RESOLUTION NO. 26-12

A RESOLUTION OF THE BOARD OF DIRECTORS

OF THE TWENTYNINE PALMS WATER DISTRICT
PERTAINING TO THE RETENTION OF RECORDS AND
REPEALING ALL POLICIES INCONSISTENT HEREWITH

WHEREAS, Sections 60200 through 60204 of the California Government Code
provides a procedure whereby the records of the Twentynine Palms Water District (the
"District") that have served their purposes and are no longer required may be destroyed;
and

WHEREAS, the Board of Directors are authorized by the provisions of California
Government Code Sections 60200 et seq., to establish a records retention schedule
applicable to District records; and

WHEREAS, it is timely to repeal the existing records retention schedule of the
District, and to restate said schedule by new resolution to update the applicable records
retention schedule for the District; and

WHEREAS, an appropriate records retention schedule assists the District by
documenting which records require office or temporary storage, which records have
historic or research value, and which records should be destroyed because they no
longer have any administrative, fiscal or legal value; and

WHEREAS, the Board of Directors desires to adopt an Electronic Mail Records
Retention Policy for the purpose of providing guidance on the disposal of electronic
mail; and

WHEREAS, the destruction and disposition of the District's records pursuant to
the proposed records retention schedule will not adversely affect any interest of the
District or the Public.

NOW, THEREFORE, the Board of Directors does hereby RESOLVE and
ORDER as follows:

Section 1:  Authorization for Destruction of Records. The Record Retention
Schedule set forth in Exhibit "A" hereto is adopted as the approved schedule for the
District in compliance with California Government Code Sections 60200 et seq., and
after such records have been retained for the time periods and according to the process
set forth herein, such records may be destroyed.

Section 2:  Destruction of Records after Scanning. Any record not expressly
required by law to be filed and preserved in original form may be destroyed at any time
after it is electronically stored in conformance with the requirements of California
Government Code Section 60203.
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Section 3:  Destruction of Duplicates. Pursuant to California Government Code
Section 60200, any duplicate records, paper or document, the original or a permanent
photographic copy of which is in the files of the District, may be destroyed after
confirmation that such original or permanent photographic copy remains on file in the
District.

Section 4:  Retention of Records Not Mentioned. All records, papers and
document not mentioned in this Resolution may be scanned as archival records or
destroyed so long as such disposal is consistent with the recommendations of the Local
Government Records Management Guidelines as set forth by the Secretary of State as
the same may be amended from time to time.

Section 5:  Rescission of Conflicting Resolutions. All prior District policies and
Resolutions inconsistent with the policies approved in this Resolution are hereby
repealed in their entirety.

PASSED, APPROVED AND ADOPTED on October 28, 2026, by the following

vote:
Ayes: Director Bowden, Leazer, Woods, and Coghill
Noes: None
Abstain: None
Absent: Director Arthur
Y A
Bob C"é’ghill, Pres?nt/
Board of Director
Attest:

Matthew Shragg\emaary

Twentynine Palms Water District
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EXHIBIT "A"

RECORDS RETENTION POLICY
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TWENTYNINE PALMS WATER DISTRICT RECORDS
RETENTION AND DESTRUCTION POLICY

I PURPOSE

The purposes of this policy are: (1) to provide guidelines to staff regarding the retention of records
and the destruction of obsolete and unnecessary records of the Twentynine Palms Water District
(the “District”); (2) provide for the identification, maintenance, safeguarding of records; (3) the
destruction of obsolete and unnecessary records in the normal course of business; (4) ensure
prompt and accurate retrieval of records; and (5) ensure compliance with legal and regulatory
requirements.

II. DEFINITIONS

The terms “record” and “records” used in this policy shall have the same meaning as the terms
“public records,” “records,” and “writing” used in the California Secretary of State Local
Government Records Management Guidelines and the California Public Records Act (Government
Code § 7920-7931). Those terms are defined as follows:

From the California Secretary of State Local Government Records Management Guidelines:

“Public Records — Any information relating to the conduct of the public’s business
prepared, owned, used or retained by any state or local agency regardless of physical
form or characteristics.”

“Records — All papers, maps, exhibits, magnetic or paper tapes, photographic films and
prints, punched cards, and other documents produced, received, owned or used by an
agency, regardless of physical form or characteristics.”

From the California Public Records Act — Government Code section 7920.525(a) and
Government Code section 7920.545:

GC 7920.525(a) As used in this division, “public records” includes any writing containing
information relating to the conduct of the public’s business prepared, owned, used, or retained by
any state or local agency regardless of physical form or characteristics.

GC 7920.545 As used in this division, “writing” means any handwriting, typewriting, printing,
photostating, photographing, photocopying, transmitting by electronic mail or facsimile, and every
other means of recording upon any tangible thing any form of communication or representation,
including letters, words, pictures, sounds, or symbols, or combinations thereof, and any record
thereby created, regardless of the manner in which the record has been stored.
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III. AUTHORIZATION

1)) Under Government Code sections 60200 et seq., the Board of Directors is authorized to
destroy obsolete and unnecessary records by complying with a records retention policy and
schedule that has been adopted by resolution. Pursuant to the resolution adopted by the Board of
Directors, except where a record is expressly required to be preserved according to State or federal
law, the Board of Commissioners approves the destruction of anyoriginal document without
retaining a copy of the document as long as the retention and destruction of the document complies
with the retention schedule as set forth in this policy (Gov. Code § 60201).

2 Pursuant to the resolution adopting this policy, the District Manager has ongoing
authorization to destroy any duplicate record, paper or document, in accordance with Government
Code sections 53161 and 60200.

IV.  PROCEDURE

A The District Employee completes and signs a “Request for Destruction of Obsolete
Records” form, listing the date and description of each document to be destroyed. A sample
form is attached to this policy as Attachment “B” and is incorporated into this policy by
this reference. The District Manager (or designee) shall have the District to make any
changes to this form which he or she deems necessary from time to time. The department
head submits the form to the District General Manager.

B. The District General Manager (or designee) checks the documents listed on the submitted
form to confirm that each document is: (1) not required to be permanently retained, or (2)
has been retained for the legally required period of time. The District General Manager (or
designee) confirms that any applicable reproduction requirements (i.e., electronic imaging,
etc.) for each document are complete. The District General Manager (or designee) verifies
that the documents are not relevant to a lawsuit, a claim, or an investigation, or any similar
proceeding, which is in progress or which may reasonably be anticipated.

C The District General Manager (or designee) oversees the destruction of the documents and
indicates the method of destruction on the form. The District Manager signs the form and
files the original.

D. The District General Manager (or designee) will retain all original signed forms requesting
destruction of records for a minimum period of two (2) years.

E The District General Manager (or designee) will permanently retain documentation of all
destroyed documents, which will include brief descriptions of the documents and their
dates of destruction.

V. GENERAL GUIDELINES

A. The District General Manager or designee shall be responsible for the
administration of this policy and shall assist all District personnel to comply with
the provisions of this policy and with the Records Retention Schedule, set forth in
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Attachment “A” and incorporated into this policy by this reference.

B. The following general guidelines apply to all District records.

1. In addition to the retention periods required under this policy, the District
shall retain original administrative, legal, fiscal and/or historical records
with continued value (i.e., records for long-term transactions and/orspecial
projects) until all matters pertaining to such records are completely
resolved, or the time for appeals has expired. ( Gov. Code 60201, subd. (d).

2. Pursuant to Government Code section 60201, the District shall not destroy
any of the following records:

(a)
(b)
(©
(d)

(©)

®

(@
(h)

(1)

@

Records relating to the formation, change of organization, or
reorganization of the District;

Resolutions adopted by the District, unless they have been repealed
or have become invalid or otherwise unenforceable for five years;

Minutes of any meeting of the District Board of Commissioners;

Records relating to any pending claim or unresolved litigation, or
any settlement or other disposition of litigation less than (2) years
old;

Records that are the subject of any pending request for records under
the California Public Records Act, whether or not the record 1is
exempt from disclosure, until two (2) years after the request has
been granted or denied in writing by the District;

Records relating to any pending construction that the District has not
accepted or as to which a stop notice claim may be legally presented;

Records relating to any nondischarged debt of the District;

Records relating to the title to real property in which the District has
an interest;

Records relating to any nondischarged contract to which the District
is a party;

Records that have not fulfilled the administrative, fiscal, or legal
purpose for which they were created or received;

The originals of the records listed above are to be retained in their original format, whether
the original is a hard (paper) copy or is in electronic format.

VI. EXCEPTIONS TO SCHEDULED DISPOSAL OF OBSOLETE RECORDS

Scheduled disposal of records that have met or exceeded their retention periods must be postponed
if the records are responsive to, subject to, or relate in some way to any of the following:
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(a) A pending Public Records Act request received by the District;

(b) A subpoena served on the District;

(© A Request for Production received by the District from an opposing party in
litigation;

(d) A court order;

(e) A litigation hold or request for preservation of evidence received by the District; or

6] A claim filed against the District under the Government Claims Act.

The above exceptions apply to all records, regardless of physical form or characteristics, or the
manner in which the record has been stored.

VII. RECORDS RETENTION SCHEDULE

The “Records Retention Schedule” is attached to this policy as Attachment “A” and is incorporated
herein by reference. This policy and the Records Retention Schedule comply with the records
retention guidelines provided by the California Secretary of State and may be updated by the
District General Manager (or designee) as needed in order to stay in compliance with federal and
State laws and regulations.

VIII. EMAIL RETENTION

E-mail generates correspondence and other documentation which may be recognized as Official
District Records in need of protection/retention in accordance with the California Public Records
Act. The e-mail system is only intended as a medium of communication only. Therefore, the e-mail
system should not be used for the electronic storage or maintenance of documentation, including,
but not limited to, Official District Records.

If an e-mail message, including any attachments thereto can be considered an Official District
Record, as defined by the District General Manager, such e-mails should be printed as a hard copy
and filed in accordance with the District's Records Retention Policy, or stored in an electronic
system outside the e-mail system. Generally, the sender of the e-mail should be the person
responsible for printing and filing it accordingly, but persons responsible for a particular program
or project file shall be responsible for retaining all e-mail they send or receive related to that program
or project.

Although the System Administrator will automatically delete any data stored in the e-mail system
that is ninety (90) days old, individual employees are responsible for the management of their
mailboxes and associated folders. To ensure maximum efficiency in the operation of the e-mail
system, staff is encouraged to delete e-mail messages from their in-boxes once they are no longer
needed. All deleted items will be held in a "deleted items file" for only seven days.

It is the responsibility of individual employees to determine if e-mail is an Official District Record
which must be retained in accordance with the District's Record Retention Schedule. The District
General Manager will assist employees in making such a determination. Employees should keep in
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mind, however, that preliminary drafts, notes or interagency or intra-agency memoranda which are
not retained by the District in the ordinary course of business are generally not considered to be
Official District Records subject to disclosure. Employees are encouraged to delete documents
which are not otherwise required to be kept by law, or whose preservation is not necessary or
convenient to the discharge of your duties or the conduct of the District's business.

Pertodically, the District receives requests for inspection or production of documents pursuant to
the Public Records Act, as well as demands by subpoena or court order for such documents. In the
event such a request or demand is made for e-mail, the employees having control over such e-mail,
once they become aware of the request or demand, shall use their best efforts, by any reasonable
means available, to temporarily preserve any e-mail which is in existence until it is determined
whether such e-mail is subject to preservation, public inspection or disclosure. The District General
Manager shall be contacted regarding any such e-mails within the employee's control.
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ATTACHMENT “A”

RECORDS RETENTION SCHEDULE

[See Next Page]
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ATTACHMENT “B”

REQUEST FOR DESTRUCTION OF OBSOLETE RECORDS FORM

[See Next Page]
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TWENTYNINE PALMS WATER DISTRICT
REQUEST FOR DESTRUCTION OF OBSOLETE RECORDS

To:
From:
Subject: Request for Destruction of Obsolete Records

I am requesting approval to destroy the obsolete records listed below.

DATES OF DESCRIPTION OF RECORD

RECORDS

(If additional space is needed to describe records, please attach additional pages.)

APPROVED
Employee Name & Title o Date
District General Manager Date

The obsolete records described above or on any attached pages were destroyed under my
supervision using the following method: O Shredding L1 Other (specify method)

I certify that such destruction meets the requirements of the Twentynine Palms Water District

Records Retention and Destruction Policy and Records Retention Schedule adopted on
, and all applicable requirements of State and federal law.
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