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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.

PUBLIC WORKS / CAPITAL IMPROVEMENT PROJECT ENGINEERING

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

Capital Improvement Projects (CIP):
MAINTENANCE-ONLY PROJECTS (Painting,

Completion +

Potholing, Signal Synchronization, Slurry o Yedis O.r Statute of Limitations for Errors &
- After Funding]l o . .
. Seal, Re-Roof, etc. - No change in . . Mag, . Omissions not applicable; Some grant
Public Works / PW-001 Inf Confi i Agency Yes: Until Mfr, OD S/l Yes: After funding agencies require audits; Statute
CIP Engineering nfrastructure Configuration) Audit, if Completed . ’ QC & OD Ing ag ; q o
raquired Ppr of Limitations: Contracts & Spec's=4
All Final Records (Plans, RFP / Specifications / whichever’is years, CCP §337 et. seq., GC §34090
Addenda, Successful Proposal, Change longer
Orders, Notice of Completion, Photos, etc.)
Capital Improvement Projects (CIP):
Administration File .
Completion + . . .
10 vears or Some grant funding agencies require
Project Administration, Certified Payrolls, AfteryFundin | audits; Statute of Limitations for Errors &
. Certificate of Compliance, Construction 9 . . Mag, . Omissions is 10 years; Statute of
Public Works / ) Agency Yes: Until Yes: After |~ .. " .
CIP Enai . PW-002 Manager's Logs, Correspondence, Costs, Audit if c leted Mfr, OD, S/l Qc & OD Limitations: Contracts & Spec's=4 years,
gineering . 7 - udit, i omplete _
Estimates, Daily Inspections, Insurance renilired Ppr Wrongful Death=comp. + 5 years,
Certificates, Project Schedules, Public whi(?hever’is Developers=comp. + 10 years; CCP §337
Relations, Meeting Agendas / Minutes, Monthly lonaer et. seq., GC §34090
Reports, Notices, Real Estate Appraisals, RFls / 9
RFQs , Safety, SWPPP / WPCP, etc.
Department preference; Content does not
Capital Improvement Projects (CIP): Pending Upon Ma have a Substantive impact on the
Public Works / PW-002.5 Notice of Completion File Issuance of | Yes: Until Mir gD S/l Yes: After |Conduct of the Public's business because
CIP Engineering ' Notice of J Completed P , ’ QC & OD |all subcontractors and materials suppliers
Preliminary Notices, Stop Work Notices, etc. Completion P are paid prior to the issuance of the

Notice of Completion; GC §34090
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Capital Improvement Projects (CIP):
Permanent File

Department preference; retained for

Plans, RFP / Specifications / Addenda, Mag disaster preparedness purposes; Final
Public Works / PW-003 Successful Proposal, Change Orders, EIRs, = Yes: Until Mfr O‘D S/I Yes: After |environmental determinations are
CIP Engineering Negative Declarations, Categorical Exemptions, Completed P,pr ’ QC & OD |required to be kept a "reasonable period
Materials Testing Reports, Grading Permits, of time"; 14 CCR §15095(c); CCP §337
Hazardous Materials, Notice of Completion, et. seq., GC §34090
Photos, Record Drawings Soils Reports,
Studies, Submittals, Surveys, etc.
. Design / Construction Standards - Authored by Mag, .
Public \iVork§/ PW-004 the City for Construction of City Infrastructure P Mfr, OD, S/ Yes: After Department Preference; GC §34090
CIP Engineering QC & OD
(CIP / Land Development) Ppr
. Drawings, Maps, / Record Drawings, Large- Mag, .
Public \iVork§/ PW-005 Format Drawings, Survey Record Maps, P Yes (all) | Mfr, OD, S/l Yes: After Drafts should be destroyed; GC §34090
CIP Engineering . . p o QC & OD
Capital Improvement Project "As-Built Ppr
Easements, Deeds, Right of Ways, Mag, . .
City Clerk PW-006 Abandonments / Vacation, Liens / Lien P Mfr, OD, S/ Yes: After Department Preference; GC §34090 et
QC & OD |seq.
Releases Ppr
Not all internal communications and
Environmental Determinations: Environmental notes are required to be saved; "E-mails
Impact Reports (EIRs), Negative Declarations, that do not provide insight into the project
etc.) / CEQA - Where Engineering is the Project Ma or the agency’s CEQA compliance with
Public Works / PW-007 Lead Approval or Mfr gD S/l Yes: After |respect to the project — are not within the
CIP Engineering Denial F;pr ’ QC & OD |scope of section 21167.6, subdivision (e)
Correspondence / staff notes that provide + 2 years and need not be retained." Golden Door
insight into the project / the agency’s CEQA Properties, LLC v. Superior Court of San
compliance with respect to the project Diego County (2020) 53 Cal.App.5th 733;
PRC 21167,6; GC §34090
Public Works / PW-008 Fire Hydrant Modeling (pressure, flows for Minimum 5 M?:lacg),D S/l Yes: After |Department Preference (valves are
CIP Engineering Master Plans) years F‘>pr ’ QC & OD |exercised every year); GC §34090

CORONA, CA. ©1995-2023 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted: 3/11/2026




Ver. 9.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS

Page PW-3

(CIP Engineering, Environmental Services, Maintenance (Fleet, Streets), Traffic Eng, Transit)

Image: Destroy
Office of . Total . Media | I=Import | Paper after
?
Record (OFR) Record No. Records Description Retention | Vital’ Options| M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
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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).

IRWMP (Integrated Regional Water

, Mag
Public Works / Management Plan) , UWMP (Urban Water ' Yes - After .
CIP Engineering PW-009 Management Plan) - Plans, Reports, Monitoring F Mf;;’ ?D’ S/ QC & OD Department preference; GC §34090
Reports P
. o Mag
Public Works / Master Plans, Long Range Facility Plans, ’ Yes - After .
CIP Engineering PW-010 Watershed Plans P Mfll'a,;?D, S/ QcC & OD Department preference; GC §34090
Public Works / Mag, Yes: After
CIP Engineering PW-011 Sewer Capacity Studies / Reports P Mfll'a,;?D, S/ Qc & OD Department preference; GC §34090
Public Works / Mag, Yes: After
CIP Engineering PW-012 Surveys, Record of Survey P Yes (all) Mfll'a,;?D, S/ Qc & OD Department Preference; GC §34090
. . Mag
Public Works / ) Water Supply Assessments, Studies, Reports / ’ Yes: After .
CIP Engineering PW-013 Stream Studies / Flow / Water Planning Studies : MfL‘pC:D‘ S/ QC & OD Department Preference; GC §34090
PUBLIC WORKS / ENVIRONMENTAL SERVICES
Public Works / Issue Date + Mag, Yes: After
Environmental PW-014 AQMD Permits - for Generators, etc. Mfr, OD, S/ ’ 40 CFR 70.6; GC §34090
. 5 years QC & OD
Services Ppr
Public Works / Mag
. . . : Yes: After |AQMD Rule 1470; Form 400-E—13a
EnV|ronmentaI PW-015 Generator Operation Logs / Inspections 5 years Mfr, OD, S/ QC & 0D instructions; GC §34090
Services Ppr
I . . Expiration of Mag, . .
Lead Dept. PW-016 Pressure Vessel Certifications / Permits (Air Cortificats o Mfr, OD, S/l Yes: After |Department preference; GC §34090 et.
Compressors, Propane, etc.) . QC & OD |seq.
Permit Ppr
Public Works / . . S Mag, .
Environmental PW-017 Storm Drain System Maintenance (Slip Lining, 5 years Mfr, OD, S/l Yes: After Department Preference; GC §34090
Services etc.) Ppr QC & 0D
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If the record is not listed here, refer to the Retention for City-Wide Standards
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Public Works / Mag Required for a minimum of 3 years; 40
. C ' Yes: After |CFR 122.41(j)(2); SWRCB Order 2006-
En\g;cicir:s:tal PW-018 Stormwater lllicit Discharges 5 years Mf||’3, OrD, S/l QC & OD |03; 40 CFR §§122.21, 122.41, 122.44:
P GC §34090
. . . . Department Preference; Federal mandate
Environmental | PW-019 | O8M reisted mepections,/ Developmant | 5 years it 0D, | s/1 | Yo Afler s 3 years; SWRCB Order 2006-03; 40
Sonvioos Inspections) P ' P y e QC & OD |CFR §§122.21, 122.41, 122.44; GC
P P §34090
, Department Preference; Federal mandate
Public Works / Mag . '
. . ’ Yes: After |is 3 years; SWRCB Order 2006-03; 40
Emg(raorci?ee:tal PW-020 Stormwater: NPDES Annual Reports 5 years Mf;;’ (?D, S/l QC & OD |CFR §§122.21, 122.41, 122.44: GC
P §34090
. Department Preference; Federal mandate
Public Works / . Mag . '
. . . . Expiration + ’ Yes: After |is 3 years; SWRCB Order 2006-03; 40
Enwronrnental PW-021 Stormwater: NPDES Permits / MS-4 Permits 5 years Mfr, OD, S/ QC & OD |CFR §§122.21, 122.41, 122.44: GC
Services Ppr
§34090
PUBLIC WORKS / MAINTENANCE SERVICES / FLEET
Public Works / Fleet - Pre-Trip Inspections / Vehicle Safety Mag, Yes: After
Maintenance / PW-022 Checks / Daily Vehicle Inspections / Daily 2 years Mfr, OD, S/l ’ GC §34090; 13 CCR 1234(c)
i QC & OD
Fleet Equipment Checks Ppr
Public Works / Mag, Yes: After
Maintenance / PW-023 Fleet - Tire Disposal / Waste Manifests 3 years Mfr, OD, S/ QC.& oD 14 CCR 18459.3; GC §34090
Fleet Ppr
Public Works / Mag
- ) ) I . ’ Yes: After |22 CCR 66266.130(c)(5), H&S
Malnlt:?gstnce/ PW-024 Fleet - Used Oil Disposal Manifests 3 years Mf::,)pC:D, S/ QC & OD |§25250.18(b), 25250.19(a)(3) et seq.
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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).

Department Preference; If a motor
carrier, required for 18 months after

Public Works / Fleet - Vehicle / Equipment History Files ?/Icsaﬁiocslzloorf Mag, Yes: After vehicle is sold; CHP requires life of
Maintenance / PW-025 Equipment + Mfr, OD, S/l QC.& oD vehicle; OSHA requires 1 year; 8 CCR §
Fleet Maintenance, Brakes, Smog Certificates, etc. 2 years Ppr 3203(b)(1); 49 CFR 396.21(b)(1); 49 CFR
396.3; CCP §337 et. seq., 3 CCR 1234(f);
GC §34090
Indefinite -
Public Works / Disposal of Mag, Yes: After
Maintenance / PW-026 Fleet Management Database Vehicle or Yes Mfr, OD, S/l ’ Data is interrelated; GC §34090
. QC & OD
Fleet Equipment + Ppr
2 years
Operations / Maintenance Manuals (O&M Life of Mag, Yes: After |Department Preference; GC §34090 et
Lead Dept. PW-027 Facility or Mfr, OD, S/ ’ ’ ’
Manuals) ; QC & OD |seq.
Equipment Ppr
Regulatory Certifications, Inspections, Permits, /}
Pusc ot B e et
Maintenance / PW-028 System Certification, Overfil Pllevention 3 years Mfr, OD, S/l QC.& oD Department preference; GC §34090
Fleet ) . Ppr
Equipment Inspection Report, Secondary
Containment Testing Report, etc.)
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Material Safety Data Sheet (MSDS) / Safety Mag chemical / substance / agent, where &
Data Sheet (SDS) / Chemical Use Report Form ’ Yes: After |when it was used is maintained for 30
Lead Dept. PW-029 / records of the chemical / substance / agent, 40 years Mf;‘,;:D‘ S/ QC & OD |years; Applies to qualified employers;

where / when it was used

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
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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 SERVICES / STREETS

Department Preference (agricultural

Mag, Yes: After |pesticide records are required for 2
Lead Dept. PW-030 Herbicide / Pesticide Application Forms 2 years MfIrD, (?D, S/l QC & OD years): GC §34090; 3 CCR 6624(g), 7
P CFR 110.3(d)
Operations / Maintenance Manuals (O&M Life of Mag, Yes: After |Department Preference; GC §34090 et
Lead Dept. PW-031 P Facility or Mfr, OD, S/l ’ P ’ ’
Manuals) . QC & OD |seq.
Equipment Ppr
Previous SDS / MSDS may be obtained
from a service; SDS / MSDS may be
destroyed as long as a record of the
Material Safety Data Sheet (MSDS) / Safety Mag chemical / substance / agent, where &
Data Sheet (SDS) / Chemical Use Report Form ’ Yes: After |when it was used is maintained for 30
Lead Dept. PW-032 / records of the chemical / substance / agent, 2Oyecis Mir, OD, S/ QC & OD |years; Applies to qualified employers;
. Ppr . .
where / when it was used 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
Public Works / Mag, Yes: After
Maintenance / PW-033 Street Light Maintenance 5 years Mfr, OD, S/ ’ Department preference; GC §34090
QC & OD
Streets Ppr
. Department Preference; Federal mandate
Public Works / Mag . ’
. . : Yes: After |is 3 years; SWRCB Order 2006-03; 40
Malgtt(:::tr;ce/ PW-034 Street Sweeping Tonnage Reports 5 years Mfer, C:D, S/ QC & OD |CFR §§122.21, 122.41, 122.44: GC
P §34090
Public Works / . . - Mag, .
Maintenance / PW-035 Streets - S|dewalk Maintenance, Grinding, 5 years Mfr, OD, S/l Yes: After Department preference; GC §34090
Streets Asphalt Ramping (Logs / Forms) Ppr QC & OD
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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).

Mag,

Department Preference; EPA FAQs
recommend Life of the Tank; applies to

Lead Dept. PW-036 Underground Service Alerts (USA's) / Dig Alerts 3 years Mfr, OD, S/l \gé:&AgSr both Tier | and Tier Il Tanks; (Tier Il tanks
Ppr are required to have an integrity test
every 20 years); GC §34090
Division Work Orders / Service Requests / Service Indefinite - Mag Es\fvi:srclar::tsrrézlfr::\?/;bIDeaéiflrane:r\évTee;iired
Providing PW-037 gg;rs 'tefz':':Kﬂgi?]"t'::aggh‘;‘:&sgmem Minimum 5 Yes |Mfr,OD,| S/I \gg: &Aggr for 5 years; SWRCB Order 2022-0103-
Service / Work S Ste‘r’n“) 9 years Ppr DWQ; CCP §§338 et seq., 340 et seq.,
y 342, GC §34090
Divisi Work Orders / Service Requests / Service When N M
Prgl\:?clici)r? PW-038 Orders - All Information Entered in CRM / Loin ero Yes Mfra(g)b S/ Yes: After |Preliminary drafts (the database is the
. 9 CMMS Database 9 o QC & OD |original); GC §34090
Service / Work Required Ppr
(Paper drafts)
Work Orders / Service Requests / Service
Orders - NOT entered in CRM / CMMS . .
Division Datab / vartial inf i tered int Ma May contain sewer records, which are
Providin PW-03  |CMM Sa;et( oy ormetion eniered inte & oo ves |t ob | s/ | Yes: After |required for 5 years; SWRCB Order 2022-
oviding MS Database) o y O QC &OD |0103-DWQ; CCP §§338 et seq., 340 et
Service / Work (Division providing service retains originals; Ppr
L . o ; seq., 342, GC §34090
Division requesting service is considered a
copy)
PUBLIC WORKS / TRAFFIC ENGINEERING
Public Works / i . Mag, .
Traffic PW-040 Traffic Calmlng Requests (Speed Humps, Red 10 years Mfr, OD, S/ Yes: After Department preference; GC §34090
. . Curbs, Stop Signs, etc.) QC & OD
Engineering Ppr
Copies - Mag
State or Police | pyy.041  |Traffic Collision Reports / SWTRS el Mir, OD,| S/1 | Ve AfeT o ies: GC §34090.7
Dept. Longer QC & OD
. Ppr
Required
Public Works / Mag, Yes: After
Traffic PW-042 Traffic Counts / Traffic Studies 10 years Mfr, OD, S/l QC-& oD Department preference; GC §34090
Engineering Ppr
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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).

Copies -
) e . . Mag . -
. ) Traffic Speed Surveys (certified by City Council § When No ' Yes: After |Presented to the City Council in the
City Clerk PW-043 | pesolution) Longer Mf; OrD' S/T 1 Qc & 0D |Council Agenda Packet; GC §34090.7
Required P
Public Works / Mag, Yes: After
Traffic PW-044 Traffic Stop Sign Warrants 10 years Mfr, OD, S/ QC.& oD Department preference; GC §34090
Engineering Ppr
Public Works / Mag, Yes: After
Traffic PW-045 Transportation Plans / Master Plans P Mfr, OD, S/ QC.& oD Department preference; GC §34090
Engineering Ppr
PUBLIC WORKS / TRANSPORTATION
. s . . Mag
Public Works / ) Applications for Service (Commuter Shuttles, Expiration + ’ Yes: After
Transportation PW-046 Dial-a-Ride, etc.) 2 years Mﬁl;’;?D’ S/l QC & OD GC § 34090
Department preference; If a motor carrier,
Disposal of Mag required for 18 months after vehicle is
Public Works / . . ’ Yes: After |sold; CHP requires life of vehicle; OSHA
Transportation | ' "W-047  |Bus/Vehicle Procurement Veh:::fs" 2 Mf;; ?D' S/T 1 Qc & 0D |requires 1 year: 8 CCR § 3203(b)(1); 49
y P CFR 396.21(b)(1): 49 CFR 396.3(c); CCP
§337 et. Seq., GC §34090
Ma Department preference; If a motor carrier,
Public Works / PW-048 Daily Safety Checks / Pre-Starts / Commercial 3 oo Mir Cg)D S/l Yes: After |required for 3 and 14 months; 49 CFR
Transportation Vehicle Prestarts (Transportation Only) y P , ’ QC & OD |396.11(c)(2); 49 CFR 396.21(b)(1); GC
P §§ 34090
. Dispatch System / Route Match / Dial-a-Ride / Indefinite - Mag, .
Public Worlfs/ PW-049 Mini-Bus / Door-to-Door Database (Route Minimum 5 Yes Mfr, OD, S/l Yes: After Department preference; GC §§ 34090
Transportation QC & OD
Match) years Ppr
. . . . . . Mag
Public Works / ) Licenses / Permits (to Operate Public Expiration + | Yes (until : Yes: After
Transportation PW-050 Transportation) 2 years expiration) Mf;SD‘ S/ QC & OD GC §§ 34090
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Public Works / PW-051 Manifests / Passenger Manifests / Passenger £ vonre M,f\fag‘D S/I Yes: After |Department preference; Consistent with
Transportation Counts / Trip Sheets y P’pr ’ QC & OD |accounts receivable; GC §§ 34090

. . . . . When No . . .
Public Works / PW-052 Recordings - Video Recordings: Exterior / Longer Ma No forward-facing videos; Records public
Transportation Interior of Vehicles 9 9 activities; GC §34090 .6

Required

. Mag . .
Public Works / . S . Yes: After |Department preference; Consistent with
Transportation PW-053 Reports from Drivers / Driver's Reports 5 years Mf;gD, S/l QC & OD | other safety requirements: GC §§ 34090

. When No Mag, . Preliminary drafts / content not
?fabr:f \évrgtlfz r{ PW-054  |Schedules - Transportation Longer Mfr, OD,| S/ \gé &Aggr substantive (the Time Sheet is the final

P Required Ppr record); GC § 34090 et seq.

. Mag
Public Works / T . . Yes: After .
Transportation PW-055 Transit Ridership, Reports (contracted) 5 years Mflr:,);?D, S/l Qc & OD Department preference; GC §34090
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