RESOLUTION NO. 2623-10

A RESOLUTION OF THE TOWN COUNCIL
- OF THE TOWN OF WINDSOR
UPDATING THE TOWN OF WINDSOR RECORDS MANAGEMENT MANUAL AND
RECORDS RETENTION SCHEDULE
AND AUTHORIZING THE DESTRUCTION OF CERTAIN RECORDS

WHEREAS, Government Code Section 34090 et. seq. sets forth certain legal requirements
relating to the retention of certain municipal records; and

WﬁEREAS, other codes, both State and Federal, also specify other retention requirements for
specific public records; and

WHEREAS, the Town Council recognizes that, notwithstanding their legal value, certain
records of the Town have longer administrative, operational, evidential and historic value; and

WHEREAS, it is appropriate and feasible to deal with public and other administrative records in
a responsible, economic and timely manner; and '

WHEREAS, the Town of Windsor Records Management Manual and Records Retention
Schedule has been extensively reviewed by Department Heads, Records Coordinators, the Town
Attorney, and the Town Clerk as Records Manager; and

WHEREAS, Town Council approval of an updated Records Management Manual and Records
Retention Schedule for the Town of Windsor constitutes continuing approval for the Department
Head to properly dispose of the obsolete records as indicated on the Records Retention Schedule
with the concurrent approval of the Town Clerk as Records Manager and the Town Aftorney.

NOW, THEREFORE, BE IT RESOLVED THAT the updated Records Management Manual
and Records Retention Schedule attached hereto as Exhibit A and made a part hereof is hereby
adopted; and

BE 1T FURTHER RESOLVED that the Town Clerk as Records Manager and Town Attorney
are directed to review these schedules periodically and present any revisions to the Town
Council for modification as from time to time may be necessary to keep retention information
current and timely. '



PASSED, APPROVED AND ADOPTED this 3rd day of March 2010, by the following vote:

AYES: COUNCILMEMBERS ALLEN, FUDGE, GOBLE, SCHOLAR AND
MAYOR SALMON
NOES: NONE

ABSTAIN: NONE
ABSENT: NONE

NN

S@é MON\MAYOR
ATTEST:

7

MARIA DE LA O, TOWN CLERK

Attachment:
Exhibit A — Town of Windser Records Management Manual and Records Retention Schedule.
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INTRODUCTION
The Records Management Manual has been established through the Town Manager’s/Town
Clerk’s Office and contains instructions for the establishment and administration of a Records
Management Program for the Town of Windsor. The basic procedures are to be used in the
retention, maintenance and disposition of all Town records.

AUTHORITY

The Records Management Program for the Town of Windsor is based on State Law governing
public records, generally Government Code Sections 34090, 34090.5, 34090.7.

PURPOSE

The overall purpose of the Records Management Program is to oversee the retention,
preservation and disposition of Town records.

OBJECTIVES

= Orderly retirement and destruction of records no longer required by statute to be retained or
needed for reference.

= Demonstration of compliance with legal retention requirements established by federal, state
and local authorities. '

* Timely transfer of records essential to Town government to low-cost storage, thus reducing
filing equipment and space.

= Protection of records essential to Town government, but which are referred to infrequently.
» Elimination of duplicate records filed in several departments.

* More efficient retrieval of records through better classification and filing systems.

= Preservation of records with long-term or permanent value.

"  Protection of records vital to the Town government in the event of a disaster.
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RESPONSIBILITIES

The Town Clerk shall serve as the Town’s Records Manager.

Each DEPARTMENT shall:

a.

Appoint a Records Coordinator to work with the Town Clerk in implementing the Records
Management Program. This should be someone who is familiar with the nature and purpose
of the department records and with some authority to recommend disposition.

Be responsible for providing the Town Clerk a completed Records Transfer List
(Exhibit 4) to include the records retention code and a detailed list of the content and
description of the records for each box.

Assist the Town Clerk in conducting an inventory of all records created and maintained
within the department.

Annually review the Records Retention Schedule, submitting to the Town Clerk, any
revisions in retention periods, additions, or deletions of records.

With the assistance of the Town Clerk on an annual basis, transfer department records to
long-term storage, using the Records Retention Schedule as a guide.

Prepare, annually, lists of records to be destroyed directly from department files. These are
records which, according to the Records Retention Schedule, are not sent to long-term
storage. The approval of the Department Head, Town Clerk/Records Manager and the
Town Attorney must be obtained before these records may be destroyed.

Working with the Town Clerk, prepare annually a list of records in long-term storage to be
destroyed. These are records, which according to the Records Retention Schedule, are
scheduled for destruction. The approval of the Department IHead, Town Clerk and Town
Attorney must be obtained before these records may be destroyed.

Cooperate with the Town Clerk and Records Coordinators to ensure access to records as
required under the Public Records Act.

Note: Department Heads and/or Records Coordinators assisted by the Town Clerk, will be
responsible for destruction of these records, in accordance with established procedure.




The TOWN CLERK, as supervisor of the Records Management Program shall:

a.  Advise and assist in the preparation of the inventory of all departmental records.

b.  Review the results of the inventory and Records Retention Schedule and make any
recommendations necessary to insure coordination and cooperation in the maintenance,
protection, retention and disposition of all Town records.

c.  Assign box and location numbers for each box submitted for storage.

d.  Approve the transfer of records to storage.

e.  Maintain accurate records of all files in storage, keep such files secure, and provide access
to all stored files within 24 hours, upon request.

f.  Receive and review annual lists of records to be destroyed, per the Records Retention
Schedule. Obtain necessary approvals prior to commencing with destruction of the records.

g.  Upon receipt of the necessary approval, in cooperation with the Records Coordinators, be
_ responsible for the destruction of obsolete records in accordance with established
procedure.

h.  Maintain a list of all records destroyed in accordance with the Records Retention Schedule,
including records destroyed directly by departments.

i Submit to all departments annual requests for review of the Records Retention Schedule,
and any amendments of the schedule as needed. '

The TOWN ATTORNEY shall examine the list of records recommended for destruction and
shall approve or disapprove the destruction of those records.

The Town Aitorney shall review annually the Records Retention Schedule and all proposed
amendments to assure compliance with legal requirements.

The TOWN COUNCIL shall continue to provide final authority for amendments to the Records
Retention Schedule.
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INVENTORY OF DEPARTMENT RECORDS
The Town Clerk, in cooperation with Department Heads and Records Coordinators, will
physically inventory all departmental records - active and inactive. These records can be of
varying media including paper (legal and letter size), computer printout, tape, microforms,
engineering drawings and plans, volumes and any other form that may be currently in use within
the department. This inventory will reveal the types of records, identified and grouped in series,
and the quantities of each that are contained in the department. Each department may be asked to
assign a qualified person who 1s familiar with departmental files to assist in this activity.
The Records Inventory - Appraisal Worksheet (Exhibit 2) will show:
1. If the document is the "record copy" or a duplicate copy.
2. The person and department responsible for the records.
3.  The specific location of each record.
4.  'The period of years covered by the record.
5. The filing arrangement of the records.
6.  The quantity and type of filing equipment used.

7.  The volume of records.

8. A description of the files such that they can be identified by staff not regularly working
with them.

9.  Frequency of reference.

The Department Head will sign all worksheets.
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RECORDS APPRAISAL

After the inventory has been completed, the Records Inventory - Appraisal Worksheets will be
assembled and the records appraised to determine their disposition for the conservation of space,

equipment and staff time.

Only records requiring frequent reference should be retained in the office files. When they no
longer fulfill this need, they should be either destroyed or transferred to storage.

Guidelines in determining the need to retain records are:

1.

Administrative value is the length of time that the record is necessary within the Town
administration. This time can be divided into two periods: active, the time it is used in the
department; and inactive, the additional time it is retained in storage.

Legal value represents the time that various legal bodies, federal/state/local, require records
to be kept. In California, Government Code section 34090 specifies particular records
which are permanent and which may or may not be destroyed. There are numerous other
code sections involved in governing the retention of records. The retention periods
established by law are minimum retention pertods. Individual government agencies will
decide how long they wish to retain records; the periods of retention may exceed the
minimum periods established by law.

Fiscal value of a record is determined by whether it is required for fiscal or tax purposes by
the Internal Revenue Service or some other regulatory body such as the Securities and
Exchange Commission, or for internal audit purposes.

Historical or archival value. While no longer bearing any administrative, fiscal or legal
value, records can be of historical interest to individuals doing research in matters
involving the history of Windsor. Often there will be a sharing of records with another
local organization such as a historical society or a library.
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RECORDS RETENTION SCHEDULE
The Records Retention Schedule will list the title of the record, the department of record, the
length of time the record will remain active, the total retention of the record, the record’s
disposition, and a legal citation, if available.
1. Active Retention is the period of time the record will be kept in the department.
2. Total Retention is the total period of time the records will be retained in storage. Records
will not typically be accepted in storage unless they are listed in the Records Retention

Schedule.

Destruction of records must follow established procedures according to this manual.




RECORDS RETENTION SCHEDULE - AMENDMENTS

To maintain a viable document and basis for a healthy program, the Records Retention Schedule
must be kept current. To amend the Records Retention Schedule, the Department Head will
advise the Town Clerk, using the sample memorandum (Exhibit 3), which will provide the
information necessary for the appraisal and establishment or revision of a retention period.

On a yearly basis, the Town Clerk will request that Department Heads review the Records
Retention Schedule to determine if amendments are necessary.

The Records Retention Schedule must be changed whenever one of the following conditions
arises: 1) a new record is created, 2) the title of a record changes, 3) the retention period of a
record changes, 4) the department responsible for an original record changes, or 5) a record is not
designated.

Recommended amendments to the Records Retention Schedule will be reviewed by the Town
Clerk and Town Attorney. The Town Clerk will prepare the necessary staff report, resolution
and amended Records Retention Schedule for submission to the Town Council.

All amendments to the Records Retention Schedule are subject to final authorization by the
Town Council.
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TRANSFER OF RECORDS TO LONG-TERM STORAGE

A permanent and secure, long-term records center will be established and will be maintained by
the Town Clerk. The Records Retention Schedule is to be used as a guide for the transfer of
records from the department to this area.

The Records Transfer List (Exhibit 4) must be completed for all transfers to this area and
submitted to the Town Clerk who will assign box and location numbers. (Note: Document path
information must be included on each Records Transfer List for downloading into the Town
Clerk’s computerized records management program.) The Town Clerk will maintain the
Location and Box Number Assignment Log (Exhibit 5).

Typically, only uniform storage boxes will be accepted into the long-term storage area. The
storage boxes will handle both legal and letter size records. Records are to be packed upright in
the boxes in the same order as they are maintained in office files. Pack records loosely. No box
should contain more than 20 pounds when filled (about 3/4 full).

Transfer list record titles should match the record title shown on the Records Retention Schedule.

No records shall go into long-term storage if they are not shown on the Records Retention
Schedule.

This transfer of records to long-term storage will take place on an annual basis.
If it is necessary to add new material to a box already in long-term storage, adjustments will have

to be made to all copies of the Records Transfer List (i.e., Department, Town Clerk’s office, and
in the box).
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DESTRUCTION OF RECORDS

DESTRUCTION OF RECORDS DIRECTLY FROM THE DEPARTMENT

On an annual basis, the Department Head or designee, in cooperation with the Town Clerk, will
review original records in the department against the Records Retention Schedule. Those records
which have exceeded the department retention period, but which do not go into long-term
storage, will be destroyed directly by the department.

PROCEDURE

1.

The Department Head will send a Request for Authorization to Destroy Records
(Exhibit 6) to the Town Clerk, listing the documents to be destroyed directly from the
department.

The Town Clerk will, if appropriate, approve the request and submit the Request and list of
records to be destroyed to the Town Attormey for approval.

After approval by the Town Attorney, the Town Clerk will notify the Department Head or
designee that approval has been received.

The Town Clerk may assist in the destruction of the records.

Confidential records, or records that contain private information (home telephone numbers,
drivers license numbers, etc.) must either be shredded or other arrangements made for their
destruction. This will be done with the assistance of the Town Clerk.

A signed Certificate of Destruction (Exhibit 7) must be returned to the Town Clerk by the
Department Head or designee once the records have been destroyed, indicating the date and
method of destruction.




DESTRUCTION OF RECORDS (Cont.)
DESTRUCTION OF RECORDS FROM LONG-TERM STORAGE

On an annual basis, the Department Head or designee, in cooperation with the Town Clerk, will
review original records in long-term storage against the Records Retention Schedule. Those
records with retention periods which have expired as set forth in the Records Retention Schedule
will be destroyed.

PROCEDURE

1. The Department Head or designee will send a Request for Authorization io Destroy
Records (Exhibit 6) to the Town Clerk listing records to be destroyed from long-term
storage.

2. The Town Clerk will, if appropriate, approve the request and submit the Request and list of
records to be destroyed to the Town Attorney for approval.

3.  After approval by the Town Attorney, the Town Clerk will notify the Department Head or
designee that approval has been received.

The Town Clerk may assist in the destruction of the records.
Confidential records, or records that contain private information (home telephone numbers,
drivers license numbers, etc.) must either be shredded or other arrangements made for their
destruction. This will be done with the assistance of the Town Clerk.

4. A signed Certificate of Destruction (Exhibit 7) will be returned to the Town Clerk by the

Department Head or designee once the records have been destroyed, indicating the date and
method of destruction.

10




DESTRUCTION OF RECORDS (Cont.)

DESTRUCTION OF RECORDS - ALTERNATE PROCEDURES

If a Department Head determines that original records exist which are no longer needed, but
which are not listed on the Records Retention Schedule, or as amended from time to time,
the destruction procedure shall still be followed except that prior to actual destruction, the
Town Council shall review the list of the uncategorized records and authorize their
destruction by resolution.

Notwithstanding the provisions of Government Code section 34090, the department having
custody of public records, documents, instruments, books and papers, may, without the
approval, cause to be destroyed any or all of the records, documents, instruments, books
and papers, if all of the following conditions have been met:

a.

¢]

-

The record, paper, or document is photographed, microphotographed, reproduced by
electronically recorded video images on magnetic surfaces, recorded in the electronic
data-processing system, recorded on optical disk, reproduced on film or any other
medium which does not permit additions, deletions, or changes to the original
document, or reproduced on film, optical disk, or any other medium in compliance with
the minimum standards or guidelines, or both, as recommended by the American
National Standards Institute or the Association for Information and Image Management
for recording of permanent records or nonpermanent records, whichever applies.

The device used to reproduce the record, paper, or document on film, optical disk, or
any other medium is one which accurately and legibly reproduces the original thereof in
all details and which does not permit additions, deletions, or changes to the original
document images. '

The photographs, microphotographs, or other reproductions on film, optical disk, or any
other medium are made as accessible for public reference as the original records were.

A true copy of archival quality of the film, optical disk, or any other medium
reproductions shall be kept in a safe and separate place for security purposes.

Other State regulations which may be placed into law.

All Town policies and procedures have been complied with.

11




DESTRUCTION OF RECORDS (Cont.)

However, no page of any record shall be destroyed if any page cannot be reproduced on film with
full legibility. Every irreproducible page shall be preserved in a manner that will afford easy
reference.

For purposes of this section, every reproduction shall be deemed to be an original record and a

transcript, exemplification, or certified copy of any reproduction shall be deemed to be a
transcript, exemplification, or certified copy, as the case may be of the original.

12
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CONFIDENTIAL RECORDS

Confidential records are exempt from disclosure under the California Public Records Act,
Section 6251 through 6265 of the California Government Code.

Confidential records should be stored to protect their confidentiality. They should be stored in a
location that will enable only authorized persons to have access to them. When confidential
records are transferred to the long-term records center, the Town Clerk should be advised of their
confidential nature.

Confidential records, or records that contain private information (home telephone numbers,

drivers license numbers, etc.) must be destroyed in a manner that preserves their confidentiality.
They cannot be simply discarded, but must be shredded.

13
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REQUESTING INFORMATION FROM STORED FILES

The person requesting the record should complete a Records Request form (Exhibit 8) and
submit it to the Town Clerk. Use one request form for each file. Use the record title (or file
name). If known, indicate the box/location number on the form.

The Town Clerk will pull and return the file to the staff member making the request within 24
hours. One copy of the Records Request form will be attached to the file and sent to the person
requesting the record. One copy will be attached to an “out-card” that will replace the file within
the box. The Town Clerk will retain a copy and will follow up to ensure that the record is
returned in a timely manner. When the record is returned to the Town Clerk it must be
accompanied by the Records Request form.

14
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SUMMARY OF FORMS USED IN THE RECORDS MANAGEMENT PROGRAM

The following pages contain examples of the forms to be used in the Records Management
Program for the Town of Windsor. These forms are briefly described below.

1. Records Retention Schedule (Exhibit 1)
This document governs the mandatory disposition of a Town record series by indicating
the minimum length of time records shall be maintained in the office and in storage and
when they may be destroyed.

2. Records Inventory - Appraisal Worksheet (Exhibit 2)
This form is used to collect inventory and appraisal information. Information on the
location, volume and use of department record series is included, and retention
requirements and recommendations are given. The Town Clerk retains the inventory
forms. .

3. Sample Memo - Next Update of Records Retention Schedule (Exhibit 3)
This form is used when any change to the Records Retention Schedule is needed.
Following approval by the Department Head, the Town Clerk will submit the request to
the Town Attorney for approval and prepare the necessary staff report and resolution for
action by the Town Council.

4. Records Transfer List (Exhibit 4)
This form, prepared by the department, describes the records contained within a box
which will be transferred to the records center. The completed form should be submitted
to the Town Clerk who will assign a location and box number and return two copies, one
to be kept by the department and one to remain in the front of the box.

5. Location and Box Number Assignment Log (Exhibit 5)
This form is used by the Town Clerk for logging box numbers assigned to records being
sent to storage.

6. Request for Authority to Destroy Records (Exhibit 6)
This form must be approved by the Department Head and submitted to the Town Clerk.
After review and approval, the Town Clerk, will obtain approval from the Town
Attorney’s office. A copy of the form will be returned to the department and the
destruction of the records may then proceed.

7. Certification of Destruction (Exhibit 7)
This form 1s prepared by the department after records have been destroyed. The form 1s
then attached to the appropriate Request for Authorization to Destroy Records and
submitted to the Town Clerk for retention as a permanent record.

15




Records Request (Exhibit 8)
This form is to be completed by a department requesting records from storage and
submitted to the Town Clerk, who will pull the records as soon as possible but no later

than 24 hours after the request has been received.

16
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TOWN MANAGER’S OFFICE
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TOWN OF WINDSOR
RECORDS INVENTORY - APPRAISAL WORKSHEET

1. DEPARTMENT: DIVISION:

Exhibit 2

2. TITLE OF RECORD:

DESCRIPTION OF RECORD:

- 3. TIME SPAN OF RECORD:

4. RECORD FILED: Alphabetically Numerically
5. SIZE OF RECORD: 812x 11 912x 14 11x 14
Oversize Other
6. FORMAT OF RECORD: File Folder End Tab Top Tab
Computer Printout Cassette Tape Other
7. VOLUME OF RECORDS:
# file folders
# of file drawers
# of file shelves (in feet)
# of regular binders

# of computer binders
# of bound volumes

# of cassette tapes

# of boxes

8. CURRENT LOCATION OF RECORDS:

9. PERSON RESPONSIBLE FOR THESE RECORDS:

TELEPHONE NO.:

10. HOW OFTEN IS THIS RECORD REFERENCED?

11. IS THIS RECORD STILL CREATED? Yes No

(Page 1 of 2)
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12. TYPE OF RECORD: Record Copy Non-Record Confidential

13. IS THE RECORD SUBJECT TO: Tax Audit Internal Audit
If so, when?
14. IS THE RECORD A: Vital Record Historical Record

15. JUSTIFICATION FOR FUTURE ALTERNATIVE STORAGE FORMAT:
- Need for improved retrieval
Need for public access to documents
Several departments require duplicate records
Need for security copy
Lengthy or permanent retention period

Other

16. COMMENTS:

17. DATE INVENTORIED: BY:
DEPARTMENT HEAD:
Date:

(Page 2 of 2)

Please return this form to the Town Clerk
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Exhibit 3

TOWN OF WINDSOR
MEMORANDUM
DATE:
TO: , Town Clerk
FROM: , Department Head

SUBJECT: ITEMS TO BE INCLUDED IN THE NEXT UPDATE OF THE RECORDS
RETENTION SCHEDULE

The attached list of records is brought to your attention for inclusion in the Records Retention Schedule. A
suggested retention period and statutory reference have been indicated.

The proposed retention periods have been determined by taking into consideration administrative use and
legal requirements.
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Exhibit 4

TOWN OF WINDSOR
RECORDS TRANSFER LIST
Department: Division:
Name of Documents/Project:
Date of Records .
(From) (To) Description of Records
Date Records are Ready for Destruction: (See Records Retention Schedule)

Date Sent to Records Center:

Location Number: (Location & Box Number Assigned by Town Clerk)
Box Number:

(Note: Include document path information for downloading into the Town Clerk’s computerized records
retention program.)
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LOCATION AND BOX NUMBER ASSIGNMENT LOG
(To Be Completed and Maintained by Town Clerk)

TOWN OF WINDSOR

Exhibit 5

L.ocation
Number

Box
Number

Period Covered

Date Destroyed

Notes
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_ Exhibit 6
TOWN OF WINDSOR
REQUEST FOR AUTHORIZATION TO DESTROY RECORDS

In accordance with the established Town of Windsor Records Retention Schedule updated on
March 3, 2010 by Resolution No.2623-10, authority is requested to destroy the records listed on the
attached Records Transfer List.

We have determined these records are no longer needed for administrative, legal or fiscal purposes and

have no historical value. We further certify they are not subject to audit, current or pending litigation, or
extended retention period because of revised State, Federal or local regulations.

List of Box/File Numbers to be destroyed:

Department Head Date

Town Clerk Date

Authorized for Destruction:

Town Attorney ' Date
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TOWN OF WINDSOR
CERTIFICATE OF DESTRUCTION

DATE:
TO: xX, Town Clerk
FROM: = xx, Department Head

[ hereby certify the records authorized for destruction on

were destroyed by this department on

Exhibit 7

by the Town Attorney

(date)
The records were
{method of destruction)
SIGNED:
Department Head or Designee
DEPARTMENT:
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TOWN OF WINDSOR
RECORDS REQUEST

To be completed by the requesting department. Send all copies to the Town Clerk,

Record Title:

Department Requesting Record:

Date of Record:

Send To:

Location and Box Number, if known:

Extension

Location No.

To be completed by the Town Clerk

Requested by:
Phone
Mail
Visit

Date Sent to Requesting Department:

Date Returned to Records Center:

Remarks:

60

Box No.

Exhibit 8




