
City of San Leandro

Meeting Date: October 5, 2015

Staff Report

Agenda Section:File Number: 15-191 CONSENT CALENDAR

Agenda Number: 8.F.

TO: City Council

FROM: Chris Zapata
City Manager

BY: Lianne Marshall

Assistant City Manager

FINANCE REVIEW: Not Applicable

TITLE: Staff Report for a Resolution Approving Updated Records Retention 

Schedules for City Records, and Approving the Destruction of Records in 

Accordance with the Retention Schedules, Subject to the Review and Consent 

of the City Attorney

SUMMARY AND RECOMMENDATIONS

Working with City departments and a local government records consultant, staff prepared 

records retention schedules that specify the retention periods for records kept by the City.  

Staff recommends that the City Council adopt a resolution approving the updated records 

retention schedules for the following departments/divisions: Business Development, City 

Clerk, Citywide, Community Development, Engineering and Transportation, Human 

Resources, and Police.  Adoption of the resolution will complete the update of the City’s 

records retention schedule. 

BACKGROUND

Cities are responsible for managing many different types of records for various governmental 

purposes. Certain records, such as agreements and purchase orders, are vital to the conduct 

of a city’s day-to-day business; while others, such as meeting minutes, are important historical 

records.

California Government Code Section 34090 et. seq. provides general requirements for the 

retention of local government records, as well as specific requirements for certain types of 

records.  Retention periods for various types of records are also specified elsewhere in 

federal, state or local law.  For example, in 2012 the City Council adopted Title 10, Chapter 6 

of the San Leandro Administrative Code, which requires the City to retain emails for a 

minimum of two years. Variations in retention periods, as allowed by statute, can be 

recommended by staff to meet various public or business interests.

The Government Code provides various methods for a city to manage its records program.  
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One alternative allows the City Council to delegate decisions regarding the retention and 

destruction of records to City staff, once a compliant records retention schedule is in place.

A records retention schedule is a comprehensive inventory of the records maintained by the 

City.  A retention schedule assists City staff in managing the storage of records that must be 

retained, the timely disposal of records no longer needed, and the preservation of records that 

are of historical value.

Analysis

The last City-wide retention schedule was adopted in 1998 by Resolution No. 98-16.  Due to 

changes in the law, as well as changing business needs and records management demands, 

major revisions to the City’s current retention schedule are required.

The City Clerk’s Office engaged a local government records consultant, Gladwell 

Governmental Services, Inc., to assist staff from all City departments in revising each 

department’s records retention schedule. The departmental retention schedules proposed for 

adoption were reviewed and approved by the respective department head and the City 

Attorney’s Office.

At the March 16, 2015 City Council meeting, the City Council adopted the records retention 

schedules for the following departments/divisions: Mayor and City Council, City Attorney, City 

Manager, City Clerk, Information Services, Finance, Library, Public Works, and Recreation 

and Human Services.

Staff requests that the City Council approve the updated records retention schedules for the 

following departments/divisions: Human Resources, Community Development, Business 

Development, Police, Engineering and Transportation, and Citywide. Further revisions are 

also proposed for the City Clerk schedule.  An increase in the retention of City Council 

meeting video recordings, from 5 years to 10 years, will offer greater public access.  This 

increase in retention period is consistent with the practice of other neighboring cities when 

providing online access to several years of City Council meeting videos.  Also, a few items are 

added or modified because the Fair Political Practices Commission (FPPC) issued additional 

forms and retention guidelines.  

Current Agency Policies

The current City-wide retention schedule was adopted by the City Council on February 2, 

1998, by Resolution No. 98-16.

Previous Actions

· Current Citywide records retention schedule was adopted by Resolution No. 98-16 on 

February 2, 1998.

· New records retention schedules for Mayor and City Council, City Attorney, City Manager, 

City Clerk, Information Services, Finance, Library, Public Works, and Recreation and 

Human Services were adopted by the City Council on March 16, 2015, by Resolution No. 
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2015-064.

Legal Analysis

The City Attorney’s Office reviewed and approved the attached records retention schedules 

proposed for adoption.

Fiscal Impacts

None.

ATTACHMENTS

Attachment to Staff Report

· Resolution 98-16, Adopting Records Retention Schedule

Attachments to Resolution

· Records Retention Schedule: Business Development

· Records Retention Schedule: City Clerk

· Records Retention Schedule: Citywide

· Records Retention Schedule: Community Development

· Records Retention Schedule: Engineering & Transportation

· Records Retention Schedule: Human Resources

· Records Retention Schedule: Police

PREPARED BY:  Tamika Greenwood, City Clerk, City Manager’s Office
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INTHECITYCOUNCILOFTHECITYOFSANLEANDRO

RESOLUTIONNO9816

1272

RESOLUTIONADOPTINGRECORDSRETENTIONSCHEDULEAUTHORIZING

CITYCLERKTOMAINTAINRECORDSANDDESIGNATINGSPECIFIC

DEPARTMENTSASOFFICEOFRECORD

RECITALS

WHEREASGovernmentCodeSection34090etseqsetsforthcertainlegal
requirementsrelatingtotheretentionofcertainmunicipalrecordsand

WHEREASOtherCodesbothStateandFederalalsospecifyotherretention

requirementsforspecificpublicrecordsand

WHEREASThisCouncilrecognizesthatnotwithstandingtheirlegalvaluecertain

recordsoftheCityhavelongeradministrativeoperationalevidentialandhistoricvalue

and

WHEREASItisappropriateandfeasibletodealwithpublicandotheradministrative

recordsinaresponsibleeconomicandtimelymannerand

WHEREASWiththeassistanceofaRecordsManagementConsultanttheCityClerk

hasrecommendedaRecordsRetentionScheduleattachedasExhibitAwhichhasbeen

reviewedandapprovedbytheCityAttorney

NOWTHEREFOREBEITRESOLYEDthatthespecificdepartmentsidentifiedinsaid

RetentionScheduleareherebydesignatedastheOfficeofRecordandassuchshallbe

responsibleforallofficialrecordssoidentifiedandshallkeepthoserecordsincompliance

withapplicableschedulesandlaws

FURTHERthattheRecordsRetentionScheduleattachedheretoasExhibitAand

madeaparthereofwhichhasbeenapprovedbytheCityAttorneyascomplyingwith

FederalandStateauthoritiesandgenerallyacceptedrecordsmanagementpracticesis

herebyadopted

FURTHERtheCityClerkisherebydirectedtoconductareviewofthereferenced

schedulewiththeCityAttorneyonaperiodicbasisandtopresentanyrevisionstothe

CityCouncilforschedulemodificationasfromtimetotimemaybenecessarytokeep
retentioninformationcurrentandtimely

BEITFURTHERRESOLYEDthattheCityClerkbeandhesheisherebyauthorized

anddirectedtomaintaintherecordsitemizedontheadoptedschedulefortheperiodsof

timesodesignatedandthereaftertodestroysamewithoutfurtherauthorization



IntroducedbyCouncilMemberPolvorosa

2nddayofFebruary1998bythefollowingcalledvote

andpassedandadoptedthis

MembersoftheCityCouncil

AYESCouncilMembersGalvanGlazeLoefflerLothropPolvorosaYoung
MayorCorbett7

NOESNoneo

ABSENTNoneo

Attest



EXHIBITMATORESOLUTIONNO

EXCEPTIONSTODESTRUCTION

Thefollowingdocumentsshallnotbesubjecttodestructionexceptif1

microfilmedorreproducedbyothermediumwhichdoesnotpermitadditions

deletionsorchangestotheoriginaldocumentinaccordancewiththeprovisions
ofGovernmentCodeSection340905or2anaccurateandcomplete

duplicationexistsinaccordancewiththeprovisionsofGovernmentCode

Section340907

1Requestsfordestruction

2Recordsaffectingtitletorealpropertyorliensthereon

3Courtrecords

4Recordsrequiredtobekeptbystatute

5Recordslessthantwoyearsold

6TheminutesordinancesorresolutionsoftheCityCouncilor
PlanningCommissionoranycityboardorcommission



RECORDSRETENTIONSCHEDULE

CITYOFSANLEANDRO

RECORDOFFICEOFRECORDRETENTION

InMonths
ActiveTotal

AUTHORITY

AbatementsPlanning024fTo96fTAdmin

AccountingGeneralFinance024060Admin

AccountsPayableReceivableFinance024060Admin

AcquisitionCityClerk024999GC

RealProperty

AffidavitsofPublicationCityClerk024060Admin

Agendas024120Admin

CityCouncilCityClerk

BoardsStaffLiaison

CommissionsStaffLiaison

EDARedevelopment
IDACityClerk

ParkingAuthorityCityClerk

RDARedevelopment
SubcommitteesCouncilCityManager

AnnexationRecordsCityClerk024999GC

AppealsCityClerk024036Admin

AppointmentsCouncilCityClerk024036Admin

AppraisalsCityClerk024999Admin

ArticlesofIncorporationCityClerk024999CFR

AssessmentDistrictRecords

FormationDocumentsCityClerk024999MAdmin

FinancialDocumentsFinance024999MAdmin

MapsEngineering024999MAdmin



RECORDOFFICEOFRECORDRETENTIONAUTHORITY
InMonths

ActiveTotal

Audits
FinancialStatementsFinance024999CFR

ManagementAuditsCityManager024120Admin

BankStatementsReconciliationsFinance024060Admin

BondRecordsFinance024999GC

BudgetsCityFinance024999Admin

BuildingConstructionBuilding024999MUSC

PermitsLifeofStructure

BuildingProjectsBuilding024999MUSC

LifeofStructure

BusinessLicenseDataFinance024060Admin

CampaignStatementsCityClerk

SuccessfulCandidatesCommittees024999MEC

UnsuccessfulCandidatesCommittees024060MEC

CIPRecordsEngineering024999HS

CensusDemographicsPlanning024999Admin

Claims

LegalDocumentsCityAttorney024fT06OfTAdmin

FinancialDocumentsFinance024fT084fTAdmin

CodeEnforcementDataDevelopmentServices024060Admin

CommendationsCityClerk024060Admin

ConflictofInterestCodeCityClerk024SAdmin

ContractsGeneralCityClerk024fT120fTAdmin

CorrespondenceGeneralDepartment024024Admin

DeedsofTrustCityClerk024999GC



RECORDOFFICEOFRECORDRETENTIONAUTHORITY

InMonths

ActiveTotal

DeferredCompensationFinance024999CFR

DesignReviewCasesPlanning024999GC

DivestmentPropertyCityClerk024999GC

EasementsCityClerk024999GC

EconomicDevelopmentRedevelopment0241T0601TAdmin

Programs

ElectionResultsCityCityClerk048999Admin

EmergencyPreparednessPolice024SAdmin

Plan

EminentDomainCityClerk024999GC

Judgments

EmployeeRecordsHumanResources

EmploymentApplications024024Admin

TestResults024024Admin

PersonnelAllIT999CFR

TrainingPrograms024060Admin

EncroachmentPermitsEngineering0241T0481TAdmin

EIRsPlanning024999GC

FacilityPlansSpecsPublicWorks024999MHS

FeesFinesFinance024060Admin

FidelityBondsCityClerk0241T0241TAdmin

CityEmployees

FormsBlankDepartmentDRDRAdmin



RECORDOFFICEOFRECORDRETENTIONAUTHORITY

InMonths
ActiveTotal

FranchiseAgreementsCityClerk024999MAdmin

GeneralPlanAmendmentsPlanning024999Admin

GradingPermitsEngineering024048Admin

Grants

FinancialDocumentsFinance024A060AAdmin

ProjectDocumentsDepartment024A060AAdmin

HistoricalDataofCityCityClerk024999Admin

HousingProgramsPlanning024A060AAdmin

InsurancePolicies
GeneralFinanceITITAdmin

WorkersCompFinanceITITAdmin

InventoryFixedAssetsFinance024999MAdmin

LegalOpinionsCityAttorney024999Admin

LiensCityClerk024999GC

LitigationCityAttorney0241T0601TAdmin

LoansFinance024999GC

LotLineAdjustmentsCityClerk024999GC

MaddyActComplianceCityClerk024060Admin

MapsCityEngineering024999Admin

MasterPlansPlanning024999Admin



RECORDOFFICEOFRECORDRETENTIONAUTHORITY

InMonths
ActiveTotal

MeetngPackets024120Admin

CouncillRDACityClerk

BoardsStaffLiaison

CommissionsStaffLiaison

EDACityClerk

IDACityClerk

ParkingAuthorityCityClerk

SubcommitteesCouncilCityManager

MeetingTapes060060Admin

CouncillRDACityClerk

BoardsStaffLiaison

CommissionsStaffLiaison

EDACityClerk

IDACityClerk

ParkingAuthorityCityClerk

SubcommitteesCouncilCityManager

Minutes024999GC

CouncillRDACityClerk

PlanningCommissionPlanning
SubcommitteesCouncilCityManager

NegativeDeclarationsPlanning024999GC

NewslettersCityCityClerk024999Admin

NominationPapersCityClerkTermplus048EC

NoticesPublicHearingCityClerk024fT060fTAdmin

OathsofOfficeCityClerkTermplus012Admin

OrdinancesCityClerk024999GC

ParcelMapDataEngineering024999GC

Transportation

ParkingRegulationsPolice024ISAdmin

ParksCityImprovementsEngineering024fT06OfTAdmin

Payroll
RegistersFinance024060Admin

EmployeeRecordsFinance024999Admin

PERSandW2s



RECORDOFFICEOFRECORDRETENTIONAUTHORITY

InMonths
ActiveTotal

PetitionsCityClerk

InitiativeJReferendumRecall008AfterElectionEC

NotaPublicRecord

PoliciesCityCityClerk024999Admin

PressReleasesCityCityClerk024060Admin

ProclamationsCityClerk024060Admin

PublicationsCityCityClerk024999Admin

PurchasingRecordsFinance024120Admin

RecordsDispositionCityClerk024999GC

Data

RecordsRetentionScheduleCityClerkSSAdmin

RedevelopmentProjectsRedevelopment024T999Admin

ReferenceResourceMaterialsDepartmentDRDRAdmin

Resolutions120999GC

CouncilCityClerk

PlanningCommissionPlanning
EDARedevelopment
IDACityClerk

ParkingAuthorityCityClerk

RDARedevelopment

RevenueSummaryFinance024060Admin

RostersofCityOfficials

ElectedOfficialsCityClerk048999Admin

AllOthersCityClerk048120Admin

SolidWasteManagementPublicWorks024060Admin

RecyclingRefuse



0

RECORDOFFICEOFRECORDRETENTIONAUTHORITY

InMonths

ActiveTotal

StatementsEconomicInterestCityClerk

OriginalsFiledwithCity048084GC

OriginalsFiledwithFPPC048048GC

StreetImprovementsPublicWorks024999Admin

StudiesDepartment024060Admin

SubdivisionsPlanning024999GC

TaxationFinance024060Admin

TrafficRegulationsEngineering024060Admin

UsePermitsPlanning024999Admin

UtilitiesEngineering024060Admin

VariancesPlanning024999Admin

WarrantsFinance024060Admin

WorkersCompCasesFinance024fT360fTCFR

ZoningRezoningCasesBuilding024999Admin

KeyIAAfterAudit

DIRDestroyWheneverNoLongerRelevant

1MMicrofilmAfterTwoYears

ISUntilSuperseded
fTAfterCompletionSettlementorTermination

999Permanent

AdminAdministrativeorHistoricalResearchValue

CFRCodeofFederalRegulations
ECCaliforniaElectionsCode

GCCaliforniaGovernmentCode

HSCaliforniaHealthandSafetyCode

UBCUniformBuildingCode

December181997



City of San Leandro

Meeting Date: October 5, 2015

Resolution - Council

Agenda Section:File Number: 15-192 CONSENT CALENDAR

Agenda Number:

TO: City Council

FROM: Chris Zapata
City Manager

BY: Lianne Marshall

Assistant City Manager

FINANCE REVIEW: Not Applicable

TITLE: RESOLUTION Approving Records Retention Schedules for City Records, and 

Pursuant to State Law, Approving the Destruction of Records in Accordance 

with the Retention Schedules, Subject to the Review and Consent of the City 

Attorney

WHEREAS, the City Council adopted Resolution No. 98-16 on February 2, 1998, 

approving a Records Retention Schedule, authorizing the City Clerk to maintain records, and 

designating specific departments as an “office of record”; and

WHEREAS, due to changes in the law, as well as changing business needs and 

records management demands, City staff worked with a local government records 

management consultant to revise and update the Records Retention Schedules for City 

departments/divisions; and

WHEREAS, the records retention schedules for the following departments and 

divisions, were reviewed and approved by the respective department and the City Attorney’s 

Office:

· Business Development

· City Clerk

· Citywide

· Community Development

· Engineering & Transportation

· Human Resources

· Police

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of San 

Leandro approves the Records Retention Schedules for the departments and divisions as 

listed above, copies of which are attached hereto and incorporated herein by reference, and 

grants approval for the destruction of records in accordance with the records retention 
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schedules and State Law, subject to the review and consent of the City Attorney; and

BE IT FURTHER RESOLVED that the City Council of the City of San Leandro hereby 

authorizes the City Clerk and City Attorney to approve modifications to the Records Retention 

Schedules that are required due to changes in the law or applicable regulations, or to comply 

with best management practices, for all departments citywide, without further action by the 

City Council.
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The documents listed as attachments are available for public review at the City Clerk’s Office. 
 




