TEMNO. 2 &
CITY OF OCEANSIDE

STAFF REPORT

DATE: November 19, 2008
TO: Honorable Mayor and City Councilmembers
FROM: City Clerk’s Office

SUBJECT: ADOPTION OF A RESOLUTION APPROVING A CITYWIDE RECORDS
RETENTION SCHEDULE AND AUTHORIZING ITS IMPLEMENTATION;
AND REPEALING ALL PREVIOUS RETENTION RESOLUTIONS

SYNOPSIS

Staff recommends that the City Council adopt the resolution establishing a Citywide
Records Retention Schedule that will repeal existing department-specific retention
schedule resolutions, establish consistent record series titles and retention periods,
identify vital and/or permanent records, and define departmental record keeping
responsibilities.

BACKGROUND

With the passage of time, department records progress through a life cycle of
creation/receipt, active use, inactive storage and final disposition, which may be
permanent retention or disposal.

Government Code Section 34090 provides a procedure whereby any City record that
has served its purpose and is no longer required may be disposed of, as long as the
disposal of said record will not interfere with the services and functions of the City.

The City has had a number of continuing resolutions over the years that were created to
address certain department-specific materials. A comprehensive, consolidated Citywide
Records Retention Schedule based on function will provide all departments with a
consistent file-naming system to address the fiscal, administrative, operational, legal,
and historic retention requirements for each records series title.

ANALYSIS

On October 6, 2004 Council adopted Ordinance No. 04-OR870-1, which added Article
XIV to Chapter 2 of the Oceanside City Code and created a Records Management
Program. Section 2.86 calls for the creation/implementation of a Citywide Records
Retention Schedule.



Following a Request for Proposal process, the City Council on May 9, 2007, approved
entering into a Professional Services Agreement with Océ Business Services, Inc. to
provide records retention consulting services to create a Citywide Records Retention
Schedule.

A thorough inventory of all City records was conducted, and personnel from all City
departments were provided the opportunity for input during the process. The records
staff in each department, including Council Aides, and the Department Directors have
subsequently reviewed the draft Records Retention Schedule and provided input. Those
changes have been incorporated into this document. The Department Directors have
signed off on and are in agreement with the Records Retention Schedule.

Additionally, an appraisal of the legal, administrative, fiscal, and historical value of the
records was performed, with all government codes thoroughly researched. Along with
legal requirements, the recommendations in the records retention schedule have been
developed based on retention guidelines used by state archival agencies and interviews
with City staff, other municipalites and professional organizations. The schedule
identifies those records of both permanent and short-term value and provides for their
orderly retirement and disposition. The schedule also ensures the permanent retention
of those City records of archival value.

The Records Retention Schedule does not authorize the destruction of permanent
records set forth in Government Code Section 34090, which include:
= Records affecting the title to real property or liens thereon;
= Court records;
= Records required to be kept by statute;
= The minutes, ordinances, or resolutions of the City Council, Community
Development Commission or Small Craft Harbor District Board of Directors.

It provides a level of protection so that no record is destroyed prematurely and that
valuable and legally required records are maintained in compliance with legal
requirements and standard organizational practices. Disposal procedures for obsolete
records include the following steps: 1) the City Clerk Department will notify each
department of the boxes of documents scheduled for disposal; 2) an authorized person
from the department will review the inventory list of each box to verify that disposal is
consistent with the records retention schedule; 3) a detailed list of the contents of all
boxes to be disposed will be sent to the department director and to the City Attorney for
authorization of the disposal; no records will be disposed without the City Attorney’s
approval; 4) when all authorizations are received, the City Clerk’s records center staff
will shred the records and recycle the waste; and 5) the City Clerk Department will
create a Certificate of Disposal to be maintained permanently with the list of all disposed
records, the authorizing signatures and the date of the disposal.

The basis for building an effective management program for City records is the
implementation of a records retention schedule. It will provide effective supervision of
records throughout their entire life cycle — from the point at which they are created or



received, through their use, maintenance and disposition. This schedule will ensure that
the records of the City are maintained in a manner that makes them easily accessible
and are retained in accordance with statutory retention requirements, contractual
requirements and regular business practices. It ensures more efficient and timely
access to information in City records; is a valuable aid to staff for making sound
decisions regarding the management of those records of continuing value, including
vital and historical records; and supports a schedule for disposition of obsolete records
on a continuous basis.

FISCAL IMPACT

The Professional Services Agreement with Océ Business Services, Inc. for professional
records retention consulting services was set at a not-to-exceed amount of $57,750,
which was approved by Council on May 9, 2007. That amount has been budgeted for in
the City Clerk Department budget.

CITY ATTORNEY’S ANALYSIS

The referenced documents have been reviewed by the City Attorney and approved as
to form.

RECOMMENDATION

It is recommended that the City Council approve the resolution with attached Exhibit A,
the Citywide Records Retention Schedule for the City of Oceanside, for use by all City
departments.

SUBMITTED‘ BY .
%ki ﬁle:\}R@ (( (k/éumu

Barbara Riegel Waynex _j
City Clerk

Attachments:
Resolution
Exhibit A — Records Retention Schedule, Citywide
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RESOLUTION NO.

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
OCEANSIDE APPROVING A COMPREHENSIVE CITYWIDE
RECORDS RETENTION SCHEDULE AND AUTHORIZING ITS
IMPLEMENTATION: AND REPEALING ALL PREVIOUS
RETENTION RESOLUTIONS

WHEREAS, the City of Oceanside desires to establish a comprehensive citywide
records retention schedule for use by all departments to manage City records throughout their
entire life cycle in compliance with statutory retention requirements, contractual requirements
and regular business practices to insure the preservation of permanent records and to provide
for the systematic disposal of obsolete records;

WHEREAS, California Government Code Section 34090 provides a procedure whereby
any city record that has served its purpose and is no longer required may be disposed of, as long
as the disposal of said record will not interfere with the services and functions of the City;

WHEREAS, City of Oceanside Ordinance 04-OR870-1 has established the City Records
Management Program; and

WHEREAS, the City Clerk Department has completed a thorough inventory of all City
records and appraisal of the vital, legal, fiscal, administrative, and historical value.

NOW, THEREFORE, the City Council of the City of Oceanside does resolve as follows:

SECTION 1. This resolution approves the comprehensive Citywide Records Retention
Schedule, attached to this resolution as Exhibit A and incorporated herein. That the Records
Retention Schedule identifies those records of both permanent and short-term value and
provides for their orderly retirement and disposition. The management/disposition of all city
department records shall be in accordance with the Citywide Records Retention Schedule. Prior
to the eligible disposal of any record, a Disposal Notice as provided by the City Clerk’s office
will be required to be signed/authorized by both the Department Director and City Attorney. No
records shall be disposed of without that documentation.
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SECTION 2. This resolution repeals all previous retention resolutions authorizing
disposal of individual departmental records.

PASSED AND ADOPTED by the City Council of the City of Oceanside, California,
this day of , 2008, by the following vote:

AYES:
NAYS:
ABSENT:
ABSTAIN:

MAYOR OF THE CITY OF OCEANSIDE

APPROVED AS TO FORM: ATTEST:
/7 \ th A 4/"_\
City Kttorfiey City Clerk

Resolution Approving Citywide Records Retention Schedule




EXHIBIT A
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Approved by Oceanside City Council
On )
Resolution Number

Records Management Program
Municipal Code Chapter 2 Article XIV

City Clerk Department
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City of Oceanside

Records Retention Schedule Field Definitions

The attached Records Retention Schedules (RRS) contain the following information for
use by all departments and divisions of the City. The Records series are arranged by
function rather than individual departments in order to meet the changing needs of the

City.

Because of the quantity and nature of police specific records an additional RRS has
been developed to address those records series that pertain solely to police operations

Below is an outline of the meaning and contents of each column of the Records
Retention Schedules:

Category Code — This code is assigned by the City Clerk Records Management
Program, It is the code utilized by the records management software to track
each record series and its retention period

Record Series Title — Delineates the official name of each record series named
in the RRS. A records series title is the name given to a record or group of
records that share a related function and the same retention period

Description — This defines the records series, it lists the basic function,
description of the types of records contained in the series and some of the “also
known as” titles that have previously been used for these documents

Status — This denotes any special requirements such as confidential, historic, or
vital

Notes — Contains any special notations concerning the handling or background
for the record series

Division — This is the department that is responsible for maintenance of the
official or “record” copy of the document or item. This is the department/division
that will be responsible for the life cycle of the item

Legal Retention — This is the time frame that legal research has shown is the
minimum time the material contained within the records series must be
maintained. It is based on an analysis of the material and research of all local,
state and federal codes that apply

Total Retention — This is the time a record is to be maintained. It is based on all
factors that control how long a record is kept, such as, legal, fiscal, operational,
and historical values. This is the longest period for retention barring any legal or
audit holds

Duplicate Copies — The duplicate copy column defines the maximum time a
duplicate copy may be retained. In all cases, the duplicate copies must be
removed when the material contained within the records series have reached
their total retention period

Legal References — These are the citations that define the legal requirements
for retention. Some are listed as a code (i.e. LOC015) as the number of
references that may apply is too cumbersome to each individual citation.



Key to Records Retention Schedule Abbreviations

Definition/Explanation

#HE Numeric Value

AC After Close

ACT Active (while a document or work is still in progress).

AUD Audit (an audit is performed at the end of each fiscal year, to be
completed by 12/31).

cYy Current Year (current year, any record or file that is made within the

current calendar year; the retention period begins the first day of the
following year, i.e., C+2 means a record created in 1998 plus‘the next
two calendar years would be eligible for destruction on 01/01/01).

E Election date

H Historical (Not coded — City will determine)

L Life of

LOA Life of Asset

LOE Life of the Equipment

LOP Life of the Property

LOS Life of the Structure

MAX Maximum — Retain records for no longer than the maximum period

stated. Users may destroy records earlier than the period stated if no
longer needed. The maximum retention period may only be used for
general administrative records, miscellaneous correspondence, and
other records possessing little value that can be destroyed within a few
years.

PERM Permanent - the record is determined to be of permanent value to the
City; original records affecting the title of property or liens thereon;
minutes, resolutions, ordinances

REVIEW Review on a periodic basis where retention is determined by outside
agency, such as Crime Incident Misc. Files in Police

SEE DESC See description and/or notes on record series.

SUP Supersede (only retain the current version; once that version has been

revised the older version is to be destroyed to eliminate any confusion)
TERM Termination

Vv Vital (records required to resume and continue the operation of the
City, including public services and infrastructure)

Please note: Activity codes are also sometimes referred to as a “Legend”.
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