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(m) Groups of related records which are normally
used and filed as a unit and which permit evaluation as a unit for retention and
disposition purposes. A record series may contain both forms and
correspondence.

(n) The length of time a record must be kept to
meet administrative, legal, operational, fiscal or historical requirements

(0) ( Records essential for continuation of service,
reconstruction or resumption of the essential operational functions of the City or
maintenance of public health, safety and order in the event of a local emergency
or public disaster.

Sec 2. Section 12.2 of the Los Angeles Administrative Code is amended in its
entirety to read as follows:

LR

(@) -

(1) The City Clerk shall be responsible for the Records Management
Program of the City and for development, administration and coordination of
procedures for those duties The City Clerk also shall provide for and administer
a records center or centers for the efficient and economical storage, maintenance
and servicing of inactive City records. The City Clerk shall provide uniform
standards and efficient controls over the identification, appraisal, maintenance,
protection, preservation, transfer, retention and disposition of City records.

(2) The City Clerk shall also:

A. Provide assistance in the preparation of Records Disposition
Schedules and amendments thereto;

B. Review Records Disposition Schedules and amendments,
provide guidelines and make recommendations deemed appropriate to
insure coordination in the identification, maintenance, protection, transfer,
retention and disposition of all City records; and

C. Receive those records which are not currently required to be
used in the regular course of City business and which a department may
transfer thereto for maintenance, preservation and disposition.

(3) The City Clerk also shall develop and maintain a City historical
records program, including a City Archives, in connection with which the City
Clerk shall:
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subject to such control by the institution as is permitted by the terms of the
agreement.

B Records shall be catalogued, preserved, maintained and
made available for public inspection at that institution, in accordance with
the Public Records Act of the State of California and professional archival
standards.

C. Records so transferred may at any time be inspected by City
officers and employees for compliance with the terms of the agreement.

D. Upon request of the Office of the Mayor, or the involved
Councilmember, with concurrence of the City Council, or request by the
Council, with concurrence by the Office of the Mayor, or the involved
Councilmember, records shall be promptly returned to the City by the

institution.

E. Records transferred may not be sold, licensed, transferred,
destroyed or loaned to users except as those activities relate to the City of
Los Angeles.

Any such agreement, or amendments thereto, shall be approved by the
City Council. No records of the Office of the Mayor created prior to July 1, 1973,
may be transferred to any such institution.

(5) Any City record determined by the City Clerk to be of possible
interest to a recognized community historical organization, but not of historical
interest to the City of Los Angeles, may be given to a recognized community
historical organization in lieu of the destruction thereof, provided the following
conditions are met:

A. The City Clerk has consulted with the department or office
having custody of such record or the department or office from which such
record was received by the City Clerk regarding the release thereof.

B. The City Clerk has made all the determinations required to
be made under Section 12.5(a)(1) of this Code

Upon receipt of said records, the designated community historical
organization receiving them shall become the owner thereof and all further
disposition of the document shall be at the discretion of such community
historical organization.

(b) OFFICERS AND DEPARTMENT HEADS. Each officer and the head of
each City department shall:
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C. The photographic reproduction is a true and correct copy of
the original document.

D. The photographic reproduction was made under the
direction and control of the person signing the certification.

E. The date on which the reproduction is being made.

Such certification shall be contained within the array of images of the
photographic film or other medium of reproduction and shall be signed by the
City employee responsible for supervision of the quality control of the film or by
the corporate officer or manager of that entity performing the reproduction
service who has the authority of the entity to so certify. If said certifying person is
not a City officer or employee, then the City officer or employee regularly
responsible for the work of photographic reproduction for the document involved
shall certify as to the authority of such corporate officer or manager and include
that certification in the image or array of images reproduced If the photographic
reproduction is done by a City agency, the City officer or employee signing the
certification shall be a person regularly responsible for conducting and
supervising a quality assurance program which includes routine resolution,
density and archival stability testing in accordance with current industry
standards of good practice.

If the photographic reproduction was done prior to the effective date of this
Code section, a certification will be deemed sufficient if it certifies compliance
with California Government Code Section 34090.5 or other applicable law, as of
the date of the photographic reproduction.

9) Original Records that have been duplicated in conformity with the
standards of Subsection (a), above, may be destroyed on the authority of the
department head or the authorized designee.

(b) The City Administrative Officer shall adopt and issue rules and standards
with respect to processes, procedures, equipment, media and storage relative to the
photographic and electronic reproduction of City records for records retention and/or
destruction purposes. These rules and standards shall apply only to reproductions
made in contemplation of possible destruction of the original records and shall be
developed in consultation with the City Clerk, the City Attorney, the City Engineer, the
Information Technology Department and any other department or agency which the City
Administrative Officer may deem helpful to assure, to the fullest extent feasible, the
adoption of rules and standards that can be economically and efficiently implemented
by the City and its departments.

The rules and standards shall provide, among other things, for the method of
certifying that individual departmental and office facilities and procedures for the

13
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D. The destruction of said record would not violate provisions of
the State of California Government Code, Division 12 of this Code, or
other applicable law.

(2) In the event the destruction of a record is under consideration, and
copies thereof have been made by photographic or electronic reproduction as
provided for in Section 12.4 of this Code, the head of the department or office
involved shall also determine that:

A. At least two physically separate copies exist within the
custody of the City, one which is of archival quality and one of which is
stored in accordance with Section 12.4 of this Code;

B. All conditions set forth in Section 12.4 of this Code and all
standards and regulations otherwise adopted or required by law have
been satisfied; and

C. The head of the department or office has complied with the
provisions of City Charter Section 434, where applicable.

(3) The head of the department or office shall submit a form to the City
Clerk of the records to be disposed and the City Clerk shall review the request to
determine that all requirements have been met and shall certify that the record is
not needed for historical purposes

(b) AUTHORITY TO SUBMIT.

(1) The head of each department or office shall submit to the City
Clerk, and shall thereafter cause to De kept current, exemplars of the signature of
said department or office head and of the authorized designee thereof, if any,
who shall have the current authority to request the disposal of records.

The authority for, and authenticity of, such exemplars shall be identified
and verified to the satisfaction of the City Clerk, and the City Clerk shall maintain
a current file and schedule of said signature exemplars, of the requests for
destruction of records, and of the certifications submitted.

(©) FORMS AND REPORTS.

(1) Requests to dispose of records shall be submitted only on forms
supplied by the City Clerk, or on computer generated reports approved by the
City Clerk.

(2)  All forms shall be completed to the satisfaction of the City Clerk by

the department or office head or authorized designee thereof requesting authority
to dispose records.

15
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