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SUBJECT DISCUSSION/ACTION:

, Authorization to destroy applications from 2010-201 1 and personnel files
(not including medical files)from 1959-2017 per record retention policy.

DEPARTMENT INVOLVED: Human Resources

BACKGROUND/SUMMARY:

Human Resources is requesting authorization to destroy applications from 2010-2011
and personnel files (not including medical files)from 1959-2017 as per the record
retention policy.

}IISCAL IMPACT:NOT TO EXCEED

There is no fiscal impact associated with this action

FINANCE
INITIALS !^^1

STAFF RECOMMENDATION:

Staff recommends approval to destroy applications from 2O1O-2011 and
personnel records (not including medical records)from 1959-2017.

DEPT.INITIALS ADI

MANACER'S RECOMMENDATION: Approve Staff Recommendation

CITY
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INITIAI-S {ltf,1l
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SF,CONDED
AYES:
NAYt.,S:
ABSEN]':

APPROVED 0
DISAPPROVED 0

REJECTED
DEFERRED

( )
( )

REFERRED TO:



RESOLIi'I'ION NO. 2021-09

A RESOLUTION OF THE CITY COUNCIL OF THE CITY
OF IMPERIAL AUTHORIZING THE DESTRUCTION OF

OBSOLETE CITY RECORDS

WHEREAS, the City of Imperial complies with adopted City policies and all state and

federal laws regarding retention of records; and

WHEREAS. the law and policy sets forth the retention period for records of the City and

authorizes the destruction of certain records and documents by a department head. with the

approval of the legislative body by resolution and the written consent of the City Attorney: and

WHEREAS. staffrecommends that certain obsolete records identified on Exhibit A are

no longer required to be maintained by law; and

WHEREAS. the City Attorney has given written consent for the destruction of the

records herein set forth as Exhibit A.

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF IMPERIAL
DOES HEREBY FIND, RESOLVE AND ORDER AS FOLLOWS:

SECTION f : The City Council hereby finds and detennines that the records identified in

Exhibit A exceed the applicable retention period set forth by law and the City's Policy and are

no longer needed or required to be kept by statute or law.

SECTION 2: The City Council hereby authorizes and directs the destruction of the

records described on Exhibit A.

SECTION 3: The City Council also hereby authorizes the conversion. to the extent

possible, of allpermanent and official records to electronic form in compliance with the

California Secretary of State laws and regulations referred to as "Trustworthy Electronic

Document or Record Preservation" (See California Government Code section 12168.7 el seq.).

SECTION 4: This Resolution shall be effective immediately upon its passage and

approval.

PASSED, APPROVED AI\D
the 20th day of March,2024.

by the Citl'Councilof of Imperial on

T AMP
Mayor

ATTEST:

STINA SHIELDS.
City Clerk



Exhibit A

Description of Records:

o All non-permanent Conrmunity Development building, planning and zoning liles more

than five years old. While finalpermits. final plans and final entitlements shall be

maintained, non-permanent documents such as drafts and communications shall be

destroyed.

All personnel files fbr personnel that have ended employment with the City of Imperial

more than five years ago (except for any police records required to be maintained for SB2

compliance).

a

a

a

a

a

All replaced and obsolete City policies that have been replaced or terminated more than

five years before.

All grant documents that have been closed out more than seven years ago. (Official

entitlements, plans, specification and maps that are permanent records shall be

maintained).

All public works project files that have been closed out more than five years ago. (Plans

and specifications, official maps. offrcialutility maps and entitlements shallbe

maintained).

All non-permanent Parks and Recreation documents exceeding five years (all park

official maps, plans, specifications and entitlements shall be maintained until five years

after replacement of such equipment or updated map and entitlement).

ERINE TU

o Alt non-permanent City communications exceeding five years.

o Allnon-permanent financial records exceeding ten years. While communications. drafts,

invoices and project related financial documents may be destroyed, all bond related, frnal

budget related and utility related financial records shall be maintained pernranently.

o All duplicates of documents that are being maintained by another City department. Such

confirmation of that maintenance shall be confrmed in writing'

I, Katherine Turner, City Attomey, certify that such destruction of the documents set forth above

requirements of the City's policies and all applicable requirements of state and federal

law

,ttorney



CERTIFICATION

I, Kristina Shields, City Clerk of the City of Imperial. California, hereby certify that the foregoing

Resolution No. 2024-09 was duly adopted at a meeting of the City Council of said City at its

meeting held on the 201h day of March ?024. by the following vote. to wit:

AYES: Bumworth. Obeso-Martinez, Mendoza, Tucker' Amparano

NOES: None

ABSENT: None
ABSTAIN: None

IN WITNESS WHEREOF. I have hereunto set my hand and atfixed the offlcial sealof

the City of Imperial, California. this 20tr' da-v of March.2024.

STINA SHIELDS.
Clerk
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DISSCI]SI0NIAC'I'IONStlllJl:C'l

Adoption of Updated Records Retention Policy

Iln CKCll0(.1ND/SLJMMARY I

In the regular course of business, the City Manager has directed the City Attorney to update the

City of tmperial's Records Retention Policy. This policy is based upon guidance fronl the

Caiifornia Secretary of State and provides a breakdown that can be relbrenced by all City

employees for maintenance or destruction of City docunrents.

r-/ r{FINANCI:
lNt'l'lAl,s

FISCAL IMPACT: None.

Dlitrl'. lNl'l'ln l.s
STAFF RECOMMENDATTON: Adopt the Records Retention

Policy.
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