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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY MANAGER
Destroy
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Office of Total Media | I=lImport Paper
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Record (OFR) Retention No. Records Description Notention Vital? Options | M=Mir lr:;tg;d Comments / Reference
S=Scan & 0C'd?

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 MANAGER

City Manager CM-001 Closed Session Memos 5 years Mag, Ppr Department preference; GC §34090
Legislative Advocacies, Support or . Yes:
. i Minimum 2 Mag, Mfr, .
City Manager CM-002 Opposition to proposed Federal or State S/l After QC |Department preference; GC §34090
B years OD, Ppr
Legislation & OD
City Manager CM-003 Proclamations & Certificates 2 years Mag, Ppr GC §34090
. . . . . . . Yes:
City Manager CM-004 Project Files /.SUbJECt Files (Subject wil Mimum 2 Mag, Mir, S/ After QC |Department Preference; GC 834090 et seq.
change over time) years OD, Ppr & 0D
V\C/ﬁszw; Mag, Mir ves:
Finance CM-005 Travel Records / Expense Reports 9 ML gy After QC |GC §34090.7
Longer oD, Ppr
- & OD
Required

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: 8/21/2024




