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CITY OF LONG BEACH

DEPARTMENT OF CITY CLERK

333 West Ocean Boulevard Long Beach, CA 90802 562/570-6101 FAX 562/570-6789

February 15, 2011

HONORABLE MAYOR AND CITY COUNCIL
City of Long Beach
California

RECOMMENDATION:

Recommendation to adopt the revisions to the Development Services Department
Administration Bureau, Housing Services, Neighborhood Services and Redevelopment
Agency Records Retention Schedule (as shown in Attachment I), and rescind all previously
applicable Records Retention Titles for Development Services Department Administration
Bureau, Housing Services, Neighborhood Services and Redevelopment Agency.

DISCUSSION

Under Municipal Code Section 1.28.010, records retention schedules for City Manager
departments and elected officials must be submitted to the City Council for approval. The
retention schedules for each department must designate the type, class or series of
records maintained by the department.

In its capacity as responsible agent for operation of the Records Center, the City Clerk
Department has worked with the Development Services Department to revise the Records
Retention Schedule (Attachment ) last adopted on May 10, 1994 and July 13, 2010.

CONCURRENCES

The City Attorney and the Development Services Department concur in the above
recommendation.

FISCAL IMPACT

Appropriations have been budgeted in FY 11 for operation of the City Records Center.

Respectfylly submitted,
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Lar &*Herrera
City Clerk




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: : DATE
DEPARTMENT AGENCY ANNUAL REPORTS OF FINANCIAL
TRANSACTIONS TO STATE CONTROLLER 2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT | REC. CENTER DESTROY

ADMINISTRATION

Original 10 YEARS 50 YEARS 60 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical, C=Confidential

APPROVALS

RECORDS MANAGER Y % DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT AGENCY INSURANCE POLICIES
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original E +3 YEARS E +3 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS: POLICIES DOCUMENTS & BACKUP DATA

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical, C=Confidential

APPROVALS

s
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RECORDS MANAGER A DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
AGREEMENTS & CONTRACTS
DEVELOPMENT SERVICES (REFERENCE COPIES) 2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Duplicate AR AR

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

DUPLICATE SERIES. OFFICIAL IS IN CITY CLERK DEPARTMENT

CONTENTS: INTER - DEPARTMENTAL AGREEMENTS & CONTRACTS (COPIES)
REDEVELOPMENT AGENCY AGREEMENTS WITH CITY (COPIES)
OTHER DEVELOPMENT SERVICES AGREEMENTS & CONTRACTS (COPIES)

RETENTION CODES: AR=Annual Review; A= Audit; C=Closed/Completed; E=Expiration P=Permanent; S= Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C= Confidential

J

APPROVALS

RECORDS MANAGER /{; DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
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ORIGINATING TITLE: DATE
DEPARTMENT AUDITOR’S COPIES CASHIERING

2/15/2011
DEVELOPMENT SERVICES o]
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION

DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION/
CASHIERING
Cashiering Receipts Copies 1 YEAR 1 YEAR 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

NOTES: FILES CONSIST OF AUDITOR'S COPIES OF INDIVIDUAL TRANSACTIONS, FILE BY DATE.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination

VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

M

( /| DEPARTMENT HEAD

CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT AUDIT REPORTS
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY cory RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Duplicate 20 YEARS 20 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)
DUPLICATE SERIES. OFFICIAL IS IN CITY AUDITOR DEPARTMENT.
CONTENTS: REDEVELOPMENT AGENCY AUDIT REPORTS

DEVELOPMENT SERVICES DEPARTMENT AUDIT REPORTS
BUREAU AUDIT REPORTS

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

7

RECORDS MANAGER A DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT BOARDS & COMMISSIONS MEMBERS RECORDS 2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original T+2 YEARS T +2 YEARS

CONTENTS:  BIOGRAPHICAL DATA
APPOINTMENT RECORDS
ATTENDANCE & PAYMENT RECORDS
CORRESPONDENCE & BACKUP DATA

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

NOTE: FOR THIS RECORD SERIES, T (TERMINATION) REPRESENTS TERMINATION OF PARTICIPATION BY A BOARD OR
COMMISION MEMBER. INCLUDES THE REDEVELOPMENT AGENCY BOARD, ECONOMIC DEVELOPMENT COMMISSION
(AND SUBCOMMITTEES), AND OTHER DEVELOPMENT SERVICES BOARDS, COMMISSIONS, AND COMMITTEES.
EVALUATE MATERIALS FOR INCLUSION IN THE RECORD SERIES “DEVELOPMENT SERVICES DEPARTMENT HISTORY
FILES” BEFORE DESTRUCTION OCCURS.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical, C=Confidential

APPROVALS

RECORDS MANAGER
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CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT BOND ADMINISTRATION FILES — AGENCY BONDS 21152011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION ‘
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original C+2 YEARS 5 YEARS C+7YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: FOR THIS RECORD SERIES, C (CLOSED/COMPLETED) REPRESENTS FINAL PAYMENT & CLOSURE OF BOND
ISSUE. ORIGINAL BOND DOCUMENTS & CONTRACTS ARE IN FINANCIAL MANAGEMENT DEPARTMENT, CITY
TREASURER.

CONTENTS:  BOND DOCUMENTS (COPIES/CONFORMED COPIES)
CONTRACTS WITH BOND ADMINISTRATORS/TRUSTEES (COPIES/CONFORMED COPIES)
REPORTS FROM BOND ADMINISTORS/TRUSTEES
CORRESPONDENCE & BACKUP DATA

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT BUDGET WORK FILES
(BUREAU FILES) 2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: DEVELOPMENT SERVICES ADMINISTRATION MAINTAINS OFFICIAL DEPARTMENTAL BUDGET RECORDS; SEE
THE RECORD SERIES “BUDGET FILES (DEVELOPMENT SERVICES DEPARTMENT FILESY’ AND BUDGET WORK FILES
(DEVELOPMENT SERVICES DEPARTMENT FILES)”.

CONTENTS:  ANNUAL BUDGET
WORKPAPERS — NOTES, CALCULATIONS, MEMOS

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS
RECORDS MANAGER af/’ii{;? DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT BUDGET WORK FILES 2/15/2011
(DEVELOPMENT SERVICES DEPARTMENT FILES)
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original 3 YEARS 3 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  PREPARATION SCHEDULES

BUDGET REVIEW
BUREAU BUDGETS
ADJUSTMENTS
FIXED COSTS
WORKSHEETS
DRAFT BUDGET NARRATIVES
CASH FLOW REPORTS

- ESTIMATED EXPENDITURES
OTHER BACKUP MATERIALS

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical, C=Confidential

APPROVALS

RECORDS MANAGER
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT BUDGET FILES 2/15/2011
(DEVELOPMENT SERVICES DEPARTMENT FILES)
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original 20 YEARS 20 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  FINAL BUDGET DOCUMENTS — DEVELOPMENT SERVICES DEPARTMENT
FINAL BUDGET DOCUMENTS — REDEVELOPMENT AGENCY

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical, C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

lomemarivg . | mmoee o T el I e e
DEPARTMENT S | " BUREAU MONITORING - SR

o . PROGRAM ADMINISTRATIVE RECORDS = | 21572011
DEVELOPMENT SERVICES | . = . (REFERENCE COPIES) o e

COPIES/FILES BY ' ' COPY RETENTION PERIOD |

‘DEPT/SECTION ‘ ‘ - DESIGNATION x . R
B . DEPARTMENT .- REC CENTER <o DESTROY.. - -

ADMINISTRATION

_ Duplicate AR | 1o AR

DESCRIPTION: (Purpose, Content, and Method of Filing)

DUPLICATE SERIES. OFFICIAL IS IN THE DEVELOPMENT SERVICES DEPARTMENT BUREAU RESPONSIBLE FOR THE
PROGRAM. ADMINISTRATION RECIEVES INFORMATIONAL COPIES OF PROGRAM ADMINISTRATIVE RECORDS FROM
THE BUREAUS AS PART OF ITS BUREAU MONITORING FUNCTION, , RO

CONTENTS:  PROGRAM RULES, REGULATIONS & GUIDELINES
‘ : PROGRAM AUDITS & BACKUP DATA."
GRANT APPLICATIONS & AGREEMENTS
PROGRAM BUDGET RECORDS
PERFORMANCE, PROGRESS & STATUS REPORTS
FINANCIAL DATA & ANALYSES
PROGRAM — RELATED CORRESPONDENCE

PREPARED BY: City Clerk, Records Manager

RETENTION CODES AR—AnnuaI Rev1ew A“Audlt C= Closed/Completed E—Explratlon P—Permanent S Supe

fed; T=Termination -
: VITAL/HISTORICAL/CONFIDENTIAL CODES: V—Vltal H»Hlstorlcal C= Conﬁdentlal R L T

APPROVALS'

RECORDS MANAGER DEPARTMENT HEAD | _ , CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT BUREAU MONITORING — PROJECT FILES

(REFERENCE COPIES) 2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION

DEPARTMENT | REC.CENTER DESTROY
ADMINISTRATION

Duplicate AR AR

CONTENTS:  APPLICATIONS
AGREEMENTS
FINANCIAL DATA & ANALYSES
REPORTS & STUDIES ‘
CORRESPONDENCE & MEMOS
MAPS, DRAWINGS & PHOTOGRAPHS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

DUPLICATE SERIES. OFFICIAL IS IN THE DEVELOPMENT SERVICES DEPARTMENT BUREAU RESPONSIBLE FOR THE
PROJECT. ADMINISTRATION RECIEVES INFORMATIONAL COPIES OF PROJECT RECORDS FROM THE BUREAUS AS
PART OF ITS BUREAU MONITORING FUNCTION. NOTE THAT THE LIST OF CONTENTS IS REPRESENTATIVE; CONTENTS
WILL VARY FROM PROJECT TO PROJECT.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

Mrom

DEPARTMENT HEA

CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT CITY COUNCIL AGENDAS, LETTERS & MINUTES 21572011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Duplicate 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

DUPLICATE SERIES. OFFICIAL IS IN CITY CLERK DEPARTMENT.

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical, C=Confidential

APPROVALS

Ty

RECORDS MANAGER o )/ DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
CORRESPONDENCE AND/OR CHRONOLOGICAL FILES
DEVELOPMENT SERVICES 2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION | DESIGNATION
DEPARTMENT REC. CENTER DESTROY
Original 2 YEARS 3 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded;
T =Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

Mo

3W\) | DEPARTMENT HEAD

A\ Ut

CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT DEVELOPMENT SERVICES DEPARTMENT HISTORY FILES 2115/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original AR PERMANENT PERMANENT

DESCRIPTION: (Purpose, Content, and Method of Filing)

VITAL/HISTORICAL/CONFIDENTIAL RECORD SERIES: H

CONTENTS:  NEWSCLIPPINGS & PRESS RELEASES
PUBLICATIONS, BROCHURES, ETC.
PHOTOGRAPHS, SLIDES & GRAPHICS
AUDIO & VIDEO TAPES
HISTORICAL DOCUMENTS

PREPARED BY: City Clerk, Records Manager

NOTE: THIS RECORD SERIES IS FOR DOCUMENTS AND MATERIALS WHICH SHOW THE HISTORY AND DEVELOPMENT
OF THE DEVELOPMENT SERVICES DEPARTMENT, ITS EMPLOYEES, ACTIVITIES AND ACCOMPLISHMENTS.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

Mo

DEPARTMENT HEAD

CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT DIRECT PAYMENT (REQUEST FOR)
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION CoPY
ADMINISTRATION/ DESIGNATION | pppaARTMENT | REC. CENTER DESTROY
GENERAL ADMIN
Copies 2 YEARS 2 YEARS
Duplicate 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)
NOTE: FILES CONSIST OF DEPARTMENTAL COPIES OF REQUESTS FOR DIRECT PAYMENT. EACH REQUEST IS
ACCOMPANIED BY A RECEIPT.

REQUESTS ARE FILED CHRONOLOGICALLY.

DUPLICATE SERIES. OFFICIAL IS IN FINANCIAL MANAGEMENT DEPARTMENT.

SCOPE NOTE: INCLUDES GRANT PROGRAM DIRECT PAYMENTS RECORDS, TRAVEL & EXPENSE PAYMENTS RECORDS,
AND GENERAL DEPARTMENTAL DIRECT PAYMENTS RECORDS.

CONTENTS:  INVOICES
DIRECT PAYMENTS DOCUMENTS (DEPARTMENT COPIES)
VOUCHERS (DEPARTMENT COPIES)
CHECKS (COPIES)

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

i | pe _

W/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT EMPLOYEE PERSONNEL FILES ‘2 /152011

DEVELOPMENT SERVICES

COPIES/FILES BY COPY RETENTION PERIOD

DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION /
PERSONNEL

Upon termination of

Until employment records are to be
Termination of transferred to Human
employment Resources where they are
retained for 15 years.
Duplicate records are to be
destroyed
Duplicate T ‘ T

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: PERSONNEL FILES CONTAIN ALL DATA RELATING TO ANY PERSONNEL ACTION. RECORDS INCLUDE
PERSONNEL TRANSACTION FORMS, REQUESTS FOR VACATION OR TIME OFF, NOTICE OF CHANGE OF ADDRESS,
EFFICIENCY RATINGS, CORRESPONDENCE, ETC.

INACTIVE FILES SHOULD BE PURGED AND SENT TO HUMAN RESOURCES.
DUPLICATE RECORDS SHOULD BE DESTROYED.

DUPLICATE SERIES. OFFICIAL IS IN HUMAN RESOURCES AND PAYROLL DEPARTMENTS. UPON TERMINATION OF AN
EMPLOYEE (TERMINATION, TRANSFER OR RETIREMENT), THE DEVELOPMENT SERVICES DEPARTMENT PERSONNEL
FILE IS TURNED OVER TO HUMAN RESOURCES DEPARTMENT.

VITAL/HISTORICAL/CONFIDENTIAL RECORD SERIES: C

CONTENTS:  PERSONNEL PAYROLL TRANSACTION FORMS (P-1)
PERSONNEL DATA
CORRESPONDENCE & MEMOS
CIVIL SERVICE DOCUMENTATION
INSURANCE DOCUMENTATION
REQUESTS FOR VACATION/TIME OFF
PERSONNEL REQUISITIONS (COPIES)
CONFLICT OF INTEREST RECORDS
COLLATERAL EMPLOYMENT RECORDS
PERFORMANCE EVAULATION REVIEWS (COPIES)
WORKERS COMPENSATION CLAIMS

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical, C=Confidential

APPROVALS

RECORDS MANAGER “&Q DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

Hin W &7’5%/
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT EQUIPMENT & PROPERTY INVENTORIES 2152011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original S S

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  DEPARTMENTAL EQUIPMENT
INVENTORY REPORTS
FIXED ASSETS LISTINGS

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

o

RECORDS MANAGER J}a\g? DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT LITIGATION FILES
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original C+2 YEARS C+2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  TRANSCRIPTS & EXHIBITS
JUDGEMENTS & RULINGS
CORRESPONDENCE
BACKUP DATA

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER g)/f " | DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

Hon | bpoar— (Tl
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT MANUALS, POLICIES, PROCEDURES & BULLETINS
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
QOriginal S+2 YEARS S +2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

THIS RECORD SERIES IS FOR ALL MANUALS, PROCEDURES, POLICIES AND BULLETINS ORIGINATING IN AND
PRODUCED BY DEVELOPMENT SERVICES DEPARTMENT AND/OR ITS BUREAUS.

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

Moy . Appocur— CTh

N



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT MANUALS, POLICIES, PROCEDURES & BULLETINS
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COoPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Duplicate S S

DESCRIPTION: (Purpose, Content, and Method of Filing)

DUPLICATE SERIES. OFFICIAL IS IN ORIGINATING CITY DEPARTMENT.

PREPARED BY: City Clerk, Records Manager

RETENTION CODES:; AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITALHISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

Ao | Porvpmdu—— CTh
4 _



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT MINORITY BUSINESS ENTERPRISE (MBE) REPORTS 21512011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Duplicate AR AR

DESCRIPTION: (Purpose, Content, and Method of Filing)

DUPLICATE SERIES. OFFICIAL IS IN PURCHASING.

CONTENTS: REPORTS — ANNUAL & QUARTERLY

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

Hfon

y))' /| DEPARTMENT HEAD

CITY ATTORNEY'S OFFICE

CTh

W/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT MINORITY BUSINESS ENTERPRISE (MBE) REPORTS — 2/15/2011
WORK FILES
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
v DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  DRAFT REPORTS
BACKUP DATA

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER Ly DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

Hior e ol

./



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PAYROLL DISBURSEMENT RECORDS
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
» DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  DISBURSEMENT LOGS
DISBURSEMENT AUTHORIZATION MEMOS

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

i | peace— T

— .



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PAYROLL REPORTS
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Duplicate 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  ACCRUED HOURS REPORTS
TERMINATION REPORTS
LANGUAGE SKILLS REPORTS
PAYROLL REGISTERS
TIME RECORDS REPORTS

PREPARED BY: City Clerk, Records Manager

DUPLICATE SERIES. OFFICIAL IS IN PAYROLL DEPARTMENT

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

JAon

Vit

DEPARTMENT HEAD

pi\dsesanl

GCIW

CITY ATTORNEY'S OFFICE

W




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PERSONNEL ADMINISTRATIVE FILES
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original S S

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  POLICIES & PROCEDURES
TRAINING INFORMATION
AFFIRMATIVE ACTION PROGRAM MATERIALS
PERSONNEL INVENTORIES & STATUS REPORTS
PERSONNEL REQUISITIONS (DEPARTMENT COPIES)
EXECUTIVE LEAVE LOGS

PREPARED BY: City Clerk, Records Manager

NOTE: THIS RECORD SERIES IS FOR GENERAL ADMINISTRATIVE MATERIALS (NOT EMPLOYEE-SPECIFIC), WHICH ARE
MAINTAINED FOR REFERENCE AND INFORMATIONAL PURPOSES. SEE THE RECORD SERIES ‘PERSONNEL FILES’ FOR
RETENTION OF EMPLOYEE-SPECIFIC RECORDS.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

(IAMTA

JyP

DEPARTMENT HEAD

ipoese

CITY ATTORNEY'S OFFICE

iy

.




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PERSONNEL — AFFIRMATIVE ACTION STATISTICS
REPORTS 2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Duplicate AR AR

DESCRIPTION: (Purpose, Content, and Method of Filing)

DUPLICATE SERIES. OFFICIAL IS IN HUMAN RESOURCES

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER ‘}‘?i DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

Hion | e Cb

L



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PERSONNEL RECRUITMENT FILES
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original C+2 YEARS C+2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

FOR THIS RECORD SERIES, C (CLOSED/COMPLETED) REPRESENTS THE SELECTION OF A PERSON TO FILL A VACANT
POSITION. ' '

CONTENTS:  RESUMES
JOB DESCRIPTIONS
EVALUATIONS
NOTIFICATION LETTERS
CORRESPONDENCE

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORN. )(‘S OFFICE

HR bogposer— =]

L/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PETTY CASH FILES (IMPREST FUNDS)
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  PAYMENT RECORDS
CHECK COPIES
MEMOS
BACK UP DATA

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

b e 2

/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
PUBLIC RECORDS ACT REQUESTS
DEVELOPMENT SERVICES 21572011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original 2 YEARS 2 YEARS

Subpoenas

DESCRIPTION: (Purpose, Content, and Method of Filing)
CONTENTS: Public Records Act requests

Transmittal documents
Deposit Receipt Requests

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR =Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded;
T=Termination VITAL/HISTORICAL/ CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

AR

DEPARTMENT HEAD

WW

CITY ATTORNEY'S OFFICE

=

N




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PURCHASING - BIDS, PROPOSALS, QUOTES (UNSUCCESSFUL)
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

THIS RECORD SERIES IS FOR UNSUCCESSFUL RESPONSES ONLY. RETENTION OF SUCCESSFUL BIDS, PROPOSALS AND
QUOTES IS ADDRESSED IN THE RECORD SERIES “PURCHASING —~ VENDORS, CONTRACTORS & CONSULTANTS FILES”
HELD BY DEVELOPMENT SERVICES ADMINISTRATION.

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS
w10
RECORDS MANAGER JA ,} iy DEPARTMENT HEAD CITY ATTO_RNEz'S OFFICE
)
-/ '



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PURCHASING — JOURNAL VOUCHERS

(DEPARTMENT COPIES) 2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION

DEPARTMENT | REC.CENTER DESTROY
ADMINISTRATION

Duplicate 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

DUPLICATE SERIES. OFFICIAL IS IN FINANCIAL MANAGEMENT.

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER \\};:1\3 DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

S



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PURCHASING - PURCHASE REQUISITION LOGS 211572011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original S S

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS
N
RECORDS MANAGER f‘ ) | DEPARTMENT HEAD CITY ATTOR) EﬂgS OFFICE
Mf2r b paoten— el

N



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PURCHASING —
VENDORS, CONTRACTORS & CONSULTANT FILES 2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original C+2 YEARS 3 YEARS C+5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: OFFICIAL COPIES OF PURCHASING DOCUMENTS ARE IN PURCHASING DEPARTMENT. OFFICIAL COPIES OF
PAYMENT RECORDS ARE IN FINANCIAL MANAGEMENT DEPARTMENT. ORIGINAL CONTRACTS AND AGREEMENTS
ARE IN THE CITY CLERK DEPARTMENT.

CONTENTS:  PURCHASE ORDERS (DEPARTMENT COPIES)
CONTRACTS/AGREEMENTS (COPIES)
INVOICES & PAYMENTS DOCUMENTATION (COPIES)
PURCHASE REQUISITIONS (DEPARTMENT COPIES)
VOUCHERS (DEPARTMENT COPIES)
PROPOSALS, BIDS, QUOTES
CORRESPONDENCE & BACKUP DATA

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

Mo W%M/ @ﬁ?/

L



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT PURCHASING — )
VENDORS, CONTRACTORS & CONSULTANT FILES - TIDELANDS /15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT | REC. CENTER DESTROY
ADMINISTRATION
Original PERMANENT PERMANENT PERMANENT

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: OFFICIAL COPIES OF PURCHASING DOCUMENTS ARE IN PURCHASING DEPARTMENT. OFFICIAL COPIES OF
PAYMENT RECORDS ARE IN FINANCIAL MANAGEMENT DEPARTMENT. ORIGINAL CONTRACTS AND AGREEMENTS
ARE IN THE CITY CLERK DEPARTMENT.

CONTENTS:  PURCHASE ORDERS (DEPARTMENT COPIES)
CONTRACTS/AGREEMENTS (COPIES)
INVOICES & PAYMENTS DOCUMENTATION (COPIES)
PURCHASE REQUISITIONS (DEPARTMENT COPIES)
VOUCHERS (DEPARTMENT COPIES)
PROPOSALS, BIDS, QUOTES
CORRESPONDENCE & BACKUP DATA

ALL RELATING TO TIDELANDS.

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER ;‘%; DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

e CTH-

N



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT RECORDS MANAGEMENT FILES
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY corY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original S S

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  RETENTION SCHEDULES
STORED RECORDS LISTS
DESTROYED RECORDS LISTS

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

VY



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT SPECIAL PROJECTS 21572011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Inactivity +
1 YEAR 4 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

FILES CONSIST OF CORRESPONDENCE, MEMOS, AND REPORTS PERTAINING TO SPECIAL PROJECTS INVOLVING THE
DEPARTMENT OF DEVELOPMENT SERVICES. SUCH AS LARGE DEVELOPMENT PROJECTS INVOLVING THE DIRECTOR,
SPECIAL STUDIES OF FINANCIAL OR ADMINISTRATIVE INFORMATION, COMMITTEE ASSIGNMENTS OR PUBLIC
CITIZEN OUTREACH PROJECTS, ET CETERA.

FILES ARE MAINTAINED FOR EACH SEPARATE PROJECT FOR THE DURATION OF THE LIFE OF THE PROJECT.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

. APPROVALS
RECORDS MANAGER YV | DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
Y e 4 / 3
A W Gj@j}}/

R




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT SPECIAL PROJECT FILES - TIDELANDS
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original PERMANENT PERMANENT PERMANENT

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: CONTENTS LISTED ARE REPRESENTATIVE; CONTENTS WILL VARY FROM PROJECT TO PROJECT.

CONTENTS:  RESEARCH DATA
CORRESPONDENCE & MEMOS
STUDIES & REPORTS
CONSULTING RECORDS
PURCHASING DATA
ANALYSES & WORK PLANS/PROGRAMS
MAPS & DRAWINGS

ALL RELATING TO TIDELANDS

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER 1\:\ DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT STATEMENTS OF INDEBTEDNESS (SOlIs) 21152011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original 20 YEARS 20 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS: STATEMENTS & EXHIBITS

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical, C=Confidential

APPROVALS
RECORDS MANAGER “35: DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
o L Tl

%



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT STATEMENTS OF INDEBTEDNESS (SOIs) - WORK FILES 21512011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original 3 YEARS 3 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  WORKPAPERS & BACKUP DATA
CORRESPONDENCE & MEMOS
RESPONSES TO LOS ANGELES COUNTY

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

i e s

N



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT SUBJECT & REFERENCE FILES
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Original AR AR

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  MAGAZINES, ARTICLES & NEWSCLIPPINGS
REPORTS & STUDIES
NEWSLETTERS
BROCHURES
OTHER PUBLICATIONS

PREPARED BY: City Clerk, Records Manager

THIS SERIES INCLUDES FILES COMPILED ON VARIOUS TOPICS FOR REFERENCE AND INFORMATIONAL PURPOSES.

IT DOES NOT INCLUDE FILES THAT CONTAIN DOCUMENTATION OF BUSINESS TRANSACTIONS. EXAMPLES ARE FILES
ON ORGANIZATIONS, CONFERENCES, COMMITTEES, LEGISLATION & REGULATIONS, POTENTIAL CONSULTANTS,
CONTRACTORS OR DEVELOPERS, DEMOGRAPHICS, BUSINESS TRENDS, ETC.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

Mo

DEPARTMENT HEAD

CITY ATTORNEY'S OFFICE

CETH

P
o




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
TIME SHEET
DEPARTMENT S 211572011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original 3 YEARS 3 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS: EMPLOYEE TIMESHEETS (ORIGINALS)

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER o DEPARTMENT HEAD CITY ATTORNI%,Y'S OFFICE

A W | @?ﬁ%’/

\J



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT TRAVEL & EXPENSE RECORDS
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Duplicate 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS: REQUEST MEMOS

DIRECT PAYMENT FORMS
PAYMENT CHECKS (COPIES)
BILLS (COPIES)

EXPENSE REPORTS (COPIES)

PREPARED BY: City Clerk, Records Manager

REQUEST FOR TRAVEL AUTHORIZATION

DUPLICATE SERIES DEVELOPMENT SERVICES ADMINISTRATION MAINTAINS THE OFFICIAL DEPARTMENTAL COPIES
OF THESE RECORDS (SEE THE RECORD SERIES “PURCHASING — DIRECT PAYMENTS RECORDS”). OFFICIAL CITY
COPIES ARE IN FINANCIAL MANAGEMENT DEPARTMENT.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination

VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical, C=Confidential

APPROVALS

RECORDS MANAGER 1) | DEPARTMENT HEAD

CITY ATTORNEY'S OFFICE

# I?)ﬂ WY WM
-/

T




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING | TITLE: DATE
DEPARTMENT WORKERS COMPENSATION — CALIFORNIA OCCUPATIONAL
SAFETY & HEALTH (CAL/OSHA) LOGS 2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT | REC.CENTER DESTROY

ADMINISTRATION

Duplicate 5 YEARS ' 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)
DUPLICATE SERIES. OFFICIAL IS IN WORKER’S COMPENSATION

CONTENTS:

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS
0
RECORDS MANAGER .y))) | DEPARTMENT HEAD CITY ATIENgy-s OFFICE
Ao W —J H

L



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT WORKPLACE SAFETY ANNUAL REPORTS
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION
Duplicate 3 YEARS 2 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

DUPLICATE SERIES. OFFICIAL IS IN RISK MANAGEMENT

CONTENTS:

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE

Ao brpedee— G

U/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING TITLE: DATE
DEPARTMENT WORKPLACE SAFETY INSPECTIONS
2/15/2011
DEVELOPMENT SERVICES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY

ADMINISTRATION

Original 3 YEARS 2 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS
RECORDS MANAGER / DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
JAm Wﬂ/ /J@/

o
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH -

ORIGINATING DEPARTMENT » TITLE: DATE
BOND ADMINISTRATION FILES

DEVELOPMENT SERVICES 2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION

DEPARTMENT REC. CENTER DESTROY
HOUSING SERVICES
HOUSING DEVELOPMENT Original C+2 YEARS 5 YEARS C+7YEARS

TREASURER,

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS:  BOND DOCUMENTS (COPIES/COMFORMED COPIES)
CONTRACTS WITH BOND ADMINISTRATORS (COPIES/CONFORMED COPIES)
REPORTS FROM BOND ADMINISTRATORS/TRUSTEES
CORRESPONDENCE & BACKUP DATA

PREPARED BY: City Clerk, Records Manager

NOTE: FOR THIS RECORD SERIES, C (CLOSED/COMPLETED) REPRESENTS FINAL PAYMENTS AND CLOSURE OF A BOND
ISSUE. ORIGINAL BOND DOCUMENTS & CONTRACTS ARE IN FINANCIAL MANAGEMENT DEPARTMENT, CITY

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS
RECORDS MANAGER DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
- v ) Agr—

()

UV




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH .

ORIGINATING DEPARTMENT TITLE: DATE
PROJECT FILES
DEVELOPMENT SERVICES 2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
HOUSING SERVICES
HOUSING DEVELOPMENT Original C+3 Years C+3 Years

IS REQUIRED).

CONTENTS: CONTRACTS

DESCRIPTION: (Purpose, Content, and Method of Filing)

LOAN DOCUMENTS

REPORTS & STUDIES
CORRESPONDENCE & BACK UP DATA
PROJECT MONITORING RECORDS

PREPARED BY: City Clerk, Records Manager

NOTES: FOR THIS RECORD SERIES, C (CLOSED/COMPLETED) REPRESENTS COMPLETION OF CONTRACT AND LOAN
TERMS, AND COMPLETION OF MONITORING ACTIVITIES (FOR THOSE PROJECTS WHERE COMPLIANCE MONITORING

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS
!
RECORDS MANAGER Al él/f’ DEPARTMENT HEAD CITY ATTORNEY'S OFFICE
- j)
oM ' AL , -
7%0 //A(\ A" // A -
J

YA




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT : TITLE: DATE
LONG BEACH HOUSING DEVELOPMENT CO. -
DEVELOPMENT SERVICES CORPORATE RECORDS 2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
HOUSING SERVICES
HOUSING DEVELOPMENT Original T T

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS: ARTICLES OF INCORPORATION
BYLAWS & AMENDMENTS
MINUTES & AGENDAS
IRS RECORDS

PREPARED BY: City Clerk, ‘Records Manager

NOTE: FOR THIS RECORD SERIES, T (TERMINATION) REPRESENTS LIFE OF THE LONG BEACH HOUSING

DEVELOPMENT CO. RECORDS ARE TO BE MAINTAINED AS LONG AS THE ORGANIZATION IS IN EXISTENCE.
RECORDS SHOULD BE EVALUATED FOR INCLUSION IN THE RECORD SERIES “COMMUNITY DEVELOPMENT.
DEPARTMENT HISTORY FILES” BEFORE DESTRUCTION OCCURS.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S==Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

pfeon

ud?

?‘,E Vo

AN —
i

o

DEPARTMENT HEAD CI A’I‘URNEY‘ OFFICE
7 ‘
U ‘
: J T




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH HOUSING DEVELOPMENT CO. -
DEVELOPMENT SERVICES FINANCIAL RECORDS 211512011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
HOUSING SERVICES
HOUSING DEVELOPMENT Original 7 YEARS 7 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS: AUDITS & BACKUP DATA
BANK RECORDS

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

Fom

JM’V DEPARTMENT HEAD

P

TTO?NEY'S OFFICE
/ fktygrr

N




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT i TITLE: DATE
PROGRAM ADMINISTRATION RECORDS
DEVELOPMENT SERVICES 2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
HOUSING SERVICES
HOUSING DEVELOPMENT Original 3 YEARS 3 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)
NOTE: ORIGINAL CONTRACTS ARE IN CITY CLERK DEPARTMENT
CONTENTS: CONTRACTS {‘COPIES)

PROGRAM AUDITS & BACKUP DATA

PROGRAM SUMMARY REPORTS
PROGRAM-RELATED CORRESPONDENCE

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A =Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

Afor

W7

DEPARTMENT HEAD

Ww/

CI/T%TTOTY' S OFFICE
d M. T /Z%Z -




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
PROGRAM FINANCIAL AUDITS

DEVELOPMENT SERVICES 2/15/2011

COPIES/FILES BY COPY RETENTION PERIOD

DEPT/SECTION DESIGNATION

‘ DEPARTMENT REC. CENTER DESTROY

HOUSING SERVICES

HOUSING DEVELOPMENT Original 7 YEARS 7 YEARS

CONTENTS:. AUDIT REPORTS
CORRESPONDENCE & BACKUP DATA

PREPARED BY: City Clerk, Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR =Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=_Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

HMin

)

DEPARTMENT HEAD

W

CIT,

TT

r
K

/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT ) TITLE: DATE
PROGRAM RULES, REGULATIONS & GUIDELINES
DEVELOPMENT SERVICES 2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
HOUSING SERVICES
HOUSING DEVELOPMENT Original S S

CONTENTS: .

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S==Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

HMion

)

Y'S OFFICE

ZZ\ V/Z%Q@I“}V

DEPARTMENT HEAD CIT TTO,
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

COMMUNITY DEVELOPMENT ADVISORY COMMITTEE (CDAC)
DEVELOPMENT SERVICES , MINUTES 2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION

DEPARTMENT REC. CENTER DESTROY

NEIGHBORHOOD SERVICES
NEIGHBORHOOD Original PERMANENT PERMANENT
IMPROVEMENT

CONTENTS: -

DESCRIPTION: (Purpose, Content, and Method of Filing)

VITAL/HISTORICAL/CONFIDENTAIL RECORD SERIES: H

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical, C=Confidential

APPROVALS
RECORDS MANAGER DEPARTMENT HEAD CITY;ATTORNE "S OFFICE
7&%’9)7 /2} X ,{;g,gfg Voo
- (/ !




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

COMMUNITY DEVELOPMENT ADVISORY COMMITTEE (CDAC)
DEVELOPMENT SERVICES AGENDA PACKAGES 2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION

DEPARTMENT 'REC. CENTER DESTROY

NEIGHBORHOOD SERVICES
NEIGHBORHOOD Original 2 YEARS 2 YEARS
IMPROVEMENT :

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS: AGENDAS & BACK UP DATA

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD CITA ATTQRNE% OFFICE

S

{

Hon MV WW b 4&/5/?@’1’“/
R



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

GRANT ADMINISTRATION FILES-

DEVELOPMENT SERVICES 2/15/2011

COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION

DEPARTMENT REC. CENTER DESTROY
NEIGHBORHOOD SERVICES
NEIGHBORHOOD Original C + 5 YEARS 5 YEARS C + 10 YEARS
IMPROVEMENT :

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: THIS RECORD SERIES IS FOR DOCUMENTATION AND RECORDS OF GRANTS FROM AGENCIES OTHER.THAN
HUD (HOUSING & URBAN DEVELOPMENT)

CONTENTS: REGULATIONS, PROCEDURES & GUIDELINES
AUDIT REPORTS, RESPONSES & BACKUP DATA
MONITORING REPORTS, RESPONSES & BACKUP DATA
PROGRAM SUMMARY REPORTS & BACKUP DATA

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S==Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
GRANT (HUD) ADMINISTRATION FILES
DEVELOPMENT SERVICES
2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
NEIGHBORHOOD SERVICES
NEIGHBORHOOD Original C+5 YEARS 5 YEARS C+ 10 YEARS
IMPROVEMENT :

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

CONTENTS: REGULATIONS, PROCEDURES & GUIDELINES
AUDIT REPORTS, RESPONSES & BACKUP DATA
MONITORING REPORTS, RESPONSES & BACKUP DATA
PROGRAM SUMMARY REPORTS & BACKUP DATA

NOTE: FOR THIS RECORD SERIES, C (CLOSED/COMPLETED) REPRESENTS THE SUBMISSION OF THE COMMUNITY

DEVELOPMENT BLOCK GRANT (CDBG) FINAL STATEMENT FOR THE PROGRAM YEAR FOLLOWING THE PROGRAM
YEAR OF THE SUBJECT RECORDS. WHEN THE STATEMENT FOR THE FOLLOWING PROGRAM YEAR IS SUBMITTED,
THE ADDITIONAL RETENTION PERIOD (5 + 5 YEARS) BEGINS

RETENTION CODES: AR=Annual Review; A =Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
. GRANT HUD ADMINISTRATION - REPORTS TO HUD
DEVELOPMENT SERVICES
2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
NEIGHBORHOOD SERVICES
NEIGHBORHOOD Original C + 10 YEARS C + 10 YEARS
IMPROVEMENT

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

CONTENTS: GRANTEE PERFORMANCE REPORT & BACKUP DATA
ANNUAL STATEMENT OF OBJECTIVES, AMENDMENTS & BACKUP DATA

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=_Superseded;
T =Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

NEIGHBORHOOD IMPROVEMENT/HOME IMPROVEMENT
DEVELOPMENT SERVICES PROGRAMS - PROGRAM ADMINISTRATION FILES 211512011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION

DEPARTMENT | REC. CENTER DESTROY

NEIGHBORHOOD SERVICES
NEIGHBORHOOD Original C + 5 YEARS 5 YEARS C + 10 YEARS
IMPROVEMENT

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

CONTENTS: REGULATIONS, PROCEDURES & GUIDELINES
AUDIT REPORTS, RESPONSES & BACKUP DATA
PROGRAM SUMMARY REPORTS

NOTE: FOR THIS RECORD SERIES, C (CLOSED/COMPLETED) REPRESENTS THE SUBMISSION OF THE COMMUNITY

DEVELOPMENT BLOCK GRANT (CDBG) FINAL STATEMENT FOR THE PROGRAM YEAR FOLLOWING THE PROGRAM
YEAR OF THE SUBJECT RECORDS. WHEN THE STATEMENT FOR THE FOLLOWING PROGRAM YEAR IS SUBMITTED,
THE ADDITIONAL RETENTION PERIOD (5 + 5 YEARS) BEGINS

RETENTION CODES: AR =Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital, H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

NEIGHBORHOOD IMPROVEMENT/HOME IMPROVEMENT
DEVELOPMENT SERVICES PROGRAMS - PROJECT FILES 211512011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION

DEPARTMENT REC. CENTER DESTROY

NEIGHBORHOOD SERVICES
NEIGHBORHOOD Original C + 1 YEAR 2 YEARS C + 3 YEARS
IMPROVEMENT

DESCRIPTION: (Purpose, Content, and Method of Filing)

INCLUDES: HOME IMPROVEMENT REBATE PROGRAM, PAINT REBATE PROGRAM, TOOL RENTAL PROGRAM,
NEIGHBORHOOD SPONSORED DUMPSTER PROGRAM, GRAFFITI REMOVAL AND GRAFFITI PREVENTION LANDSCAPE
PROGRAMS.

CONTENTS:  APPLICATIONS
QUALIFICATION DOCUMENTATION
RECEIPTS
PAYMENT RECORDS
PHOTOGRAPHS
CORRESPONDENCE

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=_Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS
RECORDS MANAGER DEPARTMENT HEAD CITY/ATTO Y'S OFFICE
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: 271502011
DEFERRED PAYMENT LOANS (DPL) -
DEVELOPMENT SERVICES CANCELED LOAN FILES
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
NEIGHBORHOOD SERVICES
HOUSING REHABILITATION | Original C+3 C+3

CONTENTS: APPLICATIONS

DESCRIPTION: (Purpose, Content, and Method of Filing)

CORRESPONDENCE
SEE CONTENTS, “DEFERRED PAYMENT LOANS” - LOAN FILES

Vital/Historical/Confidential Record Series:

PREPARED BY: City Clerk, Records Manager

FOR THIS RECORD SERIES, C (CLOSED/COMPLETED) REPRESENTS CANCELLATION OF LOAN APPLICATION.
CONTENTS WILL VARY FROM FILE TO FILE DEPENDING ON STATUS OF LOAN AT THE TIME OF CANCELLATION.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S==Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
DEFERRED PAYMENT LOANS (DPL) -
DEVELOPMENT SERVICES CANCELED LOAN LOG
2/15/2011
COPIES/FILES BY COPY RETENTION PERIOD
DEPT/SECTION DESIGNATION
DEPARTMENT REC. CENTER DESTROY
NEIGHBORHOOD SERVICES

HOUSING REHABILITATION | Original

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: City Clerk, Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded;
T=Termination VITAL/HISTORICAL/CONFIDENTIAL CODES: V=Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER
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