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Schedule Record Tifle and Description Retention Period Media For use by (6)
Number Type Auditor of RC-3

State or | Required
by OHS-
OHS- LGRP
LGRP
CS10-001 | Payroll Records {including comp | € years Paper
time records, leave forms, payroll ]
change notices) '
CS10-002 | Transient Lefters/Memos Retain until no [longer | Paper
Including post it notes, phone | administratively
messages and other records which | necessary (No RC3
served to convey information of | necessary) N
temparary importance
CS10-003 | Transient Letters/Memos Retain until no longer | Electronic
Including, phone messages and | administratively
other records which served fo | necessary (No RC3 O]
convey information of temporary | necessary)
importance
CS10-004 | Purchase Orders, Request for| 6 years Paper
checks, invoices, vouchers, cash
reports U
CS10-005 | Solicitations/Advertising Retain untit no longer | Paper
administratively
necessary (No RC3 d
necessary)
CS10-008 | Solicitations/Advertising Retain until no longer | Electronic
administratively
necessary (No RC3 O
necessary)
CS10-007 | Seminar Material Retain until no longer Paper
administratively
necessary (No RC3 |1
necessary)
CS810-008 .| Travel Requests 6 years Paper
Ll
C510-009 | Agendas (Planning Commission, Retain until no longer Paper
City Council, Traffic Commission, administratively
Utllity Appeals Board) necessary (No RC3
needed} Original to be
maintained in 0O

originating dept.
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State or | equired
by OHS-
OHS- LGRP
LGRP
CS510-010 | Agendas {Planning Commission, Retain until no longer Electronic
City Council, Traffic Commission, administratively
Utility Appeals Board) necessary (Mo RC3
needed) Original to be ]
maintained in
originating dept.
CS810-011 | City Manager Weekly Repotts 1 year Paper
il
CS10-012 | Civil Service Commission Agenda Retain until printed in Electronic
final form (No RC3
Needed) U
CS10-013 | Civil service Commission Agenda Permanent Paper
(1
CS810-014 | Drafts of memos and Letters Retain uniil no longer Electronic
administratively
necessary or printed in
final form. (No RC3
necessary)
C810-0186 | Drafts of memos and Letters Retain until no longer Paper
administratively
necessary or printed in
finat form. (No RC3
necessary)
CS10-016 | Administrative Directives Retain until superseded | Electronic
or replaced
CS10-017 | Administrative Directives Retain until superseded | Paper
or replaced
CS810-018 | Telephone Bills (cell phone and land | 1 year Paper
line)
CS10-019 | Purchasing Card Reconciliation 1 year Paper
CS10-020 | Council Communications (Councit Permanent Paper
Reports/Caucus Reports) \/
CS10-021 | Voice Mail Messages Retain until no longer Electronic
adrinistratively
necessary (no RC 3
needed)
C$10-022 | Phone Directories Retain until no longer Paper

administratively
necessary (no RC 3
needed}
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CS10-023 | Recordings of Civil Service Retain until reduced Cassette
Commission Meetings into formal meeting tape
minutes then 1 year
CS$10-024 | Recordings of Civil Service Retain until reduced Compact
Commission Meetings into formal meeting disc
minutes then 1 year
CS10-025 | Minutes of Civil Service Commission | Permanent Paper .
Meetings %
CS10-026 | Application for Employment Paper
Person Hired Place In Personnel fite
Person Not Hired Destroy after 2 years
Copies Until no longer
administratively
necessary
CS10-027 | Commendations, promotions Place in Personnel file Paper
CS810-028 | Employee performance evaluations 10 years Paper
CS810-029 | Employee training records Place in Personnel file Paper
CS810-030 | Insurance Enroliment Records 1 year after employee Paper
leaves municipal
employ
CS10-031 | Job/Position Descriptions 1 year after superseded | Paper
CS10-032 | Labor Union Agreements 15 years after Paper
' termination
CS10-033 | Letter of Appointment Place in Personnel file Paper
CS10-034 | Lefter of Resignation Place in Personnel file Paper
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CS10-035 | Personnel File Purge after employee Paper
leaves municipal
service. Retain
Permanent record of
service time, salary
history, leave balances,
taxes paid, resignation
letter, retirement
information and
waivers, OSHA related
recordgs 20 years.
CS10-036 | Promotion Action Personnel File Paper
CS10-037 | Record of Disciplinary Action 4 years unless labor Paper
contract states
otherwise
CS10-038 | Background Investigations 2 years after position Paper
eligibility list expires
CV10-039 | Civil Service Examination Forms, 2 years after position Paper
Tests, Booklets, Score Sheets, eligibility list expires
Answer Sheets, efc,
CS10-040 | Eligibility List Until list expires Paper
CS10-041 | Requisitions/Certifications 10 years after Paper
appointment
CS10-042 | Civil Service Commission Rules Permanent Paper
CS10-043 | Sexual Harassment Policy Personnel file Paper
Acknowladgement
C810-044 | Consultant Contracts Permanent Paper
CS10-045 | Benefit Administration Records Three years after Paper

{Records pertaining to group health termination of plan
insurance plan: carrier selection
process, hotice to carriers re.
employee enrollment changes,
COBRA participant data, health
benefits committee documents, incl.
benefit plan descriptions)
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