INVENTORY OF RECORDS
Name:

Department:

	District File Category
	Estimated volume of records
	Sec. State Category
	Sec. State Retention Period
	Sec. State Page Number
	Agree?

(Y / N)
	If Disagree, Suggested Retention Period
	Description
(include subcategories, and whether these records may have historical value) 

	Records relating to formation, change of organization, or reorganization of District

	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Ordinances

	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Minutes of Board meetings

	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Records relating to pending claims or pending litigation, or settlement or other disposition of litigation within the past 2 years
	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Records that are the subject of a pending PRA request

	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Records relating to pending construction

	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Records relating to any non-discharged contract to which the District is a party

	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Records relating non-discharged debt of the District
	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Records relating to title to real property in which the District has an interest
	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Unaccepted bids or proposals for construction or public works less than 2 years old

	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Records which specify the amount of compensation to District employees, officers or independent contractors providing personal or professional services to the District or relate to expense reimbursement, less than seven years old

	
	requirement from Gov. Code section 60201(d)
	Permanent
	
	
	
	

	Correspondence 

	
	Correspondence
	CU + 2
	C-19, C-25
	
	
	this category is limited to original written correspondence, and does not include duplicates or email

	Duplicates

	
	
	destroy any time
	
	
	
	

	Drafts
	
	
	destroy any time
	
	
	
	

	Accident and incident reports
	
	Accident and incident reports
	C + 8
	C-48
	
	
	

	Inspection reports for bridges and overpasses
	
	Reports: bridges and overpasses 
	Life of structure
	C-44
	
	
	

	Inspection reports for other public works
	
	Reports: inspection
	CU + 2
	C-44
	
	
	includes intersection, sidewalks (but not bridges and overpasses)

	Studies
	
	Studies
	CL + 2
	C-44
	
	
	traffic volume, accident history, requests, statistics, drawings supporting traffic devices

	Signage 
	
	Signage
	L + 2
	C-44
	
	
	log books, index register cards, inventory lists, records of traffic signs

	Salary records
	
	salary records
	T + 3
	C-30
	
	
	deduction authorization, beneficiary designations, unemployment claims, garnishments

	Press releases
	
	Press releases
	CU + 2
	C-40
	
	
	

	Contracts (not including capital improvements)
	
	Contracts
	T + 5
	C-22
	
	
	includes leases, equipment, services or supplies

	Contracts for capital improvements
	
	Contracts
	P
	C-22
	
	
	includes all construction contracts for any public works

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	


1342930.1 

