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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).

FINANCE / ADMINISTRATION

Finance / FIN-001 Financial Services Database / ERP Database I{;icrj]?r:rtljlrtr?; Yes Mag, Mfr, S/I Yes: After |Data Fields / Records are interrelated;
Lead Div. (One Solution) o OD,_Ppr QC & OD |GC §34090
Finance / Pension Stabilization Trust Board of Trustees | Minimum 2 Mag, Mfr, Yes: After .
Admin. FIN-002 | A GENDAS / STAFF REPORTS years oo, ppr| S'! Qc & op |Pepartment preference; GC §34090
. S Department preference; Audio
. Pension Stabilization Trust Board of Trustees . ) .
Finance /| £1N1003  |Recordings - AUDIO RECORDINGS of 2 years Mag Required for 30 days; GC §54953.5(b);
Admin. Meetinas - Audio Tapes Video recordings of meetings are
gs-Au P required for 90 days; GC §34090.7
. e Department preference; Audio
. Pension Stabilization Trust Board of Trustees . . .
Finance / | |\ 6035  |Recordings - VIDEO RECORDINGS of 2 years Mag Required for 30 days; GC §54953.5(b);
Admin. Meetinas - Video Tapes Video recordings of meetings are
9 P required for 90 days; GC §34090.7
Finance / Pension Stabilization Trust Board of Trustees Mag, Mfr, Yes: After
Admin. FIN-004 MINUTES ;. OD, Ppr S/ QC & OD GC §34090(e)
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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).
FINANCE / BONDS AND DEVELOPMENT

Bonds / Bond Sales / Official Statements /
Transcripts / Certificates of Participations
(COPs) / General Obligation Bonds / Revenue

Department Preference; Statute of
Limitations for Bonds issued by local
governments are 10 years; IRS bond
auditing regulations state, "...material
records should generally be kept for as

Finance / Bonds / Assessment District Bonds / CFD iy Yes: Until |Mag, Mfr, Yes: After |long as the bonds are outstanding, plus
Bonds & FIN-005 L . Defeased + . S/l : .
Bonds - Includes Continuing Disclosure Maturity | OD, Ppr QC & OD |3 years after the final redemption date
Develop. 10 years . o
Reports of the bonds; There are specific
requirements for disposal of unused
See Bank Statements for statement retention. bonds; CCP §§336 et seq. 337.5(a);
26 CFR 1.6001-1(e): 26 CFR § 1.148-
5(d)(6)(iii)(E); GC §43900 et seq.
Finance / ) . ) Department Preference; (meets
Closed + 5 | Yes: Until |Mag, Mfr, Yes: After - ”
Bonds & FIN-006 Escrow Accounts care Maturit OD. Por S/ QC & OD municipal government auditing
Develop. y y P standards); GC §34090
FINANCE / BUDGET AND REVENUE
ke IO ol e Mo il | Mag M, | Ve Ater |Dapainent rfrece; oot i
9 e ’ . Y 9 y oD, Ppr QC & OD |standards; GC §34090 et seq.
Revenue their time spent on a project, grant, etc.)
Finance / .
Mag, Mfr, Yes: After |Department preference; Meets auditing
Budget & FIN-008 Budget Transfers 5 years oD, Ppr S/ QC & OD |standards; GC §34090 et seq.
Revenue
Finance / Yes: ) .
Budget& | FIN-009 |Budgets - Adopted / Final P Current | Mag, Mir,| o, | Yes: After |Department Preference; GC §34090 et
. oD, Ppr QC & OD |seq.
Revenue Fiscal Year
. Drafts -
Finance / Yes: )
Budget & FIN-010 Budgets - Preliminary, Backup Documents ¥¥hen No Current Mag, Mir, S/l Yes: After Department Preference; GC §34090
Longer . oD, Ppr QC & OD
Revenue Reguited Fiscal Year
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gl:(?n:fg{ FIN-010.1 Business License Applications, Registrations / E voars Mag, Mfr, S/l Yes: After |Department preference; Meets auditing
9 ' Renewals y OD, Ppr QC & OD |standards; GC §34090 et seq.
Revenue
Finance / Indefinite .
. . . Mag, Mfr, Yes: After |Department Preference - Data is
Budget & FIN-010.2 |Business License Database (Minimum 5 Yes oD, Ppr S/l QC&OD |interrelated: GC §34090, H&S §19850
Revenue years)
Finance / Mag, Mfr Yes: After |Department preference; Meets auditing
Budget & FIN-010.3 |Cost Allocation Plans 5 years oD, Ppr S/l QC & 0D |standards; GC §34090 et seq.
Revenue
Finance / .
. Mag, Mfr, Yes: After |Department preference; Meets auditing
Budget & FIN-010.4 |Property Tax Receipts 5 years oD, Ppr S/l QC & OD |standards; GC §34090 et seq.
Revenue
Finance / -
Mag, Mfr, Yes: After |Department preference; Meets auditing
Budget & FIN-010.5 |User Fee Study 5 years oD, Ppr S/l QC & 0D |standards; GC §34090 et seq.
Revenue
FINANCE /| GENERAL ACCOUNTING
Department Preference; IRS: 4 years
Finance / after tax is due or paid (longer for
General FIN-011 1099's, 1096's, DE542 (California Report of & voare Mag, Mfr, S/l Yes: After |auditing & contractor delinquency); Ca.
Accountin Independent Contractors) y OD, Ppr QC & OD |FTB: 3 years; IRS Reg §31.6001-
9 1(e)(2), R&T §19530, GC §34090; 29
USC 436
Finance / Accounts Payable / Invoices / Backup ) . ) Department Preference to pass grant
Yes: Until |Mag, Mfr, Yes: After . -
General FIN-012 . 7 years . S/l audits (meets municipal government
- (Includes Invoices, Travel Expense Paid OD, Ppr QC & OD i, )
Accounting . auditing standards); GC §34090
Reimbursements, Warrant Request, etc.)
Accounts Receivable / Revenue / Our Invoices
Finance / to Outside Entities: Insurance Companies, Department Preference; (meets
Franchise Fees, DUI Billing, Transient Yes: Until |Mag, Mfr, Yes: After p_ . AL
General FIN-013 Occupancy Tax (TOT), Auctions of Surplus 5 years Paid OD. Por S/l Qc & OD municipal government auditing
Accounting pancy ’ P TP standards); GC §34090

Property, Credit Card Payment Receipts,
Tenant Billing / Rent, etc.
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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).

Assessment Districts / Community Facilities

Finance / o ) L
Districts / Landscape Maintenance Districts / Mag, Mfr, Yes: After .
General | FIN-014 | g oot | ighting Districts / Special Districts Syean op, ppr| S/ | qcaop |DepartmentPreference; GC §34090
Accounting .
Engineers Reports
FCI%r;Te(;Z\I/ FIN-015 Audit Reports / Annual Consolidated Financial = Mag, Mfr, S/l Yes: After |Department Preference; GC §34090 et
- Report (ACFR) / related Audit Opinions OD, Ppr QC & OD |seq.
Accounting
Finance / o
) . Mag, Mfr, Yes: After |Department Preference; (preliminary
Genergl FIN-016 Audit Work Papers 5 years oD, Ppr S/l QC & OD |drafts): GC §34090
Accounting
Finance / Department Preference (exceeds
General FIN-017 Audits - Single Audits / Transportation Audits / 10 vours Mag, Mfr, S/l Yes: After |municipal government auditing
Accountin PERS Audit, FEMA / OES Audits, etc. y OD, Ppr QC & OD |standards to ensure FEMA or OES
9 does not recoup money); GC §34090
Bank Statements / Trustee Statements, Fiscal
Finance / Agent Statements, Trustee Statements, ) .
General FIN-018 Investment Account Statements, Pars 5 years Mag, Mfr, S/l Yes: After | Department preference; GC §§34090,
- I . OD, Ppr QC & OD |26 CFR 31.6001-1
Accounting Statements, Bank Reconciliations, Wire
Transfers
Finance / When No Maa. Mfr Yes: After Preliminary drafts not retained in the
General FIN-019 Bankruptcies - NOT pursued Longer OII?‘ p r, S/ QC.& oD ordinary course of business; GC
Accounting Required P §34090
Finance / ) Department Preference (negative
General FIN-020 Bankruptcies - Where a claim is filed 7 years I\gag, g/lf; S/l YQecs:.&A(;tgr information remains on credit ratings
Accounting P for 7 years); GC §34090
Finance / Mag, Mfr Yes: After |Department Preference; Meets auditing
Genergl FIN-021 Checks / Warrant Register Report (issued) 5 years OD, Ppr S/l QC & OD |standards; GC §34090
Accounting
Finance / Mag, Mfr Yes: After |Department Preference; Meets auditing
Aie()rsjer]rt?rl]g FIN-022 Checks / Warrants (Cashed / Returned / NSF) 5 years oD, Ppr S/ QC&OD |standards; 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).

Finance / Checks deposited to Bank'(Clty scgns them for Follow Bank Mag, Mfr, Yes: After |These are bank instruments, and not
General FIN-023 the Bank, rather than physically taking the Instructions OD. Por S/ QC & OD |City records: per bank agresment
Accounting checks to the bank to deposit them.) TP y P 9 )
Department Preference; Negative
credit information remains on credit
Finance / reports for 7 - 10 years; Meets auditing
Collection Agency Assignments / Unpaid Mag, Mfr, Yes: After |standards; City does not Lien property
General FIN-024 7 years S/l .
- Accounts OD, Ppr QC & OD |(Liens are good for 10 years from
Accounting .
recording date, and may be extended
by re-recording lien); WC 36729; GC
§34090
Finance / Daily CE.ISh Summarles, E.)ar'lk Deposits, Bank Mag, Mfr, Yes: After |Department preference; GC §§34090,
General FIN-025 Transmittal Advice, Cashier's Reports, 5 years OD. Por S/l QC & 0D |26 CFR 31.6001-1
Accounting Transaction Central Credit Card Refunds TP )
Department preference; All tangible
Finance / property held by government agencies
Escheat (Unclaimed money / uncashed Mag, Mfr, Yes: After |escheats after 3 years; Statute of
General FIN-026 5 years S/l L . .
Accountin checks) OD, Ppr QC & OD |Limitations is 1 year for seized
9 property; CCP §§340(d), 1519; GC
§34090
Finance / . . . . .
General FIN-027 Fixed Assets - Annual Listing (Source 5 years Mag, Mfr, S/l Yes: After |Department Preference; Meets auditing
) Documents) oD, Ppr QC & OD |standards; GC §34090
Accounting
Finance / Investments / Arbitrage / Bonds (Receipts / . . . ) Department Preference; Meets auditing
General | FIN-028  |Advisor Reports / Trade Tickets / LAIF (Local Ma“gg:’; 5 YesF‘;ailj”t" '\éag' Q"‘T’ S/ \(Seé &A(‘;tgr standards; FTC Reg's rely on "self-
Accounting Agency Investment Fund)) y TP enforcement”; GC§§ 34090, 43900
Finance / Department Preference; meets
General FIN-029 Journal Entries / Journal Vouchers / Budget 7 vears Mag, Mfr, S/l Yes: After |municipal government auditing
Accounting Adjustments y OD, Ppr QC & OD |standards; Statute of Limitations is 4

years; GC §34090, CCP § 337
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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).

Finance / Payment Stubs / Water Receipts / Utility Wien No Mag, Mfr, Yes: After Prellmlnar)i Docu.ments.- payments. can
General FIN-030 Receipts (when payment is submitted) Longer OD. Por S/l QC & OD be made without including the stub; GC
Accounting P pay Required P §34090 et seq.
Finance / Reports, Financial Reports generated from Department Preference; Meets auditing
Database, General Ledgers Subsidiary Mag, Mfr, Yes: After |standards; Uncertain if Financial
General FIN-031 N ) 5 years Yes S/l
Accountin Ledgers, Reconciliations, Registers, oD, Ppr QC & OD |system can re-create reports
9 Transaction Histories, Balance Sheets, etc. accurately; GC §34090
Reports: Annual State / Federal: State
Finance / Controller's Report, Local Government
General FIN-032 Compensation Report, Gas Tax, MOE 5 vaors Mag, Mfr, S/ Yes: After |Department Preference; Meets auditing
Accountin (Maintenance of Effort) Report, Fixed Charge y OD, Ppr QC & OD |standards; GC §34090
9 Special Assessment Report, Public Self Insurer|
Report (SIP Report), Street Report, etc.
Genoral | FING33 |Gl Treastror Finanaal Repus, Wamant. | o Mag, Mr,| | | Yes: After |Depariment Preforence; Meets audiing
: Y ports, y oD, Ppr QC & OD |standards; GC §34090
Accounting Reports, etc.
Finance / . .
. . _— o Sale or Mag, Mfr, Given to Auction House / New Owner;
Generz':ll FIN-034 Vehicle Titles ("Pink Slips") Disposal oD, Ppr S/ GC §34090
Accounting
Finance / Vendor "
. Mag, Mfr, Yes: After |Meets IRS auditing standards; GC
Genergl FIN-035 W-9s Inactive + 5 oD, Ppr S/ QC & 0D  |§34090
Accounting years
FINANCE / PAYROLL
Finance / FIN-036 Financial Services Database / ERP Database II\;I]:\?rgzlrts? Yes Mag, Mfr, S/l Yes: After |Data Fields / Records are interrelated;
Lead Div. (One Solution) years OD, Ppr QC & OD |GC §34090
Department Preference; Instructions
) ) ) . state "Generally, keep copies of
Human FIN-037 :nosiiaiélog;e? / (CI:E;\lelrzyeer) |/DrTOr \;lrc]I:rcrlliEaelalth 5 vears Mag, Mfr, S/l Yes: After |information returns you filed with the
Resources 9 ’ oD, Ppr QC & OD |IRS or have the ability to reconstruct

Form)

the data for at least 3 years, from the
due date of the returns"; 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).

CalPERS Reports, Annual Valuation Reports,

Most recent records are stored on

Finance / . . Mag, Mfr, Yes: After |CalPERS website; Department
Payroll FIN-038 g::;ltjearzzln\tlsaluatlon Reports, Annual Employer Syean OD, Ppr S/ QC & OD |Preference; Retained to match other
auditing periods; GC §34090
Finance / Checks / Warrant Register Report - Payroll Mag, Mfr, Yes: After .
Payroll FIN-039 only 5 years oD, Ppr S/l Qc & OD Department Preference; GC §34090
Finance / Mag, Mfr, Yes: After |Department Preference; GC §34090,
Payroll FIN-040 Checks / Warrants - Cancelled - Payroll Only 5 years oD, Ppr S/l QC & OD |26 CFR 31.6001-1
DE-6, DE-7, DE-9 DE-43, W-3, / DE-166, 941 Department Preference; IRS: 4 yrs
Finance / Forms, IRS 5500 Forms (Employee Benefit Maa. Mir Yes: After after tax is due or paid; Ca. FTB: 3
Pavroll FIN-041 Plans), PERS / FICA / Medicare Adjustments - 5 years OII?‘ P r’ S/l QC.& oD years; IRS Reg §31.6001-1(e)(2), R&T
y Quarterly Payroll Tax Returns / OASDI, Federal P §19530; 29CFR 516.5 - 516.6, 29USC
Tax Deposits, Adjustments, etc. 436, GC §34090
Finance / . . Mag, Mfr, Yes: After |Produced by Deferred Comp. Provider;
Payroll FIN-042 Deferred Compensation (City Statements) 5 years oD, Ppr S/l QC&OD |GC §304090, 26 CFR 31.6001.1
Finance / ) Employee Payroll File (all Copies - Human Upon Mag, Mfr, Yes: After .
Payroll FIN-043 Recourses retains W-4s / other original records] Separation OD, Ppr S/ QC & OD Copies; GC §34090.7
Finance / Garnishments, Child Support, Court Orders Completion Mag, Mfr, Yes: After .
Payroll FIN-044 regarding Employee Wages + 5 years OD, Ppr S/ QC & OD Department preference; GC §34090
Finance / Payroll Reports (includes Leave Registers, Mag, Mfr, Yes: After Depgr.tment preference; (mgets
Payroll FIN-045 time Transaction Reports, etc 5 years OD, Ppr S/ QC & OD municipal government auditing
y ports, efe. P standards); GC §34090
Finance / Mag, Mfr, Yes: After .
Payroll FIN-046 PERS Statements (Books) 5 years OD, Ppr S/l QC & OD Department Preference; GC §34090
Finance / |\ o, |Retiree Medical Enroliment / Retiree Billing / & oo Mag, Mfr| o, Yes: After aif]?g";‘f”tof’/;er‘;er;ee”ncteamiﬁ:s
Payroll COBRA Billing y oD, Ppr QC & OD palg 9

standards; 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).

Department preference to facilitate
grant audits or claim reimbursements;
Meets auditing standards (audit + 4
years); IRS requires 4 years; Ca.

Fg‘:r:f)ﬁ / FIN-048 g&iﬂ:gﬁézme Cards / Overtime Sheets / 5 years I\/Ioag, g/lf: S/l \g!g:&Acf)tgr requires 2 yr min.; FTB keeps 3 years;
y TP IRS Reg §31.6001-1(e)(2), R&T
§19530; LC § 1174(d); 29 CFR 516.5;
GC §34090; 8 CCR 11040.7(c); 29
CFR 516.5 & 516.6(c);
Department Preference; IRS: 4 yrs
. ) after tax is due or paid; Ca. FTB: 3
Fg‘:”rzﬁ/ FIN-049  |W-2's 5 years '\éag' Q"‘T’ S/ YQeg &Aggr years; IRS Reg §31.6001-1(e)(2), R&T
y P §19530; 29CFR 516.5 - 516.6, 29USC
436, GC §34090
FINANCE / PURCHASING
Finance / FIN-050 Financial Services Database / ERP Database Il\;l]i?](iargzlrfi Yes Mag, Mfr, S/l Yes: After |Data Fields / Records are interrelated;
Lead Div. (One Solution) vears OD,_Ppr QC &OD |GC §34090
Bid Packets / Pre-Qualification Packets /
. Solicitations / Planet Bids Database )
Flnancgi FIN-051 Unsuccessful Proposals, Notices, etc. 5 years Yes Mag, Mr, S/l Yes: After Depqrtment prefergnf:e to meet
Purchasing . OD, Ppr QC & OD |possible grant audits; GC §34090
Lead Department determines successful
proposer
After
Finance / o issuance of Mag, Mfr, Yes: After "
Purchasing FIN-052 Bonds: Bid Bonds Natice i oD, Ppr S/ Qc & OD Security; GC §34090
Proceed
. After Filing .
Flnancgl FIN-053 Bonds: Performance Bonds, Payment Bonds of Notice of Mag, Mir, S/l Yes: After Security; GC §34090
Purchasing Completion oD, Ppr QC & OD

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. 10.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-9
(Admin., Bonds And Development, Budget And Revenue, Acct., Payroll, Purchasing)
. Image: Destroy
Office of . _
Record Record No. Records Description Tota.l Vital? Me.dla I—Ir:!p0rt Paper after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qc'd?
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Finance /
Purchasing

FIN-054

Exigis Insurance Certificate Management
Database (Certificate of Insurances)

Indefinite -
Minimum 10
years

Yes

Mag, Mfr,
OD, Ppr

S/l

Yes: After
QC & OD

Department preference; Longest
Statute of Limitations is 10 years;
Conforms with Agreement Retention
(usually filed with agreement); CCP
§337 et seq.; GC §34090

Finance /
Purchasing

FIN-055

Purchase Orders / Requisitions

7 years

Yes: Before
Completion

Mag, Mfr,
oD, Ppr

Yes: After
QC & OD

Department Preference to match
Database retention; (Professional
Services always have a contract,
therefore Errors & Omissions are not
applicable); Statute of Limitations is 4
years; 10 years for Errors & Omissions;
CCP §§337. 337.1(a), 337.15, 343; GC
§34090
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