City of Carson
Report to Mayor and City Council

December 20, 2011
New Business Consent

SUBJECT: CONSIDERATION OF RESOLUTION NO. 11-140 TO AUTHORIZE DESTRUCTION
OF ADMINISTRATIVE SERVICES RECORDS
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Sucénrr&ﬂe 6}/ Jacc{uelyn Acosta Approved by David C. Biggs
Administrdtive Services General Manager City Manager
L SUMMARY

Due to space constraints, it becomes necessary to destroy city records that are no
longer needed or of any use. The Revenue Division has 1,698 taxpayer files that
have been inactive for at least six years. These files are no longer useful and may
be destroyed in accordance with Section 34090 et seq. of the California
Government Code.

II. RECOMMENDATION

WAIVE further reading and ADOPT Resolution No. 11-140, “A RESOLUTION
OF THE CITY COUNCIL OF THE CITY OF CARSON, CALIFORNIA
AUTHORIZING THE DESTRUCTION OF SPECIFIED CITY RECORDS.”

I11. ALTERNATIVES
DO NOT AUTHORIZE the destruction of these records.
IV. BACKGROUND

The Revenue Division has 18 boxes of taxpayer files for businesses that are no
longer active. Each taxpayer file contains business license/permit applications,
annual renewal notices, payment records, copies of licenses/permits issued,
inspection reports and correspondence pertaining to the account. All taxpayer files
have been cancelled and inactive for at least six years. These records are
considered stale-dated information and no longer useful to the city. (Exhibit No.
4)

In accordance with Standard Management Procedure 3.33.1 (Exhibit No. 3), the
list of records has been reviewed and approved for destruction by the Chairman of
the Records Management Committee, the City Manager and the City Attorney, as
evidenced by the executed Records Destruction Authorization form included as
Exhibit No. 2.

If Resolution No. 11-140 (Exhibit No. 1) is approved, the documents contained in
cach file will be shredded in accordance with established procedures.

V. FISCAL IMPACT

None.
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City of Carson Report to Mayor and City Council
December 20, 2011

VI. EXHIBITS
Resolution No. 11-140. (pg. 3)

Records Destruction Authorization Form. (pg. 4)

[a—y

Standard Management Procedure 3.33.1. (pgs. 5 — 7)

RS S

Purge list in Account Number and close-out date order. (pgs. & —97)

Document!

Prepared by: ~ Yuko M. Dunham, Revenue Manager

TO:Rev102511

Reviewed by:
City Clerk City Treasurer
Administrative Services Development Services
Economic Development Public Services

Action taken by City Council

Date Action




CITY OF CARSON
RECORDS MANAGEMENT
RECORDS DESTRUCTION AUTHORIZATION

PART 1 — REQUEST FOR DESTRUCTION OF ORIGINAL RECORDS

Date: Work Group/Department: Division:

11/21/2011 Administrative Services Revenue

Form No.: Name or Title of Record:

11 Business License

Period Covered: Age from Dec. 31 of
Year of origination

From 01/01/1966 To 12/31/2005

1.D./Serial Numbers: Box/Batch Numbers: Years: 45

00737A - 73189A 1-28 Months: 9

JUSTIFICATION FOR DESTRUCTION:

[ ] Duplicates [X] No public service value X] No historical value

[X] Obsolete X No legal value ]

MICROFILM STATUS:

[] Records have been microfilmed. Certificate No:
[ ] Records require microfilming prior to destruction.
X} Records to be destroyed without microfilming or reproduction.

APPROVED — DEPARTMENT DIRECTOR DATE

Pl |
)

PART 2 — RECORDS MANAGEMENT COMMITTEE

The records described herein were reviewed by the committee on Date: 09/22/2011

METHOD OF DESTRUCTION:
X Destruction is approved. Shredding
[] Destruction is not approved. CERTIFICATE NO.: | DATE COMPLETED:

X City Attorney approval required
X} City Council approval required

REMARKS:

CHAIRMAN — RECORDS MANAGEMENT COMMITTEE DATE

A wu@pka 1221
)

PART 35— CITY MANAGER APPROVAL | CITY ATTORNEY APPROVAL

DESTRUCTION OF THE RECORDS CITED HEREIN IS APPROVED:
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"~ CITY MANAGER DATE | FITY ATTQRNEY DATE
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CITY GF CARSON

POLICY/PRCCEDURE

NUMBER: 3.33.1

SUBJECT

ORIGINAL ISSUE EFFECTIVE RECORDS DESTRUCTION
7/1/80 7/1/80

CURRENT 1SSUE EFFECTIVE CATEGORY

7/1/80 7/1/80

SUPERSEDES NEW III. FINANCE AND

ADMINISTRATION

ADMINISTRATIVE ORDER

I. PURPOSE AND SCOPE

A.

To establish the procedure and assign responsibilities for
destruction of City records.

To assure that records destruction is properly reviewed,
authorized and documented.

ITI. GENERAL

A.

This administrative order is a supplement to Administrative

Order 3.33, '"Records Management - Authority and Responsi-
bility."

The responsibility for destruction of City records is
assigned to the Department of Finance and Administration,
which is also responsible for overall administration and
coordination of the City records management program.

The following original City records shall not be destroyed:
1. Records affecting title to real property.

o Minutes, ordinances and resolutions of City Council or
* City Commissions.

3. Records less than two years old.

City Attorney and City Council approval shall be secured
prior to destruction of any records which have not been,
or will not be, microfilmed.

Final approval to carry out destruction of City records
shall be by the City Administrator.

Destruction of records shall be accomplished using the
the following process:

1. Completion by the department and submittal to the
Records Management Committee Chairman, of Form 11113,
"Records Destruction Authorization."

2. Review and approval by the Records Management
Committee. . )
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RECORDS DESTRUCTION PAGE 2 OF 3
7/1/80
3.33.1

3. Approval by the City Attorney and City Council when
required.

4., TFinal approval by the City Administrator.
G. Prior to destruction, the microfilming status of the

records to be destroyed shall be determined by the Records
Management Committee.

IITI. PROCEDURE

A. Department

1. Complete form 11113, "Records Destruction Authority,"
and submit it to the Records Management Committee.

2. Assure that any "legal' destruction date applicable
to the records is verified and valid.

’

3. Attend the Records Management Committee meeting as
convened by the Chairman.

B. Records Management Committee

1. Review all requests for destruction of City records as
delineated on the "Records Destruction Authority"
submitted by departments.

2. Assure that all information required on the form is
complete and accurate including:

a. Records Destruction Authority I.D. Number.

b. Description, period covered, boxes, batches,
listings and fiscal year.

c. Microfilming status.
d. Method of destruction.
e. City Attorney approval signature.
f. Committee Chairman signature.
g. City Administrator signature.
3. Secure City Council approval, when required, by Council

agenda item action. City Attorney approval is required
for all records to be destroyed without microfilming.




7/1/80
3.33.1

RECORDS DESTRUCTION PAGE 3 OF 3

The signature of the Committee Chairman on the'"Records
Destruction Authority" constitutes final Committee
action.

Review and confirm the microfilming status of the
record.

Upon completion of the review and approval process,

distribute the "Records Destruction Authority' form as
follows:

a. Retain the original for records center files.

b. Copy to the Department.

c. Copy to the City Attorney.

Assure that records authorized for destruction are in

fact destroyed and that appropriate documentation is
prepared and filed in records center files.

Finance and Administration

1.
2.

Coordinate and supervise the destruction of records.

Maintain document files of form 11114, '"Records

Destruction Certificate," and Form 11113, 'Records
Destruction Authorization."

Administer and coordinate all aspects of records
destruction activities.

City Administrator

1.

Provide final review and approval signature on the
""Records Destruction Authorization."

IV. EXCEPTIONS

Exceptions to this administrative order shall be authorized by
the City Administrator.

V. AUTHORITY

By order of the City Administrator.

-

.
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E. FREDRICK BIEN =~ ¥
CITY ADMINISTRATOR
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