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March 19,2013 
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FROM: City Manager 
Prepared by: Chief Deputy City Clerk 

SUBJECT: REVISIONS TO THE PUBLIC WORKS DEPARTMENT RECORDS 
RETENTION SCHEDULE 

RECOMMENDATION: 

That the City Council adopt a resolution approving an update to the Public Works 
Department Records Retention Schedule as contained in the adopted Document 
Management Program. 

BACKGROUND: 

On July 17, 2001, the City Council approved a Document Management Program, 
including an updated Records Retention Schedule, which established uniform 
guidelines for the retention and disposition of records throughout the City. Since that 
time, the City Council has approved numerous revisions to the retention schedule. The 
last update was approved by the City Council on August 21, 2012. 

The update proposed is to the Public Works Department Retention Schedule only. A 
compliance review on a Proposition 1 B Transit Grant resulted in a finding that the 
Records Retention Schedule must reference a retention period of 35 years after the 
closeout of the project. The Public Works Department Retention Schedule does not 
currently have a retention period established for grants. No other updates are being 
proposed for other departments at this time. 

DISCUSSION: 

The approved Citywide Document Management Program and Records Retention 
Schedule have been in effect for ten years. Departments have been using the Records 
Retention Schedule more regularly and are periodically finding changes that are 
needed. Staff has made a commitment to bring forward amendments to the Document 
Management Program and/or Records Retention Schedule regularly in order to keep 
the Program current and usable. 
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During a compliance review conducted by the California Emergency Management 
Agency (CaiEMA) on the Fiscal Year 2008-09 Proposition 1 B Transit Grant, a finding 
was made requiring formal corrective action. 

The finding indicated that " ... a// grantees who receive Proposition IB funding shall 
maintain records for thirty-five (35) years upon project closeout .... " A list of record types 
was also included as a requirement in the corrective action request. A formal corrective 
action plan is required within 30 days to avoid impacts to future Proposition 1 B funding. 
By adding Proposition 1 B grants to the Public Works Department Retention Schedule 
and including the 35-year retention period as a condition in contracts funded by 
Proposition 1 B, the City will comply with applicable state and federal regulations relating 
to projects funded with Proposition 1 B funds and satisfy the requirements of CaiEMA. 
CaiEMA requires that contractors working on Proposition 1 B funded projects must also 
adhere to the same retention guidelines imposed on the City. The 35-year retention 
requirement will be included in all future contractor agreements for Proposition 1 B 
funded projects. 

Other Public Works grants were also added to the retention schedule. The proposed 
changes to the Public Works Department Records Retention Schedule are included in 
Exhibit "A" to the resolution. 

Alternatives: 
Should Council choose not to approve the recommended changes, the current Records 
Retention Schedule would remain in effect as-is which would limit the management of 
grant-related records, and cause the City to be ineligible for Proposition 1 B funds. 

Fiscal Considerations: 
Regular updates to the Document Management Program and Records Retention 
Schedule provides for the legal destruction of records resulting in space savings and 
better utilization of storage space; and place parameters on the retention of records 
associated with grants. 

Impact to the Community: 
Maintaining a Document Management Program and Records Retention Schedule that is 
current and conforms with existing law ensures that City records are retained for the 
benefit of the public and are destroyed properly in accordance with legal requirements. 


