
































































































































































































































































































































































































































































































































PUBLIC WORKS (CONTINUES)

LOCAL GOVERNMENT — RECORDS MANAGEMENT GUIDELINES -

Record Series Retention Citation Descripfor
STREETS/ALLEYS
Abandonment/ P GL34090
Vacations
Closures P GC34090
Easements, P GC34090
Dedications, Rights-of-
Way
Field Books P GC34090
Grants {see Admin.) .
Intersection Records CU+2 GC34090 Inciudes correspondence, volume counts, accident
. history
Inventory, Traffic 8§+2 GC34090 Signs, fights
Control Device
Landscaping Cu+2 GC34090 Plants, tree maintenance, work orders
Lighting CU+2 GC34090 Maintenance, work orders
Maintenance/ Cu+2 GC34090 Inciudes work orders, inspection, repairs, cleaning,
Operations reports, complaints, signals, striping
Maps P GC34090 Fire hydrants, lighting districts, wheel chair ramps,
storm drains, streets, sidewalks, sswers
Master Plans Cl+2 GC34080 Copies
Parking :
Lots CuU+2 GC34090
Regulations S+2 GC34090
Reports/Studies CL+2 GC34090
Permits
Encroachment P GC34090
frmprovement CL+2 GC34080 May include curbs, sidewalks; Appiications for
' excavation, fill, alterations
Oversize CL+2 GC34090
Load
Parking CL+2 GC34080 Residential
Paving CL+2 GC34090
Use cu+2 GC34090 Includes Special Events
{Temporary)
Photographs S+2 GC34090 Includes aerials
Plans, Capital P GC34090 Streets, curbs, gutters, sidewalks, storm drains
Improvement, Projects .
Policies and 8+2 GC34090 includes rules, regulations, standards
Procedures .
Naming and P GC34090
numbering
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PUBLIC WORKS (CONTINUES)

Record Series Raetention Citation Descriptor
Speed Limits 5+2 GC34080
Programs
Federal Aid ChL + 23 CFR 633
Urban {a) & {c)
Traffic Safety S+2 GC34030 Drivers Education, Pedestrian Safety, Bicycle Lahes
Reporis ‘
Bridges & L GC34090 Life of structure
Overpasses '
Inspection Cu+2 GC34090 Includes intersection, sidewalks. Bridges and
Overpasses, keep life of structure
Studies CL+2 GC34090 Traffic volume, accident history, requests, statistics,
- ' drawings supporiing traffic devices '
Traffic Count CL+2 GC34080 Evaluation of traffic voelume
Vehicle CL+2 GC34090
Accident .
Routes, School Bus & S+2 GL34090 Truck routes, access ramps, rest areas
Truck , :
Signage L+2 GC34090 Log books, index register cards, inventory lists,
records of traffic signs
Traffic Signals i Logs, drawings, wiring diagrams, codes, gircuit
numbers, instailation records, testing and
maintenance.
Weigh Scales 5+2 GC34090
UTILITIES ‘
Facilities T+2 GC34090 If city owned
Gas & Electric Rates §+2 GC34090
Underground P GC34090 GC4003, GC4004; H&S 18850
WATER
Bitlling/Customer Cu+2 GC34090 Bitlings, correspondence, complaints
Records
Connection Records P GC34090 Maps, water line connections
Fiood Control
Drainage p GC34090 includes dams, lakes, basins, creeks
Facilities
Flood Zones 34 GC34090 Includes flood maps
Insurance S5+2 GC34090 Includes copies of policies, rules, programs
Programs
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| OCAL GOVERNMENT — RECORDS MANAGEMENT GUIDELINES

PUBLIC WORKS (CONTINUES)

ATTACHMENT C.

Record Series Retention Citation Descriptor
Policies/ §+2 GG34090 Rules and Regulations
Procedures
Reports/ CL+2 GC34090
Studies
Grants (see Admin.)
Inventory, Equipment CU+2 GC34090
Locations P GC34080 Mains, valves, hydrants, wells
Maintenance and CU+2 GC34080 includes work orders, inspection, repalrs, cleaning,
Operations reports, complaints
Service Cu+2 GC34090 Includes work orders, entry cards, manholes, service
o property owners
Well & Pumping | CU+2 GC34090 Times operational, power used and quantity
Maps P GC34090 Line location; easements
Master Plans cuU+2 GC34090 Copies
Meter Operations Cu+2 GC34080 Reader reports, orders, tests Maintenance Reports
Permits
National P 40 CFR Municipalities of 100,000/more, compliance with Clean
Pollutant 122.28 Water Act re: poliutants :
Discharge .
Elimination
System
NPDES)
Others Cu+2 GC34090 Mzy depend on terms of state or federal agency
Policies and §+2 GC34080 Includes rules and regulations
Procedures
Rates S+2 GC34090
Reclamation CU+5 44 CFR Daily operations including sewage flow, grit removal,
122.41 chlorine usage, iab analysis resulis, ete.
Reports
Conservation Cu+2 GC34090
Consumption CU+2 GC34090
Corrosion cu+12 40 CFR Compliance documentation
Control 141,91
Discharge cl+5 40 CFR Average amount of poliution discharged into waters of
Monitoring 122.41 municipality.
Drinking Cu+10 40 CFR
Water 141.33
Corrections
Hydregraph P GC34090 Daily flow of streams
Lead cu+12 40 CFR Compliance documentation
Service Line 141.91
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PUBLIC WORKS (CONTINUES)

Record Series Retention Citation Beseripior
Public CU+1z | 40 CFR Compliance documentation
Education 141.91
Quality CuU + 12 40 CFR Compliance documentation
Parameters 141.91
Sanitary Cu+10 40 CFR Statistics, reports, correspondence
Surveys 141.33
Sotirce cu+12 40 CFR Compliance documentation, e.g. lead & copper
Water 141,91 ‘
State CU + 12 48 CFR Compliance documentation
Certification 141.91
Variances, Cu+s 40 CFR
Water System 141.33
Well Level cu+2 GC34080
Sources CU+2 GC34090 May include wells, rivers, lakes, districls
Surveyor Fleld Notes P GC34090 Notes preparatory to maps of water instaliations
Surveys, Water System | CU +10 A0 CFR Statistics, reporis, correspondence
Sanitary 141.33
Tests
Bactericlogical CU+5 40 CFR Compliance records include location, date, method
Analysis 141.33 and results; corrections, analysls of bacterial content
Chemical Ccu+10 40 CFR Campliance records include location, date, method
Analysis 141.33 used and results; corrections, analysis of chemical
content
Quality Cu+1i2 40 CFR Compliance documentation including sampling data,
141.91 analysis, reports, surveys, documents, evaluation,
schedtles, valves, etc.
Valve Main Records P GC34090 A
Violations, Drinking CU+3 40 CFR Retention applies to each viclation
Water 141.33
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LOCAL GOVERNMENT — RECORDS MANAGEMENT GUIDELINES.

"ATTACHMENT C

TRANSPORTATION
Record Series Retention Citation Descriptor
ADMINISTRATION
Agreements T+4 CCP 337 including concessionalre, siip rental, facility storage
Applications T+2 GC34080 Payment invoices, Inventory listings, billing correspondence
Aircraft Storage and other refated documents
Parking
Siip Rentals
Special Events CU+2 GC34080 Permits, correspondence, related documents re use of
rights of way
Fueling AU+ 3 CCP 337 Meter readings, fuel consumption reports, invoices, receipts
and records pertaining to refueling operations
Hazardous Waste CU+10 CAL Documentation re: the handling and disposal of hazardous
Disposal OSHA; waste
40 CFR
122.21 o
inventory, Eqguipment L+2 Includes vehicles, aircraft, vessels and refated documents re
Parts & Supplies repairs
inventory, Vehicle L+2 Owners manual, warranty documents, Department of Motor
Ownership and Title Vehicle title and registration, and related documents
Licenses, Permits CuU+2 Forms, related documentation re: licenses and permits
required by federal and state agencies
Mainfenance/ L+2 GC34090 Related fo requests for service and work orders for fuel,
Operations vehicie and equipment maintenance and repalrs
Report, Accident Cu+2 GC34080 Memos and working documents
(Copies)
Vehicle Assignment CU+2 GC34090 Log books, request forms, lists
AIRPORT _
Alrport Certification P 14 CFR Federal Aviation Administration (FAA) required manuals
139.207b &
171.13-
171.213
Adrport Noise Cu+ 16 Correspondence, studies, memos, reporis, log books,
Monltoring and documents related to assessment of nolse levels at alrports
Compiaint and resclution of complaints
Inspection, Runway cu-+1a Maintenance including Inspection reports, work orders and
related records
Inspection, Safety Self | CU+2 CFR Safely inspection and related document include revlews and
139.327 analysis of all aspects of alrport operation
Maintenance, FAA P 14 CFR Forms and reports required by FAA including Forms FAA-
17113 « 198, -418, -6030-1, -6790-4
171.2143
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TRANSPORTATION {CONTINUED)

Record Series Retention Citation Descriptor
Repotts
Accident and CL+8 Accidents, injuries, property damages, general conditions re
Incident pilot and aircraft
{Aircraft)
Alrport P Annual and special reports to federal and state regulatory
Operational agencies.
{Regulatory)-
Alrport cu+2 Logs, statistical summaries; administrative records
Operational
{Administrative}
NOTAM (Notice | CU+3 Reports re; conditions affecting airport
to Alrmen) ' maintenance/operations
GROUND
TRANSPORTATION
Auto for Hire T+4 GC34080 i icense, permits for Taxicabs, shuttles, etc
HARBOR
Registers, Transient AlU+3 Reservation applications, receipts, and Index registers
Vessel Reservation relating to boats In transit, temporarily moored
Siip Rental Index cu+5 Annual and periodic reports of slip renters
SHp Rental Permits CL+2 Applications, statement of rental conditions, vessel
inspection check sheets, copy of DMV registration, boat
owner Information, and other documents re: dock slip
‘ spaces o
Slip Rental Waiting List | CU+ 2
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Sacramento-Yolo Mosquito and Vector Control District

August 20, 2008 Board Meeting

9. Board/Staff General Discussion
a. MVCAC Fall Quarterly meeting
This meeting will be held in South Lake Tahoe October 29-31.

Other upcoming meetings:
Society of Vector Ecology (SOVE) September 28-October 1 in Ft. Collins, CO
Utah Mosquito Abatement Association October 5-7 Park City, Utah (invited speaker)

b. Board Retreat Regarding Goals and Objectives for 5 year Plan
We should set a date as well as discuss action items.

¢. Miscellaneous





