
CITY OF SAN FERNANDO 
CITY COUNCIL 

RESOLUTION NO. 6806 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 
SAN FERNANDO, CALIFORNIA, ADOPTING A RETENTION 
SCHEDULE FOR THE MAINTENANCE AND DISPOSITION OF 
RECORDS. 

The City Council of the City of San Fernando hereby finds and resolves: 

WHEREAS, the retention of numerous records is unnecessary after a certain 
period of time for the effective and efficient operation of the government of the City of San 
Fernando. 

WHEREAS, the approval of guidelines for the ongoing disposition of obsolete 
City records will assist the City in the effective management of records, as well as provide for 
the efficient review of records proposed for disposal. 

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

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of San 
Fernando as follows: 

Section 1. The attached Records Retention Schedule, which is attached hereto as 
Appendix I and incorporated herein by this reference, is hereby approved. 

Section 2. The types of records identified in the Records Retention Schedule, 
generated or received by the City are hereby authorized for disposition as outlined in that 
schedule in accordance with Section 34090, et seq. of the Government Code of the State of 
California, upon the written consent of the City Clerk and the City Attorney, and with the 
approval of the City Council of the City. 

Section 3. Upon such written consent and approval, the City Clerk may destroy 
any City record, document, instrument, book or paper, under his or her charge, without making a 
copy thereof, after the same is no longer required. This resolution does not authorize the 
destruction of permanent records set forth in Government Code Section 34090, which include: 
(a) records affecting the title ofreal property or liens thereon; (b) court records on any subject 
where litigation is pending; ( c) records required to be kept by statute; ( d) records less than two 
years old; (e) the minutes, ordinances or resolutions of the legislative body or of a City Board or 
Commission. The review by the City Clerk and the City Attorney shall include the 
determination that the subject records no longer have any administrative value, legal value, 
evidential value, fiscal value or research and historical value. 
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Section 4. The destruction of any record as provided for herein shall be by 
disposal, recycling, shredding or other effective method of destruction, as approved by the City 
Clerk. All records of a sensitive or confidential nature shall be shredded, under the direct 
supervision of the City Clerk. 

Section 5. The term "record" or "records," as defined in Government Code 
Section 14 7 41 and as used herein, shall mean all papers, maps, exhibits, magnetic or paper tapes, 
photographic films and prints, punched cards, and other documents produced, received, owned or 
used by the City, regardless of physical form or characteristics; that the term "public records," as 
defined in Government Code Section 6252 and used herein, shall include any writing containing 
information relating to the conduct of the public's business prepared, owned, used or retained by 
the City regardless of physical form or characteristics; and that the term "writing," as defined in 
Government Code Section 6252 and as used herein, shall mean handwriting, typewriting, 
printing, photostating, photographing and every other means of recording upon any form of 
communication or representation, including letters, words, pictures, sounds, or symbol, or 
combination thereof, and all papers, maps, magnetic or paper tapes, photographic films and 
prints, magnetic or punched cards, discs, drums and other documents. 

Section 6. Any records not specified in the Records Retention Schedule shall not 
be destroyed without the express approval of the City Attorney and a resolution acted upon by 
the City Council. 

Section 7. On each occasion that a Department Head requests the destruction of 
records, such request shall be made on a "Request for Destruction of Records" form (see 
attached sample identified as Exhibit "A"). This form shall include the finding that all of the 
records are more than two years old and/or have been retained for the minimum retention period 
as specified in this resolution. This form shall include the determination that the records no 
longer have any administrative, legal, evidential, fiscal or research and historical value. This 
form shall also indicate that it includes or has attached to it a detailed list of all of the records 
with a description sufficient for identification, including the year of the record, the category from 
the Records Retention Schedule, and a specific description of the record. The City Clerk and 
the City Attorney shall authorize the destruction of records on a "Destruction List Approval" 
form (see attached sample identified as Exhibit "B"). This form shall include the determination 
that the records no longer have any administrative, legal, evidential, fiscal, research or historical 
value. This form shall also indicate that attached to it is the "Request for Destruction of 
Records" form and a detailed list of records submitted by the Department Head. A "Certificate 
of Destruction" form (see attached sample form identified as Exhibit "C") shall be completed 
when the records have been destroyed. This form shall stipulate the date of the destruction, the 
destruction method used and who supervised the destruction. If the Department Head designates 
the records for microfilming, a "Request for Microfilming" form should be submitted to the City 
Clerk for processing (see attached sample form identified as Exhibit "D"). All four forms shall 
be maintained as permanent City records in the City Clerk's office. While the attached sample 
forms may be changed periodically and may even be consolidated, each of them shall retain the 
titles shown and shall contain the required information specified in this section. 
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Section 8. Pursuant to Section 34090.7 of the Government Code of the State of 
California, notwithstanding the provisions of Section 34090, the City Council may prescribe a 
procedure under which duplicates of City records less than two years old may be destroyed if 
they are no longer required. 

Section 9. The City Council hereby authorizes destruction of duplicate records, 
utilizing Exhibit "E," attached hereto, with the approval of the Department Head, the City Clerk 
and the City Attorney. 

Section 10. The Records Retention Schedule shall be reviewed on an annual basis 
by the City Clerk. The review process shall include a legal analysis with regard to any changes 
in the various statutes. Following a thorough review, the City Clerk shall present the entire 
Records Retention Schedule with any recommended changes to the City Council for approval. 

Section 11. Pursuant to Government Code Section 6200 relating to offenses by an 
official custodian, every officer having the custody of any record, map or book, or of any paper 
or proceeding of any court, filed or deposited in any public office, or placed in his or her hands 
for any purpose, is punishable by imprisonment in the state prison for two, three or four years if, 
as to the whole or any part of the record, map, book, paper or proceeding, the officer willfully 
does or permits any other person to do any of the following: (a) steal, remove or secrete; (b) 
destroy, mutilate or deface; or (c) alter or falsify. Pursuant to Section 6201, relating to offenses 
by persons other than custodial officers, every person not an officer referred to in Section 6200, 
who is guilty of any of the acts specified in that section, is punishable by imprisonment in the 
state prison, or in a county jail not exceeding one year, or by a fine not exceeding one thousand 
dollars ($1,000), or by both such fine and imprisonment. 

Section 12. Resolution No. 6156 is hereby rescinded. 

Section 13. This resolution shall be in full force and effect immediately upon its 
passage and adoption thereof 

PASSED, APPROVED and ADOPTED this 5th day opov 
O

, 2001. 

ATTEST: a~;JI}~ 
MAYOR 

APPROVED AS TO FORM: 

YIM~---
CITY ATTORNEY 
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STATE.DFCALIFORNIA ) 
COUNTY OF LOS ANGELES ) ss 
CITY OF SAN FERNANDO ) 

I, Wilma Miller, City Clerk of the City of San Fernando, do hereby certify that the 
foregoing resolution was duly adopted at a regular meeting of the City Council of the 
City of San Fernando held on the fh day of October, 2001, and was carried by the 
following roll call vote: 

AYES: 
NOES: 
ABSENT: 

Montanez, Hernandez, De La Torre, Di Tomaso, Ramos - 5 
None- 0 
None- 0 

~~[))~ 
City Clerk 



SAMPLE FORM - EXHIBIT A 

REQUEST FOR DESTRUCTION OF RECORDS 

Listed below and/or attached is a detailed list of records for which I am requesting destruction. 
The list includes a description of each record sufficient for identification, including the retention 
schedule page no., record series title and contents, record dates, retention requirements and 
destruction date. Unless otherwise directed, the method of destruction proposed is 

I hereby certify that the records listed below and/or attached are more than two years old and/or 
have been retained for the minimum retention period specified in Resolution No. ___ . I further 
certify that the records listed no longer have any administrative, legal, evidential, fiscal or research 
and historic value and do not affect the title to real property or liens thereon, are not court 
records, are not, to my knowledge, required to be kept further by a statute, are not the minutes, 
ordinances or resolutions of the City Council or any City board or committee, and are no longer 
required by the City. I request authority to destroy same pursuant to Section 34090 of the 
California Government Code. 

Record Retention 
Seties Schedule Date{s) of Retention Destruction 

Box No. Title & Contents Page No. Records Requirements Date 

1 Fin. - Correspondence 1 1991-1992 3 years 1995 
(FVR EXAMPLE) 

Department Head Signature Department Date 
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SAMPLE FORM - EXHIBIT "B" 

DESTRUCTION LIST APPROVAL 

Attached is a Request for Destruction of Records submitted by ________ _ 
(Department Head) of the ________ Department, dated _______ _ 
requesting authorization to destroy the records described in the detailed list which is included with 
the ( attached) request. 

Pursuant to San Fernando City Council Resolution No. 01-___ , the types ofrecords listed in 
the City's current records retention schedule are authorized for disposition as outlined in that 
schedule upon the written consent of the City Clerk and the City Attorney and approval by the 
City Council. The review by the City Clerk and the City Attorney must include the determination 
that the records requested for destruction no longer have any administrative value, legal value, 
evidential value, fiscal value, or research and historical value. The resolution also provides that 
the destruction of any record shall be by disposal, recycling, shredding or other effective method 
of destruction, as approved by the City Clerk. All records of a sensitive or confidential nature 
must be shredded, under the direct supervision of the City Clerk. 

I have reviewed the list of records described in the attached request for destruction and have 
found the listed records to be in compliance with the established retention requirements. I have 
also determined that the subject records no longer have any administrative, legal, evidential, fiscal, 
or research and historical value. I hereby consent to their destruction and to the department­
proposed method of destruction unless otherwise noted below. 

City Clerk Date 

I have reviewed the list of records described in the attached request for destruction and have 
found the listed records to be in compliance with the established retention requirements. I have 
also determined that the subject records no longer have any administrative, legal, evidential, fiscal, 
or research and historical value. I hereby consent to their destruction. 

City Attorney Date 
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SAMPLE FORM - EXHIBIT "C" 

CERTIFICATE OF DESTRUCTION 

I hereby certify that the destruction of the records described in the attached list was approved by 
the San Fernando City Clerk on (date) ______ and by the City Attorney on (date) 

------- pursuant to the authority provided by San Fernando City Council Resolution 
No. 01-_. The approved method of destruction for these records is 

City Clerk Date 

I hereby certify that, pursuant to the foregoing authority, the records described in the attached list 
as requested by the _______ Department were destroyed on (date) ______ _ 
I further certify that the method of destruction used was ____________ and 

that I, _______ , as the Department Head or his/her designee, supervised the 
destruction of said records. 

Signature Title Date 

This certification must be completed and signed by the person supervising the destruction of 
records and the original form must be filed with the City Clerk to be maintained as a permanent 
record attached to the original Request for Destruction of Records and Destruction List Approval 
forms. 
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ORIGINAL - TO CITY CLERK 
COPY FOR FIT.,E 

1. 2. 

PAGE NO.ON 

;IT "D" 

REQUEST FOR MICROFIT.,MING 

3. 4. 

DEPAR1MENT 

5. 6. 
FORMAT 
R F DISPOSITION 

RETENTION NAME OR TYPE OF FIT.,E OR ITEM APPROXIMATE SIZE OF ITEMS 0 I OF FIT.,ES 
SCHEDULE 

RECORD COORDINATOR 

DEPARTMENT HEAD 

12011 \0001\654865.1 

QUANTITY TO BE FIT.,MED 

ORIGINAL FIT.,M WIT.,L BE RETAINED BY CITY CLERK'S OFFICE FOR 
ARCHIVAL STORAGE. ONE COPY WIT.,L BE MADE FOR DEPAR1MENT'S 
USE. IF MORE THAN ONE COPY IS NEEDED, NOTE HERE 

DATE 

L 
L 

C 
H RETURN DESTROY 
E 

CITY CLERK'S OFFICE 

RECEIVED _______________ _ 

FILMING COMPLETED __________ _ 

ROLL NUMBERS _____________ _ 

FORMD 



SAMPLE FORM - EXHIBIT "E" 

DESTRUCTION LIST FOR DUPLICATES 
AND OTHER DOCUMENTS NOT REQUIRING 

CITY COUNCIL RESOLUTION OR APPROVAL 

Type of Item or Name of File or File Series 
Inclusive Dates or 
Date of Last Item 

APPROVED: Date -------- ---------Depa rt men t Head 

City Clerk Date 

City Attorney Date 
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cc 

cc 

CITY OF SAN FERNANDO - R JORDS RETENTION SCHEDULE 

Agreements, Contracts & 
Leases 

Contract Documents 
Performance Bonds/ 
Contract Bonds 
Certificates of Insurance 
Correspondence 

Annexation Files 
Secretary of State 
Acceptance Certificate 
Council Approval 
Other Documentation 

Appointments List 
Assessment District Files 
Bid Files - Successful Bidder 

Request for Proposal 
Invitation to Bid 
Notice Inviting Bids 
Proof of Publication 
List of Bidders 
Proposal / Bid 
Letter Awarding Bid 

Bid Files - Unsuccessful 
Bidders 

Request for Proposal 
Invitation to Bid 
List of Bidders 
Proposal / Bid 
Letter of Notification 

Bond Files 
Budget Files (City) 
City History Files 

News clippings 
Photographs 

CL 

p 

5 
C 

A+2 

2 

E+2 
2 
p 

2 

3 
8 

3 

Yes 

Yes 

No 
No 
No 

No 

No 
No 
Yes 

p 

p 

5 
C+3 

A+l0 

5 

E+2 
2 
p 

Microfilm or permanent . (Duplicate copies of contract documents are in 
project files and bid files.) (CCP 337.15) 

Microfilm or permanent. (GC34090) 

(GC34090) 
Duplicate series, official is in Finance. (GC34090) 
(Bid file may include duplicate copy of performance bond and certificate of 
insurance.) (GC34090; CCP 337.15) 

(GC34090) 

Duplicate series, official is in Finance. (GC34090) 
Duplicate series, official is in Finance. (GC34090) 
Microfilm or permanent (GC34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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cc 

Proclamations 
City Newsletters 

City Incorporation Documents p Yes p Permanent (GC34090) 
Civil Service Commission 2 5 No 7 Note: Must pass review by City Attorney before final disposition occurs. 
Agendas - Sworn Originals (GC34090) 
Civil Service Commission p Yes p Microfilm or permanent (GC34090) 
Minutes & Resolutions 
Claims 2 No 2 Duplicate series, official is in Risk Management. (GC34090) 
Correspondence 2 No 2 (GC34090) 
Council Agendas - Sworn 2 5 No 7 Note: Must pass review by City Attorney before final disposition occurs. 
Originals (GC34090) 
Council Meetings Notices 3 4 No 7 Note: Must pass review by City Attorney before final disposition occurs. 

Special Meetings (GC34090) 
Adjourned Meetings 

Council Minutes p Yes p · Permanent (GC34090) 
Council Minutes, Resolutions & s No s 
Ordinances Index 
Council Ordinances p Yes p Permanent (GC34090) 
Council Resolutions p Yes p Permanent (GC34090) 
Deeds Index s No s Deeds are in Real Property files. 
Deeds Transaction Files CL 2 Yes p Microfilm or permanent (GC34090a) 

Correspondence 
Transmittals 
Bills of Sale 

Election Candidate Materials - T 7 Yes p Microfilm or permanent (GC34090; GC81009) 
Candidates Elected 

Candidate Statement 
Nomination Papers & 
Petitions 
Campaign Statement (FPPC 
400 Series) 
Statement of Economic 
Interest (FPPC Form 721) 
Oath of Office 

Election Candidate Materials - 2 5 No 7 (GC34090; GC81009) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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Candidates Not Elected 
Candidate Statement 
Nomination Papers 
Campaign Statement (FPPC 
400 Series) 
Statement of Economic 
Interest (FPPC Form 721) 

Election Files CL+l 4 No CL+5 (GC81009) 
Legal Notices 
Proof of Publication 
Certified List of Candidates 

Election Materials - Roster of CL+l 4 No CL+5 For consolidated elections, Los Angeles County Registrar is the Office of 
Voters (Special Elections) Record for this series. (ECI 7300) 
Election Materials - Special 6 months 6 months For consolidated elections, Los Angeles County Registrar is the Office of 
Elections Record for this series. (California Constitution Art. XIII) 

Ballots 
Envelope #4 (Tally Sheets, 
Copies of Index, Challenge 
List, Assisted Voters List) 
Inspectors Receipts for 
Ballots 
Precinct Officers 
Appointment Forms 
Absentee Applications 
Absentee I.D. Envelopes 
Code of Fair Campaign 
Practices 

Election Petitions 8 months 8 months (EC17200) 
Initiatives 
Referendums 
Charter Amendments 
Recalls 

Election - Precinct Maps 5 No 5 (GC34090) 
Environmental Impact Reports 25 p Yes p Microfilm or permanent (GC34090) 
& Studies 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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cc Equipment Ownership Records T+2 No T+2 (GC34090) 
Pink Slips 
Manuals 

Fidelity Bonds - Designated E+l 4 No E+5 (GC34090) 
City Employees 

Fidelity Bond - City 
Treasurer 
Fidelity Bond - City Clerk 

Franchise Files CL 2 Yes p Microfilm or permanent (GC34090) 
Agreements 
Correspondence 
Reports 

General Plan & Amendments 5 2 No 7 Duplicate Series. Official is in Planning. (GC34090) 
General Plan 
General Plan Elements 

Housing Authority Agendas - 2 5 No 7 Note: Must pass review by City Attorney before final disposition occurs. 
Sworn Originals (GC34090) 
Housing Authority Minutes p Yes p Microfilm or permanent (GC34090) 
Housing Authority Resolutions p Yes p Microfilm or permanent (GC34090) 
Insurance Policies & p Yes p Microfilm or permanent Excludes Certificate of Insurance for contractors 
Certificates working for the city. (See Agreements, Contracts & Leases.) Excludes 

City-owned policies Certificates oflnsurance for permit-holders (kept by Building Dept.). 
(GC34090) 

Manuals, Policies, Procedures & S+5 No S+5 (GC34090) 
Bulletins 
Municipal Code & p Yes p Microfilm or permanent (GC34090) 
Amendments 
Parking Authority Agendas - 2 5 No 7 Note: Must pass review by City Attorney before final disposition occurs. 
Sworn Originals (GC34090) 
Parking Authority Minutes p Yes p Microfilm or permanent (GC34090) 
Parking Authority Resolutions p Yes p Microfilm or permanent (GC34090) 
Planning Commission 2 5 No 7 Note: Must pass review by City Attorney before final disposition occurs. 
Agendas - Sworn Originals (GC34090) 
Planning Commission Minutes 5 No 5 Duplicate series, originals are in Planning. (GC34090) 
& Resolutions 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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cc 

Project Files CL+l 4 No CL+5 (GC34090) 

Public Hearings Files CL+l 6 No CL+7 (GC34090) 
Notice 
Proof of Publication 
Transmittal Letter from 
Department 
Returned Certified Mail 

Purchasing Records 2 No 2 Duplicate series, official is in Finance. (GC34090) 
Purchase Orders 
Request for Payment 
Requisitions 

Real Property Files p Yes p Microfilm or permanent (GC34090) 
Deeds 
Easements 
Liens 
Condemnations 
Title Insurance Records 

Records Management p Yes p Microfilm or permanent (GC34090) 
Documents 

Retention Schedules 
Destroyed Records Lists 
Stored Records Lists 

Redevelopment Agency 2 5 No 7 Note: Must pass review by City Attorney before final disposition occurs. 
Agendas - Sworn Originals (GC34090) 
Redevelopment Agency p Yes p Microfilm or permanent (GC34090) 
Minutes 
Redevelopment Agency p Yes p Microfilm or permanent (GC34090) 
Resolutions 
Software & Documentation s No s (Note: Nonrecord) 
Statement of Economic 5 p Yes p Microfilm or permanent (GC81009) 
Interest - Designated City 
Employees, Officeholders & 
Appointees 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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cc 

FPPC Form 730 - City 
Employees 
FPPC Form 721 -
Officeholders & 
Appointees 

Studies & Reports 
Subject & Correspondence Files 
Uniform Codes 

Building Code 
Mechanical Code 
National Electrical Code 
Plumbing Code 

2 
2 
p 

No 
No 
Yes 

2 
2 
p 

(GC34090) 
(GC34090) 
Microfilm or permanent (GC34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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Plan 

B&S 

Grants - CDBG Program C 4 No C+4 7 CFR 3016.42 
Administration Files 

Grants - CDBG Project C 4 No C+4 7 CFR 3016.42 
Administration Files 

Grants - Grant Administration C 4 No C+4 7 CFR 3016.42 
& Implementation Files 

: /.,/: X r \; , g'•i ir••. ::'. c:: ,: './• · 
.,IJml~mg·~·· .... ~f~tf .. i,,~: ;;:.••.··· · 
,, '-'• •,~'••;,:••:-·'•/• ••' '"'"'.• •.<• '" '"'1/•''•' ,'"/ ,•'•• C 

Building & Safety - Address p Yes p Microfilm or permanent (GC34090) 
Files 

Building & Safety - Building p Yes p Microfilm or permanent (GC34090) 
Numbering Maps 

Building & Safety - Counter s No s (GC34090) 
Manual: 

Fee Schedules 

Procedures & Instructions 

Building & Safety - Disaster s 2 No S+2 (GC34090) 
Response Program Files 

Disaster Response Plan 

Resources/Contacts Lists 

Building & Safety - C 5 No C+5 (GC 34090) 
Earthquake Records -
Inspections/ Address Log 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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B&S Building & Safety - Plan p Yes p Microfilm or permanent (GC 34090) 
Review Files: 

Building Permits 

Plumbing Permits 

Electrical Permits 

Heating/Ventilation/ A. C. 
Permits 

Sign permits 

Inspections Record Sheets 

Drawings 

Certificates of Occupancy 

Substandard Housing 
Abatement 

Correspondence & Backup 
Data 

Building & Safety - Plans & T T (H&S 19850) 
Drawings (Commercial 
Structures) 

Building & Safety - Plans & T T (H&S 19850) 
Drawings (Residential) 

Building & Safety - Sewer p Yes p (GC 34090) 
Maps & Indexes 

Disaster Incidents Files: A 5 No A+5 Note: This record is for files documentary disaster incidents damages and 

Damage Reports/ Assessments claims for reimbursement from agencies such as FEMA an DES 

& Supporting Data (GC 34090) 

Engineering - Grading Bonds p Yes p Microfilm or permanent (GC 34090) 
& Releases 

Engineering - Grading Permits p Yes p Microfilm or permanent (GC 34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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Plan Administrative Permits, e.g., p Yes p Microfilm or permanent (GC 34090) 
Modifications, Outdoor dining 

Appeals: p Yes p Microfilm or permanent (GC 34090) 

Planning Commission 
Decisions 

Directors Decisions 

Business Registration E 4 No E+4 (B&P 17927) 

Case Logs (Project Logs) p Yes p Microfilm or permanent (GC 34090) 

CEQA Legal Notices: p Yes p Microfilm or permanent (GC 34090) 

Notices of Exemption 

Notices of Completion 

Notices of Preparation 

Notices of Determination 

Development Review: p Yes p Microfilm or permanent (GC 34090) 

Agendas 

Declaration of Postings 

Minutes 

Correspondence 

Economic Development p Yes p Microfilm or permanent (GC 34090) 

General Plan Records: p Yes p Microfilm or permanent (GC 34090) 

Environmental documents 

Correspondence & Supporting 
Data 

Land Divisions p Yes p Microfilm or permanent (GC 34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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Plan 

Lot Line Adjustments p Yes p Microfilm or permanent (GC 34090) 

Minor Development Permits: C 5 No C+5 (GC 34090) 

Parcel Maps p Yes p Microfilm or permanent (GC 34090) 

Planning Commission p Yes p Microfilm or permanent (GC 34090) 
Agendas: 

Original Agendas; 

Declarations of Posting 

Planning Commission No (GC 34090.7) 
Meetings - Audio Tapes 

Planning Commission Minutes p Yes p Microfilm or permanent (GC 34090) 

Planning Commission Notices 5 No 5 (GC 34090) 

Planning Commission Packets 5 No 5 (GC 34090) 

Planning Commission 4 No 4 (GC 34090) 
Reference Collection: 

Reports & Studies from 
Outside Sources; 

Planning Texts (Guides, 
Procedures, Reference); 

Planning Publications/ 
Periodicals; 

Legislation 

Planning Commission p Yes p Microfilm or permanent (GC 34090) 
Resolutions 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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Plan Planning - Project Files p Yes p Microfilm or permanent (GC 34090) 
(Unclassified Use Permits): 

Environmental Documents 

Correspondence 

Applications & Supporting 
Data 

Planning - Public Information AR 2 No AR+2 (GC 34090.7) 
Materials (Front Counter): 

Zoning Standards 

Applications & Checklists 

Procedures & Guidelines 

Consultants Lists 

Fees Schedules 

Maps, Plans & Drawings 
(Public Viewing Copies) 

Sign Permits p Yes p Microfilm or permanent (GC 34090) 

Site Plan Review p Yes p Microfilm or permanent (GC 34090) 

Specific Projects p Yes p Microfilm or permanent (GC 34090) 

Temporary Use Permits C 3 No C+3 (GC 34090) 

Tract Maps p Yes p Microfilm or permanent (GC 34090) 

Unclassified Use Permits p Yes p Microfilm or permanent (GC 34090) 

Variances p Yes p Microfilm or permanent (GC 34090) 

Zoning Changes/General Plan p Yes p Microfilm or permanent (GC 34090) 
Amendments 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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Fin 

Treas 
Fin 

Annual Reports 2 p Yes p Microfilm or Permanent, includes State Controller, Street Annual Gas Tax 
(GC34090) 

Audit Proposals - Successful C p Yes p Microfilm or permanent; file successful bids with contract in City Clerk's 
with Related Documents office (CCP 337) 
Audit Proposals - 2 No " (GC34090) ., 
Unsuccessful/Rejected with 
Related Documents 
Annual Audit Reports 2 p Yes p Microfilm or permanent (GC34090) 
Audit Reports, Grants 2 p Yes p Microfilm or permanent (GC34090) 
Cash Statements 2 5 No 7 (GC34090) 
Chart of Accounts 2 p Yes p Microfilm or permanent (GC34090) 
Check Registers 2 3 No 5 (GC34090, CCP 337) 
Correspondence 2 1 No 3 (GC34090) 
Fiscal Analysis 2 5 No 7 (GC34090) 
Fixed Assets Inventories 5 No 5 (GC34090) 
Fund Advances 2 5 No 7 (GC34090) 
Fund Transfers 2 5 No 7 (GC34090) 
General Ledgers, Trial Bal, 2 8 No A+l0 (GC34090; CCP 337) 
Rev and Exp 
Grant Audit Reports 2 p Yes p Microfilm or permanent (GC34090) 
Grant Financial Records 2 5 No CL+7 (GC34090; 7CFR 3016.42) 
Grants, Successful, w/Related 2 5 No CL+7 (GC34090; CFR 3016.42) 
Documents 
Grants, Unsuccessful 2 No 3 (GC34090) 
Journal Entries/Vouchers " 7 No A+l0 (GC34090; CCP 337) ., 
Petty Cash Vouchers 2 5 No 7 (GC34090) 
Policies & Procedures, Finance s Yes S+l0 (GC34090) 
Dept. 

Kevs: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 
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Fin 

Treas 

Fin 

Fin 

Refundable Deposits 2 5 No 7 (GC34090) 
Regulations & Policy, City C 2 No C+2 (GC34090) 
Reports & Studies (Special C p Yes p Microfilm or permanent for research/historic value (GC34090) 
City) 
Reports, Accounting 2 5 No A+7 (GC34090) 
Reports, Treasurer's 2 p Yes p Microfilm or permanent (GC34090; CCP 337.5) 
Warrant Registers, A/P p Yes p Microfilm or permanent (GC34090) 
Worksheets & Back-up data 2 No 2 (GC34090) 

1099 Forms 2 3 No 5 (GC34090) 
Accounts Payable A+2 3 No A+5 (GC34090) 
Bid Notices/ Affidavits of C p Yes p Microfilm or permanent (GC34090) 
Publication 
Bids for Equipment/ Supplies 
Cancelled 2 No 3 (GC34090) 
Successful with Related A 5 No A+5 (File successful bids with contracts in City Clerk's office (GC34090; CCP 337) 
Documents 
Unsuccessful/Rejected with 2 No 3 (GC34090) 
Related Documents 
Bids for Services 
Equipment Disposition; A 4 No A+4 Audit +4 years after disposition of equipment (GC34090) 
Auction Lists, Reports, Bills of 
Sale 
Equipment Purchase C No C+I0 Current + IO years after disposition of equipment ( original contract with City 
Agreements Clerk) (GC34090; CCP 337.15) 
Purchase Requisitions A+2 3 No A+5 If grant-related, 3 years after disposal or per specific grant requirements; may 

wish to keep equipment P.O.'s until disposal of equipment (GC34090; CCP 337) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Fin 

Fin 
Treas 

Fin 

Treas 
Fin 
Treas 

Fin 

Assessment District - Financial C p Yes p Microfilm or permanent (GC34090) 
Records (Assessed Valuations 
Correspondence) 
Assessment Proceedings C 3 No C + 3 (GC34090) 
Financing Programs - C 3 No C+3 (GC34090) 
Reference 

;;J~i.:.~f 
Agreements, Banking (Copy) 
Armored Transport Receipts 2 No 2 
Checks & Credit Card Slips, 2 3 No 5 
Returned 
Checks, Cancelled, General 2 3 No 5 Includes Payroll & Housing (GC34090) 
Checks, Stale-Dated, 2 No 3 (GC34090) 
Checks Unused 
Debit/Credit Memos 2 3 No 5 (GC34090) 
Deposit Corrections 2 3 No 5 (GC34090) 
Deposit Slips/Receipts 2 3 No 5 (GC34090) 
Reports, Banking 2 3 No 5 (GC34090) 
Signature Authorization Cards, A 5 No A+5 (GC34090) 
Faxes 
Statements & Reconciliations 2 3 No 5 (GC34090; 26 CFR 31.6001-1) 
Stop Payments 2 

,., 
No 5 (GC34090; 26 CFR 31.6001-1) .) 

Warrants (Paid) (A/P) A+2 
,., 

No A+5 (GC34090) .) 

Wire Transfers 2 3 No 5 (GC34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Fin 

Fin 

Fin 

Fin 

~ini1ssues1oebt ser~j~e ... 
Bond Authorization & Related CL p Yes p Microfilm or permanent (GC34090; CCP 337.5) 
Public Hearing Records, 
Investor Lists, Prospectus, 
Accepted Proposals, 
Certificates, Notices, 
Correspondence 
Bond Bids/Proposals, Rejected 2 No 3 (GC34090) 
Bond Registers C p Yes p Microfilm or permanent (GC34090; CCP 337.5) 
Bonds & Coupons, Paid/ CL 3 No CL+3 (GC34090; GC5392 l) 
Canceled (Revenue Bonds) 

Budget, Annual City 2 p Yes p Microfilm or permanent (GC34090) 
Budget, Capital Improvements 2 Yes p Microfilm or permanent (GC34090) 
Budget, Departmental 2 No 

,, 
(GC34090) .) 

Budget Manual & Calendar 2 No 3 (GC34090) 
Budget Requests, Departmental 2 No 

,, 
(GC34090) .) 

Budget Requests, External 2 No 3 (GC34090) 
Budget, Revenue Sharing 2 p Yes p Microfilm or permanent (GC34090) 
Revenue Estimates 2 3 No 5 (GC34090) 

. {~t~Ji,ildiatii~. <i:i{ 
HIDTA CL 7 (GC34090) 
OCJP CL 7 CL+7 (GC34090) 
Prop A CL 7 No CL+7 (GC34090) 
Prop C CL 7 No CL+7 (GC34090) 
State Gas Tax CL 7 No CL+7 (GC34090) 

· ••• \cJ11~estmenJs ·.··• 
Certificates of Deposit 5 (GC34090) 
Investment Portfolio; p Yes p Microfilm or permanent (GC34090; CCP 337.5; GC53607) 
Statements & Related 
documents 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Fin 

Fin 

Treas 
Fin 
BL 

Fin 

Deductions/ Authorizations T 4 No T+4 Including leave slip, W-2 forms (GC34090; 29 CFR 516.2) 
Employee Salary Verifications 3 No 3 (GC34090) 
Individual Employee Payroll T p Yes p Microfilm or permanent (GC34090) 
Payroll Master s p Yes p Microfilm or permanent (GC34090) 
Payroll Registers T p Yes p Microfilm or permanent (GC34090, GC37207) 
Payroll Reports T 4 No T+4 (26 CFR 31.6001-1) 
Retirement Reports (PERS, T p Yes p Microfilm or permanent (GC34090) 
PARS) 
Tax Records 2 4 No 6 (29 USC 436) 
Time Cards/Sheets 4 No 5 (29 CFR 516.2-516.6) 
Travel/Mileage Expenses 2 3 No 5 (GC34090) 
Vacation/Sick Leave Reports T 4 No T+4 (29 CFR 516.2-516.6) 
W-2 Forms/Reports 2 4 No 6 (29 CFR 516.2-516.6) 

Deferred Compensation C p Yes p Microfilm or permanent (GC34090) 
Reports 
Retirement Plan Agreements C p Yes p Microfilm or permanent; file original contracts with City Clerk (GC34090) 
(including PERS, PARS), 
Amendments, Related Records 
Retirement Plan Reports C p Yes p Microfilm or permanent (GC34090) 

Accounts Receivable 2 3 No A+5 (GC34090) 
Alarm Permits T 3 No T+3 (GC34090) 
Business License Applications T 4 No T+4 (GC34090; CCP 337) 
Business License - Revocations T 4 No T+4 (GC34090; CCP 337) 
Business Licenses/Renewals T 4 No T+4 (GC34090; CCP 337) 
Census Records p Yes p Microfilm or permanent (GC34090) 
Excise Tax 2 3 No 5 (GC34090) 
False Alarms C 3 No C+3 Retain in department while current (GC34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Pennanent; S= Superseded; T= Termination 
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Fin 

Treas 
Fin 

Treas 

Microfilm or permanent (City Clerk should append to Resolution of adoption) 
(GC34090) 

Fee Studies C p Yes p Microfilm or permanent (GC34090) 
Fee Waiver Requests T 3 No T+3 (GC34090) 
Funding Applications (Includes 2 

,., 
No A+5 (GC34090) .) 

State & Local Sources) 
Property Tax 2 3 No 5 (GC34090) 
Revenue Receipts/Reports 2 3 No A+5 (GC34090) 
Sales and Use Tax 2 3 No 5 (GC34090) 
T.O.T. 2 3 No 5 (GC34090) 
Treasurer Bank Statements A+2 No A+2 (FC3368, FC30210; GC43900, et seq.) 
U.U.T. 2 3 No 5 (GC34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Legal 

CITY OF SAN FERNANDO - RECORDS RETENTION SCHEDULE 

Amicus Curiae and Misc C+l p Yes p Microfilm or permanent (GC34090) 

Appeals, Civil C+l 3 No C+4 (CCP 583.320(a)(3); GC34090) 

Bankruptcy C+l p Yes p Microfilm or permanent (GC34090) 

Case Log and/or Index p Yes p Microfilm or permanent (GC34090) 

Correspondence 2 No 2 (GC34090) 

Litigation - Anti-Trust C+l p Yes p Microfilm or permanent (GC34090) 

Litigation - Case Listing p Yes p Microfilm or permanent (GC34090) 

Litigation - Civil - Non Tort C+l p Yes p Microfilm or permanent (GC34090) 

Litigation - Civil Tort C+l p Yes p Microfilm or permanent (GC34090) 

Litigation - Criminal C+l p Yes p Microfilm or permanent (GC34090) 

Litigation - General C+l 3 No C+4 (GC34090) 

Litigation - High Profile p Yes p Microfilm or permanent (GC34090) 

Prosecutions C+l p Yes p Microfilm or permanent (GC34090) 

Subpoenas C+l 3 No C+4 (GC34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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CITY OF SAN FERNANDO - RECORDS RETENTION SCHEDULE 

Pers Employee Benefits p Yes p Microfilm or permanent (29 USC 1113) 
Administration Records: Plan 
Documents; Enrollment Forms; 
Correspondence and Backup 
Data 
Employee Rights (Non-Sworn T 2 No T+2 (GC12946. 29 USC 211,203,207) 
Employees): Arbitration, 
Grievances, Union Requests, 
Complaints, Disciplinary 
Actions 
Hourly Employees T 6 T+6 (GC 12946; 29 CFR 1627.3) 

Negotiation p Yes p Microfilm or permanent (29 USC 211,203,207) 

PERS, Social Security, SSI p Yes p Microfilm or permanent (29 CFR 1627.3; GC12946, GC34090) 

Personnel - Employee p Yes p Microfilm or permanent (GC34090) 
Handbook 
Personnel - Employee Incentive 2 No 2 (GC34090) 
A ward Program Files: 
Suggestion Forms; 
Correspondence and Backup 
Data 
Personnel Files: Former p Yes p Microfilm or permanent (GC34090) 
Employees Receiving 
Retirement and DOC Benefits 
Personnel Files: (Safety and T 6 No T+6 (29 USC 1113, GCI2946) 
Non-Safety) Resumes; 
Applications; Personnel Action 
Forms; Performance 
Evaluations; Correspondence; 
Direct Deposit Authorizations 
Recruitment Files: Job Position C 3 No C+3 (29 CFR 1627.3) 
Announcements; Applicant 
Responses & Resumes; 
Correspondence and Backup 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Pers Accident Reports/Incident 5 No 5 (GC34090) 
Reports 
Claim Files (against the City or C 5 No C+5 (GC34090, PC832.5) 
City Personnel); Claim Letters, 
Forms, Correspondence, Court 
Transcripts, Backup Data 
Claims Loss Runs (Fiscal Year 5 No 5 (GC34090, PC832.5) 
End) 
Claims Loss Runs ( Monthly) 2 No 2 (GC34090) 

SCJPIA Certificates of p Yes p Microfilm or permanent (GC34090) 
Liability: Certificates and 
Backup Data 
Workers' Compensation 5 No 5 (GC34090) 
Insurance Administration 
Records: Loss Analyses; 
Statements; Correspondence 
and Backup Data 
Workers' Compensation p Yes p Microfilm or permanent (GC34090) 
Insurance Policies 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Tennination 
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CITY OF SAN FERNANDO . £CORDS RETENTION SCHEDULE 

Pol Alarm Records 2 No 2 (GC34090) 

Arrest Records 

Drunk (Not 2 No 2 (GC34090) 

Prosecuted) 

Registers 5 No 5 (GC34090) 

Rejected by D.A. 4 No 4 (GC34090) 

Traffic Warrants 2 No 2 (GC34090) 

( for Local or Foreign 

Agency) 

Auction Receipts and Records 2 No 2 (GC34090) 

Audio Recordings of 100 days No 100 days 100 days; (GC34090.6) 
Telephone and Radio 
Communications (Dispatch)* 

Bail Receipts 2 No 2 (GC34090) 

Bicycle Licenses 
,., 

No 3 (GC34090) ., 
Case Files 

Homicide - p Yes p Microfilm or permanent (PC799) 

Investigator's File 

Narcotics (no arrest CL 2 No CL+2 (GC34090) 
cases) 

Officer Involved CL 25 No CL+25 (GC34090) 
Shootings 

Child Abuse Reports - Felony 10 No 10 (Department of Justice Regulates) 

Citations (Department of Justice Regulates) 

Animal Control 2 No 2 (GC34090) 

Marijuana 2 No 2 (H&S 11361.5) 

Parking 2 No 2 (GC34090) 

Traffic 2 No 2 (GC34090) 

Concealed Weapons Permits 3 No 3 (GC34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
APPENDIX I 

12011\647241.2 Page 21 of31 



Pol 

Correspondence 2 No 2 (GC34090) 

Court Records 

Daily Schedule C 1 No C+l (GC34090.7) 
(Duplicates) 

Sign-in Logs C 2 No C+2 (GC34090) 
Tracking System C 2 No C+2 (GC34090) 
Records 

Crime Reports** 3 No 3 (Department of Justice Regulates) 

Criminal Arrest Files*** 10 No 10 (Department of Justice Regulates) 

Daily Activity Records and 3 No 3 (GC34090) 
Logs (i.e., NOT reports) 

Daily Reports** 3 No 
,., 

(Department of Justice Regulates) ., 
Deceased Criminal Arrest Files 10 No 10 (Department of Justice Regulates) 

Employment Applications 5 No 5 EEOC Complaint can be filed within 49 mos.; (GC12946) 

Background 
Investigation 5 No 5 EEOC Complaint can be filed within 49 mos.; (GC12946) 

Unprocessed 

"Factual Innocence" (Sealed No Destroy 3 years from sealing (PC85 l .8) 
Records) 

Felony Crime Reports: Capital p Yes p Microfilm or permanent (PC799) 
Crimes, Crimes Punishable by 
Death, Life Imprisonment 

Fingerprint 

Applicants' Files T 2 T+2 (GC34090) 
Inked/Palm Cards C 20 C+20 Persons booked into detention facility; copies distributed to County, State 

and Federal agencies 

Immigration Letters 2 No 2 l-9's 

Incident Reports** 3 No 
,., 

(Department of Justice Regulates) ., 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Pol 

Index Cards 

Field Interview 5 No 5 (GC34090) 

Police Dispatch 2 No 2 (GC34090) 

Jail 

Inspections 2 No 2 (GC34090) 

Register (Daily 10 No 10 (Department of Justice Regulates) 

Record of Persons 

Booked) 

Juvenile Arrest Files, Reports No Upon Notification from Juvenile Court Judge 

Juvenile - Sealed Records 5 No 5 Destroy 5 years from sealing; Welfare & Institutions Code 78l(d) 

Licenses and Permits - Records 3 No 3 (GC34090) 
of Expired Licenses and 
Permits 

Lost and Found Records 5 No 5 (GC34090) 

Miscellaneous Reports 2 No 2 (GC34090) 

Misdemeanor/Infractions 
.., 

No 3 (Department of Justice Regulates) ., 
Reports** 

Money Transmittals 2 No 2 (GC34090) 

Non-Criminal Occurrences C 2 No C+2 (GC34090) 

Officer Involved Shootings CL 25 No CL+25 (GC34090) 

Parades & Special Events CL 2 No CL+2 (GC34090) 

Pawnbrokers, Secondhand C 2 No C+2 Originals to licensee; (blue) copies to DOJ; (pink) copies retained by City. 
Dealers (Duplicates, i.e., Pink Renewals issued annually; (GC34090) 
Copies) 

Permits 

Alcoholic Beverage 2 No 2 (GC34090) 

Control License 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Pol 

Personnel Files 

Internal Affairs 5 No 5 (PC832.5) 

Investigations 

(including Citizen's 

Complaints and 

Pitchess Motions) 

Tenninated Employees 5 No 5 EEOC Complaint can be filed within 49 months; (GC12946) 

Photo Negatives (Inmates) C 20 No C+20 By prisoner number 

Press Releases C 2 No C+2 (GC34090) 

Property Control Files C 2 No C +2 (GC34090) 

Rap Sheets CL 2 No CL+2 (GC34090) 

Reports - Duplicates 6 mos. No 6 mos. (GC34090.7) 

Restraining Orders, Emergency C No C Destroy after law enforcement actions and effective date of restraining 
Protective Orders, Temporary order has expired 
Restraining Orders, Legal 
Stipulations, Orders After 
Hearing (Duplicates) 

Schedules 

Daily C 2 C+2 (GC34090) 

Watch Assignments/ C 2 C+2 (GC34090) 

Timekeeping Records 

Statistical (Crime Analysis) p Yes p Microfilm or permanent (GC34090) 

Statistical (UCR), Uniform p Yes p Originals sent to FBI, DOJ; Microfilm or permanent (GC34090) 
Crime Reports Mandatory to 
DOJ (LEIC) 

Subpoenas C 2 No C+2 (GC34090) 

Swap Meet Merchant Control 2 No 2 (GC34090) 
Sheets 

Traffic Collisions 

Non Injury 3 No 
,., 

(GC34090) .) 

One or More Injuries 5 No 5 (GC34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Training 

Bulletins p Yes p Microfilm or permanent (GC34090) 

Event Files C 2 No C+2 (GC34090) 

Vehicles 

Impounded/Stored/ 3 No 3 (GC34090) 

Repossessed/ 

Recovered 

Stolen 5 No 5 (GC34090) 
Video Surveillance/Security 13 mos. No 13 mos. (GC34090.6) 
(Jail) 
Warrant Recall Sheets 2 No 2 (GC34090) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Pol Warrants Recall after No Recall after (Recommended by the California Law Enforcement Warrant Officer's 

12011\647241.2 

Felony 10 yrs.; l0yrs.; Association) 
Exception: Exception: 
Murder/ Murder/ 
Escape Escape 

Misdemeanor Recall after No Recall after (Recommended by the California Law Enforcement Warrant Officer's 
Criminal 5 yrs; 5 yrs; Association) 

Parking Recall after No Recall after (Recommended by the California Law Enforcement Warrant Officer's 
I yr. I yr. Association) 

Traffic Recall after No Recall after (Recommended by the California Law Enforcement Warrant Officer's 
5 yrs. 5 yrs. Association) 

Traffic Collision Fatalities p Yes p Microfilm or permanent (Recommended by the California Law 
Enforcement Warrant Officer's Association) 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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* 

** 

*** 

In. vent that the recordings are evidence in any claim filed or any pendin§, ,ation, they shall be preserved until pending litigation is resolved. 

"Crime Reports," "Daily Reports," "Incident Reports," and "Misdemeanor Reports" refer to daily blotters, incident summaries or investigative reports that do not involve 
felonies. The reports can be destroyed after three years, provided that a copy of said report has been placed with the case file. The case files should be destroyed according to 
guidelines set forth for individual case files. 

You can legally retain the records for two years; however, you should notify the Department of Justice that you are purging source documents before you destroy them. 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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PW 

Capital Improvement Projects p Yes p Microfilm or permanent (GC 34090) 
(CIP) Plans & Drawings: 
Final, As-Built Plans & 
Drawings 
Federal Highway C 3 No C+3 ( 49 CFR 18.42) 
Administration Funding 
(FHWA) Administrative Files: 
Applications/Funding Requests 
& Supporting Data 
Budgeting Analyses 
Correspondence w/ Local 
Administrative Agencies 
(Including CAL TRANS) 
Studies & Reports 
Supporting Data 
Grants/Funding Files C 10 No C+ 10 (7 CFR 3016.42) 
Intersections/Streets/Signals p Yes p Microfilm or permanent (GC 34090) 
Maps - Final, Recorded Maps, p Yes p Microfilm or permanent (GC 34090) 
Including: 
Subdivision Maps 
Parcel Maps 
Assessment Districts 
Record Of Survey 
Improvement Plans 
Tract Maps 
Construction (Final, As-
Constructed Only) 
Utilities - Storm Drain 
NPDES - Program Files p Yes p Microfilm or permanent (GC 34090) 
Operations & Maintenance 2 No 2 (GC 34090) 
Projects Files: 
Service Requests 
Correspondence & Supporting 
Data 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Eng Capital Improvement Project C 10 No C+l0 (CCP 337.15) 
(CIP) Files 

Capital Improvement Projects p Yes p Microfilm or permanent (GC 34090) 
(CIP) Right-of-Way 
Documentation: 

Deeds 

Quitclaims 

Easements 

Consultants/SuppliersN endors AR No AR (GC 34090) 
Information 

Disaster Incidents Files A 5 No A+5 (GC 34090) 

Encroachment Permits Log 5 No 5 (GC 34090) 

Grading Permits p Yes p Microfilm or permanent (GC 34090) 

Land Development Projects p Yes p Microfilm or permanent (GC 34090) 
Files 

Organizations Files 2 No 2 (GC 34090) 

Permits: p Yes p Microfilm or permanent (GC 34090) 

Encroachment Permits 

Excavation Permits 

Policies & Procedures for s IO No S + 10 (GC 34090) 
Engineering Operations 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Rec Brochures Advertisers Files 2 No 2 (GC 34090) 

Brochures Artwork C 2 No C+2 (GC 34090) 

Facilities Reservation Forms 2 No 2 (GC 34090) 

History Files: p Yes p Microfilm or permanent (GC 34090) 

Publicity Binders 

Photos Binders 

Department Publications 

History Files: 2 No 2 (GC 34090) 

Flyers 

Brochures 

Press Releases 

Park Master Plans Files: p Yes p Microfilm or permanent (GC 34090) 

Environmental Documents 

Correspondence & 
Supporting Data 

Parks/Facilities Construction C 10 No C+lO (GC 337.15) 
Projects 

Personnel - Instructor Contracts E 2 No E+2 (GC 34090) 

Program Evaluations 2 No 2 (GC 34090) 

Program Proposals Files 2 No 2 (GC 34090) 

Program Registrations/Waivers 5 No 5 (GC 34090) 
of Liability 

Programs Files (City- C 4 No C+4 (GC 34090) 
Participation) 

Programs Files (City- C 5 No C+5 (GC 34090) 
Sponsored): 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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Rec Recreation Registration 2 No 2 (GC 34090) 
Database Records: 

Registrant Data (Active) 

Program Data (Active) 

Program 
Data(Inactive/Historical) 

Special Events Files: C 5 No C+5 (GC 34090) 

Requests 

Maps, Plans & Drawings 

Correspondence & 
Supporting Data 

Permits/ Applications 

Keys: A= Audit; AR= Annual Review; C= Current; CL= Closed; E= Expiration; P= Permanent; S= Superseded; T= Termination 
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