e e e e e s e nnnnnnnees PW-13
Water Forecasts / Urban Water Management Forecast / Future Developments, etC. .........uviiiiii i eeeen PW-14
Water Production Reads / Reports (Stat€ DPH & DWR) .....uuiiiiiiiiiiiiiiiieie ettt e e e s s e e e e e e e s e e e e e e e s anneeeees PW-14
Water Quality Reports / Consumer CONFIAENCE REPOITS .......eiiiiiiiiiiiiiiie e ettt e et e e e e e e s e e e e e e e e e s e e e e e e e e e e nnnreees PW-14
Water Resources Planning Historical REpOrts / Water ASSESSIMENTS . ...t i i iiieeiiiiis e ee et s e e e e e e e e e s e e e e aaaa e e e e e e eeaaranann s PW-14
Water Transactions - ANNUAI SUMIMATY .......coooiiiiii e PW-14
WALEE WEIIS VIUEOS ... ..o e e PW-14
Web Pages: Correspondence — Transitory / Preliminary DIaftS ..........oooo et e e CW-3
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VY] o YL E Sl (oo o= R ED-1
Weed Abatement / Vegetation ADALEMENT ... ... ... e e e e e e e e e e e e e e et e s e e e e eeeeetaa e e eeeeeeeeer i aeeeaees FR-5
Well Records (Destroyed or ADANAONEA WEIIS, BIC.) ....uuiiiiiiiiiieiiiitt ettt e e e e s e e e e e e e e e e r e e e e e e e e aanneeees PW-14
WiIthArawn - BUIIAING PIANS ...ttt e oottt e e o4 4ottt e e 4444 a R b e e et e e e oo a4 e a e bbb e ettt e e e e e e e bbb e e et e e e e e e e annnnnes CD-1
Withdrawn Loan Applications / Potential Buyers (First Time HOmMe BUYEIS, €1C.)....cii it e e e CD-3
Work Orders / Service Requests - All Information Entered in CRM / CMMS Database (FO) - COPI€S .........coeeeeeeeeeiiiiiiiieeeeeee, PW-15
Work Orders / Service Requests - CMMS Database (COMp / FO) ...ttt a e e e s PW-11
Work Orders / Service Requests - CMMS Database (COMP).....ccoiiiiirriiiiieee ettt e e e e e e e e e PW-12
Work Orders / Service Requests - CMMS Database (Environmental SErVICES) ... PW-9
Work Orders / Service Requests - CRM / CMMS Database (FO) ........uuiiiiiiiiiiiiiiiiiee ettt e e PW-15
Work Orders / Service Requests - Not Entered / Partial Entry in CRM / CMMS Database (FO).........ccccviiiiieiiiiiiiiiiiiece e PW-15
RTAY Lo S = o L= £ A T | FIN-1
Workers Compensation Claim Runs / Monthly REPOITS..........coooii i HR-5
Workers Compensation Claims / Long Term Disability Claims (Accident, Incident, or Injury Reports from Employees) ................. HR-5
RVAYLoTy T T T =T I =T £ F= o) CA-1
Working File: Correspondence — ROULINE .........coooiiii i CW-3
Worksheets: Correspondence — Transitory / Preliminary DIaftS .......... et CW-3
WORM / DVD-r / CD-r / Blue Ray-R / other unalterable MEIa.............uuiiiiiiieiiii e e e ED-2
X

Y

Z

Zoning Maps (HIStOFICallY SIGNITICANT) ........i i r s e e e e e e e et e e e e e e ee e e e tt e a e eeeeeeeeaaeaaaa s aeeeeeeesssnsannsaeeeeeeennnnnns CD-5
Z0oNing Studies: REPOIS QNG STUGIES ......uuuuiii s CW-6
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