HOW TO USE RETENTION SCHEDULES
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A legend explaining the information presented in the retention schedule has been printed on the back of
each page for your easy reference; an index to locate records is also provided.

The specified retention period applies regardless of the media of the record: If a record is stored on
paper and a computer file on a hard drive, both records should be destroyed (or erased) after the
specified period of time has elapsed.

Copies or duplicates of records should never be retained longer than the prescribed period for the original
record.

STRUCTURE: DISTRICTWIDE, DEPARTMENTS & DIVISIONS

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

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

BENEFITS

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

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

* Reduce the cost of records storage

+ Eliminate duplication of effort within the District

+ Find records faster

« Easier purging of file folders

+ Determine what media should be used to store records

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

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

e [f there is a minimum retention ("Minimum 2 years"), destruction of the document must be
authorized before it is destroved, as it is an original record.

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

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

On every page of the schedules (near the top, just under the column headings) are important instructions,
including instructions regarding holds on destroying records. “Litigation, complaints, claims, public
records act requests, audits and/or investigations suspend normal retention periods (retention
resumes after settlement or completion).”



Ver. 2.0

RECORDS RETENTION SCHEDULE: DISTRICT-WIDE STANDARDS Page DW-1
— Destroy
Office of J : o ’ Paper
Record Retertion Records Description Tota'l Vital? Me.dla I—lTport after Comments / Reference
No. Retention Options | M=Mfr
(OFR) Imaged &
S=Scan .
C'd?
Retentions a

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

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

|y to the "Lead Dept" Use District-Wide together with Department schedules

Board

DISTRICT-WIDE (Used by All Departments)

erformed by file folder.

eriods (retention resumes after settlement or compl

e
Agreements & Contracts - All Original

DW-001 Contracts or Agreements Signed by General Sendto [JYes: Before | Mag, OD, s/l Yes: After |District preference; Board Administration
Admin. Manager, and / or Approved by the Board of JjBoard Admin.§ Completion Ppr QC & OD |is Office of Record
Directors )
pgremerts & Conacs - AL e U Lo
A.D MSISTRATIVE REGORIDS, of dossdic) filed with agreement); Published Audit
Signed by General Manager or Approved by _ . .
Lead . c letion + Mag OD Yes: Aft Standards=4-7 years; Statute-of
D erf t DW-002 the Board of Directors o1nc1)pbe . ag, ! S/ C?(s; 8 ogr Limitations: Contracts & Spec's=4 years,
epartmen . . yedl= Pr Wrongful Death=comp. + 5 years,
(Correspondence, project schedules, copies of Developers must retain their records for
invoices, backup, insurance cer_tlﬁcates etc.) - completion + 10 years; CCP §§336(a),
Also see grant retention, if applicable.C18 _ 337 et. seq., GC §60201
iz 2l When No
Lead DW-003 Association Records (external associations - Longer Mag, Ppr Non-records; GC §60201 et seq.
Department e.g., ACWA etc.) g
Required
When No
Lead Dept. DW-004 |(Clippings / Newspaper Clippings Longer Mag, Ppr Non-records; GC §60201 et seq.
- Required
Committees, Task Forces, Associations,
Commissions, & Boards: External Wihon Ne
Lead Dept. DW-005 S Lo e Longer Mag, Ppr Non-records
Organizations (e.g. Association of California Real
) Required
Water Agencies, etc.)
’ When N Used for Disaster Recovery Purposes
Information DW-006 |C ter Back L S Y M Only; Considered a copy and can be
Technology ) EMPIEERSASHRS R anast q o ag- destroyed when no longer required; GC
SR §60200 et seq.
Copies -
DW-007 |Copies or duplicates of any record V\ll_gi;:ro Mag, Ppr GC §60200
Required
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Ver. 2.0 RECORDS RETENTION SCHEDULE: DISTRICT-WIDE STANDARDS Page DW-2
Image: Bestroy
Office of . . _ ’ Paper
Record Retention Records Description Tota_l Vital? Me.dla I=lmport after Comments / Reference
No. Retention Options | M=Mir
(OFR) _ Imaged &
S=Scan .
C'd?
Retentions aEE’K fo the "Lead Deet"i' Use District-Wide together with Department schedules
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, pending gublic records act reguestsi auditsi and/or investigations suspend normal retention periods (retention resumes after settlement or compl

District preference; some

Minimum 10 Yes: While correspondence from Regulatory
Lead Dept. DW-008 |Correspondence - Regulatory Agencies years é:ﬂ\éz Mag, Ppr Agencies need to be retained for long
periods of time; GC §60201
Dept. that Correspondence - Routine
Authors (Content relates in a substantive way to the
Document conduct of the public's business) B
or DW-009 Minimum 2 Mag, Ppr Department preference; GC §60201
Receives (e .g. Administrative, Chronological, Communications, years
the District's General Files, Letters, Memorandums, Miscellaneous
Original Reports, Reading Files, Working Files, etc. Does NOT
Document include Regulatory Agency Correspondence)
Electronic and paper records are filed
and retained based upon their
Correspondence - TRANSITORY / CONTENT. E-mails, electronic records,
PRELIMINARY DRAFTS, Interagency and or social media postings where either the
Intraagency Memoranda not retained in the Content relates in a substantive way
Dept. that ordinary course of business to the conduct of the public's
Authors . business, or ARE made or retained
Bocument Ccn_tent NOT Substantive, or NOT n_1ade or for the purpose of preserving the
or i’etamed _for the purpose of preserving the When No informational content for future
Receives DW-010 |informational content for future reference Longer Mag, Ppr reference are saved by printing them
the Districts (e.g. calendars, checklists, e-mail or social media Required out _and placing them.in a file folder, or
Original invitations, instant messaging, logs, mailing lists, saving them electronically. If not
Document mentioned here, consult the Attorney to

meeting room registrations, supply inventories,
telephone messages, text messages, transmittal
letters, thank yous, requests from other cities,
undeliverable envelopes, visitors logs, voice mails,
webpages, etc.)

determine if a record is considered
transitory / preliminary draft. GC
§§60201, 6252, 6254(a); 64 Ops. Cal.
Atty. Gen. 317 (1981)); City of San Jose
v. Superior Court (Smith). S218066.

Supreme Court of California. 2017
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RECORDS RETENTION SCHEDULE: DISTRICT-WIDE STANDARDS

Page DW-3

Image: Bestroy
Office of . i Paper
Ret: i =
Record etention Records Description . Tota_l - Vital? Me.d ia | [Flmport after Comments / Reference
No. Retention Options | M=Mfr
(OFR) Imaged &
. . S=Scan c'd?
Retentions apply to the "Lead Dept”: Use District-Wide together with Department schedules
Retentions begin when the act is completed, and imply a full file folder (e.

. Jast document + 2 years), since destruction is normall

erformed by file folder.

HOLDS: Litigation, complaints, claims, pending eublic records act reguestsi auditsi and/or investigations suspend normal retention periods (retention resumes after seftlement or compl
. . . When No As long as the drafts and notes are not
Lead Dept. DwW-011 t?rgtje%sri\:)c:)e s: Drafts that are revised (retain ~ Longer Mag, Ppr retained in the "Regular Course of
Required Business". GC §60201, GC §6254
District Preference (may include records
pertaining to independent contractor's
compensation, or expense
reimbursement); Meets auditing
. . After Funding standards; Uniform Admin.
SS;E (sggg EISSFULE:- :" relcg rds, including Agency Audit; Requirements for Grants to Local
Lead Dept. DW-012 M or claims (Federal Emergency if required - Mag, Ppr Governments is 3 years from expenditure
anagement Agency or Office of Emergency .- "
Services Claims) Minimum 5 report or final payment of grantee or
. years subgrantee; 2 CFR 200.333; 24 CFR
91.105(h), 92.505, 570.490, &
570.502(a&b),-29 CFR 97.42; OMB
Circular A-110 & A-133; GC §60201; GC
§8546.7
Lead Dept. DW-013 g;ar?;zbolﬁ:riz?;i?l:m' (Applications, 2 years Mag, Ppr Department Preference; GC §60201
Ensure records kept in Department files
Send to comply with District policy; Origina_ls are
Human maintained by Personnel. Syperv:sors
Human ) " Resources Before notes should be maintained in a .
Resources DW-014  [Personnel Files - Department-level Copies U s ti Mag, Ppr separate folder and be incorporated in
pon eparation :
Separation or the.employee s annual performance )
an review; 29 CFR 1602.31 & 1627.3(b){(ii),

. Transfer .

8 CCR §3204(d)(1) et seq., GC
§§12946, 60201
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Ver. 2.0 RECORDS RETENTION SCHEDULE: DISTRICT-WIDE STANDARDS Page DW-4
Image: Destroy
Office of . . _ ’ Paper
Record Ret:lztlon Records Description ReI::ilon Vital? OM:i:I:s l-l-\:ln:l‘\;l?rrt after Comments / Reference
(OFR) ) p ] Imaged &
S=Scan
C'd?

Retentions agglz fo the "Lead Degt”l' Use District-Wide together with Department schedules
Retentions begin when the actis comelétedi and imelz a full file folder ‘e.g. last document + 2 Zearszi since destruction is nonnallz Een‘ormed bz file folder.

HOLDS: Litigation, complaints, claims, pending eublic records act reguestsi auditsi and/or investigations S

uspend normal retention periods (re

tention resumnes after settlement or compl:

Preliminary Drafts; Supervisors notes
should maintained in a separate folder

Human DW-015 Personnel Files - Department-level V\l,_rc])iger\io Before Mag, Ppr and be incorporated in the employee's
Resources Supervisor's Notes Required Separation ’ annual performance review; 29 CFR
1602.31 & 1627.3(b)(ii), 8 CCR
§3204(d)(1) et seq., GC §§12946, 60201
. When No Preliminary drafts (the document that the
Lead Dept. DW-016 E/IZZE(?%:;) hs, Videos (other than Board Longer Mag, Ppr photograph is used in is the final); GC
Required §60201
Authoring Reference Materials: Policies, Procedures, Minimum of
Dept. DW-017  |Brochures, Manuals, Newsletters, & Reports: Superseded Mag, Ppr Department Preference; GC §60201
Produced by YOUR Department + 2 years
Reports and Studies - White Papers, Issue
Lead Dept. DW-018 |Papers, Position Papers, Scientific Studies P Mag, Ppr Department Preference; GC §60201
(other than Annual Reports)
Department preference; Ethics Training
is & years; Statewide guidelines propose
7 years; Calif. Labor Division is required
Training: ALL COURSE RECORDS / to keep their OSHA records 7 years;
SYLLABUS, AND ROSTER OF ATTENDEES EEQC/FLSA/ADEA (Age) requires 3
Lead Dept. DW-019 5 years Mag, Ppr years for promotion, demotion, transfer,
Includes Ethics, Harassment Prevention, Safety selection, or discharge; State Law
Training & Tailgate Training Meetings requires 2 -3 years for personnel actions;
8 CCR §3203 et seq., 29 CFR 1602.31;
LC §6429(c); GC §§12946, 60201,
53235.2(b), 53237.2(b)
Unsuccessful Proposals / Unsuccessful Bids
Department preference; GC §60201 et.
Lead Dept. | DW-020 Purchasing is the Office of Record for Tyear Mag, Ppr seq.
Unsuccessful Bids
Lead Dept. DW-021  Visitor Logs / Registers 1 year Mag, Ppr Department preference; GC §60201 et

seq.
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OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a Board of Directors meeting (then it is the Board Secretary.)

Records Description: The record series (a group of like records).

Transitory Records not retained in the ordinary course of business, that do NOT have substantive content: Preliminary drafts, notes, or interagency or intra-

agency memoranda and records having only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records
entered into a computer system that qualifies as a “trusted system”, etc.

Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)

Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)
Total Retention: The total number of years the record will be retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent

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

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

Media Options (guideline) — the form of the record: Mag = Computer Magnetic Media (hard drive, disks, tapes, USB Drives, thumb drives, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper
OD = Optical Disk, CD-r, DVD-r, WORM, or other media which does not allow changes

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

Destroy Paper after Imaged & QC’d / Trustworthy Electronic Record: “Yes” indicates the paper version may be destroyed IF the document has
been imaged (electronically generated, scanned or imported and placed on Unalterable Media — DVD-R, CD-R, or WORM, or microfilmed), and
both the images and indexing Quality Checked (“QC’d”). The electronic record or image must contain all significant details from the original and be an

adequate substitute for the original document for all purposes, and other legal mandates apply. Includes all electronic records which are to serve as
the Official Record.

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

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

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

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

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

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

USC: United States Code (US) VC: Vehicle Code (CA) W&I: Welfare & Institutions Code (CA)



Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FiN-]

Offi ! Image: Bestroy
ice of . =
Record |Retention No. Records Description Tota.l Vital? Me_d|a ImpeE. (Faper Stk Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan Qc'd?
If the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is comeletedi and imelz a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litic_;ationi comelaintsi cla/’msi Eending Eub/ic records act reguestsi audits‘ and/or investigations suseend normal retention Eeriods (retention resumes after settlement or comeletionz.
FINANCE ADMINISTRATION / GENERAL ACCOUNTING
Finance / &
General
Accounting
+21:21C86: Audit Annual Reports / Audited Financial Statements Mag. OD Yiss: Afior
206:236:24 FN-001 / Comprehensive Annual Financial Report (CAFR) P g ! S/ QC' 8 OD Department Preference; GC §60201 et seq.
6:23C86:20 with Audit Management Letters / Audit Reports : pr
6:246:256:2
46:25C86:6
26
Finance / Audit Work P Final
Genergl FN-002 lnclul ol grepreif;ir; (Scl,:: dsu)les 5 years Mag, Ppr Department Preference; GC §60201
Accounting
Finance / i o
. . . Department Preference; Meets municipal
AGenera‘ﬂ FN-003 Audits - Single Audits 5 years Mag, Ppr government auditing standards; GC §60201
ccounting
Finance / Bank Statements / Checking Account Reconciliation / ) Department Preference; Meets municipal
General FN-004 Fiscal Agent Statements, Trustee Statements, 5 years Mag, Ppr P e ! .
Accounting Investment Account Statements, etc. govemmentaudiingssiandands; &G 560201
Statute of Limitations for bonds, mortgages, trust
o : ik ves: unti hisc o fjeedsd, SOt[es olr deben’curest is 6 y;egrs; Bon_c?fl
: es: Unti ag, OD, issued by local governments are 10 years; There
A&ir:ﬂ?rl] g FN-005 Bond Regisfers +D ?86522;1 Maturity Ppr =1l Ne are specific requirements for disposal of unused
bonds; CCP §§336 et seq., 337.5(a); 26 CFR
1.6001-1(e): GC §43900 et seq.
Department Preference; Statute of Limitations for
bonds, mortgages, trust deeds, notes or
Finance / Bonds / Certificates of Participation / Transcripts / Fully Yes: Until |Mag, OD debentures is 6 years; Bonds issued by local
General FN-006 Disclosure Reports Defeased Ma‘turity P’ ; eS8l No governments are 10 years; There are specific
Accounting / Continuing Disclosure Reports + 10 years - it requirements for disposal of unused bonds; CCP
§§336(a)(1) & (2), 337.5(2); GC §43900 et seq.
GC §60201 et seq.
Board e Mag, OD Yes: After
B, FN-007 Budgets: Adopted P Current P’ " ' S/ QC & OD Department preference; GC §60200
Fiscal Year P
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Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-2
X Image: Bestroy
Office of : =
Record |Retention No. Records Description ReI::\:ilon Vital? O'ﬁi?:s ! h:ln:l\a?rrt PI;‘:;;&: Comments / Reference
(OFR) S=Scan Qcd?

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

Retentions begin when the a

ct is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is

normally performed by file folder.

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

retention periods (refention resumes after settlement or completion).

Local
Resources When No -
. d -
& Finance / FN-008 Budgets: Proposed, Work Papers, Drafts, etc. L.onger Mag, Ppr ggg;égn ent Preference; Prefiminary drafts; GC
General Required
Accounting
Finance / .
i 5 Department Preference; Meets municipal
Agceor:;rt?:]g FN-009 Budgets: Proposed, Work Papers, Drafts, etc. 5 years Mag, Ppr government auditing standards; GC §60201
Finance / When No L . - .
General FN-010 Equipment Inventory Longer Mag, Ppr S,riemf;?gg gészgge Financial Database is the
Accounting Required g !
Financial Reports: Journals, Ledgers, General
Finance / Ledger, Recopcﬂnafmns, Registers, Reports, When No Draft / Preliminary documents used to produce
Transaction Histories, Balance Sheets, Budget . .
General FN-011 Adiustments. Billing Reqisters for New Financial Longer Mag, Ppr final year-end general ledger (financial database is
Accounting ! > SUING Reg Required the original); GC §60201
System, Edit Lists, (MONTHLY OR PERIODIC)
Does NOT include year-end General Ledger.
Finance / - . - -
Financial System Database / ERP Database . Data is interrelated; system qualifies as a "trusted
A&i’:;rt?r']g FN-012 | vioms) Indefinite Mag system”; GC §§60201, 12168.7
Finance / . . N . i
General EN-013 Fixed Assets Files 5 years Yes: Until |Mag, OD, S/ No Department Preference; CCP §§336(a)(1) & (2),
- Copies of Invoices, etc. Maturity Ppr 337.5(2); GC §43300 et seq. GC §60201 et seq.
Accounting
Finance / . .
General FN-014 Fund Transfers / Wire Transfers / Adjustments 5 years Mag, Ppr Department Preigrence, Meets.mumcnpoazlo
Accounting government auditing standards; GC §60201
Finance / Yes: Until
General FN-015 Investment Files 5years - Ma.turity Mag, Ppr Department Preference; GC §60201
Accounting
Finance / Investments: LAIF (Local Agency Investment Fund Yes: Until
General FN-016 : . gency ’ 5 years - Mag, Ppr Department Preference; GC §60201
A - all other types of investments Maturity
ccounting
Finance / s
. Department Preference; Statute of Limitations is 4
Aii?;ii?rig FN-017 Journal Vouchers / Journal Entries 5 years Mag, Ppr years; GC §60201, CCP §337
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Ver. 3.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-3

Office of Image: Eestroy
Record |Retention No. Records Description Totai Vital? Me‘dla I=Ir11port Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
: S=Scan C'd?
If the record is not listed here, refer to the Retention for District-Wide Standards.

Retentions begin when the a

ct is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is

normally performed by file folder.

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

Finance / Mag, OD Yes: After
General FN-018 Organization Charts - In Budgets and CAFRs P g ’ S/ : GC §60201 et seq.
. - pr QC & OD
Accounting
Finance / : . . .
h audit work
General EN-019 Rate Studies 10 years Mag, Ppr Departn_'lent Preference (consistent with audit wor
- papers); GC §60201
Accounting
Fci;nanc;ell FN-020 RFID Applications (Application and Receipt for RFID) | . ‘5 Mag. P Department Preference; Meets municipal
enera ; ! Gate RFID Applications L oyears ag, Fpr government auditing standards; GC §60201
Accounting
Finance / . Yes: Until
General FN-021 SB 90 / Mandated Cost Reimbursement Claims 5 years Méturit Mag, Ppr Department Preference; GC §60201
Accounting y
Finance / State Reports: State Controllers Report / Local ‘gt . i .
It tandards; GC
General FN-022 Government Compensation Report, Public Self . Syears . Mag, Ppr gésotggg Preference; Meets auditing s
Accounting Insurer Report (SIP Report), etc. )
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Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-4
< Image: I-Jestroy
Office of : =
Record |Retention No. Records Description Re-tr:r::ilon Vital? OMpZ?)I:s l_l\:lTISI(f):t P"an;;tzee:’ft;r Comments / Reference
(OFR} S=Scan Cc'd?

If the record is not listed here, refer to the R’etention for District-Wide Standards.

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

HOLDS: Litigation, complaints, claims, pendin

ACCOUNTS PAYABLE & ACCOUNTS RECEIVABLE

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

Finance / IRS: 4 years after tax is due or paid (longer for
Accounts " ; 9 auditing & contractor delinquency); Ca. FTB: 3
Papibie s | V028 |1099'59096', W-J's ¥ e Mag, Ppr years: IRS Reg §31.6001-1(e)(2), R&T §19530,
Receivable GC §60201(d)(12); 29 USC 436
. Accounts Payable Source Records / Invoices & May include records pertaining to independent
Finance / - < . .
P——— Receivers / Credit Card Statements / Travel Expense Yes: Until |Mag. oD Vise Afier contractor's compensation, or expense
Pavable & FN-024 Reimbursement Reports / Petty Cash & 7 years P'ai q g . ' S/1 QC- 20D reimbursement; Meets municipal government
Regeivable Reconciliation / Vehicle Mileage Reimbursement / P auditing standards; 40 CFR 122.41(j)(2); WC
Purchase Orders §13263.2(b) et seq.; GC §60201(d)(12)
Finance /
Accounts ¥ Accounts Receivable / Billing / Utility Billing / Water Yes: Until Meets municipal government auditing standards;
Payable & FN-Des Production Statements Piyaas Paid Wie, Fpr GC §60201
Receivable
Finance / May contain independent contractor's
Accounts ¥ ; . compensation; Statute of Limitations is 4 years;
Payable & FN-026 Check Copies / Cancelled Checks (retained at bank) 7 years Mag, Ppr Meets municipal government auditing standards;
Receivable GC §60201(d)(12), CCP § 337
gl d Vc\:lﬁzineiI; Presented to the Board in the Board Agenda
of the FN-027 Check Register / Warrant Register Mag, Ppr ese . e boa = g
Longer packet; GC §60200
Board 2
Required
Finance /
Accounts . Follow Bank These are bank instruments, and not District
Payable & FR-0ZR Chesks deposited fo.Bank Instructions Mag, Per records; per bank agreement.
Receivable
UTILITY BILLING
Fianes ¢ Yes: Until Meets municipal t auditing standards;
Utility FN-029  |Collections / NSF Checks 5 years es. N Mag, Ppr = cpalgevemmeltdudiingstoneancs;
Billing Paid GC §60201
Finance /
Utility FN-030 Meter Install Card Index P Yes: Al |Mag, Ppr Department preference; GC §60201
Billing
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RECORDS RETENTION SCHEDULE: FINANCE Page FIN-5
y Image: Bestroy
Office of . =
Record |Retention No. Records Description Tota_l Vital? Me_dla I-In_’nport Feipen after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan Qc'd?
.
If the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, pending public records act requests, audits, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Finance /

- ¥ Property Files: Permanent (Encroachments that are Mag, OD, Yes: After . 0201

;ﬁ::é FN-031 Permanent Yellow Tract & Lot Form) F Ppr S/ QC & OD PEPSHTICEpIEIRTeNcE GE 50
HEHESY Property Files: Proof of Ownership - Deeds / When Mag, OD Yes: After
ili - ’ B C ) ; GC §60201
g}ﬂ::é =052 Easements of Current Owner Superseded Ppr =il QC & OD Epel e pEIeTEE; §
Finance / _ " . When No .
Utility FN-033 Pro_perty Files: Shut-off Notices, Undeliverable Longer Mag, OD, S/l Yes: After Preliminary drafts; GC §60201
f Mail ? Ppr QC & OD
Billing Required
FiniGe/ Property Files: Temporary (Tem Mag, OD Yes: After
Utility FN-034 perty : polary (. porary 1 year 9. | S/ ’ Department preference; GC §60201
Billing Encroachments for construction purposes, etc.) Ppr QC & OD
Finance / S ; Payment / i . Liens extends to the property for 10 years, unless
Utility FN-035 l;rl([)per;cy RS- IEens & B el casst= g WS Release + 1 Ye;.a.l;ntll Mag, Ppr released or discharged sooner; GC §26908, R&T
Billing fiis, etc. year ! §§2928, 3105; GC §60201
Finance / L :

i I . Data is interrelated; system qualifies as a "trusted

EL;JJ::::); FN-036 Utility Billing Database / ERP Database Indefinite Mag system"; GC §§60201, 12168.7
Finance / T -

i - : i . dards;
Utility FN-037 Utility Rebates (Low Flow Toilets, etc.) 5 years Yes! U i Mag, Ppr MiSe s nicipal gevemmedt=usiing standanis
Billing Paid GC §60201

PAYROLL
Finance /
Payroll FN-038 Cancelled Payroll Checks 7 years Mag, Ppr GC §60201(d)(12), CCP § 337
Department Preference; IRS: 4 years after tax is
Firanis ] DE-6 & 941 Forms DE-6 & 941 Forms, DE-7, DE-9 ; due or paid (longer for auditing & contractor
Payroll FN-039 DE-43, W-3, & DE-166, IRS 5500 Forms (Employee 5 years Mag, Ppr delinquency); Ca. FTB: 3 years; IRS Reg
y Benefit Plans) - Quarterly Payroll Tax Returns §31.6001-1(e)(2), 26 CFR §1.6001-1, R&T
§19530, GC §60201
Fully i
Finance / ’ Satisfied or
i : i ;
Payroll FN-040 Garnishments Separated + Mag, Ppr Department preference; GC §60201 et seq
2 years
Finance /
Payroll FN-041 Payroll Checks 7 years Mag, Ppr GC §60201(d)(12), CCP § 337

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services Inc. all rights reserved
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Ver. 3.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-6

Office of Image: Bestroy
Record |Retention No. Records Description Tota_l Vital? Me_dla ISimport | Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
- S=Scan |_QC'd?
if the record is not listed here, refer to the Retention for District-Wide Standards.

Retentions begin when the act is comEIeted‘ and imelz a full file folder ‘e. g. last document + 2 years), since destruction is
ation, complaints, claims, pending Eublic records act reguestsi audi)fsi and/or investigations suspe

HOLDS: Liti

normally performed by file folder.

Payroll Registers / Bi-Weekly Payroll Reports

nd normal retention periods (retention resumes after settlement or completion).

Department preference (Meets Municipal

Fg‘:nrﬁl FN-042 7 years Mag, Ppr Government auditing Standards); GC
Y Includes Deferred Compensation Reports, 401A, etc. : §60201(d)(12)
" When No . .
Finance / FN-043 Reports: Vacation / Sick Leave Usage Longer Mag, Ppr praft/ P‘re.hmlr.lary documents (financial database
Payroll . is the original); GC §60201
Regquired
Finance / . . . ] . GC §60201(d)(12); 29 CFR 516.5 & 516.6(c); IRS
Payroll FN-044 Timesheets / Timecards / Timekeeping Database 7 years Mag, Ppr Reg §31.6001-1(e)(2), R&T §19530: LC § 1174(d)
Department preference; IRS: 4 yrs after tax is due
Finance / ¥ o Mag, OD, Yes: After |or paid; Ca. FTB: 3 years; Articles show 7 years;
Payroll FN-045  \W-2's 7 years Ppr S/ Qc'a OD |IRS Reg §31.6001-1(e)(2), R&T §19530; 29CFR

516.5 - 516.6, 20USC 436, GC §60201(d)(12)

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services Inc. all rights reserved
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RECORDS RETENTION SCHEDULE LEGEND

©1995 ~ 2020 Gladwell Governmental Services, Inc. (908) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, uniess the item is for
a Board of Directors meeting (then it is the Board Secretary.)

Records Description: The record series (a group of like records).

Transitory Records not retained in the ordinary course of business, that do NOT have substantive content: Preliminary drafts, notes, or interagency or intra-

agency memoranda and records having only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records
entered into a computer system that qualifies as a “trusted system”, etc.

Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)

Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)
Total Retention: The fotal number of years the record will be retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent

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

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

Media Options (guideline) — the form of the record: Mag = Computer Magnetic Media (hard drive, disks, tapes, USB Drives, thumb drives, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper
OD = Optical Disk, CD-r, DVD-r, WORM, or other media which does not allow changes

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

Destroy Paper after Imaged & QC’d: “Yes” indicates the paper version may be destroyed [F the document has been imaged (electronically
generated, scanned or imported and placed on Unalterable Media — DVD-R, CD-R, or WORM, or microfilmed), and both the images and indexing
Quality Checked ("*QC’d"). The electronic record or image must contain all significant details from the original and be an adequate substitute for the
original document for all purposes, and other legal mandates apply. includes all electronic records which are to serve as the Official Record.

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

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

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

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

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

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

USC: United States Code (US) VC: Vehicle Code (CA) WE&I: Welfare & Institutions Code (CA)



Ver. 3.0

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-1
. ¥ Image: E)Zstroy
Office of . _ .
Record |Retention No. Records Description Tota_l ' Vital? Me-dla l—Ir_rjp0rt Paper after Comments / Reference
(OFR) . Retention Options | M=Mfr | Imaged &
S=Scan Qc'd?

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

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

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

Affirmative Action Complaints - Department of Fair

Department preference (same as the Personnel

Human Separation + 3 File); All State and Federal laws require retention
Besginsas HR-001 Employment & Housing (DFEH) or Equal Opportunity years Mag, Ppr until final disposition of formal complaint; State
Commission (EEOC) requires 2 years after action is taken; 2 CCR
11013(c); GC §§12946, 60201
Human H Classification and Compensation Studies / Surveys / el ; 201
—— R-002 Salary Surveys Longer Mag, Ppr Department Preference; GC §60
Required
S EEOC / ADEA (Age) requires 1 year after benefit
Human | e 005 |polies (Heslt, bental fommde Avteedinmioud | TE17 (S0 Mag, Ppr e Eton; Bists SANEGCies £ feam anen
Resources Pension, etc.) i ’ g el P action; 9 CFR 1627.3(b)(2); 29 USC 1027; 11 CCR
T y 560; 28 CCR 1300.85.1; GC §60201
When
Human Superseded, District preference (DMV record that the District
Resources HR-004 DMV Pull Notices or Upon Mag, Ppr considers a non-record used for reference) GC
Separation of §60201
Employee
Department preference; D.O.T. Requires 5 years
for positive tests, refusals, annual summaries, etc,
Drug and Alcohol Testing / D.O.T files (ALL Files - : 1 Fearier DRty =Rt IREOCH TSR ADEC
Human HR-005 Random, Post-Accident & Reasonable Suspicion 5 years Mag, Ppr (Aige) requites: Syesrs phiysical sxaminations;
Resources Tests re,fusals annual summaries, efc.) P y Hact B State Law requires 2 years; 229 CFR
' ' T 1627.3(b)(1)(v), GC §§12946, 60201, 49 CFR
655.71 et seq.; 49 CFR 382.401 et seq. 49 CFR
653.71
Human i When No o
Resources | 1R008  |Employment Verifications Longer Mag, Ppr Not District records; GC §60201
Required
ST Required for 1 year from termination or 3 years
’ : from hiring, whichever is later; EEOC / FLSA /
Human HR-007 1-9s Separation + 3] Yes: Until |Mag, OD, s/l Yes: After |ADEA (Age) requires 3 years for "any other forms
Resources - years Separation Ppr QC & OD |of employment inquiry"; State Law requires 2 -3

years; 8 CFR 274a.2; 29 CFR 1627.3(b)(1); GC

§§12946, 60201

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services Inc. all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-2
Office of Total Media I-Lrlr:: g:i:rt P: eesrt l'ac:‘)t,e\r
Record |Retention No. Records Description . Vital? A p P Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan |_QC'd?
If the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is comeletedi and imelz a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, pending Eublic records act reguestsi auditsi and/or investigations suspend normal retention periods (refention resumes after seftlement or completion).
Human e Superseded +}]Yes: Before [Mag, OD, Yes: After .
Resources HR-008 Job Descriptions 3 years Superseded Ppr S/ Qc & OD Department Preference; GC §60201
RSsLinnl,:?cnes HR-009 Labor Relations / Negotiation Binders 10 years Mag, Ppr Department Preference; GC §60201 et seq.
Department Preference; Calif. Labor Division is
required to keep their records 7 years; OSHA
Risk requires 5 years; State law requires 2 years; ; 8
Manage. HR-010 OSHA Log 200, 300, 300A, 301, etc. 5 years Mag, Ppr CCR §3203(b)(1), 29 CFR 1904.33, OMB 1220-
0029, 8 CCR 14300.33;GC §60201 et seq.; LC
§6429c
Whichever is
Longer:
Personnel Files - Medical File Separation + Department preference; Files maintained
30 years, or separately; Claims can be made for 30 years for
Human HR-011 (Includes pre-employment physicals, medical leaves, etc.) JTermination of} Yes: Uptil Mag, OD, s/l Yes: After toxic substance exposure; 8 CCR §3204(d)(1) et
Resources ) Benefits + 5 | Separation Ppr QC & OD |seq., 8 CCR 5144, 8 CCR 15400.2; 29 CFR
Respirator Fit Tests, Pulmonary Tests are retained by years, or 1910.1020(d)(1)(i), GC §§12946, 60201; LC
Safety & Risk Management Death of §1198.5
Employee + 5
years
Personnel Files - Official Personnel file
o Department Preference; statute of limitations for
g”C';des Aé’p“lgin“\‘;'kp‘wifdsbsef‘?ﬁt Enrp?gtments, retirement benefits is 6 years from last action;
ackgrounds, eports, Disciplinary Actions, :
Human Certifications, Commendations, Disaster Service Workers §Separation + 6] Yes: Until |Mag, OD, Yes: After |EEOCIFLSA/ADEA (Age) requires 3 years for
HR-012 ° ) . . S/l promotion, demotion, transfer, selection, or
Resources Oaths, Evaluations, Grievances, Licenses, Personnel years Separation Ppr QC&O0D disch " State L. ires 2 -3 . 99 CFR
Action Forms, Policy acknowledgements, Waiver of ischarge; otate Law requires 2 years;
responsibility for voluntary activities, Supplementat Life 1602.14, 1602.31 & 1627.3(b)(ii); GC §§12946,
Insurance, 1094, 1095 Forms, W-4s, Limited Term 60201; 28 USC 1113; GC §3105; LC §1198.5
Employment Contracts, etc. - Excludes Medical Records)
Human " Ma Department preference; Per NeoGov Policy; 29
Resources HR-013 Recruitment Database (NeoGov) 3 years P gr ’ CFR 1627.3(b)(1), 29 CFR 1602.14 et seq.2 CCR
P 11013(c); GC §§12946, 60201
Human HR-014 Recruitment Files / Applications for Employment / V\ll.?;in::o Maa. Por No open position; not part of hiring practices; GC
Resources Not Solicited / No Open Position Requgire 5 9. Fp §§12946, 60201

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services Inc. all rights reserved
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Ver. 3.0

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES

Page HR-3

Office of Image: Bestroy
Record |Retention No. Records Description Tota-l Vital? Me_dla I=lmport | Paper after Comments / Reference
(OFR) - Retention Options | M=Mfr | Imaged &
- : S=Scan C'd?
If the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is comeletedi and imglz a full file folder (e. g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigationi comglaint‘si claims‘ eending Eublic records act reguestsi auditsi and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Recruitment Files / Applications for Employment / :
Solicited (Not Hired) 2 vears Department preference; EEOC / FLSA / ADEA
Human HR-015 [|(ncludes Applications (Unsuccessful), Afte)rl Hirin Mag. Por (Age) requires 1-3 years; State Law requires 2 - 3
Resources Advertisements, Interview Notes, Job Brochures, Decisiong g.rp years; 29 CFR 1627.3(b)(1), 29 CFR 1602.14 et
Test Data, Rating Sheets, Questions, Eligibility Lists, seq ., 2 CCR 11013(c); GC §§12946, 60201
Reference Checks, etc.)
Department preference; Ethics Training is 5 years;
Statewide guidelines propose 7 years; Calif. Labor
Division is required to keep their OSHA records 7
Human years; EEOC/FLSAJADEA (Age) requires 3 years
Resources HR-016 Training Certificates 5 years Mag, Ppr for promotion, demction, transfer, seiection, or
discharge; State Law requires 2 -3 years for
personnel actions; 8 CCR §3203 et seq., 29 CFR
1602.31; LC §6429(c); GC §§12946, 60201,
53235.2(b), 53237.2(b)
Department preference; Ethics Training is § 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
R:suor?,?;es HR-017  |Training Database (Target Solutions) Minimum 5 Mag, Ppr for promotion, demotion, transfer, selection, or
years . .
discharge; State Law requires 2 -3 years for
personnel actions; 8 CCR §3203 et seq., 29 CFR
1602.31; LC §6429(c); GC §§12946, 60201,
53235.2(b), 53237.2(b)
Depariment preference; Ethics Training is 5 years;
Statewide guidelines propose 7 years; Calif. Labor
Training: ALL Human Resource COURSE Division is required to keep their OSHA records 7
Human RECORDS / SYLLABUS, AND ROSTER OF years; EEOC/FLSA/ADEA (Age) requires 3 years
Resources | 1R018  |ATTENDEES 5 years Mag, Ppr for promotion, demotion, transfer, selection, or
' discharge; State Law requires 2 -3 years for
Includes Harassment Prevention, etc. personnel actions; 8 CCR §3203 et seq., 28 CFR
1602.31; LC §6429(c); GC §§12946, 60201,
53235.2(b), 53237.2(b)
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Ver. 3.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-4
) image: Destroy
Office of "
Record |Retention No. Records Description TOta.I Vital? Me.dla l=|r11port Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
- S=Scan gﬂ?

If the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, pending public records act requests, audits, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Whichever is
Longer:
Separation + Department preference; Claims can be made for
30 years, or 30 years for toxic substance exposure; 8 CCR
Human Worker's Compensation Claims Files, including SDS fTermination off Yes: Until |Mag, OD, Yes: After A :
Resources HR-019 / MSDS, Employee's Training Record, etc. Benefits + 5 § Separation Ppr S QC&OD 10102, 8 CCR 15400.2, 8 CCR 5144, 8 CCR
! ’ years, or §3204(d)(1) et seq., 29 CFR 1910.1020, GC
Death of §§12946, 60201. CCP §337 et seq.
Employee + 5
years

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services Inc. all rights reserved
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RECORDS RETENT'ON SCHEDULE LEGEND

©1895 - 2020 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a Board of Directors meeting (then it is the Board Secretary.)

Records Description: The record series (a group of like records).

Transitory Records not retained in the ordinary course of business, that do NOT have substantive content: Preliminary drafts, notes, or mterégency or intra-

agency memoranda and records having only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records
entered into a computer system that qualifies as a "trusted system”, etc.

Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)

Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)
Total Retention: The total number of years the record will be retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent

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

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

Media Options (guideline) — the form of the record: Mag = Computer Magnetic Media (hard drive, disks, tapes, USB Drives, thumb drives, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper

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

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

Destroy Paper after Imaged & QC’d / Trustworthy Electronic Record: “Yes” indicates the paper version may be destroyed IF the document has
been imaged (electronically generated, scanned or imported and placed on Unaiterable Media — DVD-R, CD-R, or WORM, or microfilmed), and
both the images and indexing Quality Checked (“QC’d"). The electronic record or image must contain all significant details from the original and be an

adequate substitute for the original document for all purposes, and other legal mandates apply. Includes all electronic records which are to serve as
the Official Record.

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

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

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

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

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

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

USC: United States Code (US) VC: Vehicle Code (CA) WE&I: Welfare & Institutions Code (CA)



Ver. 5.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-1

Office of Image: Bestroy
Record |Retention No. Records Description Tota.l Vital? Me.dla PR, (Fapen ston Comments / Reference
(OFR) Retentlon Options M=Mfr | Imaged &
S=Scan Qc'd?
If the record is not listed here, refer to the Retention for District-Wide Standards.
‘Retentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigationi comelaints‘ claimsi eending eub/ic records act reguestsi auditsi and/or investigations suseend normal retention eeriods (retention resumes after settlement or comeletion
ADMINISTRATION / GATE OPERATIONS
' Department Preference; EEOC/FLSA/ADEA
i . ’ % S Yes: After IEAge)f requi:estS yearsdfor f;:romoigc;n’E dﬁmotion,
n ; . eparation +j Yes: Unti ag, Mfr, g ransfer, selection, or discharge; State Law
Training PD-001 Background Files - Successful Applicants Syears [ Separation| OD, Ppr 8 Sfp1aratlon requires 2 -3 years; 29 CFR 1672.3(b)(i), 29
YE4r |CFR 1602.14 et seq.; GC §§12946, 60201; 29
USC 1113
) Department Preference; EEOC/FLSA/ADEA
Police / . (Age) requires 3 years for promotion, demotion,
Training PD-002 Background Files - Unsuccessful Applicants 3 years Mag, Ppr transfer, selection, or discharge; State Law
requires 2 -3 years; 29 CFR 1672.3(b)(i), 29
CFR 1602.14 et seq.; GC §§12946, 60201
When
Police / PD-003 Emergency Response Plan / Risk & Resiliency fSuperseded Mag, OD, S/l Yes: After |Confidential; 42 USC 300i-2(d);
Admin. Assessment / Hazard Mitigation Plan - Minimum 2 Ppr QC & OD |GC §60201
years
Police / Milhien Hg
Adrmin. PD-004 Gate Access Control System Database Longer Mag, Ppr Preliminary drafts; GC §60201 et seq.
Required
State requires for at least 5 years for civilian
complaints; other State & Federal laws require
retention until final disposition of formal
Police / Final complaint; State requires 2 years after action is
Keleriin, PD-005 Internal Affairs Investigations / Complaints: All . Disposition Mag, Ppr taken; Statute of Limitations is 4 years for
- +5years misconduct after the discovery of the offense
5 for misconduct in office; EVC §1045, GC
§8§12946, 60201, PC §§801.5, 803(c), 832.5,
: VC §2547
Police / . L ) “When No
Belriin. PD-006 LiveScan Applications / Fingerprint Applications RLongc—:'r Mag, Ppr Department Preference; GC§ 60201 et seq.
equired

BEAR VALLEY CSD ©1995 - 2020 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-2
Ofiice of Total Media Iglnn? g.f:n P: e:rt l:zer
Record | Retention No. Records Description _ Vital? B P P Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan Qc'd?
If the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, pending public records act requests, audits, and/or investigations suspend normal retention periods (retention resumes after settlement or completior
A o
: Policies & Procedures / Lexipol / Operation .
PO]'C?/ PD-007 Directives / General Orders (Department i Mag, M S/lI Yis: Jlar Department Preference; GC § 60201 et seq.
Admin. s Superseded OD, Ppr superseded
Policies and Procedures)
Z?jlrf;/ PD-008 Press Releases (Law Enforcement) 2 years Mag, Ppr GC §60201 et seq.
Police / ¥ilien b
Admin PD-009 Vacation Checks / Patrol Requests Longer Mag, Ppr GC §60201 et seq.
) Required
Human : Yes: After
Resources Volunteer Files / VIPS (Volunteers in Police Separation +§ Yes: Until | Mag, Mfr, L Department Preference; GC §§12946, 60201;
. PD-010 . . S Separation
& Police / Service) 5 years Separation | OD, Ppr 29 USC 1113
: + 1 year
Admin.
INVESTIGATIONS
- . . - 3 ; When No
Pollcz-?/ PD-011 Detectives Investigation Files and Arrest Files Longer Por, Mag GC §60201 et seq.
Investig. (Notes) >
Required
Transferred
Police / PD-012 Detectives Investigation Files and Arrest Files Relgé(: e Bt [ Transfer all Official Reports to Records to be
Investig. (Official Reports) el pr. Mag placed in the Crime Report Files.
Report Files
Department preference; Pursuant to PC §457.1
Police / . ] . . L P, or Death Mag, Mfr, Yes: After |et seq.; required to register for life; If released
Investig. PR-18 Registrants Amson/Regisirations: Adults of Registrant] OD, Ppr Sl QC & OD |from CYA, records are destroyed after age 25
or sealing pursuant to W&I §781; GC §60201.7
. - . . L . Age 25 or Pursuant to PC §457.1 et seq.; If released from
li\?{!gﬁ; PD-014 rReTS;sst;nftrso‘mAésa?ir\:oiigIsthl;ittII(: r:l;t];];\i;emles Sealing Date| Mag, Ppr CYA, records are destroyed after age 25 or
' y + 5 years sealing pursuant to W&l §781; GC §60201.7
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Ver. 3.0

RECORDS RETENTION SCHEDULE: POLICE Page PD-3
Office of ) Total ‘ Media Ilrlnn? gs:'t P: eesrt ;c;}tler
Record | Retention No. Records Description T Vital? R =mp P Comments / Reference
(OFR) Retention Options M=Mfr | Imaged &
S=Scan Qc'd?
If the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed b file folder.
HOLDS: Litigaz‘ioni comelaim‘si c/aimsi eending Eublic records act reguestsi audiz‘si and/or investiﬂations suspend normal retention periods (retention resumes after settlement or completiorl
Department Preference; After 2021, Offenders
Police / PD-015 Registrants: Sex Offender Registrations: P, or Death, Mag, Mfr, s/ Yes: After |can petition Court for removal 10 or 20 years
Investig. Adults of Registrant OD, Ppr QC & OD |after offense, provided there are no subsequent
offenses; Pursuant to PC §290 et seq.
P or Sealing
Bateds Department Preference; After 2021, Offenders
Police / PD-016 Registrants: Sex Offender Registrations: yeg e t Mad. Por can petition Court for removal 10 or 20 years
Investig. B Juveniles éo(; ou agd; R after offense, provided there are no subsequent
rder; Of offenses; Pursuant to PC §290 et seq.
Death of
Registrant -
PATROL
Police / PD-017 Officer Recordings: Body-Worn Cameras — V\[I-:in go Ma Department Policy; PC§ 832.18(b)(5)(E); GC
Patrol LOGS of Access or Deletion of Data g 9 §60201.6 et seq.
Required
. Officer Recordings: Body-Worn Cameras - that] Follows : .
s 2.1 B)&(C);
PF?:,:;;/ PD-018 ARE evidence, Officer Involved Shootings / | retention for Mag, g%pggg;%qt g gltlc;)ngC§ o 8(b)(§)( (G
Detention or Arrest / Complaints Evidence ) )
: o = When No Department Policy; Department preference (law
Plf:tcrill PD-019 gf‘ﬁé?ii‘?;‘i:gz Sedy-Wom Cameres-dhatf, s Mag, recommends 90 days); PC§ 832.18(b)(5)(A):
laenc Required GC §60201.6 et seq.
Police / . S Life of the .
Patrol PD-020 Traffic Control: Radar Calibration Records Equipment Mag, Ppr Department preference; GC §60201 et seq.
When No
Police / . Lenger
Patrol PD-021 Traffic Control: Radar Trailer Surveys, etc. Required - Mag, Ppr GC §60201 et seq.
'Minvimum 2
years

BEAR VALLEY CSD ©1995 - 2020 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-4
i Image: I-Destroy
fihice of . L. Total . Media | I=lmport | Paper after
Record | Retention No. Records Description REBIEGH Vital? Options M=Mfr | Imaged & Comments / Reference
(QFR) S=Scan Qc'd?

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

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

HOLDS: Litigation, complaints, claims, pendin

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

PROPERTY AND EVIDENCE
Paliced I:Q;’;lentio;lgf Mag, Mfr. Yes: After 1
Property & PD-022 Crime Report Photos R S/l . Department Preference; GC §60201
. the OD, Ppr year
Evidence P
Folicas Gun and Narcotics Destruction Lo
Property & PD-023 9 2 years Mag, Ppr Department Preference; GC §60201
L (Documents related to)
Evidence
F e Department Preference (data is interrelated);
Property & PD-024 Property & Evidence Database Indefinite Mag, Ppr P '
; GC §60201
Evidence
Police /
Property & PD-025 Property & Evidence Logs 2 years Mag, Ppr GC §60201
Evidence
RECORDS
Police / Citation Log Books (#s / ranges) - Parking,
REEHS PD-026 Traffic 2 years Mag, Ppr GC §60201 et seq.
Bolice Citations (Parking, Traffic, Marijuana /
s PD-027 Cannabis). Includes requests for dismissals, 2 years Mag, Ppr GC §60201 et seq.
cancellations, and appeals.
RRIMEREFCISH SEALED RESORES, Statute of Limitations runs up to age of majority
: . Sealing Date Yes: . + 8 years; sealed records for juveniles and
ggggsj/s PD-028 ;i?;l::vi‘:: vg:;llg:S:s‘évz:ds::srzsN_eET:etpt + 5 years (orfj Before l\(/;%g :\Dﬂfrr S/M/I T e/:;frter ! wards of the Court must be destroyed 5 years
; : e giect, Court Order) || Disposition » P y after sealing date; CCP §§340.1, GC §60201;
(Substantiated), outstanding stolen property, )
) . W&I §§389(a), 781(d)
including firearms, or lost firearms
. CRIMERESORTS: Until Found . Department Preference to facilitate Three
Palice / PD-029 or Yes Mag, Mir, S/M/I Yes: Afterd Strikes law and ease of document imaging
R : Fi i
ecords ljost Property: Flrearms. entered into CLETS L — OD, Ppr year administration: PC§ 11108.2(b); GC §60201
(if not Permanent Retention)
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Ver. 3.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-5

Office of ] Image: l-)estroy
Record |Retention No. Records Description Tota.l Vital? Me.dla I-ln:port Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
- S=Scan Qc.d?
/f the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation‘ comglaintsi claimsi eending public records act requests, audiz‘si and/or investigations suspend normal retention periods (retention resumes after seftlement or completion
CRIME REPORTS: Department Preference; DOJ retains CAC!
(Child Abuse Central Index) information for
Police / PD-030 ALL Capital Crimes, Homicide, Juvenile, P - Yes Mag, Mft, S/ Yes: After 1|adults 100 years; Most have no limitations on
Records Child Abuse (substantiated), Elder Abuse ' 0D, Ppr year commencement of action; PC §§ 261, 286,
(substantiated), & Sexual Assault (Rape), 288, 288a, 288.5, 289, 289.5, and 799; 803(h),
and those specifically mentioned in the : 11169 et seq.; 11170(a); WIC 707(b)
CRIME REPORTS: "é"eggﬂf
Police / Mag, Mfr, Yes: After 1
Records PD-031 Child Abuse or Neglect Investigation Reports - S_uspected ] ODg, Ppr SmA year PC §§11169(c), 11170(2)(3)
Unsubstantiated or Inconclusive Abuser + 10
years
Department Preference; Provided there are no
CRIME REPORTS: .outstand.ing warrants, unrecovered id_entiflable
Police / Mag, Mfr Yes: After 1 |tem§, criminal c}egths, they a}re not historically
Records PD-032 Except those specifically mentioned in the 10 years Yes oD ' Ppr' S/ .year significant, and it is not~ c{as_SIﬁed under PC
’ §800 & 290; Stat. of Limit. is 2 yrs; Destroy
schedule juvenile marijuana after age18; H&S §11361.5,
GC §60201, PC §802, PC §§187, 800 et seq.
CRIME REPORTS:
Conviction
. Misdemeanor or Infraction - Adult Marijuana ] or Arrest (If Yes: . . " .
pole] | PD033 |/ Cannabis - H&S §11357(b)(c)(d)(e) or H&S “No Before | 1020 'I\,";"r’ S/ Yes'y After 1 ;nggj 2 otner ;\e%‘fnc'es Shall” destroy);
§11360(b) (with procedure in H&S §11361.5) - | Conviction) | Disposition ’
Except those with outstanding stolen property, + 2 years
including firearms, or lost firearms
CRIME REPORTS:
Police / PD-034 Misdemeanor or Infraction - Juvenile Jzuz ::iriz c;rs BYe?:fe Mag, Mfr, S/MA Yes: After 1|If no subsequent conviction ("Shall" Destroy);
Records Marijuana / Cannabis - H&S §11357(E) - years old | Disposition OD, Ppr year H&S §11361.5
Except those with outstanding stolen property,
including firearms, or lost firearms
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Ver. 3.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-6
! Image: Bestroy
Office of : =
Record | Retention No. Records Description ReI:;:ilon Vital? On::iil:s l_l-\:ll:la(f):t Ij;;;e;;ft;r Comments / Reference
(OFR) S=Scan Qc'd?

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

Retentions begin when the act is comg/etedi and imelz a full file folder ‘e.g. last document + 2 Zearszi since destruction is normallz Eerformed bz file folder.
HOLDS: Litigation, complaints, claimsi Eending Eublic records act reguestsi auditsi and/or investigations suspend normal retention periods

CRIME REPORTS:

retention resumes after settlement or completion

Yes:

g:hcred/ PD-035 10 years Before I\(/;%g, Mﬁ; S/M/ Yes: Qif:er 1 Department Preference; GC §60201
cords Missing Persons Disposition P y
CRIME REPORTS:
Date of Yes: Individual petitions District Attorney; Sheriff
Police / PD-036 Factually Innocent Petition Accepted Arrest + 3 Befoie Mag, Mfr, SV Yes: After 1|concurs that person is factually innocent, then
Records B Records Sealed Pending Destruction - Except ears Disposition OD, Ppr year seals record ("Shall” Destroy); GC §60201; PC
those with outstanding stolen property, y P §851.8(a)
including firearms, or lost firearms
CRIME REPORTS:
Police / PD-037 Misdemeanor or infraction Marijuana / 2f;e$22;;s' BZ?jr:e Mag, Mfr, S Yes: After 1|(Courts and other Agencies "Shall” destroy);
Records Cannabis §11357(de) - Juvenile on School . o OD, Ppr year H&S§ 11361.5 et seq., 11357(e)
. ) Old Disposition
Grounds during School Hours (with
procedure in H&S §11361.5)
Police / Hearings / Hearing Officer Determinations
Records PD-038 (Parking, Tows, etc.) 2 years Mag, Ppr GC §60201
. Order after Hearing (Restraining Order, - .
:;é';%g PD-039 Emergency Protective Orders (EPQ), EX; 'ig?g * “é%g’ :\Dﬂfrr S| \g(s: &Aggr GC §60201 et seq.
Temporary Restraining Orders (TRO)) y P
:;)cl:lgrz/s PD-040 Patrol Ride A-Long Waiver Form 2 years Mag, Ppr GC §60201 et seq.
Police / . Data Fields / Records are interrelated; GC
Records PD-041 RMS Database Indefinite Yes Mag §60201
. When No
Police / - Mag, Mfr, Yes: After
Records PD-042 Subpoenas (Police) Longer oD, Ppr Y| QC & OD GC §60201
Required
Police / g .. - Mag, Mfr, Yes: After |Department Preference (Fatal collisions are
Records PD-043 Traffic Collisions / Accident Reports 10 years oD, Ppr S/l QC & OD |retained by CHP for 5 years); GC §60201
Police / Warrants: Served, Recalled, Parking, Traffic - Mag, Mfr, Yes: After
Records PD-044 ALL : 2 years oD, Ppr Sh Qc & OD GC §60201
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Ver. 8.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-7

Image: Bestroy
Eeset Total Media | I=Import | Paper after
Record | Retention No. Records Description ° a. Vital? e. 1a =mpo il Comments / Reference
Retention Options M=Mfr | Imaged &
(OFR) \
S=Scan |_QC'd?
If the record is not listed here, refer to the Retention for District-Wide Standards.

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

TRAINING
) Department preference (is placed into the
Personnel Training File - Officer Training - BY ) Employee File); OSHA requires safety training
. EMPLOYEE (Includes POST printouts) : 5 years; EEOC/FLSA/ADEA (Age) requires 3
'Il?rzlilr?ien é PD-045 ) Segar::;asn bi Mag, Ppr years for promotion, demotion, transfer,
Includes Range Qualifications, Retiree Fire y selection, or discharge; State Law requires 2 -3
Arson Qualifications years; 8 CCR §3203 et seq., 29 CFR 1602.31
LC §6429(c); GC §§12946, 60201, 53235.2(b)
- .. Rosters are sent to POST; OSHA requires
Eﬁﬁ?gg‘gégéﬁ"éém Training Records = safety training 5 years; EEOC/FLSA/ADEA
L&ad Minimum 5 (Age) requires 3 years for promotion, demotion,
Dt PD-046 Attend Rost Outli dM ials: Mag, Ppr transfer, selection, or discharge; State Law
L ( endance Rosters, Dutiines an aterla_ S: BRI, requires 2 -3 years; 8 CCR §3203 et seq., 29
includes Use of Force training, safety training, CFR 1602.31 , LC §6429(c): GC §§12946
ete:) 60201, 53235.2(b)
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RECORDS RETENTION SCHEDULE LEGEND

©1995 ~ 2020 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a Board of Directors meeting (then it is the Board Secretary.)

Records Description: The record series (a group of like records).

Transitory Records not retained in the ordinary course of business, that do NOT have substantive content: Preliminary drafts, notes, or interagency or intra-

agency memoranda and records having only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records
entered into a computer system that qualifies as a “trusted system”, etc.

Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)
Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)
Total Retention: The total number of years the record will be retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent

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

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

Media Options (guideline) — the form of the record: Mag = Computer Magnetic Media (hard drive, disks, tapes, USB Drives, thumb drives, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper
OD = Optical Disk, CD-r, DVD-r, WORM, or other media which does not allow changes

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

Destroy Paper after Imaged & QC’d / Trustworthy Electronic Record: “Yes” indicates the paper version may be destroyed IF the document has
been imaged (electronically generated, scanned or imported and placed on Unalterable Media — DVD-R, CD-R, or WORM, or microfilmed), and
both the images and indexing Quality Checked (“QC’d"). The electronic record or image must contain all significant details from the original and be an

adequate substitute for the original document for all purposes, and other legal mandates apply. Includes all electronic records which are to serve as
the Official Record.

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

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

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

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

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

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

USC: United States Code (US) VC: Vehicle Code (CA) W&I: Welfare & Institutions Code (CA)



Ver. 2.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(General Services, Roads, Solid Waste, Wastewater, Water)

Page PW-1

Bestroy
. Image: Paper
Office of . . Total . Media | I=Import
. ? fi
Record (OFR) Retention No Records Description Retention Vital Options | M=Mfr lm:;tz(r’ . Comments / Reference
S=Scan ac'd?

If the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), sinice destruction is normally performed by file folder.

HOLDS: Litigationi comelaintsi claimsi Eending Bublic records act reguestsi auditsi and/or investigations suseend normal retention Eeriods (retention resumes after settlement or comgletionz. ;
ENGINEERING / CAPITAL PROJECTS

Secretary of

Acquisitions / Sale, Real Property owned by the
District

PW-001 Final Deeds, Easements, Right-of-Ways, and P Mag, S Yes: After Department Preference; GC §60201
the Board . OD, Ppr QC & OD
Encroachments are retained by Board
Administration
Capital Improvement Projects (CIP): Large For Disaster Recovery Purposes; Final
Public Works / PW-002 Format Drawings p Yes: Until | Mag, s Yes: After |environmental determinations are required to be
Engineering Design Drawings (finals), Record Drawings ("As Completed | OD, Ppr QC & OD |kept a "reasonable period of time"; 14 CCR
Builts") §15095(c); GC §60201 et seq.
Capital Improvement Projects (CIP): Permanent
File
Agreement or Contract, Bid Package (Winning
Proposal), Change Orders, Consultant Proposals Department preference; retained for disaster
Public Works / PW-003 (Successful), CEQA / NEPA / Environmental, Final p Yes: Until | Mag, s/l Yes: After |preparedness purposes; Statewide guidelines
Engineering As-Built Drawings (Record Drawings), Inspection Completed | OD, Ppr QC & OD |propose Permanent for Infrastructure plans; GC
Reports, Material Testing, Permits (Design, §60201
Environmental), Preliminary Design Report, Soils,
Geotechnical Reports, Specifications, Submittals,
Surveys, etc.
Capital Improvement Projects (CIP):
Administration - 10 year file Completion ) . _
Project Administration, Bid Summary, Bonds, + 10 years Some grant fu-ndi‘ng agencies require ?uqlts; .
Certified Payroll, Grant Documents, Errors & ar BHer Statute of Limltatlons.for Errors & Omissions is 10
Omissions, Insurance Certificates, Notifications, Eundin years; Published Audit Standards=4-7 years;
Public Works / PW-004 Progress Payments, Punch Lists, Videos Post- A encg " Yes: Until Maa. Por Statute of Limitations: Contracts & Spec's=4
Engineering Construction & Pre-Construction, Bid Bonds i Ag dit % Completed i years, Wrongful Death=comp. + 5 years,
(returned), Bond Copies of Drawings, Consultant . s Developers=comp. + 10 years; Statewide
Proposals (Unsuccessful), Correspondence re.a_qmred,. guidelines propose termination + 5 years; CCP
(Transitory / Preliminary Drafts), Engineer's Wh'g:lz\gr L §337 et. seq., GC §60201

Estimates, Memoranda, NPDES, Permits
(Construction & Street Opening), etc.

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services, Inc. all rights reserved
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RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Ver. 2.0 Page PW-2
(General Services, Roads, Solid Waste, Wastewater, Water)
Image: D:::::_y
Regc]:fri:? (;JIZR) Retention No. Records Description ReI::ilon Vital? Ong;ii:s l=n:|r:|\‘:|(f):t | afte:; . Comments / Reference
S=Scan mgasgz?

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

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

file folder.

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

Public Works / Deeds, Easements, Right of Ways, Encroachment Ma
. . PW-005 |Permits, Real Property - District-Owned Real P 9. S No GC §60201
Engineering OD, Ppr
Property
Public Works / Y - - : Expiration + Mag, Yes: After .
Engineering PW-006 Permits: Logging / Heavy Load Permits 2 years oD, Ppr S/l QC & OD Department Preference; GC §60201
Public Works / . . Department preference (required every 5 years,
Engineering PW-007 Traffic Speed Surveys / Stop Sign Warrants 10 years Mag Ppr but can be extended to 7 or 10 years): GC §60201
GENERAL SERVICES (Maintenance)
Public Works / Department Preference to be consistent with
Aboveground Storage Tank (Agency Owned) Mag, Yes: After |Underground Storage Tanks (Tier Il tanks are
General PW-008 s A 7 years S - - . :
Servi Maintenance, Repairs OD, Ppr QC & OD |required to have an integrity test every 20 years);
ervices
GC §60201
Public Works / . ;s
General PW-009 |AQCB Permits and Monitoring 5 years Mag, Ppr ;)gg;&ment Fsteiaiesi 90 GPR-USI 60
Services
Confined Space Entries / Hot Work Permits
g (Permitted entries into confined spaces such as 8 CCR 5157(d)(14) & (e)(6); 29 CFR
leadDept | PW-010 | o wers and storm drains in order to comply with 2eas Mag. Fpr 1910.146(e)(6) GC §60201
regulations)
g Daily Safety Checks / Pre-Starts / Commercial Department preference; Not a Motor Carrier; GC
Lead Dept PW-011  |y/ehicle Prestarts and Forklift Inspections il Mag, Fpr §60201
Public Works / 2 :
General PW-012  |Generator Operation Logs (ALL Generators) 5 years Mag, Ppr RGN RuLSH0] Femm SUESEt 8IS iiagns,
Sarvi GC §60201
ervices
Public Works / . . . Department preference (District has "cradle to
General PW-013 :\-lﬂzﬁ?f':;:s' Matsiisis Manifests:/ Asbestos P Yes O“Dnag’ " S/l YC?CSZ &Acl;tgr grave" liability); only 3 years is mandated; 22 CCR
Services il 66262.40; GC §60201
Public Works / . . . i z i _— ; : .
! Glgnesarl S PW-014 Manuals: Operations & Maintenance / Project Disposal of ;L?serg:c}i Mag. Por Maintain copies as long as the infrastructure is in
Fendliog Manuals (O&M Manuals) Equipment P 4 g.rp the field; GC §60201
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Ver. 2.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(General Services, Roads, Solid Waste, Wastewater, Water)

Page PW-3

Bestroy
. Image: Paper
Office of . e Total . Media | I=lmport
. , . ? A I Reference
Record (OFR) Retention No Records Description Retention_ Vital Options | M=Mir |m:;t§; . Comments / Refe
S=Scan ac'd?

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

Retfentions begin when the act is comgletedi and imelz a full file folder eg. last docurment + 2 zaearszi since desfruction is normallz Eerformed bz file folder.

HOLDS: Litigation, complaints, claims, pending Eublic records act reguesz‘si auditsi and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

: Provided by on-line service; Previous MSDS may
be obtained from a service; MSDS may be
fnzzl{i;\fzzéxgi?ssﬁzzsg 8:?5:;%55; destroyed as long as a record of the chemiczl/
) . . substance / agent, where & when it was used is
Lead Dept. PW-015 Reg c;rt For;n (or rte cor:ds o;theh Ch?tm ical/ d S_f ggrseded Ol“)n a% S QYSZ thoelr) maintained for 30 years; Applies to qualified
substance / agent, where & when it was used) ] yeais PP employers; Claims can be made for 30 years for
. . . toxic substance exposures; 8 CCR
Provided by On-line Subscription 3204(d)(1)(B)(2 and 3), 29 CFR
910.1020(d)(1)(ii)(B), GC §60201
Public Works / . .
- l th AB
General PW-016  |Solid Waste Transfer Station / Tonnage Reports 10 years Mag, Ppr Dep'artment Preference for compliance wi
Services . 939; GC § 60201
Exoiration + 1 Yes: Until | Ma Yes: After Covers statute of limitations for written contracts
Lead Dept. PW-017  |Two-Way Radio Licensing and Information xpnra lon es. Unl 9 S e (4 years); Statewide guidelines propose
2 years Expired |OD, Ppr QC'd & OD
¥ P P Permanent; CCP § 337 et. Seq.; GC § 60201
Department Preference (required for 3 years); the

Public Works / warrantee period for work done is usually 5 years,
General PW-018 |Underground Service Alerts (USA's) ‘3 years Mag, Ppr the Statute of Limitations for some work may be
Services up to 10 years; CCP §337 et seq., GC §§4216.2(f)

& 4216.3(d), 60201
Public Works / Underground Storage Tanks Mag Yes: After Department Preference (required for the life of the
- ’ : ; 4.4(i); GC
General PW-018 || ocation, Soil Remediation, Monitoring Well P ob,Ppr| ° qc & op |©BnK): 23 CCR2712(b), H&S §25284.4()
Services Records §60201 et. seq.

Public Works / Dis osél + 1 Ma Yes: After 8 CCR § 3203(b)(1); 49 CFR 396.21(b)(1); 49
General PW-020 Vehicle & Equipment Maintenance History 'SP oD gP’ . S QC’ci 80D CFR 396.3(c); CCP §337 et. seq., 13 CCR
Services year P 1234(f); GC §60201

Pub(l;gr\]i:;kS/ PW-021 Vehicles Bit Inspection (CHP Commercial Vehicle | 3'months Maa. Por Required for 3 months from the date of the
Somies Inspection) : ‘ 9. Fp Report; 49 CFR 396.11(c)(2); GC §60201
Division Work Orders / Service Requests / Investigations -

Providing PW-022 |CMMS DATABASE (Computerized Maintenance Indefinite Mag Data is interrelated; GC §60201

Service / Work Management System)
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-4
(General Services, Roads, Solid Waste, Wastewater, Water)
Image: D::::ry
Ofties of Retention No. Records Description Tota_l Vital? Me_dla ISlmport after Comments / Reference
Record (OFR) Retention Options | M=Mfr
Imaged &
S=Scan c'd?

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

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

file folder.

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

PDrg,\;iscll?nn PW-023 Work Orders / Service Requests / Investigations - V{I;in el\io Mag Por Preliminary drafts (the database is the original);
oviding All Information Entered in CMMS Database g asp GC §60201
Service / Work Required
Work Orders / Service Requests / Investigations -
Division NOT entered in CMMS Database (or partial
Providing PW-024 information entered into CMMS Database) 5 years Mag Ppr Department Preference; CCP §§340 et seq., 342,
; GC §60201
Service / Work L - . . .
(Division providing service retains originals;
Division requestinJ(Lservice is considered a copy)
ROADS
Department preference; If a motor carrier,
Public Works / PW-025 Daily Safety Checks / Pre-Starts / Commercial 3 vears Maa. Por required for 3 and 14 months; 13 CCR 1234(e);
Roads Vehicle Prestarts and Forklift Inspections y 9. Fp 49 CFR 396.11(c)(2); 49 CFR 396.21(b)(1); GC
§60201
Public Works / : AQMD Rule 1470; Form 400—-E—13a instructions,
Roads PW-026 |Generator Operation Logs (ALL Generators) 5 years Mag, Ppr GC §60201
Public Works / PW-027 Manuals: Operations & Maintenance / Project Disposal of SYES:ergenc:i Mag. Por Maintain copies as long as the infrastructure is in
Roads Manuals (O&M Manuals) Equipment | °°%] 9P the field; GC §60201
Provided by on-line service; Previous MSDS may
SDS / MSDS Masters (Safety Data Sheets / b= oHlained fronl asclvicel MaDS may be_
. : destroyed as long as a record of the chemical /
Material Safety Data Sheets) / Chemical Use - .
Report Form (or records of the chemical / Superseded Mag Yes: After SHSEnas SRRy WiisTe:CAEhien [FWESIIEEd [S
Lead Dept. PW-028 ) : S e maintained for 30 years; Applies to qualified
substance / agent, where & when it was used) + 30 years OD, Ppr QC'd & OD _ ;
employers; Claims can be made for 30 years for
. . - toxic substance exposures; 8 CCR
p - :
rovided by On-line Subscription 3204(d)(1)(B)(2 and 3), 29 CFR
910.1020(d)(1)(ii)(B), GC §60201
Public Works / .
Roads PW-029 |Temporary Encroachments / Traffic Barriers 2 years Mag, Ppr Department preference; GC §60201
Public Wi / s
. IIRCoa dc;rks PW-030 |Traffic Counts 10 years Mag Ppr Department preference; GC §60201
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Page PW-5

JDestroy
) Image: Paper
Re(c):?;i (())lf=R) Retention No. Records Description ReI::ilon Vital? On::i:I:s I-n;::ﬂ?rrt Im:;t:; . Comments / Reference
S=Scan gﬂ?
If the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, pending public records act requests, audits, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
: Department Preference (required for 3 years); the
Public Works / warrantee periqd for Work done is usually 5 years,
Roads PW-031  |Underground Service Alerts (USA's) 3 years Mag, Ppr the Statute of Limitations for some work may be
up to 10 years; CCP §337 et seq., GC §§4216.2(f)
& 4216.3(d), 60201
Division Work Orders / Service Requests / Investigations
Providing PW-032 |CMMS DATABASE (Computerized Maintenance Indefinite Mag Data is interrelated; GC §60201
Service / Work Management System)
Pl::gl\:ls(;?: g PW-033 Work Orders / Service Requests / Investigations - 'V\Il_l;ig;o Mag Ppr Preliminary drafts (the database is the original);
. All Information Entered in CMMS Database ; GC §60201
Service / Work Required .
Work Orders / Service Requests / Investigations -
Division NOT en?ered in CM.MS Database (or partial .
Providing PW-034 information entered into CMMS Database) 5 years Mag Ppr CD;ecpartment Preference; CCP §§340 et seq., 342,
Service / Work e . . . e §60201
(Division providing service retains originals;
Division requesting service is considered a copy) .
SOLID WASTE
P;g::g Y,VVZZZ/ PW-035 |Solid Waste Transfer Station / Tonnage Reports 10 years I Mag, Ppr 19);5 aggznégzrg:erence fereomalinceiti A5
WASTEWATER
PubligViera | PW-036 CCTV Videos of Sewer Lines 10 years Mag, Ppr Department preference; GC §60201
Wastewater ' '
Department preference (Policy #6); CCR
Lead Dept. PW-037 |Confined Space Entries / Hot Work Permits 3 years Mag, Ppr 5157(d)(14) & (e)(6); 29 CFR 1910.146(e)(6) GC
§60201
3 wiag, .
Pw;lsct\elx;rtl;sr/ PW-038 Dailies / Plant Diaries / Meters, etc. © 5years Mflr:,’ SD, S/l YQecs: &A(f)tgr Department preference; GC §60201
- : : Department preference; Monitoring records
Public Works /| - 5, 539 |FOG (Fats, Oil & Grease) Inspections / 3 years Mag, Ppr rquired for 3 years; 40 CFR §§122.21, 122.41;
Wastewater Pretreatment Annual & Quarterly Reports 40 CFR 403.12
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-6
(General Services, Roads, Solid Waste, Wastewater, Water)
Bestroy
Image: Paper
Office of . . Total . Media | I=import
?
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mir Im:i;t:(ri . Comments / Reference
8=Scan Qc'd?
If the record is not listed here, refer to the Retention for District-Wide Standards.
erformed by file folder.

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

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

Public Works / Lab Reports & Chains of Custody: / Sampling - : Yes: After .
Wastewater PW-040 Wastewater 5 years Mfg ;D, S/lI QC & OD Department preference; GC §60201
Public Works / o s Monitoring records required for 3 years; 40 CFR
Wastewater PW-041  INPDES Monitoring for Wastewater Treatment Plant] 3 years Mf:;,ED, S No §§122.21, 122.41: 122.44: GC §60201 et. seq.
Public Works / Superseded Mag, Department Preference; Monitoring records
Wastewater PW-042 NPDES Permits for Wastewater Treatment Plant J; cars Mfr, OD, S No required for 3 years; 40 CFR §§122.21, 122.41;
Y Ppr 122.44; GC §60201 et. seq.
Lead Dept. PW-043 Regulatory Reports er;:em;r: o Mag, Ppr Department preference; GC §60201
Public Works / Respirator Inventory & Maintenance / SCBA (Self .
Wastewater PW-044 Contained Breathing Apparatus) 2 years Mag, Ppr Department preference; GC §60201
- Mag, . Required for a minimum of 5 years; 40 CFR
P\‘/’\'fa“;‘e’gv‘;rt‘;sr/ PW-045 |Sanitary Spills and Overflows (SSOs) 5 years Mfr,OD,| S/I \g}é &Aggr 122.41(j)(2); SWRCB Order 2006-03; 40 CFR
Ppr 122.41()(2); GC §60201
Public Works / . ] Mag, Yes: After |Department preference (performed every 3
Wastewater PW-046  |Sanitary Survey of Sewer System 3 years oD, Ppr S 1year |years); GC §60201
- - } When No Database is original, printouts are drafts / copies.
P\l;\z';:xgt‘;srl PW-047 svigze,:tl::m & Status Printouts / Charts Longer Mag, Ppr Data is interrelated; system qualifies as a "trusted
Required system"; GC §§60200, 12168.7
. . Department preference; Data is interrelated;
blic Work: . .
P\llea:tew‘;rtesr/ PW-048 [S)g,g [2\/:‘; %?;i:i;sﬁ (VSV:Zf;i/\;ZSg Control and Indefinite Yes Mag, Ppr system qualifies as a "frusted system"; GC
q §§60201, 12168.7
Provided by on-line service; Previous MSDS may
SDS / MSDS Masters (Safety Data Sheets / be obtained from a service; MSDS may be
Material Safety Data Sheets) / Chemical Use destroyed as long as a record of ﬂ?e chemlcali
Report Form (or records of the chemical / Superseded Mag, Yes: After sub‘stapce / agent, where & W.hen it was’ lf'sed s
Lead Dept. PW-049 . S maintained for 30 years; Applies to qualified
substance / agent, where & when it was used) + 30 years OD, Ppr QC'd & OD :
employers; Claims can be made for 30 years for
. " o toxic substance exposures; 8 CCR
Provided by On-line Subscription 3204(d)(1)(B)(2 and 3), 29 CFR
910.1020(d)(1)(ii)(B), GC §60201
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Page PW-7

-Destroy
Image: Paper
Office of . b Total . Media | I=lmport
5 e ? fi

Record (OFR) Retention No Records Description Retention Vital Options | M=Mfr Im:;t:(r’ . Comments / Reference
S=Scan qc’ d?

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

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

|HOLDS: Litigation, complaints,

Public Works /

claims, pending Eublic records act reguestsi auditsi and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Sewage Sludge Handling Logs and Weigh Tickets

PW-050 5 i Mag, s Yes: After |Code of Federal Regulations requires 5 years; 40
Wastewater (Blockages) G oD, Ppr 1year |CFR503.17;40 CFR 122.41(j)(2): GC §60201
Sewer System Management Plans (SSMP) and : . ired §
Public Works / Audits / Sanitary Spills Overflow Prevention Plan | Superseded Mag, Yes: After |DoPartment preference; SSOs are required for a
Wastewater FYN-051 (SSOPP) and Sanitary Sewer Overflow Response +5 years Mig O i1 Q8 &Gy |TNmUm of Siyeas; 40 CFR 122.41()(2)
Plon v pons yea Ppr SWRCB Order 2006-03; GC §60201
: ! ) Required for 3 years; GC §§4216.2(f) &
Lead Dept. PW-052 Underground Service Alerts (USA's) 3 years Mag, Ppr 4216.3(d); GC §60201
Division Work Orders / Service Requests - CRM / CMMS
Providing PW-053 |DATABASE (Computerized Maintenance Indefinite Mag Data is interrelated; GC §60201
Service / Work Management System) :
Division Work Orders / Service Requests - All Information | When No i ; s w
- database is the original);
Providing PW-054  |Entered in CRM / CMMS Database Longer Mag Ppr (P;rg[g?il(;];(?; s e ginal)
Service / Work (Paper drafts) Required
Work Orders / Service Requests./ "Dailies"- NOT
Division entered in CRM / CMMS Database (or partial o~ .
. : f ; CCP §§338 et seq., 340 et
Providing PW-055 information entered into CMMS Database) 5 years Mag Ppr Distriet Preferenes $§ q
A o . )  enere seq., 342, GC §, GC §60201
Service / Work (Division providing service retains originals;
Division requestinj service is considered a copy) s
WATER (Potable Water)
Public Works / : e Department Preference; Meets California
Watsr PW-056 |Backflow Testing / Cross Connection 5 years Mag, Ppr Department of Health requirements; GC §60201;
Kl - 17 CCR 7605(f); GC §60201
PUb[\I;\:IZX;rkS { PW-057 |Calibration Records - Water Distribution 5 years Mag, Ppr Department preference; GC §60201
Confined Space Entries / Hot Work Permits
Public Works / 2 (Permitted entries into confined spaces such as i 8 CCR 5157(d)(14) & (e)(6); 29 CFR
Water R G sewers and storm drains in order to comply with 2 YRais Mag, Ppr 1910.146(e)(6) GC §60201
regulations)
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-8
(General Services, Roads, Solid Waste, Wastewater, Water)
Image: D:::;y
Office of . e Total . Media | i=import
v

Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr lm:;t:; . Comments / Reference
S=Scan E C'd?

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

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

HOLDS: Litigation, complaints, claims, pendin

Public Works /

Daily Safety Checks / Pre-Starts / Commercial

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

Department preference; If a motor carrier,
required for 3 and 14 months; 13 CCR 1234(e);

Water PW-088 |\/ehicle Prestarts and Forkift Inspections 3 years Mag, Ppr 49 CFR 396.11(c)(2); 49 CFR 396.21(b)(1); GC
§60201
Pubiic Works / - R .

Water PW-060 |Diaries, Daily Diaries (NOT Wells) 10 years Mag, Ppr Department preference; GC §60201
PUb[\':I:X:_rKSI PW-061 Diaries, Daily Diaries (Wells ONLY) P Mag, Ppr Department preference; GC §60201
Publ\l/(\:l;Nteorrks/ PW-062 |Flow Meter Reading 5 years Mag, Ppr Department preference; GC §60201
Public Works / incidents / Unauthorized Discharges: Pipeline Last Action Yes: Department Preference; Code of Federal

Water PW-063 Breaks, Spills, Investigations and Corrective + 5 vears Before |Mag, Ppr Regulations requires 3 years; 40 CFR 122.41(j)(2)

Actions, Notice to Comply y Resolution & 40 CFR 141.33(b)(2); 22 CCR §64470
Public Works / PW-064 Lab Reports & Chains of Custody: Bacteriological] Minimum 5 le‘:a(go s/l Yes - After | Department Preference; 40 CFR 141.33(a) and

Water and Organics years e QC & OD |(b)(1); 22 CCR §64470

. . . . - Mag, Department preference; State law requires 12
P“b’\'/‘\;,;Ntec;rkSI PW-065 Zigl5;::2?1Ii‘rﬁ';ag‘:s‘i’;ui?ss)t°dy' Chemical M'"";‘:g 10 Mfr,OD,| S/I g‘é é‘Aggr years, Federal 10 years; 40 CFR 141.33(a); 22

y Ppr CCR §64692

- .. : Mag, ) Required for 12 years or 2 compliance cycles; 22

P“b'\',f,:\’te‘fks' PW-066 |Lab Reports & Chains of Custody: Lead & Copper M'"':::: 12 Mfr, OD,| S/1 YQeg &Agg' CCR 64400.25; 22 CCR §64470, 40 CFR
y Ppr 141.33(a); 40 CFR 141.91
Public Works / PW-067 Manuals: Operations & Maintenance / Project Disposal of SYss;rg:c}i Maa. Por Maintain copies as long as the infrastructure is in

Water Manuals (O&M Manuals) Equipment P d g rp the field; GC §60201
Public Works / . . .

Y \llc\:lateorr s PW-068 |Operating Permits (RQCB, RWQCB, Title 22, etc.) P Mag, Ppr Department Preference; GC §60201

. Regulatory Agency Reports / Compliance Reports Department preference; Hazmat discharge
Public Works / : '

S Water | PW-089 |FORWATER QUALITY / PUBLIC HEALTH - 10 years % | s ?g & oo records are required for 3-5 years; 40 CFR
Annual, Monthly and Quarterly Reports P 122.411()}(2)
Public Work . L
P vator S/ PW.070  |Sanitary Surveys of Drinking Water Systems 10 years Mag, Ppr 22 CCR §64470; 40 CFR 141.33(c); GC §60201
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Page PW-9

I-)estroy
Image: Paper
Office of . . Total . Media | I=import
?
Record (OFR) Retention No. Records Description Retention Vital? Options | M=Mfr |m:;t:; . Comments / Reference
S$=Scan Qc'd?
If the record is not listed here, refer to the Retention for District-Wide Standards.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 vears), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, pending Eublic records act reguestsi auditsi and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Public Works / When No Database is original, printouts are drafts / copies.
Water PW-071 SCADA Alarm & Status Printouts / Charts - Water Longer Mag, Ppr Data is interrelated; system qualifies as a "trusted
Required system"; GC §§60200, 12168.7
. . . Department preference; Data is interrelated;
PUbI\l;\:,ZZ;rkS/ PW-072 iCil?sﬁi?atalil?ls; (rSuperwsory Control and Data Indefinite Yes Mag, Ppr system qualifies as a "trusted system"; GC
cquisition) - Wate §§60201, 12168.7
Provided by on-line service; Previous MSDS may
be obtained from a service; MSDS may be
SDS I. MSDS Masters (Safety Data Sﬁeets/ . destroyed as long as a record of the chemical /
Material Safety Data Sheets) / Chemical Use ] . .
Report For ds of the chemical / S ded M Yes: After substance / agent, where & when it was used is
Lead Dept. PW-073 g"; ° /m (or ’f°°l: s °& ‘;C ‘?tm'ca g fggrse e oD a% S |oousg SD maintained for 30 years; Applies to qualified
substance / agent, where & when it was used) years  Pr employers; Claims can be made for 30 years for
. . L toxic substance exposures; 8 CCR
Provided by On-line Subscription 3204(d)(1)(B)(2 and 3), 29 CFR
910.1020(d)(1)(ii)(B), GC §60201
Tank Maintenance / Water Storage Tanks /
Public Works / PW-074 Reservoir Maintenance Reports (includes dive and P Mag, s Yes: After |Some inspection and maintenance is in CMMS
Water tank inspection reports, other inspection reports, OD, Ppr QC'd & OD |Database; GC §60201
etc)
- . . . Covers statute of limitations for written contracts
Lead Dept. PW-075 | Two-Way Radio Licensing and Information Ex; irzt::n * Ygs. i?gm OInDA a% ; S gg; ';\fgelg (4 years); Statewide guidelines propose
years xpire » P Permanent; CCP § 337 et. Seq.; GC § 60201
Public Works / UCMR Analytical Reports / Unregulated Drinking Department preference (2 compliance cycles); GC
Water PW-076 Water Contaminant Monitoring Reports to EPA 10 years Mag §§60201
. Unauthorized Discharges: Pipeline Breaks, Spills, |, . Department Preference; Code of Federal
PUbl\';\:I;/;grks / PW-077  |Investigations and Corrective Actions, Notice to Lf's; it:;i?sn Mag, Ppr Regulations requires 3 years; 40 CFR 122.41(j)(2)
Comply - ALL . yez & 40 CFR 141.33(b)(2); 22 CCR §64470
Department Preference (required for 3 years); the
Public Works / _ warrantee period for work done is usually 5 years,
Water PW-078  |Underground Service Alerts (USA's) 3 years Mag, Ppr the Statute of Limitations for some work may be
up to 10 years; CCP §337 et seq., GC §§4216.2(f)
& 4216.3(d), 60201
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RECORDS RETENTION SCHEDULE: PUBLIC WORKS
(General Services, Roads, Solid Waste, Wastewater, Water)

Page PW-10

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

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

(Division providing service retains originals;

Division requesting service is considered a copy)

Public Warks / . Mag, Yes: After Department preference (these are drafts - the final
Water PW-079 | Well Groundwater Quality Data P op,ppr| S'! | Qc'a oD |originalis the Lab Report); GC §60201
Public Works / Wells, Well History, Well Water Quality Reports Mag, Yes: After .
Water PW-080 (Includes abandoned or destroyed wells) P OD, Ppr S QC&OD Department preference; GC §60201
Division Work Orders / Service Requests / Investigations
Providing PW-081 CMMS DATABASE (Computerized Maintenance Indefinite Mag Data is interrelated; GC §60201
Service / Work Management Systemn)
PDrgl\;lsc;?r? PW-082 Work Orders / Service Requests / Investigations - V\ll‘lgin el\:o Mag Por Preliminary drafts (the database is the original);
. g All Information Entered in CMMS Database 9 are GC §60201
Service / Work Regquired
Work Orders / Service Requests / Investigations -
Division NOT entered in CMMS Database (or partial
Providing PW-083 information entered into CMMS Database) 5 years Mag Ppr Department Preference; CCP §§340 et seq., 342,
- GC §60201
Service / Work
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RECORDS RETENTION SCHEDULE LEGEND

©1985 — 2020 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
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OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a Board of Directors meeting (then it is the Board Secretary.)

Records Description: The record series (a group of like récords).

Transitory Records not retained in the ordinary course of business, that do NOT have substantive content: Preliminary drafts, notes, or interagency or intra-

agency memoranda and records having only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records
entered into a computer system that qualifies as a “trusted system”, etc.

Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)
Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)
Total Retention: The total number of years the record will be retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent

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

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

Media Options (guideline) — the form of the record: Mag = Computer Magnetic Media (hard drive, disks, tapes, USB Drives, thumb drives, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper
OD = Optical Disk, CD-r, DVD-r, WORM, or other media which does not allow changes

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

Destroy Paper after Imaged & QC’d / Trustworthy Electronic Record: “Yes” indicates the paper version may be destroyed IF the document has
been imaged (electronically generated, scanned or imported and placed on Unalterable Media — DVD-R, CD-R, or WORM, or microfilmed), and
both the images and indexing Quality Checked (“QC’d"). The electronic record or image must contain all significant details from the original and be an

adequate substitute for the original document for all purposes, and other legal mandates apply. Includes all electronic records which are to serve as
the Official Record.

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

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

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

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

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

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

USC: United States Code (US) VC: Vehicle Code (CA) W&I: Welfare & Institutions Code (CA)



Ver. 2.0

RECORDS RETENTION SCHEDULE: RISK MANAGEMENT

Page RM-1

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

Office of ] Image: Bgstroy
Record |Retention No. Records Description Tota_l . Vital? Me_dla Himport | Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan Qc'd?
—————

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

ormally performed by file folder.

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

RISK MANAGEMENT
Risk Final Yes: Uni Department Preference; Covers various statute of
RM-001 Claims - Public Injury, Property Damage Resolution + 5 o Mag, Ppr limitations; CCP §§ 337 et seq.; GC §§ 911.2,
Manage. Resolution
years 60201(d)(4)
Risk Emergency Exercises / Drills / After Action Reports .
Manage. RM-002 (Annual) 5 years Mag, Ppr Department Preference; GC §60201
Risk Minimum of
P RM-003 liness and Injury Prevention Program Superseded + Mag, Ppr Department preference; GC §60201
ge. 5 years
5 . Department Preference; Covers various statute of
RIS RM-004 |Insurance Policies - General Liability, etc. P Yes MG OD, g, | Yes: After |, i tions: CCP §§ 337 et seq.: GC §§ 911.2,
Manage. Ppr QC & OD
60201(d)(4)
Risk o i . Expiration + 2§ Yes: Until |Mag, OD, Yes: After ]
Manage. RM-005 Insurance Policies - Property, Fire, Theft, etc. years Expired Ppr S/l QC & OD Department Preference; GC §60201
Department preference to be consistent with
. — . Policy . X District-wide standards; EEOC / ADEA (Age)
M ;‘:ke RM-006 :nsurar;ce I;oll]c?les / :IV arkers Compensation Termination + YES' .Bf.fore Ma% Op; S/ \gg &Acf)tgr requires 1 year after benefit plan termination; State
ge- SERTRIESIE Ay, (e 10 years =pusiion #l Law requires 2 years after action; 29 CFR
1627.3(b)(2); GC §§12946, 60201
Risk Loss Runs - State Fund, Workers Compensation, Department Preference (actuary wants 10 years of
Manage. | RM-007 o 3 years Mag, Ppr : data); GC §60201 et seq.
Department Preference; Calif. Labor Division is
Risk required to keep their records 7 years; OSHA
Manage RM-008 OSHA Inspections & Citations 5 years Mag, Ppr requires 5 years; State law requires 2 years; 8

CCR 14300.33(a); 29 CFR 1904.33, 29 CFR
1904.44; GC §60201 et seq.; LC §6429¢c

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services Inc. all rights reserved
Do not duplicate or distribute without prior written consent 909.337.3516

Adopted: 9/10/2020




RECORDS RETENTION SCHEDULE LEGEND

©1995 ~ 2020 Gladwell Governmental Services, Inc. (809) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a Board of Directors meeting (then it is the Board Secretary.)

Records Description: The record series (a group of like records).

Transitory Records not retained in the ordinary course of business, that do NOT have substantive content: Preliminary drafts, notes, or interagency or intra-

agency memoranda and records having only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records
entered into a computer system that qualifies as a “trusted system”, etc.

Non-Record: Documents, studies, books and pamphiets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)

Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)
Total Retention: The total number of years the record will be retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent

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

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

Media Options (guideline) — the form of the record: Mag = Computer Magnetic Media (hard drive, disks, tapes, USB Drives, thumb drives, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper
OD = Optical Disk, CD-r, DVD-r, WORM, or other media which does not allow changes

Scan / Import (guideline): “S” indicates the record should be scanned into the document imaging system:;

“I" indicates the record should be electronically imported into the document imaging system;
“M” indicates the record should be microfilmed

Destroy Paper after Inaged & QC’d / Trustworthy Electronic Record: “Yes” indicates the paper version may be destroyed IF the document has
been imaged (electronically generated, scanned or imported and placed on Unalterable Media — DVD-R, CD-R, or WORM, or microfilmed), and
both the images and indexing Quality Checked (“QC’d"). The electronic record or image must contain all significant details from the original and be an

adequate substitute for the original document for all purposes, and other legal mandates apply. Includes all electronic records which are to serve as
the Official Record.

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

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

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

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

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

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

USC: United States Code (US) VC: Vehicle Code (CA) W&I: Welfare & Institutions Code (CA)



Ver. 3.0 RECORDS RETENTION SCHEDULE: SECRETARY OF THE BOARD Page SEC-1

. Image: Bestroy
Qffica of Total Media | I=sImport |Paper after
Record |Retention No. Records Description . Vital? 4 P p Comments / Reference
Retention Options | M=Mfr | Imaged &
(OFR) = "y
. S=Scan QC'd?
If the record is not listed here, refer of the Retention for District-Wide Standards.

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

HOLDS: Litigation, complaints, claims, pending eublic records act reguestsi auditsi and/or investigations suseend normal retention Eeriods (retention resumes after settlement or come/etio‘

SECRETARY OF THE BOARD
Sec. of the Agendas, Agenda Packets, Agenda Staff Reports : fies: Befons Mag, OD Yes: After
] X a ) - ; ’ ’ : ; GC §60201
Board SES-0a District Board of Directors and Committees (C16) P Mgz’;lgg Ppr el QC & OD Bepaimentprefersnes; 6C §
Agreements & Contracts - ALL Approved by the
Board of Directors, and / or General Manager
Agreement or Contract, Insurance Certificates & Department Preference; Statute of
Sec. of the SEC-002 Notices of Completion. Agreement or Contract 'Completion Yes: Before |Mag, OD, S/l Yes: After |Limitations is 4 years; 10 years for Errors
Board includes all contractual obligations, Certificates of -+ 10 years J| Completion Ppr QC & OD |& Omissions; CCP §§337. 337.1(a),
Insurance, and amendments - 337.15, 343; GC §60201 et seq.
License Agreements, Leases, Water Rights, MOUSs,
Public Works Contracts, Purchasing Contracts, etc.
Agreements & Contracts: Political & Outside
Jurisdictions . .
Seg;a::;he SEC-003 |Conjunctive Agreements, Cooperative Agreements, P ;is'erzzgogg Mag, ?D’ S/l1 Eeg &A(f)tgr Copies; §60200 et seq.
JPAs (Joint Powers Authorities), Water Supply P P
Agreements
Sec. of the A o . . f - GC 860201
B SEC-004 |Applications to Boards, Commissions or Committees 1 year Mag, Ppr Department preference; §
Sec. of the SEC-005 Board of Directors Appointments / Resignations 2 years Mag, Ppr Department preference; GC §60201
Board (Correspondence)
- , == N | Copies or Drafts (the finals are in the
Sec. of the SEC-006 Dlrggtors Handbook (Compilation of Approved When Mag, Ppr Agenda Packets and Minutes); GC
Board Policies) Superseded §60201
Sec. of the SEC-007 District Formation Records, Acquisition of other P Mag, OD, S/l Yes: After |Department preference (historical
Board Districts Ppr QC & OD |purposes); GC §60201
Sec. of the Elections: Correspondence, Notifications & b Department preference (historical
Board SEC-008 Publications, Certificate of Election, etc. Sy=a Mag, Ppr purposes); GC §60201
Seg‘o:‘;éhe SEC-009  |Ethics Training Certificates " 5years Mag, Ppr GC §53235.2(b)

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services Inc all rights reserved
Do not duplicate or distribute without prior written consent 909.337.3516 AdoPted: 9/10/2020



Ver. 3.0 RECORDS RETENTION SCHEDULE: SECRETARY OF THE BOARD Page SEC-2
Image: Destroy
Office of .
Record |Retention No. Records Description Tota_l Vital? Me.dua I—ITport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged & ’
If the record is not listed here, refer of the Retention for Districi-Wide Standards.
Retentions begin when the act is completed, and imply a full file folder (e.q. Jast document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, com, Iaintsi claimsi eending Eublic records act reguestsi auditsi and/or investigations suspend normal retention

FPPC 700 Series Forms (Statement of Economic

eriods (retention resumes after settlement or completio

Sec. of the SEC-010 Interests). DESIGNATED EMPLOYEES & 7 vears Mag. Por District maintains original statements; GC
Board CONSULTANTS (specified in the District's Conflict 4 g rp §81009(e)&(q)
of Interest code)
FPPC 700 Series Forms (Statement of Economic
Sec. of the Interests): PUBLIC OFFICIALS (elected & not Department preference (only required for
Board SEC-011 | ected. Includes District Board Members, General Tyears Mag, Ppr 4 years), GC §81009(1)&(g)
Manager)
Sec. of the . o
Board SEC-012 |FPPC Form 801 (Gift to Agency Report) 7 years Mag, Ppr Must post on website; GC §81009(e)
Sec. of the FPPC Form 802 (Tickets Provided by Agency Must post on website for 4 years; GC
Board SEC-013 Report) 7 years Mag, Ppr §81009€
Sec. of the
Board SEC-014 |FPPC Form 803 (Behested Payment Report) 7 years Mag, Ppr GC §81009e
Sec. of the . FPPC Regulation 18734(c); GC §81009e;
Board SEC-015 |FPPC Form 804 (Agenda Report of New Positions) P Mag, Ppr GC §60201
Sec. of the FPPC Regulation 18734(c); GC §81009e;
Board SEC-016 |FPPC Form 805 (Agency Report of Consultants) P Mag, Ppr GC §60201
Sec. of the g FPPC Form 806 (Agency Report of Public Official Must post on website; 2 CCR 18702.5; GC
Board | °=C0"7 | agpointments) 7 years Mag, Ppr §60201, 81009
Sec. of the FPPC Lobbyist Authorization / Reporting - FPPC .
Board SEC-018 Form 635 / 602 5 years Mag, Ppr 2 CCR 18615(d); GC §60201
Sec. of the e Mag, OD, District Secretary Determines Historical
Board SEC-019 |Historical Records P Por S/1 No Significance; GC §60201
. L . Final . . Department Preference; Covers various
Se;;):iéhe SEC-020 tj;"j”‘ts / Litigation - Where General Counselis the Jo ) ion 4 ggzolgtl“;:: Mag, Ppr statute of limitations: CCP §§ 337 et seq..
5 years GC §§ 911.2; 60201(d)(4)

BEAR VALLEY CSD ©1995-2020 Gladwell Governmenta! Services Inc all rights reserved

Do not duplicate or distribute without prior written consent 909.337.3516
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RECORDS RETENTION SCHEDULE: SECRETARY OF THE BOARD

Page SEC-3

Image: l-)estroy
Office of Total Media | l=Import |Paper after
Record |Retention No. Records Description . Vital? . p p Comments / Reference
(OFR) -Retention Options | M=Mfr | Imaged &
' S=Scan gcd?

If the record is not listed here, refer of the Retention for District-Wide Standards.

Sec. of the

Retentions begin when the

act is completed, and imply a full file foider (e.
HOLDS: Litigation, complaints, claims, pending public records act requests, au

. last document + 2 years), since destruction is normall

erformed b

eriods (retention resumes after settlement or completio

file folder.

ditsi and/or investigations suspend normal retention

May include records pertaining to
independent contractor's compensation,

SEC-021 Legal Invoices / Attorney's Invoices (Confidential - 7 vears Yes: Uniil |Mag, OD, S/ Yes: After |or expense reimbursement; Meets
Board only summary sent to Finance) y Paid Ppr QC & OD |municipal government auditing standards;
40 CFR 122.41(j)(2); WC §13263.2(b) et
seq., GC §60201(d)(12)
Minutes: District Board of Directors and Committees ‘
Segégi;he SEC-022 |(Administration, Communications, Finance, P Yes (all) Mag’ ?D' S/ No  |GC §60201(d)3)
Infrastructure, Liaison, Public Safety Committees) P
Sec. of the Brown Act challenges must be filed within
) SEC-023 |Notices: Affidavits of Postings and Publications 2 years Mag, Ppr 30 or 90 days of action; GC §§60201,
Board
54960.1(c)(1)
Term of
Sec. of the ) Mag, OD, Yes: After .
Board SEC-024 |Qaths of Office Office + 4 Por S/ Qc & OD Department Preference; GC §60201
years
Sec. of the . Mag, OD,
Board SEC-025 |Ordinances P Yes (all) Por S/ No GC §60201 et. seq.
Sec. of the . - - GC 860201
Board SEC-026 |Public Records Act Requests 2 years Mag, Ppr Department Preference; GC §
. " e e S District Preference; Legally required for 90
Se&)gi (;the SEC-027 Recc;rdlngs Video and/or Audio District Board Minimum 1 Mag days for Video, 30 days for audio; GC
meetings year . §§54953.5(b), 53161, 60201 et seq.
Sec. of the . L . : Mag, OD, Yes: After .
Board SEC-028 |Records Destruction Authorization Forms and Lists P Ppr S/l Qc & oD Department Preference; GC §60201
Sec. of the Records Management: Index to inactive Records/ [ - - - : .
B‘oar q SEC-029 |Records Stored in Records Center / Inventory of Indefinite Mag, Ppr Department Preference; GC §60201
Records in Records Center )
Sec. of the Records Retention Schedules; Approvals to Update Mag, OD, Yes: After .
Board SEC-030 Records Retention Schedules o2 years Ppr S/l QC & OD Department Preference; GC §60201
Seg;):‘;;he SEC-031 |Requests for Certified Payroll Copies " 2years Mag, Ppr GC §60201(d)(5)

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services Inc all rights reserved

Do not duplicate or distribute without prior written consent 909.337.3516
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Ver. 3.0

RECORDS RETENTION SCHEDULE: SECRETARY OF THE BOARD Page SEC-4
' Image: Destroy
Office of .
Record |Retention No. Records Description Tota_l Vital? Me.dla |=In-1port Paper after Comments / Reference
(OFR) Retention Options | M=Mfr | Imaged &
S=Scan QC‘d?
If the record is not listed here, refer of the Retention for District-Wide Standards.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normall

erformed by file folder.
HOLDS: Litigation, com, Iaintsi claimsi Eending Eublic records act reguestsi auditsi and/or investigations suspend normal retention

eriods (retention resumes after settlement or completio

Sec. ofthe | gpe 032 |Resolutions P Yes (all) |M82 OB g No  |GC §60201 et. seq.

Board Ppr
Sec. of the SEC-033 |Secretary of State Statement of Facts 1year Mag, Ppr Department preference; GC §60201 et.

Board seq.

Upon Sale .

Sec. of the . . _— o Given to the new owner upon sale of the

Board SEC-034 |Vehicle Titles ("Pink Slips") \;Jef ;E;Te Yes Mag, Ppr vehicle: GC §60201 et seq.

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services Inc all rights reserved
Do not duplicate or distribute without prior written consent 909.337.3516

Adopted: 9/10/2020




Ver. 2.0 RECORDS RETENTION SCHEDULE: GENERAL MANAGER Page GM-1
Destroy
Office of Total Media Image: Paper
Record |Retention No. Records Description Retention Vital? Obtions I=import M=Mfr| after Comments / Reference
(OFR) : P S=Scan |Imaged &
C'd?

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

Retentions begin when the act is completed, and imply a full file folder (e.

HOLDS: Litigationi comelaintsi c/aimsi eending Eublic records act reguestsi auditsi and/or investigations suseend normal retention Eeriods ‘retention resumes after settlement or comeleti

. Jast document + 2 years), since destruction is normall

erformed b

file folder.

GENERAL MANAGER
Gener| Administrative Gitations, Hearings, Hearing || Minimum 2 Mag, OD Yes: After
Manager's GMO-001 U et v SIELONS) INSEUngs; INEanNg ML < 9, O, S/ p Department preference; GC §60201
Office Officer Decisions .- years Ppr QC&OD
General Projects & Issues - Records with - .
Manager's GMO-002 |Substantive Content (Issues and/or projects §| Minirian 2 Mag, OD, S/ YSsE AT Department preference; GC §60201
; - - years Ppr QC & OD
Office will vary over time) . .

BEAR VALLEY CSD ©1995-2020 Gladwell Governmental Services, Inc. rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




RECORDS RETENTION SCHEDULE LEGEND

©1995 — 2020 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a Board of Directors meeting (then it is the Board Secretary.)

Records Description: The record series (a group of like records).

Transitory Records not retained in the ordinary course of business, that do NOT have substantive content: Preliminary drafts, notes, or interagency or intra-

agency memoranda and records having only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records
entered into a computer system that qualifies as a “trusted system”, etc. v

Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)

Inactive: How long the file is in off-site storage, stored on Optical Disk or Microforms (guideline)
Total Retention: The total number of years the record will be retained

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

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

Media Options (guideline) — the form of the record: Mag = Computer Magnetic Media (hard drive, disks, tapes, USB Drives, thumb drives, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper

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

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

Destroy Paper after Imaged & QC’d / Trustworthy Electronic Record: “Yes” indicates the paper version may be destroyed IF the document has
been imaged (electronically generated, scanned or imported and placed on Unalterable Media — DVD-R, CD-R, or WORM, or microfilmed), and
both the images and indexing Quality Checked (“QC’d"). The electronic record or image must contain all significant details from the original and be an

adequate substitute for the original document for all purposes, and other legal mandates apply. Includes all electronic records which are to serve as
the Official Record.

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

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

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

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

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

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

USC: United States Code (US) VC: Vehicle Code (CA) W&I: Welfare & Institutions Code (CA)



Page No.

INDEX — RECORDS RETENTION SCHEDULES

Abbreviations:
DW — District Wide

‘FIN — Finance

FIN — Finance

GM — General Manager

HR — Human Resources

PD - Police

PW — Public Works

RM ~ Risk Management

SEC - Secretary of the Board

T084 et a et e e et a e e s et e e st eeeeneeeeeannenn e et e e e e e ee e e eeneeen HR-2
TOOS FOMIS ..ottt ettt ettt et e e et e e e teeeeaeeeeseeeeae e e eme e e e et eneseeemeeeeneeesneenseeesaseesaseeeseneesnsee e sesananeanenensnesenaanneeas HR-2
1099'S TOGB'S, W-G'S ...ttt et et et e e e e et e e e e e eeemee e es e taeseaenseeaeseeseesseeesseemeseneenmtssenseeseeanaeaneeensnanrenneansee e FIN-4
A

Aboveground Storage Tank (Agency Owned) Maintenance, REPAITS..............cooiiii i eeeceee e e e eeeee e e e eeee e e eenneeeennes PW-2
Accidents / Workers Compensation FIlES ............oiiiiiiiiee e e HR-3
Accounts Payable & ACCOUNES RECEIVADIE ..................ooiiieceeee e e e e et e e e e e e e e s eeaaeeeenes FIN-4
Accounts Payable Source Records / Invoices & Receivers / Credit Card Statements / Travel Expense Reimbursement ............. FIN-4
Accounts Receivable / Billing / Utility Billing / Water Production Statements ..............ooooiiiiiiiiieeeeeie et esee e FIN-4
ACCOUNES RECEIVEADIE. ...ttt et et e et e e e et e eae et e ees e e easeeateeseeeneasensentseeseaessanssenseansarassansneseesnesenens FIN-4
Acquisitions / Sale, Real Property owned by the DISTCE ...........ccooiiiiiiiiiee e e PW-1
Administration Committee — AGENAE PACKELS ........c..ooiiiiiieee et e e et e e e e eee e e s e en e e e eeeeeneeeeneeneeaeneees SEC-1
Administration Committee — Minutes ....... et enEeeeeeeateeeetteeeeesateeeiestteesesteeeeeteesesoseeeeaetesteensteeeeanteseeaameneeeaaseeeeeasreeesasereeaseeeeareeeanns SEC-3
Administrative Citations, Hearings, Hearing Officer DECISIONS..........coiiuiiii e e e e e e eeeee e e eeenaeeens GM-1
Administrative Files, Chronological Files, Communications, General Files, Letters, Memorandums, Miscellaneous Reports........ DW-2
Retention Schedule Index — Bear Valley Community Services District Page 1 of 24
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Adult Marijuana / Cannabis — CriME REPOTS ........oooiiieiiiie et e e e e e e e et e e e eta e e s e e e e e aeeneeeenenane PD-5
Affidavits of PoStings and PUDICAIONS .............ooiiiiieeeee ettt e e e e e e e e eeeeeeeeaeeneaan SEC-3
Affirmative Action Complaints — Department of Fair Employment and Housing (DFEH) or EEOC...........cccoiiiieeeicieeeeeeeeeeeee HR-1
After ACION REPOMS (ANNMUAI) ....oiiiiiiiiii ettt et e e e e e et e e e e e et em e e e e e e s e e eneesn e s e e e e nanaes RM-1
Agenda SEaff REPOIS ...ttt e e e e e e e e e e ee e e e e et e e e e e e SEC-1
Agendas & Agenda Packets — District Board of Directors, Committees (Subcommittees) of the Board............c..oooovvveiieeneeeeeenn. SEC-1
Agreement - Capital Improvement Project Files - Permanent File ..............c..cooooiiiiiiiiii e PW-1
Agreements & Contracts - ALL Approved by the Board of Directors, and / or General Manager..............c.ccoceveeeiioieiecnern SEC-1
Agreements & Contracts - ALL: ADMINISTRATIVE RECORDS, or those NOT Signed by GM or Approved by the Board .......... DW-1
Agreements & Contracts: Political & Outside JUrSAICHONS ........coooiiiiiiiieee e e SEC-1
ALL Capital Crimes, Homicide, Juvenile, Child Abuse (substantiated) — Crime Reports.............cocooiviiiiiee e PD-5
Amendments - ALL Approved by the Board of Directors, and / or General Manager.............o.ooooiveeeoee e SEC-1
Analytical Reports / Unregulated Drinking Water Contaminant Monitoring Reports to EPA .......c..ooiieiioeeeeeeeeeeeeeeeee e PW-9
F Y o] ][ Tor= 1T IO USSR U T OSSO HR-2
Applications for Employment - Not Solicited / NO OPen POSIION ... e, HR-2
Applications for Employment (UNSUCCESSTUI) ..o o i e e HR-3
Applications to Boards, Commissions Or COMMIEES ........o..eoii i et SEC-1
Applications, RFID (Application and Receipt for RFID) / Gate RFID Apphcations ..............oocoiiiioieie oo, FIN-3
Appointments / Resignations - Board 0f DIFECIOTS ....... ... e SEC-1
Approvals to Update Records Retention SChedUIES ... e e SEC-3
AQCB Permits and MORITOTING ......coiiieiitiie ettt et e e e et e e e e ee e ee e e e e e e e e e e e et e e e e e e e e e nenseenes e PW-2
ATrSON REGISITAtIONS: AGUIS ..o et e et e e e s e e e e PD-2
Arson Registrations: Juveniles released from California Youth AUthOrity ... ..o PD-2
ASDESTIOS IMANITESES ...ttt e e e e e e et e et e et e e et e e e e e e PW-2
Association Records (external associations - €.9., ACWA, B1C.) ..., DW-1
Associations, Commissions, & Boards: External Organizations (e.g. Association of California Water Agencies, etc.) ................ DW-1
Attorney's Invoices (Confidential - only summary Sent 0 FINANCE) .............oooiiiiiiie oo e e SEC-3
AUdio District Board MEEHINGS ......coiii it e e et e e e e SEC-3
Audit Annual Reports / Audited Financial Statements / Comprehensive Annual Financial Report (CAFR) ........coooveeeeeeeeerenen. FIN-1
Audit Management Letters / AUt REPOIES ..........oi i e FIN-1
AUAIE REPOTES ..o e e e e FIN-1
AUit WOTK PAPEIS (FINAIS) ... i ee e e FIN-1
Audited Financial Statements / Comprehensive Annual Financial Report (CAFR) ... FIN-1
Audited Financial Statements / Comprehensive Annual Financial Report (CAFR) ......oovee o eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e FIN-1
AUILS - SINGIE AUTIES ...ttt e e ee e e e e et e e e e e e e e e e et e e e en e FIN-1
Retention Schedule Index — Bear Valley Community Services District Page 2 of 24
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AWEIAS ..ot e e et et e e e ete e ete ettt eee e teeeaeeaeeeteeantete e et e eneeee e aeeeee e ee st e e s eeeeneeaee et e e eeeeneeeenneeeeeeeneeeneeaneeeenees HR-2
B

Backflow TeStNG / CrosSs CONMNECHON...........eieieiieeeeee et et e et e e e e et e e eee e e e e e e e e e e e eeaeeeemee e e s eeneseaeeeeaens PW-7
Background Files - Successful APPHCANTS (POICE) ..........c.oo oot e e eee e e e e e eeeaes PD-1
Background Files - Unsuccessful APPHCANTS (PONCE) .........ooiueiieeieeeeeeee et e e et e et e e e e e e e e e e e eaen s PD-1
BACKGIOUNGS ... e e e e et e e e e e e et et e e et e e e e e e e e et e e e e e ee e e e et e ee e e naaaes HR-2
BACKUDS ...ttt e e e e e e e e e e e e e a e e ettt et e e e et e e et e e et e e et et e et e e e e e e e e nans DW-1
Bank Statements / Checking Account Reconciliation / Fiscal Agent Statements, Trustee Statements ...........ccoovevvieeeeeeeeeennne. FIN-1
Benefit Contracts & Benefit Plans / Insurance Policies (Health, Dental, Deferred Compensation, Pension, etc.) .........cocvcvveeuen.n. HR-1
BeNEfit ENTOIMENTS ...ttt et et e e e et eea e e et et e et e e et e e et e e et e eee e e e e e e e ee e e e eenneeeaenen HR-2
Benefit Plans / Insurance Policies (Health, Dental, Deferred Compensation, Pension, €tC.).........ccooeeiieooiieeieeeeeeee e eeeneeea HR-1
Bid Bonds (returned) - Capital Improvement Project Files - Administration FIle .................ccoooiiiiiiiioe e, PW-1
Bid Package (Winning Proposal) - Capital Improvement Project Files - Permanent File............coooovoieeoeeeeeeeeeeeeeeeee e PW-1
Bid Summary - Capital Improvement Project Files - Administration File ................cc.ccoiiiioiiiiieeeeeeeeeeeeee e PW-1
BIAS, UNSUCCESSTUL ...ttt et e e et e e e e e et e et e et e s s e et e eee e e e e ereeeeee s e e e eeneeaeeen Dw-4
BIlING ettt e e et et et e e et et e et ettt e et e e et ee e e ee et e ean e e e e enerarneeaeeeaas e FIN-4
Billing Database / ERP DAIADASE .........cccueiiiueieieieeeee et e e e e e e e e et e et e e e e e e e e e e e e e eaeeaneeeeaeeeaeeanes FIN-5
Bit Inspection (CHP Commercial Vehicle INSPECHON) ........oiuiiiuiiieee e e PW-3
Bi-WEEKIY PAYTOIl REPOMES ......eiiiiiiteiie ittt e e et e e et e e e e e et e et e et e e e e e et e et e et e e e e e e e e FIN-6
Board meetings - Recordings VIdE0 and/Or AUGIO ...........c.ueeiueeieeeeee e et e e e eee e et e et e r e eeeeeanas SEC-3
Board of Directors - Agendas & Agenda Packets, Committees (Subcommittees) of the Board ..............cooeeoeeeeoeeoeeeieeeeeen SEC-1
Board of Directors Appointments / Resignations (COIMMESPONUENCE) ...........cviiviimieeeeeee e eeeeee e e e eneeeeeteeeneseeeenenees SEC-1
Board of DIr€CtOrS IMINULES .........eiiiiiie ittt e e e e e e e e e e e e et e eee e e e eee e e e e e e e e eeeseeeeneeaee SEC-3
Boards, Commissions or Committees APPHCALIONS ..........c.ooueiiiiiiiieeee et e e e eee e SEC-1
Boards: External Organizations (e.g. Association of California Water AGencies, €1C.) .....c...covvvveiiiiriiiee e DW-1
BOAY-WOTN CBITIEIAS ... .eieeiieieiiicie ettt ettt e e et e e e e e e e e e e e e et e et et e e s e s e e e et e e eee e et eeneeeeeenaeeeane e e e eean e et esaeeeaneareenes PD-3
Bond Copies of Drawings - Capital Improvement Project Files - Admmlstratlon File .o, PW-1
BONA REQISIEIS ...ttt e et e et e et e et e e et e st e e e et e e e e e e e eaeeee e e reeemenen et enneesseeeeaeeeeeeeeeneenneereeeanee FIN-1
Bonds - Capital Improvement Project Files - AdmINISEration FIle ........ ... oo PW-1
Bonds / Certificates of Participation / Transcripts / DISCIOSUIE REPOIMS .........oiieiiieeieeeeeee e e eeer e e e en e e e e eeene e e eeen e FIN-1
Brochures, ManUAIS & REPOTS ......coouiiiiiiiiii e et e e e e e e e e e e e e et e e e emee e e e e s ene e s e e e s e e e e e eeeeeaeeneeeeneenene DW-4
Budgets: AdOPLEd (FINANCE COPY) woouvviieitiiieiieeeee et e e e e e e r e e st e e st e e e e e e e e e s ee e s e e e eae e e e e e emes e e enesaeaeeanes FIN-1
Budgets: Proposed, Work Papers, DIAfts, ©IC. .........c..ooiiiiiieiieeee et e et et et e et e e e e e e e eee e e e e e eeeeaneens FIN-2
C

CAFR - Comprehensive Annual FINANCIAI REPOI .........oooi oo e e et e e et e e e et e ee e ereee e areeareseesre e FIN-1
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Calendars, Checklists, e-mail, invitations, instant messaging, logs, mailing lists, meeting room registrations .............................. DW-2
Calibration Records - Water DISTDULION ............oiiii et etae e e e et e e e et e e e eae e e e e e eeneeeennes PW-7
Cancelled Checks (retained @t DANK) ..........cooiiiiiiiiiee et e e e e e e e e e e e e e e e et e e e a e e e eaee e e e eeee s FIN-4
CanCelled PayrOll ChECKS ..ottt ee e e e s ettt e e e e e e eeaanetee s teeeeeeaesansssseeeeeaeesaessnntseesanesssesssnaannnsnnens FIN-5
CanN@DbIS — CHIME REPOIS .....eiiiieiiee ettt e e e e e e te e e e e e e e e e esee e e e e e nnneeaeeneseseee s ea e e e e s ee e e e e e e e e e eereeeeans PD-5
Cannabis — Juvenile on School Grounds during School Hours - Crime REPOMS.............ooiiiieeeee e PD-6
Cannabis Citations dismissals, cancellations, and appeals ...........cocooiiiiiiiiiiiiiii e PD-4
Capital Improvement Project Files - Administration File ... e PW-1
Capital Improvement Project Files - Permanent File - Large Format Drawings ...................c.coooiiiiiiiiiii e PW-1
Capital Improvement Project Files - Permanent File........ ... et ae e PW-1
07 To] 1 e= 1l o o] 1= Tox (= S OSSR TR OO SRR P RRRRRRR PW-1 — PW-2
CCTV VIAEOS OF SEWEE LINES oottt e et ettt e e e e e e et eeae e e e e e e e st ee e e e e e e e e e e e e e e e ereeee s e meees PW-5
CEQA / NEPA / Environmental - Capital Improvement Project Files - Permanent File ....................ccoooiioiiiiiiiieeeeeeeeee PW-1
Certificates of Insurance - ALL Approved by the Board of Directors, and / or General Manager................oooeeeeeeeeeeeeeeeeeeeeen SEC-1
Certificates of Participation / Transcripts / DISCIOSUIE REPOIS ..ot FIN-1
(07T y (HiTor= ) (Y- B =1 11 ¢ To [OOSR UR RS HR-3
CIITICALIONS ...ttt ettt e e e e et e et e e et e e e e ee e e e eae e e e eme e eeme e e e e e e et e e e e e e en e e e eae e e ne e e e eneenen HR-2
Certified Payroll COPIES REQUESES .......c..uuiiiiiiieeeeee e et e e e e e SEC-3
Certified Payrolls - Capital Improvement Project Files - Administration File ... e PW-1
Chains of Custody: BacteriologiCal @and OTQANICS ...........ccouiiiiueie e e e e eeee e PW-8
Change Orders - Capital Improvement Project Files - Permanent File ... PW-1
Check Copies / Cancelled Checks (retained @t DANK) ............cc.oo oot FIN-4
Check Register / Warrant REGISTET ........oo oo et e e e e e e e e e FIN-4
Checking Account RECONCIIATION ........ooiiiiiiii et e e e e e e et e e e e e e e e FIN-1
Checklists, e-mail, invitations, instant messaging, logs, mailing lists, meeting room registrations ..............c.coooeceeeeiveeeeeeeeeeeeen DWwW-2
Checks dePOSItEd 10 BANK .......ooiiuiiiieiieceee et et e et e e e e e e e et e et e e e e e e e e e e e e eenen e FIN-4
Checks, CanCelled PAYTOI ... e e e FIN-5
ChemiCal USE REPOM FOMMN ... it e et e et e e et e e e PW-6
ChemiCal USE REPOIT FOTTN ..ot e e e e e et e et e e e e et oot e e e e e e e eee e e e eeea e PW-9
Chemical Use Report Form (or records of the chemical / substance / agent, where & when it was used) .............ccooceoevvveernn.. PW-3
ChemiCal USE REPOI FOIMN.... ..ottt et et e e et e et et e e e e e e e e e e PW-4
Child Abuse (substantiated) — CrimMeE REPOMS .............oooiiiieieeee e et e et e e e e e e e e, PD-5
Child Abuse or Neglect Investigation Reports - Unsubstantiated or Inconclusive — Crime REPOMS.........o.veeeeeeeeeeeeeeeeeeeeeeeeen PD-5
CHP Commercial VehiCIe INSPECHION. .......ooiiiiie et e e s e e e e es e e PW-3
Chronological Files, Communications, General Files, Letters, Memorandums, Miscellaneous Reports ............c.coevveeveeeeeeeeeeeeenn. DW-2
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CIP (Capital Improvement Project) Files - AdMInIStration FIIE ..........coocoooooe oo e e, PW-1
CIP (Capital Improvement Project) Files - Permanent File - Large Format Drawings .............ccocoooovooooeeeoeeeee e, PW-1
CIP (Capital Improvement Project) Files - PErMANENTt Fle ................oooo oo e PW-1
- Citation Log Books (#s / ranges) - Parking, TTAMIC .........c...o oo PD-4
Citations, Hearings, Hearing Officer DECISIONS ...............oo.i oo e GM-1
Claims - PUDIIC INJUry, Property DaMEGE. .. ...c..ouvvieeeieeieee oot ee et e ee e e e oo e e e RM-1
Classification and Compensation Studies / SUIVEYS / SAIAIY SUIVEYS ............o.ouiueueeeeeeeeeeeeeeeeeeeeeeee e eeeees e eeeeen. HR-1
Clippings / NEeWSPAPET ClPPINGS ..veeouieieiiiie ittt et e e ee e ee e e e ee et e e e, DwW-1
CMMS DATABASE (Computerized Maintenance Management SYSTEM) ............oooooeueueeoeeeeeeeeeeeeeeeeeeeeeeeeeeee oo PW-10
CMMS DATABASE (Computerized Maintenance Management SYStEM) ........c.covueeeo e PW-3
CMMS DATABASE (Computerized Maintenance Management SYSTEM) ..........ovooueeoeeoeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee, PW-5
CMMS DATABASE (Computerized Maintenance Management SYSEM) ..........o.ooueveeeeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeene, PW-7
COlECHONS / INSF CRECKS ..ottt et et e e s e es oo FIN-4
COolliSIONS / ACCIAENT REPOMES ... et e ee e PD-6
COMMENABLIONS ......ooue ettt ettt et e e e ee et e e e e e et et e e ee e e e e e e e e ee e en o HR-2
Commercial Vehicle Prestarts and FOrKIift INSPECHONS.............c.o.ouiei oot PW-2
Commercial Vehicle Prestarts and FOrklift INSPECHONS ...............ovo oo e, PW-8
Commissions or ComMmMIttees APPICAIONS .............oviviui oo eeeeee oottt e e e ee e e SEC-1
Commissions, & Boards: External Organizations (e.g. Association of California Water Agencies, BtC.) i DW-1
CoOmMMILEES APPICALIONS ...c.eeiie it ee e e, SEC-1
Committees of the Board - Agendas & AGENAa PACKELS ...............ccoui i e e e, SEC-1

Committees of the Board - Minutes

.............................................................................................................................................. SEC-3
Committees, Task Forces, Associations, Commissions, & Boards: External Organizations ..........coooiiiiiiiee e DW-1
Communications Committee — AGENAA PACKETS .............oom oo SEC-1
Communications COMMItEEE — IMINUEES .........o.oiuiiuiiiiee et ee e, SEC-3
Communications, General Files, Letters, Memorandums, Miscellaneous REPOMS ..o DW-2
ComMPENSALION STUAIES / SUIVEYS ......oociuiiiietii ettt ettt e et ee e e e e e eeee e e e e e e e e e e HR-1
Compliance Reports FOR WATER QUALITY / PUBLIC HEALTH - Annual, Monthly and Quarterly Reports..........ccovvvevvveevnnnnne. PW-8
Comprehensive Annual Financial REPOrt (CAFR) ..ot e FIN-1
COMPULET BACKUDS ...ttt e et e e e e e e e e e e e e, DW-1
Computerized Maintenance Management System - CMMS DATABASE ... oo PW-10
Computerized Maintenance Management System - CMMS DATABASE ..ot PW-3
Computerized Maintenance Management System - CMMS DATABASE .....oooovveoveeeen. e eeeeeeeerma e eereena— e eerna—aaaaeannanns PW-5
Computerized Maintenance Management System - CMMS DATABASE .......oo oo omoe oo, PW-7
Confined Space Entries / HOt WOTK PEITNILS ............cooi oo e PW-5
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Confined Space Entries / HOt WOTK PEIMILS ........uovi oottt ettt e e e e e ettt e e e e e e ae e s e sr e et e e e e e e s s nnnenaeaenees PW-2
Confined Space Entries / HOt WOTK PeITNIES .......cooi ittt e et e e ettt r e s et e e e rbaneae s e e eas PW-7
CONJUNCEHVE AQIEEIMEINLS ... oiiieieeiiiiiie e ie e et ee et ea et estee s e enaseaseee st eassaeaa st e aseeaabeesasaamar e et enareanseeaareesateenseenaesenteennneesneennnesnnesionees OGO T
Consuitant Proposals (Successful) - Capital Improvement Project Files - Permanent File ... PW-1
Consultant Proposals (Unsuccessful) - Capital Improvement Project Files - Administration File ... PW-1
Continuing DIiscClosure RePOTS ...ttt ettt e e e e eeeeteieeeeeisieeeetnaneeeersaaeeeernaaneeaeaaanaes FIN-1
Contract - Capital Improvement Project Files - Permanent File ... ... e PW-1
Contracts - ALL Approved by the Board of Directors, and / or General Manager. ..o SEC-1
Contracts - ALL: ADMINISTRATIVE RECORDS, or those NOT Signed by GM or Approved by the Board ............c..ccoociiiiiiiinie. DW-1
1070 o1 (= Tot T =t 03] 0] (0] 1915 o | P S SRS UUSURRSUTRRPPPPIRt HR-2
Contracts: Political & OUESIAE JURSAICHONS ..ottt e et e e e st e e e e e e e e e aee e e e am e e e ee b e e e aeaneeeannnaes SEC-1
10T o1 = L) e aYe | (=T ¢ 1 1= o) USSR PSSP URUP PRSPPSO SEC-1
COPIES OF DIUP I CAES - ettt DW-1
Corrective Actions, Notice to Comply —ALL ... e h e eeeeaeeeeeeaeeteesseseteesssstesssssessssssesessseessesseesesssneerereen PW-9
Corrective Actions, NOICE 10 ComPIY ... ettt te e et e e ta et e e e e e e e aeeeeaataceesanssessnsnnnnessnsenssennnnne PW-8
Correspondence — RegUIBLOTY AGENCIES ... ...t ee ettt eeeettae e e ettt s e e e etaseesatesaessnnnsaeennaseessnnseeeesnnanaes DW-2
Correspondence — Routine, Including Customers (Letters, e-mails, Memorandums, €1C.).........cooviuiiiiiiiimmenee DW-2
Correspondence — Transitory / Preliminary Drafts ... et e e e e aea e e e e s senes e e s Dw-2
Correspondence (Transitory / Preliminary Drafts) - Capital Improvement Project Files - Administration File ............................ PW-1
Credit Card SAIEMENTS .....oooie e ee e e ee e ee e e e e ee e e FIN-4
CrimME REPOI PROTOS ... e oo oo e ettt e e e e e et e e e e e e e et teatsasaeeeeemasaa e saeseenntssnaaeeaaeanennsran PD-4
CRIME REPORTS / SEALED RECORDS . ... ..ottt e e e et aea e e e st besbaeeaaseeeea s snsssmsamseeasasaaannnssnssnneseaaneaaannes PD-4 — PD-6
Cross Connection / BacKiow TeStiNg ... ...oooo i ettt ee ettt ee et e e et ra e e e e e e e e e e e e eeatesatasesraeaeasessssnnnnesrmeaeeeananaeas PW-7
D

D.O.T files (ALL Files - Random, Post-Accident & Reasonable Suspicion TestS) ... HR-1
Dailies / Plant DIAriES / MELETS, ©C. ....ooou oottt ettt e e e e e e e e e r e e a e e e r e e e e PW-5
Daily Commercial Vehicle Prestarts and FOrklift INSPECHONS .........ooc.viiiiiiiee e PW-4
DAY DIAIIES ....ceeeee ettt et et et e ee et aateae e e s st eeee e s s eeesseeeaeeasseeaeesasseeeeeansseee e e ssssaeeeeansseeeeeansnreeeeannsteeeanseeenannnns PW-8
Daily Safety Checks / Pre-Starts / Commercial Vehicle Prestarts and Forklift Inspections ..., PW-2
Daily Safety Checks / Pre-Starts / Commercial Vehicle Prestarts and Forklift Inspections ..., PW-4
Daily Safety Checks / Pre-Starts / Commercial Vehicle Prestarts and Forklift [INSpections ..o PW-8
DE-6 & 941 Forms DE-6 & 941 Forms, DE-7, DE-9 DE-43, W-3, & DE-166 ......oooi i FIN-5
DO SIONS, HEAING O IR . i ettt e e e e e e e e eaaae e e e e e tsneee et taeeeeseeeteeteeeesesssaemeneeenesereranne GM-1
Deeds / Easements of Current Owner - Property Files: Proof of OWNEership ...........cooocoiiiiiiiini i FIN-5
Deeds, Easements, Right of Ways, Encroachment Permits, Real Property - District-Owned Real Property ............cccoocvcvvvenirennn. PW-2
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Deeds, Easements, Right of Ways, Encroachment Permits, Real Property - District-Owned Real Property...........ccccocveevveveuenen... PW-2
Deeds, Easements, Right of Ways, Encroachment Permits, Real Property - District-Owned Real Property.................. R PW-2
Department of Fair Employment and Housing (DFEH) or EEOC COMPIGINES ...........c.o.oevivivieiiieeeeceeeeeeeeee et eseeeeenenenn HR-1
Depreciation Schedules - Audit WOrk Papers (FINAIS) .............coo oo e e FIN-1
Destruction AUthorization FOMMS @Na LISES .........oo.iiuioiiiiecec ettt e e et ee e e eeesen e s an e SEC-3
Detectives Investigation Files and Amest FIles (INOIES) ...........ooueiiieiieeeeeeee ettt e et oo s e e e e e e et eee e e PD-2
Detectives Investigation Files and Arrest Files (Official REPOMS) .........c.viueioeeeeeee et eeeeeeeeeen e e erees e PD-2
DFEH OF EEOC COMPIAINTS ...ttt et oottt e e ee s eeeeee e e e ee e e e s s ese e s e e e e eeeeeee s ee e eensses oo HR-1
Diaries, DAY DIBIIES. ... ..co ettt e et et e et e e et e e e e e e e e et et e e e e e e e PW-8
Director's Handbook (Compilation of APProved POHCIES) .............coveiimioieeeee ettt e et e e e ee e eee e eeee e SEC-1
Disaster Service WOIKETS OatNS .........oiuiiiiiiiieiee e et e et et e et e e e e e e e e e e et e e e et e e e e s e e s eeeeeee e s eeeeenes HR-2
Discharges: Pipeline Breaks, Spills, Investigations and Corrective Actions, Notice t0 COMPIY ..........cooovereeeeeeoreeee oo PW-8
Discharges: Pipeline Breaks, Spills, Investigations and Corrective Actions, Notice to Comply — ALL ...ocorveveoiveeeeeeeeeeeeee. PW-9
DISCIDINATY ACHONS ...ttt et et e e e e et e e e e oo e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e HR-2
DISCIOSUIE REPOIS ...ttt et e et et et e et e e et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e en e FIN-1
DiSCrIMINALION GIIBVANCES .........ocuiitiiiiiiiiieieeti ettt eeeeeee e et eeteeee et eeee e e e et aee e e e e et et eseeeeeeeeeeee e ee e e e ee e e s e eeeemeeme e e e e eeeneeeeeeeeeeasenes HR-1
District Benefit Contracts & Benefit Plans / Insurance Policies (Health, Dental, Deferred Compensation, Pension, etc.)................ HR-1
District Board meetings - Recordings Video @nd/Or AUGIO ............ooo i e e e ee e e e e eeer e SEC-3
District Board of Directors - Agendas & Agenda Packets, Committees (Subcommittees) of the Board..........oooveeeeeveeeeeeeeeeeen. SEC1
District Board Of DIF€CIOrS = MIMULES .........oouiiieiiiiieeeee ettt et e e et eeeeae e eae et e e e e et e e et e e e e e ee e eenenen SEC-3
District Formation Records, AcqUISHion Of Other DISITICIS .........eooeeeeeeee e e e e, SEC-1
Dive and tank inspection reports, other iNSPection rePOrtS, - WEALET ..............c.ooi oottt ee e es e e eaneena PW-9
DMV PUITNOTICES ...ttt ettt e et e e et e e e e eeeeeeee et e et eteeaeeeeseeeeeeeee e e e neen e e e e e e eee e e eeneeeensanns HR-1
DIMV REPOIS ...ttt ettt et e et e et e e e e e e e e e e e e e e e e HR-2
DIAftS & NOTES. ...ttt e e e e e e e e e e et e et e et e e e e e et e e e e e e e e e ee e ee e e ee s DW-3
DIFAWINGS ...ttt e et e e et e et e e e et e et et et et e et et PW-1
Drills / After ACHON REPOMS (ANMUAI) .......ooueeieieee et e ee et et e e e e e e e e e e e e e e e e et e e e s e s e eseeeeeeeeeeeen e e ee e e e RM-1
Drug and Alcohol Testing / D.O.T files (ALL Files - Random, Post-Accident & Reasonable Suspicion Tests) ..........ccccveeveeeevvennn. HR-1
DUPICAES OF COPIES ...ttt e et e s et e et 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 e DwW-1
E

Easements of Current Owner - Property Files: Proof of OWNErship — DEEAS ..........eeveemeeeeoeeeeeeeee e s FIN-5
Easements, Right of Ways, Encroachment Permits, Real Property - District-Owned Real Property ...........ccooveeeeeeeveeeeeeeeeeen. PW-2
Economic Interest Filings (FPPC Form 625 / 602) - Lobbyist Authorization / REPOTNG ......ooveeeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e, SEC-2
Bt LISES ..ttt ettt e e et et et et e e et e e eeeeeeee e e et et e et s e e et e et et e et e e et e ee et e et FIN-2
EEOC COMPIAINES ...ttt et et e e e et et e e e e e e e e e e s s e e e e e e e e e e e e e e e HR-1
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EIR - Capital Improvement Project Files - Permanent File ...t e e r e e eaae PW-1
Elder Abuse (substantiated) — Crime REPOMS ...ttt ettt ee ettt es e e teeetneasesnsenesmsesnsmsmenesesrerenns PD-5
Elections: Correspondence, Notifications & Publications, Certificate of Election, etc ... SEC-1
e-mail, invitations, instant messaging, logs, mailing lists, meeting room registrations ... DWwW-2
Emergency Exercises / Drills / After Action Reports (ANNUAl) ...t RM-1
Emergency Protective Orders (EPO), Temporary Restraining Order (TRO)) oot PD-6
Emergency Response Plan / Risk & Resiliency Assessment / Hazard Mitigation Plan ... PD-1
Employee Accidents / Workers CompPenSation FIlEs .....oooooiii i e e et e e et e e et e e e e et e e e e e e et et e raee s e e e e e aeaaeaeaaeeaeeaeaanes HR-3
= gaT ol (o) T o A 0o 4 i = Tox L T USRS PPPPRURTPUPPPIR HR-2
g pYello)YfaaTct o AT =T 41 [or= i) £ DU USSR UPUUUOt HR-1
Encroachment Permits, Real Property - District-Owned Real Property ...ttt PW-2
Encroachments for construction purposes - Property Files: Temporary (TEmMPOrany) .....ooooeoeeoeeriieeieeee et FIN-5
Encroachments that are Permanent Yellow Tract & Lot Form - Property Files ...t FIN-5
Engineering / Capital PrOJECLS ... .. .ooii ittt e ettt e et e e e e e steee e e aassseeaeeeannaneeaeenneeeeensaeeeeaneraens PW-1 — PW-2
Engineering Project Files / CIP (Capital Improvement Project) Files - Permanent File - Large Format Drawings ...................... PW-1
Engineering Project Files / CIP (Capital Improvement Project) Files - Permanent File ..o PW-1
Engineering Project Files / CIP (Capital Improvement Project) Files - Administration File ..........................o . PW-1
Engineer's Estimates - Capital Improvement Project Files - Administration File ... PW-1
Environmental Documents - Capital Improvement Project Files - Permanent File ..., PW-1
o [ E ) e l=) o1 L4 )Y/=T a1 ] o A SO FIN-2
Equipment Maintenance HiSTOTY .. ..ot e e et e e e e e e ettt ae e e e e ees s eeeeeeeeeasaeaeseeeeeesnnsaaaaaeaans PW-3
ERP Dalabase ... FIN-5
ERP Database (MOMS) ..ottt ettt e et e e e s itaeeeee s se s b b asteaeaee e et sastreseaeesesasabesanseneseeseeesanssstneeseaeeessssnsnssnneneeeeeenanns FIN-2
Errors & Omissions - Capital Improvement Project Files - Administration File ..., PW-1
EthiCs Training CarlifiCAteS ..o et e e et e e e e e e e e et e e iae e e e e e e eeeeeaeeaeaeees SEC-1
U= 11T UV RO RSSO HR-2
Yo LT o [or O TSSOSO USSR RO PD-4
EXpense ReiMbBUrSEMENT REPOIES ....... et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeeeeneaaeaeaaneaeeaes FIN-4
F

Factually Innocent Petition ACCEePIEd RECOTAS ... .oiiiiiiiieeeee e e et e e e e e e e e e e e eeeaneeeeanns PD-6
Fats, Oil & Grease Inspections / Pretreatment Annual & Quarterly RepOrts ..........c.ooiiiiiiiiiiiiiie e PW-5
Federal Emergency Management AGENCY ClaIMS ...ttt e e e e et ee e e e eaeaasereeeaaaaeennnn DW-3
FEMA CIGIMS ...ttt et ettt e e e et e e s e e estaeeasaas e ss e e eeaeeeeaeeseseesesseeeasseeemseseeeassteensseeennseeaseseansensasseseenseneans DW-3
Finance Administration / General ACCOUNTING. ..ottt ee e et e et e e e ee e eeae s FIN-1 —FIN-3
Finance Committee — AQENda PaCKELS .........ooiiiiiiiiiiee e aee SEC-1
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FINance COMMIIEE — MINULES ..........oiiiiiiiee ettt et ettt et et et e e e e e e e e e e e e e e e een e SEC-3
Financial Reports: Journals, Ledgers, Reconciliations, Registers, Reports, Transaction Histories, Balance Sheets .................... FIN-2
Financial System Database / ERP Database (MOMS) .......c.ccoiuiiiuioeiieeeoeeeeeeeeeee e eeee ettt ees et et eseeseeeeseeeeseeeeeeesesaesnanseneaenns FIN-2
FINGEIPIINT APPICALIONS ... e e e e e e, PD-1
Firearms entered into CLETS (if not Permanent Retention) — Crime REPOMS...........cveveoveeeeeeeeeeeeeeeeeeeeeeeee e e ee e PD-4
FISCal AGENT STAIEMENS ..ot e et e oo e ee e e e e e et e e s e e e e e e e e e e e FIN-1
Fixed Assets Files (COpIes Of INVOICES, ©IC.) ....uvouiiuiiiiiieeee et e e e e e et e e e r e e eree e e ene e eee e e FIN-2
FIOW METEI REAAING ...t ee ettt et e et et e e et e e et e et e eae e e e e et e e e e e e et e neee s e s eeseassenseeseane PW-8
FOG (Fats, Oil & Grease) Inspections / Pretreatment Annual & Quarterly REPOMS .........c.oooueouieeeeeeeeeeeeeeeeeeeeeee e ee e eeeeeenen PW-5
FOTKITE INSPECHONS ...t et ettt et e e et e e e e e e e e e e e e e e e e PW-2
FOTKITE INSPECHONS ...t ettt e e et e e e e e e et e e et e e e e a e e e e e e e e e e e e et ee e e PW-4
FOTKITL INSPECHIONS ...t et e et et e e e e e et e e e e e s e e e e eene e e e e e e s e ees e e e e e e eeeeeeen e PW-8
FPPC 700 FOIMMS ...ttt ae et e et ae e et e aeeeeeaeree et e e et eee et eseseeeeeeeeneeeeees et et e es s e e eeen e s eeeeee e e e e et e eeeeeseeeees SEC-2
FPPC 700 Series Forms (Statement of ECONOMIC INTEIESIS) ..........ovvieieeeeeeeeee et e e e e eeeereesaeeens SEC-2
FPPC Form 625 / 602 - Lobbyist AUthOFZAtIoN / REPOMING ........ooveieieeieieeeee ettt e ettt e e e e eeeeae e e eeneenee e SEC-2
FPPC Form 801 (Gift t0 AQENCY REPOME) .. .ooiuiiieiieieieee ettt e e e e et e e e e et e e e e e e te e e e e e ereseaeaans SEC-2
FPPC Form 802 (Tickets Provided by AGENCY REPOM) ..........v ittt et e st eeee et eae e eneeeeeee e SEC-2
FPPC Form 803 (Behested PaymMent REPOIM) ..ottt e e et ee e e e e e n e s e e seeneeeseesenaeas SEC-2
FPPC Form 804 (Agenda Report 0f NEW POSIHIONS) .......c..oioiii oottt e e e e e e e e ee e e e e e e s s eeae e e e eeeeeeneseneeenn e SEC-2
FPPC Form 805 (Agency Report 0f CONSUILANTS) .........cc.ooiii ettt e e e e e e e et e e e e e e et e e e e e eeen e SEC-2
FPPC Form 806 (Agency Report of Public Official APPOINIMENTS) ........oveeeeeeeeee oo e e eeeer et ee et e e e e eeee e e e SEC-2
Fund Transfers / Wire Transfers / Adjustments ............c.cooooeoomeeeeeeeeeeeeeeeen, ettt eeeeeteeteete et e e e et et e eeteeanaeneaneeraearenns FIN-2
G

GAINISNIMENTS ... et ee et et e et et e e e ee e e e ee et ee e e n e FIN-5
Gate AcCess Control SYSTEM DAtADASE .......ccoc.ooiiiuiiieieeeeeee et ee ettt e et e et e et e e e ea e e e e e e e e e e eeseneeeeeeeeans PD-1
GALE OPEIALIONS. ...t et e et e e e e et e e e e e e e e e e e e e e e e e e PD-1 -PD-2
Gate RFID APPICAHIONS ..ottt et et e e et e e ettt et et e e e e e e e s e e e e s e ee e enn e FIN-3
General Files, Letters, Memorandums, MiSCElan@ous REPOMS.............o.ooiiiiiieieieeeeeeeeeeeeee et e et eer e eee e e e en e eens DW-2
General Orders (Pohce Department Policies and Procedures) ...................................................................................................... PD-2
General Services (MAINEENANCE) .........cuioueieeeeeeee et eee et ettt e e e et ee e e e e s e e e en e s e s eeeerseseseeneeseens PW-2 — PW-4
Generator Operation Logs (ALL GENEIALOIS) ..........c.covoewiuieeeeeeeeeee et eee et et e eee e e ee et an e e e e e eeee s e e s et eeesee e e e e e eeseenene PW-2
Generator Operation Logs (ALL GENEIAIOTS) .........c.oiiiiieiiieeeeeeee ettt ee et e e e e e eee e s e e e e es e es e e s e e e en e eee e e e PW-4
Geotechnical Reports - Capital Improvement Project Files - Permanent File ..........ooo oo PW-1
Grant Documents (project-related) - Capital Improvement Project Files - Administration File ..............cocooovooovoeeeeeeeeeeen PW-1
Grants (SUCCESSFUL - all records, including FEMA 0F OES ClaIMS c.vveeveeeeeeee oo e DW-3
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Grants: UNSUCCESSFUL (Applications, Correspondence, BIC.) ...o.ooviiiiiiieiieeeieeeeeetiee et aebaes s bbavbans s sannae s s ssnenn DW-3
GIIBVANCES ...ooiiiiiie i i ettt e e e et e ettt ceeee e e e s eutsereeseesess e as s sneeaaeeanens mssneaaseaessassasnssbeneesaee s ssnn nnsneeeeeeasaeassnnnnsseeaeesaesanaasneseaaeeeeens HR-2
Groundwater QUAality Data, WEIL ... ettt et e e e e et et r e ae e s et e e eeetee e e e ean s amebeneaaees e rasnanaaeneeees PW-10
Gun and Narcotics Destruction Log (Documents related 10) .. ..ot e a e PD-4
H

vz (o BV i To = e[ o I d = o U U SRPPURUPRPRPROt PD-1
Hazardous Materials Manifests / ASbestos Manifests. ... ...t e e v e e e e s e e e e s ransssraeaaaaans PW-2
Hearings / Hearing Officer Determinations (Parking, TowWsS, €1C.) ..o e e aeeeacaeas PD-6
Hearings, Hearing Officer DeCISIONS ...ttt GM-1
(T AT o T Te I =4 0411 T PR UUPSURPRPPRUPPRR PW-2
HISTOTICAI RECOIAS ...ttt oot ettt e e e e e e et s ttas e aaesee2ea s as s s s s ea e e s e aessasa s aaaeaesmsnnasannseessnnnnnnaaneeeanees SEC-2
Homicide, Juvenile, Child Abuse (substantiated) — Crime RePOmS ..ot et e e e e e e ae e e e eaaaaeeeaeaneas PD-5
Hot Work Permits

HOTWVOTK PEITNILS ..ottt e oottt e e e e et e ettt e e e e e e e e e et s aeeeeeeeeeetesaaseeeeeesemstnaaneeneretsnsnnsnsenaseees PW-5
Hot Work Permits / Confined Space ENITIES ... ......oi oottt e e e e et e e e e e e e emaneaeeeeaaans PW-7
Human Resource Training COURSE RECORDS / SYLLABUS, AND ROSTER OF ATTENDEES ..., HR-3
HUMIBIN RO OUICES ... e ettt et et oot e et e e ee et et e e et eeeteeee et etatataaaaaaaataareaaeatansesesaneasnsataaertseersasbesesssenasssnsnsnses HR-1 - HR-4
|

o e e et e oo ee e e e eeeeeeeeeeeeeeeeeeeeeeeeeeeeteeeeeeeeeseeeeeseeeteeeeeeeeeeeeeeeeeeeeetereeeeseeeeeeeeeeeeaeeeeereeetnnrenrennnn——n———————nnans HR-1
lliness and [NJUrY Prevention PrOGram .. ... oot rere e e e e ae e e retaaee et et aree et eteseaea et eaaeearareaaeaeaaeaeaaseeeaeeeeseeteeeeuesesenerevesaneesansnes RM-1
Incidents / Unauthorized Discharges: Pipeline Breaks, Spills, Investigations and Corrective Actions, Notice to Comply ............. PW-8
Index to Inactive Records / Records Stored in Records Center / Inventory of Records in Records Center ..............cccoveieeeeene. SEC-3
Infrastructure Committee — AGENAA PACKELS ..ottt e e e e e e e e et e e e e e e e e aeeeeeesessenneeeeeeeeannes SEC-1
INfrastructure COMMITEEE — MINMULES ....oooiieiiie e e e e e e e e e e e e e e e e e e e e e ea e s e ez e e e e e e e e aeeeeeeeeeneeeeeenaaanaaaaaaans SEC-3
Innocent Petition Accepted Records ............. ettt Maeeeeetesaaeeessesesesssieeesssessesesssseesestsnsertesaineeetnaseetsnteeneaaaseessaaeeesnnaeeeseanaeessennraeeennans PD-6
Inspection Reports - Capital Improvement PrOJect Files-Permanent File ..., PW-1
Instant messaging, logs, mailing lists, meeting room registrations.............oooi et DW-2
Insurance Certificates - ALL Approved by the Board of Directors, and / or General Manager............cccovveeeiieiieiceiciieeeee e SEC-1
Insurance Certificates from Contractors - Capital Improvement Project Files - Administration File .....................coccoccoiiiiiin. PW-1
Insurance POlICIES - GENETAl LIGDIILY, L. .....oei et e e e e e e e et e e e e e e e e e e e e e e e e e e e e e e e e, RM-1
INSUrance POlICIES - Property, FiTe, The t, 1. ... e ettt e e e e e e e e e e et e e e e e e e e RM-1
Insurance Policies - Workers Compensation Insurance PoliCY / PIAN ...t ea e e RM-1
Insurance Policies (Health, Dental, Deferred Compensation, Pension, €1C.) ...........coooiiiiii oo HR-1
Internal Affairs Investigations / Complaints: All ... e an PD-1
Inventory of Records iN RECOMAS CENTET ........o oo e et e e e e e e e s e eneenns SEC-3
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INVENTOTY, EQUIPIMENT ...ttt e et e e e e et e et e e e e e e e e e e e e e e e e e e e et e e s e eeeseesneeeseereesneen FIN-2
Investigation Files and Arrest FIleS (NOLES) .......ceiiui ittt e et e e e e s e e e s e eeneans PD-2
Investigation Files and Arrest Files (Official REPOIMS) ........c.oiiuiiireieeeeees ettt e et et ees e e e e e e et ereseeeseeneenees PD-2
Investigations CMMS DATABASE (Computerized Maintenance Management SYSTeM ..........oooveirere oo PW-3
Investigations CMMS DATABASE (Computerized Maintenance Management SYSTeM ... .....ooovveeeeeeeeeeeeeeeee e eeeeeeeeeee PW-5
Investigations CMMS DATABASE (Computerized Maintenance Management SYSTEM........c..ooueoueeoeeeeeeeeeeeeee e PW-7
Investigations CMMS DATABASE (Computerized Maintenance Management SYStemM.........ccooveoveiieeeeeeeeeeeeeeeeeeeeeeeeee e PW-10
Investigations - All Information Entered in CIMMS Dat@base .............uoiuiioeeoeeeeoe oo e e et e e e e e eee e e eeeeen e PW-10
Investigations - All Information Entered in CIMMS DatabaSE ........ooeouveeieeeeeeeeeeee e e et e ee e e e e e e e eeeete e et eeeeeeseee s e PW-4
Investigations - All Information Entered in CIMMS DataDASE .........ceeoveeeeeeeeeeeeeee e e et e e e e e e e e et eeeeen e e e e e eeseeeseees e PW-5
Investigations - All Information Entered in CIMMS DatabaSe ............ceiee ettt e ee e e e e e e e eeee et e e e ee e s e e e eaes PW-7
Investigations - NOT entered in CMMS Database (or partial infOrmation) .............c.coeoeooeoieeeeeee e ee e e e e e PW-4
Investigations - NOT entered in CMMS Database (or partial information) ...............ocooiioeeoeee oot eee e eeeee e e e e eeeeeeeeens PW-5
Investigations - NOT entered in CMMS Database (or partial iNfOrmation) .............c.ociiuieieoeeioeee ettt eee e eeeee e eeee e PW-7
Investigations - NOT entered in CMMS Database (or partial Information) ...............ooieiouioeioeieee oo eee e e v reeeneana PW-10
Investigations and Corrective Actions, Notice t0 COMPIY — ALL ....oiiiriiiceeee ettt e et eeee e en e PW-9
Investigations and Corrective Actions, NOtICE 10 COMPIY..........oiieeeeee et e et e et e e ee e e e eeeeen e e et eesee s et e eeeaen PW-8
INVESHIGALIONS ...t et e et e oot e et e et e e e eas e et e e e e e e e e e e e ee e e e e e en e eere e e eaeraenn PD-2 — PD-3
INVeStMENt ACCOUNT STAIBMENT ...ttt ee et et es e et e e e e eee et st et e e eee st ereeeseenees FIN-1
INVESTIMENT FIlES ..ottt e e ettt e e e et e oo e e e e eteeeeeeeene et et e e e e eeteaeeete e e e eeeemeeneeeeneenneeeane FIN-2
Investments: LAIF (Local Agency Investment Fund, all other types of INVESIMENTS ...........cooiiioeieeee et FIN-2
Invitations, instant messaging, logs, mailing lists, meeting room regiStrations.............ocvoeoeoeeeee e e e Dw-2
INVOICES & RECBIVETS ...ttt ettt e e e e e et e e e e e e e e et et e eeeeeesee e e e e s e et eee e e e eeeeeeeae et eene et een e e eeneene FiN-4
Invoices / Attorney's Invoices (Confidential - only summary Sent 10 FINGNCE) ........c.ooveoueeeeeeeeeeeeeeee e ee s e een e SEC-3
IRS 5500 Forms (Employee Benefit Plans) - Quarterly Payroll Tax REIUMS .........c.ccviovioeeeeeeeee oot e ettt e et eee e ereeeeneanes FIN-5
Issues - Records with Substantive Content (Issues and/or projects Will Vary oVer tiMe) .........coeeeeoeeeeeeeeeeeeee e eee e ee e GM-1
J

JOD DESCIIPLONS  ......eiiiiiiiet ettt e ettt e et et e e ea e e re e e e et e a e e e e e eee e e e e e e e e st e neeeaneeas e neeeaeeereeeaeeeeeneeeneaans HR-2
JOUMMAI ENTIES ...ttt et et e e e e et e e et e eae e et e eaeeeee e e e n e e eee e ee e e eeeeeeneaeen e FIN-2
Journal VOUCKErS / JOUINAI ENEMIES .........ocoiiiiiiiicicit e ee et et et e e e et e e e eeen e e enenenenenas FIN-2
Journals, Ledgers, Reconciliations, Registers, Reports, Transaction Histories, Balance SheetS........c.ovvoveeeeeeeeeeeeeeeeeeeeeeeeeeeen FIN-2
JPAS (JOINE POWEIS AUTNOTIHIES) ....eieeiiietieitie ettt e e e et e et e e e e e e e e e e e e e ea e e eaeeeeeeseeneeeeseeeneans SEC-1
Juvenile and Ward Cases — CrME REPOMS...........oooiuiieeeeeeeeee et e e e e e e e e e e e e PD-4
Juvenile, Child Abuse (substantiated) — CrimME REPOIS...........c.oueiieieeeeeee ettt e e e e e e e e e e e es e ee e e e PD-5
K
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L

Lab Reports & Chains of Custody: Bacteriological and OrganiCs ...........cooiuiiriiiiiieieciie ettt er e e a e PW-8
L.ab Reports & Chains of Custody: / Sampling —Wastewater ...t PW-6
Labor Relations / Negotialion BINAers ... ...ttt ettt ettt e e nnenan HR-2
LAIF (Local Agency Investment Fund, all other types of InVestments ... e FIN-2
L arge FOIMAt DIAWINGS ..oeeiiiiiie e e e st ee et e e e ee e ee e e e e enean e e e eeeetrtbe e aa et e e eteasena s e e e e eaemaa s aneenace s neeaneerennanaeseaaaranas PW-1
Lawsuits / Litigation - Where General Counselis the Lead ... v SEC-2
LB ESES .ooiiiitiiiti i sisse e a e s e s e e <t rrena e tseanaaeaesaneetaeetaeeattaaaaateaatatataantatata et eeeeaateeateeatatataeeetataeeetttetneetnenettataattnanananretneeantrarrane SEC-1
l.edgers, Reconciliations, Registers, Reports, Transaction Histories, Balance Sheets ..., FIN-2
Legal Invoices / Attorney's Invoices {(Confidential - only summary sentto FINnance) ... e SEC-3
Letters, Memorandums, MiISCellaneous REPOIMS. ...ttt e e er e e e e reta e e e e aesaaaeaenasaaarennaeaennannns DW-2
Lexipol / Operation Directives / General Orders (Department Policies and Procedures) ..........ooooommimeieieeeeieeeeeeeeeeeaeans PD-2
Liaison Committee — AGeNda PacKELS ... et SEC-1
Ligison COMMITEEE — IMINULES .. ...ttt et e e e e e e e e rteteeeeeeeeeeaatasssas s aneataseeaaasnnnssnsssesenenasnnssmssnasaneens SEC-3
LICENSE AGIEEIMENTS ....oiiiiiiiiiir i e e ee e et e e oo ee oo oo e oot e e oo e oo oo oo e e et e et e e e et et e et e eeee et e e e e te e e e e ee e eeeeee et eetaraaeaeeere uenanananassassbarssnrnnnnnnn SEC-1
o= o TSRS PR TSRS TPUUPTI HR-2
Liens & Releases - Unpaid Water Bills - Property FIES .....occooiiiiiiiiii et oottt etee e e e e e nen e e FIN-5
Limited Term Employment Comracts ... e HR-2
Litigation - Where General Counsel IS the LEad ...t e e et ee e e e e e e ee e e eaaaaes SEC-2
LiveScan Applications / Fingerprint Applications ..o et aeeeerereeeteaseeearesereeteesieasesenreensnnnn PD-1
o} o] YISYANS [ 2T gv=ViTo] s WA R =] o o1 4 {12 o[RS SEC-2
Local Agency Investment Fund, all other types of INVeStMENtS . ... FIN-2
Local Government Compensation Report, Public Self Insurer Report (SIP Report), etC .........ooooviiiiiiieeeeeeee FIN-3
Logging / Heavy LOGT PeITtS ...coooiiiei e ettt e e e ettt e e e e e e et tee e e e e e e e e e eneeeeeee e eeeneees PW-2
Logs, mailing lists, Meeting rOOM TEGISITAtIONS ...... oot e e e e e e e e e e e e e e e e e a e e DW-2
Loss Runs - State Fund, Workers Compensation, B1C. ... RM-1
Low Flow Toilets - ULIITY REDAIES ... et reer e e s ettt e e e e e e e e e e esesabtb b e e e teeeeeessetasseessseeaeasnanes FIN-5
M

Mailing lists, Meeting rOOM TEGISITAIONS. ... .. .. ettt e s e e e e e e e e e e e aeaeeneeeeaeeeasaaeenaaaenaaaaaaeas DW-2
Maintenance Management System — CMMS DATABASE ..ottt ettt e e e et e et e e e et e e e e e eeeeeabeeneennns PW-10
Maintenance Management System — CMMS DAT ABASE ... et e e e e e eeeaaaens PW-3
Maintenance Management System — CMMS DATABASE ..o oo PW-5
Maintenance Management System — CMMS DATABASE ... ettt e e e e PW-7
Mandated Cost Reimbursement Claims - SB 90 ..o oot e e e e aee e e e e e e e aae e et es s e aenneeanenenennes FIN-3
LT E= L =T oo ] £ OO DW-4
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Manuals: Operations & Maintenance / Project Manuals (O&M MaNUAIS) ..........cveoveoreeeeeeeeeeee e e e e eee e es e eeeeaeean PW-2
Manuals: Operations & Maintenance / Project Manuals (O&M MaNUAIS) .............oveomeeeoeeeereeeeeeeeeeeeee et eee e e e PW-4
Manuals: Operations & Maintenance / Project Manuals (O&M MaNUEIS) ............ccooueuieeeeeeeeeeeeeeee e eeeeeeeeee e eeeeeee e e eeneeees PW-8
Marijuana / Cannabis — CHIME REPOMS ............ooe e e eee e et e ee e PD-5
Marijuana / Cannabis — Juvenile on School Grounds during School Hours - Crime Reports ..o PD-6
Marijuana / Cannabis Citations dismissals, cancellations, and @PPEAIS .............ocoveoeeeeeeeeee et ee e, PD-4
Material Safety Data Sheets - MSDS MEaSLEIS.......c..oooiiiii e et e e e e e e e e et e e e e e e e e e PW-3
Material Safety Data Sheets (MSDS) / Chemical Use RePOI FOMMN .......c.oov oot r e ee e sn e PW-6
Material Safety Data Sheets (MSDS) / Chemical USE REPOM FOIM .....c.eiveoeeeeeeeee et e e eeee e e, PW-9
Material Safety Data Sheets (MSDS) / Chemical USE REPOTE FOIM ........oeuwiieeeeeeeeeeeeee e e e e PW-4
Materials Submittals - Capital Improvement Project Files - Permanent File...........oooee oo PW-1
Materials Testing Reports - Capital Improvement Project Files - Permanent File ..............c.ocvoevvoevn.... et eeeeerer—eearraerraaanas PW-1
Medical leaves- Personnel Files - Medical File / FMLA / DiSability ...............coccooiiioioioeeeeeeeeeeeeeeeee e eeeeee e eeee e HR-2
Memoranda - Capital Improvement Project Files - AdminiStration File ...............ooooioeoeoeoeeeeeeeeeeeeeeeeeeeeeeee e, PW-1
Memorandums, MISCEIANEOUS REPOIES ........cc.oiui ittt ee e ee e e e e et e e e e e e e e e et et et emeeeneee e e e eesenen Dw-2
Meter INSTAIl CArd INAEX ..o e e et et e e e et e et e et et e et e e e e e e e ea e e s e s e e e s reeeeeae e e FIN-4
IVIBTEIS ...ttt ettt ettt e et e et et et e e et e e e et et em e et e et e ae e et e e e et e e e e e e e s e e e et e e e e e e n e anan PW-5
Mileage REIMDBUISEIMENT ..o e e e e e e e FIN-4
Minutes: Board of DIr€Ctors & COMMIIEES........oc.ooveuiiiiieeeececeeeee ettt e e n et et oot e e ee et e e e e e s e e e e e e e e e nneen SEC-3
MISCEIANEOUS REPOIES .......eeiiiiieiiie ettt et et e e e e e ee e e e e e e e e e e e e eee e e e e e et e e e e e e e e e e DW-2
Misdemeanor or Infraction - Adult Marijuana / Cannabis — CriME REPOMS .............c.oviiueoeeeeeereeeeeeeeeeeeeeeeeeeeeeeee e ee e eeeeeee e eeeeen PD-5
MISSING PEISONS.......eeeeeiie e et e e ea e e e eeeeettneeeeeeteuaeeereettaaeeereerrraaaeeeernnaan PD-6
MOMS - Financial System Database / ERP DAtADASE ............ocoooiiiuiieieeeeeeee oot eee e et e e e e e e s eseeee e et e s e e seneereeeneen FIN-2
MOUS ettt ettt e e e e teeae et e et e e e oo et eme e s e eeeeee e et eee e e e ee e e e e et et e s e eeeeneete e e e e e e et eenene e e e e eeean e n e ens SEC-1
MSDS Masters (Safety Data Sheets / Material Safety Data SHEEtS) ..........c.ocoooiiiiiiieeeeeeeee ettt ee e eeeneee PW-3
MSDS Masters (Safety Data Sheets / Material Safety Data Sheets) / Chemical Use Report FOMM..........coouvmvevoeeoeeeeeoeeereeeeen, PW-4
MSDS Masters (Safety Data Sheets / Material Safety Data Sheets) / Chemical Use Report FOIM .......cooereoeeeeeeeeeeeeeeeeeeenn PW-6
MSDS Masters (Safety Data Sheets / Material Safety Data Sheets) / Chemical Use Report FOMM .......oovoeeeeeeeeeeeeeeeeeeeeeee PW-9
N

Narcotics Destruction Log (DOCUMENLS FIAEEA 10) .......c.ooviiioee e ee e e e et e e e e e es e eeseneseea PD-4
NEGOHALION BINAEIS......cceeiiiieeee et e e e e, HR-2
NeoGOoV RECTUMENE DAIADASE ........coiiiiiiiiitiitie ettt e ettt et e eeeee e e ee e e e e e s et eeseee e e e eeeeeneeeeens HR-2
NEPA / Environmental - Capital Improvement Project Files - Permanent File .............o.oooioee oo PW-1
NEWSIBHETS ...t et e et et e e et e et et et e e e e e e e ee e e e e e e e e e e e e e e s e e eenemsemeesneseann Dw-4
NEWSPAPET CIPPINGS ...ttt ettt eee et et e et e e et eae s e eu e st st es e e et e e e e e e eae e e e ee e e e e e ee e e e e s e e eee e e eeseeeeee e e oo neenenns DW-1
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N O S .t e e e e e e e et e eata e et A eataeeeeteeeeeeeeaaae e araeaaeeaTaaeeeeteeeeeteaaaeaeteaeaetaeeteeeatatetaee ettt et etaaat et et etetaaeeaaeaaeaaaaaes DW-3
NOTICE 10 COMIPIY = ALL ettt e e et ee e et e e e e s et e e e asae e e e e e ee e e e e seeeeaeamss e e e e eeanateeeeaneneessamanneeesemnneeeeaannneaeaan PW-9
NOTICE 10 COMPIY (VVAEET) .. ettt ettt e e ettt r e e e e e e e e n ettt ee e e e s s s s msr e e e e e e eesammsneeaeeeeeaaannesesnaneassasaanans PW-8
Notices of Completion - ALL Approved by the Board of Directors, and / or General Manager ..........ccccoccoevvviiiiiiiiiinnnecnene. SEC-1
Notices: Affidavits of Postings and PuUblCations ........c.oooiio i e et SEC-3
Notifications - Capital Improvement Project Files - Administration File ... PW-1
NPDES Monitoring for Wastewater Treatment Plant ...ttt PW-6
NPDES Permits for Wastewater Treatment Plant ...t PW-6
NPDES, Permits (Construction & Street Opening) - Capital Improvement Project Files - Administration File ......................... PW-1
[N S 0 1 = ST U PPN FIN-4
o)

O &M MANUAIS ... et e oot ettt oo et e e e e et e et eeeaeetatetateaeeeteataaattatatataatatetatataetaeaetanrneerrtetarteertratatanetrrteataeteaaaarae PW-2
UM MIBINMUALS .. oot eieeee et ei e e e oot cie et e e e e s e e ereeeteeeeeaeeeaeaeeaeeaeeaeaeateeaeaeaeeeaeeaetaeaeaaaeaaaaaaaeanaeaeaeaeaeaeanataeeaeaaeaeaaatntannearnaser et e aeaeneeaaaatntaaarararanas PW-4
OB IMBIUEALS .. .o eeeeee e e ee e et e et e e e e et e et e e et e e e e e ee e e et et et ereaeeaeeeeeeaeeeaaeaeaaaaeeaaaeararaeaaeeaaeeaaeeaeaeaeaeaeaeranaataaenetaates aaaratat et aranetareaeaerananenaranen PW-8
OatNS OF OffiC oot ettt eeeteteeeeeeeteeeeteeereeeeteattattateetateeaeattteetetaeetattaattntbantntaneantetetanernrerernan SEC-3
10 ] o1 =11 £SO USSR DW-3
Office of Emergency ServiCes ClaiMS ......ooii ittt DW-3
Officer Recordings: Body-WWOIN CameEras ........oooiiiiiiiii ettt et et e e ee e r e e e e e r e e naeaees PD-3
Operating Permits (RQCB, RWQCB, Title 22, ©1C.) ..ooooo ot naaaes PW-8
Operation Directives / General Orders (Department Policies and Procedures) ...t PD-2
Operations & Maintenance / Project Manuals (O&M ManualS) ... ieee e eeaeaaas e e aaereeaaseaeenseeasmssneeeennenes PW-2
Operations & Maintenance / Project Manuals (O&M ManUAIS) .........ooueiiiiiiiiiii e eeeaaeaaaes PW-4
Operations & Maintenance / Project Manuals (O&M ManUAIS) ..ottt e e e e e e e e e s e saneanaaeaeeaas PW-8
Order after Hearing (Resfraining Order, Emergency Protective Orders (EPQO), Temporary Restraining Order (TRO)) ....c.oocvvvveee. PD-6
L0 11 g =T o T R SO U T U SPU ST UTUUORNTORUTORUTOPURt SEC-3
Organization Charts - In BUdgets @nd CAF RS .....ooiiiii e e e e e e e e e e e e e e e e e et e e e e e e e aaeaeeeaeaaaaaaasaeanaaaaaaaaanaaanns FIN-3
OSHA INSpections & CHlatiONS ........oooi i e RM-1
OSHA L0g 200, 200 A, 201, 201 A, B1C. i ittt ettt e e e eerteteeeee s s s en et eeaeeeesesassbranassntees e s st sanseeeseesansnsstesaesseeeearnnnnns HR-2
P

Parking Citations dismissals, cancellations, and @pPEAIS .........cooiieiiiiiiie e e e e e e e e r e e e e e e e e enannes PD-4
=T o Tl R To 10T £SO PD-2
Patrol Ride A-LONg WWaIVEN FOMIT ... ettt e e e e e e ettt ee e e e e ee et n e e e aneeeeeeanns PD-6
= 1L U SO RREREETERUSUUSUPO PD-3
P aYTOI CRECKS oo e et FIN-5
Payroll Registers / Bi-WeekKIly PayTroll REPOIMS ........ et n e e e e e e et ee e e e e s e e neae s e e e e e aeaaneeeeennan FIN-6
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PAYTOIL ...ttt et e e e et e e e e s e e e et e e e e et e e et e ee et e et e en e e et eee et e e e e e e e een e e neeene s aans FIN-5 — FIN-6
Permanent Encroachments that are Permanent Yellow Tract & LOt FOMM ........oiuiimeooeeeeeeeeeeeee e e e FIN-5
Permits (Design, Environmental) - Capital Improvement Project Files - Permanent File...............oo.ooieeeeeeeeeeeeeeeeeeeeeeeeneenn, PW-1
Permits (RQCB, RWQCB, Tit 22, BIC.) ....cui oot ee e e e e e e e e e e PW-8
Permits, AQCB @na IMONMIOTING .....co.ciiiitiiieieeeeee et ettt e e et e ee e e e ee e e e e e s e ee e e e eee e s e s eeseereeeseeeeen e PW-2
Permits, Confined Space Entries / HOt WOIK PeITNIIS ........... oot e PW-2
Permits: Logging / HEaVy LOBA PEIMILS ............c. it ee e e PW-2
PErsONNEl ACHON FOMMS ...t et e e e et e e e e e e en e es e ee oo e e et e s e e ee e en e HR-2
Personnel Files - Department-IEVE] COPIES .........cooiiiiiiiioeeeee et e et e e e e e e e oo rn s DW-3
Personnel Files - Medical File / FIMILA J DISADIIILY ............coccoiiiiimiiieeecee oot ettt ee e HR-2
Personnel Files - OffiCial PEISONNEI .............c.oouiiiiie et ee e e e e e e es e s e s e HR-2
Personnel Files — SUPEIVISOI'S NOLES..........cciiuiiii e et ee e e e e e e e e e e, Dw-4
Personnel Training File - Officer Training - BY EMPLOYEE (Includes POST PriNTOULS) .......ovoveoeeeeeeeeeeeeeeeeeeeeeeeeee e eeeee e, PD-7
Petty Cash & RECONCIIBHON .......occoiiiiiiieeee et e e e e e e e e e e e e e e e e e e e FIN-4
Petty Cash & Reconciliation / Vehicle Mileage Reimbursement / PUrChase OFAEIS ..........oovoeeoeeeeeeeeeeeeeeeeeeee e FIN-4
Photographs, Videos (other than Board MEELINGS) ...........co.eoeieeeeeee ettt e e et e e e e e et e e e ee e e eneeen e, DW-4
PINK SHPS 7 VEICIE TIIES ..o e, SEC-4
Pipeline Breaks, Spills, Investigations and Corrective Actions, NOtCe t0 COMPIY .........ocooweoiireeeeeeeeeeeeeeeeeeeeeeeeeeeeee e, PW-8
Pipeline Breaks, Spills, Investigations and Corrective Actions, Notice 1o ComPly — ALL .......oovouereeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeenn PW-9
Plant DIAMES / METEIS, ©IC. ..ottt ettt e et et e e et et e et e e e et e e e ee e e et e e e e e s e e s e e e e e e e et eenn e PW-5
Police AdMINIStration / Gate OPEIatiOnS.............ccoeiviiiiieeie ettt et e e e e s e e e eeeseesseeeeeeeeeeeereeneenan PD-1-PD-2
Police Department Policies and ProCedures ..........coooeeeeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeens ettt eeeeeeeeeteaeteenearennserennrerraaeeiraaaas PD-2
Policies & Procedures / Lexipol / Operation Directives / General Orders (Police Department Policies and Procedures) ................ pPD-2
Policies, Procedures, Brochures, Manuals & REPOIS .............oouiiuii oot ettt e e e e e e e s eeeeeeeees e e eaeeneeene DW-4
POIICY BCKNOWIBAGEIMENTS ........iiiiiiiiiiieeeeee et e e ee et e e e e e e e oo e e e e e e e e e ee e s e s e s e e e e e en e HR-2
POSHNGS @NA PUDIICAIIONS ........oiiiiiiiieiee ettt et e et eee e e e e e eee e e e ee e e e e e eae e e e s eseeneemeneen SEC-3
Pre-employment physicals - Personnel Files - Medical File / FMLA / DiSability .............cccocovovioimoioieeeeeeeeeeeeeeeeeeeeeeeee e HR-2
Preliminary Design Report - Capital Improvement Project Files - Permanent File ............ooooov oo PW-1
Press Releases (Law ENfOTCEMENT) ........ooovouiiieeeeee oo et e e e e e e e e e e e, PD-2
Pre-Starts / Commercial Vehicle Prestarts and FOrklift INSPECHONS ..............c.oiweieieeeeeeeee et ee e ee e een e PW-2
Pre-Starts / Commercial Vehicle Prestarts and FOrkIift INSPECHONS ..............o.oiuiiieioeeeeeee oottt eee e ee e e e eeeae PW-4
Pre-Starts / Commercial Vehicle Prestarts and FOrKIift INSPECHONS .......eeeeeeeeeeeeeeeeeeeeeeeeeeee e e PW-8
Prestarts and FOTKIift INSPECHONS ...........ooeo e e e PW-8
Pretreatment Annual & QUAMETTY REPOMS ...........ov ittt e e e e e e s e s e e e e e e e e e e e, PW-5
Procedures, Brochures, ManUEIS & REPOMS ..............ouiiiiiuieeeoieeeeee e e e e et e et et e e eee e e e e e e e e e e ee et es s e s eeasseeneeens DW-4
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Progress Payments - Capital Improvement Project Files - Administration File ... PW-1
Project Administration - Capital Improvement Project Files - Administration File ........................... e rerereereeeae i rnaaaaaeaaan PW-1
Project Files / CIP (Capital Improvement Project) Files - Administration File ..................... PW-1
Project Files / CIP (Capital Improvement Project) Files - Permanent File - Large Format Drawings ... PW-1
Project Files / CIP (Capital Improvement Project) Files - Permanent File............... PW-1
Project Manuals (O&M ManUEIS) ...ttt e r ettt e e e e et s et e e ne e e e e ae s e ebesaeabas s s s ntasnnaeeaaeeas PW-2
Project Manuals (O&M MaNUEIS) .......oiiiii it e e ettt et e e e e s e e ee e e e e re e bt b ee et eaaea e s e s e s mencnaeee s e seanesmneaessennans PW-4
Project Manuals (O&M MaNUEIS) .......cooiieiiiiie et r ettt ettt ettt ettt et e ettt e e e e e e e e et eeer et r e e et e e e e e e ememeteonaeeeeenernaessaeaae PW-8
Projects & Issues - Records with Substantive Content (Issues and/or projects will vary overtime) ... GM-1
Proof of Ownership - Deeds / Easements of CUITENT OWIET ..o ittt e e e e e e e e e e seen e e e e e e e eeas FIN-5
Property & EVIAENCE Dat@base ......c.oouuiiiiiiiii et ettt et e e e oo et e e e e e e e cm e e e s eaeni e e e e e e e r e aaerenes PD-4
o] oL 1 AT Yo [T Lo Mo Lo [ OO P S DU PPNN PD-4 — PD-6
Property & Evidence ...... et eeAseeeeeestesssssseeseseesessssssseeetesseeeesssssasetestesesesesseseetonotnannn.nettaohnn ot e teetenaneanaeseeeronenasasaeeeenennaaaeiesanans PD-4
PrOPEITY DaAMAGE ClaIMIS ..o it e te e e s e ereereeaeeeaeaeee s e s e a e e £ exee e e eeemeeaane e ea e e aeeaeaaeereeaaeeaaaeatateaeteaeaanateteteaaaaaaeaeraereaeraraeaes RM-1
Property Files: Permanent (Encroachments that are Permanent Yellow Tract & Lot Form) ... FIN-5
Property Files: Proof of Ownership - Deeds / Easements of CUTent OWNEE ... ... FIN-5
Property Files: Shut-off Notices, Undeliverable Mail ... .. ... re e e e e e e cn e e e e e e e e en e aeaaenes FIN-5
Property Files: Temporary (Temporary Encroachments for construction purposes, efC.) ..o, FIN-5
Property Files: Liens & Releases - Unpaid Water Bills, ©IC. ..ot e e e e e e e e e e e anennae e e eanes FIN-5
PropOSalS, UNSUCCESSIUL .. oo e et et e ettt e et taa e e s et s e e sssa e atansa e eennnseensan s ansnnnseesannssrannns e sensnnns DW-4
Public Injury Claims ................. et eeeeeeseestesereeeeseusiessteeeesseseessssasestsessecesassseeesesssescesssasetesesessssssseeetessssesssssseeeseriesnsiaeteereennnnnnnnineearions RM-1
(efF]o] ol 34-Tolo] o LI AN g 2 {=To {6123 RPN SEC-3
Public Safety Committee — Agenda Packels ... ettt ettt e e e e e eeaa s SEC-1
Public Safety CommIEEEe — IMINUEIES .......coooiiii et e et e e e e e e e e e et ea e e e e s e e eaaaseeaeeesesnnnsssaeeaaaes SEC-3
Public Self Insurer Report (SIP RePOI), €10 ..o i i ettt e e e eeee ettt e e et aaaeassnansasneeeeenennaaaaaesaanenannnsaaeaeeneres FIN-3
PUDBIIC WOIKS CONMTACES ...oeeie e SEC-1
Publications, Notices: Affidavits Of POSHNGS ... SEC-3
Punch Lists - Capital Improvement Project Files - Administration File ... PW-1
PUTCNASE DTS .. e e e s na s e e e s e e asassasaaaenasasaaeanssssssanssns e ann s ss s nssasasanseaaeesasasasasearseenstasanasetaaeeeees FIN-4
PUICRASING CONITACES ... ettt e et ee et et et e e et et et e e e e e e ee e e e e te et et e et e e e e et e e e aa e e e e a et nanrene et ansrnnnnenes SEC-1
Q

Quarterly Payroll Tax Returns ........ccccoooviiiieiiiiinn. # e eReeeeeeeteeaseeseeeessreseesssssssesseeeseseitesssessesessessseisssssssesseesiesessesssesceseessesesaaians FIN-5
R

Radar Calibration RECOTAS ...ttt e e e ettt teeeeeeseeataaetee e eeeeeaes s ssbesenseeeaeeeeesssabeteesaeeasasasnsssnsesseeesseeaasnss PD-3
RAAAE TTAIEE SUIVEYS, BIC. ..o e et e et n e e e e et e e e e e e e e e e e e e e et et e e ea e PD-3
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Radio Licensing and Information

.................................................................................................................................................. PW-9
RAEE STUAIES ...ttt e et e et e et et een et et eaeea e et eeeee e e e e e e eee e e eeeee e e e s e e e s e s eneeenneeeseen et et FIN-3
Reading Files, WOTKING FIIES.......oouiiiiiieeeeeeeeee e et e e e e e e e e e e e e e e ete e e e e oo eeee e e e s Dw-2
Real Property - District-OWNed REAI PrOPEILY ...........oo.ouviuieeeeeeeee oottt et e e et e ee e e ee e en s PW-2
Real Property 0Wned DY the DISIICE............co.iie et e e e e e PW-1
ReDates (LOW FIOW TOMHEES, BEC.) ...cuiiiiiiiiieiieieeee ettt et et ee e e e e e e e e e e e e e e e, FIN-5
Receipt for RFID / Gate RFID APPICAIIONS ........c..ooiiiieeeeeceeeee et e e e e e e e e e e e e e e e e e e e, FIN-3
RECEIVETS ..ottt e et et et e s e se et es e et et eee e e e e e e e et et eae e s e e e eae e e e e et e e eeeanee e e e e e eseeseee e e s en e e eenneaen FIN-4
ReconCiliation ChECKING ACCOUNT ..ottt ettt et et e e eaeeaeee e e e e e eee e e e e ee s e e e e ee e s easeeseeneseessns FIN-1
ReCONCIIALION, PEHEY CaSh .......ciiiiiiiieii e et e e et e e e e e ee e e e e e e e e FIN-4
Reconciliations, Registers, Reports, Transaction Histories, Balance ShEEtS........coveieoeeeeeeeeeeeeeeeeeee e FIN-2
RECOT DIBWINGS ...ttt ettt ee et e e et e s s et et e e oot et e et em e e e e e e e e e e e e e e s e e e s e s e e e s e e e e e e e e s en oo PW-1
Recordings Video and/or Audio District BOArd MEEHNGS .......c.ccvooviiieiiee ettt ee et e et et et ee e e e e e e eneeneenee e SEC-3
Recordings: BOAY-WWOTN CAMEIAS ........c.ooiuiiiuieeeeeeieete e e e e et e e e e e e e e e e e e eee e e e e s s e eaeees e e e e e e e e e s e e eseeeeeeeeeneenn e PD-3
RECOTAS ACE REQUESES ...t e e ettt e e e e et e e e e es e e e e e e e e ere et e s s e s e s e eateeeeeneeens SEC-3
Records Center / Inventory of Records in RECOTAS CONIET ............oovieioeeeeeee e, SEC-3
Records Destruction Authorization FOIMS @nd LISIS ..........ocooiiiiioee oottt en e SEC-3
Records Management: Index to Inactive Records / Records Stored in Records Center / INVEeNtory ............ccoovouoeeoeeeeeeeeeeereenn. SEC-3
Records Retention Schedules; Approvals to Update Records Retention SChedulesS ..........ooowooeeeoeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e SEC-3
Recruitment Database (NEOGOV) ........oc.iiiiiiieiieie ettt e e e e e e et et ee et e e e e et e e e e e e e e e e e e eee e HR-2
Recruitment Files / Applications for Employment - Not Solicited / NO Open POSHION ......coovveeeeeeeeeeeeee e HR-2
Recruitment Files: Applications for EMpIOYMENt OF RESUMES .........oocuveueeeeeeeee oot ee e e e oo ee oo eeee e HR-3
Reference Materials: Policies, Procedures, Brochures, Manuals & REPOIS. ... .....c.ecveeuoueeeeeeeeeeeeeeeeeeeee et Dw-4
Register, Check / WaITANT REGISLET .........cc.oii et ee et e e ee e e e e oo, FIN-4
Registers / Bi-Weekly Payroll REPOTES ...........oouuiiioeeoeeceeeeeeee oottt et ee e e e e e e e e e e e e e e e e e, FIN-6
Registers, Reports, Transaction Histories, Balance Sheets (new Financial SYStem)...........ooveeoeoo oo FIN-2
Registrants: Arson Registrations: AQUILS ........ ..o e e, PD-2
Registrants: Arson Registrations: Juveniles released from California Youth AUNOTIY ........c.ooeeeeeoeeoeeee e, PD-2
Registrants: Sex Offender Registrations: AGUIES ............c.oouiiuiiiiieoeeeeeeee oo et e et e e eene PD-3
Registrants: Sex Offender Registrations: JUVENIIES ...............coiiiou oo e e e e e e et ee e e e e e e e PD-3
Regulatory AGENCY COMESPONUENCE. ..........ocuiieeeiiieeeeee e et e et e e et e e et et e e e e s ee e et e e ee e e s e e e e e e e e e e e e e ee e DW-2
Regulatory Agency Reports / Compliance Reports FOR WATER QUALITY / PUBLIC HEALTH...cvvoveeeeeee e, PW-8
REGUIALOTY REPOMES ... e e e e PW-6
Reports & Studies — Historically SIGNIfICANT................ocoiii et eeee e e e oo e e DW-4
Reports & Studies — Other than Historically SIGNIfICANT ................ooooioeeeeeee et ee e ee e ee e e e eeeeeees e e e aes e Dw-4
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Reports (Financial): Journals, Ledgers, Reconciliations, Registers, Reports, Transaction Histories, Balance Sheets.................. FIN-2
Reports / Compliance Reports FOR WATER QUALITY / PUBLIC HEALTH ............. e rtetteeeeeeerasreneesateaeaeeeaaanietaeaeanrenaeasaes PW-8
Reports, MIiSCEllaNEOUS REPOIES .......o ittt ettt ettt et e et e e e e s e e eeceaeee e s e nmneeeeeeeeaasaaaannseseeaeeenanansasaenananaess DW-2
Reports, Payroll Registers / Bi-Weekly Payroll REPOIMS ... .o e e e nn e s e e e e e e e e n e naeeea e FIN-6
Reports, Transaction Histories, Balance Sheets ... ...ttt FIN-2
Reports: State Controllers Report / Local Government Compensation Report, Public Self Insurer Report (SIP Report), etc ...... FIN-3
Reports: Vacation / SICK LeaVE USAGE .......oooiiiiiiiie ettt e e e ettt e e e e e ce e e e e e e e cetnnenan e e eneneanacmanaaaeaeaaens FIN-6
Requests for Certified Payroll COPIES ... oo ittt e e et et e et e e e e enae e e e ahnn e e eeneeeama et aatnnseenesaaeeernnneeenanas SEC-3
Requests fTom Other CHIES / DISIIICES ... ettt e e e ettt e e aee et etb e aaseeeesasbabn e naeeeaeaaeennnaaaneeeenes DW-2
Resignations - BOArd Of DIFBCIOTS ...ttt ettt ettt ee e e eeteeeaeaeaeaaaeeaaaeeeaeaeneeaasnaeansasesmssenansesnensmneemrannens SEC-1
RCET o] LH 1] ¢ T PP SEC-4
Respirator Fit Tests - Personnel Files - Medical File / FMLA / Disability ................... e e e e e HR-2
Respirator Inventory & Maintenance / SCBA (Self Contained Breathing Apparatus) ..........ccooovviviiiiiriiriiriiieceeeeeeeee e eeeeeeeeees PW-6
Restraining Order, Emergency Protective Orders (EPO), Temporary Restraining Order (TRO)) ... PD-6
Retention Schedules; Approvals to Update Records Retention Schedules ... SEC-3
RFID Applications (Application and Receipt for RFID) / Gate RFID Applications ..o FIN-3
Lo L= Mo g o IV =T\ oy o ¢ R RSPRUUPUPPRRRRRPRR PD-6
Right of Ways, Encroachment Permits, Real Property - District-Owned Real Property............oooooviiiiviiiviieiiieeeieviivessvcremsnnees PW-2
Risk & Resiliency Assessment / Hazard Mitigation PIan ... et e e e e et ee e e e e e e e PD-1
AL Q1Y E= T E=Ta ot 1 1T o | SO U VU TSSO UPUPURRPUUPN RM-1
Y SR I = = ok LT U SO TT U U PRV OTPPURPRR PD-6
ROBAS - e PW-4 — PW-5
e ] (o o N 1 (=Y g (o [T T I = a3 T SRR DW-4
Routine Correspondence (Letters, e-mails, Memorandums, etC.)..... ... i Dw-2
RQICB PIMILS ... it PW-8
RWQCB PeImtS ... e PW-8
S

Safety Checks / Pre-Starts / Commercial Vehicle Prestarts and Forklift INSpeCtionS .........ooooiiiiiiiii e, PW-4
Safety Data Sheets (SDS) / Material Safety Data Sheets) / Chemical Use Report FOrm.......ocovvvieiiiiioi i PW-4
Safety Data Sheets (SDS) / Material Safety Data Sheets) / Chemical Use Report FOrm ...........ccocooiiiiiiiiii e, PW-6
Safety Data Sheets (SDS) / Material Safety Data Sheets) / Chemical Use Report FOrm .. ..ot PW-9
Safety Data ShEetS; SDS ... ..ot e e e e e et e e e e e e e e e eeeneneeneaeaeeaeennee e e neeeaannaann PW-3
Sale, Real Property owned by the DISHIC........ ..o ottt PW-1
Sanitary Sewer Overflow RESPONSE PIAN........ ..ottt e e et e e e e e e e e eea e e s PW-7
Sanitary Spills and OVEMIOWS (SSOS) ..oiiiiiiiiiiiieeeee et e et e e e e et en e e e e et e e e e e e e e e e e e ereanae s PW-6
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Sanitary Spills Overflow Prevention Plan (SSOPP) and Sanitary Sewer Overflow Response Plan ..........cooceeoieeeeeeeeeoeeeeeeeeeeenen PW-7
SaANItAry SUIVEY OF SEWET SYSIEIM ...ooiiiiiiiieiieeie e ettt e et e e e et e e et e e e e e e e e e s aeeeeereeeeeneeseeneeeaenenens PW-6
Sanitary Surveys of Drinking Water SYStemMS .........uvii oot OO URRP PP PW-8
SB 90 / Mandated Cost ReIMbUrSEMENt CIAIMS ..........ooiiieee e e e e e eee e e eeeeneeeeaeee e FIN-3
SCADA Alarm & Status Printouts / Charts — WaSTEWEIET .............cociiiiiii oo e et e e eee e eeneeeeaeeanens PW-6
SCADA Alarm & Status Printouts / Charts — WAL ...........c.oouiiuiieeoe ettt e e e e e e e e e eeneenane e PW-9
SCADA Database (Supervisory Control and Data Acquisition) — WaSteWater ..............ooi oo e eeeeeeaeee e PW-6
SCADA Database (Supervisory Control and Data ACQUISItION) — WEaLET ..........ocuiiiimiiiieeee e e PW-9
SCBA (Self Contained Breathing APPAratUsS) .........c.oocieiiiiiiieeeeie et eee e te e e et e s e e e e e e e e e ee e e e ee e e eeeeeaeennen PW-6
SDS / MSDS Masters (Safety Data Sheets / Material Safety Data Sheets) / Chemical Use Report Form ...........cocooovveiveeeen.n. PW-3
SDS / MSDS Masters (Safety Data Sheets / Material Safety Data Sheets) / Chemical Use Report FOrm ........cccoceeveevevereeeennnnen. PW-4
SDS / MSDS Masters (Safety Data Sheets / Material Safety Data Sheets) / Chemical Use Report FOrm .........ccooooeveveiveeeeeennn.. PW-6
SDS / MSDS Masters (Safety Data Sheets / Material Safety Data Sheets) / Chemical Use Report FOrm ........oocooovvveeoeeeeeenn. PW-9
Sealed Juvenile and Ward Cases — CIIME REPOMS.........oooou it e e e e e e e e e et e e e e e s e ae e et e s et e eeeseneesaneeens PD-4
SEALED RECORDS ...ttt ettt ettt et e et e et e e et e e e e e et e e et ee e e e e e e e e e e e eee e e s s enaeeeaeaneane PD-4 — PD-6
Secretary of State StateMENt OF FACS ... ....c..ooiie e e ee e e e e e e e e e e e e e e e e e eee e e eeeneeen SEC-4
Secretary 0f the BOAI ........coociiiee et ettt SEC-1 - SEC-4
Self Contained Breathing APPAratus — SCBA ........oooii e e e e e ee e e e et e s e er et ereaee s ene e et e eeaeeeeaeeeareeearessareeane PW-6
Service Requests / Investigations CMMS DATABASE (Computerized Maintenance Management System ............c.....ccccooooe... PW-3
Service Requests / Investigations CMMS DATABASE (Computerized Maintenance Management System ....................c.......... PW-5
Service Requests / Investigations CMMS DATABASE (Computerized Maintenance Management System ............c..ccocvoeeen.... PW-7
Service Requests / Investigations CMMS DATABASE (Computerized Maintenance Management System ..........cccccoevveveneae. PW-10
Service Requests / Investigations - All Information Entered in CIMMS DatabaSe..........veiieeoeeeee e e e eeeeeaeeeeees PW-4
Service Requests / Investigations - All Information Entered in CMMS Database.........coeecueeeeeeeeeeeeeeeeeeeeee e eeee e erer e aeae e PW-5
Service Requests / Investigations - All Information Entered in CMMS Database..........cvoooeeoeeeeeeeeeee e PW-7
Service Requests / Investigations - All Information Entered in CMMS Database...........c.ooooiiiouieieeeeeeeeeeeeee e PW-10
Service Requests / Investigations - NOT entered in CMMS Database (or partial information) ...............cccooveeiieiiiece e PW-4
Service Requests / Investigations - NOT entered in CMMS Database (or partial information) ...............cccooveeiiiiiiiiiiecceiee e PW-5
Service Requests / Investigations - NOT entered in CMMS Database (or partial information) ...............ocoooeioeieeoceeeeeeeeean PW-7
Service Requests / Investigations - NOT entered in CMMS Database (or partial information) ...............cccocvvvvevieeeccieieeeeeeenn, PW-10
Sewage Sludge Handling Logs and Weigh Tickets (BIOCKAGES) .........ceiureoveereeoeeeee e et eeeee et ae e e ane s PW-7
SEWET LINES CCOTV VIAEOS ....oueiiiiiiieiietieiieie sttt ettt eee e e aeeeeeeeeae et e eaesasetee s aeeeae s e e eeeeeeeeeeseeeemeemeeneeneeeseaeeeneeenereaeaeas PW-5
Sex Offender Registrations: AQUIS ........o..oo oot e et e et et e e e e e e e e e e e PD-3
Sex Offender Registrations: JUVENIIES ..o ettt e e et e e e ae e eae e PD-3
Sexual Assault (RAPE) — CriME REPOIMS........cueiiiiieieee e e e e et ee e e e e e e e e et e et e et et e e e e ee e e e e e eeeeeeeeeeeneeeeeeeean PD-5
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Shut-off Notices, Undeliverable Mail - Property FIlES ........ocviiiiiiiiiiee e e FIN-5
SICK LEAVE USBGE .....eeeiieie ettt ettt e ettt e e et e e e ettt e e e e eee e e e e e e e e eeseteae e emnns e e e emaneeees s e n e e e e e e e e e e e e e e e en e FIN-6
SINGIE AUAIES ..ttt ettt e oottt eeaeaa e e e e e antesseaeee s eiaamtsneeesae e e eenmssssssesaaeeaeeannsssnnsesneaeseseea et aeeeeeesese e meeneeeenn FIN-1
SIP Report - PUDIIC Self INSUIET REPOTL ....c..ooiiieeeooeeeeeeeeeee et et e e e e e e e e e n e e e e s e e e e e e e e e e eanans FIN-3
Soils Reports - Capital Improvement Project Files - Permanent File ................ccoooiiiiiiiiiiiii e PW-1
Solid Waste Transfer Station / TONNAGE REPOTES .........ooiiieiiieieeeeeeeee e e e e et e e e e e s e e e e e enas PW-5
Solid Waste Transfer Station / TONNAGE REPOIMS .....oooiiiiiiiiieiiiiee ettt e et e e e e eeeeseeeeeanas PW-3
SONA VWASTE.......ce ittt et e sttt e e e e tbe e e e s eeasaeeseaseeeeasseee e ebsaeeee s ssen s e e emanmeeseeesmsneeeeenmneneenereseesesesnaessseseeenseaaa PW-5
Specifications - Capital Improvement Project Files - Permanent File..................oooiiiiiie e PW-1
Speed SUIVEYS / STOP SIGN WAITANES .........oooiiiieieeeeee e et e e e e e e e e e e e e e e e e e e e e e e eenaeens PW-2
Spills, Investigations and Corrective Actions, NOtICe 10 COMPIY .....ooceiiiiiiiieeeee e PW-8
Spills, Investigations and Corrective Actions, Notice 10 COMPIY — ALL ... ..o PW-9
SSMP Sewer System Management PIans @nd AUAIES ............oooiiiii oo PW-7
SSOPP - Sanitary Spills Overflow Prevention PIan ... et e e e e e e e e e ea e PW-7
SSO0s - Sanitary Spills @aNd OVEMTIOWS .........oooiiiieee e e et e e e e e e e e e PW-6
0] = 11 =T oo 1 £ TSSOSO T OO E SO U SRR SESRRUUST SEC-1
State Controllers Report / Local Government Compensation Report, Public Self Insurer Report (SIP Report), etc ........cc.co....... FIN-3
State Reports: State Controllers Report / Local Government Compensation Report, Public Self Insurer Report (SIP Report) ... FIN-3
Statement of Economic Interests — FPPC 700 FOIMNS ..o et SEC-2
STAtEMENT OF FACES ..ot e e et e e e e e et ee e e et e e e e e e e e e e e e e e e e e e enes SEC-4
Statements / Checking Account Reconciliation / Fiscal Agent Statements, Trustee Statements .........ccoovvoeeeeoeeeeeeeeeeeeeeeee FIN-1
STAEMENES, Cradit Card ... et ee e et e et e e e e e et e et e s e ee e ese e FIN-4
Statements, Water ProAUCHON ........ooo e e e e e FIN-4
SEOP SIGN WAITANES ...t ettt e e et es e et e e e e e et e e e e e e s e e e e e e s e e e s s ees e s PW-2
Studies — Historically SIGNIfICANT ... ..o e e e et e e e e e e Dw-4
Studies — Other than Historically SIGNIfICANt........ ..o et DW-4
Studies / Surveys, Classification & COMPENSAtION ... et HR-1
Subcommittees of the Board - Agendas & AGENda PACKEES ..............ooo oot SEC-1
Subcommittees Of the Bo@rd = MINULES ..........cc.ooi i e e e e e e, SEC-3
Submittals - Capital Improvement Project Files - Permanent File ...............ooooi oo PW-1
SUDBPOENAS (PONCE) ... ettt e e ettt e et e et e e e e e e e e e e e e oo PD-6
SupplemMENtal Life INSUTBNCE .....oocoiiiii e et e e e e e e e e e e e, HR-2
Surveys - Capital Improvement Project Files - Permanent File.................coooioioiieeeeeeee et PW-1
SUNVEYS Of DINKING WALET SYSIEIMS .....ouiiiiiiieieee et e e e e e PW-8
Surveys, Classification & COMPENSALION .............ocoiiiiiee e e e HR-1
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T

Tank Maintenance / Water Storage Tanks / Reservoir Maintenance REePOMS ...........cveciivicireeeee e e e eeeeeeeeeeaeeeeaeeeereeas PW-9
Task Forces, Associations, Commissions, & Boards: External Organizations (e.g. Association of California Water Agencies) .. DW-1
Tax Returns, QUAMETTY PAYTOIl ... ... ..o oot e e e et e e e e e e e e e e see e e e e e e e e e e e e e et e e eeeeneeeenes FIN-5
Temporary (Temporary Encroachments for construction purposes, etc.) - Property FileS ........cccoovoviiiiieiieiieereeeeeeee e FiN-5
Temporary Encroachments / TraffiC BaITIEIS .........oooo et e et e e e e e e te s e eemaanes PW-4
Temporary Restraining Orders (TRO)) .....ueiiiiiie ettt et e et e e e e e e et aeeeasenesetaeeeneeaaeaesaeneeneeenneeeeenseeeanseesennes PD-6
T XL MBS S AGES. ..o eeiiiiiiiie ettt er et e e e e et et s ettt et ettt e et e e e et e e e e e e et ee ettt e e et ee e e e e e e e e e e e e ae e et aoneaeraeeeenetrraeaaaanans DW-2
TRENK YOUS.... et e et e e e e e e e et ee e e e et e e ee et e et a e e e e e en et e e e e e e e e e e e e e e ee e e e e e e e e e e e e et e e s einaraaas DW-2
Timecards / TIMEKEEPING DAADASE ..........oooiiiiiiiiiee ettt ettt et et e et e e e e et e e s e e eae e s aaeeaenrseenanneenannees FIN-6
TIMEKEEPING DALADASE ..o et e e et e e e et 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 e e e e an e e e e enaraes FIN-6
Timesheets / Timecards / Timekeeping Data@base ...........c.cooiiiiiuiiiiiiiciie ettt et e et e e et e et e eereeeseeeaneeesabeeeaneeassens FIN-6
Toilets - ULIlity REDAIES ... .ottt r et e e et e e e e te e e ems e e e aaeaa e e e teneeansteeesenseseearaesennnes FIN-5
TONNAYE REPOIES .ottt et e e e e e e et oot e e e e e ettt e et e e e e e et ee e e e e e e e e ettt eeeeeeeeeeereeeeeeeseeaeaaarnnnanns PW-5
TONNAGE REPOTES ..ottt ettt e e e e e e oo e e e e e e e e e e e e e e e e eeeer e s s s e e et e e e e e e e e e e eeeen e e PW-3
TFACE & LOT FOMM et e et e et et et e e e et e e e oottt e e e e e sessaeseeaessesnenennennnnnnens FIN-5
LG (o= T4 1= = OSSR PW-4
Traffic Citations dismissals, cancellations, and @pPEAIS ........c.coiiiiii i ettt et be e e PD-4
Traffic CollISIONS / ACCIAENT REPOMS .......cviiiieiicceie ettt ee et e et e et e e e e et e eateeesessaseassearssaateeabneenensseneaneenns PD-6
Traffic Control: Radar Calibration RECOTAS .............eoiiiiiii e eetee e e e e e e eente s e aetee e s e esn e e e e e e e e aeaeeeereseeneeens PD-3
Traffic Control: Radar Trailer SUIVEYS, BIC. ......ooiiii oo e e e e e e e e e e et eeee e e s e e e e e eeee s e e eneeene e eeesaaaneeess PD-3
TTATIC COUNTS ...t e e e e ettt e e e e e e e e e et e e e e e et e e e e e et e e e e e e e em e e e e e ee e e e e esssnsateneeseannnees PW-4
Traffic Speed SUrveys / SO SigN WEAITANES ........cc..oii oo tee e e e e s r e et eaeeesesaeeensesenenmneeeeanneeeeeasseeeaseseanees PW-2
TTAINING (PONCE) ..o e e e e e e ettt e e e et e e e e e et e e e e e e et e e e e et e e e e e e s e e aeeeeaaeneeneeenseeneenens PD-7
TTAINING COMITICAIES ..o e et e e e e e et e e e e v e et ee e e e e e e e e e e e e eeeeeeeeem e e e e ee e e e e e eeeaaneens HR-3
Training Database (Targel SOIUTIONS) ... ... oo e e e e e e e e e e e e e e e e e e e e e e e e eeeeessseasnanrans HR-3
Training: ALL Human Resource COURSE RECORDS / SYLLABUS, AND ROSTER OF ATTENDEES ....oooooeeeeeeeeeeeee e HR-3
Training: ALL COURSE RECORDS / SYLLABUS, AND ROSTER OF ATTENDEES. ... ...oiiiiiiee e e e e DW-4
Transcripts / DISCIOSUIE REPOMS ........ooiiiiiiiieeee e e e e ettt e et e e s ea et e ettt eeesseseesesaaeeesanneessnsnnnaenanreesaneneeeans FIN-1
Transfer Station / TONNAGE REPOIMS ......coo..eiiieee e e e e e e e e e e s etae e e e eeeessesaesssansseeesnseeasasaseenneeeeannneeen PW-3
Transitory Correspondence / PrelimiNany DIaflS ... .. ...cc.ooviiiiiiiieeie e e e e e e e e e e e n e e e e e e e e e eaeeeseaeeeeeaaes DW-2
TraNSMIAl LEEEIS / IMBIMIOS ... it e et e et e s ettt e e s e et e e e e e e e e aaeaseneaeaeasnntessanseenanneneenenne DW-2
Travel EXpense ReiMbBUISEIMENT REPOIS .......oooo e e et e e et e e ettt e e e e e e e e e e e et e e e et et e s s eeaneeeeaeaaeaennamnenes FIN-4
THAI BAIANCE ... e 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 a e e e e e — e e e e e e aeaeeaeanans FIN-2
TTUSEEE SEAEEMENES ... ettt e e e e et e e e e e e r et r e e aeaeaeaaaaaan FiN-1
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Two-Way Radio Licensing and INFOrMELIoN ... ... e PW-9
Two-Way Radio Licensing @and INTOMMELION ...........ocoiiiiiiecieeeeeee et ee e e e e e e e e eeeeeeeeeenen PW-3
U

UCMR Analytical Reports / Unregulated Drinking Water Contaminant Monitoring Reports 10 EPA ......ooooiivooeeeoeeeeeeeeeeeeenn PW-9
Unauthorized Discharges: Pipeline Breaks, Spills, Investigations and Corrective Actions, Notice to Comply ........ccooocveevevennene.. PW-8
Unauthorized Discharges: Pipeline Breaks, Spills, Investigations and Corrective Actions, Notice to Comply —ALL ..........cc........ PW-9
UNdENIVErable ENVEIOPES ...... ..ottt et e e e e e e e e bt e e e et e et e e ee e e e e e e e eene e e et e ee e e e e e e e e e e esameeneennen DW-2
Undeliverable Mail - Property FIIES ..... ... et en e e e e e e eee e FIN-5
Underground ServiCe AIBIS (USA'S) ...o...uiiiiiiiieeie e e e e e e e e et e e et e e e e e e e e e e e e PW-3
Underground SErviCe AIBITS (USA'S) ...ttt et e et et e e e e e et e et e e e e e e e e s PW-5
UNderground ServiCe AIBIS (USA'S) ....o..eiiieiieeeee e ettt e e e e e e e e e e e e e e e e PW-7
Underground Service AlBIS (USA'S) ... it e e e e e et e e e e e e e e e e e e e e e e e enae s PW-9
Underground Storage Tanks - Location, Soil Remediation, Monitoring Well RECOTUS...........ocouiieeeeaeeeeeeeeeeeeeeeeeeee e PW-3
UNSUCCESSTUI BIAS ... e e et e e et e et e e e e e e et e e e e e e e e e e eeenn e Dw-4
UNSUCCESSTUI PrOPOSAIS ... .o e e e e e ee et e et e e et e e e e e reen e DW-4
USA'S - UNAergroUund SEIVICE AIBIES ..........oouiiiiiie et e et e e et e e e e e e e s e e e e e PW-9
USAS - UNderground SEIVICE ALBTES .........oo it e e ee et e e e e et e et e et e e e e e e eeee e PW-3
USA'S - UNderground SEIVICE AIBTES .......ooo ittt e e et e e e e e e e e e e s e e e e PW-5
USA'S - UNderground SEIVICE AIBIES ........c.ooiiiiiiuieiceeeeeeeee oottt e et e e e e e e e e PW-7
UBIIRY BIlING ...ttt ee et e et e e st e et et et e e e e e e e e e e e e et eas oo FIN-4
Utility Billing Database / ERP DataAD@SE .........cc.ooooiiiiieiieeee e et FIN-5
UBITItY BiIllING ..ottt e e et FIN-4 — FIN-5
Utility Rebates (LOW FIOW TOMHEES, ©EC.) ....oouieiiiieeeee e et ee e FIN-5
v

Vacation / SICK LEAVE USAQE ......c..oiiiiiiiiieie ettt et et e e ettt ee e et FIN-6
Vacation Checks / Patrol REQUESES .........oooiiiiiiieeeee e ettt PD-2
Vehicle & Equipment Maintenance HIStONY.............o.ooui oot PW-3
Vehicle Mileage REIMDUISEIMENE ...........oooiiiiiiieee e, FIN-4
Vehicle Prestarts and Forklift INSPECHONS. .........ocooiiiiie e e PW-2
Vehicle Prestarts and FOrklift INSPECHONS. ..........ooiiiiiiiiiieei et PW-4
Vehicle Prestarts and Forklift INSPECHONS..............ooooi i e e PW-8
Vehicle THIES ("PINK SHPS") .. .ottt e et e e e e e et et e e e e e e e e e oo SEC-4
Vehicles Bit Inspection (CHP Commercial Vehicle INSPECHIONY ..........cooi it PW-3
Video and/or Audio District Board MEEHINGS ......cc.cveviiiiieeee e e SEC-3
Videos (other than Board MEEtINGS) ........c.eooiiiei e e e DW-4
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Videos Post-Construction & Pre-Construction - Capital Improvement Project Files - Administration File ................................. PW-1
VIPS (VOIUNTEETS iN POlICE SEIVICE) ...c.oiiiiiiiieiece ettt et e e te et e e e e e e e e e e ee e e e s eae e e e e e e eseneeneeaneeaneeseaas PD-2
VISHOT LOGS / REGISTES ..ottt ettt e e et et e e e e et e e et e eee e et e eme e e ee s et e teenee e ee st e eeneeeeaaneeeeeeneenennnens Dw-4
VISTEONS OGS .. eeiiiiieeitt ettt e e e e e+ e et e e e et e et e e e e e e e et e e e e e e e e e e DW-2
VOICE MEIIS ... e e e e e e e e et eeeeeeeeeeeeaaeeeeeereteaeeeeanen——aaes DW-2
Volunteer Files / VIPS (VoIUNtEErs iN PONCE SEIVICE) ........c.uoouiieieie oottt e e et e e eneeee e eeneeeneeeenenn PD-2
w

VVo2S ettt b e e et a e e te et e et et e s e eaeeteeteeseeeseeeereaeseeteeee et e e e e ee e et e et e et ean e e e e e eeert e et neneeeennanan FIN-6
VS ettt et e e s et e e st et e et e e eeteeeae e ere e te et e et et e e e e et e e e e e e e e e e e e e e e e e e eee e HR-2
Vo e e ettt e e et o e et e e e tteeebe e e e et e et e e e ettt e enteeetee e tneeenteeatteeeteaeereeeereeeeanseaetennneatee et eeareesaneeeareaane FIN-4
Waiver of responsibility for VOIUNTArY @CHVIHIES .........c.oooiiiiieeiiee e et e e et e et e e r e e e eee e HR-2
Ward Cas@S — CIME REPOIMS .....coiiuiiiitiieeeeeee ettt e e e e e e e et e et e e e et e e et e e et e et e st eeeeeeeeneeareesenaeea PD-4
WEITANT REGISET ... et e e e e e et e e e e e e et e e e e ee e e et et e e e e e e e e e e e e e e e e e e e eeneenn FIN-4
Warrants: Served, Recalled, Parking, Traffic - ALL ... oot e e e e e e e e e e e e e e e teeee e e e erneeeaeens PD-6
Wastewater Treatment Plant — NPDES ..ottt ettt e e et e e e e e e e e e eneeeeaeneaeaneeens PW-6
WVESTEWELET ... ettt et e e e e et e e te e te e teeeeseeaeeeteeeteseasseneeaeseneanaeeemeesaeeamneeeseeeeesenasenens PW-5
Water ProdUCion SEAtEMENTS ........ooiiiiii e e e e et e e e et e e e se e e e e e eeeeeseeeeeeneean FIN-4
Water Quality Reports - Wells (Includes abandoned or destroyed WEIIS) ..............cc.ooviiiiiiiieecie e PW-10
WALET RIGNES ...ttt e e e e e e e e e et e e e e e e e e e e e e e e et e e e e e m e e e e e e emee e e e e e e s eeeeeeens SEC-1
WaALEr SUPPIY AGFEEIMENES .. ..ooiieiieiie et e oot e et e e e s e et et e e e e et e e e e e e e e e e e e e e e emeee s s e er e e enneeraneseneeanes SEC-1
[z L OSSOSO e reer e PW-7
VVBDPAGES. ...ttt ettt e et e et e e e et e e eaa e e e e et e e e e e e e e e aeeeeeteeee e e eeeaanteeeannaenarneenaaeaereeeenenneneaaaas DW-2
Well Groundwater QUALY Data........c.oooiiiiiiieiieee ettt et ee e e e e e e e e e e e e eee et e e s et e e e aneeaen s PW-10
Well History, Well Water Quality Reports (Includes abandoned or destroyed WellS) ............ocoviieiioeie e PW-10
Well Water Quality Reports (Includes abandoned or destroyed WellS) ..............ccooiiouiiiiiiiieiee e e PW-10
Wells, Well History, Well Water Quality Reports (Includes abandoned or destroyed Wells) ..o PW-10
Wire Transfers / AQJUSTIMENES ..o et e e e et e e e ee e e e e e e eee e e e e eeeeeaeeas FIN-2
Work Orders / Service Requests / Investigations CMMS DATABASE (Computerized Maintenance Management System ........ PW-3
Work Orders / Service Requests / Investigations CMMS DATABASE (Computerized Maintenance Management System ........ PW-5
Work Orders / Service Requests / Investigations CMMS DATABASE (Computerized Maintenance Management System ........ PW-7
Work Orders / Service Requests / Investigations CMMS DATABASE (Computerized Maintenance Management System ....... PW-10
Work Orders / Service Requests / Investigations - All Information Entered in CMMS Database...........c.oocveeeveeeeeeeeeeeeeeeeeeeen PW-4
Work Orders / Service Requests / Investigations - All Information Entered in CMMS Database...........coeeeveeeeieeeceeeeeeeeeeeeeeen PW-5
Work Orders / Service Requests / Investigations - All Information Entered in CMMS Database.............cccoeroirriririricenecincnenenes PW-7
Work Orders / Service Requests / Investigations - All Information Entered in CMMS Database...........ccoeooveoeeeeeeeeeeeeeeeeeeeenen PW-10
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Work Orders / Service Requests / Investigations - NOT entered in CMMS Database (or partial information) .............................. PW-4
Work Orders / Service Requests / Investigations - NOT entered in CMMS Database (or partial information) .................c............ PW-5
Work Orders / Service Requests / Investigations - NOT entered in CMMS Database (or partial information) ..................ccocceee.... PW-7
Work Orders / Service Requests / Investigations - NOT entered in CMMS Database (or partial information) ............................. PW-10
Workers Compensation Claim Files, Including all EMployee ACCIAENTS ... ... e HR-3
WOTKING FIBS ..ttt ettt e ee e s ettt et e e et e e e e eabeeeeeaasaeeeeess e e aa e e snsaesesssnseee e nssseseeeeabeseesensenseasansseseennsrnns Dw-2
X

Y

R =] 0T =T A e o 1 o o USROS TR FIN-5
Z
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RECORDS DESTRUCTION POLICIES & PROCEDURES
Version 1.0 :

The purpose of the records management program is to apply efficient and economical
methods to the creation, utilization, maintenance, retention, preservation and disposal of
all District records.

The program will provide the District with the following benefits:

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

» Reduce the cost of records storage

» Eliminate duplication of effort within the District

* Find records faster

ISO 15489, the International Standard for Records Management, requires control
measures such as ..."authorized destruction and security should be implemented to
prevent unauthorized access, destruction, alteration or removal of records.” It also
requires that, “removal of records from operational systems should be applied to records
on a systematic and routine basis, in the course of normal business activity.”

Disposal of records is encouraged after the record has met or exceeded its retention
period no matter what media is used to store the record (paper, computer disks, etc).

If any record contains personal information, the District must take reasonable steps to
destroy the record by shredding, erasing, or otherwise modifying the personal
information to make it unreadable or undecipherable. The District can use any means to
obliterate the personal information.

Personal information may include, but is not limited to, name, signature, social security
number, physical characteristics, address, telephone number, passport number, driver's
license or state identification number, insurance policy number, education, employment,
employment history, bank account number, credit card number, debit card number, any
financial information.

The District’s preferred disposal method is shredding.

Only the original, or “record copy” (residing in the Office of Record for that record) should
be retained for the full retention period. Duplicate “convenience” copies of a record
should be destroyed as soon as their current administrative purpose has been served
("When No Longer Required”), which in all cases should be less than the retention
period for the “record copy.” Refer to the records retention schedule index to locate the
retention period for the record copies.

Copies, drafts and non-records may be destroyed at any time without authorizations
being obtained.

All original records must obtain appropriate authorizations prior to records being
destroyed using the Records Destruction Authorization form.
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PROCEDURES

All original records must obtain appropriate authorizations prior to records being
destroyed.

Copies and drafts may be destroyed at any time without authorizations being obtained.

STEP 1. DETERMINE WHAT YOU ARE GOING TO DO WITH EACH FILE:

Look at your retention schedule list to determine who keeps the original record, and if
it has exceeded its retention period.

Separate File Folders / Contents that Contain Different Retention Periods: (Some
folders to be kept, some folders to be destroyed). Move or transfer the file folders to
different boxes first (a box to be destroyed, a box to be kept, etc.)

Choices (see next page for procedures for each):

A. Not Yours — belongs to a different department

B. Copies, drafts, notes and “non-records’

C. Originals to Keep

D. Originals to Destroy (they’ve exceeded their retention period)

Use the retention schedule as a guide for transferring or destroying records.

u Retention is applied at the file folder level, based upon the /ast document
date in the folder. (i.e., you do not have to pull individual documents from a
folder, unless you choose to do so because the folder is too fat.)

" Non-Record: Records from other agencies, magazines, books and pamphlets printed by
outside agencies, and physical artifacts (plaques, pictures, trophies), etc.
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" Use the Index to help you locate your records. (Do “Finds” through the
electronic files, located in the Records Retention folder on the shared hard drive)

u Read the Retention schedule “How to”, the “Legend” and the sentences
at the top of each page for more policy information regarding the use of retention
schedules.

" When calculating retention, add a year (e.g. 10+1), which ensures all
documents in the folder have exceeded their retention period. Example:

o Unsuccessful Bids: Opened 3/2016

» Retention: Bid Opening + 2 years
» Destruction year: 2019 (2017, 2018, 2019)

STEP 2. SEPARATE AND PREPARE

A: Not Yours. If the box / file is not under your Department’s jurisdiction -- and you
think it may have original records in it, please write on it (with a felt tip marker) what
Department you think it should go to and place it aside. This includes original records
which now belong to another department (e.g. insurance policies are now handled by
Finance, so Finance is responsible for all the old records, also.)

B: Copies, drafts, notes and “non-records?’ may be destroyed at any time without
authorizations being obtained. If they contain any private data (home address, phone
numbers, social security numbers, financial data, etc.) they must be shredded.

Non-private copies, drafts, notes and “non-records” may be placed in a recycling
bin, or in a box near the recycling bin.

Private (contains home address, phone numbers, social security numbers,
financial data, etc.) copies, drafts, notes and “non-records” must be shredded.
Place in the Shredding bin. '

C: Originals to Keep: Those that have NOT exceeded their retention period.

Leave in File Drawer? (do nothing)

Boxes (Inactive)?

Always enter every box and it's contents on the Records Inventory form so
everyone can find the record in future years.

Use only standardized storage boxes (15" x 12" x 10"). While larger storage
boxes hold more, they are very heavy and difficult to move!

2 Non-Record: Records from other agencies, magazines, books and pamphlets printed by outside agencies,
and physical artifacts (plaques, pictures, trophies), etc.
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J!

STEP 2. Use only standardized storage boxes (15" x 12" x 10").

A

E

Place only those records that have the same destruction date (by record
series, if possible) within each box. You may choose to combine 2
years of destruction together, if a full box for one year is not practical.

Pack the records loosely. Do not overstuff the box. This will allow room
for any interfiles (information added to a box or file that is added after the
box or file has been transferred offsite) that may be necessary at a later
date.

Do not place Pendaflex Folders in the box. Remove files from all
Pendaflex files; re-folder them in manila folders (hand-written labels are
fine, if you desire.)

3-ring binders may be placed sideways (laying down) in the box, or
remove the documents from the binders and place them in a pocket file
folder or other clasp.

Do not use rubber bands. They fall apart quickly and “glue” paper
together.

Records Destruction Procedures Page 4 of 8
©1995-2020 Gladwell Governmental Services, Inc. (909) 337-3516
For internal use only (do not distribute or publish outside the agency)




STEP 3. Enter the contents of the box into the Records Inventory for your department.
The inventory can be in Excel (a sample format is provided,) or in Word.

A. The inventory should be at the level of detail future employees would need to
locate the records they need.

Examples:
Accounts Payable, FY 15-16, A—S

Personnel Files: Gladwell, Diane
Personnel Files: Jones-Turner, Denise

(Some files are indexed at a more detailed level so they can be found)

B. After all the contents of the box have been entered, print out the detailed
contents / file folder listing of that box, and place it on top of the records in the
box.

STEP 4. Label the Box (Permanent, or Not Ready to Destroy). All boxes that are
not to be immediately destroyed must have a Box Label (you do not make a Records
Destruction Form until the records have exceeded their retention period and are ready to
be destroyed.)

For records stored at District facilities, use the box label form we have provided; use the
Department abbreviation in front of the consecutive box number; do not re-use any
number. You may copy & paste information from your inventory form, if you have one.

Box Number Labeling Standards

15T 11=1= 11 OO U R ENG
Finance / Accounts Payable & Accounts Receivable............. AP-AR
Finance / General ACCOUNtiNG............uuuuuiiiiiiiiiiiii s FIN
Firanes: ! Payroll s s sosasm s swams s s PAY
Finance / Utility Billing ........ccovuiiiiiiiiiiiic e uB
€115 | 1Y) F2 1§ 2T [ et —— GM
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HUMAaN RESOUICES ..o HR
POlICE e e PD
Public Works Administration ............oooovoovooee PwW
Risk Management.............ccoooviiiiiiiiic e RM
ROBAS ...ttt et RDS
Secretary of the Board..............ccccceveiiiiiviiiie e SEC
SOl WWASIE oo e et SW
WWaSTEWALET ...t Www
Vb T ..o e WTR

To add new abbreviations, contact the Secretary of the Board.

A. Handwrite the label, or if you are using a computer and printer, copy & paste
the last label, so you always have a blank

B. Create your label, using the next box number.
o Do not reuse any #s! Box # example: CC-148
o List each file folder,
* Descriptions should start with the applicable records series from
the retention schedule
» the first and last date in the folder
= List the retention period
o At the Bottom of the label, enter the Destruction year(s) or Permanent
C. Print or Handwrite 3 (three) labels
D. Paste Labels onto the box (top and 2 ends of box)

= Cut the label so it fits on the end of the box, but does not interfere
with the handles.

. Tape or glue the label to the top and 2 ends of the box
o If more than 1 page, staple across the top (3 staples,) tape
the top of all the forms to the box, then just the bottom
label to the box, leaving the top page so you can lift it up.

D. Set the boxes in an area clearly marked with the signs (e.g. “Transfer....”
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ORIGINAL RECORDS READY TO DESTROY NOW?

STEP 5. Records that have already exceeded their retention period are listed on the
“‘Records Destruction Form”.

A. Copy & paste (“"Save As”) the last form, so you always have a blank

B. Number your box with a red felt marker. “D” box numbers — each “D”
(Destroy) box should have its own unique number.

e.g. “D-ENG-001"

C. Fill out the Form with the records descriptions and years. You may also
staple a list of the records to the form

In general, to be listed at the "Records Series” level of detail, the
records must be all the same type of record, with a very low
probability that any record or file could be subject to a claim, litigation,
audit, or investigation.

D. Print forms on white paper and route for approval.

" Either
o Write in red felt marker the box number (e.g., “D-ENG-001"),

OR
o Tape one copy of the approval form on one end of the box

(tuck under the lid) — or you can just write a box number in red felt
marker on the box (e.g. “D-ENG-001").
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" Every box must be able to be correlated back to the destruction
approval form in the event someone wants to look inside the box, and to
ensure the correct boxes are destroyed after the approval has been
received.

= Sign one copy, route the form for approval (signatures.)

E. Perform Destruction (After authorization has been received)

If Shredding is required, coordinate the date and timing with the Secretary
of the Board and/or other departments to save money.

F. Complete the Certification portion of the Records Destruction Form. If the
destruction is performed by a commercial vendor, ask them for their certificate.

All boxes must have labels, no matter where they are. This allows for searches through
the electronic labels to enable staff to locate the file quickly, and fully comply with the
Public Records Act and litigation / discovery requests.

All Forms are located on the Shared Drive or Intranet.
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Date: Department:

Form RM-1: RECORDS DESTRUCTION AUTHORIZATION FORM

The records listed below (or on the attached list) are scheduled to be destroyed, as indicated on the Records
Retention Schedule.

The records are not the subject of any claim, litigation, investigation, or audit.

(List records here, or attach a list)

From To Retention Retention
Box #

Records Description (Start Date)  (End Date) # Period

Check one option for destruction: -
L] Shredding is Required (Records contain private information) OR

[] Recycle (Records do NOT contain private information)

Employee Preparing Records: Date:

DOCUMENTS HAVE BEEN REVIEWED AND APPROVED FOR DESTRUCTION

Department Head / Division Manager Date
Secretary of the Board Date
General Manager Date

Return this form to the originating department following approval (they coordinate the shredder arrangements)

(Complete after destruction has been performed, if done by employees. If destruction is performed by a
commercial vendor, have them provide you with a certificate.)

| HEREBY CERTIFY that the items listed above have been destroyed in accordance with District policies and
procedures:

Employee Performing Destruction . Date

Return this form to the Secretary of the Board department after completed

©1998-2016 Gladwell Governmental Services, Inc.



Date: Department:

Form RM-1: RECORDS DESTRUCTION AUTHORIZATION FORM

The records listed below (or on the attached list) are scheduled to be destroyed, as indicated on the Records
Retention Schedule.

The records are not the subject of any claim, litigation, investigation, or audit.

(List records here, or attach a list)

Check one option for destruction: -
[] Shredding is Required (Records contain private information) OR

] Recycle (Records do NOT contain private information)

Employee Preparing Records: Date:

DOCUMENTS HAVE BEEN REVIEWED AND APPROVED FOR DESTRUCTION

Department Head / Division Manager Date
Secretary of the Board Date
General Manager Date

Return this form to the originating department following approval (they coordinate the shredder arrangements)

(Complete after destruction has been performed, if done by employees. If destruction is performed by a
commercial vendor, have them provide you with a certificate.)

| HEREBY CERTIFY that the items listed above have been destroyed in accordance with District policies and
procedures:

Employee Performing Destruction . Date

Return this form to the Secretary of the Board department after completed
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Date: Department:

Form RM-1: RECORDS DESTRUCTION AUTHORIZATION FORM

The records listed below (or on the attached list) are scheduled to be destroyed, as indicated on the Records
Retention Schedule.

The records are not the subject of any claim, litigation, investigation, or audit.

(List records here, or attach a list)

From To Retention Retention

Records Description Box #

(Start Date) (End Date) # Period

Check one option for destruction: -
[] Shredding is Required (Records contain private information) OR

] Recycle (Records do NOT contain private information)

Employee Preparing Records: Date:

DOCUMENTS HAVE BEEN REVIEWED AND APPROVED FOR DESTRUCTION

Department Head / Division Manager Date
Secretary of the Board Date
General Manager Date

Return this form to the originating department following approval (they coordinate the shredder arrangements)

(Complete after destruction has been performed, if done by employees. If destruction is performed by a
commercial vendor, have them provide you with a certificate.)

| HEREBY CERTIFY that the items listed above have been destroyed in accordance with District policies and
procedures:

Employee Performing Destruction A Date

Return this form to the Secretary of the Board department after completed
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Date: Department:

Form RM-1: RECORDS DESTRUCTION AUTHORIZATION FORM

The records listed below (or on the attached list) are scheduled to be destroyed, as indicated on the Records
Retention Schedule.

The records are not the subject of any claim, litigation, investigation, or audit.

(List records here, or attach a list)

A From To Retention Retention
HEBOITES DEE el (Start Date)  (End Date) Boxts # Period

Check one option for destruction: -
[] Shredding is Required (Records contain private information) OR

UJ Recycle (Records do NOT contain private information)

Employee Preparing Records; Date:

DOCUMENTS HAVE BEEN REVIEWED AND APPROVED FOR DESTRUCTION

Department Head / Division Manager Date
Secretary of the Board Date
General Manager Date

Return this form to the originating department following approval (they coordinate the shredder arrangements)

(Complete after destruction has been performed, if done by employees. If destruction is performed by a
commercial vendor, have them provide you with a certificate.)

| HEREBY CERTIFY that the items listed above have been destroyed in accordance with District policies and
procedures:

Employee Performing Destruction ‘ Date

Return this form to the Secretary of the Board department after completed
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Date: Department:

Form RM-1: RECORDS DESTRUCTION AUTHORIZATION FORM

The records listed below (or on the attached list) are scheduled to be destroyed, as indicated on the Records
Retention Schedule.

The records are not the subject of any claim, litigation, investigation, or audit.

(List records here, or attach a list)

From To Retention Retention
Box #

Records Description (Start Date)  (End Date) # Period

Check one option for destruction: -

[] Shredding is Required (Records contain private information) OR

] Recycle (Records do NOT contain private information)

Employee Preparing Records: Date:

DOCUMENTS HAVE BEEN REVIEWED AND APPROVED FOR DESTRUCTION

Department Head / Division Manager Date
Secretary of the Board Date
General Manager Date

Return this form to the originating department following approval (they coordinate the shredder arrangements)

(Complete after destruction has been performed, if done by employees. If destruction is performed by a
commercial vendor, have them provide you with a certificate.)

| HEREBY CERTIFY that the items listed above have been destroyed in accordance with District policies and
procedures:

Employee Performing Destruction A Date

Return this form to the Secretary of the Board department after completed

©1998-2016 Gladwell Governmental Services, Inc.




Date: Department:

Form RM-1: RECORDS DESTRUCTION AUTHORIZATION FORM

The records listed below (or on the attached list) are scheduled to be destroyed, as indicated on the Records
Retention Schedule. ,

The records are not the subject of any claim, litigation, investigation, or audit.

(List records here, or attach a list)

: S From To Retention Retention
File # Records Description (Start Date)  (End Date) Box # 4 D

Check one option for destruction:
[] Shredding is Required (Records contain private information) OR

[] Recycle (Records do NOT contain private information)

Employee Preparing Records: Date:

DOCUMENTS HAVE BEEN REVIEWED AND APPROVED FOR DESTRUCTION

Department Head / Division Manager Date
Secretary of the Board Date
General Manager Date

Return this form to the originating department following approval (they coordinate the shredder arrangements)

(Complete after destruction has been performed, if done by employees. If destruction is performed by a
commercial vendor, have them provide you with a certificate.)

| HEREBY CERTIFY that the items listed above have been destroyed in accordance with District policies and
procedures:

Employee Performing Destruction Date

Return this form to the Secretary of the Board department after completed
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