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Colfax City Council Meetings are ADA compliant. If you need disability-related modification or 
accommodation including auxiliary aids or services to participate in this meeting, please contact the City 
Clerk at (530) 346-2313 at least 72 hours prior to make arrangements for ensuring your accessibility. 

February 8, 2023 

Matters on the Consent Calendar are routine in nature and will be approved by one blanket motion with a Council vote. No 
discussion of these items ensues unless specific items are pulled for discussion and separate action. If you wish to have             an 
item pulled from the Consent Agenda for discussion, please notify the Mayor. 
Recommended Action: Approve Consent Calendar 

       3A. Authorize Remote Teleconference Meetings Pursuant to Government Code Section 54953(e) 
[AB 361]. (Pages 4-7) 
Recommendation: Adopt Resolution __-2023 Authorizing Remote Teleconference Meetings 
Pursuant to Government Code Section 54953(e) [AB 361]. 

       3B. Minutes (Pages 8-10) 

Recommendation: By Motion, approve the Colfax City Council minutes of 1/25/2023. 

       3C. Quarterly Investment Report – Quarter ended 12/31/22 (Pages 11-19) 
Recommendation: Accept and file 

       3D. Property Management Agreement (Pages 20-39) 
Recommendation:  Adopt Resolution__-2023 authorizing the City Manager to enter into a 
professional services agreement with Foothill Properties to set fair market rates, solicit tenants, and 
manage tenant contracts for City-owned properties for a three-year term with an option to renew for 
an additional two years. 

       3E. Records Retention Schedule (Pages 40-86) 
Recommendation:  Adopt Resolution__-2023 and the Records Retention Schedules. 

    *** End of Consent Calendar *** 

4 AGENCY REPORTS 

       4A. Placer County Sheriff Department 

       4B. CHP 

       4C. Placer County Fire Department/CAL FIRE 

       4D. Non-Profits 

5 PRESENTATION (No Presentation) 

6 PUBLIC HEARING (No Public Hearing) 

7 PUBLIC COMMENT 
Members of the public are permitted to address the Council orally or in writing on matters of concern to the public within 
the subject matter jurisdiction of the City that are not listed on this agenda. Please make your comments as succinct as 
possible. Oral comments made at the meeting may not exceed five (5) minutes per speaker. Written comments should not 
exceed 800 words. Written comments received before the close of an agenda item may be read into the record, with a 
maximum allowance of five (5) minutes in length. Council cannot act on items not listed on this agenda but may briefly 
respond to statements made or questions posed, request clarification, refer the matter to staff, or place the matter on a 
future agenda. 

2



http://colfax-ca.gov/




City of Colfax          Authorize Remote Teleconference Meetings 
Staff Report February 8, 2023    Under Government Code Section 54953(e)    

4. If a disruption occurs that prevents the city from broadcasting the meeting or that prevents the public
from participating or commenting using the call-in option, no further action on the agenda items can be
taken until the disruption is remedied. (GC 54953(e)(2)(D)).

5. The City cannot require public comments to be submitted in advance of the meeting and must allow
for comments to be made in “real time”. This does not require the city to provide a physical location
from which the public may attend or comment. (GC 54953(e)(2)(E)).

6. GC Section 54953.3 precludes the City from requiring meeting attendees to register his or her name
or to provide other information, complete a questionnaire, or fulfill any other condition precedent to
attendance. AB 361 provides that individuals who want to provide public comment through the use of an
internet website or other online platform not under the City’s control may nevertheless be required to
register as required by that third-party internet website or online platform to participate. (GC
54953(e)(2)(F)).

7. Colfax takes public comment separately on each agenda item so it will have to allow a reasonable
amount of time per agenda item for the public to register or be recognized for the purpose of providing
public comment. (GC 54953(e)(2)(G)(ii)). This generally applies to the public comment period on
matters within the City’s subject matter jurisdiction.

8. The following findings must be made within 30 days after teleconferencing under AB 361 for the
first time without complying with Government Code Section 54953(b)(3) and every 30 days thereafter:
(A) The Council has reconsidered the circumstances of the state of emergency, (B) Either the state of
emergency continues to directly impact the ability of the Council to meet safely in person, or state or
local officials continue to impose or recommend measures to promote social distancing. (GC
54953(e)(3)). Staff plans to place this periodic review on the Consent Calendar.

Staff is prepared to implement these requirements and will be available to answer any questions.  

Fiscal Impact 
None 

Attachments: 
1. Resolution __-2023
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_________________________________________________________________________________________ 
City of Colfax Authorizing Remote Teleconference Meetings Pursuant To 

Government Code Section 54953(e) [AB361] Resolution __-2023 

City of Colfax 
City Council 

Resolution  __-2023 

AUTHORIZING REMOTE TELECONFERENCE MEETINGS PURSUANT TO GOVERNMENT CODE 
SECTION 54953(e) [AB 361]  

WHEREAS, Government Code Section 54953(e), as adopted by Assembly Bill 361 (AB 361) allows the 
Council to hold open meetings by teleconference without reference to otherwise applicable requirements of 
Government Code Section 54953(b)(3), so long as Council complies with legally-imposed requirements, there 
exists a declared state of emergency, and one of the following circumstances is met: (1) State or local officials 
have imposed or recommended measures to promote social distancing, (2) Council is holding the meeting for the 
purpose of determining, by majority vote, whether as a result of the emergency, meeting in person would present 
imminent risks to the health and safety of attendees, and (3) Council has determined, by majority vote, that as a 
result of the emergency, meeting in person would present imminent risks to the health and safety of attendees; 
and, 

WHEREAS, on March 4, 2020, the Governor proclaimed a state of emergency pursuant to Government 
Code Section 8625, and that proclamation remains in effect; and, 

WHEREAS, the City Council, having reconsidered the circumstances of the state of emergency,  
hereby declares that a state of emergency as a result of the threat of COVID-19 still exists and continues to 
impact the ability of members of the public, the City Council, Council subcommittees, City staff and 
consultants to meet safely in person. 

NOW THEREFORE, BE IT RESOLVED BY the City Council of the City of Colfax as follows: 

1. The foregoing recitals are true and correct statements of fact and are incorporated into this
Resolution by this reference. 

2. The City Council hereby finds and declares the following conditions are met as required by
Government Code Section 54953(e)(3): 

(i) The Governor of California proclaimed a state of emergency on March 4, 2020, pursuant
to Government Code Section 8625, which remains in effect. 

(ii) The City Council has determined that, as a result of the emergency, meeting in person
would present imminent risks to the health and safety of attendees. 

3. The City Manager is authorized to utilize teleconferencing to conduct all City of Colfax public
meetings pursuant to AB 361 and Government Code Section 54953(e). 

4. In accordance with AB 361, the City Council shall reconsider the passage of this Resolution not
less than every 30 days to determine whether a state of emergency continues to directly impact the ability of the 
Council to meet safely in person, or whether state or local officials continue to impose or recommend social 
distancing, until this Resolution is rescinded.  







Minutes 1/25/2023 
           3H. Agreement with Pelayo Construction for City Facility Repairs 

Recommendation: Adopt Resolution 05-2023 authorizing the City Manager to enter into an 
agreement with Pelayo Construction for City facility repairs in an amount not to exceed $19,380. 

  ***End of Consent Calendar*** 
By MOTION, approve the consent calendar. 
MOTION made by Councilmember Lomen and seconded by Councilmember Ackerman, and 
nanimously approved. 

4 AGENCY REPORTS 
4A. Placer County Sheriff Office – Station Commander, Sgt. Kevin Griffiths presented annual response 

statistics and also provided a synopsis of a recent event that occurred at Colfax High School which 
incorporated responses from multiple allied agencies and participation at the Sierra Vista 
Community Center with coordination from the school  

4B. CHP – Public Information Officer Jason Lyman described his department’s involvement and being 
on a search team at the incident at Colfax High School as well as traffic safety and safe snow play 
areas along the freeway corridor. 

4C. Placer County Fire/CAL FIRE – Assistant Chief Bob Counts described the coordinated response 
to the school. 2 CAL FIRE peace officers responded to join search teams, as well the Tactical 
Emergency Medical Support (TEMS) team and a drone operator. He also spoke about the status of 
Rescue 36 apparatus. 

4D. Non-Profits – None 
5 PRESENTATION (None) 
6 PUBLIC HEARING (None) 

7 PUBLIC COMMENT 
Tim Dion spoke about licensing of medicinal and adult-use cannabis. Council clarified the topic of 
the agenda item for the February 22nd meeting to be firstly, if the current cannabis licensing City 
ordinance is in compliance with California State Law and secondly if Council has any policy 
direction to amend the ordinance. 

8 COUNCIL AND STAFF 

8A. Committee Reports and Colfax Informational Items – All Councilmembers – Councilmember 
Lomen announced that the City’s negotiations with Union Pacific were successful regarding 
obtaining an easement on Railroad Street. Councilmember Douglass explained that he attended a 
Homelessness Response Project and didn’t have an update yet. 

8B. City Operations Update – City Manager – City Manager Heathcock presented a map and 
described the acquisition of Railroad Street ingress/egress easement from Union Pacific which 
would be presented at the next Council meeting. He also discussed a hypothetical project timeline. 

9 COUNCIL BUSINESS  

           9A. City of Colfax Audit Report as of Fiscal Year Ended June 30, 2022 
Presentation by: Ingrid Sheipline, Managing Partner (Richardson and Co.), Auditor 
Recommendation: Accept and receive Fiscal Year Ended June 30, 2022, Audit Report. 
Finance Director Laurie Van Groningen discussed the history and relevance of the audit and also 
thanked Administrative Analyst, Shanna Stahl and the consultants and City staff. Managing Partner, 
Ingrid Sheipline presented the summary of the audit report and described a clean report. City 
Manager Heathcock and Council also thanked Finance Director Van Groningen and Administrative 
Analyst Stahl. 
By MOTION, accept and receive the Fiscal Year Ended June 30, 2022 Audit Report. 
MOTION made by Mayor Pro Tem Mendoza and seconded by Councilmember Ackerman, and 

nanimously approved. 
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CITY OF COLFAX 
ADMINISTRATIVE POLICIES AND PROCEDURES 

Subject: 
Effective Date: 
Resolution: 

Investment Policy 
October 8,2014 
Resolution No. 29-2014 

SCOPE AND AUTHORITY 

The purpose of this policy is to establish a prudent and systematic Investment Policy, and to 
organize and formalize investment-related activities. 

The City'S Investment Policy is authorized under the California Government Code, section 
53600, et, seq.as it applies to the investment of public funds. 

It is intended that this policy cover all funds and investment activities under the direct authority 
of the City of Colfax. Investments authorized by Fiscal Agents pursuant to bonded debt are 
controlled by the terms and conditions of the specific bond, and may not necessarily coincide 
with the Investment Policy outlined herein. Investments must conform to Government Code 
Section 53600.5 concerning safekeeping of purchased securities by financial advisers, fiscal 
agent, or consultants. Wherever practical, investments made by a Fiscal Agent on behalf of the 
City will be consistent with this Policy. 

INVESTMENT OBJECTIVES 

Safety - It is the primary duty and responsibility of the City Staff to protect, preserve and 
maintain cash and investments on behalf of the citizens of Colfax. 

Liquidity - An adequate percentage of the City's investment portfolio should be maintained in 
liquid short-term securities which can be converted to cash if necessary to meet disbursement 
requirements. Since all cash requirements cannot be anticipated, investments in securities with 
active secondary or resale markets is highly recommended. Emphasis should be on marketable 
securities with low sensitivity to market risk. 

Yield - Yield should become a consideration only after the basic requirements of safety and 
liquidity have been met. 

A. The overall yield should be designed to attain a market-average rate of return 
throughout budgetary and economic cycles, taking into account the City'S risk 
constraints, the cash flow characteristics of the portfolio, and State and local laws, 
ordinances or resolutions that restrict investments. 

Public Trust - All participants in the investment process shall act as custodians of the public 
trust. Investment officials shall recognize that the investment portfolio is subject to public review 
and evaluation. The overall investment program shall be designed and managed with a degree of 
professionalism that is worthy of the public trust. 
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• A verage weighted yield of all investments; 
• A statement relating the report to the City's Investment Policy; and 
• A statement that there are sufficient funds to meet the City's next six months' financial 

obligations. 

Staff shall also submit the above information annually to the external auditors. 

Periodic reports shall be prepared as required by circumstances or as directed by Council. Such 
circumstances include, but are not limited to, notification that any City investment may be in 
jeopardy or a sudden and significant drop in the current market value of any City investment. 

INTERNAL CONTROLS AND GENERAL GUIDELINES 

A system of internal control shall be implemented to prevent losses of public funds arising from 
fraud, employee error, misrepresentation of third parties, unanticipated changes in financial 
markets, or impmdent actions by employees and officers of the City. 

Controls deemed most important include: 
• The control of collusion and separation of duties; 
• Custodial safekeeping of funds invested or on deposit; 
• Minimizing the number of authorized Investment Officers; and 
• Written documentation of procedures and transactions. 

In selecting financial institutions for the deposit or investment of City funds, the City shall 
consider the credit-worthiness of the institution. Such credit-worthiness shall be monitored on a 
regular basis throughout the period in which City funds are deposited or invested. 

A. Any deposit or investment of funds shall be in writing, signed by the City and the 
authorized representative of the institution. 

B. All transfers must be made by authorized personnel and properly logged and 
documented. 

City staff shall encourage peer review of the City's investments and investment practices. In 
addition, the City's cash management and investment practices shall be included in any outside 
financial audit of the City. 

An annual Cash Flow Forecast may be prepared by the City, and would be used to assist in the 
development of the annual operating budget for the City. 

This Investment Policy shall be reviewed by the City Council on an annual basis as part of the 
budget process. 
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City of Colfax Property Management Agreement 
Resolution __-2023 

City of Colfax 
City Council 

Resolution  __-2023 
AUTHORIZING THE CITY MANAGER TO ENTER INTO A PROFESSIONAL SERVICES 

AGREEMENT WITH FOOTHILL PROPERTIES TO SET FAIR MARKET RATES, 
SOLICIT TENANTS, AND MANAGE TENANT CONTRACTS FOR CITY OWNED 

PROPERTIES FOR A THREE-YEAR TERM WITH AN OPTION TO RENEW FOR AN 
ADDITIONAL TWO YEARS. 

WHEREAS, in January 2017 the Colfax City Council established various project goals for 
professional staff; and, 

WHEREAS, the Council tasked staff to procure professional property management services to 
set fair market rates, solicit tenants, and manage tenant contracts for City properties that are available 
for tenancy; and, 

WHEREAS, In February 2018, City Council adopted Resolution 08-2018 authorizing the City 
Manager to enter into a Professional Services Agreement with Foothill Properties to set fair market 
rates, solicit tenants, and manage tenant contracts for City-owned properties for a three-year term with 
an option to renew for an additional two years. 

WHEREAS, Foothill Properties has provided professional services to the city for the past 5 
years. City staff has found Foothill Properties’ services to be satisfactory and recommends their 
continued business. 

NOW THEREFORE, BE IT RESOLVED the City Council of the City of Colfax authorizes 
the City Manager to enter into a professional services agreement with Foothill Properties to set fair 
market rates, solicit tenants, and manage tenant contracts for City-owned properties for a three-year 
term with an option to renew for an additional two years. 

THE FOREGOING RESOLUTION WAS DULY AND REGULARLY ADOPTED at the 
Regular Meeting of the City Council of the City of Colfax held on the 8th day of February 2023 by the 
following vote of the Council: 

AYES:  
NOES: 
ABSTAIN: 
ABSENT: 

    _________________________________________ 
Trinity Burruss, Mayor 

ATTEST:  
____________________________________ 
Marguerite Bailey, City Clerk 
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Foothill Properties Property Management  

Section 10. Jurisdiction. 

This Agreement shall be administered and interpreted under the laws of the State of 
California.  Jurisdiction over any litigation arising from this Agreement shall be in the 
Superior Court of the State of California with venue in Placer County, California.  

Section 11. Suspension of Services. 

Upon written request by Consultant, City may suspend, in writing, all or any portion of the 
Services if unforeseen circumstances beyond the control of the City and Consultant make 
normal progress of the Services impossible, impractical or infeasible.  Upon written City 
approval to suspend performance of the Services, the time for completion of the Services 
shall be extended by the number of days performance of the Services is suspended.  

Section 12. Termination of Services. 

City may at any time, at its sole discretion, terminate all or any portion of the Services and 
this Agreement upon seven (7) days written notice to Consultant.  Upon receipt of notice of 
termination, Consultant shall stop performance of the Services at the stage directed by City. 
Consultant shall be entitled to payment within thirty (30) days for Services performed up 
to the date of receipt of the written notice of termination.  Consultant shall not be entitled 
to payment for any Services performed after the receipt of the notice of termination unless 
such payment is authorized in advance in writing by the City. 

Should Consultant fail to perform any of the obligations required of Consultant within the 
time and in the manner provided for under the terms of this Agreement, or should 
Consultant violate any of the terms and conditions of this Agreement, City may terminate 
this Agreement by providing Consultant with seven (7) days written notice of such 
termination.  The Consultant shall be compensated for all Services performed prior to the 
date of receipt of the notice of termination.  However, the City may deduct from the 
compensation which may be owed to Consultant the amount of damage sustained or 
estimated by City resulting from Consultant's breach of this Agreement. 

Consultant's obligations pursuant to Sections 5 and 6 of this Agreement shall survive 
termination, and continue in effect for as long as necessary to fulfill the purposes of 
Sections 5 and 6. 

Section 13. Independent Contractor. 

Consultant shall in all respects be an independent contractor and not an agent or employee 
of City.  Consultant has and shall retain the right to exercise full control and supervision of 
the means and methods of performing the Services.  Consultant shall receive no premium 
or enhanced pay for Services normally understood as overtime; nor shall Consultant 



Foothill Properties Property Management  

receive holiday pay, sick leave, administrative leave or pay for any other time not actually 
expended in the performance of the Services.  It is intended by the parties that Consultant 
shall not be eligible for benefits and shall receive no compensation from the City, except as 
expressly set forth in this Agreement.  Consultant shall submit completed W -9 and Report 
of Independent Contractor forms upon execution of this Agreement and prior to the 
payment of any compensation hereunder.  

Section 14. Ownership of Documents. 

Within thirty (30) days after the Consultant substantially completes performance of the 
Services, or within thirty (30) days after the termination of this Agreement, the Consultant 
shall deliver to the City all files, records, materials and documents drafted or prepared by 
Consultant's in the performance of the Services.  It is expressly understood and agreed that 
all such files, records, materials and documents are the property of the City and not the 
property of the Consultant.  All finished and unfinished reports, plans, studies, documents 
and other writings prepared by and for Consultant, its officers, employees and agents in the 
course of performing the Services shall become the sole property of the City upon payment 
to Consultant for the Services, and the City shall have the exclusive right to use such 
materials in its sole discretion without further compensation to Consultant or to any other 
party.  Consultant shall, at Consultant's expense, provide such reports, plans, studies, 
documents and writings to City or any party the City may designate, upon written request.  
Consultant may keep file copies of all documents prepared for City.  Use of any such 
documents by the City for projects that are not the subject of this Agreement or for 
purposes beyond the scope of the Services shall be at the City's sole risk without legal 
liability or expense to Consultant.  

Section 15. Changes and/or Extra Work. 

Only the City Council may authorize extra and/or changed Services, modification of the 
time of completion of the Services, or additional compensation for the tasks to be 
performed by Consultant.  Consultant expressly recognizes that other City personnel are 
without authorization to order extra and/or changed Services or to obligate the City to the 
payment of additional compensation.  The failure of Consultant to secure the prior written 
authorization for such extra and/or changed Services shall constitute a waiver of any and 
all right to adjustment in the contract price due to such unauthorized Services, and 
Consultant thereafter shall not be entitled to any compensation whatsoever for the 
performance of such extra or changed Services.  In the event Consultant and City agree that 
extra and/or changed Services are required, or that additional compensation shall be 
awarded to Consultant for performance of the Services under this Agreement, a 
supplemental agreement providing for such compensation shall be prepared and shall be 
executed by the Consultant and the necessary City officials before the extra and/or changed 
Services are provided. 









Foothill Properties Property Management  

IN WITNESS WHEREOF, the parties hereby have executed this Agreement on the day first 
above written:  

CITY CONSULTANT 

Signature: Signature: 

Printed Name: Printed Name: 

Title: Title: 

Date: Date: 

APPROVED AS TO FORM: 

______________________________________ 
City Attorney 
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City of Colfax Adopt Records Retention Schedules 
Staff Report February 8, 2023 

It is standard business practice for California cities to authorize the routine destruction of records that have 
exceeded their adopted retention period, upon the request of the Department Head and with the consent in 
writing of the Department Head, City Clerk and City Attorney, which is provided in Section 2 of the resolution. 
This will reduce costs and improve efficiency for the City. 

It is also standard business practice for California cities to authorize updates to the schedule without further 
action of the City Council, which is provided in Section 3. 

Fiscal Impacts 

Colfax will realize significant savings both in labor and storage expenses; including the avoidance of future 
storage and/or construction costs.     

Attachments: 

1. Resolution __- 2023

41

2.    Exhibit A Retention Schedules



_________________________________________________________________________________________ 
City of Colfax Adopting a Records Retention Schedule 
Resolution _-2023 

City of Colfax 
City Council 

Resolution  __-2023 

ADOPTING A RECORDS RETENTION SCHEDULE, AUTHORIZING DESTRUCTION OF CERTAIN 
CITY RECORDS  

WHEREAS, the maintenance of numerous records is expensive, slows document retrieval, and is not necessary 
after a certain period of time for the effective and efficient operation of the government of the City of Colfax; and 

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

WHEREAS, the City of Colfax previously adopted Resolution No. 34-2004, approving Records Retention 
Schedules; 

NOW THEREFORE, BE IT RESOLVED BY the City Council of the City of Colfax as follows: 

1. Resolution No. 34-2004 is hereby repealed.

2. The records of the City of Colfax, as set forth in the Records Retention Schedule Exhibit A, attached

 hereto and incorporated herein by this reference, are hereby authorized to be destroyed as provided by Section 34090 et 

seq. of the Government Code of the State of California and in accordance with the provision of said schedule upon the 

request of the Department Head and with the consent in writing of the Department Head, City Clerk and City Attorney, 

without further action by the City Council of the City of Colfax.   

3. Updates are hereby authorized to be made to the Records Retention Schedule, without any further action

by the City Council, with the consent of the Department Head, City Clerk, City Attorney and City Manager.  

4. The term “records” as used herein shall include documents, instructions, books, microforms, electronic

files, magnetic tape, optical media, or papers; as defined by the California Public Records Act. 

5. The City Clerk shall certify to the passage and adoption of this resolution and enter it into the book of

original resolutions. 

6. This resolution shall become effective immediately upon its passage and adoption.

THE FOREGOING RESOLUTION WAS DULY AND REGULARLY ADOPTED at a regular meeting of 
the City Council of the City of Colfax held on the 8th of February, 2023 by the following vote of the Council: 

AYES:   
NOES: 
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RECORDS RETENTION SCHEDULE LEGEND 
©1995 – 2023 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 City Council meeting (then it is the City Clerk.) 

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 = Electronic Computer Magnetic Media (Hard drives, Networks, USB Drives, Cloud, etc.) 
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)  
Ppr = Paper   
OD = Optical Disk, CD-r, DVD-r, WORM, or other media which does not allow changes 

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

Destroy Paper after Imaged & QCôd / Trustworthy Electronic Record:  “Yes” indicates the electronic record may serve as the OFFICIAL record 
(and the paper version may be destroyed, or the record may be electronically generated and never exist in paper format;) IF (legal requirements) the 
document has been imaged (electronically generated, scanned or imported and placed on Unalterable Media, Immutable Cloud Media, DVD-R, CD-
R, Blue-ray-R, or WORM – Write Once Read Many Media, or microfilmed) which is stored in a safe & separate location, 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) PRC Public Resources Code   R&T:  Revenue & Taxation Code (CA) 
UFC:  Uniform Fire Code  USC:  United States Code (US) VC:  Vehicle Code (CA) 
W&I:  Welfare & Institutions Code (CA)
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

CITY-WIDE (Used by All Departments)

CW-006

Boards, Commissions, & Committees: 

External Organizations  - Agendas, Minutes, 

Resolutions, or other documents 

(e.g. County Board of Supervisors)

When No 

Longer 

Required

Mag, 

Ppr
Non-records

Staffing Dept. CW-007

Boards, Committees, Commissions, Ad-Hoc 

Committees:  Citizen Advisory Created by the 

City Council - AGENDAS & STAFF REPORTS

Minimum 2 

years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD
Department Preference; GC §34090 et seq.

Staffing Dept. CW-008

Boards, Committees, Commissions, Ad-Hoc 

Committees:  Citizen Advisory Created by the 

City Council - AUDIO RECORDINGS

2 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD
Department Preference; GC §34090.6

Staffing Dept. CW-009

Boards, Committees, Commissions, Ad-Hoc 

Committees:  Citizen Advisory Created by the 

City Council - MINUTES

P

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD
GC §34090 

Staffing Dept. CW-010

Committees:  City Council Subcommittees,

AGENDAS and MINUTES Bike Park, Skate 
Park, Council Policy, ISO,  Youth Commission 
Selection, Colfax Youth Commission 
Subcommittees 

2 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Only Citizen Advisory Boards appointed by 

the City Council must retain minutes 

permanently (Council Subcommittees 

present their recommendations to the full 

Council); GC §34090 et seq.

Staffing Dept. CW-011

Committees:  Employee Committees, Employee 

Staff Meetings / Department Staff Meetings

AGENDAS and MINUTES

2 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Only Citizen Advisory Boards appointed by 

the City Council must retain minutes 

permanently (Council Subcommittees 

present their recommendations to the full 

Council); GC §34090 et seq.

Lead 

(Responding) 

Dept.

CW-012
Complaints / Concerns from Citizens 

(Excludes P  Officers)

Minimum 2 

years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

City preference; Statute of Limitations for 

personal property, fraud, etc. is 3 years; 

Claims must be filed in 6 months; CCP 

§§338 et seq., 340 et seq., 342, GC

§34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-3

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

CITY-WIDE (Used by All Departments)

Lead Dept. CW-013 Copies or duplicates of any record

Copies - 

When No 

Longer 

Required

Mag Ppr GC §34090.7

Dept. that 

Authors 

Document 

or 

Receives the 

City's Original 

Document

CW-014

Correspondence - ROUTINE (Content relates 

in a substantive way to the conduct of the 

public's business)

(e.g. Letters, Memorandums, Administrative, 

Chronological, General Files, Reading File, 

Working Files, etc.) 

2 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD
GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

CITY-WIDE (Used by All Departments)

Dept. that 

Authors 

Document 

or 

Receives the 

City's Original 

Document

CW-015

Correspondence - TRANSITORY / 

PRELIMINARY DRAFTS, Interagency and 

Intraagency Memoranda NOT retained in the 

ordinary course of business 

Content NOT Substantive, or NOT made or 

retained for the purpose of preserving the 

informational content for future reference

(e.g. calendars, checklists, e-mail,  social media 

posting, employee directories, flyers, invitations, 

instant messaging, inventories, logs, mailing 

lists, meeting room registrations, speaker cards, 

staff videoconference chats, notes and 

recordings, supply inventories, staff 

videoconferences, chats, notes, recordings, 

telephone messages, text messages, 

transmittal letters, thank yous, requests from 

other cities, preliminary notices for construction 

projects, undeliverable envelopes, visitors logs, 

voice mails, webpages, etc.)

When No 

Longer 

Required

Mag, 

Ppr

Electronic and paper records are filed and  

retained based upon their CONTENT.  

Records, e-mails, electronic records, or 

social media postings where the Content 

relates in a substantive way to the 

conduct of the public's business, or that 

ARE  made or retained for the purpose 

of preserving the informational content 

for future reference are saved by printing 

them out and placing in a file folder, or 

saving them electronically in a folder 

outside the e-mail system; If not mentioned 

here, consult the City Attorney to determine 

if a record is considered transitory / 

preliminary drafts.  GC §34090, GC §6252; 

64 Ops. Cal. Atty. Gen.  317 (1981)); City of 

San Jose v. Superior Court (Smith). 

S218066. Supreme Court of California, 

2017

Lead Dept. CW-016
Drafts & Notes:  Drafts that are revised (retain 

final version)

When No 

Longer 

Required

Mag, 

Ppr

As long as the drafts and notes are not 

retained in the "Regular Course of 

Business".  Consult the City Attorney to 

determine if a record is considered a draft. 

GC §§34090, 6252, 6254(a)
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-5

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

CITY-WIDE (Used by All Departments)

Lead Dept. CW-017
GIS Database / Data / Layers (both City-wide 

and Specialized)

When No 

Longer 

Required

Yes Mag

The Lead Department should print out 

historical documents (or save source data) 

prior to replacing the data, if they require 

the data or output for historical purposes; 

Department Preference (Preliminary 

documents);  GC §34090 et seq.

Lead Dept. CW-018
Grants (UNSUCCESSFUL Applications, 

Correspondence)
2 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD
GC §34090

Lead Dept. CW-019
Grant Applications funded by the City's General 

Fund (Covid-19, etc.)
2 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Finance maintains payable information in 

Accounts Payable; GC §34090

Lead Dept. CW-020

Grants / CDBG (Community Development Block 

Grant) / Reimbursable Claims / FEMA 

Reimbursements / OES Reimbursements 

(SUCCESSFUL Reports, other records required 

to pass the funding agency's audit, if required)

Applications (successful), grant agreement, 

copies of invoices, program rules, regulations & 

procedures, reports to grant funding agencies, 

correspondence, audit records, completion 

records

After Funding 

Agency Audit, 

if required - 

Minimum 5 

years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Meets auditing standards; Grants covered 

by a Consolidated Action Plan are required 

for 5 years; Uniform Admin. Requirements 

for Grants to Local Governments is 3 years 

from expenditure report or final payment of 

grantee or subgrantee; statewide guidelines 

propose 4 years; 2 CFR 200.334; 24 CFR 

91.105(h), 92.505, 570.490, & 

570.502(a&b), 29 CFR 97.42; OMB Circular 

A-110 & A-133; GC §34090

Lead Dept. CW-021 Newspaper Clippings

When No 

Longer 

Required

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Non-records - may be obtained from the 

newspaper company; GC §34090

Human 

Resources
CW-022 Personnel Files (Department Copies)

Separation or 

Transfer + 3 

years

Before 

Annual 

Evaluation

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Notes maintained in a separate folder to be 

incorporated into performance evaluation, 

or to document progressive discipline; GC 

§34090 et seq.
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-6

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

CITY-WIDE (Used by All Departments)

Lead Dept. CW-022 Personnel Files (Supervisor's Notes)

Shred After 

Incorporation 

into 

Performance 

Evaluation or 

Documented 

Discipline

Before 

Annual 

Evaluation

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Notes maintained in a separate folder to be 

incorporated into performance evaluation, 

or to document progressive discipline; GC 

§34090 et seq.

Lead Dept. CW-023 Photographs

When No 

Longer 

Required

Mag, 

Ppr

Preliminary Drafts; destroy unnecessary 

photographs.  GC §§34090, 6252, 6254(a)

Lead Dept. 

(Who Uses the 

Vehicle)

CW-024

Pre-Trip Inspections / Vehicle Safety Checks / 

Daily Vehicle Inspections / Daily Equipment 

Checks 

2 years Ppr GC §34090; 13 CCR 1234(c) 

Lead Dept. CW-025 Public Relations / Press Releases 2 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD
GC §34090

Lead Dept. 

(Who Ordered 

the Appraisal)

CW-026
Real Estate Appraisal Reports:  Property NOT 

purchased, Loans not funded, etc.
2 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Not accessible to the public; Statewide 

Guidelines show 2 years; GC §§34090, 

6254(h)

Lead Dept. 

(Who Ordered 

the Appraisal)

CW-027
Real Estate Appraisal Reports:  Purchased 

Property, Funded Loans

Minimum 5 

years

Yes:  Before 

Purchase

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Not accessible to the public until purchase 

has been completed; meets grant auditing 

requirements; 2 CFR 200.334;  24 CFR 

91.105(h), & 570.502(b); 29 CFR 97.42, GC 

§34090

CW-028

Reference Materials:  Policies, Procedures, 

Brochures, Flyers, Manuals, Newsletters, etc: 

Produced by OUTSIDE ORGANIZATIONS 

(League of California Cities, Chamber of 

Commerce, etc.)

When No 

Longer 

Required

Mag, 

Ppr
Non-Records
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Ver. 2.0 RECORDS RETENTION SCHEDULE: BUILDING & CODE ENFORCEMENT Page BL-1

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

BUILDING & SAFETY

Building & 

Safety
BL-001 Address Files / Building Permits P Yes (all)

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD
GC §34090, H&S §19850

Building & 

Safety
BL-002 Building Permit Database (Excel) Indefinite Yes (all) Mag

Department Preference - Data is 

interrelated; GC §34090, H&S §19850

Building & 

Safety
BL-003 Building Plans - Cancelled or Withdrawn

Minimum 

Cancelled or 

Withdrawn

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Department preference; Preliminary 

drafts not retained in the ordinary course 

of business; CBC §104.7; H&S§19850, 

GC §34090

Building & 

Safety
BL-004 Building Plans - Expired P

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Department preference; CBC §104.7; 

H&S§19850, GC §34090

Building & 

Safety
BL-005

Building Plans - Finalled -  TENANT 

IMPROVEMENTS
P Yes (all)

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Department Preference; Law requires for 

the life of the building for commercial and 

common interest dwellings only; CBC 

104.7 & 107.5, H&S§19850, GC §34090  

Building & 

Safety
BL-006

Building Plans  - Finalled - INDUSTRIAL, 

COMMERCIAL, MULTI-FAMILY DWELLINGS, 

PLACES OF PUBLIC ACCOMMODATION

P Yes (all)

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Department Preference; Law requires for 

the life of the building for commercial and 

common interest dwellings only; CBC 

104.7 & 107.5, H&S§19850, GC §34090  

Building & 

Safety
BL-007

Building Plans - Finalled - SINGLE FAMILY 

RESIDENTIAL - SFR and APPURTENANCES

Energy Calculations, Structural Calculations

P Yes (all)

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Department preference; State law 

requires plans need not be filed for 

dwellings less than 2 stories, garages & 

appurtenances, farms/ranches, 1-story 

with bearing walls less than 25'; CBC 

requires 180 days from completion date; 

CBC 104.7 & 107.5, H&S§19850, GC 

§34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: BUILDING & CODE ENFORCEMENT Page BL-3

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Code Enforce. BL-016

Code Enforcement / Abatement Case Files 

(Includes appeals and Code Enforcement 

Complaint Letters) 

Send all Liens and Lien Releases to the City Clerk

Minimum 2 

years

Yes:  Until 

Resolution
Mag, Ppr Department preference; GC §34090 

Code Enforce. BL-017 Notice of Violations / Code Enforcement Citations
Minimum 2 

years

Mag, 

Mfr, OD, 

Ppr

S/I

Yes: 

When 

Inactive

Department preference; GC §34090 
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Ver. 2.0  RECORDS RETENTION SCHEDULE:  CITY CLERK Page CC-2

Office of 

Record 

(OFR)

Retention No. Records Description
Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

CITY CLERK

City Clerk CC-004

Agreements & Contracts - ALL (NON-

INFRASTRUCTURE, Professional Services 

Agreements, Tenant / Lease Agreements - 

NOT IMAGED) 

Agreement or Contract includes all contractual 

obligations (e.g. Specifications and Successful 

Proposal or Scope of Work)

Examples of Non-Infrastructure:  Consultants, 

Franchises, Landscaping, Painting, Slurry Seals 

(Paving), Tree Trimming, Leases, Personnel, 

Professional Services, etc.

Completion 

+ 10 years

Yes:  Before 

Completion

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department Preference; Statute of 

Limitations is 4 years; 10 years for Errors & 

Omissions; land records are permanent by 

law; CCP §§337. 337.1(a), 337.15, 343; GC 

§34090, Contractor has retention

requirements in 48 CFR 4.703(a)

City Clerk CC-005
Board & Commission / Committee Maddy Act 

Lists / Vacancy Notices
2 years Mag, Ppr

Yes:  After 

QC & OD
GC §34090

City Clerk

Bonds: CIP Labor & Materials, Performance 

Bonds, Letters of Credit, Encroachment Permits 

Only

Release of 

Bond / Letter 

of Credit

Mag, Mfr, 

OD, Ppr
S

Yes:  After 

QC & OD
Security; GC §34090

City Clerk CC-006 City Articles of Incorporation P
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD
Department preference; GC §34090

City Clerk CC-007 Claim Forms 2 years
Yes:  Until 

Settlement

Mag, Mfr, 

OD,  Ppr
S

Yes:  After 

QC & OD

City Attorney retains full claim file; GC 

§34090

City Clerk CC-008

Filing System / Subject Files / Function Filing 

System  - HISTORICALLY SIGNIFICANT, LAND, 

PLANNING, CAPITAL IMPROVEMENT 

INFRASTRUCTURE PROJECTS

P Mag, Ppr
Yes:  After 

QC & OD
Department preference; GC §34090

City Clerk CC-009
Filing System / Subject Files / Function Filing 

System  - NOT HISTORICALLY SIGNIFICANT

Minimum 2 

years
Mag, Ppr

Yes:  After 

QC & OD
Department preference; GC §34090
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Ver. 2.0  RECORDS RETENTION SCHEDULE:  CITY CLERK Page CC-3

Office of 

Record 

(OFR)

Retention No. Records Description
Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

CITY CLERK

City Clerk CC-010

FPPC Economic Interest Filings (FPPC 700 

Series Forms - Statement of Economic Interests): 

ALL

7 years
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

2 years

City maintains original statements; GC 

§81009(d)(e)(f)&(g)

City Clerk CC-011 FPPC Form 801 (Gift to Agency Report) 7 years Mag, Ppr S / I
Yes:  After 

2 years
Must post on website; GC §81009(e) 

City Clerk CC-012
FPPC Form 802 (Event Ticket  / Pass 

Distributions Agency Report)
7 years Mag, Ppr S / I

Yes:  After 

2 years

Should post on website for 4 years; GC 

§81009(e)

City Clerk CC-013 FPPC Form 803 (Behested Payment Report) 7 years Mag, Ppr S / I
Yes:  After 

2 years
GC §81009(e)

City Clerk CC-014
FPPC Form 806 (Agency Report of Public Official 

Appointments)
7 years Mag, Ppr S / I

Yes:  After 

2 years

Must post on website; 2 CCR 18705.5; 2 

CCR 18702.5(b)(3); GC §34090; GC 

§81009(e)

City Clerk CC-014
Campaign Filings (FPPC 400 Series Forms  & 

Form 501):    UNSUCCESSFUL CANDIDATES
5 years

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

2 years

Paper must be retained for at least 2 years; 

GC §81009(b)&(g)

City Clerk CC-015

Campaign Filings (FPPC 400 Series Forms & 

Form 501):    SUCCESSFUL CANDIDATES 

(Elected Officials)

P
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

2 years

Paper must be retained for at least 2 years; 

GC §81009(b)&(g)

City Clerk CC-016

Campaign Filings (FPPC 400 Series Forms):   

THOSE NOT REQUIRED TO FILE ORIGINAL 

WITH CITY CLERK (copies)

4 years
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

2 years

Paper must be retained for at least 2 years; 

GC §81009(f)&(g)

City Clerk CC-017

Campaign Filings (FPPC 400 Series Forms):  

OTHER COMMITTEES (PACS - not candidate-

controlled)

7 years
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

2 years

Paper must be retained for at least 2 years; 

GC §81009(c)&(g)

City Clerk CC-018

Candidate File: Nomination Papers, Candidate 

Statement Forms, Ballot Designation Forms, etc. - 

SUCCESSFUL CANDIDATES

Term of 

Office + 4 

years

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department Preference; Statewide 

guidelines proposes 4 years for successful 

candidates, 2 years for unsuccessful; CA law 

states term of office and 4 years after the 

expiration of term and does not delineate 

between the two; EC §17100

CITY CLERK ELECTIONS (CONSOLIDATED)
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Ver. 2.0  RECORDS RETENTION SCHEDULE:  CITY CLERK Page CC-4

Office of 

Record 

(OFR)

Retention No. Records Description
Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

CITY CLERK

City Clerk CC-019

Candidate File: Nomination Papers, Candidate 

Statement Forms, Ballot Designation Forms, etc. - 

UNSUCCESSFUL CANDIDATES

Election + 4 

years

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Statewide guidelines proposes 4 years for 

successful candidates, 2 years for 

unsuccessful; CA law states term of office 

and 4 years after the expiration of term and 

does not delineate between the two; EC 

§17100

City Clerk CC-020

Elections - GENERAL, WORKING or 

ADMINISTRATION Files (Correspondence, 

Applications to fill a Vacancy on the City Council, 

Precinct Maps, County Election Services, 

Candidate Statements to be printed in the Sample 

Ballot, Polling Locations and Precinct Board 

Members, Notices, Postings, etc.) 

Minimum 2 

years

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD
GC §34090

City Clerk CC-021
Elections - Petitions (Initiative, Recall or 

Referendum) - IF SUFFICIENT

Results + 8 

months
Ppr

Not accessible to the public; The 8 month 

retention applies after election results, or 

final examination if no election, unless there 

is a legal or FPPC proceeding.  EC 

§§17200(b)(3), 17400

City Clerk CC-022
Elections - Petitions (Initiative, Recall or 

Referendum) - IF INSUFFICIENT

Final 

Examination 

+ 1 year

after petition 

examination

Ppr

Not accessible to the public; The 8 month 

retention applies after election results, or 

final examination if no election, unless there 

is a legal or FPPC proceeding.  EC 

§§17200(b)(3), 17400

(End of Elections Section)

City Clerk CC-023
Enterprise System Catalogue (Listing of 

Enterprise-wide Software, posted on line)

When 

Superseded
Yes Mag. GC §34090 et seq.

City Clerk CC-024

Historical Records, Photographs, & Historical 

Projects (e.g. City Anniversaries, Incorporation, 

City Seal, Awards of significant historical interest, 

Grand Openings, etc.)

P
Mag, Mfr, 

OD,  Ppr
S / I

Yes:  After 

QC'd & OD

City Clerk determines historical significance; 

records can address a variety of subjects 

and media.  Some media (e.g. audio and 

video tape) may be limited because of the 

media's life expectancy; GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE:  FINANCE Page FIN-1

Office of 

Record 

(OFR)

Retention No. Records Description Total Retention Vital?
Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

FINANCE / ACCOUNTS PAYABLE & PURCHASING

Finance / 

Accounts 

Payable & 

Purchasing

FIN-001 1099's / 1096's 5 years
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department Preference; IRS: 4 years 

after tax is due or paid  (longer for 

auditing & contractor delinquency); Ca. 

FTB: 3 years; 26 CFR §31.6001-1(e)(2), 

R&T §19530, GC §34090; 29 USC 436 

Finance / 

Accounts 

Payable & 

Purchasing

FIN-002

Accounts Payable / Purchase Orders /  

Invoices and Backup / Warrants / Refunds 

/ Credit Card Statements / P-Card 

Statements / Energy Rebates

(Includes Invoices, Travel Expense 

Reimbursements, etc.)

10 years
Yes:  Until 

Paid

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department preference; 5 years meets 

municipal government auditing 

standards and Statute of Limitations for 

contracts; Purchasing preference for P-

Card Invoices (48 CFR 4.805 requires 

Federal Agencies to retain their 

contracts, unsuccessful & successful 

proposals 6 years after final payment); 

CCP §337 et. seq.; GC §34090

Finance / 

Accounts 

Payable & 

Purchasing

FIN-003 W-9s
Vendor Inactive 

+ 3 years

Yes:  Until 

Paid

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Meets IRS Auditing Standards (3 years 

after the last payment to the vendor); 

GC §34090 

FINANCE / ACCOUNTS RECEIVABLE

Finance / 

Accounts 

Receivable

FIN-004

Accounts Receivable / Revenue / Business 

Tax Receipts / Our Invoices to Outside 

Entities:  Insurance Companies, Franchise 

Fees, DUI Billing, Transient Occupancy 

Tax (TOT),  Auctions of Surplus Property, 

Credit Card Payment Receipts, etc.

5 years
Yes:  Until 

Paid

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department preference; Meets auditing 

standards; GC §34090 et seq.

Finance / 

Accounts 

Receivable

FIN-005
Checks and Credit Card Charges / 

Settlements
 5 years

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department preference; Meets auditing 

standards; GC §34090 et seq.
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Ver. 2.0 RECORDS RETENTION SCHEDULE:  FINANCE Page FIN-2

Office of 

Record 

(OFR)

Retention No. Records Description Total Retention Vital?
Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Finance / 

Accounts 

Receivable

FIN-006
Prop. 218 (Property-based fees - Solid 

Waste, Water) Mailer / Notice

Superseded + 2 

years 
Mag, Ppr

Department preference; GC 

§53753(e)(2)

Finance / 

Accounts 

Receivable

FIN-007
Prop. 218 (Property-based fees - Solid 

Waste, Water) Mailing List, Master File
2 years Mag, Ppr GC §53753(e)(2) 

FINANCE / DEBT SERVICES

Finance / 

Debt Services
FIN-008

Bonds & Bond Sales / Official Statements / 

Transcripts / Certificates of Participations 

(COPs) - Includes Continuing Disclosure 

Reports

See Bank Statements for statement 

retention.

Fully Defeased + 

10 years

Yes:  Until 

Maturity
Mag, Ppr

Department Preference; Statute of 

Limitations for bonds, mortgages, trust 

deeds, notes or debentures is 6 years; 

Bonds issued by local governments are 

10 years; There 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.

Finance / 

Customer 

Service

FIN-009 _Customer Service Database Indefinite Yes Mag
Data Fields / Records are interrelated; 

GC §34090

Finance / 

Customer 

Service

FIN-010
Adjustments, Adjustment Postings, 

Miscellaneous Charge Postings
5 years Mag, Ppr

Meets municipal government auditing 

requirements; GC §34090

Finance / 

Customer 

Service

FIN-011
Bankruptcies - Utility Customers - NOT 

pursued

When No Longer 

Required
Mag, Ppr

Preliminary drafts not retained in the 

ordinary course of business; GC §34090

Finance / 

Customer 

Service

FIN-012
Bankruptcies - Utility Customers - Where a 

claim is filed
5 years Mag, Ppr

Department Preference (negative 

information remains on credit ratings for 

7 years); GC §34090

Finance / 

Customer 

Service

FIN-013 Bill Inserts 2 years Mag, Ppr GC §34090

FINANCE / CUSTOMER SERVICE
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Ver. 2.0 RECORDS RETENTION SCHEDULE:  FINANCE Page FIN-4

Office of 

Record 

(OFR)

Retention No. Records Description Total Retention Vital?
Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Finance / 

General 

Ledger 

FIN-024
Banking Transactions, Bank Wire 

Transactions, Confirmations
10 years

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department Preference; meets auditing 

standards; GC §34090

City Clerk FIN-025 Budgets - Finals and Amendments

Copies - When 

No Longer 

Required

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

City Clerk maintains in Agenda Packets; 

GC §34090.7

Finance / 

General 

Ledger 

FIN-026 Budgets Work Papers
When No Longer 

Required
Mag, Ppr Preliminary drafts; GC §34090

Finance / 

General 

Ledger 

FIN-027 Cash Receipts, Rents, Other Income  5 years
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department preference; Meets auditing 

standards; GC §34090 et seq.

Finance / 

General 

Ledger 

FIN-028 Checks / Warrants (Cashed)  5 years
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Meets municipal government auditing 

standards; GC § 34090

Finance / 

General 

Ledger 

FIN-029 Checks / Warrants (VOIDED)
When No Longer 

Required

Mag, Mfr, 

OD, Ppr
S / I  

Yes:  After 

QC & OD
Preliminary drafts; GC §34090

Finance / 

General 

Ledger 

FIN-030
Escheat (Unclaimed money / uncashed 

checks)
 5 years

Mag, Mfr, 

OD, Ppr
S / I  

Yes:  After 

QC & OD

Department preference; All tangible 

property held by government agencies 

escheats after 3 years; Statute of 

Limitations is 1 year for seized property; 

CCP §§340(d), 1519; GC §34090

Finance / 

General 

Ledger 

FIN-031

Fiscal Agent Statements, Investment 

Account Statements, LAIF Statements /  

Local Agency Investment Fund Trustee 

Statements    

 5 years
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department Preference; meets auditing 

standards; GC §34090, 26 CFR 31.6001-

1
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Ver. 2.0 RECORDS RETENTION SCHEDULE:  FINANCE Page FIN-5

Office of 

Record 

(OFR)

Retention No. Records Description Total Retention Vital?
Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Finance / 

General 

Ledger 

FIN-032

Investments / Investment Statements / 

Certificate of Deposit / Investment Bonds 

(Receipts / Advisor Reports  / Trade 

Tickets

 5 years
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department Preference; Meets auditing 

standards;  statewide guidelines 

propose permanent; FTC Reg's rely on 

"self-enforcement";  GC§§ 34090, 

43900

Finance / 

General 

Ledger 

FIN-033 Journal Entries / Journal Vouchers 5 years 
Mag, Mfr, 

OD, Ppr
S / I  

Yes:  After 

QC & OD

Department Preference; meets auditing 

standards; GC §34090, 26 CFR 31.6001-

1

Finance / 

General 

Ledger 

FIN-034 OES / FEMA Claims 10 years
Mag, Mfr, 

OD, Ppr
S / I  

Yes:  After 

QC & OD

Department Preference (meets 

municipal government auditing 

standards); GC §34090

Finance / 

General 

Ledger 

FIN-035

Reports, General Ledger, Subsidiary 

Ledgers, Reconciliations, Registers, 

Transaction Histories, Balance Sheets, 

Revenue & Expenditure Reports, etc. 

(FROM DATABASE - ANNUAL, 

MONTHLY OR PERIODIC)  

When No Longer 

Required

Mag, Mfr, 

OD, Ppr
S / I  

Yes:  After 

QC & OD

Department preference (The Financial 

System Database is the original; reports 

are considered drafts or copies); GC 

§34090

Finance / 

General 

Ledger 

FIN-036

Reports:  Annual State or Federal:  State 

Controller's Report, Local Government 

Compensation Report, Gas Tax, MOE 

(Maintenance of Effort) Report, Street 

Report, etc.

5 years
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department Preference; Meets auditing 

standards; GC §34090

Finance / 

General 

Ledger 

FIN-037 Sales Tax Reports
When No Longer 

Required
Mag, Ppr

Non-records / preliminary drafts used to 

project revenue; GC §34090 et seq.

Finance / 

General 

Ledger 

FIN-038

Tax - Direct Charges to Assessor's 

Property Tax Roll (Delinquent Wastewater 

Bills, etc.)

5 years
Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department Preference; Meets auditing 

standards; GC §34090

Finance / 

General 

Ledger 

FIN-039 Tax - Sales Tax Reports 
When No Longer 

Required

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Compilation of Non-Records / 

Preliminary drafts used to project 

revenue; GC §34090

FINANCE / PAYROLL
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Ver. 2.0 RECORDS RETENTION SCHEDULE:  FINANCE Page FIN-6

Office of 

Record 

(OFR)

Retention No. Records Description Total Retention Vital?
Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Finance / 

Payroll
FIN-040

CalPERS Reports - Annual Valuation 

Reports, Actuarial Valuation Reports
5 years

Mag, Mfr, 

OD, Ppr
S / I  

Yes:  After 

QC & OD
Department Preference; GC §34090

Finance / 

Payroll
FIN-041

DE-6, DE-7, DE-9, DE-34, DE-43, W-3 & 

DE-166, 941 Forms, PERS / FICA & 

Medicare Adjustments - Quarterly Payroll 

Tax Returns / OASDI, Federal Tax 

Deposits, Adjustments, etc. 

5 years
Mag, Mfr, 

OD, Ppr
S / I  

Yes:  After 

QC & OD

Department Preference; IRS: 4 yrs after 

tax is due or paid; Ca. FTB: 3 years; 

Articles show 7 years; IRS Reg 

§31.6001-1(e)(2), R&T §19530; 29CFR

516.5 - 516.6, 29USC 436, GC §34090

Finance / 

Payroll
FIN-042

Employee Payroll Files - Includes  Benefit 

Enrollments

Separation + 5 

years

Mag, Mfr, 

OD, Ppr
S / I  

Yes:  After 

QC & OD

Department preference; Meets 

municipal government auditing 

standards; GC §34090

Finance / 

Payroll
FIN-043 Garnishments

Satisfied + 5 

years, or 

Separation of 

Employee

Mag, Mfr, 

OD, Ppr
S / I  

Yes:  After 

QC & OD
GC §34090; 26 CFR 31.6001.1

Finance / 

Payroll
FIN-044 Payroll Database (Tyler) Indefinite Yes Mag

Data Fields / Records are interrelated; 

GC §34090

Finance / 

Payroll
FIN-045

Payroll Reports - Periodic  Bi-weekly 

Payroll Report 
10 years

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department preference; Meets 

municipal government auditing 

standards; PERS Circular letter 200-051-

17; GC §34090

Finance / 

Payroll
FIN-046 Time Cards / Time Sheets 10 years

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department preference; Meets auditing 

standards (audit + 4 years); IRS 

requires 4 years; Ca. requires 2 yr min.; 

FTB keeps 3 years; IRS Reg §31.6001-

1(e)(2), R&T §19530; LC § 1174(d); 29 

CFR 516.5; 29 CFR 516.5 & 516.6(c);  

GC §34090

Finance / 

Payroll
FIN-047 W-2's 10 years

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

Department preference for Grant 

Auditing Purposes; Meets municipal 

government auditing standards;  GC 

§34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE:  FINANCE Page FIN-7

Office of 

Record 

(OFR)

Retention No. Records Description Total Retention Vital?
Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Finance / 

Payroll
FIN-048 W-4s

Superseded or 

Separated + 5 

years

Mag, Mfr, 

OD, Ppr
S / I

Yes:  After 

QC & OD

W-4s are required four years after the

due date of such tax for the return

period to which the records relate, or the

date such tax is paid, whichever is the

later.  26 CFR 31-6001-1; GC §34090

Finance / 

Information 

Technology

FIN-048 Backups / Computer Backups (ALL)
When No Longer 

Required 
Yes Mag.

Used for Disaster Recovery Purposes 

Only; Considered a copy and can be 

destroyed when no longer required; GC 

§34090 et seq.

Finance / 

Information 

Technology

FIN-049

UNALTERABLE MEDIA / IMMUTABLE 

MEDIA (Cloud Immutable Backup, WORM 

/ DVD-r / CD-r / Blue Ray-R) or other 

unalterable media that does not permit 

additions, deletions, or changes

P OD

For legal compliance for Trustworthy 

Electronic Records (when the electronic 

record serves as the official record); 

must be stored in a "safe and separate 

location"; GC 34090, 12168.7, EVC 

1550, CCR 22620 et seq.

INFORMATION TECHNOLOGY
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Ver. 2.0 RECORDS RETENTION SCHEDULE:   HUMAN RESOURCES Page HR-1

Office of 

Record 

(OFR)

Retention No. Records Description
Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

HUMAN RESOURCES

Human 

Resources
HR-001

Benefit Plan Documents (CalPERS, Dental, 

Vision, etc.)

Duration of the 

Contract + 6 

years

Yes:  For 

Duration of 

Contract

Mag, Ppr

EEOC / ADEA (Age) requires 1 year after 

benefit plan termination; Federal law 

requires 6 years after filing date for 

retirement; State Law requires 2 years 

after action; 29 CFR 1627.3(b)(2); 29 USC 

1027; 11 CCR 560; 28 CCR 1300.85.1; 

GC §34090

Human 

Resources
HR-002

Classification / Reorganization Studies (for 

employee classifications and department 

structures)

 Minimum 3 

years
Mag, Ppr

Department preference; Bureau of 

National Affairs recommends 2 years for 

all supplementary Personnel records; 

Wage rate tables are 1 or 2 years; State 

requires 2 years; 29 CFR 516.6, 29 CFR 

1602.14, GC §§12946, 34090

Human 

Resources
HR-003 Compensation Surveys & Studies

 Minimum 3 

years
Mag, Ppr

Department preference; Bureau of 

National Affairs recommends 2 years for 

all supplementary Personnel records; 

Wage rate tables are 1 or 2 years; State 

requires 2 years; 29 CFR 516.6(2), 29 

CFR 1602.14, GC §§12946, 34090

Human 

Resources
HR-004 Contracts for Investigators

Completion + 

5 years

Yes:  Before 

Completion
Mag, Ppr

Department preference; Statute of 

Limitations for contractual obligations is 4 

years; CCP §§337. 337.1(a), 337.15, 343; 

GC §34090

Human 

Resources
HR-005

COVID-19 Attestations by Employees, 

COVID-19 Notifications to Employees
3 years Mag Ppr LC §6409.6(k), GC §34090

Human 

Resources
HR-006

Department of Fair Employment & Housing 

(DFEH or EEOC) Claims / Harassment 

Claims

Minimum Final 

Disposition + 5 

years

Mag, Ppr

Department preference; All State and 

Federal laws require retention until final 

disposition of formal complaint; State 

requires 2 years after "fully and finally 

disposed"; 2 CCR 11013(c); GC §§12946, 

34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE:  PLANNING Page PL-2

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Planning PL-005

Environmental Determinations:  Environmental 

Impact Reports (EIRs), Negative Declarations, 

etc.)  / CEQA

Correspondence and staff notes that provide 

insight into the project or the agencyôs CEQA 

compliance with respect to the project

Project 

Approval or 

Denial 

+ 2 years

Mag, Ppr

Not all internal communications and 

notes are required to be saved; "E-mails 

that do not provide insight into the project 

or the agencyôs CEQA compliance with 

respect to the project ð are not within the 

scope of section 21167.6, subdivision (e) 

and need not be retained." Golden Door 

Properties, LLC v. Superior Court of San 

Diego County  (County of San Diego, et 

al., Real Parties in Interest) (53 

Cal.App.5th 733); PRC 21167,6; GC 

§34090

Planning PL-006

Environmental Determinations:  Environmental 

Impact Reports (EIRs), Negative Declarations, 

etc.)  / CEQA

Inside City boundaries - Where Planning is the 

Lead

P

Mag, 

Mfr, OD, 

Ppr

S
Yes:  After 

QC & OD

Usually filed in the project file; Final 

environmental determinations are 

required to be kept a "reasonable period 

of time"; 14 CCR §15095(c); GC §34090

Planning PL-007 General Plan,  Elements and Amendments P

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD
Department preference; GC §34090

Lead Dept. PL-008 Hazardous Materials Response Plans
Minimum 2 

years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Statewide guidelines propose 

superseded + 2 or 5 years; GC §34090

Planning PL-009 Long Range Planning / Planning Studies P

Mag, 

Mfr, OD, 

Ppr

S
Yes:  After 

QC & OD

Usually filed in the project file; Final 

environmental determinations are 

required to be kept a "reasonable period 

of time"; 14 CCR §15095(c); GC §34090

Planning PL-010
Master Plans, Specific Plans, Land Use Plans and 

Amendments 
P

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD
Department preference; GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS

(Engineering, Maintenance, Wastewater)

Page PW-2

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Public Works / 

Engineering
PW-005

Encroachment Permits / Excavation Permits:  

Temporary (Street Permits, Temporary 

Construction, Sidewalk Repairs, Traffic Control, 

Transportation Permits, Utility Cuts (Installation & 

Patching), etc.)

Includes Insurance Certificates

Minimum 2 

years

Yes:  Until 

Completion
Mag, Ppr GC § 34090

Public Works / 

Engineering
PW-006

Engineering Studies / Surveys (Public Right-of-

Way) - Geotechnical and Soil Reports / Hydrology 

Reports / Preliminary Studies / Project 

Assessments

P

Mag, 

Mfr, OD, 

Ppr

S/I
Yes:  After 

QC & OD
Department Preference; GC §34090

Public Works / 

Engineering
PW-007 Grading & Construction Permits P

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD
Department Preference; GC §34090

Public Works / 

Engineering
PW-008

Land Development / Private Development: 

Administration / Inspection File 

Construction Bonds, Indemnity Bonds, 

Inspections, Photos, Private Lab Verifications, 

Testing Lab Final Reports

Completion + 

10 years 

Yes:  Until 

Completed

Mag, 

Mfr, OD, 

Ppr

S/I
Yes:  After 

QC & OD

Statute of Limitations for Errors & 

Omissions is 10 years; Published Audit 

Standards=4-7 years; Statute of 

Limitations: Contracts & Spec's=4 years, 

Wrongful Death=comp. + 5 years, 

Developers=comp. + 10 years; Statewide 

guidelines propose termination + 5 years; 

CCP §337 et. seq., GC §34090

Public Works / 

Engineering
PW-009

Land Development / Private Development: 

Permanent File 

Drainage, Driveway, Encroachments, Grading 

Permits & Plans, Rights of Way, Soils Reports, 

Stormwater, etc.

Dedications, Easements, Abandonments (City 

Clerk is OFR)

P
Yes:  Until 

Completed

Mag, 

Mfr, OD, 

Ppr

S/I
Yes:  After 

QC & OD

Department preference; retained for 

disaster preparedness purposes;  

Statewide guidelines propose Permanent 

for Infrastructure plans;  Final 

environmental determinations are 

required to be kept a "reasonable period 

of time"; 14 CCR §15095(c);  CCP §337 

et. seq., GC §34090

COLFAX, CA.  ©1995-2022 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS

(Engineering, Maintenance, Wastewater)

Page PW-4

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Public Works / 

Maintenance
PW-019

Operations & Maintenance Manuals (O&M 

Manuals)

Life of 

Facility or 

Equipment

Mag, 

Mfr, OD, 

Ppr

S
Yes:  After 

QC & OD

Department Preference; GC §34090 et. 

seq.

Public Works / 

Maintenance
PW-020

Pressure Vessel Certifications or Permits (Air 

Compressors, Propane, etc.)

Expiration of 

Certificate or 

Permit 

Mag, 

Mfr, OD, 

Ppr

S
Yes:  After 

1 year

Department preference; GC §34090 et. 

seq.

Lead Dept. PW-021

Safety Data Sheet (SDS) / Material Safety Data 

Sheet (MSDS) /  Chemical Use Report Form (or 

records of the chemical / substance / agent, 

where & when it was used)

30 years

Mag, 

Mfr, OD, 

Ppr

S
Yes - After 

QC & OD

Previous MSDS may be obtained from a 

service; MSDS may be destroyed as long 

as a record of the chemical / substance / 

agent, where & when it was used is 

maintained for 30 years; Applies to 

qualified employers; Claims can be made 

for 30 years for toxic substance 

exposures; 8 CCR 3204(d)(1)(B)(2 and 

3), 29 CFR 1910.1020(d)(1)(i), GC 

§34090

Lead Dept. PW-022 Underground Service Alerts (USA's) / Dig Alerts 3 years Mag, Ppr

Department Preference (the Regional 

Notification Center has the obligation to 

retain the notice for 3 years); GC 

§§4216.2(d) & 4216.3(d), GC §34090

WASTEWATER COLLECTIONS

Public Works /  

Wastewater 

Collections

PW-023 CCTV Videos of Sewer Lines 10 years Mag, Ppr Department preference; GC §34090

Public Works /  

Wastewater 

Collections

PW-024 Confined Space Entries / Hot Work Permits 2 years Mag, Ppr
8 CCR 5157(d)(14) & (e)(6); 29 CFR 

1910.146(e)(6) GC §34090 

Public Works /  

Wastewater 

Collections

PW-025 Sanitary Spills and Overflows (SSOs) 5 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Required for a minimum of 5 years; 40 

CFR 122.41(j)(2); SWRCB Order 2006-

03; 40 CFR 122.41(j)(2); GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS

(Engineering, Maintenance, Wastewater)

Page PW-5

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Public Works /  

Wastewater 

Collections

PW-026
Sewer Odor Complaints / Gas Detection Results / 

Investigations
5 years

Mag, 

OD, Ppr
S

Yes:  After 

QC & OD
Department preference; GC §34090

Public Works /  

Wastewater 

Collections

PW-027

Sewer System Management Plans (SSMP) and 

Audits / Sanitary Spills Overflow Prevention Plan 

(SSOPP) and Sanitary Sewer Overflow Response 

Plan

Superseded 

+ 5 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes:  After 

QC & OD

Department preference; SSOs are 

required for a minimum of 5 years; 40 

CFR 122.41(j)(2); SWRCB Order 2006-

03; GC §34090

Lead Dept. PW-028 Underground Service Alerts (USA's) / Dig Alerts 3 years Mag, Ppr
Required for 3 years; GC §§4216.2(f) & 

4216.3(d); GC §34090 

WATER QUALITY  - WASTEWATER

Public Works / 

Wastewater 
PW-029 Lab Reports & Chains of Custody:  Wastewater 5 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes - After 

QC & OD
Department preference; GC §34090 

Public Works / 

Water Quality
PW-030

Laboratory Equipment Calibration Records - 

Wastewater
5 years

Mag, 

Mfr, OD, 

Ppr

S / I
Yes: After 

QC

Consistent with Chemical Reports; 40 

CFR 141.33(a)

WASTEWATER TREATMENT PLANT (WWTP)

Public Works / 

WWTP
PW-031

AQMD Permits (Air Quality Management Districts) 

- for Generators, etc

Issue Date + 

5 years
Mag, Ppr 40 CFR 70.6; GC §34090

Public Works / 

WWTP
PW-032

Backflow Test Results /  Backflow Assembly Test 

Reports
5 years

Mag, 

OD, Ppr
S

Yes:  After 

QC & OD
Department preference; GC §34090

Public Works / 

WWTP
PW-033

Biosolids / Sewage Sludge Handling Logs and 

Weigh Tickets (Blockages)
5 years

Mag, 

OD, Ppr
S

Yes:  After 

QC & OD

Code of Federal Regulations requires 5 

years; 40 CFR 503.17; 40  CFR 

122.41(j)(2); GC §34090 

Public Works / 

WWTP
PW-034 Confined Space Entries / Hot Work Permits 2 years Mag, Ppr

8 CCR 5157(d)(14) & (e)(6); 29 CFR 

1910.146(e)(6) GC §34090 

Public Works / 

WWTP
PW-035

Correspondence - Regulatory Agencies 

(Wastewater)

 Minimum 5 

years

Yes:  While 

Active 

Issues

Mag, Ppr

Department Preference; Some 

correspondence from Regulatory 

Agencies need to be retained for long 

periods of time; GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS

(Engineering, Maintenance, Wastewater)

Page PW-7

Office of 

Record (OFR)
Retention No. Records Description

Total 

Retention
Vital?

Media 

Options

Image:  

I=Import 

M=Mfr 

S=Scan

Destroy 

Paper 

after 

Imaged & 

QC'd?

Comments / Reference

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

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

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

Public Works / 

WWTP
PW-044

Wastewater Treatment Plant Operators  

Certificates (posting required)

When 

Superseded

Mag, 

OD, Ppr
S

Yes:  After 

QC & OD
Department preference; GC §34090

Public Works / 

WWTP
PW-045

Wastewater Treatment Plant Safety Training 

Certificates (posting required)

Minimum 5 

years

Mag, 

OD, Ppr
S

Yes:  After 

QC & OD

Department preference; 8 CCR §3203 et 

seq., 29 CFR 1627.3(b)(1), LC §6429(c); 

GC §§12946, 21960, 34090
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_________________________________________________________________________________________ 
City of Colfax Railroad Street Roadway Easement– Union Pacific 
Resolution __-2023 

City of Colfax 
City Council 

Resolution  __-2023 

AUTHORIZING THE CITY MANAGER TO PURCHASE RAILROAD STREET ROADWAY EASEMENT 
FROM UNION PACIFIC IN AN AMOUNT NOT TO EXCEED $154,688 

WHEREAS, Council identified Railroad Street improvements as a key project to improve 
transportation and alternative transportation access for the community in 2019; and, 

WHEREAS, Railroad Street is identified in the 2006 Mitigation Fee Study as a necessary improvement 
to mitigate new development; and, 

WHEREAS, Union Pacific and City staff were able to negotiate a per-square-foot value for the roadway 
easement. 

NOW THEREFORE, BE IT RESOLVED the City Council of the City of Colfax authorizes the City 
Manager to purchase Railroad Street roadway easement from Union Pacific in an amount not to exceed 
$154,688. 

THE FOREGOING RESOLUTION WAS DULY AND REGULARLY ADOPTED at the Regular 
Council Meeting of the City Council of the City of Colfax held on the 8th of February 2023 by the following 
vote of the Council: 

AYES: 
NOES: 
ABSTAIN: 
ABSENT: 

________________________________________ 
     Trinity Burruss, Mayor 

ATTEST: 

________________________________________ 
    Marguerite Bailey, City Clerk 
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City of Colfax Brown Act Update 
Staff Report February 8, 2023 

Staff Report to City Council 
FOR THE FEBRUARY 8, 2023, REGULAR CITY COUNCIL MEETING 
From: Wes Heathcock, City Manager 
Prepared by: Wes Heathcock, City Manager 

Alfred A. “Mick” Cabral, City Attorney 
Subject: Update on the process for attending meetings via teleconference under the 

Brown Act. 
   Budget Impact Overview: 

N/A:   ã Funded:  Un-funded: Amount:  Fund(s):  

Summary/Background 

Governor Newsom’s proclaimed state of emergency expires February 28, 2023. There are rumors to the effect 
that the state of emergency will be extended into spring, but they are only rumors. Expiration of the proclaimed 
state of emergency will likely affect how the City Council can meet remotely via teleconferencing. The City 
Attorney recommends that effective March 1, 2023, the Council should resume meeting under the “older” 
teleconference procedures outlined below unless the proclaimed state of emergency is extended, or other 
legislative changes are made to the Brown Act.  

The City Council is currently meeting under the relaxed teleconference requirements of AB 361. Under that 
law, which is codified in Government Code Section 54953(e), the Council can meet under the relaxed 
teleconferencing rules in the following circumstances: 

1. Meetings held during a proclaimed state of emergency and the state or local officials (presumably county or
city) have imposed or recommended measures to promote social distancing. (GC 54953(e)(1)(A)).

2. Meetings held during a proclaimed state of emergency for the purpose of determining, by majority vote,
whether as a result of the emergency, meeting in person would present imminent risks to the health or safety of
attendees. (GC 54953(e)(1)(B)).

3. Meetings held during a proclaimed state of emergency during which the Council has determined, by
majority vote, that as a result of the emergency, meeting in person would present imminent risks to the health or
safety of attendees. (GC 54953(e)(1)(C)).

In every instance, a “proclaimed state of emergency” is the predicate for meeting under the relaxed 
teleconference rules of AB361. When the “proclaimed state of emergency” expires, if Council wants to meet via 
teleconference, it will probably have to do so under one of two scenarios. 

The first scenario is under AB2449, effective this year, which allows the Council to meet remotely without 
identifying each teleconference location and without making each location accessible to the public only when 
there is “just cause” for doing so, or if an emergency circumstance exists.  “Just Cause” is defined to include: 
(1) Child care or caregiving of a child, parent, grandparent, grandchild, sibling, spouse, or domestic partner that
requires a member to participate remotely, (2) A contagious illness that prevents a member from attending in
person, (3) A need related to a physical or mental disability, and (4) Travel while on Council business or the
business of another state or local agency. If at least one of these four criteria is not present, meeting remotely is
not permitted.

RECOMMENDED ACTION:   Review public forum options and provide staff direction 
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City of Colfax Brown Act Update 
Staff Report February 8, 2023 

In order to participate remotely for “just cause”, if at least one of the “just cause” elements are met, a Council 
member must notify the Council at the earliest possible opportunity of their need to participate remotely and 
provide a general description of the circumstances related to one of the four permissible bases for meeting 
remotely. A Council member may only use the just cause authorization for meeting remotely a maximum of two 
meetings per calendar year. 

An “emergency circumstance” is a physical or family medical emergency that prevents a member of the 
Council from attending in person. 

There are also specific rules and procedures that must be followed when meeting under AB2449: (1) Council 
members participating remotely must do so through audio and visual technology; (2) The Council must provide 
a way for the public to remotely hear, visually observe, and remotely address them; (3) The Council must 
provide notice of how the public can access the meeting and offer comments; (4) The agenda must identify and 
include an opportunity for the public to attend and directly address the Council through a call-in option, an 
internet-based service option, and in person at the meeting; (5) The Council cannot require comments to be 
submitted before the start of the meeting. The public must be allowed to make “real time” public comment; (6) 
If there is a disruption to the meeting broadcast or in the ability to take call-in or internet-based public 
comments, no further action can be taken on agenda items until the issue is resolved; (7) The Council must 
implement a procedure for receiving and resolving requests for reasonable accommodations for individuals with 
disabilities and must give notice of these procedures; (8) A Council member may not participate in meetings 
remotely for more than three consecutive months or 20% of the agency’s regular meetings within a calendar 
year. (9) If the Council regularly meets less than 10 times a year, a member may not participate remotely for 
more than two meetings; and (10) members participating remotely must publicly disclose at the meeting 
whether anyone else 18 years or older is present with the member and the general nature of the member’s 
relationship with the individual. 

In all likelihood, there will be very few circumstances that will allow meeting remotely under AB2449. This 
means that the most prevalent method for meeting via teleconferencing will be the way it was done before 
AB361. Under the “older” teleconferencing procedure, meetings can be held via teleconferencing under the 
following rules: 

1. Agendas must be posted at all teleconference locations.

2. Teleconference meetings must protect the statutory and constitutional rights of all parties and members of
the public appearing before the Council.

3. Each teleconference location must be identified in the notice and agenda for the meeting.

4. Each teleconference location must be accessible to the public.

5. At least a quorum of the Council must participate from within City limits.

6. The agenda must provide an opportunity for members of the public to address the Council directly at each
teleconference location.

There is a slight amount of wiggle room in the language of AB 361. Government Code Section 54953(e) that 
may arguably allow Council to meet remotely under the relaxed rules of AB 361if “state or local officials have 
imposed or recommended measures to promote social distancing.” California’s mandatory social distancing 
ended June 15, 2021. Placer County adheres to the State’s guidelines, so no measures to promote social 
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