
(O-2024-84)  -Ç

ORDINANCE NUMBER 0-

 

2

78

5 

(NEW SERIES)

DATE OF FINAL PASSAGE

 

APR 29 7174

AN ORDINANCE AMENDING CHAPTER 2, ARTICLE 2,

DIVISION 26 OF THE SAN DIEGO MUNICIPAL CODE BY

AMENDING SECTIONS 22.2601,22.2602, AND 22.2603; BY

AMENDING AND RETITLING SECTION 22.2604; BY

AMENDING SECTIONS 22.2605 AND 22.2606; AND BY

AMENDING AND RETITLING SECTION 22.2607, RELATING

TO PROCEDURES GOVERNING THE MANAGEMENT OF

CITY RECORDS.

WHEREAS, a viable records management program is vital to minimize the risk of loss,

deterioration, or destruction of important documents that serve to promote transparency, protect

rights, ensure accountability, and trace historical events; and

WHEREAS, the Council ofthe C

ity of San Diego

 (City Council) estab

lished a Cityw

ide

Records Management program in 1980 by adopting San Diego Resolution R-250975 (Jan. 14,

1980); and

WHEREAS, the City Council approved the procedures governing the management of

City records in 1982 by San Diego Ordinance O-15761 (Jun. 14,1982), codified in San Diego

Municipal Code sections 22.2601 through 22.2608 (Records Management Regulations); and

WHEREAS, the City Council approved amendments to the Records Management

Regulations in 1987,1995,2003,2012, and most recently in 2018; and

WHEREAS, this Ordinance updates the Records Management Regulations to reflect

technological advances and changes in City operations, better explain defined terms, clarify roles

and responsibilities of the City's department directors in the retention and disposition of records,

complete the transition to the Master Records Schedule as the operative document for
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manag

ement 

of City

 record

s, and

 author

ize the

 City

 Clerk

 to ame

nd th

e Mast

er Reco

rds

Schedu

le with

out Cit

y Coun

cil appr

oval wh

en state

 or fed

eral law

 or reg

ulatio

ns requi

re long

er

retention periods; and

WHEREAS, the O

ffice o

f the C

ity Att

orney

 has dr

afted t

his Or

dinance

 based 

on the

informa

tion pr

ovided

 by Cit

y staff, 

with the

 under

standing

 that thi

s inform

ation

 is comp

lete, tru

e,

and accura

te; NOW, THEREFORE,

BE IT ORDAINED, by th

e Council

 of the City

 of San Diego,

 as follows

:

Se

ct

io

n 

1. 

That C

hapter 2

, Article 

2, Divi

sion 26

 of the San D

iego

 Munic

ipal Cod

e is

amende

d by am

ending 

sections

 22.260

1,22.260

2, and

 22.2603

, to read

 as follows

:

§22.2601

 

General Purpose

This Division establishes a

 

Records Management Policy

 

that complies with local,

state, a

nd federa

l laws

 and reg

ulations re

lating to

 the rete

ntion and

 dispos

ition of

public r

ecords,

 and wh

ich shal

l also be 

subject 

to the C

ity Clerk

's Adm

inistrative

Guide

lines S

ection

 6: R

ecords 

Dispositio

n.

§22.2602

 Definitions

For the p

urpose of

 this Division,

 the follo

wing def

initions 

shall appl

y. Define

d

terms appear in italics.

Appraise

 through

 City Cl

erk Achives [N

o chang

e ii text.1

Department 

means ever

y City depar

tment or prog

ram that creat

es a record

,

including th

e City Coun

cil District offi

ces.

Disposition

 means a final administrative action of

 records

 

follo

wing 

their

appraisal,

 

including transfer from a

 

department to

 

the City 

Clerk's r

ecords cente

r,

perm

anent p

reserv

ation, 

and des

truct

ion.
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Duplicate me

ans a reprod

uction or ex

tra copy of

 an origin

al record, regar

dless of

whether the

 reproductio

n or extra c

opy is in the

 same physi

cal form as the origi

nal

record.

Historical 

record th

rougñ Mast

er Record

s Schedule

  hange in

 text.

-

\

Nonrecord means reco

rded infonn

ation of any kind 

and in any fo

rm which is not

required to 

be retained i

n the ordina

ry course

 of City bus

iness or

 is a temp

orary

aid and 

does no

t appea

r in the M

aster Re

cords 

Schedu

le. Nonre

cords

 include 

the

following:

(a) Brochures, catalogs, pamphlets, and other documents usually received by

mail that hav

e no substanti

ve value to the 

City.

(b) Electronic mail, inst

ant messages, and voice

mail that are not creat

ed for

the purpo

se of preserving do

cumentar

y or infor

mational c

ontent f

or futu

re

use by the City, ar

e not final approva

l of a City action 

or project, or do no

t

memorialize

 a change of a City project or pro

gram.

(c) Informatio

n received b

y the City from electronic 

mailing lists, se

rvices,

third parties, and new groups.

(d) Notes, worksheets, and

 rough drafts used

 as temporary aids by 

City staff

for their convenience and not retained in the ordinary course of business.

(e) 

Materials 

and pu

blicatio

ns, suc

h as cop

ies of books 

or per

iodicals, 

that ar

e

acquired an

d maintain

ed solely 

for gener

al reference 

purpose

s rather tha

n

to support a specific City operation.

(f) 

Du

pli

cat

es.

Record NO

 

change in text.]
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Records Management Policy means the structure, standards, and system to

maintain and dispose of records.

Records series through Retention period No change in text.1

ital record means any recorded information that is essential for the continuation

of a department's

 

core functions in the event of a disaster or to protect the rights

of the City and its citizens.

§22.2603

 

City Clerk's Responsibilities

The City Clerk's responsibilities include:

(a) developm

ent and upd

ate of the Reco

rds Mana

gement Po

licy;

(b) development and circulation ofpolicies and procedures pertinent to the

Records Management Policy·,

(c) training for

 

records

 

coordinators;

(d) maintenance and oversight of the Master Records Schedule;

(e) operating the City Clerk' s records center; and

(f) operating the City ClerkArchivs for access, determining which records to

include in the Ci Clerk Archives, and preserving the City of

San Diego' s historical records.

Section 2.

 

That Chapter 2, Article 2, Division 26 of the San Diego Municipal Code is

amended by amending and retitling section 22.2604, to read as follows:

§22.2604

 

Department Directors' Responsibiities

Department

 

directors' responsibilities include:

(a) appointing a records coordinator for their depatment;

(b) ensuring the department meets its legal responsibilities under the Records

Management Policy by establishing a program which includes department
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processes for systematic control of records from their creation,

maintenance, and use to

 

disposition-,

(c) 

ensuring that their department fully complies with legal and statutory

requirements in applicable Council Policies, the

 

Master Records Schedule,

the Administrative Regulations, and the City Clerk's Administrative

Guidelines; and

(d) 

archiving historical records with the City Clerk rchives and preserving

vital records.

Section 3.

 

That Chapter 2, Article 2, Division 26 of the San Diego Municipal Code is

amended by amending sections 22.2605 and 22.2606, to read as follows:

§22

.2

605

 

Master Records Schedule

(a) [No change in text.]

(b) 

The City Clerk may amend the Master Records Schedule, without the

approval of City Council required by section 22.2605(a), when state or

federal law or regulations require longer retention periods.

(c) 

A department director may authorize destruction of any record under the

department director's charge in accordance with the retention periods set

forth in fe Master Records Schedule.

§22

.2

60

6

 

Retention of Records

(a) 

The following records shall be permanently retained:

(1) 

records required to be permanently retained under local, state, or

federal law or regulation;

(2) 

the minutes, ordinances, or resolutions of the City Council or of a

City board or commission; and
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(3) records required to be permanently retained under the Master

Recods Schedule.

(b) Records for which a retention period is defined by local, state, or federal

law or regulation shall be retained for that authority's stated retenn*on

period or epiration of the retention period nthe Master Records

Schedule, whichever is longer.

(c) All records shall be retained for the retention period in the Master

Records Schedule or until the termination of a legal hold, whichever is

longer.

(d) The City shall follow state law regarding best practices for storing and

maintaining records in electronic media with output in a human readable

fashion. Section 22.2606(d) shall be interpreted in a manner consistent

with California Government Code section 12168.7, as may be amended,

and title 2, sections 22620.1 through 22620.8 of the California Code of

Regulations, as may be amended. These provisions of state law are

incorporated by reference as i f fully set forth herein.

(e) The City Clerk shall maintain the records of the City with a permanent

retention period at the City Clerk's records center in a permanent form,

including paper or microfilm. The City Clerk may maintain records with

less than permanent retention period at the City Clerk's records center.

Section 4. 

That Chapter 2, Article 2, Division 26 of the San Diego Municipal Code is

amended by amending and retitling section 22.2607, to read as follows:

§22.2607

 

Disposition of Records

(a) [No change in text.]
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(b) 

Departme

nt direc

tors sha

ll transf

er records

 with a p

ermanent

 retenti

on

period to the City Clerk's

 records center 

at the conclusion

 of their

operational use iii accordance with the Master Records Schedule.

(c) through (d) [No change in text. I

Section 5.

 

That a full reading of this Ordinance is dispensed with prior to passage, a

written copy having been made av

ailable to the Counci

l and the public p

rior to the day

 of its

passage.

Section 6. 

That this Ordinance shall take effect and be in force on the thirtieth day

from and after its final passage.

APPROVED: MARA W. ELLIOTT, City Attorney

By

Hilda R. Mendoza

Senior Deputy City Attorney

HRM:nja:

cm:nja

02/07/2024

Or. Dept: City Clerk

Doc. No. 3584369

I hereby certify that the foregoing Ordinance was passed by the Council of the City of

San Diego, at this meeting of

 APR 22 2024

DIANA J.S. FUENTES

City Clerk

y

 

*

1

/

(

l

 

f

r

 

Ú

i

 t

 

á

#

K

)

Dbuty ity 1

Approved:

 

4

-

2

 

2

4

-

(date)

tzf TODD GUR+K, Mayor

Vetoed:

(N

ot

e

: 

Th

e 

da

te

 

of

 f

in

a

sa

ge

 

is

 A

pr

il

 

2

9,

 

20

24

, 

w

hi

c

O

D

D

 G

L

O

RIA

, 

Ma

yo

r

re

pr

es

en

ts

 t

he

 d

ay

 t

hi

s 

or

di

na

nc

e 

wa

s 

re

tu

rn

ed

 t

o 

th

e 

Off

ic

e 

of

 th

e 

Ci

ty 

Cl

er

k

wi

th

 t

he

 M

ay

or

's 

si

gn

at

ur

e 

of

 a

pp

ro

va

l.

)
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STRIKEOUT ORDNANCE

OLD LANGUAGE: S

NEW LANGUAGE: Double Underline

ORDINANCE NUMBER O-

 

(NEW SERIES)

DATE OF FINAL PASSAGE

AN ORDINANCE AMENDING CHAPT

ER 2, A

RTICLE

 2,

DIVISIO

N 26 OF T

HE SAN DIEGO M

UNICIPAL COD

E BY

AMENDI

NG SECT

IONS 22.2

601,2

2.2602,

 AN

D 22

.2603;

 BY

AMENDING AND RETI

TLING SECTIO

N 22.260

4; BY

AMENDING SECTIO

NS 22.26

05 AND 22.26

06; BY

AMENDING AND RETITL

ING SECTIO

N 22.2607,

 RELAT

ING

TO PROC

EDURES GO

VERNING THE MANAGEMENT OF

CITY RECORDS.

§22.2601

§22.2602

Gene

ra Purp

ose

This Division establishes a

 

Records Management PFgn Jží.cy.

 

that complies

with local,

 state, and f

ederal law

s and regula

tions rela

ting to th

e retention

 and

disposi

tion of public 

records, a

nd whic

h shal

l also be

 subje

ct to the 

City

 Cerk's

Administrative Guidelines Section 6: Records Disposition.

Definitions

For the pur

pose of this Div

ision, the fo

llowing

 definitions

 shall apply

. Defined

terms appear iii italics.

ppraise

 through 

Citv Cle

rk Achives [No cha

nge in tex

t.]

Departmeit

 

means every C

ity department 

gran_lhalçmafe__a i·eco·d,

including the City Council District offices.

Depat

met Retentio

n File 

Pl s a 

\t of e

cord ser

ies derv

ed-from

 he M

aster

Rccord

s Sched

ule app

lìcabe 

to ù Ci

tý dpai

·tmnt.
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Disposition 

means a fin

al administrative 

action tak

en with

 regard to gf records

following their appra

isal, including trans

fer from a department to

 the City Clerk's

records center, 

permanent pre

servation, and

 destruction.

Duplicate eee means a reproduc

tion or extra copy

 of an origina

l record,

regardless of whether the duplicate record reproduction or extra copy is in the

same physical form as the original

 

record..

Historical record through Master Records Schedule ïNo change in text.

Nonrecord means ü record recorded information of any kind and in anv form

which is not required to be retained in the ordinary course of City business or is a

temporary aid and does not appear in the Master Records Schedule. Nonrecords

include, but are not limited o, the following:

(ä)

 

Brochures, catalogs, pamphlets, and other documents usually received by

mail that have no substantive value to the City.

(1) Electonic mail, instant messages, and voicemail that are not created for

the'purpse of preserving documenta

ry or ·informati

onal content 

for future

uséby the City, are not final approval of a City action or project, or do not

memorialize a

 change of a Citmject or progra

m.

()

 

Information received by the City from electronic mailing lists, services,

thid parties, and new groups.

(4) Notes, worksheets, and rough drafts used as temporary aids by City staff

for.their convenience and not retained in the ordinary course of business.

 Blank or obsolete copies of purchase reqisitios, travel reimbursement

reqests,

 and othe

r forms that woul

d be

 conside

red recor

ds when

compted for a specific business purpose.
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§22.2603

(§)

 

Materials

 and public

ations, suc

h as copies

 o 

f books

 or periodic

als, that

 are

acquired

 and m

aintain

ed solel

y for

 genera

l referen

ce purpo

ses rather 

than

to sup

port

 a spe

cific

 City op

eratio

n.

(0

 

Extr

a cop

ies o

f do

cum

ents 

alrea

dy m

aintai

ned

 in an

 offic

ial f

ile.

Duplicates.

Record [No change in text.]

Record

s Ma

agemen

t Prog

ram ù sy

:tematc

 

method of 

tracking from creatio

n,

use, 

and m

ainten

ance t

o the

ir fin

al

 

disposiion

 

throug

h a class

ification

 and filing

sysem Polic means th

e structure

, standard

s, and syste

m to ma

intain and

 

d

-

s

e

of records.

Records series through Retention period [No change in text. I

Vital record 

means

 any rec

orded

 inform

ation

 that

 is ess

entia

l for

 the

 continu

ation

of

 a d

ep

artm

en

t's

 

depatment's

 

core fu

nction

s in the

 event 

of a di

saster o

r to

protect the r

ights of the City and

 its citize

ns.

City C

lerk'

s Res

ponsi

biliti

es 

The City Clerk'

s responsi

bilities inclu

de:

0) .

 

deve

lopm

ent

 and

 upda

te o

f the

 Re

cord

s Man

agem

ent

 c :.

 .·i:

Pegam Poliev·,

(ž) 

Develo

pment

 develo

pinent 

and cir

culatio

n of pol

icies an

d proce

dures 

  -·... .-

pertinent to the

 Records Man

agement Aegam Policy;

(3£) Annual ·ecords training for records coordinators;

4 Training ever

y th (3) years

 for eco

ds coordna

tors regardi

g up

dates·--·

to c Department Rention File Pla-,

 Mait

eaane

e ain

tnan

 and 

overs

ight o

f the Ma

ster

 Record

s Sch

edule;
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§22.2604

§22.2605

(Ê)

 

Op

ig opera

ting t

he Ci

ty Cl

erk's 

record

s cen

ter; an

d

(f)

 

pe

ai

g op

era

ting

 the

 Ci

y Cl

erk

 

Ai·chives for

 

access, determining which

records to include in the CA Clerk Archiv, and preserving the City of

San

 Die

go'

s

 historical records.

Departm

ent Di

eet Ili=

t Responsi

biities

Department

 

director

s ae-esp

ensible-

fe responsib

ilitie

s include:

appoitng a

 records

 coordinator for their

 

deparme

(

) 

en

su

ri

n

g 

th

e

 

deparment

 

meets

 its leg

al re

spon

sibiliti

es und

er the

 Recoi-ds

Management Pegpam Policv bv estab

lishing a prom

m which includes

deal·tment

 

processes f

or system

atic con

trol of ec

ods fro

m their cre

ation,

mainten

ance, a

nd use

 to fina

l dispo

sition. 

The d

partm

t direct

or is

espes

ee dispos

ition

£) ensuring that the

 

Dpartment Retntie File Pl

 

their 

depalmen

 

f

u

l

l

y

compl

ies with lega

l and st

atutor

y requi

rements

 as out

lined 

within ill

apþlicable Council Policies, the

 

Master R

ecòrds

 Sched

le,

 

th

e

 

.

 Administrative 

Regulatio

ns, and th

e City Clerk

's Adinistrative

.

Guidelines. The de

patment director's r

esponsibility 

includes.nd- 

·-

 - archivin-g h

istorical reco

rds with the Ci

ty Clek A·chives and

 preserving

 ·

vital records.

Master Records Schedule

(a) INo-ch

ange in t

ext.]

 IheCity Clerk m

ay amend th

e Master 

Recos Schedule

. without the

äpproval o

f Cit Coun

cil requir

ed by sectio

n_21260

.alwen_lle_

fedrl la

w or regu

latise_qui_

longer et

e/io_ne,·io«
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§22.2606

 After doptor of a Departmen Retenion Fie Pla, a & depamen

director may authorize destruction of any record under hs-ehe th

departmßnt director's charge in accordance with the

 

etention periods set

forth n the Master Records Schedule.

e 

Å Dpartmnt Retention Fil Pla

 

may be amended consistent with the

Afaste· 

Recods Schedul,

 

with the approval of the department director

ad City Clerk, and lega review by the City Atorney.

Retention of Records

 Records,

 

including but not limited to the following, the following

 ecods

shall be permanently retained:

(1) eee¥h

 records

 

required to be permanently retained under lc

state, or federal law gla-ion;

(2) he th minutes, ordinances, or resolutions of the City Council or

ofa City board or commission; and

 (3)

 

Reeels cecords required to be permanently retained nder the

Master Records Schedle.

0

. 

Records for

 

which a

 

retention period s

 

defined by local, state, or. federal -· ···

law or regulation shall be ke*-psMe retained for that authority·'·s .

stated 

eetion period añd or

 

expiration of

 tlì-

tion

 

period n the

Master Records Schedule,

 

whichever is lon).

(c) All eco/·dç shall be retained 4 accerdance with 1 the etetion pepieds..

peiod set-fe:th in the Master Recods Schedle or ntil ÉÉ termination of-·

a legal

 

hold,_híchever is loigç.ií.
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§22.2607

(d) The City shall follow state law regarding best practices for storing and

maintaining ecords with a retention period often years or less in

electronic media with output iii a hmn readable fashion. This section

Sei_22.2606(d) shall be interpreted in a manner consistent with

Californ ia Government Code section 12168.7,_as_may be amended and

California Code of Regulaiøs title 2 sections 22620.1 through 22620.8:

or any aendments thereto. Q.CWClifornía Code of Regulations. as mav

eame]t These provisions of state law are incorporated by reference

as if fully set forth herein.

(e) Paper records are the offiial

 ecds

 

of The City Clerk shall maintain the

df_thily with_a_]-maen

ntion 

d_at th

e City Clerk's

Fd mul center: i_ermanent forni, indudg-laper or microfilm.

The City Clerk maY maintain records with less than permanent retention

period at the City Clerk's records center.

Non-Retention Disposition of Records

(a) 

:[No change in text.]

(b) · . Department·directors shall transfer

 ecords

 

with a permanent-retention

period to

 

the City Clerk's eeeés records center at the conclusion of.their.-

operational use in accordance with their

 

Depaimcnt Retention File P.lan.

the

 

Master Records Schedle.

(c) through.(d) [No change in text.]

HRM:nja:cni:nja

11/06/2023

Or. Dept: City Clerk

Doc. No. 3584368

-PAGE 6 OF 6-



Pass

ed by

 the 

Coun

cil of 

The 

City o

f Sa

n Diego

 on

 

APR 22 2024 ,

 

by the following vote:

Co

un

cilm

em

be

rs

 Yeas 

Nays

 Not Present

 

Recused

joe LaCava

Jennifer C

amp

bell 

0 

 

Step

hen 

Whitbur

n 

0 

 

l 

Henry L. Foster 111 

Ma

rni v

on 

Wilpe

rt

Kent Lee 

131 

13 

El

Raul A. Cam

pillo

L  El

Vivian Moreno

13 El 

Sean Elo-Rivera   

A

P

R

 2

 

9

 2

0

2

4

Date o

f final pass

age

AUTHENTICATED BY:

TO

DD 

GLO

RIA

May

or of

 The 

City

 of S

an D

iego,

 Cal

ifor

nia.

(Seal)

DIANA I.S. FUENT

ES

City Cl

erk of

 The City of S

an D

iego, Cal

ifornia.

By 

íý

2. 

,

 

,

 D

eputy

1 HEREBY CERTIFY that th

e forego

ing ordin

ance was 

not final

ly pas

sed until 

twelve 

calendar

days h

ad ela

psed

 betw

een th

e day

 of its i

ntrod

uction

 and th

e day

 of it

s final pas

sage, to

 wit, on

APR 08 2024 ,

 and on

 

A

P

R

 

2

 9

 

2

0

2

4

1 FURTHER CERTIF

Y that said

 ordinan

ce was r

ead in f

ull prio

r to passag

e or

 that su

ch

reading

 was di

spense

d with by

 a vote o

f five me

mbers 

of the Co

uncil

, and th

at a wr

itten co

py of

the ord

inance

 was m

ade av

ailable 

to each

 memb

er of th

e Counc

il and

 the publi

c prio

rto the 

day

of its passage.

(Seal)

DIAN

A I.S. F

UEN

TES

City Cler

k of

 The C

ity of

 San 

Diego, C

aliforni

a.

By  , Deputy

Office 

of the

 City Cl

erk, Sa

n Diego,

 Californi

a

Ordinance Number O-

 27®5


