EXECUTIVE MANAGEMENT AND AUDIT COMMITTEE

SEPTEMBER 19, 2002

SUBJECT:
REVISED MTA RECORDS MANAGEMENT PROGRAM AND RETENTION SCHEDULE

ACTION:       APPROVE THE 2002 REVISION OF THE MTA RECORDS RETENTION SCHEDULE AND THE MTA RECORDS MANAGEMENT POLICY
RECOMMENDATION

1. Approve revisions to the MTA Records Management Policy and Records Retention Schedule. 

2. Authorize the Chief Executive Officer to administer the Records Management Policy, including the records retention schedule, for the purpose of adding and defining new document categories and extending the terms of retention for categories and documents. 

ISSUE

1. The MTA requires a records management policy and records retention schedule that will ensure the timely availability of all records and information needed to fulfill its mission and to comply with legal requirements. The policy and schedule are also needed to relieve the drain on the Authority’s productivity and resources caused by the unnecessary maintenance of obsolete records. The proposed revisions of the Records Management Policy (GEN 8), originally issued in 1999, and the Records Retention Schedule, adopted by the Board in 1995 and most recently revised in 2001, provide the means for satisfying all of these basic records management needs. The revised policy and schedule also enable the MTA to comply with Public Utilities Code Section 130051.23 and, in particular, with this law’s order that no significant MTA records be destroyed without first being copied to durable and legible media.

2. Because Public Utilities Code 130051.23 requires the MTA Board to approve through resolution any destruction of significant MTA records, it must also approve any reduction of a records retention period for a category of records. However, there is no requirement that the Board must approve other types of changes to the schedule, such as adding and defining new document categories or extending the retention periods for a category of records. Therefore, the second recommendation, empowering the Chief Executive Officer to authorize such changes, is in accord with the Public Utilities Code. This delegation of authority will streamline processing and reduce the amount of routine, administrative procedures that the Board must review.

POLICY IMPLICATIONS
The Records Management Policy (GEN 8) was originally issued in 1999 by Executive Staff. The MTA Board originally approved the MTA Records Retention Schedule on May 24, 1995. The Board then approved subsequent revisions, with the latest revision approved on March 22, 2001.  For this policy and schedule to remain valid, living documents, they must be continually revised to reflect current law and administrative needs.  County Counsel has approved the attached revision of both the policy and the schedule, while Department Heads have approved the proposed revision of the schedule. Although this year there was no change in the law necessitating a revision to these documents, staff is proposing extensive revisions to improve the effectiveness of both the policy and the schedule. For example, in response to various terrorist attacks against public and private facilities, the recommended revision of the policy contains the guidelines and procedures required to limit access to confidential and security-sensitive records only to authorized MTA staff and other parties needing access for the purpose of conducting work on or adjacent to MTA property. For the same purpose, the revised schedule contains a column that identifies records that are not to be freely disclosed for reasons of either security or confidentiality. Other proposed revisions to the program and schedule reflect the recommendations from File Pros, a records management consultant that performed a study of MTA records management in the Fall of 2001, as well as recommendations from the Records Management Committee, composed of representatives of the different divisions.  The recommendations include:

(1) Adding definitions to each retention category to clarify exactly which records are included in each category; 

(2) Assigning codes to the retention categories that are more consistent and logically symmetrical; 

(3) Replacing the column “Years In Inactive Storage” with  “Years to Retain the Original in Inactive Storage” in order to clarify when paper documents that are microfilmed or scanned will be destroyed; 

(4) Renaming the column “Years to Keep Copies” to “Maximum Years to Keep Copies” in order to clarify that this is a requirement, not just a suggestion; 

(5) Adding categories for grant-related records, since they have a different retention period than other similar records that are not grant-related; 

(6) Adding a column that indicates records that are not to be freely disclosed for reasons of either security or confidentiality; 

(7) Changing retention periods in order to reduce the cost of maintaining and producing obsolete records not required by law or function; and 

(8) Adding a separate category as identified through inventories by Records Management staff for each group of records sharing a common retention period, function, and storage location.

Attachment B provides a summary of the significant proposed changes to the Records Management Policy (GEN 8), while Attachment D provides a detailed explanation of the significant recommended changes to the schedule. 

OPTIONS

Not to revise the schedule and records management program.   This is not recommended because the schedule and policy would not reflect the administrative requirements prompting this revision.  

FINANCIAL IMPACT 
It is projected that this revision will reduce storage costs for original paper that is destroyed after being microfilmed. 

DISCUSSION

The revised policy and schedule will benefit the MTA in five ways:

1. Ensuring compliance with all legal requirements regarding records maintenance and disposition. 

2. Avoiding the cost to maintain records with no further value by disposing of those that are obsolete while moving those that are inactive to less expensive off-site storage.  

3. Increasing staff productivity by reducing the impediment of maintaining outdated, irrelevant materials and by ensuring that records are maintained as long as they are needed for operational purposes.

4. Identifying and safeguarding “security- sensitive” and confidential records that should not be disclosed without a verified “need to know.”

5. Identifying and safeguarding "vital records" (those required for the resumption and continuation of business in the event of a disaster).  

NEXT STEPS

The Records Management section of the General Services Department will provide training to staff on the revised Records Retention Schedule and Records Management Program. If the Public Utilities Code is changed, or if legal or administrative requirements necessitate future revisions to the Records Retention Schedule or Records Management Program, staff will seek appropriate Board approval.

ATTACHMENTS

A. Records Management Policy (GEN 8) 

B. Summary of Significant Changes to the Records Management Policy

C. Revised Records Retention Schedule with changes indicated by shading

D. Explanation of Recommended Changes 

E. Resolution authorizing revision of the Records Retention Schedule and Policy

Prepared by:  Brian Soto 
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