

MEMORANDUM

CITY MANAGER’S OFFICE

DATE:		_______________________

TO:		David Gassaway, City Manager
		David Lim, City Attorney

FROM:		_______________________

SUBJECT:	Request for Records Destruction



On August 15, 2023, the City Council adopted Resolution No. 2023-207 authorizing the destruction of certain city records as provided by State law and according to each department’s current records retention schedule. In accordance with that resolution and schedule, certain records have been identified as eligible for destruction. A listing of those records and relevant sections from the records retention schedule are attached.
There are currently ____ boxes of records exceeding the retention requirements and, as such, are ready for destruction. The method of destruction will be via shredding.
Please sign below indicating your approval for destroying the attached records listing.

_______________________________	_____________________________________
Department Head				City Attorney

CERTIFICATE OF DESTRUCTION
I, __________________, do hereby certify that the records listed on the attached were properly disposed of on ____________________.

Attachments: 
Records Destruction List
Relevant sections of the records retention schedule
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