RESOLUTION NO. 13-094

A RESOLUTION OF THE CUPERTINO CITY COUNCIL RESCINDING
RESOLUTION NO 12-039 AND ADOPTING A RECORDS RETENTION
SCHEDULE FOR THE CITY OF CUPERTINO

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

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

WHEREAS, on March 4, 2002, the Cupertino City Council adopted Resolution
No. 02-037 adopting the Local Government Retention Guidelines Administered by
the California State Archives Division of the Secretary of State’s office as the records
retention schedule for the City of Cupertino; and

WHEREAS, on May 1, 2012, the Cupertino City Council rescinded Resolution
No. 02-037 and adopted Resolution No. 12-039 amending the records retention
schedule to add specific record types and extend timelines on certain record types;
and

WHEREAS, the City of Cupertino recognizes the importance of providing
clear, specific record descriptions and retention periods, and applying current law
and technology to a records retention program; and

WHEREAS, the term “records” as used herein shall include documents,
instructions, books, microforms, electronic files, magnetic tape, optical media, or
papers; as defined by the California Public Records Act; and

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of
Cupertino hereby takes the following action:

1. Rescinds Resolution No. 12-039

2. Adopts the Records Retention Schedule, as set forth in Exhibit A,
attached hereto and incorporated herein by this reference



Resolution No. 13-094

PASSED AND ADOPTED at a regular meeting of the City Council of the City
of Cupertino this 19th day of November, 2013 by the following vote:

Vote Members of the City Council

AYES: Mahoney, Wong, Chang, Santoro, Sinks

NOES: None

ABSENT: None

ABSTAIN: None

ATTEST: APPROVED:

/s/ Grace Schmidt /s/ Orrin Mahoney

Grace Schmidt, City Clerk Orrin Mahoney, Mayor, City of Cupertino



INDEX — RECORDS RETENTION SCHEDULES

Abbreviations:
CW — City Wide

CA - City Attorney

CC - City Clerk

CD - Community Development

CM - City Manager

FIN — Finance

HR — Human Resources & Risk Management
P&R — Parks & Recreation

PW — Public Works

TOOD'S ISSUEA [ W08 oottt e e et e e ettt e et et et eesatsaa e e eae e banseeva s s eas i ene e s e et mntee s e eeeenne s et ere e e ———— FIN-2
941 & DE-6 Forms — Quarterly Payroll Tax Returns / OASDI ... ..o a e e e e e s e aa e e FIN-4
A ,

Abandoned Vehicles................ S e eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeieeiieiieeeeieeeseeeessssssssssesseesieeeseeseieeseaieeeiaaannaninasees et eeee———— CD-4
AbandonmMERE'S / VACAHIONS ... ettt e e e e e et e e et ee e e e e s at s e e e e e e ee b e e e e e e eanies e e e e . PW-1
Abandonments, Deeds, Easements, Liens, Vacations.......................... oottt ee ettt tiieeeeeeeesttieeieeeeesttesteeeeaseeeeesenenrrern e aaaaeeaaeearaens CC-4
Abatement Case FileS.......ccccccccvieiiiiiiiicieies PR PPRURPRN - ettt eee et e— e — i ee e et e e nr e s CD-4
Accident Reports — Accidents to the PUDBIIC .. e e SURR ST HR-1
Accident Reports, City Vehicles .................... ettt e et ree e eereeeteren e teeaeateernnnnanenaes PW-12
ACCOUNTING / FINBINCE ..uutiiii ittt e e e e e e e oeeae e s aoe e et saa e e e e e o2 et e et £ st e o e e ot e e et e 224 ¢t e s e et e et e s e me e e e e FIN-2 — FIN-3
Accounts Payable / Invoices and Backup..........coooorriiiiiiiiiiiicieeeerie e PSR FIN-2
Accounts Receivable Detail / Refund Detail / Cash Recelpts Detail / BacCkUp .o CW-2
ACCOUNTES RECEIVADIE. ..o ettt e e e e ettt et s e ot e e et ie e et e e o e 222 e ee et e b e e e e e e e e e e mn s s ntees s rm e eae e e e e FIN-5
Activity / Special Programs / Special Event Files ..........ccccvvviviieee. oo te et e erteaeeeeaeeeeeet e e eeeeesenaaeeeeeesetannethat e eeeeeeeaererare P&R-1
Address AsSIGNMENS — NEW & ChanQe.......oooi ittt ettt e et e et aaesee st e ae et e et etee s asnnsessnee s easse e e ee e et e e e ettt e eeaeaeeesannaens CD-2
Administration, General or Working Files — EISCHONS .............cco ittt et ettt e et neesee st e s eassennens CC-3
Administrative Citations Appeals.............coovvvviiiiiiiiiiiiiiieiiiiiiiieiieeninnenns ettt e e et et ee e et e e e er e e e ——— . ————————————— eeeeen e ——————— CD-4
F ol a1 Tl = AV = N Od 1 7= (o] a1 T U U OO SRR CD-4



Administrative Hearings — Agendas, AGeNda PACKeS ...............ooiiiiiiiieeeeeeee et CD-8

Administrative Hearings - Audio Recordings / AUAIO TAPES .........ooiiuii oo e CD-8
Administrative Hearings - Minutes (COPIes)..............occuvieeeeiceoeeeeeeeene . —————— ettt CD-8
Administrative: Correspondence — ROULING ... e e Cw-2
Advertisements: RECrUTMENt & TESHNG FlE .......ooiiiii e e -HR-2
Advisor Reports and Statements / Trade Tickets / LAIF (Local Agency Investment FUNA)...........ccoooveoeeoooeoe oo FIN-3
Aerial Maps / Photographs — Analog OF DIGIAl...........oouuiiuiiee et PW-1
Affidavits of Posting / Affidavits of Publications / Public Hearing Notices / Legal AAVertiSing ...............covooeoeeeeeoeeeeeeeeeeeeeenn. Cw-1
Affidavits of Publications / Public Hearing Notices / Legal Advertising / Affidavits of POSting.............cccocvevvveeeeeeeeeeeeeeree . .CW-1
Affordable Housing Programs — WITH a Recapture / Resale Restriction.................... OO CD-6
. Affordable Housing Programs — WITHOUT a Recapture / Resale RESHICHON ............cceomieoeeee oo CD-6
Agenda Packets / Staff Reports: City Council, Redevelopment Agency, Successor Agency, Public Utilities Corporatlon ............. CC-1
Agenda Packets, HOUSING COMMUSSION ........cooiiiiiiiiiiiiie ittt et e e e e s e e oo ee e ] ....CD-6
Agenda Packets: Boards, Commissions & Committees: Citizens Advisory Bodies Formed by City Council.............. et e e den e CW-2
Agendas, Agenda Packets - Administrative Hearings — Agendas, Agenda Packets ............oceeeeeeoee oo oo T CD-8
Agendas, Agenda Packets - Bicycle Pedestrian Commission ................cocveeveviooceeeeeeeee et PW-1
Agendas, Agenda Packets - Design Review Commission — Agendas, Agenda Packets....... e ettt e aeeeee it eattatatnn . CD-8
Agendas, Agenda Packets - Environmental Review Commission — Agendas, Agenda Packets ..........oovooeeeeeoe oo CD-9
Agendas, Agenda Packets - Parks & Recreation Commission.................oovveiieeoioeieeoeeeeeeee . PP PO R P&R-1
Agendas, Agenda Packets - Public Safety COMMISSION .............c..ooiioiiiie e PW-6
Agendas, Agenda Packets - Teen COMMISSION ...t P&R-3
Agendas, Safety COMMITIEE ...ttt e et e e e e e e, HR-2
Agendas: Boards, Commissions & Committees: Citizens Advisory Bodies Formed by City Council ............covoeveoeeeeeeeoeeeeen, Cw-2
Agreements & CONracts — Al ... ... ettt ettt et e e e e, CC-1
Agreements & Contracts: AdmIniStration RECOIAS ..............ccooiiiiiiiii et Cw-1
Agreements & Contracts: Unsuccessful Bids or Responses to RFPs and/or RFQS ................cocoovovovoo1.. e eeeeeaa ......CW-1
Agreements, Field USE AGIrEEMENTS ...ttt et et e oo e e .. P&R-1
Alarm Records / False Alarms ........cc..oooviiiiiiiiiiic e et e e oo e eeeeeeteeeetee e ettt tet ettt aettee st resn—etennsnnnnnnnaastabttnnnnnnnnnnnn CD-4
Alcohol & Drug Test Results (All — Positives & Negatives)...........ocooiiiiiiiiiii e, eeeeea e ———————- HR-1
Alterative FUEI VENICIE SUIVEYS ..........ou it e ettt e e e e e e e PW-10
Amendments and Elements, GENETAl PIAN ............ e CD-9
Amendments: Agreements & Contracts — All..............ooooiiiiiiiiii e crneens SOOI CC-1
AIMICUS BIIEFS .. ...ttt ettt ettt e e et e e e e e e e s e e e e CA-1
Annexation / Boundaries / Consolidations / LAFCO .......cc.oeiuuiiiuii e et e ee e e e e e e et CC-1
Annexations / Boundaries / Consolidations / LAFCO ............ooo oot CD-8
Annual Commission / Committee Notice of Vacancies per Maddy ACE..............c.oo oo e, CC-1
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Annual Reports: Reports and Studies — Other Than Historically Significant ..., CwW-5

Apparatus & Equipment Records & Testing.......oooovviiiiiii e F-1
Appeals — Administrative Citations. Parking CillaliOns .. ......e e e et e e s s s ann s aa CD-4
Applications for Boards, Commissions OF COMMITIEES ... ....ui e e e e e eee e r e reren e s e s s aaraans CC-1
Applications: Grants — UNSUCCESSTUL..............oooiiiiiiiii e e eveereerrinree e S e CW-3
Appraisal Reports (Acquisition or Sale): Property, Funded Loans........ccccci e, PP Cw-4
F @ L I T o 4T3 - O P OO PO PRP P PW-10
Arbitrage / Certificates of Deposit (CDs) / INnvestments ... P FIN-3
Articles of Incorporation: Historical RECOIAS. .c. ... oot e et e CC-4
Assessment / Maintenance / Landscape & Lighting — Formatlon BOUNAAries .............coooiiiiiiiii e PW-1
Assessment Districts / Community Facilities Districts (Financial Records / ASSessor ROl .......coo.iiiniiiiii e FIN-1
Assessor Roll - Assessment Districts / Community Facilities DiStrCtS.........ccoviiiiiiiii FIN-1
Assets & Liabilities: General Ledger — Final Year-end ............... e eeeeeeeeeteeesteeieieeeeestieeensieeaeteeeiennnaaeeeeeoeeteanree e eaeeenenerhaa e FIN-3
ALDIEtiC Field USE AQIEEMENES .. ... i ittt eiiiee ittt ee et e et ee e et eeeestaeeaaeseeeaeeeamasee e amteaeaeeesamne e e e somn e eanb b e s reeenenenn e P&R-1
Attendance Rosters: Training — All COUFSE RECOIAS ...............oovioeeiiieieeeeeeeeeeee et ete e ee ettt eseeeeese e eee e esa e eneeseereene s CW-6
Attorney / Staff / Department Advice Files ..........oovvvviiiiiiiiiiiiiiiiiieeeeee PSPPSR CA-1
Attrition: Studies & Surveys Conducted on Behalf of the City.........oov i HR-3
Audio Recordings - Bicvcle Pedestrian CommMISSION .. ... ettt et bbbt s PW-1
Audio Recordings — Parks & Recreation COMMISSION.... ..o i iiiieiiii ettt P&R-2
Audio Recordings - Public Safety CoOmMmMISSION ........oooiiiiiiiiiiiie i, e eieeeteeeeteee e rs e e st eaaeas PW-6
Audio Recordings / Audio Tapes — Administrative Hearings ..o CD-8
Audio Recordings / Audio Tapes — Design Review COmMmMISSION........oooovriiiiiiiiiiiie e e CD-8
Audio Recordings / Audio Tapes — Environmental Review COMMISSION .......ccooviviiiiiiiiiinieiiiiiiiiiieees, USRS PR CD-9
Audio Recordings / Audio Tapes — Housing COMMISSION ....c.eoiiiiiiiiiiii i CD-6
Audio Recordings of Meetings / Audio Tapes: Boards and Committees ..........c.ccovvvininiiianns S e e e aeer s Cw-1
" Audit Reports / CAFR — Comprehensive Annual FInancial REPOIS . ......iiiiiiiiii i FIN-1
FANE Lo LAY o] 4 [ = T o 1= - T O P PO FIN-1
Audits - Single / Transportation Audlts T PERS AUt ... SRR PP P PPOEOPPPRPPTNE FIN-1
Authorization for Amendments to Retention Schedules / Records Retention Schedules.............ccocoi CC-5
Authorization for Medicine: Registration/Trip Permits / Fee & Charge / Llablllty Forms / Release of Liability Forms .................. P&R-2
Awards of Significant Historical Interest....... ..o e i e e e CC-4
B
Backup / Accounts Receivable Detail / Refund Detail / Cash Receipts Detalil ..............ccoooeiiiiiiiiiiieic ittt Cw-2
Backup / RefUNS / €asSh RECEIPIS ...ttt ittt e et ettt ettt eaa e e et e e et e oot et e eenee s n e e ee e e e e nen s e e et eeen s P&R-1
Backup Tapes.......cccvvvviiniieeeiiece e e ettieeeeeieeeeeesresestesaeesentatnseen e teeeeeeeteentataneeeeeeeesthnn e aeaaeereeeeetntnnan e aaeereans . IT-1
Balance Sheets (Monthly or Perlodlc) ...................................................................................................................... JOTTTTRR ..FIN-3



Ballots &/or Protest Letters — Prop 218 ...........oovveiiiiiiiiiiiie e ettt eea et e ee e et et eeeeteeee bt e eeennra—eaaaasainnenn CC-3

Bank Statements and TrusStee StatemMIENTS........o..oo et e et ee e e e e e FIN-2
Banner Permits: Planning Project Files: Temporary Entitlements ...................ooooiiiiiiiiiiiiiieeeeie e et CD-10
BONCMAIKS ...ttt ettt e e et e e e e e e e et e e e e e et e e e e e 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 e PW-1
Beneficiary Designations: Payroll RECOIMAS ... ...o.oo i e et e e e e e e e e FIN-4
Benefits: Studies & Surveys Conducted on Behalf of the City...........ccooooiiiiiiieiiiee e et eeeetbereaaaeeeeeerre—eaaaee ey HR-3
Bicycle Pedestrian Commission— Agendas, AQENda PACKE!S ............o..ooue it eeeee oo e e e PW-1
Bicycle Pedestrian Commission— AUIo RECOTAINGS .......couuiiiiiiiiiiie et e e e e e e e e eeee e PW-1
Bicycle Pedestrian Commission— Minutes (copies) ................ e EEEeeeeeeeeeeeeeeeeaaeeahaeeeeeeeeeteat e aatttere e eeeeeeeeeeaataaeneeeeeeaeseaanan PW-1
Bid Packets / Unsuccessful Bids or Proposals..........ccccooviiiiiiiiiiiiicccicenn. et e et e eeeEeea e teeeeeeteeteeeeeeeerabh e eeeeteraa— e eeaere CCA1
Bids or Proposals - UNSUCCESSTUL..........ooiiiiiiiieee e ettt ee e et et teereetttrut i aeaeenrnaes vern.CCA1
Bids: Unsuccessful Bids or Responses to RFPs and/or RIS e CwW-1
Bikeway Plans, Master Plans, Specific Plans.............c.ccoooiiiiivic e e e a e —— e e eaa e e aaaeaaaeeeeaeaeeeeeataaaaians CD-10
Binders of Historic Actions / Project Log INAeX / SPreadShEet.............ooei oo CD-11
Block Party Permits. ... ... e e e e e e e et e e et e et e ee e e e e teeeeeenearrraarraeeaas PW-2
Board & Commission Members: Oaths of OffiCe............uuuuiiiiiiii e, e teeererenaaaeeteeeenereneaeatiennr——— CC-4
Boards & CommMISSIONS = MINU S ..ottt e e e e e e e e e e i CC-4
Boards and Committees: Audio Recordings of Meetings / AUGIO TAPES ......uuuueeiiieie et e e e CW-1
Boards, Commissions & Committees — City Council Subcommiittees ........ et e et e e e e geeeth et eeeeenen et eeeenetnatbanonsttee e e Cw-1
Boards, Commissions & Committees: Citizens Advisory Bodies Formed by City Council — Agendas & Agenda Packets .......... CW-2
Boards, Commissions or Committees - Applications...............c.c..coeuee seereerans H ettt eegeeeeea e e eeetaeeeraaaeaaeerrenrn e ianstae s CC-1
Bond Official Statements / Transcripts / Certificates of Participation...................ocooi oo et ..FIN-2
Bonds: Construction Bonds / Subdivision Bonds...............cccoooveoeveeceieeeeieeen . SIS e et e r e e e e e e e e ae e e e e e e e e aaaaaaaaaanaeas PW-2
Boundaries / Consolidations / LAFCO / ANNEXALONS ........oiiiiiiiiie ettt e et e e e e e e e e CD-8
Boundaries / ConsolidatioNS / LAFCO ... ..o e e e ettt e e e e e e e e oot e e e e e e e e et e e e e e e e e CC-1
Brochures: Reference Materials - Produced by Your Department ...t e, CW-5
Budgets — Adopted / Final..........cccccccoein i e e et e e e e oo FIN-1
Budgets'— Preliminary, Backup Documents .............ccccooiiiiiiicciieeeeceeee e TR, e e e e e e e aaaenns FIN-1
BUIldiNg Permit DatADASE......... .. et e ettt e e e e e e e e et e et e e e e e CD-1
Building Permits & Plans — Multi-Family Dwelllngs Commercial and Industrial Buildings..........................cccooiinn.. e CD-2
Building Permits & Plans — Single-Family Dwellings and DUPIEXeS ...............oeiiiiiiii i CD-3
BUIIAING - ettt e e e ettt e e e ettt e e e e ae ey e s ea e e e e e s e eatee e e e e e e eaeeeeeeeseee e e s eeeneeeeeaneeeeeaeneeeeans CD-1-CD-3
Business License Applications & Registrations ...............ccccu....... E et e et et et et e e naanereeeeeaeeeeaaaaaatsanraeeaeaeeeeaaaneeereeeeeeeeaeannnen FIN-5
BuSINess LiCENSE RENEWAI NOLICES....... ..ot e e et e e e e e e e e e ST of ||\ 5
C :

CADIE TV / PlO ..ttt e e et e e e et e e e e e e et e e e e e et e e s e et ee e e e e e e e e e e e e e e eaeees CM-3 - CM-4



Cable TV ComplaintS ......ccoooiiiriiiiiiniee e e S S SRR CM-3

Cable TV Franchise Administration / PACT Administration ..........cccccoiiinicnie e e ——— et CM-3
CAFR — Comprehensive Annual FINANCIal REPOMS ... e e e anens e FIN-1
Calendars: Correspondence - Transitory / Preliminary Drafts ... s CWwW-3
California BUilAdiNG COGES ... .uu ettt e e e e PR CC-5
CalPERS REPOIS ....viii e e e E skt te e et e feeearaeeeeraaeeeentraaeeeaetataraeeate e eeanennns FIN-4
Campaign Statements (FPPC 400 Series Forms): Other Committees............cccooiniiiiiiiiiini e e e e e reeeeaes CC-3
Campaign Statements (FPPC 400 Series Forms): Successful Candidates (Elected Officials) ...............cccooiiiiii CC-3
Campaign Statements (FPPC 400 Series Forms): Those Not Required to File Orlgmal With City Clerk (Copies)......cccveeeenn. CC-3
Campaign Statements (FPPC 400 Series Forms): Unsuccessful Candidates........... T ORTRRRTRPRPIN ....CC-3
Camps: Registration / Trip Permits / Fee & Charge / Liability Forms / Release of Liability Forms / Permissions .........c.ccoeeees . P&R-2
Candidate File: Nomination Papers, Candidate Statements — Successful Candidates .................................... S RURTURPRIRR CcC-3
Candidate File: Nomination Papers, Candidate Statements — Unsuccessful Candidates. ..o, CC-3
Candidate Statements to be printed in the Sample Ballot: Elections — General, Working or Administration Files.....cccooenn... CC-3
Candidate Statements: Candidate File — Successful Candidates ........... SO et brraee e e e aae e e CC-3
Candidate Statements: Candidate File — Unsuccessful Candidates................ R PP CC-3
Capital Improvement Project “As-Builts”: Maps, Plans and Record Drawings ............ovumreeiiiiiiiiiiiiiiiniieiireeen e PW-4
Capital Improvement Proiects (CIP) — Adminictration Fila PW.-2
Capltal Improvement Projects (CIP) —Permanent File ... e PW-3
Capital Improvement Projects (CIP) — Permanent File ... e PW-3
Cash Receipts / Petty Cash / Revenue Daily Receipt Books / Daily Envelopes: Revenue — Accounts Receivable ...................... FIN-3
Cash Receipts Detail / Backup / Accounts Receivable Detail / Refund Detail ...........c.ccccooiiiiiiii e Cw-2
Cash Receipts Detail / BaCkup / REFUNAS .....coeeeiieiiiiie ettt st s e e st e e s s s s e e n e s P&R-1
(01D S C R U odo =11 {1 ] I 3 =T o o] o = USSR Cw-4
CDBG —Unsuccessful ..o, et eeeeeerereereeeeeteeeetteeaeeettiemeeaeaieieeetaaateeteeaahateeaeesanaeannrreeeeaees CW-3
CensuUS, DEMOGraphiCS. ... .viiii i e et et ————— CM-2
CEQA Noticing: Planning Project Files: Permanent Entltlements ........................................................................... v CD-11
Certificate of Occupancy — Multi-Family Dwellings, Commercial and Industrial Buildings ... CD-2
Certificate of Occupancy — Single-Family Dwellings and Duplexes .................ccccccconinn. SO PPPPTORPPPPPIN CD-3
01T g (1{Tor=) SR o1 A @ ToTelU o= T Toy VN =10 1T oTo] = | Y78 OO v CD-2
Certificates of Deposit (CDs) / Investments / Arbitrage ... SEUUOUPOPN FIN-3
Certificates of Insurance — Agreements & Contracts............... et e e ee et eee i e eeeteeeeeie e eeeeieeeeereeieeetatetar e aaeeern—aeraaaas .....CW-1
Certificates Of PAMTICIDAtION ..........ooveeioe ettt et et e et e ettt ees et es e eae e ae et e eaeenseeveeaeessesae e eeeneeeeneeeeennansannas e, FIN-2
Certificates of Records Destruction / Records of Destruction Lists ............ccocooinns SRS PPTPPPP CC-5
Certified Payrolls — AGreements & CONIFACES .........ouiiiiiiiiiie et a s sraar e e n s en e e e anaeaeeans CW-1
Certified Payrolls: Capital Improvement Projects (CIP) — Administration File ... PW-2
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Change OFf AQAIESS ...ttt e e et e e e e e e e ee e e e e et e e ee e e, Greereeeeee i ans CD-2

Change Orders: Capital Improvement Projects (CIP) — Permanent File ..............c...cocooooiiiiiuiioiiceecee e, e PW-3
Check In List / Drop In Classes........oooooeeiiiiiiiiie e et e et b easteaaeeeeeeeaneeeteaantoa s aottn s eetnn e eeesaaaaanaena P&R-1
Checklists: Correspondence - Tran5|tory/ Preliminary Drafts ... e, Cw-3
Checks / Warrant Register Report (Issued) ............ccooooiiiiiiiiiiicie e SUUUTURROn e e re et e e a e r i ———————— FIN-2
Checks / Warrants (Cashed).........oooi oot eeee e b rree e et e e e —iaraaaeeanaian FIN-2
Chemical Use Report Form / Material Data Safety Sheet (MSDS)............... et ettt e ee et et e aeeerneta e aeerabtte e enenenn Cw-4
CHP Inspections / Vehicle Safety Checks / Daily Vehicle INSPECHONS...........oooo ettt PW-11
Christmas Tree Lots: Planning Project Files: Temporary Entitlements ...................oocooovvioiiiieeeieeeee e rn e e ieaaan cD-10
Chronological: Correspondence — ROULING.................c.ocoooiiiioi e e eeeeeeetu—etene e en—aa——————————— e CW-2
CIP (Capital Improvement Projects — Permanent File..................ooooi i e PW-3
CIP (Capital Improvement Projects) — Administration File......................ooooiioiiie e, ettt aa e PW-2
Citation Appeals......... PO P PR UPRPRPPERE R CD-4
Citations (Parking, Trafflc CHMINGL ..ot s e etemvevineeaee e CD-4
CHALIONS, OSHA .ot e et e e e e e e et e e oo e e e e et e e e e e e e e e e e e e e e Feeeeeerurr— i ——————— HR-2
City AtOINEY OPINIONS ...ttt ettt ettt et e et e e et e e e s e e e te e s aee e ee et e eeeeeens e e e et e et e et e e e e e e s e eeseeee s e e e ee oo vee CA-1
City Channel / Cable TV / PIO ... et e e e et et e e et e e e e e CM-3 - CM-4
City Council Correspondence / Mayor’s Correspondence ................coeeeeeeeeeeeeeeenn... e et a e areaaaa s CM-1
City Council Videos..........ccccoveiiniiriiiiieiiee e e L L e e e e e e e e oot ee e e e ee e e aa b et e et e e e e e e aanaannnsneeees e ————— CM-4
City Council: Agenda Packets / Staff REPOIS ..........ouuiiieeieeece ettt ee e e e e e e e e e CC-A1
City Council: Minutes .............. et et e e e eer e e e e eneeeaeas e eeeeeeee et s e et e oo eeaeeha—— et nan e e e eeeaeeaan CC4
City Council: Oaths of Office.............. e s ee e he e ee e be e e o e ee e s e e e aee e £ man era s e et e e nn bt ee e re e e e REe o ea e eeen e s e s nte s e o nnes e nenesanes JUUTOT CC-4
City Council: ReSOIULIONS .........ccciiiiiiiiiei e e e e e e e e e a b bre e e e aaeaaaeeaanna CC-5
City Manager / Administration ... e e e e nnaa s e CM-1
City Manager COITESPONUENCE ..........cceiieiieiiietiete ettt ettt aee et et eeaee e et e e s eee e s te e et e e e e eee e e e e e e e et e et e e e e e e e eeeseeeeessenes CM-1
City Seal: Historical Records ........................ ettt e e e e aa e e e e e aeeans et ae st et e e e eee e etan e e eaaee e e CC14
Claim FOMMS ... e et ——————————————————— et tattn e eaaaaannas CC-A1
CIAIMS ... e ettt ettt ettt e et e et et e e ente e te e em e e e et e s s s teeseee e e e e e ses e et e et e e et e et e e eee e oo s s e e e e eee e e e e e e CA-1
Classification / Reorganization Studies (For Employee Classifications & Department Structures) ...........o.ooovooeeooeee oo HR-1
Classification SPeCIfICAtIONS ... ... ettt e e e e e e e e e e et e oo HR-1
Client Case Files, Seniors.............. et e eeaeeeteeteaeeeeeeen et eeteaeeteeenn e an e e e e aae et aarareerarenaas e e P&R-2
ClosUre Letters, BUSINESS LICENSE ..o it FIN-5
Code ENfOrcemMENt CASE File .......coo ittt e et e e e e e e e, CD-4
Code ENfOrCEMENT ... ..o et e e a e e e e eee e e e SN CD-4 & CD-5
Commendations / Memoriums / Recognitions........................... e e oo oo e Rt eeeeneeeeaa e reaeaetennanna—restattte e eeeeennen s CM-4 -
Commission Members: Oaths of Office.............cc...c........... oo e e e st eeeeee e et ee e et et ae e et e e et aeeaaaeaeataaeeae e eeaanntaaatennnnennenn CC-4



Commissions - Minutes....... e e e e e CcC-4

"Commissions or Committees - Appllcatlons ............................................................................ TSN [ USRI CC-1
Commissions, Committees & Boards —-City Council Subcommlttees ....................................................................................... CW-1
Commissions, Committees & Boards: Citizens Advisory Bodies Formed by City Council — Agendas & Agenda Packets........... Cw-2
Committee Notice of Vacancies per Maddy ACt ... CC1
CommitteES - APPIICAtIONS ...t e e e e e e e a e e rvreeeeeree e nn——— CC-1
Committees and Boards: Audio Recordings of Meetings / AUIO TAPES ... coeivieie ettt CwW-1
Committees, Boards & Commissions — City Council Subcommittees ... Cw-1
Committees, Boards & Commissions: Citizens Advisory Bodies Formed by City Councn — Agendas & Agenda Packets .......... Cw-2
Community Facilities Districts (Financial Records / ASSESSOr ROI ..........coviuiirieueririreee ettt FIN-1
Community Facilities Districts / Street Improvement District Projects — Formation, Boundaries...................c.cos PW-1
COMMUNILY OUITEACR ..ot ettt et ettt et se e et e et e ee e bt ettt et ee b e sreere s ene s someamassae e s e ene e e, CM-3
ComMPENSAtION SUIVEYS & STUGIES .. .. i ie ittt et e s e e en b e e e s e bbb e e e s bt e e Ebe e e s e n bttt HR-1
Complaints / Concerns from Citizens Computéer Tracking SOFWEAIE e.veeeeeeeoeeeeeeoe et eee e er e R CwW-2
Complaints, Cable TV ... et e oo e e e e eeeeeeeeeeeeataeeeeaeeeeeeeaeeeaeeeaan e CM-3
Complaints, Traffic....co.ccccooviiiinin e e et ettt ee e aeee ettt aorrr—a e eaataaeternaeeanneaaas eevenrririeenn e PW-8
Comprehensive Annual Financial REPOIS (CAFR) ......oi ittt oo e st s e FIN-1
Conditional Llse Parmits s e et CD-11
Conditions of Approval: Planning Project Files: Permanent Entltlements ................................................................. SUUTRUUR CD-11
Conditions: Private Development Projects / Job Files: Permanent File........ PR PRRER PW-5
Confidential Invoice Backup (1€gal iNVOICES) .....cuiiiiiririiiiiiiee et e CA-1
Confidential INVOICE BACKUP ..........c..oeiieeeiieeeeeee et e e e e e e e e aaras HR-1
Confined SPace ENMES ...u.iveiiiii i e PRSP PPRPPPTTON PW-10
Consolidations / LAFCO / ANNexations / BOUNGAIIES ........uuuuruniiiiies i e et et e CD-8 .
Consolidations / LAFCO......u.iuuiiiiiic v et e eeetetreteeeeieaeeeeere e e e tee s SUTUURON e ee e ——————— CC-1
Construction Bonds / SUDAIVISION BONGAS. ... ....uviiiiiiiii it e e eeeee sttt ee e e e s ettt e e e e s s oe e 2 aeeaeeeeaes e s nsbeeeaaeneesnnsn PW-2
Construction Manager’s Logs: Capital Improvement PI'OjeCtS (CIP) Administration File...................coo PW-2
Construction Notices / Inspection NOtICES .....ccooioeoeieii e Lt aaeeeesTereneataaseeareeeeeeesnere i aeeeaennnres CD-1
Construction Standards .............. OO PRORRRRRTRTINt e eeeeeeeaeeeieeeeeaeeaeeaeeea e e R PW-3
Contractor’s Payment Detail / Breakdown (Parks & ReCreation).......cooviiieei T P&R-1
Contracts & AGreements — Al ..........oor i e e e s CC1
Contracts & Agreements: Administration RECOrds................ccccoiiiiiiiiiiiii e e e CWwW-1
Contracts & Agreements: Unsuccessful Bids or Responses to RFPs and/or RFQs ... -....CW-1
Contracts & Agreements: Unsuccessful Bids or Responses to RFPs and/or RFQs ............... U CW-1
Copies of Resolutions: Elections — Historical File.......................o e CC-3
Correspondence — City Council, Mayor, City Manager................. e eessesestsseesestahesresranaseasassassansssssssssanssssnnessresnrenneneebennaaaee et e aes CM-1



Correspondence - Complaints / Concerns from CitiZENS ..............ocoueieeoee oo et aaans CwW-2

Correspondence — REGUIALOTY AGENCIES .........coiiiiiii ittt ee e e, PW-10
Correspondence — Regulatory Agencies................. O SO OO PR TUURUPPPPRRRRNR =11\ A
Correspondence —Routine ..................cccocooeiiiviiiiicine e, ettt e et e et e eeaeeaee e ettt e eeeeeeeeeeeteee e e e e e e e aeeaeeneae e aaaans Cw-2
Correspondence - Transitory / Preliminary Drafts ......................c.cocoooomoiioiiiieeeeeeee e e eeeererereeeeeeeeeeanenaenn ., GW=3
Correspondence: Elections — General, Working or Administration Flles et e e et e e e s et e e e eanres e CC-3
Correspondence: Grants — UNSUCCESSTUL............cocooiiiiiiii e e Cw-3
Correspondence: Labor Relations Files ..ot et e s s e HR-2
County Election Services: Elections — General, Working or Administration Files ..............ccoooiooeoeooe oo, CC-3
Covenants, LIBNS ... et ettt e e et eeta e eaaeeeraestaaieee e ineeeen e e eraereraaerenn eeeaas PW-6
Credit Card REFUNAS ...ttt e e et e e e e e ee e e e e e et P&R-1
Crime Reports (Misdemeanor or INfraCtionS) .............ooiiiiiiii e et CD-5
Cupertino’s currently adopted model code as amended (California Building Codes / Uniform Building Codes) ..........ccococvvvvun..... CD-1
CUPS . e ettt b s b e e e e e as et ea e ....CD-11
D .

Daily Cash Receipts / Cashier RECEIPIS .........oooiii e e e e FIN-5
Daily Envelopes / Cash Receipts / Petty Cash / Revenue Daily Receipt Books: Revenue — Accounts Receivable ...................... FIN-3
Daily Inspections: Capital Improvement Projects (CIP) — Administration File ...............cccoooooooomoeee e e PW-2
Dalily VENICIE INSPECHONS ..ottt ettt et e e e et et e et e e st e e e e e e, PW-11
Daiily WOIKShEEtS / DAilY LOGS ...ttt et e e et ee e e e e e et e e, PW-10
Database, BUildiNg Permit.......... ..ot e e e e e e e e e e e CD-1
Database, FINANCII SEIVICES...........ccuiiiii et e et e e e FIN-2
Database, RECIEAtION ...............o e et ettt e e et e et e e ee e e e e e e e e, P&R-2
DE-6, DE-4, DE-9, DE-43 & 941 Forms — Quarterly Payroll Tax Returns / OASDI..........oooueiiiee e FIN-4
Deduction Authorizations: Payroll RECOIAS ..........oooiiiiiiit e et e e, ..FIN-4
Deeds, EaSemMENTS.........cooviivmee e e s - PW-3
Deeds, Easements, Liens, Vacations..............ccccoeeeeiiiiiiiiiic i USRI CC-4
Deferred Compensation: City STAIEMENTS ........coi i et FIN-4
DBMOGIAPNICS. ...t ettt et ea et e e st e e e et e et e e e e e e e e et e et et et e e e ee e e ee e s e CM-2
Department Advice Files........ e e a e e eaas O S PUU SRR eernenn e CA-1
Department of Fair Employment & Housing (DFEH o EEOC) ..........coooiiiiiiiieee e HR-1
Department of Finance Schedule of ObIGAtIONS ..........co.uiiiiiie et e e e CM-2
Deposits, Developer TrUSt ACCOUNES .........ooiiii ittt e et et e et e e e eeee e s e, FIN-2
Design & Construction Standards.......... ettt e te e r e e e LEeee e ers s e i e RS R s a A sttt ettt nre et eeeeesmnseneeaeesaessens PW-3
Design Review Commission — Agendas, AGeNda PacCKetS..............oooi i e CD-8
Design Review Commission - Audio Recordings / AUGIO TAPES. .......c..ooiiiiiiiieee e e CD-8



Design Review Commission - MINUEES (BOPI@S) .....c.oiuuiiiiiiiiiiiieiite ettt e r e e e e e s b b e e e e ib b e e e e st b e e s s b e e n s CD-9

DeSIgN REVIEBW ..ottt e e e ee et eeeeieeeeeeeteeeeeeetenaeaeeerntaeaaestaniaeeerrrneeeeaeereis CD-11
Developer Trust Accounts / Deposﬂs ................................................................. e e e ———— et et e e FIN-2
DFEH or EEOC (Department of Fair Employment & Housing) Claims ... HR-1
Disability or Workers Compensation Claims / Employee Accident Reports...............ccccoovviiis ettreeeeeeree e et i HR-3
Discovery Requests / Personal Appearance / Duces Tecum ..............cccoooeeiiis P e ....CC-5
Districts / Community Facilities Districts (Financial Records / Assessor ROll).......ccccvvvviiiiiiiiiiiiins wevemvemrmnennnsserennernnnnssnnnionns FIN=1
DMV PUILINOLICES ...ttt ete ettt et ea e ae e e te e s bt e e e nne e s e enneenssambansee st e eeneesneenreneessmmsasannenneseesaeniensssnennnrens TR
Documents Generated by GIS ..................................................................................................................................................... CW-3
DOT Program / CHP Inspections / Vehicle Safety Checks / Daily Vehlcle lnspectlons .................................................. eeeeeee  PW-11
Drafts & Notes: Drafts that are ReVISEd ... s et CwW-3
Drainage: Private Development Projects / Job Files: Permanent File .......................... e re e PW-5
Drawings, Maps, Plans and Record Drawings: Capital Improvement Project “As-Builts, Record Drawings.......... R VST PW-4
Driveway: Private Development Projects / Job Files: Permanent File ............................. e e PW-5
(Do T o [ O =TT YT PO P&R-1
Drug & Alcohol Test Results (All — Positives & NegatiVes).....ccoeeciei e, et et ——aaeeeeteeaeteeerey e e e e eaes HR-1
E

Lo ET=] 101 0 £ OO TP . PW-3
Easements, Liens, Vacatlons ........................................................................................................................................ S CC-4
Economic Development / Redevelopment { Successor Agency Projects ...o.oeeeiie reererenrrrerrreiereeenseesssnssesenenss GM=2
ECONOMIC DEVEIOPMENT PrOJECES ..ii ittt ettt ettt e e e oo e st bbb b e e e e s se e e s ee e e e e e s e ibb b e e e aan e e e e s e e s ansee e CM-2
Economic Interest Filings: All ..., e eeereeeeetttdaereseeseseesesssteesieeeteeeeeesnnn—ee e eeaaeeeeeerr e teearreanan CC-2
O R = (=T oo ¢= S TP OO OO U U P O PSR e HR-1
EEOC or DFEH (Department of Fair Employment & HOUSING) ClailmS ...eeiee e e HR-1
EIRs (Environmental Impact Reports): Environmental Determinations — Inside City Boundaries ...........................cois CD-9
EIRs (Environmental Impact Reports): Environmental Determinations — Outside City Boundaries ..................c..c.ccccoiis CD-9
Elections — Consolidated............. v e tt+tettttetnesmmeeestsemmesteeseeseseeesestsesssessssssssssssssssssssssssssssssssssseestesnnnnnnt e eere oo aestnerannea CC-3-CC-4
Elections — General, Working or Administration Files ............c.cccoooi U PSP RPRPRR .....CC-3
Elections — Historical File..............cccoovvvviiiiic PP P PR UPPPPRTT CC-3
| =Yt o) s TRl == 1] (o) o L OO PSP P CC-14
Elements and AmMendments, GENEIAI PIAN .......... oottt e e ettt e e e ae et e e e et bt et e ee b st e et eane s an et e e e e e CD-9
Eligible Lists: Recruitment & TeSHNG File ........oooiiii ettt e et et HR-2
E-mail: Correspondence - Transitory / Preliminary Drafts ......... feeeeereneene e teeeee ettt b eaaeeeeaeeee et e CW-3
Emergency Preparedness PIanS............. it e s ban e e TP CM-3
Employee Accident Reports / Workers Compensation or Dlsablllty Claims.......ccccoune. ettt e reaeaeeenaeearr e SUTUUT HR-3
Employee Background File — Successful.................cccciiiii et e e e e e et e e aa e e S F-1



Employee Background File — Unsuccessful, Non-Selects, Disqualified .................cooooeeoooe oo, F-1

Employee Bonds / Fidelity BONGAS. .........ooiiiiiiii e, et e e e a e CC-2
Employee Exposure Report — POSSIDIE EXPOSUIES .......c.coiuiiiiiiiiieee et ee e ee e ee oo e e F-1
Employee Training File (Includes Certificates not sent to Human Resources) ................................................................................. F-1
ENCroaChment PEIMILS....... ..o et e e e et e e e e et e e e e e oo PW-4
Encroachments: Private Development Projects / Job Files: Permanent File...............coooo oo PW-5
Engineering — Private Development............ccccoccoooiiiiiiiiciie e Fr b eeeeieeee e e e i e e e s b s te e e ha bt e ne e an e e e e nreteeaeaaeeennnns PW-5
ENgineering STUAIES / SUINVEYS ........oi it e PW-4
ENGINEEIING . ... et ettt ettt et e e e e e e et et e e e e e e e et e e e et e e e e e e e eereeeen e PW-1 - PW-6
Environmental Determinations: Environmental Impact Reports (EIRs), Negative Declarations — Inside Clty Boundaries........... CD-9
Environmental Determinations: Environmental Impact Reports (EIRs), Negative Declarations — Outside City Boundaries........ CD-9
Environmental Determinations: Planning Project Files: Permanent Entitlements ..............ccoooooeooe oo, CD-11
Environmental Impact Reports (EIRs): Environmental Determinations — Inside City Boundaries ............... e e CcD-9
Environmental Impact Reports (EIRs): Environmental Determinations — Outside City Boundaries ...................c.oocvovoeeviiii . CD-9
Environmental Review Commission — Agendas, AGenda Packets ..........oc..oii oo e e CD-9
Environmental Review Commission - Audio Recordings / Audio Tapes .........ccoccvveeeiiiven.. et et e e b e ea e et e rneeraa e CD-9
Environmental Review Commission - MINUIES (COPIES).........ocooiimmiiieie oo et CD-9
ENVIFONMENTAL SEIVICES ...ttt e e e e et e e e ee e e e e e e, PW-7
Equipment & Apparatus RECOTAS & TeSHNG ... .oooiiiiiiiiie e e e e F-1
Equipment History Files ..., ettt ek et e o e e eeeree et oeeeeeeetes et e eeeeenene e senfeesenmneneensannme PW-12
EQUIipment INSPECHIONS.........ooi e e e e s e e e e e e e e e e nn PW-11
Escheat (Unclaimed Money / Un-Cashed ChECKS) .........ooe oo i... FIN-2
Ethics & Safety Training: Training — All COUrsSe@ RECOIAS ...............oooiiiiiiiii e CW-6
Ethics Training — CErtifICAIES ...........c. oottt ettt e ee et e e e e e e eeeee e ons CC-4
Evaluations / Surveys: Program Evaluations.............c...coommeeeeiieien. e et e P&R-1
Expenses & Revenue: General Ledger — FINal YEAr-8Na...........cc.oooiimiiiiiiee oo fereeeeean FIN-3
F -

Facility Use Applications / Facility Use Permits................... A EeEEeeEAtLeeLeeEasasad e ieieseaeeeeseeee st e et ettt ettt tet et ettt et aets st ntnnnnnnnnnneneatennennnnnnnn Cw-3
Facility Use Permits / Facility Use Applications ............oooeiii oo ettt ———— i —————— Cw-3
Facility USE PeImMIlS ... ettt ea et e e e e et e e e e e e e e e e e e es et e et e e e e s e, P&R-1
FAISE AIBIMNIS ...ttt et et e et e e e e e e e ettt e ea e e s e e e e e e e s e e e ee e ene e e e e e ee e e e e e oo CD-4
Fee & Charge / Liability Forms / Release of Liability Forms / Permissions / Sign-in Sheets / Registration / Trip Permits............ P&R-2
FEMA ReimbursemMeENnt ClAIMS ..ottt et e et e e e e e e oo e e FIN-2
FIAEIILY BONAS ... ettt e et e oot e e e et e e e e e e e e e e e e e e e e e e e e e e e e e CC-2
Field Trips: Registration / Trip Permits / Fee & Charge / Llablhty Forms / Release of Liability Forms / Permissions .................. P&R-2
FIEld USE AGIEEIMENTS L.ooiuie e e e e e e e e, e ———— P&R-1



Final Maps: Maps, Plans and Record Drawings...........ccccccoooiies S TS PUPI PW-5

Final Results: Elections — HIStORICal File...........ocooo oo eaae e e e s CC-3
Finance / Administration..............cc....cooi. Fieereeein e S OO SO PFP PR FIN-1
FINANCTE / GENEIAI ACCOUNTING ... ...eeeieteeeeeeeeeeteeeet e eee et e e et et et ste st e e s b e ettt e b ke st et b s em e b b s e s e b sb e FIN-2 — FIN-3
FINANCIAl SEIVICES DAtABASE ........ e i oottt e ettt teeeeeeeaa st e e eaeeecaeaeae et aesennae s b s e s he s ee e e ee s s b e e ee s s e ens bbbt s ae e s e rnn b FIN-2
Fire AdmiNiStration .. .o.oooviiiiiie ettt et U F-1-F-2
First Time Home Buyers Programs — WITH a Recapture / Resale Restriction......................... ettt a b SUTRTR CD-6
First Time Home Buyers Programs — WITHOUT a Recapture / Resale Restriction ... CD-6
Fiscal Agent Statements ..........ooeeviiiiiii s ettt e e e e e i i e e e e e ey e et ha— e e eeeeeeeee s e a e e rrar e re e FIN-2
Fixed Assets — Annual Listing (Source Documents)........cc.ccccoovvvciiniiinnnn. et ——— rereeer——————— R POURTRRS PO weee.. FIN-3
FPPC 400 Series Forms (Campaign Statements): Other Committees ... CC-3
FPPC 400 Series Forms (Campaign Statements): Successful Candidates (Elected Officials) .............. ettt e e aene e CC-3
FPPC 400 Series Forms (Campaign Statements): Those Not Required to File Original With City Clerk (Copies)................... CC-3
FPPC 400 Series Forms (Campaign Statements): Unsuccessful Candidates........................o CC-3
FPPC 700 Series Forms: Economic Interest Filings = All ... .......oviiiiiroeee e e - CC-2
FPPC FOrm 801 (Gift 10 AGENCY REPOI).......oueiieiitieeieietieie ittt ce e ea e e e b e CC-2
FPPC Form 802 (Tickets Provided by AGenCy REPOI) ... CC-2
FPPC Form 806 (Agency Report of Public Official Annointments) . ... CC-2
Fuel & Gas Usage (Fuel Master) ........................................................................ ettt ieaeeaeametanra e e s PW-10
Funded Loans, Purchased Property: Real Estate Appraisal Reports (Acqmsmon OF SAIB)..ueeeiiiii e Cw-4
G

Garage Sales: Planning Project Files: Temporary Entitlements ...... et areeeeeeaeeeeeaaeaeaaaeeeeeeeene e e e ns i b CD-10
GarnishMeNts: Payroll RECOIAS. ..........oouiui ittt st e sa e b s e FIN-4
Gas Usage (Fuel Master)..........ccccovviiiiiniiiiiineneee i et aeeiieieeeeeeeaeeeetesessomeseesinnesaaeiaaaseessnnesssnensrabererenattraaaarnas PW-10
General Files: Correspondence — Routine e eein e s e snennenneens e CWE2
General Ledger: Final Year-end...........ccooeioiiiiiiin i PP PPRPRR e ————- FIN-3
General Plan WOTKING PAPEIS .........vi oottt ettt e e et e e e e e e e e e s e e s R £ 2o R R £ e 2o E e o bbb CD-9
General Plan, Elements @nd AMENUMENES ......... . iiiiierieeerieeieee it eeeeeeme e e esteaes e b e e e s e e e s e s e s s e s e s s ssms s e e s eesssbbaassaeeeeetees et e easaseeeenes CD-9
General, Working or Administration Files — Elections ............ccccccoeviiiiin e e et e treeee e eeeatrr i aeaaeeeenen s CC-3
GeNErator OPEraAtiONS LOGTS ... .. i ieiieiii ettt e oot e e e e e s e e et s et e e s s £ e e e s e o4 a e E e £ 4o saE e e e PW-10
Geotechnical Reports — Multi-Family Dwellmgs Commermal and Industrial Buildings..............ovin CD-2
Geotechnical Reports — Multi-Family Dwellings, Commercial and Industrial Buildings.................ccoe CD-3
Geotechnical Reports ................ e rr—————— TR PTOUTR e a———————— PW-4
IS DOCUMENES oottt eeeb e e e e e e e e ettt ea e e et eetbb b s e e e e e ba i s e e s eegannnnaeeaeeesnnns U P UPU O SUPTUOP Cw-3
Grading Permits & Plans: Private Development Projects / Job Files: Permanent File....................c, ....PW-5
T o g ol 22=Y 1o 1€ O O PPOO PP PP PSPPSR0 PP PP PP PP TP PW-4



Grading Permits: Capital Improvement Projects (CIP) —Permanent File................ooovooemeo et e e ea e ..PW-3

Grand JUry REPOMS & RESPONSES. .......coiuiiiieie ettt e e .CM-1
Grants — UNSUCCESSTUL ... ... ... e CW-3
Grants / Reimbursable Claims / Subventions — Successful Reports......... oot ee ettt eeee e eeeetba e eeeetbaty e eeee e e e ———_ Cw-4
Grievances and Informal Complaints (All) ...........oooi it et HR-2
H

HaNADII PEIMILS ... e et et e e e e e e e e CD-5
Hazardous Materials Plans: Capital Improvement Projects (CIP) — Permanent File .. PW-3
Hazardous Waste Manifests / Certificates of DISPOSAI.............c..oooieee oo e .PW-10
HISTONCAI File — EIBCHONS ...ttt ettt et e e e CC-3
Historical List of Council Members & Board & COMMISSION MEMBES ............ooooooooooeooeoooeoeeeeooooooo CC-4
Historical Records: Articles of Incorporation, City Seal, Awards of Significant Historical Interest ........................... et CC-4
Historically Significant Reports @nd StUIES ........cc.oioiiiiiii oo .CW-5
History File and MuniCipal Code..........uouiiiiiiiie et ettt a e ettt e e a s ....CC-4
Housing Commission - Audio Recordings / Audio Tapes ..........c.ceoveeeeoeeeeeeeeaeeenann. S et eer e n e e e ear st e e et e eee st ad e e e e e anaaanneeeeaaens CD-6
Housing Commission Agendas, Agenda PacKets ..............cc.ooiei oo et CD-6
Housing Commission MINUIES (COPIES) .......couviiuiiiuiiei oo CD-6
Housing Programs — WITH a Recapture / Resale ReStrction .........cooe....... e e e e e e e e e et aee e e e e e e e e e e e e e e e aeeeeeeeeeetaeeeesaeaeeeeeies CD-6
Housing Programs — WITHOUT a Recapture / Resale Restriction .........cccoecveeeveeveen... e et s CD-6
HOUSING ..ottt e e et et ee e e e e CD-6 & CD-7
HUMAN RESOUICES ... ettt e et e e e e HR-1 - HR-2
HYArology REPOITS ... et ettt e e e e e oo e PW-4
| .
IO et ettt e e ettt et e e HR-2
Informal Complaints and GrIEVANCES (All)......c.eoi oo et HR-2
INFOrMAation TECRNOIOGY .......c.oiiiiii e e et IT-1
Initiative: EIECHONS — PUIIONS ..ot e CC-4
INSPECHON NOHCES. ... ettt ettt e e e CD-1
Inspections & Citations, OSHA .. .. ... ettt et et HR-2
Instant Messaging: Correspondence - Transitory / Preliminary Drafts..................ocoovoomooeieoo T Cw-3
Insurance Certificates — Agreements & ContractS.............ccooumieeoeeoeoeeeeieeee e e et ettt et et a e e e aae e e e baptenn e ...CW-1
INSUrance CertifiCates — ALL ....... ..o it e CC-4
Insurance Policies: General Liability, Property (City-OWNEA) ............ooomioee oo ee... HR-2
INEEINS / VOIUNTEETS ...t e e e ...CW-6
Interpretation of MOU Provisions: Labor ReIatioNS FleS ..............coiiiiiiiiee oot HR-2
INEEISECHON VIABOS ... e et ee e e e e e e PW-9



Inventory — Information SyStemS. ... U R I BY

INVESHIGAtIONS ...t S PPN HR-2
Investment Reports / Treasurers Report ... i et eeeeeeeeeteetettetteeiaeeeaettnna e eeaeeennnn s FIN-3
Investments / Arbitrage / Certificates of Deposit (CDs) .............. FIN-3
Invitations: Correspondence - Transitory / Preliminary Drafts.....................coooe. et ———— eerreeereeeaia——. ...CW-3
Invoice Backup, Confidential (legal invoices) ............... teeate e e e e e iaaeteeeetrentera e eaaeeaaaeerennaaees et e e e e rr it aaes CA-1
Invoice Backup, Confidential........... e eeeieeeeeeeeeeren et e rana e e e aeae e et e—r et ieeeeeee ettt ettt tttb—aeeaeeeterettar e eaaeeeeaeen e aeenee HR-1
Invoices and Backup / ACCOUNtS PayYable..........ocooveioeeveeeeieceee e s T S FIN-2
[SSUB FIES..... ettt et e ettt ee e e e vt e s e e s e e an s e e bt d e et e e e e e e e e e b e e oo e e e R b et e e e e e e aa e e e s e e e e e e e n e aaaesaaaeeaanans CW-5
Issues & Subject, Projects, Programs (Issues and/or prOJects Will vary over ime). ... CM-1
J
Job Brochures; Recruitment & Testing File........ooo SEURRIR den e et e e nHR-2
JOD DESCHPHONS ...ttt erenee e et HR-1
Job Files / Private Development Projects: Permanent File ..o, B P PP P PTOPPPRPRRRRPRRINY PW-5
Journal Entries / Journal Vouchers ....................... SO O PP PPPPRRRER FIN-3
Journal Vouchers / JOUMNAl BENIFIES ...ttt e e e s et e s s e s er e e e e e e e e e e e e e e e e e e aee i e e e e e e sasaaeees FIN-3
K .
L
Labor REIAHONS FIES ..uuuuuuiiiiiiiieie s cee et e e e e e e e e e e e e e e e et ettt aa e teeeaeetennnn et e eaeaan s HR-2
LAFCO / Annexations / Boundaries / Consolldatlons ..................................................................................... e CD-8
7N L 0@ J SO O OUPPPTORRS e CC-1
LAIF (Local Agency Investment Fund) / Advisor Reports and Statements / Trade THICKBES i e FIN-3
Landscape & Lighting / Assessment / Maintenance — Formation, Boundaries ........................ ereeerernnan——— PW-1
LawsUIts / LIIGatiON. ....iiie it PP PP CA-1
Leases / Rent / Property ManagemMENt.... .. ...ttt ettt e e e e ettt a e e s se e e s e e et a e s s bbb e e e e e e e s e e FIN-5
=T 1Y YRS [T O OO PP TP Cw-4
Legal Advertising / Affidavits of Posting / Affidavits of Publications / Public Hearing Notices ........ueveveeieeiiiiiiiiiiciinnnns TS CwW-1
Letters: Correspondence — ROUEINE .......oooiiiii e e s e e s e e s aa e e SUTT Cw-2
Liabilities & Assets: General Ledger — FINal YEAr-Na .....cooouiiiiiiiiiiiii ittt s e e e e e s FIN-3
Liability Forms / Release of Llab|I|ty Forms / Permissions / Sign-in Sheets / Reglstrat|on / Tnp Permits / Fee & Charge....... . P&R-2
=Y oA A =TT O SO PP PP P&R-3
Liens ..o, e et e e e eaeeans e e e e n e re e et e e et s ......CC-4
=Y £ PR CD-5
[IRT=) o 1T eSO OO UPPPR i eveneenas e PW-6
. Lighting & Landscape / Assessment / Maintenance — Formation, Boundaries .....................coooii PW-1
List of City Council Member and Mayors / Historical List of Council Members.& Board & Commission Members ..........c...c......... CC-4
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LIIQAtON / LAWSUITS ...ttt ettt e ettt e e e e e et e et e e e e e e e e s eee e e e ee e e e e, CA-1

LiveScan Responses or Logs (CORI Responses) for Recreation EMPIOYEeS...........c..ooo oo HR-2
Local Agency Investment Fund (LAIF) / Advisor Reports and Statements / Trade TicketS..........coooiiiiiiiiiieeeeeeee e, -....FIN-3
Local Government Compensation REPOM ..........coouiiiii it e et FIN-3
Logs, Generator Operations ............ccooooomoeeeeii e, e —————— ettt et ieen e et e aaaas PW-10
Logs: Rec Bucks LOg / ReC Checks LOG ... ...ooiiiiieieiioeeeeeeeee e, ettt e et aaeae e e e P&R-2
Logs: Correspondence - Transitory / Preliminary DraftS.................ooooo i Cw-3
Lot Line Adjustments ..................... e s e reeee e et eie e erLELEeee s et r e nn e e e e e e ee e mrreraeeeeaeeans S CD-11
M

Maddy Act COMMITEEE NOICES ..........oiuiiiiie et ee e e CC-1
Mailing Lists: Correspondence - Transitory / Preliminary Drafts ....................cccooeviiiiin., ettt et ettt eaaeeteea—————————————————— CwW-3
Maintenance / Landscape & Lighting / Assessment — Formation, BOUNAaries ................ocvoooeoeoe oo PW-1
MANUALIS, Q&M ... ... ettt et e ot e e e e et e e e e e e e e er e e e e e e e e e e, ORI e PW-11
Manuals: Reference Materials - Produced by Your DepartMent............coooi i CW-5
Maps, Plans and Record Drawings: Capital Improvement Project “As-Builts, Record Drawings .........c.cooeeoeeoeeoeeeeeeeeeeeenen, PW-4
Massage Permits ... e e e ettt et e teeeeeeeeaaeeeeeaaenes bt nnnneeereettteeeeeeetaaans CD-5
Master Mailing List — Prop 218.........cccocveeiieiiiniien et e e e et e e oA s et ettt e e ehe e e e ete e e e ettt e et ee e e e reeeetee e e e e eaaeneean CC-3
Master Plans — Transportation / TraffiC ... et —————— PW-9
Master Plans, Specific Plans, Bikeway Plans................oooouiiiiooee e e e CD-10
Material Data Safety Sheet (MSDS) / Chemical Use Report B O M e e Cw-4
Materials and Outlines: Training — All COUrse@ RECOIUS ............cooiiiiiiiiiiiiieeeee et CW-6
Materials Testing Reports: Capital Improvement Projects (CIP) — Permanent File ............... S et a e aaanas PW-3
MayOr's COIMMESPONABINCE ... ...ttt ettt ettt e st et e et e s e e ae e s s e ae e e e e e oo e et e e e et et e e e et et e ee e e e e e s S5 e e eeee e CM-1
McClellan Ranch Preserve Garden Plot Rental AQreemMeNnts. ..........c..oiuiiiiiiiiiieieee e P&R-1
Meeting Room Registrations: Correspondence - Transitory / Preliminary Drafts...............cccooooooe oo CwW-3
Memorandums: CorrespondenCe — ROUINE. ............oooiiiii e e et Cw-2
MeMOTIUMS / RECOGNITIONS. ... ..ottt ettt et e e e e e et e e e e e et e e e e e e e e e e ee e e oo CM-4
Minutes — Administrative HEariNgSs (COPIES) «....oooouiiiiiiiiii ettt e e CD-8
Minutes - Bicycle Pedestrian CommISSION (COPIES) ..........viiiiiieeiieeeee e et . PW-1
Minutes — Design Review Commission (copies)........... et ee e e et et e et e e e e e et e e e e e e e e e e e e e e eeeeeeeeteteeeeeeeeeteneaeaeas CD-9
Minutes — Environmental Review COmMmMISSION (COPIES) .......ooomiiiieieiitie e e CD-9
Minutes — Housing COMMISSION (COPIES) .....cc.ueiiiiiiiiie ettt e e e e e e e ee e et e e oo CD-6
Minutes — Parks & Recreation CoOmMmISSION (COPIES)..........oooiiiiiiii e e e . P&R-2
Minutes — Planning CoOmMMISSION (COPIES) ......oiiiuiiiiiiiii ettt ee e e e CD-10
Minutes - Public Safety COmMMISSION (COPIES) ........eoiiieiieiiiieie e, PW-6 -
Minutes - Teen COMMISSION (COPIES) . ...uuiiiuiiiieiiie ettt et e e e e e e e, P&R-3



MINUEES: All BOAIAS & COMIMUSSIONS. .. eveeeoe e e e e e e ee e e e et e e e e e o2 e et e et et e e em e ee e et e et e et e oo e ettt et e e et e evn e e aenn CC-4

Minutes: City Council, Redevelopment Agency, Successor Agency, Public Utilities Corporation ...............ccccoviiiiiiiiinccn CC-4
Miscellaneous Reports: Correspondence — ROUINE...........ooiiiiiiiiiiiiiiiiiiii ettt sttt s e e e e Cw-2
MSDS (Material Data Safety Sheet) / Chemical Use Report FOrM ... ..CW-4
Multi-Family Dwellings, Commercial and Industrial Buildings — Building Plans, Permits & Supporting Documents .............. e CD-2
Municipal Code and HISEOIY File ............ooo i e e e s aae e e rn e e e e saae s CC-4
N

Negative Declarations: Environmental Determinations — Inside City Boundaries ....................cccccoivii o e e CD-9
Negative Declarations: Environmental Determinations — Outside City Boundaries et CD-9
Negotiation Notes: Labor Relations FileS ..........oui it e ——— HR-2
Network Configuration Maps & Plans...........cccc........ it e e anaae e o eeae e eeeeeeertbttaaeeeeaereerttsn e oaeeteniasaeaeeaeeeaes IT-1
N oA e o | (R XY ] T o] 0= 1o ) OO PSPPI CD-2
Newsletters to the City Council (Items Of INTerest) ...... ..o e aaaeas CM-1
Newsletters 10 the PUDIIC (The SCENE) ........iiviiiiiiii et s e e e s e e e e ee e e e e e s s s e nn e s seeeeaanas CM-3
NEeWSPAPET ClIPPINGS ..vvviirreeiiieeiieiie ettt raeee e e P TTUUTURRRRRRPRRN Ccw-4
Nomination Papers: Candidate File — Successful Candidates ................oooiiiiiiiiiiiiiii e e ...CC-3
Nomination Papers: Candidate File — Unsuccessful Candidates. ... CC-3
Notes & Drafts: Drafts that are Revisad e e Cw-3
Notice of Completion: Capital Improvement Projects (CIP) — Permanent File.......... e heteeeaeieesEeeeeeeetaaeeeeeatteee e e raeetaaeas PW-3
Notice of Restriction & Releases....................ciil S OO RPN CD-10
NPDES Monitoring and INSPECHIONS ..........c..iiuiuiiice it R PW-7
0]

O IM MANUALS ..o e e et e e e et e e oo e oo e e et tee 2t et e e et e e e et e e et tae e ee e nt e ee e aaneraaneans PW-11
OASDI / DE-6 & 941 Forms — Quarterly Payroll Tax REIUMS..........cc.covviiiuieiiieiiiieeceesee e ee e e FIN-4
Oaths of Office: Council, Board & Commission MemMDbEers ............ccccvvoiiiiiii e e e CC-4
Operations — Public Works ...........ccccccneeen. ettt e i e eereeteeeeeettea——aeeeeetetar—aeeeetanrn e aeaanaeas e ee et ene e e aenaas PW-10 - PW-12
Operations & Maintenance Manuals ...... e et e et e eeeeee e eeeetteeetetaaeeteeraaeeteertaaeenetrnaaaaeriaaeeernees e PW-11
0] o1 o (oY g T @1 4 A AN (o] 1 1= AU S PP PPPPRPPN CA-1
Ordinances ......c.cooevviviniiinieece e et eteeeeeeneeneEeeeeeeeeeeiiaesseeeeeeeteteteeteaaannther et te e e e n e raaaeeas SR OPPPPPPPPPPPTO CC-4
OSHA INSPECHONS & CHALIONS ........iueieiettere e ieeeeee et e e et et eaeete et et ese s e seeseoes e e eeees e eeeemseaseme e e en s e e Easen s ees e st ab ekt n e be e HR-2
Outlines and Materials: Training — All Course RECOIAS ...............uuuuiieiimmiiiiiii s ettt e ee e v raar———— Cw-6
P .

o O Ve [ g1 o 11 2= o] P PP P U OP PP RPPPI e CM-3
e 1L o= I =T o OO PP PRPR P CD-11
Parcel Maps: Maps, Plans and Record Drawmgs ............................................................................... e e PW-5
PaTKING MO INCOME ... vttt ettt ettt et e et ee e et e e s e s e s e e se e eseses s ebes st s e s s s besene et e, T FIN-5



Parks & Recreation Commission — Agendas, AGeNda PaCKES ... .........oeioi oo P&R-1

Parks & Recreation Commission — Audio ReCOrdiNgS............oooueiiieee oo ettt eeeeeeetee———tte—————————————————————— P&R-2
Parks & Recreation Commission — MIiNULES (COPIES)...........oi i, e e P&R-2
PaYMENt STUDS ... ettt ettt e ettt et e et oo FIN-5
Payroll Employee Files: Deduction Authorizations, Beneficiary Designations, Garnishments ...............coooovieoeoeeeeeeeeeeeeeee FIN-4
Payroll REGISIEIS ... ..o et ettt e et e e e e e e e et e e e e e e e oo et ———— FIN-4
PAYIOIL. ... ettt ettt £ e fa e et et e et e e et e e et e e ee et e e e e e e e e een s e et —————————— FIN-4
Permanent Entitlements: Planning ProjECE FIlES .............ooo e CD-11
Permissions / Sign-in Sheets / Registration / Trip Permits / Fee & Charge / Liability Forms / Release of Liability Forms............ P&R-2
Permit, Tre@ REMOVAL ..ot ettt et e e e e e e CD-11
Permits & Plans - Building — Muliti-Family Dwellings, Commercial and Industrial Buildings..................cc........... et CD-2
Permits & Plans - Building — Single-Family Dwellings and Duplexes dings..................occooi oo CD-3
Permits, AQMD ...........oouoieiee oottt ettt e et e e e b etee et e eeraaaa—————rreaaaeeeaannneareaeaas PW-10
Permits, BIOCK Party........ ..o ettt ettt e e et e oo e PW-2
Permits, ENCrOGCIMENT... .. .o e e et e e e PW-4
Permits, Grading............uuuu e e e e ar s S e e e PW-4
Permits, NPDES ... ... e e et s e PW-7
Permits: Massage, SoliCitor, HaNADIll, TXI ........ooiiiiiiiiiiee e et e e CD-5
Permits: Banner, Garage Sales, Pumpkin Lots, Temporary Signs, etc. - Planning Project Files: Temporary Entitlements ...... CD-10
PERS AUGIL.. ..o et ettt e et e et e oo e et et e e e e e et e e et et e e e e e e e e e oo e e e FIN-1
Personal Appearance Subpoenas / DUCES TEQCUM ..........oouii i et CC-5
Personnel Files / Personnel Jackets — Employees (Includes Lifeguards, Excludes Other Part-time Recreation Employees)....... HR-2
Personnel Files / Personnel Jackets — Medical File (All Employees) — Includes Breathing Apparatus Fit Tests ................co........ HR-2
Personnel Jackets / Personnel Files — Employees (Includes Lifeguards, Excludes Other Part-time Recreation Employees)....... HR-2
Personnel Jackets / Personnel Files — Medical File (All Employees) - Includes Breathing Apparatus Fit Tests .............. el HR-2
Personnel WOork SChedUles.........ccooiiiiiiiiie e, VST TR Cw-4
Pesticide Application Records............ccccceecvvvveeveeeruuinnennss et ee et eeeeeeetetaneeateeetatttateataeesennntannaa ot seien s oeeeoneneeenaeieaeeernres PW-11
Petitions, ENGINEEIING PrOJECES .......o.oviii ettt ettt ettt eeeen e e PW-5
Petty Cash / Revenue Daily Receipt Books / Daily Envelopes / Cash Receipts: Revenue — Accounts Receivable ...................... FIN-3
Photographs / Aerial Maps — Analog or Digital........ et aLet L e e LL e Veeeeeeaseaae e s ne e e e et e e e e e aae e e e et aaaaaaaaaaaaaaanaastesiesteasierreentanennns PW-1
Photos: Capital Improvement Projects (CIP) — Admmlstratlon File e PW-2
PO e e e e e e et e e e e e e e e e e e e e e e eeeseeeee e e e e eeeeaea e CM-3 - CM-4
Plan Check COMMENTS ... .o ettt et e e e et e et e e e e e e et e e e e e e, CD-2
Plan Check Comments: Private Development Projects : Administration File.................ccooovvoiiiiiioiiiei, et PW-5
Plan Checks for Building Permits............................ [T e UTUTT e e b re e et et e e e ent e e re s aeaeeneaen e basans R PW-4
Planning Commission AGenda PacCKeS .............ooiiioiiii e et CD-10



Planning ComMMISSION AGENTAS .......veueeueiiiiiitiiiiiiiiie e e s e sesas s ar e e e e e e e e e e aaaataaeaae st e s e e e s st s s a e renr e e s e e e e e s er s e s e e s assesensaaaaannss ..CD-10

Planning Commission Audio ReCOrdings .........ccccoevviiiniiciiii ST et e et e e e e e e r e e e e e e e e e arreeees CD-10
Planning Commission Minutes (COPIES) ......oorririiiiimmiiiiiiiiiiiiiiii e e eeerennnne et aaanes CD-10
Planning ComMISSION RESOIULIONS .......uuiiiiiiiiiieiiiii e e e e e e e e eet e e e e e s et st e s e s s e e s e e s s s e s e s e e e e e e s e s s e s s s s e s s an s s e e e e nneeaaaaaaaan CD-10
Planning CoOmMMISSION VIGBOS. .. .. ..uuuuiiiiiiiiiiiii et e e e et eeete e e e e aeaeeee e et ae e e e et s ae e e s s s s s e s s s e s s e e e e e e e e e e e e aasaasieaaaanaeaaaaanaaaeasas CM-4
Planning Project Files: Permanent ENtitIemMents....... ... e CD-11
Planning Project Files: Temporary Entitlements.............. e v e e et et eeetteaeeeeeeeeeseeeesesteeseseereeeeeenansariaeeetesenttre e eeeeaanrnnnns CD-10
Planning Unit DeVEIOPMENTS ... ettt ettt e e e e s s bbbt e e s e e e e e s e e e ne e e e e e st eeaa s CD-11
=Yoo 1Yo O TP CD-8 - CD-12
Plans - Building — Multi-Family Dwellings, Commercial and Industrial Bwldmgs ................................................................... CD-2
Plans - Building — Single-Family Dwellings and DUPIEXES ...t e e s s CD-3
Plans & Maps: Planning Project Files: Permanent Entitlements ............. U OOPPP CD-11
Plans, Record Drawings and Maps: Capital Improvement Project “As-Builts, Record Drawings ......ccoovmieoniiiee e PW-4
Plans: Capital Improvement Projects (CIP) — Permanent File............................... SUTUT PSSP PR PPRPPPP PW-3
Policies: Reference Materials - Produced by Your Department......................ccon e CW-5
POOI CemiCal AQAIIONS / LOGS.........veee ettt eee ettt et et e ettt et eea e e et e e e e e ae et e e s et e et e tesa e s esseeseeneeneenneeeeaneeneans ...PW-11
Precinct Maps: Elections — General, Working or Administration Files..................ccccoovieiiie e U, CC-3
Preliminary Drafts / Transitory — Correspondence. ... e s GV =3
Press Releases ........................................................ U PUPR OO Ccw-4
Press Releases: Correspondence — Routine ...... et eeeeeeeeeeieeteeesssstieeeseeeesesesssstessssesieeseesesesssinaneeoneeessessnn oo e onnn s Cw-2
Pre-Trip Inspections / DOT Program / CHP Inspections / Vehicle Safety Checks / Daily Vehicle Inspections.............c.............. PW-11
Private Development ENGINEETING .......ooo it e e e e et e s e e e e e PW-5
Private Development Projects / Job Files: Permanent File ..............ooo o e ——————— PW-5
Private Development Projects : Administration File.....................cooo i, et s PW-5
Procedures & Reports: Reference Materials - Produced by Your Department ........................................................................... CwW-5
Proclamations / Commiendations / Memoriums / RECOGMILIONS ......uuuiiiiiiiiiii et e s CM-4
Professional Services Agreements: Capital Improvement Projects (CIP) — Permanent File ... PW-3
Program Evaluations: EVAlUGIONS / SUMVEYS .......coiiiiiiiiii ettt e e e re e e e e e s P&R-1
Programs, Subject & Issues, Projects (Issues and/or prOJects will vary over time).........ccccvvvvveees ettt b e e e e e e e e e e CM-1
Progress Meetings: Capital Improvement Projects (CIP) — Administration File .................... PW-2
Project Administration: Capital Improvement Projects (CIP) — Administration File ... PW-2
Project Log Index / Spreadsheet / Binders of HiStONC ACHONS. ..........o.iiiiiiiiie ettt s CD-11
Project Schedules — Agreement & Contracts ............ TR ettt teeeeeeeeeeeeeeeeeeeeeeeeeaeeeyeeetaeeaataaaeaaaaaeaa e taeeaaaaaaaaas .CW-1
Project Schedules: Capital Improvement Projects (CIP) — Administration File ...................cooooeeiiiiiiii e, PW-2
Project Schedules: Private Development Projects : Administration File ..., PW-5
ProjECt-REIAEA POIIIONS. ... ...ttt 4 4441t e 4o o s 44t s st s PW-5



Projects, Programs, Subject & Issues (Issues and/or projects will vary over time)...........c.coouivoveoeoeeoee oo CM-1
Proof Of PUDICAON.......coooiii e et eteraetet e rrieae e CC-4
Proof Of PUDICALION ...ttt et ee et e e e CW-1
Prop 218 Fees and Charges — Ballots &/or Protest Letters / Master Mailing List / Undeliverable Envelopes ................................. CC-3
Property Management ... .. ...ttt e et e e e e —————— FIN-5
Proposal, Successful: Agreements & CoONtracts — Al .............ooo.oi oo e e —— ... CC-1
Proposals = UNSUCCESSTUL. ... i e e e e e e .....CC-1
Proposals, Unsuccessful - Capital Improvement Projects (CIP)............. SR RRUUURRPRTURN PW-3
Proposals: Unsuccessful Bids or Responses t0 RFPs and/or RFQS ..............ouoiioieoeeee e e CW-1
Protest Letters —Prop 218 ... ..o et e e e et eeaet e et et e e e tea e er e eenie s S CC-3
Public Affairs / City Channel / Cable TV/PIO....................... et e ettt ettt et e et e et e e renerees CM-3 - CM-4
Public Hearing Notices / Legal Advertising / Affidavits of Posting / Affidavits of Pubhcatlons ........................ et ere———— A CwW-1
Public Records Requests / Requests & Permission to Received Copies of Building Plans ............oeviiieii e, CD-2
PUDIIC RECOIAS REQUESTS ...ttt ettt et et e et e et e et e e e e e e e e e e e e e oo s e CC-5
Public Records: Correspondence — ROULINE ..o e e et CW-2
Public Relations / Press Releases ..........oooooceiuiiiiiiii e, - S UUUURUUPPUR Cw-4
Public Safety Commission— Agendas, AGenda PacKetS.............oooii oo eeee e L ere— PW-6
Public Safety Commission— AUdIo RECOTAINGS......cciiiiiiieii ettt e e e PW-6
Public Safety CommisSion— MINUIES (COPIES)......c.ooi it PW-6
Public Utilities Corporation: Agenda Packets / Staff Reports ...........c..ouueeeeeeeeee e, et en e eeeae e aaneaanns CC-1
Public Utilities Corporation: MINUEES .............oueoioee oottt et . CC-14
Public Utilities Corporation: RESOIUIONS ........c..ooiiuiiiiiiii e et CC-5
PUDIIC WOTKS OPEIAtIONS ...t e e e e e e e -PW-10 - PW-12
Pumpkin Lots: Planning Project Files: Temporary Entitlements ...................o.ooo oo, CD-10
Purchased Property, Funded Loans: Real Estate Appraisal Reports (Acquisition or Sale)............cuveovoeeeeoeeeeeeeeeeee e, Cw-4
Q

Quarterly Payroll Tax Returns — DE-6 & 941 Forms / OASDI...................... e e e e e e e e e aaaeeeeeneaeeeeenreaaannnanes FIN-4
QUESTIONMEAITES ... bttt e e e ettt et e e et e e eat e e ae e et eeem e e ese e s e e s e e e eeee e eeeeeeeeeeeees e e e e e e e e s eesseees e e e e ee e Cw-6
Questions: RecruitMent & TeSHING File ..o e et e e HR-2
R

Rating Sheets: Recruitment & Testing File ...........c.cooooioiiiiiiiiiiccee e e e e ———— HR-2
Reading File: Correspondence —Routine ................c..oooiiiiiiiiiii e o eeeeeiiiieieeeeeeeeaeeeeeeeeeetaattearteren————a——a—n Cw-2
Real Estate Appraisal Reports (Acquisition or Sale): Property, FUNded LOANS...........cccoiv oo Cw-4
Real Estate Appraisals: Capital Improvement Projects (CIP) — Administration File .............c.occoovoomooe oo oo PW-2
Real Property — Abandonments, Deeds, Easements, Liens, Vacations .............cccccccovemvoeeennei... e e e ens CC-4
Real Property ACQUISIIONS / SAIE ..........o.ui ettt e e e e e e e PW-6



Rec Bucks Log / Rec Checks LOgG.......ccccvvvvviiiiiieinnnns RPN e P&R-2

ReCall: EleCtONS — PaliliONS .. oo e ettt ettt e oo ettt oo oo e e e et n e n e e e s s CC-4
Receipts, Daily Cash / Cashier................coovuveenn. e e s e et aeieeeheeeieeteeteseruaeeeeeeeenn—.aaaeeetennen e e e an et e ennnn s FIN-5
L= ToteTo | 111 o L= O OO PO P CM-4
Reconciliations, Reglsters Transaction Histories, Reports, Subsidiary Ledgers (Monthly or Periodic)............................. e FIN-3
Record Drawings,.-Maps and Plans: Capital Improvement Project “As-Builts, Record Drawings ..................... T PR PW-4
Record Drawings: Maps, Plans and Record Drawings ..........coooveeiviieinenennns et eeeiteeeeeeeeeeereeseeaeeeeeeeeatet e e eat et erernraes PW-4
Recordings / Audio Tapes — Administrative Hearings ...t e CD-8
Recordings / Audio Tapes — Design Review Commission...........c..ccccvuunes v e —— e e e e e e ———— e CD-8
Recordings / Audio Tapes — Environmental Review Commission ............. S OUPPRPRPTTOPN CD-9
Recordings / Audio Tapes — HOUSING COMMUSSION ....c...iiuiiie e ecee et eeee e et eete et eeeaeeetee e et e eseesseesseseesteeaseessaateesnn e beeseeeneeeneenee e CD-6
Records of Destruction Lists / Certificates of Records Destruction ............ccooveiiiiis e danaaa SUUTR ettt CC-5
Records Retention Schedules / Authorization for Amendments to Retention Schedules..............ccciiiiiiii CC-5
RECIEAtioN Dat@base .......c.ooiiiiiiiiiiii ettt e ettt oo e e e et e ettt nt e o e r et e e n ettt b e et P&R-2
Recruitment Files ..........uviviveeiiiiiireiieieieeeeeceeeeecee et e eeaeeeeeeeeeeeeeeeeoseeateniteteeeeunennereotaaaeesansaenensnsnnsonsnnnnnnaeaaaietettttteretineireneeenosnne HR-2
Redevelopment / Successor Agency Projects.........ccvvveeeeeeiiiiinniiiinen PP PP O P PP OO OO U OP P PP PPPPPPPPPPR CM-2
Redevelopment AGENCY - RESOIULONS ...........cvoioeeeeireeeiee et e e e e e e e ee e e e e e e et e oo ees e s et ea s st eae et e s s s s ene s aseese s ete st ebesease s anene e CC-5
Redevelopment Agency: Agenda Packets / Staff Reports .........oovviiiiiiiiiiiiiiiiiei e S i aaaas CC-1
Redeveiopment Agency: Minutes..................... e SUUTTRRT et eeeeeeeeteean— e e et e e s et SRR CcC-4
Redevelopment Plans ... ... et e e U OP PO TPUSPPPTTPPR CM-2
Redevelopment Project Files / Project Plans ...........uviviiiiiiieeee et et e e et CM-2
Y =T =T oot ][ PO P PP E PRSP PPPPPPPOPPPP Cw-5
Reference Materials - Produced by Your Department............... et e e errrerrn—— e eaaranaan Ao eee ettt beeeaeeereeteeiieaeeeearerenena e aa s Cw-5
Referendum: ElECioNS — PeliliONS ......u ittt e et ee e e e et e e e e e nan m e e e n e e an e aeane T -....CC-4
Refund Detail / Cash Receipts Detail / Backup / Accounts Receivable Deta|I ........................................................ e ———— CW-2
Refunds / Cash Receipts / BaCKup .....oo.oveeiiiiiiiiii e, e e P&R-1
[T {0 e E T @7 =Y [ G 7= T o OSSO O PP P&R-1
Registers, Transaction Histories, Reports, Subsidiary Ledgers, Reconciliations (Monthly or Periodic)...............cccccccoiniiiin. FIN-3
Registration / Trip Permits / Fee & Charge / Liability Forms / Release of Liability Forms / Permissions / Sign-in Sheets........... P&R-2
Regulatory Agencies - Correspondence............ccovvvvveeerieniieenennnn. J S SR PP PO PP PP PO OPPPPP PW-10
Regulatory AQENCIES - COTESPONUEICE. ... .uureeee et eeeeeteeeeeas e s e ae et ee e e osee e et e et e e e o sk esat £ e oo e e e e et e e ae s e e e e e e frenbbeeeaesesesinnses PW-3
Reimbursable Claims / Subventions / Grants — Successful REPOItS ... ... .CW-4
Release of Liability Forms / Permissions / Sign-in Sheets / Registration / Trip Permits / Fee & Charge / Liability FOrMS..ovn-.... P&R-2
Relocations Files (RedeVEIOPMENT).....cooor ittt ettt e e e e e e e e e e e et e s e e reeeree e CM-2
Rent / Property MaNAGEMENT ............i ittt ittt e et e e e ee e s st eeeeseeeamaeb e e e e e e e e e aaneeeeteaehaabnaee b b et eeeeeeeeaanbnbbnnrere et eaanas SR FIN-5
Rentals, Facility-Use Contracts .............cvvivriiiiiiiicieeeee [PPSR e e P&R-1



Reorganization Studies / Classification (For Employee Classifications & Department Structures) .............cccoeoeoeeereeeeoe e HR-1

Reports — Annual State or Federal: State Controller's Report, Street REPOM .......... .o e i FIN-3
Reports & Procedures: Reference Materials - Produced by Your Department ................oooeoee oo CwW-5
Reports and Studies - Historically Significant................................ e b e ete ettt ere e e ee et ee e et e e e eeeeeennetantaa e tetertnan e reeaees CW-5
Reports and Studies — Other Than Hlstorlcally SIGNIFICANT. ... e e Cw-5
REPOMS, PAYIOIl ....... .o ettt ettt e e et e e e et e e et e et e e ea e e e e e e e e e e e e e e et FIN-4
Reports, Subsidiary Ledgers, Reconciliations, Registers, Transaction Histories (Monthly or Perlodlc)....‘......................;.-........;FIN-3
Reports: Geotechnical, SOilS, HYAroIOGY ..........eeo oot e e e ee e e e e e e s oo, PW-4
Requests & Permission to Received Copies of Bqulng PIANS . e CD-2
Requests for PUbliC RECOIS.........cooooiiie e e, et e e et eaeta et et et ee e e a e CC-5
Requests from Other Cities: Correspondence - Transitory / Preliminary Drafts....................... et e e e st ran——————————— Cw-3
Requests: Correspondence — ROULING ... et e e e e e e e e e Cw-2
Resolutions, Planning COMMUSSION .......c.ciiiiiiir oottt e e ee et ee et et e et e e e e e e e e e e eee e e e e CD-10
Resolutions: City Council, Redevelopment Agency Successor Agency, Public Utilities Corporatlon ............................................ CC-5
Revenue — Accounts Receivable: Daily Envelopes / Cash Receipts / Petty Cash / Revenue Daily Receapt Books et ————— FIN-3
Revenue & Expenses: General Ledger — Final Year-end...............cocciiiiiiiiiriii et FIN-3
REVENUE / ACCOUNES RECEIVADIE ...t ettt e e e e ee e, FIN-5
Revenue Daily Receipt Books / Daily Envelopes / Cash Receipts / Petty Cash: Revenue Accounts Receivable ..................... FIN-3
Right of Way: Maps, Plans and RECOIA DIraWingsS. ... ccoveuiiiireeeie oottt et e et eee e oo, PW-5
RIGES Of WAY ... e e e e e e e e e e PW-6
Rights of Way: Private Development Projects / Job Files: Permanent File .................... TS URRUUR PP PUPRPRRRIN PW-5
S

Safety & Ethics Training: Training — All CoUrse RECOIAS ...........cocoiiiiiiiiiiieiceeeeeee e CW-6
Safety Checks / Daily Vehicle Inspections ........... oo e e e e et e e ee e e e oo et oo oo e eeeeeeeeeeenathnn ot eeneeneer e ettt eeshannntnnntt ettt ntnn e s et nnnnnnn e nn PW-11
Safety COMMITIEE AGENUAS ..ottt ettt e et et e st e e tesaeee e e e et e s e een e et e e e e eeeeeee e eeee e HR-2
Sample Ballot: Elections — Historical File ..............c.c.cooioiiiiii i H e ne et et et e trrrareeaeeeee e e n s CC-3
Scope of Work: Agreements & Contracts — All ... SR PSR CC-1
Senior ClIeNt Case FileS. .....cooo ittt e eh e e ee e e r s P&R-2
SENIOT MEMDEISRIPS ... e et e e et e e e e e e e et e e e e e e e e e e e e e P&R-2
Senior NULTIION PrOGIram ........ ittt ettt e et e et e e e ae e e et e e e e e et e et eeeeeee s ee e e et et e e ene e e e e s ereesen e e e eeee P&R-2
SeNIOr TIPS / TrAVEI PTOGIAM ... ettt ettt e e et e e e et e e et e e e e e e e e e e e e e e e e e e eveienee P&R-2
Service Requests / Work Orders All Information Entered in CMMS Database...............oocoovoooeoooeeoeeeoeeeoeeeeeeeeeee PW-12
Service Requests / Work Orders CMMS Database (Computerized Maintenance Management System) .................................. PW-12
Service Requests / Work Orders Not Entered in CMMS Database........oooovi oo s PW-12
SIGNAIS, TraffiC ... ..o ettt ettt e e e et et e e e e e e et e e e e e e et et et e e e e PW-8
Sign-In / Sign out Sheets (Day Camps, Similar dOCUMENTS) ........oooiviiiiiii e, P&R-2



Sign-in Sheets / Registration / Trip Permits / Fee & Charge / Liability Forms / Release of Liability Forms / Permissions........... P&R-2

Single Audits / Transportation AUdits / PERS AUGIT.........u i ittt s se e aasse s s s esssssssssss s es e snenensessnnes FIN-1
Single-Family Dwellings -and Duplexes — Building Plans, Permits & Supporting Documents .............. e e e et s CD-3
R (oI o T L RSP URPURUPPN CD-11
Soils / Geotechnical Reports — Multi-Family Dwellings, Commercial and Industrial Buildings.............cccccoooviiiiiniiiii CD-2
Soils / Geotechnical Reports — Single-Family Dwellings and Duplexes ..................................................................................... CD-3
SOIIS REPOMS .ottt e oottt e e et e e a2 e e et et e eae e e e ee ettt aaaeraanna e e a e PW-4
Soils Reports: Capital Improvement Projects (CIP) - Permanent F|Ie ........ et eeeietieeeteeteeeeraeeeeseeeeveeannaraeeteeteeeeitatnaeaaeaaenes PW-3
Soils Reports: Private Development Projects / Job Files: Permanent File ........................ e ———- et e e e eeeearrn—e PW-5
SONCHOT Permits ... SO P OO P PO U PP PRROP PP CD-5
Solid Waste / AB 939 COMPIANCE .......uuuiiiiiiiiec e et ee e e et e e e e et e et e e e e e e e e e e e s e e e ee e e e e e ee e e s e e e s se e e e aaaeesaaseeeaasaneeesassaaaaaaaaaasnnnnnns PW-7
Special Event Files ..o, PSRN P&R-1
Special Programs / Special Event F|Ies ............................ e F OSSPSR PSP rrrerreraa—————— P&R-1
Special Projects / SUBJECT FIleS / ISSUER FlBS .......ueiiei ittt e ee e e e e ee e e e e e e e e e e aae e e e e e aneaa e nnns CW-5
Special Studies (Planning)......c..cccovvveeee s e eeeererennerrnne S e e e e e e e e et e e e e e e e e e e e aaaaeteebeenenEaan CD-11
Specific Plans, Bikeway Plans, Master Plans ... R CD-10
Specifications: Capital Improvement Projects (CIP) — Permanent File. . o PW-3
Speech Notes / PowerPoint Presentations. ........ccooo i CM-4
Spreadsheet / Binders of Historic Actions / Project Log index................ R .CD-11
Staff / DEPAMTMENT AQVICE FIlES. ... e i et e ettt e e e et ee et ie e e et e e e e s ee et neeat e st ta s e ssesaemresssss e eeenns CA-1
Staff Reports / Agenda Packets: City Council, Redevelopment Agency, Successor Agency, Public Utilities Corporation............. CC-1
Staff Reports: Planning Project Files: Permanent Entitlements ...ttt CD-11
State Controlier's Report: Reports — Annual State or Federal............... et e ettt aeieeeete e et e et ——————— s s FIN-3
Statement of Economic Interests: Economic Interest FIlINGS = All..........oui i ittt ner s eneeenees CC-2
Statements, Bank, Trustee, FISCal AQENT ... ... ittt e e e e e e s s et nssssnsesennnees FIN-2
STOMMWALET ..o e e e e bbb e e e e e e st esiabiaaEaaaeenaaans et e e eeetteeee e ettt —ae s e e eeae et e PW-7
Stormwater: Private Development Projects / Job Files: Permanent Flle PP PRSP PPPPP ....PW-5
Street Improvement District Projects / Community Facilities Districts — Formation, Boundaries........................cccccooveevveenenne.. PW-1
Street Report: Reports — ANNUAL STate OF FOAEIAL. ... ... uuiiiiii bbbt e e st s s s bnn s eees FIN-3
Streets: Abandonment’s / Vacations ..............uuiiiiiiiiiiiiiiicieciicccin S e PRI PW-1
Stubs, Payment ... e PR e e FIN-5
StUAIES - ENGINEEIING / SUIVEYS ....oeii ittt ittt e oottt ee e e ees sttt e eeeoee e e s s s ses s et e e a2 2o o bee e 222222 £ ee e mnneaeaeeaes s neesaas e amnns PW-4
U To LTI I = T <Y o To ] - 1 (T} o ISR e eer e aeaaeeree e —————— PW-8
Studies & Surveys Conducted on Behalf of the ClY e e ee e e ah e eetee e e e e aaeeaneea s st e as HR-3
Studies and Reports - HiStoriCally SignifiCant ... ... et e et e e e et a e e s e et et e ea s bbb e s aeeeebecesanne Cw-5
Studies and Reports - Other Than Historically Significant ............ccccovviiiiiiiiiieeeea e ceeeeee...CW-5



StUAIES, PIaNNING ... e e ettt e CD-11

Studies: Capital Improvement Projects (CIP) — Permanent File..................c..ccccoooi it e PW-3
SUDAIVISION BONAS ...ttt e e st e e e e e e e et ee e et e e et e e ee et e e e oo e e e e e e eee e e eee e e eeeene e PW-2
Subject & Issues, Projects, Programs (Issues and/or projects wrll vary over tlme) .................................. e CM-1
Subject / Reference Files........ e efeeeEeaeeeaeeeeeeth et eennshen e e eeeeeeeettteaeeeaaeeereares ettt et bttt e e enee e e e e eeaeeen e e es SRS CW-5
SUDJECE FIlES /1SSUE Fil@S .......oo.eiie et eeeee e e e e e eeaeeeeseeaneeaeseeeseeeeenernens e CW=5
Subpoenas / Discovery Requests / Personal Appearance / Duces TeCUM ........coveooeeeeeeeeeeeeeeseeeaeen e et a e CC-5
SUDPOENAS DUCES TEOCUMI .....ovviiiiiiiieiei et et e e e e ettt CC-5
Subsidiary Ledgers, Reconciliations, Registers, Transactlon Histories, Reports (Monthly or Periodic).............................. eeeen FIN-3
Subventions / Grants / Reimbursable Claims — Successful REPOIS ... e et e e, ..CW-4
Successful Proposal: Capital Improvement Projects (CIP) —Permanent File ...............cc.ccoooeemnieeeeeee oo PW-3
Successful Proposal: Agreements & CONtracts — All .............ooouiiiiiii e et CCA1
Successful Reports — Grants / Reimbursable Claims / SUbVENtions ...........ccoovvveeiee i i e JUTSSI Cw-4
SUCCESSOr AQENCY - RESOIULIONS ...t e e e e e e e e e et e et e e e et e e et e e eeeeeees e CC-5
Successor AgenCy ProjeCts .......c..ueiiiii i ettt e e ae e e e e e e e e e e e e CM-2
Successor Agency: Agenda Packets / Staff Reports ................................................................ CC-1
SUCCESSOr AGENCY: MINUEES ..ottt cnneeenran cennen e CC-4
SUPEIVISOr'S File — PEIrSONNEI ISSUES ........ooiiiiiiiiiii ittt e e e e, CW-5
Supply Inventories: Correspondence - Transitory / Preliminary Drafts ..o e, Cw-3
Surveys — ENgineering .......ccccoooiioiiiiiieii e et er et aia———— e et PW-4
Surveys & Studies Conducted on Behalf Of the City............ooooi i et HR-3
Surveys / Evaluations: Program EValUBHIONS ............ooooiiiiiii e e e e e P&R-1
Surveys / QUESTIONNAIIES ..........c.ciouiiiiiiiieie et St penaerrs s v ee e arae et e e e et ne e sarreeenan CW-6
Surveys: Capital Improvement Projects (CIP) —Permanent File.....................ccooi i e ——— PW-3
T

Tapes, Audio — AdMINISTrAtiVe HEAMNGS ........ooi et e e e e e ee e CD-8
Tapes, Audio - Boards, CommIisSIONS & COMMUHEES ........uum i CW-1
Tapes, Audio — Design Review CommISSION..........cccooveeiiieiiieiciee e P et — e e e e e e e ae ettt nterraeaens CD-8
Tapes, Audio — Environmental Review COMMISSION .......ooouiiiiiiiiiiiii e et SUUUPUERSR CD-9
Tapes, Audio — HOUSING COMITUSSION ..ottt ettt et s et e s iae e e e st e ee e e e ee e e eteeeaes s e e e e e e e e e eeee e e e e e e e e saeeeeeereneenns CD-6
TaXi PermilS. ... e serenes et —aaaaaas J PRI CD-5
Teen Commission — AGeNdas, AGENAA PACKELS ............u oo P&R-3
Teen Commission — MiNULES (COPIES) .......comvviiieiiii e BRSSO U URU OO RURURRRRRRPNE P&R-3
Temporary Signs: Planning Project Files: Temporary Entitlements....................oo e, CD-10
TeNtatiVe SUDAIVISIONS .....ooonieiii et e e e e e e et e e en e e ee s PRI CD-11
Test Data: Recruitment & TESHNG File ... e e e e e e e HR-2



Testing & Apparatus & Equipment Records...........ovvveeieiiiiiiiniieiiennnn, S PP PP TPPPPTY F-1

Thank Yous: Correspondence - Transitory / Preliminary Drafts.................ocoo i CW-3
THE SCENE INEWSIEI T ... i e it e oottt ettt ettt ettt ettt ettt et et e e e e s ete e eanre s Sees s e bbb b s s baa s s s e s am e e e Fh e e e aansbsbessnsssbbnse e e e CM-3
Time Cards / Time Sheets ..........ccccvveeeenen. E e oot eetteeeteeeeeeeeeiessesseeeeeeeeeasesrersessiestessassteeseeeeeeeseni et te s e e it eee e s a e e s FIN-4
RN RS A N A 1L 0= o L= PSP PPT PP .FIN-4
TOT — Transient OCCUPANCY TAX .....cuuuuriieiiiiiiieeeaeeiee st ir et ae e e rras e e e e e s ee s r e e e e e e aa e e e e annnres et e a—eta—————tatttaaaaaaaaaaaaaaaaaaaaas FIN-5
Tract Maps: Maps, Plans and Record Drawings ...... B PSP O TS U PP PO PP PW-5
Trade Tickets / LAIF (Local Agency Investment Fund) / AdVISOI’ Reports and Statements...........ccooveeeir i FIN-3
Traffic COMPIAINTS ....oe i et e e e e e e e b nn e e e s e e e s e .PW-8
Traffic CoOUNES / Traffic STUIES. ... ... et e ettt e e e e ettt e e e e e e e s bbbt e e e e e s s e s e s e e oo e e s s i ba e e e an e e e e s assae s PW-8
Traffic Engineering.........ccccvvvvviieriiiiiiieiccennnens e ———— SO PO PP PW-8
R Tl E= T o md 210 T O S U PP PO PW-9
Traffic Signal Inventory / Timing............... ettt e e et e e e e et ae et neeennes PW-8
TrAffiC SPEEA SUIMVEYS ... .eeiiiiiiii et e ettt et e e e e e e s e s e e e e st e s 4 £ o b b e e aa st e e e e e e e e eaaaa e e e e e e e ban s ee e e e e eveeeas PW-8
Traffic Studies / Traffic COUNTS. ... ..o e e e r e e e e e eeean evernnspansnans e —————————— PW-8
Traffic Studies / Transportation Studies............. e e e e PP PP PP PW-8
Training — Al COUISE RECOIUS ...........uieiiiiiiiii i et e e e e e e e e e et sba e e e e e s bb s ae e e e e st en CW-6
Transaction Histories, Reports, Subsidiary Ledgers, Reconciliations, Registers (Monthly or Periodic)........................cccoo FIN-3
Transcripts, Bonds / Certificates of PartiCipation...............ocoiiii e FiN-2
L= AL 0 @ oTelU T oF= oty ) OSSP FIN-5
Transitory / Preliminary Drafts — Correspondence.............coeeiiie i, PP CW-3
Transmittal Letters: Correspondence - Transitory / Preliminary Drafts ...................................................................................... CW-3
Transportation & TTAffIC ... ..uuiiiii i e e e e et e e e e e a e ae e PW-8 & PW-9
Transportation Audits..........ccccevveeeeeniinnne ©eenteeteeeeenraraeeeiesteeeeaeeneeeedibteeseannnyaeeranrneeee et eedeeraaanteneran sarees P PROUPRP FIN-1
Transportation Master Plans ..o e et iee e et ————eeanaa—eeesnarr e areeran e eas PW-9
Transportation Studies / Traffic Studies ............ e e a et nnaan e e e PW-8
Travel Expense Reimbursements: Accounts Payable / Invoices and Backup ..............coociiiiiiiii i FIN-2
Treasurer’'s Report.......... S et eeeeeatt aeeeeetha e eeeeeeeetanean s eeenne e eeene e eeeeteett it aaae e sinnat it aeeaaas FIN-3
Tree ReMOVAl PEIMIS .......c.oiviiieieeeeeee ettt e et CD-11
Trip Permits / Fee & Charge / Liability Forms / Release of Liability Forms / Permissions / Sign-in Sheets / Registration........... P&R-2
Trust Accounts, Developer —~ Deposits.................... s e e e reeeeeeeereette—eeeeeeesutaieeeeeetensnrn e aeetateetennan s FIN-2
Trustee Statements ... et s FIN-2
U

Un-cashed Checks / Unclaimed Money (ESCREAL) .........uuuiriiiiiiiii e e e e e e e e bbb bn s e FIN-2
Unclaimed Money / Un-cashed Checks (ESCheat) ..........ouuriiiiiiiii e s FIN-2
Undeliverable Envelopes: Correspondence - Transitory / Preliminary Drafts......................... e oo et e a e areenaete Cw-3
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UNndeliverable Mail — Prop 218 ... . e et CC-3

UNAErgrouNnd SEIVICE ALBITS ..ot et e et e e e e e e e e e e e e e e e, PW-11
UNderground STOrage TaNKS. ..........o ettt e s et PW-11
Uniform BUIIAING COGES ..ot e h ettt TR CC-5
UNPaId INEEINS / VOIUNTEEIS. ... e e e e eeene....CW-6
Unsuccessful Applications: Recruitment & TeStiNg File...........o..uiiiiiie i e, RS HR-2
Unsuccessful Bids / Proposals or Responses to RFPs and/or RFQS .......oooeeooooeeeeeeeeeeeeeen ettt — e et enanaas CW-1
Unsuccessful Bids or Proposals............ccooceeveiiiiiiiecnn.. s ettt e et ee e eeeeeeeeee—aaeeeeeeaeetetaaasrrere a e e eeereeenanaens CC-1
UNSUECESSTUL GIaNTS..... ..ottt e et e e et e e e e e e e e e e Cw-3
Unsuccessful Proposals, Capital Improvement Projects (CIP) ..........oooueiiiiie e e e, PW-3
U S A et e et e e - PW-11
Use Agreements ...........oooiiiiiiiiiiiiieieee e USRS P&R-1.
Used Oil Disposal .......ccccoooeiiiiiiiiiieccciiee e ORI hirernrann PW-12
Vv

Vacations / ADaNAONMENT'S ... e s eenenns PW-1
VACATIONS ...ttt et e e e e e ettt et e e e e e e e e et et et e e e e e e e et e e e e eeaaaa et e CC-4
VTIANCES ...ttt et ettt e et ee e et ee e e et e e ettt e e et e e e e et e e et e e et e e et e e et e e e et eee e CD-11
Vehicle & Equipment Database...........ccooiiii e e e e e et te ettt e e e ——————————————————— PW-12
Vehicle & Equipment History Files .............ccoeeivii i, e e et e eearatrab e eaans et e et e et e e et anareta e PW-12
VEIICIE ACCIAENT REPOITS ... e e e e et e e e et e et e e et ..PW-12
Video Recordings of City Council Meetings, Planning Commission Meetings, Pubhc Meetings .....coooveriiiii CM-4
Videos — Traffic / Intersections.............cc..coooviiiiiii . et e e e ern e eeteetnnre e raeeeereeean——aaetaeeeraesa—t e eaaeteres aa e e enennnn——————— PW-9
Videos: Historical & COMMUNILY EVENES ... e e fereeeeeans CM-3
Visitor Logs: Mailing Lists: Correspondence - Transitory / Preliminary Drafts...................ccooooiiiiiieioieeeee e, Cw-3
Voice Mails: Correspondence - Transitory / Prellmlnary Drafts.......cooeiieieie e e Cw-3
Volunteer / UNPaid INTEINS .....oooi o e e e, R e ..CW-6
w

VW2 FOIMIS .ttt e oottt e e e et ee e e ettt e e e e e e e se e et e e e e e ee e e esae e e e e e e e ek e e e et e e et e e e e e e e e e e et FIN-4
W=2'S, W2 REPOIMS ...ttt e e et e e e e et e et e e e e et e e et e e e e et nee e e s e e e e e eeie et FIN-4
W-9s / 1096 / 1099's 1SSUEd «.....vevooreeeeeeren e —a———— e e et e et e ettt e eaea e e e et aar—neeraeee e e e e rararaneas FIN-2
Warrant Register Report/Checks(Issued) ........................................................... J O SO FIN-2
Warrant Request: Accounts Payable / INVOICEeS @nNd BaACKUP........oooi it FIN-2
Warrants / Checks (CASNEA). ..o oo ettt e e e e e e e e e e e FIN-2
Wavers, Liability.........coooiiiiiiii e eer e e e e e eee et ee it ee e et aan e eaanaan P&R-3
Webpages: Correspondence - Transitory / Preliminary Drafts .........................c..c....... e ederennnnnns Cw-3
Work Orders / Service Requests All Information Entered in CMMS Database..................cooooveieiieeeneeen e ————— PW-12
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Work Orders / Service Requests CMMS Database (Computerized Maihtenance Management System).........ccccceeeinivnininnnnnns PW-12

Work Orders / Service Requests Not Entered in CMMS Database.......... SR CUPRR: S e ——————— PW-12

WOTK SCREAUIES, PEISONMNEL.... ... iiiuiiiii ettt e e e ettt e e e et e e e e ens e e e s e e e e e e et e n e e e et e e s aneeseenneess Cw-4

Workers Compensation or Disability Clalms / Employee Acmdent Reports ........................... HR-3

Working Files: Correspondence — ROULINE............ooicuuiiiiiiece e et e e ettt e e e e e e e e eaeeas .CW-2
- Working, Administration or General Files — Elections ...............cccccoevveeo... e ettt et ee e e e et e nan e e e e eeeeehbrnnnaans CC-3

X .

Y

V4

Zone Changes ..........ccceecee..... et e e —— et eEie e eeeeeeeeeeeeertaeeeeetetettenertiasateeeetetat . aateiraaeetrria . CD-11

o] 11 [o Y F=T o1 SRR et ee e nnrae et ————— .CD-11

Zoning Ordinance Amendments .......... Lttt e eeetetbeae st b e ee et b et e b e et eeeeh e a e eeeatanEn e eeee e et ot setefnaae et eeeeteeetbaa e eaaaereertrrntenan CD-12

Zoning Studies: Reports and Studies - Hlstoncally Slgnlflcant ettt ettt eeeeeehetenaeaeeeeeeeeeetrrr e eteatetrrrr e aaeean CW-5
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Ver. 8.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Exhibit A

Page CW-1

ORfE((::c?rgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Totai
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

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

eriods (retention resumes after settlement or completion).

Affidavits of Publications / Affidavits of Posting
Lead Dept. CW-001 Notices / Legal Advertising / Notices / Proofs of 2 years
Publications/ Public Hearing Notices
10 years or
Agreements & Contracts: ADMINISTRATIVE After
FILES Funding
. Agency
L Dept. W-002 let o
ead Dep CW-00 (Correspondence, Project Administration, Project Completion Audit, if
Schedules, Certified Payrolls, Insurance required,
Certificates, Invoices, Logs, etc.) whichever is
longer
Agreements & Contracts: UNSUCCESSFUL BIDS,
UNSUCCESSFUL PROPOSALS or RESPONSES
Lead Dept. CW-003 |to RFPs (Request for Proposals) and/or RFQs 2 years
(Request for Qualifications) that don't result in a
contract
30 days, or
. ) After Minutes
Lead Dept. CW-004 Boarijs and Coinmittees. AUDIO RECORDINGS of are Adopted,
Meetings / Audio Tapes . :
Whichever is
Longer
Boards, Commissions, & Committees: City
Council Subcommittees
L Dept. W- 2
ead Dept CW-005 (Agendas and Minutes for Subcommittees years
Composed solely of less than a quorum of the City
Council)

2 years

Completion
+ 10 years or|
After Funding
Agency Audit,

if required,
whichever is
longer

2 years

30 days, or
After Minutes
are Adopted,
Whichever is

Longer

2 years

CCP §§337 et seq, 349.4; GC §§34090, 54960.1(c)(1)

GC §34090

The RFP / RFQ and the successful proposal becomes
Ipart of the agreement or contract (City Clerk is OFR for
successful bids / proposals); GC §34090

GC §54953.5(b)

All recommendations are presented to the City Council;
GC §34090 et seq.

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law
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Ver. 8.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-2

ORfE((::c?rgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Totai
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

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

eriods (retention resumes after settlement or completion).

Boards, Commissions, & Committees: Residents V\I/_Zir;e’\jro
Lead Dept. CW-006 Advisory Bodies Formed by CITY COUNCIL Required -
AGENDAS, AGENDA PACKETS Minimum 2
years
Finance / Cash Receipts Detail / Backup / Accounts
Revenue cw-007 Receivable Detail / Refund Detail 1year
When No
Lead Complaints / C from Citizens Comput Longer
(Responding) CW-008 omplaints / Concerns from Citizens Computer Required -
Tracking Software or Correspondence L
Dept. Minimum 2
years
Dept. that
Authors c
Document orrespondence - ROUTINE
R .or th CW-009 (e.g. Administrative, Chronological, General Files, Letters, 2 years
.eceivels . e Memorandums, Reading File, Working Files, etc.)
City's Original
Document

When No
Longer
Required -
Minimum 2
years

1 year

When No
Longer
Required -
Minimum 2
years

2 years

Brown Act challenges must be filed within 30 or 90 days
of action; GC §§34090, 54960.1(c)(1)

Originals are sent to Finance, who is the Office of Record;
these are copies retained for auditing purposes; GC
§34090.7

City preference; Statute of Limitations for personal
property, fraud, etc. is 3 years; Claims must be filed in 6
months; CCP §§338 et seq., 340 et seq., 342, GC
§§945.6, GC §34090

GC §34090
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ORfE((::c?rgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Totai
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

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

eriods (retention resumes after settlement or completion).

Correspondence - TRANSITORY / PRELIMINARY
DRAFTS, Interagency and Intraagency Memoranda
Dept. that not retained in the ordinary course of business
Authors (e.g. calendars, checklists, e-mail or social media posting
Document that is NOT made or retained for the purpose of When No
or Cw-010 preserving the informational content for future reference, Longer
Receives the instant messaging, inventories, invitations, logs, mailing Required
City's Original lists, meeting room registrations, speaker slips, supply
Document inventories, telephone messages, transmittal letters,
thank yous, requests from other cities, undeliverable
envelopes, visitors logs, voice mails, webpages, etc.)
Information CW-011 Documents Generated by GIS Indefinite
Technology
. . g When No
Lead Dept. CW-012 Drafis & Notes: Drafts that are revised (retain final Longer
version) ;
Required
Lead Dept. CW-013 Facility Use Applications / Facility Use Permits 2 years
Lgad Dept. & CW-014 Grants / CDBG (UNSUCCESSFUL Applications, 2 years
City Manager Correspondence)

When No
Longer
Required

Indefinite

When No
Longer
Required

2 years

2 years

Electronic and paper records are categorized, filed and
fretained based upon the appropriate records series
(based on the content of the record.) E-mails, electronic
Irecords, or social media postings that ARE made or
retained for the purpose of preserving the informational
content for future reference are saved by printing them
out and placing them in a file folder, or saving them
electronically. If not mentioned here, consult the City
Attorney to determine if a record is considered transitory /
fpreliminary draft. GC §§34090, 6252, 6254(a)

Documents generated in City's GIS system by a lead
dept. should be placed in appropriate project files or
saved as necessary for historical purposes. Contact IT
and refer to dept. policy regarding retention of historical
GIS information. GC §34090 et seq.

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

GC §34090

GC §34090
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. Inactive
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Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

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

eriods (retention resumes after settlement or completion).

After Funding
Agency Audit,
if required -
Minimum 5
years

When No
Longer
Required

30 years

When No
Longer
Required

2 years

2 years

2 years

Grants / CDBG / Reimbursable Claims After
(SUCCESSFUL Reports, other records required to Funding
pass the funding agency's audit, if required) Agency
Lead Dept. & o
: CW-015 o 2 years Audit, if
City Manager Applications (successful), grant agreement, program Required -
rules, regulations & procedures, reports to grant funding Minimum 5
agencies, correspondence, audit records, completion
records years
When No
Lead Dept. CW-016 Leave Requests / Vacation Requests Longer
Required
Material Data Safety Sheet (MSDS) / Chemical Use While
Lead Dept. CW-017 Report Form (or records of the chemical / Chemical In | 30 years
substance / agent, where & when it was used) Use
When No
Lead Dept. CW-018 Newspaper Clippings Longer
Required
Lead Dept. CW-019 Personnel Work Schedules 2 years
Lead Dept. CW-020 Public Relations / Press Releases 2 years
(Vbﬁidol:r)c?eprté d CW-021 Real Estate Appraisal Reports: Property NOT 2 years
) purchased, Loans not funded, etc.
the Appraisal)
When No
Lead Dept. . . Longer
(Who Ordered CwW-022 Ef:;eE;;a?uﬁ\gzgali_soa;nRseports. Purchased 2 years Required -
the Appraisal) ’ Minimum 3
years

When No
Longer
Required -
Minimum 5

years

GC §34090

City Preference; Preliminary draft / transitory record; GC
§34090, GC §6252

GC §34090

Non-records - may be obtained from the newspaper
company; GC §34090

GC §34090

GC §34090

GC §§34090, 6254(h)

GC §34090
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

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

eriods (retention resumes after settlement or completion).

When No
Reference Materials: Policies, Procedures, Longer
Lead Dept. CW-023 Brochures, Flyers, Manuals, etc: Produced by Required -
YOUR Department Minimum 2
years
Lead Dept. CW-024 Rep.orts and' Studies (Historically significant - e.g., 10 years p
Zoning Studies)
Reports and Studies (other than Historicall
Lead Dept. CW-025 sigsiﬁcant reports - e.(g. Annual Reports) ’ 10 years
When No
Longer
Lead Dept. CW-026 Special Projects / Subject Files / Issue Files Required -
Minimum 2
years
When No
Lead Dept. CW-027 Subjggt/ Refererice Filgs: Subjgcts other than R:;ggg:; )
Specifically Mentioned in Retention Schedules L
Minimum 2
years
When No
Lead Dept. CW-028 Supervisor's File - Personnel Issues Longer
Required

When No
Longer
Required -
Minimum 2
years

=]

10 years

When No
Longer
Required -
Minimum 2
years
When No
Longer
Required -
Minimum 2
years

When No
Longer
Required

OK to destroy after 2 years, whichever is longer; GC
§34090

Administratively and Historically significant, therefore
fretained permanently; GC §34090

GC §34090

GC §34090

Department Preference; GC §34090 et seq.

Ensure that originals of all official personnel records are
Jprovided to Human Resources. Supervisor's notes and
other unofficial records or copies maintained by the
supervisor retained for reference may be retained and
discarded as determined by supervisor. GC §34090 et
seq.
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Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

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

eriods (retention resumes after settlement or completion).

Lead Dept.

CW-029

Surveys / Questionnaires (that the City issues).

If a summary of the data is compiled, the survey
forms are considered a draft or transitory record,
and can be destroyed as drafts (When No Longer
Required)

2 years

CW-030

Tapes / DVD Recordings: See Boards &
Commissions

Lead Dept.

CW-031

Training - ALL COURSE RECORDS

(Attendance Rosters, Outlines and Materials;
includes Ethics & Safety training)

5 years

Lead Dept.

CW-032

Volunteer / Unpaid Intern Applications &
Agreements - Successful

Inactive /
Separation +
3 years

Lead Dept.

CW-033

Volunteer / Unpaid Intern Applications &
Agreements - Unsuccessful or Pending Applicants

3 years

2 years

5 years

Inactive /
Separation +
3 years

3 years

GC §34090

Department preference; Ethics Training is 5 years;
Statewide guidelines propose 7 years; Calif. Labor
Division is required to keep their OSHA records 7 years;
EEOC/FLSA/ADEA (Age) requires 3 years for promotion,
demotion, transfer, selection, or discharge; State Law
frequires 2 -3 years for personnel actions; 8 CCR §3203
et seq., 29 CFR 1627.3(b)(ii), LC §6429(c); GC §§12946,
34090, 53235.2(b)

Department preference (Courts treat volunteers as
employees); EEOC/FLSA/ADEA (Age) requires 3 years
for promotion, demotion, transfer, selection, or discharge;
29 CFR 1602.31 & 1627.3(b)(1)(i)&(ii), GC §§12946,
34090

GC §§12946, 34090
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. Inactive
Act Total
(OFR) Actve (Records ot
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

City Attorney CA-001 Amicus Briefs 2 years 2 years JGC §34090
When no When no
. . Longer Longer
City Attorney CA-002 Attqrney | Staff / Department Advice Files (All Required - Required - |GC §34090
subjects) o .
Minimum 2 Minimum 2
years years
When No When No
Longer Longer
City Attorney CA-003 City Attorney Opinions Required - Required - JGC §34090
Minimum 2 Minimum 2
years years
City Attomey | CA-004 |Claims Resolution + Resolution 3¢ §§ 911.2, 945.6, 34090, 34090.6; PC §832.5
5 years 5 years
Confidential Invoice Backup (not sent to Finance)
City Attorney CA-005 2 years 3 years 5years JGC §34090
legal invoices, etc.
When no When no
Longer Longer
Required - Required -
City Attorney CA-006 Lawsuits / Litigation Minimum Minimum JGC §§ 911.2, 945.6, 34090, 34090.6; PC §832.5
Final Final
Resolution Resolution
+ 5 years + 5 years
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Agenda Packets / Staff Reports - IMAGED (1999 &

City Clerk CC-001 After): City Council, Redevelopment / Successor 2 years P P GC §34090 et seq.
Agency, Public Utilities Corporation
When No When No
Agenda Packets / Staff Reports - NOT IMAGED Longer Longer
City Clerk CC-002 (Prior to 1999): City Council, Redevelopment / Required - Required - JIGC §34090 et seq.
Successor Agency, Public Utilities Corporation Minimum 2 Minimum 2
years years
Agreements & Contracts: ALL
City Clerk CC-003 Agreement or Contract includes all contractual 4 years P P CCP §§337. 337‘1(6)3 337'15.’ 343, GC. §34090,
.. Contractor has retention requirements in 48 CFR 4.703
obligations (e.g. Amendments, Scope of Work ,
Exchange Orders, or Successful Proposal)
City Clerk CC-004 Annexations / Boundaries / Consolidations / LAFCO 5 years P P Land Records; GC §34090
. Annual Commission / Committee Notice of .
City Clerk CC-005 Vacancies per Maddy Act 2 years 2years [J2 CCR 18705.5; GC §34090
Applications for Boards, Commissions or Term of Torm of
City Clerk |  CC-006 ppiica ’ Office + Office + |GC §34090
Committees - Successful
2 years 2 years
City Clerk cc-0o7  Applications for Boards, Commissions or 2 years 2years |GC §34090
Committees - Unsuccessful
City Clerk CC-008 Bid Packets / Unsuccessful Bids or Proposals 2 years 2 years GC §34090
Copies - Copies -
City ) . When No When No JCopies (The City Attorney is the Office of Record); GC
Attorney €C-009 Claim Forms Longer Longer §34090.7
Required Required
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

. Economic Interest Filings (FPPC 700 Series Forms -
City Clerk cC-010 Statement of Economic Interests): ALL 7 years
When No
City Clerk CC-011 Employee Bonds / Fidelity Bonds Longer P
Required
City Clerk CC-012 FPPC Form 801 (Gift to Agency Report) 4 years
City Clerk CC-013 FPPC Form 802 (Tickets Provided by Agency 7 years
Report)
City Clerk CC-014 FPPQ Form 806 (Agency Report of Public Official 2 years
Appointments)

7 years

P

4 years

7 years

2 years

GC §81009(e),(f), & (g); 2 CCR 18615(d)

GC §§36507, 34090; PC §§801.5, 803(c); 29 USC 1113

2 CCR 18944(c)(3)(G)

GC §81009(e)

2 CCR 18705.5; GC §34090
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Oszgsrgf Retention No. Records Description Retention / Disposition Comments / Reference
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(OFR) . ACtIYe (Records Tota]
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If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no Iong_jer required.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
ELECTIONS - CONSOLIDATED
City Clerk CC-015 2232;5218 Fees & Charges: Ballots and/or protest 2 years 2years  |GC §53753(e)(2)
City Clerk CC-016 Prop.. .218.Fees & Charges: Master Mailing List / 2 years 2vyears |oc §34090
Certifications
City Clerk CC-017 Prop. 218 Fees & Charges: Undeliverable Mail 3 months 3 months [Transitory / Non-record; GC §34090 et seq.
. Campaign Filings (FPPC 400 Series Forms): Paper must be retained for at least 2 years; GC
City Clerk | CC-018 |5, ccESSFUL CANDIDATES (Elected Officials) 7 years P i §81009(b)(g)
. Campaign Filings (FPPC 400 Series Forms): Paper must be retained for at least 2 years; GC
City Clerk CC-019 | UNSUCCESSFUL CANDIDATES 7 years 7vears  Ke81009(b)(g)
Campaign Filings (FPPC 400 Series Forms): . )
City Clerk CC-020 | THOSE NOT REQUIRED TO FILE ORIGINAL WITH| 7 years 7 years ggfggg?s)s(t s’e retained for at least 2 years; GC
CITY CLERK (copies) 9
Campaign Filings (FPPC 400 Series Forms): . )
City Clerk CC-021  |OTHER COMMITTEES (PACS - not candidate- 7 years 7years [ aper must be retained for at least 2 years; GC
§81009(c)(g)
controlled)
. . o . Term of Term of
. Candidate File: Nomination Papers, Candidate ] .
City Clerk | CC-022° | g1 tements, etc. - SUCCESSFUL CANDIDATES Office +4 Siee s JFC 517100
years 4 years
. Candidate File: Nomination Papers, Candidate Election + 4 Election + 4
City Clerk CC-023  Igtatements, etc. - UNSUCCESSFUL CANDIDATES | years years  |oC §17100
Elections - GENERAL, WORKING or
. ADMINISTRATION Files (Correspondence, Precinct
City Clerk CC-024 ’ 2 2 GC §34090
ty Lier Maps, County Election Services, Candidate years yeals §
Statements to be printed in the Sample Ballot, etc.)
City Clerk CC-025 Electlops - H.ISTORICAL (Sample ballot, copies of 2 years p p GC §34090
resolutions, final results)
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If the record is not listed here, refer to the Retention for City-Wide Standards

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Results, or Results, or
. " e Final Final The 8 month retention applies after election results, or
. Elections - Petitions (Initiative, Recall or o L ) C . .
City Clerk CC-026 Referendum) Examination Examination ffinal examination if no election, unless there is a legal or
if No Election if No Election JFPPC proceeding. EC §§17200, 17400
+ 8 mo. + 8 mo.
(End of Elections Section)
City Clerk CC-027 Ethics Training - Certificates 5 years 5 years GC §§34090, 53235.2(b)
Historical Records & Historical Projects (e.g. . . s I .
City Clerk CC-028 Incorporation, City Seal, Awards of significant 5 years P P City Clerk detgrmlnes hlfs,torlcal S|gn|f|<?a'nce, records can
c address a variety of subjects and media; GC §34090
historical interest, etc.)
City Clerk CC-029 Insurance Certificates - ALL P P CCP §337 et. seq., GC §34090
List of City Council Members and Mayors / Historical
City Clerk CC-030 List of Council Members and Board & Commission P P GC §34090
Members
City Clerk CC-031 M(l)ncutes - All Boards & Commissions, excluding Ad- 2 years P p GC §34090
. Minutes - City Council, Redevelopment / Successor
City Clerk cC-032 Agency, Public Utilities Corporation 2 years P ; GC §34090
City Clerk CC-033 Municipal Code and History File 2 years P P GC §34090
City Clerk CC-034 Oaths of Office - Council, Board and Commission 14 years oo GC §8§36507, 34090; PC §§801.5, 803(c); 29 USC
Members 1113
City Clerk CC-035 Ordinances (City Council) 2 years P P GC §34090 et. seq.
City Clerk CC-036 Proo.1c of I.Dubllcatlon / Public Notices / Certificate of 2 years 2 years GC §34090
Posting (includes agendas)
Real Property - Records that Affect the Title to Real
City Clerk CC-037 Property (Abandonments, Deeds, Easements, Liens, 2 years P P GC §34090

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Records Destruction Lists / Certificates of Records

City Clerk CC-038 . P
Destruction
. Records Retention Schedules / Amendments to
City Clerk CC-039 Records Retention Schedules P
City Clerk CC-040 Request for Public Records 2 years
. Resolutions - City Council, Redevelopment /
City Clerk ce-041 Successor Agency, Public Utilities Corporation 2 years P
City Clerk CC-042 Subpoenas / Discovery Requests / Personal 2 years
Appearance / Duces Tecum
City Clerk CC-043 Uniform Building Codes / California Building Codes P

P
P

2 years

2 years

GC §34090 et. seq.

GC §34090 et. seq.

Employees are not required to retain the records
Jproduced, only the request; GC §34090

GC §34090 et. seq.

GC §34090

GC §50022.6
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Office of ‘Retention No.‘ Records Description Retention / Disposition
Record
Active
(OFR) (in office)

Comments / Reference

Total
Retention

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

CITY MANAGER / ADMINISTRATION

When No
. . . L
City City Council Correspondence / Mayor's onger
CM-001 . Required -
Manager Correspondence / City Manager Correspondence .
Minimum 2
years
Confidential Employee Recruitment Contracts /
City CM-002 Applications 3 years
Manager
(e.g. City Manager, City Attorney)
City
Manager CM-003 Grand Jury Reports & Responses 5 years
When No
Cit Longer
M y CM-004 Newsletters to the City Council (ltems of Interest) Required -
anager L
Minimum 2
years
When No
City Projects, Programs, Events, Subject & Issues Longer
Manager / CM-005 (Issues and/or projects will vary over time - e.g. Required -
Lead Dept. Hotels, Developments, etc.) Minimum 2
years

When No
Longer
Required -
Minimum 2
years

GC §34090

3 years

29 CFR 1602 et seq & 1627.3(a)(5) and (6), 2 CCR

7287.0(c)(2), GC §§12946, 34090

5 years

GC §34090

When No
Longer
Required -
Minimum 2
years

GC §34090

When No
Longer
Required -
Minimum 2

years

GC §34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law
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Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: CITY MANAGER

Page CM-2

Offi f . o . . .
Relccsrg ‘Retennon NO-‘ Records Description Retention / Disposition Comments / Reference
[ . Inactive
Act Total
(OFR) . ¢ |\_/e (Records > a.
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

Litigation, complaints, claims,

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

ECONOMIC DEVELOPMENT / REDEVELOPMENT / SUCCESSOR AGENCY

City When No When No
Manager / CM-006 Census, Demographics Longer Longer JGC §34090 et seq.
Econ. Dev. Required Required

City . S
Manager / CM-007 Department of Ifmance Schedule of Obligations: 10 years 10 years |GC §34090

Approvals, Denials, Meet & Confer, etc.

Econ. Dev.

City . . . . . .
Manager / CM-008 Econgmlc Development Projects (Projects will vary | Minimum 2 Minimum 2 GC §34090

over time - e.g. Proposed Hotels, etc.) years years

Econ. Dev.

City Redevelopment / Successor Agency Project Files & Project
Manager / CM-009 Project Plans (Includes Environmental Completion P P GC §34090
Econ. Dev. Assessments) + 5 years

City Project
Manager / CM-010 Redevelopment Plans (Historical) Completion P P GC §34090
Econ. Dev. + 5 years

City . .
Manager / CM-011 Relocation Files Where Redevelopment was the Settle + 1 Settle + 4 Settle + 5 GC §§ 945, 34090, 34090.6: PC §832.5
Econ. Dev. Lead year years years

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law
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RECORDS RETENTION SCHEDULE: CITY MANAGER

Page CM-3

Office of
Record

(OFR)

‘Retention No.‘

Records Description

Retention / Disposition

Active
(in office)

Comments / Reference

Total
Retention

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

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

Litigation, complaints, claims,

PUBLIC AFFAIRS / CITY CHANNEL / CABLE TV / PIO

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

City
Manager / .
Public CM-012 Cable TV Complaints 2 years
Affairs
City
Manager / Cable TV Franchise Administration / PACT Completion
. CM-013 o .
Public Administration + 5 years
Affairs
City
Mliti?iir/ CM-014 Cable TV Programming, Production & Scheduling 2 years
Affairs
City
Mliti?iir/ CM-015 Videos: Historical and Community Events 90 days
Affairs
City V\ll_hen No
Manager / onger
Public CM-016 Community Outreach Required -
. Minimum 2
Affairs
years
City
Manager / Superseded
Public CM-017 Emergency Preparedness Plans +2 years
Affairs
City
Mizi?ii” CM-018  |Newsletters to the Public (The Scene) P
Affairs

2 years JGC §34090
Completion
+ 5 years GC §34090
2 years JGC §34090
P GC §34090
When No
Longer
Required - JGC §34090
Minimum 2
years
Superseded GC §34090
+ 2 years
P GC §34090
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Ver. 5.0

Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: CITY MANAGER

Page CM-4

Offi f . . . . -
Ice o ‘Retentlon No.‘ Records Description Retention / Disposition
Record
Active Total
(OFR) (in office) Retention

Comments / Reference

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

. When No When No
" City / Procl i /c dat M ) / Longer Longer
anager CM-019 roclamations / Commendations / Memoriums Required - Required - |GC §34090
Public Recognitions, etc. . .
. Minimum 2 Minimum 2
Affairs
years years
Manc:yer/ When No When No
Pubgllic CM-020  |Speech Notes / PowerPoint Presentations Longer Longer JGC §34090 et seq.
Affairs Required Required
Manc:yer/ Video Recordings of City Council Meetings,
Pubgllic CM-021 Planning Commission Meeting, or other public 25 years 25 years [JGC §§34090.7, 34090
Affairs meetings

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
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?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

BUILDING

Comm.
Develop. / CD-001 Building Permit Database (includes reports) Indefinite Indefinite JGC §34090, H&S §19850

Building

Comm.
Develop. / CD-002 Complaints (Written) 2 years 2years [JGC §34090

Building

Comm. Construction Notices / Inspection Notices
Develop. / CD-003 (correction notices, compliance orders, stop work notices, 2 years 2 years GC §34090

Building etc.)

Cupertino’ tiv adopted model cod ded s Untild d Until Previously adopted codes are maintained
ciyClnc | O e | s Suponea [pemanety by e iy G, s r Ot o
retain c;)pies Record; GC §34090.7

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law
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Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-2

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Multi-Family Dwellings, Commercial and Industrial Buildings.
Building Plans, Permits and Supporting Documents (including
project that are expired or withdrawn)
Supporting Documents include: Applications, Fee Estimator,
Contractor / Subcontractor list, Owner Builder form, Soils /
Comm. Geotechnical Reports, Structural Calculations, Special Inspection
Develop. / CD-005 Reports, Specifications, Accessibility Hardship form, Alternate P P GC §34090
Building Materials & Methods form, Energy Compliance forms,
Certificate of Occupancy, Green Bldg Checklist, & Hazardous
Materials Questionnaire, Landscape Water Efficiency Checklist,
Permit cancellation letters, PG&E / Gas / Electric Abandonment,
Removal Letter (Building Demo)
Comm.
Develop. / CD-006 New Address Assignments; Change of Addresses P P GC §34090, H&S §19850
Building
Comm. Plan Check Comments, Outside Agency Reports, Keep Until Keep Until
Develop. / CD-007 Correspondence, Checklists, Temporary Certificate of Permit is Permitis JPreliminary Drafts; GC §34090
Building Occupancy, etc. Finalled Finalled
Comm. Public Records Requests / Requests & Permissions to
Develop. / CD-008 . . 2 years 2years [JGC §34090 et seq.
Building Receive Copies of Plans

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may

duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 13.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-3

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Comm.
Develop. /
Building

CD-009

Single Family Dwelling and Duplexes.
Issued Building Plans, Permits and Supporting Documents
(including project that are expired or withdrawn)

Supporting Documents include: Applications, Fee Estimator,
Contractor / Subcontractor list, Owner Builder form, Soils /
Geotechnical Reports, Structural Calculations, Special Inspection
Reports, Specifications, Accessibility Hardship form, Alternate
Materials & Methods form, Energy Compliance forms,
Certificate of Occupancy, Green Bldg Checklist, Landscape Water
Efficiency Checklist, Permit cancellation letters, PG&E / Gas /
Electric Abandonment, Removal Letter (Building Demo)

CBC 104.7, & 107.5, H&S§19850, GC §34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
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Ver. 13.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-4

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

Litigation, complaints, claims,

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

CODE ENFORCEMENT

Comm.
Develop. / CD-010 Abandoned Vehicles 2 years
Code
Enforce.
Comm.
Develop. / CD-011 Alarm Records / False Alarms 2 years
Code
Enforce.
c When No
D on|1m. / Longer
e&’i;ﬁ CD-012  |Appeals - Administrative Citations Required -
Minimum 5
Enforce.
years
C When No
D orrlmm. / Longer
eéi;f' CD-013 Appeals - Parking Citations Required -
Minimum 2
Enforce.
years
When No
Comm. L
Develop. / onger
Code ’ CD-014 Citations (Parking, Traffic, or Criminal) Required -
Minimum 2
Enforce.
years
Comm. Code Enforcement Case Files / Abatement Case Files / vmiggo
Develop. / Administrative Citations (Includes appeals and Code ;
CD-015 . . . Required -
Code Enforcement Complaint Letters, Complaints, Correction L
. Minimum 5
Enforce. notices, Orders, etc.) years

2 years

2 years

When No
Longer
Required -
Minimum 5
years
When No
Longer
Required -
Minimum 2
years
When No
Longer
Required -
Minimum 2
years
When No
Longer
Required -
Minimum 5
years

GC §34090 et seq.

GC §34090 et seq.

GC §34090 et seq.

GC §34090 et seq.

GC §34090 et seq.

CFC §104.3.4, GC §34090
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Ver. 13.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-5

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Comm.
Develop. /
Code
Enforce.

CD-016

Crime Reports (Misdemeanor or Infractions)

2 years

Comm.
Develop. /
Code
Enforce.

CD-017

Liens

Comm.
Develop. /
Code
Enforce.

CD-018

Permits: Massage Solicitor, Handbill, Taxi

Expiration +
2 years

2 years

Expiration +
2 years

GC §34090 et seq.

GC §34090(a)

GC §34090 et seq.

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
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Ver. 13.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-6

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

Litigation, complaints, claims,

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

HOUSING
Community Housing Commission
Develop. / CM-019 P P GC §34090
Housing AGENDAS, AGENDA PACKETS
30 days, or 30 days, or
Community Housing Commission After Minutes After Minutes
Develop. / CM-020 are Adopted, are Adopted, JGC §54953.5(b)
Housing AUDIO RECORDINGS of Meetings / Audio Tapes Whichever is Whichever is
Longer Longer
Housing Commission V(\:/EE':E; vc\;/ﬁglne?\j;)
City Clerk CM-021 L Send all originals to the City Clerk; GC §34090.7
onger Longer
MINUTES ” .
Required Required
After the |5 years after
Housing Programs: Affordable Housing Projects, Affgrdgbczllty Aff tgeb'l‘t
Rehabilitation, First Time Home Buyers, Community Tern?irr:(;tes Ig:ar?od” Y
i Housing Devel izati DB HOME ’
Community ousing Development Organizations, CDBG & HO orthe | Terminates, |24 CFR 85.42, 92.508(a)(c)(2) & 570.502(b), 29
Develop. / CM-022 5 years . .
. L. Written  Jor the WrittenjCFR 97.42, GC §34090
Housing WITH a Recapture / Resale Restriction
Agreement | Agreement
. . Terminates, ] Terminates,
Deeds and Title Insurance are sent to City Clerk Whichever IWhichever is
is Longer Longer

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 13.0

Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-7

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Community
Develop. /
Housing

CM-023

Housing Programs: Affordable Housing Projects,
Rehabilitation, First Time Home Buyers, Community
Housing Development Organizations, CDBG & HOME
WITHOUT a Recapture / Resale Restriction

Deeds and Title Insurance are sent to City Clerk

Loan Pay-off
+ 5 years

Loan Pay-off
+ 5 years

24 CFR 85.42, 92.508(a)(c), & 570.502, 29 CFR
97.42

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law
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Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-8

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

Litigation, complaints, claims,

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

PLANNING
Comm. Administrative Hearings
Develop. / CD-024 P P GC §34090
Planning AGENDAS, AGENDA PACKETS
30 days, or 30 days, or
Comm. Administrative Hearings After Minutes After Minutes
Develop. / CD-025 are Adopted, are Adopted, JGC §54953.5(b)
Planning AUDIO RECORDINGS of Meetings / Audio Tapes Whichever is Whichever is
Longer Longer
Administrative Hearings V(\:/ﬁzlne?\lg Vc\;lﬁglne?\j;)
City Clerk CD-026 L L Send all originals to the City Clerk; GC §34090.7
MINUTES onger onger
Required Required
Comm.
Develop. / . . I .
Planning & CD-027 Annexations / Boundaries / Consolidations / LAFCO 5 years P P JLand Records; GC §34090
City Clerk
Comm. Design Review Commission
Develop. / CD-028 P P GC §34090
Planning AGENDAS, AGENDA PACKETS
30 days, or 30 days, or
Comm. Design Review Commission After Minutes After Minutes
Develop. / CD-029 are Adopted, are Adopted, JGC §54953.5(b)
Planning AUDIO RECORDINGS of Meetings / Audio Tapes Whichever is Whichever is
Longer Longer
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Ver. 13.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-9

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Design Review Commission V%E‘;Ir??\l;)
City Clerk CD-030 Longer
MINUTES ;
Required
Environmental Determinations: Environmental Impact
D(e:\c/);T(;?).. / CD-031 Reports (EIRs), Negative Declarations, etc. ) P
Planning Inside City boundaries
Environmental Determinations: Environmental Impact
Comm. Reports (EIRs), Negative Declarations, etc. ) When No
Develop. / CD-032 ’ T Longer
Planning Outside City boundaries Required
Comm. Environmental Review Commission
Develop. / CD-033 P
Planning AGENDAS, AGENDA PACKETS
30 days, or
Comm. Environmental Review Commission After Minutes
Develop. / CD-034 are Adopted,
Planning AUDIO RECORDINGS of Meetings / Audio Tapes Whichever is
Longer
Environmental Review Commission Viﬁzlr\e?\l;)
City Clerk CD-035 Longer
MINUTES .
Required
Comm.
Develop. / CD-036 General Plan, Elements and Amendments P
Planning

Copies -
When No
Longer
Required

When No
Longer
Required

30 days, or
After Minutes
are Adopted,
Whichever is

Longer

Copies -
When No
Longer
Required

P

Send all originals to the City Clerk; GC §34090.7

14 CCR §15095(c); GC §34090

INon-records

GC §34090

GC §54953.5(b)

Send all originals to the City Clerk; GC §34090.7

GC §34090
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Ver. 13.0
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RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-10

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Comm.
Develop. / CD-037 Master Plans, Specific Plans, Bikeway Plans, etc. P
Planning
Comm. Planning Commission
Develop. / CD-038 P
Planning AGENDAS, AGENDA PACKETS
30 days, or
Comm. Planning Commission After Minutes
Develop. / CD-039 are Adopted,
Planning AUDIO RECORDINGS of Meetings / Audio Tapes Whichever is
Longer
Planning Commission V?/Eg'ne?\j;)
City Clerk CD-040 Longer
MINUTES ;
Required
Comm. Planning Commission
Develop. / CD-041 P
Planning RESOLUTIONS
Planning Project Files - Approved & Unapproved
Comm. Temporary Entitlements:
Develop. / CD-042 2 years
Planning Christmas Tree Lots, Banner, Garage Sales, Pumpkin
Lots, Temporary Signs, etc.

P

30 days, or
After Minutes
are Adopted,
Whichever is

Longer

Copies -
When No

Longer
Required

=)

2 years

GC §34090

GC §34090

GC §54953.5(b)

Send all originals to the City Clerk; GC §34090.7

GC §34090

GC§34090
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duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 13.0
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RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT

Page CD-11

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtI\./e (Records Tota]
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Planning Project Files - Permanent Entitlements (ALL)
(Includes Associated CEQA Noticing, Conditions of
Approval, Consultant's Reports, Public Noticing,
Environmental Determinations, Staff Reports, Plans &
Maps, arborist, architecture, geologic, noise, soils, traffic,
Comm. and all other uniquely dated environmental and technical
Develop. / CD-043 reports and studies; incomplete and complete letters; 3 years P P 14 CCR §15095(c); GC§§34090, 34090.7
Planning project approval and conditions of approval letters; and
any other documents that project planner deems critical.)
Examples: Conditional Use Permits (CUPs), Design Review, Lot
Line Adjustments, Parcel Maps, Planned Unit Developments
(PUD), Site Plans, Tentative Subdivisions, Variances, Zone
Changes, etc.
Dg\?;?(;g: / CD-044 Project Log Index / Spreadsheet / Binders of Historic = = GC§34090
. Actions
Planning
Comm. Special Studies (authored by the City, not related to a
Develop. / CD-045 particular subject. e.g. Noise / traffic in the Downtown P P GC§34090
Planning Corridor, etc.)
Comm.
Develop. / CD-046 Tree Removal Permits 3 years P P GC§34090
Planning
Comm. IDepartment Preference; City Clerk Maintains
Develop. / CD-047 Zoning Maps P P originals of all documents that were presented to
Planning Council; GC §34090.7

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
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Ver. 13.0 RECORDS RETENTION SCHEDULE: COMMUNITY DEVELOPMENT Page CD-12
Adopted: xx/xx/xx
?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) Active (Records Tota
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

ézr::geOrdmance Amendments, Reclassifications / Zone 3 years P = IDepartment Preference (copies); GC §34090.7

City Clerk CD-048

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law



ver. 8.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-1
Adopted: xx/xx/xx

Offi f . . . . o
Relccsrg ‘Retention NO-‘ Records Description Retention / Disposition Comments / Reference
. Inactive
Act Total
(OFR) . ¢ |\_/e (Records - a.
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

FINANCE / ADMINISTRATION

- B A an i o ey e o
Frc?r:?: / FN-001 and similar documents - Financial Records / Assessor 2 years 3 years 5years JGC §34090
* DAll
Finance / Audit Reports / CAFR - Comprehensive Annual
Admin. FN-002 Financial Reports and related Audit Opinions S years P ; GC §34090.7
F}-C;r:(i:: / FN-003 Audit Work Papers 5 years 5years JGC §34090
Finance / .
Admin FN-004 Budgets - Adopted / Final 5 years P P GC §34090, 40802, 53901
Finance / When No When No
Admin FN-005 Budgets - Preliminary, Backup Documents Longer Longer [JPreliminary drafts; GC §34090
) Required Required
FX‘(?;?: / FN-006 Single Audits / Transportation Audits / PERS Audit, et. 2 years 3 years 5years JGC §34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 8.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: FINANCE Page FIN-2

Offi f . . . . o
Relccsrg ‘Retennon NO-‘ Records Description Retention / Disposition Comments / Reference
. Inactive
Act Total
(OFR) . ¢ |\_/e (Records - a.
(in office) Retention
Center)

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

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

Litigation, complaints, claims,

FINANCE / GENERAL ACCOUNTING

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

Finance /

General FN-007 1099's Issued / W-9s 5 years 5years JR&T §19530, GC §34090
Accounting

. Accounts Payable / Invoices and Backup

Finance /
AGenergI FN-008 (Includes Invoices, Travel Expense Reimbursements, 2 years 3 years Dyears JGC §34090

ccounting o

Warrant Request, and similar documents)

Finance /

General FN-009 FEMA Reimbursement Claims 2 years 8 years 10 years JGC §34090
Accounting

Finance / .

General | FN-010 |Dank Statements, Trustee Statements, and similar 2years | 3years | 5years |GC §34090, 26 CFR 31.6001-1

- documents

Accounting

Finance / Bond Official Statements / Transcripts / Certificates of Fully Fully

General FN-011 Participations (COPs) See Bank Statements for Defeased + Defeased + JCCP §§336(a)(1) & (2), 337.5(a); GC §43900 et seq.
Accounting statement retention. 10 years 10 years

Finance /

General FN-012 Checks / Warrant Register Report (issued) 2 years 3 years 5years JGC §34090, CCP § 337
Accounting

Finance /

General FN-013 Checks / Warrants (Cashed) 2 years 3 years 5years JGC §34090, CCP § 337
Accounting

Finance / .

General | FN-014 |FScheat(Unclaimed money /uncashed checks) 5 years 5years |CCP §§340, 1519; GC §34090
Accounting

Finance /

General FN-015 Financial Services Database Indefinite Indefinite JData Fields / Records are interrelated; GC §34090
Accounting

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 8.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-3

Offi f . . . . o
Relccsrg ‘Retention NO-‘ Records Description Retention / Disposition Comments / Reference
. Inactive
Act Total
(OFR) . ¢ |\_/e (Records - a.
(in office) Retention
Center)

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

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Finance /

General FN-016 Fixed Assets - Annual Listing (Source Documents) 5 years 5 years
Accounting

Finance / .

General FN-017 Investment Reports / Treasurer's Reports (Report and 5 years 5 years

- Backup)
Accounting
. Investments / Arbitrage / Certificate of Deposit /
Finance / . .
General FN-018 Investment Bonds (Receipts / Advisor Reports and 5 years 5 years
- Statements / Trade Tickets / LAIF (Local Agency
Accounting
Investment Fund))

Finance /

General FN-019 Journal Entries / Journal Vouchers 2 years 3 years 5 years
Accounting

Finance / Reports, Subsidiary Ledgers, Reconciliations, When No When No

General FN-020 Transaction Histories, Balance Sheets, Revenue & Longer Longer
Accounting Expenditure Reports, and similar documents (MONTHLY | Required Required

Finance / Reports: Annual State or Federal: State Controller's

General FN-021 Report, Street Report, Local Government Compensation 5 years 5 years
Accounting Report, and similar documents

GC §34090

GC §34090

GC§§ 34090, 43900

GC §34090, CCP § 337

GC §34090

Department Preference; Meets auditing standards;

GC §34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 8.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-4
Adopted: xx/xx/xx

Offi f . . . . o
Relccsrg ‘Retennon NO-‘ Records Description Retention / Disposition Comments / Reference
. Inactive
Act Total
(OFR) . ¢ |\_/e (Records - a.
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

FQ:;(;E / FN-022 CalPERS Reports 2 years 3 years 5years JGC §34090
Finance / ) DE-6, 941 & DE-166 Forms - Quarterly Payroll Tax IRS Reg §31.6001-1(e)(2), R&T §19530; 29CFR
Payroll FN-023 | poturns / OASDI 2years | 3years | Syears fsiq 5 5166, 29USC 436, GC §34090
Fg:;gﬁ / FN-024 Deferred Compensation (City Statements) 2 years 3 years 5years JGC §304090, 26 CFR 31.6001.1
Copies - Copies -
Human FN-025 Payroll Employee Fllgs (by employeg n.ame, includes W-| When No When No Human Resources retains originals: GC §34090.7
Resources 4s, deductions, garnishments, and similar documents) Longer Longer
Required Required
FQ:;Z‘; / FN-026 Payroll Registers 2 years 3 years 5years JGC §34090
Finance / ) . : IRS Reg §31.6001-1(e)(2), R&T §19530; LC §
Payroll FN-027 Time Sheets / Time Cards 2 years 3 years 5 years 1174(d); 29 CFR 516.5; GC §34090
Finance / i i IRS Reg §31.6001-1(e)(2), R&T §19530; 29CFR
Payroll FN-028  |W-2Reports 2years | 3years | Syears fsiq 5 5166, 29USC 436, GC §34090
Finance / i o IRS Reg §31.6001-1(e)(2), R&T §19530; 29CFR
Payroll FN-029 |W-2's 2 years P P I516.5- 516.6, 29USC 436, GC §34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law



Ver. 8.0

Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-5

Offi f . . . . o
Relccsrg ‘Retennon NO-‘ Records Description Retention / Disposition Comments / Reference
. Inactive
Act Total
(OFR) . ¢ |\_/e (Records - a.
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

Litigation, complaints, claims,

FINANCE / REVENUE / ACCOUNTS RECEIVABLE

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

Accounts Receivable - General - Business License
Finance / Applications & Registrations and Renewal Responses,
Revenue FN-030 Transient Occupancy Tax (TOT), Parking Meters, 2 years 3 years D yedis
Invoices to Outside Entities, and similar documents
Finance / When No When No
FN-031 Business License Renewal Notices, Payment Stubs Longer Longer
Revenue i i
Required Required
Finance / Business License Closure Letter / Confirmations Not
FN-032 ) . . 2 years 2 years
Revenue Doing Business in City
Finance / FN-033 Accounts Receivable - Leases / Rent / Property 2 years 3 years 5 years
Revenue Management
Finance / FN-034 Daily Cash Receipts / Cashier Receipts 2 years 3 years 5 years
Revenue y P P Y Y Y

GC §34090

Preliminary drafts not retained in the ordinary course
of business; GC §34090 et seq.

GC §34090 et seq.

Statewide guidelines propose audit + 4 years;
Published articles show 3 - 7 years; GC §34090

GC §34090 et seq.

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 8.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES &
RISK MANAGEMENT

Page HR-1

Offi f . o . . .
Relccsrg ‘Retention NO-‘ Records Description Retention / Disposition Comments / Reference
[ . Inactive
Act Total
(OFR) . ¢ |\_/e (Records ° a.
(in office) Retention
Center)

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

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

periods (retention resumes after settlement or completion).

Human HR-001 Accident Reports (Pgtentlal Claims - Accidents to 2 years 2 years
Resources members of the public)
When No When No
Human Classification / Reorganization Studies (for employee Longer Longer
HR-002 e Required - Required -
Resources classifications and department structures) o o
Minimum 3 Minimum 3
years years
When No When No
H Longer Longer
uman HR-003 | Classification Specifications / Job Descriptions Required - Required -
Resources o .
Minimum 6 Minimum 6
years years
When No When No
Human Longer Longer
u HR-004 Compensation Surveys & Studies Required - Required -
Resources o .
Minimum 3 Minimum 3
years years
Human Confidential Invoice Backup (not sent to Finance)
HR-005 2 years 3 years 5 years
Resources ) N
Benefit backup, legal invoices, etc.
Human Department of Fair Employment & Housing (DFEH or Final Final
HR-006 P . ploy 9 Disposition Disposition
Resources EEOC) Claims
+ 3 years + 3 years
Until Until
Human HR-007 DMV Pull Notices Superseded Superseded
Resources or or
Separated Separated
Human HR-008 Drug & Alcohol Test Results (All - Positives and 5 years 5 years
Resources Negatives)
Human EEO-4 Reports and records required to generate EEO-4
Resources HR-009 report (Self-Identification Form, etc.) 3 years SVeen

GC §34090

GC §§12946, 34090

GC §§12946, 34090; 29 USC 1113

GC §§12946, 34090

GC §34090

2 CCR 7287.0; GC §§12946, 34090

GC §34090

GC §§12946, 34090, 49 CFR 655.71 et seq.; 49

CFR 382.401 et seq.

29 CFR 1602.30

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 8.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES &

RISK MANAGEMENT

Page HR-2

Offi f . o . . .
Relccsrg ‘Retention NO-‘ Records Description Retention / Disposition Comments / Reference
[ . Inactive
Act Total
(OFR) . ¢ |\_/e (Records ° a.
(in office) Retention
Center)

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

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

periods (retention resumes after settlement or completion).

Human HR-010 Grievances, Investigations, and Informal Complaints Separation +
Resources 6 years
Human HR-011 1-9s Separation +
Resources 3 years
Human When No
HR-012 Insurance Policies: General Liability, Property, etc. Longer P
Resources ;
Required
Labor Relations Files
Human
Resources HR-013 (Negotiation Notes, Correspondence, Interpretation of 10 years
MOU Provisions, Documentation, etc.)
Human OSHA Inspections & Citations, Log 200 and Log 300,
Resources HR-014 301, 301A, etc. 2 years 3 years
Human HR-015 Livescan Applications 2 years
Resources
Human HR-016 Livescan Clearance Sheets Upon‘
Resources Separation
Human HR-017 Personnel Files - Employees Separation + P
Resources 1 year
Human Personnel Files - Medical File (all employees) Separation +
Resources HR-018 1 year P
Includes Pre-employment physicals, Respirator Fit Tests, etc. y
Recruitment and Testing File
Human (Includes Advertisements, Job Brochures, Test Data, Testing
Resources HR-019 Analysis & statistical Metric, Job Analysis, Rating Sheets, 3 years
Scantrons, Rater's Profile & Confidentiality Agreement,
Flowchart, Eligible Lists, etc.)
Human .
HR-020 Safety Committee Agendas 2 years 3 years
Resources

Separation +
6 years
Separation +
3 years

P

10 years

5 years

2 years

Upon
Separation

P

3 years

5 years

GC §§12946, 12960, 34090

GC §§12946, 34090

GC §34090

OSHA requires 5 years; State law requires 2 years;
8 CCR §3203(b)(1), GC §34090; LC §6429(c)

GC §34090

GC §34090

GC §§12946, 34090; 29 USC 1113

GC §§12946, 34090

29 CFR 1602 et seq & 1627.3(a)(5) and (6), 2 CCR
7287.0(c)(2), GC §§12946, 34090

GC §§12946, 34090, 53235.2(b)

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 8.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES & Page HR-3

Adopted: xx/xx/xx
P RISK MANAGEMENT
Office of . - . . -,
Record | R€tention No. Records Description Retention / Disposition Comments / Reference
] . Inactive
(OFR) . AC“\./e (Records Totai
(in office) Retention
Center)

If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

mation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
When No When No
Human HR-021 Stinies & Suwe¥§ Conductgd on Behalf of the City Rle_((q)Lri]ingcri ) Rle_ggigr:; - lac s34090
Resources (Sick Leave, Attrition, Benefits, etc.) . .
Minimum 3 Minimum 3
years years
Workers' Compensation / Employee Accident Reports
ReHSuomuracneS HR-022 Includgs all Accident, Incident, or Ii'ijury Reports and Until Closed P P ggc§§1§2%i%4(§iggoet seq., 8 CCR 10102, 15400.2;
associated MSDS, Refusal of Medical Treatment of an ’
Industrial Accident

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law



Ver. 6.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE:

INFORMATION TECHNOLOGY

Page IT-1

Offi f . o . . .
Relccsrg ‘Retention NO-‘ Records Description Retention / Disposition Comments / Reference
. Inactive
Act Total
(OFR) . ¢ |\_/e (Records o a.
(in office) Retention
Center)

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

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Information . When No ¥¥hen No Used for Disaster Recovery Purposes Only; GC
Technology IT-001 Backup Tapes - Daily Longer Longer §34090 et seq
Required Required ’
Information When No Wien No Used for Disaster Recovery Purposes Only; GC
Technolo IT-002 Backup Tapes - Weekly / Monthly Longer Longer §34090 et se
9y Required Required a-
Information . When No When No Preliminary documents not retained in the ordinary
Technology IT-003 Inventory, Information Systems Longer Longer course of business: GC §34090 et seq
Required Required ’ )
Information ) . When No Vihen No Preliminary documents not retained in the ordinary
Technolo IT-004 Network Configuration Maps & Plans Longer Longer course of business: GC §34090 et se
9y Required Required ’ 9

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 8.0

Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PARKS & RECREATION

Page P&R-1

Offi f . o . . .
Relccsrg ‘Retention NO-‘ Records Description Retention / Disposition Comments / Reference
[ . Inactive
Act Total
(OFR) . ¢ '\./e (Records ° a.
(in office) Retention
Center)

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

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

periods (retention resumes after settlement).

Activity / Special Programs / Special Event Files When No When No
Parks & Longer Longer
i{ez P&R-001 |Bingo, Children's Programs, Cultural Arts, Sports, Required - Required -
’ Senior Programs, Filming, Theatre Programs and Minimum 2 Minimum 2
similar documents years years
Parks & Athletic Field Use Agreements . Completion +
Rec P&R-002 Completion 5 years £ pars
) (all other agreements are sent to the City Clerk) y
Finance P&R-003 |Cash Receipts (all detail sent to Finance) 1 year 1 year
PaF{I(;: & P&R-004 |Check In List / Drop-in Classes 2 years 2 years
Parks & P&R-005 Coniractors Payment Detail / Breakdown (not sent 2 years 3 years 5 years
Rec. to Finance)
Parks & . .
Rec P&R-006 |Credit Card Refunds (not sent to Finance) 2 years 3 years 5 years
Parks & Evaluations / Surveys (Program or Facility When No When No
P&R-007 ; Longer Longer
Rec. Evaluations) ; ;
Required Required
Parks & Facility Use Rental Contracts / McClellan Ranch
Rec. P&R-008 Preserve Garden Plot Rental Agreements 2 years 2 years
Parks & First Aid Reports
P&R-009 |(Accident reports are sent to Human Resources / 2 years 2 years
Rec. .
Risk Management)
When No When No
Parks & Parks & Recreation Commission Longer Longer
aRr S P&R-010 Required - Required -
ec AGENDAS, AGENDA PACKETS Minimum 2 Minimum 2
years years

GC §34090

GC §34090

GC §34090.7

GC §34090

GC §34090 et seq.

GC §34090 et seq.

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

GC §34090

GC §34090

GC §§34090, 54960.1(c)(1)

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 8.0

Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PARKS & RECREATION

Page P&R-2

Offi f . o . . .
Relccsrg ‘Retention NO-‘ Records Description Retention / Disposition Comments / Reference
[ . Inactive
Act Total
(OFR) . ¢ '\./e (Records ° a.
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

periods (retention resumes after settlement).

30 days, or 30 days, or
Parks & Parks & Recreation Commission After Minutes After Minutes
Rec P&R-011 are Adopted, are Adopted,
’ AUDIO RECORDINGS of Meetings / Audio Tapes | Whichever is Whichever is
Longer Longer
Parks & Recreation Commission V%EZI:?\JE) V%EZI:?\J;)
City Clerk P&R-012 Longer Longs
MINUTES Required Required
Parks &

Rec P&R-013 |Rec Bucks Log / Rec Checks Log 2 years 3 years 5 years

P;rlgg & P&R-014 |Recreation Database Indefinite Indefinite
Registration / Reservation Forms / Application
Forms / Membership Applications / Fee & Charge /

Parks & P&R-015 Liability i:orms / Reieage of Liability F.orms / 3 years 3 years

Rec. Permissions / and similar documents: Camps,

Field Trips, Authorization to give Medicine, and
similar documents
Parks & P&R-016  |Senior Client Case Files Inactive +5 nadtive £ 3

Rec. years years
Parks & . .

Rec P&R-017  |Senior Memberships (renewed annually) 2 years 2 years
Pi'l;s: & P&R-018 |Senior Nutrition Program 5 years 5 years
Pi'l;s: & P&R-019  |Senior Trips / Travel Program 4 years 4 years
Parks & P&R-020 Sign-in / Sign-out sheets (Day camp, and similar 2 years 2 years

Rec. documents)

GC §54953.5(b)

Send all originals to the City Clerk; GC §34090.7

GC §34090 et seq.

GC §34090

GC §34090

GC §34090

GC §34090

OMB Circular A-110 & A-133; GC §34090

GC §34090

GC §34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law



Ver. 8.0

Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PARKS & RECREATION

Page P&R-3

Offi f . _ . . -
Relccsrg ‘Retention NO-‘ Records Description Retention / Disposition Comments / Reference
Active Total
o (in office) ‘ Retention

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

periods (retention resumes after settlement).

mation, claims, complaints, audits, public records requests, and/or investigations suspend normal retention
When No When No
Parks & Teen Commission Longer Longer
Rec P&R-021 Required - Regmred - IGC §§34090, 54960.1(c)(1)
’ AGENDAS, AGENDA PACKETS. Minimum 2 Minimum 2
years years
Teen Commission V%EZI:?\JE) V%EZI:?\J;)
City Clerk P&R-022 Longer Longer Send all originals to the City Clerk; GC §34090.7
MINUTES & BYLAWS . .
Required Required
Parks & . _
Rec. P&R-023 |Waivers of Liability 2 years 2 years JGC §34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law



Ver. 10.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-1

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

PUBLIC WORKS / ENGINEERING

PUblK.; Works PW-001 Abandonments / Vacations (Streets) P
/ Engineering
Public Works Aerial Maps / Photographs - Analog or Digital &
. . PW-002 . P
/ Engineering Index to Aerials
Assessment Districts / Community Facilities
Districts / Maintenance Districts / Landscape &
Public Works PW-003 Lighting / Street Improvement District Projects / P
/ Engineering ) Underground Utility Districts
(FORMATION, BOUNDARIES, ENGINEERS
REPORTS, MAPS)
PUb“(.: Works PW-004 Benchmarks, Center Line Ties, Survey Books P
/ Engineering
When No
. Bicycle Pedestrian Commission Longer
7;2"%‘2;‘;;:3 PW-005 Required -
9 9 AGENDAS, AGENDA PACKETS. Minimum 2
years
30 days, or
. Bicycle Pedestrian Commission After Minutes
/Péﬁ“fn\g’e‘iirr'fs PW-006 are Adopted,
9 9 AUDIO RECORDINGS of Meetings / Audio Tapes | Whichever is
Longer
Copies -
. Bicycle Pedestrian Commission When No
City Clerk PW-007 " |\IINUTES & BYLAWS Longer
Required

P

When No
Longer
Required -
Minimum 2
years
30 days, or
After Minutes
are Adopted,
Whichever is
Longer
Copies -
When No
Longer
Required

GC §34090

GC §34090

GC §34090

GC §34090

GC §§34090, 54960.1(c)(1)

GC §54953.5(b)

Send all originals to the City Clerk; GC §34090.7

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 1

Adopted: xx/xx/xx

0.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-2

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Public Works | 5y 508 |Block Party Permits 2 years
/ Engineering
] Release of
PUb“(.: Works PW-009 Bonds: Construction Bonds / Subdivision Bonds Bond /
/ Engineering .
Security
Capital Improvement Projects (CIP):
Administration File 10 years or
After
Budge.t, Bid Set and. Confqrm Se.t of Drgwings, Estimgtes, Funding
Public Works PW-010 ﬁgve.rt.lstemt.ent /Cl:\lor:!?e;n;/ltlng”Bldz/ Bid Resclijlts, P;OJect Upon Agency
. . - ministration, Certified Payrolls, Correspondence : oo
/ Engineering Notices, Council or Commission Staff Reports & Minutes, Completion rQUdiI:ég
Preliminary Notices / Stop Notices, Presentations, 'qu g
Progress Payments, Project Schedules, Meeting Notes, whichever is
Progress meetings, Public Information Real Estate longer
Appraisals, Bond Release Letters, etc.

2 years

Release of
Bond /
Security

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

GC §34090 et seq.

Securities (Performance Bonds, Letters of Credit, CD's,
etc.) are released after the Notice of Completion is issued
and released according to the bond release schedule,
which is fully released 1 year after the Notice of
Completion date; GC §34090

GC §34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 10.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-3

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Public Works

Capital Improvement Projects (CIP): Permanent
File

Plans, Specifications & Addenda, Agreement / Contract,
Successful Proposal, Change Orders, Construction

Upon

. : PW-011 Manager's Logs, Daily Inspections, Easements, . =)
/ Engineering Environmental / EIRs, Negative Declarations, Categorical Completion
Exemptions, Field Authorizations, Materials Testing
Reports, Grading Permits, Insurance Certificates,
Hazardous Materials Plans, Notice of Completion, Photos,
Real Property Acquisitions, RFIs & Responses, Soils
Reports, Studies, Submittals, Surveys, etc.
Lead Dept. PW-012 Capital Improvement Projects (CIP): Unsuccessful 2 years
Proposals
When No
Longer
Lead Dept. PW-013 Correspondence - Regulatory Agencies Required -
Minimum 10
years
City Clerk &
PUb“(.; Works PW-014 Deeds, Easements P
/ Engineering
Public Works PW-015 Design & Construction Standards P

/ Engineering

2 years

When No
Longer
Required -
Minimum 10
years

GC §34090

GC §34090

GC §34090

Finals are maintained by City Clerk; GC §34090 et seq.

GC §34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 10.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-4

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Drawings, Maps, Plans and Record Drawings,
. Large-Format Drawings, Survey Record Maps,
Public Works | by 16 Capital Improvement Project "As-Builts” P
/ Engineering
FINALS
Publlg Works PW-017 Encroachment Permits - Permanent =
/ Engineering Encroachments
When No
Public Works Encroachmept Permits - Public Right qf Way, . Longer
) . PW-018 Street Permits, Temporary Construction, Traffic Required -
/ Engineering . L
Control, Utility Cuts etc. Minimum 2
years
When No
Public Works Englrjeerlng Studies / Surveys - Prellmlnary Studies Longer
: . PW-019 / Project Assessments (Not Acquired or Required -
/ Engineering L
Developed) Minimum 2
years
Public Works . . . . . .
/ Engineering PW-020 Engineering Studies / Surveys (City Built Projects) P
Public Works PW-021 Geotechnical and Soils Reports; Hydrology Reports =
/ Engineering (Authored or Purchased by the City)
Public Works | 5y 055 | Grading Permits & Plans p
/ Engineering
Comm. When No
Develop. / PW-023 Plan Checks for Building Permits Longer
Building Required

=]

When No
Longer
Required -
Minimum 2
years
When No
Longer
Required -
Minimum 2
years

=)

P

When No
Longer
Required

Drafts should be destroyed; GC §34090, 34090.7

Department file may include correspondence; GC §34090

et seq.

If work performed is subject to a warranty, Minimum 2
years after expiration of the warranty; GC §34090

GC §34090

GC §34090

GC §34090

GC §34090

Preliminary drafts; GC §34090 et seq.

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 10.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-5

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Public Works
/ Engineering

PW-024

Private Development Projects / Job Files:
Administration File

Correspondence, Project Schedules, etc.

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

Upon
Completion

10 years

Public Works
/ Engineering

PW-025

Private Development Projects / Job Files:
Permanent Files

Construction Inspections, Dedications, Drainage,
Driveway, Easements, Encroachments, Final Reports,
Grading Plans, Photos, Private Lab Verifications,
Rights of Way, Stormwater, Testing Lab Verifications,
etc.

Examples of types of Private Development Projects:
CUPs, Lot Line Adjustments, Parcel Maps, Precise
Alignment, Specific Plans, Split Lots, Subdivisions, Tracts,
TPMs, TSMs

Upon
Completion

Public Works
/ Engineering

PW-026

Project-related Petitions (submitted to Council
related to a proposed project ). Examples: parking
requests, traffic calming requests, etc.

2 years

Completion +
10 years

2 years

GC §34090

GC §34090

May be sent to Public Works or other departments,

depending upon the subject of the petition; For Initiative,

Recall or Referendum petitions, see the City Clerk
schedule GC §34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 10.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-6

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

When No
. Public Safety Commission Longer
/F>;2||gnw?r§s PW-027 Required -
gineering AGENDAS, AGENDA PACKETS. Minimum 2
years
30 days, or
. Public Safety Commission After Minutes
f;g"‘i:n\;\;‘;ir:s PW-028 are Adopted,
9 9 AUDIO RECORDINGS of Meetings / Audio Tapes | Whichever is
Longer
Copies -
. Public Safety Commission When No
City Clerk PW-029 " |\IINUTES & BYLAWS Longer
Required
City Clerk &
Public Works | by 930 |Real Property Acquisitions / Sale P
/ Engineering
Public
Works ./ PW-031 Rights of Ways, Covenants, Liens P
Engineering

When No
Longer
Required -
Minimum 2
years
30 days, or
After Minutes
are Adopted,
Whichever is
Longer
Copies -
When No
Longer
Required

GC §§34090, 54960.1(c)(1)

GC §54953.5(b)

Send all originals to the City Clerk; GC §34090.7

Final agreements are maintained by City Clerk; GC
§34090 et seq.

Finals are maintained by City Clerk; Department file may
Iinclude correspondence; GC §34090 et seq.

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 10.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-7

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

Litigation, complaints, claims,

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

Public Works Environmental Services / Solid Waste / AB 939
/ Environ. PW-032 Compliance; Reports to California integrated Waste 10 years
Services Management Board, Tonnage Reports, etc.
When No
Public Works Longer
/ Environ. PW-033 NPDES Monitoring and Inspections - Stormwater Required -
Services Minimum 3
years
Public Works Permit
/ Environ. PW-034 NPDES Permits - Stormwater Superseded +
Services 3 years

10 years

When No
Longer
Required -
Minimum 3
years

Permit
Superseded +
3 years

GC §34090

40 CFR §§122.21, 122.41; CCP §337 et seq.

40 CFR §§122.21, 122.41; CCP §337 et seq.

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 10.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-8

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

Litigation, complaints, claims,

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

When No When No
. Longer Longer
Public Works | 5y 035 |studies - Transportation Required - Required - JGC §34090
/ Engineering L .
Minimum 5 Minimum 5
years years
When No When No
. Longer Longer
Public Works | 5\ 036 | Traffic Complaints Required - Required - |GC §34090
/ Engineering L .
Minimum 2 Minimum 2
years years
Public Works o . . When No Yihen o Preliminary drafts not retained in the ordinary course of
) . PW-037 Traffic Signal Cabinet Prints Longer Longer . )
/ Engineering ; : fbusiness; GC §34090
Required Required
Public Works . - When No ¥ihen No Preliminary drafts not retained in the ordinary course of
) . PW-038 Traffic Signal Inventory / Timing Longer Longer . )
/ Engineering ; . fbusiness; GC §34090
Required Required
Publlg Works PW-039 Traffic Slgna!s (locations, inspections, pole & = P Drafts should be destroyed; GC §34090
/ Engineering structure maintenance)
Public Works ' Until Until
/ Engineering PW-040 Traffic Speed Surveys Superseded Superseded GC §34090
When No When No
. , . i , . Longer Longer
7;2“(i;n\2/e?-ir:s PW-041 'I';r:flelc;SSttSudles / Traffic Counts / Traffic Calming Required - Required - |GC §34090
9 9 q Minimum 2 Minimum 2
years years

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 10.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-9

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

PUb“(.: Works PW-042 Transportation Master Plans / Traffic Master Plans P
/ Engineering
. When No
PUb“(.: Works PW-043 Videos - Traffic / Intersections Longer
/ Engineering ;
Required

P

When No
Longer

Department preference; Drafts should be destroyed; GC
§34090

Does not record regular, ongoing operations of the City;
Preliminary drafts not retained in the ordinary course of

Required [Jbusiness; GC §34090 et seq.

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 10.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-10

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
] . Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.
_

Litigation, complaints, claims,

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

Public Works

. PW-044 Alternative Fuel Vehicles Surveys (CNG, etc.) 2 years
/ Operations
Public Works PW-045 AQMD Permits (Generators, etc.) Current +2
/ Operations years
Public Works PW-046 Confined Space Entries 3 years
/ Operations
When No
Longer
Lead Dept. PW-047 |Correspondence - Regulatory Agencies Required -
Minimum 10
years
Public Works PW-048 D.ally Work§heets / Dally Logs (document tree 10 years
/ Operations trimming, sidewalk repair, etc.)
Public Works
/ Operations PW-049 Fuel and Gas Usage (Fuel Master) 5 years
& Fire
Public Works PW-050 Generator Operatlon.Logs (for fixed / stationary 3 years
/ Operations generators) / Inspections
Public Works PW-051 Hazardous Waste Manifests / Certificates of 5 years =

/ Operations

Disposal

2 years

Current + 2
years

3 years
When No
Longer
Required -
Minimum 10
years

10 years

5 years

3 years

GC §34090

GC §34090

8 CCR §5158

GC §34090

GC §34090

GC §34090

GC §34090

40 CFR 262.40, 8 CCR 3204(d)(1)(A), 22 CCR 66262.40

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law
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Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-11

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
. Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Public Works

Life of Facility
or Equipment -

/ Operations PW-052 Operations & Maintenance Manuals (O&M Manuals) Minimum 2
years
Public Works PW-053 Pesticide Application Records 2 years
/ Operations
Public Works PW-054 Popl Chemical Additions / Logs (Chlorine, Muriatic 30 years
/ Operations Acid)
Public Works Pre-Trlp Inspecthns / DOT Program / CI—!P ‘
. PW-055 Inspections / Vehicle Safety Checks / Daily Vehicle 2 years
/ Operations . . )
Inspections / Daily Equipment Checks
Public Works PW-056 Underground Service Alerts (USA's) 5 years
/ Operations
Underground Storage Tank (City Owned)
Public Works
/ Operations PW-057 UST Monitoring, Inspections and Maintenance, 7 years
& Fire Release Detection Systems, Cathodic Protection
Maintenance Records
Public Works Underground Storage Tanks - USTs (City Owned) .
: Life of the
/ Operations PW-058 Tank
& Fire Repairs, Lining, Upgrade Records
Public Works Underground Storage Tanks (City-Owned)
/Oielr:airtleons PW-059 Location, Removal, Soil Remediation, 10 years P

Monitoring Well Records

Life of Facility
or Equipment
Minimum 2
years

2 years

30 years

2 years

5 years

7 years

Life of the
Tank

GC §34090

GC §26202; 3 CCR 6623, 40 CFR 171.11 et seq.

8 CCR §3204(d)(1) et seq., GC §§12946, 34090

GC §34090

GC §34090

23 CCR 2712(b); H&S §25284.4(i)

23 CCR 2712(b), H&S §25284.4(i)

23 CCR 2712(b), H&S §25284.4(i); GC §34090 et. seq.

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law




Ver. 10.0
Adopted: xx/xx/xx

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-12

?Jgggrgf ‘Retention No. Records Description Retention / Disposition Comments / Reference
] . Inactive
(OFR) . ACtIYe (Records Tota}
(in office) Retention
Center)

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

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

Copies, drafts, notes and non-records do not require authorization, and can be destroyed when they are no longer required.

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

Public Works | by 060 |Used Oil Disposal 3 years
/ Operations
Public Works | 5y 061 |Vehicle Accident Reports (City Vehicles) 2 years
/ Operations
Public Works | p\y 062 |Vehicle & Equipment Database Indefinite
/ Operations
Vehicle & Equipment History Files Disposal of
Public Works PW-063 Vehicle or
/ Operations Maintenance, Crane Certifications, Smog Equipment +
Certificates, Registrations 2 years
Public Works Work Orders / Service Requests CMMS
. PW-064 DATABASE (Computerized Maintenance Indefinite
/ Operations
Management System)
Public Works PW-065 Work Orders / Service Requests - All Information V\I/_r;(:‘n :‘ro
/ Operations Entered in CMMS Database 9
Required
Work Orders / Service Requests - NOT entered in
CMMS Database (or partial information entered into
Public Works PW-066 CMMS Database) 5 years

/ Operations

(Division providing service retains originals; Division
requesting service is considered a copy)

3 years

2 years

Indefinite

Disposal of
Vehicle or
Equipment +
2 years

Indefinite

When No
Longer
Required

5 years

22 CCR 66266.130(c)(5), H&S §25250.18(b),
25250.19(a)(3) et seq.

GC §34090

Data Fields / Records are interrelated; GC §34090

8 CCR § 3203(b)(1); 49 CFR 396.21(b)(1); 49 CFR
396.3(c); CCP §337 et. Seq., GC §34090

Data is interrelated; GC §34090

Preliminary drafts (the database is the original); GC
§34090

CCP §§338 et seq., 340 et seq., 342, GC §§945.6, GC
§34090

Cupertino, CA This material is protected by copyright held by Gladwell Governmental Services, Inc., (909) 337-3516, but is also a public record, which the City may
duplicate and distribute upon a valid request for public records pursuant to state law
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