City of

0s Banos

At the Crossroads of California

www.losbanos.org

AGENDA

CITY COUNCIL MEETING

CITY HALL COUNCIL CHAMBERS
520 J Street
Los Banos, California

OCTOBER 15, 2014

If you require special assistance to aftend or participate in this meeting, please call the
City Clerk’s Office @ (209) 827-7000 at least 48 hours prior fo the meeting.

The City of Los Banos complies with the Americans with Disabilities Act (ADA} of 1990.
* * * * Ll * * * * * * * * * ¥ *
Si requiere asisfencia especial para atender o participar en esta junta por favor llame a la oficina
de la Secretaria de la ciudad al (208) 827-7000 a lo menos de 48 horas previas de la junta.
La Cuidad de Los Banos cumple con la Acta de Americanos con Deshabilidad (ADA) de 1980.

Any writings or documents provided to a majority of the City Council
regarding any item on this agenda will be made available for public inspection at the meeting
and in the City Clerk’s office located at City Hall, 520 J Street, Los Banos, California
during normal business hours. In addifion, such writings and documents may be posted
on the City’s website at www.joshanos.orq.
* w* o * * * * * * *

* * * * * *

Cualquier escritura o los documentos proporcionaron a una mayoria del Ayuntamiento respecto a cualquier
articuto en este orden del dia sera hecho disponible para la
inspeccion piblica en la reunién y en fa oficina de la Secrefaria de fa ciudad en City Hall, 520 J Street, Los Banos,
California durante horas de oficina normales. Ademas, tales escrituras y los documenios
pueden ser anunciados en el websile de la ciudad en www.losbanos.org.

1. CALL TO ORDER. 7:00 PM
2. PLEDGE OF ALLEGIANCE.
3. ROLL CALL: (City Council Members})
Faria __ ,Lewis | Silveira___, Stonegrove ___, Villalta
4. CONSIDERATION OF APPROVAL OF AGENDA.

5. PRESENTATION - PROCLAMATION RECOGNIZING CANCER AWARENESS
DAY.
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6. PUBLIC FORUM. (Members of the public may address the City Council Members
on any item of public interest that is within the jurisdiction of the City Council;
includes agenda and non-agenda items. No action will be taken on non-agenda
items. Speakers are limited to a five (5) minute presentation. Detailed guidelines
are posted on the Council Chamber informational table.)

7. CONSIDERATION OF APPROVAL OF CONSENT AGENDA. (ltems on the
Consent Agenda are considered to be routine and will be voted on in one motion
unless removed from the Consent Agenda by a City Council Member.}

A.  Check Register for #149698 — #149899 in the Amount of $1,019,653.32.

Recommendalion: Approve the check register as submifted.

B. First Quarter Investment Report for Fiscal Year 2014-2015.

Recommendalion. Accept the report as submitted.

C. City Council Meeting Minutes:

1) August 6, 2014.
2) August 20, 2014.

Recommendation: Approve the minutes as submitted.

D. Street Closure Request from Los Banos Fellowship of Believers to Close Off
H Street, Between 5" Street & 7™ Street, and at the End of 6" Street in Front
of the Henry Miiler Plaza from 3:00 PM to 8:00 PM on Friday, October 31,
2014 for the Annual Harvest of Fun Event.

Recommendation. Approve the streef closure request as submitted.

E. Street Closure Request from the Veterans of Foreign War (VFW) Post 2487
to Hold a Veterans Parade on Saturday, November 8, 2014 and to Ciose 6"
Street from Pacheco Boulevard to H Street, H Street between 5 Street and
6" Street, 5" Street between H Street and K Street, and K Street between 5"
Street andg_fh Street from 8:00 AM to 2:00 PM.

Recommendation: Approve the street closure request as submiffed.
F.  Waiver of Administrative Permit Fee for Evangelical Free Church.
Recommendation: Waive the Administrative Permit Fee as submitted.

G. City Council Resolution No. 5616 — Approving a Tentative
Agreement/Memorandum of Understanding By and Between the City of Los
Banos and the Los Banos Police Dispatchers/Community Service Officers
Association.

Recommendation: Adopt the resolution as submitted.
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10.

City Council Resolution No. 5617 — Establishing a Policy and Fee Regarding
Display of Street Banners in the Downtown Area Across Sixth Street.

Recommendalion: Adopt the resolution as submitted.

City Council Resolution No. 5618 - Approving an Amendment to Division 18
Drug and Alcohol Free Workplace Policy of the City’'s Policy & Procedures
Manual.

Recommendation: Adopt the resolution as submitted.

City Counci! Resolution No. 5619 — Adopting @ Records Retention Policy and
Retention Schedules and Authorizing the Destruction of City Records in
Accordance with the Provisions of the Policy.

Recommendation: Adopt the resolufion as submitted.

City Council Resolution No. 5620 -~ Approving Budget Amendment for an
Increase in Expenditures for a Combination Sewer Cleaner Truck in the
Amount of $393,655.

Recommendation: Adopt the resofution as submitted.

City Council Resolution No. 5621 — Amending the 2014-2015 Fiscal Year
Budget by Increasing the Appropriation Amount for Expenditures in the
Amount of $509 Related to a Three (3) Month Extension to a 2013-2014
Fiscal Year American Society for the Prevention of Cruelty to Animals
(ASPCA) Grant.

Recommendation: Adopt the resolution as submitted.

City Council Resolution No. 5622 - Approving the Acceptance of a $44,016
Grant (PT15137) from the California Office of Traffic Safety (OTS) and
Amending the 2014-2015 Fiscal Year Budget by Increasing the Appropriation
Amount of the State Grant Fund Account for Expenditures and Revenues in
the Amount of $44,0186.

Recommendation: Adopt the resolution as submitted.

PRESENTATION BY RIGGS AMBULANCE REGARDING PULSE POINT

CELLULAR TELEPHONE APPLICATION.

Recommendation: Informational item oniy.

ADVISEMENT OF PUBLIC NOTICES. (Two Reports)

NOTICE AND ANNOUNCEMENT OF VACANCIES ON THE FOLLOWING
COMMISSIONS/COMMITTEES:

Parks & Recreation Commission — Two (2) Vacancies
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B. Planning Commission — Four (4) Vacancies

C. Tree Commission — Two (2) Vacancies

D. Economic Development Advisory Commission - Three (3) Vacancies
E. Airport Advisory Commission — Three (3) Vacancies

F. Measure P Committee — Two (2) Vacancies
Recommendation: Informational item only, no action to be taken.

11.  CITY MANAGER REPORT.
12.  CITY COUNCIL MEMBER REPORTS.
A.  Scott Silveira
B. Elizabeth Stonegrove
C. Tom Faria
D. Deborah lLewis
E. Mayor Mike Villalta

13.  ADJOURNMENT.

| hereby certify under penalty of perjury under the laws of the State of California that the foregoing
agenda was posted on the City Hall bulletin board not less than 72 hours prior to the meeting.

Lucitle L. Mallonee, City Clerk Dated this 9" day of October 2014
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PROCLAMATION RECOGNIZING
CANCER AWARENESS DAY

WHEREAS, according to the American Cancer Society, in 2014 about
585,720 Americans are expected to die of cancer making cancer the second most
common cause of death in the United States, accounting for nearly one out of
every four deaths in America; and

WHEREAS, Cancer Awareness Day emphasizes the importance of
prevention and early detection through health screenings, as well as the
promotion of healthy lifestyles including proper diet, exercise, and a smoke-free
environment; and

WHEREAS, Cancer Awareness Day honors the memory of those we have
lost, supports those who are still fighting cancer and celebrates the survivors
who inspire us through their strength and courage; and

WHEREAS, the City of Los Banos recognizes October 15, 2014 as Cancer
Awareness Day, a time to join together to battle all cancers, to raise awareness
and to send a message that ending all cancers must be a national health priority.

NOW, THEREFORE, BE IT PROCLAIMED, that the Mayor and City
Council Members of the City of Los Banos do hereby proclaim October 15, 2014
as Cancer Awareness Day in the City of Los Banos, and ask the citizens of Los
Banos to wear pink in an effort to raise awareness, to celebrate survivors and to
encourage those in treatment for cancer.

In witness whereof, I have hereunto set my hand
and caused to be affixed the seal of the City of
Los Banos, this 15" day of October 2014.




CK # 149698 - 149899 10/15/2014 $1.019,653.32
Bank Reconciliation

City of
Checks by Date L B an O S
User: S0T0ZCO
Printed: 10/07/2014 - 1:52PM the Cissiomds "' Culi n” I
Cleared and Not Cleared Checks
Print Void Checks
Check Check Date Name Meodule Void Amount
149698 9/25/2014 A & A Portables Inc AP 105.75
149696 9/25/2014 ABS Direct, Inc. AP 2,193.85
149700 $/25/2014 Allied Waste Services #917 AP 307,191.21
149701 9/25/2014 Ameripride Valley Uniform Services Inc. AP 160.11
149702 9/25/2014 Anthony Gomes AP 1,587.50
149703 0/25/2014 Aramark Uniform Ser Inc Ap 372.65
149704 9/25/2014 AT&T AP 1,371.98
149705 9/25/2014 Dorothy June Baker AP 60.50
149706 9/25/2014 Brinks Inc. AP 539.78
149707 9/25/2014 BSK Analytical Laboratories AP 1,720.00
149708 9/25/2014 California Dairies Inc AP 83.10
149709 9/25/2014 Chase Chevrolet Co. Inc. AP 32,289.16
149710 972572014 Comcast AP 95.65
149711 9/25/2014 Comcast AP 420.00
149712 9/25/2014 Comcast AP 96.91
149713 9/25/2014 Cook's Communications Corp. AP 435.00
149714 9/25/2014 CSMFQ AP 150.00
149715 9/25/2014 Dell Marketing L, P AP 3,496.51
149716 9/25/2014 Joe & Evelyn Miranda AP 909.00
149717 9/25/2014 Electrical Distributors Co. AP 261.80
149718 9/25/2014 Electric Drives Inc AP 1,891.30
149719 9/25/2014 Fastena! Company AP 221.15
149720 9/25/2014 Federal Express AP 6.63
149721 9/25/2014 Force Flow AP 3,340.16
149722 9/25/2014 Galls Inc AP 411.30
149723 9/25/2014 Grainger Parts Operations AP 204,07
149724 9/25/2014 Heppner Precision Machine AP 209.32
149725 9/25/2014 Holt of California AP 1,036.28
149726 9/25/2014 Home Depot AP 1,746.93
149727 9/25/2014 Interstate Truck Center, LLC AP 213.18
149728 9/25/2014 John Deere Financial AP 840.63
149729 9/25/2014 Kimball Midwest AP 344.78
149730 9/25/2014 Kone Inc. AP 600.75
149731 9/25/2014 Los Banos Express Oil & Lube AP 439.24
149732 9/25/2014 Los Banos Enterprise AP 58.00
149733 9/25/2014 Marfab Inc AP 254.75
149734 9/25/2014 Ramon Mcdonald AP 120.00
149735 9/25/2014 Jose Melendrez Sr, AP 592.00
149736 9/25/2014 Merced Uniform & Accessories AP 47.30
149737 9/25/2014 N & S Dos Palos Tractor AP 318.14
149738 9/25/2014 Napa Auto Parts AP 34.87




Check
149739
149740
149741
149742
149743
149744
149745
149746
149747
149748
149749
149750
149751
149752
145753
149754
149755
149756
149757
149758
149759
149760
149761
149762
149763
149764
149765
149766
149767
149768
149769
149770
149771
149773
149774
149775
149776
149802
149803
149804
149805
149806
149807
149808
149809
149810
149811
146812
149813
149814
149815
149816
149817

Check Date
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
972572014
9/25/2014
9/25/2014
9/25/2014
9/25/2014
972572014
9/25/2014
9/25/2014
9/25/2014
9/26/2014
9/26/2014
9/26/2014
9/26/2014
9/26/2014
9/26/2014
9/26/2014
10/1/2014
10/1/2014
10/1/2014
107172014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2¢014
10/2/2014
10/2/2014

Name

The Office City

Old Dominion Brush

PERS - Public Employees

Pinnacle Medical Group

Provost and Pritchard Engineering, Inc.
Pro Clean Supply

Quad Knopf, Inc.

Recall Secure Destruction Services Inc
Rick's Auto Body

Save Mart Supermarkets

Sitveira, Mattos & Lewis Attomeys at Law
Sky Blue Mobile Glass, LLC
Springbrook Software, Inc.

Seorensens True Value

Brent Specht

Sprint Solutions, Inc.

Terryberry Company LLC

USA Blue Book

Verizon Wireless

Vigilant Canine Services International, LLC
Walmart

Westamerica Bank - Cafeteria Plan
Westside Water Conditioning
Windecker Inc

Young's Air Conditioning

Young's Automotive

Darralt Gargano

Mary Lou Gilardi

Goodwin Consulting Group

Hi Tech Emergency Vehicle Services, Inc
Riggs Ambuiance Service

Henry Schein Inc.

Verizon Wireless

Los Banos Volunteer

Los Banos Unified School District
Gerald "Obie"” O'Brien

Law Offices of William A Vaughn
Steve & Manuela Aldama
Aflac-Customer Service
Aflac-Customer Service
Aflac-Customer Service
Aflac-Customer Service

Aldran Chemical, Inc.

Ameripride Valley Uniform Services Inc.
Aramark Uniform Ser Inc

AT&T

AT&T

Bank of America

Bank of America

BlueTarp Financial, Inc.

Jeff Bondi

Borelli Real Estate Service, Inc.
Bruce's Tire Inc

Module

TELTRRTRREBRE S

AP

TR SRR R SRR RS RS

2R %

Void Amount
531.78
2,396.07
118,578.52
100.00
828.00
219.25
34.884.04
536.42
1,306.82
134,01
225.00
181.96
1,060.00
489.33
150.00
759.81
118.66
102.44
16.22
900.00
346.12
50,555.47
130.00
29,732.75
422.00
280.50
206.40
45,97
2,868.25
154.83
451.98
75.08
157.07
2,000,00
190.02
77.14
9,600.00
25.00
95.81
143,95
41.26
83.59
2,948.90
320.22
540.76
359.68
32,06
90,919.38
15,018.89
111.96
15.12
90.00
2,502.00



Check
149818
[49819
149820
149821
149822
149823
149824
149825
149826
149827
149828
149829
149830
149831
149832
[49833
149834
149835
149836
149837
149838
149839
149840
149841
149842
149843
149844
149845
149846
149847
149848
149849
149850
149851
149852
149853
149854
149855
149856
149857
149858
149859
149860
149861
149862
149863
149864
149865
149866
149867
149868
149869
149870

Check Date
10/2/2014

10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10:2/2014
10/2/2014
10/2/2014
10/2/2014
16/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
107272014
10/2/2014
H/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014

Name

BSK Analytical Laboratories
CNA Surety

Cartegraph Systems, Inc.
Challenger Teamwear

Chase Chevrolet Co. Inc.
Chevron Usa Inc

Clark Pest Control Inc
Coffee Break Service
Comcast

Comecast

Cook's Communications Corp.
Copy Shipping Solutions
Darrell Mello

Dutra's

F S Rod In¢

Fastenal Company

Golden State Flow

Galls Inc

Tiffany Leanne Basuil Garcia
Helena Chemical Co Inc
Heppner Precision Machine
Home Depot

Mason Hurley

April Hernandez

In Shape Health Clubs Inc
Jerry Witt

Los Banos Car Wash Inc
Los Banos Ministries

Los Banos Police Assn
Lucas Business Systems
Steve Macillas

Marfab Inc

MassMutual

MagsMutual

McNamara Sports Inc
Merced County Tax Collector
Merced Uniform & Accessories
Napa Auto Parts

The Office City

Richard Ortiz

P G & E Company
Nationwide Retirement Solutions
PR Diamonds Products Inc.
Professional Fire Fighter
Radio Shack Accounts Rec
Ronny's Landscaping
Ronny's Landscaping

Scott Savage

Save Mart Supermarkets
Sensus USA Inc

Sherwin Williams Co

Robert & Susan Hansen

Sky Blue Mobile Glass, LLC

Module

A A A A R A R R R AR A A A R R A AR A A A A A A A A A R A

BREEER IR LR

Void Amount
400.00
615.00

4,847.04
432.40
222.32
281.55

93.00
79.00

2.13
95.27

1,025.05
268.92
180.00
408.21
398.20

3.07
69.76
119.02
57.00
229.50
203.73
75.50

1,838.50
500.00
616.00

1,076.00

30.00
230.00
1,915.00
1,014.43
76.00
546.59

1,332.40

4,807.00
196.18

30,248.80
177.30
423.57

498 49
10.22
141,279.35

1,590.00
510.00
630.00

26.99
37,669.62
13,650.37
547.50
144.72

6,480.00
697.50
206.22
216.45



Check
149871
149872
149873
149874
149875
149876
149877
149878
149879
149880
149881
149882
149883
149884
149885
149886
149887
149888
149889
149800
149891
149892
149893
149894
149895
149896
149897
149898
149899

Break in check sequence due to the following:

Check Date
10/2/2014

10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
106/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/272014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10/2/2014
10272014

Check # 149772 (Void)

Check # 149777 - 149801 (Payroll Checks)

Name

Sol's Mobile Service

Sorensens True Value

State Disbursement Unit

Talley Oil Inc.

Terryberry Company LLC

Terminix Processing Center

The Cupcake Lady

Twila Salvador

Paris Valencia

Jennifer Baca

Gerardo Arroyo

Home Sweet Home Property Management
Kathleen Shafer

Teffrey Moore

Bellanira Rosales-Calderon

Kari Felix

Home Sweet Home Property Management
Home Sweet Home Property Management
Lodi Development, Inc

Vantagepont Transfer Agents - 306797
Vantagepoint Transfer Agents - 705827
Vantagepoint Transfer Agents - 801838
Vavrinek, Trine, Day & Co., LLP
Verizon Wireless

Westside Water Conditioning

Jennifer Williams

Windecker Inc

Young's Air Conditioning

Young's Automotive

Module Void
AP

TR EERTR

AP

BREEARREREIERSRSERRRE R

Total Void
Total Void
Total Vatid
Total Valid
Total Check
Total Check

Amount
299.90

718.58
2,085.00
10,075.33
171.56
232.80
250.00
56.02
12.90
20.87
26.34
61.80
15.63
20.87
18.15
7.44
29.02
97.28
6.75
455.00
25.00
1,075.00
840.00
1,840.09
39.55
580.00
263.87
419.00
692.47

0

0

176
1,019,653.32
176
1,019,653.32




2

3 Los Banos

s

SRR PSSP0 O LUAHETOP I

Agenda Staff Report

TO: Mayor & City Council Members
FROM: Martha Brazil, City Treasurer/Accountant I ‘“ﬁ\ﬁ)
DATE: October 15, 2014

SUBJECT: Acceptance of the First Quarter Investment Report for 2014/2015

TYPE OF REPORT: Consent Agenda

Recommendation:
To accept the quarterly investment report as submitted.

Background:

The City of Los Banos follows its investment policy to assure that it invests all surplus
inactive monies in a manner which ensures a maximum return consistent with safety on
such investments while maintaining the integrity of such surplus and inactive funds. A
quarterly investment report provides proof that City funds are invested in such a
manner. It includes all investments except funds held by City’s trustee. Funds held by
trustee include bond reserve funds, deferred compensation plans and other post
retirement benefit funds.

Fiscal Impact.:
Informational only, no fiscal impact.

Reviewed by:

S G

Steve Carrigan, City Manager

Attachments:
City of Los Banos First Quarter 2014/2015 Investment Report
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In accordance with Government Code Section 53646 and the City of Los Banos
Investment Policy, the following shall constitute the quarterly report of investment on
behalf of the City of Los Banos:

Investment Balances

As of September 30, 2014
Annual
Amount
Type of Investment Issuer Maturity Invested Percentage
Yield
LAIF (Local Agency State of . .260%
Investment Fund) California Daily $30,592,683. effective yield
Bonds, Treasury Money Stageered
Market Funds and CD’s Wells Fargo Rt 11,628,352 80% - 5.40%
(Certificate of Deposits) Y
Money Market Funds . 0
School Project Wells Fargo Daily 25,073, 0.03%
Investment Balance: $42,246,108.

1. As of the date of this report, the majority of the City of Los Banos funds are invested in the State of California
Local Agency Investment Fund (LAIF), in accordance with section 16429.1 of the Governmental Code.

2. As of the date of this report, the remainder of the City of Los Banos’ funds are deposited in Cerporate Bonds,
and various FDIC insured Certificates of Deposits held with Wells Fargo Securities, LLC. Therefore, as
provided by Governmental Code Section 53646 (e) attached are the most recent statemeni(s) received by the
City of Los Banos.

3. The portfolio of the City of Los Banos is in compliance with the City of Los Banos’ Investment Policy.

4. The investment balances are reconciled monthly to the General Ledger by the Finance Department.

5. Itis expected that the City will be able to meet its projected expenditure requirements for the next six months.



LAIF Regular Monthly Statement Page 1 of 1

Local Agency Investment Fund

P.O. Box 942809 , o o
Sacramente. CA 94209-0001 wivw.treasurer.ca.gov/pmia-laif/iaif.asp
916) 653-30,01 October 06, 2014

CITY OF 1L.OS BANOS

CITY TREASURER PMIA Average Monthly Yields

520 J STREET

LOS BANOS, CA 93635 Accouttt Number:

98-24-490
Tran Tvpe Definitions September 2014 Statement

Account Summary

Total Deposit: 0.00 Beginning Balance: 30,592,683 .46

Total Withdrawal: 0.00 Ending Balance: 30,592,683 .46

https://\aifms.treasurer.ca.gov/RegularStatement.aspx 10/6/2014



PM!A Average Menth{y Effective Yields

 Feb .

“Jan

1978 6.920

1979 8777 8.904 | 3"820 19.082

7050 140 |

7 Mar |
1977 5.770 - 5660 5660 5650

Apr . May

: Jun 7

Jul

7 270

5.760 5850 593076050
7386 7569 :7.652 1 7.821

Aug Sep

. Oct

Nov ' Dec

78 871

811

59046 9224 9202 ;9.528

1980, 10 980 11.251 14 490" 11.480, 12 017| 11 798 10206 9.870 |

i1981 10. 987 11.686 11. 130 11.475 12. 179 11 442 | 12 346_ 12.844 12 059 12 397
1 6_83 12.044 11 835 11.773 '
1983 10.2561.9.887 9688 1 9.868

6.000 6.090 6.610 | 6.730

'9 945 10 056 10 426 10, 961

11.887 11 484!

1984 10 312 10 280 10 382 110,594

10,704 10.401,

10 164 10 227,

10. 843 11 119; 1‘! 355 11 5567 11 507 11 .681

11 474 11 024

1986 ¢ 252
1987 7.365 .
1988 8.078 |

79__10 289 10 118 10.025

10. 180 9743 |

9650 |

9.417 9572 19.482 . 9.

9.090

8.621

8. 956._3",

8. 3_69 | 8.225

7.844 17512 \7586“ 432

18.050 |

(7157 ¢

7.205"'

7.044 1 7.294

7.289

7.562 | 7.712

7.826

5127

7.045

7.940 [ 7.815

7.929 8.

8.245 | 8.341

8.397 |

8.467 |

1989 8.698

. 8.770

1 8.870

i 8.092

'9.227

9.204 9.

8.833 | 8.801

8.771 | 8.685

1990 : 8.571

8.538 - 8.506

8.497 | 8.531

18538 | 8.

18.382  8.333

18.321

| 8.269

1991 8.164

8.002 | 7.775

7.666 | 7.374

7.169 |7

7.072  6.859

6.719 ; 6.591

1992 6.122

5.863 | 5.680

5.692 | 5.379

5.323

4.958 | 4.760

4.730 1 4.659

1993 4.678 |

1 4.649 | 4.624

4.605 | 4.427

4.554

4.472 | 4.430

4.380 | 4.365

1994 4.350 |

14.176 14.248

4.333 1 4.434

4.623

4.989 5.106

5.243 | 5.380

1995 5.612

5 779 | 5 934

5.060 |

5.997 |

5.910 | 5.832

5.784 | 5.805

1996 | 5.698 |

5 643 | 5 557

5.538

5.548

5.566 | 5.601

5.601 | 5.599

1997 5.583

5575 | 5 580

5.612
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Statement Period

Your Investment Account(s) 09/01/2014 - 09/30/2014

]
Wells Fargo Institutional Securities, LLC CITY OF LOS BANOS Account Number
400 CAPITOL MALL ATTN MARTHA BRAZIL 3AB28736
SACRAMENTO CA 95814
JUSTIN LEWIS Account Va‘ue Summary usp This summary does not reflect the
1-916-440-4135 0 A /2 fLie Of unpriced securities.

Amount Last Armount This % Repurchase agreements are reflected
Statement Period Statement Period Portfolio at par value.

Cash $ 000 § 0.00 0%

Money Market Mutual Funds 176,442.59 3,509.24 0%

Bords 11,482,378.44 11,624,842.40 100%

Stocks 0.00 0.00 0%

Total Account Vaiue $ 11,658,821.03 $ 11,628,351.64 100%

Vaiue Change Since Last Statement Period $ 30,469.39

Percent Decrease Since Last Statement Period 0%

Value Last Year-End $ 11,464,367.70

Percent Increase Since Last Year-End 1%

Income Summary usp

This Period Year-To-Date

Interest $ 7,06665 § 180,448.97
Dividends/Capital Gains 0.00 0.00
Money Market Mutual Funds Dividends 0.00 0.08
Other 0.00 0.00
income Total $ 7,066.65 §  180,449.05

Money Market Mutual Funds Summary usp
. ________________________________ |

Description Amount
Opening Balance $ 176,442.59
Deposits and Other Additions 7,066.65
Distributions and Other Subtractions 180,060.00
Incoms Earned 0.00
Closing Balance $ 3,509.24
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Important Information

This statement is provided to customers of Wells Fargo Institutional
Securities, LLC (WFIS). Statements are provided monthly for
accounts with transactions and/or security positions. WFIS accounts
are carried and maintained by Wells Fargo Securities, LLC ("WFS"),
which provides clearing and safekeeping services for WFIS. The
account statement contains a list of securities held in safekeeping by
WFS as of the statement date and provides details of purchase and
sale transactions, the receipt and disbursement of cash and
securities, and other activities relating to the account during the
statement period.

For WFIS customers who choose to maintain a safekeeping account
at Wells Fargo Bank, N.A. ("Bank®}, this statement is accompanied
by a separale Bank safekeeping statement. The Bank safekeeping
statement, if applicable, contains a list of securities held in
safekeeping by the Bank as of the statement date.

Pricing: Security and brokered certificate of deposit ("CD"} prices
shown on the statement are obtained fromn independent vendors or
internal pricing models. While we believe the prices are reliable, we
cannot guarantee their accuracy. For exchange-listed secutities, the
price provided is the closing price at month end. For unlisted
securities, it is the "bid" price at month end. The prices of CDs that
mature in one year or less are shown at last price traded. The price
of CDs that mature in greater than one year and of other instruments
that trade infrequently are estimated using similar securities for which
prices are available. Prices on the statement may not necessarily be
obtained when the assel is sold.

Brokered CD Pricing: Like bonds, brokered CDs are subject to
price fluctuation and the value of a CD, if sold prior to maturity, may
pe less than at the time of its purchase. Significant loss of principal
could result, While WFS generally makes a market in CDs it
underwrites, the secondary market for CDs that it does not
underwrite may be very limited. in those cases, WFS will make its
best effort to help investors find a buyer,

SIPC: WFIS and WFS are members of the Securities Investor
Protection Corporation ("SIPC". In the event of insolvency or
liquidation of WFS, securities held in safekeeping at WFS are
covered by SIPC against the loss, but not investment risk, upto a
maxirmum of $500,000 per customer, which includes a $250,000 limit
on dlaims for cash held in the account. SIPC protection does not
provide any protection whatscever against investment risk, including
the loss of principal on an investment. This coverage does not apply
to securities held in safekeeping by the Bank. Additional information
about SIPC, including a SIPC brochure, may be obtained by visiting
www.sipc.org or by calling SIPC at 202-371-8300.

FINRA BrokerCheck Program: WFBS is a member of the
Financial Industry Regulatory Authority (FINRA). Under its
Brokercheck program, FINRA provides certain information
regarding the disciptinary history of broker/dealers and their
associated persons. Information can be obtained from the FINRA
BrokerCheck program hotline number (800-289-8999) or the
FINRA web site {(www.finra.org). A brochure describing the FINRA
BrokerCheck program will be furnished upon written request.

Free Credit Balances: Any customer free credit balances
may be used in the business of WFS subject to limitation of
17 CFR Section 240 15¢(3)2 under the Securities

Exchange Act of 1934, In the course of normal business
operations, a customer has the right to receive delivery of the
following: any free credit balances to which he or she is
entitied, any fully paid securities to which he or she is entitled,
and any securities purchased on margin upon full payment of
indebtedness to WFS,

Equity Order Routing: WFIS introduces all equity orders to
WFS. WFS will route equity orders taking into consideration
among other factors, the quality and speed of execution, as
well as the credits, cash or other payments it may receive
from any exchange, broker-dealer or market center. This may
not be true if a customer has directed or placed limits on any
orders. Whenever possible, WFS wilt route orders in an
attempt to obtain executions at prices equal or superior to the
nationally displayed best bid or offer. WFS will also attempt to
obtain the best execulion regardless of any compensalion it
may receive. WFS uses the compensation received to help
keep costs competitive and provide customers with quality
execution services, The nature and source of credits and
payments WFS receives in connection with specific orders
will be fumished to a customer upon request. WFS prepares
quarierly reports describing its order routing practices for

non-directed orders routed to a particukar venue for execution.

A printed copy of this report is available upon written request
or by visiting: www.Ha.thomson.com/reports/1-6/wchv/. WFIS
will provide more detailed information relating to the routing of
any order executed within six months of the request.

Equity Extended Hours Trading: See imporiant information
relating to equities trading before and after regular trading
hours at: www.welisfargo.com/com/securities/regulatory.

Equity Open Orders: Open orders will remain in effect until
executed or canceled by you. Failure to cance! an open order
may resutt in the transaction being executed for your account.
WFS has no responsibility to cancel an open order at its own
initiative.

Dividend Reinvestment: in any dividend reinvestment
transaction, WFS acted as agent. Additional information
regarding transactions of this nature will be fumished to a
customer upon written reguest,

Account Transfers: A fee will be charged to customers
transferring their existing WFIS account to another
braker/dealer or any other financial institution.

Non-deposit investment products recommended,
offered or sold by WFIS, including mutual funds, are
not federally insured or guaranteed by or obligations of
the Federal Deposit Insurance Corporation ("FDIC"),
the Federal Reserve System or any other agency; are
not bank deposits; are not obligations of, or endorsed
or guaranteed in any way by any bank or WFIS; and are
subject to risk, inciuding the possible loss of principal,
that may cause the value of the investment and
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investment return to fluctuate. When the investment is sold,
the value may be higher or lower than the amount originally
invested. WFIS and WFS are subsidiaries of Wells Fargo &
Company, neither is a bank or thrift, and they are separate
from any other affiliated bank or thrift. WFIS and WFS are
registered broker/dealers and members of FINRA. No
affiliate of WFIS or WFS is responsible for the securities
sold by WFIS or WFS.

Mutual Funds: The distributor of Wells Farge Advantage Funds

is affiliated with WFIS and WFS. Mutual funds are sold by
prospectus only. Please read the prospectus for further information
including sales charges, deferred sales charges, withdrawal
charges and rmanagement or other fees.

Financial Statements: WFiS financial statements are available
upon reguest.

Trade Confirmations: Investment purchases and sales ars subject
to the terms and conditions stated on the trade confirmation relating
to that transaction. In the event of a conflict between the trade
confirmation and this statement, the trade confirmation will govern.

Listed Options: Commissions and other charges related to the
execution of listed option transactions have been included in
confirmations of such transactions that have been previousty
furnished and are available upon request. Promptly advise your WFS
sales representative of any material change in your investment
objectives or financial situation.

Customer Complaints and Reporting Discrepancies:
Customer complaints, statement reporting inaccuracies or
discrepancies should be promptly reported in writing to:

Customer Service

608 Second Avenue South

Suite 500 MAC N9303-054
Minneapolis, MN 55402
wiscustomerservice @ wellsfargo.com

Customers may also report complaints, inaccuracies or
discrepancies by calling 1-800-645-3751 opt 5. international
callers should call 877-856-8878. To further protect their rights,
including rights under the Securities Investor Protection Act,
customers should alse re-confirm in writing to the above address
any oral communications with WFIS relating to the inaccuracies or
discrepancies.

Eurodollar Deposits: Funds invested in a Eurodollar Deposit are
held on deposit at the Bank's Grand Cayman Island branch, a
fareign branch of the Bank. As an offshore deposit liability payable
at the Bank’s Grand Cayman Island branch, the deposits are
subject to Grand Cayman Island laws, regulations and
governmental actions regarding exchange controls, assets seizures
and other restrictions. Deposits payable only outside the U.S. also
have a lower priority than deposits payable at a U.S. branch in
liquidation. In addition, deposils held in a foreign U.S. bank branch
are not insured by the FDIC or otherwise guaranteed by the U.S.
government or any of its agencies.



CiTY OF LOS

BANOS

Account Number: 3AB28736

Portfolio Holdings Securily positions held with Wells Fargo Securities, LLC
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Statement Ending: September 30, 2014

Current Par / Market Market Criginal Par
Security ID Description Maturity Date Coupon Qriginal Par Price* Value Pledged** Callable
Bonds usD
74824XCR5 QUEENSBOROUGH NATIONAL B&T CO. 07/30M15 2.300% 100,000.000 101.7465 101,746.50
LOUISVILLE GA INT BEARING CER
T OF DEPOSIT
786580X96 SAFRA NAT'L BK NY INTEREST BEA 07/31/15 0.800% 245,000.000 100.5301 246,298.75
RING CERT OF DESPQSIT
14042E357 CAPITAL ONE NA MCLEAN VA INT B 08/25/15 2.000% 245,000.000 101.3750 248,368.75
EARING CERT OF DEPOSIT
140420MW7 CAPITAL ONE USA GLEN ALLEN VA 08/25/15 2.000% 245,000.000 101.7833 249,369.09
INT BEARING CERT OF DEPOSIT
59012YK71 MEIEIEI'S.K BANK INT BEARING CERT 08/31/15 1.250% 245,000.000 100.5724 246,402 .38
O
773709AM2 ROCKLAND TRUST CO INTEREST BEA 03/28/16 2.050% 43,000.000 102.1481 40,859.24
RING CERT OF DEPOSIT
46176PAK iNl\jIES(T:;ORS SVGS INT BEAR CERT O 05/05/16 2.200% 100,000.000 102.2262 102,226.20
F DEPOSIT
73565NBD4 PORTAGE COUNTY BANK INT BEARIN 06/15/16 1.800% 130,000.000 102,3137 133,007.81
G CERT OF DEPOSIT
06279L.CJ1  BANK INTERNET USA INTEREST BE 06/22/16 1.900% 245,000.000 102.3243 250,694.54
ARING CERT OF DEPQOSIT
344030EB3 FLUSHING SAVINGS BANK INT BEAR 06/29/16 1.900% 245,000.000 102.3525 250,763.63
ING CERT OF DEPOSIT
06425BBES8 BK OF THE PACIFIC INT BEAR CER 08/12/16 1.700% 245,000.000 102.4306 250,954.97
T OF DEPOSIT
1330330L1  CAMDEN NATIONAL BANK INTEREST 08/17/16 1.750% 245,000.000 102.4369 250,970.41
BEARING CERT OF DEFOSIT
52168UBN1 LE[?[-?PER BANK INT BEARING CERT © 08/17/16 1.800% 245,000.000 102.4357 250,967 47
F
924116AQ9 VERMILLION STATE BANK INT BEAR 08/31/16 1.500% 245,000.000 102.4653 251,039.99
ING CERT OF DEP
36962G2G8 GENERAL ELEC CAP CORP 02/15/17 5.400% 1,150,000.000 109.5141 1,259,412.15 N
36962G5W0 GENERAL ELEC CAP CORP 04/2717 2.300% 1,500,000.000 102.7496 1,541,244.00 N
94974BFD7 WELLS FARGO & COMPANY 05/08/17 2.100% 300,000.000 101.9876 305,962.80 N
02006LFX6 ¢%§¥ IgEAgK INTEREST BEARING CER 0713117 1.150% 245,000,000 99.3816 243,484.92
29976DPY0 E\F,{'IE'Fé)BFANK FL INTEREST BEARING C 11/30/17 1.100% 125,000.000 100.7552 125,944.00
E DEP
89233P7E0 TOYOTA MOTOR CREDIT CORP 01/10/18 1.375% 500,000.000 99.1342 495,671.00 N
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CITY OF LOS BANOS
Account Number: 3AR28736

Portfolio Holdings (Contin I.IEd) Security positions held with Wells Fargo Securities, LLC
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Statement £Ending: September 30, 2014

Current Par / Market Market Original Par
Security 1D Description Maturity Date Coupon Qriginal Par Price* Value Pledged*” Cailable
Bonds usp
46625HJG6 JPMORGAN CHASE & CO 01/25/18 1.800% 986,000.000 99.7853 982,885.21 N
060624XH1 BANK BARODA NY INTEREST BEARIN 03/08/18 1.250% 245,000.000 99.4184 243,575.08
G CERT OF DEP
20451PDE3 COMPASS BANK INTEREST BEARING 09/04/18 1.950% 245,000.000 100.6341 246,553.55
CERT OF DEPQSIT
05568P552 BMW BK NORTH AMERICA INTEREST 10/11/18 2.050% 245,000.000 100.7180 246,761.565
BEARING CERTIFICATE OF DEFPOSIT
36163CFS4 GE CAPITAL BANK INTEREST BEARI 10/11/18 1.850% 245,000.000 100.6834 246,674.33
NG CERTIFICATE OF DEPOSIT
38147JMY5  GOLDMAN SACHS BK NY INTEREST B 10/16/18 2.050% 245,000.000 100.4730 246,158.85
EARING CERTIFICATE OF DEPOSIT
02587DVB1  AMERICAN EXPR CENTURION INTERE 1011718 2.100% 245,000.000 100.6922 246,695.89
ST BEARING CERT OF DEP
17284CQY3 %T BANK INTEREST BEARING CERT 10/17/18 2.000% 245,000.000 100.6549 246,604.51
F DEP
3191418BE6 FIRST BK HIGHLAND PK INTEREST 04/09/19 1.900% 245,000.000 99.8066 24452617 Y
BEARING CERTIFICATE OF DEPOSIT
06740KGGE BARCLAYS BANK INTEREST BEARING 04/15/19 1.900% 190,000.000 99.8152 189,648.88
CERTIFICATE OF DEPOSIT
89235MGWS TOYOTA FINANCIAL SGS BK INTERE 04/17/19 1.900% 245,000.000 99.3503 243,408.24
ST BEARING CERTIFICATE OF DEPO
SiT
88413QAMC THIRD FEDERAL SAVALOAN INTERES 04/19/19 1.800% 245,000.000 99.7606 244,413.47
T BEARING CERT OF DEP
856284Y81 ST BK INDIA NY INTEREST BEARIN 07/29/19 2.050% 245,000.000 99.2157 243,078.47
G CERTIFICATE
2546713D0 DISCOVER BANK INTEREST BEARING 07/30/19 2.000% 245,000.000 99.1634 242.950.33
CERTIFICATE OF DEPOSIT
7954508C0 Sé\é..FiD_(I;ESf‘\[EI_AE BK INT BEAR CERT OF 07/30/19 2.050% 245,000.000 99.2097 243,063.77
87165HCF5 SYNCHRONY BANK INTEREST BEARIN 08/01/19 2.050% 245,000.000 99.4248 243,590.76
G CERTIFICATE OF DEPQOSIT
02587CBK5  AMERICAN EXPRESS BK INTEREST B 09/18/19 2.100% 180,000.000 99.3693 178,864.74

EARING CERT OF DEP
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Statement Ending: September 30, 2014
CITY OF LLOS BANOS

Account Number; 3AB28736

Portfolio HO[diﬂgS (COﬂtiﬂUEd) Security positions held with Wells Fargo Securities, LLC

Current Par / Market Market Criginal Par
Security ID Description Maturity Date Coupon Original Par Price* Value Pledged*” Callable
Bonds UsD
11,425,000.000 11,624,842.40 0.00

*See important information regarding securily pricing on Page 2.

**Tofal amount that is pledged to or held for another parly or parties. Refer to the Pledge Detail Report for more informalion.

Daily Account Activity

Your investment transactions during this statement period.

Settlement /
Transaclion / Effective Pringipal Income Debit / Credit
Trade Date  Date Activity Security ID Description Par / Quantity Price Amourt Amount Amount
Transaction Activity usD
09/10/14 09/18/t4  Purchase 02587CBKS  AMERICAN EXPRESS BK INTEREST B 180,000.00 100.0000000 (180,000.00} 0.00 (180,000.00)

income / Payment Activity uso

09/02/14 08/02M14  Interest 924116AQ8 VERMILLION STATE BANK INT BEAR 322 312.12
09/02/14 09/02/114  Interest 59012YK71  MERRICK BANK INT BEARING CERT 260.10 260.10
09/02/14 09/02/14  Interest 74824XCR6 QUEENSBOROUGH NATIONAL B&T CO. 195.34 195.34
05/04/14 09/04/14  Interest 20451PDE3 COMPASS BANK INTEREST BEARING 2,408.38 2,408.38
09/08/14 09/08/14  Interest 060624XH1  BANK BARODA NY INTEREST BEARIN 1,543.84 1,543.64
09/12/14 09/12114  Interest 06425BBEB  BK OF THE PACIFIC INT BEAR CER 353.74 353.74
09/15/14 09/15/14  Interest 73565NBD4  PORTAGE COUNTY BANK INT BEARIN 198.74 198.74
09/15/14 09/15/14  Interest 344030EB3 FLUSHING SAVINGS BANK INT BEAR 395.36 395.36
09/17/14 09/17/14  Interest 52168UBN1 LEADER BANK INT BEARING CERT O 374.55 374.55
09/17/14 091714 Interest 133033DL1  CAMODEN NATIONAL BANIKINTEREST 364.14 364.14
09/22/14 092214 Interest 06279LCJ1  BANK INTERNET USA INTEREST BE 395.36 395.36
09/29/14 09/29/14  Interest 773703AM2  ROCKLAND TRUST CO INTEREST BEA 69.64 69.64
08/30/14 09/30/14  interest 74824XCR5S QUEENSBOROUGH NATIONAL B&T CO. 185.34 195.94

Money Market Fund Activity

All transactions are iraded at $1.00 per share

WF Adv 100% Treas S 8 Dividend earned 7 day* 30 day*
~As of September 30, 2014 this period simple yield simple yield
usp 0.00 0.000% 0.000%

118620 10136818 OG0B 15027 UN#2011537-00031608 74088-D010 79524 10701114 7
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t Ending:
CITY OF LOS BANOS Statement Ending: September 3¢, 2014

Account Number: 3AB28736

Money Market Fund Activity (Continued)

All iransactions are traded at $1.00 per share

Transaction
Date Activity Principal Amount Bividend Amount Batance
Beginning Balance 176,442.59
09/02/14 Purchase 767.56 177,210.15
09/04/14 Purchase 2,408.38 179,618.53
09/08/14 Purchase 1.543.84 181,162.37
09/12/14 Purchase 353.74 181,516.11
09/15/14 Purchase 59410 182,110.21
09/17/14 Purchase 738.69 182,848.90
09/18/14 Redemption {180,000.00) 2,848.90
09/22M14 Purchase 395.36 3,244.26
09/29/14 Purchase 69.64 3,313.90
09/30/14 Purchase 195.34 3,509.24

Ending Balance 3,509.24




Business Market Rate Public Funds

Account number: 8658584076 = September 1, 2014 - September 30, 2014 = Page 1 of5

Questions?
CITY OF LOS BANOS Available by phone 24 hours a day, 7 days a week:
SCHOOL PROJECT 1-800-CALL-WELLS (1-800-225-5935)
5204 8T TTY:1-800-877-4833
LOS BANOS CA 93635-4240 En espafiol: 1-877-337-7454

Online: wellsfargo.com/biz

Write: Wells Fargo Bank, NLA. (114)
P.O. Box 6995
Portland, OR 87228-6995

Your Business and Wells Fargo

Wells Fargo Works for Small Business website

The Wells Fargo Works site offers free access to business information and advice through videos, articles, and other small business
resources. This site offers objective information from industry experts, best practices from real business owners, as well as numerous
Wells Fargo solutions that can help yous run your business. Learn more about Wells Fargo Works at wellsfargoworks.com

IMPORTANT ACCOUNT INFORMATION

Enhancements coming to your transaction descriptions inciuding cash back detail

Over the next few months, you wili notice changes to the descriptions for dehbit, ATM or prepaid card transactions. These
enhancements provide more detail about your transactions, and include new descriptions for purchases with cash back. For debit,
ATM, or prepaid card merchant purchases with a request for cash back, the transaction description will include the words "cash® or
“cash back,” and may include the dotlar amount of cash requested.

Activity summary Account number: 8658584076
Beginning balance on 9/1 $25,072.85 CITY OF LOS BANQS
Deposits/Credits 062 SCHOOL PROJECT
Withdrawals/Dehits - 0.00 California account terms and condifions apply
Ending balance on 9/30 $25,073.47 For Qirect Deposit use
Routing Number (RTN): 121042882
Average ledger balance this period $25,072.85 For Wire Transfers use
Routing Number (RTN): 121000248

Sheet Saq = 0020248
Sheet 00001 of 00003
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Interest summary

Interest paid this statement 80.62
Average collected balance $25,072.85
Annual percentage yield earned 0.03%
Interest earned this statement period 30.62
Interest paid this year $5.63
Transaction history

Deposits/ Withdrawals/ Ending daily
Date Description Credits Debits balance
89/30 Interest Payment 0.62 25,073.47
Ending balance on 930 25,073.47
Totals $0.62 $0.00

The Ending Daily Balance does not reflect any pending withdrawals or holds on deposited funds that may have been outstanding on your account when your
transactions posted, If you had insufficient available funds when a transaclion posted, fees may have been assessed.

Monthly service fee summary

For a comptete list of fees and detailed account information, please see the Wells Fargo Fee and Infermatien Schedule and Account Agreement applicable to
your account of talk to a banker. Go to wellstargo.com/ffesfaq to find answers to common questions about the menthiy service fee on your account.

Fee period 08/01/2014 - 09/30/2014 Standard monthly service fee $10.00 You paid $0.00
How to avoid the monthly service fee Minimum required This fee period
Have any ONE of the following account requirements
+ Minimumn daily balance $2,500.00 $25,072.85 ]
+ Average collected balance $5,000.00 $25,073.00
Yoo

IMPORTANT ACCOUNT INFORMATION

The following provisions are being added to the Business Account Agreement and the Selected Terms and Conditions for Wells Fargo
Business Debit Cards, Business ATM Cards and Business Deposit Cards (each, an “Agreement”} to clarify the use of a Business Debit Card
through a moblle device.

Using your Business Debit Card through a Mobile Device

If you make Card transactions through a Mobile Device using a Business Debit Card, the terms of the Agreement apply with the same
effect and coverage, including (i) any limitations the Bank places on the frequency or dollar amount of your Card transactions; and (i)
your rights and responsibilities for unauthorized transactions.

As used in this Agreement, “Mobile Device" means a smartphone, tablet, or any other hand held or wearable communication device
that allows you to electronically store or electronically present your Card or Card number (*Electronic Card information”) and use that
Electronic Card Information to make Card transactions.

if you use your Card through a Mobile Device, you shouid secure the Mobile Device the same as you would your cash, checks, credit
cards, and ather valuabie information. The Bank encourages you to password protect or lock your Mabile Device to help prevent an
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unauthorized person from using it. Please notify the Bank promptly if your Mobile Device containing Electronic Card Information is jost

or stolen. You may contact the Bank's National Business Banking Center at the number listed on the statement for reporting a lost or
stolen Card (1-800-225-5935). Please note that your mobile carrier may charge you message and data rates, or other fees, when you use
your Card through a Mobile Device.

Card transactions made through a Mobile Device may involve the electronic transmission of your Card information across wiretess and
computer networks. Third parties, such as merchanis, card association networks, mobile carriers, mobite wallet operators, mabile
device manufacturers, and software application providerss may use and receive Electronic Gard Information in connection with your
Card transaction. Third parties may also receive information about your Mobile Device when you use it to make a Card transaction.
When you use your Card through a Mobile Device, information about your Mobile Device may be transmitted to the Bank.

The Bank may, at any time, partially or fully restrict your ability to make Card transactions through a Mobile Device. If you want to
remove Electronic Card Information from your Mobile Device, please contact the Bank at 1-800-225-5335,

i you have enrolled in an overdraft protection plan, the terms of that plan will apply to Card transactions made through a Mobile
Device. If there are insufficient available funds under the plan to cover the amount of the overdraft, or if you do not have an overdraft
protection plan, a Card transaction made through a Mobile Device will be considered to be a one-time debit card transaction.
Overdraft fees will apply as provided for in the Agreement and the Business Account Fee and Information Schedule.

Excess Activity in a Savings Account

Regulation D and the Bank limit certain types of withdrawals and transfers from each savings or money market account to a combined
total of six {6) per monthly statement period {exceptions to the statement period may apply). The limited items include all transfers

and payments through Online Banking {including Mobile and Text Banking) or the telephone {(automated and banker-assisted);
pre-authorized transfers and withdrawats {including recurring and one time); checks and debit or ATM card purchases; transfers for
Overdratt Protection; transfers and payments to Wells Fargo credit cards, lines of credit, and loans; and all wires (whether in person, on
the felephone or online).

Except for wire transfers, there are no limits on withdrawals or transfers made in person, at an ATM or Wells Fargo banking location or
any types of deposits.

An excess activity fee of $15 is assessed for transactions exceeding the limit and accounis that exceed the limit on more than an
occasional basis will be converted 1o a checking account {or closed). If the withdrawal and transfer limit is reached, we may decline
transfers and withdrawais for the remainder of the monthly statement period (exceptions to the statement period may apply) to help
you aveid a fee and account conversion or closure.,

For additional information, see your Account Agreement, talk with a focal banker, or cail the number on the top of your statement.

We want to let you know that effective November 10, 2014, we are changing the time when we charge your account for Coin Orders

and Currency Orders. The fees for Coin Orders and Currency Orders will not change. The period used to calculate and charge these fees
will now malich the fee period dates listed in the "Monthly service fee summary” section of your statement. As a result of this change,
your account could be charged on November 10th for activity in October and again later in the month for activity in November,

As a reminder, there is no fee for the first 15 rolis of coin ordared per month, with a fee of $0.15 for each additional roll. There is no fee
for the first $1,000 of currency ordered per month, with a fee of $0.13 for each additional $100 ordered.

Fee changes effective January 1, 2015;

- Deposit correction/adjustment - $7.50 per correction
- Coin deposited per bag - $4 per bag

- Infotax previous day monthly base - $37 per account
- Foreign exchange online wire out - $25 each

The following Treasury Management service fees will appear with updated descriptions on your account statement on or after
February 1, 2015 if you use the setvice:
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- Infermation repoerting Infofax monthly base will change to Infofax previous day monthly base
- Wire notification: Infofax and email will change to Infofax wire item

If you have any questions about these changes, please contact your local banker or call the phone number listed at the top of your
statement .

The Welis Fargo Busiress Account Agreement will be updated effective October 29, 2014, and the Terms & Condlitions for Wells Fargo
Business Debit Cards will be updated effective November 15, 2014, to clarify that if you attempt 1o make & debit card purchase that
causes you to exceed your daily purchase imit, we may, in certain circumstances, authorize that debit card transaction provided you
have g sufficient balance to cover the purchase. Your daily limits are subject to periodic review and are subject to change based on
account history, activity, and other factors. {Not available for certain accounis such as savings accounts.)

For more details, refer to the Business Accouni Agreement Addenda at wellsfargo.com/biz/products/accounis/fee_information or
contact your local banker.
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General statement policies for Wells Fargo Bank

# Notice: Wells Fargo Bank, N.A. may fumish information about accounts
belonging to individuals, inciuding sofe proprietorships, to consumer
reporting agencies. if this applies te you, you have the right to dispute the
accuracy of information that we have reported by writing fo us at: Overdraft
Collections and Recovery, P.0. Box 5058, Portland, OR 97208-5058.

You must describe the specific information that is inaccurate or in dispute
and the basis for any dispute with supporting documentation. In the case of
information that refates to an identity thett, you will need to provide us with
an identity theft report.

Account Balance Calculation Worksheet
1. Use the following worksheet to caloulate your overall account balance.

2. Go through your register and mark each check, withdrawal, ATM
transaction, payment, deposit or other credit listed on your statement.
Be sure that your register shows any interest paid inte your account and
any service charges, automatic payments or ATM transactions withdrawn
from your account during this statemeni period.

3. LUse the charl to the right {o list any deposits, transfers fo your account,
cutstanding checks, ATM withdrawals, ATM payments or any other
withdrawals {including any from previous months) which are listed in
your register but not shown on your statement.

ENTER
A. The ending balance
shownonyourstalement . . ........... ... ... .. 3

ADD
B. Any deposits listed in your $
register or transfers into $
your account which are not %
shown on your statement. + §
$

CALCULATE THE SUBTOTAL
{Add Parts A and B)

SUBTRACT
C. The total outstanding checks and
withdrawals from the chartabove ... .......... - %

Number ltems Outstanding Amount

CALCULATE THE ENDING BALANCE
(Part A+ Part B- Pari C)
This amount should be the same

as the current balance shown in
yourcheckregister......................... 3.

©2010 Wells Fargo Bank, N.A. All rights reserved. Mernbar FDIC. NMLSR D 399801
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Total amount $




CITY OF LOS BANOS

CITY COUNCIL MEETING MINUTES
AU 6, 2014

ACTION MINUTES - These minutes are prepared to depict action
taken for agenda items presented to the City Council. For greater
detail of this meeting refer to the electronic media (CD and/or audio)
kept as a permanent record.

The following closed session was not held prior to the City Councit Meeting:

CLOSED SESSION — CONFERENCE WITH LABOR NEGOTIATORS, PURSUANT
TO__GOVERNMENT _ CODE__SECTION _ 54957.6. AGENCY _ DESIGNATED
REPRESENTATIVES: CITY MANAGER CARRIGAN, CITY ATTORNEY VAUGHN,
CITY CLERK/HUMAN RESOURCES DIRECTOR MALLONEE, FINANCE DIRECTOR
WILLIAMS, LEGAL COUNSEL TUFFO: EMPLOYEE ORGANIZATIONS: LOS
BANOS _ POLICE __ DISPATCHERS/COMMUNITY __ SERVICES ___ OFFICERS
ASSOCIATION (LBPDCSOA), LOS BANOS FIRE_FIGHTERS ASSOCIATION

(LBFFA). Not held.

CALL TO ORDER: Mayor Villalta called the City Council Meeting to order at the hour
of 7:01 p.m.

PLEDGE OF ALLEGIANCE: The pledge of allegiance was led by Police Chief Brizzee.

ROLL CALL — MEMBERS OF THE CITY COUNCIL PRESENT: Council Members
Tom Faria, Deborah Lewis, Scott Silveira, Elizabeth Stonegrove, Mayor Michael Villalta;
Absent: None.

STAFF MEMBERS PRESENT: City Attorney Vaughn, City Manager Carrigan, City
Clerk/Human Resources Director Malionee, City Treasurer/Accountant 1l Brazil, Police
Chief Brizzee, Fire Chief Guintini, Finance Director Williams, Public Works Director/City
Engineer Fachin, Information Technology Director Spalding, Assistant Planner |l Elms.

CONSIDERATION OF APPROVAL OF AGENDA: Motion by Lewis, seconded by
Faria to approve the agenda as submitted. The motion carried by the affirmative action
of all City Council Members present.

PUBLIC FORUM. (MEMBERS OF THE PUBLIC MAY ADDRESS THE CITY
COUNCIL. MEMBERS ON ANY ITEM OF PUBLIC INTEREST THAT IS WITHIN THE
JURISDICTION OF THE CITY COUNCIL; INCLUDES AGENDA AND NON-AGENDA
ITEMS. NO ACTION WILL BE TAKEN ON NON-AGENDA ITEMS. SPEAKERS ARE
LIMITED TO A FIVE (5) MINUTE PRESENTATION. DETAILED GUIDELINES ARE
POSTED ON THE COUNCIL CHAMBER INFORMATIONAL TABLE.) ANN
McCAULEY, Los Banos, spoke regarding the upcoming second movie night of the
summer with the showing of "Goonies” and invited all to come out to the showing, spoke




regarding how Erik Limon from Allied Waste wanted to be here tonight to speak and
how Allied Waste is sponsoring Movie Night being held a week before Labor Day,
August 22, 2104; CASSANDRA HELMRICK, Local VFW, spoke regarding how she was
honored by Cal:forma Assembly Member Adam Gray to go to Sacramento as the
Veteran of the Year for the 21° Assembly District, she was able to visit places and meet
Veterans that made such an impression on her, the first annual Veterans Parade in Los
Banos is being held this year on November 8, 2014 beginning at 11;00 a.m. and spoke
to the event and what she has planned, upcoming parade planning meeting on August
14, 2014 and invited anyone interested to come; PASTOR BRUCE RIVERS, lLos
Banos, spoke regarding September 3, 2014 and how Los Banos will be having the first
annual Los Banos Prayer Walk from Home Depot to the old Lowes building parking lot,
spoke regarding Los Banos being not just a place that people travel through and how it
is much more than that, Pastors are getting together for the better of Los Banos; ADEL
DESSOUKY, Los Banos, spoke regarding concerns of the standard of the section over
there and the values declining over the years, how he is only a few homeowners left
surrounding by renters, the incidences that have happened in his area, barking dogs
and how the Los Banos Municipal Code that requires dog licensing is not enforced, last
week he was insulted and harassed on the street from a dog owner across the street in
the area of Waterford Way, PASQUEL MANDIVIL, Los Banos, spoke in Spanish and
referred to the comments made about Veterans, invited ali to the local library and on
behalf of Cesar Chavez to come and see the mural that the kids have painted, why can't
the homeless sleep in the churches when they are emptied at night, spoke regarding
the Giants/Mets game many years ago where insults were said. No one else came
forward to speak and the public forum was closed.

CONSIDERATION OF APPROVAL OF CONSENT AGENDA. Council Member Lewis
requested to remove item C — Agreement by and between CAL Office of Emergency
Services (OES) and the Los Banos City Fire Department for Temporary Assignment of
Vehicular Equipment for an Additional Ten {10) Years.

Motion by Silveira, seconded by Faria to approve the consent agenda as submitted:
Check Register for #148525 — #148839 in the Amount of $2,871,768.33; Minutes for the
July 30, 2014 Spemal City Councel Meetlng

------ - ol e

AS&&HH%M#&FIG&H&PE@%%H@HFFAG&H&%&LI&R—G—G}#&% City Council
Resolution No. 5595 —~ Approving the Operation of a Taxicab License for Martinez Taxi
and Deeming the Operation a Public Convenience and Necessity; City Council
Resolution No. 5596 — Authorizing a Contract Agreement with BSK Associates for the
Clean Closure of the Old Los Banos Landfill in the Amount of $273,000; City Council
Resolution No. 5597 ~ Authorizing the City Manager to Execute Professional Services
Agreements and the Public Works Director/City Engineer to Execute Individual Project
Service Requests with Gouveia Engineering, O'Dell Engineering, and Provost &
Pritchard Consulting Group for On-Call Engineering Services. The motion carried by
the affirmative action of all City Council Members present.




AGREEMENT BY AND BETWEEN CAL OFFICE OF EMERGENCY SERVICES (OES)
AND THE LOS BANOS CITY FIRE DEPARTMENT FOR TEMPORARY
ASSIGNMENT OF VEHICULAR EQUIPMENT FOR AN ADDITIONAL TEN (10)
YEARS. Councit Member Lewis inquired as to if the City will be fully reimbursed any
costs incurred in using and maintaining the vehicle. Fire Chief Guintini explained how
they currently work with and maintain the vehicle and referenced the current strike team
assignments that went out using this vehicle.

Motion by Lewis, seconded by Silveira to approve the Agreement by and between CAL
Office of Emergency Services (OES) and the Los Banos City Fire Department for
Temporary Assignment of Vehicular Equipment for an Additional Ten (10) Years as
submitted and authorize the Fire Chief to execute the agreement. The motion carried
by the affirmative action of all City Council Members present.

PUBLIC HEARING — TO RECEIVE PUBLIC COMMENT AND CONSIDERATION OF
APPROVAL OF CONDITIONAL USE PERMIT #2014-09 FOR THE USE OF A TYPE
20 ALCOHOL LICENSE FOR THE OFF-SALE OF BEER AND WINE FOR MI BARRIO
FOOD & GAS MART LOCATED AT 403 _N. MERCEY SPRINGS ROAD,
ASSESSOR’S PARCEL NUMBER 082-072-024; CITY COUNCIL RESOLUTION NO.
5598 — APPROVING CONDITIONAL USE PERMIT #2014-09 FOR THE OFF-SALE
OF BEER AND WINE FOR Ml BARRIO FOOD & GAS MART LOCATED AT 403 N.
MERCEY SPRINGS ROAD. Assistant Planner |l EiIms presented the staff report.

Council Member Lewis inquired as to the beer and wine being kept in specific locations
on the floor plan for which is not clear and Assistant Planner Il Elms explained exactly
where the beer and wine is to be located. Council Member Lewis inquired as to if we
can be more specific and real clear in the conditions of approval as it pertains to alcohol
displays and inquired as to condition of approval #1 stating she is concerned that they
may come at a later date to put fuel at this convenient store.

Mayor Villalta opened the public hearing. JAY VIRK, Project Applicant, spoke regarding
his goals for the sight and the community and how he is hoping to provide groceries to
the local area, especially to those who are walking to the shop and he does pian to
expand to a gas station in the future in addition to the vacant land he owns adjacent to
the property, inquired as to what the is reason behind the minimal 4-pack and requested
that the condition be waived as it will be a major problem for him, asked that the
language surveillance language requirement on the beer doors be changed or removed.
Assistant Planner Il Elms stated that is was a staff decision. COUNCIL MEMBER
LEWIS asked how many other stores the applicant has, for which the applicant
answered with none but stated he has done many start ups. Council Member Lewis
inquired as to if the applicant had spoken to those in the surrounding area for which the
applicant answered he had indeed spoken to those in the surrounding area and
explained the comments he received and spoke to the conversations between his
business and the church and the security measures he has in place. RUBEN SANTOS,
Los Banos, would like to know if there is a list of how many establishments sell beer and
wine already, because at some point we are going to have Circle K come in and want to
sell beer and wine, and Rite Aid too, he hopes Los Banos does not become a City that



allows more and more businesses like this, don’t businesses like this add more
problems for the Police Department. No one else came forward to speak and the public
hearing was closed.

Council Member Stonegrove inquired as to the condition of nothing smaller than a 4-
pack and if that is a condition on the Circle K across the street. Assistant Planner H
Elms stated this condition is usually seen in the bigger stores such as Wal-Mart and
Dollar General. Council Member Stonegrove stated she feels that it is only fair to allow
Mi Barrio to do the same as Circle K and to waive the condition regarding 4-packs.
Mayor Villalta asked if this would be the bar set by staff now and for all future
businesses and Assistant Planner Il Elms answered yes it would. City Attorney Vaughn
stated he is looking for the clear understanding of the language that the applicant is
proposing on the beer doors and the applicant stated he wanted the language to read
“for recording purposes only”. Council Member Lewis spoke regarding Condition No.
13, approval of floor plan and how she feels we should specifically state where the
items are to be located and no alcohol on the outsides of the building. Assistant
Planner Il Elms stated that it is noted on the map that should have been labeled Exhibit
D. Mayor Villalta stated that he voted on the proposed Circle K across the street and
just does not feel like he can approve this because it just doesn't seem right to him.
Council Member Lewis stated she has a history of not voting for alcohol licenses when
businesses are close to schools and churches, concerned that the applicant did not
speak to the Pastor of the church nearby, previous business have had many problems
with alcohol sales, she does not see that this a necessity and a convenience, and she
can’'t consciously approve this because of the proposed approved Circle K across the
street. Council Member Silveira stated he feels the applicant has made a big
investment in the store and is in favor of passing this and gets that there is a lot of social
issues that come along with selling alcohol, feels that it is a convenience as many
people in the neighborhood walk to the store, it is a big part of the business, to just say
no you will be putting a business owner out of business, aren’t we are all about small
business and promoting small business, does not support the change of 4-pack.
Council Member Stonegrove stated she hears a lot from this Council about how we are
trying to be a business friendly community and how she doesn’t understand the logic in
denying this application tonight, especiaily because the other convenience stores are
allowed to sell alcohol and to not allow this applicant is not fair, does this mean any
future gas stations will not be able to sell alcohol, feels that they should be held to the
same standard, she’ll compromise on the 4-pack condition. Council Member Faria
spoke regarding how he'’s gone into a business where beer and wine was sold before
and how he is ok with the new bar being set at a 4-pack minimum. City Attorney
Vaughn spoke to item 5, on Exhibit B — Findings for Approval of Conditional Use Permit
#2014-09, “the proposed use has been deemed a public convenience or necessity by
the Los Banos City Council.” Council Member Stonegrove inquired as to the reasoning
behind the 4-pack minimum for which City Manager Carrigan explained that there would
be no more selling of singles after going through the Circle K application and it is not a
reflection on this applicant or location. Ms. Stonegrove inquired as to if it is an attempt
to limit drunk driver and loitering for which Mr. Carrigan stated that staff is just trying to
raise the bar. City Attorney Vaughn noted that the single sale of alcohol is so that they



don't buy a single and jump in their car and that most people who buy singles it is for
immediate consumption. Assistant Planner Il Eims stated that it is easy to conceal a
single than a 4 pack and perhaps steal. Council Member Silveira agrees that in the
future we could in some way ask the applicants to state their intentions all the way
through and inquired as to why a 4-pack and not a 3-pack, because he's never seen a
4-pack of beer but he has seen a 3-pack. Council Member Lewis stated that she
agrees that when a business comes in to an existing businesses that their intentions
should be clearly stated in the beginning. Council Member Faria stated that why not set
the minimum at a 4-pack of wine and a 3-pack beer.

JAY VIRK, applicant, stated that Circle K is not here and he is, on his initial application
he did state that he was going to seli alcohol and gas, he is a full on convenience store,
beer and wine is not the only item of sale, he did speak to the pastor of the church
about his plans for his business, spoke regarding the 4-pack/3-pack and his ideologies,
and how he is off the main street and is off the census tract.

Motion by Silveira, seconded by Stonegrove to adopt City Council Resolution No. 5598
— Approving Conditional Use Permit #2014-09 for the Off-sale of Beer and Wine for Mi
Barrio Food & Gas Mart Located at 403 N. Mercey Springs Road with the following
changes to the Condition #13 to add only to “ . . . displayed only in the areas shown”,
the noting of Exhibit D and Condition #15 to change the word surveillance to recording,
and change Condition #7 to a minimum 4-pack to 3-pack. The motion carried by the
following vote: AYES: Faria, Silveira, Stonegrove; NOES: Lewis, Villalta, ABSENT:
None.

A short recess was taken at 8:31 PM. The meeting reconvened at 8:40 PM.

PUBLIC HEARING ~ TO RECEIVE PUBLIC COMMENT AND CONSIDERATION OF
AN APPEAL OF THE LOS BANOS PLANNING COMMISSION APPROVAL OF
MITIGATED NEGATIVE DECLARATION (MND) SCH#2014011068 AND TENTATIVE
TRACT MAP #2013-01 FOR AMG & ASSOCIATES, FOR PROPERTY LOCATED AT
THE NORTHEAST CORNER OF WILLMOTT AVENUE AND NORTH STREET,
ASSESSOR’S PARCEL NUMBER 082-050-066; CITY COUNCIL RESOLUTION NO.
5599 — DENYING THE APPEAL FROM THE LOS BANOS UNIFIED SCHOOL
DISTRICT AND UPHOLDING THE DECISION OF THE LOS BANOS PLANNING
COMMISSION AND APPROVING MITIGATED NEGATIVE DECLARATION (SCH
#2014011068) AND APPROVING TENTATIVE TRACT MAP #2013-01 FOR AMG &
ASSOCIATES. Assistant Planner |l EIms presented the staff report.

Council Member Silveira inquired as to if there were any comments received, for which
Assistant Planner || EIms stated there were not.

Mayor Villalta asked for any open testimony from the LBUSD. No one came forward.

Mayor Villalta asked the representative from AMG to speak. Alexis Kovorkin stated that
he feels he has met all the requirements, staff has been very helpful, his subdivision is




by right and in compliance, and how he is asking for the entittement and hopes it get
approved.

Mayor Villalta opened the public hearing. No one came forward to speak and the public
hearing was closed.

Mayor Villalta asked AMG if he wanted to make any final comments. Alexis Kovorkin
stated that he wanted to thank the City Attorney and staff for doing a great diligent job,
they left no stone unturned.

Council Member Silveira stated that it is a little frustrating that the City has spent a lot of
time and money for this appeal tonight, as has the applicant, and it is disheartening that
the folks that brought this appeal forward didn’'t even show up tonight.

Villalta stated that Los Banos Unified School District Superintended Tietjen called and
stated that they would not be here this evening.

Motion by Silveira, seconded by lLewis to adopt City Council Resolution No. 55989 -
Denying the Appeal from the Los Banos Unified School District and Upholding the
Decision of the Los Banos Planning Commission and Approving Mitigated Negative
Declaration (SCH #2014011068) and Approving Tentative Tract Map #2013-01 for AMG
& Associates. The motion carried by the affirmative action of all City Council Members
present.

PUBLIC HEARING — TO RECEIVE PUBLIC COMMENT AND CONSIDERATION OF
LEVYING PROPERTIES FOR WEED ABATEMENT SERVICES PERFORMED
DURING THE FISCAL YEAR 2013/14 OR PRIOR FOR AREAS OF LAND LOCATED
IN THE CITY OF LOS BANOS, MERCED COUNTY AS FOLLOWS: ASSESSOR
PARCEL NUMBERS 026-082-022, 082-357-012, 025-101-006, 027-081-007, 027-031-
032, 025-103-004, 027-053-001, 027-161-040, 027-055-019, 027-086-009; CITY
COUNCIL RESOLUTION NO. 5600 — AUTHORIZING THE LEVY AND COLLECTION
OF ASSESSMENTS FOR WEED ABATEMENT WITHIN THE CITY OF LOS BANOS.
Finance Director Williams presented the staff report.

Mayor Villalta opened the public hearing. No one came forward to speak and the public
hearing was closed.

Motion by Faria, seconded by Lewis to adopt City Council Resclution No. City Councii
Resolution No. 5600 — Authorizing the Levy and Collection of Assessments for Weed
Abatement within the City of Los Banos. The motion carried by the affirmative action of
all City Council Members present.

PUBLIC HEARING — TO RECEIVE PUBLIC COMMENT AND CONSIDERATION OF
APPROVAL OF AN _URGENCY_ ORDINANCE OF THE CITY OF LOS BANOS
CHANGING THE IRRIGATION RESTRICTION SCHEDULE FROM_THREE (3) DAYS
TO TWO (2) DAYS AND MAKE THE SCHEDULE YEAR ROUND DUE TO PUBLIC
HEALTH, SAFETY AND WELFARE AS A RESULT OF THE STATEWIDE DROUGHT;




ORDINANCE NO. 1120 — AMENDING TITLE 10 CHAPTER 2 SECTION 10-2.03.10
(A}2) OF THE LOS BANOS MUNICIPAL CODE REGARDING SCHEDULING OF
LANDSCAPE IRRIGATION (URGENCY ADOPTION). Public Works Director/City
Engineer Fachin presented the staff report.

Mayor Villalta inquired as to if this includes every use, commercial and residential; for
which Public Works Director/City Engineer Fachin stated yes. Council Member Lewis
inquired as to if this restriction is forever or does the State have any leeway to remove
this restriction; for which Public Works Director/City Engineer Fachin replied that the
State is 240 days after adoption of the new regulation, we have been in compliance with
mandates to date, and how we need to look at many ways to keep the aquifer filled.
Council Member Lewis inquired as to if staff is going out to give warnings and could the
City be fined. Public Works Director/City Engineer Fachin stated that yes they will be
giving warnings and the City could be fined up to $10,000 a day if they are not in
compliance. City Manager Carrigan stated that the new restriction is essentially going
from allowing 3 days of watering to 2 days, there will be information the utility bills
regarding this, and if you need help with your timers cali Public Works 827-7056.
Councit Member Silveira stated that it is important that we are doing this, but he would
ask that we give out warnings first and fine those who don’t adhere to the warnings.

Mayor Villalta opened the public hearing. KATHY BALLARD, Los Banos, spoke to how
her neighbors are abusing water, this regulation needs to be reinforced throughout Los
Banos, noting the Los Banos Unified School District and their watering practices and will
they be fined. Public Works Director/City Engineer Fachin explained how their situation
is different because it is hard for them to water their large green areas when because of
the school schedule. Ms. Ballard feels that everyone needs to be treated the same and
the amount of water that she sees the schools use is beyond normal. No one else
came forward to speak and the public hearing was closed.

Motion by Silveira, seconded by Faria to waive the reading of the Urgency Ordinance
No. 1120 — Amending Title 10 Chapter 2 Section 10-2.03.10 (a)(2) of the Los Banos
Municipal Code Regarding Scheduling of Landscape lrrigation. The motion carried by
the affirmative action of alt City Council Members present.

Motion by Silveira, seconded by Faria to adopt Urgency Ordinance No. 1120 -
Amending Title 10 Chapter 2 Section 10-2.03.10 (a)(2) of the Los Banos Municipal
Code Regarding Scheduling of Landscape lrrigation. The motion carried by the
following roll call vote: AYES: Faria, Lewis, Silveira, Stonegrove, Villalta, NOES:
None; ABSENT: None.

PUBLIC HEARING — TO RECEIVE PUBLIC COMMENT AND CONSIDERATION OF
APPROVAL OF AN ORDINANCE TO INDEFINITELY SUSPEND THE COLLECTION
OF ALL REGIONAL TRANSPORTATION IMPACT FEES (RTIF) ESTABLISHED BY
ORDINANCE NO. 1031; ORDINANCE NO. 1121 — INDEFINITELY SUSPENDING THE
COLLECTION OF REGIONAL TRANSPORTATION IMPACT FEES ESTABLISHED
BY ORDINANCE NO. 1031 AS AMENDED AND CODIFIED IN TITLE 3 CHAPTER 18




OF THE LOS BANOS MUNICIPAL CODE. (FIRST READING & INTRODUCTION)
Public Works Director/City Engineer Fachin presented the staff report.

Mayor Villalta opened the public hearing. KATHY BALLARD, Los Banos, stated that a
long time ago she was told that the original fee was 1o collect Regional Fees for regional
projects and doesn’t feel that the funds are going to regional projects, this is something
that we should get rid of and doesn't feel that Los Banos will ever benefit from
contributing to these fees. No one else came forward to speak and the public hearing
was closed.

Motion by Faria, seconded by Lewis to waive the first reading of Ordinance No. 1121 —
Indefinitely Suspending the Collection of Regional Transportation Impact Fees
Established by Ordinance No. 1031 as Amended and Codified in Title 3 Chapter 18 of
the Los Banos Municipal Code. The motion carried by the affirmative action of all City
Council Members present, Stonegrove voting No.

Motion by Faria, seconded by lLewis to introduce Ordinance No. 1121 — Indefinitely
Suspending the Collection of Regional Transportation Impact Fees Established by
Ordinance No. 1031 as Amended and Codified in Title 3 Chapter 18 of the Los Banos
Municipal Code. The motion carried by the following roli call vote: AYES: Faria, Lewis,
Silveira, Stonegrove, Villalta; NOES: Council Members Siiveira, Stonegrove; ABSENT:
None.

Mayor Villalta spoke regarding there being a Special Meeting of the MCAG Board and
understands our concerns with the fee structure and how they are talking about it at
least and that is a positive on their part.

SUBMISSION OF BY-DISTRICT METHOD ELECTION OF CITY COUNCIL MEMBERS
TO THE VOTERS PURSUANT TO CALIFORNIA GOVERNMENT CODE § 34871 AND
APPROVAL OF BALLOT ARGUMENT IN FAVOR; CITY COUNCIL RESOLUTION
NO. 5601 — CALLING AND GIVING NOTICE OF A SPECIAL MUNICIPAL ELECTION
TO BE HELD ON TUESDAY, NOVEMBER 4, 2014, FOR THE SUBMISSION TO THE
QUALIFIED VOTERS OF THE CITY A MEASURE TO ESTABLISH ELECTORAL
DISTRICTS FOR ELECTION OF MEMBERS OF THE LOS BANOS CITY COUNCIL
BY DISTRICTS AND ELECTION OF THE MAYOR OF LOS BANOS CITY-WIDE, AND
REQUESTING THE BOARD OF SUPERVISORS OF THE COUNTY OF MERCED,
CALIFORNIA, TO PROVIDE FOR THE CONSOLIDATION OF THE SPECIAL
BALLOT MEASURE ELECTION WITH THE STATEWIDE GENERAL ELECTION TO
BE HELD ON NOVEMBER 4, 2014, PURSUANT TO SECTION 10403 OF THE
ELECTIONS CODE; CITY COUNCIL. RESOLUTION NO. 5602 — APPROVING AND
SUBMITTING A BALLOT ARGUMENT IN FAVOR OF A MEASURE TO ESTABLISH
ELECTORAL DISTRICTS FOR ELECTION OF MEMBERS OF THE LOS BANOS
CITY COUNCIL BY DISTRICTS AND ELECTION OF THE MAYOR OF | OS BANOS
CITY-WIDE, TO BE VOTED ON NOVEMBER 4, 2014, PURSUANT TO SECTION
9282(B) OF THE ELECTIONS CODE. City Manager Carrigan presented the staff
report. City Attorney Vaughn stated that in terms of Resolution No. 5602, two (2)




representatives of the City Council need to be designated to sign the rebuttal argument
if needed.

Council Member Stonegrove happy to support the proposed map/boundaries even
thought she previously supported another map/boundaries at earlier meetings.

Motion by Faria, seconded by Stonegrove to adopt City Council Resolution No. 5601 —
Calling and Giving Notice of a Special Municipal Election to be Held on Tuesday,
November 4, 2014, for the Submission to the Qualified Voters of the City a Measure to
Establish electoral Districts for election of members of the Los Banos City Council By
Districts and Election of the Mayor of Los Banos City-wide, and Requesting the Board of
Supervisors of the County of Merced, California, to Provide for the Consolidation of the
Special Ballot Measure Election with the Statewide General Election to be Held on
November 4, 2014, Pursuant to Section 10403 of the Elections Code. The motion
carried by the affirmative action of all City Council Members present.

Councii Member Silveira inquired as to why the two (2) Council Members needed to be
named and City Attorney Vaughn explained that they will be the signers for the City
Council on the rebuttal to the argument in opposition to the measure if any are filed.

Motion by Faria, seconded by Silveira to adopt City Council Resolution No. 5602 -
Approving and Submitting a Ballot Argument in Favor of a Measure to Establish
Electoral Districts for Election of Members of the Los Banos City Councii by Districts
and Election of the Mayor of Los Banos City-Wide, to be Voted on November 4, 2014,
Pursuant to Section 9282(B) of the Elections Code, noting that Council Members Faria
and Silveira as rebuttal authors if necessary. The motion carried by the affirmative
action of all City Council Members present.

ADVISEMENT OF PUBLIC NOTICES. (TWO REPORTS) Assistant Planner Il Elms
reported that there will be two Public Hearings held by the Los Banos Planning
Commission at their August 3, 2014 Planning Commission as follows: 1) To consider a
Conditional Use Permit for a small coliection recycling facility, Morfin’s Recycling
Center, located at 745 W. Pacheco Boulevard, Assessor’'s Parcel Number 027-171-011;
and 2) a Mobile Vendor Permit to allow the operation of a mobile trailer, Alfonso
Valenzuela dba Tacos Y Mariscos El Phebe, to vend on private property located at 840
H Street, Assessor's Parcel Number 025-114-019.

CITY MANAGER REPORT. City Manager Catrigan spoke regarding fireworks and he
plans to report back on that topic at a later date and made note of the great work the
Public Works employees are doing all around the City.

CITY COUNCIL MEMBER REPORTS.

SCOTT SILVEIRA: Stated that by the time we have our next City Council Meeting
school will have started and the summer fiew by, everyone be careful of the kids out
and about, good luck to Council Members Faria and Stonegrove, teachers going back to
school.



ELIZABETH STONEGROVE: Announced that the City is hosting another Graffiti Clean
Up Day on August, 2014 at 8:00 a.m. and reminded all about the upcoming Movie Night
showing of “Goonies” on August 22, 2014 at the Henry Miller Plaza.

TOM FARIA: Thanked Public Works Director/City Engineer Fachin for the road repairs
around town (fog seals), spoke regarding the nice evening at the Wine Stroll with live
music and live people, how he had a chance to get to a couple new restaurants in town
Playa Azul and the New Courthouse Diner, how school starts next week so plan your
travel plans accordingly, deer hunting season starts this Saturday, and have a good
school year, hunting season and Fall.

DEBORAH LEWIS: Spoke regarding the Veterans Day Parade planned for November
8, 2014, the planning meeting on August 14, 2014 and for anyone interested please
attend, how on September 3, 2014 Pastors in Los Banos are going to have a Prayer
Walk, how the resident came forward to register complaints about his neighborhoed
especially dogs barking and how there have been recommendations on improving our
Animal Control Division from the City of Turlock in an effort that our residents will be
happier with the way animals are treated, she thanked our staff who work so tirelessly.

MAYOR MICHAEL VILLALTA: spoke regarding how Senator Canella is working to
help Los Banos with water issues, a couple of years ago we were losing our local EDD
office, it was suggested that we combine EDD and WorkNet into one office and how the
WorkNet office has been revamped to help those that used to go to the EDD, he is
happy to announce that as of today the EDD office is open again 5 days a week at
WorkNet thanks to Senator Cannela and Assembly Member Gray, how he attended the
National Night Out Event and ask Police Chief Brizzee to come forward and speak
about the community event held last night. Mayor Villalta spoke regarding the library
and encouraged all to stop by and see the mural.

ADJOURNMENT. The meeting was adjourned at the hour of 10:04 p.m.

APPROVED:

Michael Villalta, Mayor
ATTEST:

Lucilie L.. Mallonee, City Clerk



CITY OF LOS BANOS
CITY COUNCIL MEETING MINUTES
AUGUST 20, 2014

ACTION MINUTES - These minutes are prepared to depict action
taken for agenda items presented to the City Council. For greater
detail of this meeting refer to the electronic media (CD and/or audio)
kept as a permanent record.

CALL TO ORDER: Mayor Villaita called the City Council Meeting to order at the hour
of 7:00 p.m.

PLEDGE OF ALLEGIANCE: The pledge of allegiance was led by Police Chief Brizzee.

ROLL CALL — MEMBERS OF THE CITY COUNCIL PRESENT: Council Members
Tom Faria (7:10 PM), Deborah Lewis, Scott Silveira, Elizabeth Stonegrove (8:31 PM),
Mayor Michael Villalta; Absent: None.

STAFF MEMBERS PRESENT: City Attorney Vaughn, City Manager Carrigan, City
Clerk/Human Resources Director Mallonee, City Treasurer/Accountant I Brazil, Police
Chief Brizzee, Fire Chief Guintini, Finance Director Williams, Public Works Director/City
Engineer Fachin, Information Technology Director Spalding, Assistant Planner il Eims.

CONSIDERATION OF APPROVAL OF AGENDA: Mayor Villaita requested that item
7A1) - Public Hearing — To Receive Public Comment and Consideration of Approval of
an Ordinance to Indefinitely Suspend the Collection of All Regional Transportation
Impact Fees (RTIF) Established by Ordinance No. 1031; 1) Ordinance No. 1121 -
Indefinitely Suspending the Collection of Regional Transportation Impact Fees
Established by Ordinance No. 1031 as Amended and Codified in Title 3 Chapter 18 of
the Los Banos Municipal Code (Second Reading & Adoption) be moved to be heard
after item 9 — Code Enforcement Presentation.

Motion by Villalta, seconded by Silveira t0 approve the agenda as amended moving
item 7A1) - Public Hearing — To Receive Public Comment and Consideration of
Approval of an Ordinance to Indefinitely Suspend the Collection of All Regional
Transportation Impact Fees (RTIF) Established by Ordinance No. 1031; 1) Ordinance

No. 1121 - Indefinitely Suspending the Collection of Regional Transportation Impact
Fees Established by Ordinance No. 1031 as Amended and Codified in Title 3 Chapter
18 of the Los Banos Municipal Code (Second Reading & Adoption) be moved to be
heard after item 9 — Code Enforcement Presentation. The motion carried by the
affirmative action of alt City Council Members present, Faria and Stonegrove absent.

PUBLIC_FORUM. (MEMBERS OF THE PUBLIC MAY ADDRESS_THE CITY
COUNCIL MEMBERS ON ANY ITEM OF PUBLIC INTEREST THAT IS WITHIN THE
JURISDICTION OF THE CITY COUNCIL; INCLUDES AGENDA AND NON-AGENDA
ITEMS. NO ACTION WILL BE TAKEN ON NON-AGENDA ITEMS. SPEAKERS ARE
LIMITED TO A FIVE (5) MINUTE PRESENTATION. DETAILED GUIDELINES ARE




POSTED ON THE COUNCIL CHAMBER INFORMATIONAL TABLE.} ERIK LIMON,
spoke regarding the upcoming Movie night showing “Goonies” being held on August 22,
2104 at 8 pm being sponsored by Allied Waste encouraging all to attend and introduced
his son Noah who was in attendance in his Wildcat Football uniform; FRANK
STAMBAUCH, Los Banos, spoke regarding item 8 — Consideration of City Council
Resolution No. 5604 — Establishing a Policy Regarding use of City council Chamber and
if the audiofvisual equipment would also be available and how item 5 of the policy
doesn’t state the maximum seating capacity; for which Fire Chief Guintini stated was
116; BERTHA FARIA, Los Banos Chamber Commerce, spoke regarding the recent
Downtown Wine Stroll event, the upcoming Tomato Festival on October 4, 2014, the
new businesses that have opened in town with ribbon cuttings, the opening of the new
renovated Super Wal-Mart, the Downtown Street Faire on September 6, 2014 and the
events going on that day; STEVE ALLEN, Assistant Chief Scout Master, thanked the
Mayor for presenting the certificates to the new Eagle Scouts and spoke regarding the
Boy Scouts of America organization and encouraged young boys to join the group. No
one else came forward to speak and the public forum was closed.

CONSIDERATION OF APPROVAL OF CONSENT AGENDA. Council Member Faria
stated that he will be recusing himself from voting on item 6B — Street Closure Request
from the Los Banos Chamber of Commerce to Hold the Annual Fall Street Faire on
Saturday, September 6, 2014 from 8:30 a.m. — 4:00 p.m. in the Downtown Area and to
Close 6" and K Street to H Street, and to Close J Street between 5" and 6™ Street.
The streets at 7" & K, 7" & J, 7" & I, 5" & | Will be Blocked Off to Vehicle Traffic if the
Vendor Count Warrants it.

Motion by Silveira, seconded by Lewis to approve the consent agenda with the removal
of 6B - Street Closure Request from the Los Banos Chamber of Commerce to Hold the
Annual Fall Street Faire on Saturday, September 6, 2014 from 8:30 a.m. —~ 4:00 p.m. in
the Downtown Area and to Close 6 and K Street to H Street, and to Close J Street
between 5 and 6" Street. The streets at 7" & K, 7" & J, 7" & 1, 5™ & | Will be Blocked
Off to Vehicle Traffic if the Vendor Count Warrants it, and as submitted Check Register

for #148840 #149039 in the Amount of $632 228.67; StFeet—GJeswe—ReqeesHFem—me

G%%Wa#aﬂts—l{ 2014 Confllct-of-lnterest Code Local Agency Biennial Notice. The
motion carried by the affirmative action of ait City Council Members present, Stonegrove
absent.

STREET _CLOSURE _REQUEST FROM THE LOS BANOS CHAMBER OF
COMMERCE TO HOLD THE ANNUAL FALL STREET FAIRE ON SATURDAY,
SEPTEMBER 6, 2014 FROM 8:30 A.M. — 4:00 P.M. IN THE DOWNTOWN AREA AND
TO CLOSE 67 AND K STREET _TO H STREET, AND TO CLOSE J STREET
BETWEEN 57 AND 6" STREET. THE STREETSAT 7" & K. 77 & J. 77 &1 51 &
| WILL BE BLOCKED OFF TO VEHICLE TRAFFIC IF THE VENDOR COUNT
WARRANTS IT. Motion by Silveira, seconded by Lewis to approve the Street Closure
Request from the Los Banos Chamber of Commerce to Hold the Annual Fall Street




Faire on Saturday, September 6, 2014 from 8:30 a.m. - 4:00 p.m. in the Downtown
Area and to Close 6™ and K Street to H Street, and to Close J Street between 5" and 6"
Street. The streets at 7" & K, 7" & J, 7" & |, 5" & | Will be Blocked Off to Vehicle
Traffic if the Vendor Count Warrants Iit. The motion carried by the affirmative action of
all City Council Members present, Faria recusing and Stonegrove absent.

City Manager Carrigan stated that item 7A — Public Hearing — To Receive Public
Comment and Consideration of Approval of an Ordinance to indefinitely Suspend the
Collection of All Regional Transportation Impact Fees (RTIF) Established by Ordinance
No. 1031 is being moved to be heard after the Code Enforcement Presentation.

PUBLIC HEARING — TO RECEIVE PUBLIC COMMENT AND CONSIDERATION OF
AN INCENTIVE PROGRAM TO REDUCE RESIDENTIAL IMPACT FEES. Assistant
Planner Il Elms presented the staff report, which included a PowerPoint presentation.

City Manager Carrigan stated that attracting and creating jobs is a priority at City Hall,
there has only been six homes built in the last six years, spoke to the history behind the
Incentive Program, how further analysis needs to be done to make sure we are
reducing the fees correctly, the City has hired a consultant to do the analysis, and
wanted input from the City Council on what they would like to see. Council Member
Silveira stated that he likes the tiered system best for 200 permits than the same
amount for all 200 permits, really likes the fact that there are no extensions, if we are
truly trying to get people to test the waters than this is a good way to find out, if it's a
way to get some of the 1,114 finished lots built on than its something to look into. He
inquired as to the BIA and where do they fall on this, do they like it. City Manager
Carrigan introduced John Beckman with Building Industry Association (BIA) who came
forward and spoke regarding what's going on in the valley and what's going in our area.
Mr. Beckman spoke to his experience with the City of Lodi and the incentive program
they instituted, today they have 850 approved lots and homes are starting to be built
right now and he feels that could happen in Los Banos too. Building homes creates
jobs, he is suggesting 400 homes be in the Incentive Program and spoke to what that
would mean to the City of Los Banos. He spoke how San Joaquin Valley is recovering
but Stanislaus and Merced County are not. Mayor Vilialta inquired as to if part of Lodi's
incentive program have a timeline, for which Mr. Beckman spoke to what L.odi did and
how he feels that the fees in place from 2006 may be need to be reduced. Council
Member Lewis stated that she wanted more information on developers sitting on
permits, would like to see more numbers on this Incentive Program to get a better
picture of what it would mean, would like to see specific numbers as to how much
building a home costs, creating new jobs is a big thing in Los Banos, and inquired as to
if a developer can now get extensions to move their project along and this would.
Council Member Faria stated that incentivizing housing industry should be very
cautious, he wants to see the analysis of the monies and how reducing fees is going to
affect the various City departments, how we still have Public Safety personnel in
Measure P/A/K funds and how we need to make sure to take care of the public servants
first, our employees are stretched pretty thin, would like to see the impact on the City,
only wants to see the developed lots, not new lots. Mayor Villalta agrees with Council
Member Faria, we stretched our services so thin and we couldn’t take care of needs,
wants to see the offset of property taxes and the like, would like to see the analysis, up-



front money, discretionary funds, whatever if anything or if nothing this does not affect
the school system, this is compietely separate and for the City of Los Banos only.

Mayor Villalta opened the public hearing. KATHY BALLARD, Los Banos, spoke
regarding the 1,140 lots out there and who are you going to offer those to and wanted to
know how that would work, she inquired as to the Community Center and if it is the
City's or the States for which Finance Director Williams stated that the City is still in the
process of the dissolution of the Los Banos Redevelopment Agency and explained the
situation with the Community Center and the land it sits on. No one came forward to
speak and the public hearing was closed.

Mayor Villalta invited the candidates for Mayor and City Council to come to the
September 17, 2014 meeting and speak on this topic so that the public is aware of
where they stand on this issue and other issues {00.

No action taken, informational item only.

PUBLIC HEARING — TO RECEIVE PUBLIC COMMENT AND CONSIDERATION OF
A STATE OF CALIFORNIA COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG}
PROGRAM INCENTIVE PERFORMANCE/ACTIVITIES FUNDED DURING PAST
FISCAL YEAR 2013/2014, ELIGIBLE CDBG ACTIVITIES THAT THE CITY CAN
APPLY FOR AND/OR USE LOCAL PROGRAM INCOME FOR FISCAL YEAR
2014/2015, AND TO ADOPT THE NEW STATE CDBG PROGRAM INCOME REUSE
AGREEMENT: CITY COUNCIL RESOLUTION NO. 5603 - AUTHORIZING
EXECUTION OF A COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG)
PROGRAM INCOME REUSE AGREEMENT WITH THE STATE OF CALIFORNIA.
Assistant Planner I Elms presented the staff report.

Council Member Silveira inquired as to what is changing, what are the key things, and if
any part of the Grant concern us or put us fiscally liable, for which Assistant Planner Il
Elms stated that CDBG is stating that you now need to use Program Income first before
you draw down from your grant funding, no additional liability, not a big change. Council
Member Silveira inquired as to the Program Income that comes in and if it is a pretty
exact number of the accounting side, how do you know how much of a grant to apply
for, which Assistant Planner Il elms explained the definition of Program income and
what we currently have on the books. Council Member Faria inquired as to if this was a
grant and or a loan, which Assistant Planner H Elms stated that is a business assistance
loan.

Mayor Villalta opened the public hearing. No one came forward to speak and the public
hearing was closed.

Motion by Faria, seconded by Silveira to adopt City Council Resolution No. 5603 —
Authorizing Execution of a Community Development Block Grant (CDBG) Program
Income Reuse Agreement with the State of California. The motion carried by the
affirmative action of all City Councit Members present, Stonegrove absent.



CONSIDERATION OF APPROVAL OF CITY COUNCIH. RESOLUTION NO. 5604 —
ESTABLISHING A POLICY REGARDING USE OF CITY COUNCIL CHAMBERS. City
Manager Carrigan presented the staff report.

Mayor Villalta spoke to the other users that we currently have and asked for staff to
speak to Mr. Stambauch's concerns stated during the Public Forum for which City
Manager Carrigan did. Council Member Lewis inquired as to ltem B — Aliowable Uses
and Priority as it pertains to other governmental agencies and City Attorney Vaughn
stated that there is no hourly charge. Council Member Lewis inquired under item D the
City Council Chambers will generally be available so are we are not looking at bringing
City employees back to work on holidays and weekends, why not make available at all
on holidays and weekends. Council Member Lewis inquired as 1o if the facility user may
be charged for city staff time and other associated costs and City Attorney Vaughn
stated that a provision was added to allow for flexibility to not charge dependent on the
situation. Council Member Lewis had concerns regarding if we are not going to charge
governmental agencies during regular business hours, we need to keep good records,
with the word “may” it is open ended, how if a special clean is required it must be
reported to the City Clerk, and how the facility user will be responsible for damages, and
to think about adding language “for special cleaning”. City Attorney Vaughn noted that
116 needs to be added to the maximum occupancy blank on item 5.

Motion by Silveira, seconded by Lewis to adopt City Council Resolution No. 5604 —
Establishing a Policy Regarding Use of City Council Chambers with the addition of 116
to the blank on maximum capacity #5 and addition of “or special cleaning” to #10. The
motion carried by the affirmative action of all City Council Members present, Stonegrove
absent.

CODE ENFORCEMENT PRESENTATION. Police Chief Brizzee presented the staff
report and introduced Sergeant Jesse Ceja who presented on behalf of the Code
Enforcement Division, which included a PowerPoint presentation.

Council Member Silveira thanked the Code Enforcement team that has been
assembled, how Code Enforcement has been a priority for him, a lot of progress has
been made, and he has been getting positive comments from the public. Council
Member Lewis thanked the Code Enforcement Division for all they have done, Code
Enforcement and the way our City looks is a big priority for her, happy to see the
progress made, and how education is real important. Council Member Lewis inquired
as to the fees for animal control, low cost spay and neutering program for which Code
Enforcement Office Martin reported on. Council Member Lewis inquired as to the
vehicles that are being cited and if they showing back up on the street somewhere else
and Sergeant Ceja stated that no, most are inoperable. Council Member Lewis inquired
as to if the cases that you have been working on, are the majority of your cases
complaints coming in or officers going out looking for issues for which Sergeant Ceja
stated that most are call based complaints. City Manager Carrigan that Code
Enforcement has been successful because of the Police Department’s partnership with
Public Works and the Fire Department, it is teamwork, wanted to thank the four
employees in Code Enforcement Division: Police Commander Hedden, Police
Sergeant Ceja, Code Enforcement Officers Allard and Martin, and Admin Clerk [ Rawls.



Informational item only, no action taken.
Council Member Stonegrove arrived at the meeting (8:30 PM).

PUBLIC HEARING — TO RECEIVE PUBLIC COMMENT AND CONSIDERATION OF
APPROVAL OF AN ORDINANCE TO INDEFINITELY SUSPEND THE COLLECTION
OF ALL REGIONAL TRANSPORTATION IMPACT FEES (RTIF) ESTABLISHED BY
ORDINANCE NO. 1031; ORDINANCE NO. 1121 — INDEFINITELY SUSPENDING THE
COLLECTION OF REGIONAL TRANSPORTATION IMPACT FEES ESTABLISHED
BY ORDINANCE NO. 1031 AS AMENDED AND CODIFIED IN TITLE 3 CHAPTER 18
OF THE LOS BANOS MUNICIPAL CODE. (SECOND READING & ADOPTION)
Public Works Director/City Engineer Fachin presented the staff report.

Mayor Villalta opened the public hearing. No one came forward to speak and the public
hearing was closed.

Mayor Villalta stated that he has a meeting tomorrow and on the agenda is an item for
the Atwater/Merced Expressway to take another $1.8 million from the Regional
Transportation Impact Fee (RTIF) funds to finish the project and to take STIP monies
too because the project underfunded.

Motion by Faria, seconded by Lewis to waive the second reading of Ordinance No.
1121 — Indefinitely Suspending the Collection of Regional Transportation Impact Fees
Established by Ordinance No. 1031 as Amended and Codified in Title 3 Chapter 18 of
the Los Banos Municipal Code. The motion carried by the affirmative action of all City
Councit Members present, Stonegrove voting No.

Motion by Faria, seconded by Lewis to introduce Ordinance No. 1121 — Indefinitely
Suspending the Collection of Regional Transportation Impact Fees Established by
Ordinance No. 1031 as Amended and Codified in Title 3 Chapter 18 of the Los Banos
Municipal Code. The motion carried by the following rolt call vote: AYES: Faria, Lewis,
Villalta; NOES: Silveira, Stonegrove; ABSENT: None.

PRESENTATION REGARDING REVENUE SHARING. (Continued from the June 4,
2014 City Council Meeting) City Manager Carrigan presented the staff report noting
how we are not closer to the finish line, we have made progress and stepped back, we
are making progress but not where we want to be, we do not have any leverage at the
table. We are exchanging proposals and would like to set up a meeting with a smaller
group to see where we are at, what the issues are, and what will it take to get the deal
done.

Mavyor Villalta stated that he would like to have a meeting as soon as possible, before
the next City Council meeting and City Manager Carrigan stated that he will see what he
can do. Mayor Villalta stated that he wants to close this out; it shouldn’t take three (3)
years, if they don't want to settle this he wants to report out.

ANNOUNCEMENT OF ACTING FIRE CHIEF. City Manager Carrigan presented the
staff report asking Fire Chief Guintini and Assistant Fire Chief Marrison to come




forward. City Manager Carrigan stated that in the military it's called a hail and farewell
and Fire Chief Guintini is doing what most public servants strive to do when they enter
public service to go out on your terms, noting how he is a model empioyee and can’t
thank him enough for his years of service to the City of Los Banos; he added that there
is not anyone better qualified to step in and take over as Acting Fire Chief than
Assistant Fire Chief Marrison.

Informational item only, no action taken.

ADVISEMENT OF PUBLIC NOTICES. (ONE REPORT) Assistant Planner |l Eims
reported that there will be a Public Hearing held by the Los Banos Planning
Commission at their August 27, 2014 Planning Commission to consider a
recommending to the Los Banos City Council a General Plan Amendment #2014-01
and Zone Change #2014-01 for Debbie Parry for the property located at 310 W. | Street,
Assessor's Parcel Number 027-044-006.

CITY MANAGER REPORT. Spoke regarding his presentation to the Rotary Club
regarding homelessness, how he recently met with Los Banos Unified School Board
Superintendent Tietjen, attended a 2 x 3 meeting, held a stakeholders meeting
regarding the proposed Industrial Park Project with the next step to be giving a
presentation to the Board of Supervisors on November 4, 2014, noting that we are right
where we expect to be, a lot of work to be done from now until then, recently met with
Congressman Costa’s staff, how he is happy to announce the Fire crews have returned
safely from Qakhurst with other Fire crews stili out, mentioned that school is back in
session, reminding all to slow down.

CITY COUNCIL MEMBER REPORTS.

ELIZABETH STONEGROVE: Congratulated Fire Chief Guintini his retirement, thanked
him for his service and wished him the best, welcomed Assistant Fire Chief Marrison to
his new position of Acting Fire Chief, spoke regarding the recent Graffiti Cleanup Day
on August 8, 2014 and thanked the Police Department and Public Works staff who
helped coordinate the event, especially thanked Police Chief Brizzee for actually
painting alongside them.

TOM FARIA: Stated that retirement of an icon is always a big deal, how his kids have
watched Fire Chief Guintini since they were little kids, thanked him for his service,
noting how Assistant Fire Chief Marrison will be a easy transition, reminded all school is
in session to be careful don’t be in a rush, and for all to enjoy the L.abor Day weekend.

DEBORAH LEWIS: Stated to please don't forget to go to the Movie Night in the Park
on August 21, 2014 with the showing of “Gooiness”, also remember the Tomato Festival
on October 4, 2014, spoke regarding the ribbon cutting for Wal-Mart on October 3, 2014
and how nice it looks, congratulations to Assistant Fire Chief Guintini on the promotion
to Acting Fire Chief, and to Fire Chief Guintini to enjoy his retirement.

SCOTT SILVEIRA: Congratulated Fire Chief Guintini on his retirement, noting as long
as he can remember he has known him as Fire Chief and how he shouid feel confident



turning the reins over to a very confident, weil respected individual in Assistant Fire
Chief Marrison and how he looks forward to working with him and congratulated him on
his promotion, he reminded all about movie night, and wanted to pass along to Sergeant
Ceja that he did an exceilent job on his Code Enforcement presentation.

MAYOR MICHAEL VILLALTA: Thanked Fire Chief Guintini for his service, noting how
he volunteered for free for 12 years before becoming a full time Fire Chief. Fire Chief
Guintini stated that there is success and there is success — it is the team that we built at
the Fire Department, it's not just me it is everyone in my Department that put together
the Fire Department, how Measure P was a huge help to the Fire Department and Fire
Chief Guintini thanked the community for their support.

Mayor Villalta stated that anyone of your staff could say the same thing about each
other and how Assistant Fire Chief Marrison is the right choice and how glad Assistant
Fire Chief will be Acting Fire Chief. He spoke regarding how last weekend he attended
the Eagle Scout presentation Mark and Erin Baumgartner, noting how they achieved the
highest status in Boys Scouts, noting the number of projects they have done, how
scouting is a great activity for the youth, thanked them and congratulated them. How
The Industrial Park project has the City Council's support and how we have brought the
project before many people and no one has said no, how it could bring thousands of
jobs to the community. He noted that when September 17, 2014 comes, that
candidates for mayor and city council are invited to the meeting to come and tells us
your feelings about the fee reduction and the industrial park and how he expects to see
them here and if they aren’t then we’ll know.

ADJOURNMENT. The meeting was adjourned at the hour of 3:21 PM.

APPROVED:

Michael Villalta, Mayor
ATTEST:

Lucille L. Mallonee, City Clerk



TT C TORSTOS gl T “attforain

Agenda Staff Report

TO: Mayor and City Council Members

FROM: % Gary Brizzee, Chief of Police
DATE: October 15, 2014
SUBJECT: Street Closure Request for Harvest of Fun

TYPE OF REPORT: Consent Agenda

Recommendation:
Authorize street closure.

Discussion:

The Los Banos Fellowship of Believers is requesting a street closure on October 31, 2014, from 3.00
p.m. to 8:00 p.m., for their 11" Annual Harvest of Fun. The street closure request is for H Street,
between 5™ and 71" Streets, and at the end of 6™ Street in front of the Henry Miller Plaza.

The Annual Harvest of Fun has been a successful event, providing fun activities for the children and
families in our community.

Fiscal impact:
No fiscal impact

Reviewed by:

< Co

Steve Carrigan, City Manager




4151 St. Los Banos, Ca. 93635 827-0797

Pastor Stephen Hammond

To: Los Banos City Council
Chief Gary Brizzee

From: Pastor Stephen Hammond

Re: Harvest of Fun Street Closure Request

The Fellowship of Believers request a street closure on October 31* from
3PM to 8PM for the 11" Annual Harvest of Fun. The Harvest of Fun activity
provides a safe environment for children and families to enjoy a carnival like
atmosphere during the normal activities held on October 31%. We are
partnering together with other agencies to provide a safe and free event for the
children of our city. The street closure will be H St. between 5™ and 7" and
at the end of 6™ St. in front of the Henry Miller Plaza. Thank You for your
consideration.

Sincerely,

Pastor Stephen Hammond
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Agenda Staff Report

TO: Mayor and City Council Members

FROM:  $Gary Brizzee, Chief of Police
DATE: October 15, 2014
SUBJECT: Street Closure/Parade Request for Veteran's Day Parade

TYPE OF REPORT: Consent Agenda

Recommendation:
The City Council authorize a street closure and parade on City streets.

Discussion:
The Veterans of Foreign War (VFW) POST 2487 is requesting a street closure to hold the City’s First
Annual, Veteran's Parade. The event is a celebration of our local veterans.

The parade staging area will be on 6™ Street from Pacheco Boulevard to K Street. The parade route
will begin north on 6" Street from K Street to H Street, west on H Street to 5™ Street, south on 5%
Street to K Street; dispersing on K Street at 5™ Strest,

To facilitate the parade, | respectfully request a street closure of the following streets on Saturday,
November 8, 2014 between 8:00 a.m. to 2:00 p.m. 6™ Street from Pacheco Boulevard to H Street, H
Street between 5™ Street and 6™ Street, 5" Street between H Street and K Street, and K Street
between 5" Street and 6™ Street.

Fiscal impact:
The cost for this event ($1,200.00) will be reimbursed by event organizers.

Reviewed by:

Sonya Williams, Finance Director Steve Carrigan, City Manager




PARADE
APPLICATION & PERMIT
15\ MERICH NLEG sV

Person/Organization Conducting Parade'\/ F \/\{ /3 OSY lq T ] ST 4l GG
address (1S T ST Los Pans A 93635 Phone#209 53435/3
Name of Person Obtaining PermltC AsSspRoRA A \J\F (MRICK,

Addresse+S R3RSTh <1 L o RQanes  Céa Phone #209S3Y IS /3
mailine PPDEES
A )

Type of Parade: () May Day Fair, ( ) Religious Celebration, ( ) Political Function, { ) School Function,
{ ) Promotion, { ) Demonstration, ( ) Other (Descﬁbe)ww
Date ofParade:ﬂo\} % ﬂo ILI I imate Ti X F\: m 8 ﬂm to égm

= 2om PRChe North Uf
rRoute (Streéi—"sc?nd/or Sidewalks):

"Sr(’-\qmc? oy K 1o R _stesey Turmnq \REST on+o l-\‘/;’_“‘rCDH

Date of Parade Approximate Time(s): From to - 5T

Route (Streets and/or Sidewaiks):

PERMIT SECTION

The above named applicant is hereby granted permission to conduct a Parade on the above described streets
and/or sidewalks on the dates and times specified; subject to the following conditions:

1. All applicable State and local laws will be obeyed.
‘ The Parade shall be disbanded immediately upon the verbal direction of any police officer.

3. No food, paper, confetti, or other type of substance will be thrown or deposxted on the streets or sidewalks
by Parade participants,
4. A Comprehensive Liability Insurance Policy (issued by a licensed insurance company, and naming the City

of Los Banos as an additional insured) is attached. Minimum coverage of policy is: $500,000.00 bodily
injury, $1,000,000.00 per occurrence, and $500,000.00 property damage.

ACKNOWLEDGEMENT

I hereby acknowledge that failure to comply with any condition outlined in this permit will result in the Parade
being disbanded and a denial of future such 1( rmits to both myself and the prganization holding the Parade,

Signature of Person Obtaining Permi /l/////%/

Address v %/7 % /l/f’/ 87 /1%

Original to File
Copy to Person Obtaining Permit
Copy to Shift Supervisor(s) On Duty At Time of Dance



Closing of 6 from 152 to H Street.

Staging will be 6th and K Streets. Parade start point is 6" and K St Junction. Check in will be set up in
front of Post Office.

Parade Route

North on 6™ Streét..
West on H Street . \
South on 5™ Street

b N

Dispersing at K Streejl-



HOLD HARMLESS AGREZEMENT

In Consideration of the CITY OF LOS BANOS granting

permission to the undersigned to do the following:

*ﬁUA/a/ A /&/pmros* artde _on Ao 8 2014

ﬁm«lwem +he Nswts  o% (R?)m 4 & pm EWHnmnf

QY P ia) ook MY\\W(KI\/{Q&_&J onTfo H S+  Then -humn( besy h;;_%

it is hereby acknowledged, understood and agreed by the under-
signed that neither the City of Los Banos nor any officer or

employee thereof is responsible for any damage or liability

occurring by reason of granting the above, nor is the City or
any officer or employee thereof responsible for the condition
of any property of the City of Los Banos at any time.

It is further understood and agreed tﬁat the undersigned
shall defend and fully indemnify and hold the City of Los
Banos harmless for any damage or liability occurring by reason
of the granting of the above, or of anything done or omitted
to be done by the undersigned under or in connection with the

above.

Date=§9.%) 5)(01, QO(L’

(T SsSp 00 A FHECNEEl
538 7% 7.
LS Ofires O G565
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CERTIFICATE OF LIABILITY INSURANCE

DATE {MMIDDYYYY)
09/22/2014

REPRESENTATIVE CR PRODUCER, AND THE CERTIFICATE HOLDER.

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

IMPORTANT:

certificate hoider in lieu of such endorsement(s).

If the certificate hoider is an ADDITIONAL INSURED, the policy{ies) must be endorsed.
the terms and conditions of the pelicy, cerfain policies may require an endorsement. A statement on this cerfificate does not confer rights to the

If SUBROGATION IS WAIVED, subject to

PRODUCER
EFR Insurance Agency, Inc.
864 5th Street

Los Banos , CA 83635

ﬁc’”F‘CT Ernest Rogue

f;{;‘c U, £xt 209-826-9500 [ EAX oy B00-910-1103

INSURED
Veteran of Foreign Wars

615 E Street
Los Banos , CA 93635

FDbHEss;  efrinsuranceagency@comeast.nt
INSURER(S) AFFORDING COVERAGE Hﬁ_gﬁ NAIC ¥
iNSURER & : Fireman's Fund Insurance Company 21873
INSURER B :
INSURERC ;
INSURER D :
INSURER £ :
INSURER F : f j

COVERAGES CERTIFICATE NUMBER:

REVISION NUMBER:

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION QF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN {5 SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

ALDLJSUBH POLICY EFF 1 FOLEY EXE
R TYPE OF INSURANCE Jmsﬂ(wvn POLICY NUMBER ;mﬁpnm’m LIMITS
! T
i
A | GENERALLIABILITY v XXCB0486665 11812014 | 11/09/2014 | EACH OCCURRENCE % 1-288'888
J COMMERCIAL GENERA‘I; LIABILITY NAEPO60019 J PREMISES {Eg cocurrence) i : ;
__J CLAIMS-MADE D OCCUR J MED EXP {Any one person)
'Host Liquor Liability | PERSONAL & ADV INJURY 1§ 1,000,000
| | | GENERALAGGREGATE | $ 2,000,000
GEN'L AGGREGATE LJMIT APPLIES PER: PRODUCTS - COMP/OP AGG | § 1,000,000
v lpouey| | PR | Loc 5
JECT
AUTOMOBILE LIABILITY COMEINED SINGLE LIVIT
L (Ea accidenty | & "
ANY AUTO BODILY INJURY (Per person) | § ]
1 ALL OWNED SCHEDULED P
| Ao SCHED BODILY INJURY (Per accident)| $
] NON-OWNED PROPERTY DAMAGE 3
f HIRED AUTGS AUTOS J {Per agcident) W 1
. L | il $
L
U T umereLLA LIng | ocour j EACH OCCURRENCE 8 . 1
i EXCESS LIAB I CLAIMS—MADEJ ! AGGREGATE $
.
! DED | ] RETENTION $ | Al = $
WORKERS COMPENSATION - -
AND EMPLOYERS' LIABILITY YIN R R ]
ANY PROPRIETOR/PARTNER/EXECUTIVE E.L. EAGH ACCIDENT $
handatory e 0o D A E.L DISEASE - EA EMPLOYEE] §
andatory in i L “
It yes, describe under J [ i
DESCRIPTICN GF CPERATIONS beiow [ E.L. DISEASE - PGLICY LIMIT | §
]

Additional Insured: City of Los Banos

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (Attach ACORD 101, Additionai Remarks Schedule, if more space is required)

CERTIFICATE HOLDER

CANCELLATION

City of Los Banos
520 J Street
Los Banos , CA 93635

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS,

AUTHORIZED REPRESENTATIVE

Robert V. Nuccio

ﬂcmt 7 ?.'.4_.,

ACORD 25 (2010/05)

® 1988-2010 ACORD CORPORATION. All rights reserved.

The ACORD name and logo are registered marks of ACORD



City of
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Agenda Staff Report
TO: Mayor Villalta and City Council Members
FROM: Stacy Souza Elms, Assistant Planner Ii@i
DATE: Qctober 15, 2014

SUBJECT: Waiver of Administrative Permit Fee for Evangelical Free Church

TYPE OF REPORT: Consent Agenda

Recommendation:

That the City Council waive the Administrative Permit fee of $250.00 for the Evangelical
Free Church so they may obtain a permit for a pumpkin sale fundraiser to benefit the
Church’s youth group.

Discussion:

The Evangelical Free Church has applied for an Administrative Permit with the City of
Los Banos and has requested the permit fee be waived as the applicant is nonprofit and
all proceeds will benefit the Evangelical Free Church Youth Group. The fundraiser will
be conducted from September 28, 2014 to October 31, 2014 in the Paradiso parking lot
located at 1210 E. Pacheco Blvd.

Reviewed by:

Steve Carrigan, City Manager

Attachments:
Non-Profit Status




Evangeh Church of s Banos

To the city of Los Banos,

Once again we, {the Evangelical Free church of Los Banos. a non-profit organization}
are excited to have the Los Banos Pumpkin Patch open for another great pumpkin
season. As you may know the pumpkin patch’s main goal is to raise money for many
youth activates in City of Los Banos and to give a wonderful family experience to
those who stop by. We would like to ask that the Administrative Permit Fee be waved
so that we may be able to continue to give every dollar earned to youth in the
community. '

Thank You,




2607658

SECRETARY OF STATE

I, BILL JONES, Secretary of State of the State of California,
hereby certify:

That the attached transcript of __;J_/_ page(s) has
been compared with the record on file in this office, of

which it purports to be a copy, and that it is full, true
and correct. |

IN WITNESS WHEREOF, 1 execute this
certificate and affix the Great Seal of
the State of California this day of

MAR 25 2002

Secretary of State

Sec/State Form CE-107 (rev, 9/08)

¥ 0sP 98 13524
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ENDORSED - FILED
inthe offls of the .
of th Sual of oot St

ARTICLE OF INCORPORATION FEB 25 2007

I 7_ o BiLL JONES, Sacretary of Stale

The name of this corporation is Evangelical Church of Los Banos.

II.

A. The corporation is aRELIGIOUS CORPORATION and is not organized of the private gam
of any person, It is organized under the Nonprofit refigious Corporation Law exclusively for °

religious purposes.

B. The specific purpose of this corporation is to PROCLAIM THE GOSPEL OF JESUS
CHRIST.

.

The name and address in the Sate of California of this corporation’s initial agent for service of
process is:

Name: Greg Pearl
Address: 963 W. Pacheco Blvd.
City: Los Banos. State: CALIFORNIA. Zip Code: 93635.

Iv.
A. This corporation is organized and operated exclusively for religious purposes within the
meaning of Section 501(c)(3), Internal Revenue Code.

B. No substantial part of the activities of this corporation shall consist of carrying on propaganda,
or otherwise attempting to influence legislation, and the corporation shall not participate or
intervene in any political campaign (including the publishing or distribution of statements) on
behalf of any candidate for public office.

V.

The property of this corporation is irrevocably dedicafed to religious purposes and no part of the
net income or assets of this corporation shall ever inure to the benefit of any director, officer or
member thereof or to the benefit of any private person. Upon the dissolution or winding up of the
corporation, its assets remaining after payment, or provision for payment, of all debts and
liabilities of this corporation: shall be distributed to a nonprofit fund, foundation or corporation
which is organized and operated exclusively for religious purposes and which as established its
tax exempt status under Seétion 501(c)(3), Internal Revenue Service.

N

Signature of Incorpgrator

Greg Pearl
Typed Name of Incorporator

w . L’S u
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Agenda Staff Report

TO: Mayor & City Council Members

FROM: Lucy Matlonee, MMC _QM’“
City Clerk/Human Resources Director

DATE: October 15, 2014

SUBJECT: Approval of a Tentative Agreement/Memorandum of Understanding
(MOU) between the City of Los Banos and the Los Banos Police
Dispatchers/Community Services Officers Association (LBPDCSOA)

TYPE OF REPORT: Consent Agenda

Recommendation:

Adopt the Resolution approving the MOU between the City of Los Banos and the
LBPDCSOA.

Discussion:

The City has bargained in good faith with the LBPDCSOA and reached agreement on a
new MOU through June 30, 2015. The changes to the MOU inciude:

e Clarification on the Cafeteria Plan Allowance for employees hired on or
after April 1, 2010.

e Change to the Certificate Pay Incentive, adding $50 per month for
completion of Corrections Academy Certificate and raising the not to
exceed amount to $250 per month.



Fiscal Impact:

Staff will continue to further analyze the fiscal impact and prepare a budget adjustment
if necessary at a later date.

Reviewed by:

/\_/
eve Carrigan, City Manager ——-

ms, Finance Director

Attachments:

Resolution



RESOLUTION NO.

A RESOLUTION OF THE CITY COUNCIL OF THE
CITY OF LOS BANOS APPROVING A
TENTATIVE AGREEMENT / MEMORANDUM OF
UNDERSTANDING BY AND BETWEEN THE CITY
OF LOS BANOS AND THE LOS BANOS POLICE
DISPATCHERS / COMMUNITY SERVICES
OFFICERS ASSOCIATION

WHEREAS, the City Council of the City of Los Banos has received a request to
approve a Tentative Agreement / Memorandum of Understanding by and between the
City of Los Banos and the Los Banos Police Dispatchers/Community Services
Association; and

WHEREAS, the Memorandum of Understanding will be in effect from July 1,
2014 to June 30, 2015.

NOW, THEREFORE, BE IT RESOLVED that the Memorandum of
Understanding by and between the City of Los Banos and the Los Banos Police
Dispatchers/Community Services Officer Association is hereby approved as submitted
as "Exhibit A” respectively.

PASSED AND ADOPTED this 15" day of October 2014, at a regular meeting of
the City Council by the following vote:

AYES: Council Members
NOES:
ABSENT:
APPROVED:
Michael Villalta, Mayor
ATTEST:

Lucille L. Mailonee, City Clerk



TENTATIVE AGREEMENT BETWEEN
CITY OF LOS BANOS
AND LOS BANOS POLICE DISPATCHERS' AND CSOS’ ASSOCIATION
2014

The following document contains the Tentative Agreement between the City of
Los Banos (hereinafter called “City”) and the Los Banos Police Dispatchers' and CSOs’
Association (hereinafter called “Association”) (hereinafter collectively called “the
parties”) on wages, hours and terms and conditions of employment. The salaries,
hours, fringe benefits and working conditions set forth have been mutually agreed upon
by the designated bargaining representatives of the City and the Association, and will
apply to all employees covered by the Memorandum of Understanding (MOU) between
the City and the Association.

Upon ratification and adoption, this Agreement will amend the MOU between the
parties dated July 1, 2013 - June 30, 2014.

The amended MOU shall supersede all other Memoranda of Understanding and
agreements between the parties. Language in the MOU between the parties not
amended by this Tentative Agreement will remain unchanged. The parties agree that
any and ail Tentative Agreements are hereby incorporated. Any outstanding proposals
not agreed to are hereby withdrawn by the parties.

This Tentative Agreement is subject to ratification by Association membership
and approval by the City Council of the City of Los Banos.

FOR THE CITY FOR THE ASSOCIATION

Steve Grrrigan, Oty MaaagaR /7 ’
Date: Jo/r IH’ Date; lol Ib!
Approved: Ratified:

2
Date: Date: tob/ Z ’/ l d(

Page 1of4



TENTATIVE AGREEMENT BETWEEN
CITY OF LOS BANOS
AND LOS BANOS POLICE DISPATCHERS’ AND CSOS’ ASSOCIATION
2014

TERM: One year term (July 1, 2014 - June 30, 2015).
SALARY: Salary schedules will not be increased during the term of this agreement.

CAFETERIA PLAN: Effective January 1, 2015, Section VI — Benefits will be amended
as follows:

SECTION VI - Benefits: The City will contribute toward the City sponsored
benefit plans during the life of this Memorandum of Understanding as follows:

B. Cafeteria Plan

a. The City will maintain a Cafeteria Plan, pursuant to Section 125 of the Internal
Revenue Code, for the purpose of providing employees with access to various
heaith and welfare benefits. Benefits available through the Cafeteria Plan
include, but are not limited to, medical insurance, flexible spending accounts for
out-of-pocket medical expenses and dependent care, vision insurance, dental
insurance and life insurance benefits. The City agrees to provide a Cafeteria
Plan Allowance to all employees eligible to participate in City-sponsored health
benefits under Section A of this Article. Any tax consequences resulting from
City contributions to the Cafeteria Plan are the sole responsibility of the
employee.

1. For employees hired before October 17, 2007, the City will provide, on a
monthly basis, a Cafeteria Plan Allowance in the following amount:

a. The employee’s (and dependent, if applicable) health care
premium, up to a maximum of the amount of the Blue Shield
Access HMO premium for the employee’'s selected level of
coverage;

b. Minus the PEMHCA contribution specified in Section A;

c. Plus the amount of the life insurance premium (for coverage up to
$50,000);

d. Plus the employee’s (and dependents, if applicable) dental and
vision plan premiums, up to a maximum of $73.00 per month;

2. For employees hired on or after October 17, 2007, the City will provide, on
a monthly basis, a Cafeteria Plan Allowance, based on the employee's
level of health care coverage as follows:

Page 2 0f4



TENTATIVE AGREEMENT BETWEEN
CITY OF LOS BANOS

AND LOS BANOS POLICE DISPATCHERS’ AND CSOS’ ASSOCIATION

2014

Employee Only:

The cost of the premium for the emplovee’s selected health insurance

plan, up to one hundred percent (100%) of the cost of the Blue Shield
Access HMO premium for employee only coverage, minus
The PEMHCA contribution specified in Section A; plus

The combined cost of the premiums for life, dental and vision

insurance up to a maximum of eighty-five dollars ($85) per month.

Employee plus One:

The cost of the premium for the employee’s selected health insurance

plan, up to ninety percent (90%) of cost of the Blue Shield Access
HMO premium for employee plus one coverage, minus
The PEMHCA contribution specified in Section A: plus

The combined cost of the premiums for life, dental and vision

insurance up to a maximum of eighty-five dollars ($85) per month.

Employee plus Family:

The cost of the premium for the emplovyee’s selected health insurance

plan, up to eighty percent (80%) of the cost of the Blue Shield Access
HMO premium for emplovee plus family coverage, minus
The PEMHCA contribution specified in Section A; plus

The combined cost of the premiums for life, dental and vision

insurance up to a maximum of eighty-five dollars ($85) per month.

Page 30f 4



TENTATIVE AGREEMENT BETWEEN
CITY OF LOS BANOS
AND LOS BANOS POLICE DISPATCHERS’ AND CSOS’ ASSOCIATION
2014

53. Employee enroliment in dental, vision and life insurance plans offered by the City
is mandatory.

64. Effestiveduly-1-2040-eEmployees who opt out of medical plans sponsored by
the City, and who provide proof of medical coverage in a group plan, will receive a

Cafeteria Plan Allowance of $485 per month, mirus-an-amounteguivalentio-2.5%-of
the-employee’s-salary-of which part must be used to enroll in mandatory life insurance,
dental insurance and vision insurance coverage.

CERTIFICATE PAY. Add $50 Corrections Academy Certificate Incentive, with
certificate pay cap of $200250, as follows:

SECTION IX - Pay Rates and Practices
C. Certificate Incentive

$50 per month for completion of Corrections Academy Certificate
$50 per month for Dispatcher Training Certificate

$50 per month for Basic Dispatchers Certificate

$50 per month for Intermediate Dispatchers Certificate

$50 per month for Advanced Dispatchers Certificate

Not to exceed $2005250 per month for any combination of the above.

UPDATED DRUG AND ALCOHOL TESTING POLICY: The parties have met and
conferred and agree to changes to the City's Drug and Alcohol Testing Policy.

MOU CLEAN UP: as agreed to by the parties.

Page 4 of 4
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Agenda Staff Report
TO: Mayor Villalta & Council Members
FROM: Sandra Benetti, Planning Technician SI‘C
DATE: October 15, 2014

SUBJECT: Sixth Street Banner Policy

TYPE OF REPORT: Consent Agenda

Recommendation:

Staff is recommending the City Council adopts a resolution establishing a policy and
setting a fee for the display, installation, and removal of a street banner across Sixth
Street near the J Street intersection.

Discussion:

The Community & Economic Development Depariment has worked with the Public
Works Department to coordinate the implementation of a program that would allow for
the City and non-profit organizations to display a banner across Sixth Street through the
use of a banner pole that will be located near 947 Sixth Street and the use of a banner
bracket located at 946 Sixth Street.

In an attempt to utilize the existing banner bracket and upcoming banner pole to display
a street banner to promote tourism and benefit the local economy, the Community and
Economic Development Department has put together a policy and recommended fee for
the installation and removal of the display of a street banner across Sixth Street. The
intent of the banner policy is to publicize programs, events, and services of interest for
the community.



Fiscal Impact:

The banner installation and removal process will take approximately two hours for the
Public Works Department to complete. A fee of $406 per banner per occurrence would
offset the costs associated with the rental of the boom truck at the rate of $44.22 per
hour, the cost for two Public Works employees at the rate of $93.78 per hour, and would
include a $100 charge for advertisement and an administrative charge of $30.

Reviewed by:

%\(Cﬁ(\/\f-\a_ —

Steve Carrigan, City Manager Sonya Wi]l% ms, Finance Director
Attachments:

1. Resolution
2. Terms of Service/Indemnification



RESOLUTIONNO.

A RESOLUTION OF THE CITY COUNCIL OF THE
CITY OF LOS BANOS ESTABLISHING A POLICY
AND FEE REGARDING DISPLAY OF STREET
BANNERS ACROSS SIXTH STREET

WHEREAS, the City Council of the City of Los Banos wishes to establish a
formal written policy setting forth procedure and guidelines regarding the display of
street banners across Sixth Street; and

WHEREAS, City Council of the City of Los Banos wishes to establish a banner
installation and removal fee at $406 per banner per occurrence in an attempt to promote
economic development and community activities; and

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Los
Banos does hereby establish as follows:

SECTION 1. The policy that is attached hereto as Exhibit A, and incorporated
herein by this reference, as if fully set forth, entitled “Banner Policy” is approved.

SECTION 2. The banner installation and removal fee is approved.

SECTION 3. This resolution shall be effective immediately upon adoption,

The foregoing Resoiution was introduced at a regular meeting of the City Council
of the City of Los Banos held on the 15" day of October 2014, by Council Member

who moved its adoption, which motion was duly seconded by Council Member
and the Resolution adopted by the following vote:

AYES:
NOES:
ABSENT:
APPROVED:
Michael Villalta, Mayor
ATTEST:

Lucille L. Maltonee, City Clerk



EXHIBIT A

L0s Banos

BANNER POLICY
FOR SIXTH STREET

PURPOSE

The purpose of this policy is to equitably regulate the display of street banners in a
manner that achieves the City’s goals of increased tourism, benefit to the local
economy, and provision of social and public services to the residents, while complying
with local, state and federal laws.

HISTORY AND OBJECTIVES

This Los Banos Banner Policy for Sixth Street is established with reference to the
following facts, goals and objectives:

1.

In describing Los Banos, the General Plan states: "Los Banos is committed to a
healthy and vibrant economy. The City aims to provide quality jobs for its growing
population, maintain a vibrant downtown, and ensure fiscal and financial
balance.”

“‘Banner” means a sign that hangs over a public street or walkway made of
fireproof cloth or canvas, which is displayed on a temporary basis to advertise a
special event.

While the City has historically, on a case-by-case basis, periodically authorized
the display of banners on Sixth Street, it has always done so with the objective of
minimizing the aesthetic impacts that those banners might have on the downtown
both from a visual perspective and in terms of the overall downtown ambiance.
Accordingly, the City has never sanctioned the use of banners for the
advertisement of commercial events or programs. To the confrary, the City has
historically allowed such displays, limiting the opportunity to display banners in
the downtown to nonprofit organizations and to the City itself and, with respect to
these entities’ ability to display banners, has further limited their displays to
banners that publicize events or programs intended to benefit the residents or the
economy of the City. To this end, historically the only banners which have been
displayed in the downtown are banners which publicize events and programs
sponsored by nonprofit organizations such as the Los Banos Chamber of
Commerce which promotes tourism in the City thereby benefiting both local
businesses and the City’s tax revenue. In addition, the City has permitted other
nonprofit organizations to use banners in the downtown to promote fundraising
events and activities which, in turn, generates the revenue that allows those
nonprofit organizations to provide social services to City residents thereby also
benefiting the City. Finally, the City has from time to time used banners in the



downtown to publicize City-sponsored social and recreational events and
programs intended to benefit City residents.

5. To the extent that banners are periodically displayed in the downtown in
accordance with the foregoing criteria, it is the City's judgment and determination
that any aesthetically adverse impact created by the temporary display of these
banners is mitigated by the social and economic objectives, as aforementioned,
served by the banners. In addition, any such adverse impacts can be minimized
by the transmission of reasonable regulations pertaining to the size, design, and
the duration of banner displays.

POLICY

1. With reference {o the foregoing, the following banner policy shall be implemented
and administered in the Los Banos downtown:

a.

o

Subject to the City Manager's approval, a nonprofit organization may
display a banner across Sixth Street to promote tourism and benefit the
local economy by publicizing programs and events of community interest
intended to attract tourists to the City or in any other manner benefitting
the local economy such as the Merced County Spring Fair, the downtown
street fairs, and others of similar nature and/or purpose.

Subject to the City Manager's approval, nonprofit organizations that
provide services of interest to City residents may display banners across
Sixth Street to promote public events intended to financially benefit those
nonprofit organizations and/or events that are of substantial community-
wide interest.

Subject to the City Manager's approval, the City may display a banner
across Sixth Street designed to encourage economic development and/or
publicize City-sponsored social and recreational programs intended to
benefit City residents.

Banners conveying political or religious messages shall not be permitted.
Banners conveying commercial messages or commercial advertising shall
not be permitted.

Banners conveying non-commercial or non-profit messages other than
those referenced in subsections A, B and C above shali not be permitted.
Banner must be clean and presentable at the time instaliation.

g.
2. Authorized location and standards.

a.

b.

Banner location. There is one approved location for display of banners:

i. Across Sixth Street near the J Street intersection on the banner
pole located near 947 Sixth Street and the building bracket located
at 946 Sixth Street.

ii. Banners can only be displayed on City banner poles and
designated building brackets. Approval of the City Manager is
required prior to displaying any banner in the public right of way.

Banner specifications for display. Any increase in size from measurements
provided in this policy would require submission of wind load calculations
in relation to the banner pole and bracket in question.




vii.

viil.

X.

Xi.

Heavy duty material appropriate for all weather conditions (ex. 16
oz. material) and flame and mildew resistant

i. 5'x40' or 5'x30" size

Full color printing with white background
Double sided printing
UV printing

. Support lines that are 70'3" long with banner centered (see

attached design plan)
Support lines shall be 5/16" white nylon rope double-stitched into
the top and bottom across the full length of the banner
Corners shall be quadruple-stitched for 1’ from each corner and
across support lines
Banner shall have wind relief cuts
1. Cuts shall be spaced 18" from top and bottom of banner to
center of cuts (two horizontal rows)
2. Cuts shall be spaced 4’ from each edge of banner and
center-to-center (14 vertical columns)
3. Cuts shall be 6"x6” Horseshoe shaped
Grommets shall be located every 15" along top of banner for snap
hook attachments to steel cable.
Banner shall not exceed 180 pounds.

. Banner_Design: Banner ink colors and hanging/installation fixtures can

vary and are encouraged to be designed for long term use to minimize
fading and deterioration.
. Duration of time over which banners may be displayed.

Banners may be installed up to thirty (30) calendar days prior to an
event and must be removed within two (2) calendar days after the
event.
The maximum duration of time a banner may be displayed is up fo
thirty (30) calendar days. Scheduling and duration of banner
display will be at the discretion of the City Manager and/or
Community & Economic Development Department.
The Community & Economic Development Depariment shall be
responsible for maintaining a banner schedule. Banners will be
scheduled on a first come, first served basis following City Manger
approval. Nothing in this policy shall constitute a guarantee of
space availability for a given period or event.
1. Applications will be accepted beginning November 1% for the
upcoming calendar year. By January 1% of each year, the
City shall develop a banner master calendar.
2. Banners for City sponsored or co-sponsored events shall
receive first priority.
3. All scheduling decisions shall be at the discretion of the City.



iv. Installation of Banners. Public Works Department staff shall do the
installation and removal of all banners.

1. Installation of banner must be scheduled with the City at
least thirty (30) days in advance.

3. Pacheco Boulevard Digital Sign Inclusion.

a. Banner Display fee shall include ad display on the Pacheco Boulevard
Digital Sign at no additional cost.

b. Maximum ad display time shall be set at thirty (30) days.

c. Ad display on the Pacheco Boulevard Digital Sign will be subject to the
City of Los Banos Digital Sign Policy and approval by the Community &
Economic Development Department.

PROCEDURE

1. Application Required. Application submittal requirements include:

2.

3.

a. Name of the applicant or nonprofit corporation;

b. Description of the purpose of the banner demonstrating its consistency
with this policy;

Size of banner to be displayed,

Fabric, ink colors and related installation fixtures

Date and time of the event; and the

Requested schedule of installation and removal

Terms of Service/indemnification authorization

@moao

Banr;er Approval. Approvals for display of banners over the public right of way
are the responsibility of the City Manager.
Banner Review Process. The Community & Economic Development Department

shall review the application for compliance with the purpose and the standards
set in this policy. Any banner not in compliance may be rejected. Upon
determination of compliance of a proposed banner with this policy, the
application shall be forwarded to the City Manager’s office for approval.



SIXTH STREET BANNER INSTALLATION/REMOVAL

TERMS OF SERVICE
(Please Read Carefully)

1. ADVERTISING BANNER AND INSTALLATION/REMOVAL: The Advertiser is
responsible for providing a completed application and banner of their own design to
the City for approval. Once the application and banner has been received by the
City and deemed approved, the City will install banner to the Sixth Street banner
pole and brackets. The banner will be removed at the end of the term set forth in the
approved application and must be picked up at the Community & Economic
Development Department located at City Hall, 520 J Street, Los Banos, CA 93635.

2. INDEMNIFICATION: Advertiser is solely responsible for any legal liability arising out
of or relating to the content of the Advertisement, and/or such violations as
infringement or misappropriation of any copyright, patent, trademark, trade secret,
unfair competition, or any right of any person or entity. Advertiser agrees to
indemnify, defend and hold City harmless from any and all liability, loss, damages,
claims, or causes of action, including reasonable legal fees and expenses that may
be incurred by City, arising out of the Advertisement.

3. LIMITATION OF LIABILITY: In no event shall the City be liable for (i) any
incidental, consequential, or indirect damages (including, but not limited to, damages
for loss of business profits, business interruption, loss of programs or information,
and the like) arising out of the display of the banner or inability to display the banner,
even if the City has been advised of the possibility of such damages, or (ii) any claim
attributable to errors, omissions, or other inaccuracies in the Advertisement. IN NO
EVENT WILL THE CITY'S LIABILITY ARISING OUT OF OR IN CONNECTION
WITH THESE TERMS OF SERVICE, WHETHER IN CONTRACT, TORT
(INCLUDING NEGLIGENCE, PRODUCT LIABILITY OR OTHER THEORY),
WARRANTY OR OTHERWISE, EXCEED THE COST OF THE ADVERTISEMENT.

Signature: Date:
Authorized Agent or Applicant

Print Name:
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Agenda Staff Report
TO: Mayor & City Council Members
FROM: Lucy Mallonee, MMC _G#

City Clerk/Human Resources Director
DATE: October 15, 2014
SUBJECT: Changes to Division 18 — Drug and Alcohol Free Workplace Policy

TYPE OF REPORT: Consent Agenda

Recommendation:

Adopt the Resolution approving Amendments to Division 18 —~ Drug and Alcohol Free
Workplace Policy of the City's Policy & Procedures Manual.

Discussion:

Changes to Division 18 reflect the addition of a Section 18005 B — Designation Under
City Policy that clarifies the job positions subject to random testing.

Fiscal Impact:

The impact of the proposed changes to the Fiscal Year 2014-2015 Budget is minimal.

Reviewed by:

<t Cn

Steve Carrigan, City Manager

Attachments:

Resolution



RESOLUTION NO. __

A RESOLUTION OF THE CITY COUNCIL OF THE
CITY OF LOS BANOS APPROVING AN
AMENDMENT TO DIVISION 18 - DRUG AND
ALCOHOL FREE WORKPLACE POLICY OF THE
CITY'S POLICY & PROCEDURES MANUAL

WHEREAS, the City Council of the City of Los Banos has received a request
that Division 18 — Drug and Alcohol Free Workplace Policy of the City of Los Banos
Policy & Procedures Manual, be amended to reflect the addition of a Section 18005 B —
Designation Under City Policy that clarifies the job positions subject to random testing;
and

WHEREAS, the City Council has reviewed said request and approves the
amendment to Division 18 — Drug and Alcohol Free Workplace Policy, of the City of Los
Banos Policy & Procedures Manual and shall read as attached on "Exhibit A".

The foregoing Resolution was introduced at a regular meeting of the City Council
of the City of Los Banos held on the 15" day of October 2014, by Council Member __
who moved its adoption, which motion was duly seconded by Council Member __ and
the Resolution adopted by the following vote:

AYES: Council Members
NOES:
ABSENT:
APPROVED:
Michael Villalta, Mayor
ATTEST:

Lucille L. Malionee, City Clerk
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DIVISION 18
DRUG AND ALL.COHOL FREE WORKPLACE POLICY

SEC. 18001 PURPOSE AND GOAL

The City is committed to protecting the safety, health and well being of all employees and
other individuals in our workplace. The City recognizes that alcoho! abuse and drug use
pose a significant threat to these goals and has established a drug-free workplace program
that balances respect for individuals with the need to maintain an alcohol and drug-free
environment.

o This policy recognizes that employee involvement with alcohol and other drugs can
be very disruptive, adversely affect the guality of work and the performance of
employees, pose serious health risks to users and others, and have a negative
impact on productivity and morale.

¢ The City encourages employees to voluntarily seek help with drug and alcohol
problems.

s This policy is intended to comply with ali applicable federal and state laws and
regulations governing drug-free workplaces and drug and alcoho! problems.

¢ As a condition of employment, the City requires that all employees adhere to a strict
policy regarding the use and possession of drugs and alcohol.

SEC. 18002 POLICY STATEMENT

It is a violation of the City's drug-free workplace policy to manufacture, use, possess,
distribute, trade, and/or offer for sale alcohol, illegal drugs or intoxicants. The drug-free
workplace policy is intended to apply whenever anyone is representing or conducting
business for the City. Therefore, this policy applies during ali working hours, lunch hours
and whenever conducting business or representing the City, while on paid standby, on or
off City property including vehicles. Any individual who conducts business for the City, is
applying for a position with the City, or is conducting business on the City's property is
covered by the drug-free workplace policy. The policy includes, but is not limited to City
executive management, managers, supervisors, full-time employees, part-time employees,
off-site employees, contractors, volunteers, interns, and applicants.

Drug and alcohol consumption on and/or off the job can adversely affect job performance
and employee/public safety. The City respects the privacy of its employees and
contractors unless involvement with drugs and/or alcohol off the job adversely affects job
performance and employee/public safety.

Violations of this Policy may result in discipline, up to and including termination, or not
being hired by the City.

* 2378691 LO090-001
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Every employee shall be asked to sign a statement certifying that he/she has received a
copy of this policy and understands its contents. Any questions regarding rights and
obligations under this Policy will be referred to the employee's supervisor or the
Administrative Services Director.

SEC. 18003 DEFINITIONS

A. “Alcohol” shall mean the intoxicating agent in beverage alcohol, ethyl alcohol or low
molecular weight alcohols, including methyl or isopropyl alcohol.

B. “Chain of Custody” shall mean procedures to account for the integrity of each
specimen by tracking its handling and storage from point of specimen collection to
final disposition of the specimen at the certified laboratory.

C. “City Equipment” shall mean all property and equipment, machinery, and vehicles
owned, leased, retained or used by the City.

D. “Collection Site” shall mean all property and equipment, machinery, and vehicles
owned, leased, rented or used by the City.

E. "Drug or Drugs” shall mean any controlled substance that is not legally obtainable
under State or Federal law, or a prescription drug obtained or used without benefit of
a valid prescription by a licensed physician.

F. “Medical Review Officer (MRO)" shall mean a licensed physician with knowledge of
drug abuse disorders as well as appropriate training to interpret and evaluate an
employee’s positive test results together with an employee’s medical history and any
other biomedical information. MRO reviews all negative and positive test results and
interviews individuals who tested positive to verify the laboratory report before the
employer is notified. The City shall select a MRO who is a licensed physician.

G. “Prescription Drug” shall mean any substance that can lawfully be obtained or
possessed pursuant to a valid prescription by a licensed physician.

H. “Positive Test” shall mean to have the presence of a drug or a drug metabolite and/or
alcohol in a person’s system that is equal to or greater than the levels allowed by this
Policy in the confirmation test as determined by appropriate testing of breath, urine,
or blood specimen and which is determined by the MRO to be the result of the use of
drugs and/or alcohol.

I.  “Testing Laboratory’ shall mean a Substance Abuse and Mental Health Services
Administration (SAMHSA) certified testing laboratory.

J.  “Substance Abuse Professional (SAP)” shall mean a license physician, social worker,
psychologist, Employee Assistance Program (EAP) or certified National Association
of Alcohol and Drug Abuse Counselors (NAADAC) with knowledge of and clinical
experience in diagnosis and treatment of alcohol and controlled substance disorders.

1 237869.1 LOG90-001
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SAP determines whether an employee is “Fit for Duty” following an employee’s
refusal to test or failed alcohol or drug test, refers employees for a return to duty test
and schedules unannounced follow-up testing for a period of up to thirty-six (36)
months from the date the employee tested positive.

SEC. 18004 COMPLIANCE BY EMPLOYEES

All City employees shall agree to abide by the provisions of this policy as a condition of
employment. Employees are required to comply with the following:

A

Employees may not use, be under the influence, or possess alcohol under any of the
following circumstances: while on City property, while performing their duties
(whether or not on City property), or at any time when use of alcohol would impair, to
any extent, the employee’s ability to perform his or her duties or to operate any City
equipment,

Employees shall not possess, use, sell, transfer, manufacture, purchase or transport
any controlled substance or illegal drug or attempt to do so. Employees shall not
report to work with any controlled substance or illegal drugs in their system, except
for any prescription drug that has been lawfully prescribed to the employee.

An employee must advise his/her supervisor of the use or influence of any
prescription drug or over the counter medication prior to beginning work, when taking
the medication or drug could interfere with the safe and effective performance of
duties, or the operation of a City vehicle or heavy machinery. In the event that there
is a question regarding an employee’s ability to safely and effectively perform
assigned duties while using such medications or drugs, clearance from a qualified
physician may be required.

Employees who are convicted of a criminal drug violation in the workplace must notify
the City in writing within five (5) calendar days of the conviction. In those instances
where employees, who are employed under Federal contract or grant, are convicted
of criminal drug statute violations occurring in the workplace, the City shall notify the
federal contracting agency within ten (10) days after receiving notice from such
employees or otherwise receiving actual notice of such convictions. The City will take
appropriate action within thirty (30) days of notification.

Every covered employee who performs a safety sensitive function is required to
submit to pre-employment, post-accident, random, reasonable suspicion, return-to-
duty or follow-up drug and alcohol testing as described in this Policy. The City shall
not permit any employee who refuses to submit to such tests to perform or continue
to perform any safety-sensitive functions.

Employees are required to submit to drug and/or alcohol testing as described in this
Policy. Any employee (safety sensitive or non-safety sensitive) who refuses to
comply with a request for testing, who fails to remain readily available for post-
accident testing, who provides false information in connection with a test, or who

Drug and Alcohol Free Workplace Policy
18-3



Updated: March 7, 2012

attempts to falsify test results through tampering, contamination, adulteration, or
substitution, shall be removed from duty immediately. Refusal can include an inability
to provide a specimen or breath alcohol sample without a valid medical explanation,
as well as a verbal declaration, obstructive behavior, or physical absence resulting in
the inability to conduct the test.

Employees are required to report to work under conditions that will allow them to
perform the duties of their position safely and effectively. Absences or tardies as a
result of having been under the influence of alcohol, drugs, or controlled substances
during non-work time are prohibited.

SEC. 18005 SAFETY SENSITIVE EMPLOYEES

A. Designation under Federal Law

The U.S. Department of Transportation (DOT) has published 42 Code of Federal
Regulations (CFR) Part 29, implementing the Drug-Free Workplace Act of 1988, which
requires the establishment of drug-free workplace policies and the reporting of certain
drug-related offenses to the Federal Transit Administration (FTA). The DOT adopted
49 CFR Part 40 (Revised), which outlines procedures for transportation workplace drug
and alcohol testing programs. This Policy incorporates these federal requirements for
employees assigned to perform safety—sensitive functions, as well as certain other
provisions.

The DOT mandates urine drug testing and breathalyzer alcohol testing for employees
performing safety-sensitive functions. The DOT regulations prevent the performance of
safety-sensitive functions when there is a positive test result or test refusal. Safety-
sensitive functions include:

a. Maintenance personnel, who perform various repairs to revenue vehicles
(including repairs, overhaul and rebuilding).

b. Employees with a commercial driver’s license who will operate a revenue service,
or non-revenue service DOT funded transit vehicle (includes the operation of the
Lifts or anyone who assists passengers to assure they are secured in the vehicles).

c. Drivers operating a revenue service vehicle, including when not in revenue service.

d. Dispatch personnel and supervisors who control the movement of any
revenue service vehicle.

Federal Contractors and grantees must certify that they will provide drug-free workplaces
as a pre-condition to receiving a contract or grant from any Federal agency. Failure to
comply with the requirements of the Drug-Free Workplace Act may result in the following
sanctions:

a. Suspension of payments under the grant;

23786%.1_1.O090-001
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b. Termination of the grant; or

¢. Debarment from any grant award from any Federal agency for a period up to five (5)
years.,

Such penalties may be applied to contractors/grantees who have made false certifications
of compliance with the Act.

B. Designation under City Policy

For the purpose of this policy, the City has determined that the following positions are
safety sensitive and subiect to random testing in addition to the other testing in this policy:

1. Those required to test by Staie or Federal mandates (examples: commercial and
transﬁ driver license hoiders).

3
4, e Dire 2.
5. Communitv & Economic Development Director
6. Information Technology Director

7. Information Technoloay Technician

8. Pubhc Works D:rectorl Cltv Engineer

9

10.|

11.]

12.

13. Public Works Supervisor
14. Water Quality Specialist
15. Fleet Maintenance Coordinator

18' Recreanon Coordlnator ]

19. Maintenance Mechanic |

20. Sweeper Operator |

21. Environmental Control Specialist |l
22. Environmental Control Specialist i
23. Environmental Control Specialist |
24. Environmental Control Specialist Trainee
25. Utilities Maintenance Worker 1

26. Utilities Maintenance Worker |l

27. Utilities Maintenance Worker |

28. Maintenance Worker ll|

29. Maintenance Worker li

30. Maintenance Worker |

31. Maintenance Worker Trainee
32.Fire Chief

1 237869.1 LOO%0-001
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33. Assistant Fire Chief

34 _Fire Captain

35. Fire Engineer

36. Fire Fighter

37.Police Chief

38. Police Commander

39. Police Services Manager

40. Police Sergeant

41.9‘;3 atch Supervisor -
42

d forceme

43. Dispatcher

44. Community Services Officer

45, Public Safety Custodian

46. Police Officer

47. Police Trainee

48. Maintenance Worker Il (pari-time)

49, Maintenance Worker Hl (part-time)

50. Mai

tenance Worker | ( part-time)

5

52.

1.

53. Garage Aid (part-time)

54. Police Officer (pari-time)

55. Community Services Officer (pari-time)

58. Dispatcher (part-time)

57. Fire Fighter {part-time)

58. Assistant Volunteer Fire Chief

59. Any other position that may be added by the City Manager after notice to involved

employees.

SEC. i8006 INDICATIONS FORALCOHOL AND DRUG TESTING

A

237869.1 L0O090-001

Pre-Employment Testing

The City has a special need to require certain job applicants to take a drug and
alcohol test after a conditional job offer has been given. Those applying for jobs
classified by the City as safety-sensitive positions, as sworn employees, or in
positions which can directly influence children; must take and pass a mandatory drug
and alcohol test as soon as practical following their acceptance of an offer of
employment that is conditioned upon passing a pre-employment physical and drug/
alcohol test.

The City will not hire any external job applicant who refuses to submit to testing,
attempts to tamper with or adulterate a test sample, or tests positive for drugs and/or
alcoho!l or unauthorized prescription drug use. In addition, no applicant will be
considered for employment for the certain positions described above, for one (1) year
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from the job applicant's refusal to participate in the testing process, tampering or
attempt to tamper with the testing process, or positive test result.

Testing for temporary hires will be evaluated on an individual basis by classification.

B. Pre-Employment Verification for Safety Sensitive Employees

For any position that performs safety sensitive functions, the City is required to verify
previous violations of DOT drug and alcohol regutations within the last two (2) years
of employment with a DOT regulated agency or employer.

The employee's supervisor, in coordination with Administrative Services Director.
must obtain and review the information listed below from any DOT-regulated
employer for which the employee performed safety-sensitive functions in the previous
two (2) years from the date of application. The information must be obtained and
reviewed prior to the first time an employee performs safety-sensitive functions. If not
feasible, the information should be obtained no later than thirty (30) days after the first
time an employee performs safety sensitive functions. The information obtained must
include:

1. Information of the employee’s alcohol test in which a breath
alcohol concentration of 0.04 or greater was indicated.

2. Information of the employee’s controlled substance test in which a positive result
was indicated.

3. Any refusal to submit to a required alcohol or controlled substance test
(including verified adulterated or substituted drug test results);

4. Other violations of DOT agency drug and alcohol testing regulations.

Applicants will be asked whether they have tested positive, or refused to test on a pre-
employment drug or alcohol test while trying to obtain safety sensitive transportation work
from an employer covered by a DOT agency during the past two (2) years. If an applicant
admits that he or she had a positive test or refusal to test or if the City receives information
from a prior employer that an employee violated any DOT drug and alcohol testing
regulation, the applicant will not be eligible for a position with the City uniess the applicant
can demonstrate that he or she has complied with any return to duty testing requirements,
as established by the DOT regulations. Job offers made by the City are contingent upon the
successful completion of a drug and/or alcohol screening.

C. Testing of Employees

The City may require an employee to submit to a drug and/or alcohol screen test under the
following circumstances:

1. Following a work-related accident, incident or mishap that resulted in death, or
injury requiring medical treatment away from the scene of the accident, or

Drug and Alcohol Free Workplace Policy
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property damage, where drug and/or alcohol use by the employee cannot be
ruled out as a contributing factor.

2. When a trained Supervisor has reasonable suspicion to believe, based upon
specific and documented facts and observations that the employee may be
under the influence of drugs and/or alcohol.

3. When a trained Supervisor has reasonable suspicion to believe, based upon
specific and documented facts and observations, that the employee either
possesses, uses, sells, transfers, manufactures, purchases or illegally transports
alcohol, drugs and/or drug related paraphernalia or attempts to do so.

4. Follow-up testing for employees who have returned to work following a positive
test and their participation in a drug and/or alcohol rehabilitation program.

5.  When an on duty employee is contacted by a Police Officer who has reasonable
suspicion to believe the employee is under the influence of alcohol or drugs or
the employee has been involved in an on-duty vehicle-related incident and the
officer suspects the employee is under the influence of drugs and/or aicohol.

6. As part of any random drug testing program administered in accordance with
DOT regulations govermning drug and alcohol testing of safety sensitive
employees. Depending on the random selection, some safety sensitive
employees may be tested more than once in a year, while others are not test at
all. Testing will take place just prior to the employee performing a safety-
sensitive function, while the employee is performing a safety-sensitive function,
or just after the employee has stopped performing a safety-sensitive function.

SEC. 18007 DRUGANDALCOHOL TESTING

A. Reasonable Suspicion Testing

1. Reasonable suspicion testing will be conducted when a supervisor has a
reasonable suspicion that an employee is under the influence of drugs and/or
aicohol. Reasonable suspicion must be based on specific, contemporaneous,
documented observations concerning the physical symptoms or behaviors of
being under the influence of drugs and/or alcohol. If conditions permit, the
supervisor will request the assistance of another Supervisor to observe the
actions or behavior of the employee. Examples of performance indicators of
probable drug and/or alcohol abuse sufficient to lead a Supervisor to suspect
that an Employee is under the influence of drugs and/or aicohol, include, but are
not limited to, those on the attached Reasonable Suspicion Evaluation Form
(DIV-18-1), included in this division. The supervisor will allow, upon request, the
employee to consult with a representative prior to the test.

2. The Reasonable Suspicion Evaluation Form and other documentation
establishing reasonable suspicion shall be prepared and signed by the

| 237869.1 LO090-001
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witness(es) and the supervisor prior to testing. The Administrative Services
Director should be notified as soon as possible.

3. Employee shall be alcoho! tested within two (2) hours following the
determination made by a supervisor, or otherwise the Employer shall document
the reasons the test was not promptly administered. If a test is not administered
within eight (8) hours following the determination, the Employer shall cease
attempts to administer a test and shall document the reasons for not
administering the test.

4. Employee shall be drug tested within thirty-two (32) hours following the
determination made by a supervisor. If a test is not administered within thirty-two
(32) hours following the determination, the Employer shall cease attempts to
administer a test and shall document the reasons for not administering the test.

5. The potentially affected employee will not be allowed to proceed alone to or from
the Collection Site. In addition to the safety concerns for the employee, the
supervisor accompanying the employee also assures that there is no opportunity
en route to the Coliection Site for the employee to do or ingest anything that
could affect the test result, or to acquire “clean” urine from another person.

B. Post Accident Testing

Unless the City determines that the employee’s performance was not a contributing
factor, any employee involved in a reportable accident may be subject to an alcohol
test within two (2) hours following the accident and to a drug test within thirty-two (32)
hours following the accident. Not only may the operator of the vehicle be tested, but
so may any other employee whose performance may have contributed to the
accident, such as the employee who maintains the vehicle or the work-site where the
accident occurred.

The same testing procedures described in section above regarding documentation of
any attempts to administer the test and regarding transportation to and from the
Collection Site shall also be applicable to any Post-Accident testing.

An accident is considered reportable if it occurs while in a City commercial motor
vehicle, on City property, or when operating a commercial motor vehicle on a public
road in commerce and involves any of the following: a) while performing safety-
sensitive functions with respect to the vehicle, the accident involved a fatality; or b)
the issuance of a citation by law enforcement to the employee for a moving traffic
violation arising from the accident, and a) bodily injury demanding immediate medical
treatment away from the scene of the accident or b) vehicular damage so that the
vehicle must be towed away from the scene of the accident, even after simple repairs
on the scene. The operator of the vehicle must immediately report this accident to the
appropriate authorities, as well as the City, so that the relevant drug/alcohol tests may
be conducted.
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C. Return to Duty Testing

If the City, in its sole discretion, decides to allow a safety-sensitive employee to return
to work with the City following a violation of any DOT drug and alcohol testing
regulation, the employee must comply with the following return to duty testing
procedures before returning to work.

1. The employee shall undergo an evaluation of fitness for duty by the SAP.

2. The employee must complete Return to Duty testing, under the direction of the
MRO, after the SAP states the employee is fit to return to work.

3. The employee will then submit to a return to duty test and receive a verified
negative test result for drug and/or alcohol use from the MRO before being
eligible to return to work by the City.

D. Follow-Up Testing

1. Following completion of any retum to duty testing procedures described in
Section VII.C above and in conjunction with a determination by a SAP that an
employee is in need of assistance in resolving problems associated with drug
and/or alcoho! use the employee shall be subject to unannounced follow-up
testing as directed by the SAP of at least a minimum of six (6) tests in the first
year following the employee’s return to duty, and thereafter as determined
necessary by the SAP. The SAP can terminate the requirement for the follow-up
testing in excess of the minimum at any time, if the SAP determines that the
testing is no longer necessary and is supported by the City.

2. Follow-up alcohol testing may also include testing for controlled substance use
as directed and determined by the SAP.

3. The time period for “follow-up” testing for drug and/or alcohol use will be
determined by the SAP subject to a reasonable minimum of one (1) year, and
never to exceed three (3) years.

4. Follow-up testing may be on a daily, weekly, monthly or longer basis at the
discretion of the SAP.

E. Refusal to Submit to Testing

The following are definitions of refusal:
1. Not providing the City a written consent to take the test;

2. The applicant or employee does not supply enough quantity of the laboratory
required sample for alcohol or drug testing without sufficient or valid medical
explanation;
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3. Tampering with a specimen or collection process;

4. Tardiness to reporting Collection Site after time allocated for applicant or
employee to report without valid explanation;

5. Leaving the accident scene without justifiable cause before tests are conducted
(testing for drugs and/or alcohol after an accident is presumed);

6. Any refusal to test will be considered a violation subject to disqualification for
employment and discipline up to and including termination.

SEC. 18008 SEARCHES

For the purpose of enforcing this policy and maintaining an alcohol, drug and controlled-
substance free work place, the City reserves the right to search all work areas and property to
which the City maintains full or joint control with the employee, including, but not limited to,
City vehicles, desks, lockers, file cabinets and bookshelves. Such searches may be
conducted when the City has reasonable grounds to conclude that there has been a violation
of this policy.

The employee shall be given notice prior to such a search in such a manner that the
employee is provided knowledge of the intended search, but not the opportunity to remove
items and materials present in the area to be searched. The employee may be present during
the search, but the employee’s presence is not required for the search to occur. If the
employee wishes to be present during the search, the employee cannot be denied the
opportunity to be present, provided however, that the City will determine the time of the search
with or without the employee’s concurrence.

Any search will be conducted in accordance with the Firefighters Bill of Rights (FBOR) where
applicable.

SEC. 18009 MEDICATION REPORTING REQUIREMENTS

Employees shall, in the case of prescription drugs, ask the prescribing physician and/or, in
the case of medication available over-the-counter, review product packaging, to determine
whether the use of a prescription drug or over-the-counter medication may impair his/her
ability to perform his or her normal job duties or to safely operate City equipment. Any
employee taking any over-the-counter medication or prescription drug marked “do not
drive,” “do not operate heavy equipment’ or similarly [abeled, shall inform the appropriate
Supervisor of the use of the medication or drug prior to reporting for duty.

In the case of prescription drugs, the supervisor shall determine whether the employee
may work, full duty or light duty, based on the written opinion of the employee’s medical
provider that the use of the medication may impair the employee’s ability to perform
specific duties. The supervisor may, upon a determination that the employee is unable to
safely perform his or her normal duties, or that a modified work assignment is not
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available, direct the employee not to work and to return home on paid leave or industrial
leave if appropriate. If the employee’s personal medical provider provides a written opinion
that the use of the drug or medication will not impair the employee’s ability to perform
histher normal duties, the supervisor will allow the employee to perform those duties.
Notices or communications required by this Section shall be confidential and disclosed
only io the supervisor and any other employees specifically authorized to receive
information pursuant to this Policy.

SEC. 18010 GENERAL ADMINISTRATION AND PROCEDURES

A. Administration

1.

The Administrative Services Director or his or her designee is the Designated
Employer Representative (‘DER”) and shall be responsible for overseeing
implementation of this Policy and the testing procedures described herein. The
Administrative Services Director will be responsible for reviewing all disciplinary
actions resulting from violations of this Policy to ensure that the action proposed
or taken is consistent with this Policy and the Manual.

The DER shall be responsible for the following:

a. Communications directly with the MRO and/or SAP and SAMHSA regarding
any drug and/or alcohol tests;

b. Overseeing testing programs; and
c. Providing training to supervisors and employees.

B. Procedures

1.

Mandatory Reporting.

Any employee who has reason to believe that another employee may be in
violation of this Policy shall immediately notify his or her immediate supervisor.
The supervisor should take whatever immediate action is deemed prudent to
ensure the safety of the public and employees. Should the supervisor have
reasonable suspicion to believe, based upon specific and documented facts and
observations, that the employee may be under the influence of drugs and/or
alcohol, the employee should be immediately removed from the workplace and
placed upon administrative leave with pay until such time as testing results
confirm or refute the presence of drugs and/or alcohol. The supervisor shall use
the Reasonable Suspicion Evaluation Form (DIV-18-1), included in this division,
to assist in making this determination.

Acknowledgement,

No drug and/or alcohol test may be administered, sample obtained, or drug
and/or alcohol test be conducted on any sample in the pre-employment context
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without the written acknowledgment of the applicant being tested. (See Form
DIV-18-2 included in this division) Refusal of any applicant or employee to
submit to testing, or attempt to adulterate or evade the testing process, will be
viewed as insubordination and will subject the person to disqualification from
employment or disciplinary action, up to and including, discharge. The City will
pay the cost of all drug and/or alcohol tests required by this Policy.

3. Collection, integrity and Identification.

a. After the applicant or employee has been advised about the reason for the
test by the Supervisor, the applicant or employee will be properly identified
and Collection Site personnel will explain the mechanics of the collection
process.

b. Procedures for urine collection will allow for individual privacy unless there is
reason to believe the individual may alter or substitute the specimen to be
provided. Samples will be tested for temperature and subject to other
validation procedures as appropriate.

4. Chain of Custody.

a. Procedures for the storage and transportation of test specimens shall
conform to the Mandatory Guidelines for Federal Workplace Drug Testing
Programs promulgated by the Department of Heaith and Human Services
as amended from time to time.

b. The test laboratory shall maintain custody of the specimens.

5. Testing Methods.

All tests will be screened using an immunoassay technique and for alcohol an
Evidential Breath Testing (EBT) device. All presumptive positive drug tests will
be confirmed using gas chromatography/mass spectrometry (GC/MS) and all
presumptive positive alcohol tests will be confirmed with a second EBT
performed within 15-30 minutes after the first EBT test is completed. The City
will test for cannabinoids (marijuana), cocaine, amphetamines, opiates,
barbiturates, benzodiazepines, and phencyclidine (PCP) as well as aicohol.
Tests will seek only information about the presence of drugs and/or alcohol in an
individual's system and will not test for any medical condition.

6. Notification.

Any employee who tests positive will be notified by the MRO and will be given
an opportunity to provide the MRO any reasons he or she may have that would
explain the positive drug and/or alcohol test, other than the presence of alcohol
or the illegal use of drugs. If the employee provides an explanation acceptable to
the MRO that the positive drug or alcohol test result is due to factors other than
the presence of drugs and/or alcohol in the test specimen, the positive test resuit

237860.1 _LOGY0-061

Drug and Alcohol Free Workplace Policy
18-13



Updated: March 7, 2012

will be disregarded and reported to City as negative. Otherwise, the MRO will
report the positive test result io the DPM or Administrative Services Director.
Test results will only be disclosed to the extent expressly authorized by this
Policy.

7. Split Sample Testing.

An employee who has been subjected to drug and/or alcohol screening may
request a split sample test be conducted at a certified laboratory chosen by the
employee. All costs associated with an employee’s decision to pursue split
sample testing will be the full responsibility of the employee. The employee must
adhere to the following procedures to maintain strict Chain of Custody of the
sample and validity of the split sample test results:

a. To request a split sample test to be conducted, the employee must submit
his or her written request on the required Chain of Custody release form
provided by the City’s testing laboratory to the DER.

b. __The request will be forwarded to the testing laboratory used by the City
facility. They will release the split sample to the certified lab chosen by the
employee provided they have received the properly executed Chain of
Custody release form.

¢. The laboratory selected by the employee must be a certified laboratory per
State regulations and authority and be able to conduct GC/MS method of
testing for validation of testing results. Any method of testing performed on
the split sample that is not the GC/MS method will be considered invalid.

d. The split sample test results will not be released to the City without the
employee’s written consent.

SEC. 18011 CONFIDENTIALITY AND RECORDKEEPING

The City is obligated to maintain records of the administration, including violations, of this
Policy for a period of five (5) years. Through the consortium pool, an annual report
summarizing this information will be issued.

Any laboratory reports and test results shall not appear in an employee’s general
personnel folder but will be contained in a separate, confidential medical folder that will be
securely kept under the control of the Administrative Services Director. The report or test
results may be disclosed to City management on a strictly need-to-know basis and to the
tested employee upon request. Disclosures, without patient consent, may also occur under
the following situations:

a. When the information is compelled by law or by judicial or administrative process;
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b. When the information has been placed at issue in a formal dispute between the
employer and employee;

¢c. When the information is to be used in administering an employee benefit plan;

d. When the information is needed by medical personnel for the diagnosis or
treatment of the patient who is unable to authorize disclosure; or

e. When requested by the Department of Transportation or any state or local officials
with regulatory authority over the City or any of its safety-sensitive employees.

SEC. 18012 OPPORTUNITIES FOR REHABILITATION

The City is committed to providing reascnable opportunities of rehabilitation to those
employees with a drug or alcohol problem in accordance with the provisions of federal and/or
state law.

An employee who has a drug and/or alcohol abuse problem and has not been selected for
reasonable cause, random or post-accident testing or has not refused a drug or alcohol test or
is not involved in disciplinary proceedings, may voluntarily refer her or himself to the
Administrative Services Director, who will refer the individual to a Substance Abuse
Professional (SAP) at the expense of the employee. The SAP will evaluate the employee and
make specific recommendation regarding the appropriate treatment. When an employee
voluntarily refers her or himself for treatment, the employee may be eligible for sick leave and
disability benefits. Employees will be allowed to take accumulated vacation time or may be
eligible for unpaid time off to participate in any rehabilitation program at the employee's
expense. In addition, the City's voluntary Employee Assistance Program (EAP) is available to
assist employees who seek help for alcohol! or drug problems. Employees are encouraged to
contact the EAP directly.

Supervisors or managers may refer an employee to the EAP for reasonable suspicion of drug
abuse. Supervisors are encouraged to refer employees to the EAP for intervention. EAP
services are confidential and supervisory referred employees are requested to sign a release
of information for attendance purposes if sessions are scheduled during working hours.
Supervisors or managers should work with Human Resources to coordinate employee
referrals to the EAP.

While the City will be supportive of those who seek help voluntarily, the City will be firm in
identifying and disciplining those who continue to be substance abusers and who do not
seek help or continue substance abuse even while enrolled in counseling or rehabilitation
programs. Therefore, the City may require employees to use employee assistance
programs_as _part of a last chance agreement, and in addition to mandatory referrals to a
Substance Abuse Professional where applicable and permissible by law.

SEC. 18013 CONSEQUENCES FOR VIOLATION OF THIS POLICY

A. Discipline
I 237869.1 LO090-001
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Any violation of this Policy may result in discipline, up to and including termination.
Discipline may be imposed regardless of whether or not an employee is convicted of
any crime related to any violation of this Policy.

Any violation of this Policy that may constitute criminal conduct or violation of the
DOT regulations may be reported to the appropriate law enforcement agencies
and/or subject the employee to civil penalties.

B. Removal from Work Site

Employees reasonably believed to be under the influence of alcohol, drugs, or
controlled substances shall be immediately prevented from engaging in further work
and shall be detained for a reasonable time until they can be safely transported from
the work site.

C. Removal from Safety Sensitive Function

An employee whose alcohol test indicates an alcohol concentration level between .02
and .04 will be removed from his/her safety-sensitive position for at least twenty-four
(24) hours. An employee whose alcohol test indicates an alcohol concentration ievel
greater than .04 will be removed from his or her safety-sensitive position for a period
to be determined by the Administrative Services Director.

If an employee tests positive for drugs or controlled substances, the employee may
not perform safety-sensitive functions until satisfying the following requirements:
a. The employee must be retested and receive a verified negative result; and

b. When referred to a SAP, the employee must complete any course of rehabilitation
and submit to a return-to-duty test, as developed with the assistance of the SAP.
Subject to any provisions in a collective bargaining agreement providing
otherwise, the City is not required to pay for this type of treatment.

D. Separation for inability to Perform Essential Job Functions

After the City has complied with any legal obligation to reasonably accommodate an
employee’s protected disability, the City may separate an employee who is unable to
perform the essential functions of the job in accordance with applicable legal
procedures.
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DRUG AND ALCOHOL TESTING POLICY
REASONABLE SUSPICION EVALUATION FORM
(FORM DIV-18-1)

Employee Name:

Observation Date and Time:

Location of Employee:

Location of Supervisor(s):

Others present during activities or observations:

Incident(s) observed which give cause for reasonable suspicion:

| 2378691 Lov90.00)
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(Factors that may be considered in combination with those listed in 1 — 6 below include:
takes needless risks, accident(s), disregard for others safety, unusual/distinct pattern of
absenteeism/tardiness, increased high/low periods of productivity, lapses of concentration

or judgment, etc.)

1. Presence of alcohol, alcohol containers, drugs, and/or drug paraphernalia (specify):

2. Appearance:

____Flushed
___Bloodshot/Glassy Eyes
____Dilated/Constricted Pupils
____ Dry-mouth Symptoms
____Puncture Marks
____Other:

___ Inappropriate ____ Disheveled
___Tremors ___ Smell of Alcohol
____ Inappropriate Wearing of Sunglasses

___ Runny Nose/Sores

_____ Profuse Sweating

3. Behavior/Speech:

____Incoherent ____ Slurred _____Unconscious
____Confused ____ Slowed ___Hostile/Confrontation
__Agitated ____Sleeping on the job

___ Other:

4. Awareness:

____ Confused ___Mood Swings ____Euphoric
____Lethargic ____Paranoid ____Disoriented
____Lack of Coordination

____Other:

5. Motor Skills/Balance:

— Unsteady ____Swaying _ Falling
____Staggering _____ Stumbling ___ Reaching for Support
____Arms Raised for Balance

____Other:
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6. Other observed Actions or Behaviors:

Updated: March 7, 2012

Supervisor's Comments:

Supervisors Name:

Signature:

Date:

Witness(es) Name:

Signature:

Date:

Drug and Alcohol Free Workplace Policy
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DRUG AND ALCOHOL POLICY
ACKNOWLEDGEMENT OF SUBMISSION TO DRUG AND/OR ALCOHOL TESTING BY
THE CITY OF LOS BANOS
(FORM DIV-18-2)

I, [PRINT NAME],
understand and acknowledge that | have reviewed a copy of the City of Los Banos Drug
and Alcohol Policy (Policy). I hereby acknowledge that | am required to submit to drug
and/or alcohol testing pursuant to the Policy. | understand and acknowledge that
information regarding the test results will be released to the City and that such information
may be used as grounds for disciplinary action, up to and including discharge.

| further understand and acknowledge that:

1. The City will pay the cost of all drug and/or aicohol tests required or requested by the
City;

2. | may request in writing a copy of the results of any such test;

3. | may request that a split sample test be sent to a certified Testing Laboratory of my
choice, consistent with the procedures outlined in the City’s Drug and Alcohol Policy,
and that | will bear all of the costs associated with the split sample testing;

4. By signing this form, | hereby acknowledge that the split sample test results will be
released to the City; and

5. 1 have the right to refuse to submit to such testing; however, refusal by me to submit
to or cooperate at any stage of the testing shall be considered equivalent to a
confirmed “positive” test for purposes of disqualification from employment and/or
disciplinary action, up to and including discharge from my employment with the City.

6. | may also be required to execute forms at the Collection Site of Testing Laboratory.
With full understanding and knowledge of the foregoing, | hereby acknowledge my
obligation to submit to drug and/or alcohol testing conducted by the clinics and/or Testing
Laboratory selected by the City.

| have read the above acknowledgement and certify that | have signed this document with
full knowledge and understanding of its contents.

Signature: Date:
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Agenda Staff Report

TO: Mayor & City Councit Members

FROM: L.ucy Mallonee, MMC
City Clerk/Human Resources Director

DATE: October 15, 2014
SUBJECT: City-Wide Records Retention Policy and Retention Schedules
TYPE OF REPORT: Consent Agenda

Recommendation:

Adopt Resolution Approving a City-Wide Records Retention Policy and Retention
Schedules.

Background

Los Banos selected Gladwell Governmental Services, inc.,, an expert in local
government records, to upgrade its records management program. An upgrade in the
existing program was necessary to reduce current and future records storage costs,
eliminate duplication of effort, increase efficiency and take advantage of current
technology and changes in law.

Discussion:

The City is upgrading its records management program, including its records retention
policies. The adoption of this policy and retention schedule wilt resuit in efficiency gains
and cost savings.

The upgrade of the current records management systems are driven by many factors,
including:




» Very limited space in City facilities
o Most Departments reported they are out of space to store their

records.

Many departments are filing and storing copies of the same records

Los Banos produces and manages many permanent records

Escalating records storage expenses

Technology advancements

Changes in law

The purpose of the program is to apply efficient and economical methods to the
creation, utilization, maintenance, retention, preservation and disposal of all records
managed by the City.

The retention periods are in compliance with all laws and are standard business
practice for California cities.

The new retention schedules were written interactively with representatives from all
departments participating in the project. They provide clear, specific records
descriptions and retention periods, and apply current law and technology to the
management of City records. By identifying which department is responsible for
maintaining the original record, and by establishing clear retention periods for different
categories of records, the City will realize significant savings in labor costs, storage
costs, free filing cabinet and office space, and realize operational efficiencies.

Fiscal Impact:

The City will realize significant savings both in labor and storage expenses; including
the avoidance of future storage and/or construction costs.

Reviewed by:

Steve Carrigan, City Manager

Attachment:

Resolution



RESOLUTION NO.

A RESOLUTION ADOPTING A RECORDS
RETENTION POLICY AND  RETENTION
SCHEDULES AND AUTHORIZING
DESTRUCTION OF CERTAIN CITY RECORDS

WHEREAS, the maintenance of numerous records is expensive, slows
document retrieval, and is not necessary after a certain period of time for the effective
and efficient operation of the government of the City of Los Banos; and

WHEREAS, Section 34090 of the Government Code of the State of California
provides a procedure whereby any City record which has served its purpose and is no
longer required may be destroyed; and

WHEREAS, the State of California has adopted guidelines for retention period for
various government records;

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF LOS BANOS
DOES RESOLVE AS FOLLOWS:

Section 1. The records of the City of Los Banos, as set forth in the Records
Retention Policy and Retention Schedules Exhibit A, attached hereto and incorporated
herein by this reference, are hereby authorized to be destroyed as provided by Section
34090 et seq. of the Government Code of the State of California and in accordance with
the provision of said schedule upon the request of the Department Head and with the
consent in writing of the City Clerk and City Attorney, without further action by the City
Council of the City of Los Banos.

Section 2. With the consent of the City Clerk, City Manager, and City Attorney,
updates are hereby authorized to be made to the Records Retention Schedule without
further action by the City Council of the City of Los Banos.

Section 3. The term “records” as used herein shall include documents,
instructions, books, microforms, electronic files, magnetic tape, optical media, or
papers; as defined by the California Public Records Act.

Section 4. The City Clerk shall certify to the passage and adoption of this
resolution and enter it into the book of original resolutions.

Section 5. This resolution shall become effective immediately upon its passage
and adoption.



The foregoing resolution was introduced at a regular meeting of the City Council
of the City of Los Banos held on the 15" day of October, 2014, by Council Member ___
who moved for its adoption, which motion was duly seconded by Councit Member ___,
and the Resolution was adopted by the following vote:

AYES: Council Members
NOES: None
ABSENT: None

APPROVED:

Michael Villalta, Mayor
ATTEST:

Lucille L. Mallonee, City Clerk



CITY OF LOS BANOS
RECORDS RETENTION POLICY

PROGRAM PURPOSE:

1.

To control the organization, maintenance, retention, preservation and disposition
of the City's records in a uniform manner and in accordance with federal, state
and local laws, ordinances, regulations or rules, contractual requirements and
regular business practices. The term “records” includes any writing containing
information relating to the conduct of the public’'s business prepared, owned,
used or retained by the City regardless of physical form or characteristics. The
term ‘“writing” includes handwriting, typewriting, printing, photocopying,
communication or representation including letters, words, pictures (including
digital pictures), sounds or symbols, or any combination thereof, and all papers,
maps, magnetic or paper tapes, photographic films and prints, magnetic or
punched cards, discs, drums, optical storage devices and other documents,
including e-mails that are over 30 days old.

To ensure the following:
a. That City records are available at the right time, in the right place, and in
the hands of the right person;
b. That essential, original records are retained;
c. That non-essential, historical records are retained; and
d. That non-essential, non-historical records are appropriately destroyed
when the need for their existence has ended.

POLICY

OBJECTIVES: The objectives of the policy are:

1.
2.

3.
4

5.

Preservation of records with long-term or permanent value;

Protection of records vital to the resumption of City operations in the event of a
disaster;

Reduction or elimination of unnecessary, duplicate records;

Orderly destruction of records no longer required for administrative/operational,
legal, fiscal or historical purposes; and

Documentation of records destroyed.

City records are authorized to be destroyed on an ongoing basis in accordance with the
retention periods prescribed by the Records Retention Schedule.

The Records Retention Schedule, attached hereto as Exhibit “A”, shall serve to govern
the disposition of City records in as much as the schedule specifies the minimum length
of time records shall be maintained either in departmental files or the City's archives.



Notwithstanding the provisions herein and in accordance with Government Code
Section 34090, the City is not authorized to destroy any of the following records for any
reason:

Records affecting the titie of a real property or liens thereon;

Court records or records relating to legal proceedings;

Records required to be kept by statute;

The minutes, ordinances or resolutions of the City Council of the City or of any
City board or commission.

PROCEDURES:

On a routine, ongoing basis, City staff shall review all records under their control which
have been retained for the period of time required by the Records Retention Schedule.
All records shall be categorized within one of the Records Retention Groups as set forth
in Exhibit “A”, attached hereto, which may be amended by resolution of the City Council.
Upon determining that specific records meet the retention guidelines, staff will request
their destruction on required form as set forth in Exhibit “B”, attached hereto.

The City Council, City Manager, City Attorney and City Clerk shall each be responsible
for future records management policy development and procedural implementation, as
follows:

City Council — The City Council shall approve, by resolution, initial records management
policy and retention schedules.

City Manager ~ The City Manager shall:
1. Periodically confirm that all departments comply with the records management
policy;
2. Approve any future policy and/or schedule amendments;
3. Perform the responsibilities of department heads listed below.

City Attorney — The City Attorney shall:

1. Review recommendations regarding records management policies or document
retention schedule amendments;

2. Notify the City Clerk's Office immediately of all document discovery requests or
any other situations which may arise that would require the City to refrain from
destroying records.

3. Approve or deny requests to destroy records.

City Clerk — The City Clerk, or his/her designee, shall be responsible for the following:

1. In consultation with the City Attorney, present recommendations to the City
Manager for amendments o records management policies or records retention
schedule;

2. Create, maintain and distribute forms necessary to implement the records
management program;



w

N A

Supervise the destruction of records, ensuring that confidential records are
destroyed by shredding;

Certify the destruction of records; and

Perform the responsibilities of department heads listed below.

Approve or deny requests to destroy records.

Provide written approval or denial of each request for destruction of records.

Department Heads — The designated heads of each City Department shall:

1.

2,

il

Create and maintain reliable and accurate filing systems to ensure the efficient
maintenance, retrieval and disposition of records under their control;

On an ongoing basis, identify records for destruction and forward such records to
the City Clerk’s Office to be considered for destruction;

Ensure that no City records are destroyed prior to the expiration of their required
retention period;

Approve or deny requests to destroy records.

Submit requests to the City Clerk's Office for records management policy or
retention schedule amendments.

Following receipt of written approval from the Department Head, City Clerk and City
Attorney, the records of the City as set forth in the approved deparimental Records
Retention Schedule are authorized to be destroyed and said destruction shall be
witnessed by the City Clerk or his/her designee.



EXHIBIT A



HOW TO USE RETENTION SCHEDULES

©1995-2014 Gladwell Governmental Services, Inc. {809) 337-3516 - alk rights reserved
Do not duplicate or distribute without prior written permission

A legend explaining the information presented in the retention schedule has been printed on the back of
each page for your easy reference; an index to locate records is also provided.

The specified retention period applies regardless of the media of the record: If a record is stored on paper
and a computer file on a hard drive, both records should be destroyed (or erased) after the specified
period of time has elapsed.

Copies or duplicates of records should never be retained longer than the prescribed period for the original
record.

STRUCTURE: CITYWIDE, DEPARTMENTS & DIVISIONS

The Citywide retention schedule includes those records all departments have in common (letters,
memorandums, purchase orders, etc.). These records are NOT repeated in the Department retention
schedule, unless that department is the Office of Record, and therefore responsible for maintaining the
originat record for the prescribed length of time.

Each department has a separate retention schedule that describes the records that are unique to their
department, or for which they are the Office of Record. Where appropriate, the department retention
schedules are organized by Division within that Department. If a record is not listed in your department
retention schedule, refer to the Citywide retention schedule. An index will be provided for your reference.

BENEFITS

This retention schedule has been developed by Diane R. Gladwel, MMC, an expert in Municipal
Government records, and will provide the City with the following benefits:

» Reduce administrative expenses, expedite procedures
* Free filing cabinet and office space

» Reduce the cost of records storage

« Eliminate duplication of effort within the City

» Find records faster

- Easier purging of file folders

* Determine what media should be used to store records

For questions, please contact the City Clerk.

Authorization to Destroy Records:

All original records that have exceeded their retention period must be authorized according to City Policies
& Procedures prior to destroying them.

Copies, drafts, notes and non-records do NOT require authorization, and can be destroyed “When No
Longer Required.”

+ |f there is a minimum retention ("When No Longer Reqguired - Minimum 2 years"), it must be
authorized before it is destroyed, as it is an original record.

e Ifthere is NOT a minimum retention ("When No Longer Required"), it does NOT need to be
authorized prior to destruction, as it is a preliminary draft / ransitory record or a copy.



RECORDS RETENTION SCHEDULE LEGEND

©1995 - 2014 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights resetved
Do not duplicate or distribute without prior written permission

OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a City Council meeting (then it is the City Clerk.)

Records Description: The record series (a group of like records).

Transitory Records not retained in the ordinary course of business: Preliminary drafts, notes, or interagency or intra-agency memoranda and records having
only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records entered into a computer system that
qualifies as a "trusted system”, etc.

Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)
Inactive: How long the file is in off-site storage, stored on Ogptical Disk or Microforms (guideline)
Total Retention: The total number of years the record wilt be retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
# = Permanent
Indefinite = No fixed or specified retention period; used for databases, because the data fields are interrelated.

Vital? = Those records that are needed for basic operations in the event of a disaster.

Media Options {guideline) — the form of the record: Mag = Computer Magnetic Media (hard drive, disks, tapes, USB Drives, thumb drives, etc.)
Mfr = Microforms (aperture cards, microfiim, microfiche, or jackets)
Ppr = Paper
OB = Optical Digk, CD-r, DVD-r, WORM, or other media which does not allow changes

Scan / import (guideline}: "S" indicates the record should be scanned into the document imaging system;
“I'" indicates the record should be electronically imported into the document imaging system;
“M" indicates the record should be microfiimed

Destroy Paper after Imaged & QC’d {guideline, if record is imaged): QC’d=Quality Checked. “Yes" indicates the paper version may be destroyed if
the document has been imaged (microfiimed, scanned or imported onto Optical Disk — CB-R, WORM or DVB-R), and both the images and indexing
Quality Checked ("QC'd").

Legend for legal citations {§: Section) B&P: Business & Professions Code (CA)} CBC: California Building Code

CC: Civil Code (CA) CCP: Code of Civil Procedure (CA) CCR: California Code of Regulations (CA}

CFC: California Fire Code CFR: Code of Federal Regutations (US) EC: Elections Code (CA)

EVC: Evidence Code (CA) FA: Food & Agriculture Code FC: Family Code (CA)

FTB: Franchise Tax Board (CA) GC: Government Code (CA) H&S: Health & Safety Code {CA)

HUD: Housing & Urban Develop. (US) LC: Labor Code (CA) Ops. Atty. Gen.: Attorney General Opinions (CA)
PC: Penal Code (CA) R&T: Revenue & Taxation Code (CA) UAC: Uniform Administrative Code

UBC: Uniform Building Code UFC: Uniform Fire Code UPC: Uniform Plumbing Code

USC: United States Code (US) VC: Vehicle Code (CA) WE&I: Welfare & institutions Code {CA)



Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-1
Office of . - . . e
Record Retention No. Records Description Retention / Disposition Comments / Reference
T - L Destroy ]
Inactive | Image: Paper
Active Total . Media | i=import
(OFR) (in office) {I::e::::;?s Retention Vital? Options| M=Mfr ;m:ﬂ:; a
© ) S=Scan Qg, 47

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last

document + 2 years), since destruction is normall

erformed by file folder.

Lifigation, claims, complainis, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settfement or cornpletion).
Accident, Incident, injury Copies - Copies -
Human CW-001 reports: EMPLOYEES, with When No When No Mag, Copies retained for reference;
Resources ) associated MSDS, if a Longer Longer Ppr GC §34090.7
chemical was involved Required Required - ]
Copies - Copies -
Accident, Incident, Injury When No When No Mag, Copies retained for reference;
Lead Dept. CW-002 | oports: PUBLIC Longer Longer Ppr GC §34090.7
Required Required
Accounts Payable, Invoices,
Petty Cash, Warrant Requests, Copies - Copies - - .
Fi CW-003 etc. When No When No JYes: Before| Mag, égssriegg:_zligﬂé:fggme
fance ) Longer tonger ‘} Payment Ppr §34090.7 ples).
ALL backup is forwarded to Required Reqguired - )
Finance
When No When No
Longer Longer
Administrative Hearings / Required - Required - § Yes: While | Mag, Department preference; GC
L.ead Dept. CW-004 Appeals Minimum Minimum IActive issues; Ppr §34080
Resolution + jResolution +
2years 2 years B
Brown Act chalienges must be
. N filedt within 30 or 90 days of
g?ﬁ;vgsegfi:uﬂ&?ég:? 1{e al 3 . Mag, action; Statute of Limitations
i.ead Dept. CW-005 L g . 9 2 years 2 years . Mfr, OD, on Municipal Government
Advertising / Affidavits of . ; : .
Posting Ppr actions is 3 - 6 months; CCP
§8337 et seq, 349.4; GC
§534090, 54960.1(c)}(1)
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
(I)!T::rzf Retention No.; Records Description Retention / Dispesition Comments / Reference
_—_[ — — _'Vﬁﬁestroy .
fnactive Total d 1Ir|nage. Paper
Active ota . Media | i=lmport
(OFR) (noffice) | ecords | ptontion § V17 loptions| memr | 27T
Center) S=Scan fmaged &
ggd?

Retentions apply to the depariment that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.

{Retentions begin when the act is completed, and imply a full file folder (e. document + 2 years), since destruction is normall

erformed by file folder.

i Liﬁgaﬁon, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after setflement or completion).
City Clerk CW-008 |Reports: City Council / Mfr, OD, s ; GC §34080.7
Longer . Longer QC &0D
Redevelopment Required Required Ppr
Agreements & Contracts ALL Copies - Copies - . All agreements that are
City Clerk CW-007  |(Specifications / Scope of When No When No M?fagb s oo ligt?; approved by the City Council
ity Cler B {Np ﬂf I !if at'.u ; Cop e IO i Longer Longer Por 5 are sent fo the City Clerk; GC
o tg) , Nolices af Lompietion, Required Required P §34090.7
Covers E&Q Statute of
Limitations (insurance
Agreements & Contracts: certificates are filed with
ADMINISTRATIVE FILES agreement); Published Audit
T Standards=4-7 years; Statute
. e . Mag, Yes: Upon L
g {Correspondence, Project . Completion +] Yes: Before - {of Limitations; Contracts &
Lead Dept. CW-008 Administration, Project Completion | 10 years 10 vears Completion Mf;’ ?D' S Comf:iet:o Spec's=4 years, Wrongful
Schedules, Certified Payroils, P Death=comp. + 5 years,
Insurance Cerdificates, Developers=comp. + 10 years;
Invoices, Logs, RFP, etc.) Statewide guidelines propose
termination + 5 years; CCP
§337 et. seq., GC §34090
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-3
Office of | ] - . . .
Record 1Retent|on No.l Records Description Retention / Disposition Comments / Reference
] l mmmm R . | Destroy
i Inactive Total Med Ilrlnage. Paper
Active | o . edia | I=lmport
(OFR) ! (nofficey | Records § ootention | V17 loptions, m=mpr | 2T
] l Center) S=Sc Imaged &
; 2" qcd?

Retentions apply to the department that is NOT the Office of Record {(OFR), or the "Lead Department" If you are the OFR, refer fo your department retention schedule.

Retentions begin when the act is completed, and imply a full file foider (e.g. last document + 2 years), since destruction is normally performed by file folder.

1Litfgation, claims, complaints, audits, public records act requests,

and/or fnvestigations suspend normal retention periods {retention resumes affer sefilement or cormpletion).

Lead Dept.

CW-009

Agreements & Contracts:
ADMINISTRATIVE FILES
{with Grant Funding}

(Correspondence, Project
Administration, Project

Schedules, Certified Payrolls,

Insurance Certificates,
Invoices, Logs, RFP, etc.)

Completion

10 years or
After
Funding
Agency
Audit, if
required,
whichever is
longer

Completion
+ 10 years or]
After Funding
§Agency Audit,
if required,
whichever is
longer

Yes: Before
Completion

Mag,

Mfr, OD,

Ppr

S

Yes: Upon
Completio
n

Some grant funding agencies
require audits; Statute of
Limitations for Errors &
Omissions is 10 years;
Published Audit Standards=4-7
years; Statute of Limitations:
Contracts & Spec's=4 years,
Wrongful Death=comp. + 5
years, Developers=comp. + 10
years; Statewide guidelines
propose termination + 5 years;
CCP §337 et. seq., 21 CFR
1403.36 & 1403.42(b), 24 CFR
85.42, 91.105(h), 92.505, &
570.502(b), 28 CFR 66.42; 29
CFR 97.42, 40 CFR 31.42; 44
CFR 13.42; 45 CFR 92.42;
OMB Circular A-133GC
§34090

I.OS BANOS, CA ©19952014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4
(I)%T::r:f !Retention No. Records Description Retention / Disposition Comments / Reference
bubu e S -
Inacti [ Image: f DPe stroy
" nactive { ' aper
Active Total . i Media | I=lmport |
(OFR) (in office) (?;:‘:t’;f)s Retention | V®!7  loptions| m=mir .m:;f:; .
l S=Scan ac’ E',?

Retentions apply to the department that is NOT the Office of Record {OFR), or the "Lead Department”. If you are the OFR, refer to your department refention schedule.

Retentions begin when the act is completed, and imply a full fife folder (e.qg. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after seftlfement or completion).
Agreements & Contracts:
UNSUCCESSFUL BIDS,
UNSUCCESSFUL ST::C:SFSl:u!I F;fo?; ;nac: tt)t:é e
Lead Dept. CW-010 rR;):;? SARLS oF ?;SPONSES 2 years 2 years MPag. part of the agreement or
0 RFPs (Request for pr contract (City Clerk is OFRY);
Proposals) andfor RFQs GC §34090
{Request for Qualifications)
that don't result in a contract
Audits / Audit Reports / CAFR - V‘f‘,ﬁgff\lo ﬁﬁgf;o : Vi
Finance CwW-011 Comprehensive Annual ' g Copies; GC §34090.7
Financial Reports Longer Longer Per
Required Required

CW-012 Bids: See Agreements &
Confracts
Boards and Committees: : Tape City preference; State iaw only

Staffing Dept. CwW-013 |AUDIO RECORDINGS of 2 years 2 years (M:g) requires for 30 days; GC
3 Meetings / Audio Tapes - §54953.5(b)
Boards, Commissions, &
Committees: City Council ;
Subcommittees ] Mag. Al recommendatlops are
Staffing Dept. CW-014 2 years 2 years Por presented to the City Council;
GC §34090 et seq.

(Composed solely of less than
a quorum of the City Council)
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-5
Office of | - o tention No. Records Description Retention / Disposition Comments / Reference
Record E
,,,,, . ; Image: Déétroy
i . Inactive . | Paper
[ Active Total . Media | I=lmport
(OFR) | (inofiice) | RS ¥ potention | V17 options| memer | Ttr
] Center) S=Scan Imaged &
QC'd?

Retentions apply to the department that is NOT the Office of Record (OFR). or the "Lead Department”. If you are the OFR, refer to your department refention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last

document + 2 years), since destruction is normalt

erformed by file folder.

Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes afier settiement or completion).
Boards, Commissions, &
gomm.lttet?s:sExternai When No When No Ma
CW-015 rganization Longer Longer Pp?-’ Non-records
(e.q. County Board of Reguired Required
Supervisors) i
Boards, Commissions, &
Committees: Residents When No When No 8 Act chatl
Advisory Bodies Formed by Longer Longer rown Ac challenges must be
s : . Mag, filed within 30 or 80 days of
taffing Dept. Cw-016 {CITY COUNCIL Required - Required - o
. Ppr action; GC §§34090,
Minimum 2 Minimum 2 54960.1(c)(1)
AGENDAS, AGENDA years years e
PACKETS.
Boards, Commissions, & 1 -
-.
Staffing Dept. | CW-017 gf:\f%%gﬁgff Formed by P P} vYes |mroD| s Y180S : :g.frt:r destroyed after minutes have
. Ppr y been adopted; GC §34090 et
MINUTES & BYLAWS 1 I
CW-018 Brochures: See Reference
Manuals RN |
Copies - Copies - . )
. Mag Final must be filed with County
. . When No When No JYes: Current ’ Yes: After .
City Clerk CW-019 Budgets - Finals Longer Longer | Fiscal Year Mf; oD, S 5 yoars g;lsjg(')t?r GC §34090.7, 40802,
Required Required i 8
Cash Receipts Detail / Backup Ma Department preference (not all
Lead Dept. CW-020 |/ Accounts Receivable Detail / 2 years 3 years 5 years P gr detail is sent to Finance; GC
Refund Detait p §34000

LOS BANOS, CA ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-6
%T::r:f Retention No.‘ Records Description Retention / Disposition Comments / Reference
Dol U SV U Destioy .

Active | nactive Totat Media ni?:ﬁﬁn Paper

(OFR) ; (in officey | (Records | potention | V17 loptions! m=mer | 2Tter
Center) S=Scan Imaged &

1 - QcC'd?

——
Retentions apply to the depariment that is NOT the Office of Record (OFR), or the “Lead Depariment”. If you are the OFR, refer to your depariment retention schedule.

Litigation, claims, complaints, audits, public records act requests,

Retentions begin when the act is completed, and imply a full fite folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

and/or fnvestigatfons suspend normal retention periods (retention resumes after settlement or completion).

When No When No
Longer Longer Mag, .
Lead Dept. | CW-021 |City Attorney Opinions Required - Required - Yes  |Mf,OD.| S g;fggg“e”‘ Preferance; GC
Minimum 2 Minimum 2 Ppr
years years
Copies - Copies -
When No When No
City Clerk AND ) Mag, .
Finance /Risk | CW-022  |Claims R';‘;”jg | R’;Z"u?f;d ngﬁlfn‘:fe";f Mflr:; oo, s g:fu eg:irt GC §§34090.7, 34090.6
Manage. (Upon (Upon : pr
Settlement) Settlement)
Committees Internal -
Attended by employees: All
Records - Mag
Lead Dept. Cw-023 2 years 2years P ' GC §34090
. pr
(e.g. Records Management . L
Committee, In-House Task
Forces, efc.)
City preference; Statute of
When No When No - Limitations for personat
lead Complaints / Concerns from Longer L.onger M property, fraud, etc. is 3 years;
(Responding) Cw-024  |Citizens Computer Tracking Required - Required - Pag. Claims must be filed in 6
Dept. Software or Correspondence Minimum 2 Minimum 2 pr months; CCP §8338 et seq.,
years years 340 et seq,, 342, GC §§945.8,
GC §34090
CW-025  |Confracts: See Agreements

LOS BANOS, CA ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-7

Ret:;)r:f }Retention No.! Records Description Retention / Disposition Comments / Reference
p neey 1 b . S R ' \ Destroym i ]
i . Inactive | . Image: Paper
(OFR) Active | pecords | . TO® vitalp | Media |I=lmport |
{in office) Retention Options; M=Mfr
Center) S=Scan Imaged &
- ’ I Qc'd?
A C

L
Retentions ap,gly to the department that is NOT the Office of Record {OFR), or the "Lead Department”. If you are the OFR, refer to your depariment refention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
7L1’tigation, claims, complaints, audits, public records act requests, and/or in vesﬂ'%atfons suspend normal retention periods (retention resumes after seftierment or completion).

Copies - Copies -
Copies or duplicates of any When No When No
CW-026 recard Longer Longer Mag Ppr GC §34090.7
n Required Required § o
Dept. that
Authors Correspondence - ROUTINE
Document N . )
or CW-027 g,g. A"m'.:“s""’“"e' Chronological, | 5 vears 2 years Mag, GC §34090
Recaives the eneral Files, Leﬁersz ] Ppr
G o Memorandums, Reading File,
City's Original Waorking Files, etc.)
Document L
LOS BANOS, CA ©1995-2014 Gladweli Governmental Services, Inc. - alt rights reserved Adopted:
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-8

%f;i::r;f Retention No.! Records Description Retention / Disposition | Comments / Reference

e —— —. ~ " !
! Destroy |

Inactive : Image: Paper

Active Total . ! Media | I=slmport

(OFR) s (in office) | (Re°0MdS § potention § V17 options| m=mr | 27T
Center) S=Scan Imaged &
] QC'd? |

Retentions apply fo the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (eilast document + 2 years), since destruction is normally performed by file folder.
Litigaﬁon, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after setffement or completion).

=

TRANSTORY Electronic and paper records
TRANSITORY / '
PRELIMINARY DRAFTS, are filed and retained based

upon their content. k£-mails,
Interagency and Intraagency ' electronic records, or social
Memeoranda not retained in the media postings that ARE

ordinary course of business made or retained for the

Dept. that FEERS | ; :
Authors {e.g. catendars, checkiists, e-mail e e pl.flrpose_o pireservmgfthe
Document or social media posting NOT made | When No When No iy informational content for future
or CW-028  [or retained for the purpose of Longer Longer Pagl referencg are saved oultSIfde
Receives the preserving the informational Required Required pr the e-mail system _by pnntmg
City's Original content for future reference, them out and pla‘cmg themina
Document invitations, instart messaging, file foldgr, or saving them
inventories, logs, mailing lists, . electronically; If not mentioned

meeting room registrations, supply
inventories, telephone messages,
transmittal letters, thank yous,
requests from other cities,
undeliverable envelopes, visitors
logs, voice mails, webpages, elc.)

here, consult the City Attorney
to determine if a record is
considered transitory /
preliminary drafts. GC §34090,
GC §6252

Copies - } Copies-

. Deeds, Easements, Final When No When No
City Cterk CW-029 Orders of Condemnations (All) Longer Longer

Required Required

Mag,
Ppr

Send all originals to the City
Clerk; GC §34090.7

LOS BANOS, CA ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-9

?;:::r:f TRetention No.l Records Description { Retention / Disposition Comments / Reference
R f f " | Destroy ; o '
J i Inactive | Image: Paper ]
» Active Tota . Mediz | I=simport
(OFR) (in office) | Rec0rdS | potention | V7 options| m=mrr | 2T |
Center} S=Scan Imaged &
1 1 l ( , “aca?
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department retention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years). since destruction is normally performed by file folder.
L:’ffgatfon, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after setfiement or completion).
As long as the drafts and notes
are not retained in the "Regular
) When No When No Course of Business”. Consult
Lead Dept. CW-030 Dra'fts & Notgs. Drafts that are Longer Longer Mag. the City Attorney to determine
revised (retain final version) : . Ppr . : -
Required Required if a record is considered a
draft. GC §§34090, 6252,
e = L ~6254(a)
Facility Use Applications / Mag,

Lead Dept. Cw-031 Facility Use Permits B 2 years - 2years - Ppr - GC §34090 ]
The Lead Department should
print out historical documents

R {or save source data) prior to
GIS Database / Data / Layers When No When Ne - replacing the data, if they
Lead Dept. CW-032 |(both City-wide and Longer Longer Yes Mag require the data or output for
Specialized)} Required Required historical purposes,
Department Preference
{Preliminary documenis), GC
§34090 et seq.
Grants (UNSUCCESSFUL PR Mag,
Lead Dept. CW-033 Applications, Correspondence) 2 years 2years Por GC §34090
LOS BANOS, CA ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved Adopted:
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-10
?::i::::r:f 1Retention No.‘ Records Description Retention / Disposition Comments / Reference
i

. | Destroy

Inactive i Image: Paper

Active Tota . Media | I=import

(OFR) {in office)} (Records Retention vital? Options: M=Mfr after
Center) S=Scan Imaged &

- Qc'd?

Retentions apply to the department that is NOT the Office of Record {OFR), or the "Lead Department". If you are the OFR, refer to your department retention schedule.

Litigation, claims, complaints, audils, public records act requests,

andfor investfgations suspend normal retention periods

retention

lRetenﬁons begin when the act is complefed, and imply a full file folder (e,g. fast document + 2 years), since destruction is normally performed by file folder.

resumes after settlernent or completion).

Meets auditing standards;
Grants covered by a

Consolidated Action Plan are
Grants / Reimbursable Claims required for 5 years; Uniform
(SUCCESSFUL Reporis, other Admin. Requirements for
records required to pass the After B Grants to Local Governments
funding agency's audit, if Funding [JAfter Funding] is 3 years from expenditure
required) Agency JAgency Audit, report or final payment. of
Lead Dept. | CW-034 2years | Audit, if [ ifrequired - Mag, grantee or subgrantee;
Applications (successful), grant Required - § Minimum & Ppr statewide guidelines propose 4
agreement, program rules, Minimum 5§ years years; 7 CFR 3016.42; 21 CFR
reguiations & procedures, reports 1403.36 & 1403.42(b}, 24 CFR
to grant funding agencies, years 85.42, 91.106(h), 92.505,
correspondence, audit records, 570.490, & 570.502{a&b), 28
completion records CFR 66.42; 29 CFR 97.42; 40
CFR 31.42; 44 CFR 13.42; 45
CFR 92.42; OMB Circular A-
110 & A-133; GC §34090
Send all grievances to Human
Personnel / . Copies - Copies -+ Eggggl‘:;z? ileitai:z ?t:tgntion
Human CW-035 Gnevan_ces and Informal When No When No - Y‘?53 Bgfore Mag, until finai disposition of formal
Resources Compiaints (Employees) Longer Longer Disposition Ppr complaint: State requires 2
Required Required '

years after action is taken; GC
§§129486, 34090

LOS BANOS, CA ©1995-2014 Gladwell Govemnmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-11
Office of . L . . -
Record Retention No. Records Description Retention / Disposition Comments / Reference
7777 . | Destroy
Inactive Total ll;nage. Paper
Active ota . Media | I=import |
(OFR) (in office) | (RecOrds I oo sention Vital? | ootions| Memsr | 2T |
Center) S=Scan Imaged &
- QC'd?
Retentions apply to the depariment that is NOT the Office of Record {OFR), or the "Lead Department”. If you are the OFR, refer to your department refention schedule.
Retentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.
Lfﬁgation, claims, complaints, audits, public records act requests, and/or r‘nvestfgations suspend normal retention periods {retention resumes after settlement or completion).
Copies - Copies -
When No When No Mag Risk Management
. Lawsuits, Litigation, Pending Longer Longer Yes: Before ; Yes: After o .
City Attorney CW-036 Litigation Required Required Settlement MfrF,, C:D' S/ Settlement gg?;g‘;g?e; 4%3!(;“6 Ge
(Upon {Upon P T ;
Settlement) ‘ Settiement) §
. City Preference; Preliminary
Lead Dept. CW-037 iéza\;ee?tzquests [ Vacation 1 year 1 year l\gag:, draft / transitory record; GC
q P §34090, GC §6252
Previous MSDS may be
obtained from a service; MSDS
may be destroyed as long as
a record of the chemicai /
Material Safety Data Sheet substance / agent, where &
(MSDS) / Safety Data Sheet While Mag when it was used is
Lead Dept. | Cw-03g |05 ChemicalUseReport | opoisiin | 30years § 30 years Mfr, 0D, § | res(after imaintained for 30 years;
Form {or records of the Use Por inactive) |Applies to qualified employers;
chemical / substance / agent, Claims can be made for 30
where & when it was used) years for toxic substance
exposures; 8 CCR
3204(dX1)(B)(2 and 3), 29
CFR 1910.1020(d)(1)(i), GC
§34090
V(\:Iﬁgfil:) f;ﬁz[:i;; Mag, QOriginals maintained by City
City Clerk Cw-039 Minutes - City Council Longer Longer Yes (alf) {Mfr, OD, 8 No Clerk Permanently; GC
Required ‘Required Ppr §34090.7
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-12
oRfs;::r:f Retention No. Records Description Retention / Disposition Comments / Reference
] ‘ Destroy
. Inactive ‘ . Image: ! Paper
(OFR) ! .Actlve {Records Total Vital? Me_ma I—ITport i after
{in office) Retention Options| M=Mfr
5 Center) ! s=Scan Imaged &
l E Qc'd?

A
Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department refention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last

document + 2 years), since

destruction is normally performed by file folder.

Litigation, claims, complaints, audits, public records act requests

anhd/or investi

ations suspend normal retention periods (retention resumes after sefflement or completion).

Copies - Copies - Mag Return any whole unused
City Clerk CW-040 Mumcapal Code (these are When No When No  JYes; _Qurrent MFr. OD, : No codgs fo the ‘Cnty Clerk; '
copies) Longer Longer Criginal Por Originals maintained by City
Required Required P Clerk Permanently; GC §34090
When No When No Non-records - may be obtained
Lead Dept. CwW-041 Newspaper Clippings Longer Longer Ppr from the newspaper company,
Required Required GC §34090
. . . Statute of Limitations on
Notices: Public Hearing - .
! . Mag, Municipal Government actions
Staffing Dept. Cw-042 Eggﬁce:ast;zi Proofs of 2 years 2 years Ppr is 3 - 6 months: CCP§337 et
seq; GC §34090
Copies - Copies - Mag
. . , . When No When No ' Criginals maintained by City
City Clerk CW-043  [Ordinances - City Council Longer Longer Yes (alf} MfrP. C:D, S No Clerk Permanently; GC §34090
Required Required P
Send to Send to Ensure records kept in
Human Human Department files cgmply with
Human . Resources Resources Before Mag, . . L
Resources CW-044 Personnel Files Upon Upon Separation Ppr g::tF:gl;jﬂr;i&o;ggﬁfc::;_
Separation or Separation or '
GC §34080.7
Transfer Transfer

LOS BANOS, CA ©1995-2014 Gladwell Governmental Services, inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adapted:




Ver. 3.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-13

Office of

{OFR)

 Record

Retention No.

Records Description

Active
{in office}

Inactive
{Records
Center)

Retention / Disposition

Total
Retention

Comments / Reference

Vitai?

Media
Options

Image:
I=import
M=Mfr
S§=Scan

Destroy
Paper
after
Imaged &
QC'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer fo your department retention schiedule.

Retentions begin when the act is completed, and imply a fufl file folder {e.q. last
Litigation, claims, complaints, audits, public records act reguests

andfor invest

document + 2 years), since destruction is normail
ations suspend hormal retention periods

refention

erformed by file folder.
resurnes after settlement or completion).

Notes maintained in a separate

Before ) ;
Persannel Files (Supervisor's When No When No Annual Mag, folder to be |ncorporgted into
Lead Dept. CW-045 Lenger Longer performance evaluation, or to
Notes} X : Performance| Ppr .
Required Required Evaluation document progressive
discipline; GC §34090 et seq,.
Lead Dept, CW-046  |Personnel Work Schedules 2 years 2 years “'",Z?' GC §34090
Public Relations / Press . Mag,
Lead Dept. CW-048 Releases 2 years _2 years Por GC §34000
Lead Dept. Real Estate Appraisal Reports: Ma Not accessible to the public;
(Who Ordered CwW-042  Property NOT purchased, 2 years 2 years p gr Statewide Guidelines show 2
the Appraisal) Loans not funded, efc, P years; GC §§34080, 6254(h)
] - Not accessible to the public
When No _When No- until purchase has been
Lead Dept. Real Estate Appraisal Reports: Longer - Longer Yes: Before Mag, Yes: After completed; meets grant
{(Who Ordered CW-050 Purchased Property, Funded 2 years Required - | Required - . Pu—rchase Mir, OD, 8 Inéctive auditing requirements; 24 CFR
the Appraisatl) Loans Minimum 3 § Minimum 5§ Ppr 85.42 & 91.105(h}, &
years years 570.502(p); 28 CFR 97.42, GC
§34090
Records Destruction Lists / v(\:.fzzfil;y '\flﬁZf;; Ma
Gity Clerk CW-051 |Certificate of Records 9, GG §34090.7
- Longer Longer Ppr
Destruction . 7
Reguired Required
LOS BANOS, CA ©1995-2014 Gladwelt Governmental Services, inc. - all rights reserved Adopted:
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-14
Office of i L . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Image: [ Destroy
. Inactive . " { Paper
Active Total . Media | I=lmport
(OFR) (inoffice) | (oec0rdS § potention | V™7 loptions| memer |, 27T
Center) imaged &
S$=Scan ac'd?

I
Retentions apply fo the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your depa

rtment retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last
[ itigation, claims, complaints, audits, public records act requests,

and/or investi

document + 2 years)}, since
afions suspend normal refention periods {refention

destruction is normaill

erformed by file folder,

resumes after settlement or completion).

Reference Materials:
Brochures, Manuals, Policies,

Procedures, Brochures, Flyers, ;| When No
CW-052  [Manuals, etc. Produced by l.onger
OUTSIDE ORGANIZATIONS Required
(League of California Cities,
Chamber of Commerce, etc.)
Reference Materials: Policies, V‘(‘;ig;o
Procedures, Brochures, Flyers, )
Lead Dept. CW-053 Manuals, etc: Produced by &i?:::ﬁ: 2
YOUR Department
years
Reference Materials: Policies,
Procedures, Brochures, Flyers, When
Lead Dept. Cw-054 Manuals, etc: Produced by Superseded
QTHER Departments
CW-055 Reference or Working Files:
See Correspondence
Reports and Studies
Lead Dept. Cw.056  {(Historically significant - e.g., 10 years P

Zoning Studies)

When No
Longer
Required

When No .
Longer
Required -
Minimum 2
years

When
Superseded

Mag,
Por Non-Records
Ma Statewide guidelines propose
P g: superseded + 2 or 5 years; GC
e §34090
Mag, .
Ppr Copies; GC §34090.7
Ma Administratively and
Mir S’D s/l Yes: After Historically significant,
P‘pr ! 10 years |therefore retained
permanently; GC §34080

LOS BANOS, CA ©1995 2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-15
Office of . e . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
| . eeord - Destroy" .
Inactive Tota Med Iirlnage'.1 Paper
Active ota . edia | I=lmpo
(OFR) (inoffice) | (ecords { potention | VIEI7 !omions m=mr | 2fer
Center) g S=Scan Imaged &
é . Qc'd?

—
Refentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your department refention schedule.

Lr’tigation, claims, complaints, audits, public records act requests

Retentions begfn when the act is comgleted, and ime.fK a full fite folder ce.g. last

document + 2 years), since

destruction s normally performed by file folder.

and/or investi

ations suspend normal retention periods (retention

resumes after settlement or completion).

Reports and Studies (other

Information is outdated after 10
years; statewide guidelines

Lead Dept. CwW-057 thap Historically significant 10 years 10 years hga‘(i‘ propose 2 years; If historically
reports - e.g. Annual Reports) P significant, retain permanently;
GC §34080
V(\:I?\Zfil; V?I:Zf:l; Mag, Originals maintained by City
City Clerk CW-058 Resolutions - City Council Longer Longer Yes (all) |Mfr, OD, S No Clerk Permanently; GC
Required Required Ppr §34090.7
When No When No
. . . . Longer Longer _
Lead Dept. CW-059 IS]ZEE::IFI?{;cgects / SubjectFiles | o quired - Required - i\:)agr, D;fgggnin;epreference. GC
Minimum 2 Minimum 2 P § e1seq.
years years
Subject / Reference Files: V‘f:;g;" __V\l"';i';g"
Lead Dept. CW-080 Subjgcts other than SpeCIﬁcaIEy Required - Required - Mag, Department Preference; GC
Mentioned in Retention Minimum 2 Minimum 2 Ppr §34090 et seq.
Schedules
years years
Surveys / Questionnaires (that
the City issues).
If a summary of the data is - Ma
Lead Dept. Cw-061 compiled, the survey forms are 2 years 2 years P g GC §34090
considered a draft or transitory pr
record, and can be destroyed .
as drafts (When No Longer
Required)
LOS BANOS, CA  ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved Adopted:
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-16
%T::r:f Retention No. Records Description Retention / Disposition Comments / Reference

. Destroy

Inactive Total Medi Ill:1age'.1 Paper

Active o . edia | I=Impo

(OFR) (in office) (Records Retention vital? Options| M=Mfr after
Center) =Scan tmaged &

QC'd?

Retentions apply to the department that is NOT the Office of Record (OFR), or the "Lead Department”. If you are the OFR, refer to your departrent retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last

document + 2 years), since destruction is normally performed by fife folder.

Lr’tr'garr‘on, claims, complaints, audits, public records act requests

and/or invest

ations suspend normal retention periods

retention

resumes after sefflement or completion).

Tapes / DVD Recordings: See

CW-062 |5 oards & Commissions
. ' Copies -
. Time Sheets / Time Cards /
Finance / CW-063 |Overtime Sheets / Overtime | Vonen No
Payroll c Longer
ards :
Required
Training - ALL COURSE
RECORDS
Lead Dept. CW-064 2 years 5 years

{Attendance Rosters, Outlines
and Materials; includes Ethics
& Safety training)

Coples -
When No Mag,
Longer Ppr GC §34090.7
‘Reguired
Department preference; Ethics
Training is 5 years; Statewide
guidelines propose 7 years;
M Calif. Labor Division is required
L ag, . to keep their OSHA records 7
Yes: When |0 Keep
7 years Mfr, OD,} S inactive |vears; EEOC/FLSA/ADEA
Ppr {Age) requires 3 years for

promotion, demotion, transfer,
selection, or discharge; State
Law requires 2 -3 years for
personnel actions; 8 CCR
§3203 et seq., 29 CFR
1627.3{b){ii), LC §6429(c); GC

§8§12946, 34090, 53235.2(b)
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-17
?::::r:f Retention No. Records Description Retention / Disposition Comments / Reference
T ] Destroy
Inactive Image: Paper
(OFR) Active | pecords |  ToH! vital | Media {[=tmport |
{(in office} Center) Retention Options SI\:;I\:;:‘ Imaged &
QC'd?

Retentions apply to the departm

ent that is NOT the Office of Record (OFR), or the "Lead Department”, If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

[ itigation, claims, complaints, audits, public records act requests,

and/or investigatfons suspend normal retention periods (retention resumes after settlemnent or completion).

Volunteer / Unpaid Intern inactive /
Lead Dept. CW-065 Applications & Agreements - Separation +
Successful 3years
Volunteer / Unpaid Intern
Lead Dept. CW-066 Applications & Agreements - 3 years

Unsuccessful or Pending
Applicants

nactive /
Separation +
3 years

3years '

Ppr

Depaitment preference (Couris
treat volunteers as
employees);
EEQC/FLSA/ADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection,
or discharge; 29 CFR 1602.31
& 1627.3(b){( 1)) &(ii), GC
§§12946, 34090

Ppr

Department preference (Courts
treat volunteers as
employees),
EEOC/FLSA/ADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection,
or discharge; 29 CFR 1602.31
& 1627.3(b)(1}h&(il), GC
§§12946, 34090

LOS BANOS, CA ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 2.0 RECORDS RETENTION SCHEDULE: BUILDING Page BL-1
Office of | . i . R . . . c f
Record 1 Retention No. Records Description etention / Disposition omments / Reference
| nbcord | — T Bestioy |
Inactive Image: Paper
! Active Total . Media | i=import
(OFR) (in office) (Records Retention vital? Options | M=M¢fr after
Center} Imaged &
S=8Scan Qac'd?

if the record is not listed here,

refer to the Retention for City-Wide Standards

Litigation, complaints, claims,

Retentions begin when the act is completed, and imply a full file folder (e.

. [ast document + 2
ublic records act requests, audits and/or r‘nvestfc.;ations suspend normal retention periods (retention resumes after seftlement or completion).

ears), since destruction is normail

file foider.

Building BLD-00t  |Building Permit Database Indefinite
Building BLD-002 |Building Permits / Address Fites P
. . When No
Building BLD-003 Building Plans - Expired or Longer
Withdrawn ?
Required
Building Plans and Construction
- Documents - Finalled - SINGLE
Building | BLD-004 |z AMILY RESIDENTIAL - SFRand | o0 98Y
APPURTENANCES

Indefinite

When No
Longer
Required

1186 days -

Department Preference - Data

Yes (all) Mag is interrelated; GC §34090, H&S
§19850
Mag, Yes: After Statewide guidelines propose
Yes (all) | Mfr, OD, S QCl 8% 0D permanent; GC §34090, H&S
Ppr §19850
Department preference;
Preliminary drafts not retained
Mag, Ppr in the ordinary course of
business; CBC §104.7,
H&S§19850, GC §34090
Law does not require plans to
be filed for dwellings less than 2
stories, garages &
Mag, . appurtenances, farms/ranches,
Yes Mfr, OD, S \g‘g &A(fjtgr 1-story with bearing walls less
Ppr than 25" CBGC requires 180

days from completion date;
CBC 104.7 & 107.5,
H&5§19850, GC §34090

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 2.0 RECORDS RETENTION SCHEDULE: BUILDING Page BL-2

l
?:2::: | Retention No.% Records Description Retention / Disposition Comments / Reference
.o, ' s e oaeiaa
. | Destroy
Inactive Total M Image: Paper
Active Tota s edia | i=lmport
(OFR) in office) | K62 ¥ potention § V7 |options| memtr | T
Center) S=Scan Imaged &
QC'd?

if the record is not listed here, refer to the Refention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder {(e.q. fast document + 2 years), since desfruction is normafl file folder.
Litigatfon, complaints, claims, public records act requests, audits and/or investigatfons suspend normal refention periods (retention resumes after setflement or completion).

Building Plans and Construction
Documents - Finalled -
INDUSTRIAL, COMMERCIAL,
MULTI-FAMILY DWELLINGS,
PLACES OF PUBLIC T
ACCOMMODATION, TENANT S Mag,

Department Preference; Law
requires for the life of the
building for commercial and

L . B Yes: Afterjcommon interest dwellings only;
Building BLD-005 IMPROVEMENTS (Involving P P 3 Yes (all) | Mfr, OD, S QC & 0D | Statewide guidefines propose 2
medial, restaurant or change of _ Ppr years for blueprints &
use) : specifications; CBC 104.7 &

107.5, H&S§19850, GC §34090
(includes commercial structural § §

plans, Hazardous Materials
Questionnaire, etc.}

i . R . y Yes: After|Department Preference; GC
Building BLD-006 |Certificates of Occupancy P P | Yes {all) Mf;:,,p?D, S QC & OD |§34090

Complaints (Written, during Sl
Building BLD-007  |Construction & Inspection - Not 2 years 2years Mag, Ppr GC §34090
Code Enforcement)

Construction Notices / Inspection

Notices When No When No -
Building BLD-008 ! " i ompli Longer Longer Mag, Ppr Preliminary Drafts; GC §34090
{correction notices, compliance Required Required

orders, stop work notices, etc.)

Encroachment Permiis - Mag,
Building BLD-009 P P Yes (all) | Mfr, OD, S
Permanent Encroachments e Ppr

Yes: AfteriDepartment Preference; GC
QC & 0D {§34090

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 2.0

RECORDS RETENTION SCHEDULE: BUILDING

Page BL-3

Office of . !
| Record |Retent|on No.i

Records Description

Active
(in office)

Inactive
(Records
Center)

Retention / Disposition

Tofal
Retention

Comments / Reference

Vital?

Media
Options

i

‘ Image:

I=lmport
M=Mfr

S=Scan

Destroy
Paper
after
Imaged &

QC'd?

If the record is not listed here,

refer to the Relention for City-Wide Standards

Retfentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is norrnally performed by file folder.

Lftigatr‘on, complaints, claims,

ublic records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Encroachment Permits - Public
Right of Way, Street Permits, Department Preference (the
Building BLD-010  |Temporary Construction, P P Mag, Ppr warrantee period for work done
Sidewalk Repairs, Traffic Control, is 5 years), GC §34090
- Utility Cuts etc.
When No When No - Preliminary drafts not retained
Building BLD-01% |Reports: Building Activity Longer Longer Mag, Ppr in the ordinary course of
Required Required business; GC §34090 et seq.
Reports: Geotechnical Reports, Mag, } X
Building BLD-012  |Soils Reports, Deed Restrictions, P P Yes (all) |Mfr,0D,| S E’é &Agg’ ggfggg"e”t Preference, GC
Special Studies Ppr
Requests & Permissions to Receive P
Building BLD-013 |Copies of Plans {to and from 2 years 2 years Mag, Ppr GC §34090 et seq.
Architects)
- Uniform Building Codes / California
Building BLD-014 Building Code P P Mag, Ppr GC §50022.6
Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission fram GGS (909) 337-3516 Adopted:




Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-1
?::i::::r;f Retention No. ] Records Description Retention / Disposition Comments / Reference
T T L Inactive | image: Destroy
Active Total . Media | I=lmport | Paper after
(OFR) ( | (in office) (Ezi‘t’;gs Retention | "7 | Options | M=Mfr | imaged &
1 S$=Scan QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since desitruction is normally performed by file folder.

! itigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settfernent or cormpletion).

City Clerk

CC-001

Agendas / Agenda Packets /
Staff Reports - IMAGED: City
Council, Redevelopment

2 years

P

City Clerk

CC-002

Agreements - ALL - Approved
if Imaged, Infrastructure,
CIPs, DDAs, OPAs, MOUs,
MOAs

Agreement or Contract
includes all contractual
obligations {e.g.
Amendments, Scope of
Work or Successful
Proposal} & insurance
Certificates

Examples of Infrastructure:
Architects, CIPs (Capital
Improvement Projects,} franchise
agreements, subdivision
improvement agreements,
development, Joint Powers,
MQUs, retirement, water rights,
etc.

Completion

]

Yes: Until
After Meeting

Mag, Mfr,
0D, Ppr

S

Yes: After
QC & CD

Department Preference; GC
§34090 et seq.

Yes: Before
Completion

Mag, Mfr,
oD, Ppr

Yes: Upon
Completion

Other contracts are maintained
by the Lead Department
managing the contract;
Department Preference; All
infrastructure, JPAs, & Mutual
Aid contracts should be
permanent for emergency
preparedness; Statute of
Limitations is 4 years; 10 years
for Errors & Omissions; fand
records are permanent by law;
CCP §337 et. seq., GC
§34080; Contractor has
retention requirements in 48
CFR 4.703

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-2
?:z:sr:f 1 Retention No. g Records Description Retention / Disposition Comments / Reference
B 1 Inactive Image: | Destroy - ]
i Active Total . Media | I=simport | Paper after
(OFR) | (in office) | (’é:if;f)s Retention § Y17 | Options | M=Mfr | Imaged &
l ] 8=Scan QC'd?

if the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e,
Litigatr‘on, complaints, claims, public records act requests, audits and/or investigfﬁons suspend normal retention periods {retention resumes affer settfement or compietion).

. last document + 2 years), since desiruction is normall

erformed by file folder.

Agreements - ALL - Approved
Non-infrastructure that are
NOT Imaged

Agreement or Contract
includes all contractual
obligations (e.q.

Comp!etidn +

Other contracts are maintained
by the Lead Department
managing the contract; Covers
E&Q Statute of Limitations;
Published Audit Standards=4-7

. ) Yes: Before |Mag, Mfr, Yes: Upon jyears; Statute of Limitations:
City Clerk Amendments, Scope of Completion 10 years 10 years Completion | OD, Ppr S Compiletion !Contracts & Spec's=4 years,
Work or Successful Wrongful Death=comp. + 5
Proposal) & Insurance years, Developers=comp. + 10
Certificates years; Statewide guidelines
propose termination + 5 years;
Examples of NON-Infrastructure: CCP §337 et. seq., GC §34090
Consulting, disposal, City Manager
employment contracts, leases,
loans, mutuat aid, professional
services, settlement, services, etc.
Applications for Boards, B .
City Clerk Commissions or Committees - 2 years 2 yoars - Mag, Ppr gggggg’ ent preference; GC
Successful B . 7
Applications for Boards, .
City Clerk Commissions or Committees - 2 years 2 years Mag, Ppr GC §34090
Unsuccessful
City Clerk 3:‘;2‘2:;35?3"*;:2‘;?;?:- 2 years 2years | Mag, Ppr GC §34090
Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-3
c::::r:f l1—Reate=rtticnn No. Records Description Retention / Disposition Comments / Reference
r Inactive "‘]mulmage: [ Destrdy 7
Active Total . Media | I=import | Paper after
(OFR) | (in office) (2':‘::;‘;' Retention | V™7 options | M=Mfr | Imaged &
1 — | S=Scan | __Qc'd?

if the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begr’n whern the act is compieted, and imply a full file folder (e_.g_ last document + 2 years), since destruction is normally performed by file folder.

Lftigation, complaints, claimms, public records act reguests, audits and/or investigations suspend normal retention periods {retention resumes after settlement or completion).

T Committee Rosters / Boards,
City Clerk CC-006 Commissions and Committees 2 years 2 years Mag, Ppr GC §34090
(Maddy Act) I B -
Economic interest Filings City maintains original
. g {FPPC 700 Series Forms - i E Mag, Mfr, Yes: After 2 |statements; GC §81009(e)&(9);
City Clerk | €C-007  lgiatement of Economic 2years | Syears § 7years oD, Ppr | 57! years  |GC §81009(f)&(q); 2 CCR
Interests): ALL 18615(d)
» FPPC Form 801 (Gift to - ] Must post on website; 2 CCR
City Cieri_ CCTOOB Agency Report) 4 years - B 4 years Mag, Ppr 18944.2(c)(3)(G)
FPPC Form 802 (Event Ticket ,
City Clerk CC-009 / Pass Distributions Agency 7 years 7 years Mag, Ppr Shouild post on website for 4
years, GC §81008(e)
| Report) ) ] A —
FPPC Form 806 {Agency .
City Clerk CC-010 Report of Public Official 2 years 2 years Mag, Ppr Tgu;ésp ;St(;)g ngggg 2ok
Appointments) 1 o §

Los Banos, CA. ©1995-2014 Gladwsll Governmentat Services, Inc. - all ights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-4
%T::r:f i Retention No. Records Description Retention / Disposition Comments / Reference
l Inactive Image: Destroy '
i Active Total Media | I=Import| Paper after
(OFR) l (in office} (zzz:::)s Retention Vital? Options | M=Mfr | Imaged &
S=Scan | _QC'd?

City Clerk

cCc-o11

7 the record is not listad here, refer to the Retention for City-Wide Standards

Campaign Filings (FPPC 400
Series Forms & Form 501):
SUCCESSFUL CANDIDATES
(Elected Officials)

2 years

City Clerk

Cc-012

Campaign Filings (FPPC 400
Series Forms & Form 501):
UNSUCCESSFUL
CANDIDATES

5 years

City Clerk

CC-013

Campaign Fifings (FPPC 400
Series Forms). THOSE NOT
REQUIRED TO FILE
ORIGINAL WITH CITY CLERK
{copies)

4 years

City Clerk

cC-014

Campaign Filings (FPPC 400
Series Forms). OTHER
COMMITTEES (PACS - not
candidate-controlled)

7 years

City Clerk

CC-015

Elections - GENERAL,
WORKING or
ADMINISTRATION Files
(Correspondence, Precinct
Maps, County Election
Services, Candidate
Statements to be printed in the
Sample Ballot, Sample Baliot,
etc.)

2 years

5 years

4 years

7 years

2 years

- ELECTIONS « CONSOLIDATED
et e S

Mag, Mfr,
GD, Ppr

Retentions begin when the act is comeletedi and imelz a full file folder ‘e. g. last document + 2 Zaarsz, since destr:ction is normal!z Eerfonned bz file folder.

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods {retention resumes after settiernent or completion).

Yes: After 2
years

—

Paper must be retained for at
least 2 years; GC §81009(b)}(g@)

Mag, M,
oD, Ppr

Yes: After 2
years

Paper must be retained for at
least 2 years, GC §81002(b)}(g)

Mag, Ppr

Paper must be retained for at
least 2 years; GC §81009(b)g)

Mag, Ppr

Mag, Ppr

Paper must be retained for at
least 2 years; GC §81009(c}{g)

GC §34090

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc, - all rights resenved
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Litigation, complaints, claims,

Ratontions begin when the act is completed, and imply a full file folder {e.

. last document + 2 years), since destruction is normall,
public records act requests, audits and/or investﬂgatians suspend normal retention periods (retention resumes after setflement or completion).

erformed by file folder.

Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-5
Office of ! ) —
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total . Media | l=import | Paper after
(OFR) (in office) ";z‘:t’::f Retention | V™7 | Options | M=Mfr | Imaged &
- S=Scan Qc'd?
|/ the record is not listed here_ refer to the Retention for City-Wide Standards —

Not accessible to the public;
Results or Results or The 8 month retention applies
Elections - Petitions (Initiative Final Final after election results, or final
City Clerk CcC-016 Recall or Referendum) ' | Examination Examination Ppr examination if no election,
if No Election if No Election unless there is a legal or FFPC
+ 8 mo. + 8 mo. proceeding. EC §§17200,
17400
—
3 RS E R {End of Elections Section) __ ’ v
City Clerk CcCc-017 Ethics Training - Certificates 2 years 3 years & years Mag, Ppr GC §§34090, 53235.2(h)
. HDepartment preference
City Clerk CC-018 grg?; 'éuwr::g::)s (Pertaining 5 years 5 years Ppr {matches the retention of the
pe Grand Jury); GC §34090
City Clerk CC-019 Hearing Officer Determinations 2 years 2 years Ppr GC §34090
City Clerk determines historical
Historical Records & Historical significance; records can
Projects {e.g. Incorporation Mag. Mfr address a variety of subjects
City Clerk |  €C-020 o} -g. Incorporation, P P g Min) g No  land media. Some media (e.g.
City Seal, Awards of significant oD, Ppr . .
historical interest, etc.) audio and video tape) may be
S limited because of the media's
life expectancy; GC §34090
Insurance Certificates {where Department preference to
City Clerk CC-021 they cannot be matched to an 11 years 11 years Mag, Ppr cover ali statute of limitations;
agreement) J CCP §337 et. seq., GC §34090

Los Banos, CA. ©1995-2014 Gladwell Govemnmental Services, Inc. - all rights reserved
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Ver, 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-6
|
?:::sr:f ] Retention No. ‘ Records Description j Retention / Disposition J Comments / Reference
] r 1 . i Image: | Destroy | o
i Ihactive i
Active Total . Media | I=import| Paper after
(OFR) J {in office) ’ (22:::;35 Retention vital? Options | M=Mfr | Imaged & [
i R S=Scan | QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
i Z L4

Litigation, compiaints, claims, public records acl requests, audits and/or investigations suspend normal refention periods {retention resumes after settlement or completion).

. | List of City Council Members Mag, Mfr, Yes: After |Department preference; GC
City Clerk ,L cCc-022 and Mayors 2 years P P oD, Ppr St QC & 0D |§34090
] S I S [N R I B
. Minutes (City Council, R Mag, Mfr,
Gity Clerk CC-023 Redevelopment) P - P Yes (all} oD, Ppr S No GC §34090
S £ SR oV SO . e
. L When No When No - Preliminary drafts not retained
City Clerk CC-024 “Dﬂi:?r'iﬂst?;r?o;z Administration. Longer Longer '_ Mag, Ppr in the ordinary course of
e Required Required business; GC §34090
. Municipal Code and History ] Maa. Mir
City Clerk CC-025 File {always retain 1 2 years P P ODg‘ P r’ S No GC §34090
supplement) _ . R P N e ]
. ) ) . Mag, M,
City Clerk CC-026 Ordinances (City Council) P P Yes (all} 0D, Ppr s No GC §34090 et. seq.
T - ,_l ) I ,_’., " SN T S
Proclamations / .
, Commendations / Memoriums / .
City Clerk cc-027 Recognitions / Resolutions of 2 years 2years Mag, Ppr GC §34090
Appreciation, etc,
Proof of Publication / Public _ Statute of Limitations on
, Notices / Certificate of Posting a - Municipal Government actions
City Clerk & CC-028 )} . 2} Advertising 2 years 2years Mag, Ppr is 3 - 6 months; CCP§337 et
{Usually kept with Project Files) seq; GC §34090
! Real Property - Records that T _ i | T 7
. Affect the Title to Real Property . Mag, Mfr,
City Clerk [ CC-029 (Deeds, Easements, Liens, 2 years P P oD, Ppr S1/i No GC §34090
elc.}
Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - afl rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516 Adopted:




Ver. 3.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-7
?::::r:f Retenticn No. 1\ Records Description Retention / Disposition l Comments / Reference
| ReLold | | S —— Image:_ l Destﬁ?nm B U
Active Total ) Media | l=import | Paper after
(OFR) } (in office) (I;ecr:;:ls Retention vitaf? Options | M=Mfr | Imaged &
| enter) S=Scan | QC'd?

If the record is nof listed here, refer to the Retention for City-Wide Standards

Refentions begin when the act is completed, and imply a full fite foider (e.g. last document + 2 years), since desfruction is normally performed by file folder.

' [ itigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

City Clerk

City Clerk

City Clerk

City Clerk

City Clerk

City Clerk CC-034

CC-030

I

Recordings / Tapes of City
Council Meetings - Audio

Recordings / Cassette Tapes

Recordings / Tapes of City
Council Meetings - Video
Recordings / DVD-R

|Records Destruction Lists /

Certificates of Records
Destruction

10 years

CC-033

Records Retention Schedules /
Amendments to Records
Retention Schedules

10 years

Request for Public Records

2 years

CC-035

Resolutions (City Council,
Redevelopment)

City Clerk

CC-036

Traffic Coordinating
Committee

MEETING SUMMARIES /
RESPONSES TO CITIZENS

City Clerk

CC-037

Traffic Coordinating Committee

AGENDAS, AGENDA
PACKETS

10 years

Tape Department preference; State
P (Mag]), iaw only requires for 30 days;
oD GC §54953.5(b)
B Departrment preference; Video
o recording of meetings are only
) P Mag, OD required for 90 days; GC
, 15§34090.7, 34080
10 vesrs Mag, Mfr, Yes: After Department Preference; GC
Y oD, Ppr QC&OD {§34090 et. seq.
Mag, Mfr,
P oD, Ppr GC §34090 et. seq.
2years Mag, Ppr GC §34090
- — _ﬁ._ln__f— —
P Yes {all) Mag, Mfr, No GC §34090 et. seq.
_ OD, Ppr
- N - B INotes taken to facilitate the
R . writing of the minutes can be
P Yes N(I)ag ' gfl f:‘ Y'le; : g:sr destroyed after minutes have
: PP y been adopted: GC §34090 et
seq.
) Brown Act challenges must be
e filed within 30 or 90 days of
10years Mag, Ppr action; GC §§34090,
54960.1{c){1)
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY MANAGER Page CM-1
Office of l o . . .
Record Retention Nc:».1 Records Description Retention / Disposition Comments / Reference
T [_~A 17 Inactive Image: | Destroy |
Active Total Media | I=lmport |Paper after
(OFR) ] i {in office) (I::zt:er:i)s Retentlon- vital? Options M=Mfr | Imaged &
| S=Scan Qcd?
If the record is not listed here, refer to the Retenﬂon for City-Wide Standards
Retentions begm when the act is compieted, and imply a full file folder (e.g. fast document + 2 vears), since destruction is normally performed by file folder.
Litigation, comnplaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after sefflernent or completion).
hen No i hen No {
. . . Longer Longer
vy | cMo01 a‘;y g,‘;“g‘;"rgs“”:nsdp"“:;“Ce | Required - Required - Mag, Ppr] ! GC §34090
anage Y rresponden Minimum 2 Minimum 2
. . - years ] ‘ —t . S
When No . i
City City Manager Correspondence Longer
Manager CM-002 (Intercffice, Citizens, Legislative Required - Redquired - Mag, Ppr GC §34090
g Positions, Organizations, etc.) Minimum 2 Minimum 2 l
A : years vears f ] |
! When No | When No . 1 J
. Longer Longer '
Mac‘;?’ . CM-003  |Department Files Required - Required - Mag, Ppr } D;j’:gg“em Preference; GC
nager Minimum 2 Minimum 2 §
years __{ years _ﬁ_,_j(_, | ) ]
When No When No ; | !
. . Longer Longer l
M aC'ty o CM-004 {h:lsuw:lu?‘tt(?:rgcjt: E“r;; piog:)es or City Required - Required ~ Mag, Ppr , GC §34080
nager ci (Frigay Vem Minimum 2 Minimum 2 l
years years § )
[Pro'ects Programs, Events When No When No . ! J l
City Sut:'ect & iss?Jes (ts;sues an‘dfor Longer Longer Yes: While
Manager / CM-005 ) ) ; Required - Required - Active  [Mag, Ppr GC §34090
projects will vary over time - e.g. R
Lead Dept. Minimum 2 Minimum 2 Issues
Hotels, Developments, etc.)
City CM-006 Speech Notes / PowerPoint VY_Z?\Q;D VY_I:;Z;O ; Mag, Ppr Notes, drafts, or preliminary
Manager Presentations | Required | Regquired idocuments; GC §34090 et seq.
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT Page C&ED-1
Office of .
Record Retention No. Records Description Retention / Disposition Comments / Reference
| . | Destroy
Inactive Image: Paper
Active Total Media : I=Import
(OFR) (noffice) | hoc0Td8 § potention | V™17 |options m=msr | 2fte"
Center) $=Scan Imaged &
" Qc'd?
Vf the record is not listed here, refer to the Retention for Cirmde Standards —
Retentions begin when the act is r:omel’etedi and imelz a full fite folder ‘e.g. fast document + 2 Zears!. since destruction is nonnaﬂz eerformed bz fite folder.
{ jligation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (refontion resumes affer setflement or completion).
. _ HOQUSING, ECONOMIC DEVI.-':Lt'.!PNIF.NTi REDEVELOPMENT ! SUCCESSQOR AGENCY_
Community &
Economic - .
. : When No When No Preliminary drafts not retained
?;:;?npé / C&ED-001 zg‘.: r:l?;c:’eesd Housing Loans - Longer Longer Mag, Ppr in the ordinary course of
Econ. Dev., Required Required business, GC §34090
Redev.
Community &
Economic Department Preference
Develop. / Bankruptcies - Housing Loans - (negative information remains
Housing, C&ED-002 Whers a claim is filed 7 years 7 years Mag, Ppr oh credit ratings for 7 years),
Econ. Dev., GC §34090
Redev.
Community &
Economic Economic Development Advisory V\]I_:i; ::: ° Vt:i; ;o
‘:!eo":;;‘; '"| caep-goy |Commission Required - Required - Mag, Ppr 32933‘2;‘;%3?‘; in the project
Econ, Dev., AGENDAS, AGENDA PACKETS. | Minimum 2 Minimum 2
Redev. years years
Community & i
Economic Economic Development Advisory Mag :g:;sgt:r?:etfn::zf::t:arze
Develpp. ! C&ED-004 Commission P P Yes Mfr, QD, L] Yes: After destroyed after minutes have
Housing, Ppr 10Years | oen adopted; GC §34000 et
Econ. Dev., MINUTES & BYLAWS P pted; ©
Redev, seq.
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT Page C&ED-2
C:if;i:;:f Retention No. Records Description Retention ! Disposition Comments / Reference

4_..."_? - T Bestroy

] Inactive Total Med ']rlnage;t Paper

Active [ . edia | I=lmpo

(OFR) {in office) (Records Retention Vital? Options | M=Mfr after
Center) $=Scan Imaged &

¢ QC'd?

if the record is not listed here,

refer to the Retention for City-Wide Standards

Retentions begin when the act is come!eted, and me’K a full file folder (e.g. fast document + 2 years), since destruction is normally performed by file folder,

ublic records act requests, audits and/or investigations suspend normal retention periods (refention resumes after settlement or completion).

Lr'tigation, complaints, claims,

Community & , When No When No
Economic Economic Development where Longer Longer fYes: While
Devek_)p.l CRED-005 Redgve!opr_nent is the Lgad Required - Required - Active |Mag, Ppr Department preference; GC
Housing, {Projects will vary over time - e.g. Minimum 2 Minimum 2 lssues §34090
Econ. Dev., Proposed Hotels, etc.) ears e
Redev. y ) years » -
HUD requires 5 years after the
- project completion; documents
Housing Programs: Affordable Af'?cf;trzratbhiity $ yea“r‘se after imposing recapture / resale
Community & Housing Projects, Rehabilitation, Period Affordability restrictions are 5 years after the
: CDBG-funded Housing Projects, - . affordability period terminates;
Economic ete Terminates, Period Yes: : . .
Develop. / . or the Terminates Mag, es:  {Uniform Admin. Requirements
Housin ' C&ED-006 5 years Written r the Writteln i Mfr, OD, S/ When ifor Grants to Local
9. WITH a Recapture / Resale I° Ppr Inactive [Governments is 3 years from
Econ. Dev., Restriction Agreement § Agreement expenditure report; statewide
Redev. Terminates, Termiﬂates, gu?dehn'ei progosé 4 yea‘.n;s. 24
Which Whic i y
Deeds are sentto Gity Clerk Loy M orererts 24 CFR 85.42, 92.508(a)(c) &
570.502(a)(16), 29 CFR 97.42,
GC §34090
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RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT

Page C&ED-3

Ver. 3.0
Office of ‘Retention No.!
Record

Records Description

Active
(in office)

]

Inactive
(Records
Center)

Retention / Disposition

Total
Retention

if the record is not listed here,

refer to the Retention for City-Wide Standards

|

Comments / Reference

Vital?

Media
Options

| Destroy

image:
I=lmport
M=Mfr
S=Scanj

Paper
after
Imaged &
QC'd?

Relentions begin when the act is completed, and imply a full file folder (e.g. last docurment + 2 years), since destruction is normally performed by file foider.

Litigation, complaints, claims,

ublic records act requests, audits and/or investigations suspend normal retention periods (retention resumes affer settlement or completion).

Housing Programs: Affordable .
Housing Projects, Rehabilitation, Hub reduies Sy cars after the
Community & CDBG-funded Housing Projects, agreement terminates,

- : Consistent with Consclidated
Economic etc. - \ Mag Plan Requirements; Required
Develop. / Loan Pay-off Loan Pay-off : Yes: After ; .
Housing, C&ED-007 WITHOUT a Recapture / Resale + 6 years + 5 years Mfr, 0D, S/ QcC & OD for 3-4 years from expenditure

Econ. Dov Restriction Ppr or performance report24 CFR
Reaev " 85.42, 92.508(a)&(c) &
: 570.502(a)(16), 29 CFR 97.42,
Deeds and Insurance are sent to GC §34090
City Clerk -
Community &
Foonomie Loan Appfications Rejected (First L Federal regulations feduire 6
op. C&ED-008 |Time Home Buyers, Life/Safety, 6 years 8 years - Mag, Ppr y PP _
Housing, Rehabilitation, HOME, etc.) whether approved of denied;
Econ. Dev., ' R GC §340920
Redev. o
Community & When No When No-
D::ntomtc; Longer Longer QYes: While
o es?rf" C&ED-009 |Permits: Special Events Required - Required - | Before |Mag, Ppr GC §34090
using. Minimum 2 Minimum 2 § Expiration
Econ. Dev.,
Redev. years years
Community &
Economic Project Yes: Mag
Develop. / y Redevelopment Plans & Associated . WV ) ! Yes. AfteriDepartment Preference; GC
Housing, C&ED-010 Environmental Reports Completion + P P Before_ Mfr. OD, S QC & OD (§34090
5 years - Completion Ppr
Econ. Dev.,
Redev.

Los Banos, CA. ©1995.2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT Page C&ED-4
()Rf:i;::r:f Retention No. J Records Description Retention / Disposition Comments / Reference
s | [ | l Destroy
i Active Inactive Total Media I::‘n:g::'t | Paper
(OFR) (in office) (2:::;:];' Retention - Vital? Options | M=Mfr lm:ﬂ:; a
i T S=Scan g'
- i QC'd?

if the record is not listed here, refer to the Retention for City-Wide Standards

JRetentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years). since destruction is normally performed by fife folder.

| itigation, complaints, claims, public records act requests, audits and/or investigations suspend nommal retention periods (refention resumes after settlement or completion).

Community &
Economic
Cevelop. /

Housing,
Econ. Dev,,
Redev.

C&ED-011

Redevelopment Project Files &
Project Plans (Includes
Environmental Assessments)

Project
Compietion +
5 years

Community &
Economic
Develop. /
Housing,

Econ, Dev.,
Redev.

C&ED-012

Relocation Files Where
Redevelopment is the Lead

Settle + 1
year

Settle + 4
years

Community &
Economic
Develop. /
Housing,

Econ. Dev.,
Redev.

C&ED-013

Site Clearance / Soils Remediation
/ Mitigation

Yes: Mag, Yes: After|Department Preference; GC
P Before | Mfr, OD, S QC & OD |§34090
. Completion| Ppr
P o Consistent with Claims; CCP §§
SR
| 34090.6; PC §832.5
- Yes: Mag, Yes: After|Department preference; GC
P.. | Before |Mfr,OD, 8 QG & OD {§34090
- -JCompletion|  Ppr

l.os Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT Page C&ED-5
%T::rgf .Retentiorl No. Records Description Retention / Disposition Comments / Reference
Destroy 1
} Active | Inactive § o Lo Media .fu"n:.?:n Paper
(OFRy | {in office) (Records Retention Vital? Options | M=Mfr after
Center) S=Scan imaged &
QC'd?

if the record is not listed :ere, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act reguests, audits and/or investigations suspend normal retention periods {retention resumes after settlement or completion).

L PLANNING
i
Brown Act challenges must be
Community & filed within 30 or 90 days of
Economic Affidavits of Publications / Public action; Statute of Limitations on
Develop. / C&ED-014 Hearing Notices / Legal Advertisin 2years 2 years Mag, Ppr Municipal Government actions
Piaemg' g 9 ¢ is 3 - 8 months; CCP §§337 et
nning seq, 349.4; GC §§34090,
| 54960.1(c}1)
Community & Mag
Economic Annexations / Boundaries / ' Yes: After i
Develop. / C&ED-015 Consolidations / LAFCO 5 years P P Mfg OrD, SH QC & OD Land Records; GC §34080
Pianning P
Securities (Performance Bonds,
| Letters of Credit, CD's, etc.) are
Community & Mag released after the Notice of
Economic . Release of Release of ' Completion is issued and
Develop. / C&ED-016 |Bonds: Subdivision Bonds Bond Bond Mflr:,' oD, 8 No replaced with the Warranty
. pr S
Planning Bond, which is released 1 year
after the Notice of Completion
i date. GC §34090
Community &
: When No When No
Economic C&ED-017 [Census, Demographics Longer Longer Mag, Ppr _(Non-Rfacords - Census Bureau
Develop. / Reauired Required is OFR; GC §34090 et seq.
Planning equire equire

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT Page C&ED-6
Office of | ion N D L . . o
Record | Retention No. | Records Description Retention / Disposition Comments / Reference
| e L l E
| l { t image: D::;::y
Active Total . Media | I=tmport
(OFR) (in office) Retention | V"7 |options | mempr | 2TteT
| s=Scan Imaged &
| | | QC'd?
Jif the record is not listed here, refer to the Retention for City-Wide Standards
Retentions b_egr'n when the act is compieted, and imply a full file folder (e.qg. last document + 2 years), since destruction is normally performed by file foider.
Litigation, complaints, claims, public records act requests, audits and/or rhvestigatrbns suspend normal retention periods (retention resumes after settlement or completion).
c ity & When No When No
ommunlt_y Cultural Affairs Commigsion Longer Longer - L. .
Economic C&ED-018 Required - Required - Mag, Ppr Originals are filed in the project
ovelop. ! AGENDAS, AGENDA PACKETS. | Minimum 2 Minimum 2 file; GC §34090.7
o g L years years | _
Community & Notes taken to facilitate the |
Econemic Cultural Affairs Commission Mag, Ves: After writing of the minutes can be
Develop. / | CoE0-019 P P Yes Mfr, OD, S 195 vears |destroyed after minutes have
Plannigé MINUTES & BYLAWS Ppr y been adopted; GC §34090 et
| seq.
Community & . ) r
Economic CRED-020 Design Review Board P P M'f\fa(g)!D S Yes: AfterjDepartment preference; GC
Develop. / AGENDAS, AGENDA PACKETS. Ppr 10 years |§34090.7
N Planning R B R L
. L Notes taken to facilitate the
C%’:;?‘l;':;?é& Pesign Review Board e Mag, Yes: After writing of the minutes can be
Develop. / C&ED-021 e P Yes Mfr, OD, 8 1 0' cars destroyed after minutes have
Plannig‘g MINUTES & BYLAWS : Ppr Y been adopted; GC §34090 et
_ |S€d. - .
Community & S )
Economic £D-02 Developer Trust Accounts / Close +5 Close+5 . Depgr.tment Preference; (rr}e_:ets
Develop. / C&ED-022 Deposits years years : Mag, Ppr municipal government auditing
Planning standards); GC §34090
( ) Environmental Determinations: Usually filed in the project file;
Cg":&‘;’:rﬁ& Environmental Impact Reports Mag, Yes After g;r::!ni?r:n?:;gentalr ired t
&ED-023 |(EIRs), Negative Declarations, etc. : : rminatons are required to
Develop,/ | C3ED-023 HEIRs). Neg nooP P Mf;;;':D' S | ac & 0D |be kept a "reasonable period of
Planning . . . time"; 14 CCR §15095(c); GC
Inside City boundaries §34000
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT Page C&ED-7
%T::r:f TRetention NO.I Records Description ' Retention / Disposition 4 Comments / Reference
T . { Destroy t

Active Inactive Total Media llTr:g:;'t | Paper

(OFR) (in office} (?“"ds Retention | V7 loptions| m=mgr | 2fter
enter) $=Scan Imaged &

| ! , QcC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the acl is cornpleted, and imply a full file folder (gg. iast document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Community & Environmental Determinations: Non-records; EiRs and
Economic Environmental Impact Reports When No When No Negative Deé:larations within the
D C&ED-024 |[{EIRs), Negative Declarations, efc. ) Longer Longer Ppr . . ]

evelop. / Required Required City Boundaries are with the
Planning . . project file
Outside City boundaries J

Community & I ) B N Mag B
Economic General Plan, Elements and ! Yes: After
Develop. / C&ED-025 Amendments p P Yes (ali} Mf; (:D, S/ Qc & OD GC §34090
Planning . : ] P 1 i o

Community & o Mag
Economic Master Plans, Specific Plans, S ' Yes: After|Department Preference; GC
Develop. / C&ED-026 Bikeway Plans, etc. P P Mf;‘, ?D‘ S/ QC & OD (§34090
Planning | i L_L_g____#

Community & . L _

Economic Planning Commission - Mag, Yes: After|Department Preference; GC
Develop. / C&ED-027 P . Mfr, OD, S/l QC & 0D |§34090
velop. AGENDAS, AGENDA PACKETS., Ppr

_MPlannmg L | o

Community & Planning Commission ) _

Economic | - ep.gog P P Tape gtﬁ;esf?;?%%e&as t?%'iw oW

Develop. / AUDIO RECORDINGS of Meetings : (Mag} §5‘1953 5(b) ye.

Planning __“J_f Audio Tapes I I _1_ o ’ B
. . L Notes taken to facilitate the

Community & Planning Commission Mag writing of the minutes can be
Economic - y Yes: After .

Develop. / | “3FP929 |niNUTES, RESOLUTIONS & P P ves MIODY S 0 years ges’tr°yd8d ff;?ré"é””;i%gg"?[
Planning BYLAWS pr s:f;n adopted. § €
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT Page C&ED-8
Office of | . ! L . ) s |
Record WRetentlon No.l Records Description i Retention / Disposition | Comments [ Reference
W"} 1" { -_:_ima . { Destroy |
' ~ Active | Imactive Total . Media I=Im§o;'t‘ Paper
(OFR) 1 (in office) (’ée“"ds Retention | V7 !options | memsr | 20T
! enter) l §=Scan Imaged &
| I ’ | Qc'd? {

if the record is not listed here, refer to the Retention for Cify-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

L_itigation, complaints, claims,

ublic records act requests, audits and/or mvestr'ganbns suspend normal retention periods (retention resumes after settlement or completion).

Community &
Economic
Develop. /

Planning

Community &
Economic
Develop. /
Planning

C&ED-030

Pianning Project Files - Approved
& Unapproved Temporary
Entitlements:

Christmas Tree Lots, Banner,
Pumpkin Lots, Temporary Signs,
etc.

2 years

C3ED-031

Planning Project Files - Approved
Permanent Entitlements

{Includes Associated CEQA
Noticing, Conditions of Approval,
Public Noficing, Environmental
Determinations, Staff Reports,
Plans & Maps)

Examples: Conditional Use Permits
(CUPs), Design Review, Lot Line
Adiustments, Parcel Maps, Planned Unit
Developments (PUD), Site Plans,
Tentative Subdivisicns, Variances, Zone
Changes, etc,

£ years

Yes:
During
Event

2 years

Mag, Ppr

Temporary uses; Department
maintains complete files for
administrative purposes;
GC§E34090

Yes

Mag,
Mfr, OD,
Ppr

Yes: After
QcC & QD

Department preferences; Final
environmental determinations
are required to be kept a
"reasonable period of time"; 14
CCR §15095(c); GC§§34090,
34090.7
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Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT Page C&ED-9
%f:i::r:f Retention No. Records Description Retention / Disposition L Comments / Reference
- o - t { d Destroy ]
Active | Imactive Total Media | |'=Tnf§§}: Paper
(OFR) (in office) {I;ecords Retention vital? Options | M=Mfr after
enter) S=Scan iImaged &
! | acd? |

if the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e. g last document + 2 years), since destruction is normally performed by file folder.

Litigation, cormplainfs, claims,

ublic records act requests, audits and/or investigations suspend nommal retention periods (refention resumes after seftlement or completion).

Planning Project Files - Not Projelcts have a 2 year vesting
Exercised / Expired {applicant must pull permit
Community & ° When No When No within 2 years) - those
Economic Examples: Conditional Use Permits Lon_ger Lon‘ger applications in which the
Develop. / C&ED-032  |(CUPs), Design Review, Lot Line Required - Requirad - Yes Mag, Ppr applicant does not follow
P!annin- Adjustments, Parce! Maps, Planned Unit; Minimum 2 Minimum 2 through with permit may be
9 Bevelopments (PUD), Site Plans, years vears destroyed after the vesting
Teniative Subdivisions, Variances, Zone period has expired;
B Changes, etc. GC§834080, 34090.7
G & when when i e e
C&ED-033 |Preliminary Review File Longer Longer Mag, Ppr minary X )
Develop. / Required Required application submitted); GC
Planning ) qured 9 A §34090
Community & Mag
Economic Project Log Index / Spreadsheet / y Yes: After|Department Preference; GC
Develop. / | CEED-034 i ders of Historic Actions P P Yes ME;’:; oD STH 1 Yyear [534090
Planning p
Community & h____|_ S S S
Economic Project Review Board - Employees _ Tave
° C&ED-035 2 years 2 years P GC §54953.5(b)
Develop. / {Mag)
Planni ALL Records
| Planning S R RN S
c it & When No When No
Econormit Longer Longer Department Preference; GG
ONAMMIC | CRED-036 |Special Studies Required - Required - Mag, Ppr pariment Frelerence:
Develop. / - .. §34080
] Minimum 2 Minimum 2
Planning
years years

Los Banos, CA. ©1995-2014 Gladwell Governmental Services. Inc. - afl rights reserved
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Adopted:




Ver. 3.0 RECORDS RETENTION SCHEDULE: COMMUNITY & ECONOMIC DEVELOPMENT Page C&ED-10
ORT::r:f Retention No. Records Desctiption Retention / Disposition Comments / Reference
T o - ' l Destroy S |
Active Inactive Total Media |lTnf§§:n Paper
{OFR) i (in office) (2::::9. Retention | V™7 | options| M=Msr Im:::; .
! S=Scan .
- ( QC'd?

Jif the record is not ljsted here, refer to the Retention for City-Wide Standards

Retentions begr‘n when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normaily performed by file folder.

'1Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after setflement or completion).

Community & Mag
Economic ' Yes: After|Department Preference; GC
Develop. / C&ED-037 |Street Closures P P Mf;,’ Cr)D, S/ QG & OD |§34090
Planning P N ~
Community & Department Preference; City
Economic . : Mag, Clerk Maintains originals of all
C&ED-038 |Zoning Maps P P Yes (all) | Mfr, OD, S No
Develop. / N Por docurmnents that were presented
Planning P to Council; GC §34090.7
Community & | L Mag o i
Economic Zoning Ordinance Amendments, LR ' Yes: AfteriDepartment Preference
Develop. / C&ED-03¢ Reclassifications / Zone Change P _P . Yes Mflra.;:D, S/ 1year ){copies) GC §34090.7
Planning

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-1
[ Office of .
Record Retentton No. Records Description Retention / Disposition Comments / Reference
i Inactive image: Destroy
Active Total . Media | I=lmport | Paper after
(OFR) {in office) {Records Retention Vital? Options | M=Mfr | Imaged &
Center) _ c'd?
- — 4u
if the record is not listed here, refor to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
itigation, complaints, claims, public records act requests, audits and/or investigations suspend normal refention periods (retention resumes after settlernent or completion).
FINANCE ! ADMINISTRATION . _ i o . .
Assessment Districts / aiﬁ?t?nmﬂtot;enﬁ:ir;izggﬂﬁtgs
Finance / Community Facilities Districts, Yes: Mag, Mfr, Yes: After 1 {standards); Statewide guidelines
) FN-001 atc, - Financial Records / 2 years 3 years 5 years Current S/ ) )
Admin. Assessor Rolls / Engineers Fiscal Year OD. Ppr year propose audit + 4 years;
Reports 9 Published articles show 3.7
epo years; GC §34090
Audit Reports / CAFR -
Finance / Comprehensive Annuat Financial Mag, Mftr, Yes: After 1 |Department Preference (copies);
Admin. FN-002 | peports and related Audit 2years P P op,ppr| S year  |GC §34090.7
Opinions
Department Preference {meets
municipal govermment auditing
Finance / . Yes: Until |Mag, Mfr, Yes: After 1 |standards); Statewide guidelines
Admin. FN-003 Audit Work Papers 2 years 3 years 5 years Paid oD, Ppr S/ year propose audit + 4 years:
Published articles show 3 -7
years; GC §34090
. Yes: . Department Preference; Must be
F:‘;:f:’ FN-004 |Budgets - Adopted / Final 2 years p P Current ”éag' ;’": s/ | Yes f::rter 1 filed with County Auditor; GC
' Fiscal Year | ~~' ' P y §34090.7, 40802, 53901
Finance / Budgets - Preliminary, Backu When No When No Yes:
. FN-005 9 . P Longer Longer Current {Mag, Ppr Preliminary drafts; GC §34090
Admin. Documents ° ’ .
Required Required ] Fiscal Year
Yes; Department preference
City Clerk FN-005  Budgets - Adjustments 5 years 5 years Current | Mag, Ppr {Approved by the City Council);
Fiscal Year GC §34090 et seq.
Finance / Prop. 218 Fees & Charges:
Admin. FN-006 Ballots and/or protest letters 2 years 2 years Ppr GC §53753(e)(2)
. Prop. 218 Fees & Charges:
Fg‘::ﬂc: "1 EN007  iMaster Mailing List/ 2 years 2 years ngag, g‘f‘; GC §34090
) Certifications - P i
Los Banos, CA ©1995-2014 Gladwell Governmental Services, Inc. (908) 337-3516 - alt rights reserved
Do not duplicate or distribute without prior written permission Adopted:



Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-2
(::::::r:f \Retention No.l Records Description Retention / Disposition Comments / Reference
: inactive l Image: | Destroy )
Active Total . Media | I=import | Paper after
(OFR) (in office) (222‘;;:')3 Retention | V™7 | Options | M=Mfr | Imaged & |
S=Scan Qcd?

If the record is not listed here, refer to the Refention for City-Wi

de Standards

Retentions begin when the act is completed, and imply a full file folder (e,

. last document
Liﬁgaﬁon, complaints, claims, public records act requests, audits and/or investigatr’ons SUS

+ 2 years), since destruction is normall
pend normal retention periods (retention resumes after settflement or compietion).

erformed by file foider.

. . Transitory records not retained
F::;?f ! FN-C08 E;ogéﬁz‘::r::?e shi‘at;iharges. 3 months 3 months Ppr in the ordinary course of
) ) ) business; GC §34090
. . . . . Department Preference (meets
F::;?: ! FN-009 ﬁg‘cﬂz fgg‘g; ;L?;ts r.;t:?atmn 5years P P hgaDg, g::; S/ Yes.ye!:ter 1 municipal government auditing
) T o standards), GC §34090
Police / T 1 year is required when video
Admin, - Video Recordings - Employees / i recording regular ongoing
Commun&| N0 iciy Operations 1 year 1year - Mag operations of the City; GC
Finance. §34020.6(a}
Police / .
Admin, - _ . _ When No When No - Does r)ot record regular angoing
Commun. & FN-011 Video Recordings - Public Areas Longer Longer Mag operations of the City, GC
Financé Required Required §34090.6(a)

Los Banos, CA ©1995-2014 Glagwell Governmental Services, Inc. (809) 337-35185 - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDUL.E: FINANCE Page FIN-3
0;:::;{ Retention No. Records Description Retention / Disposition Comments ! Reference
Inactive Image: Destroy
Active Total . Media | I=import | Paper after
(OFR} (in office} (zz:::)s Retention Vital? Options | M=Mfr | Imaged &
i, QC AT

if the record is not listed here, refer to the Eetantion for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normall
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (refention resumes after setflernent or completion).

-FINANCE / GENERAL ACCOUNTING -
L ——

erformed by file folder.

- Depariment Preference; IRS: 4
Finance / )(;Iears aiter tau:f is duz or paid
. onger for auditing & contractor
AScir:;rt?z!; . FN-012 1099's Issued / W-9s 5 years 5 years Mag, Ppr definquency); Ca. FTB: 3 years;
IRS Reg §31.6001-1{(e)(2), R&T
§19530, GC §34090
Accounts Payable / Invoices and Department Preference {(meets
Finance / Backup (Excluding Grants) ] municipal govemmgnt au_ditirjug
General FN-013 ' 2 yoars 3 years 5 years Yes: pnt:l Mag, Mfr, s/l Yes: After 1 |standards); Statewude ggadeilnes
Accounting (Includes Im.rmces, Travel Paid 0D, Ppr year propgse audn.: + 4 years;
Expense Reimbursements, Published articles show 3 -7
Warrant Reguest, etc.) years; GC §34080
Finance / Department Preference; GC
General FN-014 | Actuarial Valuation Reports 10 years 10 years Mag, Ppr §34090 '
Accounting
Bank Statements and Trustee
Fnancs e I et
ments, Investment Accoun ublished articles show 3 -
Ai‘f}‘:‘i’tﬂg FN-015 Statements, Bank _ 2 years 3 years Syears Mag, Per years; GC §34090, 26 CFR
Reconciliations, Bank Deposits, 31.6001-1
Bank Transmittal Advice
Department Preference:; Statute
Bond Officiat Statements / of Limitations for bonds,
Transcripts / Certificates of mortgages, ?rust deeds, notes or
Finance / Participations (COPS) - Includes Fully Fuly 1 vee Uni ;eszee’;t:;efofaf V;:;;g:;‘f:am
General FN-016 Continuing Disclosure Reports Defeased + Defeased + Me;turity Mag, Ppr 10 years. Theregare specific
Accounting 10 years 10 years . :
See Bank Statements for requirements for disposal of
statement retention. unused bonds; CCP §§336 et
seq. 337.5(a); GC §43900 et
seq,
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Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-4
Office of ] l . . . .
Record Retention No.1 Records Description Retention / Disposition Comments / Reference
[ T Inactive ] Image: | Destroy
Active Total . Media | I=Import | Paper after
(OFR) ] (in office) | RS9 | potention | V7 | options | M=Mfr | Imaged &
Center) .
| ; - S=Scan | _QCd?
if the record is not listed here, refer to the Retention for City-Wide Standards
Retentions beg{n when the actis comgleted and imply a full file foider {e. g. last document + 2 years), since destruction is normafly performed by file folder.
1ng ation, complaints, claims, public records act requests, audits and/or mvestf&atfons suspend normal retention periods ({refention resumes after seftffement or comg!eﬁon).
Securities (Performance Bonds,
Letters of Credit, CD's, etc.) are
) ; released after the Notice of
Finance / Bonds: Performance Bonds / Release of Release oflj Mag, Mfr, Completion is issued and
General FN-017 Letters of Credit Bond / Letter Bond / Lette oD, Por S No replaced with the Warrant
Accounting elters of Lre of Credit of Credit ' TP P N y
Bond, which is released 1 year
after the Notice of Completion
; | i 1 [date. GC §34090
Completion Completion
+ 10 years + 10 years
or After or After Department Preference for grant
Finance / Capital Qutlay - Copies of Funding Funding auditing purposes (Lead
General FN-018 Invoices and Depreciation Agency Agency Mag, Ppr Department managing the CiP is
Accounting Schedules for Capital Projects Audit, if Audit, if the Office of Record); GC
required, required, §34090
whichever is whichever is
lenger longer - B
Finance / Department Preference;
Cash Receipts / Daily Cash _ Published articles show 3 - 4
Genergl FN-019 Summaries f Cashiers Reports 2 years 3 years 5 years . Mag, Por years; GG §34090, 26 CFR
Accounting
_ ] 31.6001-1 )
FG";T:;;" FN-020 Checks / Warrant Register > vears 3 vears 5 osits Mag, Mfr, s Yes: After |Department Preference; GC
. Report (issued) ¥ ¥ years oD, Ppr QC  [§34090
Accounting | . b
. I I Department Preference; meets
Finance / ' Mag, Mfr Yes: After |municipal government auditing
AGenere_ﬂ FN-021 Checks / Warrants (Cashed) 2 years 3 years 5 years oD, Ppr 5 ac standards; GC §34090, CCP §
ccounting _1337
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Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-5
Office of . N . . .
Record Retention No.L Records Description Retention / Disposition , Comments / Reference
B i Inactive | ‘ " Image: Destroy |
Active Total . edia | I=lmport | Paper after
(OFR) ‘ (in office) ‘ ";"“‘"ds Retention | Y7 | Options| M=Mir | Imaged &
l enter) | | S=Scan Qcd?
if the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is corner‘el‘edi and imE!z a full file folder ‘e.g. last document + 2 years), since destruction is normally performed by fite folder.
L.Efggtion, complaints, claims, public records act requests, audits and/or fnvestig_atr’ons suspend normal retention periods (retention resumes atter seftlement or cornpletion).
Department preference; Ail
tangible property held by
Finance / . government agencies escheats
General FN-022 S:gg::ég‘i:z:g)e d money / 5 years 5 years Mag, Ppr after 3 years; Statute of
Accounting : Limitations is 1 year for seized
property; CCP §§340(d), 1519;
» |GC §34080 ]
Finance / - . . - . .
Financial Services Database . RSPy Data Fields / Records are
A?ciﬁrﬁar!g FN-023 (Springbrook) Indefinite Indefinite - Yes Mag interrelated: GC §34090
Meets auditing standards;
Grants covered by a
Consolidated Action Plan are
required for 5 years; Uniform
R Admin. Requirements for Grants
After After o Local Gov_ernments is 3 years
Funding Funding - ' from expenditure report or final
Finance / Agency Agency payment of.grantee_ or
General | FN-024 |Grant Accounting Files Zyears | Auditif [ Audi,if Mag, Ppr subgrantee. statewide guidelines
Accounting Required - | required - propose.4 years; 7 CFR
Minimum 5 | Minimum 5 3016.42; 21 CFR 1403.36 &
1403.42{b}, 24 CFR 85 42,
years years 91.105(h), 92.505, 570.490, &
570.502{a&b}, 28 CFR 66.42; 29
CFR 97.42; 40 CFR 31.42; 44
CFR 13.42; 45 CFR 92 42, OMB
Circular A-110 & A-133; GC
B N B §34000
Finance / ! Palicies (Ci d Mag, Mfr LA :
General FN-025 nsurance Policies (City-owned) - P p ag, \ S Yes: After |Department Preference; GC
Accounting ALL oD, Ppr QcC §34000

Los Banos, CA ©1995-2014 Gladwell Governmental Servicas, Inc. (509) 337-3516 - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-6
c::f:r;f }Retention No. Recortls Description Retention / Disposition } Comments I Reference
- i Inactive Image: | Destroy |
Active Total - Media | I=lmport | Paper after l
(OFR) (in office} (Records Retention vital? Options | M=Mfr | Imaged & |
l Center) \ !
S=Scan Qcd?

if the record is not listed here, refer to the Retention for Cifg—Wrde Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

HLiﬁgationi comglafnrs, claims, public records act requests, audits and/or inve.

Finance / )
General FN-026 gx;ez:tr:ent Reports / Treasurer's 5 years
Accounting P - |
Investments / Arbitrage /
Finance / Certificate of Deposit /
Investment Bonds (Receipts /
Afceo’:;‘;?; FN-027 | Advisor Reports / Trade Tickets /| ° Y82
9 LAIF {Local Agency Investment
Fund))
Finance / .
General FN-028 '\J/%‘:T:;Enmes / Joumal 2 years 3 years
Accounting
) Loans . R '
Finance / ) - Fully Paid or
General FN-029 (Including Amogtizatmn Forgiven + 5
Accounting schedules, copies of the years
5 N agreement, efc.)
Reports, Subsidiary Ledgers,
. Reconciliations, Registers,
FGmanceil FN-030 Transaction Histories, Balance V\‘l_hen 1\:_0
Accf:;rt?n - Sheets, Revenue & Expenditure Reor:ﬁ; d
g Reports, etc. (MONTHLY OR 9
PERIODIC})

stigations suspend normal r

stention perio

ds (retention resumes after settlement or compietion).

5years

5 years -

éy'ears' -

Fully Paid or
Forgiven + &
years

When No©
Longer
Reouired

Mag, Ppr

Yes; Until
Paid

Mag, Ppr

Department Preference; Meets
auditing standards; GC §34090

auditing standards; Published
articles show disposal + 7 years
for security brokerage slips;
statewide guidelines propose
permanent; FTC Reg's rely on
"self-enforcement™;

GCE§ 34080, 43900

Mag, Mfr,
oD, Ppr

S/1

Yes: After
QcC

Department Preference; meets
municipal government auditing
standards; Statute of Limitations
is 4 years; statewide guidelines
propose Audit + 5 years; GC
§34090, CCP § 337

Mag, Ppr

Depariment Preference; Meets
auditing standards; GC §34000

Mag, Ppr

Department preference
{Financial System qualifies as a
trusted system); GC §34090

Los Banos, CA ©19952014 Gladwell Governmentai Services, Inc. (909) 337-3516 - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-7
c::::r:f lRetention No. Records Description Retention / Disposition ‘ Comments / Reference
cord . R : [ —
oFR | Active :;‘“ﬁ‘:f Total Vitars | Media |'=Tnf§§;: P::;::zer |
( ) (in office) ( C:‘:t’;r)s Retention : Options | M=Mfr | Imaged & |
| s=scan | QC'd?

if the record is not listed here, refer to the Refention for City-Wide Standards

Retentions begin when the act is completed, and imply a fuil fife foider (e.
Litigation, complaints, claim

. last document

+ 2 years}, since destruction is normall
pend normal retention periods (retention resumes after seftlement or completion).

erformed by file folder.

s public records act requests, audits and/or investigations sus
Reports: Annual State or
Federal: State Controllers
Report, Local Government
Finance / :\:n?)nép;\;s? jor Repor:'gfa?t:ax' L Department Pref Meet
aintenance of Effo L epartment Preference; Meets
Aii‘:;'ﬂar"g FN-O3t | eport, Fixed Charge Special 5 years Syears . Mag, Ppr auditing standards; GC §34090
Assessment Report, Public Self
Insurer Report {SIP Report),
Street Report, Jet Fuel Tax,
Smog / Green Fee, efc. A . -
Finance / Sale or Sélé or " Department Preference; GC
General FN-032  }Vehicle Titles ("Pink Slips"} Disposal Disposal ' Mag, Ppr §34090 ’
Accounting

l.os Banos, CA ©1995.2014 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission
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ver. 3.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-8
?!T::r:f }Ratention No, Records Description Retention / Disposition Comments / Reference
L Inactive ‘ image: Destroy
Active Total Media | I=Import | Paper after
(OFR) 1 (in office) | Records ¥ ootention | V™7 Options | m=Mfr | Imaged &
Center) =Scan _gc'd?

If the record is not listed here, refer {o the Refantion for City-Wide St grEards

Ratentions begin when the act is completed, and imply a full file fold

er (6.g. last document + 2 years), since destruction is normally performed by fite folder.

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
.. FINANCE { UTILITY BILLING / REVENUE SERVICES
O

- ceounts Receivable / Utiity o
Billing « ALL - Business
License Fee Applications,
Finance / Registrations, Renewals, Late Department preference, Meets
Revenue FN-033 Charge Batch Reports, Transient 2 years 3years 5years Mag, Ppr auditing standards; GC §34090
Services Occupancy Tax (TOT) et seq.
Applications & Retumns, Damage
to Public Property, Invoices 1o
Qutside Entities, etc.
Department Preference; (meets
. . . municipal government auditing
Finance / Accounts Receivable: Leases / End of End of Yes: Until [Mag, Mfr, Yes: After 1 |standards), Statewide guidelines
Revenue FN-034 Rent / Property Management / Tenancy +21 3years JTenancy+5 Paid OD. Por S/t ar se audit + 4 vears:
Services Airport years years al » TP ye prop_o auar years,
Published articles show 3 -7
years, GC §34080
Finance / When No When No Preliminary drafts not retained in
Revenue FN-035 Bankrupicies - NOT pursued Longer Longer Mag, Ppr the ordinary course of business;
Services Required Required GC §34090
Finance / N Wh lairn I(Departt_meptfPrefett:ence ‘
ankrupicies - Where a claim is negative information remains on
gz‘rﬁg‘;z FN-036 fted Zyears | 3years [ Syears Mag, Ppr credit ratings for 7 years); GC
| §34090
Finance / Colloct + Gollestion A gelr?artmen? preferea:ace; gt
ollections / Collection Agency elinguencies remain on credi
geve_nue FN-037 Statements 7 years 7 years Mag, Ppr reports for 7 years; GC §34090
arvices
_‘ et seq.
Finance / Department preference; Meets
Revenue | FN-038 |Small Clams Court Judgments | Yudgment+ Judgment + Mag, Ppr auditing standards; GC §34090
A 5 years 5 years
Services et seq.
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Ver 3.0 RECORDS RETENTION SCHEDULE - FIRE Page F-1
Office of Reclords Records Description Retentlon / Disposition Comments / Reference
Record Series #
Image: Destroy
Inactive " | Paper
Active Total Media | I=lmport
(OFR) {in office) (Records Retention Vital? Options| M=Mfr after
Center) S=Scan maged &
QCd.

If the record is not listed here, refer lo the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normall
Litigation, claims, complaints, public records act requests, audits and/or investigations suspend normal retention periods {retention begins after settlement).

erformed by file folder.

) _ o . T oo ADMINISTRATION . .
N
Department preference; EEOC/
FLSA / ADEA {(Age) requires 1-3
. . . ) Mag, Yes: lyears; State Law requires 2 - 3
A'Z;:; ! FR-001 E'&’g’g‘ﬁ'eses’:a‘;_"“m“"“ Fite - S‘Z’?’Zt::;‘ * Se;;'f::;‘ N Mfr, OD,! S/1 | AferQC |years: 29 CFR 1602 et seq &
" ¥ y Ppr & OD [1627.3{a)(5) and (6), 2 CCR
7287.0(c)(2), 8 CCR §11040.7( c),
GC §§12946, 34000
Department preference; EEQC /
FLSA / ADEA (Age) requires 1-3
. Employee Background Fite - years; State Law requires 2 - 3
Fire/ Mag, .
Adrrin FR-002 UNSUCCESSFUL, NON. 3 years 3 years Ppr years; 29 CFR 1602 et seq &
) SELECTS, DISQUALIFIED 1627.3(a)(5) and (6), 2 CCR
7287.0(c}(2), 8 CCR §11040.7( c),
GC §8§12946, 34090
Flre_i FR-003 Fire Incident RMS Database (Fire Indefinite Indefinite Yes Mag, Data is interrelated; GC §34090 et
Admin. House} | Ppr seq.
Fire / . Mag, Department Preference (rated
Adrmin. FR-004 ISO Insurance Ratings 15 years 15 years Por every 10 years); GC §34090
" - When No When No Considered a preliminary draft /
Af;t::i:\ FR-005 gt:l:it;:is&atlstlcal Report / Run Longer Longer hgagi, copy (the Fire database is the
i Required Required P original); GC §34090 et seq.
Copies - ] Copies - » s -
. Mutual Aid Agreements, Joint When No When No Mag, Originals Maintained by City Clerk
City Clerk FR-006 " or County Clerk of the Board
Power Authorities Longer Longer Ppr Permanently: GC §34090.7
Required Required I e oy !
y . .1 Mag, Yes: |Department preference; Criginals
Human Personnel Files - Employee Yes: Until L
FR-007 P P . | Mfr, OD, S/l After QC iMaintained by Human Rescources,
Resources Medical Records | Separation Por &0D [GC §34090.7

Los Banos, CA. ©1995-2012 Gladwe!t Govemmental Services, Inc. (909) 337-3516 - all rights reserved
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Page F-2

Ver 3.0 RECORDS RETENTION SCHEDULE - FIRE
Office of Records F Records Description l Retention / Disposition Comments / Reference
| Record Series # _ ) _
| | Destroy o
Inactive Image: Paper
Active Total . Media | Islmport
(OFR) I (in office) | (RecOrds | poontion | V17 |options| m=ms | 3fteT
| Center} S=Scan iImaged &
1 i —QCd

if the record is not listed here, refer fo the Retention for City-Wide Standards

Retentions beg;'n when the act is completed and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.

Lftr‘gatr‘owi claims comelaints Eubﬁc records act reguests audits andfor r'nvestigations suspend normal retention periods (retention begins after seftlement).
Yes: |Department preference; Originals

. - . . . Mag,
Human Personnel Files - Separated or Separation + Separation +J Yes: Untit s )
Resources FR-008 Retired Employees 30 years 30 years JSeparation MffF’,FSD' S/ Ageégc g?;lrgg;nozdo%y rluman Resources
- When No When No
. Programs and Projects (e.g. Cadet, Longer Longer _
Agr:?ir‘: FR-009 CPR Program, Fire Service Day, Required - Required - MP?)? ?fg:étgesnetqi’reference. GC§
) ete.) Minimum 2 Minimum 2 '
Fire / R for Fire Incident R years yoars “Mag, | | i § o
ire equests for Fire Incident Reports . Mag,
Admin. FR-010 and Fire Investigation Reports 2 years 2years Ppr CGC §34090
Fire / Subpoenas (ali Fire Dept.} / _ : Mag
Admi FR-011 Discovery Requests / Personal 2 years 2vyears - P ' GC §34090
min. A D T _ pr
ppearance / Duces Tecum
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Office of ‘ Records Records Description Retention !/ Disposition —[ Comments / Reference
Record | Series# 3
Image: Destroy
Inactive . . ) Paper
(OFR) Actlve (Records Total Vital? Media | I=Import after
{in office) Ratention Options; M=Mfr
Center) S=Scan Imaged &
- Qcd.

if the record is not listed here, refer to the I-!\’etenticn for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.
Litigation, claims, complaints, public records act requests, audits and/or investigations suspend normal retention periods {retention begins after settlement}.

EMERGENCY MEDICAL SERVICES -

Department Preference; Statute of
Mag, Limitations for health providers is 3
Ppr years; 13 CCR 1100.7, UFC
§104.3.2, §104.3.4, GC §34090
Statute of Limitations for health

Fire f EMS FR-012 Death Declarations 5 years 5 years

EMS Complaints / CQl {Continuous

) g . . Mag, providers is 3 years; 13 CCR
Fire / EMS FR-013 (Al:::rt:rllr:eprovement) / Quality 3 years 3years Ppr 1100.7, UFC §104.3.2, §104.3.4,
GC §34000
Fire / . . . Mag, Data is interrelated; GC §34090 et
Admin. FR-014 EMS Database (Fire House} Indefinite Indefinite Yes Ppr seq.
HIPAA Policies and Procedures Superseded Superseded Mag,

Fire / EMS FR-015 (Health Insurance Portability and 45 CFR 164.530())

Accountability Act) * Byears + 6 years Ppr
Department Preference; Statute of
- Refusal of Treatment / Release of Mag, Limitations for health providers is 3
Fire /EMS | FRO16 |\ ibility Form 5 years 5 years Ppr years: 13 CCR 1100.7, UFC
| §104.3.2, §104.3.4, GC §34090
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Ver 3.0 RECORDS RETENTION SCHEDULE - FIRE Page F-4
[ Office of Records
Records Description Retentiorn: / Disposition Comments / Reference
Record Series #
Image: Destroy
inactive * | Paper
Active Total I=lmport
(OFR) (in office) (Records Retention Options! M=Mfr after
Center) S=Scan imaged &
Sci.,

If the record is not listed here, refer to the ﬁetentfon for City-Wide Standards

Ratentions bagin when the act is completed, and imply a full file folder {e.q. last document + 2 years), since destruction is normaily performed by file foider.
Litigation, claims, complaints, public records act requests, audits and/or investigations suspend normal refention periods (retention begins after settlerment).
FIRE MARSHAL ! FIRE PREVENTION -

Fire Code Bem'lits / Special Event

Fire / Fire Permits / Fire Works Permits / Yes:
Marshal & Explosives Permits (assembly ) Mag, CFC §§ 1046 - 104.6.4, GC

Fire FR-017 permits, candle permits, tent 5 years 5 years ?Eevfg;f Ppr §34090
Prevention permits, fire hydrant use, open

flame, etc.) {CRW Database)
Caiifornia Fire Code requires 5
Fire / Fire Fire Inspections / Business V\I’_';?‘g :: ° V\:_Zf‘; :lro years; Allows the removal and
Marshal & inspection Files / Occupancy h h Mag, purging of these records in the
. FR-018 . - - Required - Required - )

Fire Inspections / Citations / Notice of Minimum 5 Minimum § Ppr event the address file is too large;

Prevention Violations cars 0a CFC §§ 104.6 - 104.6.4, GC
y years §34090
Fire / Fire .
- e Mag, Yes: |Department preference (Capital

Marsnal& | Frooto Z:;'t‘;‘;ecs:?:::’gm ;‘"“" & P P Mfr,OD,| S/1 | AfterQC |Crimes have no statute of
Prevention Ppr & 0D |limitations), GC §34090 et seq.
Fire / Fire
Marshal & Fire investigations - OTHER Than Mag, Department preference; GC

Fire FR-020 Arson & Capital Crimes Only 5 years 5 years Ppr §34090 et seq.
Prevention
Fire / Fire Mag Yes:
Mars'ha! & FR-021 Fire Sprinkler Plans / Fire Alarm p p Mir, OD. s/l After QC Department preference; GC

Fire Plans §34090 et seq.

. Ppr & OD

Prevention
Fire f Fire Yes:
Marshal & g When When X Mag, Preliminary drafts; GC §34090 et

Fire FR-022 Pre-plan Sheets Superseded Superseded %if:;? Ppr seq.
Prevention
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Office of | Records | Records Description Retention / Disposition ] Comments / Reference
| Record Series # | _ o )
| | l . | Destroy
l [ Inactive Total Med Image: | Paper
Acfive | ota . edia | I=Import
(OFR) {in office) l (Records Retention Vital? Options{ M=Mfr after
Center) _ Imaged &
i S=Scan .
t | Q..

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.q. fast document + 2 years), since destruction is normally performed by_fﬁe folder.

Litigation, claims, complaints, public records act requests, audits and/or investj'?ations suspend normal retention periods (refention be{‘ns after settlement).
Fire / Fi When No When No
ire [ Fire , ) , Longer Longer
Marshal & Public Information / Education - ; Mag, Department Preference; GC
Fire FR-023 {when produced internally} Required - Required - P 34090
e pr ' Y Minimum 2 Minimum 2 pr §
Prevention
| 4.._.___19;3_@_#”_.._.__“ years .
Fire { Fire Mag Yes:
Marslhal & FR-024 Record Prawmgs of buildings - Fire p p Mfr. OD. s/i After QC Department Preference; GC
Fire Protection Systems - Por 2 OD §34000
| Prevention } ¢ o . .
] ) When No Wrhien No
Fire / Fire . Longer longer
Marshal & Weed Abatement / Vegetation ; ; Mag, Department Preference; GC
. FR-025 Required - Required «
Fire Abatement . - Ppr §34090
. Minimum 2 Minimum 2
Prevention
years Years
Los Banos, CA. ©1995-2012 Gladwell Governmental Services, inc. (909) 337-3516 - all rights reserved
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Ver 3.0 RECORDS RETENTION SCHEDULE - FIRE Page F-6
Office of Records . . .
Record ’ Series # Records Description Retention [ Disposition Comments / Reference
E . | Destroy
Inactive Image: Paper
Active Total . Media | I=import
(OFR) {in office) (Records Retention Vital? Options| M=Mfr after
Center) S=Scan imaged &
Qcd

iIf the record is not listed here, refer to the Eetention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.

L itigation, claims, complaints, public records act requests, audits and/or investigations suspend normal retention periods (retention begins after seftlerment).

_OPERATIONS /| SUPPRESSION. .
——

Department Preference to be in
. compliance with NFPA Standards
Fire / Ops FR-026 #zgt?‘:gtus & Equipment Records & Su;p;:?; 2 Sur;;‘;:; 2 I\g:)% for in-service automotive fire
apparatus ; NFPA 1911473 &
Annex C.5, GC §34090
Ma Department Preference (meets
Fire / Ops PW-058 |Fuel and Gas Usage Logs 5 years 5 years Ppgr, municipal government auditing
standards), GC §34090
Vehicle Safety Checks / Daily
Lead Dept. FR-027 Vehicie Inspections / Daily 2 years 2 years Ppr GC §34020
__{Equipment Checks
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Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-1
ORT::'_:f !Retention No. Records Description Retention / Disposition Comments [ Reference
' tnactive Image: Destroy
Active Total Media | I=lmport | Paper after
(OFR) (in office) (Records Retention Vital? Options | M=Mfr | Imaged &
Center) =Scan ; c E?
ide Standards

If the record is not listed he‘rei refer to the Retention for City-Wi

Human HR-001 Benefit Plan Documents t?:ré‘gz;:;
Resources {CalPERS, Optical, Dental, efc.) + 6 years
CalPERS Benefit Administration
Human (Includes contract amendment,
Resources HR-002 actuarial reports, service credit 6 years
reports, annual empioyee listing,
etc.)
Human CalPERS Reports ~ Anrual
Resources HR-003 Employer Statements 2 years 3 years
Classification / Reorganization thra‘;;o
Human HR-004 Studigs (f(:)f employee Reguired -
Resources classifications and department
Minimum 3
structures)
years

Duration of
the Contract
+ 6 years

B years

5 years

When No
Longer
Required -
Minimum 3
years

Yes: For
Duration of
Contract

Retentions beg:’n when the act is comeletedi and imglx a full file folder (e.g. fast document + 2 zearsgi since destruction is nonnaﬂz Een‘ormed bz file folder.

itigation, complaints, claims, public records act requests, audits and/or investigations suspend normal refention periods (retention resumes after sefflement or completion).
- - ... HUMAN RESQURCES :

Mag, Ppr

EEOC 7 ADEA (Age) requires 1

year after benefit plan
termination; Federal Jaw requires
6 years after filing date for
retirement; State Law requires 2
years after action; 29 CFR
1627.3(b}2); 28 USC 1027; GC
§5§12946, 3409

Mag, Ppr

Department Preference; 6 years
for retirement benefits; State
Law requires 2 yvears after
action; 28 CFR 1627.3(b)2); 29
USC 1027; GC §§12946, 3409

Mag, Ppr

Department Preference;
Retained to match other auditing
periods; GC §34080

Mag, Ppr

Bureau of National Affairs
recommends 2 years for all
supplementary Personnel
records; Wage rate tables are 1
or 2 years; State requires 2
years; 29 CFR 516.6, 29 CFR
1602.14, GC §512946, 34080
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Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-2
%T::rgf Retention No. Records Description Retention / Disposition Comments / Reference
i 1 —
[ 7 Inactive i image: | Destroy
Active Total Media | I=lmport | Paper after
(OFR) {in office) (fézcr:r:s Retention Vital? Options | M=Mfr | Imaged &
nter) i S=Scan Qc'd?

if the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.
Litigation, comnplaints, claims, public records act requests, audits and/or investfgations SUS,

_last document + 2 years), since destruction is normall
pend normal retention periods (retention resumes affer setflement or completion).

erformed by file folder.

When No When No
Hurman Longer Loqger
Resources HR-005 Classification Specifications Required - Reguired -
Minimum 3 Minimum 3
years years
When No When No -
Human _ ' Longer Lon‘ger _
Resources HR-006 Compensation Surveys & Studies! Required - Required -
Minimum 3 Minimum 3
years years
Hurman Department of Fair Employment Fingl ;-'F'ina_i_'
Resources HR-007 & H_ousing (DFEH or EEOC) Disposition Disposition
Claims + 3 years + 3 years
Human Drug & Alcohol Test Resuits (All - T
Resources HR-008 Pos?tives and Negatives} ( 2 years 3 years Syears .

Mag, Mfr,

oD, Ppr S/l

Yes: After 1
year

Department preference;
EEOC/FLSA/ADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection, or
discharge; State Law requires 2 -
3 years; retirement benefits is 6
years from last action; 29 CFR
1602.31 & 1627.3(b){ii}, 8 CCR
§3204(d}(1) et seq., GC
§8§12946, 34090; 29 USC 1113

Mag, Ppr

Bureau of National Affairs
recommends 2 years for all
supplementary Personnel
records; Wage rate tables are 1
or 2 years, State requires 2
years; 29 CFR 516.6(2), 29 CFR
1602.14, GC §§12946, 34090

Mag, Ppr

All State and Federal laws
require retention until final
disposition of formal complaint;
State requires 2 years after "fully
and finally disposed"; 2 CCR
7287.0; GC §§12946, 34090

Mag Ppr

D.O.7. Requires 5 years for
positive tests, 1 year for
negative tests,
EECC/FLSA/ADEA (Age)
requires 3 years physical
examinations; State Law
requires 2 years; 29 CFR
1627.3(b)}(v}, GC §§12948,
34080, 49 CFR 655.71 et seq.;
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Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-3
%f:::r:f 1Retention No. Records Description Retention ! Dispeosition Comments / Reference
l tnactive
Active Total . Media
(OFR) ) (in office) | (Records § o orention | V7 | Options
Center)

I

E—

If the record is not listed here, refer fo the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 years), since desfruction is normall

erformed by file folder.

Litigation, complaints, c:'a.fm.*si Eublic records act requests, audits and/or investigatfons suseend normal retention periods {retention resumes after seftlement or comeletr'on).

o —
EEQ-4 Reports and records
Human required to generate EEC4
Resources HR-009 report (Self-ldentification Form, 3 years 3 years Mag. Ppr 29 CFR 1602.30
B efc.) ]
Non-citizens must re-certify
petiodically, Required for 1 year
from termination or 3 vears from
S hiring, whichever is later; EEQC
Human Separation + Separation + [ FLSA / ADEA (Age) requires 3
Resources HR-010 -9s 3 years 3years Mag, Ppr years for "any other forms of
employment inquiry”; State Law
requires 2 -3 years; 8 CFR
274a.2, 29 CFR 1627.3(b)(j}, GC
: §812946, 34090
Labor Relations Files o
Human {Negotiation Notes, SR Department Preference; GC
Resources HR-011 Correspondence, Interpretation of 5 years 5 years 10years Mag, Per §34090
MOU Provisions, Documentation,
etc.) :
When No When No - Department preference; .EEOC )
H Personnel Background Packet - Lenger Longer FLSrA,IS!:DtET_ (Age) rgqunrgs:g
4man | HR-012  |POLICE & OTHER EMPLOYEES| Required - Required - Mag, Ppr Y e N eauTes.
Resources Unsuccessful (not hired) Minimum 3 Minimum 3 years; 28 CFR 1672.3(b)i), 28
CFR 1602.14 et seq., GC
years years §§12946, 34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-4
C::i;::r:f iRetention No.i Records Description Retention / Disposition Comments / Reference
B T [ B Destroy 7]
Active Total , Media Paper after
(OFR) ! | (in office) Retention Vitai? | o ptions tmaged &
- I acd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is e:omgl’etedi and imglz a full file folder (e.g. last document

+ 2 years), since destruction is normally performed by file folder.

Litfgatiog,_compfaints, claims, public records act requests, audits and/or investigations sus

pend normal retention periods (retention resumes after settlement or completion).

Department Preference, statute
of limitations for retirement
benefits is 6 years from last
. . . action; EEOC/FLSA/ADEA (Age)
Human HR-013 Personnel Files - Employees Separation + Separation + Mag, Mfr, S:S:;:t\ifct;a require_s 3 years for promotion,
Resources Includes Oaths of Office 6 years 30 years oD, Ppr 1 year demotion, transfer, selection, or
discharge; State Law requires 2 -
3 years: 29 CFR 1602.31 &
1627.3(b)(ii), GC §§12948,
S 34090; 28 USC 1113
Department preference; Files
Personnel Files - Medical File (all maintained separately; Claims
employees . TN ) . Yes: After {can be made for 30 years for
R:suoT?;s HR-014 plovees) Sega;r:et:;n * S%%a;aet;?: * ;{::ér;:g:u hgaDg. g’pf: Separation + |toxic substance exposure; 8
Includes Hearing Tests, Respirator Fit ! 1 year CCR §3204(d}(1) et seq., 29
Tests, te. CFR 1910.1020(dX1)(i), GC
- §§12946, 34000
Recruitment and Testing File
Department preference; EEQC /
(Includes Advertisements, Job FLSA / ADEA {Age) requires 1-3
Human Brochures, Test Data, Testing S years, State Law requires 2 -3
Resources HR-015  !Analysis & statistical Metric, Job 3 years 3 years Mag, Ppr years; 29 CFR 1627.3(b)(i), 2%
Analysis, Rating Sheets, ' CFR 1602.14 et seq. 2 CCR
Scantrons, Rater's Profile & 7287.0{c)2), GC §§12946,
Confidentiality Agreement, . 34090
Flowchart, Eligible Lists, etc.) R | _ i
When No When No ’ ]
Studies & Surveys Conducted on Longer Longer )
R:;lonafcnes HR-016  |Behalf of the City (Sick Leave, Required - Required - Mag, Ppr gggggénent preference; GC
Adtrition, Benefits, etc.} Minimum 3 Minimum 3
years __years
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Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES

Page HR-5
Office of | . . . . s
Record Retention No, Records Description Retention / Disposition Comments [ Reference
i l ) [ T image: | Destroy T
Inactive
! Active | Total . Media | Isimport | Paper after
(OFR) (in office} ! (Records Retention Vital? Options | M=Mfr Imaged &
Center) 5=5 ) 1
i LSzScan Qc d?
If the record is not listed hezrei refer to the Retention for CitrWra‘e Standards
Retentions begin when the act is compieted, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resurnes after settlement or completion).
Underground Storage Tank
Human HR-017 Locations, Removal and P p Mag, MfT, s Yes: After |Depariment preference; GC
Resources Remediation {Leaking oD, Ppr QC & 0D |§34090
Underground Storage Tanks)
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Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-6
Office of | . .
Record Retention No, Records Description Retention / Disposition Comments / Reference
| Image: Destroy
OFR Active (::::;i::s Total Media | I=Ilmport | Paper after
( ) {in office) Retention Options | M=Mfr | Imaged &
Center) ’
= ——Cd
If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file foider {e.qg. last document + 2 years), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods {retention resumes after setflerent or cornpletion),

2 . o L PAYROLL ... L . — .
P
Human CalPERS Reports - Annual Department Preference;
Resources HR-018  |Valuation Reports, Actuarial 2 years 3 vears 5 years Mag, Ppr Retained to match other auditing
{ Payrol} Valuation Reports periods; GC §34090
DE-8, DE-7, DE-9, DE-43, W-3, & Department Preference; IRS: 4
DE-166, 941 Forms, IRS 5500 yrs after tax is due or paid; Ca.
Human Forms (Employee Benefit Plans), | FTB: 3 years; Articles show 7
Resources HR-019 PERS / FICA & Medicare 2 years 3 years 5 years Mag, Ppr years; IRS Reg §31.6001-
/ Payrolt Adjustments - Quarterly Payrolt 1{e)(2), R&T §19530; 28CFR
Tax Returns / OASDI, Federal 516.5 - 516.6, 29USC 436, GC
Tax Deposits, Adjustments, etc. §34090
Produced by Deferred Comp.
Human Deferred ton (City F’rt;widerr;j cg:tsist%nt Wltg i
eferred Compensation (Ci proposed statewide guidelines;
Rf;:g:gﬁs HR-020 Statements) 2 years 3 years 5 years Mag, Ppr published attictes for bank
statements show 4 -7 years, GC
§304090, 26 CFR 31.6001.1
Rosourees | HR021  |Pa roll Reports - Annual Detail P P Mag, Mif, g | Yes: After Department preference for
; Pa;:d! Y pons - oD, Ppr QC &OD |PERS Buy-backs; GG §34090
Human F_’ayro!l Reports -_Periodi_c
R;-e;c:urces HR-022 Eg:&’:;i;:?eug'?f?mzegmem' 2 years 3 years 5 years Mag, Ppr g::ggé“ ent preference; GC
ayroll ;
Transaction Reports etc.)
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Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES
2 !
%t'z:r:f ]Retention No. Records Description Retention / Disposition Comments / Reference
B Aot ol — Inactive Image: Destroy |

Active Total . Meadia | I=import | Paper after

(OFR) (in office) (Records ¥ patention Vital? Options | M=Mfr | Imaged &
Center) v
| S=5Scan Qc'd?

if the record is not listed here, refer o the Refention for City-Wide Standards

Retentions begin when the act is completed and imply a full file folder (e.q. last document + 2 years), since destruction is notmall,
Litigation, comlgliamts, c@ms public records act reguests, audits and/or investigations sus,

erformed by file foider.
pend normal retention periods (retention resumes

after settlement or completion).

Human Time Sheets / Time Cards /

Resources HR-023 Overtime Sheets / Overtime 2 years 3years
!/ Payroll Cards
Human

Resources HR-024  [W-2's 2 years 3 years
! Payrolt

Syéars-_

5 years

Mag, Mfr,
oD, Ppr

Yes: After 2
years

Department preference to
facilitate grant audits or claim
reimbursements; Meets auditing
standards (audit + 4 years); IRS
requires 4 years; Ca. requires 2
yr min.; FTB keeps 3 years;
Published articles show 4 -10
years; IRS Reg §31.6001-~
1(e}2), R&T §19530;LC §
1174(d); 29 CFR 516.5; GC
§34090

Mag, Ppr

Department Preference; IRS: 4
yrs after tax is due or paid; Ca.
FTB: 3 years; Articles show 7
years; IRS Reg §31.6001-
1{e}(2), R&T §19530; 29CFR
516.5 - 516.6, 29USC 436, GC

§34080
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Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-8
%f:::r:f Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total Media | l=lmport | Paper after
(OFR) {in office) (?:::':;:’f Retention Vital? Options | M=Mfr | Imaged &

Irthe record is not listed here, refer fo the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed b _fﬁ; folder.
itigation, complaints, claims, public records act requests, audits and/or investigations suspend normal refention periods (retention resumes after settlement or completion).

e L _RISK. MANAGEMENT — e
Accident Reports - Employees - "
Human Workers G ensation Pendin Department preference to be
Resources HR025 |Clai N o‘rlnvp rkers ending Separation + 4 years Separation + Mag, Mfr, s Yes: After |consistent with Human
/ Risk aims (No Worker 2 years Y 6 years oD, Ppr QC & OD |Resources files; GC §§12946,
Manage. Corppensat:on Claim filed, No 34090
Toxic Substance Exposures)
Human
Resources Accident Reports - Vehicle Department Preference; GC
/ Risk HR-026 | sccident Report (City Vehicles) | 2 Y82 2 years Mag, Ppr §34090
Manage.
Human
Resources . Departrnent Preference; GC
/ Risk HR-~027 Claim Runs 5 years 5 years Mag Ppr §34090
Manage.
Human Department Preference; Covers
Final Final . . ) various statute of fimitations;
Re,s;:‘sfes HR-028  |Claims (Liability Claims) Resolution + Resolution + ;::oi‘m: as. yf: s E‘?g‘g’g CCP §§ 337 et seq.; GC §§
Manage 5 years 5 years L 911.2, 945.6, 34020, 34090.6;
9e- PC §832.5
Transitory or source records not
retained in the ordinary course
Human When When i :
of business; CHP audits every 2
Ref' ;:‘;rlfe s HR-029 DMV Pull Notices Supe:;?eded Supe(r;eded Mag Ppr years, Bureau of National Affairs
Manage. Separated Separated recommends 2 years for al}
supplementary Personnel
records, GC §34090
Calif. Labor Division is required
Human to keep their records 7 years:
Resources OSHA Inspections & Citations, OSHA requires 5 years,; State
/ Risk HR-030 || 09 200 and Log 300, 301, 301A | ° Years 5 years Ppr law requires 2 years; 8 CCR
Manage. §3203(b)(1), GC §34090.7; L.C
§6428¢c
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Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-9
?!T::r:f iRetention Nc:.lI Records Description Retention / Disposition I Comments [ Reference
___...,_..‘__1 e, S UV S t - ——
’ ' [ Inactive Image: Destroy
Active ‘Total . Media | I=import | Paper after J

(OFR) _ { (in office) | (Records } o ention | V7 | options| M=Mfr | imaged &

] Center) _ A

‘ 1 S=sean | _QC'd?

If the record is not listed herei refer to the Retention for Cr'z-VWde Standards

Retentions b_e@ when the act is completed, and iw a full file folder L%g. fast document + 2 years), since desitruction is normally performed by file folder.

Litigation, compiaints, claim

s, public records act requests, audits and/or investigations suspend normal refention periods (retention resumes after setflement or completion).

Human ;
Personnel Files - Employee i ) . Department preference;
R‘is;‘ig‘fes HR-031 |Exposure Records (Hepatitis, P P g:sar:t:‘:r" %%9' :;”f’r' s/ | &Aggr Originals Maintained by Human
etc.) s + TP Resources, GC §34080.7
Manage. I R -
Human _
Re:s;lijsr:es HR-032 \Flz\ﬁ:‘ds(ers Compensation Claim 5 years 5 years Mag Ppr gl::ég c;sludmng standards; GC
| Manage. | | 1 . . .
- Department preference; Claims
can be made for 30 years for
toxic substance exposure,
Human S Claims are required for five
Resources . . Separation + Separation + Mag, Mfr, Yes: After ivears after the end of
/ Risk HR-033  Workers Compensation Claims 3™y o | 28years " years op,ppr| S Qac & 0D zompensation, or injury,
Manage. whichever is longer; 8 CCR
§3204(d)(1) et seq., 8 CCR
10102, 15400.2; GC §§12946,
340080

Los Banos, CA ©1995-2014 Gladwell Governmental Services, Inc. {809) 337-3516 - ail rights reserved
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Ver. 2.0 RECORDS RETENTION SCHEDULE: INFORMATION TECHNOLOGY Page I7-1
e ri
?Rf:::rzf Retention No.ll Records Description 1 Retention / Disposition Comments / Reference
' i i Inactive | image: Destroy | T
Active Total " Media | I=lmport | Paper after
(OFR) [ | (in office) (gi‘:“t’;‘:f Retention | Vit?!7 | Options | M=Mfr | Imaged &
i i | S=Scan | _QC'd?

if the record is not listed here, refer to the Retention for Cig/- Wide Standards

|Retentions begin when the act is completed. and imply a full file folder (e.g.

Litigation, complaints, claims, public records act requests audi;s_and/or investigations suspend normal retention periods {retention resumes after settlement or com&ie_tion). -
‘ Used for Disaster Recovery
1 Purposes Only; Considered a
information ] When No When No: { copy and can be destroyed
Technology iT-001 Backup Tapes - Daily Longer Longer Yes when no longer required; store
Required Required l off-site in a commercial facility
l for disaster recovery purposes;
M o S R | [ GC§340%0etseq |
! Used for Disaster Recovery
[ T ] Purposes Only; Considered a
. When No § When No- copy and can be destroyed
_Irr:cc:l:r: ;to';; IT-002 air;ﬁl:ﬁyTapes - Weekly/ Longer Longer Yes ] when no longer required; store
Required Required i off-site in a commercial facility
, ' l [ ‘L for disaster recovery purposes;
i | | - . |GC §34090 et seq. ]
Information _ | When No When No ‘l Preliminary documents not
Technology IT-003 Inventory, Information Systems Longer Lohger Yes ] Mag. l retained in the ordinary course
o o _ Reguired | J Required § ==~ i‘_— o of business; GC §34090 et seq.
. . When No When No Preliminary documents not
;-rgg}:r:‘q:‘t‘;;r; IT-004 E; t:;ork Configuration Maps & Longer Longer Yes ! Mag. ] retained in the ordinary course
| Reguired Required | of business; GC §34000 et seq.

Los Banos, CA ©1995-2014 Gladwell Govemmental Services, inc. {909) 337-3516 - all rights reserved
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-1
%T::r:f Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: | Destroy
Active Total Media | I=lmport | Paper after
(OFR) {in office} {Records Retention Vital? Options | M=Mfr | imaged &
Center) =Scan ac'd?

If the record is not listed here, refer to the Retention for City-Wide §tandards

Retentions begin when the act is completed. and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settlernent or compietion}.

L R ADMINISTRATION . e —————————
Department Policies & When No When No
. Procedures / Operation Longer Longer ) )
;3‘::;] PD-001 Directives / General Orders Required - Requtired - ’g? bPA:r S/ s\t’;se'rs':f;::! g:g:ét zesr:qPreference, GC§
’ (Department Policies and Minimum 2 Minimum 2 ' :
Procedures) __years years !
State requires for at least 5 years
internal Affairs Investigations / ;;gtgir;csj:;ﬁ;mng ?Jti:m:r
Compiaints: CITIZEN- retention unt final disposition of
. GENERATED COMPLAINTS Final Final ention until inai dispastion o
Police / PD-002 Disposition Disposition Mag. Por formal complaint, State requires
Admin. . _ p p g.Fp 2 years after action is taken;
{May include criminal acts, moral | +5 years + 5 years Statute of Limitations is 4 years
turpitude, complaints generated for misconduct, EVC §
from a citizen) 1045(b)(1), GC §§12946, 34090;
VC §2547 B
Department preference; EEQC /
FLSA / ADEA (Age) requires 1-3
Police / Internal Affairs Investigations / . Finall. Final- years; State Law requires 2 - 3
Admin PD-003  |Complaints: INTERNAL Disposition Disposition Mag, Ppr years; 29 CFR 1627.3(b)i}, 29
) COMPLAINTS + 3years + 3years CFR 1602.14 et seq. 2 CCR
7287.0(c)2), GC §§12946,
34090 ]
Department preference; EEOC /
Personnel Background Packet - Yes: After FLSA / ADEA (Age) requires 3
Police / PD-004 POLICE & OTHER Separation + Separation +§ Yes: Until | Mag, Mfr, s S epération years; State Law requires 2 -3
Admin. EMPLOYEES Successful 30 years 30 years [ Separation| OD, Ppr +1 year years; 29 CFR 1672.3(b){i), 29
{hired) CFR 1602.14 et seq GC
§§12946, 34090

Los Banos, CA. ©1995-2014 Gladwell Govemnmental Services, Inc. - all rights reserved
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-2
+ 1 §
(;f‘f;;::r:f TRetention No.l Records Description ‘ Retention / Disposition Comments ! Reference
T r } fhactive lmage Destroy J ]
i Active Total Media |i= !mport Paper after
(OFR) l ’ {in office) (2‘::‘:;35 Retention vitai? Options | M=Mfr | maged &
1 | 1 =Scan _gg;_g?_ !

if the record is not listed here, refer fo the ﬁetention for City-Wide Standards

Retentions begin when the act is comeret‘er:o'i and imglz a full file folder ‘e.g. fast document

+ 2 ye:ar.'szi since destruction is normallz gerformed by file folder.

*Liﬁgation, complaints, claims, public records act requests, audils and/or investigations suspend normal retention periods (retention resumes after settlement or completion).

Police /

Personnel Files - Police
Department Employees

Separation +

) PD-005
Admin. Includes Evajuations, Training 30 years
Certificates, etc.
:3'::;_’ PD-006  |Pursuit Critiques 2 years B
When No
Police / Reports and $tudies regardipg Lon_ger
Adrmin PD-007 Police operations {not historical - | Required -
: staffing, overtime, etc.) Minimum 2
o ___Aﬂ ars -
When No
Police / Longer
Admin PD-008 Special Events / Ops Plan Required -
) Minimum 2
w—“ﬁ“ _years ___j
POI'C.e ! PD-008 Street Closures P
Admin.
:‘;"ﬂf;_’ PD-010  |Time Off Requests / Sick Slips | 2 years

Separation +
30 years

2 years
When No
Longer
Required -
Minimum 2

years
When No

Longer
Required -
Minimum 2

years

Yes. Unti!
Separation

Mag, Mfr,
oD, Ppr

Yes; After
Separation
+ 1 year

Department preference;
Statewide guidelines propose 7
years, Calif. Labor Division is
required to keep their records 7
years, OSHA requires safety
training 5 years;
EEQC/FLSAJADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection, or
discharge; State Law requires 2 -
3 years; 20 CFR 1627.3(b)(il}, 8
CCR §3204(d)(1) et seq., GC
§§12946, 34090

Mag, Ppr

GC § 34090 et seq.

Mag, Ppr

]

Department Preference; GC §
34090 et seq.

Mag, Ppr

Department preference; GC
§34090 et seq,

P

2 years

Mag, Mfr,
0D, Ppr

S/l

Yes: After
QC & 0D |

Mag, Ppr

Department Preference; GC
§34000
Department Preference;
preliminary drafts, GC §34090 et
seq.

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-3
preem e . :
?::::r:f Retention No, Records Description Retention / Disposition ] Comments / Reference
P il o | I 4”. —_— N
Actwe Inactive §  rotal Media .1'.'::33& P;):es: aftor
(OFR} (in office) “:Z‘:I‘t’;:')s Retention | V™7 | options | M=Mfr | Imaged &
l ] S=Scan Qcd? [

If the record is not listed here, refer to the Retentfon for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.
Litigation, complaints, claims, public records act requests, audits and/or investigations sus

. last document + 2 years). since destruction is normally performed by file folder.

pend norrnal refention periods (retention resumes gfter settfement or completion),

When No When No .
Lonaer Longer Department preference (required

Police / PD-011 Traffic Speed S R S d R 9 d Mag, Mfr, S Yes: After levery 5 years, but can be

Admin. - raiic Speed surveys equired - equired - oD, Ppr QC & OD |extended to 7 or 10 years); GC
Minimum Minimum §34090

- | . 10 years 10 years ____l_______m R
. Use of Force Review Board ] . .
i‘;‘;’;l PD-012 Reports / Use of Force Review Inc'd::rt; 5 !nc1d::rl+ 5 Mag, Ppr Defsg:éer;tzlgggerence, GC
) {involving Employees) 4 Y §§ ’

Los Banos, CA.

Do not duplicate or distribute without prior wiitten permission from GGS (909) 337-3516
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RECORDS RETENTION SCHEDULE: POLICE

Page PD-4

Ver. 4.0
Office of X -
Record Retention No, Records Description Retention / Disposition Comments / Reference
Inactive image: Destroy
Active Total Media | I=import | Paper after
(OFR) (in office) “é:‘:::)s Retention § V™7 | Options | M=Mfr | Imaged &
1 | S=Scan | _Qc'd?

¥ the record is not fisted here, refer to the Retention for City-Wide Standards

ADMINISTRATION / CHIEF OF POLICE
e

— —_—

__

Ponce ! — —
- CCW (Carry Concealed Expiration + Expiration + Department Preference; GC §
Agﬁg / PD-013 Weapon) Permits - Approved 2years 2years Yes Mag, Ppr 34090 et seq.
Police /
X CCW {Carry Concealed
Acér;\i;;\él PD-014 Weapon) Permits - Denied 2 years 2 years Yes Mag, Ppr GC § 34090 et seq.

Los Banos, CA. ©1995-2014 Gladwel Govemmental Services, inc. - alt rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516
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Ver. 4.0

RECORDS RETENTION SCHEDULE: POLICE

Page PD-5

Office of
Record

‘Retention No..

Records Description

Retention / Disposition

Commenis / Reference

i . _| image: | Destroy
OFR Active (:‘::::s Total Vital? Media | I=import | Paper after
( ) {in office) Retontion Options | M=Mfr | Imaged &
Center) - .
1 zScan|_qc'd?

[iFthe record s not fisted nere, refer to the Retention for Gity-Wide Standards

efentions begin when the act is completed, and imply a full file folder (e.qg. last document + 2 vears). since destruction is nonmail

erformed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after setflement or completion).

- T ADMINISTRATION - COMMUNICATIONS / CAD / DISPATCH .. S R
R — N — e 3
Department Preference;
Audio Recordings or Tapes - Statewide guidelines propose
Police / (CADIRMS) Recordings of 180 days {legally mandated for
Admin. - PD-015 Telephone & Radic 365 days 365 days Mag 100 days); {may be discoverable
Commun. Communications Dispatch Tapes or made public in some
(CAD) circumstances), GC §§34090,
34090.6
Those segments of videos thaﬁ
N are determined to be evidence
Police / 2?:::;2‘2?:%; '::::: dings are copied onto a different tape
Admin. - PD-016 o ) 1 year 1 year Mag and retained for the same length
Commun. (Moblk.a in-Car V ideo) Fhat are of time as the crime report (see
not evidence (in-car videos, etc.) crime reports for legal citations);
GC §34090.6 et seq.
Police / 1 year is required when video
Admin. - Video Recordings - Employees | recording regular ongoing
Commun & PD-017 City Operations 1year 1year Mag operations of the City, GC
Finance. | §34090.6(a)
:;rl:x?: 'r‘ When No When No Does not record regular ongoing
Cornml.m PD-018 Video Recordings - Public Areas; Longer Longer Mag operations of the City; GC
& Fi nancé Required Required §34080.6(a)

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-6
%T;:r:qRetention No. Records Description Retention / Disposition ‘ Comments / Reference
nactive Image: Destroy
Active Total Media | I=Import ; Paper after
(OFR) {in office) (Records Retention Vitai? Options | M=Mfr | Imaged &
Center) =Sean QE.Sl

Vit the record is not listed here, refer fo the Retention for Erty—wide Standards

Retentions begin when the act is completed, and imply a full file foider {e.

. last document + 2 zears), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settiement or compietion).

: L L = - .. -ADMINISTRATION - TEMPORARY HOLDING FACILITY
Police f

Admin. - .

Booking Folders (Property, Department preference; GC
Temp. PO-019  IMedical, etc.) 2years 2 years Mag, Por §34090 et seq.

Holding
Facility
Police /

Admin. - .
Temp. PD-020 Bocking Log 2 years 2 years Mag, Ppr g:fg;om ;n;;reference. GC
Holding Q-

Facility
Police /

Admin. - .

Holding Cell Log / Sergeant's Depariment preference; GC
Temp. PDO21 | 1ioiding Cell Log 2 years 2years Mag, Ppr §34090 et seq.

Holding
Facility
Police /

Admin. - .
Temp. PD-022  |Holding Cell Checks 2 years 2 years Mag, Ppr D;f;;;‘;":epmfe’ ence; GC
Holding § a.

Facility 1 |
L.os Banos, CA. ©1995-2014 Gladwell Govemmental Services, Inc. - all ights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516 Adopted:




Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-7
?::::r:f Retention No.] Records Description Retention / Disposition Comments / Reference
B ’ Inactive image: | Destroy
Active Total . Media =import | Paper after
(OFR) i (in office} %Zi‘::l)s Retention Vital? Options | M=Mfr | imaged &
S=Scan Qcd?

If the record is not listed here, refer to thﬁatention for Cify-Wide Standards

Refentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 vears). since destruction is normally performed by file folder.
Litigation, complaints, claims, public racords act requests, audits and/or investigations suspend normal retention periods (retention resumes after setffement or completion).

5 ADMINISTRATION - RECORDS -

Police / Citations - Moving Vioclations
Admin. - PD-023 Marii ’ 2 years 2 years Mag, Ppr GC §34090

arijuana

Records

Police / Crime Statistics / Uniform Crime
Adrmin. - PD-024 Reports (UCR) - Summaries 2 years 2 years Mag, Ppr GC §34090

| Records (BCS)
Fotice ! Field Investigation Cards (Fi's)- | 'vnen NO When No Preliminary Drafts; GC§ 34090 et
min. - PD-025 After Entry into to RMS Longer Longer Mag, Ppr seq

Records Required Required )

Police /

Admin. - PD-026 NCIC Validation 2 years 2 years Mag, Ppr GC §34090

Records

POLICE REPORTS / INCIDENT
. REPORTS: ] .
Police / Firearm Firearm Mag, Mfr Yes: After
hamin. PD-027  |kirearms entered into CLETS ;:c‘::ig ; Ri‘;‘;‘gg ; Yes | op, ppr | S ac  [PC8 11108(b); GC§ 34090
{if not Permanent Retention) -
| Found / Recovered Firearms j |
POLICE REPORTS / INCIDENT
REPORTS:
Misdemeanor or Infraction -

Police / Adult Marijuana - H&S Yes: . . . . .
Admin.- | PD-028 |§11357(b)(c)d)e) or H&S 2 years 2years | Beore | N3N gy Yes: Ater \( 2h§g4§§)stroy), H&S §11364.5;
Records §11360(b) (with procedure in Disposition| ~ ' ' ¥

H&S §11361.5) - Except those
with ocutstanding stolen property,
including firearms, or lost
rearms i

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, inc. - all rights reserved
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-8
- ! .
?Rf:::r:f ‘Retention No. | Records Description l Retention / Disposition i Comments / Reference
L“'mi T - ' Inactive Image: | Destroy T
Active Total . I Media | I=Import | Paper after
(OFR) (in office) (2:‘:::)3 Retention | Y17 | options | MeMfr | imaged &
| | S=scan | _ QCd?

If the record is not listed here, refer fo ihe Relention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/for investr’gaﬁons suspend normal retention periods {refention resumes after settlement or completion),

Provided there are no
POLICE REPORTS / INCIDENT outstanding warrants,
REPORTS: unrecovered identifiable ifems,
criminal deaths, they are not
Police / ALL, Except Those S Mag, Mir Yes After historically significant, and it is
Admin. - PD-029 Specifically Mentioned in the 5 years Syears Yes oD ! Ppr' SIMA QC. & 0D not classified under PC §800 &
Records Schedule - ! 290 and H&S §11850; Stat. of
Limit. is 2 yrs; Destroy juvenile
e.g., 5150, Detention Reports, marijuana after age18; H&S
etc. §11361.5, GC §34090, PC §802,
PC §§187, 80O et seq.
POLICE REPORTS I_iN*C'ID_EN—Th“——P_J - e e :
REPORTS: R
Lo Department Preference; No
Police / ncna?ita::(?rimee; é Hc?micidesl e Mag. M ves. Af tirr?tatiogs orr: c:mmencementt?f
: ajor Crimes [ Serious . ag, Mifr, es: After iaction; Courts keep permanently
Qg?;?d; PD-030 Felonies / Sex Crimes / Felony P _ P Yes 0D, Ppr S QC & OD |PC §§ 261, 286, 288, 2883,
DNA (Crimes Subject to the 288.5, 289, 289.5, 290, 799,
Death Penalty), Sex Crimes (PC 803(h}, WIC 707(b)
§288, 290, WIC 707(b)), PC
. 1803(h) o
POLICE REPORTS / INCIDENT 0
REPQRTS:
IR individual petitions District
Police / Factually Innocent Petition Date of Date of Yes; Mag. M#r Yes: After Attorney; Sheriff concurs that
Admin. - PD-031 Accepted Records Sealed Arrest + 3 Arrest+ 3 '] Before OE?, Ppr' Sl QC' g Op |Person is factually innocent, then
Records Pending Destruction - Except years yaars Disposition ! seals record ("Shall" Destroy);
those with outstanding stolen GC §34090; PC §851.8({a)
property, inciuding firearms, or
lost firearms

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, inc, - all rights reserved
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-9
(;f;i;zr:f ERete“ﬁm‘ No. Records Description i Retention / Disposition Comments / Reference
—_——-—%; B i Inac;cF ] image: | Destroy ' '
Active Total . Media | !=lmport | Paper after
(OFR) (in office) l (Records [ petention | V™7 | options | M=Mfr | Imaged & |
! | Center) ] S=Scan c'd? L

If the record is not listed here, refer to the_FE'etention for City-Wide Standards
Refentions begin when the act is completed, and imply a full file folder {e.g. last document + 2 years), since destruction is normafly performed by file folder,
Litigation, complaints, claims, public records act requests, audits and/or inveszjgations suspend normatl retention periods {retention resumes after settlement or completion).

POLICE REPORTS / INCIDENT
REPORTS:
Conviction Conviction
Palice / Misdemeanor or Infraction - or Arrest (if or Arrest (if Yes: Maa Mir Yes: After (Courts and other Agencies
Admin, - PD-032 Juvenile Marijuana - H&S No No Before ODg' p r Sian QC' & OD "Shall" Destroy}), H&S §11361.5;
Records §11357(E) - Except those with Conviction) Conviction} §Disposition . TP GC §34090
outstanding stolen property, + 2 years + 2 years
including firearms, or lost
_ |firearms ]
POLICE REPORTS / INCIDENT
REPORTS; o
Police / . . Offender is Offender is (Courts and other Agencies
|
Admin.- | PpD-pa3 |MisdemeanororInfraction ) TN 18 Years Yes | Mag, Ppr "Shall" destroy); H&S§ 11361.5
Record Marijuana §11357(e) - Juvenile old ol et seq.. 11357(¢)
oras on School Grounds during 4
School Hours (with procedure in
~_lH&S §11361.5) . b _
Until CLETS Until CLETS
Police / POLICE REPORTS/ INCIDENT | Entry No Entry No Yes:
: REPORTS: Longer Longer ) Mag, Mfr, Yes: After |Department Preference; GC
2‘;’:&?‘-" PD-034 Exists - Exists - D.‘Eeg;on oo, ppr | ™ | qcaop |§34090
s Missing Persons {Returned) Minimum 2 Minimum 2 P
. years years
POLICE REPORTS /INCIDENT s
) Statute of Limitations runs up to
REPORTS: -
] age of majority + 8 years; sealed
Police / Sealed Juvenile and Ward Siagnigrzte Sealing Date Yes: Mag. Mir Yes: After records for juveniles and wards
Admin. - PD-035 . y + & years (orf Before 9, Wi, SIM/i ) of the Court must be destroyed 5
Cases - Except those with {Or Court . i oD, Ppr QC & 0D . )
Records uistanding stole o Order) Court Order)f Disposition years after sealing date; CCP
e CRg St g"igst"‘yf §§340.1, GC §34090; WAl
including firearms, or §§389(a), 781(d}
firearms

Los Banos, CA. ©1995-2014 Gladweli Governmental Services, Inc. - all rights reserved

Do not duplicate or distribute without prior written permission from GGS (809) 337-3516

Adopted:




Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-10
(I)‘::::::r:f }Retentlon No. 1 Records Description j‘r Retention / Disposition ] Comments / Reference
l r o I Inactive 1 fmage: | Destroy o
Active Total . Media | I=import | Paper after
(OFR) l [ {in office) (?:eef_':::; Retention Vital? l Options | M=Mfr | Imaged &
— | | §=Scan | _gc'd?
If the record is not listed here, refer to the Retention for C."ty-Wde Standards
Retentions begin when the act is completed. and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder,
Litigation, complaints, claims, public records act requests, audits and/or fnves_tigatfons suspend normal refention periods (retention resumes after setflement or completion).
Police /
Admin. - PD-036 Public information Requests 2 years 2 years Mag, Ppr GC §34080
| _Records | 3 - e
Depariment preference; Pursuant
Police / _ to PC §457.1 et seq.; required to
” . . - Mag, MFr, Yes: After 5iregister for life; If released from
Admin. - PD-037 Registrants: Arson - Adults Syears P P oD, Ppr S/MA years CYA, records are destroyed after
Records .
age 25 or sealing pursuant to
W&I| §781; GC §34090,7
T e L o e Pursuant to PC §457.1 et seq.. If
Police / Registrants: Arson - Juveniles Age 25 or Age 25 or Maa Mir Yes: After released from CYA, records are
Admin, - PD-038 released from Califorpia Youth  |Sealing Date Sealing Dateﬁ ODg' p r S/mA QC- & 0D destroyed after age 25 or sealing
Records Authority + 5 years + 5 years P P pursuant to W&I §781; GC
| L L ] 1§34090.7
. Department Preference;
Police / Registration is required for 5
sz:;?d; PD-039 |Registrants: Narcotic 5 years 5 years Mag, Ppr years: GC §34090, H&S §11590
. ] et seq., H&S §11594(a) -
oolee) | opoae  |Registrants: Sex Offenders - o ‘b Mag,Mfr, | .. | Yes: After [Department Preference;
¥ Adults - - oD, Ppr QC & OD |Pursuant to PC §290 et seq.
Recerds | I " e o
P N I
Polu_:e / Registrants: Sex Offenders - or Sealing or Sealing Mag, Mfr, Yes: After |Pursuantio PC §280 et seq.;
Admin. - PD-041 Juveniles Date + 5 Date + 5 oD, Por Sl QC & 0D |Wal §781:
Records years (or years (or » PP '
L ___ |CourtOrder)) Court Order)}
Police / Data Fields / Records are
Qg?;?ds- PD-042 RMS Database Indefinite Indefinite Yes Mag interrelated: GC §34090

|.os Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-11
Office of . . .
Record Retention No. Records Description Retention !/ Disposition Comments / Reference
i inactive Image: | Destroy |
Active Total Media =import | Paper after
d .
(OFR) {in office) (?:er:':;r)s Retention vital? Options | M=Mfr : Imaged &
- — — . B (o A
if the record is not listed here, refer o the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (e.q. last document + 2 years), since destruction is normally performed by file folder.
Litigation comelaintsi claimsl Eublic records act reguestsi audits and/or :'nvestigations suspend normal retention perods (refention resumes after seftlement or completion).
A =
Police / Subpoenas {all Police Dept.) /
: Discovery Requests / Civil
Admin. - PD-043 Personal Appearance / Duces 2 years 2 years Mag, Ppr GC §34090
Records
Tecum
Police / . . When No When No - .
Admin. - PD-044 Veh_lcie Repossessmn Longer Longer Mag, Ppr Preliminary Drafts; GC§ 34090 et
Notifications : : seq.
Records Reguured - Required
- . . . .. CODE COMPLIANCE . » S .
. en No hen No m— —
Police / Code Enforcement / Abatement Longer Longer W Department preference; Case is
Code Case Files (Includes appeals and g h Yes: Until open untii satisfactorily resolved
) PD-045 ) Required - Requirad - . Mag, Ppr ]
Complianc Code Enforcament Complaint Minimum 2 Minimum 2 Resolution (some cases are not resolved),
e Letters) CFC §104.3.4, GC §34090
years years HE
nggt:! Department Preference - Data is
) PD-046 Code Enforcement Database indefinite B Indefinite § Yes {alf) Mag interrelated; GC §34090, H&S
Complianc §19850
e
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-12
?!T::r:f Retention No.l Records Description ]7 Retention / Disposition Comments / Reference
Inactive image: | Destroy ]
Active Total Media =Import | Paper after
(OFR) (Iin office) (2‘;::;38 Retention Vital? Options M=Mfr . Imaged &J
§=§ga QC'd?

if the record is not listed here, refer to the ﬁetention for City-Wide Standards

Palice /
Records

PD-047

Detectives Investigation Files
and Arrest Files - ALL Crimes

Transfer to
Records

__INVESTIGATION _

Police /
Investigat.

PD-048

Informant Files

5 years

Police /
Investigat.

PD-049

intelligence Files (Criminal
Intelligence Files)

5 years

Police /
Investigat.

PD-050

Investigation Files

When No
Longer
Required -
Minimum 2
years

Transfer to
Records

Mag, Ppr

Refentions begin whan the act is completed. and imply a full file folder {e.g. last document + 2 years), since destruction is normally performed by file folder.

L itigation, complaints, claims, public records act requests, audits and/or invastigations suspend normal retention periods (refention resumes after settiement or completion).

PR
Fina! reports and records are
fransferred to the case file stored
in Records; GC §34000 et seq.

—

S years

Mag, Ppr

5 years

Mag, Mfr,
oD, Ppr

S/

informant information; Does not
contain criminal intelligence
information concerning
individuals; Department
preference GC §34090

Yes, When
Superseded

Files contain criminal intelligence
information concerning an
individual only if there is
reasonable suspicion that the
individual is involved in criminal
conduct or activity and the
information is relevant to that
criminal conduct or activity.
Misleading, obsolete or
unreliable information is required
to be destroyed; remaining
records must not be retained
longer than 5 years, 28 CFR
23.20(h); GC §34090

When No
Longer
Required -
Minimum 2

years

Mag, Mfr,
oD, Ppr

S/

Yes: When
Superseded

Department preference {(Not
Intelligence fites);, GC §34090

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - alt rights reserved
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-13

N v —
%Tz:rzf Retention No.l Records Description Retention / Disposition Comments [ Reference
L echre | _t —— F a0e: TGSU‘OY S
Active Total . Media | I=Import | Paper after
(OFR) {in office} (Records Retention vital? Optnons =Mfr | Imaged &
Center) _ f
S chp Qcd?

If the record is not listed here, refer to the @entfon for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder {e.q. last document + 2 years), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (relention resumes after setflement or completion).

Department Preference to

provide information to other

Police / ‘ ggenc_ies;' Non—regords used for

Investigat PD-051 Pawn Slips 2 years 2years . Mag, Ppr !nvestlgattons; Originals entered
: into the State Automated

Property System; most agencies

retain for 2 years;, GC §34090

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc, - ali rights reserved
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-14

%T::r:f Retention No, Records Description Retention / Disposition 7 Comments / Reference
Inactive Image: Destroy
Active Total . Media | l=lmport | Paper after
(OFR) {in office} (2:‘::8 Retention vital? Options | M=Mir | imaged &
S=Scan Qcd?

7 the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed. and imply a full file folder fe.g. last document + 2 vears), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal refention periods (retention resumes after settlement or completion},

) ) 3 years is required for animal
. Canine (Police Dogs) Program . .
Police / . . el Separation + Separation + care / treatment records; FA
Patrol PD-052 E'es / Training Files: Animal 3 years 3 years Mag, Ppr §32003(e), PC §597.1(d); GC
ites
§34090 et seq.
. Canine (Police Dogs) Program .
Police / PD-053 Files: Action Reports, Monthly 5 years 5 years Mag, Ppr Department preference; GC
Patro! §34090 et seq.
Reports
Police / ) S Department preference; GC
Patrol PD-054 PAS Device Calibration Logs 5 years 5 years Mag, Ppr §34090 ot Seq.
PF',’:;;’ PD-055  |Patrol Ride-A-Long Waiver Form | 2 years 2 years Mag, Ppr GC §34090 et seq,
. Life of the Life of the
Police / Traffic Control: Radar - - Department preference; GC
PD-056 I Equipment + Equipment + Mag, Ppr '
Patrol Calibration Records 2 years 2 years §34090 et seq,

|.os Banos, CA. ©1995-2014 Gladwell Govemmental Services, Inc. - afl rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516 Adopted:




Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-15
Office of . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
Active Total Media | i=Import | Paper after
(OFR} (in office) "é:‘:;‘r’:’ Retention | Y7 | Options | M=Mfr | Imaged &
e S — S=Scap ..QCd7

If the record is not listed here, refer to the Retention for Gity-Wide Standards
Reientions begin when the act is completed. and imply a full file folder fe.q. last document + 2 vears), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (refention resumes affer settlement or completion).

. oo .- PROPERTY & EVIDENCE .. _ . i i
Police / Follows the Follows the
. Retention Retention of Mag, Mir, Yes: After 1{Department Preference; GC
Property &} PD-057 |Crime Report Photos Period of the the op, Ppr | S year  |§34090
Evidence ; A
Evidence Evidence
Police /
Property & PD-058 Forfeiture Notification 2 years 2 years Magq, Ppr GC §34090
Evidence
- ]
Police /
Lost & Found Property
Property & PD-059 (Documents related to) 2 years 2 years Mag, Ppr GC §34090
Evidence
Police / ) .
Gun and Narcotics Destruction Department Preference; GC
Property & | PD-060 - (Documents related to) 10 years 10years Mag, Ppr §34090
Evidence
police / Follows the Follows the
R Retention Retention of Mag, Mfr, Yes: After 1, Department Preference; GC
Pro'perty & PD-061 Latent Print File Period of the the oD, Ppr S/1 year §34090
Evidence - .
Evidence Evidence

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, inc, - al} rights reserved
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Ver. 4.0 RECORDS RETENTION SCHEDULE: POLICE Page PD-16
?!T::r?: Retention No. Records Description Retention / Disposition Comments / Reference
| Active | Inactive Total Media 1'=T.:§§n P::esrt aftor |
(OFR} (in office) | (ReCOrdS [ ootention | V7 | options | M=Mir | maged &
Center) 'd7

if the record is not listed here, refer {o the

"Retention for Cify-Wide Standards

Potice /

Training - Department Training
Records - COURSE RECORDS
(Attendance Rosters, Outlines

Training PD-062 and Materials; includes Use of 5 years
Force training, safety training,
etc.)

Poiice / Weapons Database /

Training PD-063 Department Weapons LIndeﬁmte

(Department-issued Weapons)

TRAINING .
e ————

5 years

Indefinite

Retentions begin when the act is campleted, and imply a full file folder (e.g. last document + 2 vears). since destruction is normail
itigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention pericds (retention resumes after settlement or completion).

Mag, Ppr

erformed by file folder.

Depariment preference; Rosters
are sent to POST; Statewide
guidelines propose 7 years; Calif.
Labor Division is required to keep
their records 7 years; OSHA
requires safety training 5 years;
EEOC/FLSA/ADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection, or
discharge; State Law requires 2 -
3 years; 29 CFR 1627.3(b)(ii), 8
CCR §3204(d)(1) et seq., GC
§§12946, 34000

Yes

Mag

Data Fields / Records are
interrelated; GC §34090

Los Banos, CA. ©1995-2014 Gladwell Govemmental Services, Inc. - afl rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-1
C;T::r:f rRetentIon No.t Records Description Retention / Disposition Comments / Reference

i Image: Destroy

Inactive " | Paper

Active Total Media | |I=Import

(OFR) (in office) (Records Retention Vitai? Options | M=Mfr after
Center) S=Scan Imaged &

QC'd?

|if the record is not listed here, refer to the Retention for City-Wide Standards

‘ [Retentions begm when the act is completed, and fmglz a full file folder {9 Jast document + 2 gearsg: since destructron is normally performed by file folder,

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal relention periods (retention resumes after settlement or completion).

. y . PW/AIRPORT I A
. . . Mag
AS / Risk Accident / Incident Reports: Alrcraft ' Yes: AfteriDepartment preference; GC
Manag. PW-001  fcent to FAA) 2 years 2 years Mf‘;p?D’ S iyear |§34000.7
When No When No
Airport Advisory Commission Longer Longer - . .
PW / Airport | PW-002 Reguired - Required - Mag, Ppr g;‘?gg';gﬁgffg in the project
AGENDAS, AGENDA PACKETS. | Minimum 2 Minimum 2 ’ :
years years
Notes taken to facilitate the
Airport Advisory Commission Mag, Yes: After writing of the minutes can be
PW / Airport PW-003 P P Yes Mfr, QD, S 10' sars destroyed after minutes have
MINUTES & BYLAWS Ppr ¥ been adopted; GC §34090 et
seq.
Airport Operations (FAA Circulars Mag,
PW / Airport PW-004 etc) ' | Superseded Superseded ﬂ Yes Mfr, OD, S No GC §34090
. Por
l Airport State License {Safety Expiration of Explration of B Mag, Covers all statute of imitations;
PW [ Airport PW-005 ) License + 4 License + 4 Yes Mfr, 0D, S No ’
Inspections) years years i Ppr GC §34090, CCP §337 et seq.

Los Banos, CA.
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-2
?Rf::::rzf Retention No.i Records Description Retention / Disposition | Comments ! Reference

B : | . | Destroy

Inactive Total i Med Ill;nage. Paper

Active ota . ! Media | Isimport

(OFR) (in office) | (RecOrds { potention | V7 options| memer | 2T
Center) _ Imaged &

$=Scan ac'd?

if the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years}, since destruction is normall,

Litigation, complaints, claims,

public records act requests, audits and/or investigations suspend norrnal retention pericds (retention re

erformed by file folder,
sumes after settlemen

t or completion).

Department Preference
{consistent with Code
Enforcement and Operational
Complaints); Statewide

CalTrans Aeronautics Inspections R Magq, Yes: 2 |Guidelines recommend Current
PW / Airport PW-006  |{Annual - includes letters of 3 years 3vyears . Mfr, OD, S/ )
corrections and citations} : Ppr years |Year + 1 0 years for Runway
Inspections, Current Year + 2
years for Safety Self-
Inspections; GC §34090 et
seq.
Certificates of Insurance - PRE R Mag, Yes: After Covers Statute of Limitations;
PW / Airport PW-007  |Miscellaneous (cant match to a 5 years S years Mfr, OD, S 1, CCP § 337 et. seq., GC
FBO or Hangar / Tie Down) g Ppr year 1s34090
Department Preference
(consistent with other Code
Citations / Code Enforcement PR Mag Enforcement and Operational
PW / Airport PW-008 Act:ons ! No.tsces of Violations Resolution + Resolution + Mfr, OD. S/t Yes: 2 Co‘mp?alnts); Statewide
(includes noise and safety 3 years 3 years Por years iguidelines recommend Current
complaints) Year + 10 years for Noise
Monitoring & Comptaints; GC
_ §34090 et seq.
, When No When No - Mag, ] . ]
PW /Aiport | PW-009 E‘:’;’m‘r‘: SL'ES dﬂ;’v‘;’:‘:g“f:n':szg;’ Longer Longer Yes |Mfr,OD.| M Yﬁzcﬁ\f‘:" Z{Z’:'“‘W Record; GC §34060
' Required Required - Ppr a
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-3
Office of . N - - -
Record Retention No. Records Description Retention / Disposition Comments / Reference
B T | 5 . | Destroy B |
Active o edia | IFimport
(OFR) (in office) (Records Retention Vital? Options | M=Mfr after

! Center) S=Scan imaged &
i Qc'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder {e.g. iast document + 2 years), since destruction is normally performed by file folder.

Lifigation, complaints, claims, public records act requests, audits and/or fnvestigations suspend normal retention periods {refention resumes after settlement or completion).

Paily Logs & Maintenance: Meter

PW [ Airport PW-(10 Reading & Adjustments, Facility 10 years
Maintenance Logs, (FAA Forms)
Daily Logs & Maintenance: Radio
Equipment Operatioh Records,
PW / Airport PW-011 VOR Ground Check Error Data, 10 years
Technical Performance Record
(FAA Forms)
. Y Emergency Operations / Disaster Unti
PW / Airport PW-012 Recovery / Earthquake Information | Superseded
. Transfer to
Personnel PW-013 Employee Exposure Records: Risk
Hazmat Exposure Records
Management
PW / Airport PW-014 Fuel and Gas Usage (Fuel Master) 5 years
. Upon
PW / Airport PW-015 Gate Card User Acknowledgements| Disabling of
Card
Copies-
I?W l. PW-016 Imgrovement Projects / CIP When No
Engineering Projects Longer
Required

10 years

10 years -

Until
Superseded

Transfer to
Risk

Management

5 years

Department preference; GC

Upon
Digabling of
Card
Copies - .
When No
Longer

Required

|

Mag.Ppr| s | g:er §34090, 14 CFR 171.13 -
¥ 171.213
Department Preference (no
. particular retention
Mag, Ppr S Yef' :;f:er reguirements in law);, GC
y §34090, 14 CFR 171.13 -
171.213
Mag, i )
Yes Mft, OD, 5 No g;:ct) g:’aore non-records; GC
Ppr
Mag, Yes:
Mfr, OD, s When |copies; GC §34090.7
Ppr Inactive
Department Preference (meets
Mag, Ppr municipal government auditing
standards), GC §34090
Yes M[;fagb SV Yes: After Transitory records; GC
F" ' Inactive [§34090
pr -
Mag, .
Yes |MirOD,| smn | oo A%Mcopies GG §34090.7
Por nactive

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-4
(::i::r:f %Retention No.’ Records Description Retention / Disposition Comments / Reference
B "—l | Destroy
’ Active | Inactive Total Media | liTn:;gz}t Paper
(OFR) (in office) (ﬁ::::;ds Retention Vital? Options | M=Mfr Im:ﬂ:; Y
" $=Scan 1 Qg'd? |

Vit the record is not listed here,

refer to the Retention for City-Wide Standards

Retentions begin when the act is complieted, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Lr‘tigatr’on, complaints, claims,

ublic records act requests, audits and/or investigations suspend normal retention periods {retention resumes affer settlement or completion).

Copies-
CityClerk | PW-017  |Master Plan When No
Longer
Required
. MSDS (Materiat Safety Data
PW / Airport PW-018 Sheets) Masters 2 years 28 years
PW / Airport PW-019 NEDES Permit (_Stormwater Expiration + 2
Discharge Permit) years ]
. Stormwater: Chain of Custody,
PW/Aiport | PW-020 13 i ance Information, Lab Reports 3 years
Stormwater; Industrial Notices / .
PW /Aiport | PW-021 |Code Enforcement / Violations / | esowution *
. 3 years
Spill Response

Copies -
When No
Longer

Required .

30 years’

Expiration +
2 years

3 years

Resolution +
3 years

Mag, .
Yes |Mfr,OD,| Mfr Yles' ARSI - opies; GC §34090.7
nactive
Ppr
MSDS may be destroyed as
long as a record of the
Mag, Yes: chemical / substance / agent,
Mfr, OD, S When |(where & when it was used is
Ppr Inactive |maintained for 30 years;
Applies to qualified employers;
8 CCR 3204(d{1XB}2 and 3)
Consistent with Statewide
Yes  |Mag, Ppr Guidelines; GC §34090
Code of Federal Regulations
Mag. Ppr requires 3 years; 40 CFR
122.41(%2)
Mag, Yes 2 Code of Federal Regulations
Mfr, OD, 571 i requires 3 years; 40 CFR
Ppr Years 1122 41()2)

Los Banos, CA. ©19952014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-5
ORT::r:f [Retention No.; Records Description Retention / Disposition Comments / Reference
T | Destroy
| Active | Inactive Total Media s.'-.Tn?.fﬁ;t Paper
(OFR) {in office) {Records Retention Vital? Options | M=Mfr after
Center) $=Scan Imaged &
Qc'd?
B e —— . _ ——

If the record is nof listed here, refer fo the Retertion for City-Wide Standards

[Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 vears), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audils and/or investigations suspend normal retention periods (retention resumes after setflement or completion).

. PW/ENGINEERING - - R L
Department preference; Finals
. Mag, . are maintained by City Clerk;
Eng‘i’r‘g ;rmg PW-022 ‘:‘Sbtf::;;“;“seﬂ:: e; Vacations P P Yes(al) [M,OD.| S it g e [Department file may include
Ppr correspondence; GC §34090
et seq.
. Mag
PW/ Aerial Maps / Photographs - Analog y Yes: After| Department Preference; GC
Engineering PW-023 or Digital & Index to Aerials P P M, OD, s QC & OD 1534090
Ppr
Assessment District / Community
Facilities Districts / Maintenance Department Preference;
District / Landscape & Lighting / Cver | Mag, . re.|Statute of Limitations is 4 - 10
PW/ PW-024 Street Improvement District P p Yes: Until Mf. OD s/ Yes: After years (for Errors & Omissions):
Engineerin Projects / Underground Utility Completed ! ! QC & OD ’
9 9 Distriots P Ppr gg 3?333;}433;'; (a), 337.15,
{FORMATION, BOUNDARIES, ' § :
ENGINEERS REPORTS, MAPS)
Mag
PW /[ ' Yes: After|Department Preference; GC
Engineering PW-025 Benchmarks P P Mf::,’ FgD, Si QC & OD |§34090

Los Banos, CA. ©1995-2014 Gladwel! Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-6
Office of . e . ) "
Record Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) - Active (Records - Total 1 vitar Me_dla I-ITport after
(in office) Retention Options | M=Mfr
Center} S=Scan Imaged &
- Qcd? |

If the record is not listed here,

refer to the Retention for City-Wide Standards

Lr‘tigatr’on, complaints, claims,

ublic records act requests, audits and/or investigations suspend normal retention periods {refention re

Retentions begfn when the act is comEIeted, and imelz a full file folder ‘e.g. last document + 2 years), since destruction is n

ormaily performed by file folder.

sumes after seftlement or completion).

Exemptions, Materials Testing Reports,
Grading Permits, Insurance Cerlificates,
Hazardous Materials Plans, Nofice of
Completion, Photos, Soils Repors,
Studies, Submittals, Surveys, etc.

Capital Improvement Projects (CIP): 1 years or jCompletion +
Administration File After 10 years or
- Funding BAfter Funding
PW/ ¥ Project Administration, Certified Upen Agency Agency
) . PW-026 ; . o o
Engineering Payrolls, Construction Manager's Logs, | Completion | Audit, if Audit, if
Daily Inspections, Project Schedules, required, required, .
Progress meetings, Real Estate whichever is] whichever is
Appraisafs, RFis & Responses, etc. longer longer
Capital Improvement Projects (CIP): S
Permanent File o
Plans, Specifications & Addenda, -
Agreement / Contract, Successful R
PW/ Proposal, Change Orders, EIRs, Upon e
. . PW-027 i . P I
Engineering Negative Declarations, Categorical Completion R

Yes: Until
Completed

Mag, Ppr

Some grant funding agencies
require audits; Statute of
Limitations for Errors &
Omissions is 10 years;
Published Audit Standards=4-7
years; Statute of Limitations:
Contracts & Spec’s=4 years,
Wrengiut Death=comp. + 5
years, Developers=comp. + 10
years; Statewide guidelines
propose termination + 5 years;
CCP 8337 et. seq., GC §34090

Yes: Until

L Completed

Yes:
Complet.
+10
years

Mag,
Mfr, OD,
Ppr

SN

Department preference;
retained for disaster
preparedness purposes;
Statewide guidelines propose
Permanent for infrastructure
plans; GC §34090¢

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-7
?::::r;f Retention No, Records Description Retention / Disposition Comments / Reference
o | Image: Destroy B
’ . Inactive . " | Paper
Active Total - Media | I=!mport
{OFR) (in office) (Records Retention vital? Options | MzMfr | after
Center) S=Scan Imaged &
Qc'd?

¥ the record is not listed here,

refer to the Retention for City-Wide Standards

Litigation, complaints, claims,

Refentions begfn when the act is comE!eted, and imeiz a full file folder (e_g. last document + 2 years), since destruction is normally performed by file folder.

ublic records act requests, audits and/or investigations suspend normal retention periods (retention resurmnes after seftlement or compietion).

Lead Dept. PW-028 CorresPondence - Regulatory p
Agencies
City Clerk PW-029  |Deeds, Easements, Liens P
PwW/ . .
. ) PW-030 Design & Construction Standards P
Engineering
Drawings, Maps, Plans and Record
i?Wa'l PW-031 Drawings, Large-Format Dr'awmgs. P
Engineering Survey Record Maps, Capital
Improvement Project "As-Builts”
Engineering Studies / Surveys -
PW/ Preliminary Studies / Project
Engineering PW-032 | nssessments (Not Acquired or 15 years
______ ) Developed)
I?W I_ PW-033 En‘gmeerlng Studies / Surveys (City P
Engineering Built Projects)

15 years

Department preference; Some
Yes: While] Mag, Yes: After correspondence from
Active Mfr, OD, S Q c Regulatory Agencies need to
Issues Ppr be retained for fong periods of
| time; GC §34090
Department preference; Finals
Mag, . are maintained by City Clerk;
Yes (all) |Mfr,OD,| S \g’g &Ag‘;’ Department file may include
Ppr correspondence; GC §34090
et seq.
B Maag, ) ) R
Mfr OD s/l Yes: After{Department Preference; GC
FI’ ! QC & OD (§34090
pr .
Drafts should be destroyed;
Mag Some maps are also retained
' Yes: Afteriby Planning; Selected maps
Yes (all) Mf::',;:D' S QC & QD |are retained in Public Works
for administrative purposes;
GC §34090, 34000.7
Maag, . .
Mfr OD s/l Yes: After;Department Preference; GC
: : QC & OD |§34090
Ppr
Mag, ) ]
Mfr OD S/ Yes: AfteriDepartment Preference; GC
P'pr ' QC & OD {§34090

Los Banos, CA, ©19952014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-8
%T::r;f Retention No. Records Description Retention / Disposition Comments / Reference
| | - - T § Destroy |
! ! Inactive Image: Paper
Active Total ] Media | i=import

(OFR) (inoffice) | (oo™ I porention | V™7 |options | m=mer | 3fteT |

Center) _ Imaged &
1 S=Scan l acd?

If the record is not listed here,

refer to the Retention for City-Wide Standards

Litigation, complaints, claims,

Retentions begin when the act is campleted, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

ublic records act requests, audits and/or r‘nvestfgations suspend normal retention periods (retention resumes after seftlement or completion).

Environmental Services / Solid
PW / Waste / AB 938 Compliance; Department Preference; GC
Engineering PW-034 Reports to California integrated 10 years 10 years Mag, Ppr §34090
Waste Management Board, etc. -
Geotechnical and Soils Reports; Mag, . .
e '?r:’: e’ﬂn PW.035  |Hydrology Reports (Authored by the P P Mfr,OD,| S \gg N ggfgg‘;“e”t Preference; GC
9 9 City or their contractors) ' [ Ppr
- Mag
PW/ . ¥ Yes: After|Department Preference; GC
Engineering PW-036 Grading Plans P P Mf::.’ FaD. S QC & OD 1534090
PW/ PW-037 Landfl 7 P '.'P Yes (all ang’D s Yes: After!Department pfe-ference; GC
Engineering _ Fl'pr ’ QC & OD {§34090 et seq.
Department Preference;
PW/ g NPDES Monitoring and Inspections - S Monitoring records required for
Engineering | 0% | stormwater 10 years 10years . Mag, Ppr 3 years; 40 CFR §§122.21,
122.41; CCP §337 et seq.
. Department Preference;
PW/ . ' Yes: Until Menitoring records required for
Engineeing PW-039 NPDES Permits - Stormwater 10 years P P Expiration Mag, Ppr 3 years; 40 CFR §§122.21,
_ 122.41; CCP §337 et seq.
Building PW-040  {Plan Checks for Building Permits P P Mag, Ppr :t':'e'!f;maw drafts; GC §34090

Los Banos, CA. ©1995-2014 Gladweil Governmental Services, inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-9
i !
%Tg:r:f !Retention No. Records Description Retention / Disposition Comments / Reference
.... - . | Destroy
Active | [nactive Total Media |iTr:s§;1 Paper
(OFR) (inoffice) | (RecorS ¥ potention | V7 |options| m=mpr |, "
Center) §=Scan Imaged &
Qc'd?

If the record is not listed here,

refer to the Retfention for City-Wide Standards

Relentions begfn when the act is comeleted, and imelz a full file folder (e.g. last document + 2 years), since destruction is normally performed by fife folder.

ublic records act requests, audits and/or investigations suspend normal retention periods (retention resumes after settfernent or completion).

Lr’tr’gatfon, complaints, claims,

PW/

) . PW-041
Engineering

Private Development Projects / Job
Files: Administration File

Construction Inspections, Photos,
Private Lab Verifications, Testing Lab
Final Reports

Examples: CUPs, Lot Line
Adiustments, Parcel Maps, Precise
Afignment, Specific Flans, Spiit Lots,
Subdivisions, Tracts,. TPMs, TSMs

Upon
Comgpletion

10 years

PW/

, . PW-042
Engineering

Private Development Projects / Job
Files: Permanent Files

Drainage, Driveway, Encroachments,
Grading Plans, Righis of Way,
Stormwater, etc.

Dedications, Easements,
Abandenments (City Clerk is OFR)

Examples: CUPs, Lot Line
Adjustments, Parcel Maps, Precise
Alignment, Specific Plans, Split Lots,
Subdivisions, Tracts, TPMs, TSMs

Upon
Completion

Completion +
10 years

Yes: Until
Completed

Mag, Ppr

Statute of Limitations for Errors
& Omissions is 10 years;
Published Audit Standards=4-7
years; Statute of Limitations:
Contracts & Spec's=4 years,
Wrongful Death=comp. + 5
years, Developers=comp. + 10
years; Statewide guidelines
propose termination + 5 years;
CCP §337 et. seq., GC §34090

Yes: Until
Completed

Mag,
Mfr, QD,
Ppr

Sh

Yes: After
QC & OD

Depariment preference;
retained for disaster
preparedness purposes;
Statewide guidelines propose
Permanent for Infrastructure
plans; GC §34090

Los Banos, CA. ©1995-2014 Gladwell Governmentat Services, Inc. - all rights reserved
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if the record is not listed here,

refer to the Retention for City-Wide Standards

Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-10
cl}::i:::r:f ‘Retention Ne. Records Description Retention / Disposition Comments / Reference

§ | i | Destroy

Inactive Total | Med llr!nage;-t Paper

Active o . edia | I=impo

(OFR) (in office) {Records Retention Vital? Options | M=Mfr after
Center) S=Scan Imaged &

QC'd?

Retentions begin when the act is completed, and imply a full file folder {(e.q. last document + 2 years), since destruction is normally performed by file folder.

Litigation, complaints, claims,

ublic records act requests, audits and/or investigations suspend normal refention periods (retention resumes after settlement or completion).

City Clerk PW-043 Real Property Acquisitions / Sale P
PW / ]
. - P
Engineering PW-044 Rights of Entry
F.)W 'r. PW-045  |Studies - Transportation 10 years
Engineering
PW / ; Survey Field Books {(Authored by
Engineering PW-046 the City) 10 years P
State of SWITRS - Statewide Integrated When No
. PW-047 ) l.onger
California Traffic Records System Required
PW/ PW-048 | Traffic Complaints 10 years
Engineering —
PW / .o
Engineering PW-049  |[Traffic Signal Inventory 10 years
F.’W !. PW-050 Traffic Signals P
Engineering

10 years

P

When No
Longer
Required

10 years

10 years

Department preference; Finals

Mag, Yos: After2r€ maintained by City Clerk;
Yes (all) | Mfr, OD, ) QCl & 0D Department file may include
Ppr correspondence; GC §34090
et seq.
Yes (all) angb g mYes: After I;)epartment preference; GCQ
Fl’pr ! QC & 0D {§34090 et seq.
Drafts / source records entered
Mag Por into database and not retained
are in the ordinary course of
business; GC §34020
Department preference; GC
Mag, Ppr §34090 et seq.
Mag Ppr Non-Records {Sheriff)
Department preference; GC
Mag, Ppr §34090
Mag, ) Department preference; Drafts
Yes Mfr, OD, s YQe.-Cs &A(;tgr should be destroyed; GC
Ppr §34090
Mag, ] Department preference; Drafts
Yes (Mf,OD,| S Eeé &Aggr should be destroyed; GC
Ppr §34090

Los Banos, CA, ©1905-2014 Gladwell Govemmental Services, Ine. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-11
%T::r:f lRetention No.% Records Description Retention / Disposition Comments / Reference
' ’ | Destroy | 7
Inactive Total Med ;Tage. Paper
Active ota . edia | I=lmport
(OFRy {in office) (Records Retention vital? Options =Mfr after
] Center) S=Scan Imaged &
QC'd?

If the record is not listed here,

refer to the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, complaints, claims,

ublic records act requests, audits and/or investigations suspend normal retention penods (retention resumes after sefflement or completion).

When No When No
Longer Longer Mag, ) .
co Wl | PW.0S1  |Traffic Studies / Traffic Counts Required - Required - Mfr, OD,| S \gié &Aggr g;fggé" ent preference; GC
gineering Minimum 10 Minimum 10 Ppr
years years _ _
, Mag, ] Department preference; Drafts
PW/ Pw.os2 | ransportation Master Plans / P P Yes |MfOD,| s |'o% AT ouid be destroyed; GC
Engineering Traffic Master Plans Ppr QC & CD §34090
When No When No .
Tree Commission Longer Longer - I ,
En l?r:l:elrin PW-053 Required - Required - Mag, Ppr g”?g‘é's g;%g(l)e;i in the project
¢ 9 AGENDAS, AGENDA PACKETS. | Minimum 2 Minimum 2 e, GC § :
years years
Notes taken to facilitate the
Tree Commission Mag, . writing of the minutes can be
£ ':;’: e’ﬁng PW-054 P P Yes |MOD,| s [ Adestoyed after minutes have
9 MINUTES & BYLAWS Ppr ¥ been adopted; GC §34090 et
seq.

Los Banos, CA. ©1995-2014 Gladwell Governmenta Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-12
%T::r;f Retention No, Records Description Retention / Disposition Comments / Reference

. | Destroy

Inactive Image: Paper

(OFR) Active (Records Total Vital? Media | i=lmport after
(in office) Center) Retention Options SM:SH:;; Imaged &

QC'd?

S

o N . A
}if the record is not listed here, refer to the Retention for City-Wide Standards

HRPORRN
Retentions begin when the act is comgl\stedi and imelz a full file folder (e.g. fast document + 2 zearsgi since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audits and/or invastigations suspend normal retention periads (retention resumes after setflement or completion).

o i . e L PW ! OPERATIONS - FLEET o
Operations PW-055  |Vehicle & Equipment Database Indefinite Indefinite Yes Mag ?‘?;?r;?:::-lg g %‘ggg;ge
Fleet '
Department Preference; If a
motor carrier, required for 18
Vehicle & Equipment History Files Disposal of Disposal of months after V?h'de 1S S.OIdf
PW / Vehicle or Vehicle or CHP requires life of vehicle;
Operations PW-056 . . . . Mag, Ppr OSHA requires 1 year; 8 CCR
Fleet Malr_utena‘nce. Smog Certificates, Equipment + Equipment + § 3203(b)(1); 48 CFR
Reqgistrations 2 years 2 years 396.21(b)(1): 49 CFR 396.3(c):
CCP §337 et. Seq., GC
§34090
_ e ————r——— e
[ . . _ PWI/ OPERATIONSHPARK +STREETS & TREES . _
Aboveground Petroleum Storage
PW / Tanks (City Owned) Department Preference;
Operations Mag applies to both Tier | and Tier 1
! Spilt Prevention Control and : Yes: After{Tanks; (Tier Il tanks are
Stl:::t(ss’ & PW-057 Countermeasures {(SPCC), 20 years P P Mﬁ; ?D’ S QC & OD required to have an integrity
Trees' Inspections, integrity Testing, P test every 20 years);, GC
Maintenance, Repairs §34090
PW /
Operations, .
Parks, PW-058 AQMD Permits (Generators, etc.) Current + 2 Current + 2 Mag, Ppr Department Preference; GC
years years §34090
Streets, &
Trees

Los Banos, CA. ©1995-2014 Gladweli Governmental Services, Inc. - alf rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-13
%T::r:f lRetention No.% Records Description Retention / Disposition Comments / Reference
; i

| Destroy

Active Inactive Total Media Il?n:g:;t { Paper

R - 1

(OFR) (in office) | (ReOrdS { oorontion | V7 loptions| memer | 2feT
Center) S=Scan {Imaged &

— | ac'd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Litigation, complaints, claims,

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years)}, since destruction is normall

erformed by file folder.

ublic records act requests, audits and/or invesfigations suspend normal refention periods (retention resumes after settlement or completion).

PW /
Qperations,
Parks,
Streets, &

Trees

PW-059

Fuel and Gas Usage Logs

5 years

PW [/
Operations,
Parks,
Streets, &
Trees

PW-060

Generator Operation Logs (for fixed

! stationary generators) /
Inspections

3 years

PW /
Operations,
Parks,
Streets, &
Trees

PW-061

Hazardous Waste Manifests /
Certificates of Disposal

5 years

PW /
Operations,
Parks,
Streets, &
Trees

PW-062

Operations & Maintenance Manuals

(O&M Manuals)

Life of Facility
or Equipment

PW /
Operations,
Parks,
Streets, &
Trees

PW-063

Park Inspections

2 years

5 years

3 y'eérs

tifeof -
Facility or -

Equipment

2 years

Mag, Ppr

Department Preference {meets
municipal government auditing
standards); GC §34020

Mag, Ppr

Department Preference (2
years is required by AQMD);
GC §34090

Mag,
Mfr, OD,
Ppr

Yes: After
QC & 0D

Department Preference (test
results for hazardous waste
generators are required for 3
years); 40 CFR 262.40, 8 CCR
3204(d){1}(A), 22 CCR
66262.40

Mag, Ppr

Department Preference; GC
§34090 et seq.

Mag Ppr

Department Preference
(agricultural pesticide records
are required for 2 years); GC
§26202; 3 CCR 6623, 40 CFR
171.11 et seq.

Los Banos, CA. ©19952014 Gladwell Governmental Services, inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-14
Office of . e . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
1 = ]
. nactive . per |
Active Total . Media | I=lmport
(OFR) (in office) | (Records I potention | V7 options | memr | T
Center} S=Scan Imaged &
] ! QC'd?

if the record is not listed here, refer fo the Retention for City-Wide Standards

Retentions begin when the act is completed, and imply a full file folder {e.g. fast document + 2 years), since destruction is normally performed by file folder.

Liﬁgation, complaints, claims, public records act requests, audits and/or fnvestigatr’ons suspend normal retention periods (retention resumes after settfement or completion).

PwW / Department Preference
Cperations, {agricuitural pesticide records
Parks, PW-064 Pesticide Application Records 2 years 2 years Mag Ppr are required for 2 years);, GC
Streets, & 3 §26202; 3 CCR 6623, 40 CFR
Trees 171.11 et seq.
Ongﬁ;ns Pre-Trip Inspections / DOT Program L
! ! CHP Inspections / Vehicle Safety .
Parks, PW-065 Checks / Daily Vehicle Inspections / 2 years 2 years . Ppr GC §34090
Streets, & Daily Equipment Checks '
Trees y=aq p B - -
Opepramiic;’ns . Department Preference
! g Underground Service Alerts (USA's) . . {required for 3 years); GC
Parks, PW-088 | Our Locate and Marks Only 3 years Syears Mag, Ppr §§4216.2(d) & 4216.3(d),
Streets, &
34080
Trees N )
PW /
Operations, BT 22 CCR 66266.130(c}5), H&S
Parks, PW-087 Used Oil Disposal 3 years 3years | Mag, Ppr §25250.18(b), 25250.19(a)(3)
Streets, & et seq.
Trees - n ~ N
PW /
Operations, Work Orders / Service Requests o - .
Parks, PW-068 CMMS DATABASE {Computerized Indefinite Indefinite - Mag g;;ggzmterrelated, GC
Streets, & Maintenance Management System)
Trees

l.os Banos, CA. ©1995-2014 Glagwel Governmental Services, Inc. - all rights reserved
Do net duplicate or distribute without prior written permission from GGS (909) 337-3516
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-15

ORT:: r:f Retention No.t Records Description Retention / Disposition Comments / Reference
j WL 1
| | Destroy
. Inactive \ tmage: Paper
(OFR) Active | o ocoras | 1ot vitarp | Media | I=lmport | o
(in office) Retention . Options | M=Mfr
Center) : S=Sca Imaged &
"1 acd?

If the record is not listed here, refer to the Retention for City-Wide Standards

Retentions begr‘n when the act is comeleted, and ime!z a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audits and/or investr'gations suspend normal retention periods (refention resumes after settiement or compietion).
PW / Work Orders / Service Requests -

Operations, All Information Entered in CMMS | When No When No Preliminary drafts {the
Parks, PW-069 Database Longer Longer Mag Ppr database is the originatl), GC
Streets, & Required Required §34090
Trees {(Paper drafts) 13

Work Qrders / Service Requests -
NOT entered in CMMS Database

PW 1 {or partial information entered into -
Operations, CM&S Database) ' L City Preference; CCP §§338 et
Parks, PW-070 5 years § years - Mag Ppr seq., 340 et seq., 342, GC
St;s;:;sé & {Division providing service retains §5945.6, GC §34090

originals; Division requesting
service is considered a copy)

Los Banos, CA. ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-16
?!T::r:f Retention No, Records Description Retention / Disposition Comments / Reference

., | Destroy

Inactive Total Med lll:'\age;t Paper

Active o . edia | I=impo

(OFR} (in office) (iéecords Retention Vital? Options | M=Mfr after
enter) S=Scan Imaged &

Qc'd?

I,

If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder (8.g. last document + 2 years), since destruction is normally performed by file folder.

L ifigation, complaints, claims, public records act requesis, audits and/or investigations suspend normal retention periods (relention resumes after setflement or completion).

e R . PW /! RECREATION .
PW / Accident / Incident / First Ald /
Recreation PW-071 Mishap Reports (Minor injuries - 2 years 2 years
bandages, scratches, etc)
Activity / Special Programs / When No Wh
. . en No
oW 1 Special Event Files Longer Longer
Recreation PW-072 Children's Programs, Cultural Arts, n:i?:::ﬁ: -2 :;?::Le:' '2
Sports, Seniors, Filming, Theatre a rs
Programs etc. years yea
PW / When No When No
R . PW-073 Check In List / Sign in Lists Longer Longer
ecreation : -
Regquired Required
Contracts: Class Instructors J
PW/ . Completion +
Recreation PW-074 Includes Insurance Certificates and Complstion 5 years 5 years
Administration Records
—
PW / Donations of Art Work or Product Life of the | Life of the
Recreation PW-075  [(Records Pertaining to Art Acquired | Completion | Author + 20§ Author + 20
by the City) years years

Mag, Ppr GC §34000
Department preference; GC
Mag, Ppr §34090
Department Preference
(Transitory record not retained
Mag, Ppr in the ordinary course of
business); GC §34080
. Yes: |Department preference;
Yes: Mag, Upon [Statute of Limitations:
Before | Mfr, OD, Si . tom .
Completion| Ppr Completio |Contracts & Spec's=4 years;
n CCP §337 et. seq., GC §34090
Rights of authors extend for
the life of the author's); State
Ma law allows a written contract to
9, extend rights for an additional
Mfr, OD,

Por 20 years; 4 years to meet
auditing standards; 17 USC
106A(d); GC §15813.5; GC
§34090

Los Banos, CA. ©1995-2014 Gladwell Governmentat Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-17
Office of . o . . "
Record Retention No. Records Description Retention / Disposition Comments / Reference
- . | Destroy
Inactive i Ir'nage. Paper
Active | Tota \ Media |I=import
(OFRy {in office} | (Records Retention Vital? Options | M=Mir after
l Center) S=scan Maged &
Qc'd?

If the record is not listed here,

refer to the Retention for City-Wide Standards

Litigation, complaints, claims,

ublic records act requests, audits and/or investigations suspend normal retention periods {retention resumes after settlement or completion).

Retentions begin when the act is comg!eted, and imelz a full file folder ‘e.g, last document + 2 years), since destruction is normally performed by file folder.

Depariment Preference

PW/ Evaluations/Surveys {Program When No When No {Transitory record not retained
. PW-076 . Longer Longer Mag, Ppr h :
Recreation Evaluations) Reauired Required in the ordinary course of
4 €4 business); GC §34090
PW/ Facility Use Rental Contracts / Field Yes: ]
. PW-077 2 years 2 years Before |Mag, Ppr GC §34090
Recreation Use Contracts Event
When No WhenNo { Brown Act chall ‘b
Parks & Recreation Commission Lenger Longer rown_ C cnailenges must be
PW/ ; h filed within 30 or 90 days of
Re tion PW-078 Required - Required - Mag, Ppr action; GC §§34090
creat AGENDAS, AGENDA PACKETS. | Minimum 2 Minimum 2 m GC§ ‘
54960.1(c)(1)
| years years i
Notes taken to facilitate the
Parks & Recreation Commission Mag, . writing of the minutes can be
Rec’)m“";iion PW-079 P P Yes |MiOD| s |7 g::’ destroyed after minutes have
MINUTES & BYLAWS ' Ppr y been adopted; GC §34090 et
| seq. ]
PW/ . . e Department Preference; data is
Recreation PW-080 Recreation Database Indefinite Indefinite Mag interrelated; GC §34090
Registration Forms / Reservation
Forms / Application Forms / Fee & _
PW/ Charge / Liability Forms / Release L
Recreation PW-081 of Liability Forms / Permissions / 2 years 2 years Ppr GC §34060
etc.: Camps, Field Trips,
Authorization to give Medicine, etc.
Los Banos, CA. ©19952014 Gladwell Governmental Services, Inc. - all rights reserved
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$=Scan

Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-18
C:;i:zr:f ‘Retention No. Records Description Retention / Disposition Comments / Reference
... b - + .. - - . ——

| Image: Destroy |

. Inactive . " | Paper

Active Total . Media | I=lmport

(OFR}y | {in office) (Records I o tention Vital? Options | M=Mfr after

Center} Imaged &

| QC'd?

if the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folder {e.g. last document + 2 years), since destruction is normally performed by file folder.
Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods {retention resumes after settfement or completion).

Department Preference
PW/ Sign-in / Sign-out sheets {Day When No When No (Transitory record not retained
. Pw-082 Longer Longer Mag, Ppr : ;
Recreation camp, etc.) Required Required in the ordinary course of
eq business); GC §34090
"~ WhenNo | When No ]
Longer Longer _
PW/ PW-083  |Special Events & Programs Required - Reguired - Mag, Ppr Department preference; GG
Recreation .
Minimum 2 Minimum 2
years _ years
PW/ PW-084  |Waivers of Liability 2 years 2 years Mag, Ppr GC §34090
Recreation 4 y 9.Fp
Los Banos, CA, ©1995-2014 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-18
?::i::r:f Retention No. Records Deseription Retention / Disposition Comments / Reference
image: Destroy
Inactive _ * 1 Paper
(OFR) (i: g'fhl':e) (Records Re.:::::on viear? On::i?)i:s l—I\::"l'—.'I\I:;"I‘f):t after
Center) _ Imaged &
S=Scan 1 ac'd?

. - N
if the record is not listed here, refer to the Retention for City-Wide Standards

: Retentions begin when the act is come!etedi and imelz a full file folder ‘e. g last document + 2 zearsgi since destruction is normaﬂz Eerfonned bzﬁle folder.,

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods {retention resumes after setflement or completion).
PW / SOLID WASTE & RECYCLING -
e oy

Public Works Mag, Yes: After Department preference (City
/ Solid Waste PW-085 [Hazardous Waste Manifests 10 years P P Mfr, QD, S/t Q c has "cradie to grave" liability);
& Recycling Ppr GC §34090
Public Works .
/ Solid Waste| PW-086  [LandSil P p Mag, Ppr Department preference; GC
, §34090
& Recycling
Pubiic Works Mag, Yes: After Consistent with City-wide
! Solid Waste PwW-087 |Recycling / AB 939 Compliance 10 years 10 years Mfr, OD,] S/I QC standards for contract
& Recycling Ppr administration
Public Works . .
{ Solid Waste PW-088 g?:t?szvc:ﬁe Tonnage Reports / 10 years 10 years Mag, Ppr g;fggén ent preference; GC
& Recycling
1
Public Works - . s N~ .
/ Sofid Waste PW.089 Solid Waste Transfer Station Expiration + 2 Expiration + Mag, Ppr Department Preference; GC
& Recydling Permits years 2 years §34090

Los Banos, CA. ©1995.2014 Gladwell Governimental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-20
Office of . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: D:as;::'y
Active Total Media : I=Import
(OFR) (in office) | R°°%TS § cotention § V7 loptions| memer | 2T
Center) S=Scan imaged &
- Qc'd?
if the record is not listed here, refer lo the Retention for City-Wide Standards
Ratentions begin when the act is completed, and imply a full file folder {e.g. fast document + 2 years), since destruction Is normally performed by file folder.
Litigation, compilaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after seftlement or comnpletion).
s L o . - PW I WASTEWATER ... _ . o L
CCTV Collection Line Inspection When No When No
Tapes / Video Inspections / Video Longer Longer .
Y al‘-‘tWI ter PW-080  |Tapes or Digital Recordings Required - Required - Mag g;fgg;‘ :tnst Preference; GC
siewa (Maintenance, where Wastewater | Minimum 10 Minimum 10 €q.
Management is the Lead) years years
PwW/ . Minimum 2 Minimum 2 Department Preference; GC
Wastewater PW-091 Complaints years years Mag, Ppr §34090
Code of Federal Regulations
Lead Depart. PW-092 Confined Space Entries 3 years 3 years Mag, Ppr requires 3 years; 40 CFR
122.41()(2}
Department Preference; Some
- - Yes: While correspondence from
Waspt\;\\’w;ter PW-093 :o::i:::::dence Regulatory M:m;naur;n 10 Mlmemaurrsn 10 Active [Mag, Ppr Regulatory Agencies need to
g Y 4 Issues be retained for long periods of
time; GC §34090
PW/ Lab Reports & Chains of Custody: If treating water, required for 5
Wastewater | | V09 |\astewater Treatment Syears S years Mag, Ppr years; 40 CFR 122.41(}(2)
Lift Station - Inspections,
Maintenance, Repairs, Service - -~ Department Policy; WC
Wa;‘;" Jater PW.095 |Requests, Alarm Recording, Logs, M'“"::r’: 10 M'"‘:‘:r': 10 Mag, Ppr §13263.2(b) et seq.; 40 CFR
Charts, Flow Monitoring, Voitage 4 ¥ 122.41(j){2)GC §34000
Readings, Permits
PW / Maintenance, Cleaning, Repairs, Department Policy; WC
Wastewater PW-096 |Stoppage Calls, Spills, Line 10 years 10 years Mag, Ppr §13263.2(b) et seq.; 40 CFR
Reptacement 122.41(j}(2)GC §34090
Los Banos, CA. ©1995-2014 Gladwe!l Governmental Services, Inc. - all rights reserved
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Ver. 3.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS Page PW-21
C;ffice of }Retention No.E Records Description Retention / Disposition Comments / Reference
ecord |

-

(OFR} ]

[

|
|

Active
(in office)

Inactive
{Records
Center)

If the record is not listed here, refer o the Retention for City-Wide Standards

Total
Retention

—

l Destroy | -
| Image: Paper
Vital? Me_dla I=tmport after
Options | M=Mfr
S=Scan imaged &
- Qc'd?

{Retentions begin when the act is completed, and imply a full fite folder {e. g. fast document + 2 years), since destruction is normally performed by file folder.

Utf'gaﬁon, complaints, claims,

ublfc records act requests, audits and/or investigalions suspend normal retention periods (refention resumes after settfemnent or completion).

PW/ . . Expiration + 2
Wastewater PW-087 Operating Permit years P
| PW/ | PW-008 Operations & Maintenance Manuals | Disposal of
Wastewater ! O & M Manuals Equipment
PW/ g Operator Log Books / Treatment
Wastewater PW-099 Piant Log Books 20 years
- PW Permits: Encroachment Permits,
Wastewater PW-100 Groundwater Permits, Operating P
» 4 Permits, etfc.
PW / PW-101 Permits: Pressure Vessels, Boilers, When
Wastewater etc. Superseded
PW / When No
W PW-102 Pianning and Scheduling Lenger
astewater ;
Required ]
PW/ Sanitary Spitls and Overflows
Wastewater PW-103 {SS0s) 5 years
PW / SCADA Database {Supervisory .
Wastewater PW-104 Control and Data Acquisition) Indefinite

P

Disposal of
Equipment

20 years

When

Superseded

When No
Longer
Reguired

5 years

Indefinite

Mag, | .
M. OD. s/ No g;.-f:grgnem preference; GC
Ppr | . ,
Department Preference; GC
Mag. Ppri | §34090
Depairtment Preference; 5
years for sewage sludge and
Mag. Por removal; 3 years for NPDES;
9.rp 40 CFR 122.41(j)(2); 40 CFR
122.41())}(2) & 40 CFR
141.33(b)
— .
Department preference; GC
Mag, Ppr §34000
Department preference; GC
Mag, Ppr §34090
Mag, Ppr GC §34090
oG, o .fT_ ..... _
Mfr. OD S/l es: After|if treating water, required for 5
F"pr ' QC & OD i{years; 40 CFR 122.41(j)(2)
Data is interrelated; system
Yes Mag gualifies as a "trusted system”;
GC §§34090, 12168.7
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%T::r:f lRetention No]i Records Description ! Retention / Disposition J Comments / Reference
I ——— .I T - - . s

l | i Destroy |
i Inactive Image: Paper

(OFR) Active | pecords | 1ot vitaty | Media Ji=import, g

(in office) | Retention Options | M=Mfr

A i Center) S=Scan ’lmaged &
I - QC'd?

If the record is not listed here, refer to the Retention for City-Wide Standards
Retentions begin when the act is completed, and imply a full file folderje.&!ast document + 2 years), since destruction is normally performed by file folder.
Litigation, compilaints, claims, public records act requests, audits and/or investigations suspend normal refention periods {retention resumes after settfement or completion).

5 years for sewage sludge and
removal, 3 years for NFDES;

W azt\év \A:ater PW-105 Sewage Sludge Removal 5 years 5 years Mag, Ppr 40 CFR 122.41(j}2), 40 CFR
122.41(j)(2) & 40 CFR

141.33(b)

Department Preference (the
Lead Dept. PW-106  |Underground Service Alerts {(USA's) 5 years 5 years Mag, Ppr warrantee period for work done

. -t
: Department Preference; plans
Wastewater / Sewer System : Mag, . '
pw/ PW-107  |{Management Plans (SSMP) and P P Mfr, OD.| s/1 |YeS Afterimustbe updated every 5
Wastewater h QC & QD |years, audits are required
Audits : Ppr
. every 2 years, GC §34090
P[::)\ﬁz;?: Work Orders / Service Requests o Data is interrelated; GC
aing PW-108 [CMMS DATABASE (Computerized | indefinite Indefinite Mag !
Service / Maint M t Syst §34080
Work aintenance Management System) o N - _
Division Work Orders / Service R t .
Providing ork Or ers. ervice e'ques S - When No When No Preliminary drafts (the
Servi PW-109  |All Information Entered in CMMS Longer Longer Mag Ppr database is the original); GC
ervice / : ”
Work Database Required Required §34090
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%T::r:f Retention No. Records Description Retention / Disposition Comments / Reference

(OFR)

Active
(in office)

Inactive
(Records
Center)

Media 1

Options

Total

Retention vital?

Image:
Elmport
M=Mfr
$=8can

Destroy
Paper
after
imaged &
Qc'd?

If the record is not listed here, refer tc the Retention for City-Wide Standards

Retentions begin when the act Is completed, and imply a full file folder (e.g. last document + 2 vears), since destruction is normal!

1 ifigation, complaints, claims,

erformed by file folder.

ublic records act requests, audits and/or mvestfgations suspend normal retention periods (retention resumes after settlsment or completion),

Work Orders / Service Requests -
NOT entered in CMMS Database
Division (or partial information entered into . .
Providing PW-110 CMMS Database) 5 5 Maq P City Pari:?rence, C;:P §§338 et
Service f - years years ag Ppr seq., et seq., 342, GC
s - . . §§945.6, GC §34090
Work {Division providing service retains
originals; Division requesting
service is considered a copy)
. . PW [ WATER SPOTABLE WATEP)____!__ .
i o ————— ﬂ“_ R
PW / Water PW-111 Backflow Test Results / Backflow 5 years 5 years Maq Ppr Department preference; 17
Assembly Test Reports 4 y 9.Fp CCR 7605(f): GC §34090
Code of Federai Regulations
Lead Depart. PW-112  iConfined Space Entries 3 years 3 years Mag, Ppr requires 3 years; 40 CFR
122, 41()(2}
. Department Preference {meets
Conservation Programs / Rebate o i
PW / Water PW-113 Programs / Check Requests 5 years 5 years Mag, Ppr ggggg\g standards); GC
Customer Concemns / Customer 5 years is required in State‘and
PW/Water | PW-114  |Complaints: Odor / Taste / Visual 5 years 5 years Mag, Ppr zgf;aé 'f;";g; E'i')rg)c;’zg'?;'?;'
Complaints (Correspondence) 141.33(b); 2'2 CCR 64453(a)
Environmental Agencies /
] Regulatory Agencies Minimum 10 Minimum 10 Department Preference; GC
PW / Water PW-115 years years Mag, Ppr §34090
(EPA, DHS, etc.) |
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!
O;:f:rzf ]Retention No. Records Description Retention / Disposition T Comments / Reference

o ’ [ i Destroy i

! Inactive Total ! Med Ilrlnage;-t Paper

Active ota . edia | I=lmpo

(OFR) (n office) | Records ¥ posention | V7 loptions| m=mer | 27
Center) S=Scan Imaged &!
l _ ac'd? |

if the record is not listed here, refer to the Retention for City-Wide Standards

Refentions begin when the act is completed, and imply a full file folder (e.g, fast document + 2 years), since destruction is normally performed by file folder.

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal relention periods {retention resumes after setllement or completion).

Fire Hydrant Fiow Tests

PW [ Water PW-116 {Development or Maintenance) - Minimum 10
years

Paper 3

PW / Water PW-117 Lab Re‘pons.& Chains of Cu‘stody: 12 years
Bacteriological and Organics

R I N — | S - —

Lab Reports & Chains of Custody:

PW / Water PW-118  [Chemical (Includes Chiorine 12 years
Residuals}
Lab Reports & Chains of Custody;

PW / Water PW-119 Lead & Copper 12 years

PW [ Water PW.120 Log Book (Pump Houses) 7 years

T U ——— U —

Operations & Maintenance Manuais I—Esposai of

LeadDept | PW-121 1,5 & M Manuals Equipment
Pre-Trip Inspections / DOT Program
/ Vehicle Safety Checks / Daily

Lead Dept PW-122 |venicle Inspections / Daily 2years
Equipment Checks

P ] ]

PW / Water PW-123 Pubtic Benefit Programs / Low 5 years
income, etc.
SCADA Database (Water)

PW [ Water PW-124  |(Supervisory Control and Data Indefinite
Acquisition)

Minimum 10
years

12 years

12 years

12 years

7 years

Disposal of T

Equipment

2years
Syears

Indefinite

Department Preference; GC
Mag, Ppr §34090
#—1 Mag, . Yes - Department Preference; 4gﬂ
Mfr, OD, S/l After QC CFR 14133 !
e p | soD sl |
| Department preference; State
Mag. Yes - aw requires 12 ears, Federal
Mfr, OD,| S/} | After QC aul years. .
Por 2 0D 10 years; 40 CFR 141.33(a);
i P 22 CGR §64692
Mag, Yes - [Required for 12 years or 2
Mfr, OD, S/l After QC {compliance cycles; 40 CFR
Ppr | & 0D [141.91
Department Preference; GC
- Mag Ppr §34000
Department preference; GC
o [Vea PR §34090
Ppr GC §34090
__._k__q__ﬁ__"
Department Preference (meets
Mag, Ppr auditing standards), GC
- N §34090 o
Data is interrelated; system
Yes Mag qualifies as a "trusted system”;
GC §834090, 12168.7
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%T::r:f Retention No. Records Description Retention / Disposition Comments / Reference
7{ l E - _ | Destroy |
; Inactive Image: Paper
; ! Active Total . Media | IFlmport
. i ft
(OFR) (inoffice) | ecords  potention | Y7 options| memer | 2TteT
Center) l S=Scan Imaged &}
% R ( - ac'd?_|
If the record is not fisted here, refer to the Retention for City-Wide Standards
Retentions begin when the act is compieted, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder,
1Liﬁgation, complaints, claims, public records act requests, audits and/or investigaﬁons suspend normal retention periods (retention resumes after setflement or completion).
Department Preference (the
Lead Dept. PW-125 Underground Service Alerts (USA's) 5 years 5 years Mag, Ppr warrantee period for work done
is 5 years), GC §34090
- — p N I ]
Urban Water Management Plans : . Yes: After|Department Preference
PW/Water | PW-126 | jymp) P P Yes Mf:;;:D' S| 10 years |(copies) GC §34000.7
.y Videos - Water Wells, Repairs, ' R " |Department preference; GC
PW / Water PW-127 Reservoirs, Tanks, etc, P P - Mag §34090
When When
- Superseded Superseded - .
PW [ Water PW-128  |Vulnerability Assessment Minimum 2 Minimum 2 Mag, Ppr Confidential; GC §34090
years years
- .
Water Forecasts / Urban Water Department Preference
PW [ Water PW-128  |Management Forecast/ Future 5 years 5 years Mag, Ppr Pz ne
{copies) GC §34090.7
- Developments, etc. B i
Department Preference; Meets
Water Production Reads / Reports : California Department of
PW / Water PW-130 (to State DPH & DWR) 5 years 5 years Mag, Ppr Health requirements (3 years);
GC §34090
Mag Yes - Department preference; State
Water Quality Reports / Consumer : . law requires 12 years, federal
PW / Water PW-131 Confidence Reports 12 years P _P Mﬂ;:', O'_D‘ S/ AféeégC 10 years; 40 CFR 141.33(a);
i ) P 22 CCR §64692
Woater Resources Planning o Mag. Yes: After City Preference; CCP §8338 et
PW [ Water PW-132 Historical Reports / Water P P Mfr, OD, S QC‘ & oD |89 340 et seq., 342, GC
Assessments Ppr | §§945.6, GC §34090
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(.;fﬁce of Retention No. | Records Description Retention / Disposition Comments / Reference
ecord ]

{OFR)

L

Active
(in office)

Inactive
{Records
Center)

Total
Retention

=

Vital?

|

| Image: l
Media | I=import |
Options | M=Mfr

Ii=8can

Destroy
Paper
after
Imaged &
QC'd?

If the record is not listed here, refer fo the Retention for City-Wide Standards

2l

Litigation, complaints, claims,

Refentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since desitruction is normally performed by file folder.

ublic records act reguests, audits and/or r‘nvestigations suspend normal retention periods {retention resumes after seftltement or completion).

City Clerk PW-133
PW / Water PW-134
PW / Water PW-135

iSummary

Copies -
When No
Water Supply Agreements Longer
| Required
Water Transactions - Annual
5 years
Well Records (includes Destroyed p

or Abandoned Wells)

Copies -
When No
Longet
Required

5 years

P

Mag, T
Yes Mfr, OD, 5 No GC §34090.7
Ppr
Department Preference; GC
Mag, Ppr §34090
Mag. . .
Mfr OD S Yes: AfteriDepartment preference; GC
P'pr ' QC & 0D (§34090
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EXHIBIT B




Date: Department:

RECORDS DESTRUCTION AUTHORIZATION FORM

The records listed below (or on the attached list) are scheduled to be destroyed, as indicated on the Records
Retention Schedule.

The records are not the subject of any claim, litigation, investigation, or audit.

(List records here, or attach a list)

___ Shredding is Reqguired (Records contain private information)

DOCUMENTS HAVE BEEN REVIEWED AND APPROVED FOR BESTRUCTION

Bepartment Head / Division Manager Date
City Clerk Date
City Attorney Date

(Complete after destruction has been performed, if done by City Employees. If destruction is performed by a
commercial vendor, have them provide you with a certificate.)

1 HEREBY CERTIFY that the items listed above have been destroyed in accordance with City policies and
procedures:

Employee Performing Destruction Date

€©1098-2013 Gladweli Governmental Services, Inc.
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Agenda Staff Report

TO: Mayor & City Council Members

i
FROM: Mark Fachin, P.E., Public Works Director/City Engineer /)/}71 / Qﬂi_ﬁ,

DATE: October 15, 2014
SUBJECT: Budget Amendment for Expenditure of Combination Sewer Cleaner Truck
TYPE OF REPORT: Consent Agenda

Recommendation:
That the City Council adopts the Resolution approving Budget Amendment for
expenditure of Combination Sewer Cleaner Truck.

Background:

The City of Los Banos approved the purchase of a Combination Sewer Cleaner Truck
from Owen Equipment Sales in the amount of $393,655.00 on December 4, 2013. The
bid documents allowed up to 365 days for delivery of the truck. Owen Equipment Sales
indicated they would be able to deliver the truck within 200 calendar days. Since the
Fiscal Year 2013-14 budget included the funding of the truck and the vehicle was
projected to be delivered mid June no further action was necessary.

Discussion:

Subsequent to the Fiscal Year 2014-15 budget being approved in June, the Public
Works Department received notice from Owen Equipment Sales that their delivery date
would be delayed. The truck was delivered to the City on September 30, 2014.
Approved Fiscal Year 2013-14 budget funding was not forwarded to Fiscal Year
2014-15 budget.

Fiscal Impact:
Increase expenditures in the Water Fund account number 501-461-100-753 in the

amount of $196,827.50 and Wastewater Coliections Fund account number 502-432-
100-753 in the amount of $196,827.50.



Reviewed by:

b

Steve Carrigan, City Manager

Attachments:
Resolution

Sonya Williams, Finance Director




RESOLUTION NO.

A RESOLUTION OF THE CITY COUNCIL OF
THE CITY OF LOS BANOS APPROVING
BUDGET AMENDMENT FOR EXPENDITURE
OF COMBINATION SEWER CLEANER TRUCK

WHEREAS, the City Council of the City of Los Banos has been presented an
amendment to the 2014-15 Fiscal Year budget; and

WHEREAS, the City Council of the City of Los Banos may adjust the overall
appropriation levels in each fund at any time during the Fiscal Year by action to amend
the budget; and

WHEREAS, the proposed budget increases include $196,827.50 in expenditures
for the Water Fund account 501-461-100-753 and $196,827.50 in expenditures for the
Wastewater Collection Fund account 502-432-100-753; and

WHEREAS, the funds are available in the Water Fund and Wastewater Collection
Fund,

NOW, THEREFORE, BE IT RESCLVED that the City Council of the City of Los
Banos hereby amends the 2014-2015 Fiscal Year Budget to include an increase of
$196,827.50 in expenditures for the Water Fund account 501-461-100-753 and
$196,827.50 in expenditures for the Wastewater Collection Fund account 502-432-100-
753.

The foregoing Resolution was introduced at a regular meeting of the City Council
of the City of Los Banos held on the 15th day of October 2014, by Council Member
who moved its adoption, which motion was duly seconded by Council Member

and the Resolution adopted by the following vote:

AYES:
NOES:
ABSENT:
APPROVED:
Michael Villalta, Mayor
ATTEST:

Lucille .. Mallonee, City Clerk
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Agenda Staff Report
TO: Mayor and Council Members
FROM: Ray Reyna, Police Commander W
DATE: October 15, 2014
SUBJECT: Extension of a 2013 American Society for the Prevention of Cruelty to
Animals (ASPCA) Grant
TYPE OF REPORT: Consent Agenda

Recommendation:

That the City Council approve an increase in City expenditures in the amount of
$509.00 for FY 2014-2015.

Discussion:

On July 25, 2013, the Police Department was awarded a one (1) year ASPCA Grant in
the amount of $5,000.00, with a project period of July 25, 2013 to July 25, 2014. The
funds were received into the FY 2013-2014 budget and were identified by the ASPCA
for a low Cost Spay/Neuter Voucher Program. The Department administered the
program however learned a few recipients of the vouchers did not redeem their
vouchers prior to the end of the grant period. The ASPCA has authorized a three (3)
month extension to the grant period, allowing voucher recipients to use the remaining
balance of $509.00 in the fund.

The budget for this grant, including account numbers are as follows:

Expenditures:
Spay/Neuter Program: 100-429-170-273 $ 509.00



Fiscal Impact:

Expenditures for the FY 2014-2015 will increase in the amount of $509.00. Impact to
the General Fund will involve staff time supervising the program.

Reviewed by:
Sonya Willia@s, Finance Director Steve Carrigan, City Manager
Attachments:

Resolution



RESOLUTION NO.

A RESOLUTION OF THE CITY COUNCIL OF THE
CITY OF LOS BANOS AMENDING THE 2014-
2015 FISCAL YEAR BUDGET BY INCREASING
THE APPROPRIATION AMOUNT FOR
EXPENDITURES IN THE AMOUNT OF $509.00
RELATED TO A THREE MONTH EXTENSION TO
A 2013-2014 FISCAL YEAR ASPCA GRANT

WHEREAS, the Police Department was awarded a one year ASPCA Grant on
July 25, 2013 in the amount of $5,000.00 to be used for a low cost spay/neuter voucher
program; and

WHEREAS, a three month extension to the grant has been approved by the
ASPCA to spend the remaining $509.00 in grant funding; and

WHEREAS, the City Council of the City of Los Banos may adjust the overall
appropriation levels in each fund at any time during the FY 2014-2015 by action to
amend this budget.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Los
Banos does hereby approve an increase to the appropriation limit for expenditures in
the amount of $509.00 within the Departments Other Grants Fund. The budget for this
grant, including account numbers is as follows:

Expenditures:
Spay/Neuter Program: 100-441-170-273 $509.00

The foregoing Resolution was introduced at a regular meeting of the City Council
of the City of Los Banos held on the 15th day of October 2014, by Councii Member
who moved its adoption, which motion was duly seconded by Council Member

and the Resolution adopted by the following vote:

AYES:
NOES:
ABSENT:
APPROVED:

Michael Villalta, Mayor
ATTEST:



Lucille L.. Mallonee, City Clerk
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Agenda Staff Report
TO: Mayor and City Council Members
FROM: Ray Reyna, Police Commander ﬂ}/\
DATE: October 15, 2014
SUBJECT: Police Department awarded $44,016.00 California Office of Traffic Safety
STEP Grant
TYPE OF REPORT: Consent Agenda

Recommendation:

Approve the acceptance of the California Office of Traffic Safety Selective Traffic
Enforcement Program (STEP) grant (Grant Number PT15137) in the amount of
$44,016.00 for FY 2014-2015 and approve an increase in City expenditures and
revenues in the amount of $44,016.00 for the FY 2014-2015.

Discussion:

The Police Department has applied for and been awarded a 12 month California Office
of Traffic Safety (OTS) assistance grant in the amount of $44,016.00. This funding will
be devoted to specific goals and objectives related to traffic enforcement and the
training of staff. Some of the goals and objectives related to this grant are:

% To reduce the number of persons injured and killed in alcohol and
non alcohol related traffic collisions.

® To reduce the number of hit and run injury and non injury related
collisions.

® To reduce the number of hit and run non-injury, injury and fatal
collisions.

® To reduce the number of bicycle and pedestrian related collisions.



To accomplish the above goals and objectives, the Department will use this grant to
focus on the following: Advanced officer training related to DUI enforcement, the use of
press releases and media advisories to increase public awareness, DUI checkpoints,
DUI saturation patrols, DUI offender warrant service operations, red light enforcement,
and speed enforcement.

The budget for this grant, including account numbers are as follows:
Revenues:
State Grant: 246-000-334-010 $44,016.00

Expenditures:

Overtime: 246-421-170-103 $37,172.00
Benefits 246-421-170-120 $ 2,844.00
Travel/Training: 246-421-170-257 $ 4,000.00
Fiscal Impact:

Revenues and Expenditures for the 2014-2015 fiscal year will increase in the amount of
$44,016.00. A portion of this grant will extend into the FY 2015-2016 as the grant cycle
will end on September 30, 2015.

Reviewed by:
Sonya Will@ms, Finance Director Steve Carrigan, City Manager
Attachments:

Resolution



RESOLUTION NO.

A RESOLUTION OF THE CITY COUNCIL OF THE
CITY OF LOS BANOS APPROVING THE
ACCEPTANCE OF A $44,016.00 GRANT
(PT15137) FROM THE CALIFORNIA OFFICE OF
TRAFFIC SAFETY (OTS) AND AMENDING THE
2014-2015 BUDGET BY INCREASING THE
APPROPRIATION AMOUNT OF THE STATE
GRANT FUND ACCOUNT FOR EXPENDITURES
AND REVENUES IN THE AMOUNT OF $44,016.00

WHEREAS, careless and intoxicated drivers are among the most serious
hazards on our public roadways; and

WHEREAS, through public awareness, department training, enforcement action
and high visibility law enforcement efforts, the Los Banos Police Department can reduce
the number of traffic related incidents which cause death or serious injuries; and

WHEREAS, the Los Banos Police Department has applied for and been awarded
an $44,016.00 grant through the California Office of Traffic Safety (OTS) to enforce
traffic related crimes and provide advanced law enforcement fraining.

NOW, THEREFORE, BE IT RESOLVED that the City Councll of the City of Los
Banos does hereby approve the acceptance of the Office of Traffic Safety grant
(PT15137) in the amount of $44,016.00, beginning October 1, 2014 and ending
September 30, 2015, to assist in the enforcement of alcohol related crimes and increase
the appropriation limit for revenues in the amount of $44,016.00; and expenditures in
the amount of $44,016.00 within the State Grant Fund. The budget for this grant,
including account numbers is as follows:

Revenues:

State Grant: 246-000-334-010 $ 44,016.00
Expenditures:

Overtime: 246-421-170-103 $ 37,172.00
Benefits 246-421-170-120 $ 2,844.00
Travel/Training: 246-421-170-257 $ 4,000.00

The foregoing Resolution was introduced at a regular meeting of the City Council
of the City of Los Banos held on the 15th day of October 2014, by Council Member
who moved its adoption, which motion was duly seconded by Council Member

and the Resolution adopted by the following vote:

AYES:



NOES:

ABSENT:
APPROVED:

Michael Villalta, Mayor
ATTEST:

Lucille L. Mallonee, City Clerk
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City of
Los Bano

Agenda Staff Report

TO: Mayor & City Councit Members /
FROM:  Tim Marrison, Acting Fire Chief ~ ~—%~
DATE:  October 15, 2014

SUBJECT: Presentation of Pulse Point Cellular Telephone Application

TYPE OF REPORT: Agenda ltem

There will be a brief presentation from Riggs Ambulance Service regarding the Pulse
Point Bystander Cardiopulmonary Resuscitation (CPR) cellular telephone application.
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"COMMUNITY AND ECONOMIC DEVELOPMENT
DEPARTMENT

Date: October 10, 2014
Regarding: Notice of Public Hearing
Proposal:  Amending Mobile Vendor Permit #2014-03

NOTICE 1S HEREBY GIVEN THAT a Public Hearing will be held by the Los
Banos Planning Commission to consider amending Mobile Vendor Permit #2014-
03 to change the previously approved location and allow the operation of a
mobile trailer to vend on private property located at 855 H Street; more
specifically identified as Assessor's Parcel Number: 026-143-001. The applicant
is Alfonso Valenzuela, dba: Tacos Y Mariscos E| Plebe.

A PUBLIC HEARING on this matter will be held at the next scheduled meeting of
the Planning Commission on Wednesday, October 22, 2014 at 7:00 p.m. in the
Council Chambers of Los Banos City Hall located at 520 "J" Street. Questions
regarding the above-referenced item may be directed to Stacy Souza Elms,
Assistant Planner |l at City Hall or at (209) 827-7000, Ext. 133.

Persons wishing to provide oral comments on the proposed project may do so at
this meeting or may provide written comments on this matter prior to the public
meeting. Written comments may be sent by U.S. Mail or hand delivered to the
City of Los Banos City Hall at 520 "J" Street, Los Banos, California 93635.
Please be advised that should the action by the City Council be challenged in
court, you may be limited to only those issues raised at the hearings or by written
comment per Government Code Section 650089.

THE CITY OF LOS BANOS

S

Stacy Souza Elms
Assistant Planner ||



% L8s Banos

A the Crossroads of California

“"COMMUNITY AND ECONOMIC DEVELOPMENT
DEPARTMENT

Date: October 10, 2014
Regarding: Notice of Public Hearing
Proposal:  Proposed Ordinance ~ Donation Bins/Boxes

NOTICE IS HEREBY GIVEN THAT a Public Hearing will be held by the Los Banos
Planning Commission to consider and make a recommendation to the Los Banos City
Council to adopt a proposed ordinance to regulate unattended donation bins/ boxes in
an attempt to reduce or eliminate negative impacts of their use in the City of Los Banos.

A PUBLIC HEARING on this matter will be held at the next scheduled meeting of the
Los Banos Planning Commission on Wednesday, October 22, 2014 at 7:00 p.m. in the
Council Chambers of Los Banos City Hall located at 520 "J" Street. Questions
regarding the above-referenced item may be directed to Stacy Souza Elms, Assistant
Planner ll, at City Hall or at (209) 827-7000, Ext.133.

Persons wishing to provide oral comments on the described proposal may do so at this
meeting or may provide written comments on this matter prior to the public meeting.
Written comments may be sent by U.S. Mail or hand delivered to the City of Los Banos
City Hall at 520 "J" Street, Los Banos, California 93635. If no comments are received
prior to or on the above date, it will be assumed that no comments are being offered.
The public is also informed that should this matter, at some future date go to court, court
testimony is limited to only those issues raised at the hearings per Government Code
Section 65009.

THE CITY OF LOS BANOS

étacyiéo;z%g

Assistant Planner |




Agenda Staff Report

TO: Mayor & City Council Members

FROM: Lucy Mallonee, MMC
City Clerk/Human Resources Director

DATE: October 15, 2014
SUBJECT: Announcement of City Commission Vacancies

TYPE OF REPORT: Informational ltem

Recommendation:
Informational ltem only.

Discussion:

The City Clerk must report to the City Council any vacancies on City Commissions;
those vacancies will be advertised in the Los Banos Enterprise and on the City’s
website. The deadline to submit an application to serve on a City Commission in 2014 is
Tuesday, November 18, 2014.

Fiscal Impact:
Four (4) newspaper advertisements (October 24", 31%!, November 7, 14™ at a total

cost of approximately $460 funded by various affected departments.

Reviewed by:

b (o

Steve Carrigan, City Manager

Attachments:

Notice of Vacancy

Local Appointments List

City Council Resolution No. 5008




NOTICE OF VACANCIES ON CITY COMMISSIONS

Notice is hereby given that the City of Los Banos is now accepting applications from
citizens 18 or older residing within the City limits of Los Banos interested in serving on a
City Commission.

Los Banos Parks’& Recreation Commission
~ {3) Vacancies: :
December 31, 2016

) (2) Two (2) Year Terms — Expiring

Los Banos Planning Commission
Four (4) Vacancies: Four (4) Two (2) Year Terms - Expiring December 31, 2016

Los Banos Tree Commission
Two (2) Vacancies: Two (2) Two (2) Year Terms — Expiring December 31, 2016

Economic Development Advisory Commission
Three (3) Vacancies: Three (3) Two (2) Year Terms — Expiring December 31, 2016

Airport Advisory Commission
Three (3) Vacancies: Three (3) Two (2) Year Terms ~ Expiring December 31, 2016

Measure P Committee
Two (2) Vacancies:  Two (2) Three (3) Year Terms — Expiring December 31, 2017

The various commissions meet once or twice a month and serve as advisory bodies to
the City Council and Administrative Officials on such actions as they deem necessary,
proper or advisable for the proper administration of City functions. Board members
receive no compensation for their time, ailthough they may be requested to attend
training workshops or seminars at City expense. If you are interested in volunteering to
serve on any of the City Commissions and are a resident and qualified elector of the
City of Los Banos, please contact the City Clerk’s Office at City Hall, 520 J Street, 827-
7000 ext 124 to request an application or access an application on the City’s website:
www.losbanos.org. The deadline for submitting applications to the City Clerk is
Tuesday, November 18, 2014 before 5:00 p.m., and the appointments are tentatively
scheduled for the City Council meeting of Wednesday, December 17, 2014.



n ) City Hall Phone: {209) 827-7000
: LO S B anos 520 J Street Fax: (209) 827-7010
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LOCAL APPOINTMENTS LIST

LOS BANOS PARKS AND RECREATION COMMISSION
LOS DANDS TAL
Meets the 3™ Tuesday of each month at 6:00 p.m.

COMMISSIONER DATE APPOINTED TERM EXPIRES
Palmer McCoy 3/5/2014 12/31/2014
Ronald George 3/5/2014 12/31/2014
Norberto Rodriguez 1/2/2014 12/31/2015
Vacant (LBUSD Appt.) N/A 12/31/2015
Michael Neu 1/4/2011 11112015

LOS BANOS PLANNING COMMISSION

Meets the 2™ and 4" Wednesday of each month at 7:00 p.m.
COMMISSIONER DATE APPOINTED TERM EXPIRES
Arkady Faktorovich 1/1/2013 12/31/2014
Tom Melio 1/1/2013 12/31/2014
Tom Spada 1172013 12/31/2014
Susan Toscano 1/1£2013 12/31/2014
Todd Baker 17212014 12/31/2015
John Cates 1/2/2014 12/31/2015
Steve Hammond 17112414 12/31/2015

LOS BANOS TREE COMMISSION
Lo BANLS Thih LUNISOLIN
Meets the 2™ Wednesday in February, May, August, and November at 5:00 p.m.

COMMISSIONER DATE APPOQINTED TERM EXPIRES
Mary Coakley 12014 12/31/2014
Tom Kaliian 1/1/2014 12/31/2014
Rebecca Tietjen 17172014 1213112015
John Spevak 11172014 1213112015
Colleen Menefee 1172014 12/31/2015

ECONOMIC DEVELOPMENT ADVISORY COMMISSION
Meets the 3™ Monday of each month at 4.00 p.m.

COMMISSIONER DATE APPQINTED TERM EXPIRES
Margaret (Peggy) Edwards 1/1/2013 12131/2014
Ann McCauley 6/5/2013 12/31/2014
Kathy Ballard 17172013 12/31/2014
Tom Faria 1112013 12/31/2014
Elizabeth Stonegrove 11172013 12/342014
Brett Jones 11212014 1273172015
Aleksey Y. Dvorkin 122014 1213172015

LOS BANOS AIRPORT ADVISORY COMMISSION
Meets the 2™ and 4T Wednesday of each month at 5:00 p.m.

CONMMISSIONER DATE APPOINTED TERM EXPIRES
David Anderson 21612013 12/31/2014
Alan Wilber 1/1/2013 12/31/2014
Daniel Beasworrick 1/1/2013 1213172014
Heiko Stichel 2152014 12/31/2015
Larry Leonardo, Sr. 1722014 12/31/2015

MEASURE P COMMITTEE
Meets Semi-annually or as often as it deems necessary to accomplish objectives.

COMMITTEE MEMBER DATE APPOINTED TERM EXPIRES
Diana Ingram 1112012 12/31/2014
Rhonda Rusk 11/2012 12/31/2014
Mark Bodley 1/1/2013 12/31/2015
Hoang (Ichabod} Nguyen 17172013 12/31/2015
Arlene Cardoza 1/15/2014 12131/2018
Gerald Giesel 1/15/2014 12/31/12016
Tom Neeb 1/15/2014 12/31/2016




RESOLUTION NO. 5008

A RESOLUTION OF THE CITY COUNCIL OF THE
CITY OF LOS BANOS ESTABLISHING A POLICY
FOR APPOINTMENTS TO CITY COMMISSIONS
AND BOARDS

WHEREAS, the City Council adopted Ordinance No 1069 amending Title 2,
Chapter 2 of the Los Banos Municipal Code relating to appointments to Ciy
Commissions and Boards, and

WHEREAS, the City Council destres to adopt a policy for appomntments to City
Commissions and Boards

NOW, THEREFORE, BE IT RESOLVED that the City Council of the Cty of Los
Banos does hereby approve the attached policy enttied “Policy and Procedures for
Appointments to City Commissions And Boards” as set forth in forth in Exhibit A
aftached hereto and incorporated herein by this reference

The foregoing resolution was Introduced at a regular meeting of the City Council
of the City of Los Banos held on the 2™ day of Apnl 2008, by Council Member Fana,
who moved its adoption, which motion was duly seconded by Council Member Sousa,
and the Resolution is hereby adopted by the following vote

AYES Couneil Members Brooks, Fana, Sousa, Villalta, Mayor Jones
NOES None
ABSENT None

APPROVED

Jommy J s of
ATTEST

Lucille L Mailonee, City Clerk




“EXHIBIT A”

POLICY AND PROCEDURES FOR APPOINTMENTS TO
CITY COMMISSIONS AND BOARDS

PURPOSE To establish a more formal and inclusive selection process for the
recruiment and appointment of the best gualified candidates for Commussioners to City
Commissions and Boards that allows for all community members the opportunity to
become imvolved in local govemment by serving on City Comrissions and Boards

1 Local Appomntment List The Ciy Clerk shall maintain and provide the Local
Appontment List as required by Govemment Code

a On or before December 31 of each year, the City Clerk shall prepare an
appointments st of all regular and ongoing boards, commissions, and committees
which are appointed by the City Counell This list shail be known as the Local
Appointments List The list shall contain the following information

() A list of all appointive terms which will expire during the next calendar year,
with the name of the incumbent appointee, the date of appointment, the date the
term expires, and the necessary qualifications for the position

n A hst of all boards, commussions, and committees whose members serve at
the pleasure of the legislative body, and the necessary qualifications for each
posthon

b The Local Appointments List shail be made avallable to members of the public for a
reasonable fee which shall not exceed actual cost The City Clerk shall forward a copy
of the hist to the Merced County Pubhic Library Los Banos Branch

2 Notice of Vacancy At a regular City Council Meeting the City Clerk will report to the
City Council approximately sixty days prior to the date of expiration of a term of office of a
commissicner or board member At a regular City Council Meeting the City Clerk will also
report to the City Councit any board or commission unscheduled vacancy for reasons other
than the expiration of the term of office

3 Advertisement The City Clerk will post notice of the vacancies and application
deadlines at the City Clerk’s Office, the Merced County Public Library, the City website,
and & newspaper of general circulation within the City  For unscheduled vacancies, the
City Clerk will post notice of the vacancy not earhier than twenty days before or not later
than twenty days after the vacancy occurs

4 Appiications

a A standard application form together with supplemental questions will be provided
by the City Clerk to persons interested m appomntment to a vacant office




b Incumbent commssioners and board members seeking reappointment, as well as
new applicants, will complete the applicaton forms and retumn them to the City Clerk by
the designated deadiine in order to be considered for appointment  However, a board
member or commissioner who has been appoited to fill an unexpired term within the
pravious twelve months will not be required to complete and file a new application

¢ Apphcants are expacted to have attended at least one meeting of the board or
commussion for which they are seeking appointment

d  Applications will only be accepted for specific vacancies Persons who have appled
for previous vacancies will be kept on an interest hstfora perod of two years by the City
Clerk and be mailed notices of pending vacancies during that penod

e In the event there are not two or more applicants than vacancies the application
fiing deadline may be extended by the City Clerk

5 Interview Committee The Mayor and a selected Council Member and appropriate
Department Head will review applications and interview applicants

a The Committee will Interview all of the applicants, including incumbents, who have
submitted applications by the designated deadiine The Commities may conduct
interviews by telephone A candidate who is unable 1o be interviewed wlf be dropped
from consideration

& Appomiments

a With the input of the other Interview Committee members, the Mayer shall
recommend a candidate for appointment to the full City Council Appointments are
made at regular or special meetings of the City Council

b If the City Council 1s unable to reach the necessary number of appomntments for
whatever reason, the City Council may then proceed to seek additional applicants and
continue the appomtment process




