CITY ATTORNEY

REPORTNO, R22-0357
OCT 14 2022

REPORT RE:

APPROVAL OF DEPARTMENTAL RECORDS DISPOSITION SCHEDULE FOR
THE ECONOMIC AND WORKFORCE DEVELOPMENT DEPARTMENT

The Honorable City Council
of the City of Los Angeles

Room 395, City Hall

200 North Spring Street

Los Angeles, California 90012

Honorable Members:

Transmitted herewith is the Departmental Records Disposition Schedule for the
Economic and Workforce Development Department. This Office approves the records
disposition schedule and finds that this request has been processed in accordance with
the requirements of Los Angeles Administrative Code Section 12.3.

Should you have any questions, please contact Deputy City Attorney Regina
Mills at (213) 978-7730.

Sincerely,

MICHAEL N. FEUER, City Attorney

AN YA

KATHLEEN KENEALY
Chief of Staff

KK:pj
Transmittal

City Hall East 200 N. Main Street Room 800 Los Angeles, CA 90012 (213) 978-8100 Fax (213) 978-8312



Form Gen. 160 CITY OF LOS ANGELES
INTER-DEPARTMENTAL CORRESPONDENCE
DATE: December 17, 2021

TO: Honorable Mike Feuer, City Attorney
Room 800, City Hall East

Attn: Leela Kapur, Executive Assistant City Attorney

St With CIBFSIEN mam e s s s i e

FROM: Holly L. Wolcott, City Clerk

%17, 0021 L4l o

SUBJECT: RE-APPROVAL OF DEPARTMENTAL RECORDS
DISPOSITION SCHEDULE
ECONOMIC AND WORKFORCE DEVELOPMENT DEPARTMENT

Pursuant to ordinance 183,754 the City Clerk's Office in 2015 submitted to the City
Attorney's Office all Departmental Records Disposition Schedules for review and
recommendation for approval to the City Council. - The Schedules for the Economic and
Workforce Development Department were never returned to the City Clerk’s Office for
referral to City Council.

Please note that the Economic and Workforce Development Department has requested
the addition of multiple record series to their Schedules in conjunction with this review
and re-approval. The additions are noted on the last ten pages of the Schedules.

Please submit the attached files with your recommendation electronically to the City
Clerk’s Council and Public Services Division. Upon receipt from your Office, we will
move forward with the Council approval process.

For further information, please contact Todd Gaydowski, of my Records Management
Division, at (213) 473-8449 or todd.gaydowski@lacity.org.

Attachments

HLW/PFS/TG:ih
EXE-045-21

N:FILE 202 NEXE-045-21.DOCX
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August 17, 2015

City of Los Angeles

Department Records Disposition Schedules
ECONOMIC AND WORKFORCE DEVELOPMENT DEPARTMENT

Schedule Number Department Name

- e L — D S—

1CDD/ ECONOMIC AND WORKFORCE DEVELOPMENT DEPARTMENT
1CDD01! EXECUTIVE MANAGEMENT

/CDD/O1A! ACCOUNTING

/CDD/O1B/ PAYROLL

/CDD/01C/ PERSONNEL

/CDD/01D/ INSURANCE

/CDD/O1E/ CONTRACTS

/CDD/O1F/ SUPPORT SERVICES

1CDD/01G/ INTERNAL MONITORING UNIT

1CoD02/ AUDIT SECTION

/1CDDI04! BUDGET SECTION

/CDD/05/ SPECIAL INVESTIGATION UNIT

/CDD/06/ HUMAN RESOURCES DIVISION-EEQ/COMPLAINTS UNIT
1CDD/4Y HUMAN SERVICES NEIGHBORHOOD DEVELOPMENT
1CDD/51/ YOUTH EMPLOYMENT SERVICES

1000152/ YOUTH OPPORTUNITY

1CDD/I54/ SUMMER YOUTH EMPLOYMENT PROGRAM

1Co0IY INDUSTRIAL AND COMMERCIAL DEVELOPMENT
1CDD72/ ADMINISTRATIVE SERVICES - ENVIRONMENTAL SECTION
1COD73/ LA BRIDGES

1CDD/74f GRANTS MANAGEMENT DIVISION

Page 1




City Clerk/Records Management Division City OfLOS Ange[es Page |

Departmental Records Disposition Schedule Date:  August 17. 2015
Original Records
Records of: EXECUTIVE MANAGEMENT
/CDD/G1/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Sftléfj Record Title -- Retention (YEARS) —Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L
oot Q ORIGINAL RECORDS
ooy Q001. AUDIT REPORTS TO+10 PE N Y N
RECORD TYPES: Historical
reoioy 0002, EXECUTIVE CORRESPONDENCE CL+2 PE N Y N
RECORD TYPES; Historical
coooy - O003. CONFIDENTIAL FILES TO+3 PE N Y N
RECORD TYPES: Historicat
oot Q004. PROJECTS/AGENCIES CL+3 PE N Y N
RECORD TYPES: Historical
ooy Q005. GENERAL MANAGER FILES/AUTHOR TO+5 PE N Y N
RECORD TYPES: Historical
«cooy - O008. CHRONQLOGICAL FILES TO+5 PE N Y N

(PUBLIC INQUIRIES/OUTSIDE AGENCIES ) RECORD TYPES: Historical
e AU A ANNUR BV CLeeLOSED "CO=COMPLETION CA=CANCELLED EX-EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECQORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division Cll:}/' of Los An ge[es Page 2

Departmental Records Disposition Schedule Date:  August 17, 2015
Original Records
Records of: EXECUTIVE MANAGEMENT
CDD/OY/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Slclhe(t Record Title -- Retention (YEARS) --Media  Record Type
No. /\Zﬂ ( Description / Sub Categories / Remarks ) Office Total Code V H C L
ooy O007. COUNCIL COMMITTEE GRANTS CL+2 PE N Y N
RECORD TYPES: Historical
oot O008. ASSOCIATION FILES TO+5 PE N Y N
RECORD TYPES: Historical
reooot 0O009. OTHER DEPARTMENTS CL+2 PE N Y N
RECORD TYPES: Historical
ooy 0010. INTERNAL DIVISIONS CL+2 PE N Y N
RECORD TYPES: Historical
oo 0011 TRAVEL TO+5 PE N Y N

RECORD TYPES: Historical

RETENTION CODES. AU=AUDIT AR=ANNUAL REVIEW GL=CLOSED GO=COMPLETION CA—CANCELLED EXSEXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTQ NG=NEGATIVE OD=0VERSIZED DOCUMENT OP=0OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerl/Records Management Division Ci i{y of Los An ge[es Page |

Depamhental Records Disposition Schedule Date;  August 17,2015
Original Records
Records of: ACCOUNTING
/CDD/OIA/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF L.OS ANGELES ADMINISTRATIVE CODE
Sched. S;tlzfnd Record Title -- Retention (YEARS) --Media  Record Type
No. No. ( Description / Sub Categories / Remarks ) Office Towl Code V H C L
coomy - ORIGINAL RECORDS

T ENTION COBES AUSAUDIT ARSANNOAT REVIEW CI=CLOSED GO-COMPLETION CA=GANGELLED EX=EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0VERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division Cny of Los A ngeles Page |

Departmental Records Disposition Schedule Date:  August 17,2015
Original Records
Records of: PAYROLL
/CDD/018B/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. SZI;ZL Record Title -- Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L

coonts - O ORIGINAL RECORDS

coowisr - O001. BAD CHECKS AU+5 AU+5 N N N
RECORD TYPES:

cono1s - O002. TIMEKEEPING RECORDS AU AU+7 N N N
RECORD TYPES:
A-WEEKLY TIMESHEET-5052-B
B-SIGN IN/QUT LOG
C-PAYROLL CORRECTION NOTICE

rcoomer - O003. ADVANCE OVERTIME AUTHORIZATION AU AU+3 N N N
RECORD TYPES:

coorsr - Q004. MILEAGE INSURANCE RECORDS CL+2 CL+2 N N N
RECORD TYPES:

cooter - Q005. MILEAGE STATEMENT AND CONTINUATION AU AU+3 N N N
RECORD TYPES:

A-MILEAGE STATEMENTS-2063-1A
B-MILEAGE STATEMENTS CONTINUATION-2053-1

rcopo1sr - O008. BI-WEEKLY SALARY COST DISTRIBUTION AU AU+5 N N N
RECORD TYPES:

~ RETENTION CODES: ~AU=AUDIT ARSANNUAL REVIEW GL=CLOSED CO=COMPLETION CA=GANCELLED EX=EXPIRATION PESPERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTQ NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Cleri/Records Management Division Ci ity o f Los An ge[es Page 2

Departmental Records Disposition Schedule Date:  August 17.2015
Original Records
Records of: PAYROLL
/CDD/0IB/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;Zf: Record Title - Retention (YEARS) --Media  Record Type
No. No. ( Description / Sub Categories / Remarks ) Office Totdl Code V H C L

e AUSAUDTT AN REVIEW CLeCLOSED CO=COMPLETION GASCANGELLED EXSEXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEQO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

g e
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ity Clerk/Records Management Division Clty ofLOS Ange[es Page |
Departmental Records Disposition Schedule Date:  August 17,2015

Original Records
Records of: PERSONNEL
/CDDICY ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Slctlied. Record Title -- Retention (YEARS) --Media  Record Type
Ne. Ne(:" ( Description / Sub Categories / Remarks ) Office Total Code V H C L
reopiotet - Q ORIGINAL RECORDS
icoowict - Q001 EMPLOYEE TIME RECORD (HISTORY CARD) (CDAS-045) TE+2 TE+2 N N N

(CDD RECORD TRANSFERS TO EMPLOYEE NEW DEPARTMENT OR PERSONNEL DEPARTMENT (CAO RULE
25)) FORM: CDAS-045 RECORD TYPES:

copmict  Q002. EMPLOYEE PERSONNEL RECORD (FOLDER) (FG 44) TE TE
(FLDRS IN CRC PRIOR TO CAO RULE 25(4/17/79) BECOME PROPERTY OF PERSONNEL DEPT.) FORM: FG 44
D-PROPQSED DESIGNATION OF CONFIDENTIAL EMPLOYEE-FG 42
A-REQUEST FOR TRANSFER, VOLUNTARY REVERSIONS OR CLASS CHANGE-FG
16-B
B-REQUEST FOR LEAVE OF ABSENCE-FG 38
C-PAYROLL/PERSONNEL CHANGE DOCUMENT-FG 41
E-TIME OFF/COMPENSATION REQUEST-FG 68
F-NOTICE OF DISCHARGE, SUSPENSION OR PROBATIONARY TERMINATION-FG 77
G-NOTICE TO CORRECT DEFICIENCY-FG 78
H-NOTICE OF COMMENDATION-FG 79
I-AUTOMOBILE ACCIDENT REPORT-FG 88
J-EXTENDED SICK LEAVE REQUEST-FG 89
K-EMPLOYEE MEDICAL CALENDAR-FG 90
L-MEDICAL INFORMATION CERTIFICATE-FG 91
M-CLAIM FOR REIMBURSEMENT-FG 130
N-EMPLOYEE REPORT OF OCCUPATIONAL INJURY OR ILLNESS-FG 166
0O-PAYGRADE ADVANCEMENT-CAQ 614
P-REQUEST FOR DETERMINATION OF STEP PLACEMENT-CAO 656
Q-EMPLOYEE EVALUATION REPORT-PDAS 28
R-DUTY CERTIFICATE-PDAS 43
S-NOTICE OF REMOVAL FOR MEDICAL REASONS-PDAS 66
T-RECORDS OF TRAINING-PDMER 1
U-CDD - EVALUATION FORM-CAS 45
V-REQUEST FOR BILINGUAL ASSIGNMENT-ES 68
W-NOMINATION FOR EMERGENCY APPOINTMENT-FG 76
X-REQUEST FOR RESTORATION TO ELIGIBLE LIST-PDAS 24

AUSAUDIT AR=ANNUAL REVIEW CL=CLOSED CO-GOMPLETION GA=CANGELLED EX=EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RETENTION CODES:

MEDIA CODES:

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

W )Wt g LS




City Clerk/Recards Muanagement Division Clty aQ f Los An, ge[es Page 2

Departmental Records Disposition Schedule Date:  August 17,2015
Original Records
Records of: PERSONNEL
/CDDAIC/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. SZZ::’ Record Title - Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code VvV H C L
Y-CORRESPONDENCE
«cobiter - Q003. PERSONNEL GUIDELINES SuU+2 SuU+2 N N N
RECORD TYPES:
coomc/ - Q004 CORRESPONDENCE AND SUBJECT FILES AR+2 AR+2 N N N
RECORD TYPES:
wcopoter - Q005. CERT./EXEMPT/TRANSFER/PAYGRADE INTERVIEW FOLDERS TO+2 TO+7 DO N N Y

A. Authorization to Hire Form

B. Certification List

C. Position Descriptions

D. Interview Schedule

E. Application for Employment and Resume
£. Authorization for Release of Information
G. Interview Questions! Writing Excercise
H. Interview Rating Sheet

I. Input Summary Rating Sheet

J. Interview Briefing [nstructions for Raters
K. Background Reference Check

L. Non-Select letters

M. Correspondence (emails & memo)

RETENTION CODES:  WUeAUDI ARSANNUAL REVIEW GL-CLOSED CO=COMPLETION CA=CANGCELLED EX=EXPIRATION PE=PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=QVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




ity Clerl/Records Munagement Division C ny of Los An geles Page

Departmental Records Disposition Schedule Date:  August 17,2015
Original Records
Records of: INSURANCE
/CDD/ID/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;;’;f: Record Title -- Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L
icopr - O ORIGINAL RECORDS
reoopir - O001. AGENCY/CONTRACTOR INSURANCE POLICIES (GEN. 134/A) TO+10 TO+10 N N N

(COPIES AT CITY ATTORNEY AND AGENCY'S OFFICE ) FORM: GEN. 134/A  RECORD TYPES:

" RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW GL=CLOSED GO=COMPLETION CA=CANCELLED EX-EXPIRATION PESPERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, .¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT QUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL
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City Clerk/Records Manugement Division Ci ity @ f Los A nge[es Page |

Departmental Records Disposition Schedule Date:  August 17,2015
Original Records
Records of: CONTRACTS
/CDD/O1E/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;‘tl::: Record Title -- Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L
IcoDmiEr O ORIGINAL RECORDS
oot Q001 CONTRACTS TO+10  TO+10 N N N

(AN ORIGINAL AT CITY CLERK, COPIES AT CDD ACCOUNTING AND CONTRQLLER) RECORD TYPES:

“RETENTION CODES. AU=AUDIT AR=ANNUAL REVIEW GL=GLOSED CO~COMPLETION GA=CANCELLED EX-EXPIRATION PE-PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0VERSIZED DOCUMENT QP=OPTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




ity Clerk/Records Management Division

City of Los Angeles

Page |

Departmental Records Disposition Schedule Date:  August 17, 2015

Original Records

Records of: SUPPORT SERVICES
/CDDOIF/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched, thed Record Title -~ Retention (YEARS) —-Media  Record Type
No. Ii'eom ( Description / Sub Categories / Remarks ) Office Total Code V H C L
©coomtF O ORIGINAL RECORDS

icoDoiF 0001,

icoooiFr - Q002

icoonirr - QQ003.

wcooiF - O004.

RETENTION CODES:
MEDIA CODES:

RECORD TYPE:

CDD PARKING PERMITS AND PROCEDURES
{Copy to Gerneral Services Dept./Commuter Services Section)
A.Applications(Individual & Carpools)

B.Permits

C.Complaints

D. Validations

E-Receips and Invoices
F.Parking Enforcement Policy

CITY FLEET VEHICLES
A. Reservations
B. Trip Sheets and Cards
C. Voyager Gasolime Credit Card Receipts
D. Preventive Maintenance Reports
E. Driver's Trouble Reports
F. Car Pool Inventory
G. Occasional Overnite Garaging Autharizations
H. Authorization for Garaging from Headquarters
|. City Hall Garage Temporary Passes
J. Smog Alerts
K. Mileage
L. Automabile Accident Reports

ENCUMBERING DOCUMENTS
A- City Stores Supply Request Forms by Division
B- Paper/Tener/Film Request Forms by Division
C- P.O. & Sub-P.0. Receiving Documents by Vendor
D- City Stores Requisitions
£- Supply Ordering Procedures
- Stores Multi-Use Forms

RECORDS RETENTION DOCUMENTS
A- Original & Duplicate Records Schedules and Revisions
B- Record Transfer List Forms
C- Records Index List Farms
D- Request for Authorily to Destroy Obsolete Records Packets

TO+1  TO+2 N N N
TO+1  TO+2 N N N
TO+2  TO+3 N N N
SU+2  SU+5 N N N

AU=AUDIT ARSANNUAL REVIEW CL=CLOSED GO=COMPLETION CA-CANCELLED EX-EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION

TO=THE DATE OF THE RECORD, i.e. the “TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=QVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEQO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division City o f Los An ge[es Page 2

Departmental Records Disposition Schedule Date:  August 17, 2015
Original Records
Records of: SUPPORT SERVICES
/CDD/G1F/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Sftléf;i Record Title -- Retention (YEARS) -—-Media  Record Type
No. No. { Description / Sub Categories / Rentarks ) Office Total Code V H C L

E- Records Management Policies & Procedures
F- Correspondence
G- Inventory of Records Retention Boxes within CDD
H- Miscellaneous Records Retention Projects
rcoooiFr - QQ05. EQUIPMENT INVENTORY CONTROL TO+5 TO+5 N N N
A- Service Providers/Agency Files
B- In-House Files

icooitF, - Q006. DUPLICATION DOCUMENTS SU+1 SU+3 N N N
A- Duplicating Requests

rcootEr - 0007, DIVISION BUDGET CONTROL TO+1 TO+1 N N N
A- Equipment Expenditure Forms
B- Divisional Budget

icopotFs - O008. BUILDING MANAGEMENT STAFF LABOR COSTS TO+1 TO+1 N N N

RETENTION COBES ™ AUAUDIT AReANNUAL REVIEW CLoCLOSED CO=COMPLETION CA=CANCELLED EX=EXPIRATION PE=PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.c. the “TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Manugement Division Cit}? of Los Angeles Page |

Departmental Records Disposition Schedule Date:  August 17, 2015
Original Records
Records of: INTERNAL MONITORING UNIT
/CDD/O1G/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. SIL:Z: Record Title -- Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L
conotel O ORIGINAL RECORDS
rcoooier - 0001, AGENCY FILES CL+3 CL+5 N N N
RECORD TYPES:
rcoome - 0002, IMU INTERNAL FILES CL+5 CL+5 N N N

RECORD TYPES:

RETENTION CODES: AUSAUDIT ARSANMUAL REVIEW CL=GLOSED CO=COMPLETION CA=CANCELLED EX=EXPIRATION PE=PERMANENT SU=SUPERGEDED TESTERMINATION

MEDIA CODES:

RECORD TYPE:

TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT QUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0VERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerh/Records Manugement Division Clty Of Los Angeles Page }
8

Departmental Records Disposition Schedule Dater August 17.2015
Original Records

Records of: AUDIT SECTION
/CDD/02/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE

Sched. S;t’::‘ Record Title -- Retention (YEARS) --Media  Record Type

No. No. ( Description / Sub Categories / Remarks ) Office Totl Code V H C L
reooe2 QO ORIGINAL RECORDS
oz Q001. AGENCY RECORDS AU+5 AU+5 N N N
RECORD TYPES:

T RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW GLECLOSED CO=COMPLETION GA=CANCELLED EX-EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.c. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL G=CONFIDENTIAL L=LEGAL




Lty Clerk/Records Management Division Cify Of Los Angeles Page 1

Departmental Records Disposition Schedule Date:  August 17,2015
Original Records
Records of: BUDGET SECTION
CDD/O4/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;‘t/wd‘ Record Title -- Retention (YEARS) --Media  Record Type
No. Nea o ( Description / Sub Categories / Remarks ) Office Total Code V H C L
oo Q ORIGINAL RECORDS
rcoooar 0001, PAYMENT VOUCHERS AU+5 AU+5 DO N N N
icooioar - 3002. PURCHASE ORDERS FOR SMS AU+5 AU+5 DO N N N

“RETENTION CODES: AU=AUDIT AR-ANNUAL REVIEW GL=GLOSED GO=COMPLETION GASCANCELLED EX-EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=V|TAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division Clty ) f Los An geles Page |

Departmental Records Disposition Schedule Date:  August 17.2015
Original Records

Records of: SPECIAL INVESTIGATION UNIT
/CDD/05/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE

Sched. S;:Z‘f Record Title -- Retention (YEARS) —Media  Record Type

No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L
rcooos O ORIGINAL RECORDS
«coowst O001. SPECIAL INVESTIGATION FILES CL+3 CL+3 N N N
RECORD TYPES:

T T ION G OB AUSAUDT AR=ANNUAL REVIEW CLoCLOSED CO=COMPLETION CA=CANGELLED EX=EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION

MEDIA CODES:

RECORD TYPE:

Y e LS

TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0OVERSIZED DOCUMENT OP=0OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerl/Records Management Division Clty 0 f Los An ge[es Page 1

Departmental Records Disposition Schedule Date:  August 17,2015
Original Records
Records of: HUMAN RESOURCES DIVISION-EEQ/COMPLAINTS UNIT
/CDD/06/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched ‘S';'Ihf’:i Record Title -- Retention (YEARS) --Media  Record Type
No. /\70 ( Description / Sub Categories / Remarks ) Office Total Code V H C L
coowst O ORIGINAL RECORDS
coows! O001. CETA AGENCY AFFIRMATIVE ACTION PLANS TO+3 TO+5 N N N
RECORD TYPES:
wcooms: 0002, JTPA AGENCY EEQO/NONDISCRIMINATION FILES TO+3 TO+5 N N N
RECORD TYPES:
rcooe Q003. JTPA COMPLAINT FILES TO+3 TO+5 N N N
RECORD TYPES:
wcoorsr Q004. CETA AGENCY COMPLAINT TAPES TO+3 TO+5 N N N
RECORD TYPES:
reons 0005. JTPA ADMINISTRATIVE HEARING TAPES TO+3 TO+5 N N N
RECORD TYPES:

" RETENTION GODES: AUSAUDIT AR=ANNUAL REVIEW GL=CLOSED GO=COMPLETION CA=CANCELLED EX=EXPIRATION PE=PERMANENT SU=SUPERCEDED TE-TERMINATION
TO=THE DATE OF THE RECORD, L.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0OVERSIZED DOCUMENT OP=0OPTICAL DISK VT=VIDEC TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL
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City Clerk/Records Manugement Division Ci ”y o f Los A nge]eg Page |
A 2

Departmental Records Disposition Schedule Date:  August 17.2015
Original Records
Records of: HUMAN SERVICES NEIGHBORHQOOD DEVELOPMENT
/CDD/A41/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF 1.OS ANGELES ADMINISTRATIVE CODE
Sched. S;;’éf:f' Record Title -- Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L
o Q) ORIGINAL RECORDS
copmt Q001. HUMAN SERVICES AGENCY FILES CL+3 CL+5 N N N

RECORD TYPES:

A-CONTRACTS (1.1); AA. AMENDMENTS (1.1.1)
B-CORRESPONDENCE (1.2); AA. AGENCY (1.2.1); BB. GEN. (1.2.2}
C-MONTHLY NARRATIVE REPORTS (1.3)

D-REQUEST FOR PROPOSALS (1.4)

E-SITE VISIT REPORTS (1.5)

F-TRANSMITTALS (1.6)

F-TRANSMITTALS (1.6)

icopmy - O002. HUMAN SERVICES MONITOR'S WORKING FILES CL+3 CL+5 N N N
RECORD TYPES:
A-AFFIRMATIVE ACTION PLAN (2.1)
B-ARTICLES OF INCORPORATION (2.2)
C-BANK REPORTS (2.3)
D-BOARD RELATED (2.4)
E-BUDGET MODIFICATION REQUEST (2.5)
F-BY-LAWS (2.6)
G-CASH REQUESTS (2.7)
H-CLIENT ELIGIBILITY PLAN (2.8)
I-CORRECTIVE ACTION PLAN (2.9)
J-EXPENDITURE PLAN (2.10)
K-FISCAL (2.11)
L-INSURANCE (2.12)
M-INVENTORY (2.13)
N-LEASES (2.14)
O-MONITOR'S REPORTS (2.15)
P-PERSONNEL (2.16)
Q-REQUIRED DOCUMENTS (2.17)

rcooitt - 003, NEIGHBORHOOD DEV. CONSTRUCTION/RENOVATION AGENCY FILES CL+3 CL+5 N N N

RECORD TYPES:
A-CORRESPONDENCE (1.1)

ETENTION CODES: AUSAUDT AReANNUAL REVIEW GLoGLOSED CO=GOMPLETION CA<CANGELLED EX<EXPIRATION PE-PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

e o

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Recards Management Division City of Los Angeles Page 2
Departmental Records Disposition Schedule Date:  August 17, 2015
Original Records
Records of: HUMAN SERVICES NEIGHBORHOOD DEVELOPMENT

CDDA1/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. SZIL:L Record Title -- Retention (YEARS) --Media  Record Type

Ne. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L

B-CONTRACTS (1.2)
G-AMENDMENTS (1.3)
D-MONTHLY REPORTS/SITE VISIT REPORTS/NARRATIVE REPORTS (1.4)
E-ABSTRACTS (1.5)
icopat 004, NEIGHBORHOOD DEV. CONSTRUCTION/RENOVATION MATCHING GRANT/... CL+3 CL+5 N N N
RECORD TYPES:
A-PHASE Ii - RFP - CORRESPONDENCE (2.1)
B-PHASE Il - CONTRACT NEGOTIATION - CORRESPONDENCE (2.2)
C-PHASE IV - CONTRACT EXECUTION - CORRESPONDENCE (2.3)
D-PHASE V - ACQUISITION - CORRESPONDENCE (2.4)
E-PHASE VI - ARCHITECTURAL DESIGN - CORRESPONDENCE (2.5)
F-PHASE VII - BID - CORRESPONDENCE - (2.6)
G-PHASE VIl - CONSTRUCTION SELECTION - CORRESPONDENCE (2.7)
H-PHASE IX - CONSTRUCTION IMPLEMENTATION - CORRES. (2.8)
I-PHASE X - CONSTRUCTION MONITORING - CORRESPONDENCE (2.9)
J-PHASE XI - PROPERTY MANAGEMENT - CORRESPONDENCE - (2.10)
rceonr - O006. CONTINUED USE/LEASE AGREEMENT AGENCY FILES CL+3 CL+5 N N N
RECORD TYPES:
A-CORRESPONDENCE AND REPORTS (4.1)
B-CONTRACTS AND AMENDMENTS (4.2)
C-ABSTRACTS (4.3)

rcooat 0007 REQUEST FOR PROPOSAL FILES TO+3 TO+5 N N N
RECORD TYPES:
A-CORRESPONDENCE (5.1)

copit - Q008. HOMELESS SHELTER FILES TO+3 TO+5 N N N
RECORD TYPES:
A-CERTIFICATION FILES CORRESPONDENGE (6.1)
B-CORRESPONDENCE (6.2)

ooy Q009. DIRECTOR'S CORRESPONDENCE TO+2 TO+2 N N N
RECORD TYPES:
A-GENERAL CORRESPONDENCE (7.1)
B-CORRESPONDENCE TO AND FROM SECTION HEADS (7.2)
C-TRACKING GUIDES CORRESPONDENGE (7.3)

" RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW CL=CLOSED CO=COMPLETION CA=CANCELLED EX-EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT 8K=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE

MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL
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City Clerk/Records Management Division

Records of:
/CDD/MAL/

Page 3
Date:

City of Los Angeles
Departmental Records Disposition Schedule
Original Records
HUMAN SERVICES NEIGHBORHOOD DEVELOPMENT
ECONOMIC AND WORKFORCE DEVELOPMENT

August 17,2015

CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE

Sched.
Ttem
No.

Sched.
No.,

-- Retention (YEARS) --Media
Office Total  Code

Record Type
V H C L

Record Title
( Description / Sub Categories / Remarks )

f1CoDM

Q010.

CoDMY

0011.

1CDDAY

0012.

D-U.S. ESCROW MONTHLY REPORTS (7.4)
ADMINISTRATION CORRESPONDENCE FILES
RECORD TYPES:
A-HUMAN SERVICES AGENCIES
B-NEIGHBORHOOD DEVELOPMENT AGENCIES
C-HANDYWORKER PROGRAMS
D-PLANNING
E-COMMUNITY SERVICE BLOCK GRANT
F-HUD COMMUNITY DEVELOPMENT BLOCK GRANT .
G-REQUEST FOR PROPOSALS
H-CITY DEPARTMENTS :
I-HOMELESS; AA. COLD/WET WEATHER,; BB. MOBILE OMBUDSMAN; CC...
J-AIDS; AA. RESIDENTIAL PROGRAMS; BB. EDUCATION & INFORMATION
K-DEFUNDED AGENCIES
HUMAN SERVICES/NEIGHBORHOOD DEVELOPMENT HOMELESS FILES
RECORD TYPES:
A-MOBILE OMBUDSMAN PROGRAM,; AA. INTAKE FORMS; BB. CORRES.
B-MOBILE HOME TRANSITIONAL HOUSING; AA. SERVICE PROVIDERS:...
C-COLD/WEATHER PROGRAM; AA. VOUCHERS; BB. EVALUATION &....
D-AGENCIES; AA. CONTRACTS; BB. CORRESPONDENCE
HUMAN SERVICES/NEIGHBORHOOD OPERATIONS EARTHQUAKE RECOVERY
RECORD TYPES:
A-INTAKE FORMS
B-CORRESPONDENCE
C-SERVICE PROVIDERS
D-CONTRACTS
E-MISCELLANEOUS

CL+3 CL+5 N N N

CL+3 CL+5 N N N

CL+3 CL+5 N N N

RETENTION CODES: AUSAUDIT ARCANNUAL REVIEW CLoCLOSED CO=COMPLETION CASCANGELLED EX=EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION

MEDIA CODES:

RECORD TYPE:

TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT QUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerl/Records Management Division City gf Los An ge[es Page |
Departmental Records Disposition Schedule Date:  August 17,2015
Original Records
Records of: YOUTH EMPLOYMENT SERVICES

‘CDD/S1/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE

Sched

Sched. Jtem Record Title -- Retention (YEARS) --Media  Record Type

Neo. No ( Description / Sub Categories / Remar#s ) Office Total Code V H C L

cooisy O ORIGINAL RECORDS

ooy 0001, AGENCY FILES AU+5 AU+5 N N N
RECORD TYPES:
A-FISCAL
B-INCOMING
C-OUTGOING
D-SITE VISITS
E-MONITORING REPORT
F-PAYROLL/TIMEKEEPING-5052-B
G-QUARTERLY VERIFICATION
H-RESIDENCY WAIVERS
I-SUPPORTIVE SERVICES SURVEY
J-TRANSITION TO JOB READINESS

coois - Q002. COMMUNITY SERVICE PROGRAM TO+5 TO+5 N N N
RECORD TYPES:
A-TRANSPORTATION
B-BUS REQUESTS
C-STATUS REPORTS
D-STAFF MEETINGS
E-EVALUATIONS
F-STAFF FOLDERS
G-GRAND OPENINGS
H-STAFF MEETING NOTES
I-MONITORING
J-NEWS RELEASES
K-CORRESPONDENCE

rconst 0003, COMMUNITY SERVICE CENTER PERFORMANCE AU+5 AU+5 N N N
RECORD TYPES:
A-FISCAL
A FISCAL
B-MONTHLY REPORTS
C-QUALIFICATIONSS
D-PARTICIPANT SUPPORT SERVICES

oot Q004 PROGRAM FILES TO+5 TO+5 N N N
" RETENTION CODES: “AU=AUDIT ARCANNUAL REVIEW GL=CLOSED CO~GOMPLETION GA=CANGELLED EX-EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, . the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT QUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS
RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

PR A Ser Blgn (v




City Clerk/Records Management Division

City of Los Angeles
Departmental Records Disposition Schedule

Page 2
Date:  August 17, 2015

Original Records
Records of: YOUTH EMPLOYMENT SERVICES
/CDD/S1/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;;’;f: Record Title -- Retention (YEARS) --Media  Record Type
No, No ( Description / Sub Categories / Remarks ) Office Total Code V H C L

RECORD TYPES:
A-PROGRAM CONCEPT

reoos - 0005. REQUEST FOR PROPOSALS AU+5 AU+5 N N N
RECORD TYPES:
A-TECHNICAL ASSISTANCE
B-MAILING LISTS

oot O006. PARTICIPANT FILES TO+5 TO+5 N N N
RECORD TYPES:
A-RESIDENCY WAIVERS

coosiy - Q007. TRANSMITTALS TO+5 TO+5 N N N
RECORD TYPES:

reoos - O008. ENTERPRISE ZONE TO+5 TO+5 N N N
RECORD TYPES:

coosy - 0009. TRANSITION REPORTS AU+5 AU+5 N N N
RECORD TYPES:

coosy - Q010. CONTRACTS AU+5 AU+5 N N N
RECORD TYPES:

MEDIA CODES:

RECORD TYPE:

T RETENTION CODES:  AU=AUDIT ARSANNUAL REVIEW C

TO=THE DATE OF THE RECORD, i.e. the "TQ DATE"

T TOSED GO e OMPLETION CASCANGELLED EX-EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=QOVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEOQ TAPE PC=PUNCH CARDS

V=V|TAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL



City Clerk/Records Management Division Clty 0f Los Allgeles Page 3

Departmental Records Disposition Schedule Date:  August 17, 2015
Original Records
Records of: YOUTH EMPLOYMENT SERVICES
CDD/S1/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;”/::' Record Title -- Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L
coosy 0011. INTERESTED EMPLOYER TO+5 TO+5 N N N
RECORD TYPES:
coost 0012, HIGH RISK YOUTH TO+5 TO+5 N N N
RECORD TYPES:
cooisy 0013, JOB SPECIFIC SKILLS TO+5 TO+5 N N N
RECORD TYPES:
consy - 0014, JOB ANNOUNCEMENTS/PERSONNEL TO+2 TO+2 N N N
RECORD TYPES:
coosy 0015, PUBLIC INFORMATION TO+5 TO+5 N N N
RECORD TYPES:
oot 0016, MAILING LISTS TO+5 TO+5 N N N
RECORD TYPES:

“RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW CL=CLOSED GO=COMPLETION GASCANGELLED EX=EXPIRATION PEPERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, L.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT QUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL



City Clerk/Records Management Division Cil:}’ o f Los An ge[es Page 4
Departmental Records Disposition Schedule Date:  August 17, 2015
Original Records

Records of: YOUTH EMPLOYMENT SERVICES
/CDD/51/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE

Sched. S;;I;;tli Record Title -- Retention { YEARS) --Media  Record Type
No. No. ( Description / Sub Categories / Remarks ) Office Total Code V H C L

oo Q017. CORRESPONDENCE TO+5 TO+5 N N N
RECORD TYPES:
A-THANK YOU LETTERS
B-IN HOUSE MEMOS
C-INTER OFFICE MEMOS

reooist - 0018, LEGAL NOTICES/PROOF OF PUBLICATION TO+5 TO+5 N N N
RECORD TYPES:

reooist/ - 0019. JOB TRAINING AND PARTNERSHIP ACT TO+5 TO+5 N N N
RECORD TYPES;
A-PROPOSED LEGISLATION
B-STATUS REPORTS AND CLOSEQUTS
C-POST PROGRAM FOLLOW UP REPORTS
D-DIRECTIVES
E-STATE REPORTS
reoostt - 0020. INFORMATION BULLETINS TO+5 TO+5 N N N
RECORD TYPES:

ooy Q021. REQUESTS FOR ADVERTISING TO+2 TO+2 N N N
RECORD TYPES:

ooy 0022. REQUEST FOR INFORMATION TO+2 TO+2 N N N
RECORD TYPES:

reoostt 0023, EXPENDITURE OPERATION REQUEST (CDAS-031) TO+5 TO+5 N N N

T SO Ee AU UDTT MRS ANNOR REVIEW CLCLOSED CO-GOMPLETION CASGANGELLED EX=EXPIRATION PE-PERMANENT SU=SUPERGEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEOQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division C lty 7] f Los An ge[es Page 5

Departmental Records Disposition Schedule Date:  August 17,2015
Original Records
Records of: YOUTH EMPLOYMENT SERVICES
/CDD/S1/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. gf{’é:" Record Title -- Retention (YEARS) --Media  Record Type
Neo. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L
FORM: CDAS-031 RECORD TYPES:
cooisy 0024, STANDARD TRANSMITTAL FILE TO+5 TO+5 N N N
RECORD TYPES:
covsi 0O025. MANAGEMENT INFORMATION SYSTEM CONTRACTORS MANUAL TO+5 TO+5 N N N
RECORD TYPES:
rcoostt 0026, CETA AU+5 AU+5 N N N
RECORD TYPES:
oy 0027, FEDERAL EXPRESS RECEIPTS TO+2 TO+2 N N N
RECORD TYPES:
rcooisy - 0028, INFORMATION ON OTHER PROGRAMS TO+5 TO+5 N N N
RECORD TYPES:
rconst 0029, OFFICE EQUIPMENT INVENTORY TO+5 TO+5 N N N
RECORD TYPES:

" RETENTION CODES: AUSAUDIT AR=ANNUAL REVIEW CL=CLOSED GOSCOMPLETION CA=CANCELLED EX=EXPIRATION PE-PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEFRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE QD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL



City Clerl/Records Management Division Ci ity Of Los Ange[es Page 6

Departmental Records Disposition Schedule Date:  August 17. 2015
Original Records
Records of: YOUTH EMPLOYMENT SERVICES
/CDD/31/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched, SZZ‘:‘ Record Title -~ Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Totadk Code V H C L
reoosy - O030. MENTORING PROGRAM TO+5 TO+5 N N N
RECORD TYPES:
coosy - O031. W.E.& 0.J.T. AGREEMENTS TO+5 TO+5 N N N
RECORD TYPES:
o5t 0032, CHARITIES TO+2 TO+2 N N N
RECORD TYPES:
icooisy Q033. DAY LABORER TO+5 TO+5 N N N
RECORD TYPES:
coosy - O034. YOUTH ADVOCACY TO+5 TO+5 N N N
RECORD TYPES:
wcooisy - O035. PRIVATE INDUSTRY COUNCIL TO+5 TO+5 N N N
RECORD TYPES:

T O O e AL AT AR A REVIEW CL=GLOSED CO-COMPLETION GA=CANGELLED EX=EXPIRATION PE=PERMANENT SU-SUPERCEDED TE=TERMINATION
YO=THE DATE OF THE RECORD, .. the "TO DATE" ~

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




ity Clerki/Records Munagement Division Clty ofLOS Angeles Page |
Departmental Records Disposition Schedule Date:  August 17,2015

Original Records
Records of: YOUTH OPPORTUNITY
/CDD/52/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched, S,Ct” 2 Record Title — Retention (YEARS) —-Media  Record Type
No. Ni :" ( Description / Sub Categories / Remarks ) Office Total Code Vv H C L
icoois2r O ORIGINAL RECORD SERIES

T RETENTION GODES. AUSAUDIT AR=ANNUAL REVIEW CL=CLOSED CO=COMPLETION GA=CANCELLED EX-EXPIRATION PE=PERMANENT SUSSUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE

MEDIA CODES:
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEOQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerh/Records Management Division Cit_)’ ¢ f Los An ge[es Page |

Departmental Records Disposition Schedule Date:  August 17.2015
QOriginal Records
Records of: SUMMER YOUTH EMPLOYMENT PROGRAM
/CDD/54/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Sftl:nd" Record Title -- Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Totel Code V H C L
cooisd O ORIGINAL RECORDS
rcoosa - Q001. PARTICIPANT PACKETS TO+3 TO+5 N N N

wconisar Q002

RECORD TYPES:
A-CITY OF LA SUMMER YQUTH APPLICATION FOR EMPLOYMENT-CDTJ-39
B-JTPA REGISTRATION/ENROLLMENT-CDTJ-51A
C-INTERVIEW ADMITTANCE-CDTJ-59
D-NOTIGE TO REPORT TO WORK-CDTJ-17
PARTICIPANT TIME RECORDS (CDTJ-18) TO+3 TO+5 N N N
FORM: CDTJ-18  RECORD TYPES:

T RETENTION CODES: AUSAUDH MACANNGAL REVIEW GL=CLOSED GO=COMPLETION GA=CANGELLED EX=EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION

MEDIA CODES:

RECORD TYPE:

ety Tomredusing Wi, Sign LD oL

TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

B eRe a3l




City Clerk/Records Management Division Clty 0 f Los An ge[es Page |
Departmental Records Disposition Schedule Date:  August 17, 2015
Original Records
Records of: INDUSTRIAL AND COMMERCIAL DEVELOPMENT
/CDb/71/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE

Sched. S;‘l/:: Record Title -- Retention (YEARS) --Media  Record Type

No. No { Description / Sub Categories / Remarks ) Office Totad Code VvV H C L

oo O ORIGINAL RECORDS

reoomit - 0001, APPLICATIONS TO+2 TO+5 N N N
(SUB TITLE A URBAN DEVELOPMENT ACTION GRANT )} RECORD TYPES:
A-PRELIMINARY GRANTS - UDAG
B-FINAL GRANTS - UDAG

woory 0002. AGENCY RECORDS - CARE CL CL+5 N N N
(COMMERCIAL AREA REVITALIZATION EFFORT ) RECORD TYPES:
A-ADMINISTRATIVE RECORDS
B-PROGRAM RECORDS

rcoory - 0003. SMALL BUSINESS FUND CL CL+5 N N N
RECORD TYPES:
A-DECLINES
B-WAA (WITHDRAWN AFTER APPROVAL)

reoory Q004. SBRLF (SMALL BUSINESS REVOLVING LOAN FUNDS) CL CL+5 N N N
RECORD TYPES:

rcoozv Q005. COMMUNITY REDEVELOPMENT AGENCY (CRA) CL CL+5 N N N

RECORD TYPES:

A-QUARTERTLY REPORTS

AA-EXHIBITS

B-FISCAL STUDIES/ANALYSIS

BB-EXTENSIONS

C-STATE REPORTS/AUDITS

CC-ALLOCATION ANALYSIS

D-INDEPENDENT AUDITS

RETENTION CODES: AU=AUDIT ARSANNUAL REVIEW CL=CLOSED CO=COMPLETION CA=CANCELLED EX=EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION

TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division City of Los An ge[es Page 2
Departmental Records Disposition Schedule Date:  August 17. 2015
Original Records
Records of: INDUSTRIAL AND COMMERCIAL DEVELOPMENT

/CDD/71/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 2.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Slctléf’;t Record Title -- Retention (YEARS) --Media  Record Type

No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L

DD-JOB BILLS

E-PROPQSALS
EE-TRANSITIONAL REPORTS
F-GRANTEE PERFORMANCE REPORT
FF-BANK STATEMENTS
G-REQUEST SUMMARIES
GG-COST CONTROL
H-SUMMARIES
HH-REQUISITIONS
-ADMINISTRATIVE COST ANALYSIS
1I-FISCAL MONITORING (MONITORING REPORT)
J-REHABILITATION

JJ-FINANCIAL STATEMENT
K-REVITALIZATION

KK-FISCAL DRAWDQWN
L-INNOVATIVE GRANTS
LL-RECONCILIATIONS

M-SITE VISITS

MM-FISCAL REPORT

N-BONDS

NN-CONSOLIDATIONS
O-ANNUAL REPORTS

O0-WORK PROGRAMS
P-EXCEPTION REPORTS
PP-LOANS

Q-DISPLACEMENTS
QQ-PLANNING

R-LABOR STANDARDS
RR-TRANSFER AGREEMENTS
S-PROGRAM INCOME
SS-EXPENDITURE PLAN
T-ADMINISTRATIVE COMPLAINTS
TT-HCDBG FINANCIAL REPORTS
U-CITIZEN COMPLAINTS
V-PUBLIC RELATIONS

W-NEWS RELEASES

X-HUD REVIEWS/MONITORING
Y-CONTRACTS

Z-INTAKES

coo7 Q0086. INDUSTRIAL DEVELOPMENT BOND TO+2 TO+5 N N N
RECORD TYPES:
R ETENTION CODES. TRU—AUDIT ARCANNUAL REVIEW GLoCLOSED CO=COMPLETION CA=CANGELLED EX-EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

F OomE R Dl Shgn { DO ot A agelia



City Clerk/Records Management Division City of Los Angeles Page 3

Departmental Records Disposition Schedule Date:  August 17,2015
Original Records
Records of: INDUSTRIAL AND COMMERCIAL DEVELOPMENT
/CDD/T1/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched, Slclhed. Record Title ~ Retention (YEARS) --Media  Record Type
No. Ne(:n ( Description / Sub Categories / Remarks ) Office Total Code V H C L
icoorir O007. CITY LOAN - LEAP CL CL+5 N N N
(LOAN ECONOMIC ACTION PROGRAM) RECORD TYPES:
rcoort - O008. ENTERPRISE ZONE CL CL+5 N N N
RECORD TYPES:
a. State of California Enterprise Zone and LAMBRA Hiring Voucher
coory (0009, ENTREPRENEURIAL TRAINING CL CL+5 N N N
RECORD TYPES:
coorry - 0010, SUPPLEMENTAL EMPOWERMENT ZONE/ENTERPRISE COMMUNITY CL CL+5 N N N
RECORD TYPES:
ooy Q011 CAPACITY BUILDING REVOLVING LOAN FUND TO+2 TO+5 DO N N N
cooz Q012 LOS ANGELES BUSINESS ASSISTANCE PROGRAM TO+2 TO+5 DO N N N

RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW GLECLOSED CO-GOMPLETION GA=GANGELLED EX<EXPIRATION PE-PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division C ity 0 f Los An geles Page |

Departmental Records Disposition Schedule Dater  August 17,2015
Original Records
Records of: GRANTS MANAGEMENT DIVISION
/CDD/74/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Sftl::' Record Title -- Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L
coorar - Q) ORIGINAL RECORD SERIES:

CRETENTION COBDES, AUSAUDIT AR=ANNUAL REVIEW CL-=CLOSED CO=COMPLETION CA=CANGELLED EX-EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

TR s g T B 10



City Clert/Records Management Division Cuy 0f Los An geles Page |

Departmental Records Disposition Schedule Date:  August 17,2015
Duplicate Records
Records of: EXECUTIVE MANAGEMENT
DDl ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. 5;{"’;“ Record Title — Retention (VEARS) — Media  Record Type
No. NLa ( Description / Sub Categories / Remarks ) Office Code V H C L
ooy ) DUPLICATE RECORD SERIES
ooy DOOT. GRANT TRANSMITTALS TO+5 N N N
(CITY CLERK ) RECORD TYPES:
icoont - DO02. CITY LEGISLATIVE ANALYST REPORTS TO+2 N N N
(CITY CLERK } RECORD TYPES:
ootz DO03. MAYOR CONCURRING LETTERS (COUNCIL ACTION LETTERS) TO+5 N N N
(CITY CLERK) RECORD TYPES:
ooy D004, FEDERAL REGULATIONS TO+2 N N N

(FEDERAL OFFICES/US PRINTING OFFICE) RECORD TYPES:

cooor DO0S. TIMEKEEPING RECORDS TO+2 N N N
(PAYROLL) RECORD TYPES:

T RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW CL=CLOSED CO=COMPLETION CA=GANCELLED EXSEXPIRATION PE=PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Cleri/Records Management Division an} oj' Los An ge[es Page |

Departmental Records Disposition Schedule Date:  August 17, 2015
Duplicate Records
Records of: ACCOUNTING
/CDDAIA/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Sft’;i;i Record Title -- Retention (YEARS) -- Media  Record Type
No, No ( Description / Sub Categories / Remarks ) Office Code V H C L
oo D DUPLICATE RECORD SERIES
rcooot - 3001, APPROPRIATION RUN AU+5 N N N
(CONTROLLER ) RECORD TYPES:
/eopowv - DOO2. AGENCY CONTRACT FILES AU+5 N N N

(CONTRACTS DIVISION - CDD ) RECORD TYPES!
A-CONTRACTS

B-INVOICES

C-BACK-UP DOCUMENTS

rcooota - DOO3. CONTRACTS - HCDBG AU+5 N N N
(CONTRACTS DIVISION - CDD ) RECORD TYPES:

rcoooia - D004, REMITTANCE ADVICE AU+5 N N N
(CONTROLLER ) RECORD TYPES:

ccoooa - DO0S. PV'S LOANS AND EXPENSES  (GEN. 54) AU+5 N N N
(CONTROLLER ) FORM: GEN.54 RECORD TYPES:

fconioy DOOB. GRANTEE PERFORMANCE REPORT AU+5 N N N
(CAP-CDD ) RECORD TYPES:

NN CODES AUAUDI ARoANNUAL REVIEW CLECLOSED CO=GOMPLETION CA=GANCELLED EX<EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTQO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

A b N pL Sy DR ASIgR | Deceant TN T TS



City Cleri/Records Management Division City ()f Los Angeles Page 2

Departmental Records Disposition Schedule Date:  August 17, 2015
Duplicate Records
Records of: ACCOUNTING
/CDD/MIA/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Slcthf:' Record Title -- Retention (YEARS) -~ Media  Record Type
No. Neo ( Description / Sub Categories / Remarks ) Office Code V H C L
oo DOO7. JOURNAL VOUCHERS (F-02) AU+5 N N N

(CONTROLLER ) FORM: F-02 RECORD TYPES:

copma - DO08. INTERNAL DEMAND/NOUCHER  (GEN 1-C) AU+5 N N N
(CONTROLLER ) FORM: GEN1-C  RECORD TYPES:

cooo - HO0Y. GRANT RECEIPTS AU+5 N N N
(HUD} RECORD TYPES:

copoy DO10. INTER-DEPARTMENTAL ORDER  (GEN 33) AU+5 N N N
(CONTROLLER ) FORM: GEN 33 RECORD TYPES:

reoootar DO DEPOSIT CERTIFICATES (GEN 2) AU+5 N N N
(CITY TREASURER ) FORM: GEN2 RECORD TYPES:

oo D012, AUDIT FINDINGS AU+5 N N N
(AUDIT SECTION - CDD } RECORD TYPES:

T RETENTION GODES: AU=AUDIT AR=ANNUAL REVIEW CL=CLOSED CO=COMPLETION CA=CANGELLED EX=EXPIRATION PE=PERMANENT SUSSUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTC NG=NEGATIVE OD=0OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEQO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

R T R T T



City Clerk/Records Management Division C,ty Of Los A ngeles Page 3

Departmental Records Disposition Schedule Date:  August 17,2015
Duplicate Records
Records of: ACCOUNTING
/CDDA1A/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOUS ANGELES ADMINISTRATIVE CODE
Sched. S;‘thf: Record Title -- Retention (YEARS) -- Media  Record Type
No. J\i} ( Description / Sub Categories / Remarks ) Office Code V H C L
cooma D014, GEN. ENCUMBRANCE FORM - PO (GEN 108) AU+ N N N

(CONTROLLER) FORM: GEN 108 RECORD TYPES:

fcoooia - DO16. DEPOSIT CERTIFICATE  (2) AU+5 N N N
(CONTROLLER) FORM: 2  RECORD TYPES:

coooiv - D018, EXPENDITURE CORRECTION (GEN 5) AU+3 N N N
(CONTROLLER) FORM: GEN5 RECORD TYPES:

copioa - DO20. WORK ORDER CHARGE INPUT FORM  (PWA-26) AU+3 N N N
(CONTROLLER) FORM: PWA-26 RECORD TYPES:

copiar - D21, CASH RECEIPT (GEN 4) AU+3 N N N
(CONTROLLER ) FORM: GEN4  RECORD TYPES:

coooin - D22, Cost Allocation Files AU+5 DO N N N
(CDD/{Financial Management Division)
A. Current and PY Reporis
B. Rent and Parking
C. Back-Up Documents

T RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW CL=GLOSED CO=COMPLETION CA=CANCELLED EX-EXPIRATION PE=PERMANENT SU=SUPERCEDED TE-TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0VERSIZED DOCUMENT OP=0OPTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

T 8ign {0l



City ClerkiRecards Manug.

ement Division City OfLOS Ange[es
Departmental Records Disposition Schedule
Duplicate Records

Page |
Date:  August 17,2015

Records of: PAYROLL
/CDD/018B/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Slcthetl Record Title -- Retention (YEARS) -- Media  Record Type
No. Af{)m ( Description / Sub Categories / Remarks ) Office Code V H C L
rcooniel D DUPLICATE RECORD SERIES

oo DOOT.

coomsr D02,

1coniotss D003

RETENTION CODES:
MEDIA CODES:

RECORD TYPE:

PAYROLL REGISTERS AND REPORTS (CONTROLLER) AU+3
RECORD TYPES:
A-PAYROLL & REIMBURSEMENTS CERT., AUTH., & APPROVAL
B-PAYROLL/REIMBURSEMENT REGISTER
C-SALARY CHANGE ROSTER
D-WEEKLY CREW TIME SHEET
E-PAYROLL/REIMBURSEMENT
F-PAYROLL SPECIAL MESSAGES
G-PAYROLL/REIMBURSEMENT SUPPLEMENTAL WORKSHEET
H-VARIATION RECAP REPORT
I-PAYROLL/REIMBURSEMENT WORKSHEET
J-EMERGENCY CHECK REQUEST
K-RETROACTIVE PAYROLL MEMO
L-RETROACTIVE CERT., AUTH., AND APPROVAL
M-PAYROLL/REIMBURSEMENT REGISTER
N-ADJUSTMENTS TO RETRO
Q-RETROACTIVE REPORT CONTROL
P-RETROACTIVE CONTROL WORKSHEET
Q-RETROACTIVE MESSAGE REPORT
R-RETROACTIVE PAYROLL VARIATIONS
S-RETROACTIVE PAYROLL REPORT

DEPOSIT CERTIFICATE (CONTROLLER) AU+3
RECORD TYPES:

EXPENDITURE CORRECTION (CONTROLLER) AU+3
RECORD TYPES:

N N N
N N N
N N N

AU-AUDIT AR=ANNUAL REVIEW CL=CLOSED CO~COMPLETION CA=CANCELLED EX=EXPIRATION PESPERMANENT SU=SUPERGEDED TE=TERMINATION

TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division

Page 2

City of Los Angeles
Date:  August 17,2015

Departmental Records Disposition Schedule
Duplicate Records

Records of: PAYROLL
/CDD/01B/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;;’;f: Record Title - Retention (YEARS) -- Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Code V H C L
scoooisr - D004, JOURNAL VOUCHER (PAYROLL/CONTROLLER) AU+3 N N N
RECORD TYPES:
rcopr1er - DOOS. CDD PAYROLL/REIMBURSEMENT RECAP (CONTROLLER) AU+5 N N N
RECORD TYPES:
J=AUDIT AR= EVIEW 5SED CO=COMPLETION GA=CANGELLED EX-EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION

"RETENTION CODES:  AU=AUDIT AR=ANNUAL REVIEW CL=CLOSED CO=CO

MEDIA CODES:

RECORD TYPE:

TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0QVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Recards Management Division City gf Los An ge[es Page 1

Departmental Records Disposition Schedule Date:  August 17,2015
Duplicate Records
Records of: PERSONNEL
CDDAIC/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched, SZ/;ZL Record Title - Retention (YEARS) - Media Record Type
No. No. ( Description / Sub Categories / Remarks ) Office Code VYV H C L
cooioies D DUPLICATE RECORD SERIES
coooicr - D001, INTER/INTRA DEPARTMENT CORRESPONDENCE MANUALS & PUBLICATIONS Su N N N

(ORIGINATING OFFICE ) RECORD TYPES:

rcoowic - D002, INTER/INTRA DEPARTMENT CORRESPONDENCE BULLETINS & NOTICES SuU N N N
(ORIGINATING OFFICE) RECORD TYPES:

cnooter - DOO3. PUBLICATIONS AND REFERENCE MANUALS AR N N N
(ORIGINATING OFFICE ) RECORD TYPES:

rcoo01er - D004, CONFLICT OF INTEREST FILE (FORM 730) TO+2 N N N
(CITY CLERK ) FORM: FORM 730 RECORD TYPES:
A-STATEMENT OF ECONOMIC INTERESTS FOR DESIGNATED EMPLOYEES

tcoomtcs - DOOS. MEMORANDUM OF UNDERSTANDING SuU N N N
(CAO) RECORD TYPES:

rcoomics - DO0B. POSITION DESCRIPTION (PDES 3) suU N N N
(PERSONNEL DEPARTMENT ) FORM: PDES3 RECORD TYPES:

RETENTION GODES: AUSAUDIT ARSANNUAL REVIEW GL=CLOSED CO=COMPLETION CA=CANGELLED EX=EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTQ NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL
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City Clerk/Records Manugement Division Clty Of Los A ngeles Page 2

Departmental Records Disposition Schedule Date:  August 17. 2015
Duplicate Records
Records of: PERSONNEL
/CDD/OIC/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;::;;i Record Title -- Retention (YEARS) -- Media  Record Type
No. Neo ( Description / Sub Categories / Remarks ) Office Code V H C L
A-CLASS SPECIFICATION-PDES 8
B-THE CITY OF LOS ANGELES OFFERS COMPETITIVE PROMOTION-PDR 20
C-THE CITY OF LOS ANGELES HAS A JOB FOR YOU-PDR 10
T RETENTON CODES. AUSAUDIT AR=ANNUAL REVIEW CLoCLOSED CO-GOMPLETION GASGANGELLED EX=EXPIRATION PE=PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, l.e. the "TO DATE"
MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE

RECORD TYPE:

MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0VERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

T T A e R A Bl



Lity Clerk/Records Munuagement Division Clty of Los A "ge[es Page |

Departmental Records Disposition Schedule Date:  August 17,2015
Duplicate Records
Records of: INSURANCE
/CDD/O1ID/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;Z;f: Record Title -- Retention (YEARS) — Media  Record Type
No. No. ( Description / Sub Categories / Remarks ) Office Code V H C L

1Cono10! D

DUPLICATE RECORD SERIES

T RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW GLoCLOSED GO-COMPLETION CA=CANCELLED EX=EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION

MEDIA CODES:

RECORD TYPE:

Crea S

TO=THE DATE OF THE RECORD, Le. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division City of Los An ge[es Page |

Departmental Records Disposition Schedule Date:  August 17, 2015
Duplicate Records
Records of: CONTRACTS
/CDD/01E/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched, S;t’;f:’i Record Title -~ Retention (YEARS) -- Media  Record Type
No, No ( Description / Sub Categories / Remarks ) Office Code V H C L
CODIEL D) DUPLICATE RECORD SERIES

cooer D001,

CONTRACTS TO+5 N N N
(AN ORIGINAL AT CITY CLERK, COPIES AT CDD ACCOUNTING AND CONTROLLER) RECORD TYPES:

i e s

RO NN CODES T AU=AUDIT AR=ANNUAL REVIEW CLoCLOSED CO-COMPLETION GASGANCELLED EX=EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION

MEDIA CODES:

RECORD TYPE:

i g

TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MGC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=QVERSIZED DOCUMENT OP=0OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

= Ardage”




City Clerk/Records Muanagement Division Cily 0 f Los An geles Page 1
Departmental Records Disposition Schedule Date:  August 17, 2015

Duplicate Records
Records of: SUPPORT SERVICES
/CDD/IF/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S,C:’)ed' Record Title — Retention (YEARS) -- Media  Record Type
No. NL:’ ( Description / Sub Categories / Remarks ) Office Code V H C L
coiotFr D DUPLICATE RECORD SERIES

T RETENTION CODES: AUSAUDIT AR=ANNUAL REVIEW GL=CLOSED CO=COMPLETION CA=CANGELLED EX=EXPIRATION PE~PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, l.¢. the "TO DATE"
MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL



City Clerk/Records Management Division Cit_)' 0 f Los An g eles Page |
Departmental Records Disposition Schedule Date: August 17,2015
Duplicate Records

Records of: INTERNAL MONITORING UNIT
/CDD/O1G/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;II::' Record Title -- Retention (YEARS) -- Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Qffice Code V H C L
/icoomici DUPLICATE RECORD SERIES

RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW GL-CLOSED CO=COMPLETION GA=CANCELLED EXSEXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0VERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=V|TAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division C"ty 0 f Los An ge]es Page |
Departmental Records Disposition Schedule Date:  August 17,2015
Duplicate Records

Records of: AUDIT SECTION

DDA/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LUS ANGELES ADMINISTRATIVE CODE
Sched,  Shed Record Title — Retention (YEARS) - Media  Record Type

No. I\Z” ( Description / Sub Categories / Remarks ) Office Code V H C L

ooz D DUPLICATE RECORD SERIES

T RETENTION GODES. AU=AUDIT ARSANNUAL REVIEW GL=GLOSED CO=GOMPLETION CA-CANCELLED EX-EXPIRATION PE=PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE QD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division C,‘ty Of Los A ”ge[es Page |
Departmental Records Disposition Schedule Date:  August 17, 2015
Duplicate Records

Records of: BUDGET SECTION
/CDD/04/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;t’:f Record Title - Retention (YEARS) -- Media Record Type
No. No ( Description / Sub Categories / Remarks ) (Hfice Code V H C L
icoboa DUPLICATE RECORD SERIES
ooy DO0T. ENCUMBERING DOCUMENTS AU+1 N N N

(CONTROLLER ) RECORD TYPES:

rcoood D002, PAYMENT DOCUMENTS AU+ N N N
(CONTROLLER ) RECORD TYPES:

icoodl - DOO3. CONTROLLER PRINTOUT AU+ N N N
(CONTROLLER ) RECORD TYPES:

coned - DOO4, CONTRACT FILES AU+ N N N
(CONTROLLER ) RECORD TYPES:

ccooma DOOS. APPROPRIATION RUN (CONTROLLER) AU+5 N N N
RECORD TYPES:

eood - DO0BG. REMITTANCE ADVICE (CONTROLLER) AU+5 N N N
RECORD TYPES:

T e OnE S A USAUDIT ARSANNUAL REVIEW GL=GLOSED CO-COMPLETION CA-CANGELLED EX<EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, Le. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0VERSIZED DOCUMENT OP=QPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

1 B e g ChonBign § Dasa ont  mhosde 72 THV AR 0204 BRGS0



City Clerk/Records Management Division Clty o f Los An ge[es Page 2
Departmental Records Disposition Schedule Date:  August 17, 2015
Duplicate Records

Records of: BUDGET SECTION
/CDD/O4/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. SZ'Z;[L Record Title -- Retention (YEARS) - Media Record Type
No. No ( Description / Sub Categories / Remarks ) Office Code V H C L
scooieer DOO7. JOURNAL VOUCHERS (CONTROLLER) AU+5 N N N
RECORD TYPES:
ccoonar DO08. INTERNAL DEMAND/VVOUCHER (CONTROLLER) AU+5 N N N
RECORD TYPES:
icoonar DO0OY. INTER-DEPARTMENTAL ORDER (CONTROLLER) AU+5 N N N
RECORD TYPES:
coomar D010, DEPOSIT CERTIFICATES (CITY TREASURER) AU+5 N N N

RECORD TYPES:

rcopoar - DO11, AUDIT FINDINGS (CDD-AUDIT UNIT) AU+5 N N N
RECORD TYPES:

cooma - D012, AUTHORITY FOR EXPENDITURE (CONTROLLER} AU+5 N N N
RECORD TYPES:

~ RETENTION CODES: AU=AUDIT AR=ANNUAL REVIEW GL-CLOSED CO=COMPLETION CASGANCELLED EX=EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, L.e. the “TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0VERSIZED DOCUMENT QP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

TS et ] o A SN



City Clerk/Records Management Division C”y Of Los An ge[es Page 3

Departmental Records Disposition Schedule Date:  August 17.2015
Duplicate Records
Records of: BUDGET SECTION
/CDD/O4/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S‘;tléf: Record Title ~ Retention (YEARS) -- Media  Record Type
No. No. ( Description / Sub Categories / Remarks ) Office Code V H C L
/icopioar - DO13. DEPOSIT CERTIFICATE (CONTROLLER) AU+3 N N N
RECORD TYPES:
«conioar D014, EXPENDITURE CORRECTION (CONTROLLER) AU+3 N N N
RECORD TYPES:
«coona - DO15. CASH RECEIPT (CONTROLLER) AU+3 N N N
RECORD TYPES:
ooy DO16. CDD TELEPHONE BILLS (GENERAL SERVICES DEPARTMENT) AU+5 N N N
RECORD TYPES:

T NI G OEE e AUSAUDIT ARSANNUAL REVIEW CLoCLOSED CO—COMPLETION GASGANGELLED EX=EXPIRATION PE=PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MED!A CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

g I Sign | Dot e Sila




City Clert/Recards Management Division City ()f Los Angeles Page 1
Departmental Records Disposition Schedule Date: August 17,2015
Duplicate Records

Records of: SPECIAL INVESTIGATION UNIT
CDD/OS/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;'Ihed. Record Title -- Retention (YEARS) -- Media  Record Type
No. Neo " ( Description / Sub Categories / Remarks ) Office Code V H C L
coos D DUPLICATE RECORD SERIES

RETENTION CODES:  AUSAUDIT ARSANNUAL REVIEW CL=CLOSED CO=COMPLETION CA=CANGELLED EX-EXPIRATION PE=PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, L.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PROTO NG=NEGATIVE QD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division Clty Of Los A ngeles Page |

Departmental Records Disposition Schedule Date:  August 17.2015
Duplicate Records

Records of: HUMAN RESOURCES DIVISION-EEO/COMPLAINTS UNIT
/CDD/06/ ECONOMIC AND WORKFQORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S)‘,’tl;f:‘ Record Title -- Retention (YEARS) -- Media  Record Type
No. No. ( Description / Sub Categories / Remarks ) Office Code V H C L
icopmsi D DUPLICATE RECORD SERIES

""RETENTION CODES: AU=AUDIT AR=ANNUAL REVIEW C

MEDIA CODES:

RECORD TYPE:

T RN S eI OSED COSCOMPLETION CA~GANGELLED EX-EXPIRATION PE=PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.z. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT QUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAFE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEOQ TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerl/Records Management Division C [ty 0 f Los An ge[es Page |

Departmental Records Disposition Schedule Date:  August 17,2015
Duplicate Records
Records of: HUMAN SERVICES NEIGHBORHOQOD DEVELOPMENT
/CDD/MA1/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Slctlz . Record Title - Retention (YEARS) -- Media
No. ;0 N ( Description / Sub Categories / Remarks ) Office Code
icooay D DUPLICATE RECORD SERIES

 RETENTION CODES. AUSAUD ARSANNUAL REVIEW CLEGLOSED GO-COMPLETION CA=CANGELLED EX=EXPIRATION PE-PERMANENT SU-SUPERCEDED TE=TERMINATION

TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTQ NG=NEGATIVE OD=0OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: =VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division Clty Of Los A ngeles Page |
Departmental Records Disposition Schedule Date:  August 17,2015
Duplicate Records
Records of: YOUTH EMPLOYMENT SERVICES
/CDD/S1/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sche S;:;ZI Record Title — Retention (YEARS) -- Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Code V H C L

©oosy D DUPLICATE RECORD SERIES

reoosy D001, PUBLICATION/SUBSCRIPTION TO+5 N N N
RECORD TYPES:

icopisv - D002, SDA OFFICES TO+5 N N N
RECORD TYPES:

coosv - D003, COUNCIL FILES TO+5 N N N
RECORD TYPES:

cooist D04, NEWS ARTICLES TO+5 N N N
RECORD TYPES:

ooy DO0S. DIRECTORIES TO+5 N N N
RECORD TYPES:

sy DO06. MOU'S TO+5 N N N
RECORD TYPES:

T TION COPEa. AUSAUDIT ARCANNUAL REVIEW CL=CLOSED GOSCOMPLETION CA=CANGELLED EX-EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION

MEDIA CODES:

RECORD TYPE:

TO=THE DATE OF THE RECORD, |.e. the “TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAFE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




ity Clert/Records Munagement Division City of Los Angeles Page2

Departmental Records Disposition Schedule Date:  August 17,2015

Duplicate Records
Records of: YOUTH EMPLOYMENT SERVICES
CDD/5Yl/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched Sfl"f’f Record Title — Retention (YEARS) — Media Record Type
No. /:0 ( Description / Sub Categories / Remarks ) Office Code V H C L
coosy - DO07. GRAPHIC REQUESTS TO+5 N N N
RECORD TYPES:
cooisy - D008, HUMAN HEALTH SERVICES TO+5 N N N
(PROGRAM GUIDELINES, WASHINGTON, D.C.) RECORD TYPES:
TO+5 N N N

JCODISY D009,

HOUSING AUTHORITY
(CITY OF LOS ANGELES ) RECORD TYPES:

AETENTION CODES: AU=AUDIT AR=ANNUAL REVIEW CL=CLOSED CO-GOMPLETION CA=GANCELLED EX=EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION

MEDIA CODES:

RECORD TYPE:

TO=THE DATE OF THE RECORD, l.e. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL



City Clerk/Records Munagement Division Cil:}’ Of Los Ang eles

Records of:
/CDDAIC/

Departmental Records Disposition Schedule
Original Records
PERSONNEL
ECONOMIC AND WORKFORCE DEVELOPMENT

Page |
Date:  August 13,2013

CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE

Sched.
No.

Sched.
Item
No.

Record Title -- Retention (YEARS) --Media  Record Type

( Description / Sub Categories / Remarks ) Office

Total

Code Vv H C L

ICDDIIC/

/CDD/01C/

JCODI01C!

ICDDRAC!

ICDDRICT

A

A006.

A007.

AQ08.

A009.

ADD NEW ORIGINAL RECORD SERIES

GRIEVANCE FILES TO+2
Record Types: Legal, Confidential

. Correspondence

. Grievance Appeal - Gen 164

. Grievance Initiation - Gen 162

. Grievance Initiation - 163

. Notice to Correct Deficiencies - Gen 78

. Notes and Working Papers

DISCIPLINARY HEARINGS TO+2
Record Types: Confidential
A. Correspondence

. Hearing Examination Report

. Manual instructions

. Notes and Working Papers

. Notice to Correct Deficiencies - Gen 78

. Notice to Discharge, Suspension, Probationary Term. - Gen 77

. Time Sheet Summary

COMPLAINTS TO+2
Record Types: Confidential

LAWSUITS TO+2
Record Types: Confidential

mmoom>

[oRululiviel

TO+10

TO+10

TO+10

TO+10

DO N N Y

DO N N Y

DO N N Y

DO N N Y

TR O S oD AU AREANNUAL REVIEW CL=GLOSED CO-COMPLETION CA=GANCELLED EX=EXPIRATION PE-PERMANENT SU-SUPERCEDED TE=TERMINATION

MEDIA CODES:

RECORD TYPE:

TO=THE DATE OF THE RECORD, i.e. the “TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0VERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerki/Records Management Division Citv 0f Los A ngeles Page 1
Departmental Records Disposition Schedule Date:  August 13,2015
Original Records

Records of: BUDGET SECTION
/CDD/04/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Slc:l . Record Title ~ Retention (YEARS) --Media  Record Type
No. /\fo " ( Description / Sub Categories / Remarks ) Office Total Code V H C L
cop A ADD NEW ORIGINAL RECORD SERIES DO N N N
FORM NO:  RECORD TYPES:
icopd AQ03. PURCHASING CARD DOCUMENTS AU+5 AU+5 DO N N N
wcoost AQO4. VENDOR DOCUMENTS AU+5 AU+5 DO N N N

T RETENTION CODES: AUSAUDIT AR=ANNUAL REVIEW GL=OLOSED CO=COMPLETION GA=CANGELLED EX=EXPIRATION PE=PERMANENT SU=SUPERGEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL



City Clerk/Records Management Division City of Los A ngeles Page 1

Departmental Records Disposition Schedule Date:  August 13,2015
Original Records

Records of: HUMAN RESOURCES DIVISION-EEQ/COMPLAINTS UNIT

/CDD/06/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. SZ’:;:" Record Title -- Retention (YEARS) --Media  Record Type

No. No. ( Description / Sub Categories / Remarks ) Qffice Total Code V H C L

icopost A ADD NEW ORIGINAL RECORD SERIES:
wcoowsl AQDB. WIA (Workforce Investment Act) COMPLAINT FILES TO+2 TO+5 DO N N N
/cooos’ AQO7. WIA (Workforce Investment Act) COMPLAINT HEARING TAPES TO+2 TO+5 AT N N N
«coors AQO8. WIA (Workforce Investment Act) CERTIFIED MAIL RETURN RECEIPT RECORDS TO+2 TO+5 DO N N N
cooiosr AQQ9. WTW (Welfare To Work) COMPLAINT FILES TO+2 TO+5 DO N N N
«cooosr AQ10. AAP (Affirmative Action Plan) TO+2 TO+5 DO N N N
icooms! AQ11. INCIDENT REPORTS: FRAUD AND ABUSE TO+2 TO+5 DO N N N

e T S ODES AUSAUD ARCANNUAL REVIEW CLeCLOSED CO=COMPLETION CA=CANGELLED EXSEXPIRATION PE<PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.c. the "TQ DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTQ NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division C lty Of Los A ng eles Page |

Departmental Records Disposition Schedule Date:  August 13,2015
Original Records

Records of: YOUTH EMPLOYMENT SERVICES

/CDD/5S1/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF 1.0S ANGELES ADMINISTRATIVE CODE
Sched. Sfthal Record Title -- Retention (YEARS) --Media  Record Type

No. /\fom ( Description / Sub Categories / Remarks ) Office Total Code V H C L

ool A ADD NEW ORIGINAL RECORD SERIES
wcoost - AD36. BUSINESS SERVICES GROUP AU+5 AU+5 DO N N N
coos - AQ37. RAPID RESPONSE AU+5 AU+5 DO N N N
consu - AQ38. WORKFORCE INVESTMENT BOARD TO+5 TO+5 DO N N N
consy - AQ39. INCIDENT REPORT FILES CL+5 CL+5 DO N N N

RETENTION CODES: AU=AUDIT AR=ANNUAL REVIEW CL=CLOSED CO=COMPLETION GALGANCELLED EX=EXPIRATION PE-PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.¢. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL



City Clerk/Recards Munagement Division City Of Los A ngeles Page |

Departmental Records Disposition Schedule Date:  August 13,2015
Original Records
Records of: YOUTH OPPORTUNITY
/CDD/52/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. S;;’;f’;i Record Title -~ Retention (YEARS) —Media  Record Type
No. No ( Description / Sub Categories / Remurks ) Office Total Code V H C L
cooisy A ADD NEW ORIGINAL RECORD SERIES
cooisz  ADQ1. CONTRACTS TO+3 TO+5
A. RFP
B. Amendments
C. Budget/ Expenditure Reports
coniszr - ADQ2. AGENCY FILES (Youth Opp.) TO+3 TO+5

A. General
B. Miscellaneous
C. Monthly Reports

rcopsy AQO3. CLIENT FILES TO+3 TO+5
A. Assessment
B. Enroliment
C. Eligibility Documents

icoos2 - AQD4. WORKFORCE INVESTMENT ACT (W/A) TO+3 TO+5
A. Assessment
B. Enroliment
C. Eligibility Documents

coois2 - AQQS. AGENCY FILES (W/A) TO+3 TO+5
A, General
B. Miscellaneous
C. Correspondence

rcoosz AQDB. W/A PARTICIPANT FILES TO+3 TO+5
A, Assessment
B. Enrollment
C. Eligibility Documents
D. Follow Up

RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW GL-CLOSED GO=COMPLETION CASCANCELLED EX=EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Management Division City 0 f Los An, geles Page |
Departmental Records Disposition Schedule Date:  August 13,2015
Duplicate Records

Records of: YOUTH OPPORTUNITY
/CDD/52/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched. Slclheti Record Title - Retention (YEARS) -~ Media  Record Type
No. ;a " ( Description / Sub Categories / Remarks ) Office Code V H C L
consz B ADD NEW DUPLICATE RECORD SERIES
o2 BOQO1 PETTY CASH TO+3 DO N N N
A. YO Boyle Heights
B. YO Watts
C. Youth Opportunity Intensive Transit/Rewarding Youth Achievement
wcoorsz - BO02. EAR FORMS TO+3 DO N N N
A. YO Boyle Heights
B. YO Watts
C. Youth Qpportunity Intensive Transit/Rewarding Youth Achievement
comsz  BO03. PERSONNEL TO+3 DO N N N

A. Timesheets
B. Employee Files

RETENTION CODES: AUSAUDIT ARSANNUAL REVIEW CL=GLOSED GO=COMPLETION GA=GANGELLED EX=EXPIRATION PE-PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.c. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=0PTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=V|TAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




City Clerk/Records Manuagement Division City of Los Angeles Page |

Departmental Records Disposition Schedule Date:  August 13.2015
Original Records

Records of: INDUSTRIAL AND COMMERCIAL DEVELOPMENT
/CDD/71/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched S;'tlzf’;t Record Title -- Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L
eoory A ADD NEW ORIGINAL RECORD SERIES

coDm A013.

coory AD14.

RETENTION CODES:

MEDIA CODES:

RECORD TYPE:

F e s g o Sign (D

SIDEWALK VENDING CL CL+5 DO N N N
BUSINESS IMPOVEMENT DISTRICTS CL CL+5 DO N N N

AUSAUBTT ARCANNUAL REVIEW CLoGLOSED GO-COMPLETION GA=GANCELLED EX=EXPIRATION PE-PERMANENT SU-SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.. the "TO DATE"

AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=0VERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




iy Clerk/Records Management Division Cl'ty ofLOS Angeles Page |
Departmental Records Disposition Schedule Date:  August 13, 2015
Original Records
Records of: ADMINISTRATIVE SERVICES - ENVIRONMENTAL SECTION
/CDD/72/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 2.3 OF LOS ANGELES ADMINISTRATIVE CODE

Sched SICII;:L Record Title -- Retention (YEARS) --Media  Record Type
No, No. ( Description / Sub Categories / Remarks ) Office Total Code V H C L

©oory A

coor2  AQOA PROJECT FILE TO+2 TO+5 DO N N N
. Checkiist & PEP Form

. Public Notice

. Phase Studies

. Notice of Exemption

. Continuation of Project Memo

coa0o®

oo AQO2. COMMUNITY DEVELOPMENT BANK TO+2 TO+10 DO N N N
. Checklist & PEP Form

Public Notice

Phase Studies

. Notice of Exemplion

. Continuation of Project Memo

raoooco

ooz AQD3. NUISANCE ABATEMENT TO+2 TO+5 DO N N N
a. Memo (incoming)
b. Eligible Work Orders
¢. Canceled Work Orders
d. Memo (outgoing)
ooy ADO4. TNINEIGHBORHOOD BLOCK GRANT PROJECT FILE TO+2 TO+5 DO N N N
a. Checklist & PEP Form
b. Public Notice
c. Phase Studies
d. Notice of Exemptian
e. Continuation of Project Memo

" RETENTION CODES, AUSAUDIT AR=ANNUAL REVIEW CL-CLOSED CO=COMPLETION CAZCANGELLED EX=EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, i.e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=QVERSIZED DOCUMENT OP=0OPTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL



City Clerk/Records Management Division Clt_V ) f Los An geles Page |
Departmental Records Disposition Schedule Date:  August 13.2015
Original Records
Records of: LA BRIDGES
/CDD/73/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 UF LOS ANGELES ADMINISTRATIVE CODE

Sched. slcz};f:. Record Title - Retention (YEARS) --Media  Record Type
No. No ( Description / Sub Categories / Remarks ) Office Total Code V H C L

coors A Add Original Record Series
ooy AQOA. CONTRACTS TO+2 TO+5 DO N N N

. Program Compliance
. Expenditure Plans

. Fiscal Compliance

. Cormrespondence

. Site Visit Reports

. Subcontracts
Amendments

. RFCR's

ooy AQO2. LA COUNTY PROBATION DEPT. MOU TO+2 TO+5 DO N N N
coory AQO3. DIRECTOR FILES TO+2 TO+5 DO N N N

. Correspondence
Fiscal Review
. Admin Reporis
. Public Records Requests
. Transmittals
CSUN Evaluation
. Controller's Audit/Evaluation
coory  ADO4.  RFPLOGS TO+2  TO+5 DO N N N
rcoo7y - ADDS. ARCHIVES TO+2 TO+5 DO

coora - ADDB. FINGER PRINT RECORDS TO+2 TO+5 DO N

A. Correspondence

IOEMMoUOD>

GTMOOm»

Z
2

zZ
pd

N CODES AUSAUDTE AReANNUAL REVIEW CL=CLOSED GO=COMPLETION CA=GANGELLED EX=EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, .e. the “TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE OD=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEO TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL




ity Clerk/Records Management Divivion Cily of Los A ngeles Page |
Departmental Records Disposition Schedule Date:  August 13,2015
Original Records

Records of: GRANTS MANAGEMENT DIVISION

/CDD/74/ ECONOMIC AND WORKFORCE DEVELOPMENT CERTIFIED PER SECTION 12.3 OF LOS ANGELES ADMINISTRATIVE CODE
Sched S;:;f:’ Record Title -~ Retention (YEARS) --Media  Record Type

No. No ( Description / Sub Categories / Remuarks ) Office Total Code V H C L

conTa A ADD NEW ORIGINAL RECORD SERIES
coora - AQQT, CONSOLIDATED PLANS/ACTION PLANS CL+2 CL+5 DO N N N
icoozat - AQQ2. CONSOLIDATED ANNUAL PERFORMANCE AND EVALUATION REPORTS (CAPER) CL+2 CL+5 DO N N N
wcoora AQQ3. GRANTEE PERFORMANCE REPORTS (GFR) CL+2 CL+5 DO N N N
coorar - AQD4. CONSOLIDATED PLAN APPLICATIONS CL+2 CL+5 DO N N N
rcoorar AQDS. CITIZEN UNIT FOR PARTICIPATION {CUP) FiLE CL+2 CL+5 DO N N N
wcoorat AQDB. COMMUNITY BASED DEVELOPMENT ORGANIZATION (CDBQ) APPLICATIONS AND CERTI CL+2 CL+5 DO N N N
rcooral AQQ7. PROJECT EXPENDITURE PLANS (PEP) CL+2 CL+5 DO N N N

"~ RETENTION GODES: AU=AUDIT AR=ANNUAL REVIEW GL=CLOSED GO=COMPLETION CA=CANGELLED EX=EXPIRATION PE-PERMANENT SU=SUPERCEDED TE=TERMINATION
TO=THE DATE OF THE RECORD, .e. the "TO DATE"

MEDIA CODES: AT=AUDIO TAPE BP=BLUEPRINT BK=BOOKS CP=COMPUTER PRINT OUT DO=DOCUMENT EL=ELECTRONIC FILE FM=FILM MD=MAG DISK MT=MAG TAPE
MC=MICROFICHE MF=MICROFILM PH=PHOTO NG=NEGATIVE 0D=OVERSIZED DOCUMENT OP=OPTICAL DISK VT=VIDEQ TAPE PC=PUNCH CARDS

RECORD TYPE: V=VITAL H=HISTORICAL C=CONFIDENTIAL L=LEGAL

S e AT ST IR LR T



