


@ CITY COUNCIL

F CITY ANG GOUNTY OF HONOLULU No.

HOMOLLR L, HANAL

RESOLUTION

AUTHORIZING THE REVISION OF THE GENERAL RECORDS SCHEDULE FOR THE
CITY COUNCIL, THE AGENCIES, AND THE BOARDS AND COMMISSIONS OF THE
CiTY AND COUNTY OF HONOLLILLS

WHEREAS, Saclion 46-43(c}, Hawail Revised Statutes, authorizes the Council of
the City and County of Honolulu fo permit the disposal of vouchsrs, docurnents, and
other records of papers after they have been retained for a period of time o be
established through resolution by the Councll; and

WHEREAS, the City Councl, the agencies, and the boards ang cominissions of
the City and County of Honolulu ("agency” or "agencies”) devote substantial resources
10 the storage and maintenance of hardcopy records; and

WHEREAS, the disposal of obsolets records is an essential part of the efficient
mariagemeant of records; and

WHEREAS, fewer hardcopy records result in more office space available for
employees and faster retrieval of the remaining records; and

WHEREAS, significant changes in the law have ocowrred since the
implementation of the current general record schedule ("GRS™ and agency-specific
racord schedules; and

WHEREAS, updating the GRS ("2016 GRS" will allow the agendies to better
dispose of obsolete records in accordance with existing law; and

WHEREAS, If a retention period stated in the 2016 GRS conflicts with the period
stated in Cily Council's, an agency's or board's specHic record schedule, the retention
petod stated in the 2018 GRS shall control unless the law provides otherwise; and

WHEREAS, City Councl, the agencles and boards will update their respective
record retention schedules to conform 10 the GRS attached hereto as Exhibit A now,
tharefors,

BE {T RESOLVED that the 2016 GRS is hereby adopted,; and

BE [T FURTHER RESOLVED that the 20168 GRS becomes effective upon
adoption; and

BE IT FURTHER RESCGLVED by the Council of the City and County of Honolulu
that the City Council, the agencies and board of the City and County of Honoluly be
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authorized to dispose of records on the aitached GRS at the end of the stated retention
pericds; and

BE T FURTHER RESOLVED that this resohgion supersede all other resolutions
pertaming 10 the records on the GRS aftached hersto as Exhibit A; and

BE [T FURTHER RESOLVED that if a record retention period in the 2018 GRS
conflicts with the period stated in an agency's specific retention schedule, the retention
period in the 2016 GRS shall conirol unless otherwise provided by law: and

BE 1T FINALLY RESOLVED that the Clerk is hereby directed 10 transmif coplies
of this Resclution to the Mayor, the Managing Director, the Directors of all City
agencies, and the chairs of all City boards and commissions.

INTRODUCED BY:

DATE OF INTRODUCTION:

rlonodigy, Mawai Councilmembers
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INTRODUCTION

This General Records Schedule pruvides a single master refention sehedule that serves as the
anthority fur the wtention and destruction of records common to meany City & County of
Flonohulu ("City™) agencies. It insures uniform refention practices citywide and avoids
duplication of effort,

In this schedule, the “Office of Record” identifies the agency that is responsihle for maintzining
that record. If a specific agency is named, then it is that agencey’s respousibility fo maintain that
record accerding to is agency-specific retention schedule. Unless otherwise specified, other
agenicies holding copies of these records {“non-records™ may destroy them a4 soon as
referencing needs have heen met,

i the reference in the “Office of Record™ cnlumn is “Responsible Agency™ o “Appropriate
Agency,” then the agency that penerates the record and/or is responsible for it is the "Office of
Record” and shall retain i sccording to this Genersl Records Schedule.

Litigation ifold. Record retention schedules may be suspended due to pending or anticipated
litigation, investigation, or audit requirements, If the City s a party to such proceedings,
relevant eeords will be subject to the litigation hold process as direeted by the Corporation
Counssl,

Detinitions. The folluwing terms apply t0 the reconds retention program:

Lo Ageney: Any unit of governmen! in the City and County of Flunoluly, including
departments, boards, commissions and advisory committees.

2. Nen-record: Tor records managenen! purposes, non-reeords are transitury,
converience, and work-in-progress documents, created in the normal coutse of husiness,
that have minimal or no decumentary or evidential value,

These records of short-ferm interest, that may also be in electronic form, inciuding
c-mail messages, shali be destroved as seon as they are no longer needed.

Examples of non-records include:

+ Temporary documents, drafls, working files

+ Duplicates or copies for informational purposes

. Routine transmittal doewmenis

. Administrative notices and annotncements that do noe! serve as the hasis of
efficial actions, such as notices of holidays

. Miseellaneous brochures and magazines, and non-research-related printed

reference matenial,

3. (ffice of Heeord: The agency that maintains the official record for retention putposes,

4. Public Faeilities & Infrastructure; Long-term physical assets financed and congtruceed
by the government.

5. Record: Information created, received, and maintained by the City as evidence and
information in pursuance of legal obligations or in the transaction of business, The
tecord may b in hardcopy (paper, {ilm, microfiche, et0.) or clectronic/dgial formmat.



staternents, aclions or policies of the agency, and are the oripinals or master copies. Must
be maintained unti they are oligible for destruction according to the applicable retention
sehedule,

One copy of a record s designated as the official record for retention purpeses, Al
afher copies are classified ner-recerds and may be Kept for a shert period of time
inr reference purpnsces, and unless otherwise specified, may be destroyed when no
lemger needed. In any case, copies shouid not be kept fonpger than the official record.

&, Rceeords Retention Sehedule: A retention schedule establishes official retention perfods
allowing for the legal and orderly destruction of records. They indicate the reguired
period that records need to be retained based on legal, regulatory, finaneial, operational
and historical requirements. The City has two types of retention schedules:

4. General Reenrds Schedule (“GRS™). This schedule provides 2 single masfer
retention schedale that serves as the authority for the refention and destruction of
records common to many agencies, lf insures uniform retention practices
eitywide and avoids duplication of efforl.

i Ageney-specific Records Retention Schedule. This schedule is the euthority for
the retention and destruction of official City records that are unigue to a particular
agency. Official agency records arc lsted on individual agency records retention
schedules. Haeh agency shall develop is own retention schedule for s unique

records.
Abbreviations
REFS: Budget & Fiscal Serviees
BBC: Bepartment of Design & Construction
DHR: Prepartment of Bunan Resources
BIT: Department of Iformation Technology

MR Municipal Reference Center
MRO-RM: Municipal Reference Center-Records Management Program



RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common to Many Agencies)" Cily County of Honoluly

Effestive date:
Revision date:
RECORE [CAYEGDRY RECORD TITLE CEMRMENTS SYSTEM DEFCE BF | RETENTION
# RECLRD PERHMD
GRS 1 ADMINISTRATION
RS 1- AEHTS Auelit Reports - Nosfirancial Wirking files & fiesponsinle iR yeass after
1.4 {Reviews conductad by imernal or sunpert AERngy completion of
external auditors regarding the doruments, fnal pudit, praject
management of performance of 3 report OF propram,
program o depastment.} whichaver is
iatar
i7H5 - CALENEARS & {aiendars, appointment books, Responstbles  |Notlonger
HiZ SCHEDURING planners Agenty tharn 3 years
GRS 1- CORBESPONDBENCE  [Correspondente - Bieneral fiesponsipla  INot [onger
(3.3 {Letress, memes, 2-  Hincoming and outgoing AErnoy than 3 yesrs
freally crrrespondence of rowting matters that
are carried out atcording to exlsting
pollciss and procedures, Boss not
Hciude contract-refaied
correspumdance.}
Lo Lo CORRESPONDENCE  :lorresphindence - Department Policy & Responslble  F1o years after
03.2 (betters, memot, & [Frocedurs, BEpany U persagded
il (Cnrrepspondence that state or forms the
basis of department policy, ser
Tmpartant precedents oF recosd
impertant events in the oparatinnal and
arganizational hlgtoy of the
gepartmaent.)
Gasd- CORRESPONDENCE  (Correspondence - Transitory fiesponsipie  {Desiroy
63,2 fbetrers, memes, o HDRCwmMents of shoretprm intarest thas Aganoy #nmegiabely
mail] hale s dorsmensary or evidenths
vaiur: that are not coverad pisewhere In
the retention schedule, eludes
correspondernce that reqlires no
administrative action, palicy decision or
action, such as holiday notices,
rerrinders of chantabis campalgns,
UPCIHTINE Bvens, unsoficlted vendar
soiicications, £10.)
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RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common to Many Agencies)” City County of Honoluiy

HECORD {CATEGORY RECORD TETLE COMMENTS SYSYEM DEFICE OF HETEN?!{}NH
# RECORD FPERIGD
&A% 1- DONATHING Departiment Dusr Fibes Fhe Gty Clerk Responsinie {3l years after
aa.1 fRecords that docement gifis & hotses relaned AgEncy dispasition of
rontribeesions, ckeding donor and resolution and donaticn/
ackrrowladgment letters, srguisition assooiated contribution
[lsys, checks, receipts.) CERLHNRNES,
GRS 1- FACEITIES & REAL Fagiiy {nffice) bepse CHy 25 jessae Ur Resgohsinie 18 years afier
5.1 FROPERTY {Original bease docament aned contract  Jiessor, ANy fer minaticn
adeninisyration file.) Copy scanned of lnpse
and sert to
Purchasing.
&as - FACILVHS & HEAL Real Progarty DooUmMEns: Do {band Wypars after
(0] PROPIRTY CAETREMents, conveyance doaiments Tivigion) eiispysal of
ant supporting documentation) prOpaTyY
= Acmedsifion, sale, tansfer
* Easements & signya-of.
way
» Land ERsses
GRS - EEGEEATIVE & State & Cley Legislative Tracking Flie fiesponsibie Mot longer
6,1 REGENATORY Apency than 1 years
THACKING
RS 1- RAZETINGS - AGENCY {internalfDesarment Mestings fesponsinie  {Not longer
7.1 {includes meeting apends, minutes, Agangy than 3 years
reports and other related
gacermantation.)
{HS §- PMEETINGS - PLEBLIC  [Public Meglings Responsise  ifermanent
072 tichedes agenda, officlal record of Agensy

mecting pruceedings, exhibits and
otber material referenced in the
meetings snd supporting
doctimentaticn.)
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RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common to Many Agencies)” City County of Honolulu

RECORD
#
GRS 1
{8,

GRS I~
(0.2

GR51-
e

GREI-
il

GR5 1-
131

GRS Q-
PE N

CAYEGORY

RECORD ¥ITLE

OFFICE ECRAPMENT

CRGAPIZATEONAL
FEES

FLANNIMNG

FOLECY &
PROCEDURES

PURKIC MOTHICE

PROJECTS

Eqeinment Ownership & Malnienanee
{Recorgs dotwmnenting ownershin and
rnaintenance of offica-owned
aquimmant Brcludes, but s nuat Fmited
1o warranly Infurrmation, ownar's
manal, mantenance s, et

Bapatrtriens [nternal Organlzation Chant
{May inchuda reorganization oroposal,
ahd sunport dorumpnds,

Long-term Planning
tneiudes department piang, mission
staternens, et

Bepartmant Policy & Prucadures
{Poiicies, procedures, directives,
manhals developed by the degarirment
Lo giwern its interne funciions,}

Pubic Motice Records

eAffidavits of pubiieation, notice of
mestings, Proof of pubiication and
chhar rpcnrds decwmenting compiiance
with laws reguizing public notice of
governmant ackvities.}

Project Fie {non-CiPfoonsirsobiur)
{Rarords documenting various
dopartment lng- and shnodenm
grojects for which the department 15
the office-of-recnnd. May Inciude, but
i not limited to, studies & reports,
plane statos raports, meeting notes,
background maters), correspondenon.

COMMENYS SYSTEM CEHCEOE ﬁiT‘iNTigﬁn
RECORD PERIDD
e |
See; QRS 251 Rasponsible  {Destroy after
ant GRS-2.5.4 for Rancy dizposal of
rmaintansanss aguipmant
Service contratts
and purchase
order retenstion
information,
Responsiple {3 years aftar
Agency sizparafded
Respunsible X ypars after
Agangy compiation
Responsible  {ie years after
AERTICY su perseded
L ity Clerk (1. Oty Clerk:
{For ity Permanant
Lountit
pplsfativa 2. Aganey! 18
actlont years afoer
2 Apencies  |roles
{For Agency-  |superseded
tevel artion)
Responsible 15 vears aftaer
Apancy compieted or
closed

Pape %



GHS 1-
41

GRS 1-
4.7

GRE 1
14.3

GRE -
1512

GRS 1-
152

RECGRD ‘CATEGQR‘!’
#

FUBLIC AELATIONS

PUBLIC RELATHONS

PUBC REEATIONG

RECOADS
BEARAGERMENT

RECORES
MANAGEMENT

RECORD $ITLE

RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common o Many Agencies)” City County of Honoluluy

Compiuints & Reguests

{Citlzen complaints or reguests shot
service, muintenance, repains,
materials, 810, inciades a# data and
supnor] dotuinents necessany
Fddrissfeomplate the complaint o
FREST.

Pubile Complaints

Spesches, Addresses, Testimonies
{Remarks mads at formal cofemonies
and events by deparbmentfagency
heads conearning tha
programfdepartment,}

Hecords Refeotion Schaduies

« fopncy-specTie Schedules

{For records Uniguee to the agenoy.}
»General Records Schadules

cotrnoniy hedd by pgencies.)

Records Destruction Documentation
{inciudes but ks not [imited to
destructinn [ists, destructlon
authorization and refated
Colresnondencs.)

{Retention schedule for records that are

COMMENTS SYSTEM OFFHCE DF RE?EMT#W
RECORD PERICHD
Y
Comgiaints & DARTS Hesponsible |2 years aftar
rEsts are AEancy completed or
received directly Cigsed
by the
department of
ars forwarded by
Puhlie
CorHmanications.
Cornpluints & Responsibie (2 years after
FRERsts ars Apency cormgiated or
receiverd directly tinged
by the
departement or
e forwarded by
Puilic
Communications,
Hespunsiie  (Not longer
Ageney thanh 3 years
WM 10 years sfter
supeTaeded
1. Responslple | 20 years after
Agency {in- [completed
desarfment
destryerion)
2, MAC-ARM
{destraction of
reggrds in
frehives)

Page 4



RECORDS RETENTION SCHEDULE "General Records Scheduie
{for Records Common to Many Agencies)” City County of Honolulu

RECORD
#
RS 1-
g1

GRS B
LT

GRS 1~
16.3

GRs 1.
11

GRS 3
17.7

CATEGORY

RERORTS -
DESARTMENT

REPORTS
DEPARTMENT

AEPORTS -
PLBLISHED

SARETY

SAFETY

RECORD THTLE

Anrual & Spaclal Repors

{Summary TeRESs dncumeanting the
BrOgran: Or primary activitdes and
secempiishinants of the department.}

Administrathve Repons

{Menthly, guarterly of other perudic
sttivlY reports presared for inbernal
administrstive of cpersting surseses.
May be used for complling annsal
ranorts, planning & budesting

Fubkcatons ssuad by or for Sty
spencles {Intlades any opnsultant
study, document, compllssdon, inurpad,
raport, rulds and regaiations, but
sxtiuding puablications detesmined by
the Issufng agency to be ofa
confidentdal nature.)

safety Committas Hacurds
{Records docamenting actions of the
workplane sefely comimitiee.}

(SHA Reports: Repurts seshmitted 1o
HIOSH, including:

siog of Work-relsted infurles & Hnesses
{Forim A00) and Swmmaty {Fosm 3004}
sinfery B ilbovess Incident Reoort

{Forerm 3 oMR ISWC-1/BHR 1SWC-2)

LOMMENTS SYSTEM OFFICE OF | RETENTION
RECTIRD PERL
RRC Permanent
Resoonsible 13 years 2fer
AEENCY end o flscak
year

fefer to Chapter MRC Permanent

2, Motiels 21 of

REM far

pubiication

distribution

requirsmanis,
Responsitle (5 years
Ageny

Does pot Inchade Responsibbe BB years from

CSHA-Tetated haancy e data of

medicat reqords, thie

inferyfifingss

Fagae 5




RECORDS RETENTICON SCHEDULE "General Records Schedule
{for Records Commaon to Many Agencies)” City County of Honolulu

+ Vendor payments fwith sunparding
docternents, Bcluding fwvolee sfraceipts,
approval o pay, purchase orders,
reconciiation, el

RECORD [CATESORY RECORD TITLE " [t&MMEhﬂ‘S SYSYER OFFICE OF HlE’E‘Ei'«!'flwgmi':imI
# RECORD PERIOL
GRS - SECLIRITY L0g beoks fesapnsinie 12 years
8.1 *SecutTty fogs that document fadility Agenty
checks, svents, incident and conditiens.
»\isitor contral 12gs that recasd natmes
of VIO, oulside contractors, seénice
persanmel, s
Security Incident reports
*fosting ingldents that do not reguice
further investigatian by agenty
persansel anddor palice,
sZeviond incidents that are referred 10
police
GRS 1. SURVEYS & REPORTS 4 Reports & surveys requeited by 1.5 Rasponsibie |3 yesrs
121 GOVERNMENT Bovernmient o State of Hawail [f.e., Agency
Consus furesy surveys.|
GRS - TRAVEL Bapartrment Travel Filgs Responsible [ years
M {incivges travel request & approval; Apenty
report of cormpleted travel }
GRS 2 FINANCE & ACCOUNTING
GHS 2 HLUDGET Budget Bequests CAHERPSS BES-Berdipat 1. Office of
Hiid Budget - Annusi Gperating & CP MBS recerd:
' fudget Management Reports (L., Barmanent
grartesly performance repars.} £, Agenty
files: As
needed, Tul
nat 1onEes
than 3 years
Cifes 2. EXHENDITURES Accounts Paysbie - Paymant Reguests LaHERPE fiF5- Officeof
{1 » Cantract payrnents FinAdvanizge Accornting Recard: &
» Employee expense records years
= Potty cash replenishmant Agency filas:
» Pogard payiments 3 ymars

Page G



RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common o Many Agencies)” City County of Honolulu

RECORO

#
GiRE 2-
022

GRS -
0a.E

GRE2-
3.2

GRS 2-
04,1

CATEGORY RECORD TITLE COMMENTYS SYSTEM OFFICE OF RE?EBFHGNH
o RECORED PERIOED
P-CARD Reguest for P-card E-farm, Hard CIHERPSS BEG~ & yoars after
{Employes appleation/ cooyisofficial  {FnAdvantapelfecounting  [separaticn of
ATFESIMETE] FRCaTE, employment
SRANTS » Grant Annicatinn & fward Frciudes grants ResponsThle  FEO vears aftor
(Records that documment the frim Tederad, ApEncy final report is
application, Avaluation and dward state, or private submitted &
pracess. May include, but |5 pot Brrdted Hunding sources. secepted, or
o, application/peoposal, budgets, afomy
gxhibits, award notification.) complation of
plan or
= Grant Management (Recands that project,
document e admirstration, whirhever is
monitering, and status of grants in [t wrbess
witich the deparimens is the racipient D Grant,
or athministrator, May InCiude, but Is then 2
not Bmited T, prugress repors, it uf 3
budgats, allpcation of funds, contracts, VEars
reimhursament cialms, records uf
mnitoring & messurement of
achizvemnent, ecuipment inventories,
financlat reports, grant sceownding
rechiods, sudit reports, and refated
eorrasponoanre.)
SRARTS Gram Apedcatlon - Mot Swarded fiesponzible  [Motlonger
Agency than 3 years
PAYROLE Time & {eave Records fpprovet furm [OCHPTA fesponsible (6 years
IEmpioyes thnesheetsftime cands primedt and Agery
wisupponing leave records.) attachad o
tHmeshest file.

Fage 7



RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common 10 Many Agencies)” City County of Honclulu

RECORD |CATEGORY “TRECORD TITLE COMBENTS 1 SYSTEM | OFFICEOF | RETENTION
i RECORD PERIOD
GRY 2 PLERCHASING Cortrast Managemers onginat contract FosponsiDie [0 years after
051 {inchedes budget eprroval form, copy ofjand amendmenis AgEnsy termlnation
contract, amendmentsfehaenge orders, o Purchasing for o completion
notior o prooeed, correspondencs and fretention. of contract
ather rectrds o administer
manage the comracs.)
« Consyitents & prefessional
SErvicas
= Gopds & senvioes
+ Malntenance service
Contract Managrment for
Construction-SEE SR Fubiic Faciities
& nfrastructyre
Gis - PURCHASING Urnsuccessiul Bugs & Proposals C2ZHERPE, Purchasing G years -
5.2 {Svhrnitzed Bids net awarded) QRS goods &
sarvioes
18 yeats -
constrection
GRS 2. DEIRCHASENG Purchaze Reguislten CIMERPS Purchasing 5 years
65.3
GRS 2 PEERCHASENG Purchase Drder Purchasing Daph [O2HERRS Perchasing B yoers
Ne.4 tinchuding records duckmenting orders, Hurnishes an
suthorizatlon and evidence of receip? efielectronic copy
prerchaza of goods and services.) for the agency
CHE 2= PLIRCHASING [rwentasy Heport, Annual; Agenay brvaniosy report Purshasing 3 years
HibS ter{fication of report actorecy wertfled aad
» Parsonal property Inventory certified by prach
* Real property wentoey REANTY.
GRS 3 HUMAN RESQURCES

Page 8




RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common to Many Agencies)” City County of Honolulu

—
RECERD
#

CATEGDRY

A
RECORD TITLE

GRS 3
{ i

s 3
iz

GRS 3
H3l.3

GRS 3-
821

A
AL
OFPORTUMNTY

FOEAL
SERORTUMNITY

ECHiAL
QPPORTUNFTY

EMPLOYMENT &
FERSONNEL SERVICES

frplayee Bistimination Complalnts
+ Compiaings ang meisted inferngd
inumstigative fites of matters lmvolving
allrgations of discriimination,
harassment or retaliation for engaging
in protected sctivBy Under
gisorimination izws.

Equal Employment Ounarteniny Seovey
folder

v Containg Fouad Employnuent
Omrostenity Senveys of sl emnloyvens.
If gmployes moves o ancther
drpanmentfagensy, the form shoud
B transmitkad to the personnet
functon of the recelling entiy.

Sexual Harassment Training Hecords

» Recard uf smploves attendance at
seveal harassment trining e, sign-in
shaet) and Oelr completed,

v AH sexual bargssrnont tradining records
et e retained i g readiy retrlevable
marngr. Record of 88 training sessions
e guiies cumplated during
employment are 1o be retained.

B8 FRrm

COMMENTS

SYSTEM

OFFCE OF

Responsibie
ApBney

Responsible
Agerty

fespensihls
ARENTY

Respon sl
AREOTY

RECORD
LT

et ——
RETENTION

PERID
———————

5 years after
separation uf
which thme
apencies
transtes files
to EBE

Wlmitainin
separate
folder untit
CeprRkon at
which time
AgEngies th
srahsfer files
0 DHE

Maintain
atendsnie
information
Lrtl lasy
eployee an
st separates
fromn service,
Wtaintain all
i dlividuat
guir
dociments
Rgioyen
sensratas.

Meingainina
separate
Folder until
separation &1
wehich time
AZRCIES TO
sransfor fhas

to DHE

Faged




RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common to Many Agencies)” City County of Honoluiu

HECORD

CATEGORY
# PR il
GRS 3 [EMPLDYMENT &
62.2 PERSONNEL SERVICES

GR5 3
ey

GRS B
ad.d

GRS 3~
5

GRS 3-
4.6

ERHFLOYAMENY &
PERSOMNEL SERVICES

EMAPLOYMEMT &
PERSONMNEEL SERVICES

EMPLOYMENT &
FERSOMMNEL SERVICES

ERELOVMENT &
PERSONNEL SERVICES

HECORD TTLE

#riority flacement Application

Leutenbeny Folder

= {rimingl Hisory Becord Clearance o
Aocess/Larry/Possess Flrearm or
Arnrnenition

sZonditional Selacthon for Lautenberg
fosition

Certificate of Fiplbles

ixffigial Personral Folder {the officky
repository Of records and reports of
parsonnet actdons effected dering an
amployes’s service with the Oy, ki
the acteat basic source of factual data
about an indhiduals Oy smployment),

Designatinn 4f Sebordingte

COMMENTS

SYSTEM

Mazony,
P

Merpleoy,
pRper

OFFILCE OF
RECORO

Aesponsible

ARancy

Responsible
Apganey

Aesphnsible
Apsiry

Respansible
Agpngy

Respansibie
APENEY

RETENTION
PER:DH
L. Hired
Ermpioyass -
mEintain in
PRESGNNE
falder far
active
employaes

2. Appiicants
bt Hired - 2
years from
date of actlan

3 yveors afier
seoaration

? years from
date of
referral

Bvtaintain untik
separation, at
wich time
BERMTIRE
travutfar ey
Lo OHR

Betalntatn unti
designaticn
i lenges
e
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RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common o Many Agencies)” City County of Honoiuly

RECORD {CATESORY RECORD TITLE COMMENTS SYSTEM OFFICEDF | RETENTION
# Rgﬁ‘m{} FERHID
GRS 3~ LRIPLOYRIENT & TEH Folder Hezponsible |8 yesrs from
B2 7 PERSOMNEL SERVITES ]+ Claim for Temporary Sisability AgEncy date of
fie nefits recelpt of the
* Sick Leave/TH Record Workskes: chaim
= Dpnia| of Ciaim i Disabilyy Benefis
GRS 3- FaPLOYMENT & EC-1 Form Responsibie  (Mabntaln ot
2.8 PERSOGMNNEL SERVICES ARENy supgrseded
GRS 3- EMALOYBENT & Certlficate of feceipt for Par-Time and Responsidie {10 vyears
g PERSONMFE SERVICES [Temporary Emplovess Not Eligibla for Agency
Regufar L Benefits
G853 ENEDLERTEAE SAFETY  {DSHA Folder Responsible  ER years from
031 B WOHEERS + Vehicle Avcident investigation Report hgency the date of
CORVEPENSATION + Report of indostrial inlury or diness arnidentnr
(Form IOLDHR SWOT/BHR SWE-2) from the year
that the
TNty
aeclrrgd,
GRS 3- BOLSTRIAL SAFETY  [Request for Temporary Hazard Pay Responsiblie B months
a2 EOlORKERS Hanewals Appniny from dare of
' COMPENSATION raguEst
G5 3 INDUSTRIAL SATETY  {Optlonal Reguest to Burchase Safaty Resprmsibla 5% vears from
H13.3 B W ORKLRS Shoes Rpeney date of
COMPENLA PR FRC et
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RECORDS RETENTION SCHEDULE "General Records Schedule
(for Records Common to Many Agencies}” City County of Honolulu

B
RECORD
#

CATEEORY

GRS 3
.1

&R5 3-
842

GRE 3~
5.2

GRS 3-
{35, &

GRE 3~
.4

TRASING

LABOR RELATIONS &

TiHARENG

FHINMAN RESOIRCES

ALCOHDL & DRUG

THATiNG

ALECHOL & ORUG

TESTING

SRR ———
{ABGR AELATHONS &

RECORE THTLE

COMMENTS

SYSYEM

ishor BHsputes
farbitration dedisions, grievinocss,
mediatinns)

State & Fedaral Famiy Leave Foider
» State Family begve AnnHealiun

= State Farnily beave Centification of
Healh Care Provider

» Foderal Family Leave Application
LA Cartification of Health Care
Provlder

« Deslanation Motlee to Emgloves

Confidential Medical infermation
{Ermptoyment related docements that
contal personaiy Identifiable teadica
infprmaticn which are net already
covered in GRS 3. These documents
wosied nciuede doctor's notes agached
ta requests for sick ledve and medical
informatlen attachad 1o requests for
atconnodationsh

Abroio! & Drag Testing Records
retainad in conformance with the LS
EHOT righes:

« hiegative fest resulls

= pfeohal tesy resuls less than §.02

Afnoho! & Onig Testing Records

» Empives evaiuation and referrals 14
SAP

« Fofloane tosts angd follow-op
scheduies

* fefusals 10 tast

» Afcohol tesy resits 0.2 or greater

Health Services
Documents ara
ret included in
the categmny.
Moes not Eclude
DSHEA-reiated
medical records,

OFFILE OF
RECCHRE

Responsibie

AEENLY

Responsibie
AEERCY

Responsible
Ageny

Rasponsiie
Agancy

Responsihle
Agancy

RETENTHON
PERICH

5 years from

date of

grievance for

Step i

AR ENTES

3 years from
the fatest
gated recond
releed to
State or
Pedarat
Family Leave

7 years afier
the
employes’s
separatlon
froarss sepvice

1 vear

5 yedrs

GRS 4 INFORMATION SYSTEMS
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RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common to Many Agencies}” City County of Honoluiu

RECORD TITLE

COMMENTS

Seftware Boansing

isoftware Ioense agreament angd record
of srogeam apiementation by the
departmant.)

Frograrn Documentation

{Records that document the addition,
modification Ar removal of sofiware
from cormputer systems. May include
SysERrn oveTviews, Operator instricrion
manuris, system speciloations and
changes, conversion noles, program
spaciications and changes, commercial
software manuals, znd relaied
correstiundence and dotumentation. )

Pepartrment Long-renge & Shortrange

Pepartment iT Projects

{Records that document the planning
art] developrness of Infarmatian
systems. biay inciude feasibiiny
studies, cost-henefit analyees, sirveys,
system: specifications znd revisions,
software svakeations, technical and
wandor |eratir s, vendor proposals and
cormespondence.)

Dapartrent Disastsr fecovery
Procedures

W
RECORE ICATRGORY
i

GRS & COMPUTER

did SOFTWARE LICENSE

GRE 4- COMPLITER 5YSTEM

od.i PROGRAMS

RS 4 SNFDAMATIIN

g3.1 SYSTEM PLANNING & {Plans
DEVELOPMENT

&5 4 FMeFDRAIA TN

d3.2 SYSTEM PLAMNMING &
DEVELOPAENTY

GRS 4- HNFLRMATIN

o3, SYSTERE PLANRIbG B
PEVELOPRENT

SYSTEM

PEFICE B
RECORD
{oIT, BFS,
ther
fesponsihis
Apancips

Responsibie
Apangy

Respons ble
AERRLY

Rezponslble
ABRDCY

Responsie
A paney

RETENTHMN
PERLMD

£ years after

usn of

softare

terminaipd

3 yezrs after
PrOEFam
tesrninared

I yaars aftar
and of plan

& years giter
project is
tornpleted

3 yenrs gfier
sepersaded

GRS 5 PUBLIC FACILITIES & INFRASTRUCTURE

{Long-term physicat assets finunced grd constructed by the government)
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RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common to Many Agencies)” City County of Honolulu

Page Ta

RECORD HCATEGORY RECGED TITLE COMMENTS BYSTEM GFECE GF | RETENTION
## RELLIRD PERICE
GRS 5- PLANNING Project fanning Hesponsible (10 years afer
{¥E.% {includes racords of defiverables, land Agancy cumpletion of
planning information, emdronmental consuitany
reports & assessmends, peotechnical & contract or
ENEINRRIRE rRPOITS, BVEAInR compledon of
Bpprovals, el wroject
glaning,
whichewer is
iatey
SRE 5- DESIGN Project Pesipn Respoensipie {310 vears efipr
02t {inciudes corraspondence, meating Agency carmpletion of
records, records of defiverables, bid consultant
doomants, addendal Contrast ar
corpledion of
groact
gesipn,
whichover is
igter
GRS 5- DESIGN Presigs Plans . Resoonslbie  {Permanent
2.2 {Originat tracings of constriction plans ABRITY G
e Chy Bulldings and indrastrectiee? Annroptlate
Apdncy
GRS A CRMNSTRUCTION Prolect Sonstroctinn Fies Responsible  F10 vears afier
B83.1 {Canstruction management records, Dgency final payment
Tneiuding eropress reports, sehiddes,
ihspectoss’ dady reports, 38 years after
cofrespondence, maating recurds, REk, preiect
flnal submitils, gt oo plated if
presect
frgicedles
ashestos
aiatement
GRES-  HGMNSTRECEDN Finad Construction Botements Responsible  [Permaniént
3.2 {Includes certifications; Benoy
cozrespondance: materfais brochures)




RECORDS RETENTION SCHEDULE "General Records Schedule
{for Records Common to Many Agencies)” Cily County of Honolulu

eontract that are not retained by
furchasing, Incieding payrol racosds
2l weekly statements of chmpliance
for ConstEUCtion Contracts.)

r—
KECOGRD |CATEGORY RECORD TITLE COMMENTS SYSTEM QFEICE OF | RETENTION
# RECORD PERIOD
I@i— CONSTRUCTION Finaf Construction Docements Responsible  {Permanest
033 Yiotiudes final ae-bedl drawings, AEERCY
tnspector’s set.)
{=R5 & COMSTRUFCTFROM OEM Manuzls B Referance bles fesponsible |When
3.4 Agariry o sUparseged
Appropriste [T repiaced
Aoy
RS 5a CONTRALT Contract Fles {non-record copy} BrafPurchas- fRanp with
04,1 finciudes Copy of contract and conteact g IGRS 25,5 [prodect files
amendments, biEngsinvoices, contracts} untll preject
supparting docurments related to arsfheo & 5 Completad,
ot Fisenf (GRS 2-
2.3 billingsf
Wote! BFS Pollcies sng Procedures Brvveices)
Wanugi requires a file with copy of
contractfamendments and supporting
doruments {section 1.2 and 1.11),
HRS & COMTRACT CoTars Management Responsitle  PEO vears after
1.2 {Supporting docernents related to Aferoy completed
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