DATE:

TO:

FROM:

BY:

SUBJECT:

REPORT TO CITY COUNCIL

MAY 14, 2008
HONORABLE MAYOR AND CITY COUNCILMEMBERS
GREG RAMIREZ, CITY MANAGER

KIMBERLY RODRIGUES, CITY CLERK

RESOLUTION NO. 06-1426

Section 34090 of the Government Code of the State of California provides a procedure whereby

the City Council may establish a citywide Records Retention Schedule.

On August 9, 2006, the City Council adopted Resolution No. 06-1426, incorporating
amendments and format changes to the Records/Retention Destruction Schedule and rescinding

Resolution Nos. 96-1009, 02-1241, and 03-1290.

Since the last amendment in 2006, staff has reviewed the Records Retention/Destruction

Schedule and is recommending the following amendments:

A universal change to add two categories, “Correspondence Chronological
Files” and “Organizations Files” to all department schedules.

The schedule has been reformatted so that each title bar reflects the “Retention
Disposition” column and the word “Storage” has been replaced with
“Inactive”.

To allow for the retention/destruction of various departmental records that did
not appear on the schedule, several departments have added categories
(highlighted in gray on the attached schedule) to the proposed Records
Retention/Destruction Schedule.

The records destruction request form (Exhibit “A”) and duplicate records
destruction request form (Exhibit “C”) were updated and, once adopted, will
include reference to Resolution No. 08-1477.

The records inventory control form (Exhibit “D”’) has been updated and, once
adopted, will be incorporated for use in the records inventory process for
offsite storage.

APPROVE RESOLUTION NO. 08-1477; ADOPTING A CITYWIDE
RECORDS RETENTION/DESTRUCTION SCHEDULE FOR THE
MAINTENANCE AND DISPOSITION OF RECORDS AND RESCINDING



In addition to approving the above changes, the City Attorney’s Office has recommended the
City Council rescind Resolution No. 06-1426 and adopt the newly revised Records
Retention/Destruction Schedule (Resolution No. 08-1477).

Staff will continue to review and update the citywide Records Retention/Destruction Schedule
and bring forth any recommended changes for City Council approval on an annual basis.

RECOMMENDATION

Staff respectfully recommends the City Council adopt Resolution No. 08-1477; approving a
citywide Records Retention/Destruction Schedule (including the new destruction and inventory
forms) for the maintenance and disposition of records, and rescinding Resolution No. 06-1426.

Attachment: Resolution No. 08-1477, with Exhibits A-D
Records Retention Schedule (Appendix I)



RESOLUTION NO. 08-1477

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF AGOURA
HILLS, CALIFORNIA, ADOPTING A CITYWIDE RECORDS
RETENTION/DESTRUCTION SCHEDULE FOR THE MAINTENANCE
AND DISPOSITION OF RECORDS AND RESCINDING RESOLUTION
NO. 06-1426

THE CITY COUNCIL OF THE CITY OF AGOURA HILLS RESOLVES
AS FOLLOWS:

WHEREAS, the retention of numerous records is unnecessary after a certain
period of time for the effective and efficient operation of the government of the City of Agoura
Hills.

WHEREAS, the approval of guidelines for the ongoing disposition of obsolete
City records will assist the City in the effective management of records, as well as provide for
the efficient review of records proposed for disposal.

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

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of
Agoura Hills as follows:

Section 1. The attached Records Retention/Destruction Schedule, which is
attached hereto as Appendix I and incorporated herein by this reference, is hereby approved.

Section 2. The types of records identified in the Records Retention/Destruction
Schedule, generated or received by the City are hereby authorized for disposition as outlined in
that schedule in accordance with Section 34090, et seq. of the Government Code of the State of
California, upon the written consent of the City Clerk and the City Attorney, and with the
approval of the City Council of the City.

Section 3. Upon such written consent and approval, the City Clerk may destroy
any City record, document, instrument, book or paper, under his or her charge, without making a
copy thereof, after the same is no longer required. This resolution does not authorize the
destruction of permanent records set forth in Government Code Section 34090, which include:
(a) records affecting the title of real property or liens thereon; (b) court records on any subject
where litigation is pending; (c) records required to be kept by statute; (d) records less than two
years old; (e) the minutes, ordinances or resolutions of the legislative body or of a City Board or
Commission. The review by the City Clerk and the City Attorney shall include the determination
that the subject records no longer have any administrative value, legal value, evidential value,
fiscal value or research and historical value.



Section 4. The destruction of any record as provided for herein shall be by
disposal, recycling, shredding or other effective method of destruction, as approved by the City
Clerk. All records of a sensitive or confidential nature shall be shredded, under the direct
supervision of the City Clerk.

Section 5. The term “record” or “records,” as defined in Government Code
Section 14741 and as used herein, shall mean all papers, maps, exhibits, magnetic or paper tapes,
photographic films and prints, punched cards, and other documents produced, received, owned or
used by the City, regardless of physical form or characteristics; that the term “public records,” as
defined in Government Code Section 6252 and used herein, shall include any writing containing
information relating to the conduct of the public’s business prepared, owned, used or retained by
the City regardless of physical form or characteristics; and that the term “writing,” as defined in
Government Code Section 6252 and as used herein, shall mean handwriting, typewriting,
printing, photostating, photographing, and every other means of recording upon any form of
communication or representation, including letters, words, pictures, sounds, or symbol, or
combination thereof, and all papers, maps, magnetic or paper tapes, photographic films and
prints, magnetic or punched cards, discs, drums and other documents.

Section 6. Any records not specified in the Records Retention/Destruction
Schedule shall not be destroyed without the express approval of the City Attorney and a
resolution acted upon by the City Council.

Section 7. On each occasion that a Department Head requests the destruction of
records, such request shall be made on a “Records Destruction Request Form” (see attached
sample identified as Exhibit “A”). This form shall include the finding that all of the records are
more than two years old and/or have been retained for the minimum retention period as specified
in this resolution. This form shall include the determination that the records no longer have any
administrative, legal, evidential, fiscal or research and historical value. This form shall include a
description of the records sufficient for identification, including the year of the record, the
category from the Records Retention/Destruction Schedule, and a specific description of the
record. The Department Head, the City Clerk, and the City Attorney shall authorize the
destruction of records. Attached to this resolution as Exhibit “B” is a sample “Certificate of
Destruction” provided by the City’s shredding company. The form stipulates the date of the
destruction, the destruction method used, and the name of the person supervising the destruction.
The form is signed by the City Clerk. All records destruction forms shall be maintained as
permanent City records in the City Clerk’s office. While the attached sample forms may be
changed periodically and may even be consolidated, each of them shall retain the titles shown
and shall contain the required information specified in this section.

Section 8. Pursuant to Section 34090.7 of the Government Code of the State of
California, notwithstanding the provisions of Section 34090, the City Council may prescribe a
procedure under which duplicates of City records less than two years old may be destroyed if
they are no longer required.

Section 9. The City Council hereby authorizes destruction of duplicate records,
utilizing Exhibit “C,” attached hereto, with the approval of the Department Head, the City Clerk
and the City Attorney.



Section 10. The City Council hereby authorizes the records inventory control
form, attached hereto as Exhibit “D”, for creating an inventory list for records boxed for offsite
storage. Upon completion of the form by the department’s records coordinator, the original and
four copies will be distributed as follows: original and one copy to the City Clerk, one copy to
the department's Records Management Handbook, one copy inserted in front of the first file in
the storage box, and one copy for York Business Records Storage. The City Clerk shall retain the
master citywide Offsite Storage Records Inventory binder, along with the master list of the
Agoura Hills (and their corresponding York Storage) box numbers.

Section 11. The Records Retention/Destruction Schedule shall be reviewed on an
annual basis by the City Clerk. The review process shall include a legal analysis with regard to
any changes in the various statutes. Following a thorough review, the City Clerk shall present
the entire Records Retention/Destruction Schedule with any recommended changes to the City
Council for approval.

Section 12. Pursuant to Government Code Section 6200 relating to offenses by
an official custodian, every officer having the custody of any record, map or book, or of any
paper or proceeding of any court, filed or deposited in any public office, or placed in his or her
hands for any purpose, is punishable by imprisonment in the state prison for two, three or four
years if, as to the whole or any part of the record, map, book, paper or proceeding, the officer
willfully does or permits any other person to do any of the following: (a) steal, remove or
secrete; (b) destroy, mutilate or deface; or (c) alter or falsify. Pursuant to Section 6201, relating
to offenses by persons other than custodial officers, every person not an officer referred to in
Section 6200, who is guilty of any of the acts specified in that section, is punishable by
imprisonment in the state prison, or in a county jail not exceeding one year, or by a fine not
exceeding one thousand dollars ($1,000), or by both such fine and imprisonment.

Section 13. Resolution No. 06-1426 is hereby rescinded.

Section 14. This resolution shall be in full force and effect immediately upon its
passage and adoption thereof.

PASSED, APPROVED, AND ADOPTED this 140 day of May, 2008, by the following
vote to wit:

AYES: (0)
NOES: (0)
ABSTAIN:  (0)
ABSENT:  (0)

John M. Edelston, Mayor
ATTEST:

Kimberly M. Rodrigues, City Clerk



‘ Exhibit “A”
CITY OF AGOURA HILLS
RECORDS DESTRUCTION REQUEST FORM

Department: . Prepared by: Date: Agoura Hilis Box York Storage Box
. No.: No.:.

Page |item Record Series Title and Contents (as listed in Records Retention Schedule) :
No.: No.:

Listed below and/or attached is a detailed list of records for which | am requesting destruction. The list includes a description of each record sufficient for
lidentification, including the retention schedule page no., record series title and contents, record dates, retention requirements, and destruction date,
Unless otherwise directed, the method of destruction proposed is shredding. | hereby certify that the records listed below andfor attached are more than
two years old andfor have been retained for the minimum retention period specified in Resolution No. 08-1477. | further cerlify that the records listed ng
llonger have any administrative, legal, evidential, fiscal or research and historic value and do not affect the title to real property or liens thereon, are noﬂ

court records, are not, to my knowledge, required to be kept further by a statute, are not the minutes, ordinances or resolutions of the City Council or an
City board or committee, and are no longer required by the City. | request authority to destroy same pursuant to Section 34090 of the Californi
-|Government Code.

List of Files Recommended for Destruction: Date of Records Citation Destruction
(Description or titfe of records as listed on file label) From: To: Number: Date:
2008

ESTRUCTION AUTHORIZAT

DEPARTMENT HEAD: CITY ATTORNEY: CITY CLERK:
Signature Signature Signature
Date Date Date

Date City Council Approved Records for Destruction: Actual Date Records Destroyed:



Exhibit “B”
ShredRite, Inc.

P.0. Box 21710 - Oxnard, CA 93034-1710
877-95SHRED - Fax (805) 247-0144

Wednesday, October 17, 2007 On-Site Ticket # 193150

Agoura Hills, City of Directions Routine Instructions
30001 Ladyface Court, Census Tract 557 - H8 Hours 7:00-6:00
Agoura Hills, CA 91301 INVOICE TO SAME ADDRESS
ATTN: KIMBERLY
Contacls
Kimberly Rodrigue§, City Clerk . .
(gl;g)ggg_?;{];g % City Special Instrictions
Dave Anderson Request by Kimberly/rm $110/,13  will invoice. About (a2
hoxes, Call Kimberly @ 818-597-7303 1/2 hr B4 arrival A
% Oofth oy vine ©. 30\
Room Description Service Item O PickUp  Drop Off
Electronic Media (weight) Etectronic Media {weight) pafé 0.00 | 5’1;( OI | o |
Weight We;ght @_@ 0.00 | 5 ZZ_QI
Timein: 22 8 Time out: & _58 ' . Quantlty SPS et |

Service { Cmnme(nts

BOXES Electronic e

Certificate of Destruction

ShredRite, Inc. hereby cerlifies that the materials received on the above date have been
confidentially handled and destroyed beyond recognition and that the shredded material
be recycled.

IR

22 Stop 03 Agoura Page 1 i



CITY OF AGOURA HILLS Exhibit “C”
DUPLICATE RECORDS - BESTRUCTION REQUEST FORM

: F)epartment: ' I-3repared by: Date:

IPursuant to Section 34090.7 of the Government Code of the State of California, notwithstanding the provisions of Section 34090, | certify that the records

listed below and/or attached are duplicates of City records, are no longer required, and may be destroyed as specified in Resolution No. 08-1477.
No. of Citation Destruction

Copies Number: Date:
340007 - 2008

List of Duplicate Files Recommended for Destruction:
(Description or title of records as listed on file label)

DEPARTMENT HEAD: CITY ATTORNEY: CITY CLERK:
Signature Sighature Signature
Date Date Date

Actual Date Duplicates Destroyed:



CITY OF AGOURA HILLS
RECORDS INVENTORY CONTROL FORM

Exhibit “D”

Department/Division: Prepared by: Date: Agoura Hills Box York Storage Box

) ‘ No.: No.:

List of Files Recommended for Destruction: Citation Destruction
(Description or litle of records as lisfed on file label) Number: Date:

Instructions: Create a form for each box of records. Type in the Department/Division, Prepared by, Date, and enter the next {departmental} Agoura Hillg|
Box Number. Create a list of the files to be stored in the York box, including the fitles as listed on the file label(s) and/or the tities of any bound documents,
Enter the citation and destruction date for each entry based on your department’s section of the Agoura Hills Records Retention/Destruction Schedule
Upon completion of the form, print and initial the original and make four copies and distribute as follows: Original and one copy to the City Clerk, one copy
te your department's Records Management Handbook, one copy inserted in front of the first file in the York box (do not tape inventory sheet to the box lid),
and one copy for York Business Records Storage. Contact the City Clerk's Office to schedule a pick up of the new York box{es). Once assigned by York,)
the City Clerk will provide the York Storage Box numbers to the respective depariments. Manually add the York Storage Box number to the Records
Inventory Controt Form in your depariment's handbook. The master citywide Offsite Storage Records Inventary binder will be retained by the City Clerk.

Storage Entry Date: BPestruction Date:

Other:




Appendix |

City of Agoura Hills

Records Retention/Destruction Schedule

Fifth Edition

Adopted by City Council on May 14, 2008

Office of the City Clerk

(W |/
A(;(?gg%mm




Records Retention/Destruction Schedule

TABLE OF CONTENTS |
Department Page
AdminiStration/City MANAGET ... e et e e e st e e st s et a e s et en e e eeresereeeateerens 1
Administration/CivIC Center/LIDIary ...........oo ettt e et e e e e e e et e e e e 3
AdMINISIrAtIoON/PEISONNEL........c.ei st s st e s s e e st e e st eesreeeareeenneenns 5
Administration/Risk Management ...ttt ettt een e 7
Administration/Transportation..............ccccoeeee e e ettt r e 9
Y ClBIK .t et e e e e e st e e et e ea i e eae e s e e e e e b et e e et e e tee et e e et e eateneenteerreeee 11
Community Development/BIOCK Grants ...ttt ee e e e e e e eeeeens 24
Community Development/Code ENfOrcemEnt ..ottt ee e ree s 26
Community Development/PIaniing ...t et e e et a e aa e e 27
Community Services/Parks/RECIEatION ............cocccii it s e e e s er e e seeen e anneas 35
FINBINCE L.t e st e st e e e e et e e st e e reerab e e be e e et e eebe e ettt e seneeentrenantae e e eneearenanaeas 39
PUDHIC WOTKS ...t r e e e e e e s e s s bessabeesantescarrearaeeessessass e serennens 46
Public WOorks/BUIIAING & SafEty .......c.ooo e ettt e e et e e ees e eente s 50
PUDHC WOTKS/ENGIMEEIING ..o vviieirei ettt et e e e s b e e s e e et es s ent e s s sab e e s s e e e s e neeeeareeeeeaneeesaesess 54

PUDIE VW OTKS P AIKS ...ttt et e e et e e e e et e e e e et ees e e e e e e e et e e e e e 58



CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
1. City Council Conference Records 2 - 2 - Citation: California Government Code, Section 34090
Correspondence
Registration materials
2. City Council Correspondence Files 2 - 2 - Citation: California Government Code, Section 34090
General correspondence
Incoming correspondence (individual)
Outgoing correspondence {individual)
3. City Manager's Department - Departmental Reports 2 - 2 - Citation: California Government Code, Section 34090
4, City Manager's Department — 2 - 2 - This record series describes files held by the City
City Department and Division Files: Manager's Department on each of the City
c d d Departments and the City Manager's Department
orrespondence and memos Divisions. he files are a mixture of original documents.
Reporis
Supporting data . Citation: California Government Code, Section 34090

T} W Bk 53 e
o by e lee e

6. False Alarms 2 3 5 - Citation: California Government Code, Section 34090
Correspondence

RETENTION CODES: A=Audit AR=Annual Review CL =Closed/Completed E =Expiration P =Permanent S =Superseded T = Termination
C,H,vV CODES: C = Confidential H = Historical V = Vital

Administration/City Manager - Page |



RETENTION CODES: A= Audit CL = Closed/ Completed E =Expiration P =Permanent S =Superseded T = Termination
C,H,vV CODES: C = Confidential H =Historical V =Vital

Administration/City Manager - Page 2



CITY OF AGOURA HILLS RECORDS RETENTION/BESTRUCTION SCHEDULE

RETENTION DISPOSITION
item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES

OFFICE | INACTIVE | TOTAL

1. Capital Improvement Project (CIP) Files: CLH 9 CL+10 - Files are refained for completion of the project and all
Change orders files, including: terms of the project contracts and agreements, plus 10
c 9 d g years. At that time, the files will be evaluated by the
hange orders department. If the structure still exists, or if the files

Change order requests have historical value, or if the files are needed for City
Correspondence and suppotting data operations, they will be retained for an addifional time
Cost estimates period.
Review documentatlon_ Citation: California Code of Civil Procedure,
Consultant files, including: Section 337.15, SiL
Contracts, amendments and supporting data
{copies)

Correspondence and supporting data;
Meeting notes
Confractor files, including:
Bonds (copies)
Contracts, amendments and supporting data
(copies)
Correspondence and supporting dafa
Insurance documentation (copies)
Design records, including:
Calculations
Correspondence and supporting data
Design research and survey data
Drawings
Right-of-way documentation — deeds
Quitclaims, easements (copies)

RETENTION CODES: A= Audit AR = Annual Review CL =Closed/Completed FE =Expiration P =Permanent 8§ =Superseded T = Termination
C,H,V CODES: C = Confidential H = Historical V =Vital

Administration/Civic Center/Library — Page 3



Item No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE | INACTIVE

TOTAL

CHV

NOTES

Payments files, including:
Correspondence and supporting data
inspections files/daily inspectors' reports
Project studies and reports
Progress payments {copies)

Purchase orders and invoices (copies)

Permits files, including: P P
Applications and backup data
Permits issued

Citation: California Government Code, Section 34090

RETENTION CODES:
C,H\V CODES:

A= Audit AR =Annual Review CL = Closed/Completed E = Expiration
C = Confidential H = Historical V =Vital

P = Permanent

S = Superseded T = Termination

Administration/Civic Center/Library — Page 4



CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

Item No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

CHV

NOTES

Compensation surveys

G A o]

5+3

5+3

Citation: California Government Code, Section 34090

3. Department of Justice (DOJ) - Criminal History Reports T+2 - T+2 Citation: California Government Code, Section 34090
4. Employee Benefits Administration Records: T P P A Benefits records are also held by the administering
' Correspondence and backup data organization (PERS).
Enroliment forms Citation: California Government Code, Section 34090
Plan documents
5. 1.9 Forms T+2 4 T+3 Citation: California Government Code, Section 34090
6. Medical Files:
Exposure to hazards {toxic chemicals, high leveis T+2 28 T+30 c Citation: CalOsha 8 CCR 3207(d)(1}
of noise, airborne contaminants or bloodborne
pathogens or other occupational safety issues) T+2 4 T+6 Citation: California Government Code, Section 34090
No exposure to hazards
7.
RETENTION CODES: A-=Audit AR=Annual Review CL =Closed/Completed E =Expiration P =Permanent 8= Superseded T=Termination
G,H,v CODES: C = Confidenfial H = Historical V = Vital

Administration/Personnel — Page 5




RETENTION DISPOSITION
item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
8. Personnel Files: T+2 4 T+6 c The Citafion is for T+6. T represents termination or
Applications resolution of all issues, whichever is later.
Correspondence and memos Citation: California Government Code, Section 12946
Direct deposit authorizations
Fingerprint cards/Live Scan results Citation: California Government Code, Section 34090
Performance evaluations
Personnel action forms
Resumes
9. Recruitment Files: CL 3 CL+3 - Citation: 29 CFR 1627.3
Applicant responses and resumes
Compensation studies Citation: California Government Code, Section 34090
Correspondence and backup data
Job position announcements
10, Resumes (Unsolicited) 2 - 2 - Citation: California Government Code, Section 34080
11, Rules and Reguiations S+2 P P H Citation: California Government Code, Section 34090

RETENTION CODES: A=Audif AR=Annual Review CL=Closed/Completed E = Expiration

C.H,V CODES:

C = Confidentiat H = Historical V = Vital

P = Permanent

8 = Superseded T = Termination

Administration/Personnel — Page 6



CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

s

RETENTION DISPOSITION
Item No. REGORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
1. Accident Reports/incident Reporis 5 - 5 - Citation: California Government Code, Section 34090
2. Claims {Against the City) Files: CL 5 CL+5 - For this record series, CL (Closed/Completed)
Backup data represents setflement of the claim.
Claim forms
Claim lefters Citation: California Government Code, Section 34090
Correspondence and memos
Court transcripts/documents
3 Claims Loss Runs (Fiscal Year End) 5 - 5 - Citation: California Government Code, Section 34090
4, Claims Loss Runs (Monthly) 2 - 2 - Citation: California Government Code, Section 34090

T represents the year to which the records relate.

Citation: California Government Code, Section 34090

RETENTION CODES:

C,H,V CODES:

A = Audit

C = Confidential H = Historical V = Vital

AR = Annual Review Cl =Closed/ Completed E = Expiration

P = Permanent

8 = Superseded T = Termination

Administration/Risk Management — Page 7



RETENTION DISPOSITION
ltem No. RECORD SERIES TITLE AND CONTENTS NOTES
OFFICE | INACTIVE
7.
8. Southern California Joint Powers Insurance Authority 5 - 5 - Citation: California Government Code, Section 34090
(SCJPIA} Administrative Files:
Budgets and financial statemenis
Bulletins and publications
Correspondence
Meeting agendas
Reports and studies
9. SCJPIA Certificates of Liability: E+1 P P - Citation: California Government Code, Section 34090
Certificates and backup data
10. Workers Compensation Insurance Administration
Records:
Correspondence and backup data 5 - 5 - Citation: California Government Code, Section 34090
Loss analyses
Statements
11. Workers Compensation Insurance Policies S P P - Citation: California Government Code, Section 34090
RETENTION CODES: A=Audit AR =Annual Review CL =Closed/Completed E =Expiration P =Permanent 8= Superseded T =Termination
C,H,V CODES: C = Confidential H = Historical V =Vital

Administration/Risk Management — Page 8§



CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIWVE | TOTAL
1. Grants Files: CLH1 3 CL+4 - For this record series, CL (Closed/Completed)
Applications and supporting data represents date of last expenditure report or until
Audit | d rel t lofi resolution of all issues arising from litigation, claim,
udits, approvals and releases (grant completion audit, or other action involving the records, whichever
documentation) is later.
Budgeting and financial data Citation: 29 CFR 97 42
Contracts, amendments and supporting data ation. )
{original contracts are in City Clerk's Office)
Correspondence and supporting data
Reports to granting agency
Rules, regulations, and procedures
2. Program Files (City-Participation) CL+1 4 CL+4 - Includes programs initiated and administered by this
Dial-A-Ride department, and programs inifiated and administered
MTA by other agencies in which the City participates.
Citation: California Government Code, Section 34090
3. Transportation - Planning Projects Files Cl+1 9 CL+10 - Criginals of contracts and successful bids are filed in
(Administrative Files): the recerd series ‘Agreements/Contracts’.
Agenda reports (copies) For this record series, CL (Closed/Completed)
Bids and proposals (originals in City Clerk Dept.} represents completion of all terms of the
Contracts and agreements contract/agreement  with  consultant  providing
. fransportation planning services.
Correspondence and supporting data
Drafts, reviews, comments Citation: California Code of Civil Procedure,
Evaluation and sefection documentation Section 337.15, S/L
Financial data
RFPs/Invitations to bid
RETENTION CODES: A= Audit AR = Annual Review CL=Closed/Completed E=Expiration P =Permanent S =Superseded T =Termination
C,H,V CODES: C = Confidential H = Historical V= Vital

Administration/Transportation — Page 9



RETENTION DiSPOSITION

Correspondence and supporting data
Program rules, regulations, and procedures
Reports and studies

Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
4, Transportation - Planning Projects Files (Final P - P H This record series will be archived onto the City's
Documentation): optical imaging system for permanent retention.
Final reports, studies, surveys, maps, etc.

This record series is for the final work product
produced in fransportation planning projects.
Citation: California Government Code, Section 34090

5. Transportation - Programs Files: CL+2 - CL+2 - Includes programs initiated and administered by this

department, and programs initiated and administered
by other agencies in which the City participates.

Citation: California Government Code, Section 34090

RETENTION CODES: A=Audift AR=Annual Review CL =Closed/Completed E = Expiration

C,H,V CODES:

C = Confidential H = Historical V = Vital

P = Permanent

8§ = Superseded T= Termination

Administration/Transportaiion - Page 10



item No.

CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

RECORD SERIES TITLE AND CONTENTS

RETENTION DiSPOSITION

OFFICE

Agreements, Contracts, and Leases:
Correspondence and backup data, except those
affecting title
Executed documents, amendments and exhibits

CL+1

Bids/Proposals Files (Successful Bidders):
Agreements/contracts
Bids/proposals received
Correspondence and backup data
Requests for bids/proposals
Specifications and backup data

CL+1

Bids/Proposals Files (Unsuccessful Bidders):
Bids/proposals received

INACTIVE | TOTAL

B froiad By =

CHV NOTES

% FLETEHECERS

~contract or ag

L

Fe

C Citation: California Government Code, Section 34080

Bonds - Subdivision, Grading, Developer Guarantee:
Bond documents and supporting data
Bond release letters

CL+1

H This record series will be archived onto the City's
optical imaging system for permanent retention.

For this record series, CL (Closed/Completed)
represents exoneration of a grading bond.

Citation: California Government Code, Section 34090

RETENTION CODES: A= Audit AR = Annual Review CL =Closed/Completed E = Expiration
C,H,v CODES:

C = Confidential H = Historical V= Vital

P = Permanent

S = Superseded T = Termination

City Clerk— Page 11



RETENTION DISPOSITION C.HV
ltem No. RECORD SERIES TITLE AND CONTENTS 1 NOTES
OFFICE | INACTIVE | TOTAL
5. CDBG (Community Development Block Granf) Files: CL+1 3 CL+4 - CDBG = Community Development Block Grant. For
Agreements, contracts and amendments this record series, CL (Closed/Completed) represents
Correspondence date of last expenditure report, or until resolution of all
p o . _ issues arising from litigation, claim, audit, or other
Procedures and administrative materials action involving the records, whichever is later.
Public notices e
Citation: 29 CFR 97.42
6. City Commissions and Agoura Hills Redevelopment P - P H This record series will be archived onto the City's
Agency - Agendas, Minutes, Resolutions Optical System for permanent retention.
Citafion: California Government Cods, Section 34030
7. City Commissicns and Committees - Applications 2 - 5 - Citation: California Government Code, Section 34090
{Unsuccessful}:
Applications Citation: California Government Code, Section 81009
Correspondence
8. City Commissions and Committees - Maddy Act (Local 5 - 5 - Citation: California Government Code, Section 34090
Appointments List} Reports
RETENTION CODES: A=Audit AR =Annual Review CL=Closed/Completed E =Expiration P =Permanent 8 =Superseded T = Termination
C.H,V CODES: C = Confidential H = Historical V =Vital

City Clerk— Page 12



RETENTION DISPOSITION C.HV
Item No. RECORD SERIES TITLE AND CONTENTS iy NOTES
CFFICE | INACTIVE | TOTAL
9. City Commissions and Committees - Members T+2 - P H For this record series, T (Termination} represents
Records: termination of member participation in a commission or
Applications committee.
Certificates
Correspondence Citation: California Government Code, Section 34090
Letters of appointment
Letters of resignation Citation: California Government Code, Section 81009
Oaths
10. City Council Meetings - Agenda Packets: P - p - This Record Series will be archived onto the City's
Staff reports and backup data optical imaging system.
Citation: California Government Code, Section 34090
11. City Council Meetings - Agendas P - p - This record series will be archived onto the City's
Agoura Hills Redevelopment Agency Optical System for permanent retention,
Citation: California Government Code,
Section 34020 and 34090.5
12. City Council and Commission Meetings - Audio Tapes 1 - 1 - Official records of City Council/Commission meetings
are in the record series 'City Council Minutes,
Ordingnces and  Resolutions’, and  'Planning
Commission Minutes and Resolutions’, and
‘Community Services Committee Minutes’' which are
scheduled for permanent retention.
Citation: California Government Code, Section 34090.7
RETENTION CODES: A=Audit AR =Annual Review CL=Closed/Completed E =Expiration P =Permanent §=Superseded T =Termination
C,H,V CODES: C = Confidential H = Historical V= Vital

City Clerk — Page 13



RETENTION DISPOSITION CHV
Itemn No. RECORD SERIES TITLE AND CONTENTS s NOTES
CFFICE | INACTIVE | TOTAL
13. City Council and Commission Meefings - Video Tapes 1 - 1 - Official records of City Council/Commission meetings
are in the record series 'City Council Minutes,
Ordinances and Resolutions', and  ‘Planning
Commission Minutes and Resolutions’, and
‘Community Services Committee Minutes’' which are
scheduled for permanent retention.
Citation: California Government Code,
Section 34090.7
14. City Council Meetings and Council Standing 2 - 2 - Citation: California Government Code, Section 34090
Committee - Notices:
Declarations of posting
Notices of adjournment
Notices of rescheduled meetings
Natices of special meetings
15. City Council Minutes, Ordinances and Resolutions P - P V. H Citation: California Government Code, Section 34090
16. City Council Ordinances and Resolutions Indexes P - P H Citation: California Government Code, Section 34090
17. City Council Standing Commitiee Agendas 2 - P H This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090
18. City Council Standing Committee Agendas {Action) 2 - P H This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation: Califernia Government Code, Section 34090
RETENTION CODES: A=Audit AR =Annual Review CL =Closed/Completed E = Expiration P =Permanent S =Superseded T =Termination

C,H,v CODES:

C = Confidential H = Historical V = Vital

City Clerk — Page 14




RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
19. City History Files: P P P H This record series will be archived onto the City's
Selected historical records, including: optical imaging system for permanent retention.
Articles and news clippings Citation: California Government Code, Section 34090
Ciy newsletters
City publications
Maps and drawings
Photographs
Press releases
Reports and studies
20. City Incorporation Documents P - P H Citation: California Government Code, Section 34090
21. Correspondence Chronological Files 2 - 2 - Correspondence  Chronological files are  files
containing copies of internally generated corres-
pondence and memos. These copies are filed in
chronological order for quick access and retrieval.
Citation: California Government Code, Section 34090
22. Election Records - Ballots, Absent Voter Ballots and CL+6 - CL+6 - The County of Los Angeles is the City's contractor for
Absentee Applications mos mos elections and maintains this record series,
Citation: Galifornia Election Code,
Sections 17302 and 17505
RETENTION CODES: A=Audit AR=Annual Review CL =Closed/Completed E =Expiration P =Permanent S =Superseded T = Termination
C,HV CODES: C = Confidential H = Historical V = Vital

City Clerk — Page 15



RETENTION DISPOSITION C.HV
item No. RECORD SERIES TITLE AND CONTENTS s NOTES
OFFICE | INACTIVE | TOTAL
23. Election Records - Campaign Statements {(FPPC 410 - 5 P P H This record series will be archived onto the City's
460, 470, 501, AH 10, 20, 30, 40): optical imaging system for permanent retention.
Candidates’ (elected) commitiee statements Citation: California Government Code, Section 81009
Candidates’ (elected) statements
Officeholders’ statements
Officeholders’ committee statements
24. Election Records - Campaign Statements (FPPC 410 - CL+5 - CL+5 - Citation: California Government Code, Section 81009
460, 470, 501, AH 10, 20, 30, 40}
Candidates’ (not elected) commitiee statements
Candidates’ (not elected) statements
25, Election Records - Campaign Statements (FPPC 410 - CL+7 - CL+7 - This record series will be archived onto the City's
460, 470, 501, AH 10, 20, 30, 40): optical imaging system for permanent retention.
Political Action Commitiees’ (PAC) statements Citation: California Government Code, Section 81009
26. Election Records - Election Administration Files: 2 - 2 - Citation: California Government Code, Section 34090
Communications with election consultants
Communications with FPPC
Correspondence and backup data
Rules and procedures
27. Election Records - Election History Files: 10 P P H This record series will be archived onto the City's
Certificates of destruction for election materials optical imaging system for permanent retention.
Declaration of results {copies; officiat in City Council Citation: California Government Code, Section 34090
Resolutions)
Other resclutions re; election (copies; official in City
Council Resolutions)
Sample ballots
RETENTION CODES: A-=Audit AR =Annual Review CL =Closed/Completed E =Expiration P =Permanent S = Superseded T = Termination
C,H,V CODES: C = Confidential H = Historical V= Vital
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RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
28. Election Records - Petitions: CL+8mo - CL+8mo - For this record series, CL (Closed/Completed)
Initiati titi represents certification of election resulls, or, (when no
nitiatves pe tions election occurs) the Clerk's final examination of the
Recall petitions petition.
Referendum petitions
Citation: California Election Code, Section 17200
29, Election Records - Rosters and Indexes CL+5 - CL+5 - For this record series, CL (Closed/Completed)
represents certification of election results.
Citation: California Election Code, Section 17300
30. Equipment Files: T+2 - T+2 - For this record series, T (Termination) represents
Correspondence and backup data termination of ownership of the equipment and
0 manuals assumes minimum of one year.
wners manu
Purchase |r?format|on‘ . Citation: California Government Code, Section 34090
Service/maintenance information
31. External Commitiees/Organizations Fifes: 2 - 2 - This record series is for files on
Corresponderice commiitees/organizations that Department  staff
. attends or communicates with as a representative of
Minutes and agendas the City. These are not records of City-sponsored
Presentation/seminar materials commitiees or organizations.
Ref terial
storftgzan;n:tigiae: Citation: California Government Code, Section 34090
32. Finance - City Budgeis: 10 P P H This record series will be archived onto the City's
Final budget documents optical imaging system for permanent retention.
This series is for the final budget documents only.
Budget developmeni files are held by Finance
Depariment.
Citation: California Government Code, Seclion 34090

RETENTION CODES: A-=Audit AR=Annual Review CL =Closed/Completed E =Expiration

C,H,V CODES:

C = Confidential H = Historical V =Vital

P = Permanent

S = Superseded T = Termination

City Clerk - Page 17



RETENTION DISPOSITION CHV
Item No. RECORD SERIES TITLE AND CONTENTS v NOTES
OFFICE | INACTIVE | TOTAL
33 General Plan S P P V.H This record series will be archived onto the City’s
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090
34. Grants - Grant Administration and Implementation CL+1 2 CL+4 - This record series is for records of grants (federal,
Files: state or local) received by the City which are not CDBG
Aoplicati d rting dat grants. (CDBG grant files are addressed in separate
pp-;ca 1ons and supporting Gata ] record series.) For this record series, CL
Audits, approvals and releases {grant completion {Closed/Completed) represents date of last
documentation) expenditure report, or until resolution of all issues
Bids and selection documentation (if a formal bid arising from litigation, claim, audit, or other action
. N . ’ involving the records, whichever is later,
original records are in City Clerk's Office
bid/contract files) Citation: 29 CFR 97.42
Budgeting and financial data
Consultanis/contractors records (if consultant/
contractor services are used)
Contracts, amendments and supporting data
(original contracts are in City Clerk's Office
Contract files)
Correspondence and supporting data
Environmental documentation (when required)
Labor compliance documentation {(when required)
Reports fo granting agency
Rules and procedures
RETENTION CODES: A=Audit AR=Annual Review CL =Closed/Completed E =Expiration P =Permanent 8§ =Superseded T = Termination
C,H,V CODES: C = Confidential H = Historical V= Vital
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RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
CFFICE | INACTIVE | TOTAL
35. Land Planning/Use Files: CL P P H This record series will be archived onfo the City's
Correspondence and memos optical imaging system for permanent retention.
Environmental documentation For this record series, CL {ClosediCompleted)
Maps and drawings represents completion of the land planning/use project.
Public hearing documentation Official project files are held by Community
Reports and studi Development/Planning. City Clerk files contain final
eports and studies documents presented to City Council.
Citation: California Government Code, Section 34090
36. Litigation Files P - P - This record series will be archived onto the City's
optical imaging system for permanent retention,
Citation: California Government Code,
Section 34090.7
37. Municipal Code P - P A% Citation: California Government Code, Section 34090
(Superseded plus 2)
38. Organizations Files - Civic Organizations: - Examples include Chamber of Commerce, Rotary
Backup data Club, Homeowners' Association. This record series is
c d d for general correspondence and communications with
orrt-aspf)n ence and memaos civic organizations. Records pertaining to agreements
Publications or projects with these organizations are addressed by
Reports and studies and subject to the retention requirements in the record
series 'Agreements/ Confracis'.
Citation: California Government Code, Section 34090
RETENTION CODES: A= Audit AR = Annual Review CL = Closed / Completed E = Expiration P = Permanent S = Superseded T = Termination
C,H,V CODES: C = Confidential H = Historical V = Vital
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RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
39. Organizations Files - Government Agencies: 2 - 2 - Examples include FPPC, County of Los Angeles,
Backup data LAFCO, and other cities. This record series is for
c p J general correspondence and communications with
orresp‘on ence and memos government agencies. Records pertaining fo
Publications agreemenis or projects with these organizations are
Reports and studies addressed by and subject to the retention
requirements in the record series ‘Agreements/
Contracts'.
Citation: California Government Code, Section 34090
40. Organizations Files - Professional Organizations: 2 - 2 - Examples include SCAG, CCAC, and lIMC. This record
Backup data series is for general comrespondence and
c 4 q communications with professional organizations.
brresponaence and memos Records pertaining to agreements or projects with
Publications these organizations are addressed by and subject fo
Reports and studies the retention requirements in the record series
'‘Agreements/ Contracts',
Citation: California Government Code, Section 34080
41, Petitions to City {(informal) 2 - 2 - Citation: California Government Code, Section 34090
42, Pgolicies and Procedures (Originating from this S5+1 9 S+10 A This record series describes all policies and
Department) procedures originating from this department.
Citation: California Government Code, Section 34090
43. Public Hearings Notices: 2 - 2 - Citation: California Government Code, Section 34090
Certified mail receipts
Mailing lists
Notices
Proof of publication
RETENTION CODES: A=Audit AR=Annual Review CL =Closed/Completed E =Expiration P=Permanent $=Superseded T =Termination
C,H,V CODES: C = Confidential H = Historical V = Vital
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RETENTION DISPOSITION
item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE
44. Real Property - Annexations Files: p V,H This record series will be archived onto the City's
Certificates of completion optical imaging system for permanent retention.
Correspondence and backup data Citation: California Government Code, Section 34090
45, Real Property - Certificates of Compliance (Lot Line P V.H This record series will be archived onto the City's
Adjustments): optical imaging system for permanent retention.
Certificates and supporting data
Citation: California Government Code, Section 34090
46. Real Properiy - Dedications Files: P VH Thi§ re_cord series will be archived onto the City's
Correspondence and supporting data optical imaging system for permanent retenfion.
Offers of dedication and exhibits Citation: California Government Code, Section 34090
47, Real Property - Detachments/Withdrawals Files: P V.H This record series will be archived onto the City's
Correspondence and supporting data optical imaging system for permanent retention.
Maps and drawings Citation: California Government Code, Section 34090
Studies and reports
48. Real Properiy - Real Property Files: P V.H This record series will be archived onto the City's
; optical imaging system for permanent retention.
Deeds and supporting data
Easements and supporting data Citation: California Government Code, Section 34090
Quitclaims and supporting data
49, Records Management - City Retention Schedules S - This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090

RETENTION CODES: A=Audit AR=Annual Review CL = Closed/Completed

C,H,v CODES:

C = Confidential H =Historical V = Vital

E = Expiration P = Permanent

S = Superseded T =Termination

City Clerk — Page 21



RETENTION DISPOSITION C.HV
Item No. RECORD SERIES TITLE AND CONTENTS vl NOTES
OFFICE | INACTIVE | TOTAL
50. Records Management - Destroyed Records Lists and P - P This record series will be archived onto the City's
Approvals ) optical imaging system for permanent retention.
Citation: California Government Code, Section 34090

51. Records Management - Stored Records Lists ] - P - Keep old lists for reference.

52. Risk Management - City-Owned Insurance Records: E+1 P P - Citation: California Government Code, Section 34090
Correspondence and backup data
Insurance policies and certificates
Policy information

53. Risk Management - Insurance Cerificates E+1 P P - Citation: California Government Code, Section 34090

(businesses deing business with the City)

54, Sheriff's Reports — Monthly 5 - 5 - Citation: California Government Code, Section 34090

55. Special Assessment Districts Files: P - P H This record series will be archived onfo the City's
Annual Engineering reports to the City optical imaging system for permanent retention.
Correspondence and supporting data Citation: California Government Code, Section 34090
Public hearings documentation

56. Statements of Economic Interest - Form 700: 4 - P - Duplicate series. Official is with the FPPC.
Appointees’ statements
Candidates’ statements Citation: California Government Code, Secfion 81009
Officeholders' statements

RETENTION CODES: A-=Audit AR=Annual Review CL =Closed/Completed E =Expiration P =Permanent &= Superseded T =Termination
C,H,V CODES: C = Confidential H = Historical V= Vital
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RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
57. Statements of Economic Interest - Forms 700: 7 - 7 - Citation: California Government Code, Section 81009
Designated City employees' statements
58. Subject Files: 5 - 5 - This record series is for materials held by the City
Correspondence and backup data Clerk on subjects or topics which the City receives or
Publicati gathers for study or informational purposes. Examples
ublications are proposed programs, {Business License), proposed
Reports and studies legislation, information on projects or programs
established by other cities, etc. These files do not
contain documentation of City business, transactions
or policy decisions. (If a subject file results in an active
program or project, the materials become subject fo
the retention for that specific record series category).
Citation: California Government Code, Section 34090
RETENTION GODES: A= Audit AR =Annual Review Cl = Closed/Completed E=Expiration P =Permanent 8 =Superseded T =Termination
C,H,V CODES: C = Confidential H = Historical V= Vital
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CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

ltem No. RECORD SERIES TITLE AND CONTENTS RETENTION DISPOSITION CHV NOTES
OFFICE | INACTIVE | TOTAL
1. Grants - CDBG Program Administration Files: CL+3 1 CL+4 “ CDBG = Community Development Block Grant. For
Audits, approvals, and releases (grant completion) this record series, _CL (CIosedlComp!eted) represents
Blanket agreements, amendments, and supporting fjate of Ia‘.st_expenditur_el report, or qntil resqlutlon of all
issues arising from litigation, claim, audit, or other
data (original agreements in City Clerk’s Cffice) action involving the records, whichever is later.
Correspondence and supporting data
Cost summaries Citation: 29 CFR 97.42
Memorandums of Understanding (MOU's)
Reports to granting agency
Requisitions
Rules, regulations, and procedures
2. Grants - CDBG Project Administration Files: CL+3 1 CL+4 - CDBG = Community Development Block Grant. For
Agreements and contracts (if a formal bid, originals this record series, Cl. (Closed/Completed) represents
. , ) date of last expenditure report, or until resolution of all
are in City Clerk's Office) issues arising from litigation, claim, audit, or other
Audits, approvals, and releases (grant completion action involving the records, whichever is later.
documentation)
Bids and selection documentation (if a formaf bid, Citation: 29 CFR 97.42
original records are in City Clerk’s Office}
Budgeting and financial data
Consultants/coniractors records (if consultant or
contracior services are used)
Correspondence and supporting data
Memorandums of Understanding (MOU's)
Procedures to Implement MOU's {original MOU's
are in Cify Clerk’s Office)
Project rules and procedures
Requisitions
RETENTION CODES: A=Audit AR=Annual Review CL =Closed/Completed E =Expiration P =Permanent §=Superseded T = Termination
C,H,V CODES: C = Confidential H =Historical V =Vital
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ltem No. RECORD SERIES TITLE AND CONTENTS RETENTION DISPOSITION CHV NOTES
OFFICE | INACTIVE | TOTAL
3. Grants - CDBG Projects Files: CL+3 1 CL+4 - CDBG = Community Development Block Grant. Note:
Applications and supporting data This record series is for records of specific projects
ts and contract implemented using funds authorized by MOU's (see
Agreements and contracts _ the record series CDBG Project Administration Files).
Correspondence and suppoerting data Retention of this series is based on retention of the
Financial documentation associated CDBG Project Administration Files; files for
Labor compliance documentation (when required) all individual projects funded under a specific MOU will
. . be refained for four years foliowing date of last
Memorandums of Understanding (MOU's) expenditure report, or untif resolution of all issues
Requisitions arising from litigation, claim, audi, or other action
involving the records, whichever is later.
Citation: 29 CFR 97 .42
RETENTION CODES: A=Audit AR=Annual Review Cl = Closed/Completed E =Expiration P =Permanent 5 =Superseded T = Termination
C,H,V CODES: C = Confidential H = Historical V= Vital
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CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

RETENTION DISPOSITION
item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE INACTIVE | TOTAL
1. Code Enforcement - Case Files: CL+3 - CL+3 Citation: California Penal Code, Section 801
Case research materials, photographs & supporting
data
Certified mail receipts
Code enforcement letters (notices of violations)
Correspondence and backup data
Documentation of case resolution
RETENTION CODES: AR = Annual Review A= Audit ClL =Closed/Completed E = Expiration P =Permanent 8 =Superseded T = Termination

VHC CODES: V = Vital H = Historical C = Confidenfial
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CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
1. Administrative Permits, e.g., Modffications, CL+1 P P H This record series will be archived onto the City's
Outdoor dining optical imaging system for permanent retention.
' Citation: California Government Code, section 34090
2. Appeals : CL P P H This record series will be archived onto the Cily's
Directors decisions optical imaging system for permanent retention.
Planning Commission decisions Citation: California Government Code, section 34090
3. Architectural Review Board: P P P H This record series will be archived onto the City's
Agendas optical imaging system for permanent retention.
Correspondence Citation: California Government Code, Section 34090
DPeclaration of postings
Minutes
4, Case Logs (Project Logs) This record series describes the logs listing all projects
| arranged by project type.
x Citation: California Government Code, Section 34090
5. CEQA Legal Notices: P - P - This record series will be archived onto the City's
Notices of completion optical imaging system for permanent retention.
Notices of determination Citation: California Government Code, Section 34090
Notices of exemption
Notices of preparation

RETENTION CODES: A=Audit AR =Annual Review CL =Closed/Completed E =Expiration P =Permanent

C,H,v CODES:

C = Confidential H = Historical V = Vital

S = Superseded T = Termination
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RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHY NOTES
OFFICE | INACTIVE | TOTAL
6. Conditional Use Permits CL+1 P P H This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090
7.
8. Economic Development 15 P H This record series will be archived onto the City’s
Financial H optical imaging system for permanent retention.
. 5 P
Shopping centers Citation: California Government Code, Section 34090
9. Film Permit Files E+2 - E+2 - Citation: California Government Code, Section 34090
Applications
Certificates of insurance
Correspondence and supporting data
8-
10. General Plan Amendments Records: CL P P H This record series will be archived onfo the Cily's
Agendas and minutes (copies) optical imaging system for permanent retention.
Agenda reports For this record series, completed indicates that if there
Comments is an associated project, it is completed.
d riing dat
Correspondence and supporting data Citation: California Government Code, Section 34090
RETENTION CODES: A-=Audit AR=Annual Review CL =Closed/Completed E =Expiration P =Permanent 8 =Superseded T = Termination
C,H,V CODES: C = Confidential H =Historical V =Vital
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RETENTION DISPCSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE |} TOTAL
Environmental documents
Mailing lists
Maps and drawings
Notices (copies)
Reports and studies
Resolutions and ordinances {copies)
1. General Plan Records: S P P H This record series will be archived onto the City's
Agendas and minutes (file copios) optical imaging system for permanent retention.
Agenda reports CHation: California Government Code, Section 34090
Comments
Correspondence and supporting data
Environmental documents
Mailing lists
Maps, pians and drawings
Notices (file copies)
Reports and studies
Resolutions and ordinances (file copies)
12. Land Divisions CL+1 P P H This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090
13. Lot Line Adjustments CL+1 P P H This record series will be archived onto the City's
oplical imaging system for permanent retention.
Citation: California Government Code, Section 34090
RETENTION CODES: A=Audit AR=Annual Review CL =Closed/Completed E =Expiration P =Permanent §=Superseded T = Termination
C,H,V CODES: C = Confidential H = Historical V = Vital
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RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
14, Oak Tree Permits CL+1 4 CL+5 H This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090
15.
18. Parcel Maps CL+5 P P H This record series will be archived conto the City's
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090
17. Planning Commissicn Agendas: P - P H This record series will be archived onto the City's
Declarations of posting optical imaging system for permanent retention,
Original agendas Citation: California Government Code, Section 34090
18. Planning Commission Minutes P - P V., H This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090
RETENTION CODES: A=Audit AR=Annual Review CL=Closed/Completed E =Expiration P =Permanent S =Superseded T = Termination
C,H,V CODES: C = Confidential H = Historical V =Vital
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Item No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPCOSITION

OFFICE

INACTIVE

TOTAL

CHV

NOTES

12,

Planning - Planning Commission Notices:
Notices of hearings
Proof of publication documentation

5

5

Citation: California Government Code, Section 34090

20.

Planning - Planning Commission Packets:
Agendas (file copies)

Agenda reporis {file copies; originals in project
files)

Correspondence/supporting data (file copies)

Citation: California Government Code, Section 34090

21,

Planning - Planning Commission Resolutions

V.H

This record series will be archived onto the City's

optical imaging system for permanent retention.

Citation: California Government Code, Section 34090

22

Planning - Planning Department Reference Colfection:

Budget

Chronological {chron) files

Legislation

Planning publications/periodicals

Planning texis (guides, procedures, reference)
Popuiation

Reference copies of City documents ( EIR's,

General Plan reports, project reports and studies.

Cfficial copies are in the Project Files.}
Regional Planning
Reports and studies from outside sources (other
cities, agencies, crganizations)

This record series will be archived onto the City’s

oplical imaging system for permanent retention.

Citation: California Government Code, Section 34090

RETENTION CODES:

C,H,V CODES:

A= Audit

C = Confidential H =Historical V = Vital

AR = Annual Review CL =Closed/Completed E = Expiration

P = Permanent

S = Superseded T = Termination
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item No,

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

CHV

NOTES

23.

Planning - Project Files (Conditional Use Permits):

Agreements (file copies)

Applications and supporting data
Consultants/Staff reporis and studies
Correspondence and supporting data
Environmental documents

Fees and receipis

Mailing lists

Maps, plans and drawings

Notices (file copies)

Permits

Planning Commission minutes (file copies)
Planning Commission transcripts
Resolutions and ordinances (file copies)
Site review

C+5

P

P

This record series will be archived onto the City's
oplical imaging system for permanent retention.

Citation: California Government Code, Section 34090

24.

Pre-Applications
Pre-Screen Review

ClL+1

CL+5

Citation: California Government Code, Section 34080

RETENTION CODES:

C,H,V CODES:

C =Confidential H =Historical V = Vital

A=Audit AR=Annual Review CL =Closed/Completed E = Expiration

P = Permanent

S = Superseded T = Termination
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RETENTICN CODES: A=Audit AR=Annual Review CL = Closed/Completed E = Expiration

C,H,V CODES:

C = Confidential H = Historical V = Vital

P = Permanent

RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHYV NOTES
OFFICE | INACTIVE | TOTAL
25. Pianning - Public Information Materfals (Front 2+AR - 2+AR - Citation: California Government Code,
Counter): Section 34090.7
Applications and checklists
Blank forms
Consultants lists
Fees schedules
Maps, plans and drawings (public viewing copies)
Ordinances (copies)
Procedures and guidelines
Reports and studies (distribution/sales copies)
Reports and studies (reading copies)
Zoning standards
26. Sign Permits CL+1 P P H This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090
27. Site Plan Review CL+5 P P This record series will be archived onto the City's
opticat imaging system for permanent retention.
Citatiorn: California Government Code, Section 34090
28,

S = Superseded T = Termination
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RETENTION DISPCSITION
Item No. RECORD SERIES TITLE AND CONTENTS - CHV NOTES
OFFICE | INACTIVE | TOTAL

20. Specific Projects CL P P - This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation; California Government Code, Section 34090

30.

3. Temporary Use Permits CL+1 2 CL+3 H Citation: California Government Cede, Section 34090

See 'Project Files (Conditional Use Permits) for
representative file contents.

32. Tract Maps CL+5 P P H This record series will be archived onto the City's
opfical imaging system for permanent retention.
Citation: California Government Code, Section 34090

33. CL+1 P P H This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090

34. Zoning Changes/General Plan Amendments CL+1 P P H This record series will be archived onto the City's
optical imaging sysiem for permanent retention.
Citation: California Government Code, Section 34090

35. Zoning Crdinance Amendment P P H Citation: California Government Code, Section 34090

RETENTION CODES: A=Audit AR=Annual Review CL=Closed/Completed E =Expiration P =Permanent S5 =Superseded T = Termination

C.H,v CODES:

C = Confidential H = Historical V = Vital
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CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

RETENTION DISPOSITION CHV

ltem No. RECORD SERIES TITLE AND CONTENTS NOTES

OFFICE | INACTIVE | TOTAL

2. Brochures Advertisers Files; 2 - 2 - Citation: California Government Code, Section 34090
Camera-ready copy
Check copies
Correspondence
Requests
Supporting data

3 Brochures Artwork: CL+2 - CL+2 H Includes hard copy and files on computer. For this
Original artwork (camera-ready copy) used to record series, CL (Closed/Completed) represents

produce Department brochures producticn of final brochure.
Citation: California Government Code, Section 34090

4. Community Services Advisory Committee Agendas and CL p P H This record series will be archived onto the City's
Minutes optical imaging system for permanent retention.

Citation: California Government Code, Section 34090

RETENTION CODES: A=Audit AR=Annual Review CL=Closed/Completed E =Expiration P =Permanent $=Superseded T=Termination
C,H,V CODES: C = Confidential H = Historical V = Vital
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RETENTION DISPOSITION C.HV
ltem No. RECORD SERIES TITLE AND CONTENTS s NOTES
OFFICE | INACTIVE | TOTAL
6. Facilities Reservation Forms 2 - 2 - Citation: California Government Code, Section 34090
7. History Files: CL P P H Citation: California Government Code, Section 34090
Brochures
Department publications
Flyers
Photos binders
Press releases
8.
9. Personne! - Instructor Contracts E+2 - E+2 - Citation: California Government Code, Section 34090
10. Program Evaluations (Class Evaluations) 2 - 2 - Citation: California Government Code, Section 34090
11. Program Proposals Files: 2 - 2 - This record series is for materials received by the
Correspondence Department from instructors presenting proposals for
, . programs, classes, efc.
Promotional materials
Resumes Citation: California Government Code, Section 34090
Sample program materials
12. Program Registrations/Waivers of Liability 5 - 5 - Citation: California Government Code, Section 34090
Citation: Code of Civil Procedures,
Sections 337 and 338

RETENTION CODES: A=Audit AR=AnnualReview CL =Closed/Completed E = Expiration

C,H,V CODES:

C =Confidential H = Historical V =Vital

P = Permanent

S = Superseded T = Termination
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Item No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

C,HYV

NOTES

13.

Programs Files (City-Participation):

Audit reports (if audited)

Budgeting data

Completion documentation (release from funding
agency}

Contracts/agreements for supplies and services
{vendors and suppliers - copies)

Correspondence and memos

Comespondence with funding agency

Invoices for services and supplies (copies; official is
in Finance)

itineraries/schedules

Program development materials

Program financial reports (to funding agency)
Program progress reports (to funding agency)

Programs Fites (City-Participation), continued. ..
Program rules and procedures
Promotional materials (press releases, flyers)
Suppaorting data

CL+1

4

CL+4

Includes programs, special events, activities, courses,
and classes where Community Services receives
funding and program direction from external
organizations. This includes grant-funded programs
and other special fund distributions. Community
Services administers the program at the local level,
but follows rules and procedures specified by the
funding agency. For this record series, CL
(Closed/Completed) represents completion of ali
terms of the funding agreement with the funding
agency, including audit and release if specified.

Citation: California Government Code, Section 34090

RETENTION CODES:

C,H,V CODES:

A= Audit

C =Confidential H = Historical V = Vital

AR = Annual Review CL =Closed/Completed E = Expiration

P = Permanent

S = SBuperseded T = Termination
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RETENTION DISPOSITION CHV

Item No. RECORD SERIES TITLE AND CONTENTS NOTES
OFFICE | INACTIVE | TOTAL
14. Programs Files (City-Sponsored): CL+1 4 CL+5 - Includes programs, special events, activities, courses,
Budgeting data and classes developed, sponsored and administered

by Community Services. See Programs Files (City-

Contracts/agreements for supplies and services - Participation) for programs in which Community

vendors and suppliers (copies) Services receives funding and program direction from
Correspondence and memos external sources/organizations.
Invoices for services and supplies {copies)
Budgeting

Facilities/equipment research

Promotional materials {press releases, flyers}
Reference materials

Staffing

15. Recreation Registration Database Records: 2 - 2 - Citation: California Government Code, Section 34090
Program data (active}

Program data (inactive/historical)
Registrant data (active)

16. Special Events Files: CL+2 - ClL+2 Includes parades, block parties, picnics, celebrations,
Correspondence and supporting data sporting events, etc.

Maps, plans and drawings
Permits/applications
Requests

Citation: California Government Code, Section 34090

RETENTION CODES: A=Audit AR=Annual Review CL=Closed/Completed E =Expiration P =Permanent S=Superseded T = Termination
C,H,Y CODES: C =Confidential H = Historical V = Vital

Community Services/Parks/Recreation — Page 38



CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

RETENTION DISPOSITION
item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES

OFFICE | INACTIVE | TOTAL

1. 1099's Files: 3 2 5 - Citation: California Government Code, Section 34090
1099's (City Copies)

Correspondence and backup data
Procedures, rules and reference materials
Verifications reports

2, Accounting System Backup Tapes/Disks 2 - 2 v Computer System Backup Tapes contain same data.
This set is a second, vital records backup of specific
data, backed up at fiscal year end.

Citation: California Government Code, Section 34090

3. Accounts Payable Files: A 5 A+bH - Before destruction occurs, these files should be
Copies of check stubs and checks reviewed to determine if they are required for support
C d d backup dat of grants or other funding programs whose retention
| orr‘e sponderice and backup data requirements exceed those of audit plus 5 years.
nvoices

Purchase orders
Citation: California Government Code, Section 34090

4, Audit Files (Work Files): 5 - 5 v Final audit reports are held by City Clerk’s Office.
Audit reports {work copies)
Comrespondence Citation: California Government Code,
Financial statements (work copies) Section 34090.7

Worksheets and backup data

RETENTION CODES: A=Audit AR=Annual Review CL = Closed/Completed E=Expiration P =Permanent S =Superseded T =Termination
C,H,v CODES: C = Confidential H = Historical V = Vital
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Item No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

C,HYV

NOTES

Audit and Tax Reports to State Agencies:

Correspondence

Final reports

Procedures for preparation
Source materials and backup data

10

P

Citation: California Government Code, Section 34090

Bank/Account Records:

Accounts - general information
Account statements
Correspondence and backup data
Signature authorizations

A+b

Citation: California Government Code, Section 34090

Bank Deposits Files:

Check copies
Deposit receipts
Deposit tickets copies

A+h

Also called Receipts or Cash Receipts.

Citation: California Government Code, Section 34090

Bank Reconciliation Files:

Bank statements {notated)

Cash balance reports

Check register reports

General ledger reporis

Voided check registers/voided checks
Worksheets and backup data

A+ 2

A+ 2

Citation: California Government Code, Section 34090

RETENTION CODES:

C,H,V CODES:

A = Audit

C = Confidential H = Historical V = Vital

AR = Annual Review CL = Closed / Completed E = Expiration

P = Permanent

S = Superseded T = Termination
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RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
9, Bank Statements Records: A 5 A+5 - Before destruction occurs, these files should be
Canceled checks reviewed to determine if they are required for support
Statement of grants or other funding programs whose retention
alements requirements exceed those of audit plus 5 years.
Citation: California Government Code, Section 34090
10, Budget Development Files: 2 - 2 - Final, official budget document is held by City Clerk
Correspondence and backup data Department.
Department budget submissions Citation: California Government Code, Section 34090
Salary surveys
Worksheets and analyses
11. Business Registration E+4 E+4 E+4 Citation: California Government Code, Section 34090
12.
13. Credit Card Service Provider Administrative Files: CL+2 - CL+2 - For this record series, CL (Closed/Completed)
Agreements with credit card service provider represents completion of agreement with credit card
. e e service provider.
{copies; original in City Clerk)
Correspondence Citation: California Government Code, Section 34080
Procedures
Supporting data
RETENTION CODES: A=Audit AR =AnnuatReview CL=_Closed/Completed E =Expiration P =Permanent 8=Superseded T = Termination
C = Confidential H = Historical V = Vital

C.H.V CODES:
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Item No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

CHV

NOTES

14,

Daily Cash Receipts

Comrespondence and backup data
Franchise fees

Revenues reports and studies
State and local sources

Sales tax revenue

Transient Occupancy Taxes

A

5

A+5

Citation: California Government Code, Section 34090

15.

Financial Reports (Year-end Printouts):

Balance sheets

Cash batance reports
Detail reports

General ledger reporis
Revenue/expense reports

Citation:: California Government Code, Section 34090

16.

Information Systems - Computer System Backup

Tapes

1-2 wk

1-2 wk

Tapes contain operational {not archival) backups of
data on the City's NT Network computer system. The
systemn is backed during posting, which may be once
or twice/week. Six {apes are used and rotated,

17.

Local Agency Investment Fund (LAIF) Records:

Correspondence
Fund reports
Fund statements

Citation: California Government Code, Section 34090

RETENTION CODES: A=Audit AR =Annual Review CL =Closed/Completed E = Expiration

C,H,v CODES:

C = Confidential H = Historical V = Vital

P =Permanent 3= Superseded T =Termination
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RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL

18. NSF Files: A - A - Citation: California Government Code, Section 34090
Bounced checks
Correspondence and notes

19.

20. PERS Report P P P - Citation: California Government Code, Section 34090

21, Payroll - Employee Time Records: CL+4 CL+4 - Citation: 29 CFR 516.2 - 516.6
Time 'shee.ts (originals) C+4, date of entry, or resolution of ali issues,
Vacation sick leave schedules whichever is later.

22, Payroll - Payroll Reports: 2 4 A+h - Citation: 26 CFR 31.6001-1
Auto deposit registers
Deductions registers
Month to date tax limits
Monthly payroll summaries
Payroll registers
Personnel planning reports
Year-to-date reports

RETENTION CODES: A=Audit AR =Annual Review CL=Closed/Completed E =Expiration P =Permanent S =Superseded T =Termination
C,H,V CODES: C = Confidential H = Historical V = Vital
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Item No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPCGSITION

OFFICE | INACTIVE

TOTAL

CHV

NOTES

23.

Payroil - Payroll Tax Reports:
Correspondence
Fees statements
Payroll tax statements - quartetlies
Tax information and backup data

2

4

6

Citation: 29 USC 436

24.

Payroll - W-2's Records:
Correspondence and backup data
W-2 (City copies)

W-2 control reporis

Citation: 29 CFR 516.2-516.6

25,

Post Office/Bulk Mail Receipts

Citation: California Government Code, Section 34090

26.

Property Tax Revenue Records:
Assessed values totals statements

Citation: California Government Code, Section 34090

27.

Property Tax Revenue Records:

Communications with Los Angeles County
Assessor

Correspondence and backup data
Reports and Studies

" A+S

Citation: California Government Code, Section 34090

28.

Purchase Orders
Purchase order logs

Citation; California Government Code, Section 34090

RETENTION CODES: A=Audit AR =Annual Review CL = Closed/Completed

C,H,V CODES:

C = Confidential H = Historical V = Vital

E = Expiration

P = Permanent

S = Superseded T = Termination
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RETENTION DISPOSITION

Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE INACTIVE | TOTAL
29. Revenue Records - Ulility Users Taxes: A 5 A+5 - The City receives no income at present.
Correspondence
Tax remittance reports Citation: California Government Code, Section 34090
30. Warrant Regisiers (Invoice Approval Lists) A - A - Official copy in City Clerk's Office is scanned onto

Optical System with Council Agenda Packet for
permanent retention.

Citation: California Government Code, Section 34090

RETENTION COPES: A=Audit AR=AnnualReview CL =Closed/Completed E = Expiration

C,H,V CODES:

C = Confidential H = Historical V = Vital

P = Permanent

S = Superseded T = Termination
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Item No.

CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

CHV

NOTES

Administration — Copies or Duplicate Records:
Chronological (chron) files
Deeds (copies)
L.A. County Fire Department (general)
L.A. County Police Department (generaf}
Las Virgenes Unified Schoot District (general)
Ordinances and Resolutions (copies)
Recorded documents (copies}
Redevelopment (general}

C+2

C+2

Citation: California Government Code, Section 34090

~Capital Improvement Projects (CIP) Plans & Drawings:

Final, as-built plans and drawings

i Rk

Federal Highway Administration Funding (FHWA)
Administrative Files:
Applicationsffunding requests and supporting data
Budgeting analyses
Correspondence w/ local administrative agencies
lés &rep
Supporing data

CL

CL+3

This record series will be archived onio the City's
optical imaging system for permanent retention.

Citation: California Government Code, Section 34090

For this record series, CL (Completion} represents
date of last expenditure report or resolution of all
issues.

Citation: 49 CFR 18.42 and/or 29 CFR 5.5

RETENTION CODES:
C.,H,V CODES:

A = Audit

C = Confidential H = Historical V = Vital

AR = Annual Review Cl. = Closed / Completed E = Expiration

P = Permanent

S = Superseded T = Fermination
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RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS CHYV NOTES
OFFICE | INACTIVE | TOTAL
5. Grants/Funding Files: C+1 2 C+3 - For this record series, CL (Completion) represents
Applications and supporting data date of last expenditure report , or until resolution of
Contract dments and supporting data all issues arising from litigation, claim, audit, or other
ontracls, amen PP 9 action involving the records, whichever is later.
(copies)
Correspondence and supporting data Citation: 29 CFR 97.42
Financial/budgeting data
Program completion documentation
Reports to funding agency
Rules, regulations and procedures
6. Intersections/Streets/Signals P - P H This record series will be archived onto the City's
optical imaging system for permanent retention.
Citation: California Government Code, Section 34090
7. Maps - Final, recorded maps, including: p - P HV Final maps, plans, drawings & blueprints are also
Assessment districts recorded with the County Assessor.
Construction (final, as-constructed only) City flat files -- incomplete; as of this schedule,
Improvement plans developers/applicants are required to submit copies
Lot line adjustments of final recorded maps.
Parcel maps Citation: California Government Code, Section 34090
Record of survey
Subdivision maps
Tract maps
Utilities — storm drain
RETENTION CODES: A=Audit AR=Annual Review CL =Closed/Completed E =Expiration P =Permanent §=Superseded T = Termination
C,H,V CODES: C = Confidential H =Historical V = Vital :
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RETENTION DISPOSITION
item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
CFFICE | INACTIVE | TOTAL
8. NPDES - Program Files P - P H This record series will be archived onto the City's
Correspondence and supporting data optical imaging system for permanent retention.
Program rules, regulations & procedures Because this program may result in the creation of an
Reports & studies assessment district, this record series retention is the
same as a special assessment district.
Citation: California Government Code, Section 34090
9, Operations & Maintenance {(O&M} Projects Files: 2 - 2 - O&M Projecis are those projects that the City
Correspondence and supporting data contracts out to private contractors or that are
. undertaken by City maintenance crews.
Service requests
Citation; California Government Code, Section 34090
10.
11.
RETENTION CODES: A= Audit = AR = Annual Review CL = Closed/Completed E = Expiration P =Permanent S =Superseded T =Termination
C,H,v CODES: C = Confidential H = Historical V =Vital
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RETENTION DISPOSITION
ltem No. RECORD SERIES TITLE AND CONTENTS C,HV NOTES
OFFICE | INACTIVE | TOTAL
12. Public Works - Performance Bonds/Labor and C+1 1 C+2 - These files are physically located in the City Clerk's
Materials Bonds: Office (vault).
Backup data Citation: California Government Code, Section 34080
l.abor and materials bonds
Performance bonds
13. Traffic Collision Reports 2 - 2 - Citation: California Government Code, Section 34090
14.
RETENTION CODES: A-=Audit AR =Annual Review CL=Closed/Completed E =Expiration P=Permanent 5 =Superseded T = Termination
C,H,V CODES: C = Confidential H = Historical V =Vital
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ltem No.

CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

CHV

NOTES

Building & Safety -Address Files:
Building permits
Certificates of occupancy
Correspondence and backup data
Drawings
Electrical permits
Geology reports
Heating/ventilation/A.C. permits
Inspections record sheets
Plumbing permits
Sign permits
Soils reports
Substandard Housing Abatement

Building & Safety - Counter Manual:
Fee schedules
Procedures and instructions

P

P

Some of these files have been microfilmed and should
be transferred to optical disk media.

Citation: California Government Code, Section 34090

Citation: California Government Code, Section 34090

Building & Safety - Disaster Response Program Files:
Disaster response plan
Emergency Operations Center (EOC) Records
Resources/contacts lists

S+2

5+2

Citation: California Government Code, Section 34090

RETENTION CODES:
C,H,v CODES:

A = Audit

C = Confidential H = Historical V = Vital

AR = Annual Review CL =Closed/Completed E = Expiration

P = Permanent

8 = Superseded T = Termination

Public Works/Building & Safety — Page 50



RETENTION DISPOSITION
ltem No, RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL
4, Building & Safety - Earthquake Records — CL+2 - CL+2 - For this record series, CL (Closed/Completed)
Emergency Operations Center (EOC) Records represents final FEMA audit.
Inspections/Address Log: Logs of earthquake Citation: California Government Code, Section 34090
Inspections performed throughout the City
5. Building & Safety - Plan Review Files CL - CL - These are temporary files which are transferred info
Building permits Address files upon completion of project.
Cerfificates of occupancy
Correspondence and backup data
Drawings
Electrical permits
Heating/ventilation/A.C. permits
Inspections record sheets
Plumbing permits
Sign permits
Substandard Housing Abatement
6. . . . CL T T CL For this record series, CL (Closed/Completed)
Building & Safety - Plans and Drawings (Commercial represents issuance of cerlificate of occupancy. T
Structures): {Termination) represents life of the building (plans and
Final, approved plans and drawings drawings may be destroyed upen building demolition}.
Citation: California Health and Safety Code,
Section 19850
RETENTION CODES: A=Audit AR =Annual Review CL=Closed/Completed E =Expiration P =Permanent & =Superseded T = Termination
C,H,v CODES: C = Confidentiat H =Historical V =Vital
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RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE | INACTIVE | TOTAL

C,HV

NOTES

Building & Safety - Plans and Drawings {Residential
Structures - single or mulfiple dweliings)
Final, approved plans and drawings

Remodel Plans and drawings (addition, deck, patio,
pool, retaining wall, etc.)

CL T T

CL

For this record series, CL (Closed/Completed)
represents issuance of certificate of occupancy.

T (Termination) represents life of the building (plans
and drawings may be destroyed upon building
demolition).

Citation: California Health and Safety Code,
Section 19850

9. Disaster Incidents Files: A 5 A+H - This record series is for files documenting disaster
Correspondence incidents damages and claims for reimbursement from
-p . . agencies such as FEMA and OES.

Council approvals/documentation (copies)
Damage reports/assessments and supporting data Citation: California Government Code, Section 34090
Invoices
Photographs

RETENTION CODES: A=Audit AR=AnnualReview CL =Closed/Completed E =Expiration P =Permanent S =Superseded T=Termination

C,H,V CODES: C = Confidential H = Historical V= Vital
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RETENTION CODES: A=Audit AR=AnnualReview CL =Closed/Completed E = Expiration P =Permanent

C,H,V CODES:

C = Confidential H = Historical V = Vital

RETENTION DISPOSITION
Item No. RECORD SERIES TITLE AND CONTENTS C.HV NOTES
OFFICE | INACTIVE | TOTAL
10. Engineering - Grading Bonds and Releases: CL+1 P P H For this record series, CL (Closed/Completed)
Bond documents and supporting data represents exoneration of a grading bond.
Bond release letfers
Citation; California Government Code, section 34000
11. Engineering - Grading Permits CL+1 P P H For this record series, CL (Closed/Completed)
represents completion of a grading project.
Citation: California Government Code, section 34090
12

S = Superseded T = Termination
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Item No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

CHV

NOTES

Capital Improvement Project (CIP) Files:

Change orders files, including:
Change orders
Change order requests
Correspondence and supporting data
Cost estimates
Review documentation
Contractor files, including:
Bonds (copies)
Contracts, amendments and supporfing data
(copies)
Correspondence and supporting data
Insurance documentation (copies)
Consultant files, including:
Contracts, amendments and supporting data
{copies}
Correspondence and supporting data
Meeting notes
Design records, including:
Design research and survey data
Calculations
Drawings;
Right-of-Way Documentation - Deeds,
Quitclaims, Easements (copies)
Correspondence and supporiing data
Payments files, including:
Comrespondence and supporting data

C+1

9

C+10

Files are retained for completion of the project and all
terms of the project contracts and agreements, plus
10 years. At that time, the files wili be evaluated by
the department. If the structure still exists, or if the
fites have historical value, or if the files are needed for
City operations, they will be retained for an additional
time period.

Citation: California Code of Civil Procedure,
Section 337.15, S/L

Citation: California Government Code, Section 34080

RETENTION CODES:

C,H,V CODES:

A = Audit

C = Confidential H = Historical V =Vital

AR = Annual Review CL = Closed/Completed E = Expiration

P = Permanent

S$ =Superseded- T = Termination
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RETENTION CODES: A-=Audit AR=Annual Review CL = Closed/Completed

C,H,v CODES:

C = Confidential H = Historical V = Vital

ltem No. RECORD SERIES TITLE AND CONTENTS RETENTION DISPOSITION CHV NOTES
OFFICE | INACTIVE | TOTAL

Paymenits files, continued -
Inspections files/Daily inspectors' reports
Progress payments {copies)
Project studies and reports P P P
Purchase orders and invoices (copies)

Permit files, including:
Applications and backup data S5+2 S5+2 S+2 Citation: California Government Code, Section 34090
Permits issued

Prevailing Wages/State Industrial Relations

Registrations
2. Consultants/Suppliers/Vendors information: 2+AR - 2+AR - No obligation fo retain unsolicited promotional

Brochures material - only the materials kept in the ordinary
Catalogs course of business.
Correspondence
Promoticnal materials
Samples

E = Expiration P =Permanent S =Superseded T = Termination
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ltem No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

CHV

NOTES

4, Land Development Projects Files:

Agreements (copies)

Correspondence and memos
Covenants {copies)

Easements (copies)

Evaluation estimates

Final maps (surrounding and underlying)
Memorandums of Understanding (MOU)
Permits (copies)

Plan check documentation

Plans and drawings

Land Development Projects Files, continued -

Plans, drawings, and blueprints
Reports and studies

Reviews and comments

Reyes Adobe Interpretive Plan
Supporting data

Title reports { copies)

C+1

P

P

This record series will be archived onto the City's
optical imaging system for permanent retention.

Land Development Projects include grading plans,
street improvement plans, storm drain  plans,
landscaping plans, lot line adjustments, and plan
checks.

Citation: California Government Code, Section 34090

RETENTION CODES:
C.H,v CODES:

5. Land, Surplus
Surplus Land
Surplus Property

A = Audit

C = Confidential H = Historical V =Vital

AR = Annual Review CL = Closed / Completed

E = Expiration

P = Permanent

Citation: California Government Code, Section 34090

8 = Superseded T = Termination
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Ifem No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

CHV

NOTES

Permits:
Encroachment permits
Excavation permits

C+1

P

P

This record series will be archived onto the City's
optical imaging system for permanent retention.

Citation: California Government Code, Section 34090

RETENTION CODES: A=Audit AR=Annual Review CL =Closed/Completed E = Expiration

C,H,V CODES:

C = Confidential H = Historical V = Vital

P = Permanent

8§ = Superseded T = Termination
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CITY OF AGOURA HILLS RECORDS RETENTION/DESTRUCTION SCHEDULE

RETENTION DISPOSITION

Bonds and insurance documentation (copies)

Contracts, amendments and supporting data
{Original Contracts are in City Clerk Dept.)

Correspondence and supporting data

Accounting/Payments files (copies), including:

Certified payroli files
Contractor invoices
Correspondence and supporting data
Progress payments/approvals
Inspections and acceptance documentation
Project studies and reports

Design records, including:
Calculations
City Council documentation (copies)
Correspondence and supporting data
Design research data
Drawings
Plans and drawings

Item No. RECORD SERIES TITLE AND CONTENTS CHV NOTES
OFFICE | INACTIVE | TOTAL

1. Park Master Plans Files: P - P H This record series will be archived onto the City's
Agenda reports optical imaging system for permanent retention.
Comments Citation: California Government Code, Section 34090
Correspondence and supporting data
Environmental documents
Reports and studies
Maps, plans, and drawings
Notices (file copies)

2. Parks/Facilities Construction Projects Files: CH1 9 C+10 Files are retained for completion of the project and all

terms of the project contracts and agreements, plus 10
years. At that time, the files will be evaluated by the
department. If the structure still exists, or if the files
have historical value, or if the files are needed for City
operations, they will be retained for an additional time
period.

Citation: California Code of Civil Procedure,
Section 337.15

RETENTION CODES:
C,H,V CODES:

A = Audit

C = Confidential H = Historical V = Vital

AR = Annual Review CL =Closed/ Completed E = Expiration

P = Permanent

8§ =Superseded T = Termination
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Item No.

RECORD SERIES TITLE AND CONTENTS

RETENTION DISPOSITION

OFFICE

INACTIVE

TOTAL

CHV

NOTES

Parks/Facilities Construction Projects Files, continued:

Progress reporis

Project notes, worksheets and analyses
Right-of-way documentation (copies)
Survey data

RETENTION CODES: A= Audit AR = Annual Review CL =Closed/Completed E = Expiration

C.H,V CODES:

C = Confidential H = Historical V = Vital

P = Permanent

8 = Superseded T = Termination
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