STAFF REPORT

SAUSALITO CITY COUNCIL

AGENDA TITLE:

Adopt Resolution amending Resolution No. 4918 to include “Finance: Administrative
Services, Accounting Services, and Human Resources” as a part of Exhibit A of said
resolution

RECOMMENDED MOTION:
Adopt resolution as a part of the Consent Calendar

SUMMARY and BACKGROUND

On October 2, 2007, Council adopted Resolution No. 4918 adopting a records retention
schedule. Attached to the resolution were schedules appropriate to the City of
Sausalito. Unfortunately, since adoption of Resolution No. 4918, it was noted that the
Finance section had inadvertently been dropped from the approved attachments.

As a Finance retention schedule is imperative to the City of SaUsalito, an amehdment to
Resolution No. 4918 has been prepared in order to include this vital section.

ISSUES

Without the Finance section being included in the adopted records retention schedule,
there will be no management of the masses of documents/paper that continue to
accumulate without such retention schedule.

Additionally, during the initial review of documents to be scheduled for destruction, it
was found that there were certain categories which needed to be expounded on in the
Finance schedule. The categories of Accounting and Parking have thus been added
and are now included with the Finance schedule. These additions are included in the
Finance schedule as items #63-74.

(As requested, the first list of documents being prepared for destruction will be
presented at your March 25 City Council meeting.)

FISCAL IMPACT

None

Item #: ‘-\ B
Meeting Date: 03-04-08
Page #: 1




STAFF RECOMMENDATIONS

Adopt the attached resolution amending Resolution No. 4918 to include “Finance:
Administrative Services, Accounting Services, and Human Resources” in Exhibit “A”,
including the recommended amendment.

ATTACHMENTS

Draft resolution, along with the Finance records retention schedule

PREPA%

Debbie Pagiiaro /> .
Assistant to the é:‘t Manager City Attorney

REVIEWED BY:

SUBMITTED BY:

yay s

Adam W. PolitZ
City Manager

Item #: 4%2.

Meeting Date: 01-29-08
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RESOLUTION NO.

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF SAUSALITO
AMENDING RESOLUTION NO. 4918, ADOPTING A RECORDS RETENTION
SCHEDULE AND AUTHORIZING THE DESTRUCTION OF RECORDS

WHEREAS, on October 2, 2007, the Sausalito City Council adopted Resolution No. 4918, A
Resolution of the City Council of the City of Sausalito Adopting A Records Retention Schedule and
Authorizing the Destruction of Records Pursuant to the Records Retention Schedule, in Compliance
with the California State Archives Records Retention Guidelines; and

WHEREAS, attached to Resolution No. 4918 as Exhibit “A” were the records retention
schedules applicable to the City of Sausalito; and

WHEREAS, it was found that the records retention schedule attached as Exhibit “A” to
Resolution No. 4918 was missing the section which included “Finance: Administrative Services,
Accounting Services, and Human Resources”; and

WHEREAS, during an initial inventory of documents, it was found that additional categories
were needed within the Finance schedule; and

WHEREAS, it is imperative that the Finance section be included with the overall City of
Sausalito Records Retention Schedule.

"NOW, THEREFORE, BE IT RESOLVED that Resolution No. 4918 is hereby amended to
include “Finance: Administrative Services, Accounting Services, and Human Resources”, with the
recommended amendment, as an integral part of Exhibit “A” of said resolution; and that a full and
complete copy of Exhibit “A” of Resolution No. 4918, including the Finance section stated above, is
hereby attached to this resolution. '

PASSED AND ADOPTED at a regular meeting of the Sausalito City Council on the

day of , 2008, by the following vote:
AYES: COUNCILMEMBERS:
NOES: COUNCILMEMBERS:

ABSENT: COUNCILMEMBERS:
ABSTAIN: COUNCILMEMBERS:

MAYOR OF THE CITY OF SAUSALITO
ATTEST:

DEPUTY CITY CLERK
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