
Proposed b~z Audit and F~-ance Com~nittee                                                             ---                      ITEM

ORDINANCE NO.                         3844

TITLE: AN ORDINANCE ADOPTING A SCHEDULE FOR THE RETENTION OF

RECORDS OF THE CITY OF ALBANY AND IMPLEMENTING THE PRO-

VISIONS OF CF~PTER 2.68 OF THE ALBANY MUNICIPAL CODE.

A~{EREAS, ~h~t~ 9 68 Of the Albai~F Municipa'~ Code provides
for the disposition of valueless records, and

WHEREAS, a records retention schedule should be adopted by
the City Council to assist the Records Committee in the
establishment of orderly disposition of ciay records, now,

therefore,

THE PEOPLE OF THE CITY OF ALBANY DO ORDAIN AS FOLLO~S:

Section RETENTION PERIOD.

The records of the city of Albany shall be retained for
tile retention period as set forth in Exhibit "A" attached hereto and

by this reference made a part hereof.

Sa-~c'hion 2: DESTRUCTION.

All records of the city of Albany may be destroyed under

the supervision of the City Recorder of the city of Albany after being
retained for the retention period as set forth in Exhibit " A" attached
hereto.

Section 3:    CONSENT

Any city record not specifically described in Exhibit " A"
shall be destroyed only with consent of the Records Committee.

Passed by the Council:                                      April 23, 1975

Approved by the Mayor:

Effective Date:

April 23, 1975

May 23, 

197~,~Mayor

ATTEST:

Ci'ty Recorder



ADMINISTB~TION

Title of R-~cord

Annexation - Petition & Validation

Charter Amendments

Canvass of Voters - Prolcamation of Mayor

Cor~.cernlnL,' Elections

Claims & Release of Claims Against City
Minutes - Council

Budget
All Commissions

Ordinances

Petitions -        Vavati6ns

Annexations

Zone Changes

Resolutions of Council

Trar..scripts -       Annexation

Bonds

Street Vacation

Vacations - Alleys, Streets

Zone Changes ,& Variances

Deeds - Titles & Abstracts

Improvement Folders - Streets & Sidewalks

Notice of Assessment for Improvement

Oaths of Office

Se,NerCons truction Projects

Bond Docket

Liens DoCket

i

Agreements, Contracts, Leases

Bancroft Bond Application

Petitions , D. qnied
Petition Remonstrances

Petitions - Planning & Zoning

Election Records ( basic measure &

CertifiCation of results - permanently)

Call for ,S_pecial Councl] h.]ecttng

P,,';j[e~.n. tion Period

Hold basic petRion & validsHort

pe;-manently; dispose of other

materials in'2 years
Permanent

Permanent

Permanent

Permanent

Permanent

Basic petition - permanently
filed; weed out others after 1 year

Permanent

Permanent

Permu.:

Perman

fetime of Tenancy

15 years - weed after 5 years.

Retain only the petition(Iess
signatures), affidavit of publication
and notice of assessment.

15 years

15 years

1 S years

1O years after satisfaction

10 years after all liens are

satisfied or have been v,Tttten

off by Council

7 years after expiration

Hold S years after satisfaction

of bond

5 years

5 yeurs

3 years

2 years after election

ORS 249. 090)

1 year

con



icont) Adminis,~tion

Title of Record

Civil Service Applications
Council Agendas

Engineers' Reports - Finance

Current Insurance Policies

Planning & Zoning Agendas

Bond - File Folders

Correspondence
Licenses Issued

Bonds - Performance

Period of Retention

1 year
1 year

1 year

Hold 1 year after r~cpir.ation
of policy
I year

After all bonds have'been'
satisfied and audit

Weed Annua

Hold 3 months after expiration
Dispose of when specifications
have been met and faithfull

performance assurec,,

7¸



Title of Record

FINANCE & ACCOUNTING

Retention P,qriod

Audit

Bc~r~ ~

o~.'.-"~c~lS '~ Pay,-o!l & General

I.ed~?-ra - Revenue & Expenditures
Sc~.'ec Certification Work Papers

Permanent

Permanent (i copy)
Pezr:a lle~

Pern':a fient

Perma;nent

Permanent

Ambulance Invoices - Not Satisfied

Checks - Cancelled ( Microfilm)
Check Register - all checks issued

Depos:~ Slips    '

Suppo" ing Material for Bank:

rec,3nciliation; deposit slips,
cancell~d checks & bank statements;

Vendor Invoices - Paid

Airport Tax Work Papers
Payroll Records & Work Papers for Benefit

Pa yme nt

Payroll Worksheets

Invoices - Ambulance ( satisfied)

Invoices - City (satisfied)
Inter-department Bill & Iournal Voucher
Purchase Order-

Receipts - Date, yellow copy
Receipts & Expenditures Work Sheets
Sewer & Cash Receipts Register

Bids - Successful ,.
Bids - Unsuccessfu|

Budget Work Pap_era-                      ;-...
Finance Woi-k Papers - General.
Gas Tax Refund Work Papers
Liens -. l, Vork Papers
Expenditure Estimates for ~he followin g

Fiscal Year
Revenue Es!irra ~es for the follo%-ing

Fiscal Year

V,rork-ln Prbcess Work Papers

Bank Reconciliations

Budget E",/.per:ditures - Monthly Report

7 yc

7 years

7 years

7 years

7 years

7 years

4 years

4 years

4 years

Alpha file - 3 years
Numeric file- 1 year
3 years

3 years

Receiving copy'3 years after
audit. Other department
copies - dispose of after

yearly audit.
3 years

3 years

3 years

File wit!,: completed project-
2 years after project corr~plete~
2 years

2 years

2 years

2 years

Hold 2 years after official
b!-,dget is adopted
grime as above)

2 years

1 year

Hold 1 year, except for lune
December, which should be

held till no longer useful for

reference Purposes        / c~'.



t ~.n,c. tttuc t~ HCCOtlHEiRg

Title of Recor~'''

Receipts - Numeric Copy

Receipts - Gvi'!:~s/weed Removal

Re!tired Bonds & Coupons - breakdown

current)
Sewer Receipt- Stubs

Improvement Ledger Cards -

Budget Transfer File

S tree t

Sewer

Water

Miscellaneous File

Sewer Certification Lists

Trial Balance Tape;s

Claims Li.;t

Retention Period

1 year after audit

1 year after audit

1 year

1 year

Hold till written off in

Docket ] ournal

Hol.,2 6 months after audit,
then dispose of

Weed Annually

Until SaLisfied

Curr-nt Year

Weed Monthly



MUNICIPAL COURT

Tit. Ie of [,',,.:. :7,:' ,'

Traffic Citations ( Signed by judge, showing

disposition)

BaLl Docket Register
Vio[ation Daily Receipts

Bid & Plan Deposit Register
Car Books & Meter-Parking Books

Cash Turnc3ver ~o Finance Dept.
Court Dockets

Parking Tickets - Cancelled

arrants & Meter Ticket REgister

Dog Licenses

Final Notices - Violations

Meter Tickets

Meter Ticket Spread Sheet

Parking Violations - P~,j,d

Violation Recap Reports
V;arrants - Satisfied {meter)

Correspondence - Court

Daily Report of Disposition of Municipal
Court Cases

Court V/arrants - Traffic Violations

Retention Period

5 years

3 y~ars
3 years - 1 copy

2 years

2 years

2 years

2 years

2 years & after Au'!t

2 years

1 year

1 year
1 year

1 year

1 year & after Audit

1 year

1. year

weed annually
Destroy after posting to arres

Record

Hold 1 year, then return to

court for further instructions



PERSONNEL DIVISION

7'j.~J.e___of R~cord.

Firc~rnen's Pension Fund Acturial Reports
Fi:'emen's Pension System ,

City Atty's Legal Opinions
Personnel Records:

Fire Dept. - Civil Service

P61ice Dept. - Civil Service

Inactive

Non-Civil Service

Policemen's Resignations

Discharges
Firemen's Examinations

Police Examinations - Cadet,
entrances, promotional

United Fund

PoliCe Examinations - Applicants

Civil Service Commission - General

Correspondence - General

Firemen's Pension

Board - General

Safety

AppliCations for City Positions

not employed)

Employees' Physical Exams

Supervisors' Accident Reports

Firemen's Pension - Pensioners

Period of Retention

Permanent

Permanent

Permanent

3 years

Hold 1 year, dispose of

Weed Annually
Areed Annually

Weed Annually

Dispose of 6 months after date

of application

Dispose of when replaced by a

more recent examination

Dispose of upon termination of

employee

Transfer to employees' personnel
file upon termination ' of pension



POf. i(:E DEPARTMENT

Title of Record

t{omicid.7 Criminal Investigations
Index Filets:           Attest Cards

Co:npalint Cards

Photographs:            Pri'j .Dners '

Property Cc,_:tro]:

Reports - Annual & Monthly
Time Records

Criminal Invesiigations

Jail Records

Solicitors ' Applications

non-homicidal)

Accident Reports
Adminis trative Orders

Arrest Records

Licenses: Bicycle & Liquor
Mtsc. Complaints - non criminal

Property Sold: summation

Towed Vehicles Reports

Property Sold: Individual Receipts

Anim. al Control Reports

Bicycle Reports

Correspondence: Related to non-criminal

or case matters

Radio Logs

Lost/Found

Training Reports - Summary

Applications for EmploTment ( not hired)
Bulletins & Reports fro',. other Agencies
Examinations · for Emplo!/~nent

Register Transactions

Requj : tions

Corr: .~ondence related to Investigations
Deal,::_ s ' Firearms Records

Promotional Examinations

P._erfod of Retention

Permanent

Permanent

Permanent

Permanent w,fth case file;
Control copy for 3 years

Permanent

Permanent

10 years in file; then microfilm.
10 years; microfilm - permanent

7 years

5 years; then microfilm

5 years, with annual reviev~r &

consolida tion

S years; microfilm - permanent
5 years; fief microfilm

5 years; then destroy
5 years

5 years & in case-file whet- related

3 years

2 years & consolidate tn annual

reports

hold 2 years; then destroy
Pile 2 years; then ~icstroy or as

required by FCC

2 years ( see Auctien Sale)
Hold 2 years; then destroy
summary in monthly/annual report)

Keep 1 yeaU then destroy
hold 1 year; then destroy:"
Keep 1 year; then: destroy ff no

employed. ShouId. keep a llst of

names by positions. and dale of

birth, date appointment made, and

disposition.
1 year & audit

1 year after audit

File with investigations

Keep current; store past 5 yea:s only
File in Personnel folder if en:plob'ed
kept there



cont)

Title of Record

Iail Property Records

Personnel Files:

Applications
Examinations

Eva t ua tions

Attendance Record & Leave

Requests
Complaints & Special Reports

Disciplinary Actions

Training, Education Records

Photographs - Inves tigations

Training R~ports- In~iividual

Period of Retention

File with A~res~ Record

Keep current: hold 5 years;
then to permanent storage

file with case

File in personnel file



Ti~.!e of Record

Fire Record Cards:

FIRE DEPARTMENT

Period of Retention

All>ha by Name

St,:'cet Number

Fire Reports Ledger
Station Logs

Fire Reports

Inspection Reports - by address

field

Accounts Disbursal Ledger

Daily Personnel Reports

Correspondence - General

Hose Record

Individual Personnel

Permanent

Permanent

Permanent

7 years

S years

1 year & Audit

1 year

Weed Annually

Dispo of card when hose fs

dispo.t::.d of

Transfer to Per;' Dnnet Offize upon

termination of employment



Record

B::nch ~ar'ks - Locational Descript{on
Bc-:,k Maps - Albany
Imi,~cover~:'~nt Files: S~eets & Sewers

Maps: i~nprovements
SlcYet right-of-ways
street widths

street light system
street surfaces - Albany/vicinity
easements                      "            "

Sewer Dis tricts ....

Tra c ing s

Bench Marks

Airport Property
Storm & Sanitary. Sewer

Plats: Storm Drain & Sanitary Sewer

Recapitulation - Permits Issued

Surveys - Private

Permits: Heating

Plumbing
E[ectrlcal

Building & Receipts
Signs

Drive-ways
S idevzalk s

ovlng
Television

Sev,~er

PUBLIC WORKS DEPARTMEt''~

p__efiod of Retention

Permanent - essential

Permanent - essential

V~feed~ then transfer to permanent
s tore g 'e

Permanent

Permanent - essential

Permanent

Permanent

10 years, or when essential data

has been e~tracted

General: S~eets

Storm Sewers & Sewage

Planning/Zoning & Annexations

City Shope & Equipment
Bridges & Water~vays
Personnel

Parks & Playgrounds
Grass & Weeds

Fires & Explosions
City & Sta/e-o~zned Property
Civil Defense

City Enu-:neer - personal
BeAch ~,larks

Sui-veys & Maps

Weed annually - transfer material

to storage or to new year's file.

DestrOy valueless material.

License Applications:
Electrical

Building
P:Lmbin.3'

Retain current only; cancelled,
voided, or licenses not renevzed -

retain five years.



t{ee~

SiUn

Tch:~vi:;ion

Card File - Charges for Grass &

Weed Cutting

Inventory Record

Parking Map

Until Satisfied

Hold until equipment Is disposed o

then dispose of records

Until replace d


