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RESOLUTION NO. 2021-02

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF LOS ALAMITOS,
CALIFORNIA, ADOPTING A RECORDS MANAGEMENT PROGRAM AND
REPEALING RESOLUTION NO. 2020-01 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:

e 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

o 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

e Preservation of records with long-term or permanent value

¢ Protection of records vital to the City in the event of a disaster

e 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, which was subsequently amended
by Resolution 2017-10, July 2017, Resolution No. 2018-34, December 2019, and
Resolution No. 2020-01, January 2020; and,

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

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.
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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. The City Council does hereby adopt 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 2021-02.

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

PASSED, APPROVED, AND ADOPTED this 19" day of February, 2021.
DocuSigned by:
Mart (luires
Mark A. Ghirco, Mayor

ATTEST:

DocuSigned by:

(Rindmera Gindanar
windmera Quintanar, MMC, City Clerk

APPROVED AS TO FORM:

DocuSigned by:

{_Wlidwi S. Daudt

D2AD2280F

Michael S. Daudt, City Attorney

STATE OF CALIFORNIA )
COUNTY OF ORANGE )} ss
CITY OF LOS ALAMITOS )

|, 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 16" day of February, 2021, by the following vote, to wit:

AYES: COUNCILMEMBERS: Hasselbrink, Bates, Chirco, Doby, Nefulda
NOES: COUNCILMEMBERS: None

ABSENT: COUNCILMEMBERS: None DoouSigned by:
ABSTAIN: COUNCILMEMBERS: None wm,lmt,m@dl/\faw

Windmera Quintanar, MMC, City Clerk

CC RESO 2021-02
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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:

41 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

4.4

4.5

4.6

4.7

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.

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.

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

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 mai

ntains, 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
The C

City Clerk
ity Clerk is responsible for developing, coordinating and administering

policies and procedures for the implementation of the Records Management

Progra

m, 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.

e 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.

e 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.

e Establish guidelines and coordinate periodic reviews of City records to

Records Management Program
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6.2

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.

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

7.2

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.

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

e Materials received from other agencies, people, or businesses that
require no action

e 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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8.2

8.3

8.4

3. The Department Records Coordinator destroys the records as outlined
in the City’s record retention schedule.

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.

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.

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.

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

9.2

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.

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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10.

9.3

9.4

record, the longest retention period shall apply. Once completed, the
inventory forms are retained by the Office of the City Clerk.

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.

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.

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
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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:

e 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).

o 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.

e 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 (Gowt.
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 2021-02 — 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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City of Los Alamitos Records Retention Schedule

GENERAL RECORDS

Schedule A

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION R e 1 | RETENTON LauTHORITY CUSTODIAN
lagreements AgencnyEpt. Head-approved Contracts entered into by the City relating o goods. Expiraﬁmle 4 years Codge of Civil
services, Jegal settlements, and programs Procedures Sec. City ©
337.2, GC 34090 &l ity Clerk
seq.
Budget Budget Backup Documentation Budget forms and other suppon documents Adoption date 2 years GC 34090 et seq.
Fees Documentation Budget forms used 1o justify setting or increasing City Originating Dept.
Fees
City Boards and Commissions  [Agenda Meeting Agendas Meeting date 2 years g:c(:) 53290 (d); Originating Dept.
Minutes Meeting Minutes Permanent GC 34090 (e) City Clerk
Caorrespondence Council Request Forms used by the Council to request information Request date 2 years GC 34090 at seq. Originating Dept
andfor certain Staff actions pt.
Incoming General Correspondences  |"Loose” correspondences that cannot be legitimately  |Receipt date 2 years GC 34090 et seq.
attached to some major record series such as Originating Dem
Agreement or Project g o Dept.
Qutgoing General Correspondences Transaction date
IComplaint Files Personnel Complaints about customer services, employees, Resolution of 5 Years EVC 1045, GC Personnel
employee actions or employea conduct Comeglaint 12946, PC 801.5,
Operations Complaints about customer service, maintenance, Resolution of 3 years CCP 338, 342, GC Receiving
repairs, of matenals Complaint 945.6 Department
|E|__mails City emails saved on server All email communication saved on server Receipt date 90 days GC 34090 et seg IT
General Records not specifically listed Any writing or recording that contains nformation Date of record 2 years GC 34090 et seq
*requires review by the City Clerk and |related to the conduct of the public's business Pt
City Attomey prepared, owned, used, or retained by the City riginating Dept.
regardless of physical form or gharacleristics _
[Payroll Exception Sheets Forms to change labor expenditures to applicable Fund |Date prepared 3 years GC 34090 et seq.
and Activity other than home account Payrol
Leave of Absence (Excepl Medical Pay Period date 2 years
Leaves; see Personnel Services Payroll
Schedule) =
Projects General Project Files Project files including correspendence, reports, and Folder year date 3 years GC 34090 et seq. Originating Dent
relevant back-up documentation ngmating Lept.
Logs General Logs Boocks or Files Detailed log of documents Folder year date 3 years GC 34090 et seq. Qriginating Dept.
Memos Memo . City Manager's Weekly Memo, ete. Distribution date |2 years GC 34080 et seq. Qriginating Depl.
Policies Administrative Rules and Regulations [Policies, procedural directives and manuals developed [Creation date Until GC 34090 et seq.
by the City to govern internal management functions Superseded City Clesk
Procedure Manuals Position specific manuals, etc. Creation date Ontil GC 340090 et seq. P
Superseded ersonnel
Press Releases Press Release C:)t; v:1de Press-releases, Facebook posts, and website |Post date 2 years GC 34090 et seq. Originating Dept
updates ‘
FPubliwtions Publications produced by the City and rMay include newsletiers, pamphlets, brochures, Publication date 2 years GC 34090 et seq.

rmade available te the pubhic.

leaflets, reports, studies, proposals, and similar

published records.

Originating Dept.
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City of Los Alamitos Records Retention Schedule

GENERAL RECORDS

Schedule A

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECORDSTART | REFENTON lautHoRITY CUSTODIAN
Recordings of telephone and Audio Recordings Rautine daily taping and recording of telephone Recording date & months GC 34090.6(a)
Radio Communications communications and all radio communications relating Qriginating Dept.
to the operations of the Departments
Reports Travel Request Reports, Payroll, Original Copies in Finance; Duplicate copies in Date prepared 2 years GC 34090 et seq. ;
. Finance
Accounts Payable respectiva Depariments
Routine Video Recordings Video Recordings Video or electronic imaging system designed to record |Recording date 1 year GC 340906 (a)
the regular and ongoeing operations of the Departments,
including in-car video systems, jail observation and Criginating Dept.
rmonitoring systems, and building security taping
systems
Surveys and Questicnnaires City issued surveys and Records related to data coliection. May include notes or|Date compieted 2 years GC 34090
queslionnaires. papéars used to develop survey tools, data collection Criginating Dept.
taols, results or analysis or collected data and reports.
Transitory Communications Temporary files used solely for the May include but is not limited to email, email Date received Not to exceed
purpose of transmitling and routing subscriptions, spam, instant messaging, text 60 days

conversation and/or communicative
information.

messaging, and voicamail.

Originating Dept.
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City of Los Alamitos Records Retention Schedule

City Clerk’s Office

Schedule B

RECORD START

RETENTION

for construction, improvement, maintenance,
rehabilitations of public facilities including change
orders, contingency increases, bid bond/bond for
faithful performance, insurance certificates

date

RECCRD CATEGORY RECORD SERIES RECORD DESCRIPTION DATE PERIOD AUTHORITY CUSTODIAN
Abatements Abatement of various undesirable Files on dangerous buildings garbage, trash and weed |Folder year date Hardcopy - 2 GC 34090 et seq.;
conditions abatement, public nuisances and other related Council years, 34090.5; see
actions including correspondences and request for Laserfiche Agenda City Clerk
action imaging -
_ Permanent
Administration City ldentification Articles of Incorporation, City Emblem, Cily Seal, City |Implementation Permanent GC34090 et seq.
Flag, City Logo, and ather related items date
Misc. Correspondences Includes both ingoing and outgoing general Folder year dale 2 years GG 34090 et seq.
correspondence, including letters and e-mail along with
citizen feedback; various files, not related to specific City Clerk
cases and not otherwise specifically ¢covered by the
retention schedule.
Records Destruction Authorization QOriginaf with signatures Destruction Date |5 years GC 34090 et seq.
Form
Agreements City Council Approved Criginal contracts and agreements and back-up Agreement date T + 4 years CCP 337.2, 343;
materials, includes leases, equipment, services, GC 34090 et seq.
licenses or supplies services/maintenance, medical,
dental and long-term disability contracts; may contain
attachments such as deeds, insurance certificates
Collective Bargaining Agreements Includes amendments, side letters, and Memorandum  |Agreement date T + 4 years 29 CFR 516.5
of Understandings (MOU)
Development Agreements Infrastructure contracts, franchise, maintained for Agregment date Permanent CCP 337, 3371,
seven years. 337.15; GC 34090
et seq.; 48 CFR
Employment Agreements - At-Will Original agreements/contracts for at-will employees or |Agreement date T+ 4 years CCP 337.2, 343;
Empioyees; Temporary Employees  |temporary employees GC 34090 et seq.
Insurance, Joint Powers Agreement  |Accreditation, MOU, agreements and agendas Agreement date T+ 4 years GC 34090 et seq.
City Manager Approved Up to $10,000 - Originat contracts and agreements and |Agreement date T + 4 years CCP 3372, 343; Sbagist:
back-up materials, includes leases, equipment, GC 34090 et seq.
services, licenses or supplies services/maintenance,
medical, dental and long-term disability contracts; may
contain attachments such as deeds, insurance
cerlificates
Real Property QOrniginal contractsfagreements regarding the Agreement date T + 4 years CCP 337.15
development of real property, design, specifications,
surveying. planning, supervision, testing, or
observation of construction or improvement to real
property
Capital Improvement Projects (CIP)  [Winning bids {originals) for Council-approved conltracls |Project approval T + 4 years CCP Sec. 337
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City of Los Alamitos Records Retention Schedule

City Clerk's Office

Schedule B

34090

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECO: :.)I:TART REE"EERD:;ISN AUTHORITY CUSTODIAN
IAppeals and Calls for Review  |Appeals and Calls for Review - Los  |Hearing Officer Reports, correspondence, Appeal application |C +2 years GC 34090 et seq;
Alamitas Municipal Code (LAMC) memorandums and other decuments relating to date LAMC Chapter City Clerk
Chapter 17.68 Appeals 17.68
hﬁoards and Commissions Applications for Beards and Applications for B&C received during a filing peniod and |Folder year date 2 years GC 34090 et seq.
Commissions - Not selected not appcinted by Council
Applications for Boards and Applications for appointed Commissicners Appointment date  |T + 5 years GG 34090 et seq.
Commissions - Selected
Local Appointments List (Maddy Act) |List of all regular and ongoing Beards, Commissions, |GC 54970, GC Until superseded (GC 54970, GC City Clerk
and Commitiees appointed by the City Council - 34090 et seq. (new list 34090 et seq.
pursuant to the Maddy L.ocal Appointive List Act prepared each
Dac. 31st)
gy-laws Rgalﬁ and procedures Adoption Permanent
Code Books By Subject Los Alamitos Municipal Code, Uniform Fire Codes, Adoption Permanent- Until[GC 34090 ef seq.
Uniform Building Codes, National and State Electrical superseded Adopted by Council
Codes, Mechanical Codes, Uniform Solar Energy and/used as
Codes, Uniform Spa and Hot Tub Coedes, Uniform reference, stored in
Plumbing Codes, etc. adopted by ordinance and/or by Building Dept.
reference.
(Deeds By Street Docurmnents showing ownership of real property Recording Permanent GC 34090 (a)
including grant deeds, quit claim deeds, easement City Clerk
deeds, abandonment of streets or alleys
[Erections Assessment District/Ballots, Prop. 218]|Properiy related fees (assessment ballot proceedings  |Recording Permanent GC 34090 (a)
and competed ballols); Ballcts - Property related fees
{Assessment Ballot Proceeding). Ballots are
disclosable public records during and after tabulation.
General Election/Historical Data Statistics on population voter registration, election Electicn date Permanent
turnaut, election results, sample ballots, copies of
election results, proof of publication, certificate of
election,_and oaths of office
Petitions - Initiative/Recallf Not a public record - documents resulting in an election [Certification of 8 months EC 17200, 17400,
Referendums - retention is from election certification. Charter Election Results GC 6253.5; EC
amendments, initiatives, recalls, and referenda; OR Clerk’s final 17400; GC 34458-
includes intent to circulate petition, text of petitions, City [exam of petition 60; EC 17200 City Clerk
Attorney approved petition titles, proof of publications, requires petition
and all related decuments dacuments fo be
kept 9 months after
Council adoption of
election resuits or
after Clerk's final
exam of petition if
no etection
Charter Amendments Documents related to election on Charter amendments |Qrigination date Permanent GC 34458-80, GC
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City of Los Alamitos Records Retention Schedule

City Clerk's Office

Schedule B

RECORD START

RETENTION

Report {CAFR)

revenues and expenditures prepared by City staff and
subjected to an independent audit

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION DATE PERIOD AUTHORITY CUSTODIAN
Elections (continued) Nomination Documents - Successful Al nomination documents and signatures in lieu of Election date T+4 =;rears EC 17100
filing petilions City Clerk
Nominatior Documents - All nomination documents and signatures in lieu of Election date Election + 5 GC 81009 {b)
Unsuccessful filing petitions years
|Financial Documents Bond Exhibits - By Bond [s5ue Bond document references in enabling resolutions or  |Meeting date Cancellation, CCP 3362, 337.5
ordinances approved by City Council; reduction or
Authorization/public hearing maturity + 10 Finance
recordsiprospectus/proposalsicertificates/notices years
(transcnipts)/registersistalements
Bond Transcripts - By Bond Issue Backup documents of bond issues e.g,, legal options of |Malurity date 2 years GC 34090 et seq. .
bond counsel s
Comprehensive Annual Financiat Annual Financial slatements on City assets, ability, Year date 2 years GC 34090 et seq. Qriginal in

Administrative

Services, copy

maintained in
Clerk's Office for

Events and Ticket/Pass Distribution -
Form 805 (elected officials)

public review
”’Fair Political Practices Campaign Statements - City Council, |Original statements of elected candidates and Election date Permanent (Can |GC 81008 (b); GC
Commission {FPPC) elected {onginals) committees supporting elecled candidates of City image after 2 81009 (g)
Council years)
Campaign Statements - City Council, |Original statements of candidates and supporting Election date 5 years GC 81009 (b}, GC
not elected (originals) committees for candidates not elected to City Council 81009 (g)
Campaign Statements for other than  |Qriginal statements of alf other persons and Election date 7 years GC 81009 {c); GC
City Council {originals) committees 81009 (e}, GC
81009 (q)
Campaign Statements {copies) Copies of reports/statements Election date 4 years GC 81009 (f)y; GC
81009 (q)
Conflict of Interest Code Required under Political Reform Act; positions must be [Adoption Date Permanent - GC 87300
reviewed by July 1st of every even-numbered year and Adopted by
amended if necessary Resolution
Ethics Training Records (AB 1234) Records required to be kept under Gov. Code section  |Filing year Hard Copy-5 [GC 53235.2
53235.2. Records must show dates that local officials years afler City Clerk
satisfied the training requiremenis and the entity that receipt of
provided the training. Applies to Boards, Commissions, training
Elected Officials, and Form 700 filers
Statements of Economic Interest - Copies of orginal statements of elected officials Termination 4 years GC 810089 (), {g)
Form 700 {copies) (elected officials) |forwarded to FPPC
Statements of Economic Interest - Originals of statements of designated employees Termination 7 years GC 81009 (f), {g)
Form 700 (originals) (non-elected)
Gift to Agency Receipt - Form 801
(elected officials)
Agency Report of Ceremonial Role As required by FPPC Filing year 4 years GC 81009 (%), (g)
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DocuSign Envelope ID: AB7BEBB4-5065-49BF-8AFB-CFODSCE26679

City of Los Alamitos Records Retention Schedule

City Clerk's Office

Schedule B

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECOS :T:TART REPTEERITES A AUTHORITY CUSTODIAN
[Fair Palitical Practices Behested Payment Report - Form 803
Commission (FPPC) (continued)
Agency Report of New Positions -
Form 804 As required by FPPC Fiting year 4 years GC 81008 {f), (g) City Clerk
Agency Report of Consuttants - Form
805
Pubic Officiat Appaintments - Form
806
[nsurance {INS) Contractors/Service Providers Certificates of insurance or surety bonds required for  [Date of T of agreement GG 34090 et seq.
individuals and companias on contract with the City. Agreement/Project |+ 4 years
City Clerk - Original
certificate with
- - —— — s - appropriate
Insurance Certificates, City Liability, performance bonds, employee bonds, Expiration date Until GC 34090 et seq.; agreement of
property; insurance certificates fited separatety from Superseded also under bonds :
contracts project
Insurance, Liability/Property May include liability, property, Certificates of Expiration date Until GC 34090 et seq.
Participation, deferred, use of facilities Superseded
H\d Use Land Annexation/Rearganizations California Secretary of State Certification, City Secretary of State  [Permanent GC 34090 et seq.
Certificate with Affidavit of Completion of annexation,  |Filing Acceptance Gity Clerk
and Annexation Map: Notices, Resolutions, Certificates
of Completion
h—LegisIalive Bodies Agendas Copies of complete agenda packets (Original agenda |Meeting date Hardcopy - 2 GC 50115, GC
reports filed with appropniate project/subject files) years, 34090 et seq..5
Laserfiche
imaging -
Permanent
Agenda Notices Natices - Public Meetings including Special Meelings  |Folder year date 2 years
Agenda Publications Affidavits of Publication/Posting - Proof of publication  |Folder year date 2 yaars
or posting of legal nofices. Examples: Notice of Public City Clerk
Hearing. Notice Lien, etc.
Audio and Video Recordings Recordings of Council Meetings Meeting date Permanent GC 54953.5 (b)
Records - audio (for preparation of Includes Council/fCommission and Boards Meeting date Until no longer  |GC 34090 et seq.,
meeting minutes) needed for 64 Ops. Atty. Gen
preparationof  |317
minutes (after
minutes are
proved)
|EL$3 City Clerk Logsr Logs of documents received by the Clerk Folder year date 3 years Gg 34080 et seq. City Clerk
Public Records Request Public Records Requests Requests from the public for documents retained by  |Receipt date C + 2 years GC 34090 et seq. Gity Clerk
the City and supgorling documentation
Special Agencies By-laws Records retained by the Clerk acting as Secretary for  |Approval date Permanent GC 34090 et seq.
Minutes Special Agencies. As of March 2015, includes Public City Clerk
Resgelutions Facilities Corgoration.
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City of Los Alamitos Records Retention Schedule

City Clerk's Office Schedule B

RECORD CATEGORY RECCORD SERIES RECORD DESCRIPTION RECO;! ADT:TART RiLERT(;fN AUTHORITY CUSTODIAN
Special Districts Assessment Bistrict - By Number Established by the City to provide certain services Approval date Permanent GC 34090 et seq.
financed by assessments levied on district properties
enacted by resolution, ordinance City Clerk
Underground Utility District (UUD) -  |Documents on Council actions to install new or move  [Meeting date Permanent GC 34090 el seq.
By Number existing utility lines underground as enacted by
resolution
Vital Records City Charter Establishing the City of Los Alamitos as a municipal Date of Voter
corporation and chartered City. Approval
Minutes COfficial record of actions taken during Council meetings |Meeting date
Council Committee Minutes Standing Committees. As of March 2015, Budget Meeting date Permanent GC 34090 (e) City Clerk
Standing Committee and Los Alamitos Unified School
District/City Working Group
Ordinances Laws or orders adopted by the City Council Adoption date
Resclutions Legislative actions Adoption date
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City of Los Alamitos Records Retention Schedule

City Attorney's Office Schedule C

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECODR ETETART RE;LERIE?N AUTHORITY CUSTODIAN
Federal Court Cases y Case Case file for Federal Court Cases Clesing Date 5 years
{Criminal Cases By Case Case file for Criminal Court Cases Closing date 5 years Code of Civil
Judgment and Settlements By Case Concluding Case documents Closing date 10 years Procedures Sec. )
Personnel Board of Appeals By Appellant Personnel Closing date 5 years 337: GC 34090 et City Attorney
Superior Court Cases By Case Case File for Sucerior Court Case Closing date 5 years seq.
Eminent Domain Cases By Property Case File for Eminent Domain Case Closing dale 5 years
By Subject Subect matter files Closing date 2 years
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City of Los Alamitos Records Retention Schedule
Development Services

Schedule D

wherein such use may be so conditionally

19850; 4003; 4004

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECOSST?ART R?EER":QSN AUTHORITY | CUSTODIAN
Abandonment Alley/Street City agrees to relinquish all nghts and real title to Approval date Permanent GC 34090 (a) City Clerk
underlying property ¥
Address Change Street Name Any change to description of the street name Approval date C .
ommuni
Street Number Change in numerical identification due te expansion or Permanent |GG 34080 (a) Developme:’at
decrease in numbers
Administrative Services Agreements Conltracts entered into by the City refation to goods, Expiration date 4 years
services, legal settlements and program Gty Clerk
responsibilities; includes Joint Powers Agreements.
Community Development Block Grant|Grant documents and all supporting documents; End of grant year |End FY +4
(CDBG) applications, reports, contracts, project files, years Community
proposals, statements, sub-recipient dockets, Development
environmental review, inventory, consolidated plans,
CAPERS, etc.
Community Development Block Grant |Application, agreement, backups to payment requests, |Project completion |End FY + 4 City Clerk
(CDBG) correspondences, etc. date years
Community Development Block Grant |City project files paid with CDBG funds Project completion |End FY + 4 CCP 337: GC
(CDBG) date years 34090 et seq.
Action Items Staff reports to commissions and cther legal bodies | Date of action 2 years
(excluding City Council)
Bids & Propcsals (Successful) As required by the City's Purchasing Ordinance Date of award AU + 5 years
Bids & Propcsals (Unsuccessful) As required by the City's Purchasing Ordinance Date of award 2 years Community
Bonds Authorization/public hearing Cancellation, 10 years Development
records/prospectus/proposals/certificates/notices redemption, or
(transcripts)/registers/statements maturity
Grants - Unsuccessful Applications not entitled Date of action 2 years
Procedure Manual Administrative Until superseded  |S + 2 years
Agreements Development Contract between City and developer in which the City |Expiration date Pemanent CCP 337, 337.1(a),
agrees to guarantee specific entittement in exchange 3.37.15; GC 34090
for conditions or approval et seq.; 48 CFR City Clerk
4.703
Applications Alternate Methods and Materials of  [Concepts and materials not covered by current Approval date Permanent GG 34090 et seq.
Canstrugtion building code
Appeals Appealing decisions or requirements of Planning Approval date Permanent GC 34090 et seq.
Commission of Community Development Director
made by interested party, individual or group
Appeals to Code Appealing to Uniform Cade Appeals Board to resolve  |Approval date Permanent GC 34090 et seq. Planning
code dispules
Appeals Board To appeal a decision or interpretation of the Building  |Approval date Pemanent GC 34090 et seq.
Official to Planning Commission
Conditional Use Permit (CUP) Specific use of land or buildings in a land use district | Approval date Permanent CG 34090 (a); H&S
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City of Los Alamitos Records Retention Schedule
Development Services

Schedule D

19850; 4003,4004

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECORD START REENTON | AuTHORITY | cUSTODIAN
Applications {continued) Development Review Members of a Committee representing all City Approval date 3 years GC 34090 et seq.
agencies to coordinate site plan review comments
Documentation of Unreasonable Exception from the requirement of the Title 24 Energy |Approval date Permanent GC 34090 el seq.
Hardship Standards
Extension Request for additional time to implement conditions of |Approval date 3 years GC 34030 et seq.
appraval for discretionary applications
Permit Extension Request for additional time to complete repairs and/or |Permit issuance 2 years GC 34090 et seq.
corrections
Floodptain Variance Request showing sufficient cause to deviate from the  |Permit issuance Permanent GC 34090 et seq.
Floodglain Management regulation
General Plan Amendment Alteration or re-designation of land use or policy Adopted date Until GC 34090 et seq.
contained in the General Plan superseded +
2 years
Legal Nonconforming legalizing unpermitted additions or conversions to Adopted date Life of GC 34090 et seq.
structures structure + 2
years
Lot Line Ad ustments Minor modifications of existing lot lines Recorded date Permanent GC 34090 et seq.
Minor Exceptions Waiver of madification of those zoning provisions Approval aate 2 years GC 34090 et seq.
which pertain to minimurn requirements
Pushcart License Permit to ogerate a pushcart Permit issuance 2 years GC 34090 et seq.
Residential Relocation Any relocation of a residential structure from one Permit issuance 2 years GC 34090 et seq.
arcel to another ’
Planed Sign Program (PSP) Mechanism to insure the coordination of signage Approval date Permanent | GC 34090 et seq, Planring
within a develagment site
Planning Commission Site Plan Project plans requiring approval of Planning Until superseded or |Permanent CG 34090 (a), H&S
Review Commission building is 19850; 4003;4004
demaglished
Specific Development used to create project or area specific standards of Adopted date Permanent CG 34090 (a); H&S
property through an amendment application 19850, 4003,4004
Specific Plan Used to creale special zoning districts through an Adopted date Permanent CG 34090 (a); H&S
amendment application 19850, 4003,4004
Subdivision Parcel Map (or Parcel Consolidation or division of four or fewer parcels Recorded date Permanent GC 34090
Map)
Tract Map Division of five or more parcels Recorded date Permanent CG 34080 (a)
Variance Request for variation from Zoning Code Approval date Permanent CG 34090 (a), H&S
19850; 4003,4004
Amendment Application Amendment, supplement or change of district Adopted date Permanent CG 34090 (a); H&S
boundaries 19850; 40034004
Zoning Crdinance Amendment (ZOA) [Change to the Zoning Ordinance Adopted date Permanent CG 34090 (a); H&S
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City of Los Alamitos Records Retention Schedule
Development Services

Schedule D

RECORD START
RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION bt R o | AuTHORITY | cusToDIAN
Certificates Compliance Ensures compliance with the current code Approval date Life of
structure + 2 Planning
years
[[Certificates (continued) Land Use - Temporary Type of permitted use for minor uses such as Approval date Current + 2 CG 34090 (a), H&S
ternporary activities years 19850; 4003; 4004
Land Use - Permanent Public documentation of legal exterior pay telephones |Approval date Permanent CG 34090 {a);, H&S Plannin
19850, 4003; 4004 9
Satellite Dishes Approval date Life of
structure
Temporary Certificate of Occupancy |Allows occupancy before final permits is issued Permit issuance Permanent GC 34090 et seq. Building
California Environmental Quality (Categorical Exemption Brief staterment that a project is exempt from CEQA
Act (CEQA)
Envircnmental Impact Report (EIR)  |Document disclosing impacts of project development; Permanent
may include detailed technical studies
Environmental Review Correspondence, consultants, issues, conservation
Mitigation Monitering Prograrm Prepared for all projects in which mitigation measures
have been incorporated in the environmental Completion +
document 2 years
Negative Declaration Included Environmental checklist to discuss areas of
potential project impact, mitigation measures may be
included
Notice of Completion Informs agencies and general public that a lead GC 34090 (a);
agency has prepared a Draft EIR for public review Approval date CEQA Gui delilnes Planning
Notice of Determination Prepared by lead agency after an EIR has been
certified or Negative Declaration has been approved,
heings a 30-day statue of limits to challenge project
Responses to Comments (Final EIR} |After lead agency receives public comments on the
Draft EIR, each comment raised is given response Per e
Staternent of Overriding When an EIR is prepared for a project that has
Consideration unavoidable adverse impacts, this document is
prepared 10 provide decision makers with an
explanation of why the project benefits outweigh any
adverse environmental effects
Facts and Findings Findings are made for each significant effect identified
in the EIR
Code Enforcement Liens and Releasas Utilities, abaterment, licenses Inspection date 2 years;
permanent if Code
document is e Enforcement
recorded
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City of Los Alamitos Records Retention Schedule

Development Services Schedule D

RECORD CATEGORY RECORD SERIES REGORD DESCRIPTION RECORD START | RETENTION | sutHoRiTy | cusTooian
PERIOD
Code Enforcement (continued) |Reports, Federal and State Statistics, may contain records affecting title to real Inspection date
propenty or liens 2 years;
permanent if Code
records affect GEIS0BD el isea; Enforcement
Citations and Case Files Notice of Violation, Infractions. For vehicle only in front [issuance date titte or lien
yard parking vehicle for sale
Complaint Criminal Referral to City Attorney for action Issuance date 2 years GC 34090 et seq. Code
Ir Enforcement
Covenants and Agreements Access and Parking Common access/parking between two or more Approval date
properties Community
Covenents and termination of Legal description of parcel land la+ foiveats  (EERIAST15 Development
Covenants
Eeiermination of Nonconforming |By Property A legal determination of a use or building on a site Approval date Permanent Planning
Status which does not conform to current standards
Development Photographs Aerial photagraphs Approval date Permanent GC 34090 et seq.
Projects not completed or approved  |Building, engineering, planning Approval date 2 years GC 34090 et seq. Community
Development
Reports Periodic activity issuance date 2 years GC 34090 et seq.
rFinding of Fact Planning Commission/Zoning Written finding which shall specify all facts refied upon |Approval date Permanent GC 34030 (e)
Administrator by City Council, Planning Commission, or Zoning S
Administrator in rendering its decision and in attaching
conditions and safeguards -
|General Correspondence General, including citizen feedback, letters, email; Received date 2 years C 34090 et seq.
various files not related to specific cases and
otherwise specifically covered by the retention
schedule Community
Project Files Project files including correspondences, reports, and  |Completion Date |3 years CCP 337, GC Development
relevant back-up documentation 34090 et seq.
Planning/Engineering Materials board, renderings, boards and photographs |Approval date Permanent GC 34090 et seq.
{General Plan General Plan Document Image on completion, 1 paper copy in Clerk's Office  |Council Appraval  |Permanent GC 34090 et seq. Planning
ﬂ i until superseded Date
Inspection Business License Certificate of Inspection for inance and planning divisions E——
Occupancy
Notice of Violation Corrections and/or viglation to be resolved prior to final
approval Issuance date GG 34090 et seq. Building
Reinsertion For additional inspections above the normat 2 years
requirement
Repart: fire damage Examination of the extent of the damage
mvestigalion Natice Special investigation andfor Request by Fire Department Issuance dale 2 years
complaint
Notice and order of substandard Repairs or demolitions to buildings or structures Closure date Seftled date +
2 years GC 34090 et seq. Building
Violations Noncompliance with City Codes Closure date Settled date +
2 years
Sgecial investigations Pre-inspection for code compliance Inspection date 2 years
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City of Los Alamitos Records Retention Schedule
Development Services

Schedule D

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECOI?ETETART Ri?;:gg N AUTHORITY CUSTODIAN
ll”ermits By property Builcing, EiectricaL Grading, Mechanical, E’lumbing, Issuance date Permanent EC 34090 (a);, H&S
and Solar permits to allow for code compliance 19850; 4003, 4004 Building
Film Permit Granted for the purpose of photographing or filming Exgiration date 2 years
Home Occupancy Business use which does not alter the residence Approval Date Permanent
Special Event Parades, athletic events and public assemblies as Event date T+ 2 years
established in LAMC Chapter 12.44
Temporary Sign Permits Systern to control size, location, type and number of  |Approval date Permanent
off premise signs located on private property .
Temporary Sign Permits, Home Building signs (temporary} Approval date 2 years (BTt £ B T
Qccupation
Temporary Use Permit Expiration date 2 years
Temporary uses conducted on privately owned
property outside of a private structure (e.g., carmivals,
car washes, outside displays/sales, etc.) LAMC 17.46
Receipts Application Fees for various divisions permils, applications, etc.  |Validation date AU + 5years |26 CFR 31.6001- Community
1(e)2) Development
Report Asbestos Verification of reports accuracy Issuance date Permanent GC 34090 et seq.
Community
Federal/State Statistics to vanous government agencies Development
Soils Repart
Fﬁans By Property Engineered plans pertinent to commercial structures  |Approval date Permanent Building
Vital Records Register of Historic Properties Applications, photographs or property designated by  |Approval date Permanent GC 34090 {a}
Council action as historic property as enacted by City Clerk
resolution
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City of Los Alamitos Records Retention Schedule
Administrative Services and Finance (ASF)

Schedule E

Grant {CDBG)

available balances

years

RECORD CATEGORY REGORD SERIES RECORD DESCRIPTION RECO;ET:TART REPTEER’:S'S N| aurHORITY | cusToDIAN
Accounting and Budget Projects Contains project documents for grants, agreements,  [Date completed 7 years GC 34090 et seq. ASF
billing reimbursement L
Accounts Payable Year-end Accrual End of year accounts payable accruals, annuat Date prepared 4 years
emission fee report
GC 34090 et seq.
Disbursement Edit Listing List of paid invoices by fund and activity Run date 7 years IRS Reg 31.6001- ASF
Vender payment documents for Supporting documentation for disbursements for City  |Beginning grant 10 years 1(e)(2)
ranis or cagital projects expenditures for grants or capital proects period date
Vendor Clair Check Register Lists payments to vendor Date prepared 7 years
Accounts Receivable Unpaid billing Lists unpaid billings Date prepared 4 years GC 34090 et seq ASF
Transaction History Report Accounts receivable histarical data Run date 5 years GC 34090 et seq.
Americans with Disabilities Act [ADA Transition Plan Tracking of structural changes required to bring 2015 Permanent ADA Title II;
(ADA) Title It organization into compliance with Title Il of the ADA Section 504, ASF
rehabilitation Act
Appropriattcn/Adjustments Changes to City budgets as appraved by Council Date prepared 3 years GC 34090 et seq. ASF
and/or City Manager
Audit Working Pagers Audit documents; year-end financial work papers Date prepared 3 years GC 34090 et seq. ASF
Banks Daily Bank Balance Report Repcrts of daily banking aclivity Date prepared CU+3
Depasit Slips Treasury's copy of all City depaosit slips set to bank Date pregared Audit + 4 GC 34090 et seq.
Retum Checks Caopies of customers checks returned by bank, letters (Received Audit + 5
sent to customers, efc. Treasury
Statements Statements relating to investment banking Received cu+3 GC 34090 et seq.;
GC53607
Transfer Activity Records Documents pertaining to the wiring of funds toffrom Date prepared Audit + 2 GC 34090 et seq.;
bank accounts GC53607
[Business License Tax Manthly Register Reports Miscellanecus Business License Account summary Date prepared CU+3
information reporis
Deletion Records Deleted and/or canceled accounts Date canceled T#3
Gross Receipts and Variable Business License Tax statements filed by business Date received CuU+3
Assessments stalements operators
Miscellanecus Receipts receipts for miscellaneous payments Date pregared CU+3
Qriginal applications Original business license tax applications Avplication date 7 years GC 34090 et seq ASE
Payment records Statements Relating to calculation and payment of Date received Cu+3 ’
business license tax
Renewal registration records Statements relating to business owner information Date received CU+3
Payments/Daily Cash Receipts Business License Tax payments received and process |Date received Audit +4
via treasure cashiers
Statements and Account List all bank-cleared City checks; filed by name and by | Date prepared Audit +5
Reconcilement fiscal year
Eonds Bond Documents and Schedules Revenue, refunding and financing of City Projects Audit + 4 GC 34090 et seq. ASF
Checks Voided/Canceled Checks and Checks voidedicanceled; issued by the City, includes Audit +5 GC 34090 et seq,;
Related Reports Workers Compensation, Payroli and vendor; includes Date issued CCP 337 Treasiiry
checks voided as a result of printer misalignment
Community Cevelopment Block |CDBG Report List CDBG project expenditures, encumbrances, and  |Date prepared Terminate+ 4 |GC 34090 et seq. ASF
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City of Los Alamitos Records Retention Schedule
Administrative Services and Finance (ASF)

Schedule E

checks voided as a result of printer misalignment

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECORD START | REENTON | auTHORITY | cusToDiaN
:.(Eompfehensive Annual i\uthed General 5urpose E?inanci_ai Statements E’ubhcau'on date 15 years 50 34090 et seq. ASF
General Ledger Expenditure and Revenue Reports  [Monthly and Fiscal year Expenditure and Revenue Period end Audit + 2 years|GC 34080 et seq. ASF

Reports
'ﬁn_temal Revenue Service (IRS) [Form 1069 Self-explanatory; filed by calendar year Date prepared 5 years GC 34090 et seq. ASF
Journal Entry General Ledger Documents used to manually post entries Lo general  |Date prepared B years GC 34090 et seq. ASF
ledger/cost ledger
'ﬁsbor PGIS Internal Service Fund List tabor charged for PWA Project Management un date 10 years GC 34090 et seq.
employees by account number ASF
PGIS Labor Distribution Report List labor charges Run date 10 years GC 34090 et seq. ASF
Posting Errors List fabor charges "Unable to pcst” Completion date 1 year GC 34090 et seq. ASF
Overhead Distribution Indirect Cost List indirect costs and overhead charges Date prepared 8 years GC 34090 et seq. ASF
Payroll Documentation Accrual Reports Reports to indicated year to date balances, prior year, 3 years
owning, current year, entitlements, time taken, etc.
Attendance Repcrs Daily attendance pgstings 10 years GC 34090 et seq. Payroll
Retirement Reporls Employee reporiable earnings/contribution reperts 10 years IRS Reg 31.6001-
Employee Earnings W-2 YTD W2 earnings (ER cogies of W2) Date prepared Audit + 4 1(e)(2), 26 CFR
Earnings Check Registers Pay pericd emgloyee earnings 10 years 1.6001'-1 RTC
State Quarterly Reports Quarter employee earnings 10 years 19530 )
Leave of Absence (except Med. Authorizing absences forms 2 years
Leave, see Personnel) Generating
Time Exception Sheets Labor Expenditure charges to applicable fund/activity 3 years Department
other than horme account.
Furchasing Documentation Bids/Proposals Original bid, bids received, bid list, advertising record [Completion date 3 years
Travel Request and Expense Reports | Self-explanatory Travel date Current Year + GE34030lelisee: Furehasing
2 years
Revenue Records Liens Permanent
Coillection Agency Records 7 years
Parking Ticket Processing 3 years
Payment Stubs 2 years
All other revenue records May include, but is net limited to: Account adjustment 5 years
sheets; business tax files {applications, renewal Date prepared GC 34090 Payroll
forms); return check processing; cash receipts; credit;
debit; purchase card receipts; authorization forms;
business, transfer; and ulility users tax records;
transient occupancy tax; utility user tax rebate; deposit
slips; business tax correspondence and affidavits;
pgayment reports
Checks Voided/Canceled Checks and Checks voided/canceled; issued by the City; includes Al +5 GC 34090 et seq.;
Related Reports Workers Compensation, Payroll and vendor; includes Date i CCP 337
ate issued Treasury
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City of Los Alamitos Records Retention Schedule
Administrative Services and Finance (ASF)

Schedule E

C TA EN
RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION R AR | Ry | AUTHORITY | cusTODIAN
Checks (continued) Paid Checks Paid checks issued by the City; includes Workers AU +5 GC 34090 et seq.;
Compensation, payroll, and Vendor Checks Date i CCP 337 T
Transmission of all checks issued by |List of all City check issued to allow bank to clear atsjissuid Cu+2 GC 34090.7 ISRy
City to Bank check through account for pasitive pay
Transient Occupancy Tax (TOT) [Filing Records Original registration Regstration date [T+ 3 GC34090 et seq. Treasury
Payment Records Monthly Filings and remittances Date received CU+3 GC 34090 et seq. Treasury
h'Parking Citations Collections Itemization of citation payments coliected by contract  |Date received
services agency
Register Parking citation payments processed by Treasury Staff | Date received
- - - - - + G 0950 et . Ti
Amounts Written-off report List of parking citations wrote-off by OMV Date received EMi%a ges =89 T
Citations Referred to DMV ltemization of citations refereed to DMV for caollection |Date prepared
DMV Collections DMV parking citation collections Date prepared
Refund Requests Business Tax office; Wility Users Tax |Refund requests including supporting documentation  |[Date processed CU+3 GC 34090 et seq. —
and Misc. Refunds i Lty
FTreasury Daily Treasurer's Repcris Repoit of daily revenues received with detail payment |Date prepared CU+3 GC 34090 et seq. Traas
information and related working papers v
Treasury Investment Activity Records [All documents pertaining to investment activity Date prepared CU+3 GC 34090.6 Treasury
|TUti||ty Users Tax (UU_T'r) Exemgtion Apglications Homeowners low income exemption application Decision date CU+3
Filing Records QOriginal registration Date received T+3
Maxirnumn Tax filings Annual registrabion and maximum tax payment records | Date received Cu+3 GC 34090 et seq. Treasury
Payment Records Meonthly filings and remittance Date received Cl:+3
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City of Los Alamitos Records Retention Schedule

Personnel Schedule F
RECORD CATEGORY RECCORD SERIES RECORD DESCRIPTION RECOS :)T:TART REI’LEI:IIES H AUTHORITY CUSTODIAN
|Billings Medical/DentalVision/Lite/LTO/F lexiol Billings from insurance carmers
& Spending Account and any other
insurance Carrier . Department
j e— ate received 5
Unemployment Insurance Ul quarnierly ils from State of California Employment |- W phs Defined RefEanmEl
Development Department and summaries of payments
mage by the City
Candidate Files (Unsolicited and [Records used during the hiring May include, but is not limited to: applications, rating GC 34090 and
lunsuccesstul) process. sheets, reference checks, interview questions, 12946, 29 CFR
psychological examination, medical examination, Date rezeived 3 years 1602.31 & Personnel
correspondence. 1627.3(b){ii}, GC
_ 12946
l[Contract Files Complaints/Requests for Dental insurance coniract files
Accommodations
Life Life Insurance contract files
Long Term Disability (LYD) Insurance |Long-term Disability (LTD}) contract fites
Medical/Dental/Vision/Life/L TD/F lexibl [Medical Insurance contract files Expiration Date  |Permanent | DEPartment City Clerk
e Spending Account and any other Defined
Insurance Carrier
Flexible Spending Account Flexible Sgending Account contract files
Employee Assistance Program (EAP) |Employee Assistance Program contract files
Retiree Health Savings Plan Supplementary Retirement Plan contract files
I’Department of Transportation Records of positive alcohol test results (0.02 or 5 years Procedures for
(DOT) greater) and positive drug test resulis Transportation
Workplace Drug
- - Alcohol Testi
Documentation of refusals to take required alcohol 5 years grr‘ggracrﬁs opais:gg
andfor drug tests; documentation of follow-up tests Section 46 233 '
and test schedules '
Randem DOT Drug and Algohol
Testing Information obtained from previous employers re: drug mechElbate 3 years Procedures for Rersengel
and alcohol test results of employees Transpaortation
= ’ Workplace Drug
Records pertaining to the inspection maintenance and 2 years and Alcohol Testing
calibration of EBTs Programs, Part 40,
Records of negative and canceled drug tests results 1 year Section 40.333 and

and alcohol test resulis w/ concentration of less than
0.02

40.25
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City of Los Alamitos Records Retention Schedule

Personnel Schedule F
RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECOE';‘ETETART RE,LE'::;'E‘,)N AUTHORITY | CUSTODIAN
Employment Eligibility Ful’Part-Time Employees u.s. Bepl of Justice Immigration and Naturalization Date of 3 years after  [Immigration Eeform
Verification (Form 1-9) forms completed and signed by EE and reviewed and |Employment the date of and Contral Act of
verified (with necessary documentation) by employer employment or | 1986, Pub. L. 99-
representative 1yearafter  |603 (* USC 1324a)
employment is |& WCL, Section s
terminated 3212
whichever is
later.
Employment Forms (Oficial) Dental Insurance
Flexible Spending, Section 125 pp———
Life insurance . .o
Long-Term Disability Insurance Enrollment Forms $E S(_epa_ratlon! 6 years .32 & WCL, Section Personnel
- efmination Date
Retire Health Savings Plan 3212
COBRA
Medical Insurance
Equal Employment Opportunity |Employment and Personnel records  |Personnel and employment records, including Record Date 2 years EEOC 29 CFR
Commission {EEQC) application forms, records pertaining to prometions, Sect. 1602.31
layoffs, terminations, salanes and training
Involuntary Termination Personnel records of terminated employees Termination Date Personnel
State and Local Government Capy of EEQ-4 Report Report completion |3 years EEQC, 29 CFR,
Information Repcrt (EEQ-4) date Sect. 1602.32
State and Local Government Employment records regarding race, color, national EEQC, 29 CFR,
Information Report (EEQ-4) origin or sex Sect. 1602.30
HEqual Employment Opportunity |Charge of Discrimination Personnel and/or employment records relating to the  [Date of record or  |Until final EEOQC, 29 CFR,
Commission (EEQC); Title VII - charge, including application forms, records pertaining |personnel action  |disposition of |Sect. 1602.14 and Personnel
Civil Rights Act to promotions, layoffs, terminations, salaries and compizint + 2 [Section 1602.31
trainin: o years
|Fair Employment and Housing  |Complaints Personnel and employment records, memorandums, |Date of record or |2 years after  [FEHA, title I, DIV
Act (FEHA) letters or ather records of complaints or requests documentation the date of 3, Part 2.5; Sect.
received and responses/action taken received by employment or [12956; EEQC, 29 Personnel
Personnel other action  |CFR Sec 1602.14
taken
[Fistorical Records Discipline History Forms completed by personnel anatysts as a record of | Date of record
disciplinary actions taken on employees in their
assigned department(s) Department
Fitness for Duty Copies of letters sent to employees regarding need for |Letter date 3 years Defined Personnel
fitness for duty exam. Psychiatrist's evaluations/results
of fitness for duty exams.
Layoffs Notes/background documentation of layoff actions Layoff date
Job Specifications Classification/Compensation Study  |Basis for salary rates, job descriptions Date study 10 years
records completed
Full-time Positions Background material and final job descriptions for all  |Date approved by  |Permanent Deparment Personnel
full-time positions Council until Defined
superseded

CC RESO 2021-02, Exhibit B
18 of 29



DocuSign Envelope ID: AB7BEBR~* =~~~ “~"=.8AFB-CFOD5CE26679

City of Los Alamitos Records Retention Schedule

Personnel Schedule F
RECORD CATEGORY REGCORD SERIES RECORD DESCRIPTION RECO: ET:TART RE’LEI;TES N AUTHORITY CUSTCDIAN
Job Specifications (continued)  |Part-time/Tempaorary Positions Background material and final job descriptions for all  |Date approved by |Permanent Department
part-time and seasonal positions Council until P i en Personnel
superseded | Defined
[Coss Control Hearing Tests Audio logical test results Employee 30 years CAL OSHA Title 8
separation/ Personnel
termination date
Official Personne! Files Certification/Reassignment Forms Request for Certification and/or reassignment forms
which document and authorize hiring, reassignment, ar
other erngloyee agtions
Certificates of Training Certificates issued to employee which show
completion date of training class(es) Separation/ 29 CFR 1602.30-
Commendation Letters Letters of commendation andfor other ccngratulatory terminati 5 years .32 & WCLC Personnel
) ; ermination date :
documents received by and/or issued to employee Section 3212
Disciplinary Actions Memorandums, letters, or other records of proposed
and/for implemented disciplinary action (s)
Employee Medical and Exposure Notes/medical release forms, etc., submitted regarding 30 years US OSHA 29 CFR
Records employee's medical condition 1810.20; CAL
Separation/ Oshawa Title 8
Drug Screen Test Pre-placement and drug screening authorization and famlionidats 30 years US OSHA 29 CFR
acknowledgement form(s) and results of drug 1910.20
screening
Family Medical Leave {(FML) Basic employee data (name, address, class title, pay 3 years Federal Famnily and
rate, hours worked per pay period, additions to or Med:cal leave Act
deductions from wages) dates (or hours) FML of 1993; 29 CFR
reinstatedftake; FML notices given to employer by Date FML 825.500; GC 12946
employee, documents from emptoyer describing FML requested/
Policies; records of premium payments or employee granted
benefits; records of any disputed confidential files; Personnel
records/documents relation to medical certifications
Grievances (Closed) Files containing employee's, group of employees', or 5 years 29 CFR 1602.30-
the Unicn's timely completion as defined in the MOU .32 & WCLC
Section 3212
ID Form Form completed by new employees providing 5 years
identitying information used to process records check Separation/
Job Application Applications for employment and resumes (if any) for TEpaEten dete 5 years
hired employees
Medical Leave of Absence Leave of Absence forms used in documentation of 3 years 29 CFR 825.500

medical leave (including pregnancy leave and family
and medical leave)
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City of Los Alamitos Records Retention Schedule

Personnel Schedule F
RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECORD START | RETENTION | authoriTY | cusToDIAN
Official Personnel Files Miscellanecus Documents Documents not specifically mentioned but kept in If medical- Medical related -
{continued) official personnel file related, 30 US OSHA 29 CFR
years. non- 1910.20; non-
medical, 5 medical related - 29
years CFR 1602.30-.32 &
SCLC, Section Personnel
3212
Notice of Separation Form completed by employee andior department 5 years
indicating effective date of separation, last day on the
job, reason for separation, etc. 29 CFR 1602.30-
Qath of Office Form Completed and signed by employee affirming 5 years .32 & WCLC
altegiance to the Constitution of the United States and Section 3212 City Clerk
the Constitution of the State of California
Cutside Employment Form submitted by employee for approval for 5 years 29 CFR 1602.30-
employee to be engaged in outside employment .32 &WCLC
Performance Evaluations Employee performance evaluation forms completed by 5 years Section 3212
supervisory personnel re employees’ accomplishments Separation/
of their assigned duties and responsibilities, etc. termination date
Pre-Employment Medical Forms completed by employee and medicat clinic to 30 years US OSHA; 29 CFR
assess physical capability of employee pricr to hiring 1910.20
Security Check Form Form comgleted by Personnel to request Pclice 5 years 29 CPR 1602.30-
Department to conduct security check on employee .32 & WCLC
prior to hiring Section 3212 Personnel
Special Licenses Special licenses issued to employees from DMV, 5 years
accredited schools, etc., verifying employee meets
certain job-related requirements
Tuition Reimbursement Requests Cories of applicatians for training and educational 5 years
assistance which show employee request, department 29 CPR 1602.30-
head approval, and final disposition of request .32 & WCLC
Section 3212
W-4 Form Employee's withhalding allo wance certificate 5 years
completed by employee authorizing employer to
withhold Federal income tax from empligyees pay
h. andlor for indicating exemption
Payroll Salary Schedules Adopted by Resolution of the City Council Adoption date Permanent Criginal
Resolution with
the City Clerk
Personnel Appeals Commission |Persannel Appeals Board Hearing Employee Perscnnel Board of Hearing Files Separation/terminat |5 years 29 CFR 1602.30-
1 Files ion date 32 &8 WCLC Personnel
Section 3212
HRecruitments Background Materials Materials used in the preparationfimplementatron of Date recruitment is |2 years Depariment P
. o ersonnel
reciuitments initiated Defined
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City of Los Alamitos Records Retention Schedule

Personnel Schedule F
RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECODR ET‘:;TART REI-EEF::JIS ol AUTHORITY CUSTODIAN
|[Recruitments (continued) Bitingual Certification Forms Forms certifying bilingual capabilities for employees  |Employees - Employee - 5 |Department
receiving bilingual pay and agplicants for recruitments |Separation/ years; Defined
which require bilingual capability fermination date; Applicants - 3
Applicants - years
eligibility list
exgiration date
Examination Answer Sheets Examination answer sheets completed by applicants | Earlier of date 3 years 29 CFR 1620.30-
during testing pracess and other testing materials eligible list 32 Personnel
established or date
recruitment
Examination Files Recruitment examination file folders canceled
Official Eligible Lists Eligible lists signed by City Manager. Lists of Date signed 3 years Department
individuals placed on an eligible list for hiring Defined
Urposes.
Testing Materials Contains historical data, used for testing candidates | Date eligible list
established
[Risk Management/Loss Control |Accident/Damage to City Property Police reports and Departmental accident reports
Report Personnel
Actuarial Studies and Audits Actuarial Audil
Insurance Policies City's Liability Coverage Permanent Permanent, Department
until Defined
superseded City Clerk
City's Property Coverage Expiration date 2 years
Workers Compensation Insurance Policies issue date 25 years
Liability Claims Against the City Non-litigated tort claims filed against the City for Final resolution 2 years; Department
damages to persons or perscnal property. Filed with  |date minors 18th Defined
third part administrator birthday + 1
year
Special Events Insurance A "Special Events” coverage, insures third parties for  [lssue date 5 years Department
use of City property providing lability coverage for the Defined
City
State of California Annual Report State report of workers' compensation liabilities State filing date 2 years Department
Defined
OMV Drivers’ Records Reports DMV Pull Notice Program Employment date |5 years GC 34090 et seq; Personnel
GC 6254 (c) VC
1808.0(c)
inspection Reports Loss Control inspection reports which show date, time [Date inspection 5 years CAL OSHA
and location of safety inspections, also identifies conducted
hazards
OSHA OS5HA Log, Supplementary Record and Annual Incident date 5 years LC 6410; 8 CCR
Summary (Federal & State CalfQSHA} 14300.33; 29 CFR
1904.2-1804.6
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Personnel Schedule F
RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECO;ET:TART RiTEEl::;IgN AUTHORITY GCUSTODIAN
Risk Management/Loss Control |Accident/lliness Reports For Employee medical records and employee Incident date 5 years CAL OSHA
(continued) exposure records regarding exposure to toxic
substances or harmful physical agents. Includes
Safety Data Sheets (SDS). Does NOT include; health
insurance claims; first aid records of one-time Personnel
treatments for minor injuries; records of employees
who worked less than one (1) year if records are given
to employee upon termination.
Training AB 1825 Sexual Harassment Sign in sheets and associated training matenals Class date 5 years
Prevention Department
Aftendance Sign-In Sheets Management and Leadership training programs forms [Sign in date 2 years Defined Personnel
Class Training records Training records of all classes Class date 2 years
Workers' Compensation First Aid/Report Only Incident Notices that an injury happened - no medical records  |Final Action date on|5 years LC 5405, 8 CCR
Claim 14311
Indemnity Claims Files Open/active and closedfinactive lemporary and Final Action date on|5 years except |8 CCR 15400.2
permanent disability claims files involving expasure to |Claim lifetime
lost time. Permanent disability to be compensated. medical award
Contains medical files and payment history. cases
destroyed
upon death of Personnel
individual
"Medical Only" Claims Files Open/active and closedfinactive claims files. Contain  |Final action date on|5 years 8§ CCR 15400.2
claim forms, biflings medical records, check copies, Claim
etc. Employee injury - no loss of work greater than 3
days
PERS (Sworn} Industrial Disability Claims filed by employees (sworn) for PERS disabilily |Application date 5 years GC 21101

Retirement Files (Official)

retirement
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City of Los Alamitos Records Retention Schedule
Police Department

Schedule G

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECORD START | REOEIOON | AUTHORITY | cusToDIAN
ABC Files Name of Premises History of ABC locations. Applications for ABC Application date Permanent GC 34090 et seq. Department
licenses 10 sell andfor serve alcoholic beverages. Secretary
Administrative Investigations Employee Accidents Investigations of accidents involving on-duty
{Internal Affairs Incidents by Deparimental Personnel
Type) In-Custody Death Reporls Investigations of in-custody deaths : - . .
- In-Custody Injury/Use of Force Investigations of in-custody injuries and use of force E:r:fpllg‘{:;t'gahons 5 years GC 34090 et seq. POI'Beﬁicé:'Efs
K-9 Reports Investigations of K-9 bite incidents
Officer Involved Shootings Investigations of officer involved shootings =
IApplicant Files By Name Record of applicants not selected Creation date 3 years GC 34090 et seq. Department
Secretary
Application Permits Food/lce Cream Vendors Application forms, letters of approval or denial and
Permit Parking miscellaneous correspondences i — Department
Push Cart Vendors denial date Zyears G AHREL ey Secretary
Taxi Cab
Tow Truck
Citations By Citation Number Parking/Traffic Citations Issuance date 2 years GC 34090 et seq. Records
Division
Citizen Cempiaints mmployee Name Investigations of alleged Employee misconduct Complaint 5 years PC 832.5; 811 5;
completed date 803c EVC 1045, Intternal Affairs
GC 12946, GC {1A)
— 34090 et seq.
Dispositions (Search and Ey Name Search and serzure documents received from Court | Date probation 2 years GC 34090 et seq. Police Chiefs
Feizures) _ without case numbers ends Office
Employee Records Background File Record of background investigation 5 years GC 34090 et seq
Medical File Medical information for each Employee Termination 30 years US OSHA 28 CFR Personnel
191020 Division
Personnel File Employment records., i.e. evaluations, pay changes, 5 years GC 34090 et seq
commendations, etc.
Field Interview Cards By Name Documentation of a filed contact by an Officer Date Written 2 years GC 34090 et seq. Records
Division
Finance Petty Cash Receipts - by Fiscal Year Expense vouchers and reimbursement reguests Reimbursement 2 years GC 34090 et seq. Special
date = Investigations
Finantial Disclosure Form By Name Confidential financial disclosure form completed by Separation date 2 years GG 34000 et seq. P |
Employees working designated assignments from designated girig::ne
assignment
Graffili Task Force Correspondence, records or interdepartmental actions |Incident date 3 years GC 34090 et seq. District
concerning Task Force issues Investigations
Personnel By Name City employment requests for record checks of new Request date 2 years GC 34090 et seq. Records
Emgloyees and supporing documents Divistan
By Name Explorer Post applications and performance records of | Termination 2 years GC 34090 et seq. Department
explorers Secretary
Petitions Petition and Orders under PC 1034  [Court orders requiring the sealing of records Order date 2 years GC 34090 et seq.
(no case numbers) Records
Police Reports Child Abuse Reports Self explanatory B i Close + 10 GC 34090 et seg. Division
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City of Los Alamitos Records Retention Schedule
Police Department

Schedule G

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECOSSTZTART Riﬂgg" AUTHORITY | CUSTODIAN
Cittes in which a case number is also issued : Until DR PurgedGC 34080 et seq.
Police Reports {continued) Domestic Violence Reports Close + 5 GC 34090 et seq.
Fatal Traffic Accidents Permanent GC 34050 et seq.
Felony Reports Close +4 GG 34090 et seq.
Felony Capital Crimes Permanent GC 34090 et seq.
Homicide Permanent PC 799 Records
1f expl R Serioey
Marijuana {under 1 oz.) Self explanatary EpaE s 2 years H&S Code 113615 Division
Non-Criminal Occurrences Current year |GC 34080 et seq.
+2
Officer Involved Shoatings Close +25 GC 34090 et seq.
Traffic and Parking Citations Cuirent year  |GC 34090 et seq.
+2
By Calendar Year Pre-employment polygraph examinations Creation date 3 years GC 34090 et seq. Police Chiefs
Office
By Calendar Year Pre-employment psycholcgical examinations results  [Creation date 5 years GC 34090 et seq. Personnel
Divisicn
Infarmation disseminated at roll call briefings Briefing date 2 years GC 34090 et seq. Field
Ogerations
By Calendar Year Investigations of sexual harassment complaints Investigation 5 years GC 34090 et seq. Department
comgletion date Secretary
Uniform Cnme Report {UCR) State reports of statics on crimes and supporting Cate of report 10 years GC 34090 et seq. Operation
documentation Captain's Office
Supervisor Logs By Supervisor's Name Daily logs written by supervisors documenting shift Date Written 2 years GC 34090 et seq. Department
_ gctives __ Secretary
Fraining Records Depantmental Orders Self explanatory Permanent Permanent GC 34090 et seq. Training
Division
Employee Training Records by Schools and classes attended by police employees Termination Date |5 tears GC 34090 et seq. Training
Employee Name Division
Jail Traning Reccrds by Employee  |Jail Employee training records Termination Date |5 years GG 34090 et seq. Jail Facility
Name
K-§ Training Records Training records of K-9 Officers Termination Date |5 Years GC 34090 et seq. K-9 Unit
Law Summary Summaries issued by City Attorney and legal advisor |Date of Issue 5 years GC 34090 et seq. Training
Division
Range Records Employees’ scores and documentation Date Created 5 years GC 34090 et seq, Training
Division
Standards and Training for Mandated quarter and annual report submitted to STC |Date of Report 2 years GC 34090 et seq. . =
i Jail Facility
Corrections (STC)
Training Bulletins Seif explanatory Permanent Permanent  |GC 34090 et seq. Training
Diivision
[‘T‘respass Forms Permission form signed by property cwner Date of Initial 2 years GC 34090 et seq. Filed
Report Ogerations
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Schedule G

Worksheets

Served warrant working papers with no case number

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECOS :’TETART RI;Z:EE;:ES N AUTHORITY CUSTODIAN
Vehicies Eepossession Logs Record of reposes vehicles reported to the Baie of Incident 2 years GG 34090 et seq. Records
Department Divisicn
Warrants Active Local Warrants Active warrants, teletypes and related documents
Served Local Warrants Served warrants, teletypes and related documents Date of Service 2 years GC 34090 et seq. g,e\ﬁ;f:
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City of Los Alamitos Records Retention Schedule

Public Works Department

Schedule H

RECORD CATEGORY RECORD SERIES RECORD DESGRIPTION RECO?:TETART Ri’:;:;'g" AUTHORITY | CUSTODIAN
Administrative Services Correspandences Misc. correspondences not related to proects Creation date 2 years
Permits Bus shelters, news racks Approval date Expiration + 2 | GC 30490 et seq. Public Works
L_ years
Construction/Engineering Post Construction Cribgues Pro,ect/Contractor reviews Completion date
Proect Files Construction proect related files Comgletion date
Bench Marks Vertical survey data Survey date . a0 e —
Centerline Ties Horizontal survey data Survey date TS EECTCEEs il
Project Data Project survey data Survey date
Structures Demalitions Comgletion date
[Design Engineering Soil Reports Detailed soil analysisfconstruction recommendations  |Report date Permanent Enginesring
Material Specifications ﬁmgahons of matenials used in construction Date approved Permanent T
Acquisition File Agent's diary, offer letter and other correspondence, Close of escrow 10 years Engineering
ascrow documents
Relacation File informational documents, claim forms, verification of Receipt of final 10 years GC 34090 et seq.
payment, etc. relocation payment Engineering
Appraisals Assesses value of progerty Clase of escrow 2 years Engineering
Residential Real Estate Included deeds, parcel maps, tract maps, right of way [Creation date Permanent Engineering
maps.
Right-of-Way Property Acquisition Completion date 10 years Engineering
rDeveioprnent Engineering Industrial Discharge Permils National Pollubion Eliminations System Exgiration date Permanent Engineering
Street Waork and Utility Permits Encroachment Permits Completion date 5 years Engineering
Transportation/Wide Load Permits Oversized Vehicles Comgletion date 3 years Engineering
Studies RunoffiDrainage Approval date 5 years Engineering
NPDES Correspendences and related documents Date issued 5 years Engineering
Water Quality Management Plan WQmMP Approval date Until super Developmeant
seceded Services
I};lgss:gzl Commercial Inspecticn Records required by permit Inspection date 5 years Engineering
City Program Effectiveness Annual NPDES Report Submittal date permanent Development
A ment Services
Storm Water Poflution Prevention SWPPP Centificate of 1 year Development
Plan Occupancy GC 34090 et seq. Services
Miscellanies Cash Transaction Gontains specific notes Date issued 3 years Engineering
Certificate of Insurance Proof of Liability insurance and endorsement Date received Completion Engi .
ngineering
+10 years
Development Project Folder Public Works requirements of approval for private Completion of 5 years
development projects and site plans. Includes copy of |project cr expiration
beond release letter of development Engineering
agreement,
whichever 15 later
Development Conditions Public Works conditions of approval for pnivate Date issued Permanent Engineerin
development pra'ects 9
Sgecial Studies Joint powers authorities, etc. Date comgleted Permanent Engineering
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City of Los Alamitos Records Retention Schedule
Public Works Department

Schedule H

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECO[I: :TETART Ri‘rEE;’;II;J N AUTHORITY CUSTODIAN
Development Engineering Certificates of Compliances City Engineer approval of existing subdivision Date recorded Permanent
{continued)
Transportation Alignment and environmental studies Proect date Permanent
Reports Measure M, Congestion Management Plan, Arterial Report date 10 years
Highway Program GC 34090 et seq. Engineering
Over the Counter Public Works requirements of approval for over the Final sign-off of 2 years
counter Projects. site plans permit
Conditions of Approval - Private Correspondences regarding Conditions of Approval Date created and  |Permanent
Development signed
Drawings Drawings Plans/Orawings including channelization, signal and Date signed
interconnect plans, City-owned buildings, struciures,
wells, reservoirs, widening, overpasses, traffic
management studies, counts, phasing, city yard
construction drawings, civic center facilities, park
s@ructures, sireets, alle_:ys‘ medians, curbs and gutters, Permanent GC 34090 at seq, Engineering
sidewalks, transportation center, sewer and water
mains, booster stations, lift stations, pump stations,
MWD connections
Drawings Traffic control plans Date signed
Drawings Bike lane and bike trails Completion date
Drawings Park imgrovements Completion date
Inventory Chemical and Hazardous Material Documents chemicals and hazardeus materials owned, [Last Use 30 years
used, in the possession in the course of City Business. .
Material safety dala sheels, disposal, use and storage 8 CCR 3204 Public. Works
records
[Maintenance Service Rejuests Reguests for maintenance services Reguest date 2 years Public Works
Street Work Reports Monthly street work summary Reporl date 2 years Public Works
Weed Abatement Violations Notices issued and action taken Naotice date Completion + 5 Cod
vears e Enforcement
Maintenances Stregt mainle_rjance. slurry seal, resurface, weed, Completion date 5 years GC 34090 et seq Public Works
rubbish, graffiti
Trees Planting, removal, trimming Comgletion date 5 years Public Warks
Driver Equipment Certification Motor carrier safety requiremenis Date issued 10 years Public Works
Field Work Records Supenvisor's Crew work records Date of work 2 years Public Works
Graffiti Removal l.ocations/sq. ft. of graffiti removed Date of work 2 years Public Works
Mraffic Traffic Signals Traffic control computer, maintenance Completion date Until Super
seceded
Accident Data/Collision Diagrams Locationfaccident/type/collision diagrams Diagram/Collision |10 years
date
Average Daily Traffic/Turning Counts |Count data Collection date 10 years
Traffic Orders Various parking and traffic controls Install date Permanent CoL Ly Engincenig
School Crossing Study Study to justify crossing guard Comgletion date 10 years
Signal Cabinet Prints Signal wiring diagram Install date Until Super
seceded
Signal/LT Phase Warrant Studies 1o justify left turn installation Install date 10 years
Signal Maintenance Ogeration mainienances Maintenance date |5 years
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City of Los Alamitos Records Retention Schedule
Public Works Department

Schedule H

Insgection, Haz-mat Generator Fee regort

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECO;BI:TART RiTEE}{g:?N AUTHCRITY CUSTODIAN
Traffic (cantinued) Signal Timin Operation liming Maintenance date |5 years
Speed Limit Study Restudied every b years Approval date 10 years
Traffic Contral Devices Inventory Installation and maintenance data Work date Life of
Structure + 5 GC 34090 et seq. Engineering
years
Traffic/Parking Studies Neighborhoods, schools, parks, snecial Study date 10 years
Reguests for Service Citizen-requests, studies Reguest date 10 years
[Preventative Maintanance Repairs, Ingpection and Preventative |Repairs, inspection and preventative; heating
; P . i ) - b State of CA, US
Maintenance ventilation and air conditions chiller repair, air condition
i EPA, SCAGMD
systermn refrigerant
Inspection Reports Annual Fire Inspection, § year systems inspection, State of CA
annual fire extinguishers Service Dale Life of Asset Pubfic Works
Underground Storage Monthly Test  |Maintenance of diesel, gasoline tanks on City property +2 Slale of CA, US
and 3 year inspections EPA, SCAQMD
Emergency Generators, Internal Reports related to emergency power sources and
A . i f State of CA,
Combustion Pressure Pups Emission |building fire pump operations
; SCAQMD
and Maintenance
[Light and Heavy Vehicles, Fleet Maintenance Work order, requisitions, accident reports, logs Active + 5
Equipment years
CHP BIT Recurds Program Driver Inspactions Active + 3
; months g
Driver Time Sheets Generation date FRre GC 34090 et seq. Public Works
months
Driver Proficiency Life + 1 year
BIT EQU Inspections 1 year
City Yard Qperating Permits AQMD UST Permits, hazardous Waste Permits Active
AQMD UST Annual Renewal ] 1 year .
Inspection and Reports AQMD UST Monthly Inspection, KPEDS Menthly Sensrtioncels 1 year ECRA020i0lis=! el AL

CC RESO 2021-02, Exhibit B
28 of 29




DocuSign Envelope ID; ABTBER™ * ~77 *""~_BAFB-CFDD5CE26679

City of Los Alamitos Records Retention Schedule
Recreation and Community Services (RCS)

Schedule |

RECORD CATEGORY RECORD SERIES RECORD DESCRIPTION RECORD START | REFERTON | AuTHORITY | cusToDIAN
Administration Applications Application date 2 yesrs GC 34020 et zeq. RCS
Correspondences Misc. correspondences Date created 2 years GC 34090 et seq. RCS
Permits _ _ Permit date 2 years GC 34090 et seq RCS
Events City Sponsored Events Records the planning and history of events sponsored |Event date 5 years GC 34090 et seq.
by ihe City. May include, but is not limited te mailing
lists, invitations, photographs, media releases, RCS
correspondence, and event diagrams.
Projects General Er—oject Files Project files including correspondence, reports, and  |Folder year date 3 years GC 34090 et seq. Originating
relevant back-up documentation Dept.
fﬁegistration Participant Registration and Documents the registration and attendance of Last date of 2 years GC 34090 et seq.
Attendance Records participants in spensored events, activities, and participation
classes. Records may include registration forms or RCS
cards, class or activity rosters, consentiwaiver forms
and related documents.
HReservalions Reservation Form Facility reservations Event date 2 years GC 340390 et seq. RCS
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Records Inventory ldentification Form

Box Number:

Department:

Division/Cffice:

inventoried By:

(if applicable)
Date:

Ext:

Record Series Title:

Alternate Title(s):

Record Category:

Inclusive Dates from:

to:

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

Record is: Value:

Vital O Administrative ]
Non-record O Fiscal ]
Confidential O Historical ]
Exempt from Legal U

Public Disclosure '
Original ] Record Container:
Duplicate ] Type:
If duplicate, location of onginal: Quantity:
Filing Method: File Location:
Chronological [l City Hall-Vault O
Alphabetical ] Room/Office O
Subject ] Records Center O
Numerical ] (inactive)
Geographic ]
Other:
Department Head's Suggested Retention: Total Years
DESTRUCTICN YEAR:

Method and basis for Filing/Retention:

File at Dept. Level then destroy

File at Dept. Level then transfer to Record Center
Safeguard at Records Center then Destroy
Retain at Records Center Permanently

Retain at City Hall (vault) Permanently

oo

Total Years
Total Years
Total Years
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City of Los Alamitos
Records Management Program

Request for Amendment to Records Retention Schedule

Page of
Department: Requested By:
. ; e dd, Change Reason for Authority/ Current Retention Proposed

SeesiiclandDoscrpion or Delete Reguested Amendment Legal Retention Retention
example:
Councif Meetings Change |Add record series for meeting preparation GC 34090/2 Years 2 years 2 years

Approved

Department Head: Signature: Date:
City Clerk/Records Manager: Signature: Date:
City Attorney: Signature: Date:
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City of Los Alamitos
Records Management Program
Authority to Destroy Obsolete Records

The below records are submitted for destruction in accordance with the procedures outlined in the City of Los Alamitos Records Management Program adopted by
City Council Resolution. Note: Documents will be reviewed for historical value and, if applicable, retained in the Archives. Documents involved in litigation or

pending audit may not be destroyed.

DEPARTMENT: DATE: PAGE OF
City Clerk 2/3/2021 1 1
DIVISION: PREPARED BY: DESTRUCTION DATE:
City Clerk Windmera Quintanar, MMC, City Clerk
RECORD CATEGORY |RECORD SERIES DATE OF RECORDS: | REQUIRED | LOCATION BOX
(Use Retention Schedule)  |Description. Attach additional sheets if needed FROM: TO: RETENTICN NUMBER
FPPC Form 700 (originals} (non-elected) and related file 7/2009  [12/2013|T+7 years |Vauli n/a
*See attached list

Documents have been reviewed and approved for destruction.
APPROVAL (print name and sign)

Windmera Quintanar, MMC, City Clerk

Department Head Date

City Attorney Date

Windmera Quintanar, MMC, City Clerk

City Clerk or Records Manager Date
CERTIFICATION OF DESTRUCTION OF RECORDS Destruction Method (circle one)
| hereby certify that | caused the records listed above to be destroyed. Shredding Discard Outside Vendor
Signature Name/Title Date




