
RECORDS RET ENT ION AND DEST RUCT ION SCHEDULE
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Department Contact: Gigi Whitley Contact Phone Number:  311 Contact Email Address: gigi.whitley@sfgov.org

Divisio n Divisio n Co ntact Re co rd  Cate go ry Re co rd  Ti tle /
De scrip tio n

Do cume nt Link Re te ntio n Cate go ry Re te ntio n P e rio d Re marks

To tal O n-si te O ff-si te

Asse ssme nt Ap p ra ise r Wo rk
P ap e rs

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Asse ssme nt Ap p e al
Do cume nts

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Asse ssme nt
Hand b o o ks

1 - P e rmane nt U nti l sup e rse d e d

Asse ssme nt
Asse ssme nt Ro ll
(S e cure d  &
U nse cure d )

1 - P e rmane nt P e rmane nt

Asse ssme nt Asse ssme nt Ro ll
Ind e xe s

1 - P e rmane nt P e rmane nt

Asse ssme nt Asse sso r P arce l Map s 1 - P e rmane nt,  3  -
S to rage

P e rmane nt

Asse ssme nt
BP P  Aud it and
P ro ce ssing
P ro ce d ure s

1 - P e rmane nt U nti l sup e rse d e d

Asse ssme nt

BP P
Bio p harmace utical
Ind ustry Eq uip me nt
Fo rms

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt BP P  Clo se  O ut Fo rms 2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt BP P  Ro ll Co rre ctio ns 2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Bui ld ing Re co rd s 1 - P e rmane nt P e rmane nt

Asse ssme nt
Busine ss P e rso nal
P ro p e rty (BBP ) Aud it
Fi le s

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Change  o f N ame /
Ad d re ss Fo rms

2 - Curre nt,  3  - S to rage 6  ye ars
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Asse ssme nt
Estate  Change  in
O wne rship  (CIO )
S tate me nts

1 - P e rmane nt,  3  -
S to rage P e rmane nt

Asse ssme nt Exclusio n Cla ims &
Fo rms - O the r

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt

Exe mp tio n Fo rms and
S up p o rting
Do cume ntatio n -
Busine ss P e rso nal
P ro p e rty Lo w Value

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt

Exe mp tio n Fo rms and
S up p o rting
Do cume ntatio n -
Ho me o wne r

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt

Exe mp tio n Fo rms and
S up p o rting
Do cume ntatio n -
Re ligio us/ We lfare
/Ve te rans /Disab le d
Ve te rans

2 - Curre nt,  3  - S to rage
6  ye ars afte r lie n d ate
fo r tax ye ar e xe mp tio n
last grante d

Asse ssme nt Financ ia l/Inco me  and
Exp e nse  S tate me nts

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Info rmal Re vie w
Ap p licatio ns

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Land lo rd  Te nant
Re p o rts

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Le ase  Fi le s 2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Le gal Enti ty O wne rship
P ro gram S tate me nts

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Le gal O p inio ns 1 - P e rmane nt U nti l sup e rse d e d

Asse ssme nt
Lie n Date  N e w
Co nstructio n S e lf
Re p o rting Fo rms

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Marine  Affid avi ts fo r 4
p e rce nt Asse ssme nt

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Marine  Ve sse l
P ro p e rty S tate me nts

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt

Marriage  Lice nse s and
Re giste re d  Do me stic
P artne rs Ce rti f icate s
(fo r Asse ssme nt
P urp o se s)

2 - Curre nt,  3  - S to rage 6  ye ars
Ap p lie s to  ce rti f icate s
use d  fo r asse ssme nt
p urp o se s
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Asse ssme nt N o tice  o f Asse sse d
Value  (N AV) Le tte rs

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt P arce l Cre ate  Re p o rts 2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt
P are nt/Chi ld  &
G rand p are nt/G rand chi ld
Exclusio ns

2 - Curre nt,  3  - S to rage

6  ye ars afte r the  ye ar
the  re ce iving chi ld /
grand chi ld  se lls the
p ro p e rty

R&T Co d e  S e ctio n 46 5

Asse ssme nt P o sse sso ry Inte re st
Value  Tranmitta ls

2 - Curre nt,  3  - S to rage 2 ye ars p lus o ne  d ay CA G o v.  Co d e  S e ctio n
26 20 2

Asse ssme nt P re liminary Change  o f
O wne rship

1 - P e rmane nt,  3  -
S to rage

P e rmane nt

Asse ssme nt P ro p e rty O wne r
Ap p ra isals

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt P ro p e rty Transfe r List 2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Re nt Ro lls 2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt S BE Map s 1 - P e rmane nt P e rmane nt

Asse ssme nt S urve y Map s 1 - P e rmane nt,  3  -
S to rage

P e rmane nt

Asse ssme nt
Taxp aye r
Co mmunicatio n-
Asse ssme nt

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt
Transfe r o f Base  Ye ar
Value  fro  Age  55+  and
Diab le d

2 - Curre nt,  3  - S to rage 6  ye ars

Financ ia l Co ntract
Co rre sp o nd e nce

2 - Curre nt,  3  - S to rage 5 ye ars afte r te rm o f
agre e me nt

Financ ia l Co ntract/
Agre e me nts/ MO U s

2 - Curre nt,  3  - S to rage 5 ye ars afte r te rm o f
agre e me nt
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Financ ia l
Disaste r/Co st
Re co ve ry
Do cume ntatio n

2 - Curre nt,  3  - S to rage

3  ye ars fro m the  d ate
the  P ro je ct Wo rkshe e t
Fi le  is o ff ic ia lly
c lo se d .  S p e cif ically,
any and  all re co rd s
re lating to  co sts
incurre d  d uring an
e me rge ncy o r
d isaste r,  and  fo r which
FEMA o r Cal O ffice  o f
Eme rge ncy S e rvice s
(O ES ) P ub lic
Assistance  is so ught,
must b e  re ta ine d  in
acco rd ance  with the
Co d e  o f Fe d e ral
Re gulatio ns 44  CFR
S e ctio n 13 . 42 Re co rd s
shall b e  re ta ine d  fo r
thre e  (3 ) ye ars fro m
the  d ate  the  P ro je ct
Wo rkshe e t f i le  is
o ffic ia lly c lo se d .  The
d ate  o f the  c lo sure  o f
a  p ro je ct is co nfi rme d
b y re ce ip t o f a  c lo sure
le tte r fro m the  S tate  o f
Cali fo rnia  (unle ss any
li tigatio n,  c la im,
ne go tiatio n,  aud it o r
o the r actio n invo lving
the  re co rd s has b e e n
starte d  b e fo re  the
e xp iratio n o f the  3 -
ye ar p e rio d ).  The
re co rd s must b e
re ta ine d  unti l
co mp le tio n o f the
actio n and  re so lutio n
o f a ll issue s which
arise  fro m i t,  o r unti l
the  e nd  o f the  re gular
3 -ye ar p e rio d ,
whiche ve r is late r.
N o te :  S tate  and
Fe d e ral re gulatio ns
change  fro m time -to -
time ,  the  Co ntro lle r' s
O ffice  wi ll issue
sp e cif ic  rule s fo r f i le
re te ntio n o n any give n
d isaste r,  sho uld  the re
b e  a  change .
Cali fo rnia  S tate
re gulatio ns (Ti tle  19
Cali fo rnia  Co d e  o f
Re gulatio ns S e ctio n
29 8 0  (e )) sp e c if ie s an
id e ntical re co rd
re te ntio n p e rio d  o f 3
ye ars fro m the  c lo se
o f the  P ro je ct
Wo rkshe e t f i le .

Co d e  o f Fe d e ral
Re gulatio ns 44  CFR
S e ctio n 13 . 42 and  Ti tle
19  Cali fo rnia  Co d e  o f
Re gulatio ns S e ctio n
29 8 0  (e ).  Ro b e rt T.
S taffo rd  Eme rge ncy.
Disaste r Re lie f and
Eme rge ncy Assistance
Act,  as ame nd e d  (41
U S C,  S e c .  5121 e t
se q . ).  Cali fo rnia
Disaste r assistance
Act: :  Cali fo rnia  Co d e
o f re gulatio ns,Ti tle  19 ,
Divisio n2,  Chap te r 6 .
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Financ ia l Le ase  Fi le s 2 - Curre nt,  3  - S to rage 5 ye ars afte r
e xp iratio n

Financ ia l P ayab le s (Invo ice s) 2 - Curre nt,  3  - S to rage 5 ye ars

Financ ia l P urchase  O rd e rs 2 - Curre nt 5  ye ars

Financ ia l Re gualtio ns 1 - P e rmane nt U nti l sup e rse d e d

Financ ia l

Re q ue st fo r P ro p o sals
(RFP s) and  Re q ue st
fo r Q uali f icatio ns
(RFQ s);  Re sp o nse s to
RFP s and  RFQ s

2 - Curre nt,  3  - S to rage 5 ye ars

Financ ia l Re ve nue  P ro je ctio ns 2 - Curre nt,  3  - S to rage 5 ye ars

Financ ia l Wo rk O rd e rs &
P ayme nts

2 - Curre nt,  3  - S to rage 5 ye ars

G e ne ral
Ad ministrative

Ad ministrative
Re co rd s,  Misc .

2 - Curre nt,  3  - S to rage 5 ye ars

G e ne ral
Ad ministrative

Annual Wo rk P ro gram 2 - Curre nt,  3  - S to rage 5 ye ars

G e ne ral
Ad ministrative

Cale nd ar (De p t.  He ad ) 4  - N o  Re te ntio n
Re q uire d

2 ye ars Ad ministrative  Co d e
S e ctio n 6 7. 29 -5

G e ne ral
Ad ministrative

Cale nd ar (O the r than
De p t.  He ad )

4  - N o  Re te ntio n
Re q uire d

While  U se ful

G e ne ral
Ad ministrative

Citiz e n Co mp la ints 2 - Curre nt,  3  - S to rage 5 Ye ars

G e ne ral
Ad ministrative

Co d e  Inte rp re tatio ns 1 - P e rmane nt U nti l sup e rse d e d

G e ne ral
Ad ministrative

Co mp la int Lo gs 4  - N o  Re te ntio n
Re q uire d

While  U se ful

G e ne ral
Ad ministrative

Co rre sp o nd e nce ,
Draft

4  - N o  Re te ntio n
Re q uire d

While  use ful

G e ne ral
Ad ministrative

Co rre sp o nd e nce ,
Misc .

2 - Curre nt,  3  - S to rage 5 ye ars Includ e s custo me r
surve ys

G e ne ral
Ad ministrative

Data  Re q ue st Fo rms 2 - Curre nt,  3  - S to rage 5 Ye ars

G e ne ral
Ad ministrative

De p t.  P o licy &
P ro ce d ure s

1 - P e rmane nt U nti l sup e rse d e d

G e ne ral
Ad ministrative

De p t.  P ro ce d ural
Manuals

1 - P e rmane nt U nti l sup e rse d e d
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G e ne ral
Ad ministrative

Disaste r/Co st
Re co ve ry Do cume nts

2 - Curre nt,  3  - S to rage
3  ye ars fro m the  d ate
the  p ro je ct wo rkshe e t
is o ff ic ia lly c lo se d

44  CFR S e ctio n 13 . 42
and  Ti tle  19  Cali fo rnia
Co d e  o f Re gulatio ns
S e ctio n 29 8 0  (e )

G e ne ral
Ad ministrative

Draft Do cume nts 4  - N o  Re te ntio n
Re q uire d

While  use ful

G e ne ral
Ad ministrative

Exte rnal Aud its (G rand
Jury S BE,  P rivate  Acct.
Fi rms)

2 - Curre nt,  3  - S to rage
5 ye ars afte r
ap p licab le  Fiscal Ye ar
(FY)

G e ne ral
Ad ministrative

Inte rd e p artme ntal
Co rre sp o nd e nce

2 - Curre nt,  3  - S to rage 5 ye ars

G e ne ral
Ad ministrative

Inte rnal Aud it Re p o rts 2 - Curre nt,  3  - S to rage 5 ye ars afte r
ap p licab le  FY

G e ne ral
Ad ministrative

Jo urnals/Magaz ine s/Catalo gs 4  - N o  Re te ntio n
Re q uire d

N o ne

G e ne ral
Ad ministrative

Le gal Ad vise 2 - Curre nt U nti l sup e rse d e d

G e ne ral
Ad ministrative

Le gislative  Drafts and
P ro p o se d  Le gislatio n

4  - N o  Re te ntio n
Re q uire d

N o ne

G e ne ral
Ad ministrative

Me mo rand a,  Misc 4  - N o  Re te ntio n
Re q uire d

While  use ful

G e ne ral
Ad ministrative

Me mo rand a,  P o licy/
De cisio nal

2 - Curre nt,  3  - S to rage 5 ye ars,  o r unti l
sup e rse d e d

G e ne ral
Ad ministrative

P e rso nal Fi le s,  N o te s
& Me mo s

4  - N o  Re te ntio n
Re q uire d

While  use ful

G e ne ral
Ad ministrative

P ro d uctio n Re p o rts 2 - Curre nt,  3  - S to rage 5 ye ars

G e ne ral
Ad ministrative

P ub licatio ns,  Re p o rts
b y De p t.

2 - Curre nt,  3  - S to rage 5 ye ars

G e ne ral
Ad ministrative

S o ftware  Lice nsing,
Instructio n Manuals

4  - N o  Re te ntio n
Re q uire d

While  so ftware  in use

P e rso nne l/ P ayro ll/
HR

Ad ministrative  Fi le s
fo r Emp lo ye e s
(se p arate  fro m o ffic ia l
e mp lo ye e  p e rso nne l
fi le )

2 - Curre nt,  3  - S to rage
Te rm o f e mp lo yme nt
p lus 7 ye ars fo llo wing
se p aratio n

Civi l S e rvice
Co mmissio n p o licy

P e rso nne l/ P ayro ll/
HR

Co nflic t o f Inte re st
(Fo rm 70 0 )

2 - Curre nt,  3  - S to rage 7 ye ars CA G o v.  Co d e  S e ctio n
8 10 0 9  (e )

P e rso nne l/ P ayro ll/
HR

G rie vance  Fi le s 2 - Curre nt,  3  - S to rage 10  Ye ars De p artme nt o f Human
Re so urce s p o licy
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P e rso nne l/ P ayro ll/
HR

Lo g-in S he e ts 2 - Curre nt,  3  - S to rage 5 ye ars

P e rso nne l/ P ayro ll/
HR

Me e t and  Co nfe r Fi le s 1 - P e rmane nt P e rmane nt De p artme nt o f Human
Re so urce s p o licy

P e rso nne l/ P ayro ll/
HR

P ayro ll Re co rd s and
Time  S he e ts 2 - Curre nt,  3  - S to rage

Te rm o f e mp lo yme nt
p lus 7 ye ars fo llo wing
se p aratio n

Ad ministrative  Co d e
S e ctio n 8 . 3

Re co rd e r
Dai ly Re co rd ing
Balance  S ummary
Re p o rts

2 - Curre nt,  3  - S to rage 5 ye ars

Re co rd e r Fe d e ral Tax Lie ns 1 - P e rmane nt P e rmane nt

P ro vid e d  micro fi lm
co p y is ke p t
p e rmane ntly,  fe d e ral
tax lie ns many b e
d e stro ye d  afte r 8
ye ars (CA G o v.  Co d e
S e ctio n 2720 6 )

Re co rd e r
Marriage  Ce rti f icate s/
Lice nse s 1 - P e rmane nt P e rmane nt

He alth and  S afe ty
Co d e  S e ctio n 10 23 55
re q uire s that lo cal
re gistrars o f marriage
transmit a ll acce p te d
o riginal marriage
ce rti f icate s to  the
Cali fo rnia  De p artme nt
o f P ub lic  He alth no t
le ss than q uarte rly fo r
all ce rti f icate s
re giste re d  in the
p re vio us q uarte r.  AS R
re ta ins an e le ctro nic
image  o f the  o riginal.

Re co rd e r
O riginal Re co rd ab le
Do cume nts and
Ind e xe s

1 - P e rmane nt P e rmane nt

U nd e live rab le  and
uncalle d  o riginal
d o cume nt may b e
d e stro ye d  afte r two
ye ars p ro vid e d
p e rmane nt
p ho to grap hic  co p y
ke p t (CA G o v.  Co d e
S e ctio n 26 20 5 . 6 )

Re co rd e r

Re co rd e r Data
Manage me nt S yste m -
Cash Transactio n
Re p o rts

2 - Curre nt,  3  - S to rage 5 ye ars

AS R use s a  thi rd -p arty
syste m fo r cash
p ro ce ssing o f
re co rd e d  d o cume nts.

Re co rd e r Re q ue st fo r Co p ie s o f
Re co rd e d  Do cume nts

4  - N o  Re te ntio n
Re q uire d

While  use ful

Re co rd e r
Taxp aye r
Co mmunicatio n-
Re co rd e r

2 - Curre nt,  3  - S to rage 5 ye ars
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Re co rd e r Transfe r Tax Affid avi t 1 - P e rmane nt,  3  -
S to rage

P e rmane nt

Asse ssme nt Ap p ra isal & Valuatio n
Re co rd s

1 - P e rmane nt P e rmane nt

Asse ssme nt BP P  Escap e  Fo rms 2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt BP P  Facto re d  Tab le s 2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt BP P  P e nal Fo rms 2 - Curre nt,  3  - S to rage 6  Ye ars

Asse ssme nt Busine ss P ro p e rty
S tate me nts

2 - Curre nt,  3  - S to rage 6  ye ars

Asse ssme nt Busine ss Re gistratio n
Fo rms

2 - Curre nt,  3  - S to rage 5 ye ars

Asse ssme nt Change  in O wne rship
S tate me nts (CO S )

1 - P e rmane nt,  3  -
S to rage

P e rmane nt

Asse ssme nt P e rmit Ap p licatio n &
Issuance  Re co rd s

2 - Curre nt,  3  - S to rage 6  ye ars,  afte r li fe  o f
p e rmit

Asse ssme nt
Ro ll Value  Re p o rt -
S tate  Bo ard  o f
Eq ualiz atio n (S BE)

1 - P e rmane nt,  3  -
S to rage P e rmane nt

Financ ia l Bud ge t Do cume nts/
Wo rk P ap e rs

2 - Curre nt 2 ye ars Ad ministrative  Co d e
S e ctio n 6 7. 29 -5

Financ ia l Exchange d  Drafts o f
Agre e me nts

2 - Curre nt,  3  - S to rage 5 ye ars afte r te rm o f
agre e me nt

Financ ia l Financ ia l Re co rd s,
Misc .

2 - Curre nt,  3  - S to rage 5 ye ars afte r
ap p licab le  FY

Financ ia l Invo ice s 2 - Curre nt,  3  - S to rage 5 ye ars afte r
ap p licab le  FY

Financ ia l Re vo lving Fund s
Re co rd s

2 - Curre nt,  3  - S to rage 5 ye ars

Financ ia l S e ttle me nt
Agre e me nts

1 - P e rmane nt P e rmane nt

Financ ia l
Trave l & Emp lo ye e
Re imb urse me nt
Re co rd s

2 - Curre nt,  3  - S to rage 5 ye ars

G e ne ral
Ad ministrative

Ad vice  Le tte rs 2 - Curre nt,  3  - S to rage 5 ye ars,  o r unti l
sup e rse d e d

G e ne ral
Ad ministrative

Annual Re p o rts 1 - P e rmane nt P e rmane nt
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G e ne ral
Ad ministrative

P ub lic  Re co rd s
Re q ue st and
Re sp o nse s

2 - Curre nt,  3  - S to rage 5 ye ars

G e ne ral
Ad ministrative

Writte n
Co mmunicatio n with
Taxp aye rs - G e ne ral

2 - Curre nt,  3  - S to rage 5 ye ars

P e rso nne l/ P ayro ll/
HR

Emp lo ye e  Me d ical
Re co rd s 2 - Curre nt,  3  - S to rage

Te rm o f e mp lo yme nt
p lus 7 ye ars fo llo wing
se p arari to n

Civi l S e rvice
Co mmissio n P o licy

P e rso nne l/ P ayro ll/
HR

Emp lo ye e  P e rso nne l
Fi le s 2 - Curre nt,  3  - S to rage

Te rm o f e mp lo yme nt
p lus 7 ye ars fo llo wing
se p aratio n

Civi l S e rvice
Co mmissio n p o licy

P e rso nne l/ P ayro ll/
HR

Re crui tme nt and  Civi l
S e rvice  Exam

2 - Curre nt,  3  - S to rage 5 ye ars

P e rso nne l/ P ayro ll/
HR Time  Card s

1 - P e rmane nt,  3  -
S to rage P e rmane nt

O nly p e rta ins to
d o cume nts p rio r to
12/19 9 8
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RECORDS RET ENT ION AND DEST RUCT ION POLICY AND SCHEDULE SIGNAT URE PAGE

Submit your Policy with the Schedule and signture page attached at the end. Secure the signatures
below, as appropriate, and deliver to: Office of the City Administrator, City Hall Room 362, Attention:

Index to Records.

Name of Department:

For departments that do not have a  board or commission: For departments that have a  board or commission:

S te ve  Kawa,  Mayo r' s Chie f o f S taff Date  Ap p ro ve d Co mmissio n S e cre tary name  and  signature Date  Ap p ro ve d

ALL DEPARTMENTS

Department Head name and signature: Date Approved: .

Approval as to Records relating to financia l matters:

Be n Ro se nfie ld ,  Co ntro lle r Date  Ap p ro ve d

Co ntro lle r S taff (p rint and  sign) Date  Ap p ro ve d

Approval as to Records of legal significance:

De nnis J.  He rre ra ,  Ci ty Atto rne y Date  Ap p ro ve d

City De p uty Atto rne y (p rint and  sign) Date  Ap p ro ve d

Approval as to Records relating to payroll matters:

Jay Huish,  Exe cutive  Dire cto r - Re ti re me nt Bo ard Date  Ap p ro ve d
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