
File ID RES 15-104 No. 43 

Monterey County 
168 West Alisal Street,
 

1st Floor
 
Salinas, CA 93901
 

Board Order	 831.755.5066 

Upon motion of Supervisor Parker, seconded by Supervisor Armenta and carried by those members 
present, the Board of Supervisors hereby: 

Adopted Resolution 15-313 to: 
a.	 Approve the revised Records Retention Schedule for Resource Management Agency (RMA). 

Planning for the storage and/or destruction of County records as set forth by federal and state laws, 
county codes, and policies; and 

b.	 Authorize the Director ofRMA-Planning or his or her designee to destroy or cause the destruction of 
County records in accordance with the approved Records Retention Schedule for Resource 
Management Agency (RMA) Planning. 

PASSED AND ADOPTED on this 8th day ofDecember 2015, by the following vote, to wit: 

AYES: Supervisors Armenta, Phillips, Salinas, Parker and Potter 
NOES: None 
ABSENT: None 

I, Gail T. Borkowski, Clerk of the Board of Supervisors of the County ofMonterey, State of California, hereby certifY that 
the foregoing is a true copy of an original order of said Board of Supervisors duly made and entered in the minutes thereof of 
Minute Book 78 for the meeting on December 8, 2015 

Dated: December 23,2015 Gail T. Borkowski, Clerk of the Board of Supervisors 
File ID: Res 15-104 County of Monterey, State of California 

RY~1\~
 
Deputy 



File ID RES 15-104 No. 45 

Before the Board of Supervisors in and for the
 
County of Monterey, State of California
 

Resolution No. 15-313 
Resolution of the Monterey County Board of ) 
Supervisors to: ) 

a. Approve the revised Records Retention ) 
Schedule for Resource Management Agency ) 
(RMA) Planning for the storage and/or ) 
destruction of County records as set forth by ) 
federal and state laws, county codes, and ) 
policies; and ) 

b. Authorize the Director ofRMA-Planning or ) 
his or her designee to destroy or cause the ) 
destruction of County records in accordance ) 
with the approved Records Retention ) 
Schedule for Resource Management Agency ) 
(RMA) Planning................................... ) 

RECITALS 

WHEREAS, the Records Retention Schedule for Resource Management Agency (RMA) 
Planning (hereafter "Schedule"), attached hereto as Exhibit A and incorporated herein by 
reference, sets forth retention periods for the records of RMA-Planning; 

WHEREAS, California Government Code section 26201 provides that the Board of Supervisors 
may authorize at any tinle the destruction or disposition of any duplicate record, paper, or 
document, the original or permanent photographic reproduction ofwhich is in the files of any 
office or department of the County; 

WHEREAS, California Government Code section 26202 provides that the Board of Supervisors 
may authorize the destruction or disposition of any record, paper, or document which is more 
than two years old and which was prepared or received in any manner other than pursuant to a 
state statute or county charter; 

WHEREAS, California Government Code section 26202 provides that the Board of Supervisors 
may authorize the destruction or disposition of any record, paper or document which is more 
than two years old, which was prepared or received pursuant to state statute or county charter, 
and which is not expressly required by law to be filed and preserved if the board determines by 
four-fifths (4/5) vote that the retention of any such record, paper or document is no longer 
necessary or required for county purposes. Such records, papers or documents need not be 
photographed, reproduced or microfilmed prior to destruction and no copy thereof need be 
retained; 

WHEREAS, California Government Code section 26205 provides that the Board of Supervisors 
may authorize the destruction of any record, paper, or document that is not expressly required by 
law to be filed and preserved if all of the following conditions are complied with: 

(a) The record, paper, or document is photographed, microphotographed, reproduced by 
electronically recorded video images on magnetic surfaces, recorded in the electronic data 
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File ID RES 15-104 No. 45 
processing system, recorded on optical disk, or reproduced on film or any other medium that is a 
trusted system and that does not permit additions, deletions, or changes to the original document 
and is produced in compliance with Section 12168.7 for recording of permanent records or 
nonpermanent records. 

(b) The device used to reproduce the record, paper, or document on film, optical disk, or any 
other medium is one that accurately reproduces the original thereof in all details and which does 
not permit additions, deletions, or changes to the original document images. 

(c) The photographs, microphotographs, electronically recorded video images on magnetic 
surfaces, records in the electronic data processing system, records recorded on optical disk, or 
other reproductions on filnl or any other medium are placed in conveniently accessible files and 
provision is made for preserving, examining, and using the files; 

WHEREAS, California Government Code section 26205.1 provides that the Board of 
Supervisors may adopt a resolution authorizing a county officer having custody of nonjudicial 
public records, documents, instruments, books, and papers to destroy such records if the records 
prepared or received other than pursuant to a state statute or county charter and are not expressly 
required by law to be filed and preserved; 

WHEREAS, California Environmental Quality Act (CEQA) Guidelines section 15062 (c) (2) 
provides that the local agency shall retain the notice of exemption for not less than 12 months; 

WHEREAS, California Environmental Quality Act (CEQA) Guidelines section 15075 (e) 
provides that the local agency shall retain the notice of determination for a negative declaration 
or mitigated negative declaration for not less than 12 months; 

WHEREAS, CalifoTIlia Environmental Quality Act (CEQA) Guidelines section 15094 (e) 
provides that the local agency shall retain the notice of determination for an environmental 
impact report for not less than 12 months; 

WHEREAS, California Environmental Quality Act (CEQA) Guidelines section 15095 (c) 
provides that the local agency shall retain one or more copies of the final ErR as public records 
for a reasonable period of time; 

WHEREAS, Surface Mining and Reclamation Act of 1975 (SMARA, Public Resources Code, 
Sections 2710-2796) section 2773.1 (a) (2) provides that the financial assurances of each surface 
mining operation shall remain in effect for the duration of the surface mining operation and any 
additional period until reclamation is completed; 

WHEREAS, Surface Mining and Reclamation Act Regulations section 3504 provides that the 
lead agency shall establish and maintain in-house measures and procedures to ensure organized 
record-keeping and monitoring of surface mining reclamation under its jurisdiction; 

WHEREAS, Monterey County Board of Supervisors approved and adopted the County of 
Monterey Records Management Policy on July 1, 2014 which included a cross departmental 
records retention schedule; 

WHEREAS, Monterey County Board of Supervisors approved and adopted the RMA-Planning 
Records Retention Schedule on August 26,2014 to address the retention of specific land use 
records contained within departmental files; 
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File ID RES 15-104 No. 45 

WHEREAS, the revised Records Retention Schedule addresses the storage, preservation, and 
destruction of additional land use record types that were not addressed in the previous schedule; 

WHEREAS, the retention periods set forth in the Schedule meet or exceed the retention periods 
required by state law; 

WHEREAS, the Schedule is beneficial and serves the public welfare because it establishes 
uniform standards for management of records; saves office and storage space by allowing the 
destructions of records that are no longer necessary or required for County purposes; and protects 
and preserves records of legal, historical, research, and informational value for future reference; 
and 

WlIEREAS, the Board of Supervisors finds that RMA-Planning records whose destruction is 
hereby authorized are records that meet one or more of the following criteria: are duplicates of 
original records kept by other agencies; are not records prepared or received pursuant to state 
law; are records for which any statutorily-required minimum retention period has been satisfied; 
are records not expressly required by law to be filed and preserved by RMA-Planning; or are 
records that, if prepared or received pursuant to a state statute, are not expressly required by law 
to be filed and preserved and will no longer be necessary or required for County purposes after 
the retention period prescribed in the Schedule. 

DECISION 

NOW, THEREFORE, BE IT RESOLVED, that the Board of Supervisors of the County of 
Monterey does hereby: 

a.	 Approve the revised Records Retention Schedule for Resource Management Agency 
(RMA) Planning for the storage and/or destruction of County records as set forth by 
federal and state laws, county codes, and policies attached hereto as Exhibit A and 
incorporated herein by reference; and 

b.	 Authorize the Director ofRMA-Planning or his or her designee to destroy or cause the 
destruction of County records in accordance with the approved Records Retention 
Schedule for Resource Management Agency (RMA) Planning. 

PASSED AND ADOPTED upon motion of Supervisor Parker, seconded by Supervisor 
Arnlenta carried this 8th day of Decetnber 2015, by the following vote, to wit: 

AYES: Supervisors Armenta, Phillips, Salinas, Parker and Potter 
NOES: None 
ABSENT: None 

I, Gail T. Borkowski, Clerk of the Board of Supervisors of the County ofMonterey, State ofCalifornia, hereby 
certify that the foregoing is a true copy ofan original order of said Board of Supervisors duly made and entered in 
the minutes thereof ofMinute Book 78 for the meeting on December 8,2015. 

Dated: December 23, 2015 Gail T. Borkowski, Clerk of the Board of Supervisors 
File Number: RES 15-104 County ofMonterey, State of California 
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Department 293 PAGE 10F8EXHIBIT A 
Division 2930 COUNTY OF MONTEREY - RECORDS MANAGEMENT
 

RMA-PLANNING RECORDS RETENnON SCHEDULE
 

A list of names and addresses of property owners 
within 300 feet of the project site. 

005 IAdvisory Committee Agendas Agendas from advisory committees, design review I None I None 
committees, or the airport land use commission . 

. 005' ,>!AdvlsoryCommittee Minutes ' \ '<"N" ;' Minutes from advlsory commltten, design review I­ CY+2Y 1 -None , .~;~t..~A~:\ . cemmlttees.ortheairport la1icl uSe commission. 
'.;J..' - . .to ~:;~'~t ~~ ,... ~ -'"" 

005 IAffidavit of Posting An affidavit stating that the public notices were I F+2Y I None 

posted prior to a public hearing and where they 

were posted. 

005 IAppeal-Board of Supervisors ICompleted application and justification for an F+2Y I None I None IGC § 26201; original document is on file with IShred/Delete 
appeal of a project to the Board of Supervisors. the Clerk of the Board. 

005 IAppeal-Planning Commission ICompleted application and justification for an I F+2Y I None I F+2Y IGC § 26202 IShred/Delete 
appeal of a project to the Planning Commission. 

',:,,005 IApPIiClition :;:-.. 'r ~ ~,"'':.' ICompleted appllQtJon for proJKt. ~':~,~ -. P , P -'> P~ Pre.servedocuments due to'thelr leaal and 
'" " \ 'f" - \ •. ""'. '~c: • _.., )',...... ,'. ." ~ ! Informatlonal.value fQ(fUtvre reference , .. ~., 

005 IApplication Checklist IChecklist for applicant stating what Is required for F+2Y None 
submittal. 

005 Application Request Form to start the application process. T F+2Y 

:. 0050:'" Applicatlon~Scope,of Worlc,stalement. - Att~ed to the AppllClitlon Request Form; provldes ,I ~P 
'~:,(: .'. . ~·l ins~is to qUeStlorUtoa$S/st with a1sesslrii 
. ~',",;.;: ",..,'~'_" ,. ?,. " ~;r.. lpermlts.-ded.' 

005 Archaeological Report Waivers Forms and documentation for the waiver of an I F+2Y I None 
archaeological report for a project. 

005 IAssessor's Parcel Map IMap from Assessor's Map Book showing parcel 1 F+2Y I None I None IGC § 26202 IShred/Delete 
location and configuration. 

F = FINAL DECISION (APPEALS AND LITIGATION HAVE CONClUDED) 
CL = ClEARED ALL CONDITIONS FOR ALL PHASES 
CY = CALENDAR YEAR 

P =PERMANENT 

Y = YEARS ·RECORDS WILL BE MAINTAINEDIiW+A~l!H'fllt!\oR 
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Department 293 EXHIBIT A PAGE 2 OF 8 

Division 2930 COUNTY OF MONTEREY - RECORDS MANAGEMENT 
RMA-PLANNING RECORDS RETENTION SCHEDULE 

Shred/delete 

GC § 26202; pursuant to County of 

Monterey's Records Management Policy 

F+2Y 

F+2Y IGC § 26202 IShred/Delete 

F+2Y CEQA Guidelines § 15208 Shred/Delete 

F+2Y GC § 26202 Shred/Delete 

P IPreserve'doCuments due'tothelr legl/lnd 

Informatlonill vitu/for futUf"e reference_. 
None IGC § 26201; pursuant to County of 

Monterey's Records Management Policy 

F+~GC § 26202 

P 

F+2Y 

None 

None 

None 

None 

None 

P 

F+2Y 

F+2Y 

F+2Y 

F+2Y 

None 

Application and materials submitted for review prior 

Letter to owner/applicant addressing completeness 

or Incompleteness of application submittal. 

Routine correspondence received by or sent by 

Department; may include letters, memos and notes. 

Extra copies of documents or documents for which a 

department is not the office of record. 

Plan that addresses general operations (e.g. hours, 

parking, construction materials, debris 

management) on a project site and measures to 

minimize traffic Impacts during construction. 

Comments on Negative Declarations, Mitigated 

Negative Declarations, or EIRs circulated for public 

review. 

Unconditional and conditional certificates of 

compliance that are recorded. 

:. 

Development Review Committee (DRe) 

Correspondence 

Copies or Duplicate Documents 

Construction Management Plan 

Comments on Environmental Review 

Complete/Incomplete Letter 

Certificates of Compliance 

ODS 

ODS 

ODS 

041 

ODS 

005 ~IConditiOn Compllilnce Documentiltlon 

025 

DOS 

'003 

applications and Pre-Application Conferences to submitting a formal application.	 according to schedule 

if no formal 

application is made. 

ODS Drafts of Documents Documents not in final form. None None None IGC § 26202	 Shred/Delete 

F= FINAL DECISION (APPEALS AND LITIGATION HAVE CONCLUDED) 

CL = CLEARED ALL CONDITIONS FOR ALL PHASES 

CY = CALENDAR YEAR 

P = PERMANENT 

Y =YEARS 'RECORDS WILL BE MAINTAINE[fIM+AEtl!M!l'Il!\oR THE RRC IF SPACE IS NEEDED 
PAGE 5 OF 11 
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Department 293 EXHIBIT A PAGE 3 OF 8 

Division 2930 COUNTY OF MONTEREY· RECORDS MANAGEMENT 
RMA-PLANNING RECORDS RETENTION SCHEDULE 

009 IEIR - Draft (OEIR, 

009 • 

009 ,IEIR - Final (FEfR) 

005 

DOS 

None: 

" 

CL+2Y 

None 

-­
None 

. 

P 

CL+2Y 

informatIOn 

' .. .., 

GC § 26202 

ODS 

OOS 

OOS 

ODS 

IGeneral Development Plan 

IIDR Referral Checklist 

IIDR Referral Forms 

Iinitial Study (Negative Declaration (ND)) 

Plan that addresses the uses permitted, not F+2Y 

permitted, the site improvements, and general 

operations permiited on a an industrial-zoned site. 

Checklist of departments that review the application F+2Y 

materials, 

Comments/conditions from agencies reviewing the T F+2Y 

application materials. 

Draft enVironmental document released for public I F+2Y 

review. 

None 

None 

T 
None 

I None 

F+ 2Y 

None 

T None 

I CL+2Y 

GC § 26202 

GC § 26202 

TGC § 26202 

IGC § 26202 

5hred/Oelete;-retaln'"" 

pennilnelltly Ifnot 

llttad,;d-to 
Resolution, 
Shred/Delete 

TShred/Delete 

IShred/Delete 

F = FINAL DECISION (APPEALS AND UTIGATION HAVE CONCLUDED) 

Cl = CLEARED ALL CONDITIONS FOR ALL PHASES 

CY = CALENDAR YEAR 

P = PERMANENT 

Y =YEARS "RECORDS WILL BE MAINTAINElJ'Il1il*A~~I'IC!loR 
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Department 293 EXHIBIT A PAGE40F8 

Division 2930 COUNTY OF MONTEREY - RECORDS MANAGEMENT
 
RMA-PLANNING RECORDS RETENTION SCHEDULE
 

Shred/Delete once 

environmental 

document is released 

for public review. 

OOS IInterested Parties List IList of members of the public that requested to I F+2Y I None I F+2Y IGC § 26202 

receive information on the project during the 

process. 

005 lJustificatlon Letters (variance or slope) ILetters justifying why a variance should be I F+2Y I None I None IGC § 26202 

considered or justifying development on slopes. 

I I I 1GC§"26202OOS ILegal Description lIe~al description of the properlY where F+2Y None None 

Shred/Delete 

Shred/Delete 

Shred/Delete 

F = FINAL DECISION (APPEALS AND LITIGATION HAVE CONCLUDED) 

CL = CLEARED ALL CONDITIONS FOR ALL PHASES 

CY =CALENDAR YEAR 

P = PERMANENT 

Y =YEARS -RECORDS WIU BE MAINTAINEIttW+l:I~~~I'lCf\oR 
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005 INotice of Completion IDocument that is filed with the Office of Planning I F+2Y I None 

i rM~Horl~lj,alue'fO~future'relerente 

I I I I" r 
Agendas for Planning Commission, Subdivision I None I None I CY+2Y IGC § 26202 IShred/Delete 
Committee, Zoning Administrator, and 

Administrative Decisions. 

"" Audio and/or video, recordings'of Planning P P P Preserve dOClllllents due to thelr Iqal and· 

': COl11ri\lssion~Si1bCllYiiio~Committee; and Zoning .: . InformaUonal value for future reference 
~ Adiiilnistratof li~artnl!S. '. 

. ~ . ' 
.­

, Minutes Irom,PlannlngCommlsslon••5ubdh/\$lon CY+2Y None P. Preserve documents due lD their legal and 

~ Committee;'andZo';'irig'Adri1l~istratot:hearlngs. ,- InformaUoiial value for future reference 
~ ".' " 

~ 

,(. '.'.-.>,: .... .., 

Notices published in the newspaper prior to F+2Y None None GC § 26202 

deciding a project. 

"r~I~,p~~~~JOrPlan~l~g ,Co~mISSI~~o~:~nlng ,. ICurrent cY I P I None ~l ~!eserve doc;uments·due:to their legat;and, 
~ A.ifmlnstrator hearill&S consisting of.th~ agenda and ; Inf~rm4ltlona~ ~alile for future retereiiee. 
, Staff'repdrts. t,. i";' .;<' .' ~ '• , .... • '!! ~. I ~.. ~:;O~ ... ~L~ I ~'~~!ii~' . 

Department 293 EXHIBIT A PAGESOF8 

Division 2930 COUNTY OF MONTEREY - RECORDS MANAGEMENT 
RMA-PLANNING RECORDS RETENTION SCHEDULE 

F = FINAL DECISION (APPEALS AND LITIGATION HAVE CONCLUDED) 

CL = CLEARED ALL CONDITIONS FOR ALL PHASES 

CY = CALENDAR YEAR 

P = PERMANENT 

005 INotice of Determination 

005 INotice of Determination 

005 INotice of Exemption 

005 IPhotographs 

005.(,,' Plans'(asapproved)., 
"',.'.,,",;" 

, :,. 
005 Project Review Forrr 

Public Hearing Agendas 007,011 

t- • 

007, 011 IPublic Hearing Audio /Videorecordings· '-" 

005 IPublic Hearinl! Notices 

,A~~"~U fbliC ~~~r:n~~~ckets 
r 

"""".re'·'( ,~; 
~~~~~f'.. ~ ..~ 

•~<r' t :......Ja.~. 
,. 

and Research notifying the public that an EIR has 

been prepared. 

IA notice filed after a project has been approved with F+1Y 

a NDorMND. 

IA notice filed after a project has been approved with F+1Y 

an EIR. 

IA notice filed after a project has been approved with F+1Y 

an exemption from CEQA. 

lPictures ofthe project and project site; may be F+2Y 

stored in a PowerPoint format. 

IBlueprtnts of the approved project. P 

None
 

None
 

None
 

None
 

P
 

F+1Y
 

F+1Y
 

F+1Y
 

CL+2Y
 

P
 

PRC § 21152 (c); CEQA Guidelines § 15075 

(e)
 

PRC § 21152 (c); CEQA Guidelines § 15094
 

(e)
 

PRC § 21152 (c); CEQA Guidelines § 15062
 

(c) (2)
 

GC § 26202
 

.' Preserve.documents,due,to their.legaJ ind 

Shred/Delete 

Shred/Delete 

Shred/Delete 

Shred/Delete 

IRetain perm4lnently . 

"RECORDS WILL BE MAINTAINEIHiI"+AEI~l:i'oR THE RRC IF SPACE IS NEEDED DECEMBER 8, 2015 
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Department 293 EXHIBIT A PAGE60F8 

Division 2930 COUNTY OF MONTEREY - RECORDS MANAGEMENT 

RMA-PLANNING RECORDS RETENTION SCHEDULE 

F = FINAL DECISION (APPEALS AND LITIGATION HAVE CONCLUDED) 

CL = CLEARED ALL CONDITIONS FOR ALL PHASES 
CY ~ CALENDAR YEAR 

P =PERMANENT 

Y = YEARS ·RECORDS WILL BE MAINTAINED'\t1i~Ef~Nct<>R 
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Department 293 EXHIBIT A PAGE 7 OF 8 

Division 2930 COUNTY OF MONTEREY - RECORDS MANAGEMENT 

RMA-PLANNING RECORDS RETENTION SCHEDULE 

. 005 IStaff Report 

005 IStaff Meeting Notes 

GC § 26202; pursuant to County of 

Monterey's Records Management Policy 

Pursuant to the County of Monterey's 

Records Management Policy. notes that are 

not retained by the County in the ordinary 

course of business should be destroyed 

when they are no longer useful for 

reference. 

Preserve documents due to their Ielal and 

Informational value for future teference 

P 

F+2YNone 

.' PP 

F+2Y 

F+2Y 

" 

Project-related meeting notes. 

Correspondence from the State Clearinghouse. 

Report,used,byapproprlate'authorlty'todetermine 

approiki6rdenliill of a project. 

State Clearinghouse Letters 005 

":'>.. 

005 Storm Water Poliution Prevention Plan (SWPPPl-IDocument that includes BMPs to show how a 

if required by a condition of approval construction project will minimize storm water 

pollution. 

CL+2Y None Cl+2Y IGC § 26202 Shred/Delete prior to 

retetion period if a 

Notice of Termination 

(NOTl is filed with the 

State Water Resources 
Control Board 

(SWRCB) 

f" 005 (" JSupplemEmtal Application (coastal) Competed appliQUo" for project wlthlnthe coastal , P p P PreselVl! dOCuments due to their lega'.nd "IRttliln permanentlY 
In!ormatlonal valu~ for-futurereference . 

F =FINAL DECISION (APPEALS AND LITIGATION HAVE CONCLUDED) 

CL =CLEARED ALL CONDITIONS FOR ALL PHASES 

CY = CALENDAR YEAR 

P= PERMANENT 

Y=YEARS ·RECORDS WILL BE MAINTAINEDIIll+A~~f>lli'oR 
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Department 293 EXHIBIT A PAGE80F8 

Division 2930 COUNTY OF MONTEREY - RECORDS MANAGEMENT 

RMA-PLANNING RECORDS RETENTION SCHEDULE 

J 

037, 'ITr~e RemCMII Pe~1U	 ....,r-,.",., .' IAppllQtIOlU. reports, phot~plls. ind other None , None 

\._:~l' • mater1ils submItted or ienerited for Inlind Tiee . 
-::!~/ 

F+2Y None

None None

. 11 

005 Vicinity Map Map prepared to show the project area. 

005 ' Voided Prolects ..... .-:-"-"1'- •• Prolect me thit ire volded. -,. ~ 

005 IWritten Public Comment Correspondence from the public on a project. F+2Y None F+2Y IGC § 26202; pursuant to County of 

Monterey's Records Management Policy 

F = FINAL DECISION (APPEALS AND LITIGATION HAVE CONCLUDED) 

CL =CLEARED ALL CONDITIONS FOR ALL PHASES 

CY = CALENDAR YEAR 

P = PERMANENT 

Y = YEARS "RECORDS WILL BE MAINTAINEIHiT*A~~Cf\oR 
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