REQUEST FOR
COUNCIL ACTION

CITY COUNCIL MEETING DATE:

CLERK OF COUNCIL USE ONLY:
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TITLE: APPROVED
E As Recommended
As A ded
APPROVE DESTRUCTION OF 1 Ortinaticasti ™ Ruadlis
OBSOLETE CITY RECORDS [ Ordinance on 2" Reading

1 Implementing Resolution
[] Set Public Hearing For

CONTINUED TO

Is! Kristine Ridge FILE NUMBER

CITY MANAGER

RECOMMENDED ACTION

Approve the requests for the destruction of obsolete records from City Manager’s Office, Clerk of the
Council Office, Community Development Agency, Finance and Management Services, and Santa
Ana Police Department in accordance with the retention schedule outlined in City Council Resolution
2013-014.

DISCUSSION

On April 1, 2013, the City Council approved Resolution 2013-014 ("Resolution”). The resolution and
accompanying Records Retention Schedule provides to the multiple agencies, departments, and
offices of the City guidance on the retention of City records and how long the records need to be
retained. The Schedule reflects the requirements of the Public Records Act, is modeled after the
California Secretary of State's sample for local government, and incorporates other statutory periods
applicable to Santa Ana. Each department makes discretionary decisions on whether to retain
records past the minimum retention period requirements.

Section 5.B of the resolution and the City's municipal code require that the City Attorney approve the
destruction of a City record. Accordingly, the Executive Directors for the City Manager's Office, Clerk
of the Council Office, Community Development Agency, Finance and Management Services
Agency, and Santa Ana Police Department provide lists of obsolete records proposed for destruction.
A copy of each memorandum was reviewed by staff from the City Attorney's Office and approved by
the City Attorney. Each memorandum is attached as an exhibit to this staff report (Exhibits 1-5).
Destruction of these records will serve to benefit each office with more efficient access to files and
support the City's current storage capacity to maintain these obsolete records.

FISCAL IMPACT
There is no fiscal impact associated with this action.

Submitted By: Daisy Gomez, Clerk of the Council

Exhibit: 1. Request for Destruction of Records — City Manager's Office
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Destruction of Records Request
December 1, 2020
Page 2

2. Request for Destruction of Records — Clerk of the Council Office

3. Request for Destruction of Records — Community Redevelopment Agency
4. Request for Destruction of Records — Finance and Management Services
5. Request for Destruction of Records — Santa Ana Police Department
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EXHIBIT 1

MEMORANDUM

To: Sonia Carvalho, City Attorney
City Attorney's Office

From: A~ Rosa Flores, Secretary to the City Manager
Y City Manager's Office

Date: November 2, 2020

Re: REQUEST FOR DESTRUCTION OF RECORDS

The City Manager's Office requests your consent to destroy City records on the
attached listing, in accordance with the retention schedule outlined in City Council
Resolution 2013-14.

Attached is a listing of the records. If approved, please sign under Consent.

Thank you.
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CITY OF SANTA ANA

OBSOLETE RECORDS DESTRUCTION SCHEDULE

CITY MANAGER’S OFFICE
2020
RECORD RECORD RECCRD RECORD RETENTION GOVT CODE
CATEGORY SERIES DESCRIPITION START DATE PERIOD
Contracts entered into by
. . October 1,
Agency/Dept. | the City relating to goods, 4 years GC 34080
Agreements 2016 and
Head Approved | services, legal settlements rior
and programs P
. Forms usedlby the Mayor October 1,
Council and Councilmembers to 2 years GC 34090
Corraspondence - - 2017 and
Requests reguest information fior (d)
and/or staff actions P
“Loose” correspondence
that cannot be 2 years GC 34090
Incoming and legitimately attached to (d)
. . . October 1,
Correspondence Outgoing some major record series 5017 and
General such as AGREEMENT or flor
Correspondence PROJECT P
(City Council)
“Loose” correspondence
" that cannot be 2 years GC 34090
Incomlng and legitlmat_e]y attached ’fo October 1, (d)
Correspondance Outgoing some major record series 2017 and
orresp General such as AGREEMENT or ot
Correspondence PROJECT P
' (City Manager's Office)
Exception
ilieeféé"izfnzf Mayor and City Council October 1, 3 years Ge 3:090
Payroll | City Manager Office Staff 2017 and (d)
and related fior
Payroll Reports P
October 1
DPV forms, Petty Cash !
Reports ﬁl;c:oaubr;:s Receipts, Credit Card 201;;“(1 2 years GC 34090
Y Statements P
. October 1
Councilmembers | Travel forms and related !
Travel Folders and CMO Staff documentation ZOSE:rnd 2 years GC 34090
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APPROVE:

-
A -

Kristine Ridge

Date
City Manager
RECORDS DESTROYED:
Volume Weight
In Cubic Feet in Pounds
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CONSENT:

Sonia R. Carvalho Date
City Attorney

AUDITED BY:

Rosa Flores Date

Secretary to the City Manager



EXHIBIT 2

MEMORANDUM

To: Sonia R. Carvalho, City Attorney Date: November 2, 2020
From Norma Mitre, Assistant Clerk of the Council

Subject: , REQUEST FOR DESTRUCTION OF RECORDS

The Clerk of the Council requests your approval to destroy City records on the

attached listing, in accordance with the retention schedule outlined in the City Council
Resolution 2013-014,

Thank you.

Attachments:
Clerk of the Council Destruction Schedule

C:\USERSlNMITRE\APPDATA\LOCAL\MlCROSDFI'\WINDOWS\|NETCF‘,CHEtCONTENT.OUTLODK\A&NRUBIL\WIP_MEMD _DEPT RECORDS DESTR_REQUEST MADE TO CAO_DECEMBER 12020 (NO).DOC
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CITY OF SANTA ANA

OBSOLETE RECORDS DESTRUCTION SCHEDULE
' CLERK OF THE COUNCIL OFFICE

December 2020
RECORD RECORD RECORD | RETENTION CODE
CATEGORY |  SERIES RECORD DESCRIPTION START DATE | PERIOD
GENERAL Payroll Leave of Absence Requests Pay period, | 2 years GC
RECORD (LOAs) and copy of departmental Year : 34090(d)
reports
2016-2017
BOARDS & Applications | Applications for B&C positions Folder Year | 2 years GC 34080
COMMISSIO | for Boards & | received during a calendar year Date
NS (B&C) Commissions | and not acted upon by the Council
Commitiees — 2014-2017
Not Selected
Applications | Selected Folder Year | Current+ | GC 34090
for Boards, Date 5 years
Commissions
Selected 2014-Prior
Committeas
CLERK - Appeals — | Hearing Officer Reports, Appeal C+2 GC Sec.
ADMINISTRA Santa Ana | correspondence memoranda, and | Application years 34090;
TION Municipal other documents relating to SAMC Date SAMC
Code (SAMC) | Chapter 3 appeals. Chapter 3
Chapter 3 2013 -~ 2017
Code of Code of Ethics and Conduct Receipt T+ 3 GC 34090
Ethics certification Yadopted June 2, Date years,
' 2008) submitted by elected Laserfich
officials and members of 2016-Priot e
appointed boards, Commissions permane
and Committees nt
Miscellaneous | Includes both incoming and Folder Year | 2 years GC 34000
Correspon- | outgoing general correspondence, Date '
dence including letter and email along
with citizen feedback; various 2016-2017

files, not related to specific cases
and not otherwise specifically
covered hy the retention schedule,
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RECORD REGORD RECORD | RETENTION |  CODE
CATEGORY SERIES RECORD DESCRIPTION START DATE | PERIOD
Agenda Council Meeting, Successor Folder Year | Hardcopy GC
Packets Agency, Santa Ana Financing Daie - 2 years, '50118;
Authority, Commissions agenda (maging - GC
packet materials, e.g., Requests 2016-2017 | Permane 34090.5
for Council Action (RFCA’s) and nt
backup information on Council (available
Agenda items - Originals can be from
imaged immediately for 2004 to
permanent retention, if desired. present
The imaged record can serve as only)
the permanent record, if desired.
FAIR Campaign | Original statements of candidates Election 5 years GC
POLITICAL Statements — | and supporting committees for {can 81008(b)
PRACTICES | candidate for | candidates for Mayor, City Council | 2005-2013 image GC
(FPPC) Mayor, City after 2 81008(g)
Council — not years)
slected )
{originals)
Campaign Criginal Statements of all other Election 7 years GC
Statements persons and committees; other (can 81009(c),
for other than | original reports and statements 2007-2013 image {e)
Mayor, City . after 2 GC
Council; other years) 81009(g)
campaign
reports
(originals) _
Ethics - Records required to be kept under | Filing Year Hardcopy GC
Training Gov. Code sections 53235.2 -5 years 532352
Records (AB | (effective 1/1/06). Records must 2014- Prior after
1234; show dates officials satisfied the receipt of
effective training requirements and the training;
1/1/2008) entity that provided the training. Laserfich
: Applies to boards and e-—
commissions, and elected Permane
officials. nt.
Statements of | Originals of statements of Filing Year | 7 years GC 81009
Economic desighated employees {can (CH (o))
[nterest — 2011- 2012 image
Form 700 after 2
{originals) © years)

{non-elected)
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OBSOLETE RECORDS DESTRUCTION SCHEDULE
CLERK OF THE COUNCIL OFFICE

DECEMBER 2020
RECORD RECORD RECORD | RETENTION | CODE
CATEGORY |  SERIES RECORD DESCRIPTION STARTDATE | PERIOD
PUBLIC Public Redquest from the public for Receipt 2 Years GC 34090
RECORDS Records documents retained by the City Date
REQUEST Request
2016-2017
CLERKS Miscellaneous | Log of documents received by the | Folder Year | 3 Years GC 34090
LOGS Logs Clerk and other actions under Dats
' various SAMC sections:
+ Alcoholic Beverage Control 2015-2016
{ABC)
COUNCIL Agendas | Original Meeting Agendas: City | Folder Year | Hardcopy GC Sec.
MEETINGS ' Council, Redevelopment Agency, Date - 2 years, 34000,
Successor Agency, Santa Ana Imaging 34090.5
Financing Authority, Special 2016-2017 Copy -~
Meetings, Commisgsions — Permane
agendas and packets can be ht (2004
imaged immediately for to
permanent retention, if desired. A present)
paper copy can be maintained for
one year, if desired.
Agenda Notices — Public Meetings Folder Year | 2 years
Notices including Special Meetings. Date
2016-2017
Agenda Affidavits of Publication / Posting - | Folder Year | 2 years
Publications Proof of publication or posting of Date
' legal notices — examples of legal
notices. Notice of Public Hearing, | 2016-2017

Notice of Lien, etc.
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OBSOLETE RECORDS DESTRUCTION SCHEDULE
CLERK OF THE COUNCIL OFFICE

DECEMBER 2020
RECORD RECORD RECORD | RETENTION CODE
CATEGORY SERIES RELORI (DESCRIPTION START DATE | PERIOD
OPEN Open The Santa Ana Municipal Code Year 3 Years GC 34090
CALENDARS | Calendars (SAMC) Chapter 2, Article H1.111,
(Sunshine Section 2-155 requires the 2015-2016
Provision) Calendars of Certain Officers to
be posted on the City's website.
e City Council and Executive
Management Team calendars
PREPARED BY: CONSENT BY:
N A O 1] 52020 bepuu A@M@ [/ //ﬁ/m
orma Orozco ate: Daisy Gome Date
Deputy Clerk of the CouncII Clerk of the Council
RECORDS DESTROYED: APPROVED BY:
Number of Boxes : Qf@”@- A P\MN 11/18/2020
for Sonia R. Carvalho Date

City Attorney
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EXHIBIT 3

MEMORANDUM

Sonia Carvalho
To: City Attorney Date: November 16, 2020

Steven A. Mendoza @

From: _Community Development Executive Director

Subject: Request For Destruction Of Records

The Community Development Agency requests your consent to destroy the
city records identified on the attached listing in accordance with the retention
schedule outlined in City Council Resolution 2013-016.
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CITY OF SANTA ANA
OBSOLETE RECORDS DESTRUCTION SCHEDULE
COMMUNITY DEVELOPMENT AGENCY

2020
RECORD RECORD RECORD RECORD REMARKS
CATEGORY SERIES DESCRIPTION DATES
Forms to charge labor expenditures
Payroll Tlmeslﬁzgfsption to applicable Fund and Activity DecaeI:rgjberriozrm 2
other than home account p
Leave of Absence B
Payrol] (except Mad Leave, Autharizing absence forms Dec:f:;bil;{iﬂ'l 2
sea Personnel) P
_ . Code of Civil
Admin Services Loan Flles D()c?)%mrsgﬁzig:a:ﬁ:gli)nﬁ);;he Prior to 2000 Procedures Sec.
337 GGC 34090
Contracts entered into by the
Agency and City relating to goods, January 1996 — Code of Civil
Admin Services Agreements services, legal settlements and Jul y2007 Procedures Sec.
pragram responsibilities; includes y 337 GC 34090
joint powers agreements.
. Workforce Investment Participant payroll records
DES;gomgnt Act (WIA) and Special (timecards, participant profiles, Dec:rr]gberr; 021'01 2 zgffzbigﬂ
P Projects payroll printouts) P ' )
Economic Er o.\:v::rdrgganlt Zone Contracts and other backup data far | December 2009
Development P Grant processing invoices and prior
Workforce Invastment Oversight and moni'torriﬁrgr feports
DE\?;r;Omlgnt Act (WIA) & Special including backup data and program June 23;? and 29970 EZTE}Pgrt
P Projects operator audit reports P ' X2)
Econcmic Workforce Investment Subgrantee agreements, plans, June 2009 and 20CFR, Part
Development Board (WIB) participant and fiscal reports prior 97.42(b)(2)
Economic Workforce investment . -
WIA Forms (enroliment and various 29CFR, Part
Development Act (V.\{:!Qj ::) gpecial participation forms) FY 2011 - 2014 97,42(b)(2)
. Worlkforce Investment ' '
Economic . WIA Forms (enrollment and various 20CFR, Part
Act {WIA) & Special 1 FY 2013 - 2014 !
Development Projects participation forms}) 97,42(b)(2)
. Ecanomic Vz\i'ﬂtk(f\%% Igvsesterggl*lt WIA Forms (enroliment and varlous Sep 2012 - 29CFR, Part
Bevelopment Broi P particlpation forms) July 2013 97,42(n)(2)
rojects
Economic VX(:;I&ovr&e)lgvgggn&z?t WIA Forms (enroliment and varlous | FY 2012 — 2013 20CFR, Part
Development Projects participation forms) 97,42(h)(2)
Economic V}i‘g’;k(m‘f) 'g"g;g‘;i‘;?t WIA Forms (enroliment and various | FY 2008 -2010 | 20CFR, Part
Development Projacts participation forms) to 2013 - 2014 07,42(h)2)
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RECORD RECORD RECORD RECORD REMARKS
CATEGORY SERIES DESCRIPTION DATES
: Workforce Investment :
Economic Act (WIA) & Special WIA Forms (elnroi'lment and various FY 2012 — 2014 29CFR, Part
Development Proi participation forms) 97,42(b)(2)
rojects
Economic Workforce Investment |y, Forms (enroliment and various | FY 2012 — 2014 29CFR, Part
Development Act (WlA} S Spesial participation forms) 97,42(b)(2)
Projects !
i Workforce Investment
Economic Act (WIA) & Special Contracts and other backup data for | 2010 — 2011 to 29CFR, Part
Development Projects processing invoices. 2013 - 2014 97,42(b)(2)
; Workforce Investment
Economic Contracts and other backup data for 29CFR, Part
Development Boafd (WUT\) & processing FYeols—eolq 97,42(b)(2)
Special Projects .
Economic Workforce Investment Subgrantee Agreements, plans, FY 2013 — 2014 29CFR, Part
Development Board (WIB) participant and fiscal repaorts. 97,42(b)(2)
. Workforce Investment Oversight and monitoring reports FY 2011 -2012
DE\?;gO?q‘ecnt Board (WIA) & including backup data and program 2012 -2013 & 299$§2RBP2”
P Special Projects operator audit reports. 2013 — 2014 42(b)(2)
; Workforce Investment 3
Economic Board (WIA) & Original Procurement Documents 2012 - 2013 & 29CFR, Part
Development Special Projects (Proposals, RFP's, Rating Sheets) 2013 - 2014 97,42(b)(2)
Subgrantee Agreements, plans, 2011 - 2012,
Economic Workéc;r;:r% I(%?gt)ment participant and fiscal reports. 2012 - 2013 29CFR, Part
Development Meeting Records (agenda packets & 2013 -2014 97,42(b)(2)
and minutes)
. Workforce Investment | Qversight and monitoring reports
ngeglgonr:wlgnt Board (WIA) & including backup data and program | FY 2012 — 2014 25.{9:;52”
P Special Projects operator audit reports. A42(b)(2)
|
PREPARED BY: CONSENT BY:
= RN AYRe,
B X 734 Jiof =3 0] 162620
Bianca L. Zurita /7 Date Steven Mendoza ’ Date
Commission Secretary CDA Executive Director
RECORDS DESTROYED: AP‘BI;ROHVED BY:
/] 2l F
40 VW tor 11/17/2020
Number of Boxes Sonia Garvalho Date
City Attorney
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EXHIBIT 4

MEMORANDUM

Te: Sonia R. Carvalho, City Attorney
City Attorney’s Office

From: Lulu Medel, Payroll Manager
FMSA
Date: November 12, 2020
Re: REQUEST FOR DESTRUCTION OF RECORDS

The Clerk of the Council requests your consent to destroy city records on the
attached listing, in accordance with the retention schedule outlined in City Council
Resolution 2013-014

Thank you.

T-?W/ﬂl-u—aozoww
’ /

Mulu Medel Date
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CITY OF SANTA ANA
OBSOLETE REGORDS DESTRUCTION SCHEDULE
FINANCE AND MANAGEMENT SERVICES

2020
RECORD RECORD RECORD RETENTION | RECORD
CATEGORY SERIES DESCRIPTION PERIOD DATES
PAYROLL Attendance Reports Daily attendance postings 10years | 2009 and
prior
Check Registers Pay period employee earnings and deductions 2009 and
10 years prior
W2's and EE Earning . . 4 years 2015 and
Report YTD W2 Earnings {ER copies of W2) orior
Retirement CalPERS S3alary, gross, contribution reports 10 years 2008 and
prior
Quarterly Reports State quarter earnings and tax reports 10years | 2009 and
prior
Leave of Absence Authorizing absence forms
(for Finance Dept only) 2 years 2017 and
prior
Exception Sheets Labor expenditure charges to applicable 3 years 2017 and
Fund/Activity other than home account prior
PREPARED BY: CONSENT BY:
Kuthnyn Donvins iHow 19, 3030 0,33 PSTY
/ﬁ [Mr\m[ M i9.2028
Lulyf Medel Date Kathryn Downs Date
Pajrgll Manager Executive Director of Finance
Finance and Management Services
RECORDS DESTROYED: ARPPROVED BY:
20 ‘% ‘M
Number of Boxes for Sonja R. Carvalho
City Attorney
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EXHIBIT 5

MEMORANDUM

To: Norma Mitre-Ramirez, Assistant Clerk of August 10, 2020
the Council Office Date:

Rita Ramirez, Police Administrative
Manager
From:

Subject: REQUEST FOR DESTRUCTION OF RECORDS

Aftached you will find for your review, requests for the destruction of Workers
Compensation files, along with requests for the destruction of Withdraws,
Disqualification and Deselection candidate files. This request is submitted on behalf
of the Personnel Unit — PD and are in accordance with the City's Records Destruction
Policy.

If you have any questions or concerns, please let me know. You may contact me at
714-245-8620.

Respectfully submitted,

Rita Rarirez
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CITY OF SANTA ANA
OBSOLETE RECORDS DESTRUCTION SCHEDULE
POLICE DEPARTMENT

Division Name:
POLICE HUMAN RESOURCES

Record Record Series Record Description Record Dates
Category
PERSONNEL Name/attached Workers’ Comp Files All 2012

Prepared by:

Name: Pati Ridge
Title: PT Administrative Aide
Date: 6/18/2020

Number of files to be destroyed: 142

CONSENT BY:
e 4/27/ Zo
Ddvid Valentin™ Date

Chief of Police

APPROVED BY:

QMM/M/\ /0/@5/%

Tamara Bogosian Date[ !
Assistant City Attorney

S e e s S ey e R P S e ey S S S S Y S S S S S R e e e S S S S S S SN S S S e S s S S S S S S Sy S IS S N S S S e e
o e e e e T e T e e S e e I ————————— LT Tttt

Records destroyed by:

Print Name & Badge #

Date of destruction: 7/ / / 97,0

Once your records have been destroyed return this form to the Records Manager and keep
a copy of this form for your files.

Page 1
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CITY OF SANTA ANA
OBSOLETE RECORDS DESTRUCTION SCHEDULE
POLICE DEPARTMENT

Division Name:
POLICE HUMAN RESOURCES

Record Record Series Record Description Record Dates
Category
PERSONNEL | Name/attached Workers’ Comp Files All 2013

Prepared by:

Name: Maria Martinez
Title:  Secretary (PTCS)
Date: 6/18/2020

Number of files to be destroyed: 149

CONSENT BY:

David Valertin Date
Chief of Police

APPROVED BY:

Il — blaalo

Tamara Bogosian Date ' '
Assistant City Attorney

) \
Records destroyed by: ¢ 3

Print Name & Badge #

Date of destruction: '7‘/ )/ (QO

Once your records have been destroyed return this form to the Records Manager and keep
a copy of this form for your files.

Signature

Page 1
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CITY OF SANTA ANA
OBSOLETE RECORDS DESTRUCTION SCHEDULE
POLICE DEPARTMENT

Division Name:
POLICE HUMAN RESOURCES

Record Record Series Record Description Record Dates
Category
PERSONNEL Name/attached Workers’ Comp Files All 2014

Prepared by:

Name: Maria Martinez
Title: Secretary (PTCS)
Date: 6/19/2020

Number of files to be destroyed: 141

CONSENT BY:
= .
gl fv/f/?/zﬂ
{__David Valentin Date

Chief of Police

APPROVED BY:

(g

Tamara Bogosian
Assistant City Attorney

Records destroyed by:
Print Name &

Date of destruction: 7/’7//&0 20

Once your records have been destroyed return this form to the Records Manager and keep
a copy of this form for your files.

Page 1
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CITY OF SANTA ANA
OBSOLETE RECORDS DESTRUCTION SCHEDULE
POLICE DEPARTMENT

Division Name: POLICE PERSONNEL SECTION

Record Category | Record Series Record Description Record Dates
PERSONNEL Name/attached | Withdraws, Disqualifications, Jan — Dec 2013
Deselected

Prepared by:

Name: Pati Ridge

Title: P/T Administrative Aide
Date: 1/14/20

Number of background files to be destroyed: 109

CONSENT BY:

e
! David V in, Chief of Police ate

‘Police Department

API\’ROVED BY:

[ N~ bl

Tarhafa Bogosian Date
Assistant City Attorney

Records destroyed by: %‘,\1 (le ‘gf 8200 _%f ﬁ%@ »
Signature

Print Name & Badge #
Date of destruction: b// Dl QD

Once your records have been destroyed return this form to the Records Manager and keep
a copy of this form for your files.

Page 1
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CITY OF SANTA ANA
OBSOLETE RECORDS DESTRUCTION SCHEDULE
POLICE DEPARTMENT

Division Name: POLICE PERSONNEL SECTION

Record Category | Record Series Record Description Record Dates
PERSONNEL Name/attached | Withdraws, Disqualifications, Jan — Dec 2012
Deselected

Prepared by:

Name: Pati Ridge

Title: P/T Administrative Aide
Date: 1/14/20

Number of background files to be destroyed: 107

{DavidValentin, Chief of Police Dafe

Police Department

APPROVED BY:

Tamara Bodosian Ddte
Assistant City Attorney
================================================‘_(=_
‘ 5 N A A \
Records destroyed by: | ée/—ﬁrg) OD C) y ‘ :
. Print Name & Bddge # Sighature d
Date of destruction: E&Q/}JQ%

Once your records have been destroyed return this form to the Records Manager and keep
a copy of this form for your files.
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