Fig City of Las Cruces

PEOPLE HELPING PEOPLE

Council Action and Executive Summary
Item# 3 Ordinance/Resolution#_11-080 Council District: N/A

For Meeting of October 4, 2010
(Adoption Date)

TITLE: A RESOLUTION AUTHORIZING THE DESTRUCTION OF RECORDS THAT HAVE
SATISFIED THEIR LEGAL RETENTION PERIOD.

PURPOSE(S) OF ACTION: To authorize the destruction of all records which have satisfied their
legal retention period according to the New Mexico State Records Retention and Disposition
Schedules.

Drafter and Staff Contact: | Department: Phone:
Esther Martinez (E\j) egal/City Clerk 541-2115
Department Signature hone Department Signature A Phone
Department Budget v, 541-2107
Director
Other Assistant City  ~ 541-2271

1l ., Manager /tI i

&Y A4 p ! 541-2076
Legal TN ALXA A4 A41-2128 | City Manager C _

4 v

BACKGROUND / KEY ISSUES / CONTRIBUTING FACTORS:

A total of 25,237.87 cubic feet of records have been identified as having met their retention. All
Department Directors have reviewed the lists to ascertain if there are records that need to be kept,
due to legal requirements.

Exhibits “A”, “B” and “C” lists public records from the following departments:

Admin/ACM: 6.79 cu. ft.
City Clerk: 4 cu. ft.
Community Development: 1155 cu. ft.
Facilities/Parks: 25 cu. ft.
Facilities/Recreation: 10 cu. ft.
Finance/Accounting: 26 cu. ft.
Finance/Admin: 29 cu. ft.
Finance/Disbursements: 14 cu. ft.
Finance/Treasurer: 4 cu. ft.
Fire: 1 cu. ft.
Information Technologies: 23,321.04 cu. ft.
Information Technology: 59.20 cu. ft.
IT/Admin: 1 cu. ft.
Legal/City Attorney: 2 cu. ft.
Municipal Court: 86 cu. ft.

(Continue on additional sheets as required)
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Museum/Admin:
Public Services:

Public Services/Admin:

Public Works:

UT/Admin Services:

UT/Gas:
UT/RES:
UT/Solid Waste:
Police/PSU:
Records Center:
Total:

(0]
w

©2NOWOo S

Cu.
Cu.
Cu.
Cu.
Cu.
Cu.
Cu.
Cu.
Cu.

448 cu ft.
25,237.87 cu. ft.
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This is the equivalent of approximately 4,206.31 four drawer filing cabinets (16,825.25 drawers).
Approval of the Las Cruces City Council is required to authorize destruction. Acceptable methods
of destruction of records are witness incineration, witnessed dump site burial, withessed shredding
and/or recycling through a bonded recycling company.

After the records have been properly destroyed, a Certificate of Destruction will be completed by
the Records Designee in each department and filed with the office of the City Clerk.

SUPPORT INFORMATION:

Resolution.

Pob=

SOURCE OF FUNDING:

Exhibit A — List of records currently held by various departments.
Exhibit B — List of records from Police Department/PSU.
Exhibit C — List of records from various departments located at the Records Center.

Is this action already budgeted?
Yes | L[| See fund summary below
No | [I]If No, then check one below:
N/A Budget 1| Expense reallocated from:
Adjustment
Attached  TTProposed funding is from a new revenue
source (i.e. grant; see details below)
[ 1] Proposed funding is from fund balance in}
the _ Fund.
Does this action create any
revenue? Yes Funds will be deposited into this fund:
in the amount of $
N/A - ——————
No |[J| There is no new revenue generated by
this action.

Rev. 08/2010

(Continue on additional sheets as required)
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FUND EXPENDITURE SUMMARY:

Page 3

Fund Name(s) Account Expenditure| Available | Remaining | Purpose for
Number(s) | Proposed | Budgeted Remaining Funds
Funds in
Current FY
N/A N/A N/A N/A N/A
OPTIONS / ALTERNATIVES:
1. Vote YES and approve the Resolution permitting those records that have met their legal

retention to be properly destroyed and therefore make room for newly created records.
2. Vote NO and disapprove the Resolution and not permit records to be destroyed. The

Records Center currently is 90% full with records from various departments and no records

will be accepted for storage due to space limitations.

3. Modify the Resolution or items from Exhibit “A” and/or Exhibit “B” and/or Exhibit “C” thereby

changing the scope of the destruction.

4. Vote to Table, this action may create storage problems by keeping the records longer than

required.

REFERENCE INFORMATION

The resolution(s) and/or ordinance(s) listed below are only for reference and are not included as

attachments or exhibits.

1. Resolution No. 10-275

(Continue on additional sheets as required)

Rev. 08/2010
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RESOLUTION NO. 11-080

A RESOLUTION AUTHORIZING THE DESTRUCTION OF RECORDS THAT HAVE
SATISFIED THEIR LEGAL RETENTION PERIOD.

The City Council is informed that:

WHEREAS, an inventory of records was completed to identify custodial records which have
satisfied the legal retention period, according to New Mexico State Records Retention and
Dispositions Schedules.

NOW, THEREFORE, Be it resolved by the governing body of the City of Las Cruces:

@

THAT records identified in Exhibit “A”, “B” and “C” are authorized to be destroyed by

appropriate method as prescribed by the custodian of record. The City Staff is hereby authorized to

do all deeds necessary in the accomplishment of the herein above.

DONE AND APPROVED this day of ,2010.
Approved:
ATTEST: Mayor
VOTE:
City Clerk Mayor Miyagishima:
Councillor Silva:
Councillor Connor:
{SEAL} Councillor Pedroza:

Councillor Small:
Councillor Sorg:
Moved by: Councillor Thomas:

Seconded by:

APPROVED AS TO FORM:




EXHIBIT "A"

Records Destruction Report

Department Admin / ACM
Item # Title of Record Destroy Location
1.15.3.109 General Correspondence 2007 Laserfiche
2006 Department Correspondence
1.15.56.303 Purchase Orders 2010 Laserfiche
2007 Purch. Regs. & Orders, Req. for Pay, & Rec. Repor
Department Admin/ACM
Item # Title of Record Destroy Location
1.15.3.109 General Correspondence 2005 City Clerk Vault
2004 ACM, CD, FAC; Fire, PS, PW, Util 1208 Box
1.156.5.204 Payment Invoices 2010 Laserfiche
2007 CC receipts, Request for Payments
1.156.56.303 Purchase Orders 2010 Laserfiche
2007 Purchase Req, Receiving Reports, Purchase Order
1.15.7.127 Grievance & Complaints 2010 CC Vault 1208
2003 S Modell Box
Department City Clerk
Item # Title of Record Destroy Location
1.15.3.108 Administrative Correspondence Files (Exec) 2009 Vault
2006 City Clerk Correspondence Files 2003-2006
Department Community Development
Item # Title of Record Destroy Location
1.15.5.304 Invoice - Vendor 2010 COC Basement
2007 verizon invoices
1.15.5.309 Vouchers - payment 2010 COC Basement
2007 requests for payments
1.15.5.402 Time Sheets 2010 COC Basement
2007
1.19.8.201 Zoning Case Files 2010 coC
2007 Zoning case files
1.19.8.209 Comm Development and Community Service gran 2010 Community
2004 project files, CDBG, HOME, environmentals Development

|s|UEURIBURHENISUIRNISUHRNSNANRIBUSHIBUSIIREURIIBISNREISHRISHENIATANSUSEIRUEIBHNRNSIBIRIIBURI
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Department Facilities/PARKS
Item # Title of Record Destroy Location
1.15.3.117(2) UTILITY REPORTS 2010 PARKS LOFT
UTILITY REPORTS 1994-2002
1.15.3.117© EMPLOYEE DAILY REPORTS 2010 PARKS LOFT
DAILY REPORTS 12/2001 TO 1/2007
1.15.5.310 Payment Vouchers 2009 PARKS LOFT
REQUEST FOR PAYMENT FY 2000 TO FY 2006
Department Facilities/Recreation
Item # Title of Record Destroy Location
1.15.5.310 TIMESHEETS /PAYROLL 2010 COC Basement
1998-2000
1.15.5.310 Timesheets/payroll 2010 PARK'S LOFT
1998-2000

Friday, September 24, 2010 Page 2 of 15
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Department Finance/Accounting
ltem # Title of Record Destroy Location

1.15.3.101 Non Records 2010 Accounting
2009 FY09 RGNGA non record material cashier receipts

1.15.3.101 Non Records 2010 Accounting
2001 Copies Jes 97-01

1.15.3.101 Non Records 2010 Accounting

Copies cellphone chgs Jes reports

1.15.3.101 Non Record 2010 Accounting
2005 JE log books 94-05

1.15.3.101 Non Records 2010 Accounting
2007 FY08-07 Cpys JEs fxd assets GL detail count shee

1.15.3.101 Non Records 2010 Accounting
2009 FY09 RGNGA

1.15.3.101 Non Records 2010 Accounting
1996 FY96 copies final cost schedule

1.15.3.101 Non Records 2010 Accounting
2007 FY91-07 Copies Jes capitaliz, debtsrvc fxd assets

1.15.3.101 Non Records 2010 Accounting
2002 FY68-02 Copies land parcel list,resol,ordin,sale

1.15.3.102 Subject Files 2010 Accounting
2004 FY04 Development Impact Fees

1.15.3.109 General Correspondence 2010 Accounting
2009 Printed copies of emails

1.15.3.125 Property Files 2005 Accounting
1999 1999 Recyclilng program resol memos

1.15.5.204 Payment Invoice Files 2010 Accounting
2007 Credit Card charges backup fy05 - fy07

1.15.5.206 Revenue Status Report, Monthly 2010 Accounting
2006 AQuarterly Interim Fin. Reports

1.15.5.206 Revenue Status Report, Monthly 2010 Accounting
2007 Rgnga rpts CSB090 FY90-FY07

1.15.6.206 Revenue Status Report 2010 Accounting
2003 FYO03 Revenue Status report RGNGA

1.15.56.208 Revenue Contracts and Grants 2010 Accounting
2003 FYO03 Special Project Grant

Friday, September 24, 2010
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1.15.5.208
2003

1.15.56.502
1996

1.15.56.502
2000

1.156.5.503
2003

1.156.5.503
1995

1.15.5.505
1997

1.15.5.505
2000

1.15.5.509
2000

1.19.8.109
1999

43

Revenue Contracts and Grants

FY03 Homeless Children Grant, FY03 Drug Free G

Ledgers General

Cost tables cost schedules water, gas, utilit, etc
General Ledgers

FY0O transac error report (errors to GL from MIS)
Transaction Register, Monthly

FYO03 continuing disclosures

Transaction Register

1995 greenbar var rpt bdt trailbal rpt

Vouchers Journal

97 SCSWA grant

Vouchers (Journal)
Jes, memos, etc

Inventory of Fixed Assets
FA0130,0350,0370,0390; '99-'00 Box 36, 38, 70, 1

Capital Projects
1999 recylcing lease

2010

2010

2010

2010

2010

2010

2010

2010

2010

Accounting

Accounting

Accounting

Accounting

Accounting

Accounting

Accounting

Municipal Ct

basement

Accounting
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Department Finance/Admin
Item # Title of Record Destroy Location

1.15.3.101 Non-Record Materials 2010 Finance Admin
2007 Copies OS bks drafts refrnc Bx EE10 FF10 1110 JJ

1.15.3.102 Subject Files 2010 Finance Admin
2004 Publicat, rpts corres, info EPE,MMC,various BxGG

1.15.3.102 Subject Files 2010 Finance Admin
2001 Publicat,rpts, corres, CIAC Bx HH10

1.15.3.102 Subject Files 2010 Finance Admin
2009 Publicat corres grtrly rpt MMC Munis Bx 110, JJ10

1.15.3.107 Administrative Reference Files 2010 Finance Admin
2009 Cpys, rpts refernc fin stmt GoodSam PHA Bx JJ10

1.15.3.108 Administrative Correspondence Files 2004 Finance Admin
2002 Corres PHA IRB Genlinfo, COH DACH 96-02 BxFF

1.15.3.108 Administrative Correspondence Files (Exec Levels 2010 Finance Admin
2008 Purchasing violations corresp Sep007-Jun08, Bx K

1.15.3.108 Administrative Correspondence Files 2010 Finance Admin
2007 Corresp Millinium ConvCtr, PhoenixHt Bx 1110 JJ10

1.15.3.109 General Correspondence Files 2010 Finance Admin
2009 Memos var corresp 08-09 Bx HH10, EE10, 1110, JJ

1.15.3.109 General Correspondence Files 2004 Finance Admin
2003 Memos,various corres CC,CM,CntDiscl 93, -03 Bx

1.15.3.109 General Correspondence 2010 Finance Admin
2009 Memos, various correspondence 8/08-6/09 Bx K10

1.15.3.109 General Corresp Files 2010 Finance Admin
2008 Memos, various corresp 97-08 Bx Y10, Z10,EE10

1.15.3.113 Committees or Council Files 2010 Finance Admin
2005 Rgnga,Scswa,Mvrda copies 2001-05 Bx Z10

1.16.3.115 Policies and Procedures Files 2010 Finance Admin
2003 Procedures '03 (Bx GG10)

1.15.3.117 Reports 2010 Finance Admin
1999 Copies/extra PHA, DAC '98 (Bx GG10, HH10)

1.15.3.117 Reports 2010 Finance Admin
1999 Cpys PHA Qrtlymnth rpts DAC '98 Bx GG10 HH10

1.15.3.117 Reports 2010 Finance Admin
2009 Qrtrly mnthly reports (Box B11)

Friday, September 24, 2010
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1.15.3.138 Conference or Workshop Attended File 2010 Finance Admin
2009 MUNIS trng OMB Circular TxTech (Box JJ10)

1.15.5.101 Budget Work Papers 2010 Finance Admin
2006 FY 05, 06 stmt related rpts charts summry Bx EE10

1.15.56.101 Budget Work Papers 2010 Finance Admin
2007 FYO07 Stmts related rpts info charts Bx K10 EE10

1.15.56.305 Contract/Agreement Files 2010 Finance Admin
2001 Furrs Lease, MV Comm of Hope, Bx GG10)

1.15.5.310 Payment Voucher File 2010 Finance Admin
1999 Copies RFP, invoice, voucher ‘87 Bx FF10

1.15.5.310 Payment Voucher File 2010 Finance Admin
2007 Copies Requests for Pymnt 7/06-6/07 Box K10

1.16.5.310 Payment Voucher File 2005 Finance Admin
2002 Copies RFP,POs WstMes Sbsta '97,Dunbar BxFF1

1.15.5.314 Trip Ticket File 2010 Finance Admin
2007 Travel Request copies Jul06 - Jun07, Bx K10

1.15.5.409 W-2 Forms 2010 Finance Admin
2002 1099s various (Bx GG10)

1.15.5.505 Voucher (Journal) 2010 Finance Admin
1998 Journal entries copies '98 (Bx FF10)

1.15.7.101 Personnel Folders 2010 Finance Admin
2007 PAN copies, Box K10

1.18.308.103 Agency Audit Files 2010 Finance Admin

2004 2004 Audit papers (K10)

Friday, September 24, 2010 Page 6 of 15
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Department Finance/Disbursements
Item # Title of Record Destroy Location
1.15.5.304 Vendor Invoices 2010 Laserfiche
2003 Original cks documentation
1.15.5.304 Vendor Invoices 2010 Laserfiche
2004 Original ck documentation Treasury
1.15.5.304 Vendor Invoices 2010 Laserfiche
2004 Original Ck documentation Comm.Devlop
1.15.5.304 Vendor Invoices 2010 Laserfiche
2004 Original ck documentation RIO
1.15.5.312 Checks 2010 Disbursements
2003 Voided Checks
1.16.5.312 Checks 2010 Disbursements
2007 Voided Checks Rio Grande
1.16.5.312 Checks 2010 Disbursements
2004 Voided Checks Rio Grande
1.16.5.312 Checks 2010 Disbursements
2003 Voided Checks Rio Grande
1.156.5.312 Checks 2010 Disbursements
2004 Voided Checks - Treasury
Department Finance/Treasurer
Item # Title of Record Destroy Location
1.15.5.506 Bank Reconciliations 2010 Fin Storage 1512
1983 Treasury fund 06/81-07/83
1.15.5.506 Bank Reconciliations 2010 Fin Storage 1512
1988 Treasury fund 07/78-05/81; 08/83-05/88
1.19.8.555 Public Utility Service File 2010 Customer
2006 Sewer calculations Service
1.19.8.556 Meter reading files 2010 Customer
2004 Water meter test request Service
Department Fire
Item # Title of Record Destroy Location
1.19.8.703 Business Inspection File 2009 Fire
2006 bs. inspections & inspect firewks stand 1995-06 Headquarters

Friday, September 24, 2010 Page 7 of 15
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Department Information Technologies
Item # Title of Record Destroy Location

1.156.3.125 PROPERTY FILES 2002 OLD CITY HALL
1996 PAVING DISTRICT FILES

1.15.3.128 MAINTENANCE SERVICE FILES 2006 OLD CITY HALL
2003 WORK ORDER FILES

1.15.3.129 SUPPLIES AND EQUIPMENT FILE 2001 OLD CITY HALL
1998 INVENTORY FILES

1.15.3.301 DOCUMENTATION TAPE FILE 2010 OLD CITY HALL
2009 IBM MAINFRAME SECURITY FILES

1.15.5.102 BUDGET APPROPRIATIONS REQUEST 2002 OLD CITY HALL
2002 BUDGET FILES

1.15.5.102 BUDGET APPROPRIATIONS REQUEST 1999 OLD CITY HALL
1996 LABOR MANAGEMENT FILES

1.15.5.103 OPERATING BUDGET 1999 OLD CITY HALL
1996 LABOR MANAGEMENT FILES

1.15.5.103 Operating Budget 2002 Old City Hall"
1999 Budget Files

1.15.5.104 BUDGET ADJUSTMENT REQUESTS 2002 OLD CITY HALL
1999 BUDGET FILES

1.15.5.105 BUDGET STATUS REPORT MONTHLY-10 2002 OLD CITY HALL
1999 BUDGET FILES

1.15.5.202 INVOICES (AGENCY) 2001 OLD CITY HALL
1998 FINANCE FILES

1.15.5.203 RECEIPTS 2001 OLD CITY HALL
1998 FINANCE FILES & CASH RECEIPTS

1.15.5.205 DEPOSIT SLIPS 2010 OLD CITY HALL
1998 FINANCE FILES

1.15.5.206 REVENUE STATUS REPORTS MONTHLY 2001 OLD CITY HALL
1998 FINANCE FILES

1.15.5.207 CASH REPORTS DAILY 2010 OLD CITY HALL
1998 FINANCE FILES

1.15.5.208 REVENUE CONTRACTS AND GRANTS 2004 OLD CITY HALL
1998 FINANCE FILES

1.15.5.301 VENDOR FILES 2010 OLD CITY HALL
1998 FINANCE FILES

Friday, September 24, 2010
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1.16.6.302
1998

1.15.5.304
1998
1.16.56.314
1998
1.16.6.315
1995
1.16.6.315
2001
1.156.56.316
1998
1.15.5.404
1998
1.15.5.408
1996
1.15.5.409
1998
1.15.5.501
1998
1.15.6.502
1998
1.15.5.503
1998
1.15.56.504
1998
1.15.5.505
1998
1.15.5.506
1998

1.16.6.509
2000

1.19.8.105
1996

1.19.8.163
1999

48

REQUISITION FOR PURCHASES
FINANCE FILES

INVOICES (VENDOR)
FINANCE FILES

TRIP TICKET FILE
FINANCE FILES

VEHICLE MAINTENANCE FILES
VEHICLE PARTS INVENTORY

VEHICLE MAINTENANCE FILES
BUS SYSTEM INVENTORY

ENCUMBRANCE DOCUMENTS
FINANCE FILES

PAYROLL REGISTER

PAYROLL FILES HAVE BEEN EXPORTED
PAYROLL WARRANT REGISTER
PAYROLL FILES

W-2 FORMS

FINANCE FILES

JOURNALS

FINANCE FILES

LEDGERS, GENERAL
FINANCE FILES

TRANSACTION REGISTER MONTHLY
FINANCE FILES

ACCOUNT TRANSFER ORDER
FINANCE FILES

VOUCHERS, JOURNAL
FINANCE FILES

RECONCILLIATION OF CASH TRANSACTIONS
FINANCE FILES

INVENTORY OF FIXED ASSETS
FIXED ASSETS FILES

BUSINESS LICENSE FILES
OCCUPATIONAL LICENSE

ELECTION FILES
ELECTION FILES

Friday, September 24, 2010

2001

2001

2001

1998

2004

2010

2010

2002

2003

2004

2008

2001

2001

2001

2001

2010

1999

2001

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL

OLD CITY HALL
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1.19.8.402 PUBLIC UTILITY MAINTENANCE FILES 2003 OLD CITY HALL
1998 JU UTILITY BILLING FILES

1.19.8.402 PUBLIC UTILITY MAINTENANCE FILES 2003 OLD CITY HALL
1998 JU INVESTIGATE REPORT

1.19.8.402 PUBLIC UTILITY MAINTENANCE FILES 2003 OLD CITY HALL
1998 UTILITIES WORK ORDER FILES

1.19.8.402 PUBLIC UTILITY MAINTENANCE FILES 2003 OLD CITY HALL

1998 JU UTILITY BILLING FILES

1.19.8.554 PUBLIC UTILITY CUSTOMER SERVICE FILES 2001 OLD CITY HALL
1998 JU NEW CONNECTIONS UTILITY APPLICATION

1.19.8.657 UTILITY BILLING REGISTER 2001 OLD CITY HALL
1998 UTILITY BILLING FILES

1.19.8.557 UTILITY BILLING REGISTER 2010 OLD CITY HALL
2007 UTILITY FILES

1.19.8.557 UTILITY BILLING REGISTER 2001 OLD CITY HALL
1998 JU UTILITY BILLING FILES

1.19.8.902 VEHICLE MAINTENANCE FILES 2008 OLD CITY HALL
2005 MOTOR POOL FILES

1.19.8.902 VEHICLE MAINTENANCE FILES 2004 OLD CITY HALL

2001 TRANSIT SYSTEM FILES

Friday, September 24, 2010 Page 10 of 15



50

Department Information Technology
Item # Title of Record Destroy Location
1.15.3.107 Administrative Reference Files (non-exec) 2008 Old City Hall
2006 84/06 copies of memos, reports, reference material
1.15.3.109 General Correspondence Files (non-exec) 2008 Old City Hall
2006 Ltrs & Memos regarding program procedures, activ
1.15.3.131 Telephone Billings Files 2004 Old City Hall
2003 84-03 Reference copies of mo. phone bills
1.15.3.135 Schedules of Daily Activities 2010 Old City Hall
2009 84/09 Work-related events/commitments of staff
1.15.3.138 Conference or Workshops Attended File 2010 Old City Hall
2009 86/09 Conference Agendas, programs, handouts,
1.15.3.302 Operations System Backup 2010 Old City Hall
2009 88/08 Various operation systems backups
1.15.5.303 Purchase Orders (Purchase Documents) 2010 Old City Hall
2006 84/06 Purchase Orders for goods & services paid
1.15.56.304 Invoices (Vendor) 2010 Old City Hall
2006 84/06 Invoices by various vendors supplying goods
1.15.5.402 Time Sheets 1991 Old City Hall
1987 86/87 Number of hours worked by employees
Department IT/Admin
Item # Title of Record Destroy Location
1.15.3.303 Electronic Malil 2010 Email Server
2010 all e-mail msgs over 30 days (May forward)
Department Legal/City Attorney
Item # Title of Record Destroy Location
1.15.3.106 Admin Files-Executive Level 2010 City Attorney's
2005 Audit reports Office
1.15.5.402 Timesheets 2010 City Attorney's
Office

2007 Payroll Timesheets 2007 & Leave Records

SHEIINIEIRIREEUENBHENSEHIREISNEENSUANSIRIKRIIBUSUBHRIIENBHIBIRHIRNENENSIIEIINIBIINODBRISHEIND
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Department Municipal Court
item # Title of Record Destroy Location
1.156.5.203 Payment Receipts 2010 Municipal Court
2006 Payment Receipts - Yellow
1.15.5.203 Payment Receipts 2010 Municipal Court
2006 Payment Receipts - White
1.19.8.810 Uniform Traffic Citations 2010 Municipal Court
2006 1988 to 2006 Uniform Traffic Citations
1.19.9.103 Non DUI and Non DV Criminal Case Files 2010 Municipal Court
2006 Non DUI and No DV Criminal Case Files
Department Museum/Admin
Item # Title of Record Destroy Location
1.16.3.118 Accident Report Files 2010 Museums Admin.
2008 Copies of accident/incident reports
1.16.3.119 Minutes of Meeting 2010 Museum Ofc.
2008 Copies of meeting minutes.
1.15.3.131 Telephone Billings File 2010 Museums Admin.
2008 Verizon and Qwest Invoices
1.15.7.105 Leave Records 2010 Museums Admin
2008 Request for Leave Forms
Department Public Services
Item # Title of Record Destroy Location
1.16.7.105 Leave Records 2010 Museums
2006 Request for Leave Forms Administration
Department Public Services/Admin
Item # Title of Record Destroy Location
1.15.3.106 Administrative Correspondence (Executive) 2010 Director's Office
2004 Personnel Memos and letters originated by Directo
1.16.5.203 Receipts 2010 Directors Office
2007 Credit Card Receipts & Invoices for Public Service
1.15.5.204(2) Payment Invoice Files 2010 COC Director's
2006 Verizon Invoices for Public Services Ofc.
1.15.5.310(2) Payment Voucher File 2010 Director's Office
2007 Request for Payment correspondence

Friday, September 24, 2010
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Department Public Works
Item # Title of Record | Destroy Location
1.19.8.109 Capital Projects 2010 COC Basement
2000 Box 51 - Mat. Tstng, Alameda, Northrise, Roadrun
1.19.8.109 Capital Projects 2010 COC Basement
2000 Box 57- Acrylic Seal, Bonita Cir, Brassway, Crack
1.19.8.109 Capital Projects 2010 COC Basement
2000 Box 61 - Alameda
1.19.8.109 Capital Projects 2010 COC Basement
2000 Box 59 - CDBG Sidewalk, Chip Seal, Espanola, Fai
1.19.8.109 Capital Projects 2010 COC Basement
2000 Box 023-06-09 - Bonita Cir, Alameda, Motel Blvd,
Department UT/Admin Services
Item # Title of Record Destroy Location
1.15.5.305 Contract/agreement files 2010 rm 135
2004 2004 rgng contracts
1.19.8.556 Meter reading files 2010 rm 149
2007 jan 07 cycles 6-15
1.19.8.556 Meter reading files 2010 rm 149
2007 feb 07 cycles 1-15
Department UT/Gas
Item # Title of Record Destroy Location
1.156.5.304 Invoices 2006 storage unit
2002 mercado gas services '
1.156.5.304 Invoices 2006 storage unit
2001 epng transportation services
1.15.5.310 Payment voucher file 2009 storage unit
2006 requ for payments
1.15.5.402 Timesheets 2010 storage unit
2008 7/08 - 12/08
1.15.5.402 Timesheets 2010 storage unit

2008 1/08 - 6/08

SIERUBHNANSHENBHBURIERNIRBISENIRIRIIRUERNBNRISHBNSERISHBHRIBNRITEIISOURDRIENISNRESBHRIIME
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Department UT/Res
Item # Title of Record Destroy Location
1.15.56.310 payment voucher files 2010 rm 216
2006 for cas and ensr
1.15.5.402 timesheets 2010 rm 216

2008 3/07 - 6/08

Friday, September 24, 2010 Page 14 of 15
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Department UT/Solid Waste
Item # Title of Record Destroy Location

1.15.3.132 telephone logs 2010 rm 112
2006 7/06-6/07

1.15.3.132 telephone logs 2008 m 112
2005 7/05 - 6/06

1.15.3.132 Telephone logs 2008 rm 112
2004 7/04 - 6/05

1.16.5.303 purchase orders/docs 2010 ™m 112
2007 7/06-6/07

1.15.5.303 purchase orders/docs 2009 rm 112
2006 7/05-6/06

1.15.5.303 purchase orders, docs 2008 rm 112
2005 7/04-6/05

1.15.5.315 vehicle maintenance file 2008 m 112
2005 1/05-12/05

1.156.56.315 vwehicle maintenance file 2009 rm 112
2006 1/06-12/06

1.15.5.401 time sheets 2007 rm 112
2005 jan05-dec05

1.15.5.401 time sheets 2006 rm 112
2004 jan07-dec04

1.15.5.402 Time Sheets 2010 rm 112
2008 jan06-dec06

1.15.5.402 Time sheets 2007 m 112
2005 jan05-dec05

1.15.5.402 time sheets 2009 rm 112
2007 jan07-dec07

1.15.5.402 time sheets 2010 rm 112
2008 jan08-dec08

1.15.5.402 Time sheets 2005 utiities rm 112
2003 dec 03-dec 04

Friday, September 24, 2010 Page 15 of 15
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