Attachment D

2002 Revision Draft

Explanation of Recommended Changes 

The eight types of changes named in the Policy Implications section of this report are explained below:

1. Changes to column “Series Title.  Addition of definition of each records series now clarify which records belong in each group. 

2. CHANGES TO THE retention categories.  Following the recommendation from File Pros that the Schedule should include not just a category to represent each group of records with similar retention requirements, but also a category to represent groups of records sharing a common function and storage location, Records Management identified a number of new categories.  The codes for the retention categories have been reorganized so that categories with similar breadth are at the same level in the coding structure hierarchy.

	Grant-Related  Accounts Payable Records
	ACC1110

	Non-Segregated Payable Records 
	ACC1120

	Account Receivable Records (General)
	ACC2100

	Fare Collection Records
	ACC2400

	Grant-Related Equipment Purchase & Sales
	ACC4110

	Vehicle DMV Registration Certificate
	ACC4210

	Relocation Files
	ACC4310

	Deeds
	ACC4330

	Departmental Procurement Records
	ADM1100

	Departmental Budget Preparation Records
	ADM1200

	General Departmental Records: Logs
	ADM1320

	General Departmental Records: Schedules
	ADM1330

	Library Archival Documents
	ADM1900

	Departmental Policies and Procedures
	ADM3200

	Internet Documents
	ADM6120

	Intranet Documents
	ADM6130

	Security Records
	ADM7100

	Internal Audit Working Papers
	ADM8110

	Grant-Related Purchase Orders
	CON1310

	Grant-Related Contract Compliance Files
	CON 1510

	Estimating
	CON1600

	Agreements
	CON2100

	Master Cooperative Agreements (Not Grant-related)
	CON2200

	Grant-Related Cooperative Agreements
	CON2210

	Design Review Documents
	ENG1100

	Design Subject Files
	ENG1200

	CADD Drawings
	ENG1300

	Drawings, Conformed Project
	ENG2110

	Drawings, As-Built
	ENG2120

	Drawings, Construction Shop
	ENG2130

	Drawings, Project Record
	ENG2140

	Fire/Safety Records
	ENG2150

	Photos, Preconstruction
	ENG2210

	Photos, Project Progress 
	ENG2220

	Project Record Specifications
	ENG2300

	Operation & Maintenance Data
	ENG2400

	Construction Subject Files
	ENG2500

	Submittals
	ENG2600

	Environment Impact Report
	ENV4100

	Business Planning/Forecasting
	FIN9200

	Benefits Contributions/Distributions
	HUM2300

	Workplace Inspection/Testing
	HUM4430

	Safety and Emergency Plans
	HUM4500

	Grant-Related Training/Employee Development Files
	HUM5110

	Timesheets and Adjustments (After 2001)
	HUM6120

	Direct Deposit Slips
	HUM6130

	Garnishment
	HUM6140

	W-2 Forms on Computer
	HUM6300

	W-4 Forms in Paper
	HUM6310

	Background Investigation Records
	HUM7100

	Board and Formal Committee Meeting Records (Audio Tape)
	LEG1210

	Confidential Board & Committee Meeting Records
	LEG1220

	Board Resolution and Ordinances
	LEG1300

	Informal Meeting Agendas/Minutes
	LEG1400

	Board Box Items
	LEG1500

	Workers Comp. Claims
	LEG1730

	Ethics Compliance Records
	LEG5500

	Operations Control Tapes
	OPM4210

	Bus Warrantee Files
	OPM5300

	Regional Transportation Plans
	PPA1100

	MTA Transportation Support Documentation
	PPA1110

	Quarterly Report for Countywide Planning
	PPA1200

	Quarterly Report for Countywide Planning (Back-up Material)
	PPA1300

	Local Transit Files (Muni & City Files)
	PPA2200

	Transportation Modeling Records
	PPA3300

	Benefit Assessment Case Files
	PPA4200

	Art Collection Databases/Records
	PUB5100


3. Retention oF original records.  The column stating the retention for the original record in inactive, off-site storage has been renamed to clarify the destruction date of records that have been microfilmed or scanned into electronic storage.  The previous versions of the Records Retention Schedule were ambiguous as to whether the “Years Inactive” and “Total Retention” periods for records copied onto microfilm or electronic media referred to the paper originals or the copies. The recommended version clarifies that records captured onto microfilm or electronic media will be destroyed at the end of the period specified in the “YEARS TO RETAIN ORIGINAL IN INACTIVE STORAGE” column. The MTA’s legal right to destroy records that have been microfilmed or electronically captured and are no longer needed for operational purposes was affirmed by Steven J. Carnevale, Assistant County Counsel, in an October 9, 2001 opinion based upon Public Utilities Code § 130051.23. The records series affected by this revision are listed below:

	Series Title
	Code

	Joint Development Project Files
	ACC4340

	Union Station Gateway Records
	ACC4350

	MTA Policies and Procedures
	ADM3100

	Internal Audit Reports
	ADM8100

	Warranties
	CON1140

	Executed Contractual Documents Captured on Microfilm or Electronic Media
	CON1200

	Agreements
	CON2100

	Environmental Testing/Exposure/Monitoring
	ENV1100

	Hazardous Waste Manifest Forms
	ENV3100

	Underground Storage Tank O&M
	ENV3200

	Wire Transfer Books 
	FIN1300

	Pension Fund Investment Records
	FIN2100

	Bond/Debenture/Investment Records
	FIN2200

	Loan/Credit Records
	FIN3100

	Financial Statements (Annual)
	FIN4100

	Financial Audits (External)
	FIN5100

	Business Planning/Forecasting
	FIN9100

	Material Safety Data Sheets
	HUM4410

	Noise Exposure/Audiometric Testing
	HUM4420

	Trip Reduction Plan (SCAQMD)
	HUM8100

	Business Organization General Records
	LEG1100

	Board and Formal Committee Records
	LEG1200

	Grievance/Arbitration (Landmark Cases)
	LEG1760

	Legal Compliance Docs (FTA, EEOC, Etc.)
	LEG5100

	Copyright/Trademark/Patent Records
	LEG7000

	Labor Relations Negotiation Files
	LEG8000

	Transportation Projects Files
	PPA2100

	Transportation Systems Analysis
	PPA3100

	National Transportation DB Source Docs
	PPA3200

	Benefit Assessment Admin Files
	PPA4100

	Public Affairs/Community Relations General
	PUB1100

	Public Meeting Files
	PUB1200

	Public Comment Letters
	PUB1300

	Public Affairs (Press Releases, Photos)
	PUB3000

	Employee Newsletter/All Staff Memos
	PUB4000


4. The column “Years to keep copies”, is being renamed “MAXIMUM YEARS TO KEEP COPIES” so that it is clear to staff that destruction of these copies is necessary at the end of this period. This will enable the MTA to respond based upon the Records Retention Schedule to Public Records Requests or subpoenas whether or not it possesses requested records.

5. Grant related records.  Each records series potentially containing records related to grants have been divided into two sub-categories, one containing grant-related records and the other not containing them. This revision is necessary because all grant-related records must be retained for at least three years after the final payment, no matter what the other retention requirements for that series may be. The accounts payable records were not segregated into grant and non-grant groups between 1992 and 1998.  Because these records are so voluminous it would be cost prohibitive to separate them at this point. Therefore, the recommended revision of the Schedule establishes a separate category (ACC1020) for these records with a retention period of 32 years, by which time it is certain that all grants active within 1992-98 will be closed. Accounts payable records after 1998 have been electronically captured in a system, which can separate those records that are grant-related (ACC1110) from those that are not (ACC1020).  Similarly, because Timesheets cannot be separated between Grant and Non-Grant, it is necessary to retain them for 30 years; however, beginning in 2002,  they are being  retained as electronic images only. The records series affected by this revision are listed below:

	Grant-Related Accounts Payable Records
	ACC1110

	Non-Segregated Payable Records
	ACC1020

	Grant-Related Equipment Purchase & Sales
	ACC4110

	Grant-Related Purchase Order
	CON1310

	Grant-Related Contract Compliance Files
	CON1510

	Grant-Related Cooperative Agreements
	CON2210

	Grant-Related Training/Employee Development Files
	HUM5110

	Time Sheers (Prior to 2002)
	HUM6110

	Time Sheets (After 2001)
	HUM6120

	Garnishment Records
	HUM6140

	Grant-Related Marketing Records
	MAR1010


6. Security sensitive and confidential  records.  This column indicating “sensitive” records was added as part of a new policy initiated by MTA’s County Counsel to limit the disclosure of both confidential information and security sensitive records (e.g., plans of facilities and systems that might expose the public to terrorist attacks). Records series containing security sensitive records are designated with an “S”; series containing confidential information are designated with a “C”.   Records with either designation will be deemed highly sensitive and shall be protected to the extent possible. They shall be accessible only after a review by Records Management and County Counsel.  These series are as follows:

Security Sensitive:

	Union Station Gateway Records
	ACC4350

	Property Management: Security Sensitive Inventory
	ADM2120

	Property Management: Security Sensitive Maintenance
	ADM2210

	Intranet Documents
	ADM6130

	Security
	ADM7100

	Design Review Documents
	ENG1100

	Design Subject Files
	ENG1200

	CADD Drawings
	ENG1300

	Drawings, Conformed Project
	ENG2110

	Drawings, As-Built
	ENG2120

	Drawings, Construction Shop
	ENG2130

	Drawings, Project Record
	ENG2140

	Fire/Safety Records
	ENG2150

	Photos, Project Progress
	ENG2220

	Project Record Specifications
	ENG2300

	Operation & Maintenance Data
	ENG2400

	Construction Subject Files
	ENG2500

	Submittals
	ENG2600

	Pension
	HUM2200

	Safety and Emergency Plans
	HUM4500

	Claim/Litigation Case Files
	LEG1700

	Workers Comp. Claims
	LEG1730

	EO Complaint Files
	LEG1740

	Legal Project Files
	LEG6000

	Legal Opinions
	LEG6010

	Copyright/Trademark/Patent Records
	LEG7000

	Labor Relations Negotiation Files
	LEG8000

	Vehicle Accident/Incident Reports
	OPM4100

	Operations Control Center Tapes (Major Incident)
	OPM4220

	Transit Police General Records
	OPM6100

	Transit Police Dispatch Tapes
	OPM6200

	Transit Police Dispatch Records
	OPM7100

	Motorist Assist Forms – Scanned
	OPM7110



Confidential Records:

	Benefits Contributions/Distributions
	HUM2300

	Pension Plan RPT (IRS Forms 5500)
	HUM2400

	Employee Personnel File (Non-Med)
	HUM3100

	Immigration & Naturalization SVC Form I-9
	HUM3200

	Employee Medical Records – Hazard Expos
	HUM4110

	Employee Medical Records – General
	HUM4200

	Employee Accident/Injury (Workers Comp)
	HUM4310

	Drug Program Positive Test Results
	HUM4620

	Drug Program Negative Test Results
	HUM4630

	Alcohol Program Negative Test A258 Results
	HUM4650

	Alcohol Program Positive Test Results
	HUM4660

	DMV Certificate Files
	HUM5210

	Bi-Weekly Employee Payroll Reports on Computer
	HUM6200

	W-2 Forms On Computer 
	HUM6300

	W-4 Forms In Paper
	HUM6310

	Operators Performance Records
	HUM6510

	Employee Selection Files
	HUM7000

	Background Investigation Records
	HUM7100

	Violent Incident Reports
	HUM8300

	Family Care and Medical Leave (FCML) Files
	HUM8400

	Insurance (policies/Amendments, Etc.)
	LEG1600

	Claim/Litigation Case Files
	LEG1700

	Workers Comp. Claims
	LEG1730

	EO Complaint Files
	LEG1740

	Grievance/Arbitration (1st/2nd Level)
	LEG1750

	Grievance/Arbitration (3rd Level)
	LEG1760

	Ethics Compliance Records
	LEG5500

	Legal Project Files
	LEG6000

	Legal Opinions
	LEG6010

	Copyright/Trademark/Patent Records
	LEG7000

	Labor Relations Negotiation Files
	LEG8000

	Operation & Maintenance General
	OPM1100

	Operations Scheduling Records
	OPM2100

	Operations Pullout Sheets
	OPM2200

	Operations Planning Line Files
	OPM2300

	Stops & Zones TS Line Files
	OPM2400

	Vehicle Accident/Incident Reports
	OPM4100

	Summary or Vehicle Accidents and Incident
	OPM4110

	Operations Control Center Tapes
	OPM4200

	Operations Control Tapes
	OPM4210

	Operations Control Center Tapes (Major Incident)
	OPM4220

	Operations Control Center Div. Telephone Tapes
	OPM4330

	Operations Control Center Telephone Tapes (Major)
	OPM4340


7. REDUCED RETENTION PERIODS.  The specific changes to retention to reduce the cost of retaining records beyond the period required by law or operational need are as follows:

	Real Estate Acquisition Files
	ACC4300
	Per Real Estate

	Contract Administrator’s files
	CON1100
	Per County Counsel 

	Losing Propoasls/Bids
	CON1110
	Per County Counsel 

	Contract Work Orders
	CON1130
	Per County Counsel 

	Purchase Orders
	CON1300
	Per County Counsel

	Labor Compliance files 
	CON1500
	Per County Counsel

	Hazardous Waste Manifests
	ENV3100
	Per Environment Compliance

	Underground Storage Tanks
	ENV3200
	Per Environment Compliance

	Finance General
	FIN1100
	Per Finance

	Bi-Weekly Payroll Reports
	HUM6200
	Per Payroll

	Claim/Litigation Cases Files
	LEG1700
	Per Risk Management


8. RECOMMENDED CHANGES.  The following changes are recommended for reasons of operational effectiveness and consistency:

From:
To:
          

	Act+3

In total retention 
	Act+4

In total retention
	CON1130
	Contract Work Orders
	Suggested by County Counsel to be consistent with other contractual documents

	6 yrs. 

In total retention
	Loc+4

In total retention
	CON1300
	Purchase Orders
	Suggested by County Counsel to be consistent with other contractual documents

	5 yrs.

In Department
	2 yrs.  In Department & 3 yrs. inactive
	CON1400
	Pre-Qualification File 
	Suggested by Pre-Qualification dept. for operational effectiveness

	Captured when created
	Not captured
	LEG1600
	Insurance Policies
	Suggested by Risk Management to avoid unnecessary cost of capturing records that must be retained in a paper format

	6 mo

In total retention
	1 yr

In total retention
	OPM4330
	Telephone Tapes
	Suggested by Operations to meet current reference needs

	LOV+2

In total retention
	LOV+4

In total retention
	OPM5200
	Bus Acceptance Files
	Suggested by Operations to protect MTA’s warranty and legal rights

	LOV in Dept. & 2yrs off-site storage
	2 yrs. In dept. & LOV off-sit storage
	OPM5500
	Coach Inspection Records
	Suggested by Operation to reflect new procedure of improved file maintenance

	Act+6

In total retention
	Act+5

In total retention
	HUM4100
	Employee medical Records
	To make consistent with HUM 3100

	Act+6

In total retention
	Act+2

In total retention
	HUM4310
	Employee Accident Records
	Per County Counsel
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