Metropolitan Transportation Authority One Gateway Plaza 213.922.2000 Tel | 6
Los Angeles, CA 9goo12-2952 metro.net

Metro

EXECUTIVE MANAGEMENT AND AUDIT COMMITTEE
NOVEMBER 18, 2004

SUBJECT: REVISED RECORDS RETENTION SCHEDULE

ACTION:  APPROVE THE 2004 REVISION OF THE RECORDS RETENTION
SCHEDULE

RECOMMENDATION

Approve revisions to the Records Retention Schedule.
ISSUE

The Public Utilities Code, Section 130051.23, states that the Los Angeles County
Metropolitan Transportation Authority (LACMTA) must maintain records that are used
for operational, financial, and legal reasons. In order to comply with this Code, the
Board approved the Records Retention Schedule on May 24, 1995 and subsequently
approved several revisions to it. On September 23, 2002, the Board approved the
Records Management Policy (Gen 8), which included a revision of the Records
Retention Schedule and detailed the policies and procedures required to ensure
compliance with it.

At the same time that the Board approved this policy, it authorized the Chief Executive
Officer (CEO) to revise the Records Retention Schedule for the purpose of adding new
categories of records and extending the terms of retention. Since September 2002, the
CEO has approved 29 revisions to the Retention Schedule, none of which reduced the
retention period of a category of records. However, the changes now proposed by staff
will reduce the retention of six categories of technical engineering documents, and
therefore specific Board approval is required to implement the changes.

POLICY IMPLICATIONS

The Records Retention Schedule is the instrument for complying with the Public
Utilities Code, as well as for satisfying the agency’s basic records management needs.
For this schedule to remain valid, it must be continually revised to reflect current law
and administrative needs. Although this year there were no changes in the law
necessitating a revision to the Schedule, staff is proposing a reduction in the retention
period of technical engineering documents not required for operational or legal reasons
in order to eliminate the cost of maintaining obsolete records.



The six categories of technical engineering documents for which a reduction in
retention is recommended are listed in the table below:

RETENTION TITLE # OF BOXES | Current Proposed
CATEGORY CURRENTLY | Retention Retention
STORED Period Period
ENG1100 Design Review 1099 | Indefinite Project
Documents Completion
+ 15 years
ENG1200 Design Subject 68 | Indefinite Project
Files Completion
+ 15 years
ENG2150 Fire/Safety 22 | Life of System | Project
Records (estimated to | Completion
be 100 years) | + 15 years
+ 10 years
ENG2210 Photos, Pre- 75 | Life of System | Project
construction (estimated to | Completion
be 100 years) | + 15 years
+ 10 years
ENG2220 Photos, Project 213 | Life of System | Project
Progress (estimated to | Completion
be 100 years) | + 15 years
+ 10 years
ENG2500 Construction 4329 | Indefinite Project
Subject Files Completion
+ 15 years

Staff has determined that none of these records are required for operational purposes
longer than the proposed period, and County Counsel has advised that they will not
be needed for legal reasons beyond this period of time. Once their operational and
legal values have expired, these records are no longer considered “significant agency
records” and can be legally destroyed without first being copied to other media.
Therefore, staff recommends that these records be destroyed fifteen years after the
completion of the project to which they pertain.

OPTIONS

Not to revise the schedule. This is not recommended because the unnecessary cost of
maintaining obsolete records would continue.

FINANCIAL IMPACT

It is projected that this revision will significantly reduce storage costs for technical
engineering records no longer required for operational or legal reasons. The cost to
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retain the 5,806 boxes of records from these categories already in storage for their
currently scheduled retention period is $1,644,228 while the cost to store them for the
proposed fifteen years is only $156,762. (These costs are detailed in Attachment A.)
Thus, the savings on records already in storage alone would be $1,487,466. Additional
savings will accrue from the reduction of storage time for engineering documents
produced by the agency and its consultants in the future. Potentially significant
savings will also result from not having to unnecessarily produce these records to
satisfy public records requests or litigation.

DISCUSSION

The revised schedule benefits the agency in two ways:

¢ 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.

e 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.

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. Explanation of proposed costs savings of documents already in storage
B. Revised Records Retention Schedule with changes indicated by shading
C. Resolution authorizing revision of the Records Retention Schedule

Prepared by: Brian Soto
Director of General Services
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Awelf

Don Ott
Executive Officer, Administration

‘/_%'
pRoger Snoljg
Chief Executive Officer
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Attachment C

RESOLUTION

Resolved that the Board of the Los Angeles County Metropolitan Transportation
Authority does hereby authorize the revision of the Los Angeles County Metropolitan
Transportation Authority Records Retention Schedule and Records Management Policy
as indicated on the attached documents.

CERTIFICATION

The undersigned, duly qualified and acting as Board Secretary of the Los
Angeles County Metropolitan Transportation Authority, certifies that the attached is a
true and correct copy of a Resolution adopted at a legally convened meeting of the
Board of Directors of the Los Angeles County Metropolitan Transportation Authority
held on December 2, 2004.

Michele Jackson
Board Secretary

DATED:






