RESOLUTION NO. 2025-40

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF MARINA UPDATING
THE RECORDS RETENTION SCHEDULES FOR THE ADMINISTRATION
DEPARTMENT CONSISTING OF THE CITY CLERK, CITY MANAGER AND
HUMAN RESOURCES DIVISIONS, AND REPEALING PORTIONS OF PRIOR
RESOLUTION 2020-08.

WHEREAS, the maintenance of numerous records is expensive, slows document retrieval, and is not
necessary after a certain period of time for the effective and efficient operation of the government of the
City of Marina; and

WHEREAS, Section 34090 of the Government Code of the State of California provides a procedure
whereby any City record which has served its purpose and is no longer required may be destroyed; and

WHEREAS, on January 22, 2020, the City Council adopted Resolution No. 2020-08 approving the
Marina Records Retention Policy and Records Retention Schedule; and

WHEREAS, The Administration Department consisting of the City Clerk, City Manager and Human
Resources divisions have revised their records retention schedules.

NOW, THEREFORE, IT IS HEREBY RESOLVED that the City Council of the City of Marina does
hereby:

SECTION 1. The records of the City Clerk, City Manager and Human Resources Departments of the
City of Marina, as set forth in the Records Retention Schedule Exhibit A, attached hereto and
incorporated herein by this reference, are hereby authorized to be destroyed as provided by Section
34090 et seq. of the Government Code of the State of California and in accordance with the provision of
said schedule upon the request of the Department Head and with the consent in writing of the Department
Head, City Clerk and City Attorney, without further action by the City Council of the City of Marina.

SECTION 2. The Records Retention Policy and any parts or portions of the Records Retention
Schedule adopted by Resolution 2020-08 that are in conflict with this resolution and its attachments are
hereby repealed.

SECTION 3. The term “records” as used herein shall include documents, instructions, books,
microforms, electronic files, magnetic tape, optical media, or papers as defined by the California Public
Records Act.

PASSED AND ADOPTED by the Marina City Council at a regular meeting duly held on the 20" day
of May 2025 by the following vote:

AYES: COUNCIL MEMBERS: McAdams, McCarthy, Biala, Delgado, Visscher
NOES: COUNCIL MEMBERS: None

ABSENT: COUNCIL MEMBERS: None

ABSTAIN: COUNCIL MEMBERS: None

Liesbeth Visscher, Mayor Pro Tem
ATTEST:

Anita Sharp, Deputy City Clerk



EXHIBIT A

HOW TO USE RETENTION SCHEDULES

©1995-2025 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

A legend explaining the information presented in the retention schedule; please read this for an explanation
of every column.

The specified retention period applies regardless of the media of the record: If a record is stored on paper
and electronic format (a computer file on a hard drive), all electronic and paper records should be
destroyed (or deleted / erased) after the specified period of time has elapsed and authorization to
destroy has been obtained.

Copies or duplicates of records should never be retained longer than the prescribed period for the official
(original) record, and drafts and copies should be destroyed as soon as they are no longer required.

The term “records” shall include all records as defined by the California Public Records Act.
STRUCTURE: CITY-WIDE, DEPARTMENTS & DIVISIONS

The City-wide retention schedule includes those records all departments have in common (e-mails, letters,
memorandums, purchase orders, etc.). These records are NOT repeated in the Department retention
schedule, unless that department is the Office of Record.

Each department has a separate retention schedule that describes the records that are unique to their
department, or for which they are the Office of Record. The department retention schedules may be
organized by Division within that Department. If a record is not listed in your department retention schedule,
refer to the City-wide retention schedule, or look in the index to the schedules (provided after approval.)

BENEFITS

This retention schedule has been developed by Diane R. Gladwell, MMC, an expert in Municipal
Government records, and will provide the City with the following benefits:

* Reduce administrative expenses, expedite procedures

* Free office space and computer storage space

* Reduce the cost of records storage — paper and electronic
* Eliminate duplication of effort within the City

* Find records faster

» Determine what media should be used to store records

AUTHORIZATION TO DESTROY RECORDS (Paper or Electronic Records):

Destruction or deletion of an official (original) record that has exceeded its retention period must be
authorized prior to destruction or deletion.

e Ifthere is a minimum retention (“Minimum 2 years"), the destruction / deletion must be
authorized before it is destroyed, as it is an official (original) record.

Copies, drafts, notes and non-records do NOT require authorization, and can be destroyed “When No
Longer Required.”

o Ifthere is NOT a minimum retention ("When No Longer Required"), it does NOT need to be
authorized prior to destruction, as it is a preliminary draft, copy, or the Content is NOT
Substantive.

On every page of the schedules (near the top, just under the column headings) are important instructions,
including instructions regarding holds on destroying records. “Litigation, complaints, claims, public
records act requests, audits and/or investigations suspend normal retention periods (retention
resumes after settlement or resolution).”



EXHIBIT A
RECORDS RETENTION SCHEDULE LEGEND
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OFR (Office of Record): The department that keeps the Official (original or “record copy”) record for its retention period, then authorizes destruction.

Usually, it is the department that originates the record. The official (original) record may be the paper / hard copy version of the record; however the electronic
record may be the official (original) record. See the “Destroy Paper after Imaged & QC’d” below for the Legal Requirements for the electronic record to be the
official (original) record.

Records Description: The record series (a group of like records).
Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active (guideline): How long the file remains in the immediate office area
Inactive (guideline): How long the file is in off-site storage, stored electronically in accordance with law (see below)
Total Retention: The total number of years the record is retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent
Indefinite = No fixed or specified retention period; used for databases, because the data fields are interrelated.

Vital? = Those records that are needed for basic operations in the event of a disaster.

Media Options (guideline) terms used in State law: Mag = Electronic Computer Magnetic Media (Hard drives, Networks, USB Drives, Cloud, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper
OD = Optical Disk or other Unalterable Media which does not allow changes

Scan / Import (guideline): “S” indicates the record should be scanned into the document imaging system;
“I” indicates the record should be electronically imported into the document imaging system;
“M” indicates the record was microfilmed

Destroy Paper after Imaged & QC’d (quality checked) / Trustworthy Electronic Record: “Yes” means the electronic record may serve as the OFFICIAL
record (and the paper version may be destroyed, or the record may be electronically generated and never exist in paper format) IE (these are the legal
requirements for the electronic record to serve as the official (original) record) the electronic record is also_placed on Unalterable Media, Inmutable
Cloud Media, Optical Disk (OD), DVD-R, CD-R, Blue-ray-R, or WORM, or microfilmed) which is stored in a safe & separate location.

Employees are required to Quality Check (“QC’d") both the images and the indexes, and ensure the electronic record_contains all significant details from
the original and be an adequate substitute for the original document for all purposes; other legal mandates may apply.

Legend for leqal citations (§: Section) B&P: Business & Professions Code (CA) CBC: California Building Code

CC: Civil Code (CA) CCP: Code of Civil Procedure (CA) CCR: California Code of Regulations (CA)

CFC: California Fire Code CFR: Code of Federal Regulations (US) EC: Elections Code (CA)

EVC: Evidence Code (CA) FA: Food & Agriculture Code FC: Family Code (CA)

FTB: Franchise Tax Board (CA) GC: Government Code (CA) H&S: Health & Safety Code (CA)

HUD: Housing & Urban Develop. (US) LC: Labor Code (CA) Ops. Cal. Atty. Gen..: Attorney General Opinions (CA)
PC: Penal Code (CA) PRC Public Resources Code R&T: Revenue & Taxation Code (CA)

UFC: Uniform Fire Code USC: United States Code (US) VC: Vehicle Code (CA)

W&I: Welfare & Institutions Code (CA)



EXHIBIT A

Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-1
. | Destroy
Office of . Image: Paper
Record Retention No. Records Description Totai Vital? Mgdia I—In_iport after Comments / Reference
Retention Options| M=Mfr
(OFR) S=scan | 'Maged &
_ Qc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

CITY-WIDE (Used by All Departments)

Brown Act challenges must be filed within

Affidavits of Publications / Affidavits of Posting Mag, Yes: After 30 or 90 days of action; Statute of
Lead Dept. CWwW-000 Notices / Legal Advertising / Notices / Proofs of 2 years Mfr, OD,| S/I QC.& oD Limitations on Municipal Government
Publications / Public Hearing Notices Ppr actions is 3 - 6 months; GC §834090,
54960.1(c)(1)
Agreements & Contracts - ORIGINALS NOT
COUNCIL-APPROVED (INFRASTRUCTURE,
OR IF IMAGED, JPAs, MOUs) PRIOR TO
9/2023
(After 9/2023, ALL Contracts & Agreements go
to City Clerk, whether or not they are approved
by the City Council)
Department Preference; All infrastructure
Agreement or Contract includes all contractual contracts should be permanent for
obligations (e.g. Specifications and Successful Mag. eme_rg_ency_preparedness; Statute of
Lead Dept. CW-001 Proposal or Scope ofwork), p Yes: Beiore Mfr, OD, S/l Yes: After Limitgtiops |§ 4 years; 10 years for Errors
Lead Dept Scans all final agreements or Completion Ppr QC & OD |& Omissions; land records are permanent

contracts into OnBase

Examples of Infrastructure: Architects,
Buildings, bridges, covenants, development,
environmental, Joint Powers, MOUSs, park
improvements, property & property restrictions,
redevelopment, reservoirs, sewers, sidewalks,
street & alley improvements, settlement,
subdivisions, utilities, water, etc.

by law; CCP 8337 et. seq., GC §34090;
Contractor has retention requirements in
48 CFR 4.703

MARINA, CA. ©1995-2023 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516
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EXHIBIT A

Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
Image: Destroy
Office of Total Media | I=Im oit Paper
Record Retention No. Records Description Notention Vital? Options M:I\ijlfr after Comments / Reference
(OFR) S=Scan Imaged &
QC'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department".

If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e.g. last document + 2 ye

ars), since des

truction is normally performed by file folder.

HOLDS: Litigatio

n, claims, comp

laints, audits, public records act requests, and/or

investigations suspend normal retention periods (retention res

umes after settlement or completion).

Agreements & Contracts - ORIGINALS NOT
COUNCIL-APPROVED (NON-
INFRASTRUCTURE, Professional Services
Agreements, Tenant / Lease Agreements -
NOT IMAGED)

(After 9/2023, ALL Contracts & Agreements go
to City Clerk, whether or not they are approved
by the City Council)

Department Preference; Statute of
Limitations is 10 years for Errors &

. . Mag, . . .
. Completion + || Yes: Before Yes: After Omissions, 4 years for contracts; CCP

Lead Dept. CW-002 | Agreement or Contract includes all contractual § ™10 o | completion |M™ OP| S/ | 0c'g 0D |8§337. 337.1(a), 337.15, 343; GC §34090,

obligations (e.g. Specifications and Successful Ppr Contractor has retention requirements in

Proposal or Scope of Work), 48 CFR 4.703(a)

Lead Dept Scans all final agreements or

contracts into OnBase

Examples of Non-Infrastructure:

Consultants, Franchises, Landscaping,

Painting, Slurry Seals (Paving), Tree Trimming,

Leases, Personnel, Professional Services, etc..

Agreements & Contracts: ADMINISTRATION

(WIT.HOUT G.rz'ant F.unding). ) City preference; Covers E&O Statute of

(Prqject Administration, Certified Payrolls, Limitations; Published Audit Standards=4-
Lead Dept CW-003 E:%ﬁigg:;?gre;;ozzr é::?queSt for Proposal Completion + || Yes: Beiore le\:lag,D S/l Yes: After |7 years; Statute of Limitations: Contracts

' T 10 years Completion F;pr ' QC & OD |& Spec's=4 years, Wrongful Death=comp.

Send all Original Agreements / Contracts,
Amendments, and Insurance certificates to the

City Clerk

+ 5 years, Developers=comp. + 10 years;
CCP 8337 et. seq., GC §34090

MARINA, CA. ©1995-2023 Gladwell Governmental Services, Inc. - all rights reserved
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EXHIBIT A

Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-3
Image: Destroy
Office of . ge: Paper
. - Total ) Media | I=lImport
Record Retention No. Records Description . Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
_ Qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Agreements & Contracts: ADMINISTRATION Some grant funding agencies require
(WITH Grant Funding) Completion + audits; Statute of Limitations for Errors &
(Project Administration, Certified Payrolls, 10 years or Omissions is 10 years; Statute of
Project Schedules, RFP - Request for Proposal J After Funding Yes: Before Mag, Yes: After Limitations: Contracts & Spec's=4 years,
Lead Dept. CW-004 or Successful Proposal, etc.) Agency Audit, COI’ii letion Mfr, OD,| S/I QC.& oD Wrongful Death=comp. + 5 years,
if required, P Ppr Developers=comp. + 10 years; CCP §337
Send all Original Agreements / Contracts, whichever is et. seq., 2 CFR 200.334; 24 CFR
Amendments, and Insurance certificates to the longer 91.105(h), 92.505, & 570.502(b), 29 CFR
City Clerk 97.42; OMB Circular A-133GC §34090
Agreements & Contracts: UNSUCCESSFUL Mag
BIDS, PROPOSALS or RESPONSES to RFPs ' Yes: After .
Lead Dept. CW-005 ' 2 years Mfr, OD S/l Includes unopened bids; GC §34090
P (Request for Proposals) and/or RFQs (Request L Bpr ' QC & OD neludes unop 1as; §
for Qualifications) that don't result in a contract
VSﬁzlr?T\l;) Mag, Yes: After
Lead Dept. CW-006 Copies or duplicates of any record Longer Mfr, OD,| S/ QC & 0D GC §34090.7
. Ppr
Required
Correspondence - ROUTINE
Dept. that (Content relates in a SUBSTANTIVE way to
: the conduct of the public's business) ONLY IF the Content relates in a
Authors .
substantive way to the conduct of the
Document . Mag, ) . . T
(e.g. e-mail, Letters, Memorandums, Yes: After |public's business; City of San Jose v.
or CwW-007 . ! ) . 2 years Mfr, OD, S/ . .
Receives the Administrative, Chronological, General Files, Ppr QC & OD |[Superior Court (Smith). S218066.
L . Reading File, Working Files, etc.) Supreme Court of California, 2017; GC
City's Original
Document §34090
IF the Content relates in a SUBSTANTIVE way
to the conduct of the public's business

MARINA, CA. ©1995-2023 Gladwell Governmental Services, Inc. - all rights reserved
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EXHIBIT A

Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4
. | Destroy
Office of . Image: Paper
Record Retention No. Records Description Totai Vital? Mgdia I—In_iport after Comments / Reference
Retention Options| M=Mfr
(OFR) S=scan | 'Maged &
_ Qc'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e.g. last document + 2 years), since des

truction is normally performed by file folder.

HOLDS: Litigatio

n, claims, comp

Correspondence - TRANSITORY /
PRELIMINARY DRAFTS, Interagency and
Intraagency Memoranda NOT retained in the
ordinary course of business

Content NOT Substantive, or NOT made or
retained for the purpose of preserving the

laints, audits, public records act requests, and/or investigations suspend normal retention periods (retention res

umes after settlement or completion).

Electronic and paper records are
categorized, filed and retained based
upon the CONTENT of the record.
Records where either the Content
relates in a substantive way to the
conduct of the public's business, or

Dept. that informational content for future reference ARE made or retained for the purpose
Authors of preserving the informational content
Document (e.g. calendars, checklists, e-mail, social mediaj When No Mag for future reference are saved by placing
or CW-008 |posting, employee directories, flyers, invitations, Longer Ppr, them in an electronic or paper (project) file
Receives the instant messaging, inventories, logs, mailing Required folder and retained for the applicable
City's Original lists, meeting room registrations, PowerPoint retention period. If not mentioned here,
Document presentations, speaker cards, speech notes, consult the City Attorney to determine if a
staff videoconference chats, notes and record is considered transitory /
recordings, supply inventories, telephone preliminary draft. GC 8834090, 7927.500,
messages, text messages, transmittal letters, 7928.705 64 Ops. Cal. Atty. Gen. 317
thank yous, requests from other cities, (1981)); City of San Jose v. Superior Court
preliminary notices for construction projects, (Smith). S218066. Supreme Court of
undeliverable envelopes, visitors logs, voice California, 2017
mails, webpages, etc.)
As long as the drafts and notes are not
) . . When No Mag, . retained in the "Regular Course of
Lead Dept. CW-009 I?rafts & i\iotes. Drafts that are revised (retain Longer Mfr, OD,| S/ ves: After Business". Consult the City Attorney to
final version) : QC & OD o . .
Required Ppr determine if a record is considered a draft.

GC 8§834090; 7927.500, 7928.705
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EXHIBIT A

Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-5
Image: Destroy
Office of . ge: Paper
. - Total ) Media | I=lImport
Record Retention No. Records Description . Vital? . after Comments / Reference
Retention Options| M=Mfr
(OFR) S=Scan Imaged &
_ Qc'd?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
After
Incorporation Preliminary drafts and notes maintained in
. Before . .
. N into Mag, . a separate folder to be incorporated into
Personnel Files (Supervisor's Notes / Annual Yes: After -
Lead Dept. CW-010 Performance Mfr, OD, S/ performance evaluation, or to document
Performance Journal Notes) . Performance QC & OD . ST o
Appraisal, or Evaluation Ppr progressive discipline, if required; GC
Written §34090 et seq.
Discipline
Mag, Yes: After
Lead Dept. Cw-011 Public Relations / Press Releases 2 years Mfr, OD,| S/I QC.& oD GC §34090
Ppr
Reference Materials: Policies, Procedures,
Brochures, Flyers, Manuals, Newsletters, etc.: When No Mag, Yes: After
n/a CW-012 Produced by OUTSIDE ORGANIZATIONS Longer Mfr, OD, S/l QC.& oD Non-Records
(League of California Cities, Chamber of Required Ppr
Commerce, etc.)
Reference Materials: Policies, Procedures, Mag
Brochures, Flyers, Manuals, Newsletters, Minimum 2 ' Yes: After .
Lead Dept. Cw-013 Administrative Policies, Strategic Plans, etc.: years Mflr:,) ?D’ S/ QC & OD Department preference; GC §34090
Produced by YOUR Department P
Reference Materials: Policies, Procedures, Mag
Brochures, Flyers, Manuals, Newsletters, When ' Yes: After o
Lead Dept. CW-014 Administrative Policies, Strategic Plans, etc.: Superseded Mf;’ C:D’ S/l QC & OD Copies; GC §34090.7
Produced by OTHER Departments P
. C R Mag, . Administratively and Historically
Lead Dept. CWw-015 Sep0£tsn?:d Ssttﬁ(;jif;(msmnca”y significant P Mfr, OD,| S/I \geg.&Acf)tgr significant, therefore retained
g 9 Ppr permanently; GC §34090
Mag Department preference; Information is
Reports and Studies (other than Historically ' Yes: After joutdated after 10 years; If historically
Lead Dept. CwW-016 significant reports - e.g. Annual Reports) 10yeas Mf;SD’ S/ QC & OD |significant, retain permanently; GC
§34090
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EXHIBIT A

Ver. 5.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-6
Image: Destroy
Office of Total Media | I=Im oit Paper
Record Retention No. Records Description Notention Vital? Options M:I\ijlfr after Comments / Reference
(OFR) S=Scan Imaged &
QC'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is

completed, and imply a full file folder (e.g. last document + 2 years), since des

truction is normally performed by file folder.

HOLDS: Litigatio

n, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention res

umes after settlement or completion).

. Mag, . .
Lead Dept. Cw-017 Special Projects / Subject Files / Issue Files Minimiim 2 Mfr, OD,| S/I ves: After|Department Preference; GC §34090 et
years Ppr QC & OD |seq.
Surveys / Questionnaires (that the City issues).
If a summary of the data is compiled, the survey Mag, Yes: After
Lead Dept. CWw-018 forms are considered a draft or transitory 2 years Mfr, OD,| S/ QC.& oD GC §34090
record, and can be destroyed as drafts (When Ppr
No Longer Required)
Department preference; Meets OSHA
. . requirements; Ethics Training is 5 years;
Training Presented by City. Staff - COURSE EEOC/FLSA/ADEA (Age) requires 3 years
RECORDS / Vector Solutions Database Mag, y Af for promotion, demotion, transfer,
es: After ; ; .
Lead Dept. CW-019 (Attendance Rosters, Outlines and Materials; ® edis Mflr:,);?D, S/1 QC & OD rs:(lqici:;uec;n;fc;/recilrsscfhoe;rg:};tr?rt]iIL:(\:/;/ionS; 8

includes Ethics, Harassment, & Safety Training
& Tailgates)

CCR §3203 et seq., 29 CFR 1627.3(b)(ii),
LC §6429(c); GC §§12946, 12960, 34090,

53235.2(b), 53237.2(b)
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EXHIBIT A

Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-1
Image: Destroy
Office of Retention No. Records Description Tota Vital? Media }I=Import | Paper after Comments / Reference

Record (OFR) Retention Options | M=Mfr | Imaged &

S=Scan QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

CITY CLERK

Agenda Packets - City Council,
Redevelopment Agency, Successor Agency,
Oversight Board, Airport Commission,
Groundwater Sustainability Agency

Includes Appeals, Budgets, Annual Financial
Reports (CAFR, ACFR)

Mag, Yes: After
P Mfr, OD, S/l y Department preference; GC §34090

City Clerk CC-001 Por QC & OD

Agreements & Contracts, Amendments - ALL
(NON-INFRASTRUCTURE, Professional
Services Agreements, Tenant / Lease
Agreements - NOT IMAGED) Excludes

Recreation Department Preference; Statute of

Limitations is 10 years for Errors &

. Agreement or Contract includes all contractual J completion ves: Mag. Yes: After |Omissions; 4 years for all contracts; CCP
City Clerk CC-002 |obligations (e.g. Specifications and Successful | 4 19 years Before  |Mfr, OD, | S/I QC & OD |§8§337. 337.1(a), 337.15, 343; GC

Proppsal or Scope of Work), insurance Completion|  Ppr §34090, Contractor has retention
certificates requirements in 48 CFR 4.703(a)

Examples of Non-Infrastructure: Consultants,
Franchises, Landscaping, Painting, Slurry Seals
(Paving), Tree Trimming, Leases, Personnel,
Professional Services, etc.

MARINA, CA. ©1995-2023 Gladwell Governmental Services, Inc. - all rights reserved
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EXHIBIT A

Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-2
Image: Destroy
Office of . - Total ) Media |I=Import |Paper after
?
Record (OFR) Retention No. Records Description Botontion Vital? Options | M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend norm

Agreements & Contracts, Amendments - ALL
(INFRASTRUCTURE, OR IF IMAGED, JPAs,
MOUSs)

Agreement or Contract includes all contractual
obligations (e.g. Specifications and Successful

al retentio

n periods (retention resu

mes after settlement or completion).

Department Preference; All infrastructure
contracts should be permanent for
emergency response; Statute of

Proposal or Scope of Work), insurance Yes: Mag, Yes: Aft Limitati is 10 for E &
City Clerk CC-003 |certificates P Before |Mfr,OD, | S/I es. Alter [Limitations 1S FUyears for £rrors &
Completion Ppr QC & OD |Omissions; 4 years for all contracts; CCP
Examples of Infrastructure: Architects, Buildings, §8337. 337.1(a), 337.15, 343;.GC
bridges, covenants, development, environmental, §340_90' Contr_actor has retention
Joint Powers, MOUSs, park improvements, property & requirements in 48 CFR 4.703(a)
property restrictions, redevelopment, reservoirs,
sewers, sidewalks, street & alley improvements,
settlement, subdivisions, utilities, water, etc.
Mag, Yes: After
City Clerk CC-004 City Articles of Incorporation P Mfr, OD, S/ QC. & 0D Department preference; GC 834090
Ppr
Commission / Committee Applications (All Mag, Yes: After
City Clerk CC-005 whether appointed or not) 2 years Mfrl,DFC))rD, S/l QC & OD GC §34090
Commission / Committee Maddy Act Lists / Mag, Yes: After
City Clerk CC-006 . y 2 years Mfr, OD, S/ ; GC §34090
Vacancy Notices Ppr QC & OD
Economic Interest Filings (FPPC 700 Series
Forms - Statement of Economic Interests): Mag, ) . o - )
City Clerk CC-007 |DESIGNATED EMPLOYEES & 7 years Mfr, OD, | S/I Yes(-?ACftef ggiforgggt)z?s) original statements; GC
CONSULTANTS (specified in the City's Ppr 9

Conflict of Interest code)
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EXHIBIT A

Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-3
Image: Destroy
Office of . - Total ) Media |I=Import |Paper after
?
Record (OFR) Retention No. Records Description Botontion Vital~ Options | M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the actis completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Economic Interest Filings (FPPC 700 Series
Forms - Statement of Economic Interests): Mag Standard municipal government practice;
. i PUBLIC OFFICIALS (elected & not elected. : Yes: After |City maintains copies only; original
City Clerk ©C-008 Includes City Council Members, Planning {years Mfrl,:)OrD, S/ QC statements are filed with FPPC; GC
Commission Members, City Manager, City P §81009(f)&(9)
Treasurer & City Attorney)
Mag, Yes: After
City Clerk CC-009 FPPC Form 801 (Gift to Agency Report) 7 years Mfr, OD, S/l QC Must post on website; GC §81009(e)
Ppr
. Mag .
. FPPC Form 802 (Event Ticket / Pass . Yes: After |Should post on website for 4 years; GC
City Clerk cc-010 Distributions Agency Report) 7 years Mfrl,:(er, S/ QC 8§81009(e)
Mag, Yes: After
City Clerk CC-011 FPPC Form 803 (Behested Payment Report) 7 years Mfr, OD, S/l QC GC §81009(e)
Ppr
. Mag, . Must post on website; 2 CCR 18705.5; 2
City Clerk cCc-012 2§i§|F§rm0?§%;ﬁ?§)“°y Report of Public 7 years Mfr,OD, | S/1 Yes('?ACfter CCR 18702.5(b)(3); GC §34090; GC
pp Ppr §81009(e)
CITY CLERK / ELECTIONS (CONSOLIDATED)
. - . Mag .
. Campaign Filings (FPPC 400 Series Forms & . Yes: After |Paper must be retained for at least 2
City Clerk CCO13  |eom501): UNSUCCESSFUL CANDIDATES | ° Ye&'s MfrF',;)rD' S/ QC |years; GC §81009(b)&(g)
Campaign Filings (FPPC 400 Series Forms & Mag, . .
City Clerk CC-014 |Form501): SUCCESSFUL CANDIDATES P Mfr,OD, | S/I Yes('ggﬂer P:‘;fsr_ ggs;gforg;"’(ggz f)or atleast 2
(Elected Officials) Ppr years, 9
Campaign Filings (FPPC 400 Series Forms): Mag, . .
City Clerk CC-015 |THOSE NOT REQUIRED TO FILE ORIGINAL | 4 years Mfr,OD, | S/I Yes('ggﬂer P:‘;fsr_ ggs;gforg;"’(lg';(d )for atleast 2
WITH CITY CLERK (copies) Ppr years, 9
Campaign Filings (FPPC 400 Series Forms): Mag, . .
City Clerk CC-016 |OTHER COMMITTEES (PACS - not candidate- | 7 years Mfr,OD, /1 | 'eS:After [Papermust be retained for at least 2
controlled) Ppr QC years; GC 881009(c)&(g)
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EXHIBIT A

Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-4
Image: Destroy
Office of . - Total ) Media |I=Import |Paper after
?
Record (OFR) Retention No. Records Description Botontion Vital? Options | M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend norm

al retentio

n periods (retention resu

mes after settlement or completion).

Department Preference; Statewide
guidelines proposes 4 years for

Candidate File: Nomination Papers, Candidate Term of Mag, Yes: After successful candidates, 2 years for
City Clerk CC-017 Statement Forms, Ballot Designation Forms, Office + 4 Mfr, OD, S/ QC-& ob unsuccessful; CA law states term of
etc. - SUCCESSFUL CANDIDATES years Ppr office and 4 years after the expiration of
term and does not delineate between the
two; EC 817100
Statewide guidelines proposes 4 years
Candidate File: Nomination Papers, Candidate . Mag, . for successfui candidates, 2 years for
City Clerk CC-018 Statement Forms, Ballot Designation Forms, Election + 4 Mfr, OD, S/ ves: After unfsuccessful, CA law states teim 9f
etc. - UNSUCCESSFUL CANDIDATES years Ppr QC & OD |office and 4 years afte_r the expiration of
term and does not delineate between the
two; EC §17100
Elections - GENERAL, WORKING or
ADMINISTRATION Files (Correspondence,
Applications to fill a Vacancy on the City . Mag,
City Clerk CC-019 Council, Plarining Comm|55|on, .Precmct Maps, | Minimum 2 Mifr, OD, S/ Yes: After GC §34090
County Election Services, Candidate years Ppr QC & OD
Statements to be printed in the Sample Ballot,
Polling Locations and Precinct Board
Members, Notices, Postings, etc.)
Elections - HISTORICAL Files (Copies of Mag, Yes: After
City Clerk CC-020 Sample Ballot, Copy of Resolution Declaring P Mfr, OD, S/l QC.& oD Department preference; GC §34090
Results, etc.) Ppr
Final Not accessible to the public; The 8
. . N Examination month retention applies after election
City Clerk CC-021 Elections - Petitions (Initiative, Recall or + 1 year Ppr results, or final examination if no
Referendum) - IF INSUFFICIENT - . .
after petition election, unless there is a legal or FPPC
examination proceeding. EC §817200(b)(3), 17400
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EXHIBIT A

Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-5
Image: Destroy
Office of . - Total ) Media |I=Import |Paper after
?
Record (OFR) Retention No. Records Description Botontion Vital~ Options | M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the actis completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Not accessible to the public; The 8
. . _— month retention applies after election
City Clerk CC-022 Elections - Petitions (Initiative, Recall or Results + 8 Ppr results, o final examination if no
Referendum) - IF SUFFICIENT months . .
election, unless there is a legal or FPPC
proceeding. EC §817200(b)(3), 17400
(End of City Clerk Elections Section)
City Clerk determines historical
Historical Records, Photographs, & Historical significance; records can address a
. Projects (e.g. City Anniversaries, Incorporation, Mag, Yes: After |variety of subjects and media. Some
City Clerk cc-023 City Seal, Awards of significant historical : Mfrl,:)OrD, S/ QC'd & OD |media (e.g. audio and video tape) may
interest, Grand Openings, etc.) P be limited because of the media's life
expectancy; GC 834090
Minutes: City Council, Redevelopment
. Agency, Successor Agency, Oversight Mag, Yes: After
City Clerk cc-024 Board, Airport Commission, Groundwater P MfrF’,SrD’ S/ QC'd & OD GC §34090(e)
Sustainability Agency
Department Preference; Statute of
Oath of Office / Appointments: City Council Separation + Mag, Yes: After Limitations: Public official misconduct is
City Clerk CC-025 Board and CommFi)sI,Dsion Memt;ers y ' % care Mfr, OD, S/ QC‘d & 0D discovery of offense + 4 years, GC
y Ppr 8836507, 34090; PC §8801.5, 803(c); 29
USC 1113
Mag, .
City Clerk CC-026 |Ordinances P Mir, 0D, | S/1 | 1S ATt | 834090(e)
Ppr QC'd & OD
Petitions (submitted to Council on any subject - Mag
. i Dog Parks, Parking, Traffic Calming, etc.) i Yes: After |Law requires 1 year for petitions; GC
City Clerk cc-027 See Elections for Initiative, Recall or i year Mir, OD, S/l QC'd & OD (850115
- Ppr
Referendum Petitions
. . - Mag, Yes: After
City Clerk CC-028 Proclamations & Certificates 2 years Mfr, OD, S/l \ GC §34090
Ppr QC'd & OD
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EXHIBIT A

Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-6
Image: Destroy
Office of . - Total ) Media |I=Import |Paper after
?
Record (OFR) Retention No. Records Description Botontion Vital? Options | M=Mfr | Imaged & Comments / Reference
S=Scan QC'd?
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
. Mag, .
City Clerk CC-029 Public Records Requests / Subpoenas Duces 2 years Mfr, OD, S/ Yes: After GC §34090
Tecum Ppr QC & OD
Recorded Documents: Deeds, Easements, Mag, Yes: After
City Clerk CC-030 Right of Ways, Abandonments / Vacation, P Mfr, OD, S/l : GC 8§34090(a)
. . QC & OD
Liens / Lien Releases Ppr
Department preference; Audio Required
City Clerk cC-031 Reco_rdmgs: Audio or Video of City Council Minimum 4 Mag for 30 plays; GC §5.4953.5(b); vujeo
Meetings years recordings of meetings are required for
90 days; GC §34090.6
Records Destruction Authorization Forms & Mag, Yes: After
City Clerk CC-032 Certifications (All Departments) / Authorizations | 10 years Mfr, OD, S/l . Department preference; GC §34090
. QC'd & OD
to Update Records Retention Schedules Ppr
Resolutions: City Council, Redevelopment Mag, Yes: After
City Clerk cc-033 Agency, Successor Agency, Oversight Board, - Mfrl,DFC))rD, S/ QC'd & OD GC §34090(e)
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EXHIBIT A

Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY MANAGER Page CM-1
Destroy
Image:
Office of Total Media |I=lmport Paper
. I 1o
Record (OFR) Retention No. Records Description Notention Vital* Options | M=Mfr Ir:;tge;d Comments / Reference
S=Scan & 0C'd?

If the record is not listed here, refer to the Retention for City-Wide Standards .

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

CITY MANAGER
Economic Interest Filings (FPPC Form 635 Mag, Yes:
City Manager CM-001 / 602) - Lobbyist Authorization / 5 years Mfr, OD, S/l After 'QC 2 CCR 18615(f), GC 834090
Reporting Ppr
. . . . . . . Mag, Yes:
City Manager CM-002 Project Files /.SUbJECt Files (Subject wil Minimum 2 Mfr, gD, S/ After QC |Department Preference; GC §34090 et seq.
change over time) years Ppr & 0D
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EXHIBIT A

Ver. 4.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-1
. Image: Destroy
Office of . B
Record Retention No. Records Description Tota! Vital? Me.dla I—ITport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qcd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS : Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

HUMAN RESOURCES

Department Preference; Instructions state
"Generally, keep copies of information

Human 1095-C, 1094-C (Employer-Provided Health Mag, Yes: After |returns you filed with the IRS or have the
HR-001 Insurance Offer and Coverage) & 5 years Mfr, OD, S/lI .
Resources . QC & OD |ability to reconstruct the data for at least 3
Transmittal Form) Ppr .
years, from the due date of the returns”;
GC 834090
EEOC / ADEA (Age) requires 1 year after
benefit plan termination; Federal law
Human Benefit Plan Documents (CalPERS, Dental, Durasion of Yes:. For Mag, Yes: After requwes 6'years after flllng.date for
Resources HR-002 Vision, etc.) the Contract + § Duration of | Mfr, OD, S/ QC & OD retirement; State Law requires 2 years
T 6 years Contract Ppr after action; 29 CFR 1627.3(b)(2); 29
USC 1027; 28 CCR 1300.85.1; GC
§34090
Department preference to match retention
California Civil Rights Department (CRD) / for persoqnel f”eS;.A” Sta'te.and Federal
Human Department of Fair Employment & Housing J Separation + Mag, Yes: After laws require retention until final
HR-003 . Mfr, OD, S/ ' disposition of formal complaint; State
Resources (DFEH or EEOC) Claims / Harassment 6 years QC & OD : N .
Claims Ppr requires 2 years after "fully and finally
disposed"; 2 CCR 11013(c); GC §812946,
12960, 34090
Final Mag Department Preference; Meets municipal
Human . . Yes: Until ' Yes: After |government auditing standards; Statute of
Resources HR-004 Claims Re?'g:\?g : Resolution Mfrl,DOrD, S/l QC & OD |Limitations is 4 years; CCP 88337 et seq.,
y P 343; GC §34090,
Department preference; Bureau of
Classification / Reorganization Studies (for .. Mag, . National Affairs recommends 2 years. for
Human g Minimum 3 Yes: After |all supplementary Personnel records;
HR-005 employee classifications and department Mfr, OD, S/ )
Resources structures) years Ppr QC & OD |Wage rate tables are 1 or 2 years; State

requires 2 years; 29 CFR 516.6, 29 CFR
1602.14, GC 8812946, 12960, 34090
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EXHIBIT A

Ver. 4.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-2
. Image: Destroy
Office of . B
Record Retention No. Records Description Tota! Vital? Me.dla I—ITport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qcd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS : Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Department preference; Bureau of
National Affairs recommends 2 years for

Human _ _ Minimum 3 Mag, Yes: After all supplementary Personnel records;
Resources HR-006 Compensation Surveys & Studies years Mfr, OD, S/lI QC & OD Wage rate tables are 1 or 2 years; State
Ppr requires 2 years; 29 CFR 516.6(2), 29
CFR 1602.14, GC 8812946, 12960,
34090
y - - y ot Mag Ves: A Eepartmentf preference; Sltalt)LIJte of .
uman . ompletion + jYes: Before : es: After imitations for contractual obligations is
Resources HR-007 Contracts for Investigators 5 years Completion Mfrl,DOD, S/ QC & OD |years; CCP 8§8337. 337.1(a), 337.15, 343;
br GC §34090
Human HR-008  |COVID-19 Notifications to Empl 3 M?A agb s/1 | YESTATer ) - 6400.6(K), GC §34090
Resources - - otifications to Employees years rl-:>|Or , QC & OD 6(k),
Department Preference; Instructions state
Mag "Generally, keep copies of information
Human HR-009 DE-34 (California EDD Report of New 5 years Mir O’D S/l Yes: After |returns you filed with the IRS or have the
Resources Employees) ' ' QC & OD |ability to reconstruct the data for at least 3
Ppr
years, from the due date of the returns";
GC §34090
Department preference to match retention
for personnel files; statute of limitations
Human N Separation + Mag, Yes: After for EEOC/FLSA/.ADEA (Agg) requires 3
HR-010 Employee Investigations Mfr, OD, S/l years for promotion, demotion, transfer,
Resources 6 years QC & OD . . ]
Ppr selection, or discharge; State Law
requires 2 -3 years; 29 CFR 1602.31 &
1627.3(b)(1), GC 8812946, 12960, 34090;
When No Mag, ) . o
Human L Yes: After |Non-records, content is not substantive;
Resources HR-011 Employment Verifications qu_g;l%?erd Mfrr;:))rDl S/l QC&OD |GC §34090 et seq.
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EXHIBIT A

Ver. 4.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-3
. Image: Destroy
Office of . B
Record Retention No. Records Description Tota! Vital? Me.dla I—ITport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qcd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS : Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Department preference to match retention
for personnel files; statute of limitations

for retirement benefits is 6 years from last
action; EEOC/FLSA/ADEA (Age) requires

. Mag, . . .
Human HR-012 Grievances Separation + Mfr, OD, S/l Yes: After |3 year_s for prqmotlon, (.Jlemotlon, transfer,
Resources 6 years Por QC & OD |selection, or discharge; State Law
P requires 2 -3 years; 29 CFR 1602.31 &
1627.3(b)(1), GC 88§ 3105, 12946, 12960,
34090; LC 1198.5; 26 CFR 31-6001-1;
53235.2(b); 53237.2(b)
Required for 1 year from termination or 3
years from hiring, whichever is later;
Human Separation + Mag, Yes: After EEOC/ F'II_SA / ADEA (Age) requires 3
HR-013 1-9s Mfr, OD, S/ years for "any other forms of employment
Resources 6 years QC&OD [~ . )
Ppr inquiry"; State Law requires 2 -3 years; 8
CFR 274a.2; 29 CFR 1627.3(b)(1); GC
8812946, 12960, 34090
Department preference;
EEOC/FLSA/ADEA (Age) requires 3
Minimum Ma years for promotion, demotion, transfer,
Human Job Descriptions / Job Classification / Job 9 Yes: After |selection, or discharge; State Law
HR-014 L Superseded + Mfr, OD, S/ . o .
Resources Specifications 3 years Ppr QC & OD |requires 2 -3 years; retirement benefits is

6 years from last action; 29 CFR 1602.31
& 1627.3(b)(1), 8 CCR 8§3204(d)(1) et
seq., GC §812946, 12960, 34090
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EXHIBIT A

Ver. 4.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-4
. Image: Destroy
Office of . B
Record Retention No. Records Description Totai Vital? Me.dla I—Irnport Paper after Comments / Reference
(OFR) Retention Options | M=Mfr Imaged &
S=Scan Qcd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Personnel Files - Employee File (Official
Personnel File)

Department Preference; statute of
limitations for retirement benefits is 6
years from last action; EEOC/FLSA/ADEA

Includes Application, Backgrounds, . Mag, . (Age) requires 3 years for promotion,
Rz:gi?:es HR-015 Discipline, Evaluations, Policy Se%a;zgesn i Mfr, OD, S/l \ge(s:.gf(t)eDr demotion, transfer, selection, or
Acknowledgements, Employee's Oath of Ppr discharge; State Law requires 4 years; 29
Office / Oath for Disaster Worker, PAF / CFR 1602.31 & 1627.3(b)(1), GC 88
Personnel Action Forms, etc.) 3105, 12946, 12960, 34090; 53237.2(b),
LC 1198.5
Medical Files for all employees are
required to be maintained at least the
. . . Separation + durati.onlof employment plus thirty .(30)
Human Personnel Files - Meoiical File 30 years OR | Yes: until Mag, Yes: After |YE&TS: Files maintained separately; _
Resources HR-016 Pre-employment Medical Clearances, ADA Deceased + 5 | Separation Mfr, OD, S/l QC & OD Claims can be made for 30 years for toxic
Accommodations, Fit for Duty, etc. years Ppr substance exposure; 8 CCR 83204(d)(1)
et seq., 8 CCR 5144, 8 CCR 15400.2; 29
CFR 1910.1020(d)(1)(i), GC §812946,
12960, 34090
Recruitment and Testing File / NeoGov
Database State Law requires 4 years; EEOC / FLSA
Human Inclu_des Advertisements, Appli_cations Hiiing Mag, Yes: After / ADEA (Age) requires 1-3 years; 29 CFR
Resources HR-017 candidates not selected, InterV|ew Notes, _ Decision + 4 Mfr, OD, S/l QC & OD 1627.3(b)(1), 29 CFR 1602.14 et seq.2
Job Brochures, Test Data, Testing Analysis years Ppr CCR 11013(c); GC §812946, 12960,
& statistical Metric, Job Analysis, Rating 34090
Sheets, Scantrons, Background Checks, etc.
Department preference; Files maintained
Workers Compensation Claims / Long Separation + Mag separately; Claims can be made for 30
Human HR-018 Term Disability Claims (Includes all 30 years OR | Yes: Until Mir O’D S/l Yes: After |years for toxic substance exposure; 8
Resources Accident, Incident, or Injury Reports from Deceased + 5 | Separation Ispr ' QC & OD |CCR 83204(d)(1) et seq., 8 CCR 5144, 8
Employees) years CCR 15400.2; 29 CFR 1910.1020(d)(2)(i),

GC 8812946, 12960, 34090
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May 15, 2025 Item No. 10f(2)

Honorable Mayor and Members City Council Meeting
Of the Marina City Council of May 20, 2025

CITY COUNCIL TO CONSIDER RESOLUTION 2025-, APPROVING A NEW
RECORDS RETENTION SCHEDULE FOR THE CITY CLERK, CITY
MANAGER AND HUMAN RESOURCES DEPARTMENTS AND REPEALING
PORTIONS OF PREVIOUS RESOLUTION 2002-08

RECOMMENDATION:
It is requested that the City Council:

1. Adopt Resolution No. 2025-, updating the records retention schedules for the Administration
Department consisting of the City Clerk, City Manager and Human Resources divisions, and
repealing portions of prior Resolution 2020-08.

BACKGROUND:
In January 2020, the City Council adopted Resolution 2020-08 adopting a records retention policy and

schedule (EXHIBIT A).

There have been many changes in the legal requirements for the retention of records for California cities
since 2020, and Marina selected Gladwell Governmental Services, Inc., a consultant specializing in
records management for over 250 California cities to update their records retention policies for the
Administration Department (City Clerk, City Manager, and Human Resources).

The purpose of the program is to apply efficient and economical methods to the creation, utilization,
maintenance, retention, preservation and disposal of all records managed by the City.

(EXHIBIT B) is the proposed new retention period for these departments, which are in compliance with
all laws and are standard business practice for California cities.

The Departments that did not have their records retention schedules updated in this latest records
retention schedule update will still use the adopted portions of the records retention schedule adopted in
2020.

FISCAL IMPACT:
None.

CONCLUSION:
This request is submitted for City Council consideration and action.

Respectfully submitted,

Cyrah Caburian
Executive Assistant
City of Marina

REVIEWED/CONCUR:

Layne P. Long
City Manager
City of Marina
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