g  SAN DIEGO COUNTY Item No.
/ REGIONAL AIRPORT AUTHORITY 5

STAFF REPORT

Meeting Date: SEPTEMBER 6, 2012

Subject:

Annual Review and Amendment of the Airport Authority’s Records and
Information Management Program and Records Retention Schedules

Recommendation:

Adopt Resolution No. 2012-0088, approving the amendments to the Authority’s Records
and Information Management Program and Records Retention Schedules.

Background/Justification:

Authority Policy 8.60 — Records Retention establishes the Authority policy for identifying,
receiving, retaining, storing, protecting and disposing of the records of the San Diego
County Regional Airport Authority.

Authority Policy 8.60 (1) requires Authority staff to oversee the development of the
Authority’s records retention policy. Section 8.60 (1)(a), (b) and (c) requires the
Authority to retain each record for at least such period of time as applicable federal and
state laws require; that each record is available and accessible for so long as the
availability of such record is reasonably necessary for legal, historical, fiscal or
administrative purposes; and that all records that are not necessary for legal, historical,
fiscal or administrative purposes are destroyed in order to reduce the high cost of
indexing, storing and handling the vast number of records that otherwise would
accumulate.

Section 8.60 (3) requires a regular review, no less than annually, of the Authority
Retention Policy. As part of the review, staff researched federal, state, and local codes
and guidelines to determine if the approved records retention schedule meets current
legal requirements.

The Records Management Program and the Authority’s Records Retention Schedules
were approved by the Board on May 2, 2005. On July 7, 2011, the Board adopted
amendments to the Authority’s Records and Information Management Program and
Records Retention Schedules.

The purpose of the Records and Information Management Program is to provide for the
proper and efficient management of the records and information of the San Diego
County Regional Airport Authority.
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Staff consulted with each department’s director, manager and records coordinator to
determine if the approved schedule reflects current fiscal, administrative and historical
requirements. Changes to the approved schedules are recommended based on current
needs. Examples of proposed changes include the addition of new record series due to
the establishment of new programs; deletion of outdated series that are not being used
or no longer in existence; revised retention periods due to changes in operational needs;
and revised record series descriptions to more accurately reflect the record type.

The draft revised retention schedules were reviewed and approved by department
Directors and the General Counsel.

Fiscal Impact:
Not Applicable.
Authority Strategies:

This item supports one or more of the Authority Strategies, as follows:

[] Community [ ] Customer [ ] Employee [ ] Financial [X] Operations
Strategy Strategy Strategy Strategy Strategy

Environmental Review:

A. This Board action is not a project that would have a significant effect on the
environment as defined by the California Environmental Quality Act ("CEQA™), as
amended. 14 Cal. Code Regs. §15378. This Board action is not a “project” subject to
CEQA. Pub. Res. Code §21065.

B. California Coastal Act Review: This Board action is not a "development" as defined by
the California Coastal Act Pub. Res. Code Section 30106.

Equal Opportunity Program:
Not Applicable.
Prepared by:

TONY R. RUSSELL
DIRECTOR, CORPORATE SERVICES/AUTHORITY CLERK
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RESOLUTION NO. 2012-0088

A RESOLUTION OF THE BOARD OF THE
SANDIEGO COUNTY REGIONAL AIRPORT
AUTHORITY APPROVING AMENDMENTS TO THE
AUTHORITY'S RECORDS AND INFORMATION
MANAGEMENT PROGRAM AND RECORDS
RETENTION SCHEDULES

WHEREAS, Authority Policy Section 8.60 — Records Retention
establishes the Authority policy for identifying, receiving, retaining, storing,
protecting and disposing of records of the San Diego County Regional Airport
Authority; and

WHEREAS, Authority Policy 8.60 (1) requires Authority staff to oversee
the development of a records retention policy that shall apply to the Authority and
all of its departments; and

WHEREAS, staff has researched Government Code §12236 (a) and
referred to local, state and federal codes and guidelines in preparing the
proposed retention schedule; and

WHEREAS, the Board adopted the Authority’s Records and Information
Management Program and Records Retention Schedules on May 5, 2005, which
was last amended on July 7, 2011; and

WHEREAS, staff recommends that the Board amend the Records and
Information Management Program and Records Retention Schedules to reflect
the Authority’s current operations.

NOW, THEREFORE, BE IT RESOLVED that the Board hereby
APPROVES the amendments to the Authority’'s Records and Information
Management Program (Attachment A) and Records Retention Schedules
(Attachment B) ; and

BE IT FURTHER RESOLVED that the Board of the San Diego County
Regional Airport Authority FINDS that this action is not a “project” as defined by
the California Environmental Quality Act (CEQA) Pub. Res. Code § 21065; and is
not a “development” as defined by the California Coastal Act, Pub. Res. Code §
30106.
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PASSED, ADOPTED, AND APPROVED by the Board of the San Diego
County Regional Airport Authority at a special meeting this 6™ day of September,
2012, by the following vote:

AYES: Board Members:
NOES: Board Members:
ABSENT: Board Members:

ATTEST:

TONY R. RUSSELL
DIRECTOR, CORPORATE SERVICES/
AUTHORITY CLERK

APPROVED AS TO FORM:

BRETON K. LOBNER
GENERAL COUNSEL
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ATTACHMENT A

RECORDS AND INFORMATION MANAGEMENT PROGRAM

SECTION 1. Purpose.

The declared purpose of the Records and Information Management
Program (“The Program”) is to provide for the proper and efficient management
of the records and information of the San Diego County Regional Airport

Authority.

SECTION 2. Definitions.

a.

b.

“Authority” means the San Diego County Regional Airport Authority.

“Active Record” means a record that continues to be used with
sufficient frequency to justify keeping the record in the office of
creation.

“Board” means the Board of the San Diego County Regional Airport
Authority, consisting of nine members selected by diverse appointing
authorities in the San Diego region and that is responsible for setting
policies related to airport operations and the future air transportation
planning needs of the region.

“Director/Clerk” means Director, Corporate Services/Authority Clerk or
a designated representative of the Authority Clerk of the Authority.

“Disposition” means the allocation of public records to a particular
location according to their categorization or for destruction.

“Functional Filing Plan” is a logical and systematic structure, into which
records are arranged and stored according to functions, to facilitate
efficient retrieval and disposal of records.

“Inactive Record” means a record that is no longer used in the day-to-
day course of business, but must be preserved until the end of its
retention period. Inactive records are often stored out of the office of
creation in a records center or on offline media. They may either be
destroyed according to established procedures or they may be
transferred to an archival repository for permanent retention.

“Public Record” includes any writing containing information relating to
the conduct of the public’'s business prepared, owned, used or retained
by the Authority, regardless of physical form or characteristic. It does
not include the records exempt from disclosure by express provisions
of the law.

“Public Records Request’ means a formal request under the California
Public Records Act for records held by a public entity. A request may
be made in writing or orally. The request may be mailed, emailed,
faxed, or personally delivered.
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j- A “record” shall mean any recorded information, regardless of medium
or characteristics, that has been created or received by the Authority
and that has been or is used in the accomplishment of work, as
evidence of its activities or because of the information contained
therein.

k. “Records Center” means a contracted or Authority-operated central
repository for housing all inactive records until they have met their
specific retention requirements.

I. “Records and Information Management” means the systematic control
of the creation, acquisition, processing, use, protection, storage and
final disposition of all records and information, including the
establishment and maintenance of a system of filing, indexing, storing,
preserving and disposing.

m. “Retention Schedule” means that portion of the Records and
Information Management Program approved by the Authority by
resolution, describing records and information maintained by Authority
departments and specifying, in accordance with statutory requirements
or evaluation, the period of time which must elapse before disposition
may be made of the body of records.

n. “Writing” means handwriting, typewriting, printing, photostatting,
photographing, and every other means of recording upon any form of
communications or representation, including letters, words, pictures,
sounds or symbols, or combination thereof, and all papers, maps,
magnetic or paper tapes, photographic films and prints, magnetic or
punch cards, discs, drums and other documents.

SECTION 3. Ownership of Records and Information.

All records and information shall be the property of the Authority and, in
this regard, outgoing officers, employees, and consultants shall deliver such
records and information to their successors. No records and information are to
be removed from the premises and stored in any unauthorized location (e.g.,
employee residences).

SECTION 4. Responsibilities; Adoption.

a. Board. The responsibility for approving the policy for the management
of the records and information of the Authority rests with the Board of
the Authority.

b. Officers, employees, and consultants. It shall be the duty of each
officer, employee, and consultant of the Authority to protect, preserve,
store, transfer, destroy or otherwise dispose of, use, and manage
Authority records and information only in accordance with applicable
federal, state, or local law, including this Program and such rules as
may be promulgated or approved by the Authority.

c. Director/Clerk. It shall be the duty of the Director/Clerk to manage the
Program for the Authority. The Director/Clerk may, among other
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things, do the following to ensure the proper and efficient management
of the records and information of the Authority:

1. Develop and circulate such instructions and regulations as may
be necessary and proper to implement and maintain the
Program, including instructions encouraging officers,
employees, and consultants to dispose of or not place in files
those documents, such as preliminary drafts, notes or
interagency or intra-agency memoranda, not retained in the
ordinary course of business;

2. Advise and assist Authority departments in the preparation of
records inventories and updating retention schedules;

3. Contract with a Records Center to store records no longer
required in active office areas, but which require further
retention due to legal, operating or historical reasons;

4. Maintain an index of all records stored offsite and respond to
requests for inspection and/or copying of public records
maintained in the Records Center, with the assistance of a
department representative of the affected Department;

5. Advise and assist other departments in reviewing and selecting
materials to be transferred to the Records Center for
preservation;

6. Advise and assist_;-other department in conducting surveys,
studies and investigations, as well as assist in promoting an
efficient Program for the Authority, including information
management systems;

7. Develop procedures for the protection of Authority records and
information against natural or other disasters; and

8. Periodically, on a regular basis not less than biennally, prepare
and promulgate amendments to the Retention Schedule to
reflect new categories and/or subcategories in the Functional
Filing Plan determined by the Director/Clerk to be necessary,
subject to the approval of the Board.

d. General Counsel. It shall be the responsibility of the General Counsel
to review the master retention schedule and records destruction
requests to ensure that legal requirements are met.

e. Departments. Each Authority Department shall establish and maintain
an active, continuing program for the economical and efficient
management of the records and information of the Department. Such
program shall, among other things, provide for:
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1. Effective control over the creation, maintenance and use of
records and information in the conduct of business;

2. Promotion of the maintenance and security of records deemed
appropriate for preservation;

3. Segregation-ldentification and disposal of working files, in
accordance with established procedures; and

4. Respond to requests for inspection and/or copies of public
records and information of the department.

In accordance with Authority records retention timetables, those
records and information which are not required in the current
operation of a Department where they are made, used or kept shall
be transferred to the Records Center so that the inactive records of
the Authority may be centralized, efficiently and economically
stored, and ensured of appropriate retention; and all records and
information which can properly be destroyed or discontinued, shall
be destroyed in accordance with Section “f.” .

f. Destruction of Records and Information.

1. The Board of the Authority hereby grants Division Vice
Presidents and Department Directors, who are custodians of
records and information for their division or department,
authority to destroy records and information according to
established retention periods, if the procedure for Destruction of
Records and Information is followed. Requests for the
destruction of original records, without making a copy thereof
and in accordance with established retention schedules, shall
be forwarded to the Director/Clerk and General Counsel for their
written approval. The Board will receive written notification of
destructions.

2. At a minimum, -a-semi- an annual destruction of inactive records
shall occur in accordance with the Retention Schedule in order
to release valuable storage space for additional records and
information.

3. This section shall not be construed as limiting or qualifying in
any manner the authority provided in Section “g”, hereinafter,
provided for the destruction of records and information,
documents, instruments, books and papers in accordance with
the procedures therein prescribed.

g. Conditions of Destruction. Notwithstanding the provisions of Section
“f", hereinabove, the Director/Clerk, having custody of records and
information, regardless of the age of records and information, may,
without approval of the Board of the Authority or the written consent of
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the General Counsel, cause to be destroyed any or all of such records
and information if all the following conditions are met:

1. The record is microfilmed, imaged or otherwise photographically
reproduced as recommended by the American National
Standards Institute or the Association for Information and Image
Management for recording of permanent or nonpermanent
records;

2. The system used to capture and maintain such a record is one
that accurately and legibly reproduces the original thereof in all
details and which does not permit additions, deletions or
changes to the original document images;

3. The reproductions are made as accessible for public reference
as the original records were; and

4. The microfilmed, electronically imaged, or otherwise
photographically reproduced record shall remain accessible,
accurate, authentic, reliable, legible, and readable throughout
the record lifecycle; and no page of any record shall be
destroyed if any such page cannot be reproduced with full
legibility.

SECTION 5. Inspection of Public Records.

The California Public Records Act, Government Code Sections 6250-
6270, requires state and local government agencies to disclose non-exempt
public records to the public upon request. Therefore the terms of the California
Public Records Act are hereby incorporated by reference and constitute the
Public Records Request Policy of the Authority.
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San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

m
’_ May Contain
z Category Office of Confidential
m Code RECORD TYPE DESCRIPTION Original Onsite Vital Information Citations
E Correspondence - general corresondence, such as GC 34090
T 0105-05 |departmental memos, letters, and e-mail that do not fall under Dept. 2 2 Paper No PUC 170046
o another records category departmental-memesletters-ete- GC 60201
e e e e o e ey | meatie | , | P | oc e
| B R B ottt gt bt (b Offices CEQ Electronic GC 60201
< 0105-15 Administrative Reference Guide (ARG)- contains Business s s Paper/ No GC 34090
administrative procedures for the Authority Plannin Electronic GC 60201
I Uhﬁsl
Bi ies - bl Executives, Bo Guslemer—. GC 34090
ographies - brief biographies of Executives, Board ’
Al Members, and other staff as needed Relatiors- = = Elacitone fo GC 60201
Marketing &
Public Relations
Reception Logs - includes visitors, delivery, incoming FedEx, Corporate GC 34090
0205:35 etc. logs Services DR L gl o GC 60201
Professional Development Records
Ceonferoncos/Sominars Travel Reserds - records
documenting participation in conference, training, or other
0105-35 |continuing education programs that support professional Dept. D/IR D/R Paper No
development, continuing education or other certifications
Professional Associations - agendas, minutes and general
Lty information for vanous professional organizations Dept DR DR L po
USPS Firm Mailing Book For Accountable Mail - log to track T ale
010545 |certified mail, retumn receipts, and intemational mail with the Ser:n - 2 2 Paper No
US Postal Service
Reference Publications - publications from various GC 34090
D110:0S organizations, businesses, and governmental agencies Dept. iR oy Paper ho GC 60201
244810 Bapk BIR BiR Faper Ne
ConsultantMendor-Brochures & and Catalogs - consultant
015 and vendor publications for equipment, services & supplies Dt R BR Raper po
0105-50 |Departmental Policies & and Procedures - specific GC 34090
9416-10 [departmental instructions, policies and procedures Dept 8 5 Ranss ] GC 60201
0720-40 |Departmental Training — non-mandatory fraining matenials Dept 2 2 Paper / No GC 34090
044626 |including presentation, evaluations, sign-in sheet i Electronic GC 60201
0105-55 |Departmental Working Files -~ includes material associated Dept DIR DIR Paper / No GC 34090
0416-30 |with works in progress that do not fall under a record category pL Electronic GC 60201
AFT 2012
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San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

May Contain
Office of Confidential
RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
1251
0655-05 |Committee Minutes - approved minutes of Board and citizen Corporate Ind Ind Paper No gg ;11093
0420-88 (committees Services GC 60201
0655-10 |Committee Agenda Packets - includes reports, presentations | Corporate Ind Ind Paper No GC 34090
0420-18 |and back-up information Services GC 60201
. : 14 CFR 150.1 et
0656-15 |Alrport Noisa'Advisory Committes (ANAG) — minuts copies, | . Noiss Paper / seq
0420-16 agendas, nohogs and recommendations (original minutes fo Mitigation 3 3 6 Electranic No 21 CCR 5023,
Corporate Services) 5045
Airport Site Selection Program (formerly ATAP) - Public
0655-20 |Working Group and Policy Advisory Group - working group | ,. : Electronic / N CA PUC 170000
0420-20 |meeting agendas, action notes, correspondence and Almart Flanning 2 xud Ly, Paper 4 et seq.
presentations (series has been discontinued)
0655-25 |Committee Meeting Recordings - recordings of meetings Corporate Ind Ind c a;:us‘:t(t, &/ No GC 34090
0120-26 |used for the preparation of minutes and public access Services Compact Disc GC 60201
Records and Information Ma nt Proced M Il C t SChes
012505 | o oro L AMOIMETON Tee eaemon: Srececures ienum|  L.orporan s s Electronic Yes GC 34090
- includes filing and records maintenance policies Services GC 60201
Records Retention Schedule - adopted schedule for ail
Authority records and information (approved schedule is Corporate
12510 aftached to the executed resolution and maintained Services & 3 Ha: o S
indefinitely)
Record Retrieval Requests - completed request for the Corporate s
012515 [ o¢ : o L L DIR DR Paper No GC 34090
refrieval of information from off-site storage Services GC 60201
Records Transmittal Data - data documenting transfer of Corvorats Paper/ GC 6253
0125-20 [records to off-site storage {paperforms-discarded-after Serr’;/ioes Ind Ind Electronic (RS{ No GC 34090
olestoris-dataverfiod) SQL) GC 60201
Disposition Certification - certificate verifying the destruction | Corporate O50252
0125-25 ng el Ind Ind Paper No GC 34090
of records Services GC 60201
Public Records Requests - completed requests for CorTate GC 6253
0125-30 (information received from the public pursuant to the Califomia Serr.;rioes CL+2 CL+2 Paper No GC 34090
Public Records Act GC 60201
Compliance Reports - annual reports of departmental
0125-35 compliance with the Authority's Records and Information Corporate 3 3 Electronic / No GC 34090
Program; and includes retention schedule change approval Services Paper GC 60201
forms
Business
0225-05 |Business Continuity Plan - emergency operations plan for Planning / s s Electronic / Yeos X GC 34090
0436-68 |the Authority, and includes related disaster recovery plans Information Paper GC 60201
Technology
Strategic Business Planning Records - records relating to
0130-10 project planning Authority-wide. Documents include but are Business s s Electronic / No GC 34080
not limited to: charts, timelines, workflows, and Planning Paper GC 60201
comrespondence
AFT 2012
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San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

May Contain
Office of Confidential
RECORD TYPE DESCRIPTION QOriginal Onsite Offsite Vital Information Citations
0130-15 Short Term Business Planning Projects - these are projects Business 2 2 Paper/ No GC 34090
that have a limited durations of less than two years Planning Electronic GC 60201
Long Term Business Planning Programs - these are .
5 Business Paper / GC 34090
0130-20 ;y)er:grsrams that have a long-term duration of more than two Planning 2 ind Ind Electronic No GC 60201
Publie-
Cemmunily-Z-
0135-05 Customer Relations Surveys - information pertaining to Suslemer ind Ind Paper/ No GC 34090
reports, passenger surveys and airport benchmarking Relations- Electronic GC 60201
Landside
Operations
Rublie—
Customer Service Comments and Inquiries - customer Somanravs
i Sustomer Paper / GC 34090
0135-06 |inquiries, comments, and responses (paper comment cards s 2 2 4 No
A d Ralatiens- Electronic GC 60201
discarded after data input) Landside
Operations
Publie
0135-15 Customer Service Project Files - contains information on Gemmumty-&-g C+2 C+2 Paper / No GC 34090
special projects coordinated by Customer Service Relati Electronic GC 60201
Landside
Americans with Disabilitios-Act{ADA Files) Customer AT
Service Projects - customer service initiatives and projects Paper / GC 34090
0135-20 : e : Susiermer c+10 C +10 : No
conducted to promote airport accessibility services and Rilationa: Electronic GC 60201
features in accordance with the Americans with Disabilities Act Airport Planning
ADA Assessments and Audits - records documenting . . Paper/ GC 34090
013521 | mpliance with the Americans with Disabilities Act evoc Plaoning = L Electronic e GC 60201
I Uh“s,
Art Program Records - information pertaining to the Airport's | Cermmunity-&-
0140-05 art program administration, performing arts and cultural Custemer 3 3 Electronic / No GC 34090
exhibits, annual art contests, and Art Committee meetings Felations- Paper GC 60201
(artists’ contracts maintained by Corporate Services) Marketing &
Public Relations
I uh'isv
Public Art Files — information pertaining to the Airport's : Eg 4 iy 4 Electronic / GC 34090
0140-10 :f::;r::t public art assets, as well as significant art Relati Ind Ind Paper No GC 60201
Marketing &
Public Relations

AFT 2012
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RECORD TYPE DESCRIPTION

San Diego County Regional Airport Authority

Master Records Retention Schedule - PROPOSED 2012

Office of
Original

Onsite

Offsite

Total

May Contain
Confidential
Information

20036

Media Vital )

Citations

40 CFR 122.21; 40 CFR 122.41; 40 CFR 122.41; 40 CFR
122.44; SWPPP 600.3; CA Civ Proc 338(k), 338(l), 338.1; 42

Site Assessment

ploursiiateridansoenient USC 9603; 42 USC 9612(d), 9613(g); 42 USC 9658; 33 USC
1251 et seq; 42 USC 6972, 6973
Inspection and incldent Records: storm water management
|records pertaining to regularly scheduled and incident-specific
0201-05 inspections and audits. Includes but is not limited to: tenant Environmental 10 10 Electronic No
profile information, dates, findings, correspondence, and Affairs (SANTRACK)
images. Beginning in 2012, these records are maintained in
the SANTRACK db.
Monitoring Records: storm water sampling records pertaining L 2 1
to dry and wet weather monitoring and other monitoring Environmental :
2201,00 requirements as needed. Includes but is not limited to: Affairs 5 8 Rt e
_|samples and analysis Y .
Education and Outreach Records: storm water management Envicosmertal
0201-07 |records supporting education and outreach. Includes but is not Affairs 5 5 Electronic No
limted to: marketing collateral and presentations
~ |Management Plans: written account of the overall storm g
water management program to be conducted by the Airport Environmental : j
120108 Authority to comply with the requirements of the storm water Affairs ot o Slectronic e i
rmits | C o2
Reports: reports documenting the storm water management !
activities conducted to control storm water discharges. Annual
reports include detailed information about findings, actions, Environmental } i
Lk and applicable supporting documentation. Category also Affairs Jod ind Elnaiic No I
includes reports documenting construction inspection activities i
related to storm water management. .
Construction Inspection Records: records pertaining to ﬁ T R e i
storm water monitoring activities during construction projects. Eronaiental
0201-10 |Includes but is not limited to: dates, findings, correspondence, Affairs CL+5 CL+5 Electronic No
and images. Final report located in category 0201-09,
Reports.

CA Civ Proc 338(k), 338(l). 338.1; 42 USC 603; 42 USC
9612(d), 9613(g); 42 USC 9658; 33 USC 1251 et seq; 42
USC 6972, 6973

Site Assessment and Mitigation Case Files: records
pertaining to the assessment of enviromental pollutants on 7 ;
0202-05 |Airport property and any applicable clean-up efforts. Includes Envu;c;fr:inr:ntal 10 10 EIePc;ro nr'C/ No
but is not limited to: investigations, logs, correspondence, -
& sampling, analysis, and reports
Tenants Environmental Exposure: documents provided by ] :
0202-10 |Tenants pertaining to their compliance with environmental laws Envn;\(:fr:ir:ntal E+10 E +10 Ee:: Ol'lrlC/ No F
or regulations enforced by external regulatory agencies e
Reports: final reports documenting site assessment and Ersbonmaial :
0202-15 |mitigation case actions and applicable supporting A:ffal irs Ind Ind Electronic No
|documentation L
AFT 2012
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RECORD TYPE DESCRIPTION

Inspection and Incident Records: industrial hygiene records
pertaining to the investigation of potential environmental

San Diego County Regional Airport Authority

Master Records Retention Schedule - PROPOSED 2012

Office of

Original

Industrial Hygiene

Environmental

Onsite

Offsite

Total

Media
40 CFR 763.121

Vital

May Contain
Confidential

Information Citations

correspondence, and images. Final report located in category
0203-06, Reports.

Air Quality

Inspection and Incident Records: air quality management
records documenting the monthly inspection of equipment and

Management

Environmental

0203-05 | iutants in Authority buildings. Includes but not limited to: Affairs 8 % 6 i) ah :
cormespondence | |
Reports: reports and surveys documenting findings, analysis, | t
recommendations, and actions from industrial hygiene - .

0203-06 |inspection and incident investigations. Category also includes Env::f)fr;?::ntal Ind Ind Ele;;ronr:c/ No
reports documenting construction inspection activities related s
to industrial hygiene. S CR o e SR
Asbestos and Lead-based Paint Database: sample library to Tl

0203-07 |be used for identification and analysis. Includes but is not Affairs Ind Ind Electronic Yes

___|limited to: sample data and images < -k 2

Construction Inspection Records: records pertaining to
industrial hygiene monitoring activities during construction Enviconmental

0203-08 |projects. Includes but is not limited to: dates, findings, Affairs CL+5 CL+5 Electronic No

17 CCR § 95105; 40 CFR §98.3(g)-(h)

£e 5 associated permits, such as boilers and generators. Records Affairs W L | Eectronic o ‘

include but are not limited to log sheets | |

 |Management Plans: written account of the overall airquality | | i B 7 Jr = = =
04-0 management program to be conducted by the Airport Authority | Environmental ; |
62 = to comply with the requirements of the Attomey General Affairs ind nd Blackenic o |
Memorandum of Understanding | ‘
Reports: reports documenting the air quality management Ernaarevinl [ \
0204-07 |activities conducted to comply with air quality standards and Affairs i Ind Ind Electronic No [
measures { \
AFT 2012
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RECORD TYPE DESCRIPTION

San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

Office of
Original

Hazardous Materials

Onsite

Offsite

Media

Vital

Citations

CA Civ Proc 338(k), 338(l), 338.1; 42 USC 9603; 42 USC
9612(d), 9613(g); 42 USC 9658; 33 USC 1251 et seq; 42

USC 6972, 6973

Inspection and Incident Records: records pertaining to

Wildlife Management

GC 34080; GC 60201

Inspection and Incident Records: records pertaining to ‘
regularly scheduled and incident-specific hazardous materials Eavkaraviasial ‘

0206-05 |inspections and audits. Includes but is not limited to: tenant Affairs Ind Ind Electronic No
profile information, dates, findings, correspondence, and i
images .
Management Plans: written account of the overall hazardous I
materials management program to be conducted by the Airport| Environmental | 5 N |

ganges Authority to comply with the requirements of the hazardous Affairs et | tid Elegironic : ¥
materials permit(s) 2 L | )]

0206-07 Reports: reports documenting hazardous materials Enwronr_nental Ind Ind Blectronic = | No :
management ; Affairs ) | - - |
Hazardous Waste Manifests: shipping record documenting =g |

0206-08 |the chain of custody of hazardous waste generated and Affairs 5 5 Paper i No
removed from airport property, including e-waste disposal |

activities and incident investigations

Environmental Affairs Project Files - documents and

Environmental Affairs

GC 34090; GC

60201

incident-specific wildlife management inspections and audits. | Environmental - |
OEOT0n Includes but is not limited to: findings, correspondence, and |  Affairs g k Fedione: \ L ‘
images ; | ! . |
Monitoring Records: wildlife management research records Ernisnmentil l
0207-06 |pertaining to the wildlife located on Airport property. Includes Affairs 5 5 Electronic No
but is not limited to: samples and analysis
Management Plans: written account of the overall wildlife Environmental ;
i management program to be conducted by the Airport Authority Affairs e od Eiselnic No |
Reports: reports documenting findings, analysis and B e N 3
0207-08 |recommendations from wildlife management monitoring Affairs Electronic |

records related to activities initiated and managed by the Environmental Electronic/
ge05-50 Environmental Affairs Department which are unrelated to Affairs i L ity Paper ho
= projects and activities outlined elsewhere : ~ .
Environmental Permits - all environmental permits held by Environmental
B0 the Authority and related documentation Affairs 5+§ s A 188
\AFT 2012
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San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

Office of

RECORD TYPE DESCRIPTION Original Onsite Offsite Total Media Citations
|
+ Ind Ind Elostronic- | 40-CFR 763-124
|
| St Eiee
[ 338¢k)-338(h-
_ 3389 -
42 USCU683
|
42 USCE6TRE
2 rd Ind Raper i
| _ §1ﬂl
_ AR B0 BE6E-0D-
m UBe-ia8-ot
|
_ seg 4280
_In.v -
G323l
338442
RS
AR SL- U6 R
Ind Ind Pager 9613(g)
AR S BB
PR3 d-at
seg—42HE0-
BR80T —
AB-CERIaRA-
e
LO-CER-1Z24-
4G-CFRA2244-
SWRRR 8083
SA-Chefrag-
238062380
5 | Ind Ind Paper folei S AR s el
_ , 2863
0643tg—
48668
23 HECAEE -
_ |[seapiNe
| ) | 69726873
m Elestronicl- GG-34080—
5 fnd lad
“, Raper | GGe0204

AFT 2012
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San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

May Contain
Category Office of Confidential
Code RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
5634080
3 ind ind Paper Me GC.60204
Ind {nd Paper e A4-CRER38:321
CFR 1542.103
Note: The airport
operator shall
maintain one
current and
complete copy of
Airport Security Program (ASP) - includes Procedures, Aviation p'::;zzjr:zd
Measures, Facilities and Equipment Used to Comply with 49 ; Paper / =
0210-05 | oER Part 1542 — Airport Security: includes Parts 1520 and Securityjand i LT Electronic | ¢S = L
1540. Maintained by Aviation Securi 0 Public Safety the Administrator
. Maintain y Aviation Security personne upon request.
Each airport
operator shall
restrict the
distribution,
disclosure, and
availability
Aviation
Airport Security Program (ASP) Audit Program - Security and 18&g:iy:azter 18&2:?:;:” 49 CFR
0210-10 |employment history investigations. Maintained and disposed by| Public Safety Paper No X
A . access access 1542.209
Aviation Security personnel (Access Control A >
authority authority
Office)
0210-15 [Audits of Identification System - audits required underthe | (CERIRR | L) AU +2 Paper No % 49 CFR 1542.21
ASP. Maintained and disposed by Aviation Security personnel Public Safety P ’
Airport Access Control Applicant Records - includes Aviation 180 days after 180 days after
fingerprint application, employment history and finger-print Security and term{:ate termination of 49 CFR
0210-20 |based criminal history records check to comply with 49 CFR Public Safety oo unescorted Paper Yes X 1542.209
Part 1542.209. Maintained and disposed by Aviation Security | (Access Control authority access >
personnel Office) authority
0210-25 Security Incidents - includes bomb threats, potential Airside
1115-30 hijacking, sabotage, unauthorized access & other security o g 2 2 Paper No X 14 CFR 139.325
i perations
breeches & violations
Mmert—Nelse—and—&-Opemhens—
Noise MonitrinDa e oo 14 CFR 150.1 et
0215-05 - Alrport Nonse and Operatlons Momtonng Al;ﬂpig;a::::‘se 10 10 a'zcg&ns"): No 21 Cé;q5023
System (ANOMS) and Geogrpahic Information System (GIS) 5045 .
data airpert-neise-date
AFT 2012
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RECORD TYPE DESCRIPTION

San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

Office of
Original

Onsite

Offsite

Vital

Citations

Noise Monitoring Reports and Logs - Airpert-Neise-and-&-

0215-10 Roports-and-Logs - cords documenting includes- Airport Noise 2 3 5 Electronic / No GC 34090
complaints desumentatien-8&leg, missed approach & early tum Mitigation Paper GC 60201
data, GIS data, etc. based on data from the Airport Noise and
Operations Monitoring System (ANOMS)

. 2 : s Admin.

0215-20 Noise Matters Newsletter - community newsletter required by Awpgrt Nonse 5 ind Ind Paper{ No GC 34090
Title 21 Mitigation Electronic

GC 60201
Part 150 Noise Compatibility Program - includes (1) noise
exposure map & supporting documents; (2) description and Airport Noise 14 CFR 150.21,

0215-25 |analysis of the altemative measures; (3) program measures to m ation Ind Ind Paper No 150.23, 150.31,
reduce or eliminate present and future non-compatible land 9 150.35
use; federal register approval publication
Noise Related Project Files — documentation relating to Airport Noise

0215-30 RiEe bt Mitigation CL+2 3 CL+5 Paper No CCP 337.15
Title 21 Noise Monitoring Plan/Approval - State plan for Airport Noise 21 CCR 5023,

R noise monitoring and associated approvals Mitigation = i ind pare e 5033
Title 21 Noise Variances - includes application and Airport Noise 21 CCR 5053,

g2inee supporting documentation Mitigation 6 ind Ind Papec No 5054, 5057

21 CCR 5045
Maintain for 10
Remote Monitoring Terminal (RMT) Calibration Reports - Airport Noise : years for
pelie periodic calibration data Mitigation 8 & i Slectmmic Mo business
reasons PUC
170042
Title 21 Noise Quarterly Reports (Form DOA 617) - includes 2L R o2
contour map, annual noise impact area, daily CNEL 4 . o

0215-50 |measurement, number of total aircraft operations during Nﬁi:;azg:e 3 Ind Ind Ezacr:re;n/ic No Ma'"t::: :z: e

quarter, estimated number of operations of the highest noise ze ;
: usiness
level aircraft type
reasons
San Fleet Mix — research data regarding arrivals and : ]

0215-55 |departures gathered from reports submitted by Airlines and Amzn;;::e 5 5 Paper No gg gggg?
ANOMS for inclusion in the Title 21 Noise Quarterly Reports 9

0220-05 |Aircraft Accident-Incident Report - includes description of Airside Electronic /

4+416-06 |what happened to aircraft/contents/occupants/facilities Operations 2 iod d Paper Ho 14 CER 130,325
Runway Incursions - occurrence involving an aircraft, vehicle,

0220-05 |person or object on the ground that creates a collision hazard Airside

+446-26 |or results in a loss of separation between aircraft taking off, Operations 2 < Rapes . IECRR 20420
intending to take off, landing or intending to land at an airport
Aircraft Rescue and-& Firefighting (ARFF) - includes e

0220-10 |, .~ ; : Airside 14 CFR 139.317,

1115-10 training, cljnlls,. dally.rgport. and fire alarm reports and- Operations 3 3 Paper No 139.319

AFT 2012
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San Diego County Regional Airport Authority

Master Records Retention Schedule - PROPOSED 2012

Office of

May Contain

Confidential

RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
HPD Sick and-injury Reports - copies of sick and injury Airside
4314615 [reports reported to HPD Operations 2 2 Rape, i X IR cERAseSD
0220-20 |Ground Vehicles Accident/incident Reports - copies of Airside
441520 |reports issued by HPD Operations 5 S parst g 2 poRRse
Air Service Development Projects -includes PowerPoint
presentations, surveys, data analysis, strategic plan. Nofe: 8 :
wga 00-05 g55 presentations may include restricted data per BTS, D‘;’:jg’:"ﬂ:‘t CL+2 CL+2 EIPe?:‘t)re;:rnlic No X gg gggg?
http://www.bts.gov/programs/airiine_information/sources/#RE i
STRICT for more information
Marketing Campaign File - records related to the Marketing &
development, implementation, and management of marketing Public Rel a%i — GC 34090
0305-10 linitiatives. Documents include but are not limited to: media 2 Rout C+3 C+3 Electronic No GC 60201
plans, campaign strategy plans, budgets, and special event Servi
planning files.
. . Marketing &
Marketing Collateral and Publications = archival copies of % :
0305-15 |Authority produced brochures, posters, flyers, advertisements, SENe Retelions Ind Ind Paper{ No SE 4120
&Reute- Electronic GC 60201
announcements, programs and books s
Marketing & AT
, = Public Relations Ind(raiainy §hates: GC 34090
0305-30 |SDIA Photographs-Slides-Video - includes airlines Ind wiibajor- Ind Slides/ Video/ No
&Reule- : GC 60201
Serdase. Mideerined) Electronic
Marketing &
Logo Files - Authority logos and other graphics relating to Public Relations . GC 34090
0305-35 'Spj1A and Authority & Route- i ind 2 e GC 60201
Bervicas-
Media Release Forms - records documenting permission to Marketing &
use an individual's image in publications and other marketing |Public Relations GC 34090
Rl collateral in a variety of media, such as print, video, and the &-Reute- nd {od Faper No GC 60201
internet Sepusos
Pubher
Sommunib&-
0310-05 Photographs-Slides-Video- including personnel, events, Customes- 2 Ind Ind Slides/ No GC 34090
press conferences and airport information Relations- Photos/ Video GC 60201
Marketing &
Public Relations
Publis-
Communiy&-
: £ Customer- ; GC 34090
0310-1 -
0-10 |Fact Sheets - airport statistics and facts Relati S S Electronic No GC 60201
Marketing &
Public Relations
AFT 2012
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San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

May Contain
Category Office of Confidential
Code RECORD TYPE DESCRIPTION Original Onsite Offsite Media Vital Information Citations
News Clippings — includes newspaper and video clips Cemmunily-&- Paper /
regarding the Authority and the airfine industry Site Selection Custemer ¢ GC 34090
0310-15 | News Clippings (Site Selection News Clippings retained Relatione- OA 2 = Eocns | e GC 60201
indefinitely; maintained electronically starting 04/2006) Marketing &
Public Relations
Rublier
Publications/-Newsletters - publications created to Commuain-&

0310-25 communicate with internal and external partners, such as: Custemer ind Ind Paper / e GC 34090
annual reports, Aviation Matters: A Report to Jurisdictions, San| Relatiens- Electronic GC 60201
e-Newsletter, and eJetstreams Marketing &

Public Relations
Publie-
Gemmunﬁy—&-gum GC 34090

0310-30 [News Releases - media advisories of Authority issues Relati 2 Ind Electronic No GC 60201

Marketing &
Public Relations
Publie-
Gemmun&y—&-cum GC 34090
0310-35 (Presentations - for community groups Relations- S S Electronic No GC 60201
Marketing &
Public Relations
b (]
- : Hh"s. 2
Speaking Confirmation Sheets - includes an overview of the Customer Papert GC 34090
0310-40 |presentation/speaking points and the date, time, location of the | Relatiens Inter- 2 2 Electronic No GC 60201
speaking engagement and the organization Gov &
Community
Relations
Ceremonies and & Events - preparation materials, backup GC 34090
gt information and correspondence A . 2 4 il No GC 60201
Publie-
Communications Plan - a plan that contains public = ms S Banor GC 34090

0310-55 |relations/marketing work plans for the Authority’s strategic Relations- S ind ind Eleclt,rznic No GC 60201

activity areas (RASP, RDP, Destination Lindbergh) Marketing &
Public Relations
Accounts Payables - includes invoices, check requests, P.O. Yes

0405-05 |payments, Pcard payments, and correspondence - 1099's & Accounting 1 3 4 Paper (Ee1) X PUC 170046
1096 (data maintained in E-1 indefinitely) g
Accounts Receivable - including billing records and master ) Yes

g0 transaction data and supporting documentation Secuning 1 . . Faper (E-1) AR
Surplus Equipment Sales - includes Board resolution copy, GC34090

ot transfer report, corespondence and check copy R paNEment g . aaper Ng GC 60201

AFT 2012
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San Diego County Regional Airport Authority

Master Records Retention Schedule - PROPOSED 2012
May Contain
Office of Confidential
RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
0405-15 |Cancelled Checks - retumed paid Authority checks Accounting 4 4 Electronic | No it
7!
0405-20 |Contract Payments - documentation to make payments Accounting 1 4 5 Paper No X ng 231, 22?761 5
Monthly Accounting Entries — includes but not limited to
0405-40 |journal entry form and backup documentation, monthly banking| Accounting 2 2 Paper No X PUC 170046
and account reconciliations, and allocations
Grant Records Administration — includes application, award,
project expenditures, reimbursement requests (FTA
drawdowns), and financial close-out documentation. Related
records may be found in other departmental records
colzgonss in-eenstrustion-preject-fles- Final-H/v-Close Final-EAd-
For grants not involving equipment, close is defined as “the +4 3, or Close + 4, or
day the grantee submits its final expenditure.” For grants Granting Granting PUC 170046
involving equipment, close is defined as "the day the Dept. / Financial Agency Agency Paner ! GC 60201
0405-45 equipment is disposed or replaced.” Equipment is defined as: Planning & requirement, requirement, El pe| = No GC 34090
machinery, including facility operations (such as air Budget whichever is whichever is 49 CFR18.36, 49
conditioning/heating units, backup generators, jetways, efc.) longer&-all- longeré&-all- CFR 18.42
and heavy equipment machinery; vehicles (with or without an pardmg-rratiors) pending-
engine, such as trams and carts; pre-fabricated buildings, dleced matlersclosed
computer equipment, including scanners, printers, etc.; and
office furniture and furnishings .
(original grant agreement on file with Corporate Services and
maintained indefinitely)
FAA Annual Reports - Financial Governmental Payment GC 34090
0405-46 |Report and Operations & Financial Summary Report (FAA Accounting 610 & 10 Paper No GC 60201
Form 5100-126 5100-127) PUC 170046
0405-47 Grant Records-Unsuccessful - includes application and Deg:é:‘:ii:ar;dal 2 4 Paper / No GC 34090
related correspondce for unsuccessful grant applications Bud ggt Electronic GC 60201
GC 34090
0405-50 {Travel and & Expense Reports - receipts and back-up data Accounting 1 3 4 Paper No X GC 60201
PUC 170046
0405-60 Telecommunications Invoices - invoice detail for Authority Information 2 2 Paper / No CCP 337
Telecommunication systems Technology Electronic GRS 24 item 11
Passenger Facility Charges (PFC) Reports - back up Financial
information related to life to date PFC approval, revenue & - Application Application
Lot reimbursement expenses. Data entered into FAA SOAR P';:Z;'gt& Closeout + 1 2 Closeout + 3 Faper e EREHR 458 BF
system.
Passenger Facility Charges (PFC) Application - including Financial S ol PUC 170046
0405-68 |record of decision, application, and airline consultation Planning & (Qg ::gz:’gn‘l 2 C?g::mlzn:i Paper No GC 60201
documents Budget GC 34090
AFT 2012
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San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

Office of

May Contain

Confidential

RECORD TYPE DESCRIPTION Original Onsite Offsite Information Citations
Airport Parking Lot Profit and & Loss Statements - revenue
and expense reports. Note: Series discontinued as of March 70046
040575 | 16, 2012. Statements are now filed with 0405-20, Contract | ©round Trans. : g S Faper fio BUCY
Payments.
Financial PUC 170046
040577 amnes Rutes ad Chatges: Work Eaparas tnodets anid Planning & 10 10 Electronic | No GC 60201
Pleseniations Budget GC 34090
General Ledger — general ledger data, trial balance, fixed Electronic (E- GC 34090
0405-90 |assets and other related schedules (GL-data-maintained-n-&- Accounting Ind Ind 1) Yes GC 60201
£ PUC 170046
Operating-and-CiR-Budget Work Papers - back-up Financial
0410-05 information (elat_ed to the development o_f the proposed and Planning & 5 5 Eloctronic No PUC 170046
adopted capital improvement and operating budgets (adopted Budget
budget on file with the Corporate Services Department) 9
Financial PUC 170046
Quaroryiinnusl Investmont Re - .
0410-30 [Susmoryitnnua :"’:;"""so ot quartetly | pianning & 2 3 5 Paper No GC 60201
ey OF iy ves Budget GC 34090
0410-35 |Departmental Budget - departmental budget working papers Dept. 2 2 Paper No Sa
GC 34090
0410-40 (Daily Deposit Receipts - detailed items for daily bank deposit | Accounting 1 3 4 Paper No GC 60201
PUC 170046
Monthly Financial Statements - includes balance sheet & GC 34090
0410-45 |income statement wivariance analysis & other supplemental Accounting DR DR Electronic No GC 60201
schedules PUC 170046
0410-50 Investment Account Statement — statement of Authority Fmapcual Paper / FRICMIeID
: x : Planning & 3 3 : No GC 60201
investments from our investment advisors Budget Electronic GC 34090
e : Financial . ; - : PUC 170046
0410-55 ;u;::e:i:::t:a ;t?:rt‘h:en;?l:on to purchase or sell a security, Planning & Life of+ S1ecurrly Life of+ S1ecunty Paper No GC 60201
Budget GC 34090
ll}u;:g:cehg:aim FIi‘I: —;‘r;zl:xd:zs inv:)(i’ce. st:’pptt:‘rting reco:gs. CA Civ Proc 337,
0415-05 |P 1 PROIOGTANNS, MScica® [ocoics (ancloMenSUpRANNg™ _Risk Mgmt CL+2 2 CL+4 Paper No X 337.2, 337.15,
documentation related to insurance and/or cost recovery 338 340 352
claims, not including workers' compensation claims " E
— . o y CA Civ Proc 337
Insurance Policies - includes policies, certificates, . Paper / N
0415-10 P ik ety Risk Mgmt S Ind ind Electronic Yes X 3322343:7315 52
Injury and lilness Notifications - records documenting the
0725-10 |notification of an injury and illnes. Includes but is not limited to: R;'sl:)mu::es 2 2 Eiac‘t)reorr;c No X gg gggg?
correspondence and forms

AFT 2012
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RECORD TYPE DESCRIPTION

San Diego County Regional Airport Authority

Master Records Retention Schedule - PROPOSED 2012

Office of

Original

Onsite

Offsite

May Contain
Confidential
Information

Citations

injury-and-Aceldent Resords Workers Compensation 10102
Claims - case file including but not limited to: forms, reports, g ggz 14307
0725-15 |comespondence, legal filings, and other supporting Human ReC Paper /
0416-16 |documentation. -completed-forms-repors-correspendense Resources eLx2 el Clx>and Electronic No X 292(:9F2F1:04
R e 1910.1020
OMB 1220-0029;
0415-20 |Annual Risk Management Reports Risk Mgmt 2 Ind Ind Electronic No 29 CFR 1904.4;
GC 60201
29 CFR Parts
1910, 1926
14 CFR 139.321
CCP 338(k),
Procurement / 338(1), 338.1
0725-35 |MSDS - Material Safety Data Sheets - information data for Facilities S+ 30 S+130 Paper No 42 USC 9603
0416-26 |storage and usage of hazardous chemicals R 42 USC 9612(d),
Management 9613(g)
42 USC 9658
33 USC 1251 et
seq 42 USC
6972, 6973
Vendor Insurance Files — includes correspondence,
Insurance Certificate, and contractual insurance requirements GC 34090
0415-30 |(correspondence and supporting documentation are removed Risk Mgmt E+2 Ind Ind Paper No GC 60201
prior to offsite storage and only insurance certificates are
retained indefinitely.)
29 CFR 1904.2
0725-20 At : Human : :
0416-35 OSHA Form 300 Log - log of recordable injuries or illnesses e 5 5 Electronic No X 19041.;,01 9704.6,
Insurance Inspection Reports - includes loss control g GC 34090
gatossd inspection reports, property appraisals and related reports Risk Mgt 3 Ind ind Fapeg Yes GC 60201
Renewal Correspondence - records relating to the renewal GC 34090
0415-45 |of Authority insurance policies. Documents include but are not | Risk Mgmt E+1 E+1 Paper No X GC 60201
fimited to renewal information and correspondence.
Audit Reports - final reports of intemal process and business ; : Paper/
0420-05 partner sidits Chief Auditor C+5 ind ind Electroniic No PUC 170046
Audit Work Papers - documentation in support of the audit Paper /
0420-10 (reports, includes recommendation follow-up data (maintained | Chief Auditor C+3 7 C+10 Electronic No PUC 170046
electronically in TeamMate beginning 2007) (TeamMate)
: t Rapert GC-34080-—
Slistiunes o s s Electronic | GC-6020+—

AFT 2012
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San Diego County Regional Airport Authority

>~
Master Records Retention Schedule - PROPOSED 2012 O
May Contain ch
Office of Confidential )
RECORD TYPE DESCRIPTION Original Onsite Offsite Vital information Citations C
External Audit Reports - comprehensive annual financial GC 34090 =
0420-16 . . Accounting DR D/R Paper No GC 60201
reports & single audits PUC 170046
LC 226, 1174
Employee Payroll Files - includes copies of W4's PAFS, and C At
0425-05 [PERSI/CERS Information (originals maintained in Human Accounting i T} Paper No ’31 éOO 13 g
{axources) 31.6001-4,
31.6001-5
LC 1174
Accounting / 26 CFR 31.6001-
Employee Time Sheets - completed approved employee Facilities Paper/ 1, 31.6001-2,
0425-10 |timesheets (payroll data maintained indefinitely in E-1; Management / 4 4 Electronic (E-| Yes 31.6001-3,
electronic effective 1/1/06) Landside 1) 31.60014,
Operations 31.6001-5
29 CFR 516.2
Payroll Register - listing of each employee’s gross pay witax, Electronic (- PUC 170046
0425-15 |deduction information per pay period, and payroll joumal Accounting Ind Ind 1 No GC 34090
: bl )
entries. (Pato-mamniamedn-E-1 GC 37207
GC 34090
29 USC 436
26 CFR
Quarterly-&-Annual-Payroll Tax Reports - quarterly and Paper / 31.6001.1-4
0425-30 |annual reports, such as includes W-2, 940, 941, DE 6, DE 7 Accounting 2 4 o e‘t’gmc No IRS REG
and DE 166 31.6001-1(e)(2)
R&T 19530
29 CFR 516.5-
516.6
LC 226, 1174
Pay Period Adjustment File - correspondence, calculations, 261C§$6%)1d$?:1_
0425-35 |and supporting documentation regarding requests for payroll Accounting 2 2 Paper No 3 1 6'00 13 !
adjustment 31.60014.
31.6001-5
Payroll Obligations - includes invoices, check requests, and GC 4090
0425-40 |correspondence related to payroll obligations, such as Accounting 1 4 Paper No 29 CFR 516.2
gamishments and union dues PUC 170046
0430-05 |Purchase Orders - orders to purchase goods or services Procurement 5 5 Bapen/ No GG S009
Electronic GC 60201
AFT 2012
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Category
Code

RECORD TYPE DESCRIPTION

San Diego County Regional Airport Authority

Master Records Retention Schedule - PROPOSED 2012

Office of
Original

Onsite

Offsite

Vital

May Contain
Confidential
Information

Citations

Solicitation Records, Unsusecessful - records documenting
the solicitation and procurement of goods, services, and public
works projects related to includes-bids, RFQ's, RFQL's, RFP's
coentracters Includes but is not limited to: solicitation request,
correspondence, evaluations, ursuescessful-propesals, RFP,
and any applicable bid protests. Nofes: The proposal, Procurement / CCP 337
0430-10 |qualifications, quotation or specification of the successful Facilities 35 35* Paper No GC 34090
solicitation, evaluation or sole source memo, and bid Development GC 60201
advertisement (if applicable) are filed with the approved
agreement in Corporate Services) *This change is being promulgated to address operational needs within Procurement and not to address
Beginning in January 2011, FDD is no longer the office of the concerns of the OCA. Other records categories are being reviewed to ensure complionce with grant
original for records related fo on-call or service-related requirements.
solicitations; however, they continue to be the office of original
for construction bids.
Proposals - Unsuccessful - proposals, qualifications, bids,
quotations, specifications, and/or other supporting documents
0430-11 submitted by the unsuccessful bidder(s). Nofe: The proposal, "“’F“"?’T‘e"‘ ; Sl
St 5 =iy 2 acilities 2 2 Paper No X GC 34090
qualifications, quotation or specification submitted by the Development GC 60201
successful bidder are filed with the approved agreement in P
Corporate Services.
P-Card Cardholder Files = may include but is not {imited to p-
card request/change form, cardholder agreement, and s : GC 34090
giang12 correspondence (destruction may occur within 1 year after Procurement L fel Uit P B s GC 60201
deactivation of card provided audit has occurred)
Commercial Paper Borrowings - includes trustee and LOC Einsncial
0435-05 Planning & E+1 9 E+10 Paper No CCP 337.5
account statement
Budget
L e 3 Financial
0435-10 ::’:l‘i‘:‘?sf‘a';';‘r“" RO ek iusiee Sceount s aonts & PI;nning & E+1 9 E+10 Paper No CCP 337.5
udget
0435-12 Bond Closing Documents - includes all tax certificates, legal P':::\:?:lgal& L;:tmp::t 4 L;:g::' Paper No ng éggg:s
opinions, and all documents included in the Official Statement Budaet Payment + 1 Payment + 5 GC 34090
0435.20 |Financial Feasibility Studies and Long Term Plans - a A . . ? Paper / & RUC 170048
variety of Authority projects and financings Budget Electronic GC 34090
- . . Financial PUC 170046
Arbitrage Report - calculation of interest eamed on tax- d
0435-25 : . - Planning & 2 3 5 Paper No GC 60201
exempt borrowings as required by US Treasury Regulations Budget GC 34090
Repurchase Agreement Sweep Account Statements - Financial PUC 170046
0435-40 |Operating cash reporting by primary Commercial Bank (series| Planning & 1 4 5 Paper No GC 60201
discontinued as of March 1, 2010) Budget - GC 34090
h : : . Facilities GC 34090
0505-05 [Vehicle Title - titles for Authority owned vehicles Management Us/iD US/D Paper Yes GG 60201
AFT 2012
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RECORD TYPE DESCRIPTION

San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

Office of
Original

Onsite

Offsite

Vital

Citations

Office Equipment Maintenance-&Repair Records - case
files for the maintenance or repair work of individual pieces of GC 34090
2205:10 equipment. Includes but is not limited to: manuals, Deat. MNS/P 3 LSt Fager No GC 60201
maintenance histories, and correspondence
. : ’ z . Electronic / GC 34090
0505-15 |Inventories - departmental inventories of Authority equipment Dept. us us Paper No GC 60201
Elevator/Escalaterferminal-Safety Inspections Log = log o
- 5 Facilities GC 34090
0505-20 boo’g of fer daily inspections of elevators, escalators, and Management 3 3 Paper No GC 60201
terminals ecsurrences
Vehicle Maintenance and Inspection — relating to Authority Facilities GC 34090
s owned vehicles Management o) U fanes Ne GC 60201
4 General GC 34090
0605-05 |Attorney Service Request - completed request forms Coanal S S Paper No GC 60201
. . = PUC 25772
0605-10 Legal {\dvu:e - rr_nemoranda. advice, and opinions on General Ind Ind Paper No GC 34090
Authority matters issued by the General Counsel Counsel GC 60201
0605-15 Subject Matter Files - legal issues relating to Projects; Airport General 2 ind ind Paper No GC 34090
Issues, etc. Counsel GC 60201
Chronological Files - copies of outgoing correspondence General GC 34090
L generated by the General Counsel's Office : Counsel = R bnd Fiapor No GC 60201
Assignment Log - log of all intemal and external assignments General : GC 34090
Dot aa completed by the General Counsel's Office Counsel i L Elsctronic ha ) GC 60201
0605-35 Closgd Session Notes - official notes of closed session General 2 8 10 Paper No GC 549572
meetings Counsel
Oaths of Office - oaths administered to public Corporate GC 34080
£505:40 officials/employees as required by the California Constitution Services & < Répor Bo GC 60201
060545 Affidavits of Posting Board/Committee Meeting Agendas and| Corporate 2 2 Paver No GR&; ;}:&; ik
other miscellaneous postings Services p
GC 60201
Driver Permit Appeals 4 Authority Code
0605-50 (comespondence regarding the denial of Authority driver Ground Trans. CL+2 3 CL+5 Paper No 9.22 GC 34090
permits GC 60201
R . : Corporate N GC 34090(a)
0605-51 |Appeals Log - log of appeals received by Corporate Services T Ind Ind Electronic No GC 60201
PUC 25772
0605-55 |Case Log - chronological listing of cases Sereral Ind ind Raper No GC 34090
Counsel Electronic GC 60201
Ethics Program Records - documentation supporting the
report of alleged ethics violation. May include but not limited .
0605-60 (to: complaint or report of violation, investigative records, Chief Auditor D+10 D+10 (TE; Eﬁrl:/)lglt(;) No (ng 2322?
determination, and supporting documentation.
Governmental Filings - records relating to the provision of
information to local, state, and federal agencies. Documents Corporate GC 34090
00 include but are not fimited to: Statement of Facts and Annual Services € : Rapes o GC 60201
Survey of Public Employment & Payroll
AFT 2012
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RECORD TYPE DESCRIPTION

San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

Office of

May Contain

Confidential

Original Onsite Offsite Vital Information Citations
Contracts/Agreements - includes all CIP, MOU's, Grants and
professional service contracts & agreements for the Authority.
Note: The bid advertisement (when applicable), proposal, Corporate P CCP 336, 337 et
pat0-0s qualifications, or quotation of the selected vendor and bid Services 2 ing tnd AR jies seq.
evaluation/sole source memo are filed with the approved
agreement)
Contract Management File - records related to the
management of an agreement or contract. Documents include
but are not limited to: correspondence, work plans, task Paper / GC 34090
0610-06 |authorizations, and copies of agreements or contracts. Dept. GLE+1 GLE +1 Electronic No GC 60201
(Original task authorizations or related records changing the
scope of work are transferred to Corporate Services for
inclusion in the official agreement/contract file)
Leases - includes tenant leases, permits, licenses, noise
monitoring easements, etc. (if applicable: the proposal, Corporate Y CCP 336, 337 et
Lkl qualifications, or quotation of the selected lessee and bid Services RE ind ifd Faper o8 seq.
evaluation memo are filed with the approved lease)
29 USC 1113
0610-15 Carrier Agreements - plan documents and back-up Human E+3 2 E+5 Paper No gg ggg 182;
information for employee benefits Resources 29 CFR 2520~
104b(1)
FAA DBE & ACDBE Program Files- includes annual reports, < >
g;::‘;g goal methodology, concession plan, achievementrepers, and Sg;uel%us"::s 5 5 Electronic No 49 CFR 26
records related to prompt payment monitoring ete- il
Outreach Program Files - includes documents promoting . -
005141 5-5 3309 local small business participation. May include but not limited SS::LE)usr::nis 5 5 Electronic No [ 174’82 27item
to: costs, events, notifications, and correspondence P
Bonding & Contract Financing Assistance Program —
documenting preliminary outreach efforts, business profiles 49 CFR 26.51
0145-35 |and contracts to assist small business in obtaining and Small Business c
0646-36 |increasing bonding capacity. May include but not limited to: Development 2L Rl R hL2 2 s
business financial documentation, business profiles, contracts,
and comrespondence
DBE and ACDBE Certification Files - records documenting
the initial certification of firms. Includes but is not limited to: the
initial certification application and supporting documentation, . kad- ind-
g;::::g on-site reports, recommendations, any investigative reports S[r)r;avlLlBous:lr:al;s Decertification + Decertification Paper No X :3 g::: gg
pertaining to the original certification, documentation pertaining P 1 year + 1 year
to business ownership or other business changes, and
determinations for certification as a disadvantaged business
AFT 2012
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May Contain
Office of Confidential
RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
5 years or until 5 years or until
subsequent 5- subsequent 5-
DBE and ACDBE Certification Updates - annual and 5-year : year update has year update has 4

0145-41 |updates and supporting documentation, including but not Sénea‘:lezus:::ensts been been Paper No X 48 gi; gg
limited to tax retums and on-site reviews P completed, completed,

whichever is whichever is
longer longer

014542 DBE and ACDBE Certifications - Denied - files of firms who | Small Business | Denial + 3 Denial + 3 Paper No X 49 CFR 23
have been denied certification Development years years 49 CFR 26
Inter-Governmental CorrespondenceLetters-teffrom- NC1-237-77-
Elested Officiale/Covernment-Agensies - lefters to and from g Paper 3item 83(1b)

ped010 elected officials and government agencies regarding legislative TR = i i Elesireris 3 GC 34090
Issues and Authority updates GC 60201
Lobbyist Filings — records related to the registration and
activities of Authority-contracted and extemnal lobbyists Inter-Gov. Rel. / Paper - GC 34090

0620-30 (pursuant to state and federal law and Authority Code Corporate 5 5 Electronic No GC 60201
requirements. Documents may include: registration forms, Services
disclosure statements, quarterly filings, and logs
Litigation Files - includes logs, complaints, police reports General AT

0625-05 . A i 3 Ind Ind Paper No X Item 82
court orders, motions, notes, briefs, closing statements, etc. Counsel GC 6254
Subpoenas/ Summons - filed against the Authority Corporate SOl

0625-10 < i : 2 2 Paper No X GC 34090(d)
(duplicate, orginals sent to General Counsel) Services GC 60201
Subpoenas - related to non-Authority matters handled by the
General Counsel (Corporate Services receives and logs all ey GC 34090

0625-10 |subpoenas and summons received by the Authority; original Counsat 3 3 Paper No X GC 60201
documents are forwarded to the General Counsel’s Office;
copies maintained for 2 years)

0625-20 Subpoenas-Summons Log - log of all subpoenas and Corporate Ind Ind Electronic No G%%Zg;g:d)
summons received by Corporate Services Services GC 60201
Board-ALUC Minutes - approved minutes of Board/ALUC Corporate GC 34080

0630-05 etngs A Ind Ind Paper Yes GC 60201
Board-ALUC Agenda Packets - includes staff reports, Corporate GC 34090

03010 presentations and back-up information Services . nd b Rane 0 GC 60201

Audio
Board-ALUC Meeting Recordi ings of meeti e RS 22

0630-15 ng Recordings - recordings of meetings Corpc_:rate Ind Ind Compact Disc No GRS 21 Item

used for the preparation of minutes and public access Services /DVD/ GC 34090.7
Webcast
. . 4 . GRS 14 ltem 15

0630-20 A:f;:il::l; :ofe :ubllcation - board/committee meetings and %Zrzzor:;e 2 2 Paper No GC 34090
P GC 60201

0620-45 |Board-ALUC Ordinances - ordinances adopted by the Corporate GC 34090(e)

0630-26 |Board/ALUC Services i Ind hape 1 GC 60201

0630-30 |Board Correspondence - letters/memos of Board Members | Authority Board 2 2 4 Paper No gg gggg?
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RECORD TYPE DESCRIPTION

Office of

Original

Onsite

Offsite

May Contain
Confidential
Information

Citations

Information Packet - intenal communication distributed to : GC 34090
0630-35 Board Mombers weekly sndlas necded Authority Board 2 2 4 Paper No GC 60201
Board-Codes and Policies - codes and policies adopted by
the Board goveming the conduct of Authority business
ggggj: (approved redline version is attached to the executed CS:R?:? S S Paper Yes gg gggg?
resolution and maintained indefinitely; copies of supplements
maintained separately)
062040 (Board-ALUC Resolutions - resolutions adopted by the Corporate GC 340890
0630-60 |Board/ALUC Services g I Papst e GC 60201
0630-55 |Board Member Appointments and Resignations Cszr":,?:t: 4 4 Paper No
Conflict of Interest Filings - completed FPPC Form 700
(Statement of Economic Interests) filed by Board Members, Corporate GC 81009(e) &
a0 public members of the Audit committee, designated Services % i Eaoee ) (@)
employees, and consultants
Deeds and & Easements - original deeds & easements Corporate GC 34090
0640-05 | e corded by the County Services L i pone o GC 60201
Avigation Easements - easements filed by homeowners Corporate
0640-10 | cknowledging noise conditions Services ind nd Pap No it
Claims against the Authority - filed by the Public - (duplicate, | Corporate GC 340980
0645-05 | riginals sent fo General Counssl) Services 2 ¢ Sanee o GC 60201
0645-10 [Claims Log - log of all claims received by Corporate Services |  Co'Porate Ind Ind Electronic No GC 34090(d)
Sences GC 60201
Claims Case Files - record of claim filed against the Authority
for damage to person or personal property, supporting
documentation, investigative reports, correspondence with General
99420 carriers and Audit & Risk, staff report and resolutions of the Counsel D32 3 Dis Loy Md . gLz
Board conceming claims. (In case of litigation, subject to
retention per 0625-05.)
Harbor Police Reports and Claims - general memos and
0645-25 [statistical information re: airport accidents/ incidents. (/n case ggun:srzll 2 3 5 Paper No X gg gggg?
of litigation, subject to retention per 0625-05.)
Permit Denial Appeals - filed against the Authority and Cotborate GC 26201
0650-05 |includes appeal letter and supporting documentation Derial-of Serrl\)/ices 2 2 Paper No GC 34090
Rermits (duplicats, oniginals sent to Landside) GC 60201
Incident Reports - general reports, correspondence and back-
up information regarding incidents involving drivers . GC 34090
sl (documentation may be transferred to permit file depending on Scound fTrans. e B Eeciionic . GC 60201
severity of incident)
4 |Parking Citations - Includes appeals and related GC 34090
0650-15 Cootpntenee Ground Trans. D+3 D+3 Paper No GC 60201
Notice of Violations - includes currently permitted vehicle GC 34090
0650-25 Violations and appeals Ground Trans. 2 2 Paper No GC 60201
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Master Records Retention Schedule - PROPOSED 2012

May Contain
Office of Confidential
RECORD TYPE DESCRIPTION Original Onsite Offsite Information Citations
Airport Rules and Regulations - document governing the
general conduct of the public, tenants, employees and e
commercial users of the San Diego International Airport as Business : GC 3409
65030 their activities relate to the possession, management, Planning 8 g Sttt A GC 60201
supervision, operation and control of the airport by the San
Diego County Regional Airport Authority.
Airport Rules and Regulations Quarterly Amendments - Business GC 34090
g0e approved redline and final version of updated sections Planning i fnd Goper Ho GC 60201
TSA Punitive Action - correspondence to and from the TSA Aviation
regarding punitive action against the Authority. May include : N X 49 CFR 1542
D50 3% but not limited to: Letters of Investigation, Waming, and Civil Secgnty god nd I P st 2
= Public Safety
Penalties
Position Recruitment Files - including applications, resumes, 29 CFR 1602.12
alternate lists/logs, indices, ethnicity disclosures, examination 29 CFR 1602.1 4
materials, examination answer sheets, job bulletins, eligibility, Paper / 29 CFR 1 60'1:. 4
a705:05) [Sleckonic dalabase persannel aquisiion, applicant Sowlogs, (| - Human C+2 2 C+a Electronic |  No X 29 CFR 1627.3
application - candidate, aptitude and skills test records Resources (NeoGov) CA Gov Code
(pending), DISC profiles & Myers Briggs type inventory, other 12946 CA Gov
assessments, employment ads (files maintained in NeoGov Code 12960
starting July 2008)
Cuitural Development Trip Files - back-up information and Corporate GC 34090
ity correspondence (Series has been discontinued) Services i Ind Ears tje GC 60201
< : Later of Year Later of Year
0705:15/|FSIConE 19 Fonms - s usedio yer.0e Smeloyment rouman | hired + 3or hired + 3 or Paper No X 8 CFR 274a
igibility identity documents presented by the employee S | Year Term + 1 YeurTenn itd
0725-25 |Workers' Compensation Loss Run Report - comprehensive Human Paper/
0706-20 |report of workers compensation losses Resources i3 2 ik Electronic o 2 Aneiily L2
Authority Standards and & Procedures - standards and Human . GC 34090
S procedures govemning employee conduct Resources 2 i e Blectionic e GC 60201
Employee Handbook - employee standards and procedures Human : GC 34090
ST easy reference handbook Resources E e bexd e No GC 60201
Ciass and & Compensation Records — includes
0705-35 |compensation studies reports, adjustments and approval ¥man S+5 S+5 Paper No e Lo
Resources GC 60201
documents
Employee Administrative Programs- records related to
employee participation in administrative programs, such as
0705-40 |Fitness Focus and Employee Recognition. Documents include R:sl:)mu::es 2 2 E'I:T:‘t)rf;\/ic No gg gggg?
but are not limited to: reimbursement claim forms,
correspondence, receipts, and tracking spreadsheets.
Class Specifications = job descriptions, including all Human GC 34090
UL associated task or skill statements Resources S S Faper M GC 60201
Garnishments - court enforced gamishment orders. Bon o GC 4090
0705-55 |Documents include but are not limited to: court orders and R CL+3 CL+3 Paper No X 29 CFR 516.2
correspondence. Related records in Accounting. )
AFT 2012
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Master Records Retention Schedule - PROPOSED 2012

May Contain
Office of Confidential
RECORD TYPE DESCRIPTION Original Onsite Offsite Vital information Citations
Relocation File - records relating to the administration of
0715-25 |relocation benefits provided to eligible employees. Documents Human 4 4 Paper No X GC 34090
0706-60 |include but are not limited to: correspondence, benefit Resources GC 60201
summaries, and check requests.
Disciplinary Investigation File - investigation back-up Home Paper / F?Q)ggd: :
0710-05 [documentation. (The final action is transferred to personnel Retotrces Titi2 3 T+5 Electronic No X 29 CFR 1602.12,
file) 14 49 CFR 18.36
CA labor Code
1174
HiaTian CA Civ proc 338
0710-10 |Grievance Files - investigation and back-up information Bty T+2 3 T+5 Paper No X (a)
29 CFR 1602.12,
14
GC 12946
0710-15 Un!on Negoﬁqﬁons - all back-up information generated Human 10 10 Paper No X 14 CFR 152.214
during negotiations Resources
Personnel Records - inclusive new employee or change
notice, work permit, beneficiary designation for Life Insurance,
Cobra notification form, choice of personal physician form,
confidentiality forms, direct deposit form, drug test resuits,
emergency contact, 401(A) & 457 plan, employee application, 29 CFR 1602.12
time & attendance reports, benefit plan documents - inclusive 29 CFR 1602.14
of medical, dental, life, AD&D, and disability, benefit files, 29 CFR 1607.4
change notice - status changes, choice of personal physician, Hirnan Paper / 29 CFR 1627.3
0715-05 (choice of personal physician for worker's comp., DISC profiles SErpee T+5 51 T+ 56 Electronic Yes X 29 CFR 516.2,
& Myers Briggs type inventory, other assessments, family 516.5
medical leave act documents, insurance endorsements, 29 CFR 2520-
insurance enroliment forms, letters of resignation, long term 104b(1) CA Gov
disability enrollment forms, mutual agreement to arbitrate, Code 12946
performance evaluations, record of safety training and safety
training certifications, jury duty, training records and education,
transcripts, tuition reimbursement records, and W-4 form (dafa
in E1 maintained indefinitely)
Department Supervisor's Notes — documentation to assist Electronic / GC 34080
AL supervisor/evaluator with staff performance reviews DerL g2 == Paper [N GC 60201
29 CFR 1602.12
29 CFR 1602.14
Performance Evaluations - includes goal setting, self 29 CFR 1607 .4
appraisal, supervisory review, and electronic approval with HiEnen Eldcttonic 29 CFR 1627.3
0715-15 |submission date and time stamp. Prior to 2010, performance o A T+5 T+5 (WingSpan) No X 29 CFR 516.2,
evaluations were maintained in the employee’s personnel sou o 516.5
record) 29 CFR 2520-
104b(1) CA Gov
Code 12946
\FT 2012
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Categorny
Code

RECORD TYPE DESCRIPTION

Leave of Absence Claims - records related to an employee's
leave of absence claim, such as FMLA/CFRA, PDL, LWOP,

San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

Office of
Original

Onsite

Offsite

Media

Vital

May Contain
Confidential
Information

Citations

o A i 3 29 CFR 825.500;
and military leave. Includes but is not limited to: basic iy Paper / 2 CCR 7292:
0715-20 (employee data, correspondence, forms, certifications, s CL+3 CL+3 Elestonio No X 29 USC 2617 (‘c)
timesheets, and records of payments. Nofe: This category )
excludes records related to employee exposure fto toxic or
hazardous matenals.
Law Enforcement Training Roster - record of attendance for Aviation
most current training provided in conjunction with the Port . X 49CFR 1542.217
072003 District. Maintained and disposed of by Aviation Security g:g: :tsy aaf:t‘:l 2 g Paper ol 3
personnel (Port District maintains official training record)
New Personnel Training {Arnual)- records documenting
annual training, -previde-sufficient-reseurees-te including but Airside 2 P N 14 CFR 139.303
£e200 not limited to: airport familiarization, pedestrian/ground vehicles| Operations 2 oper 2 b
procedures, communications & ACM duties
P-Card Procedures and & Regulations - includes procedural GC 34090
A documentation and user guide e . 3 e No GC 60201
AlIpart Seeay oo AR g, Aviation | Withdrawal of Withdrawal of
0720-20% | SEcre U o, SURISIOU I AT HOg IRqu ST enis Security and | ASC Desig. + ASC Desig. + Paper No X 49 CFR 1542.3
individual training records. Maintained and disposed by Public Safety 180 days 180 days
Aviation Security personnel
Ethics Training (AB1234) — Certificates of Training required Corporate 5.2
0720-25 by Authority Code 2.05 Shrvias 5 5 Paper No GC 53235.
Mandatory Training - includes-presentation-materals- Training &
records documenting mandatory training content and oo Electronic GC 34090
0720-30 | ttendance required of some or all of Authority employees,and S s 5523 s (LMS) No GC 60201
Jindudes sign-in sheet, presentation or agenda P
Incident Support Team Training Files - includes registration Aviation GC 34090
0720-35 |forms and training matenals related to volunteer assistance Security and S S Electronic No X
A y GC 60201
during emergency events Public Safety
Employee Exposure Case File - records relating to an
employee's exposure to toxic substance or harmful physical
agents and accompanying workers' compensation claim or
|leave of absence, if applicable. Includes but is not limited to:
background data, matenial safety data sheets, biological
monitoring results, forms, legal filings, correspondence, Hikian 29 CFR
0725-30 |analysis, reports, and correspondence. Note: A toxic Resdurces 2 28 30 Paper No X 1910.1020;
substance or harmful physical agent is defined as any 8 CCR 3204
chemical substance, biological agent (bacteria, fungus, virus,
efc.) or physical stress (noise, heat, cold, ionizing radiation or
non-ionizing radiation, hypo or hyperbaric pressure, which
meet certain criteria. Please see citations for additional
information.
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May Contain
Caiegory Office of Confidential
Code RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
OOt Account Per DMV Reg. -
072540 |DMV Information Security Statement Risk Mgmt Deacihaion 2 Deactivation + Paper No fsee statement
2 orm
Fleet Safety Program Authorizations - includes authorization : Paper / GC 34090
pres request forms i I T Electronic i GC 60201
Risk Mgmt / GC 34090
0725-42 |Fleet Safety Committee Report Human D+3 D+3 Paper No GC 60201
Resources
CEQA Documentation-Categorical Exclusions - Paper / Ens;g?r:‘el:tal
0805-05 |environmental review documents for Authority projects that are | Airport Planning C+2 Ind Ind ; No ;
tbaorical clided from state | Electronic Quality Act
categorically exclu m state law (CEQA)
CEQA Documentation-Categorical Exemptions - Electronic / EnSi:g?: :\tal
0805-10 |environmental review documents for Authority projects that are | Airport Planning C+2 Ind Ind Paper No Quality Act
categorically exempt from state law (CEQA)
CEQA Documentation-Negative Declarations - California
environmental review documents for Authority projects for : : Electronic / Environmental
LA which there are no significant environmental impacts after ASEOH Sy G2 0] ] Paper 2 Quality Act
mitigation (CEQA)
z California
CEQA Documentation-Environmental Impact Reports Electronic / Enecamental
0805-20 ((EIR) - environmental review documents for which there are | Airport Planning C+2 Ind Ind Paner No Quality Act
potentially significant environmental impacts pe (CEQA)
NEPA Documentation-Finding of No Significant Impact National
(FONSI) - environmental review documents for Authority : 2 Electronic / Environmental
fhos-2> Iprojects where a Finding of No Significant Impact was gerort Cleooeyy Cas = e Paper g Policy Act
determined per Federal law (NEPA)
NEPA Documentation-Environmental Assessments - Electronic / E nv’:;t:::::“ -
0805-30 |environmental review documents for Authority projects which | Airport Planning C+2 Ind Ind Paper No Policy Act
may have significant impacts (NEPA)
NEPA Documentation-Environmental Impact Statements - National
environmental review documents of Authority projects which . : Electronic / Environmental
Lty have potentially significant environmental impacts according to Akpodt Blenning a2 i kd Paper hE Policy Act
Federal law (NEPA)
CA Coastal Act-Exclusions - Authority projects within the Electfonic /
080540 |coastal zone that are a type of project that are excluded from a | Airport Planning C+2 Ind Ind Panar No CA Coastal Act
Coastal Development Permit P
CA Coastal Act-Exemptions - Authority projects within the
0805-45 [coastal zone that are a type of project that is exempt from a Airport Planning C+2 Ind Ind Paper No CA Coastal Act
Coastal Development Permit
CA Coastal Act Permits (CDP) - Authority projects that 2 z
0805-50 require a Coastal Development permit Airport Planning C+2 Ind Ind Paper No CA Coastal Act
Local Coastal Program - documents related to establishing . ; GC 34090
080555 |ine Authority's own Local Coastal Program Alrport Blanning ind ind Repey o GC 60201
Comprehensive Land Use Plan and & Updates - public use | ,. : Electronic / 14 CFR 150.11
0810-05 | d Military Airports land use compatibility plans Aron S | B a2 Ind o Paper 2. PUC 21675
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Office of

May Contain

Confidential

RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
FAA Land Use Approvals - FAR Part 77 Airspace Analysis 14 CFR 150.1 et
0810-10 |Determinations for Notices to Proposed Construction and Airport Planning E Ind Ind Paper No .
; ; ; seq
Altemations (airport Projects)
Air Transportation Action Program Study - documents from
Phase | of the Site Selection Study including, Scope, Contract, | ,. . Electronic / GC 34090
bl Initial Screening, Airspace Review and Tier | (series has been SHpERIan0 G2 e id Paper No GC 60201
discontinued)
Airport Site Selection Program Project Files - reports and . " Electronic / CA PUC 21701,
Lol deliverables from Phase |l of the program Arport Flanning i o xd Paper No et seq.
CA Civ Proc
337.15 14 CFR
Part 107 CA Civ
Proc 338(k),
338(l), 338.1
Airport Land Use Determination (ALUC) Project Files - . ; Electronic / 42 USC 9603
0810-25 \in cludes notes, reports, resolutions and maps e U LR S TR L) = Paper 13 42 USC 9612(d),
9613(g)
42 USC 9658
PUC 21675
33 USC 1251 et
seq
Alrpert-Construction Projects - includes correspondence, 14 CFR 77.19
presentations, phasing schedules and construction-safety Airside -
10 plans for onsite/offsite construction projects as they relate to Operations CiS2 Eha2 fapes b gg gggg?
aircraft operations within-the-AOA
A Facilities 21 CCR 3534
1 s
0815-10 |Lease Plats - record drawings Development Ind Ind Paper Yes GC 34090(a)
CA Civ Proc
337.15 14 CFR
Part 107 CA Civ
Construction Project Files - (CIP, TDP,and Major Proc 338(k),
Maintenance & Tenant-lmprovement—Rlanning-Rhase), Facilities Paper / 338(), 338.1
815-1 !ndudlr!g plans, planning, design, construction, final Development/ ; 42 USC 9603
081515 Jinepection, final document audit, final project report, costs, Terminal CLs 2 g cLvig St |1 e 42 USC 9612(d),
OSHA training records, FAA Grant Information, TSA Development ( i) 9613(g)
Information, Cost Trends, etc. 42 USC 9658
33 USC 1251 et
seq 42 USC
6972, 6973
AFT 2012

co7v

U

\
C

25 of 31
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Master Records Retention Schedule - PROPOSED 2012

May Contain
Office of Confidential
RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
CA Civ Proc
Critical Construction Project Files - includes submittals, 337.15 14 CFR
grant-information, environmental, city/governmentd-SA- Part 107 CA Civ
wfermabion-Besigr-Change-requests, additional work Proc 338(k),
authorization form, Design Report/Basis of Design Report, Facilities Bans) 338(1), 338.1
081516 |Calculations, survey/geotechnical data, existing site condition Development / CL+2 ind Ind Electronic No 42 USC 9603
photos, bid tabulation, shop drawings, bulletins, change Terminal (DocuShare) 42 USC 9612(d),
orders, test reports, construction photos, surveys, start-up & Development 9613(g)
commissioning plans, Project Close-out documents/Final 42 USC 9658
Inspection, warranty info, Maintenance reports, O & M manuals 33 USC 1251 et
and conformed specifications sse;!’ gzslsg
CA Civ Proc
337.15 14 CFR
Part 107 CA
Civ Proc 338(k),
: . 338(1), 338.1
Construction Project AsTBu]n Drawings = final dr‘?wnngs, Facilities Paper / 42 USC 9603
0815-17 |structures & systems (maintained by Technical Services) Ind Ind 2 Yes
Development Electronic 42 USC 9612(d),
Note: See GIS database (0820-20) for related records. 9613(g)
42 USC 9658
33 USC 1251 et
seq 42 USC
6972, 6973
Quieter Homes Program Construction Project Files a ; Paper / 2; ;);RS%(?,&
(Planning Phase)- including plans, planning, design, uieter Home : .
Rt construction, final inspection, final document audit, final project Program Hle 8 ELe (DEc:?:uag?lr:rce) b CCP 337.15
report, costs, OSHA training records, etc. CCP 338
Quieter Homes Program Critical Construction Project
Files, including submittals, grant information, environmental,
city/govemment/TSA information, Design Change requests, 21 CCR 5053,
additional work authorization form, Design Report/Basis of Chietar tioe Paper/ 5054 5057
0815-21 |Design Report, calculations, survey/geotechnical data, existing Program CL+2 Ind Ind Electronic No ccP 537.1 5
site condition photos, bid tabulation, shop drawings, bulletins (DocuShare) CCP 338
test reports, construction photos, surveys, Contract Close-out
documents, Final Inspection, warranty issues, O & M manuals,
conformed specifications
Labor Compliance Records - records documenting
compliance with all applicable federal and state labor laws.
Documents include but are not limited to: checklists, site visit Facilities Paper /
0815-25 |evaluation forms, contractor documents, certified payrolls, Development CL+2 3 CL+5 Electronic No X LC226
court documents, inspection reports, and related (LCPtracker)
correspondence (Certified payrolls are maintained
electronically in LCPtracker)
AFT 2012
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May Contain
Office of Confidential
RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
+ ' : - 21 CCR 5053,
Homeowner Files — data and supporting documentation for Gixeterifiome Electronic / 5054. 5057
0815-30 |each participant in the Quieter Home Program {Raperfiles-are- Pr Ind Ind Paper No X cCcP 337.15
discarded-aftor-project-close—scanning-and-guality-control) ogram (QUIetLink) :
’ CCP 338
CA Civ Proc
337.1514CFR
Part 107 CA
Civ Proc 338(k),
- Paper / 42 USC 9603
Canceled Projects — projects canceled during the planning Development / :
Lk and design phase that may be reopened at a later date Quieter Home Canoeled 82 Cancoled 2.2 (DEtizud;t:\':ri) O 42 USC 9612(d),
Program 8613(g)
42 USC 9658
33 USC 1251 et
seq 42 USC
6972, 6973
CA Civ Proc
Tenant Improvement Project File - records related to the 337.15 14 CFR
construction of tenant improvements to Authority property. Part 107 CA
Documents include but are not limited to: application, request Real-Estate- Civ Proc 338(k),
for review, approval letter, contractor documents, schedules, [Mgmt-Aviation & 338(1), 338.1
notice to proceed, notice of completion, photographs, and Commercial 42 USC 9603
081540 \inspector reports. Related records in categories 0815-10 Business / Ead 2 g EApe; Ho 42 USC 9612(d),
Lease Plats and 0815-17 Construction Project As-Built Facilities 9613(9)
Drawings and maintained by FDD. Development 42 USC 9658
(FDD is the office of original for all projects completed before 33 USC 1251 et
2011) seq 42 USC
6972, 6973
Airport Master Plan and & Master Plan Amendments -
includes facilities inventory; forecasts of aviation demand;
assessment of existing facilities' ability to accommodate
forecasted demand; identification of future facility needs based
upon forecasted demand; assessment of the environmental
impacts of developing airport facilities, with emphasis on such | ,. ; Electronic / GC 34090
062098 factors as noise, land use, and other quality of life issues; Apoithisaiy S = ind Paper ho GC 60201
development and assessment of various planning altematives
for operational efficiency, economic feasibility, and
environmental impact; the identification of costs and timing of a
preferred altemative; and the preparation of plans for proposed
development
Airport Planning Projects - any Authority projects that . : Electronic / GC 34090
e Al involve long-term facility or airport planning fimortiFleoning SR e - Paper NG GC 60201
Other Agency Planning and & Environmental Projects - x - Electronic / GC 34090
AL projects by other agencies that may impact the Authority Alrport Planning G Ind Ind Paper bia GC 60201
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May Contain
Category Office of Confidential
Code RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
CA Civ Proc
7.15 14 CFR
Geographic Information Systems (GIS) Data Layers and 3:art 15 074 CC A
Datasets - all engineering, environmental, surveying, aenal Civ Proc 338(k)
photography, leasehold, and intemal/external utilities above 338(1), 338.1 g
and below ground. Data covers the utilities and facilities vty ,
0820-20 |Airport-wide. Racies s s Electronic | Yes X A
. . . q Development 42 USC 9612(d),
The GIS database is comprised of two main categories of 9613(q)
information: GIS-evel data and copies of Project/Drawing 42 USC 9658
documents and information from categories 0815-15, 0815-16, 33 USC 1251 et
6972, 6973
Tenant-Property File - supporting documents regarding the RealGstate- GRS 3 Item 1(a)
0905-05 sale, purchase, exchange, lease or condemnation of property [Mgmt Aviation & E+3 2 E+5 Paper / No GC34090a
by the Authority (fenant/property data retained indefinitely in Commercial Electronic GC6254
E1) Business
Real-bstate-
£ k Mgmt Aviation & GC 6254(h)
0905-10 |Appraisals - of Authority property Commercial S+4 S+4 Paper No GC 34090
Business
Damage to Property Reports - copies of reports regarding Nalh Paper /
0905-20 (damage to Authority property issued by HPD, including Oeratons 2 2 Elec?:)nic No X 14 CFR 139.329
corresponding photos taken by Airside Operations staff P
Acquisitions = for property where the Authority is the lessee ReslEstate-
(original lease on file with Corporate Services; and if Mgmt Aviation &
Pt applicable, the proposal, qualifications, or quotation of the Commercial digs 2 U3 Bares pa
selected lessee and evaluation memo) Business
Information Paper/ R 28772
1005-05 |IT Project Files - records relating to various IT related projects Ind Ind ol No GC 34090
Technology Electronic GC 60201
Network Account Log and Applications - list of current and .
1005-10 |past accounts, back-up information, and Network Access 'T"m:;‘;'; T+3 T+3 E';ﬁn/i . No SRS 2(:)'“"" g
Request forms
" ; Information " GRS 24 Item
1005-15 |Data Domain - daily back-ups for network systems Technology S S Electronic Yes 8(c)
Technical Documentation - records necessary for reading or
processing of electronic records, user guides, definitions, Information Paper /
10020 system specifications, system flowchart, code book or tables, Technology D23 DaS Electronic L] AL L
modifications
":"".::‘ :..'E-‘-.:“ S e Y A e g s ra g m . Gg_mgo_
sessunrting-ard-iracking-resords-
1606-45 |assounti ' Naagomnt s s Electronic Ne 660201
0805'30, £ AcAties Malntonance Work Requests Stequests for service | = Lige, Electronic (E- GC 34090
100546 and related information. (Data-rew-maintained-in-E-1; was Management Ind Ind 1) No GC 60201
ITS 2000 Database )
1005-50 Help Desk Requests - records relating to requests for Information 2 2 Electronic No GC 34090
technical assistance and responses to those requests Technolo rack-IT!) GC 60201
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San Diego County Regional Airport Authority

Master Records Retention Schedule - PROPOSED 2012
May Contain
Office of Confidential
RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
Airfield Obstructions (Part 77) - Onsite - includes all Airside
1105-10 |obstructions, airfield lights & construction equipment that are Oherations 2 2 Paper No 14 CFR 139.331
localized within the boundaries and jurisdiction of the airport P
Part 139 Daily Self-Inspections - includes pavement areas,
safety areas, marking & signs, obstructions, fueling, Airside P N 14 CFR 139.327
110315 construction, ARFF, public protection wildiife hazards, ground Operations 2 z st - d
vehicles & special inspections
2 < : ot Paper /
110520 |flrport Operations 2&hour) Daly;Log s record ctial e 5 5 Electronic - | No X 14 CFR 139.327
activities conducted by the operations division Operations AIMS
Fuel Facility & Vehicle Inspections {quarterly}— quarterly e
X 5 < : L Airside Paper/ 14 CFR 139.321
1105-25 :\::‘?':::ons and ineludes fuel truck driver certification of Operations 2 2 Elbthonic No CCP 338
Deviation Reports - report to the FAA Regional Airports o 1
1105-30 |Division Manager stating the nature, extent and duration of the Aursu:!e 4 4 Paper No L8 CERITS0. 113
e Operations CCP 338
deviation due to an emergency
x . . 14 CFR 77.19
Obstruction-Notice of Construction or Alterations and & Areide GC 34090
1105-35 |Airspace Determination (FAR77) - includes 7460-1, 117-1, & : 5 5 Paper No
fing FAA d Operations GC 60201
resulting correspondence PUC 170042
1105-36 RON Parking Schedules - drawings documenting the parking Airside 2 2 Paper / No GC 34090
schedule for aircraft remaining overnight (RON) Operations Electronic GC 60201
FAA Advisory Circulars (ACs) - including but not limited to Airside 14 CFR 139.305-
110540 1455 Series Operations = £ R Yes 139.343
110545 |Notice to Airmen (NOTAM) - airport condition reports o 3 3 Paper No 14 CFR 139339
1105-50 Air Traffic Reports - monthly overview of airline operating Air Service 5 Ind ind Paper/ No GC 34090
statistics, includes Air Traffic Summary Report Development Electronic GC 60201
Airline Operating Statistics - data forms submitted by airlines| Air Service . GC 34090
il to the Airport Authority for inclusion in the Air Traffic Reports Development 2 2 Electronic b GC 60201
Charter Advisories - correspondence between charter o
1105-55 |operator, ground handling agent & airside operations, and OA"::::" s 2 2 Paper No gg gggg?
includes Prior Permission Required events. =
Tenant Advisories and Notices - operational and non- Airside GC 34080
Lo operational notices to tenants Operations : 2 D gavey No GC 60201
San Diego
: : : - Airport Use
Curfew Violations - correspondence, documentation Airport Noise .
1105-70 N 4 = o v W e D+6 D+6 Paper No Regulations
background information and review panel records of decisions Mitigation SDCRAA Code
9.40
Air Ambulance Landings - emergency landings to transport Airport Noise SDCRAA Code
s the injured or human organs Mitigation 5 : A o 9.4
Alrport Parking Cards Applications - applications of parking Gro:r;ciia'tli’rzns. / GC 34090
1105-80 |card holders, log, and security threat assessment when 10! T+2 T+2 Paper No X GC 60201
applicable Security & PUC 170046
Public Safety
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San Diego County Regional Airport Authority
Master Records Retention Schedule - PROPOSED 2012

May Contain
Caiegory Office of Confidential
RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
Parking Gate Access Control Data - records relating to the
time and day of parking card usage and the rights used for
security access to the parking facilities. Data include but are Electronic GC 34090
{105:51 not limited to: name, company, access rights, vehicle SouodilTans. g 2 (DSX) o GC 60201
information; time, date, and location of proximity card usage
Electronic-inf 6 intainedin-DSX)
Parking Card Audits - monthly reports and audits of ; GC 34090
1105-82 SoeRcable Dk s Ground Trans. 2 2 Electronic No GC 60201
Wildlife Management - correspondence relating to any
wildiife activity on the airport property or aircraft, including but Airside
1105-85 |t imited to wildlife or bird strikes, the USDA Japanese Beetle| Operations s 2 I B IECRR SR
Control Program, and contract wildlife control measures
¥ : Paper / GC 34090
1105-86 |Exit Passes Log - log of all passes issued Ground Trans. 2 2 Electronic No GC 60201
SAN-AIREX-TABLETOP EXERCISES - record of the
exercises to test the effectiveness of the Airport Emergency ‘Aviation
0225-10 |Plan (AEP) and to familiarize emergency personnel with their : Paper
4106-90 |responsibilities in the plan. Nofe: summary of actions is s: ::: :g ;2:; o - <] Electronic b A I4CER YIS 325
provided to Airside Operations to be included with the FAA
certification inspection records.
) Electronic / y
Lost and Found Records - records documenting agency Kandside Paper Cal Civ Code
1105-95 |receipt, storage and disposition of lost and found or Operations D+3 D+3 (Retulr,nity / No 2080 GC 50050-
abandoned property not related to a crime RepoApD) 50057
: : : CCP 337
Expressive Activities Permits - completed permits and Landside Paper/ 5
1i110:05 comespondence Operations En< ST Electronic i Authc;n;)'oCode
1110-10 {Film Shoot Permits - completed permits and correspondence | _-2ndside E+2 E+2 AU No Autct:\g:t: A
P pe po Operations Electronic 3.41
Luggage Cart Cardholder Files - records documenting the
authorization, acceptance and management of luggage cart 2
0430-15 |credit cards. Records include but are not limited to: annual Ou:r:?:re\s 2 2 Paper No X gg gggg?
authorization forms, monthly departmental work papers, and P
correspondence
Vehicle Permits - includes taxi, charter, vehicle for hire,
courtesy, off-airport parking, rent-a-car, vendor, notice of Paoer/
1110-15 |insurance cancellations, application, insurance, registrations, | Ground Trans. T+1 4 T+5 Eleth’rinic Yes CCP 337
TCP/PSC certificates. (Electronic Information maintained in
Gatekeeper)
Taxi and & Shuttle Driver Permits - includes applications,
copy of driver license and Sheriff's permit (taxi) or DMV
printout (shuttle),security threat assessment (STA) application Paper / CCP 337
1110-20 |and clearance, copy of permit, and test (STA documentation is | Ground Trans. iTicks] 4 T+5 Electronic Yes 49 CFR
purged from the file and shredded prior to offsite storage, (Gatekeeper) 1542.209
onsite refention only, T + 1); (Electrenic-information-
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Master Records Retention Schedule - PROPOSED 2012

Office of

May Contain

Confidential

RECORD TYPE DESCRIPTION Original Onsite Offsite Vital Information Citations
Airport Site Approval Permit Application - includes scaled
airport drawings, topographic map re aircraft traffic patterns,
local area map, Approval of construction plan, documentation Airside- 21 CCR 3530
1110-25 |of action by the Airport Land Use Commission, CEQA Sperations- ind Ind Paper Yes !
; Y : : : . 3534
compliance, ownership documentation, Airspace Airport Planning
Determination FAA Form 7480-1 (Notice of Landing Area
Proposal)
1110-30 su_m Operating Permit - permit issued by the state regarding Anpgrt Nmse S+1 Ind Ind Paper No 21 CCR 3534
noise abatement Mitigation
1110-35 Curl?side Parking Permits — copy of placards and signed ot Trans) 2 2 Paper{ No CCP 337
receipts Electronic
1110-36 Cal Tra.ns Por_muls - includes related documentation, such as Awsnc!e 3 ind Ind Paper No 14 CFR 139.217
annual inspections, etc. Operations
FAA Airports Division Applications- application and back-up s N
1120-05 |information to the FAA for the issuance of airport operations OA"rsalt?:n 5 Ind Ind Ele;::: A No 11 290122 113 :9110 Jg
certifications, including related certificates pe i )
14 CFR 139.101,
139.103,
139.201,
1120-10 Airport Certification Manual (ACM) - policies & procedures Airside s s Electronic / Yan 139.203,
goveming operations, including letters of agreement Operations Paper 139.205,
139.205,
139.207, 139.305{
139.343
ACM Applications Amendment;-Approval/Disapprovals— Airside
120215 approvals and disapprovals involving various FAA activities Operations ) ind GAREL L) geCERY 8217
FAA Annual Certification Inspection - includes documents & Ao
1120-20 |comespondence resulting from the inspections to & from the o ; 3 ind ind Paper No 14 CFR 139.217
FAA perations
1120-25 Airport Emergency Plan (AEP) Certification Manual - Selxi:tt;o:n d ind ind Electronic / Van X 14 CFR 139.325
emergency policies for the Airport Public Safety Paper
1120-30 Airport Certification Manual Procedures - description Airside Ind Ind Electronic / Yes 14 CFR 139.317,
regarding rescue and firefighting requirements Operations Paper 139.319
KSAN Approach-Departure Procedures - notices from FAA T
- 2 g Airside Paper / GC 34090
1120-35 jregarding required changes to aircraft approach and departure Operations 2 2 Electronic No GC 60201
procedures
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