(R-95-1349)

RESOLUTION NUMBER R- 28551@

aporrep on _ MAR 27 1995

BE IT RESOLVED, by the Council of The City of San Diego,
that the Records Disposition Schedule for records maintained by
Neighborhood Code Compliance Department attached as Exhibit A is

hereby adopted.

APPROVED: - JOHN W. WITT, City Attorney

Custrn. €N s
By y :
- Cristie C. McGuire
Deputy City Attorney

CCM:jrl
03/14/95
CCM:jrl
R-95-1349
Form=r-t
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CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-88)

EXHIBIT l‘i

DEPARTMENT (1)

DIVISION

SUPPORT SERVICES DIVISION

NEIGHBORHOOD CODE COMPLIANCE

SCHED.

NO. (2

1

DATE (3

PAGE (4
1

" ITEMNO.3;

TITLE AND DESCRIPTION OF RECORD SERIES. (¢ :

RETENTION

DEPT. (1)

RC.(8)

TOTAL 9)

REMARKS 10

1.

{ reports, counseling documentation,

| (if pertinent to the new job).

PERSONNEL FILES - INDIVIDUAL
contains records for current and
past employees of the department.
Records are divided into two groups.

Group A records include: Accident

disciplinary action records (includ-
ing sealed disciplinary action recordd
maintained by a department head), .
Education and training records, Emer-
gency Notification Information Forms,
employee recognition awards (e.q.
exceptional merit increases, discre-
tionary leave, bonus pay), employment
application. and resume (if copies.

available), injury reports and records

letters of commendation or apprecia-
tion, medical data pertinent to the
new Jjob, name change records, out of
class assignment records, payroll
deduction forms, performance evalua- -
tion report or supplemental performanﬁ
report (latest copy only), Vehicle
Collision Review and Prevention Pro-
gram Certification Form, and waivers
or extensions of probationary period
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CITY OF SAN DIEGO

| RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-88) ) .

3

DEPARTMENT ()

NEIGHBORHOOD CODE COMPLIANCE

DIVISION

- SUPPORT SERVICES DIVISION

SCHED. -
NO. @

DATE @)

PAGE (¢
2

ITEM NO.(s)

TITLE AND DESCRIPTION OF RECORD SERIES. ()

. RETENTION

DEPT.(n

RC.(8)

TOTAL »

AEMARKS(10)

Group B records include: Appointing
authority selection interview docu-
mentation, discharge and employee
separation records, job descriptions,
leave requests, letters of complaint
against the employee, long-term disa-
bility records, medical data not
pertinent to the new job, memoranda
and/or correspondence regarding grie-
vances, payroll related records (e.q.
Merit Increase Notices, Payroll Change
Notices, Notices of Absence or Over-
time, Time Sheet Correction Notices,
shift differential pay, bi-lingual
pay, stand-by pay, etc.) performance
evaluation reports.

a. Current employees
(Group A and B records)

Retain records in
office.

When an employee
leaves a depart-
ment either
through transfer
or termination,
the losing de-
partment should
review its
personnel records
to determine if
there are any -
records which
were not sent
originally to -
Personnel Depart-
ment and should
be forwarded.

//-285514.



CITY OF SAN DIEGO

ITEM NO.(5)

TITLE AND DESCBIPTION OF RECORD SERIES. (¢)

DEPT. (n

RC.(8)

TOTAL o

DEPARTMENT (1) SCHED. DATE '
Zisgjg)s D'SPOS'T'ON SCHEDULE NEIGHBORHOOD CODE COMPLIANCE No.m ”
PVISION" SUPPORT SERVICES DIVISION 1 | S

RE.TENTION ) ’ )

REMARKS(10)

b.

c.

d.

Transferrlng employees,
(Group A records)

(Note:

"Transferring employ-

ees'" . refers to employees
changing departments to
interdepartmental transfers,

class transfers,

demotions,

probation).

promotions,
and/or failures of

Transferring employees
(Group B records)

Terminated enmployees
~(Group A and B records)

Transfer with
employee to
receiving
department.

Losing department
destroys records
3 years after

employee transfer.

Destroy 3‘yéars
after employee has
termlnated

_years.

Destroy record
3 years after
transfer. -

Termination +3

| gﬁ 285 5 14




CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

DEPARTMENT (1)

SCHED.

DATE (3

NEIGHBORHOOD CODE COMPLIANCE | NO. @
CC-1571 (REV. 7-00)
DiVISION ) PAGE (4)
HOUSING AND CODE ENFORCEMENT 1 4
T . ) RETENTION - REMARKS
EM NO.(s) TITLE AND DESCRIPTION OF REC?RD SERIES. (8 DEPT. 1 o TOTALm (10}

ACTIVITY REPORTS consist of Bi-
weekly Work Unit Report and tally
sheets. The reports are statistical
summaries of the number of personnel
inspections work hours by inspector.
Arranged chronologically.

ADMINISTRATIVE WORKING FILES are
special studies and reports and
administrative records of the func-
tioning of the division. File con-
tents include inspectors worksheets,
Bi-weekly Work Unit Report Forms
(Form AC-301), inspection date noticed,
Inspectors Daily Reports (Forms NC- 121
122), bill referrals, reports, compla]
logs, correspondence and memoranda.
Subjects in the files include Barrio
Logan, Budget, Audits; Disaster Re-
sponse, Housing Commission, Mobile
Home ' Parks, Safety Training and staff.
meetings. - Arranged alphabetically.

2

2 or until
reference

whichever is
later.

/1
nt

value ceases,

2

¥

2 or until
reference
value ceases,
whichever is
later.

/. 285514



CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

’ CC-1571 (REV. 7-88)

DEPARTMENT (1)

NEIGHBORHOOD CODE COMPLIANCE

DIVISION

HOUSING AND CODE ENFORCEMENT

SCHED.

DATE &
NO. » .

: PAGE (4
1 5

ITEM NO.¢s)

RETENTION

TITLE AND DESCRIPTION OF RECORD SERIES. ()

DEPT.m -

RC.(8)

TOTAL (9)

REMARKS(10)

4.

| plaint number;

by date of the meeting.

COMPLAINT FILES are records of
complaints made regarding health and
safety, unpermitted construction,

land development, encroachments, noise

weeds and news rack issues and the
investigation and resolution of those
complaints. Files include Progress
Charts (Form NC-112) which list com-
plaints correspondence, blue line
maps, Referral Notices (Form NC-107),
inspection reports, Official Notices
(Form NC-119), and complaint log.
Arranged: logs, numerically by com-
other materials by
address. ‘

HOUSING ADVISORY AND APPEALS BOARD
MINUTES are the official records of
the meetings of this Board. The

Board advises on the interpretation of
City housing regulations and hears
appeals on the administration of thosg
regulations. Arranged chronologicallyj

W

T~

a. Original

b. Duplicate

3

2

Until reference
value ceases.

3

P

Until reference
value ceases.

./,, 285514



_ CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-88)

DEPARTMENT (1)

SCHED. DATE®™
NEIGHBORHOOD CODE COMPLIANCE NO. @ '
DIVISION PAGE (4
HOUSING AND CODE ENFORCEMENT 1| 6
ITEM NO.3) TITLE AND DESCRIPTION OF RéCORD SERIES. (8 RETENTION - ' hEMARKSuo)
) DEPT. ) A.C. (8) TOTAL (s)
6. MOBILE HOME PARK APPLICATIONS are

copies of Conditional Use Permits
and Planned Residential Development
Permits. approved by the City for the

establishment and operation of mobile

home parks. They are used in the in-
spection of mobile home parks.

~a. Duplicate

Until reference
value ceases.

Until referenc
value ceases.

W




CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-88)

DEPARTMENT (v

- NEIGHBORHOOD CODE COMPLIANCE

DIVISION

SCHED. DATE
NO. @

Operate Mobile Home Permits (Form IN-

"sSpace number thereunder.

the inspection records for each space
in mobile home parks in the City.
Included are: Inspection Records (Forn
IN-1798), Mobile Home Installation
Information Sheet (Form IN-734),
Permit Information (Form IN-M2), Plot
Plans (Form IN-121), Mechanical Per-
mits (Form IN-261), Porch and Step
Plans (Form BID-128), Combination
Permits (Form IN-100), Building Per-
mits (Form IN-258), Plumbing and Gas
Permits (Form IN-260), Electrical
Permits and Circuit Cards (Form
IN-259), Permit Fee Schedules, Water

Meter Data Cards (Form IN-16),. Handi- )

cap Ramps Information Sheets (Form
IN-1407), Plan Submission Check Lists
Mobile Home Permit Information and
Requirements (Form IN-1174), Infor-
mation Sheets (Form IN-122), Mobile
Home Complaint/Inspector Findings
(Form IN-112), Inspection Report and
Official Notices (Form IN-119A),
Mobile Home Park Inspection Forms
(Form IN-120), Annual Permit to

200) and Mobile Home Certificate of.
Occupancy (Form IN-735). Arranged
alphabetically by street name of
mobile home park, numeric¢ally by

T PAGE
HOUSING AND CODE ENFORCEMENT 1 7‘)
ITEM NO.(s TITLE AND DESCRIPTION OF RECORD SERIES. (8 RETENTION REMARKS10)
. DEPT. (y A.C.(8) TOTAL »
7. MOBILE HOME PARK FILES consist of 5 5 10



" CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

CC-15Mm (REV. 7-88)

DEPARTMENT (1

NEIGHBORHOOD CODE COMPLIANCE

- DIVISION

D CODE ENFORCEMENT

SCHED. DATE )
NO.

PAGE )
1 8 .

ITEM NO.(3)

TITLE AND DESCRIPTION OF RECORD SERIES. (8 '

HOUSING AN

. RETENTION

DEPT. m

RC.(®)

TOTAL

REMARKS(10)

8.

-10.

NOISE ABATEMENT AND CONTROL BOARD
FILES consist of minutes, agendas,
notice of public hearings, list of
participants of the meeting, mailing
lists, maps, and background informa-
tion. Arranged chronologically by
date. '

NOISE ABATEMENT BOARD MEETING FILES
are the agendas and minutes of the

meetings of the Board. The Board .

hears appeals from the decision of

the Noise Abatement Administrator.

Arranged chronologically.

NOISE PERMIT FILES consist of request
by the public for Noise Permits, Nois
Permits which are issued to the publi
and routine correspondence about the
permits. Arranged chronologically.

q

\é

o—tr—

2

P

P




CITY OF SAN DIEGO .

"RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-86)

- DEPARTMENT (1) '
NEIGHBORHOOD CODE

COMPLIANCE

DIVISION

HOUSING AND CODE ENFORCEMENT -

SCHED.
NO. (2

-1

DATE 3

PAGE (¢
9

. ITEM NO.(s)

TITLE AND DESCRIPTION OF RECORD SERIES. (8)’

DEPT. (n

RETENTION

R.C.(8)

TOTAL 9

REMARKS10)

11.

12,

"|ROUTE SLIP DIVISION FILES are copies

of complaints from citizens regard-
ing City procedures and policies as
they relate to the department. They
are referred to staff for investi-

'|gation and report. They originate

in the Mayor or Council offices.
Arranged chronologically.

a. Duplicate

TECHNICAL REFERENCE FILES are a
collection of various publications

tused for reference purposes.

Examples include State bulletins,
State administrative codes, mobile
home installation guides, diction-
aries, maps, product information,
construction regqulations, manuals, .
and journals. Unarranged.

Until reference
value ceases,

Until reference
value ceases.




CITY.OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-86)

T ¢ .
A E T GHBORHOOD CODE COMPLIANCE

DIVISION

NEIGHBORHOOD SERVICES DIVISION

SCHED. DATE 3
NO. (3

2 [*58

ITEMNO.s)|

TITLE AND DESCRIPTION OF RECORD SERIES. (8

RETENTION

DEPT. R.C. (8)

TOTAL (»

REMARKS(10)

13.

14.

15.

ADMINISTRATIVE WORKING FILES contain
documents on various subjects which
involve revisions to the San Diego
Municipal Code. Files include re-
ports, memoranda, computer printouts,
notes, ordinances, resolutions,
correspondence, maps and minutes.
Arranged chronologically, or alpha-
betically by subject,; or unarranged.

COMPLAINT FILES are records of
complaints made regarding zoning

and sign violations and the investi-
gations and resolution of those com-
plaints. Arranged chronologically.

CORRESPONDENCE - ROUTINE covers
various aspects of zoning, such as
classification of use and applica-
tions of zoning requlations. The
files document functions of the de-
partment according to established
policies and procedures, as well as
including responses to requests for
zoning information. Files include

‘correspondence, memoranda, and notes.

Arranged by subject; alphabetically
by name of addressee, chronologi-
cally thereunder; or, chronologically

P

2 or until -
reference '
value ceases,
whichever is
is later.

2 or until
reference
value ceases,
whichever is
is-later.




CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-86)

DEPARTMENT (1)

NEIGHBORHOOD CODE COMPLIANCE

DIVISION

NEIGHBORHOOD SERVICES DIVISION

" SCHED. DATE (3

NO. (2

PAGE (¢ '
1 11

" ITEMNO.(s)

TITLE AND DESCRIPTION OF RECORD SERIES. (8

RETENTION

DEPT. (1)

AC. (8}

TOTAL (9

REMARKS10)

1ls6.

17.

18.

OFFICE MANAGEMENT FILES consist of

records which reflect the day-to-

day administration of the office.
Included in these files are-Daily
Cash Receipts (Form AC-1221); Bi-
Weekly Unit Reports (Form AC-301);
and Stores Requisitions (Form PA-
1434) . Arranged by type of form and
chronologically thereunder, or, by
receipt number thereunder.

REQUESTS FOR COUNCIL ACTION are
copies of forms (CM-1472, CM-14223)
submitted to put an item up for
Council consideration. Subjects in-
clude all areas of planning and
administrative matters. Arranged
chronologically.

a. Duplidate

RISK MANAGEMENT LITIGATION FILES
contain memoranda from the Risk
Management Department requesting
information needed for responding to
claims against the City, (Form
RM-1572). The original is sent to
the appropriate staff member who
responds and returns the request to .
Risk Management with the response.
Arranged chronologlcally by date of
receipt.

a. Duplicate

3

‘Closure then
1 year.

-3

Closure then

1 year.




CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

DEPARTMENT (1)

SCHED.

DATE (3
. NEIGHBORHOOD CODE COMPLIANCE NO. @
CC-1571 (REV. 7-88) .
DIVISION ' PAGE (4
NEIGHBORHOOD SERVICES DIVISION 1] 12
. RETENTION
. ITEM NO.(5) TITLE AND DESCRIPTION OF RECORD SERIES. (6 TOEPT o P TOTAL m REMARKSum ‘

‘19,

20.

| and report.

ROUTE SLIPS act as a log of

| complaints from citizens regarding

city policies or procedures relat-
ing to the department. They are re-
ferred to staff for investigation
They originate in Mayor
or Council offices.
logically.

a. Duplicate

SPECIAL ZONING PROBLEMS CASES
pertain to cases involving zoning
issues which are particularly complex
and for which resolution may be
difficult or lengthy. Cases include
zoning complaints and requests for
zoning changes. Documents in the
files include maps, correspondence,
notes, photographs, stipulations and
agreements,. resolutions and petitions
Arranged by name of case.

Arranged chrono-}

Resolution of
problem +2, or
until reference

- value ceases,
whichever later.

- problem +2,

Resolution of
or
until referenc
value ceases,
whichever late

11%
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_ CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-86)

DEPARTMENT (1

NEIGHBORHOOD CODE COMPLIANCE

DIVISION

NEIGHBORHOOD SERVICES DIVISION

SCHED. DATE

NO. @

PAGE (4
1 13

ITEM NO.(5)

TITLE AND DESCRIPTION OF RECORD SERIES. (8)

. RETENTION

DEPT. )

AC.(8)

TOTAL

REMARKS10)

21.

. | uses in the zone overlaying the
" | property. Complaints are usually in-

‘representative or chronologically by

ZONE VIOLATION INVESTIGATION FILES
are records of complaints about
alleged zoning violations and the
subsequent investigation of the com-
plaint. Complaints are usually in
the form of alleged use of property
which is in violation of permitted

itiated by Request For Zoning Vio-
lation Investigation. Contents of
the files also include Investigation
of Alleged Zone Violation forms, -
photographs, route slips, correspond-
ence, notes, and inspection notices.
Arranged by open or closed. For

open cases, arranged by name of Zoning

date of next action. For closed -
cases, alphabetically by street name,
numerically by address thereunder.

Closure
+4.

Closure
+4.

_// 285514



CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-88)

DEPARTMENT (1)

NEIGHBORHOOD CODE COMPLIANCE

DIVISION

-NEiGHBORHOOD.SERVICES DIVISION:

SCHED. DATE 3
NO. @

' PAGE (4)
1 14

ITEM NO.(s)

TITLE AND DESCRIPTION OF RECORD SERIES. (8)

RETENTION

RC.(8)

TOTAL 9

REMARKS10)

22.

23.

ZONING ADMINISTRATOR CASE FILES are
records of zoning variances applied
for, and decisions made on applica-
tions. Cases involve variances on
‘zoning requirements, required set-
backs, fence requirements, signs,
home occupation permits, and yard
requirements. These cases show what
type of development is allowed on a
property. Contents of these files
include hearing results on flndlngs
of the Zoning Administrator, minutes
of the Board of Zoning Appeals re-
ports on applications, Form (DL-1321),
Appeal From Administrative Decision; -
Board of Zoning Appeals resolutions,
maps, photographs, memoranda,
Environmental Exemptions, Applications
For Variance, correspondence, and
Notices of Determination. Arranged by

type of permit, by permit number
thereunder. A

ZONING REGULATION BOOKS are a
compilation of zoning regulations sing
regulations were instituted, to the
present. They provide a hlstory of
the development of zonlng regulation
in the Clty and also are’ used for
reference in determining whether
particular developments or constructig
were consistent with regulations in
force at the time of development.
Arranged chronologically.

DEPT. (m

3 .

e

n

P

P

/- 285514'



CITY OF SAN DIEGO -

RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-86)

DEPARTMENT (v

NEIGHBORHOOD CODE COMPLIANCE

DIVISION

SUPPORT SERVICES

SCHED.
NO. @

1

DATE 3

PAGE (4
15

ITEM NO.(s)

© TITLE AND DESCRIPTION OF RECORD SERIES. (8

RETENTION

DEPT.

A.C.(8)

TOTAL @

REMARKS(10)

24.

25.

ADMINISTRATIVE POLICY FILES consist
of memoranda, reports, and corre-
spondence originating from the
director of the department. These
documents reflect the development of
department policy and/or have signifi-
cant historical value by reflecting
the activities of the department and
its role in City government.
Arranged alphabetlcally by subject.

BUDGET WORKING FILES contain the
documentation and working papers
produced in the preparatlon, sub-
mission, and revision of the depart-
ment’s budget. Files include monthly
expenditure reports, copies of the
preliminary budget, memoranda, corre-
spondence, statistical data;
appropriation information, and per-
sonnel payroll information. Arranged
chronologically by fiscal year.

2

P

P

Ve 285514



‘ CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE

CC-1571 (REV. 7-88)

DEPARTMENT (1)

NEIGHBORHOOD CODE COMPLIANCEE

DIVISION
. SUPPORT SERVICES

SCHED.

NO. (2

DATE (3

PAGE ()
1 16

ITEM NO.s)

TITLE AND DESCRIPTION OF RECORD SERIES. (¢

RETENTION

REMARKS10)

26.

27.

28.

DEPARTMENT POLICY MANUAL 1is a
collection of general policies of
the department for various functions
and administrative procedures.
Arranged by subject.

OFFICE MANAGEMENT FILES are documents

which reflect the day-to-day financial

and personnel administration of the

office. Contents include Requests for

Direct Payment (AC-468), Printing
Services Requisitions (PA 2621), Re-
quisitions (PA-2159), Receipts ‘(AC-
1218) memoranda to the Auditor’s
Office regarding voided receipts,
citations, fiscal files, and subpoenad

Arranged by type of record, and eithey

by subject or chronologically there-
under. -

ROUTE SLIPS act as a log of
complaints from citizens regarding’
city policies or procedures re-
lating to the department. They are
referred to staff for investigation
and report. They originate in Mayor
or Council offices. Arranged
chronologically.

a. Duplicate

DEPT. (n R.C.(8) TOTAL 9

10 - - - 10

//285514



CITY OF SAN DIEGO

RECORDS DISPOSITION SCHEDULE -

DEPARTMENT (1) ‘ ' SCHED. DATE )
NEIGHBORHOOD CODE COMPLIANC NO.
CC-1571 (REV. 7-86)
DIVISION . : PAGE (4
SUPPORT SERVICES 1 17
: . RETENTION .
ITEM NO.(5) TITLE AND DESCRIPTION OF RECORD SERIES. (8) DEPT. Py TOTAL m . REMARKS(10)
- 29. SUBPOENAS are requests from a court 2 - -

for materials or documents regarding
structural codes, permits, plans or
other building or zoning information.

Arranged chronologically by the date
of the subpoena.

2

[_,-"285514




\ o | EXHBIT'X
RECORDS RETEN_TlON EVALUAT|ON/C|TY OF SAN DIEGO :
: ' Record Series No. 1

ORIGINATING DEPARTMENT . " | RECORDS SERIES TITLE

NEIGHBORHOOD CODE o PERSONNEL FILES - INDIVIDUAL
COMPLIANCE ) '
- RETENTION PERIOD
COPIES BY DEPT./SECTION - COPY DESIGNATION DEPARTMENT| REC.CENTER TOTAL
NEIGHBORHOOD CODE ICURRENT EMPLOYEES etain all records in office.
COMPLIANCE/SUPPORT ' : .
SERVICES TRANSFERRING “EMPLOYEES Tee * below. .
. TERMINATED EMPLOYEES WWW
. | T . '
erminated.’

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

PERSONNEL FILES - INDIVIDUAL contains records. for current and past employees of the
department. Records are divided into two groups: o

" Group A records include: Accident reports, counseling documentation, disciplinary
action records (including sealed disciplinary action records maintained by a department
head), education and training records, Emergency Notification Information Forms,
employee recognition awards (e.g. exceptional merit increaseg, discretionary leave,
bonus pay), employment application and resume (if copies available), injury reports and
records, letters of commendation or appreciation, medical data pertinent to the new
job, name change records, out—of-class assignment records, payroll deduction forms,
performance evaluation report or supplemental performance report (latest copy only),
Vehicle Collision Review and Prevention Program Certification Form, and waivers or
extensions of probationary period (if pertinent to the new job).

Group B records include: Appointing authority selection interview documentation,
discharge and employee. separation records, job descriptions, leave requests, letters of
complaint against the employee, long-term disability records, medical data not :
pertinent to the new job, memoranda and/or correspondence regarding grievances, payroll
related records (e.g. Merit Increase Notices, Payroll Change Notices, Notices of
Absence or overtime, Time Sheet Correction Notices, shift differential pay. bi-lingual
pay, stand-by pay, etc.) performance evaluation reports.

*DispoSition for Transferring employees (includes employees changing department due to
interdepartmental transfers, class transfers, promotions, and/or demotions)

a. Transfer Group A records to receiving department.
b. Losing department destroys Group B records two (2) years after employee

transfers.

NOTE: When an employee leaves a department either through transfer or termination,
the losing department should review its personnel records to determine if '
‘there are any records which were not sent originally to Personnel Department
and should be forwarded. : ' .

Retention Criteria: Minimum legal requirement estabiished by Governmenf Code section
34090(d) . : '

'Appréved:

APPROVEDBY:

CITY CLERK : D\éf@\éTME_N&Hgé_D . ,
@Yjentaa B o e NG e CuTE )T

covmatan | - [,'_i—éssxa

"tirf ATTORNEY




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No. 2

ORIGINATING DEPARTMENT ' o~ RECORDS SERIES TITLE

NEIGHBORHOOD CODE ACTIVITY REPORTS
COMPLIANCE
: . RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIGNATION . - DEPARTMENT! REC.CENTER TOTAL
‘NEIGHBORHOOD CODE ORIGINAL 2 - ' 2

COMPLIANCE/HOUSING AND

CODE ENFORCEMENT

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Activity Reports consist of Bi-weekly Work Unit Report and tally sheets.
The reports are statistical summaries of the number of personnel
inspection work hours by inspector. :

Arranged chronologically.

APPROVED:

Retention Criteria: Minimum legal requirement established by Government
. Code section 34090(d).

| APPROVED BY:

CITY CLERK fARTMENT HEAD e $1TY ATTORNEY

(35%4JU2QQ.Z§ <]£}£Xﬂ?cré<b\‘SLﬁ”‘;i* CS?::*‘“‘"%&L é} Zk@4(¢%¢§2?7%‘zuu/

e T /,285514



RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Serles No. 3

ORIGINATING DEPARTMENT . RECORDS SERIES TITLE .
NEIGHBORHOOD CODE ADMINISTRATIVE WORKING FILES
COMPLIANCE :
. RETENTION PERIOD
~ COPIES BY DEPT./SECTION COPY DESIGNATION - |DEPARTMENT| REC.CENTER | TOTAL
NEIGHBORHOOD CODE ORIGINAL : 2 - ' 2
COMPLIANCE/HOUSING AND : or until br unti |
CODE ENFORCEMENT : reference e ference
' value (alue
Teases, ' FEates, ,
whichever _is : shichever.is R
RECORD SERIES DESCRIPTION (Purpose; content, and method of filing): ' later. later.

Admlnlstratlve Working Files are spec1al studies and reports and
administrative records of the functioning of the division. File
contents include inspectors worksheets, Bi-weekly Work Unit Report Forms

- (Form AC-301), inspection date notices, Inspectors Daily Reports (Forms
NC 121/122), bill referrals, reports, complaint logs, correspondence and
memoranda. Subjects in the files include Barrio Logan, Budget, Audits;
Disaster Response, Housing Commission, Moblle Home Parks, Safety
Training and staff meetings. |

Arranged alphabetically.

APPROVED:

Retention Criteria: Minimum legal requirement established by Government
Code section 34090(d). '

APPROVED BY: : .
"{ CITY CLERK wPWHT&EST HEAD L T CIRY ATTORNEY
Q@Yarea 8. @Qéb%m WSt Loy g\..‘{&gm b 00 it

CC-1570 (6-82) a _ R £/2855i4



: RECORDS RETENTION EVALUATlON/CITY OF SAN DIEGO ,
Record Serles No. 4

'

ORIGINATING DEPARTMENT ot RECORDS SERIES TITLE

NEIGHBORHOOD CODE : COMPLAINT FILES
COMPLIANCE :
. : . ) RETENTION PERIOD -
. COPIES BY DEPT./SECTION : COPY DESIGNATION - . . |DEPARTMENT| REC. CENTER TOTAL
NEIGHBORHOOD CODE . : ORIGINAL . 4 3 - 3

COMPLIANCE/HOUSING AND

CODE_ENFORCEMENT

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Complaint Files are records of complaints made regarding health and .
safety, unpermitted constructlon, land development, encroachments, -
noise, weeds and news rack issues and the investigation and resolution
" of those complaints. Files include Progress Charts (Form NC-112) which
list complaints correspondence, blue line maps, Referral Notices (Form
NC-107), inspection reports, Official Notlces (Form NC- 119), and
complaint log. _

Arranged: logs, numerically by complaint 'number; other materials by
address. ' ' S ' a s

APPROVED:

Retention Criteria: Mlnlmum legal requirement establlshed by Government
Code section 34090(d). :

APPROVED BY: _

Civeleak \ E(PA-BTNENT HEAD . ... . [Ty ATTORNEY ..

T I N
. e . S \ ~——~ .

T - f- 285514



RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No. S

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

RECORDS SERIES TITLE -

HOUSING ADVISORY AND APPEALS BOARD MINUTES

COMPLIANCE
. RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIGNATION DEPARTMENT| REC.CENTER | TOTAL
NEIGHBORHOOD CODE " |ORIGINAL T2 P P

COMPLIANCE/HOUSING AND |DUPLICATE until ‘ Untit
CODE ENFORCEMENT B reference - reference

value yatue

—[ceases: FEISES.

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing): :
Housing Advisory and Appeals Board Minutes are the official records of

the meetings of this Board.

The Board advises on the interpretation of

City housing regulations and hears appeals on the admlnlstratlon of

‘those regulations.

Arranged chronblogically by date of the meeting.

APPROVED:

Retention Criteria:

For originals,

Government Code section 34090 (e).

For duplicates, Government Code section 34090.7

APPROVED BY:

CITY CLERK

Qyentea 2

DEPARTMENT HEAD

PRESEERESY c o0

C?’\_‘-J\,'

CITY ATTORNEY

\& a& 4 LA Lt I

CC-1570 (6-82)

|

/, 285514




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No. 6

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

COMPLIANCE

RECORDS SERIES TITLE

MOBILE HOME PARK APPLICATIONS

COPIES BY DEPT./SECTION

COPY DESIGNATION

RETENTION PERIOD

' DEPARTMENT| REC.CENTER TOTAL
NEIGHBORHOOD CODE DUPLICATE .- ¥ntil - ntil
COMPLIANCE/HOUSING AND Reference Reference
CODE ENFORCEMENT [aIue alue
‘eases Ceases

. RECORD SERIES DESCRIPTION (Purpose, content, and method of flllnq)

Mobile Home Park Applications are copies of Condltlonal
Planned Residential Development Permits approved by the
establishment and operation of mobile home parks.

inspection of mobile home parks.

APPROVED:

Retention Criteria:

Use Permits'and
City for the

They are used in the

Government Code section 34090.7.

APPROVED BY:

CITY CLERK \ 'DEKAETMENTHEAD e e CITY ATTORNEY
) PR AW ! S < ‘ .
QSMK@% S| @p“ /ch CJ} \[{ }S Af DO (it W ey
cC-1570 (6-82) '

| [., 285514




RECORDSvRETEN"ON EVALUATlQN/C|TY OF SAN DIEGO
' : ' Record Series No. 7

ORIGINATING DEPARTMENT RS RECORDS SERIES TITLE .
NEIGHBORHOOD CODE MOBILE HOME PARK FILES
 COMPLIANCE '
A ) : RETENTION PERIOD )
COPIES BY DEPT./SECTION - COPY DESIGNATION DEPARTMENT| REC. CENTER TOTAL

NEIGHBORHOOD CODE ORIGINAL 5 5 - 10

COMPLIANCE/HOUSING AND

CODE ENFORCEMENT

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Mobile Home Park Files: Consist of the inspection records for each space
in mobile home parks in the City. Included are: Inspection Records
(Form IN-1798), Mobile Home Installation Information Sheét (Form IN-
734), Permit Information (Form IN-M2), Plot Plans (Form IN-121),
‘Mechanical Permits (Form IN-261), Porch and Step Plans (Form BID-128),
Combination Permits (Form IN-100), Building Permits (Form IN-258),
Plumbing and Gas Permits (Form IN-260), Electrical Permits and Circuit -
Cards (Form IN-259), Permit Fee Schedules, Water Meter bata Cards (Form
IN-16), Handicap Ramps Information Sheets (Form IN-1407), Plan
Submission Check Lists, Mobile Home Permit Information and Requirements
(Form IN-1174), Information Sheets (Form IN-122), Mobile Home
" Complaint/Inspector Findings (Form IN-112), Inspection Report and .
Official Notices (Form IN-119A), Mobile Home Park Inspection Forms (Form
IN-120), Annual Permit to Operate Mobile Home Permits (Form IN-200) and
Mobile Home Certificate of Occupancy (Form IN-735). Arranged A ,
alphabetically by street name of mobile home park, numerically by space
number thereunder. : : :

APPROVED:

Retention Criteria: Minimum legai requirement established by Government
Code section 34090(4d). : '

APPROVED BY: s

s
CITY CLERK iDEP_AﬂTMENT HEAD

= o

' \
\\:\ ks Y “;‘ A
'@MH@Q@%W; S Do

—reyrf1 CITY ATTORNEY

s g e e T

?&JQS %%u05?762qﬁ§7f7n¢§5Louj

~.

' cc-157o.(s-az) g ‘ | _ //2855 14



- RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No. 8

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

RECORDS SERIES TITLE
INOISE ABATEMENT AND CONTROL 'BOARD FILES

COMPLIANCE
RETENTION PERIOD
- COPIES BY DEPT./SECTION COPY DESIGNATION . |oePARTMENT] REC.CENTER | TOTAL
NEIGHBORHOOD CODE ORIGINAL : 2 P P

COMPLIANCE/HOUSING AND

CODE ENFORCEMENT

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Noise Abatement and Control Board Files consist of minutes, agendas,

notice of public. hearings,

list of participants of the meeting, mailing

lists, maps, and background information.

Arraﬁged chronologically by date.

APPROVED:

Retention Criteria: Government Code section 34090(e)}

APPROVED BY:

CITY CLERK

8%&&

TMENT HEAD o e T CITY ATTOF(NEY'

E\ \""‘! le, 47 0&’/7 a0 e,

\v
-~

CC-1570 (6-82)

[_, 285514




RECORDS RETENTION EVALUATlON/CiTY OF SAN DIEGO )
' ‘ : ' Record Series No. 9

ORIGINATING DEPARTMENT ... | RECORDS SERIES TITLE
NEIGHBORHOOD CODE NOISE ABATEMENT BOARD MEETING FILES -
COMPLIANCE ) ‘ : '
RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIGNATION - DEPARTMENT| REC. CENTER TOTAL
P

NEIGHBORHOOD CODE ORIGINAL ' 2 P
COMPLIANCE/HOUSING AND co : '
CODE ENFORCEMENT

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Noise Abatement Board Meeting Files are the agendas and minutes of the
meetings of the Board. The Board hears appeals from the decision of the

Noise Abatement Administrator. )
Arranged chronologically.

APPROVED:

Retention Criteria: Government Code section 34090(e).

APPROVED BY: N :
ERARTMENT HEAD CITY ATTORNEY

CITY CLERK . \PP R R e ‘
Dyantea ¥ .cm-&z%mlbf“ Cﬁ?"‘\ 1 (o||B 2 et e

cc-1570 (6-82) - | o Z/ 2855ﬁ4 ‘



RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO
: Record Serles No.

10

ORIGI NATlNé DEPARTMENT
NEIGHBORHOOD CODE

RECORDS SERIES TITLE

NOISE PERMIT FILES

COMPLIANCE
RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIG_NATlON ‘IDEPARTMENT! REC. CENTER TOTAL
NEIGHBORHOOD CODE ORIGINAL 2 - 2

COMPLIANCE/HOUSING AND

CODE ENFORCEMENT

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

N01Se Permit Files consist of requests by the public for Noise Permifs,

Noise Permits which are 1ssued to the publlc,‘

about the permits.

Arranged chronologically.

APPROVED: .

Retention Criteria:
Code sectlon 34090(4).

and routine correspondence

Minimum legal requlrement establlshed by Government

APPROVED BY: L
CITY CLERK \V\PEQ§QFMENTHEAD o —=~ ¢ | CITY ATTORNEY
QB H e CJ’U\‘ W\N\(‘J_ E‘?\,\u» i O A Curle ')z,( «éu“ ‘
9 arloa “7 V\'_ L \ .¥Q‘Sv‘*§ “ \ .
BY ZTvc . :

cCc-1570 (6-82)

/285514




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO
‘Record Series No. 11

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

RECORDS SERIES TITLE

ROUTE SLIP DIVISION FILES

COMPLIANCE .
. : RETENTION PERIOD
COPIES BY DEPT./SECTION " COPY DESIGNATION DEPARTMENT| REC. CENTER TOTAL
NEIGHBORHOOD CODE DUPLICATE V 1 - 1

COMPLIANCE /HOUSING AND

CODE_ENFORCEMENT

RECORD SERIES DESCRIPTION A(Pu'rpose, content, and method of filing):'

Route Slip Division Files are copies of complaints from citizens

regarding City procedures and policies as they relate to the department.
They are referred to staff for 1nvest1gatlon and report. They originate
in the Mayor or Council offices.

Arrangéd Chronologically.

APPROVED:

‘:Retention Criteria: Government Code section 34090.7.

APPROVED BY:

CITY CLERK

P .

DEP/\\BTMENT HEAD

Q)ganlen & @mﬂf&e\

St Loy

el

CITY ATTORNEY

{77 M Ké&/@ P/ ‘}.Z;{.a(_g.

CC-1570 (6-82)

[/ 2855]14




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No.

12

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

RECORDS SERIES TITLE

TECHNICAL REFERENCE FILES

COMPLIANCE
. o : RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIGNATION DEPARTMENT! REC.CENTER TOTAL
NEIGHBORHOOD CODE INONRECORD Until - Until
COMPLIANCE/HOUSING AND referenc treference
CODE ENFORCEMENT value Falae
ceases beaces

RECORD SERIES DESCRIPTION (Purpose content,

and method of filing):

’ Technical Reference Files are a collection of various publications used

for reference purposes.

Examples include State bulletins,

State

administrative codes, mobile home installation guides, dictionaries,

maps, product information,
journals.

Unarranged.

APPROVED:

Retention Criteria:

construction regulations, manuals,

and

San Diego Municipal Code section 22.2604(e).

APPROVED BY:

CITY CLERK

Qigoﬂﬂ.ﬁa b C@éhﬁ/o—\»\);

EPARTMENT HEAD

Yl’t

e e e =

\

CITY ATTORNEY

See

%&4&477(2wﬁ537ﬁ§&xQ(

=T

CCc-1570 (6-82)

// 28‘55M




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

'

Record Serles No. 13

ORIGINATING DEPARTMENT

RECORDS SERIES TITLE

NEIGHBORHOOD CODE ADMINISTRATIVE WORKING FILES
COMPLIANCE ’
. : RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIGNATION DEPARTMENT| REC. CENTER TOTAL
NEIGHBORHOOD CODE ORIGINAL 4 or until - ? or until
neference reference

COMPLIANCE /NEIGHBORHOOD

SERVICES DIVISION

vajue ceases,

Walue ceases,
hichever |

yhichever

g later,

s later.

RECORD SERIES DESCRIPTION (Purpose content, and method-of filing):
Administrative Working Files contain documents on various subjects which

involve revisions to the San Diego Municipal Code.
notes,

reports, memoranda,

- correspondence, maps and minutes.

Arranged chronologically,_or»alphabetically by subject,

APPROVED:

Retention Criteria:

computer printouts,

Files include

ordinances, resolutions,

or unarranged.

Minimum legal requirement established by Government
. Code section 34090(d).

APPROVED BY:

CITY CLERK

DEPARTMENT HEAD

CITY ATTORN EY

N Y e I
s, fa. 3 %
OYjontn B. @.97 S Tl b e} 0t I sz

cC-1570 (6-82)

/- 285514




"RECORDS RETENTION EVALUATlON/C”Y_OF SAN DIEGO v
' . S Record Series No. 14

ORIGINATING DEPARTMENT .~ |mECORDS SERIES TITLE
NEIGHBORHOOD CODE - COMPLAINT FILES

COMPLIANCE

RETENTION PERIOD
COPIES BY DEPT./SECTION _ COPY DESIGNATION DEPARTMENT| REC.CENTER | TOTAL

NEIGHBORHOOD CODE ORIGINAL 3 - 3

COMPLIANCE/

NEIGHBORHOOD SERVICES

DIVISION

RECORD SERIES DESCRIPTION ({Purpose, content, and method of filing):

Complaint Files are records of complaints made regarding zoning and sign
violations and the investigations and resolution of those complaints.

Arranged chronologically.

APPROVED:

Retention Criteria: Minimum legal requirements established by
Government Code section 34090(d).

APPROVED BY:

CITY CLERK DEPARTMENT HEAD CITY ATTORNEY

A

N e S | . o
@ypunton B-OOZAS 1 Bony ol 007 i b

cc-1570 (6-82)

F— 285514



RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Serles No. 15,

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

RECORDS SERIES TITLE ‘ .
CQRRESPONDENCE — ROUTINE

COMPLIANCE
, RETENTION PERIOD
_ COPIES BY DEPT./SECTION COPY DESIGNATION' - |pEPARTMENT| REC. CENTER TOTAL
NEIGHBORHOOD CODE ORIGINAL - 2 = 2
COMPLIANCE/ ' '
NEIGHBORHOOD

SERVICES DIVISION.

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing): .

Correspondence - Routine covers various aspects of zoning, such as
classification of use and applications of zoning regulations. The files
document functions of the department according to established policies
and procedures, as well as including responses to requests for zoning
information. Files include correspondence, memoranda, and notes. -

Arranged'by’subject; alphabetically by name of addressee,
chronologically thereunder; or, chronologically.

APPROVED:

Retention Criteria: Minimum legal requlrement established by Government

Code section 34090(d)

APPROVED BY:

CITY CLERK

QS,MQH GOED)

W

‘DERABTMENT HEAD CITY ATTORNEY

S 3*7’\»x\ . 'ﬂ&- 4, deq ngzv )ﬂ e

~.

cCc-1570 {6-82) -

Z,, 285514




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No. 16

ORIGINATING DEPARTMENT
NEIGHBORHOOD : CODE

COMPLIANCE

RECORDS SERIES TITLE
OFFICE MANAGEMENT FILES

COPIES BY DEPT./SECTION

RETENTION PERIOD

COPY DESIGNATION . |DEPARTMENT| REC. CENTER TOTAL

NEIGHBORHOOD CODE

ORIGINAL - . _ 3 - 3

COMPLIANCE/

NEIGHBORHOOD SERVICES

DIVISION

REACOHD SERIES DESCRIPTION (Purpose, content, and method of filing):

Office Management Files consist of records which reflect the day-to-day
administration of the office. Included in these files are Daily Cash
Receipts (Form AC-1221); Bi-Weekly Unit Reports (Form AC-301); and
Stores Requisitions (Form PA- 1434)

Arranged by type of form and chronologlcally thereunder, or, by recelpt

number thereunder.:

APPROVED:

Retention Criteria: Minimum legal requlrement establlshed by Government_

Code section 34090(d).

APPROVED BY:

®me@%M

CITY CLERK DEPARTMENT HEAD CITY ATTORNEY
o -

N T\ R
R

L

Ht,hﬁ~

cCc-1570 (6-82)

V- 285514




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No. 17

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

RECORDS SERIES TITLE -
REQUESTS FOR COUNCIL ACTION

COMPLIANCE
, o RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIGNATION DEPARTMENT| REC. CENTER TOTAL
NEIGHBORHOOD CODE DUPLICATE _ - 1 - 1
COMPLIANCE/
NEIGHBORHOOD SERVICES

DIVISION

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Requests for Council Action are copies of forms (CM-1472, CM—1'422A)

submitted to put an item

up for Council consideration. _.Subjects include

all areas of planning and administrative matters.

Arranged chronologically.

APPROVED:

Retention Criteria: Government Code section 34090.7.

APPROVED BY:

-d

CITY CLERK

QYjarlea 8 CE'%%«*ES;

PARTMENT HEAD - = CITY ATTORNEY

&)‘\\v 5'9,3\,\.‘ \ (\\S(i /7 i Lestsl 7’M‘¢5Lca.~ .

' €Cc-1570 (6-82)

}
/Z/ZBSS»M




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No. 18

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

RECORDS SERIES TITLE

RISK MANAGEMENT LITIGATION FILES

COMPLIANCE
: : RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIGNATION DEPARTMENT| REC. CENTER TOTAL
NEIGHBORHOOD CODE DUPLICATE Closure - - flosure
COMPLIANCE/NEIGHBORHOOD then Fhen
SERVICES DIVISION p year. - ‘ 1 year.

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

- Risk Management Litigation Files contain memoranda from the Risk
Management Department requesting information needed for responding to

claims against the City,

(Form RM-1572).

The original is sent to the

appropriate staff member who responds and returns the request to Risk

Management w1th the response.

Arranged chronologlcally by date of recelpt

APPROVED:

Retention Criteria: Government Code section.34090.7.

APPROVEDBY:

CITY CLERK \DEPARTMENT HEAD

Qyantan ¥ P iy

{"\

Jﬁ\u»\

j&f&\s

CITY ATTORNEY

17 DEA (it C Y %éccq ;

€C-1570 {6-82)

| /, 285514




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

“Record Serles No.

ORIGINATING DEPARTMENT

COMPLIANCE

NEIGHBORHOOD CODE

RECORDS SERIES TITLE -
ROUTE SLIPS

COPIES BY DEPT./SECTION

~ COPY DESIGNATION

RETENTION PERIOD

DEPARTMENT

REC. CENTER

TOTAL

NEIGHBORHOOD CODE

DUPLICATE

1

COMPLIANCE/NEIGHBORHOOD

SERVICES DIVISION

RECORD SERIES DESCRIPTION {Purpose, content,' and method of filing}:

Route Slips act as a log oflcomplaints from citizens regarding city
policies or procedures relating to the department.
staff for investigation and report.

offices.

Arranged chronologically.

APPROVED:

Retention Criteria:

Government Code section 34090.7. -

They are referred to
They originate in Mayor or Council

APPROVED BY:

CITY CLERK

QSQQJLZQQ X

DEPARTMENT HEAD
D/}KS\Q&“‘\’ _ Cf '\L.\,

. —

CITY ATTORNEY

4y DCA Cartee Susine

Ccc-1570 (6-82)

[Z 285514




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

' Record Series No. 20

ORIGINATING DEPARTMENT i RECORDS SERIES TITLE

NEIGHBORHOOD CODE SPECIAL ZONING PROBLEMS CASES
COMPLIANCE _—
. o RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIGNATION - DEPARTMENT| REC. CENTER |  TOTAL
NEIGHBORHOOD CODE ORIGINAL ~ Resolution - Resolution
COMPLIANCE/NEIGHBORHOOD 9f problem bt problem
SERVICES DIVISION ] 42, or until : b2, or until
. eference reference
atue Teases; gt :
- ichever hichever
RECORD SERIES DESCRIPTION (Purpose, content, and method of filin): - later. , tater

Special Zoning Problem Cases pertain to cases involving zonlng issues
which are particularly complex and for which resolution may be difficult
or lengthy. Cases include zoning complaints and requests for zoning
changes. Documents in the files include maps, correspondence, notes,
photographs, stlpulatlons and agreements, resolutions and petitions.

Arranged by name of case.

APPROVED:

Retention Criteria: Minimum legal requlrement establlshed by Government
Code section 34090(d). .

APPROVED BY:

CITY CLERK i\:emm HEAD o — (| cITY ATTORNEY

. ) N v U g v WSSl
@M H @"g}ba‘ mv\ CS\'\ \‘\‘ X\‘(L ,S ‘%7 Dy/-f 2 m /’Vl%:,(u,(,.

E—— — . 7 285514



RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO _ ‘
Record Series No. 21

ORIGINATING DEPARTMENT - RECORDS SERIES TITLE -

NEIGHBORHOOD CODE - | Z0ONE VIOLATION INVESTIGATION FILES
COMPLIANCE - ' o
. i RETENTION PERIOD
COPIES BY DEPT./SECTION ~ COPY DESIGNATION DEPARTMENT| REC.CENTER TOTAL
NEIGHBORHOOD CODE ORIGINAL Closure - Closure
COMPLIANCE/NE IGHBORHOOD +4. _ +4.
SERVICES DIVISION

RECORD SERIES DESCRIPTION {Purpose, content, and method of filing): : )
Zone Violation Investigation Files are records of complaints about
alleged zoning violations and the subsequent investigation of the
complaint. Complaints are usually in the form of alleged use of
property. which ‘is in violation of permitted uses in the zone overlaying
the property. Complaints are usually initiated by Request For Zoning
Violation Investigation. Contents of the files also include

Investigation of Alleged Zone Violation forms, photographs, route slips, - -

correspondence, notes, and inspection notices.
Arranged by open or closed. For open cases, arranged by name of Zoning

representative or chronologically by date of next action. For closed
cases, alphabetically by street name, numerically by address thereunder.

- APPROVED:

Retention Criteria: Minimum legal requlrement establlshed by Government ’
Code section 34090(4d). : :

APPROVED BY:

— CITY ATTORNEY

v

CITY CLERK 4 \q\ TMENT HEAD = ___ —

QYporgaa B C0Eliorfs C“\w\ MS 4 00 QBT W Saasee

| 4 | - [_‘/"ZSSSM



RECORDS RETENTION EVALUATION/CITY. OF SAN _DIEGO |

-Record Series No. 22

ORIGINATING DEPARTMENT .~ |RECORDS SERIES TITLE
NEIGHBORHOOD CODE ZONING ADMINISTRATOR CASE FILES
COMPLIANCE ‘ S
‘ o RETENTION PERIOD
COPIES BY DEPT./SECTION . ' COPY DESIGNATION DEPARTMENT| REC.CENTER TOTAL
NEIGHBORHOOD CODE ORIGINAL . : 3 P P

COMPLIANCE/NEIGHBORHOOD
SERVICES DIVISION

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Zoning Administrator Case Files are records of zoning variances applied
for, and decisions made on applications. Cases involve variances on
zoning requirements, required setbacks, fence requirements, signs, home
occupation permits, and yard requirements. These cases show what type
of development is allowed on a property. Contents of these files
include hearing results on findings of the Zoning Administrator, minutes
of the Board of Zoning Appeals, reports on applications, Form (DL-1321),
Appeal From Administrative Decision; Board of Zoning Appeals :
resolutions, maps, photographs, memoranda, Environmental Exemptions,
Applications For Variance, correspondence, and Notices of Determination.

Arranged by type of permit, by permit number thereunder.

APPROVED:

Retention Criteria: Government Code section 34090(a).

APPROVED BY: : ' .,

CITY ATTORNEY

DEm\ENT HEAD SRy
: ‘ o X : - g - 2

CITY CLERK
f\

@qoﬂﬁm b @r&?%




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO
: Record Series No 23

RECORDS SERIES TITLE

[ORIGINATING DEPARTMENT ‘
ZONING REGULATION BOOKS

NEIGHBORHOOD CODE
COMPLIANCE

RETENTION PERIOD

COPY DESIGNATION - |pEPARTMENT| REC. CENTER: TOTAL
- P

COPIES BY DEPT./SECTION '

NEIGHBORHOOD CODE ORIGINAL P

COMPLIANCE/NEIGHBORHOOD
SERVICES DIVISION

RECORD SERIES DESCRIPTION (Purpose, content, and rﬁethod of filing):

Zoning Regulation Books are a compilation of zoning regulations since
regulations were instituted, to the present.. They provide a history of
the development of zoning regulation in the City and also are used for
reference in determining whether particular developments or construction
were consistent with requlations in force at the time of development.

Arranged chronologically.

APPROVED:

Retention Criteria: Mlnlmum legal requirement established by Government

Code section 34090(d)

APPROVEDBY:
CITY CLERK \ \DEPARTMENT HEAD _____ . —

QSpa}\Q_m H 5‘" ?] M&"“’ .C?;\u;\ \\X‘LS

CC-1570 (6-82) . . l .
| | e 285514

CITY ATTORNEY

% Qe Custsre nbuce




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No. 24

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

RECORDS SERIES TITLE
ADMINISTRATIVE POLICY FILES -

COMPLIANCE
: : : A RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIGNATION DEPARTMENT| REC.CENTER TOTAL
NEIGHBORHOQD CODE

COMPLIANCE/

OPIGINAL 2 P B

SUPPORT SERVICES

. RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Administrative Policy Files consist of memoranda, reports, and
correspondence originating from the director of the department. These
documents reflect the development of department policy and/or have
significant historical value by reflecting the activities of the
department‘épd its role in City government.. '

Arranged alphabetically by subject.

Approved:

Retention Criteria: Minimum legal requirement established by Government
Code section 34090(d); decision to malntaln permanently to meet the
historical needs of the City. :

APPROVED BY:

L |

{

SC;:LQE:;H Cﬂ'@%w)\ ) V\E

K\RTMENT HEAD B ‘ CITY ATTORNEY

Q. ~
Rt *\:J\% Y\x&sv ly D Gunteey Mg

< S5

cc-1570 (6-82)

7 285514




RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No ,25-

ORIGINATING DEPARTMENT - - RECORDS SERIES TITLE

NEIGHBORHOOD CODE ~ |BUDGET WORKING FILES "
COMPLIANCE "
. . . RETENTION PERIOD
~ COPIES BY DEPT./SECTION COPY DESIGNATION DEPARTMENT| REC.CENTER TOTAL
NEIGHBORHOOD CODE ORIGINAL 3 2 5
COMPLIANCE/ - o -
SUPPORT SERVICES

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Budget Working Files contain the documentation and working»papers
produced in the preparation, submission, and revision of the
department’s budget. Files include monthly expenditure reports, coples
of the preliminary budget, memoranda, correspondence, statistical data;
appropriation information, and personnel payroll information. :

Arranged chronologically by fiscal year.

APPROVED:

Retention Criteria: Minimum legal requirement established by Government
Code section 34090(d). :

APPROVED BY: ' e

{
CITY CLERK EPARTMENT HEAD  _____— \ CITY ATTORNEY
R
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CC-1570‘(.6-az) : . : _ . } -
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RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

Record Series No. 26

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

RECORDS SERIES TITLE ‘
DEPARTMENT POLICY MANUAL -

COMPLIANCE
. RETENTION PERIOD
COPIES BY DEPT./SECTION COPY DESIGNATION DEPARTMENT| REC. CENTER TOTAL
NEIGHBORHOOD CODE

ORIGINAL : 10 = . 10

COMPLIANCE/

SUPPORT SERVICES

RECORD SERIES DESCRIPTION (Purpose, con

tent, and method of filing):

The Department Policy Manual is a collection of geheral policies of the

department for various
Arranged by subject.

APPROVED:

functions and administrative procedures.

Retention Criteria: Minimum legal- requ1rement established by Government

Code section 34090(d).

APPROVED BY:

CITY CLERK
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RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO
Record Series No. 27

ORIGINATING DEPARTMENT . RECORDS SERIES TITLE

NEIGHBORHOOD CODE " " |OFFICE MANAGEMENT FILES
COMPLIANCE o :
_ : RETENTION PERIOD
NEIGHBORHOOD CODE ' ORIGINAL 3 - 3
COMPLIANCE/ ' : '
SUPPORT SERVICES

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Office Management Files are documents which reflect the day-to-day
financial and personnel administration of the office. Contents include:
Requests for Direct Payment (AC-468), Printing Services Requisitions
(PA-2621), Requisitions (PA-2159), Receipts (AC-1218) memoranda to the
Auditor’s Office regarding v01ded recelpts, citations, fiscal files, and

subpoenas.

Arranged by type of record, and either by subject, or chronologically,
thereunder. : ‘ ' ~

Approved:

Retention Criteria: Minimum legal requlrement established by Government
Code sectlon 34090(4). :

"APPROVED BY: ' : o

CITY CLERK : PEPARTMENT HEAD e e CITY ATTORNEY
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RECORDS RETENTION EVALUATION/CITY OF SAN DIEGO

o Record Serles No.

28 .

ORIGINATING DEPARTMENT
NEIGHBORHOOD CODE

COMPLIANCE

RECORDS SERIES TITLE
ROUTE SLIPS

COPIES BY DEPT./SECTION

COPY DESIGNATION

RETENTION PERIOD

- |DEPARTMENT

REC. CENTER TOTAL

NEIGHBORHOOD CODE

DUPLICATE

1

COMPLIANCE/

SUPPORT SERVICES

RECORD SERIES DESCRIPTION (Purpose, content, and method of filing):

Route Slips act as a log of complaints from citizens regarding: city

policies or procedures relating to the department.
staff for 1nvest1gat10n and report.

offlces.
Arranged chronologically.

APPROVED:

Retention Critgria:

They are referred to

They originate in Mayor or Council

Government Code section 34090.7.

APPROVED BY:
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IERECORDS RETENTION. EVALUATlON/ClTY OF SAN DlEGO ‘ A
" Record Series No. 29

ORIGINATING DEPARTMENT = RECORDS S'ER'IES TITLE
NEIGHBORHOOD CODE SUBPOENAS

COMPLIANCE ' -

. : , . v : L . " RETENTION PERIOD

_ COPIES BY DEPT./SECTION . COPY DESIGNATION DEPARTMENT| REC.CENTER |. TOTAL
NEIGHBORHOOD CODE - |ORIGINAL - 2 - ~ 2

COMPLIANCE/ - ' . '

SUPPORT SERVICES

RECORD SERIES DESCRIPTION (Purpose, content, and metho_d of filing):

Subpoenas are requests from a court for materlals or documents regardlng
structural codes, permits, plans or other bulldlng or zonlng

1nformatlon.

Arranged chronologlcally by the date of the subpoena.

APPROVED:

Retention Criteria: Minimum legal requlrement established by Government

' Code sectlon 34090(d)

APPROVED BY:
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