
RESOLUTION NO. 2020- 01

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF LOS ALA1'. IITOS,
CALIFORNIA, ADOPTING A RECORDS MANAGE-TENT PROGRAM AND
REPEALING RESOLUTION NO. 2018- 34 IN ITS ENTIRETY

WHEREAS, the City wishes to establish policies and procedures under a Records
Management Program to control the orderly creation, utilization, maintenance, retention,
preservation,  and disposition of City records,  based on State and Federal statutes
governing public records; and,

WHEREAS,  the City wishes to ensure that a responsible program of records
management is practiced and documented from creation to disposition in accordance with

the law and in the best interest of the City and the general public; and,

WHEREAS, the objectives of the Records Management Program include:

Efficient information retrieval

Transfer of inactive records from high- cost office space to low-cost storage or an

electronic media imaging system, thus reducing filing equipment and increasing
valuable office space

e Orderly destruction of records no longer required by statute to be retained, and
which are no longer needed for administrative,  operational,  legal,  fiscal,  or
historical purposes, in accordance with the Records Retention Schedule

Preservation of records with long- term or permanent value
a Protection of records vital to the City in the event of a disaster
m Elimination of duplicate records

WHEREAS,  Section 34090 of the Government Code of the State of California
requires permanent retention of certain records and authorizes destruction of others after
stated periods of time on established terms and conditions; and,

WHEREAS,  on October 19,  2015, the City Council adopted Resolution 2015- 30,
which established the Records Management Program; and,

WHEREAS,  the City Council finds it desirable to update the City' s Records
Management Program annually; and,

WHEREAS, the City Council last updated the City' s Records Management Program
on December 10, 2018, with the approval of Resolution No. 2018- 34.

NOW,  THEREFORE,  THE CITY COUNCIL OF THE CITY OF LOS ALAMITOS
DOES RESOLVE AS FOLLOWS:

SECTION 1 .  The City Council of the City of Los Alamitos, California, finds that the
above recitals are true and correct.

SECTION 2.  Columbus Day is hereby recognized as Records Management Day. City
facilities will be closed to the public to allow Staff to work on Records Management.



SECTION 3.  Adopts the Records Management Program, attached hereto as Exhibit
A, which shall supersede and replace any and all records management programs adopted

by prior resolution of the City Council.

SECTION 4. The City Council does hereby repeal Resolution 2018- 34.

SECTION 5.  The City Clerk shall certify as to the adoption of this Resolution.

PASSED, APPROVED, AND ADOPTED this 21St day of January, 2020.

7       .-  --;:,(--7__,-
7

Richard D. Murphy,    ayo

ATTEST:     

i )   tc1-3. t

Windmer: Quintanar, fMC, City Cl

APPROVED AS TO FORM:

J

i ' ae S. Daudt, yyttorney

STATE OF CALIFORNIA  )

COUNTY OF ORANGE     )  ss

CITY OF LOS ALAMITOS )

I, Windmera Quintanar, MMC, City Clerk, of the City of Los Alamitos, do hereby certify
that the foregoing Resolution was adopted at a regular meeting of the City Council held
on the 21st day of January, 2020, by the following vote, to wit:

AYES:  COUNCILMEMBERS:   Chirco, Murphy, Doby, Grose, Hasselbrink

NOES:  COUNCILMEMBERS:   None

ABSENT:      COUNCILMEMBERS:   None

ABSTAIN:     COUNCILMEMBERS:   None
i i

faW'fir rJ1L)
ndme a Quintanar, MMC, City leNlik
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CITY OF LOS ALAMITOS

RECORDS MANAGEMENT POLICY & PROCEDURES

California Public Records Act: In enacting Chapter 6250 et seq. of the Government Code,
the Legislature,  mindful of the right of individuals to privacy,  finds and declares that

access to information concerning the conduct of the people's business is a fundamental
and necessary right of every person in this State."

1.       PURPOSE

To establish policies and procedures under a Records Management Program to control

the orderly creation, utilization, maintenance, retention, preservation, and disposition of
City records, based on State and Federal statutes governing public records.

To ensure that a responsible program of records management is practiced and

documented from creation to disposition in accordance with the law and in the best

interest of the City and the general public.

2.       REFERENCES

Including, but not limited to: California Government Code Sections 6250 et seq. ( Public
Records Act), 12236, 34090, 34090. 5, 34090. 6, and 34090. 7 ( See Records Retention

Schedule — Legal Citation Reference List).   " Govt. Code" shall hereinafter refer to the

California Government Code.

3.       POLICY STATEMENT

Policies and procedures,  under the supervision and administration of the City Clerk' s
Office, are hereby established for the coordination, administration and implementation of
the Records Management Program,   under which City records are retained for
administrative, operational, legal, fiscal, historical or research purposes.

The City Clerk' s Office will distribute the Records Management Policy and Procedures
document to all Department Directors and each Department records coordination. Each

Department Director is responsible for ensuring that the records under his/ her control are
maintained and destroyed in accordance with the Policy. The Policy shall be revised as

necessary to meet legal and administrative requirements.

4.       OBJECTIVES

The Objectives of the Records Management Policy are:

4. 1 Meet legal standards for public examination,  protection,  storage and

retrieval of records.

4. 2 Efficient information retrieval.

Records Management Program
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4. 3 Transfer of inactive records from high- cost office space to low- cost storage

or an electronic media imaging system, thus reducing filing equipment and
increasing valuable office space.

4. 4 Orderly destruction of records no longer required by statute to be retained,
and which are no longer needed for administrative, operational, legal, fiscal,

or historical purposes, in accordance with the Records Retention Schedule.

4. 5 Preservation of records with long- term or permanent value.

4.6 Protection of records vital to the City in the event of a disaster.

4.7 Elimination of duplicate records.

5.       APPLICABILITY

Records polices apply to all records, whether that are maintained in hard ( paper) copy,
electronically,  or in some other fashion.  Each department shall develop,  implement,
maintain,  and adhered to a records management plan appropriate for the particular

records it maintains, in cooperation with the office of the City Clerk.

The City is subject to a range of statutes and rules regarding record retention and
disclosure.

6. RESPONSIBILITIES

6. 1 City Clerk
The City Clerk is responsible for developing,  coordinating and administering
policies and procedures for the implementation of the Records Management

Program, and to provide assistance to Department Records Coordinators.

To perform this function, the City Clerk and/ or his/ her designee shall, on an on-
going and periodic basis:

Create, maintain and distribute the necessary forms to implement the
Records Management Program.

Develop and maintain a retention and disposition schedule for all City
records, including the preparation of any amendments as dictated by
statute or administrative policy.   Submit proposals for any scheduled
amendments to the City Attorney and City Council for approval via a
Council Resolution.

Maintain a current inventory and index of records transferred to the
Records Center for storage.   Coordinate the transfer of records from

department office areas to the Records Center.

Establish guidelines and coordinate periodic reviews of City records to
Records Management Program
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determine which records are eligible for destruction in accordance with

the Records Retention Schedule and subject to the approval of the

Department Director, City Clerk, and City Attorney.

Coordinate with all City Departments, on a routine basis, the timely
destruction of obsolete records according to the procedures herein.
Certify and document that records have been destroyed. Certificates of
Destruction shall be permanently kept on file with the office of the City
Clerk.

Oversee the special handling of confidential, historical, and essential
records, and ensure the safety of Vital Records in the event of a disaster.

Maintain accurate and timely electronic databases and a uniform filing
system of all legislative actions affecting the creation,  utilization,
maintenance, retention, preservation and disposition of City records, in
order to efficiently track and retrieve City records.

Respond to records requests by City staff in an efficient and timely
manner.

Respond to public records requests and subpoenas for public records in

accordance with law.

6. 2 City Departments

Each Department Director is responsible for designating a qualified
Department Records Coordinator,  who shall serve on the Records

Management Committee.

Each Department Director or his/ her designee is responsible for

maintaining a reliable and accurate filing system to ensure the efficient
maintenance,  retrieval and disposition of the records under his/ her

control.

Each Department Director or his/ her designee is responsible for

ensuring that obsolete records under his/ her control are destroyed in a
timely manner, and authorizing the destruction, in accordance with the
policies and procedures stated herein.

Each Department Director or designee is responsible for submitting a
request for any suggested revisions to its Records Retention Schedule,
to the City Clerk who will review the request and submit a
recommendation to the City Attorney and City Council.

Each Department Records Coordinator is responsible for maintaining
and controlling the disposition of records.

Records Management Program
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7.       IDENTIFYING RECORDS

The simplest way to identify if material is a record is to consult the City' s Retention
Schedule. If the material in question is identified on the schedule, records coordinators
are obligated to maintain the record in accordance with the schedule. One of the most

challenging aspects of records management can be determining if a document or media
is a record when it is not identified on the schedule. If it is unclear if the material is a

record or if it is clear that the material is a record, but is not included on the schedule the

coordinator should contact the City' s Record Manager for additional assistance.

7. 1 What is a Record?

Some records,  because of their enduring administrative,  fiscal,  legal or
historical value, should be permanently retained. These records require that
special care and consideration be given to their storage conditions and

enduring preservation.  Examples of permanent records include meeting
minutes from Brown Act governed bodies;  resolutions,  and ordinances.

Most records do not have values that warrant their permanent preservation.

Those records with short-term value should, upon reaching the end of the
retention period, be destroyed.

Records are any writing or recording that contains information related to the
conduct of the public' s business prepared, owned, used, or retained by the
City regardless of physical form or characteristics. " Regardless of physical
form" means that video, audio files and data in a computer system used
to conduct business are also records.

7. 2 Non- Records

Even though records include a broad spectrum of recorded information, not

all information held by the City is a record. Transitory Communications
routine correspondence not integrally related to City business) such as

texts, instant messaging, and voice mail messages that are temporary or of
a brief duration are not records.  Additional guidelines for emails and use of
personnel devices are covered in Administrative Regulation 7. 1,

Telecommunications Policy.

Non- records do not require retention scheduling or destruction authorization
or reporting. To control excessive accumulation, it is necessary to keep only
current,  useful materials and to destroy non- records immediately after
needs have been satisfied. Staff should take care not to file non- records

with records.

Examples of non- records include the following materials:

Identical copies of documents maintained in the same file

Blank forms

Extra copies of printed or processed materials

Superseded manuals and other directives (maintained outside the office
of record)

Records Management Program
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Routine messages not integral to City business of a brief duration such
as texts, instant messaging, and voicemails
Materials received from other agencies,  people,  or businesses that

require no action

Catalogs, trade journals and other publications or papers received from

government agencies,  commercial firms or private institutions that

require no action and are not part of an action case record

8.       STORAGE OF RECORDS

The City of Los Alamitos is committed to effective records management and appropriate
utilization of City resources. Proper storage of records in all states of a record' s lifecycle,
regardless of format, aids in the allocation of space and reduces liability and cost to the
organization. City records should only be stored on approved devices and in appropriate
storage locations.

8. 1 Electronically
State laws generally preclude the destruction of a public record less than
two years old unless the record has been reproduced in some manner,

properly stored, and is available for public disclosure to the same extent as
the original. Accordingly, the Electronic Media Imaging System ( EMIS) shall
be the official repository used to retain and store electronic copies of City
records. Use of any other system or device to store electronic copies in lieu
of an original, must be approved by the City clerk prior to destruction of the
original record. No page of any record shall be destroyed f the page cannot
be reproduced electronically with full legibility.  Every irreproducible page
she be preserved in a manner that shall afford easy reference for the
retention period set forth in the retention scheduled.  Every reproduction
made pursuant to this section shall be deemed an original record.

8. 1. 1 EMIS Storage Medium

The City recognizes the EMIS as the official electronic repository of the City.
This system complies with requirements regarding electronic record storage
as set forth in section 34090. 5 of the California State Government Code.

Records stored or transferred to the EMIS are eligible for destruction 30

days after entry in the EMIS with no further approval required provided the
following criteria is met.

1 .  Department Records Coordinator identifies records that are imaged and

stored in a medium other than the EMIS and are also stored in the EMIS.

2.  The Department Records Coordinator confirms that quality control
process is completed as outlined in the City' s Imaging Policy and
Guidelines for City Records ( administered by the City Clerk' s Office and
adopted by Administrative Regulation) on designated records and that
30 days has elapsed from entry in the EMIS.

Records Management Program
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3.  The Department Records Coordinator destroys the records as outlined

in the City' s record retention schedule.

8. 2 Offsite

The City will make every effort to avoid storing records in offsite storage
facilities.  Whenever possible,  records will be held in the department

responsible for the document ( Office of Record) in their original form in the

EMIS.

8. 3 Duplicate Records

When a duplicate of an official record exists, it may be destroyed as the
discretion of the department director when the original record is on file

electronically in the EMIS or in original format in the Office of Record,
without further authorization from the City Clerk of City Attorney.

8. 4 Records Disposition

Record disposition applies to all records, regardless of the physical form or

location of the record. At the conclusion of a records retention period, the

record shall be disposed of in accordance with this policy.

9.       REQUIRED FORMS

The following forms are to be utilized by all City Department Directors or their
designees in order to efficiently and accurately identify,  inventory,  transfer to
storage, retrieve, and destroy records under his/ her control: ( Each form, including
instructions, is attached hereto.)

9. 1 Records Retention Schedule ( Exhibit B)

This form governs the mandatory disposition of City records by indicating
the minimum length of time records shall be maintained in the office and in

storage, and the time period after which they may be destroyed.

The Retention Schedules are created by the Office of the City Clerk based
on a detailed examination of the Records Inventory & Identification Forms,

and interviews with each department to determine the legal,  vital,

administrative, or historical value of the records.   Applicable codes and

statues are referenced to determine the required retention period.

Retention schedules and amendments thereto are approved by the City
Attorney, City Clerk and Department Head, and authorized by City Council
resolution.

9. 2 Records Inventory & Identification Form (Exhibit C)

This form is used to collect the inventory and appraisal information needed
to develop retention periods for public records under the control of each City
Department. The records inventory is a detailed review of the quantity, type,
function, and organization of records by category or record " series".  This

information is used by the Office of the City Clerk to research and apply the
retention periods to each record " series" per legal and/ or administrative

requirements.   When more than one legal citation applies to a particular

Records Management Program
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record,  the longest retention period shall apply.    Once completed,  the

inventory forms are retained by the Office of the City Clerk.

9. 3 Request for Amendment to Records Retention Schedule Form ( Exhibit
D)

This form is used when any change is needed in the Records Retention
Schedule.  It is completed by the requesting department and reviewed by
the City Clerk or his/ her designee.    Each  " Request for Amendment to

Records Retention Schedule" form is then submitted to the City Attorney
and City Clerk for approval and must be authorized by City Council
resolution.  The City Clerk or his/ her designee will initiate and coordinate a
periodic review of all department Retention Schedules to ensure

compliance with legal requirements.

9. 4 Authority to Destroy Obsolete Records Form ( Exhibit E)
This form is prepared by the department wishing to destroy records.  The
City Clerk or his/ her designee reviews the form and forwards it to the City
Attorney for approval.  Once approved by the City Attorney, the records are
destroyed.  The form is then signed by the department verifying destruction
and returned to the Office of the City Clerk for permanent retention.

10.     DISPOSITION OF RECORDS

As provided by Govt. Code Section 34090, upon the request of the Department
Head and with the written consent of the City Attorney and the City Clerk, the
records identified in the Records Retention Schedule are authorized to be

destroyed on an on- going basis in accordance with the retention periods described
therein without the necessity of a specific resolution of the City Council.

10. 1 Procedure

The Office of the City Clerk shall be responsible for scheduling and
coordinating with all City Departments the destruction of records on an
annual basis.     The appropriate forms will be distributed to all City
Departments in order to document the records to be destroyed.

It shall be required that the Department Head, City Attorney, City Clerk and
Records Management Coordinator authorize and sign each " Authority to
Destroy Obsolete Record" form prior to the records being destroyed.

NOTE: It is imperative that the requests for Authority to Destroy Obsolete
Records be reviewed carefully by all signatory staff in order to determine
whether records listed are involved in litigation,   or if there is an

administrative and/ or operational requirement which may require a
temporary extension of the retention period.

Records deemed to be confidential in nature shall be shredded.  All other

records shall be removed from their locations for secure destruction.

Records Management Program

CC RESO 2020- 01 — Exhibit A

Page 8 of 12



The Department Director in control of the records and City Clerk or his/ her
designee shall certify each and every destruction of records. The City Clerk
or his/ her designee shall maintain a permanent record of all destroyed

records and destruction certifications.

10. 2 Exceptions

In accordance with Government Code Section 34090,  the City is not
authorized to destroy the following City records:

Records affecting the title of real property or liens thereon.
Court records ( unless the originals are maintained by a court of law).
Records required to be kept by statute.
Records less than two years old.

The minutes, resolutions, or ordinances of the City Council or the City' s
Boards or Commissions.

11.     VITAL RECORDS PROTECTION

Vital Records contain information necessary for the City to resume operations after a
disaster.  Each Department Director is responsible for identifying the Vital Records under
his/ her control and ensuring that the Vital Records are maintained according to the
following procedures:

All Vital Records shall be stored in a secure, safe and controlled environment,

to protect the records from theft or damage ( i. e. vault or Records Center).

Vital Records that are in use but are required to be kept in a secured area,

should be returned to the secured area at the end of each workday.   Vital
Records should not be allowed to accumulate on desks or in unprotected areas.

The Information Technology Division shall back up the City' s Servers,  and
imaged records each business day in accordance with procedures established
with the Administrative Services Director.  The backup copy will be stored at an
off-site location to be used for recovery if necessary.  The address of the off-
site location is on file with the City Clerk' s office.

12.     DEFINITIONS

Agency

State Agency:   Means every state office, officer,  department, division bureau,
board and commission,  or other state body or agency,  except courts and the
Legislature.

Local Agency:  Includes a county, city, school district, or any board, commission
or agency thereof, other local public agency, or entity that is a legislative body of
a local agency pursuant to subdivision ( c) and ( d) of Govt. Code Section 54952.

Records Management Program
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Duplicate Records

Copies or reproductions of original records, whether or not the same physical form as the

original, which are retained for personal reference or for operational requirements. ( Note:

a copy is considered an " original" if the original cannot be located.)

Electronic Media Imaging System ( EMIS)
In accordance with Govt.  Code Section 34090. 5,  any process or system where City
records are photographed, micro graphed, reproduced by electronically recorded video
images on magnetic surfaces,  recorded in the electronic data- processing system,
recorded on optical disk, reproduced on film, optical disk, or any other medium that is a
trusted system" and that does not permit additions, deletions, or changes to the original

document.

Trusted System":   Per Govt.   Code Section 12168. 7,   a combination of

techniques, policies, and procedures for which there is no plausible scenario in

which a document retrieved from or reproduced by the system could differ
substantially from the document that is originally stored.

Inactive Records

Records more than two years old, which are accessed infrequently but may continue to
have administrative,  operational,  legal,  fiscal,  or historical value in carrying out City
business.  Inactive Records may be stored off-site, and shall be destroyed in accordance
with the City Records Retention Schedule.

Permanent Records

Original records required to be maintained permanently according to law, regardless of
whether the record is converted to an electronic media ( i. e. magnetic surface, optical disk,

etc.).  Permanent Records may include, but are not limited to, records affecting the title
of real property or liens thereon; court records; records required to be kept by statue;
records less than two years old;  and minutes,  resolutions, or ordinances of the City
Council or of its Boards and Commissions.

Person

Includes any natural person, corporation, partnership, limited liability company, firm, or
association.

Public Record

Any writing containing information relating to the conduct of the City' s business, prepared,
owned, used or retained by the City, regardless of physical form or characteristics ( Govt.
Code Section 6252( e)).

Records Management Committee

An administrative committee consisting of designated representatives from each City
department ( Department Records Coordinators) and the Records Management Staff;

created for the purpose of administering and coordinating the Records Management
Program.  Department Records Coordinators are designated by department directors to
maintain and control the disposition of records in the respective departments.

Records Management Program

CC RESO 2020- 01 — Exhibit A

Page 10 of 12



Records Management Program

A system for the creation,   utilization,   maintenance,   retention,   preservation,  and

disposition of City records.

Records Management Staff

All City Employees and City Attorney.

Record' s Manager

The City Clerk or his/her designee.

Records Retention Schedule (Exhibit B)

A schedule identifying the records maintained by each City department by class or
series", and specifying, in accordance with statutory and administrative requirements,

the period of time records must be retained before they may be destroyed.

Subpoena duces tecum

also called a subpoena for production of business records if documents are sought

before trial) requires the person or entity that is served to gather and produce certain
records or documents identified in the subpoena.  A subpoena may call for both personal
attendance at trial/ deposition and the production of records.  Failure to obey a subpoena
is a contempt of court and can result in sanctions imposed by the court, including a fine.

Transitory Communications
Routine correspondence or other documents having short-term value and which are ( 1)
not an integral part of administrative or operational records, ( 2) not required to sustain

administrative or operational functions, ( 3) not regularly filed under a standard records
classification system, ( 4) not required to meet statutory obligations, and ( 5) recorded only
for the time required for completion of actions or ongoing records associated with them.

Vital Records

Records containing information essential for the City to resume operation after a disaster;
records containing information regarding claims to present or future income;  records
necessary to protect the City against fraud or overpayment; and records furnishing data
on current assets, equipment, securities and real estate.  Vital Records may include, but
are not limited to, current financial statements, ledgers, property deeds, leases, contracts,
permits,  licenses,  original plans and specifications for City streets and facilities,
ordinances, resolutions, and minutes of the City Council, Commission and Committee
meetings.

Writing
Means handwriting,  typewriting,  printing,  photostating,  photographing,  photocopying,
transmitting by electronic mail or facsimile, and every other means of recording upon any
tangible thing, any form of communication or representation,  including letters, words,
pictures, sounds, or symbols, or combinations thereof, and any record thereby created
regardless of the manner in which the record has been stored.

Records Management Program
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EXHIBITS

Exhibit B — Records Retention Schedule

Exhibit C — Records Inventory & Identification Form

Exhibit D — Request for Amendment to Records Retention Schedule Form

Exhibit E — Authority to Destroy Obsolete Records Form

Records Management Program
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Records Inventory Identification Form
Box Number:       if applicable)

Department:     Date:

Division/Office:

Inventoried By:   Ext:

Record Series Title:     Record Category:

Alternate Title( s):

Inclusive Dates from:    to:

Record Series Description: ( content & purpose- be detailed)

Record is:      Value:

Vital Administrative

Non- record Fiscal

Confidential Historical

Exempt from Legal

Public Disclosure

Original Record Container:

Duplicate Type:

If duplicate, location of original:   Quantity:

Filing Method:       File Location:

Chronological City Hall- Vault
Alphabetical Room/ Office

Subject Records Center

Numerical inactive)

Geographic

Other:

Department Head' s Suggested Retention: Total Years

DESTRUCTION YEAR:

Method and basis for Filing/Retention:
File at Dept. Level then destroy Total Years

File at Dept. Level then transfer to Record Center Total Years

Safeguard at Records Center then Destroy Total Years

Retain at Records Center Permanently
Retain at City Hall ( vault) Permanently
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