City General Schedule Index With Section Detail

ADM
ADM-10

ADMINISTRATIVE

Analysis/Planning and Project

Management

ADM-10-02Major Planning/Projects- Reports and
Final Products

ADM-10-04Major Planning/Projects Work Papers

ADM-10-06Routine Planning/Projects- Reports

and Work Papers

ADM-15  Capital Improvement Projects

ADM-15-02Capital Improvement Projects -
Process Records

ADM-15-04Capital Improvement Projects - Site
Records

ADM-15-06 Capital Improvement Projects -
Structure Records

ADM-20 City Governance / Administration

ADM-20-02Affidavits of Publications - Ordinances
and Resolutions

ADM-20-03Affidavits of Publications - General
Notes

ADM-20-04Attorney Opinions (Cross Reference)

ADM-20-06Bonds and Oaths of City Officials

ADM-20-08City Charter

ADM-20-10Civil Service Rules

ADM-20-12Minutes- Council Committee

ADM-20-14Minutes- Council Proceedings

ADM-20-16Minutes- Council Proceedings Index

ADM-20-18Minutes and Proceedings (taped) -
Closed Council Committee Meetings

ADM-20-19Minutes and Proceedings (taped) -
Open Meetings

ADM-20-20Minutes and Reports - Executive
Committee

ADM-20-22Minutes and Reports - Independent
Boards

ADM-20-24Minutes and Reports - Boards and
Commissions with Governing/Policy
Powers

ADM-20-28Minutes and Working Files - Advisory
Boards

ADM-20-30Minutes and Working Files -
Committees, Boards and Commissions

ADM-20-320rdinances

ADM-20-34Petitions

ADM-20-36Resolutions

ADM-20-38Speeches/Official Statements (Cross
Reference)

ADM-30 General Administrative
ADM-30-02Accident Reports (See Health and
Safety Section of the General
Schedule)
ADM-30-04Annual Reports - Department
ADM-30-05Performance Management
ADM-30-06Calendars/Daily Logs
ADM-30-08Correspondence - General/Subject
Files (Routine Department Program
Records)
ADM-30-10Correspondence - General Subject
Files (Mayor and Council Use Only)
ADM-30-12Correspondence - Transitory
ADM-30-14Correspondence - Chronological Files
ADM-30-16E-mail Records
ADM-30-17Voice Mail Records
ADM-30-18Complaints
ADM-30-20Graphic Arts Files - Non-Historical
ADM-30-22Graphic Arts Files - Historical
ADM-30-260rganizational Charts
ADM-30-28Policies and Procedures - Section
Overview
ADM-30-30Policies/Procedure - Council Approved
ADM-30-32Policies/Procedures - Department
Specific
ADM-30-34Postal/Copying Operation Records
ADM-30-36Professional Membership Records
ADM-30-38Reference Materials - General and
Common
ADM-30-40Telephone Logs
ADM-30-42Constituent Tracking Records (Council
Use Only)

September 17, 2008

9/17/2008

ADM-30-44Project Files (Council Use Only)

ADM-35  Outreach/Communication
ADM-35-02Mailing/Address/Contact List
ADM-35-04Neighborhood and Business Association Files
ADM-35-06Special Events

ADM-36  Public Information
ADM-36-02Data Practices Requests and Appeals

ADM-40 Records Management
ADM-40-02Records Retention (Disposition) Schedules
ADM-40-04Records Inventory

ADM-40-06Records Transfer Forms
ADM-40-08Records Destruction Notices

ADM-50 Information Systems
ADM-50-04Data Processing Planning Records
ADM-50-06Equipment Reference Manuals
ADM-50-08Equipment Reference Manuals
ADM-50-10Software Manuals

ENN FINANCE AND ACCOUNTING

FNN-10  Accounts Payable Records

FNN-10-02 Payment Records (Invoices, Billings, Check
Requests)

FNN-10-04 Payment Detail Records (Department
Processing)

FNN-10-05 Payment Details Records - Medical Payments

FNN-10-06 Telephone Detail Records

FNN-10-08 Employee Reimbursement Records

FNN-10-12 Tax Records - State/Local

FNN-10-14 Cancelled Checks

FNN-20 Cash and Revenue Records

FNN-20-02 Receivable Invoices

FNN-20-03 Receivable Invoices (Medical)

FNN-20-04 Uncollected Bills

FNN-20-06 Reports - Cash and Revenue

FNN-20-08 Reports - Department Subsystem Reports

FNN-20-10 Deposits and Receipts

FNN-20-12 Revenue Detail Records (Department
Processing)

FNN-20-14 Pre-paid Special Assessment Revenue
Processing (Service and Infrastructure
Improvements)

FNN-20-16 IDT/IGPV (Cross Reference)

FNN-20-18 Non-sufficient Funds

FNN-20-20 Bank Statements

FNN-30  Journals/Ledgers and Adjustments
FNN-30-02 Journal Entries

FNN-30-04 Journal Entry Detail Records
FNN-30-06 IDT/IGPV

FNN-30-08 IDT/IGPV Detail Records

FNN-30-10 General Ledger (Year End)

FNN-30-12 Accounts Payable Ledger (Year end)
FNN-30-14 Accounts Receivable Ledger (Year End)
FNN-30-16 Chart of Accounts Annual History
FNN-30-18 Payroll Register (Cross Reference)

FNN-40  Financial System Reports

FNN-40-02 Reports- Firms/FISCOL Reports

FNN-40-03 Reports- Firms/FISCOL Final Year End
Reports

FNN-40-04 Reports- Department Subsystem Reports

FNN-40-06 Comprehensive Annual Financial Reports -
CAFR (Cross Reference)

FNN-40-08 Computer System Documentation (Cross

Reference)

FNN-40-10 Instruction and Training Manuals (Cross
Reference)

FNN-50  Audits

FNN-50-02 Comprehensive Annual Financial Report
(CAFR)

FNN-50-04 Audit Reports
FNN-50-06 Audit Responses
FNN-50-08 Audit Work Papers
FNN-50-10 Grant Audits

FNN-60  Fixed Assets

FNN-60-02 Fixed Asset Accounting Records

FNN-60-04 Fixed Asset Detail Records (Department
Processing)

FNN-60-06 Reports- Fixed Assets Reports

FNN-65  Stores/Inventory/Equipment Rental
FNN-65-02 Stores Requisition, Rental and Issue Ticket
FNN-65-04 Reports- Stores Inventory

FNN-65-06 Reports- Subsystem Financial Reports

FNN-70  Project and Job Accounting
FNN-70-02 Capital Projects (Project Files)
FNN-70-04 Operating Jobs (Job Files)
FNN-70-06 Reports- Job and Project

FNN-75  Grant Accounting

FNN-75-02 Grant Application and Acceptance
FNN-75-04 Contracts- Grants (Cross Reference)
FNN-75-06 Grant Administration

FNN-75-08 Grant Audits (Cross Reference)
FNN-75-10 Reports- Grant (Cross Reference)

FNN-80  Payroll

FNN-80-02 Time Records

FNN-80-04 Leave Records

FNN-80-06 Payroll Worksheets/Deduction Register

FNN-80-07 Pre-payroll Detail/Unconfirmed Payroll Reports

FNN-80-08 Payroll Register/Confirmed Register

FNN-80-10 Payroll Leave Accrual (Cross Reference)

FNN-80-12 Labor and Fringe Benefits Distribution Reports

FNN-80-14 Employee Status and Change Forms (Cross
Reference)

FNN-80-16 Tax Records - Employment Income

FNN-90  Budget

FNN-90-02 Budget Direction and Planning Books
FNN-90-04 Budget Work Papers

FNN-90-06 Operating Budget (Approved)
FNN-90-08 Reports- Budget

FNN-95  Purchasing

FNN-95-02 Bid Records (Informal)

FNN-95-04 Requisitions

FNN-95-06 Purchase Orders

FNN-95-08 Official Publication Files

FNN-95-10 Contracts- Purchasing (Cross Reference)
FNN-95-12 Request for Proposals (RFPs)
FNN-95-14 Proposals- Accepted and Rejected

HES HEALTH AND SAFETY

(WORKPLACE)

HES-10  Medical Records (Cross Reference)

HES-20  Workplace

Monitoring/Inspection/Testing

HES-20-02 Material Safety Data Sheets

HES-20-04 Environmental and Biological Monitoring
Records

HES-20-06 Vehicle, Equipment and Apparatus Inspection
Records

HES-30 Employee Monitoring/Testing Records

HES-30-02 Employee Exposure Records

HES-30-04 Drug and Alcohol Tests- DOT (Negative
Results)

HES-30-06 Drug and Alcohol Test- DOT (Positive Results)

HES-30-08 Audiometric Testing

HES-30-10 Respiratory Testing

HES-30-12 Driver’s License Review

HES-40  Occupational Injury and lliness Reporting
HES-40-02 First Report of Injury (Cross Reference)
HES-40-04 Supervisor Report of Injury (Cross Reference)
HES-40-06 Compliance Reports OSHA

HES-50 Vehicle and Equipment
HES-50-02 Accident Reports (Cross Reference)
HES-60  Training (Cross Reference)

HES-70  Workers’ Compensation (Cross Reference)
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HES-99  Reference Materials (Cross
Reference)

HRS HUMAN RESOURCES
HRS-10  Applicant Processing

HRS-10-02 Exam File (Brown Folder)
HRS-10-04 Bureau Cards

HRS-10-06 Certification File

HRS-10-08 Interview/Testing Details Records
HRS-10-10 Interview/Testing- Master Records

HRS-20  Personnel File

HRS-20-02 Employee History Record (Service
Register)

HRS-20-04 Service File

HRS-20-06 Department Personnel File

HRS-20-06-02 Employment History
(Section 1)

HRS-20-06-04 Employee Training (Section
2)

HRS-20-06-06 Commendations, Awards
and Letters (Section 3)

HRS-20-06-08 Disciplinary Actions
(Section 4)

HRS-20-06-10 Performance Evaluations
(Section 5)

HRS-20-06-12 Benefits (Optional Section)

HRS-20-06-14 Payroll (Optional Section)

HRS-20-06-16 1-9s (Segregate)

HRS-30  Supervisor Documentation

HRS-30-02 Supervisor Management File

HRS-35 Department Legal Review

HRS-35-01 Disputed Information

HRS-35-02 Department Litigation Files (Cross
Reference)

HRS-40 Medical Records
HRS-40-02 Department Medical Records for
Employees

HRS-50 Classification
HRS-50-02 Classification Studies
HRS-50-04 Position Descriptions (Job
Specifications)
HRS-50-06 Lines of Promotion

HRS-60  Training
HRS-60-02 Application/Attendance Records-
Department

HRS-60-04 Application/Attendance Records-
Training Sponsor

HRS-60-06 Record of Training History for
Employees

HRS-60-08 Course Listings (Course Catalog)

HRS-60-10 Course Evaluations

HRS-60-12 Course Materials- Professional
Development (Required)

HRS-60-14 Course Materials- Professional
Development (Non-required)

HRS-60-16 Course Materials- Safety Related
Training

HRS-60-18 Vendor Files

HRS-70  Affirmative Action

HRS-70-02 Affirmative Action Plans

HRS-70-04 Affirmative Action Complaint Files

HRS-70-06 Confidential Data Forms for Applicants
Not Hired

HRS-70-07 Confidential Data Forms of Applicants
Hired

HRS-70-08 Affirmative Action Departmental
Tracking

HRS-70-10 Compliance Reports (Cross
Reference)

HRS-80 Labor Relations

HRS-80-02 Grievance Files

HRS-80-06 Collective Bargaining Agreements,
Work Papers and Negotiations (Cross
Reference)
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HRS-80-08 Compliance Reports (Cross Reference)

HRS-83  Background Investigations
HRS-83-02 Criminal Background Investigations — Non-
sworn Personnel

HRS-85  Civil Service Commission
HRS-85-02 Commission Appeal Files

HRS-90  Benefits

HRS-90-02 Employee Benefits Election File
HRS-90-04 Spending Account Claim File

HRS-90-06 Spending Account Reconciliation Reports
HRS-90-08 Deferred Compensation File

HRS-90-10 Deferred Compensation Reports
HRS-90-12 Employee Benefits Reports

HRS-90-14 Leave Accrual (Annual) Reports
HRS-90-16 Compliance Reports (Cross Reference)

HRS-95 Policies and Procedures

HRS-95-02 Civil Service Rules (Cross Reference)

HRS-95-04 HR Policies/Procedures - Council Approved
(Cross Reference)

HRS-95-06 HR Policies/Procedures - Department Specific
(Cross Reference)

LEU-10 LEGAL ADMINISTRATION AND
COMMON ATTORNEY RECORDS

Legal Administration and Common Attorney
Records — Section Overview

LEU-10-02 Routine Administrative Records X-REF
LEU-10-04 Subpoenas

LEU-10-06 Data Practices Requests and Appeals XREF
LEU-10-08 Historically Significant Legal Matters
LEU-10-10 Attorney Opinions - Formal

LEU-10-12 Timekeeping/Office Duty XREF

LEU-10-16 Management, Workload and Activity Reporting
LEU-10-18 Litigation Logs

LEU-10

LEU -20 CRIMINAL MATTERS
LEU-20  Criminal Matters - Section Overview
LEU-20-02 Petty Misdemeanors

LEU-20-04 Misdemeanors

LEU-20-06 Gross Misdemeanors

LEU-20-08 Driving While Impaired (DWI)
LEU-20-10 Domestic Abuse

LEU-20-12 Bench Warrants — Not Served
LEU-20-14 Dismissed Criminal Cases
LEU-20-16 Expungement

LEU-30 ASSIGNMENTS/ADVICE

LEU-30  Assignments/Advice - Section Overview

LEU-30-04 Assignments/Advice - General

LEU-30-06 Advice - Bankruptcy

LEU-30-08 Advice - Code Compliance

LEU-30-10 Advice - Contracts

LEU-30-12 Advice - Employment and Labor

LEU-30-14 Advice - Forfeitures

LEU-30-16 Advice - Govt'l Authority/Administration

LEU-30-18 Advice - Environmental and Energy

LEU-30-20 Advice - Police Misconduct

LEU-30-22 Advice - Real Estate, Development -
Significant Obligation

LEU-30-23 Advice - Real Estate and Development

LEU-30-24 Advice - Land Use and Zoning

LEU-30-26 Advice - Worker's Compensation

LEU-40 ADMINISTRATIVE HEARINGS

LEU-40  Administrative Hearings - Section Overview

LEU-40-02 Administrative Hearings — Administrative
Hearing - General

LEU-40-04 Administrative Hearings - Veterans Preference

LEU-40-06 Administrative Hearings — Administrative
Citation Hearing

LEU-50 CLAIMS

LEU-50  Claims Overview
LEU-50-02 Claims - Civil
LEU-50-04 Claims - Worker's Compensation

LEU-60 LITIGATION

LEU-60 Litigation - Section Overview

LEU-60-02 Bankruptcy Matters

LEU-60-04 Code Compliance Litigation

LEU-60-06 Contract Litigation

LEU-60-08 Employment and Labor Matters

LEU-60-10 Forfeitures

LEU-60-12 Governmental Authority/Administration Matters

LEU-60-14 Environmental and Energy Matters

LEU-60-16 Police and Prosecutorial Misconduct

LEU-60-20 Real Estate, Development, Land Use,
Zoning Matters

LEU-60-22 Tort/General Litigation Matters

LEU-60-24 Worker's Compensation

LEU-70 CONTRACTS/

AGREEMENTS
LEU-70-02 Contracts — Capital Construction
LEU-70-04 Contracts — Collective Bargaining Agreements
LEU-70-06 Contracts - General
LEU-70-08 Contracts - Government
LEU-70-10 Contracts — Professional Services
LEU-70-12 Contracts — Real Property Records
LEU-70-14 Contracts - Revenue Generating or
Revenue Neutral

LEU-80 COMPLIANCE - GOVERNMENT

LEU-80-02 Compliance Reporting - Grants

LEU-80-04 EEO1 and EEO4 Report - Affirmative
Action

LEU-80-06 Form 5500 Benefits

LEU-80-08 I-9's

LEU-80-10 OSHA 101 Report

LEU-80-12 OSHA 200 Report

LEU-80-14 OSHA 200S Report

LEU-80-16 Payroll Equity Report — Labor Relations

LEU-80-18 Costing Report Labor Relations

PAE PROPERTY AND EQUIPMENT

PAE-10 Equipment Maintenance and Use

PAE-10-02 Maintenance History Record

PAE-10-04 Maintenance Transaction Records

PAE-10-06 Equipment Consumption and Dispensing
Records

PAE-10-08 Warranty Records

PAE-10-10 Accident Reports (Pertinent only when copy is
filed with property/equipment)

PAE-20  Property

PAE-20-02 Fixed Assets

PAE-20-04 Property Maintenance (Routine)

PAE-20-06 Property Acquisition/Sale (Cross Reference)

PAE-20-08 Capital Construction/Improvements Projects
(Cross Reference)

PAE-30 Special Assessments

PAE-30-02 Special Assessment Rolls - Service (Levy Lists)

PAE-30-04 Special Assessment Rolls - Infrastructure
Improvements (Levy Lists)

PAE-30-06 Special Assessment Hearing Records

PAE-30-08 Special Assessment Revenue Processing -
Pre-paid (Cross Reference)

PAE-40  Graphical Information
PAE-40-02 Photos - Aerial
PAE-40-10 Maps - GIS System Base Records



