ITEM NO. 1O
CITY OF OCEANSIDE

STAFF REPORT

DATE: December 4, 2013
TO: Honorable Mayor and City Councilmembers
FROM: City Clerk’s Office

SUBJECT: ADOPTION OF A RESOLUTION APPROVING REVISIONS TO THE
COMPREHENSIVE CITYWIDE RECORDS RETENTION SCHEDULE
AND AUTHORIZING ITS IMPLEMENTATION AND REPEALING
RESOLUTION NO. 08-R0659-1

SYNOPSIS
Staff recommends that the City Council adopt the resolution approving revisions to the

Comprehensive Citywide Records Retention Schedule, authorizing its implementation
and repealing Resolution No.08-R0659-1.

BACKGROUND

The City Records Management Program, Municipal Code Chapter 2, Article XIV,
Section 2.86 (e)(2) requires that the City’s records retention schedules be reviewed at
five-year intervals or as needed for operational, legal, fiscal, or historical changes. This
is the first five-year review since the implementation of the schedules and combines the
Citywide and the Police schedules in order to provide a single source document for ali
departments.

ANALYSIS

On October 6, 2004, Council adopted Ordinance No. 04-OR870-1, adding the Citywide
Records Management Program. The initial retention schedules were subsequently
adopted by Council under Resolution No. 08-R0659-1 and implemented by all
departments.

For the 5-year review, departmental records administrators for each department were
asked to review established record series for their department, as well as the series and
categories listed as common to all departments. They submitted their recommended
changes to current record series, identified new record series, or identified obsolete
records.



The resulting recommendations, along with the original schedule, were submitted to the
City’s consultant, Canon Business Process Services (CBPS) to review the legal or
regulatory requirements, make applicable changes to existing record series, and to
research the requirements for new series requested by the departments. Upon
completion of the review by CBPS, the initial draft was reviewed by City Clerk
Department staff and returned to Canon for preparation of the final schedule.

When the original City Retention Schedule was created, it was established as a two-part
document, one for Citywide record series and a separate schedule for those records
specific to the Police Department. This separation has been determined to be
unnecessary, and consequently the two have been merged into a consolidated
document. The combined schedule identifies those records of both permanent and
short-term value and provides for their retirement and disposition in accordance with all
applicable statutory requirements. The schedule also ensures the identification and
permanent retention of City records of archival value.

In addition, this action provides authority to the City Clerk Department to add new
record series, with the approval of the City Attorney and consultation with the affected
department director(s), or to make adjustments to the schedule as fiscal, legal or
operational requirements change between the five-year review periods.

FISCAL IMPACT

The Professional Services Agreement with Canon Business Process Services, Inc. for
records retention consulting services was set at a not-to-exceed amount of $31,627.
The funds were approved and appropriated in the FY 2013-2014 budget for this
purpose. The funds are available in account number 170174101.5305.

INSURANCE REQUIREMENTS

Does not apply.

CITY ATTORNEY’S ANALYSIS

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



RECOMMENDATION

Staff recommends that the City Council adopt the resolution approving revisions to the
Comprehensive Citywide Records Retention Schedule, authorizing its implementation
and repealing Resolution No.08-R0659-1.

PREPARED BY: SUBMITTED BY:
XAme John Guthrie Beck
itte Records Manager ity Clerk
REVIEWED BY:
Michelle Skaggs Lawrence, Deputy City Manager p /M
Michael Blazenski, Interim Financial Services Director N e ma
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 REVISIONS TO THE
COMPREHENSIVE CITYWIDE RECORDS RETENTION
SCHEDULE AND AUTHORIZING ITS IMPLEMENTATION
AND REPEALING RESOLUTION NO. 08-R0659-1

WHEREAS, The City of Oceanside established Citywide Records Retention Schedules
for use by all departments to manage City records throughout their 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, The City of Oceanside Records Management Program contained in the
Municipal Code Chapter 2, Article XIV, Sec. 2.86(e)(2) requires review of the current Records
Retentions Schedules at five year intervals or as needed;

WHEREAS, The City Clerk Department in conjunction with all City Departments has
completed the required review and appraisal of the vital, legal, fiscal, administrative, and
historical value of existing and newly created City records.

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

SECTION 1. This resolution approves the revised comprehensive Citywide Records
Retention Schedule attached to this resolution as Exhibit A and incorporated herein. 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 disposal of any record, a properly completed Disposal Notice as provided by the
City Clerk’s office will be required to be signed/authorized by both the Department Director or
authorized representative and the City Attorney. No records shall be disposed of without such

documentation.
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SECTION 2. This resolution repeals Resolution No. 08-R0659-1 and all previous
records retention schedules.

SECTION 3. This resolution authorizes the City Clerk, with the approval of the City
Attorney and after consultation with the affected department director(s) to make adjustments to
the schedule as legal requirements change or new record series are created between the required
five year review periods.

PASSED AND ADOPTED by the City Council of the City of Oceanside, California,
this day of , 2013, by the following vote:

AYES:
NAYS:
ABSENT:
ABSTAIN:

MAYOR OF THE CITY OF OCEANSIDE

ATTEST: v APPROVED AS TO FORM:
City Clerk ttorney
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