Laserfiche
- (UCIf)I

FILE FOLDER STRUCTURE EXAMPLES

Accounting File Folder Example 1 (RME) (OR)

Bj Accounting

j Bonds

I_—‘_|j Disburserments

j Accounts Payable Records

~{#] Credit Slips

j Ermnergency Management Assistance Expense Records

j Purchasing Records

[—jj Financial Reporting

j Assessment Balance Reports _ Annual Reports or Cumulative Summaries
j Assessment Balance Reports _ Other Reports

j Assessment Dockets, Ledgers, and Registers

j Audit Reports, External Records

j Balance Status and Projection Reports

j Bank Transaction Records _ Mon_grant Records

j City Improvement Administrative and Financial Records _ Other Improvement Records
j City Improvement Administrative and Financial Records _ Records of Project Cost
j Ermnergency Management Assistance Fiscal Reports _ Billing

j Emergency Management Assistance Fiscal Reports _ Mon_billing

j Financial Reports _ Annual Reports

j Financial Reports _ Other

j General Ledgers Records _ Other

j General Ledgers Records _ Year_end

j Internal Audit Records

j Real Property Transaction Records

j Subsidiary Ledgers, Journals, and Registers Records _ Other

j Subsidiary Ledgers, Journals, and Registers Records _ Trust Fund Ledgers
j Subsidiary Ledgers, Journals, and Registers Records _ Year_end Payroll Register
j Unclaimed Property Report

j Utility Account Change Records

j Utility Application/Disconnect Records

j Vendor Lists

E]---j Grants

E:l---j Reconciliation

Bj Revenue

j Accounts Receivable Records

j Check Conversion Records _ ACH Transaction or [RD

j Check Conversion Records _ Griginal Paper Instrurment

j Credit and Debit Receipts

j Gift and Contribution Records _ Mon_Conditional/Other

j Investment Records
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Administrative - File Folder Example 2

[El+{ | Administration
|| Affidavits of Publications

= | Agreements
{_| Assessments

{_| Joint Powers
1| Labor

il | Water Meter Replacement
----- | Certifications

----- | Claims

= | Communications

----- | Brochures

----- | Citizen/Business Surveys
----- | City Mewsletters

=] Flyers

----- i_| Press Releases - All Departments

----- | Special Publications
..... | Deeds

[=__| Economic Development
EIJ 1200 Sample Ave.

| Income Verification

i_| Reassignment
..... i~ | History

= | Leases

- | Antenna Leases

----- | Policies and Procedures

Administrative File Folder Example 1 (RME) (OR)

Elj Administrative

----- j City Awards and Recognitions _ Applications and submitted records

----- j City Awards and Recognitions _ Motification of Award

----- j Delivery Records

----- ™) Index/Finding Aid Records

----- ) Mailing Lists

----- j Meeting Records, Boards, Commissions, Committee, and Governing Bodies _ AUDIO OR VISUAL RECORDINGS
----- j Meeting Records, Boards, Commissions, Committee, and Governing Bodies _ OTHER
----- j Meeting Records, Boards, Commissions, Committee, and Governing Bodies _ EXECUTIVE SESSION MINUTES
----- j Meeting Records, Boards, Commissions, Committee, and Governing Bodies _ MINUTES
----- j Meeting Records, Staff

----- j Motary Public Log Book

----- j Organizatienal Recerds

----- j Participant Registration and attendance Records

----- j Professional Membership Records

----- j Project Files _ Other

----- j Public Programs Education Records

----- Publications _ Routine, General Infermational

----- j Publications _ Documenting Special Events or Infermation With Long Term Value

----- j Registered Contractor Lists

----- j Requests and Complaints

----- j Special Event and Celebration _ Records Documenting Significant Aspects of the Event
----- j Special Event and Celebration Records _ Other

----- j Surveys, Polls, and Questionnaires _ Other

----- j Surveys, Polls, and Questionnaires _ Summary Reports and Abstracts
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City Clerk File Folder Example 1

B City Clerk
I_:_I'_| Advisory Boards
----- | Community Services Advisory Board
----- { | Parks and Recreation Advisory Board
= | Agreemnents
..... £ 2017
..... £ 2018
..... ] 2019
=+ | City Council
E|_| Agendas
L] 2017
£ 2018
L. 2019
----- | Meeting Minutes
----- || Ordinances

----- | Proclamations

----- || Resolutions
----- || Elections

----- || Policies and Procedures

----- || Records Retention

City Root Level Structure - File Folder Example 1

=+ | Root Level Structure
_| Administration
- | Building
- City Code
_| Commissions
_| Council
_| Engineering
_| Finance
_| Fire
_| Housing and Redev Authority
_| Parks and Recreation
_| Planning
----- {_| Police
_| Property Files
_| Streets
-] Utilities
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Community Development - Folder Example 1

E|_| Community Development

| Land Use Permits

E|_| Permits

----- | Building/Plurnbing/Mechanical Permits

----- || Electrical Permits

----- {_| Rental Housing Maintenance/Inspection
..... | Sign Permits

[=-_| Planning & Zoning

----- | Appraisals

----- | CaseFiles

----- || Correspondence-General
----- | Floor Plan

..... {_| Site Plans (Approved)

----- || Site Plans (Mot Approved)
----- || Special Permits

----- | Variance

----- | Waiver of Subdivision

----- | Zoning Letters

- | Zoning Code Enforcement

Council - Folder Example 1

=+ | Council

o | Agenda

il | Agenda Packets
el | Minutes

il | Ordinance

il | Resolution

Finance File Folder Example 1

E|_| Finance

l_:_|_| Accounts Payable
a_| Invoices - & years
@-5 2016

-] 2020
E-{_| Reports - 10 years
----- || Disbursement Register Detail
- | Disburserment Register Surmmary
----- | Budgets

----- || Licensing
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Municipal Court File Folder Example 1 (RME) (OR)

:_Ij Municipal Court

j Appeals Records _ DUIl Case Records
j Appeals Records _ Other

j Court Appointed Attorney Application Records
j Court Appointed Attorney Lists

] Court Orders and Procedural Rules

----- j Docket/Trial Calendars

----- ] DUIl Case Files

j DUl Diversion Program/Conviction Summary Records
----- j Jury Records

----- j Municipal Court Criminal Case Files

j Municipal Court Expunged or Sealed Records _ Expunged Records
j Municipal Court Expunged or Sealed Records _ Expungement Crders
j Municipal Court Expunged or Sealed Records _ Sealed Records

j ardinance Violation Case Files _ Citations Issued

j crdinance Yiclation Case Files _ Records of Citations not Issued
----- j Parking Citation Records

j Traffic Citation Case Files

j Trial Proceedings Records/Register of Actions _ Criminal Cases
j Trial Proceedings Records/Register of Actions _ Non_criminal Cases

Personnel File Folder Example 1 (RME) (OR)

Personnel
"] Administration

j Affirmative Action Records _ Other Records

j Affirmative Action Records _ Plans, Uupdates and Policy Statements
j Comparable Worth Recerds _ Final Study or Report
j Comparable Worth Records _ Other

j Criminal Background Check Records _ Background Check Leg
j Criminal Background Check Records _ Other
j Disciplinary Action Records _ Resulting in Termination

j Disciplinary Action Records _ Resulting in Disciplinary Action or Exoneration
j Employee Personnel Records

j Employee Recognition/Wellness Program Records
j Employee Suggestion Award Records
j Employment Eligibility Verification {|_9)

j Equal Empleyment Opportunity (EEQ) Compliance
] Grievance and Complaint Records
j Pheto Identification Records

----- j Recruitment and Selection Records
----- j Unselicited Employment Applications and Resumes
] Volunteer Program Records

j Volunteer Worker Records

j ‘Wellness Program Records
EI:’] Compensation and Classification

----- j Employee Benefits Records _ Other

j Employee Benefits Records _ Year End Leave Balance Reperts and Official Retirement Enrollment

j Position Description, Classification, and Compensation Records
=-{7] Medical

j Drug Testing Records _ Megative
j Drug Testing Records _ Positive

j Employee Hazard Exposure Records
j Employee Medical Records

U

Laserfiche

CDI



1% Laserfiche

o C D I
WEDNESDAY, JULY 5% DAM-12PM POT

Planning and Development - Folder Example 1

=) Planning and Development

----- j Comprehensive Plan Records

----- j Conditicnal Use Records

----- j Design and Development Review Records _ Audie or Visual Recording

----- j Design and Development Review Records _ Exhibits not Pertinent to Minutes

----- j Design and Development Review Records _ Minutes, Agendas, Resolutions, Indexes, and Exhibits (not retained permanently elsewhere in city records)
----- j Design and Development Review Records _ Mo Permit Issued

----- j Design and Development Review Records _ Other Structure Completed

----- j Design and Development Review Records _ Permit Issued, but Structure Mot Started or Completed
----- j Enterprise Zone Records _ Other

----- j Enterprise Zone Records _ Reports Summarizing Results or Activities

----- j Historic Structures Rehabilitation Project Reviews

----- j Housing Authority Individual Tenant History Records

----- j Housing Authority Program Management Records

----- j Housing Authority Property Management Records

----- j Housing Authority Rejected Assistance Application Records

----- Master Plans

----- j Sewage Sludge Management Plans

----- j Sign Review Records

----- j Strategic Plans

----- Subdivision and Partition Records _ If Approved and City Conditions Met

----- Subdivision and Partition Records _ If Mot Approved

----- j Subdivision and Partition Records _ Withdrawal Request Letters

----- j Subdivision and Partition Records _ Withdrawn Applications

----- j Urban Renewal Project Records

----- j Variance and Exception Records

----- j Wetlands Conservation Planning Records

----- j Withdrawn Land Use Application Records

----- j Zone Change Records _ Applications, Findings of Fact, and Decision Documents
----- j Zone Change Records _ Other

Property - Folder Example 1

B[ | Property Files
a5 A

E|_| Arrowwood Dr.

E|_| 13421 Arrowwood Dr.

- Building

_| Permits

i | Plans

.| Septic
- | Public Works
- | Liility Billing
1| Zening
- | 13423 Arrowwood Dr.
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Recorder - Folder Example 1

Elj Recorder ”

Elj Elections

----- j Abstract of Votes (Record of Elections)

----- [ Election Filings

----- j Election Preparation Records

----- j Help America Vote Act Identification Records

----- j Initiative, Referendum, and Recall Records _ Petitions WOT CQualified te Ballot
----- j Initiative, Referendum, and Recall Records _ Petitions Qualified to Ballot

----- j Initiative, Referendum, and Recall Records _ Signature Sheets, if Measure Not Approved
----- j Initiative, Referendum, and Recall Records _ Signature Sheets, incl. Verification
----- j Initiative, Referendum, and Recall Records _ Signature Verification

----- ] Poll Books

Bj General

----- j Annexation Records

----- ™) City Charter

----- ™ City Code
----- j Council Reselutions

----- j Deeds to City_COwned Land _ Other

----- j Deeds to City_Owned Land _ Record of Sale, Property Transfer and Legal Property Description
----- j Easements

----- j Filing System Records

----- j Forms Development Records

..... ™ Index/Finding Aid Records

----- j Microfilm Cuality Contrel Records

----- j Oaths of office

----- j Orders

----- j Ordinances

----- j Property Dedication Records

----- j Property Vacation Records

----- j Records Management Records _ Destruction

----- j Records Management Records _ Filing System Records
----- j Records Management Records _ Index/Finding Aid

----- j Records Management Records _ Other Records

----- j Waivers of Remonstrance _ Expiration Date

----- j Waivers of Remenstrance _ Mo Expiration Date




