
INTHECITYCOUNCILOFTHECITYOFSANLEANDRO

RESOLUTIONNO9816

1272

RESOLUTIONADOPTINGRECORDSRETENTIONSCHEDULEAUTHORIZING

CITYCLERKTOMAINTAINRECORDSANDDESIGNATINGSPECIFIC

DEPARTMENTSASOFFICEOFRECORD

RECITALS

WHEREASGovernmentCodeSection34090etseqsetsforthcertainlegal
requirementsrelatingtotheretentionofcertainmunicipalrecordsand

WHEREASOtherCodesbothStateandFederalalsospecifyotherretention

requirementsforspecificpublicrecordsand

WHEREASThisCouncilrecognizesthatnotwithstandingtheirlegalvaluecertain

recordsoftheCityhavelongeradministrativeoperationalevidentialandhistoricvalue

and

WHEREASItisappropriateandfeasibletodealwithpublicandotheradministrative

recordsinaresponsibleeconomicandtimelymannerand

WHEREASWiththeassistanceofaRecordsManagementConsultanttheCityClerk

hasrecommendedaRecordsRetentionScheduleattachedasExhibitAwhichhasbeen

reviewedandapprovedbytheCityAttorney

NOWTHEREFOREBEITRESOLYEDthatthespecificdepartmentsidentifiedinsaid

RetentionScheduleareherebydesignatedastheOfficeofRecordandassuchshallbe

responsibleforallofficialrecordssoidentifiedandshallkeepthoserecordsincompliance

withapplicableschedulesandlaws

FURTHERthattheRecordsRetentionScheduleattachedheretoasExhibitAand

madeaparthereofwhichhasbeenapprovedbytheCityAttorneyascomplyingwith

FederalandStateauthoritiesandgenerallyacceptedrecordsmanagementpracticesis

herebyadopted

FURTHERtheCityClerkisherebydirectedtoconductareviewofthereferenced

schedulewiththeCityAttorneyonaperiodicbasisandtopresentanyrevisionstothe

CityCouncilforschedulemodificationasfromtimetotimemaybenecessarytokeep
retentioninformationcurrentandtimely

BEITFURTHERRESOLYEDthattheCityClerkbeandhesheisherebyauthorized

anddirectedtomaintaintherecordsitemizedontheadoptedschedulefortheperiodsof

timesodesignatedandthereaftertodestroysamewithoutfurtherauthorization



IntroducedbyCouncilMemberPolvorosa

2nddayofFebruary1998bythefollowingcalledvote

andpassedandadoptedthis

MembersoftheCityCouncil

AYESCouncilMembersGalvanGlazeLoefflerLothropPolvorosaYoung
MayorCorbett7

NOESNoneo

ABSENTNoneo

Attest



EXHIBITMATORESOLUTIONNO

EXCEPTIONSTODESTRUCTION

Thefollowingdocumentsshallnotbesubjecttodestructionexceptif1

microfilmedorreproducedbyothermediumwhichdoesnotpermitadditions

deletionsorchangestotheoriginaldocumentinaccordancewiththeprovisions
ofGovernmentCodeSection340905or2anaccurateandcomplete

duplicationexistsinaccordancewiththeprovisionsofGovernmentCode

Section340907

1Requestsfordestruction

2Recordsaffectingtitletorealpropertyorliensthereon

3Courtrecords

4Recordsrequiredtobekeptbystatute

5Recordslessthantwoyearsold

6TheminutesordinancesorresolutionsoftheCityCouncilor
PlanningCommissionoranycityboardorcommission



RECORDSRETENTIONSCHEDULE

CITYOFSANLEANDRO

RECORDOFFICEOFRECORDRETENTION

InMonths
ActiveTotal

AUTHORITY

AbatementsPlanning024fTo96fTAdmin

AccountingGeneralFinance024060Admin

AccountsPayableReceivableFinance024060Admin

AcquisitionCityClerk024999GC

RealProperty

AffidavitsofPublicationCityClerk024060Admin

Agendas024120Admin

CityCouncilCityClerk

BoardsStaffLiaison

CommissionsStaffLiaison

EDARedevelopment
IDACityClerk

ParkingAuthorityCityClerk

RDARedevelopment
SubcommitteesCouncilCityManager

AnnexationRecordsCityClerk024999GC

AppealsCityClerk024036Admin

AppointmentsCouncilCityClerk024036Admin

AppraisalsCityClerk024999Admin

ArticlesofIncorporationCityClerk024999CFR

AssessmentDistrictRecords

FormationDocumentsCityClerk024999MAdmin

FinancialDocumentsFinance024999MAdmin

MapsEngineering024999MAdmin



RECORDOFFICEOFRECORDRETENTIONAUTHORITY
InMonths

ActiveTotal

Audits
FinancialStatementsFinance024999CFR

ManagementAuditsCityManager024120Admin

BankStatementsReconciliationsFinance024060Admin

BondRecordsFinance024999GC

BudgetsCityFinance024999Admin

BuildingConstructionBuilding024999MUSC

PermitsLifeofStructure

BuildingProjectsBuilding024999MUSC

LifeofStructure

BusinessLicenseDataFinance024060Admin

CampaignStatementsCityClerk

SuccessfulCandidatesCommittees024999MEC

UnsuccessfulCandidatesCommittees024060MEC

CIPRecordsEngineering024999HS

CensusDemographicsPlanning024999Admin

Claims

LegalDocumentsCityAttorney024fT06OfTAdmin

FinancialDocumentsFinance024fT084fTAdmin

CodeEnforcementDataDevelopmentServices024060Admin

CommendationsCityClerk024060Admin

ConflictofInterestCodeCityClerk024SAdmin

ContractsGeneralCityClerk024fT120fTAdmin

CorrespondenceGeneralDepartment024024Admin

DeedsofTrustCityClerk024999GC



RECORDOFFICEOFRECORDRETENTIONAUTHORITY

InMonths

ActiveTotal

DeferredCompensationFinance024999CFR

DesignReviewCasesPlanning024999GC

DivestmentPropertyCityClerk024999GC

EasementsCityClerk024999GC

EconomicDevelopmentRedevelopment0241T0601TAdmin

Programs

ElectionResultsCityCityClerk048999Admin

EmergencyPreparednessPolice024SAdmin

Plan

EminentDomainCityClerk024999GC

Judgments

EmployeeRecordsHumanResources

EmploymentApplications024024Admin

TestResults024024Admin

PersonnelAllIT999CFR

TrainingPrograms024060Admin

EncroachmentPermitsEngineering0241T0481TAdmin

EIRsPlanning024999GC

FacilityPlansSpecsPublicWorks024999MHS

FeesFinesFinance024060Admin

FidelityBondsCityClerk0241T0241TAdmin

CityEmployees

FormsBlankDepartmentDRDRAdmin



RECORDOFFICEOFRECORDRETENTIONAUTHORITY

InMonths
ActiveTotal

FranchiseAgreementsCityClerk024999MAdmin

GeneralPlanAmendmentsPlanning024999Admin

GradingPermitsEngineering024048Admin

Grants

FinancialDocumentsFinance024A060AAdmin

ProjectDocumentsDepartment024A060AAdmin

HistoricalDataofCityCityClerk024999Admin

HousingProgramsPlanning024A060AAdmin

InsurancePolicies
GeneralFinanceITITAdmin

WorkersCompFinanceITITAdmin

InventoryFixedAssetsFinance024999MAdmin

LegalOpinionsCityAttorney024999Admin

LiensCityClerk024999GC

LitigationCityAttorney0241T0601TAdmin

LoansFinance024999GC

LotLineAdjustmentsCityClerk024999GC

MaddyActComplianceCityClerk024060Admin

MapsCityEngineering024999Admin

MasterPlansPlanning024999Admin



RECORDOFFICEOFRECORDRETENTIONAUTHORITY

InMonths
ActiveTotal

MeetngPackets024120Admin

CouncillRDACityClerk

BoardsStaffLiaison

CommissionsStaffLiaison

EDACityClerk

IDACityClerk

ParkingAuthorityCityClerk

SubcommitteesCouncilCityManager

MeetingTapes060060Admin

CouncillRDACityClerk

BoardsStaffLiaison

CommissionsStaffLiaison

EDACityClerk

IDACityClerk

ParkingAuthorityCityClerk

SubcommitteesCouncilCityManager

Minutes024999GC

CouncillRDACityClerk

PlanningCommissionPlanning
SubcommitteesCouncilCityManager

NegativeDeclarationsPlanning024999GC

NewslettersCityCityClerk024999Admin

NominationPapersCityClerkTermplus048EC

NoticesPublicHearingCityClerk024fT060fTAdmin

OathsofOfficeCityClerkTermplus012Admin

OrdinancesCityClerk024999GC

ParcelMapDataEngineering024999GC

Transportation

ParkingRegulationsPolice024ISAdmin

ParksCityImprovementsEngineering024fT06OfTAdmin

Payroll
RegistersFinance024060Admin

EmployeeRecordsFinance024999Admin

PERSandW2s



RECORDOFFICEOFRECORDRETENTIONAUTHORITY

InMonths
ActiveTotal

PetitionsCityClerk

InitiativeJReferendumRecall008AfterElectionEC

NotaPublicRecord

PoliciesCityCityClerk024999Admin

PressReleasesCityCityClerk024060Admin

ProclamationsCityClerk024060Admin

PublicationsCityCityClerk024999Admin

PurchasingRecordsFinance024120Admin

RecordsDispositionCityClerk024999GC

Data

RecordsRetentionScheduleCityClerkSSAdmin

RedevelopmentProjectsRedevelopment024T999Admin

ReferenceResourceMaterialsDepartmentDRDRAdmin

Resolutions120999GC

CouncilCityClerk

PlanningCommissionPlanning
EDARedevelopment
IDACityClerk

ParkingAuthorityCityClerk

RDARedevelopment

RevenueSummaryFinance024060Admin

RostersofCityOfficials

ElectedOfficialsCityClerk048999Admin

AllOthersCityClerk048120Admin

SolidWasteManagementPublicWorks024060Admin

RecyclingRefuse



0

RECORDOFFICEOFRECORDRETENTIONAUTHORITY

InMonths

ActiveTotal

StatementsEconomicInterestCityClerk

OriginalsFiledwithCity048084GC

OriginalsFiledwithFPPC048048GC

StreetImprovementsPublicWorks024999Admin

StudiesDepartment024060Admin

SubdivisionsPlanning024999GC

TaxationFinance024060Admin

TrafficRegulationsEngineering024060Admin

UsePermitsPlanning024999Admin

UtilitiesEngineering024060Admin

VariancesPlanning024999Admin

WarrantsFinance024060Admin

WorkersCompCasesFinance024fT360fTCFR

ZoningRezoningCasesBuilding024999Admin

KeyIAAfterAudit

DIRDestroyWheneverNoLongerRelevant

1MMicrofilmAfterTwoYears

ISUntilSuperseded
fTAfterCompletionSettlementorTermination

999Permanent

AdminAdministrativeorHistoricalResearchValue

CFRCodeofFederalRegulations
ECCaliforniaElectionsCode

GCCaliforniaGovernmentCode

HSCaliforniaHealthandSafetyCode

UBCUniformBuildingCode

December181997


