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RECORDS RETENTION AND DESTRUCTION
POLICY AND PROCEDURES, PART I

Chapter 8 of the San Francisco Administrative Code requires all departments of the City and County
of San Francisco (“City”), including the Treasure Island Development Authority (“Authority”), adopt
and maintain a Records Retention and Destruction Policy and Schedule (heretofore referred to as the
“Records Policy and Schedule”) (Admin. Code Section 8.2). The Authority’s Policy and Schedule
covers all records and documents, regardless of physical form or characteristics that the Authority
creates or receives in connection with the transaction of public business.

This Policy and Schedule recognizes the distinction between the broad definition of a public record
for the purposes of the Public Records Act and the Sunshine Ordinance and a narrower category of
records the Authority must retain for certain periods of time. Record retention addresses the life cycle
of documents. Every single document the Authority prepares or receives does not warrant indefinite
preservation. Rather, the Authority preserves documents in accordance with this Policy and
Schedule, which serves that retention function for the Authority.

A. RETENTION POLICY

Under City and state law the Authority must retain any record for the period of its immediate or
current utility and thereafter may destroy the record unless City or state law or contractual obligations
require the Authority to retain the record for a specific period. For record retention and destruction
purposes, Section 8.1 of the San Francisco Administrative Code defines the term “record” to include
any paper, book, photograph, film, sound recording, map, drawing, or other document, or any copy
thereof, that has been made or received by the department in connection with the transaction of public
business and that the department may have retained: 1) as evidence of the department’s activities; 2)
for the information contained in it; or 3) to protect the legal or financial rights of the City or of
persons directly affected by the activities of the City.

The Authority may destroy documents and other materials that do not qualify as “records” under
Section 8.1, including those described below in Category 4, when no longer needed, unless otherwise
specified in Part II. The Authority shall classify records as follows:

Category 1: Permanent Retention. The Authority shall retain records that the law classifies as
permanent or essential records and preserve them indefinitely.

 Permanent records. The law requires an indefinite retention period for permanent records. The
Authority shall not destroy permanent records unless it takes special measures, including, but not
limited to, microfilming the records or placing them on an optical imaging system and storing
the original film or tape in accordance with Administrative Code Section 8.4. Once the
Authority takes these measures, it may destroy the original paper records. The Authority may
destroy duplicate copies of permanent records whenever the duplicate copies are no longer
necessary for the efficient operation of the department. Examples of permanent records of the
Authority include official records of the Authority Board of Directors such as meeting minutes
and approved resolutions.

 Essential records. Essential records are records necessary for the continuity of government and
the protection of the rights and interests of individuals (Admin. Code Section 8.9). Examples
of the Authority’s essential records include advice letters and opinions.
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Category 2: Current Records. The Authority may classify records it retains in the office or
facility for employee convenience, ready reference, or other reasons, as current records. The
Authority shall retain current records as follows:

 Where law specifies retention period. The Authority shall retain current records in accordance
with time periods specified in federal, state, or local law. Examples of Authority records that
the law specifies particular retention periods for include Statement of Economic Interest Form
700 (required by California Government Code Section 81009(e)) and Accident Injury reports.

 Where law does not specify retention period. If the law does not specify a particular time
period for retention, the Authority must comply with the time periods specified in the Schedule.
The Authority shall retain current records for a minimum of two years, although such records
may be treated as “storage records” and stored off-site during the applicable retention period.
Examples of Authority’s current records include invoices for purchases of supplies and budget
documents.

Category 3: Storage Records. The Authority may classify records as storage records and retain
them off-site. These records are subject to the same retention requirements as current records.

Category 4: No Retention Required. The Authority may classify documents and other materials
that do not meet the definition of a “record” pursuant to Administrative Code Section 8.1 as Category
4 documents. Unless applicable law or the Schedule states otherwise, the Authority may destroy such
documents and materials (including originals and duplicates) that it no longer needs in order to
function or continue operating. These documents may not have legal significance. Examples include
materials and documents generated for the convenience of the person generating them, draft
documents (other than certain contracts) that are superseded by subsequent versions or rendered moot
by departmental action, and duplicate copies that are no longer needed. Specific examples include
telephone message slips, miscellaneous correspondence that does not require follow-up or
departmental action, notepads, emails that do not contain information that the Authority is not
required to retain under this policy, and chronological files.

B. RECORDS NOT ADDRESSED IN THE RECORDS RETENTION SCHEDULE

The Authority may destroy records and other documents or materials that are not expressly addressed
in the attached Schedule provided that the Authority has retained the documents for the periods
prescribed for substantially similar documents.

C. STORAGE OF RECORDS

The Authority may store on-site records the Authority actively uses or maintains in the office for
convenience or quick reference. Examples of active files the Authority may appropriately maintain
on-site include active leasing and current administrative files.

The Authority may send to the City’s off-site storage facility or the Authority’s storage facility
inactive records of which the Authority use of or reference to has diminished sufficiently to permit
removal. The Authority shall not send boxes to the City's storage facility without a destruction date.
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Records sent to storage within the same box shall all have the same destruction date. The setting of
the destruction date shall be keyed to the end of the fiscal year in which the document was created
unless otherwise specified.

D. HISTORICAL RECORDS

When appropriate, the Authority shall consult with the San Francisco Public Library and the City
Archivist to determine if certain historical records are relevant for inclusion in the City Archives.
Historical records are records that the Authority no longer uses, but may be of historical interest or
significance because of their age or research value. Such records shall remain property of the
Authority, but Custody of such relevant documents shall be transferred to the City Archives by the
Authority by way of a Letter Agreement between the two parties.

The Authority shall not destroy historical records except in accordance with the procedures set forth
in Administrative Code Section 8.7.

E. PENDING CLAIMS AND LITIGATION

The retention periods set forth in the attached Schedule do not apply to materials that are relevant to a
pending claim or litigation against the City or the Authority, even if the records are otherwise eligible
for destruction.

Once the Authority becomes aware of the existence of a claim or litigation against the City, it shall
notify the City Attorney's Office, who must then notify all affected City departments.
Notwithstanding the Schedule, the respective departments, including the Authority, must retain all
documents and other materials related to the claim or litigation until the City Attorney’ office reports
that the claim or litigation has been finally resolved.

F. BACKUP TAPES OR SIMILAR ARCHIVAL SYSTEMS

The Authority utilizes computer file server backup serving the limited purpose of providing a means
of recovery in cases of disaster, departmental system failure, or unauthorized deletion of electronic
files originally created and stored on the TIDA network server. The Authority may not access such
archival systems except in these limited situations. Electronic records such as emails that an
employee has properly deleted under the Authority’s Schedule but that remain on such archival
system are analogous to paper records that the Authority has lawfully discarded but may be found in a
City-owned dumpster. Neither the Public Records Act nor the Sunshine Ordinance requires the
Authority to search the trash for such records, whether paper or electronic.

G. EMAIL SYSTEM

The Authority’s email system, maintained by the City’s General Services Agency on behalf of the
Authority, does not fulfill the Authority’s record retention obligations. The Authority provides an
email system to its employees as a convenient and efficient medium of communication. However, the
email system is not a medium for storage of information or any of the Authority’s records.

If the Authority’s Policy and Schedule requires the retention of an email itself, an attachment to the
email, or a link in the email, the Authority may not rely on the email system to satisfy the retention
requirement. Authority staff must determine with regard to each email or attachment whether the
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Authority’s Policy and Schedule requires retention of a particular record. If the Policy and Schedule
requires retention of the email, staff must retain it in accordance with the Schedule and delete it from
the email system. If the Schedule does not require retention of the email the staff may either delete it
as soon as it is no longer necessary for the immediate discharge of official duties or store it elsewhere
for as long as the staff deems appropriate. In any case, whether to satisfy records retention
obligations or merely to serve administrative needs, the staff must not store the email communication
on the email system.

H. RECORDS RELATING TO EMERGENCIES/DISASTERS AND COST RECOVERY

The Authority shall retain all records relating to emergencies/disasters and Authority cost recovery
for the Federal Emergency Management Agency and California Emergency Management Agency
programs and activities that are governed by 44 CFR §13.42. Title 44. Section 13.42 of the Code of
Federal Regulations requires the department to retain any records documenting the costs it incurs in
responding to an emergency or disaster for three years.

The California Code of Regulations requires the Authority to retain all financial and program records
related to cost or expenditures eligible for state financial assistance for three years (19 CCR §
2980(e)). The three year retention period starts on the date the Project Worksheet file is officially
closed by receipt of a closure letter from the State of California. Because state and federal regulations
change from time to time, the Controller’s Office will issue specific rules for file retention on any
given disaster that will reflect the most up to date retention requirements.

I. RECORDS RELATING TO FINANCIAL MATTERS

The Controller’s Office must approve all records pertaining to financial matters proposed for
destruction before the department destroys them. (Admin. Code Section 8.3). The Controller’s Office
reviews and approves each department's Schedule. The Authority shall destroy documents consistent
with the Policy and Schedule. The Authority shall obtain approval from the Controller’s Office to
destroy documents pertaining to financial matters that do not fall within the Policy and Schedule.

J. RECORDS RELATING TO PAYROLL RECORDS

The Retirement Board must approve all records pertaining to payroll checks, time cards, and related
documents proposed for destruction before the Authority destroys them. (Admin. Code Section 8.3).
The Retirement Board reviews and approves each department’s Schedule. The Authority may destroy
documents consistent with the Policy and Schedule unless the Retirement Board requests the
documents be sent to them. The Authority shall obtain approval from the Retirement Board to
destroy documents pertaining to payroll checks, time cards, and related documents that do not fall
within the Policy and Schedule.

K. RECORDS THAT CONTAIN LEGAL SIGNIFICANCE

The City Attorney's Office must approve all records containing legal significance proposed for
destruction before the department destroys them. (Admin. Code Section 8.3). The City Attorney’s
Office reviews and approves each department's Schedule. The Authority shall destroy documents
consistent with the Schedule. The Authority shall obtain approval from the City Attorney's Office to
destroy documents that contain legal significance that do not fall within the Policy and Schedule.
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L. APPROVAL FROM THE MAYOR'S OFFICE OR THE APPLICABLE BOARD OR
COMMISSION

Administrative Code Section 8.3 requires the Director of Treasure Island to prepare the Policy and
Schedule and obtain approval from Treasure Island Development Authority Board of Directors. In
accordance with Charter Section 4.104(a)(1), the Authority Board of Directors shall post the Schedule
for at least ten days prior to adopting it at a public hearing.

M. QUESTIONS

Questions concerning the Treasure Island Development Authority Policy and Schedule should be
directed to Peter Summerville (Peter.Summerville@sfgov.org).

Attachment – Treasure Island Development Authority Record Retention Schedule
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Department Name: T reasure Island Development Authority Department Website: www.sftreasureisland.org/
Department Contact: Peter Summerville Contact Phone Number:  415-274-0660

Divisio n Divisio n Co ntact Re co rd  Cate go ry Re co rd  Ti tle /
De scrip tio n

Do cume nt Link Re te ntio n Cate go ry Re te ntio n P e rio d Re marks

To tal O n-si te O ff-si te
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Disaste r / Co st
Re co ve ry
Do cume ntatio n

CO VERS  ALL
DO CU MEN TS
RELATIN G  TO  FEDERAL
EMERG EN CY
MAN AG EMEN T AG EN CY
(FEMA) AN D
CALIFO RN IA
G O VERN O R' S  O FFICE
O F EMERG EN CY
S ERVICES  (CAL O ES )
P U BLIC AS S IS TAN CE
AN D ACTIVITIES ,
IN CLU DIN G  P RO JECT
WO RKS HEET FILES
(ap p lie s to  a ll f inanc ia l
and  p ro grammatic
re co rd s,  co ntracts,
insurance  d o cume nts,
sup p o rting
d o cume nts,  statistical
re co rd s,  and  o the r
re co rd s o f grante e s o r
sub grante e s FO R
FEMA AN D Cal O ES
P U BLIC AS S IS TAN CE
G RAN TS )

2 - Curre nt
3  ye ars fro m d ate  o f
p ro je ct c lo se o ut.

3  ye ars fro m d ate  o f
p ro je ct c lo se o ut.

Any and  all re co rd s
re lating to  co sts
incurre d  d uring an
e me rge ncy o r
d isaste r,  and  fo r which
FEMA o r Cal O ES
P ub lic  Assistance  is
so ught,  must b e
re ta ine d  in
acco rd ance  with the
Co d e  o f Fe d e ral
Re gulatio ns 44  CFR
S e ctio n 13 . 42.
Re co rd s shall b e
re ta ine d  fo r thre e  (3 )
ye ars fro m the  d ate
the  P ro je ct Wo rkshe e t
fi le  is o ff ic ia lly
c lo se d .  The  d ate  o f
c lo sure  o f a  p ro je ct is
co nfi rme d  b y re ce ip t
o f a  c lo sure  le tte r
fro m the  S tate  o f
Cali fo rnia  (unle ss any
li tigatio n,  c la im,
ne go tiatio n,  aud it o r
o the r actio n invo lving
the  re co rd s has b e e n
starte d  b e fo re  the
e xp iratio n o f the  3 -
ye ar p e rio d ).  The
re co rd s must b e
re ta ine d  unti l
co mp le tio n o f the
actio n and  re so lutio n
o f a ll issue s which
arise  fro m i t,  o r unti l
the  e nd  o f the  re gular
3 -ye ar p e rio d ,
whiche ve r is late r.
N o te :  S tate  and
Fe d e ral re gulatio ns
change  fro m time -to -
time ,  the  Co ntro lle r’ s
O ffice  wi ll issue
sp e cif ic  rule s fo r f i le
re te ntio n o n any give n
d isaste r,  sho uld  the re
b e  a  change .
Cali fo rnia  S tate
re gulatio ns (Ti tle  19
Cali fo rnia  Co d e  o f
Re gulatio ns S e ctio n
29 8 0  (e )) sp e c if ie s an
id e ntical re co rd
re te ntio n p e rio d  o f 3
ye ars fro m the  c lo se
o f the  P ro je ct
Wo rkshe e t f i le .

Ci tiz e n Ad viso ry
Bo ard

G e ne ral /
Ad ministrative

Citiz e n Ad viso ry Bo ard
Bylaws

1 - P e rmane nt P e rmane nt P e rmane nt
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Citiz e n Ad viso ry
Bo ard

G e ne ral /
Ad ministrative

Citiz e n Ad viso ry Bo ard
age nd as,  minute s,
me e ting mate ria ls,
co rre sp o nd e nce ,  and
ap p ro ve d  re so lutio ns

1 - P e rmane nt P e rmane nt P e rmane nt

Citiz e n Ad viso ry
Bo ard

G e ne ral /
Ad ministrative

Citiz e n Ad viso ry Bo ard
me mb e r ap p licatio ns,
ap p o intme nt and
re signatio n
p ro ce ssing p ap e rwo rk

1 - P e rmane nt P e rmane nt
Te rm o f Ap p o inte e
p lus 5  ye ars P e rmane nt

De ve lo p me nt
G e ne ral /
Ad ministrative

Asso c iate d  To p ic-
S p e cif ic
De ve lo p me nt P lans
includ ing S tre e tscap e
Maste r P lan,  S ignage
Maste r P lan,  YBI
Hab itat Manage me nt
P lan,  De sign fo r
De ve lo p me nt P lan,

2 - Curre nt
P ro je ct co mp le tio n
p lus 10  ye ars

U nti l p ro je ct
co mp le tio n

10  ye ars afte r p ro je ct
co mp le tio n

De ve lo p me nt
G e ne ral /
Ad ministrative

Disp o si tio n and
De ve lo p me nt
Agre e me nt

2 - Curre nt
P ro je ct co mp le tio n
p lus 10  ye ars

U nti l p ro je ct
co mp le tio n

10  ye ars afte r p ro je ct
co mp le tio n

De ve lo p me nt
G e ne ral /
Ad ministrative

Eco no mic
De ve lo p me nt
Co nve yance
Me mo rand um o f
Agre e me nt

2 - Curre nt
P ro je ct co mp le tio n
p lus 10  ye ars

U nti l p ro je ct
co mp le tio n

10  ye ars afte r p ro je ct
co mp le tio n

De ve lo p me nt G e ne ral /
Ad ministrative

Enviro nme ntal Imp act
Re p o rts

1 - P e rmane nt P e rmane nt P e rmane nt

De ve lo p me nt G e ne ral /
Ad ministrative

Majo r P hase  and
S ub P hase
Ap p licatio ns and
Ap p ro ve d  Do cume nts

2 - Curre nt P ro je ct co mp le tio n
p lus 10  ye ars

U nti l p ro je ct
co mp le tio n

10  ye ars afte r p ro je ct
co mp le tio n

De ve lo p me nt
G e ne ral /
Ad ministrative

U nite d  S tate s N avy
Enviro nme ntal
Re p o rts fo r fo rme r
N aval S tatio n Tre asure
Island

2 - Curre nt
P ro je ct co mp le tio n
p luc 10  ye ars

U nti l p ro je ct
co mp le tio n

10  ye ars afte r p ro je ct
co mp le tio n

O p e ratio ns City Aud its

Aud it Wo rk p ap e rs and
S up p o rting
Do cume nts fo r Aud it
Re p o rts

2 - Curre nt 7 ye ars 7 ye ars - S to re d
e le ctro nically

Co ntro lle r' s Re te ntio n
S che d ule ;  Ad min
Co d e  S e ctio n 8 . 3

O p e ratio ns
City Bud ge t and
Analysis

De p artme nt Bud ge t
S ub missio n
Do cume nts

2 - Curre nt 5  ye ars
5  ye ars - S to re d
e le ctro nically.

Co ntro lle r' s Re te ntio n
S che d ule ;  Ad min
Co d e  S e ctio n 8 . 3 .
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O p e ratio ns
Civi l S e rvice  /
Ad ministrative

Ad ministrative  f i le s fo r
e mp lo ye e s.  The se
fi le s are  se p arate
fro m the  o ffic ia l
e mp lo ye e  p e rso nne l
fi le  (O EP F) and  co nta in
p e rso nne l re late d
re co rd s no t
mainta ine d  in the
O EP F includ ing
d iscriminatio n
co mp la ints and
re late d  d o cume nts,
grie vance s,  me d ical
re co rd s,  (Family and
Me d ical Le ave  Act)
FMLA re co rd s,  co nflic t
o f inte re st state me nts,
wo rke rs'
co mp e nsatio n
re co rd s,  Rule  115
ap p o intme nt
info rmatio n,  e tc . )

2 - Curre nt

During te rm o f
e mp lo yme nt,  and  7
ye ars fo llo wing
se p aratio n i f  the re  is
no  li tigatio n o r re vie w
b y a  re gulato ry age ncy
p e nd ing

During te rm o f
e mp lo yme nt

Civi l S e rvice
Co mmissio n P o licy;
FMLA Re co rd ke e p ing-
29  CFR § 8 25 . 50 0  (a )
and  (b );  Cali fo rnia
Family R ights Act
(CFRA)
Re co rd ke e p ing-2 CCR
§ 728 7. 0  (c )

O p e ratio ns
Civi l S e rvice  /
Ad ministrative

Jo b  anno unce me nts
(e xam no tice s) 1 - P e rmane nt P e rmane nt

De p artme nt o f Human
Re so urce s p o licy.
Ke p t p e rmane ntly in
Jo b Ap s.  Civi l S e rvice
Co mmissio n p o licy
p ro vid e s that
re crui tme nt f i le s,
inc lud ing ap p licatio ns
and  re sume s o f
ap p licants,  may b e
d e stro ye d  afte r thre e
ye ars i f  the re  is no
li tigatio n o r re vie w b y
re gulato ry age ncy
p e nd ing

O p e ratio ns G e ne ral /
Ad ministrative

Accid e nt-Injury
Re p o rts

2 - Curre nt 5  ye ars 29  CFR 19 0 4 . 3 3

O p e ratio ns
G e ne ral /
Ad ministrative

Cla ims,  Lawsuits and
S e ttle me nt
Agre e me nts inc lud ing
asso c iate d
co rre sp o nd e nce  and
sup p o rting
d o cume ntatio n

1 - P e rmane nt P e rmane nt 2 ye ars P e rmane nt

O p e ratio ns
G e ne ral /
Ad ministrative

Clip p e r Co ve
Ancho rage  P e rmit
ap p licatio ns and
issue d  Ancho rage
P e rmits

2 - Curre nt
Te rm o f P e rmit p lus 2
ye ars

Te rm o f P e rmit p lus 2
ye ars
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O p e ratio ns
G e ne ral /
Ad ministrative

Clip p e r Co ve  S p e cia l
U se  Are a Ancho rage
P e rmit lo gs,  issue d
N o tice s o f Vio latio ns,
issue d  Clip p e r Co ve
Citatio ns and  c i tatio n
p ayme nt info rmatio n.

2 - Curre nt 5  ye ars 3  ye ars 2 ye ars

O p e ratio ns G e ne ral /
Ad ministrative

De p artme nt He ad
Cale nd ars

2 - Curre nt 2 ye ars 2 ye ars Ad ministrative  Co d e
S e ctio n 8  and  6 7. 29 -5

O p e ratio ns G e ne ral /
Ad ministrative

Drafts o f agre e me nts
City re p re se ntative s
are  ne go tiating with
ano the r p arty that have
b e e n e xchange d  with
that p arty

4  - N o  Re te ntio n
Re q uire d

2 ye ars Ad ministrative .  Co d e
§ 6 7. 24 (a )

O p e ratio ns
G e ne ral /
Ad ministrative

G e ne ral De p artme nt
P o lic ie s and
P ro ce d ure s

2 - Curre nt
P e rmane nt unti l
S up e rse d e d

P e rmane nt unti l
S up e rse d e d N /A

Ad ministrative  Co d e
S e ctio ns 8  and  6 7.

O p e ratio ns G e ne ral /
Ad ministrative

Language  Acce ss
Co mp la ints

2 - Curre nt 5  ye ars Ad ministrative  Co d e
S e ctio n 9 1. 9

O p e ratio ns
G e ne ral /
Ad ministrative

Le ase s,  lice nse s,  U se
P e rmits and  Ease me nt
Agre e me nts b e twe e n
TIDA and  ano the r
p arty,  inc lud ing
ap p licatio ns fo r
Le ase ,  Lice nse  o r U se
P e rmit,  ame nd me nts
to  such agre e me nts,
asso c iate d
co rre sp o nd e nce ,
insurance
d o cume ntatio n,

2 - Curre nt
Le ngth o f agre e me nt
p lus 2 ye ar afte r
e xp iratio n

Le ngth o f agre e me nt
p lus 2 ye ar2 afte r
e xp iratio n

O p e ratio ns G e ne ral /
Ad ministrative

Le d ge rs and
asso c iate d
d o cume nts to  sup p o rt
re ce ip t o f p ayme nts
and  d e p o si t o f
re ve nue .

1 - P e rmane nt,  3  -
S to rage

P e rmane nt 2 Fiscal Ye ars P e rmane nt
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O p e ratio ns G e ne ral /
Ad ministrative

P ayro ll Fi le s and  Time
S he e ts

3  - S to rage S e p aratio n +  7 ye ars U nti l S e p aratio n 7 ye ars

Ad ministrative  Co d e
S e ctio n 8 . 3 .
P e rmissio n fro m
S FERS  re q uire d  p rio r
to  d e structio n.  The
Re ti re me nt Bo ard
must ap p ro ve  the
d e structio n o f a ll
re co rd s p e rta ining to
p ayro ll che cks,  time
card s and  re late d
d o cume nts (Ad min
Co d e  S e ctio n 8 . 3 ).
The  Re ti re me nt Bo ard
re vie ws and  ap p ro ve d
e ach De p artme nt' s
Re co rd  Re te ntio n and
De structio n S che d ule .

O p e ratio ns
G e ne ral /
Ad ministrative

P ro fe ssio nal S e rvice
Agre e me nts b e twe e n
TIDA and  ano the r
p arty,  inc lud ing
asso c iate d  insurance
d o cume ntatio n and
co rre sp o nd e nce

2 - Curre nt
Le ngth o f Agre e me nt
p lus 6  ye ars afte r
e xp iratio n

Le ngth o f Agre e me nt
p lus 6  ye ars afte r
e xp iratio n

O p e ratio ns
G e ne ral
Ad ministrative

Bud ge t
Do cume nts/Wo rk
P ap e rs

2 - Curre nt 2 ye ars 2 ye ars
Co ntro lle r' s Re te ntio n
S che d ule ;  Ad min
Co d e  S e ctio n 8 . 3

O p e ratio ns G e ne ral
Ad ministrative

Co ntract p ayme nt
re co rd s fo r succe ssful
Re q ue st fo r P ro p o sal
(RFP ) and  Re q ue st fo r
Q uali f icatio ns (RFQ s)
(P urchase  O rd e r) fo r
no n co nstructio n
co ntracts.

2 - Curre nt

Co ntract li fe  +  5  ye ars
re te ntio n o r the  te rm
re q uire d  b y the
fund ing so urce .

Co ntract li fe  +  5  ye ars
re te ntio n o r the  te rm
re q uire d  b y the
fund ing so urce .

Co ntro lle r' s Re te ntio n
S che d ule ;  Ad min
Co d e  S e ctio n 8 . 3

O p e ratio ns
G e ne ral
Ad ministrative

Co ntract se le ctio n fo r
no n co nstructio n
co ntracts:  Re q ue st fo r
P ro p o sals (RFP s),
Re q ue st fo r
Q uali f icatio ns (RFQ s),
p ro p o sals and  o the r

2 - Curre nt

Co ntract li fe  +  5  ye ars
re te ntio n o r the  te rm
re q uire d  b y the
fund ing so urce  (10
ye ars fo r co nstructio n
p ro je cts).

Co ntract li fe  +  5  ye ars
re te ntio n o r the  te rm
re q uire d  b y the
fund ing so urce .

Co ntro lle r' s Re te ntio n
S che d ule ;  Ad min
Co d e  S e ctio n 8 . 3
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O p e ratio ns G e ne ral
Ad ministrative

G rant P ayme nt
Re co rd s fo r G rante e
o r G ranto r

2 - Curre nt

G rant li fe  +  5  ye ars
re te ntio n o r the  te rm
re q uire d  b y the
fund ing so urce .

G rant li fe  +  5  ye ars
re te ntio n o r the  te rm
re q uire d  b y the
fund ing so urce .

P e rta ining to  b o th
p ayme nts re ce ive d  b y
the  Ci ty fro m fund e rs
and  p ayme nts mad e
b y the  Ci ty to  grante e s.
Actual signe d  le gal
grant agre e me nt,
ame nd me nts and
mo d ificatio ns,
re q uire d  attachme nts
and  financ ia l and
p ayme nt info rmatio n,
such as grant b i lling
state me nts,
d rawd o wns,  and  grant
d e live rab le s.  O the r
p ayme nt info rmatio n
may co nsist o f
invo ice s,  p acking
slip s,  p urchase
o rd e rs,  and  co ntract
d e live rab le s.
Do cume nts no t
ava i lab le  in e le ctro nic
fo rmat:  e vid e nce  o f
insurance ,  e tc .
G e ne rally re ta in
financ ia l and
p ro grammatic
re co rd s,  sup p o rting
d o cume nts,  statistical
re co rd s,  and  all o the r
re co rd s that are
re q uire d  b y the  te rms
o f a  grant,  o r may
re aso nab ly b e
co nsid e re d  p e rtine nt
to  a  grant,  fo r a  p e rio d
o f 5  ye ars fro m the
d ate  the  f inal
e co no mic  re p o rt is
sub mitte d .

O p e ratio ns G e ne ral
Ad ministrative

G rant ap p licatio ns
b o th fro m the  Ci ty to
fund e rs and  to  the  Ci ty
fro m grante e s

2 - Curre nt

G rant li fe  +  5  ye ars
re te ntio n o r the  te rm
re q uire d  b y the
fund ing so urce .

G rant li fe  +  5  ye ars
re te ntio n o r the  te rm
re q uire d  b y the
fund ing so urce .

Actual signe d  le gal
co ntract,  ame nd me nts
and  mo d ificatio ns,
re q uire d  attachme nts
and  financ ia l and
p ayme nt info rmatio n.
O the r p ayme nt
info rmatio n may
co nsist o f invo ice s,
p acking slip s,
p urchase  o rd e rs,  and
co ntract d e live rab le s.
Do cume nts no t
ava i lab le  in e le ctro nic
fo rmat:  e vid e nce  o f
insurance ,  e tc .
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O p e ratio ns G e ne ral
Ad ministrative

Invo ice s and
Asso ciate d
Do cume nts to  S up p o rt
P ayme nt,  p urchase
o rd e r,  e mp lo ye e
re imb urse me nt.

2 - Curre nt

5  ye ars - O r the  le ngth
stip ulate d  b y the
fund ing so urce  i f
gre ate r than 5  ye ars.

2 ye ars 3  ye ars
Co ntro lle r' s Re te ntio n
S che d ule ;  Ad min
Co d e  S e ctio n 8 . 3

TIDA Bo ard  o f
Dire cto rs

G e ne ral /
Ad ministrative

Co nflic t o f Inte re st -
Fo rm 70 0

2 - Curre nt 7 ye ars 5  ye ars 2 ye ars

Cali fo rnia
G o ve rnme nt Co d e
S e ctio ns 8 10 0 9 (d )(e ),
§ 8 10 10 ,  § 8 720 0 ;  2 Cal.
Co d e  o f Re gs.  § 18 115 ,
§ 18 73 0 ;  S F Camp aign
& G o v Co nd uct Co d e
Artic le  III S e c 1;  CS C
P e rso nne l Re co rd s
G uid e line s

TIDA Bo ard  o f
Dire cto rs

G e ne ral /
Ad ministrative

TIDA Bo ard  o f
Dire cto rs Age nd as,
minute s,  me e ting
mate ria ls,
co rre sp o nd e nce ,  and
ap p ro ve d  re so lutio ns

1 - P e rmane nt P e rmane nt P e rmane nt

TIDA Bo ard  o f
Dire cto rs

G e ne ral /
Ad ministrative

TIDA Bo ard  o f
Dire cto rs me mb e r
ap p licatio ns,
Ap p o intme nt and
Re signatio n
P ro ce ssing p ap e rwo rk

1 - P e rmane nt P e rmane nt P e rmane nt

TIDA Bo ard  o f
Dire cto rs

G e ne ral /
Ad ministrative

TIDA Bylaws 1 - P e rmane nt P e rmane nt U nti l sup e rce d e d P e rmane nt

TIDA Bo ard  o f
DIre cto rs and  Ci tiz e n
Ad viso ry Bo ard

G e ne ral /
Ad ministrative

Aud io /Vid e o
re co rd ing o f me e tings
o f p o licy b o d ie s

1 - P e rmane nt P e rmane nt
Ad ministrative  Co d e
S e ctio n 6 7. 14 (b ),  6 7. 8 -
1(a )
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Controller Staff (print and sign) 

RECORDS RETENTION AND DESTRUCTION POLICY AND SCHEDULE SIGNATURE PAGE 

Submit your Policy with the Schedule and signture page attached at the end. Secure the signatures below, as 
appropriate, and deliver to: Office of the City Administrator, City Hall Room 362, Attention: Index to Records. 

Name of Department: 	- i 	OS (4 	..1-00 4 CI 0,e ife 	ly 

For departments that do not have a board or commission: 

Steve Kawa, Mayor's Chief of Staff 

  

For departments that have a board or commission: 

r\ 	"[-,/q// 6 
Commission Secretary name and signature 	 Date Approved Date Approved 

 

ALL DEPARTMENTS 

Department Head name and  signature:g//ZC/j  	Date Approved:   tr.-  /ff 

Approval 	 elating to financial matters: 

57(0. (L 
Date Approved 

Date Approved 

Approval as to Records of legal significance: 

    

Dennis J. Herrera, City Attorney 

  

Date Approved 

City DeputyAttorney(printand sign) 

  

Date Approved 

Approy 	fo Records relating to payroll matters: 

Jay Huish, Executive Director- Retirement Board Date Approved 

ORIGINAL 
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