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Matters on the Consent Calendar are routine in nature and will be approved by one blanket motion with a Council vote. No
discussion of these items ensues unless specific items are pulled for discussion and separate action. If you wish to have an
item pulled from the Consent Agenda for discussion, please notify the Mayor.

Recommended Action: Approve Consent Calendar

Authorize Remote Teleconference Meetings Pursuant to Government Code Section 54953(e)
[AB 361]. (Pages 4-7)

Recommendation: Adopt Resolution _ -2023 Authorizing Remote Teleconference Meetings
Pursuant to Government Code Section 54953(e) [AB 361].

Minutes (Pages 8-10)
Recommendation: By Motion, approve the Colfax City Council minutes of 1/25/2023.

Quarterly Investment Report — Quarter ended 12/31/22 (pages 11-19)
Recommendation: Accept and file

Property Management Agreement (pages 20-39)

Recommendation: Adopt Resolution__-2023 authorizing the City Manager to enter into a
professional services agreement with Foothill Properties to set fair market rates, solicit tenants, and
manage tenant contracts for City-owned properties for a three-year term with an option to renew for
an additional two years.

Records Retention Schedule (pages 40-86)
Recommendation: Adopt Resolution__-2023 and the Records Retention Schedules.

*** End of Consent Calendar ***
AGENCY REPORTS

Placer County Sheriff Department
CHP

Placer County Fire Department/CAL FIRE

Non-Profits

PRESENTATION (No Presentation)

PUBLIC HEARING (No Public Hearing)

PUBLIC COMMENT

Members of the public are permitted to address the Council orally or in writing on matters of concern to the public within
the subject matter jurisdiction of the City that are not listed on this agenda. Please make your comments as succinct as
possible. Oral comments made at the meeting may not exceed five (5) minutes per speaker. Written comments should not
exceed 800 words. Written comments received before the close of an agenda item may be read into the record, with a
maximum allowance of five (5) minutes in length. Council cannot act on items not listed on this agenda but may briefly
respond to statements made or questions posed, request clarification, refer the matter to staff, or place the matter on a
future agenda.

Colfax City Council Meetings are ADA compliant. If you need disability-related modification or February 8. 2023
accommodation including auxiliary aids or services to participate in this meeting, please contact the City '
Clerk at (530) 346-2313 at least 72 hours prior to make arrangements for ensuring your accessibility. 2
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4. If a disruption occurs that prevents the city from broadcasting the meeting or that prevents the public
from participating or commenting using the call-in option, no further action on the agenda items can be
taken until the disruption is remedied. (GC 54953(e)(2)(D)).

5. The City cannot require public comments to be submitted in advance of the meeting and must allow
for comments to be made in “real time”. This does not require the city to provide a physical location
from which the public may attend or comment. (GC 54953(e)(2)(E)).

6. GC Section 54953.3 precludes the City from requiring meeting attendees to register his or her name
or to provide other information, complete a questionnaire, or fulfill any other condition precedent to
attendance. AB 361 provides that individuals who want to provide public comment through the use of an
internet website or other online platform not under the City’s control may nevertheless be required to
register as required by that third-party internet website or online platform to participate. (GC
54953(e)(2)(F)).

7. Colfax takes public comment separately on each agenda item so it will have to allow a reasonable
amount of time per agenda item for the public to register or be recognized for the purpose of providing
public comment. (GC 54953(e)(2)(G)(ii)). This generally applies to the public comment period on
matters within the City’s subject matter jurisdiction.

8. The following findings must be made within 30 days after teleconferencing under AB 361 for the
first time without complying with Government Code Section 54953(b)(3) and every 30 days thereafter:
(A) The Council has reconsidered the circumstances of the state of emergency, (B) Either the state of
emergency continues to directly impact the ability of the Council to meet safely in person, or state or
local officials continue to impose or recommend measures to promote social distancing. (GC
54953(e)(3)). Staff plans to place this periodic review on the Consent Calendar.

Staff is prepared to implement these requirements and will be available to answer any questions.

Fiscal Impact
None

Attachments:
1. Resolution _ -2023

City of Colfax Authorize Remote Teleconference Meetings
Staff Report February 8, 2023 Under Government Code Section 54953(e)
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City of Colfax

City Council
Resolution Ne  -2023

AUTHORIZING REMOTE TELECONFERENCE MEETINGS PURSUANT TO GOVERNMENT CODE
SECTION 54953(¢) [AB 361]

WHEREAS, Government Code Section 54953(e), as adopted by Assembly Bill 361 (AB 361) allows the
Council to hold open meetings by teleconference without reference to otherwise applicable requirements of
Government Code Section 54953(b)(3), so long as Council complies with legally-imposed requirements, there
exists a declared state of emergency, and one of the following circumstances is met: (1) State or local officials
have imposed or recommended measures to promote social distancing, (2) Council is holding the meeting for the
purpose of determining, by majority vote, whether as a result of the emergency, meeting in person would present
imminent risks to the health and safety of attendees, and (3) Council has determined, by majority vote, that as a
result of the emergency, meeting in person would present imminent risks to the health and safety of attendees;
and,

WHEREAS, on March 4, 2020, the Governor proclaimed a state of emergency pursuant to Government
Code Section 8625, and that proclamation remains in effect; and,

WHEREAS, the City Council, having reconsidered the circumstances of the state of emergency,
hereby declares that a state of emergency as a result of the threat of COVID-19 still exists and continues to
impact the ability of members of the public, the City Council, Council subcommittees, City staff and
consultants to meet safely in person.

NOW THEREFORE, BE IT RESOLVED BY the City Council of the City of Colfax as follows:

1. The foregoing recitals are true and correct statements of fact and are incorporated into this
Resolution by this reference.

2. The City Council hereby finds and declares the following conditions are met as required by
Government Code Section 54953(e)(3):

() The Governor of California proclaimed a state of emergency on March 4, 2020, pursuant
to Government Code Section 8625, which remains in effect.

(i)  The City Council has determined that, as a result of the emergency, meeting in person
would present imminent risks to the health and safety of attendees.

3. The City Manager is authorized to utilize teleconferencing to conduct all City of Colfax public
meetings pursuant to AB 361 and Government Code Section 54953(e).

4. In accordance with AB 361, the City Council shall reconsider the passage of this Resolution not
less than every 30 days to determine whether a state of emergency continues to directly impact the ability of the
Council to meet safely in person, or whether state or local officials continue to impose or recommend social
distancing, until this Resolution is rescinded.

City of Colfax Authorizing Remote Teleconference Meetings Pursuant To
Resolution __-2023 Government Code Section 54953(e) [AB361]









Minutes 1/25/2023
3H.  Agreement with Pelayo Construction for City Facility Repairs
Recommendation: Adopt Resolution 05-2023 authorizing the City Manager to enter into an
agreement with Pelayo Construction for City facility repairs in an amount not to exceed $19,380.
***End of Consent Calendar***

By MOTION, approve the consent calendar.
MOTION made by Councilmember Lomen and seconded by Councilmember Ackerman, and
unanimously approved.

AGENCY REPORTS

4A.  Placer County Sheriff Office — Station Commander, Sgt. Kevin Griffiths presented annual response
statistics and also provided a synopsis of a recent event that occurred at Colfax High School which
incorporated responses from multiple allied agencies and participation at the Sierra Vista
Community Center with coordination from the school

4B.  CHP - Public Information Officer Jason Lyman described his department’s involvement and being
on a search team at the incident at Colfax High School as well as traffic safety and safe snow play
areas along the freeway corridor.

4C.  Placer County Fire/CAL FIRE - Assistant Chief Bob Counts described the coordinated response
to the school. 2 CAL FIRE peace officers responded to join search teams, as well the Tactical
Emergency Medical Support (TEMS) team and a drone operator. He also spoke about the status of
Rescue 36 apparatus.

4D.  Non-Profits — None

PRESENTATION (None)
PUBLIC HEARING (None)

PUBLIC COMMENT
Tim Dion spoke about licensing of medicinal and adult-use cannabis. Council clarified the topic of
the agenda item for the February 22" meeting to be firstly, if the current cannabis licensing City
ordinance is in compliance with California State Law and secondly if Council has any policy
direction to amend the ordinance.

COUNCIL AND STAFFE

8A. Committee Reports and Colfax Informational Items — All Councilmembers — Councilmember
Lomen announced that the City’s negotiations with Union Pacific were successful regarding
obtaining an easement on Railroad Street. Councilmember Douglass explained that he attended a
Homelessness Response Project and didn’t have an update yet.

gB.  City Operations Update — City Manager — City Manager Heathcock presented a map and
described the acquisition of Railroad Street ingress/egress easement from Union Pacific which
would be presented at the next Council meeting. He also discussed a hypothetical project timeline.

COUNCIL BUSINESS

9A.  City of Colfax Audit Report as of Fiscal Year Ended June 30, 2022
Presentation by: Ingrid Sheipline, Managing Partner (Richardson and Co.), Auditor
Recommendation: Accept and receive Fiscal Year Ended June 30, 2022, Audit Report.
Finance Director Laurie Van Groningen discussed the history and relevance of the audit and also
thanked Administrative Analyst, Shanna Stahl and the consultants and City staff. Managing Partner,
Ingrid Sheipline presented the summary of the audit report and described a clean report. City
Manager Heathcock and Council also thanked Finance Director Van Groningen and Administrative
Analyst Stahl.
By MOTION, accept and receive the Fiscal Year Ended June 30, 2022 Audit Report.
MOTION made by Mayor Pro Tem Mendoza and seconded by Councilmember Ackerman, and
unanimously approved.
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PMIA Average Monthly Effective Yields

(Open Government

Time Deposits LAIF

)

Jan

Feb

Mar

Apr

May

Jun

Jul

Aug

Sep

Oct

Nov

Dec

1977

5.770

5.660

5.660

5.650

5.760

5.850

5.930

6.050

6.090

6.090

6.610

6.730

1978

6.920

7.050

7.140

7.270

7.386

7.569

7.652

7.821

7.871

8.110

8.286

8.769

1979

8.777

8.904

8.820

9.082

9.046

9.224

9.202

9.528

9.259

9.814

10.223

10.218

1980

10.980

11.251

11.490

11.480

12.017

11.798

10.206

9.870

9.945

10.056

10.426

10.961

1981

10.987

11.686

11.130

11.475

12.179

11.442

12.346

12.844

12.059

12.397

11.887

11.484

1982

11.683

12.044

11.835

11.773

12.270

11.994

12.235

11.909

11.151

11.111

10.704

10.401

1983

10.251

9.887

9.688

9.868

9.527

9.600

9.879

10.076

10.202

10.182

10.164

10.227

1984

10.312

10.280

10.382

10.594

10.843

11.119

11.355

11.557

11.597

11.681

11.474

11.024

1985

10.579

10.289

10.118

10.025

10.180

9.743

9.656

9.417

9.572

9.482

9.488

9.371

1986

9.252

9.090

8.958

8.621

8.369

8.225

8.141

7.844

7.512

7.586

7.432

7.439

1987

7.365

7.157

7.205

7.044

7.294

7.289

7.464

7.562

7.712

7.825

8.121

8.071

1988

8.078

8.050

7.945

7.940

7.815

7.929

8.089

8.245

8.341

8.397

8.467

8.563

1989

8.698

8.770

8.870

8.992

9.227

9.204

9.056

8.833

8.801

8.771

8.685

8.645

1990

8.571

8.538

8.506

8.497

8.531

8.538

8.517

8.382

8.333

8.321

8.269

8.279

1991

8.164

8.002

7.775

7.666

7.374

7.169

7.098

7.072

6.859

6.719

6.591

6.318

1992

6.122

5.863

5.680

5.692

5.379

5.323

5.235

4.958

4.760

4.730

4.659

4.647

1993

4.678

4.649

4.624

4.605

4.427

4.554

4.438

4.472

4.430

4.380

4.365

4.384

1994

4.359

4.176

4.248

4.333

4.434

4.623

4.823

4.989

5.106

5.243

5.380

5.528

1995

5.612

5.779

5.934

5.960

6.008

5.997

5972

5.910

5.832

5.784

5.805

5.748

1996

5.698

5.643

5.557

5.538

5.502

5.548

5.587

5.566

5.601

5.601

5.599

5.574

5.583

5.575

5.580

5.612

5.634

5.667

5.679

5.690

5.707

5.705

5.715

5.744

1998

5.742

5.720

5.680

5.672

5.673

5.671

5.652

5.652

5.639

5.557

5.492

5.374

1999

5.265

5.210

5.136

5.119

5.086

5.095

5.178

5.225

5.274

5.391

5.484

5.639

2000

5.760

5.824

5.851

6.014

6.190

6.349

6.443

6.505

6.502

6.517

6.538

6.535

2001

6.372

6.169

5.976

5.760

5.328

4.958

4.635

4.502

4.288

3.785

3.526

3.261

1
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2002

3.068

2.967

2.861

2.845

2.740

2.687

2.714

2.594

2.604

2.487

2.301

2.201

2003

2.103

1.945

1.904

1.858

1.769

1.697

1.653

1.632

1.635

1.596

1.572

1.545

2004
1

1.528

1.440

1.474

1.445

1.426

1.469

1.604

1.672

1.771

1.890

2.003

2.134

2005

2.264

2.368

2.542

2.724

2.856

2.967

3.083

3.179

3.324

3.458

3.636

3.808

2006

3.955

4.043

4.142

4.305

4.563

4.700

4.849

4.946

5.023

5.098

5.125

5.129

l 2007

5.156

5.181

5.214

5.222

5.248

5.250

5.255

5.253

5.231

5.137

4.962

4.801

2008

4.620

4.161

3.777

3.400

3.072

2.894

2.787

2.779

2.774

2.709

2.568

2.353

2009

2.046

1.869

1.822

1.607

1.530

1.377

1.035

0.925

0.750

0.646

0.611

0.569

2010

0.558

0.577

0.547

0.588

0.560

0.528

0.531

0.513

0.500

0.480

0.454

0.462

2011

0.538

0.512

0.500

0.588

0.413

0.448

0.381

0.408

0.378

0.385

0.401

0.382

2012

0.385

0.389

0.383

0.367

0.363

0.358

0.363

0.377

0.348

0.340

0.324

0.326

2013

0.300

0.286

0.285

0.264

0.245

0.244

0.267

0.271

0.257

0.266

0.263

0.264

2014

0.244

0.236

0.236

0.233

0.228

0.228

0.244

0.260

0.246

0.261

0.261

0.267

2015

0.262

0.266

0.278

0.283

0.290

0.299

0.320

0.330

0.337

0.357

0.374

0.400

2016

0.446

0.467

0.506

0.525

0.552

0.576

0.588

0.614

0.634

0.654

0.678

0.719

2017

0.751

0.777

0.821

0.884

0.925

0.978

1.051

1.084

1.1

1.143

1.172

1.239

2018

1.350

1.412

1.524

1.661

1.755

1.854

1.944

1.998

2.063

2.144

2.208

2.291

2019

2.355

2.392

2.436

2.445

2.449

2.428

2.379

2.341

2.280

2.190

2.103

2.043

2020

1.967

1.912

1.787

1.648

1.363

1.217

0.920

0.784

0.685

0.620

0.576

0.540

2021

0.458

0.407

0.357

0.339

0.315

0.262

0.221

0.221

0.206

0.203

0.203

0.212

2022

0.234

0.278

0.365

0.523

0.684

0.861

1.090

1.276

1.513

1.772

2.007
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CITY OF COLFAX
ADMINISTRATIVE POLICIES AND PROCEDURES

Subject: Investment Policy
Effective Date: October &, 2014
Resolution: Resolution No. 29-2014
SCOPE AND AUTHORITY

The purpose of this policy is to establish a prudent and systematic Investment Policy, and to
organize and formalize investment-related activities.

The City's Investment Policy is authorized under the California Government Code, section
53600, et, seq.as it applies to the investment of public funds.

It is intended that this policy cover all funds and investment activities under the direct authority
of the City of Colfax. Investments authorized by Fiscal Agents pursuant to bonded debt are
controlled by the terms and conditions of the specific bond, and may not necessarily coincide
with the Investment Policy outlined herein. Investments must conform to Government Code
Section 53600.5 concerning safekeeping of purchased securities by financial advisers, fiscal
agent, or consultants. Wherever practical, investments made by a Fiscal Agent on behalf of the
City will be consistent with this Policy.

INVESTMENT OBJECTIVES

Safety — It is the primary duty and responsibility of the City Staff to protect, preserve and
maintain cash and investments on behalf of the citizens of Colfax.

Liquidity — An adequate percentage of the City's investment portfolio should be maintained in
liquid short-term securities which can be converted to cash if necessary to meet disbursement
requirements. Since all cash requirements cannot be anticipated, investments in securities with
active secondary or resale markets is highly recommended. Emphasis should be on marketable
securities with low sensitivity to market risk.

Yield - Yield should become a consideration only after the basic requirements of safety and
liquidity have been met.

A. The overall yield should be designed to attain a market-average rate of return
throughout budgetary and economic cycles, taking into account the City's risk
constraints, the cash flow characteristics of the portfolio, and State and local laws,
ordinances or resolutions that restrict investments.

Public Trust — All participants in the investment process shall act as custodians of the public
trust. Investment officials shall recognize that the investment portfolio is subject to public review
and evaluation. The overall investment program shall be designed and managed with a degree of
professionalism that is worthy of the public trust.
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City of Colfax

City Council
Resolution Ne  -2023

AUTHORIZING THE CITY MANAGER TO ENTER INTO A PROFESSIONAL SERVICES
AGREEMENT WITH FOOTHILL PROPERTIES TO SET FAIR MARKET RATES,
SOLICIT TENANTS, AND MANAGE TENANT CONTRACTS FOR CITY OWNED
PROPERTIES FOR A THREE-YEAR TERM WITH AN OPTION TO RENEW FOR AN
ADDITIONAL TWO YEARS.

WHEREAS, in January 2017 the Colfax City Council established various project goals for
professional staff; and,

WHEREAS, the Council tasked staff to procure professional property management services to
set fair market rates, solicit tenants, and manage tenant contracts for City properties that are available
for tenancy; and,

WHEREAS, In February 2018, City Council adopted Resolution 08-2018 authorizing the City
Manager to enter into a Professional Services Agreement with Foothill Properties to set fair market
rates, solicit tenants, and manage tenant contracts for City-owned properties for a three-year term with
an option to renew for an additional two years.

WHEREAS, Foothill Properties has provided professional services to the city for the past 5
years. City staff has found Foothill Properties’ services to be satisfactory and recommends their
continued business.

NOW THEREFORE, BE IT RESOLVED the City Council of the City of Colfax authorizes
the City Manager to enter into a professional services agreement with Foothill Properties to set fair
market rates, solicit tenants, and manage tenant contracts for City-owned properties for a three-year
term with an option to renew for an additional two years.

THE FOREGOING RESOLUTION WAS DULY AND REGULARLY ADOPTED at the
Regular Meeting of the City Council of the City of Colfax held on the 8" day of February 2023 by the
following vote of the Council:

AYES:
NOES:
ABSTAIN:
ABSENT:

Trinity Burruss, Mayor
ATTEST:

Marguerite Bailey, City Clerk

City of Colfax Property Management Agreement
Resolution _ -2023
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Section 10. Jurisdiction.

This Agreement shall be administered and interpreted under the laws of the State of
California. Jurisdiction over any litigation arising from this Agreement shall be in the
Superior Court of the State of California with venue in Placer County, California.

Section 11. Suspension of Services.

Upon written request by Consultant, City may suspend, in writing, all or any portion of the
Services if unforeseen circumstances beyond the control of the City and Consultant make
normal progress of the Services impossible, impractical or infeasible. Upon written City
approval to suspend performance of the Services, the time for completion of the Services
shall be extended by the number of days performance of the Services is suspended.

Section 12. Termination of Services.

City may at any time, at its sole discretion, terminate all or any portion of the Services and
this Agreement upon seven (7) days written notice to Consultant. Upon receipt of notice of
termination, Consultant shall stop performance of the Services at the stage directed by City.
Consultant shall be entitled to payment within thirty (30) days for Services performed up
to the date of receipt of the written notice of termination. Consultant shall not be entitled
to payment for any Services performed after the receipt of the notice of termination unless
such payment is authorized in advance in writing by the City.

Should Consultant fail to perform any of the obligations required of Consultant within the
time and in the manner provided for under the terms of this Agreement, or should
Consultant violate any of the terms and conditions of this Agreement, City may terminate
this Agreement by providing Consultant with seven (7) days written notice of such
termination. The Consultant shall be compensated for all Services performed prior to the
date of receipt of the notice of termination. However, the City may deduct from the
compensation which may be owed to Consultant the amount of damage sustained or
estimated by City resulting from Consultant's breach of this Agreement.

Consultant's obligations pursuant to Sections 5 and 6 of this Agreement shall survive
termination, and continue in effect for as long as necessary to fulfill the purposes of
Sections 5 and 6.

Section 13. Independent Contractor.

Consultant shall in all respects be an independent contractor and not an agent or employee
of City. Consultant has and shall retain the right to exercise full control and supervision of
the means and methods of performing the Services. Consultant shall receive no premium
or enhanced pay for Services normally understood as overtime; nor shall Consultant

Foothill Properties Property Management



receive holiday pay, sick leave, administrative leave or pay for any other time not actually
expended in the performance of the Services. It is intended by the parties that Consultant
shall not be eligible for benefits and shall receive no compensation from the City, except as
expressly set forth in this Agreement. Consultant shall submit completed W -9 and Report
of Independent Contractor forms upon execution of this Agreement and prior to the
payment of any compensation hereunder.

Section 14. Ownership of Documents.

Within thirty (30) days after the Consultant substantially completes performance of the
Services, or within thirty (30) days after the termination of this Agreement, the Consultant
shall deliver to the City all files, records, materials and documents drafted or prepared by
Consultant's in the performance of the Services. It is expressly understood and agreed that
all such files, records, materials and documents are the property of the City and not the
property of the Consultant. All finished and unfinished reports, plans, studies, documents
and other writings prepared by and for Consultant, its officers, employees and agents in the
course of performing the Services shall become the sole property of the City upon payment
to Consultant for the Services, and the City shall have the exclusive right to use such
materials in its sole discretion without further compensation to Consultant or to any other
party. Consultant shall, at Consultant’'s expense, provide such reports, plans, studies,
documents and writings to City or any party the City may designate, upon written request.
Consultant may keep file copies of all documents prepared for City. Use of any such
documents by the City for projects that are not the subject of this Agreement or for
purposes beyond the scope of the Services shall be at the City's sole risk without legal
liability or expense to Consultant.

Section 15. Changes and/or Extra Work.

Only the City Council may authorize extra and/or changed Services, modification of the
time of completion of the Services, or additional compensation for the tasks to be
performed by Consultant. Consultant expressly recognizes that other City personnel are
without authorization to order extra and/or changed Services or to obligate the City to the
payment of additional compensation. The failure of Consultant to secure the prior written
authorization for such extra and/or changed Services shall constitute a waiver of any and
all right to adjustment in the contract price due to such unauthorized Services, and
Consultant thereafter shall not be entitled to any compensation whatsoever for the
performance of such extra or changed Services. In the event Consultant and City agree that
extra and/or changed Services are required, or that additional compensation shall be
awarded to Consultant for performance of the Services under this Agreement, a
supplemental agreement providing for such compensation shall be prepared and shall be
executed by the Consultant and the necessary City officials before the extra and/or changed
Services are provided.

Foothill Properties Property Management
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IN WITNESS WHEREOF, the parties hereby have executed this Agreement on the day first

above written:
CITY

Signature:

Printed Name:

Title:

Date:

APPROVED AS TO FORM:

City Attorney

CONSULTANT

Signature:
Printed Name:
Title:

Date:

Foothill Properties Property Management
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It is standard business practice for California cities to authorize the routine destruction of records that have
exceeded their adopted retention period, upon the request of the Department Head and with the consent in
writing of the Department Head, City Clerk and City Attorney, which is provided in Section 2 of the resolution.
This will reduce costs and improve efficiency for the City.

It is also standard business practice for California cities to authorize updates to the schedule without further
action of the City Council, which is provided in Section 3.

Fiscal Impacts

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

Attachments:

1. Resolution _ -2023
2. Exhibit A Retention Schedules

City of Colfax Adopt Records Retention Schedules

Staff Report February 8, 2023 a1
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City of Colfax

City Council
Resolution Ne  -2023

ADOPTING A RECORDS RETENTION SCHEDULE, 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 Colfax; 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 City of Colfax previously adopted Resolution No. 34-2004, approving Records Retention
Schedules;

NOW THEREFORE, BE IT RESOLVED BY the City Council of the City of Colfax as follows:

1. Resolution No. 34-2004 is hereby repealed.

2. The records of the City of Colfax, as set forth in the Records Retention Schedule 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 Department Head, City Clerk and City Attorney,
without further action by the City Council of the City of Colfax.

3. Updates are hereby authorized to be made to the Records Retention Schedule, without any further action

by the City Council, with the consent of the Department Head, City Clerk, City Attorney and City Manager.

4, 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.

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

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

THE FOREGOING RESOLUTION WAS DULY AND REGULARLY ADOPTED at a regular meeting of
the City Council of the City of Colfax held on the 8th of February, 2023 by the following vote of the Council:

AYES:
NOES:

City of Colfax Adopting a Records Retention Schedule
Resolution _-2023









Exhibit A
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RECORDS RETENTION SCHEDULE LEGEND

©1995 — 2023 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
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, that do NOT have substantive content: 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 Optical Disk or Microforms (guideline)

Total Retention: The total number of years the record will be retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = 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 = Electronic Computer Magnetic Media (Hard drives, Networks, USB Drives, Cloud, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper

OD = Optical Disk, 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 microfilmed

Destroy Paper after Imaged & QCid / Trustworthy Electronic Record: “Yes” indicates the electronic record may serve as the OFFICIAL record
(and the paper version may be destroyed, or the record may be electronically generated and never exist in paper format;) IF (legal requirements) the
document has been imaged (electronically generated, scanned or imported and placed on Unalterable Media, Immutable Cloud Media, DVD-R, CD-
R, Blue-ray-R, or WORM — Write Once Read Many Media, or microfilmed) which is stored in a safe & separate location, and both the images and
indexing Quality Checked (“QC’d”). The electronic record or image must contain all significant details from the original and be an adequate substitute
for the original document for all purposes, and other legal mandates apply. Includes all electronic records which are to serve as the Official Record.

Legend for leqal 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 Regulations (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. Cal. Atty. Gen..: Attorney General Opinions (CA)

PC: Penal Code (CA) PRC Public Resources Code R&T: Revenue & Taxation Code (CA)

UFC: Uniform Fire Code USC: United States Code (US) VC: Vehicle Code (CA) 45

W&I: Welfare & Institutions Code (CA)
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
Destroy
Image:
Office of . - Total oo Media | I=lImport Paper
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mir after Comments / Reference
S=Scan Imaged &
QCd?
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 actis completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.
HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations suspend normal retention periods (retention resumes after settlement or completion).
Boards, Commissions, & Committees:
External Organizations - Agendas, Minutes When No Mag
CW-006 . ' ' Longer ' Non-records
Resolutions, or other documents Required Ppr
(e.g. County Board of Supervisors)
Boards, Committees, Commissions, Ad-Hoc - Mag, )
Staffing Dept. CW-007 Committees: Citizen Advisory Created by the Minimum 2 Mfr, OD,| S/I ves: After Department Preference; GC 834090 et seq.
City Council - AGENDAS & STAFF REPORTS|  Y¢2'® Ppr QC &OD
Boards, Committees, Commissions, Ad-Hoc Mayg, Yes: After
Staffing Dept. Cw-008 Committees: Citizen Advisory Created by the 2 years Mfr, OD,| S/I QC.& oD Department Preference; GC §34090.6
City Council - AUDIO RECORDINGS Ppr
Boards, Committees, Commissions, Ad-Hoc Mayg, Yes: After
Staffing Dept. CW-009 Committees: Citizen Advisory Created by the P Mfr, OD, S/ QC.& oD GC 834090
City Council - MINUTES Ppr
Committees: City Council Subcommittees, Only Citizen Advisory Boards appointed by
AGENDAS and MINUTES Bike Park, Skate Mag, Yes: After the City Council must retain minutes
Staffing Dept. CW-010 Park, Council Policy, ISO, Youth Commission 2 years Mfr, OD,| S/I QC.& oD permanently (Council Subcommittees
Selection, Colfax Youth Commission Ppr present their recommendations to the full
Subcommittees Council); GC §34090 et seq.
Only Citizen Advisory Boards appointed by
Committees: Employee Committees, Employee Mag, Yes: After the City Council must retain minutes
Staffing Dept. Cw-011 Staff Meetings / Department Staff Meetings 2 years Mfr, OD,| S/I QC.& oD permanently (Council Subcommittees
AGENDAS and MINUTES Ppr present their recommendations to the full
Council); GC 834090 et seq.
City preference; Statute of Limitations for
Lead . . - Mag, . personal property, fraud, etc. is 3 years;
(Responding) Cw-012 é?(?l?il(?;r:i/egg:(é:‘?cse:gm Citizens er;;li? 2 Mfr, OD,| S/I \geé.&Acf)tgr Claims must be filed in 6 months; CCP
Dept. Ppr 88338 et seq., 340 et seq., 342, GC
§34090

COLFAX, CA. ©1995-2022 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-3
Destroy
Image: Paper
Office of . - Total ) Media | I=lImport
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mir Im:fgtg(r:I . Comments / Reference
S=Scan C'd?

Retentions apply to the departm

ent that is NOT the Office of Record (OFR), or th

e "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.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations

suspend normal retention periods

retention resumes after settlement or completion).

Copies -
. . When No
Lead Dept. CW-013 Copies or duplicates of any record Longer Mag Ppr GC 8§34090.7
Required
Dept. that Correspondence - ROUTINE (Content relates
Authors in a substantive way to the conduct of the
Document public's business) Mag, :
or CW-014 2 years Mfr, OD,| S/I g’g &A(‘;teDr GC §34090
Receives the (e.g. Letters, Memorandums, Administrative, Ppr
City's Original Chronological, General Files, Reading File,
Document Working Files, etc.)

COLFAX, CA. ©1995-2022 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4
Destroy
Image: Paper
Office of . - Total ) Media | I=lImport
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mir Im:fgtg(r:I . Comments / Reference
S=Scan C'd?

Retentions apply to the departm

ent that is NOT the Office of Record (OFR), or th

e "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 b

y file folder.

HOLDS: Litigation, claims, complaints, audits, public records act requests, and/or investigations

suspend normal retention periods

retention resumes after settlement or completion).

Correspondence - TRANSITORY /
PRELIMINARY DRAFTS, Interagency and
Intraagency Memoranda NOT retained in the
ordinary course of business

Content NOT Substantive, or NOT made or
retained for the purpose of preserving the

Electronic and paper records are filed and
retained based upon their CONTENT.
Records, e-mails, electronic records, or
social media postings where the Content
relates in a substantive way to the
conduct of the public's business, or that

Dept. that informational content for future reference ARE made or retained for the purpose
Authors of preserving the informational content
Document (e.g. calendars, checklists, e-mail, social mediaj When No Mag for future reference are saved by printing
or CW-015 |posting, employee directories, flyers, invitations, Longer Ppr' them out and placing in a file folder, or
Receives the instant messaging, inventories, logs, mailing Required saving them electronically in a folder
City's Original lists, meeting room registrations, speaker cards, outside the e-mail system; If not mentioned
Document staff videoconference chats, notes and here, consult the City Attorney to determine
recordings, supply inventories, staff if a record is considered transitory /
videoconferences, chats, notes, recordings, preliminary drafts. GC §34090, GC §6252;
telephone messages, text messages, 64 Ops. Cal. Atty. Gen. 317 (1981)); City of
transmittal letters, thank yous, requests from San Jose v. Superior Court (Smith).
other cities, preliminary notices for construction S218066. Supreme Court of California,
projects, undeliverable envelopes, visitors logs, 2017
voice mails, webpages, etc.)
As long as the drafts and notes are not
) . . When No retained in the "Regular Course of
Lead Dept. CW-016 I?rafts & Notes. Drafts that are revised (retain Longer Mag, Business". Consult the City Attorney to
final version) ; Ppr O . .
Required determine if a record is considered a draft.

GC 8834090, 6252, 6254(a)

COLFAX, CA. ©1995-2022 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:
49




Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-5
Destroy
Image:
Office of Total Media | I=lImport Paper
i ipti i ?
Record (OFR) Retention No. Records Description Retention Vital? Options| M=Mir after Comments / Reference
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