City of Lemon Grove
City Council Regular Meeting Agenda

Tuesday, June 2, 2015, 6:00 p.m.
Lemon Grove Community Center
3146 School Lane, Lemon Grove, CA

The City Council also sits as the Lemon Grove Housing Authority, Lemon Grove Sanitation
District Board, Lemon Grove Roadway Lighting District Board, and
Lemon Grove Successor Agency

Call to Order

Pledge of Allegiance
Changes to the Agenda
Presentations

Annual Treganza History Essay Awards - Five award winners
from Vista La Mesa Academy (Mrs. Pierre Finney, Teacher)

Helix Water District - Mike Uhrhammer

Public Comment

(Note: In accordance with State Law, the general public may bring forward an item not
scheduled on the agenda; however, the City Council may not take any action at this meeting.
If appropriate, the item will be referred to staff or placed on a future agenda.)

1. Consent Calendar

(Note: The items listed on the Consent Calendar will be enacted in one motion unless
removed from the Consent Calendar by Council, staff, or the public. Items that are pulled
will be considered at the end of the agenda.)

A. Approval of Meeting Minutes

May 19, 2015 — Regular Meeting
Members present: Sessom, Gastil, Jones, Mendoza, and Vasquez

Reference: Susan Garcia, City Clerk
Recommendation: Approve Minutes

B. City of Lemon Grove Payment Demands
Reference: Cathy Till, Finance Director
Recommendation: Ratify Demands

C. Waive Full Text Reading of All Ordinances on the Agenda

Reference: James P. Lough, City Attorney

Recommendation: Waive the full text reading of all ordinances included in this
agenda; Ordinances shall be introduced and adopted by title
only

D. Records Management Program and Retention Schedules

The City Council will consider a resolution approving a records management
program and records retention schedule.

Reference: Susan Garcia, City Clerk
Recommendation: Adopt Resolution



E. Memorandum of Understanding with Lemon Grove Firefighters Association, Local
2728 of the International Association of Firefighters

The City Council will consider a resolution approving a three-year Memorandum
of Understanding between the City and the Lemon Grove Firefighters
Association, Local 2728.

Reference: Graham Mitchell, City Manager
Recommendation: Adopt Resolution

F. Job Descriptions Related to the Fiscal Year 20156-2016 Budget

The City Council will consider a resolution approving three job descriptions that
were discussed during the May 19, 2015 City Council budget agenda item. The
positions include Assistant Planner, Human Relations Manager, and
Administrative/Accounting Assistant.

Reference: Corinne Russell, Human Resources Analyst
Recommendation: Adopt Resolution

2. Fiscal Year 2015-2015 Consolidated Operating & Capital Budget

The City Council will consider four resolutions related to the adoption of the Fiscal
Year 2015-2016 Consolidated Operating & Capital Budget. The Roadway Lighting
District Board and the Sanitation District Board will also consider resolutions related
to the adoption of their respective budgets.

Reference: Graham Mitchell, City Manager & Cathy Till, Finance Director
Recommendation: Adopt Resolutions

3. City Council Salary

The City Council will consider introducing an ordinance establishing City Council
salaries after the 2016 municipal election and a resolution adjusting the automobile
reimbursement allowance.

Reference: Graham Mitchell, City Manager
Recommendation: Introduce Ordinance No. 429 and Adopt Resolution

4. Recreation Focus Group

The City Council will consider providing direction to staff regarding the scope of
work for the Recreation Focus Group and the recruitment of community members to
serve on the Focus Group.

Reference: Graham Mitchell, City Manager
Recommendation: Provide Direction

City Council Oral Comments and Reports on Meetings Attended at the Expense of the City.
(GC 53232.3 (d))

(53232.3.(d) states that members of a legislative body shall provide brief reports on meetings attended
at the expense of the local agency at the next regular meeting of the legislative body.)

Department Director Reports (Non-Action Items)

Closed Session
Pursuant to Government Code Section 54957: Public Employee Evaluation
Title: City Attorney

Pursuant to Government Code Section 54957: Public Employee Appointment
Title: City Manager

Adjournment

In compliance with the Americans with Disabilities Act (ADA), the City of Lemon Grove will provide special
accommodations for persons who require assistance to access, attend and/or participate in meetings of the City
Council. If you require such assistance, please contact the City Clerk at (619) 825-3800 or email



MINUTES OF A MEETING OF
THE LEMON GROVE CITY COUNCIL

The City Council also sits as the Lemon Grove Housing Authority, Lemon Grove Sanitation
District Board, Lemon Grove Roadway Lighting District Board, and Lemon Grove
Successor Agency
May 19, 2015

Call to Order

Members present: Mary Sessom, George Gastil, Jerry Jones, Jennifer Mendoza, and Racquel Vasquez.
Members absent: None.

City Staff present: Graham Mitchell, City Manager; Carol Dick, Development Services Director;
Susan Garcia, City Clerk; Mike James, Public Works Director; Lt. May, Sheriff's Department; Rick
Sitta, Fire Chief; Cathleen Till, Finance Director; and Michael Wapner, City Attorney.

Presentation

Mayor Sessom presented the National Public Works Week proclamation to Mike James, Vivian
Macias, Tom Beli, and Dave Huey.

Public Comment

John L. Wood expressed appreciation to the Public Works Department and commented on
speed enforcement signs.

Helen Halmay, Lemon Grove Soroptimist, reported that they received the Desert Coast Region
2015 Communications Award for their website and social media outreach.

1. Consent Calendar

A. Approval of City Council Minutes

May 5, 2015 Regular Meeting

B. Ratification of Payment Demands

C. Waive Full Text Reading of All Ordinances and Resolutions on the Agenda

D. Levy and Collection of Assessments within the Lemon Grove Wildflower Landscape
Maintenance Assessment District 97-1 for Fiscal Year 2015-2016
E. On-Call Restoration Services Agreements

Action: Motion by Councilmember Jones, seconded by Councilmember Gastil, to
approve the Consent Calendar passed, by the following vote:

Ayes: Sessom, Gastil, Jones, Mendoza, Vasquez

Resolution No. 2015 — 3333: Resolution of the City Council of the City of Lemon Grove,
California Approving the Levy and Collection of Assessments with the Lemon Grove Wildflower
Landscape Maintenance Assessment District 97-1 for Fiscal Year 2015-2016



Resolution No. 2015 — 3334: Resolution of the City Council of the City of Lemon Grove,
California Approving Agreements with Restoration Management Company and 911 Restoration
of San Diego for On-Call Restoration Services in the City of Lemon Grove

2. Draft Fiscal Year 2015-2016 Budgets for the City of Lemon Grove, Roadway
Lighting District, Sanitation District, and Successor Agency

Cathy Till explained that this report is a follow-up analysis regarding questions that the City
Council posed at its May 5™ meeting, as well as to present draft budgets for the General Fund,
the General Reserve Fund, the other funds managed by the City, the Roadway Lighting District,
the Sanitation District, and the Successor Agency for Fiscal Year 2015-2016 (FY 2015-16).

The May 5" budget staff report indicated General Fund surpluses of approximately $737,200 in
FY 2014-15 and approximately $526,500 in FY 2015-16. Since that time, however, the latest
Heartland JPA (JPA) reconciliation revealed that the City will owe approximately $140,000 for its
portion of the JPA shared costs in FY 2014-15 due to mid-year staffing changes. Staff presents
both funds combined to reflect a full understanding of the surplus available for allocation. The
table below shows the combined surplus of both funds for the current fiscal year and for the next
fiscal year, along with combined fund balances:

FY 2014-15 FY 2015-16
Beginning Combined Balance $3,430,000 $3,517,600
General Fund 617,200 563,300
General Reserve Fund (529,600) (260,300)
Combined Surplus 87,600 300,000
Ending Combined Balance $3,517,600 $3,817,600

Based on the current draft budget plan, the City’s combined general reserves increase by
approximately $387,600 between July 1, 2014 and June 30, 2016. The negative surplus in the
General Reserve Fund in FY 2014-15 is due mainly to the deferred maintenance projects
($345,000) and payment for a new fire engine and equipment ($114,000). In FY 2015-16, the
negative surplus in the General Reserve is due mainly to setting aside $150,000 for the General
Plan Update project, $65,000 for the installation of the exhaust system at the Fire Station, and
$17,500 for an executive search consulting firm. As a reminder, approximately $200,000 of the
General Fund surplus in FY 2015-16 is one-time funds resulting from a “true-up” from the State.

At the May 5" meeting, the City Council asked staff to present data related to law enforcement
activity. Specifically, staff was asked to provide comparisons of law enforcement per capita
ratios, calls for service at Citronica One and the Main Street Promenade, how calls are
prioritized by the Sheriff's Department, data on response times, and historic law enforcement
staffing levels in the City.

Although Lemon Grove has the lowest number of deputies per capita amongst the contract
cities, the City’s law enforcement complement is not dissimilar to five of the cities. Also, several
of the comparison cities have deputies assigned to schools and paid for through other sources.

The City Council also asked about the number of calls for service to Citronica One and to the
Main Street Promenade. In 2014, the Sheriff's Department was called to Citronica One a total
of 13 times—about once per month. Interesting to note, that as Citronica One’s management
became more proactive with several problematic tenants, the calls for service have trended
downward in 2015.



Staff compared calls for service with other similar sized apartment complexes in the City. Using
call data from 19 other complexes, averaging 63 units (similar to Citronica One’s 56 units), staff
determined that there were 0.2 made per unit in 2014. Citronica One experienced 0.25 calls per
unit. Using 2015 data in which Citronica One was able to reduce calls, the call ratio will be well
below the average for similar sized complexes in Lemon Grove.

The Main Street Promenade experienced very high call volumes—a total of 133 calls in 2014 or
2.5 calls per week to the site. Calls to this site are heavily influenced by the volume of transit
users. Staff also looked at 1% quarter data in 2014 and 2015 to identify any trends. Between
2014 and 2015, the calls for service at the Main Street Promenade dropped by 18 percent.

Approximately $200,000 of the anticipated surplus in FY 2015-16 is derived from one-time
revenue. Staff recommends that this amount be allocated to paying down the City’s CalPERS
Unfunded Actuarial Liability. A lump sum payment of $200,000 next fiscal year will generate an
approximate savings of $650,000 over the next twenty years, given current investment and
actuarial assumptions. If the City Council were to initiate this payment, staff recommends
establishing a separate fund to manage the collection of funds and distributions of payments to
CalPERS.

Gas Tax Fund (2) — in FY 2015-16, this fund has budgeted $825,300 for street operations and
maintenance. This amount is $50,500 more than the anticipated FY 2014-15 budget, due
partially to the the City retaining $74,500 in unspent funds from FY 2014-15. However FY 2015-
16 revenue is projected to be $98,400 less that FY 2014-15 due to lower gas prices, an
increase in fuel efficient automobiles, as well as a decrease in the excise tax rate.

Street Construction Reserve Fund (3) — In FY 2015-16, the budget reflects $100,000 to be spent
on the Lemon Grove Avenue Realignment Project.

Park Land Dedication Ordinance Fund (5) — these restricted funds may only be used for capital
improvement projects associated with City parks. In FY 2015-16, staff recommends that
$64,200 be expended on continuing park improvements, which may include expanding the
skate spot, replacing playground equipment, purchasing park furnishings, dog park play
structures, exercise equipment, and refurbishing the civic center fountain.

Grants Fund (8) — this fund manages various grants totaling $479,700, including $225,000 to be
spent on Safe Routes to School projects on Palm Street near the former Palm Middle School
and Golden Avenue near Golden Avenue Elementary School. In addition, if SANDAG awards
the City any or all of the grants that were applied for in April 2015, the revenue and expenditures
will be affected.

CDBG Fund (9) — this fund will manage this year's Community Development Block Grant
allocation in the amount of $169,000 for street and sidewalk rehabilitation.

TDA Fund (10) — these funds must be expended on maintaining and/or improving public transit
facilities. The fund has approximately $130,000 in unspent funds saved from prior years, which
must be expended on transit related improvements (bus shelter/pad upgrades). In addition,
there is $237,400 available for the Lemon Grove Avenue Realignment Project, which is
projected to be expended in FY 2015-16.

TransNet (14) — In FY 2014-15 the budget reflects total expenditures of $1,911,000. The
expenditures are as follows: $909,000 on the Lemon Grove Avenue Realignment Project,
$139,200 on traffic related projects, $201,700 on storm drain maintenance and improvements,
$559,700 on traffic and pavement projects, and $101,300 on administrative expenses.

Integrated Waste Reduction (21) — The purpose of this fund is to manage household hazardous
waste. This budget projects revenue of $22,300 and expenditures of $42,300. The fund
balance is projected to be $46,700 at the end of FY 2015-16.
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Wildflower Assessment District (22) — the budget reflects $9,100 in revenue and $7,700 in
expenditures. The ending fund balance is projected to be $6,800.

Serious Traffic Offender Program (23) — the budget reflects spending $10,000 on traffic-related
expenditures (supplies and equipment).

Self-Insured Workers Compensation Reserve (25) — the fund projects interest revenue of
$1,400, a transfer to the General Reserve Fund of $25,000, no expenditures, and an ending
fund balance of $501,600 In addition, the fund has an accrued claims liability of approximately
$175,900, which represents the potential future cost of current claims.

Storm Water Program Fund (26) — in FY 2015-16, the budget reflects a total expenditure of
$217,000. This includes $37,900 for staff costs, and $179,100 for permitting, monitoring and
reporting functions.

Regional Transportation Congestion Improvement Program (27) — this fund collects impact fees
as required by the Regional Transportation Congestion Program. The budget projects spending
$34,000 on the Lemon Grove Avenue Realignment Project in FY 2015-16.

Self-Insured Liability Reserve (29) — the projected fund balance is $449,800. This fund receives
a dividend from the City’s insurance pool, which is projected to be $20,000. Offsetting that
revenue are costs of $20,000.

PEG Fund (30) — a Public Education and Governmental (PEG) fund was established to collect
designated monies from cable franchisees that operate within the City. In FY 2015-16, the
budget reflects $56,400 in revenue. The budget projects $36,000 to be spent on connection
fees, $3,000 on professional fees, and $50,000 on one-time capital improvements to the
Community Center audio infrastructure.

Housing Fund (31) — no activity is expected.

Capital Reserve Fund ~ staff recommends creating this new fund to allocate funds for future
capital improvements and to account for multi-year projects. For example in FY 2014-15, the
City Council allocated reserve funds for re-roofing City Hall. This project was not completed.
Rather than re-budgeting the project, staff recommends transferring the General Reserve funds
to this new fund to pay for the project.

Community Facilities District (33) — this fund collects assessments from properties adjacent to
the Main Street Promenade. Expenditures in this fund are limited to contractual services, repair
and maintenance, and utilities at the Main Street Promenade. The budget reflects total
revenues of $14,600 and expenditures of $17,800. As the adjacent properties develop, the
assessment revenue will increase, so the deficit will be eliminated.

The Lemon Grove Roadway Lighting District manages two funds for two separate lighting
activities. Fund 11, the General Benefit Fund, provides funding for street light benefits
throughout the community. Fund 12, the Local Benefit Assessment Fund, provides for
enhanced lighting benefits at mid-blocks. Revenues in the two funds are expected to reach
$245,500 in FY 2015-16. The funds pay for repair, maintenance, and energy costs of street
lights. The total expenditure is anticipated to be $319,700 in FY 2015-16.

The Local Benefit Assessment District (Fund 12) has entered into a 40-month utility cost
repayment agreement with San Diego Gas & Electric. The repayment plan will be completed in
April 2017. The revenue generated by Fund 12 ($87,100) is not sufficient to support its
operating costs ($195,800) over the long term. Staff recommends that a future agenda item
address solutions to this issue. The projected combined fund balance in these two funds is
projected to be $367,300 ($333,300 in Fund 11, $34,000 in Fund 12).



The Lemon Grove Sanitation District manages two funds—an Operations Fund (15) and a
Reserve Fund (16). In FY 2015-16, the District anticipates generating $6.0 million in total
revenue. Offsetting this revenue, the District anticipates expending $5.2 million for operating
costs and $1.5 million for capital improvement projects. The revenue and expenditure plan will
leave a balance of $14.2 million in the District’s reserves at the end of the fiscal year.

A portion of the City's CalPERS Unfunded Actuarial Liability (UAL) is attributable to the
Sanitation District. The PERSable wages of the Sanitation District represent 33 percent of the
City’s total PERSable wages. This equates to the District's share of the UAL being
approximately $1.8. During the last auditor presentation, he indicated that enterprise districts,
beginning in FY 2014-15, are required to report unfunded liabilities as an expenditure in the
financial statement (this requirement is from GASB 68). The draft Sanitation District budget
currently shows this expenditure as a line item in Fund 15 (operational budget). Fund 15 also
includes an expenditure of $4,000 for actuarial consulting services to determine the most cost
effective and prudent strategy for paying off the District’s liability. Staff recommends that a
future Sanitation District Board agenda item be dedicated to this discussion.

In FY 2015-16, the Successor Agency anticipates receiving approximately $3.1 million in
Redevelopment Property Tax Trust Fund (RPTTF) proceeds from the County. The FY 2015-16
budget reflects bond interest payments totaling $1.1 million, bond principal payments totalling
$660,000, various administrative costs totaling $250,000, and a payment of $694,400 to PERS
to pay down the Successor Agency’s share of the unfunded liability. Although is unlikely the
Successor Agency will receive the entire amount, due to the limited amount of RPTTF available,
staff is including all of the items as placeholders, since all of them have been approved by the
DOF. Bond payments will always be paid first.

In addition, staff anticipates spending $500,000 on the Lemon Grove Avenue Realignment
Project, which is funded with bond proceeds. Once the Lemon Grove Realignment Project is
complete, the Successor Agency’s primary activity will be making bond payments. This will
result in minimal administrative reimbursements to the City. In addition, if approved, the
Successor Agency will make loan repayments to the City to the extent funds are available—it is
unknown when those payment will occur.

Public Speaker(s)
Brenda Hammond commented on the City’s law enforcement, street lighting, and the crosswalk
in downtown.

After the discussion, direction was given to staff to prepare a final budget for City Council
consideration at the June 2" meeting.

3. Ordinance No. 428 Amending Chapters 8.48 and 18.08 of the Lemon Grove
Municipal Code with Reference to the Lemon Grove Best Management Practices
(BMP) Manual

On May 5, 2015, the City Council introduced Ordinance No. 428. The ordinance amends Sections
of Chapter 8.48 (Stormwater Management and Discharge Control) and Chapter 18.08 (Excavation
and Grading) of the Lemon Grove Municipal Code with reference to the Lemon Grove Best
Management Practices (BMP) Manual. The amendments are required for compliance with the
2013 Municipal Stormwater Permit and are consistent with updates being made by other cities in
the County. A full and detailed analysis was provided to the City Council in a staff report dated May
5, 2015, entitled Ordinance No. 428 Amending Chapters 18.08 and 8.48 of the Lemon Grove
Municipal Code with Reference to the Lemon Grove Best Management Practices (BMP) Manual.



Public Speaker(s)
There were no requests from the public to speak.

Action: Motion by Councilmember Jones, seconded by Councilmember Gastil, to adopt
Ordinance No. 428 passed, by the following vote:

Ayes: Sessom, Gastil, Jones, Mendoza, Vasquez

Ordinance No. 428: An Ordinance of the City Council of the City of Lemon Grove, California
Amending Chapter 8.48 (Stormwater Management and Discharge Control) and Chapter 18.08
(Excavation and Grading) of the Lemon Grove Municipal Code with Reference to the Lemon
Grove Best Management Practices (BMP) Manual

4. Ordinance No. 427 Approving Zoning Amendment ZA150-0001 Amending the
Zoning District from General Commercial (GC) to Residential Medium/High (RMH)
for properties on the South Side of Broadway between 8305 Broadway and 8373
Broadway

On May 5, 2015, the City Council introduced Ordinance No. 427 amending the Zoning District
from General Commercial (GC) to Residential Medium/High (RMH) for the properties located on
the south side of Broadway between 8305 Broadway and 8373 Broadway. The City Council
also adopted a resolution approving General Plan Amendment GPA150-0001 which amended
the General Plan Land Use Designation from Transportation and Retail Commercial to
Medium/High Residential Density.

Public Speaker(s)
Theresa Bailey and Rebecca McElyea commented on a vacant parcel near their residences.

Andrea Riklin, Sandra Bush, and Winifred Green uged the City Council to adopt the ordinance
amending the zoning in their neighborhood.

Action: Motion by Councilmember Gastil, seconded by Councilmember Vasquez, to
adopt Ordinance No. 427 passed, by the following vote:

Ayes: Sessom, Gastil, Jones, Mendoza, Vasquez

Ordinance No. 427: An Ordinance of the City Council of the City of Lemon Grove, California
Approving Zoning Amendment ZA150-0001 Amending the Zoning District from General
Commercial (GC) to Residential Medium/High (RHM)

City Council Oral Comments and Reports on Meetings Attended at the Expense of the
City. (GC 53232.3 (d))

Councilmember Jones attended the East County Mayors Lunch, SANDAG and MTS meetings,
the Kiwanis Safety Officers Appreciation Dinner, Lemon Grove's Relay for Life, and the
Soroptimist Annual Awards dinner.

Councilmember Mendoza attended Lemon Grove’s Relay for Life and the Soroptimist Annual
Awards dinner.

Councilmember Gastil attended a LOSSAN meeting.
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Mayor Pro Tem Vasquez attended a LAFCO meeting, Lemon Grove’s Relay for Life and the
Soroptimist Annual Awards dinner.

Mayor Sessom attended Lemon Grove'’s Relay for Life.

Closed Session

Pursuant to Government Code Section 54957.6. Conference with Labor Negotiators

Agency Designated Representative: Graham Mitchell, City Manager
Employee Organization: Local 2728 of the International Association of Firefighters

Pursuant to Government Code Section 54957: Public Employee Appointment
Title: City Manager

Closed Session Report: No reportable action was taken.

Adjournment

There being no further business to come before the City Council, Housing Authority, Sanitation
District Board, Lemon Grove Roadway Lighting District Board, and the Lemon Grove Successor
Agency the meeting was adjourned at7:45 p.m.
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City of Lemon Grove Demands Summary

Approved as Submitted:

Cathleen Till, Finance Director
For Council Meeting: 06/02/15
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Calpers Supplemental Income 457 05/07/2015
SDGHE 5/07/2015
Wells Fargo Bank O5/11/2015
City of San Diego 05/13/2015
Ca Public Empl Retirement Systern O5/13/2015

Pitney Bowes Globa! Financial Services LLC 05/13/2015

Employment Development Dept O5/14/2015
Mlpha & Omega Respirator Fit Testing 05/13/2015
American Messaging U5 /1342015
ATET O5/13/20015
Bearcorm O5/13/2005
Broadway Auto Electric 0571342015
California State Disbursement Unit G513/ 20185
Canon Financial Services [ne. 05/13/2015

City of E] Cajon 05/13/2015

City of La Mesa 05/13/2015
City of San Diego 05/13/2015
Corelogle Information Salutions Inc, 05/13/2015

County of San Diego- RCS 05/13/2015

County of San Diego-Recorder 05/13/2015

Cow Communications O5/13/2015

Cutters Edge Fire Rescue Saws 05/13/2015

ACH/AP Checks 05/07/15-05/14/15

Payroll - 05/12/15

Total Demands

Desoription

457 Plan 4/1/15-4/28/15

Electric Usage:St Light 3/31/15-4/30/15
Bank Service Charge - Apr't5

Metro Sewer Systern FY15 - 4th TR
Pors Retirement 4/1/15-4/28/15
Postage Usage 5/12/15

State Taxes 5/12/15

Cruantitative Fit Tests

Pager Replacement Program- Mayls
Phone Service- May'15

Portable Radios Monthly Contract- 4/22/15-5/21/15

Power lnverter - LGPWHO4
tnstall Strobe Light

Wage Withholding
Canon Copler Contract Charge-Mar, Apr,May'15 Basermnent

Overtime Reimbursement- Sean Hays 2/17/15

Overtime Relmbursement- Sean Hays 4/5/15

Overtime Reimbursement- losh Rover 4/11/15, 4/12/15
Overtime Reimbursement- Derek Dozier 4/12/15
Overtime Reimbursement- Gabe Belloli- 4/11/15, 4/12/15

CQvertime Reimbursemert- Dominic Provence 4/11/15
Cvertime Reimbursernent- Chris Kleist 4/11/15
Overtime Relmbursement- Josh Mast 4/11/15
COvertime Reimbursement- Howard Gunter- 4/9/15

Petro Industrial Wastewater Program FY2014

RealQuest Graphics Package- Marl5s
Real CQuest Graphics Package - Apr'ls
Image Requests - Ape'ls

B0 MHZ Networl - Apr't5
Recording Servces- 4/7/15

Calsense Moder Line: 2259 Washington 5/6/15-6/5/15
Calsense Modem Line: 7071 Mt Yernon 5/6/15-6/5/15
Monthly Phone Serv:May'15 City Hall

Five Backup Phone Service- May'15

Phone Service 3131 School Ln - 5/4/15-6/3/15
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44803
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0145097
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38154

0 Max Engineering lnc,
DAR Contractors
Bokken Engineering

Dormestic Linen- California Inc.

Esgil Corporation

Ew Truck & Equipment Co Inc.

Flre Etc.

Globalstar USA, Inc
Gowvea, Garrett
HOL Coren & Cone

Herring, Karlin

Kriott's Pest Control, Inc,

Lemon Grove School Distriet

telender, Rarmon

Municipal Emergency Services Inc,

Papin, Matt
PLIC- SBD Grand tsland
Russell, Carinne

503 County Treasurer Tax Collector

SDGRE

Sharp Rees-Stealy Medical Centers

South Coast Emergency Veh Services

Spring Valley Lawn Mower Shop

Standard Insurance Company

Staptes-Credit Plan

The East County Californian

The Light House

Unifarms Plus, Inc

05/13/2015
08/13/2015
05/13/2015

05/13/2015

05/13/2015

05/13/2015

05/13/2015

05/13/2015
05/13/2015
05/13/2015

05/13/2015

05/13/2015

WOTR Lst Review-Center Hilltop Condominiums
Animal Disposal- Apr'1l5
Map Reviews/5t Dedications - Apr'l5

Shop Towels & Safety Mats 4/24/15
Shop Towels & Safety Mats 5/8/15

75% Building Fees- 5/4/15-5/7/15
Fluid Replacement
Fluid Replacement

Vehicle Repair

Suppression Agent
Suppression Agent

Satellite Service- 3/16/15-4/15/15
Uniform Allowance - Govea 3/17/15
Property Tax: Apr-Juni5

Springbrook Conference May4-7 Portland, OR - Molina
Mileage Reimbursement - 1/14/15-3/28/15 Molina

Monthly Balt Stations-Berry 5t - May'15
tanthly Bait Stations- Civie Center - May'1l5

. Monkhly Balt Stations- Sheriff - May'15

05/13/2015

05/13/2015

05/13/2015

05/1.3/2015
05/13/2015
05/13/2015

0541372015

0571372015

0541342015

05/13/2015

05/13/2015

05/13/2015

05/13/2015

05/13/2015

05/13/2015

05/13/2015

Fuel Services-PW: Apr'l5
Fuel Services-FIRE: Apr'l5

Refund/APL-150-0001/Melendez, Ramon

Fire Hose
Field Repair Kit- Relief Valves

Fall- 2015 Pepin, Matt

Drental Insurance - May'15

Mileage- Russell 3/4/15-5/11/15

Persornal Property/Eiciires - 7/4/15-6/30/16 - 3232 Main St

Personal Property/Fintures - 7/1/15-6/30/16 - 7853 Central Ave
Fersonal Property/Fictures - 7/1/15-6/30/16 - 3232 Main 5t

5

Gas & Electric - 3/23/15-4/22/15

Pre Placement Exam
Pre Placement Exarm

Cover Plate, Round Hub
Replacermnent Door

Tune up - Hand Blower

Recoll Starter - Hand Blower

Trimmer Line

Long Term Disability insurance - May't5

Termpur-Pedic Chairs, Office Supplies - Apris

Notice of Public Hearing 4/27/15
Hotice of Public Hearing 5/11/15

Strobe Tube Light

Uniform Purchase- Burkett
Uniform Purchase- Medina

1,702 10

162.00

1,787.50

75.25
75.25

4,274.30
64.15
103.77

1.034.92

1,105.92
1,105.92

85.17

7162

1,980.00

20659
53.19

00
6000
45.00

2,348 13
£95.50

75.00

976,81
372.40

1,035 00
3,754,03
134.26
132 28
32 60
50.57
20,212.02

58.00
100.00

94,25
1,778.51

98.69
27.83
47 46

1,735 58

1,221 65

1,702,10

162.00

1,797.50

4,274,30

1,202.84

2,211 84

85.17

71.62

1,920.00

259.78

3,243.93

75.00

1,349.21

1,035.00

3,754.03

134.26

e
P
n
N
n

20,212.02

158.00

LAT3TY

173.98

1,735.58

1,221.65

259.00

477.04

180097



3822

3823

2824

2825

3826

3827

3828

3829

3830

3831

3832

38579
38580
38740
CDO515-031

Mayl2 13

Apra 15
Apr2ais

15221016
Wayl3d 15
Mayls 15
fayld 15
Mayld 15
PMayid 15
Mayld 15

May1d 15

Urban Futures Inc

Wantage Point Transfer Agents-457

Werizon Wireless

Waie Sanitary Supply
Hayward, Brian
Bruen, Daryn

Alfara Jr, Florenting
Bell, Thomas L
Durnas, Alexander
Mendoza, Ricarde

Sessorm, Mary

05/43/2015
05/13/2015

05/13/2015

05/13/2015
05/14/2015
05/14/2015
05/14/2015
05/14/2015
05/14/2015
05/14/2015

05/14/2015

Uniforem Allowance- Ek 4/15/15

Uniform Purchase- Gavea

Uniform Purchase- Drum

Continuing Disclosure Sve: 2007,2010,2014 Bonds FY'15

{CMA Deferred Compensation Pay Period Ending 5/12/15

MOC Engine Tablets- 3/21/15-4/20/15
EMSTablets- 3/21/15-4/20/15

Cleaning Supplies

Advance Per Dlem: CFED Conference 5/17-20/15, Hayward
Advance Per Diem: CFED Conference 5/17-21/15, Drum
Payroll Re-issue 4/29/15-5/12/15

Payroll Pe-issue 4/29/15-5/12/15

Payroll Re-ssue 4/23/15-5/12/15

Payroll Re-issue 4/28/15-5/12/15

Payroll Re-issue 4/29/15-5/12/15

50,00
25.00
384,47
5,250.00

280,77

190.07
3808

470.42

243.50

319.50

664,81

243377

656,25

1,546.63

52551

7178,164.66

5,250.00

280.77

228.08

470,42

243,50

31350

664.81

243377

656.25

1,546.63

525.51

178,164.66



LEMON GROVE CITY COUNCIL
AGENDA ITEM SUMMARY

Item No. 1.D
Mtg. Date _ June 2, 2015 X
Dept. Citv Manager's Office

Item Title:  Records Management Program and Retention Schedules |
Staff Contact: Susan Garcia, City Clerk

Recommendation:

Adopt a resolution (Attachment B) approving the Records Management Program, Records
Retention Schedules and rescind Resolution No. 2045.

Item Summary:

The City is upgrading its Records management program, including its records retention schedules
and policies. Gladwell Governmental Services, Inc., an expert in local government records, was

selected to upgrade the records management program.

The purpose of the records retention schedules are to apply efficient and economical methods to
the creation, maintenance, preservation and disposal of all records managed by the City. The
proposed retention schedules are in compliance with all laws and are standard business practice

for California cities.

Lemon Grove will realize significant savings both in labor and storage expenses, including the

prevention of future off-site storage and/or construction costs.

Fiscal Impact:

None.

Environmental Review:
X Not subject to review ] Negative Declaration

[] Categorical Exemption, Section | ] Mitigated Negative Declaration
Public Information:

P<INone. ] Newsletter article
L] Notice published in local newspaper

] Notice to property owners within 300 ft.
] Neighborhood meeting

Attachments:
A. Staff Report
B. Resolution = Exhibit A Records Retention Schedules.



Attachment A

LEMON GROVE CITY COUNCIL
STAFF REPORT

item No. 1.D

Mtg. Date June 2, 2015

Item Title: Records Management Program and Retention Schedules
Staff Contact: Susan Garcia, City Clerk

Discussion:

The City is upgrading its records management program, including its records retention
schedules and policies. The adoption of the resolution will resuilt in efficiency gains and cost
savings.

Backqround

The City selected Gladwell Governmental Services, Inc., an expert in local government records,

to upgrade its records management program. The firm has provided like services for over 150
California special districts, counties and cities.

The President of Gladwell Governmental Services, Inc., Diane R. Gladwell, MMC, has met with
each Department and/or Division to ensure the retention schedules met their business needs
within legal guidelines and discussed “best practices” of like departments in other cities, to
determine how to manage each records series. The department then reviewed and edited
subsequent versions.

An upgrade to the existing program was necessary to reduce current and future records storage
costs, eliminate duplication of effort, increase efficiency and take advantage of current
technology and changes in law. The purpose of the program is to apply efficient and
economical methods to the creation, utilization, maintenance, retention, preservation and
disposal of all records managed by the City.
The upgrade of the current records management systems are driven by many factors, including:

e Limited space in City facilities;

e Departments reported they are out of space to store their records;

e Many departments are filing and storing copies of the same records;

e The City produces and manages many records that law requires to be kept
permanently;

e Escalating off-site records storage expenses;
e Technology advancements; and
¢ Changes in law.

Conclusion:

Staff recommends that the City Council adopt the Resolution with Exhibit A, Records Retention
Schedules.



Attachment B

RESOLUTION NO. 2015-

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF LEMON GROVE, CALIFORNIA
APPROVING RECORDS RETENTION SCHEDULES, AUTHORIZING DESTRUCTION OF
CERTAIN CITY RECORDS, AND RESCINDING RESOLUTION NO. 2045

WHEREAS the maintenance of numerous records is expensive, slows document
retrieval, and is not necessary after a certain period of time for the effective and efficient
operation of the government of the City of Lemon Grove; and

WHEREAS Section 34090 of the Government Code of the State of California provides a
procedure whereby any City record which has served its purpose and is no longer required may
be destroyed; and

WHEREAS the State of California has adopted guidelines for the retention period for
various government records; and

WHEREAS the City Council of the City of Lemon Grove previously adopted Resolution
2045, adopting a records retention schedule on May 16, 2000.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Lemon
Grove, California hereby:

1. Resolution No. 2045 is hereby rescinded.

2. The records of the City of Lemon Grove, as set forth in the Records Retention
Schedules Exhibit A, attached hereto and incorporated herein by this reference, are
hereby authorized to be destroyed as provided by Section 34090 et seq. of the
Government Code of the State of California and in accordance with the provision of
said schedule upon the request of the Department Head and with the consent in
writing of the City Clerk and City Attorney, without further action by the City Council
of the City of Lemon Grove.

3. With the consent of the City Clerk, City Manager, and City Attorney, updates are
hereby authorized to be made to the Records Retention Schedule without further
action by the City Council of the City of Lemon Grove.

4. The term “records” as used herein shall include documents, instructions, books,
microforms, electronic files, magnetic tape, optical media, or papers; as defined by
the California Public Records Act. :

11
1l



Exhibit A

HOW TO USE RETENTION SCHEDULES

©1995-2015 Gladwell Governmental Services, Inc {909) 337-3516 - all rights reserved
Do not duplicate or distribute withoul prior written permission

A legend explaining the information presented in the retention schedule has been printed on the back of
each page for your easy reference; an index to locate records is also provided.

The specified retention period applies regardless of the media of the record: If a record is stored on paper
and a computer file on a hard drive, both records should be destroyed (or erased) after the specified

period of time has elapsed.

Copies or duplicates of records should never be retained longer than the prescribed period for the original
record.

STRUCTURE: CITYWIDE, DEPARTMENTS & DIVISIONS

The City-wide retention schedule includes those records all departments have in common (letters,
memorandums, purchase orders, etc.). These records are NOT repeated in the Department retention
schedule, unless that department is the Office of Record, and therefore responsible for maintaining the

original record for the prescribed length of time.

Each department has a separate retention schedule that describes the records that are unique to their
department, or for which they are the Office of Record. Where appropriate, the department retention
schedules are organized by Division within that Department. If a record is not listed in your department
retention schedule, refer to the City-wide retention schedule. An index will be provided for your reference.

BENEFITS

This retention schedule has been developed by Diane R. Gladwell, MMC, an expert in Municipal
Government records, and will provide the City with the following benefits:

» Reduce administrative expenses, expedite procedures
- Free filing cabinet and office space

* Reduce the cost of records storage

= Eliminate duplication of effort within the City

« Find records faster

« Easier purging of file folders

» Determine what media should be used to store records

For questions, please contact the City Clerk.

Authorization to Destroy Records:

All original records that have exceeded their retention period must be authorized according to City Policies
& Procedures prior to destroying them.

Copies, drafts, notes and non-records do NOT require authorization, and can be destroyed "When No
Longer Required.”
e |fthere is a minimum retention (* Minimum 2 years"), it must'be authorized before it is
destroyed, as it is an original record.

e Ifthere is NOT a minimum retention ("When No Longer Required"), it does NOT need to be
authorized prior to destruction, as it is a preliminary draft / transitory record or a copy.

+ On every page of the schedules (near the top, just under the column headings) are important
instructions, including instructions regarding holds on destroying records. “Litigation,
complaints, claims, public records act requests, audits and/or investigations suspend
normal retention periods (retention resumes after settlement or completion).”



RECORDS RETENTION SCHEDULE LEGEND

©1895 - 2015 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

OFR (Office of Record): The department that keeps the original or “record copy.” Usually it is the department that originates the record, unless the item is for
a City Council meeting (then it is the City Clerk.)

Records Description: The record series (a group of like records).

Transitory Records not retained in the ordinary course of business: Preliminary drafts, notes, or interagency or intra-agency memoranda and records having

only transitory value. Examples: Telephone messages, meeting room reservation schedules, logs, source records entered into a computer system that
qualifies as a “trusted system”, etc.

Non-Record: Documents, studies, books and pamphlets produced by outside agencies, preliminary drafts not retained in the ordinary course of business.

Retention/Disposition: Active: How long the file remains in the immediate office area (guideline)

Inactive: How long the file is in off-site storage, stored on Unalterable Media / Optical Disk or Microforms (guideline)
Total Retention: The total number of years the record will be retained

For file folders containing documents with different retention timeframes, use the document with the longest retention time.
P = Permanent
Indefinite = No fixed or specified retention period; used for databases, because the data fields are interrelated.

Vital? = Those records that are needed for basic operations in the event of a disaster.

Media Options (guideline) — the form of the record: Mag = Computer Magnetic Media (hard drive, disks, tapes, USB Drives, thumb drives, etc.)
Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)
Ppr = Paper

OD = Optical Disk, CD-r, DVD-r, WORM, or other media which does not allow changes

Scan / Import (guideline): “8" indicates the record should be scanned into the document imaging system;
“I" indicates the record should be electronically imported into the document imaging system:;
“M" indicates the record should be microfiimed

Destroy Paper after Imaged & QC’d (guideline, if record is imaged): QC'd=Quality Checked. “Yes" indicates the paper version may be destroyed if the
document has been imaged (microfilmed, scanned or imported) in accordance with the Trustworthy Electronic Records / ECMS / Document Imaging
Policy and stored on Unalterable Media (Optical Disk — CD-R, WORM or DVD-R), and both the images and indexing Quality Checked (“QC’d").

Legend for legal citations (§: Section) B&P: Business & Professions Code (CA) CBC: California Building Code

CC: Civil Code (CA) CCP: Code of Civil Pracedure (CA) CCR: California Code of Regulations (CA)

CFC: California Fire Code CFR: Code of Federal Regulations (US) EC: Elections Code (CA)

EVC: Evidence Code (CA) FA: Food & Agriculture Code FC: Family Code (CA)

FTB: Franchise Tax Board (CA) GC: Government Code (CA) H&S: Health & Safety Code (CA)

HUD: Housing & Urban Develop. (US) LC: Labor Code (CA) Ops. Cal. Atty. Gen... Attorney General Opinions (CA)
PC: Penal Code (CA) R&T: Revenue & Taxation Code (CA) UFC: Uniform Fire Code

USC: United States Code (US) VC: Vehicle Code (CA) W&l Welfare & Institutions Code (CA)



Ver 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-1
Office of . L e b
Record Retention No. Records Description Retention / Dispesition Comments / Reference
- . Destroy
. Inactive . Image: Paper
(OFR) 'Actn./e (Recerds Vital? Me'dla I=import after
(in office) Options M=Mfr
Center}) | S=Scan Imaged &
°an | gcid?

¢ to the depariment that is N

& Office of Record [OFF], or the "Lead D

(Rt

. Hyou are the GFF, refer fo gsafSi:faﬁmeﬂf sefantion schedule.

tions begin

when the act is co

ieiad, and impiy a full file folder ¢

last document + 2 yearz), since destruction is narmally perfarmed by file folder.

5. claims, compla

s audils. public records act reguasis

{ratention resumes after selils

and/or investigaiions suspend normal retention perigds ment or completion).
Accident, Incident, Injury Copies -
Human CW-001 reports: ENMPLOYEES, with When No Mag. Copies retained for reference;
Resources associated MSDS, ifa Longer Ppr GC §34090.7
chemical was involved Required
. . ‘ Copies -
Pubinéi\i\e’korks,- CW-002 Accident, Incident, Injury When No Mag, Copies retained for reference;
reports: PUBLIC Longer Ppr GC §34080.7
Management ’
Required
Accounts Payable, Invoices,
::;tty Cash, Warrant Requests, V?/Eple.;- ves: Before| M Al originals go to Finance
Finance CW-003 ’ en no es. be g (these are copies); GC
Longer Payment Ppr §34080.7
ALL backup is forwarded to Required ’
Finance
Brown Act challenges must be
Affidavits of Publications / filed within 30 or 80 days of
Public Hearing Notices / Legal Mag, action; Statute of Limitations
Lead Dept. CW-004 - L 2 years Mfr, OD, on Municipal Government
Advertising / Affidavits of . : hs CCP
Posting Ppr actions is 3 - 8 months;
§8337 et seq, 348.4; GC
§§34090, 54860.1(c)(1}
Agenda Packets / Staff Copies - Mag
) ) _ Reports: City Council / When No f Yes: After
f
City Clerk CW-005 Redevelopment / Successor Longer Mf;‘ C:D’ S QC &0D GC §34080.7
Agency/ Oversight Board Required P

LEMON GROVE, CA  ©1995-2015 Gladwell Governmental Services, Inc. - all rights reserved
Da not duplicate or distribute without prior written permission from GGS (808) 337-3516

Adopted:




Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-2
Office of ! . | L . . .
Record Retention No. | Records Description Retention / Disposition Comments / Reference
‘ . | Destroy
. Inactive o Image: Paper
(OFR) Active 1 pecords Vital? | Media I=lmport - 0
(in office) Options: M=Mfr
Center) | S=Scan Imaged &
Gc'd?

gnt that is NOT the Office of Record {GFR), or the "Laad Deparimant

._If you are the OFR. refer to your deperiment retention schedule.

1 when the act i

L and anply 2 full file folder {2 g. last document + 2 vears). since destruction is normally parformed by file folder. |
N

pianls gudits, pu

{iz records act requssis

i

and/or investigaiions suspend normal retention periods frefention resumes after settlement or compietion),

Agreements & Contracts ALL

Schedules, Certified Payrolls,
Insurance Certificates,
Invoices, Logs, RFP, etc)

Copies - Mag Yes: Upon All agreements that are
City Clerk CW-006 (Specifications / Scope of When No Mfr, OD, S Completio approved by the Qty Cou.ncn
Work. Noi c et Longer Por n are sent to the City Clerk; GC
ork, Notices of Completion, Required p §34090.7
efc)
Covers E&O Statute of
Limitations (insurance
Agreements & Contracts: cerificates are filed with
ADMINISTRATIVE FILES agreement); Published Audit
Mag Yes: Upon Standards=4-7 years; Statute
Lead Dept. CwW-007 (Corre;pon@ence, FrOJeCt Completion 10 years Yes: Before Mfr, OD, S/ Caompletio of Lm,mt_atlons: Contracts &
Administration, Project Completion Ppr n Spec's=4 years, Wrongful

Death=comp. + 5 years,
Developers=comp. + 10 years;
Statewide guidelines propose
termination + 5 years; CCP
§337 et. seq., GC §34080

LEMON GROVE, CA o1995-2015 Gladwell Governmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-3

Dffice of . N
Record Retention Nao, Records Description Retention / Disposition Comments / Reference
. . Destroy
Inactive  Image: Paper
Acti ia | I=
(OFR) Active (Records Vital? Me.dla il Import | after
(in office) | Options| M=Mfr
Center) S-Sc Imaged &
- ' QcC'd?
nt that is NOT the Office of Record fOFR), or the “Lead Degariment™ If vou are fhe OFR rsfer lo ;m&f depariment refention schedule.
fed, and imply a full file folder {a.g last document + 2 §§f§:;;m§ is normally performad by file folder. |

biic records act requests, and/or investications susp i1 periods fféis-féfzéﬁ resumes after settlement ar compistion),

Some grant funding agencies
require audits; Statute of
Limitations for Errors &
Omissions is 10 years;
Published Audit Standards=4-7
years; Statute of Limitations:

Agreements & Contracts: 10
ADMINISTRATIVE FILES years or

After Contracts & Spec's=4 years,
{with Grant Funding) : Wrongful Death=comp. + 5
Funding . _
Agenc Yes: Before Mag. Yes: Upon|years, Developers=comp. + 10
Lead Dept. CW-008 (Correspondence, Project Completion gency i . Mfr. OD, S Completio |years; Statewide guidelines
. . . Audit, if Completion g .
Administration, Project required Ppr n propose termination + 5 years;
Schedules, Certified Payrolls, Whic?hever"‘c CCP §337 et. seq., 21 CFR
Insurance Certificates, longer - 1403.36 & 1403.42(b); 24 CFR

Invoices, Logs, RFP, etc.) 85.42, 91.105(h), 92.505, &

570.502(b), 28 CFR 66.42; 29
CFR 97.42; 40 CFR 31.42; 44
CFR 13.42; 45 CFR 92.42;
OMB Circular A-133GC
§34090

LENMON GROVE, CA ©1995-2015 Gladwell Governmental Services, Inc. - all rights reserved Adopted;
Do not duplicate or distribute without prior written permission from GGS {808) 337-3516




Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-4
Office of | . o . . "
Record _Retention No. Records Description Retention / Disposition Comments / Reference
Image: Destroy
. Inactive N ) Paper
(OFR) Active (Records Vital? Media I—ln_1port after
(in office) Options, M=Mir
Center) S=Scan Imaged &
QC'd?

Refentions zpaly

fo the depariment that is NOT the Office of Record {GFR), or the "Lead Den

ariment”. If vou are the OFR, rafer to vour dapariment retention schedule.

Sstentions Begin when the act is

2, and imply a full file folder ¢e.¢1. last document + 2 years). since destruction is normsily performed by file folder. |

8, au uhiic records act requesis, and/or investigations suspend normal refention periods fretenilon resumes after seftlement or complation).
Agreements & Contracts:
UNSUCCESSFUL BIDS
’ The RFP / RFQ and the
g:ggggiﬁgzgl;zESPONSEs Mag successful proposal becomes
Lead Dept. CW-0089 2 years : part of the agreement or
to RFPs (Request for Ppr contract (City Clerk is OFR);
Proposals) and/or RFQs GC §34090
(Request for Qualifications)
that don't result in a contract
Audits / Audit Reports / CAFR - V%EZ‘:EO Mag
Finance CW-010 Comprehensive Annual ' Copies; GC §34090.7
Financial Reports Longer Ppr
Required
CW-011 Bids: See Agreements &
Contracts
When No
Boards and Committees: Longer Tape City preference; State law only
Staffing Dept. CW-012 AUDIO RECORDINGS of Required - (M: ) requires for 30 days; GC
Meetings / Audio Tapes Minimum 2 9 §54953.5(b)
years
Boards, Commissions, &
Commlttee§: City Council All recommendations are
Staffing Dept. CW-013 Subcommittees 2 years N;a:ﬁ presented to the City Council;
(Composed solely of less than GC §34090 et seq.
a quorum of the City Council)

LEMON GROVE, CA ©1995-2015 Gladwell Governmental Services, Inc. - all rights reserved
Do nat duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-5

Offi f o
Relsgrz ‘Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) _ActlYe (Records Vital? Me.dla I=lmport after
(in office) Options. M=Mfr
Center) S=Scan Imaged &
acd?

2%

Relentions soplv to the depariment that is NOT the Gffice of Record {GFR), or the "Lead Dapartmss

Hi" If vou are ihe OFR, refer to vaur depariment rmiention schedule.
f??{}afg a ful/ file folder { ga g. /ast document +2 g&grgg sinsg dastruction 15 normally performed by file folder |

al retention pericds {raiention resumes after settlement or compiletion].

Boards, Commlsswns, &
gon;njxtieetgs: External When No "
Cw-014 rganizations Longer Pp% Non-records
(e.g. County Board of Required
Supervisors)
Boards, Commissions, &
Commitiees: Residents When No
: : Brown Act challenges must be
Advisory Bodies Formed by Longer M fled within 30 or 90 davs of
Stafing Dept. | CW-015  CITY COUNCIL Required - g, oW y
h . Ppr action; GC §§340890,
Minimum 2 54960.1(c)(1)
AGENDAS, AGENDA years '
PACKETS.
Boards, Commissions, &
Committees: Residents Notes taken to facilitate the
Advisory Bodies Formed by Mag, writing of the minutes can be
Staffing Dept. CW-016 CITY COUNCIL P Yes Mir, OD, S No destroyed after minutes have
Ppr been adopted, GC §34090 et
MINUTES, RESOLUTIONS & seq.
BYLAWS
CW-017 Brochures: See Reference
; Manuals
Copies - . ) .
. Mag. Final must be filed with County
‘;' " = .
Finance CW-018  Budgets - Finals When No fes: Current e op | g | 78S AT ) ditor: GC §34090.7, 40802,
Longer Fiscal Year 5 years
: Ppr 53901
777777 Reguired
LEMON GROVE, CA ©1985-2015 Gladwell Governmental Services, Inc. - all rights reserved Adopted:

Do not duplicate or distribute without prior written permission from GGS (908) 337-3516




Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-6

oRf:::frgf Retention No. Records Description Retention / Disposition Comments / Reference
- . Destroy
. Inactive . Image: Paper
(OFR) Active (Records Vitalp | Media | Islmport| "
(in office) Options| M=Mfr
Center) S=Scan Imaged &
N Qc'd?
'y to the degarimant that is NOT the Office of Record {OFR), or the "Lead Depariment vou are the OFR, refer to vour depariment retention schedule.
= o when the act is compiatad, and impiy a full file foider (e, g ‘ast document + 2 years), since desiruction is normally performed By file foldar,
gation, claims, complaints, audits. public records act regussts, and/or investigation Fnormsl retention periods {mieniion resumes after sefifement or compiation).
Lead Dept. & Cash Receipts Qetall / Back'up Mag, City preference (not all detail is
. CW-018 ! Accounts Receivable Detail / 2 years . :
Finance . Ppr sent to Finance); GC §34090
Refund Detall
When No
Longer Mag, .
Lead Dept, CW-020 City Attorney Opinions Required - Yes  [Mfr,OD, S Department Preference; GC
. §34090
Minimum 2 Ppr
years
Copies -
. When No
Public Works / . Mag, .
Risk CW-021 |Claims Longer ves: Before i op,|  sn | Ve AMET o 6634000.7, 34090.6
Required Settlement Settlement
Management Ppr
(Upon
Settlement)
Committees Internal -
Attended by employees: All
Records Ma
Lead Dept. CW-022 2 years b 2' GC §34090
(e.g. Records Management P
Committee, In-House Task
Forces, etc.)
City preference; Statute of
When No Limitations for personal
Lead Complaints / Concerns from Longer Ma property, fraud, etc. is 3 years;
(Responding) CW-023 Citizens Computer Tracking Required - P g: Claims must be filed in 6
Dept. Software or Correspondence Minimum 2 P months; CCP §§338 et seq.,
years 340 et seq., 342, GC §§945.6,
GC §34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

T

If you are the OFR. refar to vour depariment retention schedule.

Page CW-7
Office of . .. . . .
Record Retention Na. Records Description Retention / Disposition Comments / Reference
| Image: Destroy
Active Media  I=lmport Paper
(OFR) . : (Records Vital? : after
{in office) Options. M=Mfr
. §=Scan imaged &
| : QC'd?
tions apply to the depariment that is NOT the Office of Record {QFR), or the "Lead Depa

‘arifions begin when the acti

i and imply a full file folder {2.¢. last document + 2 vears), since destruction is aorimally performead by file folder. |
ST

atian, claims, complal oublic recards aol reguesis, and/or 5???{%3?;?5??&3?3 suspend normal refention pariads {refention resumes after settlement or comoietion).
CW-024  Contracts: See Agreements : ‘
Copies -
CW-025 Copies or duplicates of any When No Mag Ppr GC §34090.7
record Longer
Required
Dept. that
Authors Correspondence - ROUTINE
Document Administrative. Chronological Mag
or CW-026 (e.g. m:.mstratwe‘ ronological, 2 years ' GC §34090
Receives th General Files, Letters, Ppr
'ei‘:e!ve§ ; € Memeorandums, Reading File,
City's Original Working Files, etc.)
Document
LEMON GROVE, CA  ©1995-2015 Gladwell Governmental Services, Inc. - all rights reserved AdOpted:
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-8
g:g:rzf Retention No Records Description Retention / Disposition Comments / Reference
. Destroy
Inactive Image: Paper
i . dia | I=l rt
(OFR) .Actn-/e (Records Vital? Me. 1 Tpo after
{in office) Options| M=Mfr
Center) S=Scan Imaged &
@ed?
= =, refer to your degarimeni relantion schedule.
g begin when the act is aomglsted. and imoily a fult i - performed by file foider. |
icn. claims. compiansis. sudils public records act requesis and/or invasfigations suspend normal reiention pariods (reisnlicn resumes after settlement or comai
Correspondence - Electronic and paper records
TRANSITORY/ are filed and retained based
PRELIMINARY DRAFTS, upon their content. E-mails,
Interagency and Intraagency electronic records, or social
Memoranda not retained in the media postings that ARE
ordinary course of business made or retained for the
Dept. that i
urpose of preserving the
Authors (e.g. calendars, checklists, e-mail ipnfoF:';ationgl conten?for
Document or social media posting NOT made When No M f £ d
or CW-027 or retained for the purpose of Longer Pag, uture re erence. are save
Receives the preserving the informationgl Required pr oth{de the e-mail system 'by
City's Original content for future reference, pnntmg thgm out and plaqng
Document invitations, instant messaging, them in a file folder, or saving
inventories, logs, mailing lists, them electronically; If not
meeting room registrations, supply mentioned here, consult the
inventories, telephone messages, City Attorney to determine if a
transmittal letters, thank yous, record is considered transitory
requevsts from other cities, N / preliminary drafts. GC
undeliverable envelopes, visitors §34090, GC §6252
logs, voice mails, webpages, etc.) '
Copies -
. Deeds, Easements, Final When No Mag, Send all originals to the City
City Clerk CW-028  rders of Condemnations (All) Longer Ppr Clerk; GC §34090.7
Required

LEMON GROVE, CA  ©1995-2015 Gladwell Govemmental Services, Inc. - all rights reserved
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-8

Offi f . . . . s
Rel:::zrz Retention No. Records Description Retention / Disposition Comments / Reference
; . | Destroy
. Inactive . Image: Paper
(OFR} .ACt'Ye (Records Vital? Me.dla I=lmport after
(in office) Options, M=Mfr
Center) - S=Scan Imaged &
: " QC'd?

f vou are ihe OFF. refer to vour depariment retention schedule.
2

iy performed by file folder. |
eniibn pericds {relantion resumes 2iier settlement or complelion),

£25
1

o

¢ to the depariment thatis NOT the Office of Record (QFR), orthe "Lead Osna

Gl
when the act is camplated, and imply a full file folder §§ last documant + 2 yaars), since dastruclion is norm

slentions teg

fic records act requssis, and/or invesiigstions suspend normal ref

As long as the drafts and notes
are not retained in the "Regular
. When No Course of Business". Consult
Lead Dept. CW-028 Dr?ﬁs & NOt?S' ) Drafts tbat are Longer Mag, the City Attorney to determine
revised (retain final version) ’ Ppr . ) :
Required if a record is considered a
draft. GC §§340890, 6252,
6254(a)
Facility Use Applications / Mag.
Lead Dept. : CW-030 Facility Use Permits 2 years Ppr GC §34090
The Lead Department should
print out historical documents
(or save source data) prior to
GIS Database / Data / Layers When No replacing the data, if they
Lead Dept. CW-031 {both City-wide and Longer Yes Mag require the data or output for
Specialized) Required historical purposes;
Department Preference
(Preliminary documents); GC
§34080C et seq.
Grants (UNSUCCESSFUL Mag.
Lead Dept. - - 4
ead Dept CW-032 Applications, Correspondence) 2 years Ppr GC §34090
LEMON GROVE, CA  ©19985-2015 Gladwell Governmental Services, Inc. - all rights reserved AdOptedf
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-10
Office of . . . . L
Record Retention No. Records Description Retention / Disposition Comments / Reference
N . | Destroy
. Inactive . Image: Paper
(OFR) .ACtIYe (Records Vital? Me.dla I—ITport after
{in office) Options: M=Mfr
Center) S=Scan Imaged &
QC'd?

{OFRL or the "Lead Deparin

51° I you are the GFR. refer to your degarimant retention schedule.

=, and imply-a full file foide:

¢ last document + 2 vears), since desirucii

nommally parfarmed by file foider. |

~prrim e fe o
c compiainls sutiis b

bliz records act requssts

— - 5
and/or investizalicrs suspend normal retention periods (retention resumes after settlement or complation).

Meets auditing standards;
Grants / CDBG / Reimbursable Grants covered by a
Claims / FEMA Claims Consolidated Action Plan are
(SUCCESSFUL Reports, other required for 5 years; Uniform
records required to pass the Admin. Requirements for
funding agency's audit, if Grants to Local Governments
. After . .
required) Fundin is 3 years from expenditure
g report or final payment of
Lead Deot CW-03 Applications (successful), grant 2 293:0}; Mag. grantee or subgrantee;
eac Uept. 033 agreement, program rules, years Lo, | Ppr statewide guidelines propose 4
regulations & procedures, reports R.egmred - years; 7 CFR 3016.42; 21 CFR
to grant funding agencies, Minimum 5 1403.36 & 1403.42(b): 24 CFR
correspondence, audit records, years 85 42' 91 105(h5 9 5'05
campletion records 570.490, & 570.502(a&b), 28
Excludes State Prop 1B (2006 CFR 66.42; 29 CFR 97.42; 40
Transportation Projects), which the CFR 31.42; 44 CFR_ 13.42; 45
State requires for 35 years CFR 92.42; OMB Circular A-
110 & A-133; GC §34090
Send all grievances to Human
. Resources; All State and
Copies - Federal laws require retention
Human Grievances and Informal When No Yes: Before | Mag, o ; L
R CW-034 . ; " untit final disposition of formal
gsources Complaints (Employees) Longer Disposition Ppr . ;
Required complaint; State requires 2
. years after action is taken; GC
§§12946, 34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-11
Office of . E L - . . L
Record Retention No. Records Description Retention / Disposition Comments / Reference
7 . Destroy
. Inactive . Image: . Paper
(OFR) Active (Records Vital | Media I=lmport |
(in office) Options: M=Mfr
Center) | S=Scan Imaged &
= = QC'd?

i NOT the Office of Record {DFR). or the "Lead Depariment”. If vou are the {

‘B, refer to vour dapadmant retention scheduls.

?, and imply a full file folder fe.q.

last document + 2.4

«sars), since destruciion Is normally performad by file foider, |

lic records act refiussts, and/or inveslinations susps? ¢ {rafgnfian resumes after sefilement or compistion).
Copies -
When No
) s ) . Mag. . Risk Management
City Attorney = CW-035 Eif’vilé'ii Litigation, Pending R';°”u5i’reer J Ysest'ﬂ Bef°rte Mfr, OD.| S/ ;ezi Aﬁert administrates claim; GC
¢ d etlement | ppr etlement | £534090.7, 34090.6
(Upon
Settlement)
Previous MSDS may be
obtained from a service; MSDS
may be destroyed as long as
a record of the chemical /
Material Safety Data Sheet substance / agent, where &
(MSDS)/ Safgty Data Sheet While Mag, when it was used is
lead Dept. = Cw-036 |(oDS) ChemicalUse Report | oy ueoiin 1 30 years Mir,OD, s | oS- Afermaintained for 30 years;
Form (or records of the Use Ppr QC & 0OD Applies to qualified employers;
chemical / substance / agent, Claims can be made for 30
where & when it was used) years for toxic substance
exposures; 8 CCR
3204(d)(1)(B)(2 and 3), 29
CFR 1910.1020(d)(1)(i), GC
§34090
V?,ﬁg':‘;; Mag, Originals maintained by City
City Clerk Cw-037 Minutes - City Council Yes (all)  Mifr, OD, S No Clerk Permanently; GC
Longer
7 Ppr §34090.7
Required
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS

Page CW-12

ffi f
oR'el:;;c?rZ Retention No. Records Description Retention / Disposition Comments / Reference

. | Destroy

. inactive . Image: | Paper

(OFR) .Actl\.(e (Records 1 vital? Media I-Importg after

(in office) Options. M=Mfr .

Center) S=Scan | Imaged &

. Qo'd?

30

Bl

. If vou are the OFR,

refer o your department retention. schedule.

mpieied, and imply a full file folder (=
T

i document + 2 years), since destruction is normally performed by file foider. |

5. complainis, audits, public records act requests, and/or invasiigations suspend rormal retention oatinds (refention resumes after settlement or compistion),

Copies - Mag Return any whole unused
City Clerk CW-038 Mur_m:lpal Code (these are When No Yes: _Qurrent Mifr, OD, | No cogie's to the vCIty_ Clerk; '
copies) Longer Original Por Originals maintained by City
Required P Clerk Permanently; GC §34020
When No Non-records - may be obtained
Lead Dept. CW-039 Newspaper Clippings Longer Ppr from the newspaper company;
Required GC §34090
Notices: Public Hearing Mag l\sﬂtjr:?;iepglfgcr:yctear::(rjnnesn(tjgctions
Staffing Dept. CW-040 Esgﬁsstiaor:i Proofs of 2 years Ppr is 3 - 6 months: CCP§337 et
seq; GC §34090
Copies - Mag
. . . . When No ' Originals maintained by City
City Clerk CW-041 Ordinances - City Council Longer Yes (all) Mf;’j, OrD, S No Clerk Permanently: GC §34090
Required P
Ensure records kept in
Shred Upon Department files comply with
Human CW-042 Personnel Files Separation or Beforg Mag, City policy (all originals are
Resources Separation Ppr .
Transfer sent to Human Resources);
GC §34090.7
LEMON GROVE, CA ©1985-2015 Gladwell Governmental Services, Inc. - all rights reserved AdOpted:
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-13
Office of | . . . . i
Record ;Retentlon No. Records Description Retention / Disposition Comments / Reference
. Destroy
. Inactive . Image: Paper
(OFR) -Actl\_/e (Records Vital? Me.d'a I=import after
(in office) Options| M=Mfr
Center) S=Scan imaged &
QC'd?

ent” If you are the OF R, refer lo your deparimesnt retention schedule,

ally parformad by file

Ider |

after sstiiemeni or compietion],

After Notes maintained in a separate
Personnel Files (Supervisor's Incorporation Before Ma folder to be incorporated into
Lead Dept. CW-043 Not P into Annual P ?_ performance evaluation, or to
Notes) Performance Evaluation P document progressive
Evaluation discipline; GC §34090 et seq.
Lead Dept. CW-044 Personnel Work Schedules 2 years l\gapgr GC §34090
Prop. 218 Fees & Charges:
Lead Dept. CW-045 Ballots and/or protest letters, 2 years Ppr GC §53753(e)2)
Mailing List
. Transitory records not retained
Lead Dept. CW-046 Ero;. 5\28 Fte>|esl\i C_)Iharges. 3 months Ppr in the ordinary course of
ndeliverable Mat business; GC §34090
Lead Dept. Cw-047  "ublic Relations / Press 2 years Mag, GC §34090
Releases Ppr
Lead Dept. Real Estate Appraisal Reports: Ma Not accessible to the public;
{(Who Ordered CW-048 Property NOT purchased, 2 years P gr Statewide Guidelines show 2
the Appraisal) Loans not funded, etc. P years; GC §§34080, 6254(h)
Not accessible to the public
When No until purchase has been
Lead Dept. Real Estate Appraisal Reports; Longer . Mag, . completed; meets grant
{(Who Ordered CW-048 Purchased Property, Funded 2 years Required - Y?’i‘r iefoere Mfr, OD, S Y;enséct,?\fteer auditing requirements; 24 CFR
the Appraisal) Loans Minimum 3 chas Ppr 85.42 & 91.105(h), &
years 570.502(b); 29 CFR 97.42, GC
§34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-14
Office of . . . . L.
Record | Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) Active 1 g ecords Vital? | Media [I=lmport
(in office) | Options; M=Mfr
Center) S=Scan Imaged &
QC'd?

. M you are the OFR, refer to your depariment retention schedule.

izd. and imply a full file faider {.c. last document + 2 vesrs), since destruction is normslly performed by fils folder |
D

M. combiainiz, sudit

. public records act reguesis,

andior 5%?%5?3?855@??3 suspend non

! refention periods {retention resumes after settlement or compliation).

Records Destruction Lists / V%azl:i]; Ma

City Clerk CW-050 Certificate of Records g GC §340980.7
. Longer Ppr
Destruction :
Required
Reference Materials: Policies,
Procedures, srochures, Flyers, When No
CW-051 Manuals, etc: Produced by Longer Mag, Non-Records

OUTSIDE ORGANIZATIONS Re ugired Ppr

(League of California Cities, 9

Chamber of Commerce, etc.)

Reference Materials: Policies, When No . o

P 4 Broch F) Longer M Statewide guidelines propose
Lead Dept. CW-052 rocedures, ) rochures, Flyers, Required - ag. superseded + 2 or 5 years; GC

Manuals, etc: Produced by Minimum 2 Ppr §34090

YOUR Department

years
Reference Materials: Policies,
Procedures, Brochures, Flyers When Mag .
- ' ’ ' ; 7

Lead Dept CW-053 Manuals, etc: Produced by Superseded Ppr Copies; GC §34090

OTHER Departments

CW-054 Reference or Working Files:

See Correspondence

Reports and Studies Mag. Yes: After ﬁ?srtrg:fatlrst!?zi;cn:nt
Lead Dept. CwW-055 (Historically significant - e.g., 10 years P Mfr, OD, S ) X ‘

Zoning Studies) Por 10 years therefore retained

oning otuaies P permanently: GC §34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-15
Office of . . . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
. Destroy
. Inactive Image: | Paper
(OFR) .ACtIYe . (Records Vital? Me_dla I—lmporti after
(in office) Options; M=Mfr |
Center) S=Scan Imaged &
_ . QC'd?

Rezlentions aonly

{o the deparimeant that is NOT the Office of Record {2

&), orthe "Lead Depariment”.

if vou are the OFR, refer to vour depariment retention schadule,

Relentions begi

1 when the act is

jeted, and imply a full file Tolder 5‘3%1 last document + 2 yvezrs), since destruction is nosmally parformed by file folder, |

claims. o

= records act requesis

sndfor invastigations susps

 normal retention pericds {relenlion resumes after settlement or comoiaiion),

. Information is outdated after 10
Reports and Studies (other Ma ears: If historically significant
Lead Dept. CW-056  than Historically significant 10 years s years, y g '
t A | Report Ppr retain permanently; GC
reports - e.g. Annual Reports) §34090
V(\:Jﬂzlr‘\ail- Mag, Originals maintained by City
City Clerk CW-057 Resolutions - City Council ° Yes (all) | Mfr, OD, S No Clerk Permanently; GC
Longer
: Ppr §34080.7
Required
When No
Special Projects / Subject Fil Longer Ma Department Preference; GC
Lead Dept. CW-058 pecial Frojecls / subject Files Required - g P '
! Issue Files L Ppr §34090 et seq.
Minimum 2
years | 20 0 feyeam el 0 L
When N
Subject / Reference Files: Loir;ero
Subjects other than Specifically o Mag, Department Preference; GC
Lead Dept Cw-059 Mentioned in Retention “;R"?‘?:,:Ler: 2 Ppr §34080 et seq.
Schedules ("Desk Files™)
years
Surveys / Questionnaires (that
the City issues).
If a summary of the data is Ma
Lead Dept. CW-080 compiled, the survey forms are 2 years P gr GC §34000
considered a draft or transitory P
recard, and can be destroyed
as drafts (When No Longer
Required)
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY-WIDE STANDARDS Page CW-16
Office of . - . - B
Record Retention No.w Records Description Retention / Disposition Comments / Reference
| . . Destroy
. Inactive . Image: Paper
(OFR) Active (Records Vital | Media |l=lmport o |
(in office) Options| M=Mfr
Center) S=Scan Imaged &
- Qc'd?

Retentions appiy to the department that is NOT the Office of Record {OFF), or the “Leat! Dapariment®

“ I you are the GFE. refer to vour deparimeni retention scheduls.

y when the act is comple

2, and imgly a full file folder {2 2.

T - T - %
last document + 2 vears), since destruciion is normally parformad by fle folder. |

—
and/or fn¥§$§f§§§f§ﬂs suspend normal retention periods {relention resumes after settlement or completion,

Tapes / DVD Recordings: See

CWW-081 Boards & Commissions
Einance / Time Sheets / Time Cards / ﬁﬁg‘:;o Via
Cw-062 Overtime Sheets / Overtime 9: Copies; GC §34090.7
Payroli . Longer Ppr
Cards / Leave Slips ?
Required
Depariment preference; Ethics
Training is 5 years,; Statewide
Training - ALL COURSE guidelines propose 7 years;
RECORDS Calif. Labor Division is required
Lead b Mag. Yes: When to keep their OSHA records 7
ead Dept cw-083 (Attendance Rosters, Outlines 2 years 3 years Mfirj, ?D' S Inactive | years; EEOC/FLSA/ADEA
and Materials; includes Ethics P

& Safety Training & Tailgates)

(Age) requires 3 years for
promotion, demotion, transfer,
selection, or discharge; State
Law requires 2 -3 years for
personnel actions; 8 CCR
§3203 et seq., 29 CFR
1827.3(b)(ii), LC §6429(c); GC

§§12946, 34090, 53235.2(b)
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Ver. 2.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES /
CODE ENFORCEMENT

Page CE-1

Offi f . .. . . s
Re:::srz Retention No. Records Description Retention / Disposition Comments / Reference
- . | Destroy
Inactive Image: Paper
(OFR) .Actl\_/e (Records Vital? Me.dla I=lmport after
(in office) Options | M=Mfr
Center) S=Scan Imaged &
- gotd?
dards
;. Jast documeni + 2 years), since desiryction is normallv performed by fils foiger.
1is, claims, public recosds acl reguesis ssfigalions suspend nomal retention periads {retesiion resumes sfier ssitfemant or completion)
Code Enforcement / Abatement When No S
Develop. Case Files (Includes appeals and Longer Department preference; Case is
i i ; : i il sati rily resolved
Services / ce-.001 | Code Enforcement Complaint Required - Yes: Until Mag, Ppr open until satisfactorily reso e
Code Letters) Minimum 2 Resolution (some cases are not resolved);
Enforce. Y CFC §104.3.4, GC §34080
Send Liens to City Clerk years
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Ver. 5.0

RECORDS RETENTION SCHEDULE: FINANCE Page FIN-1
Office of | . . . . i
Record Retention No,é Records Description Retention / Disposition Comments / Reference
Inactive image: Destroy
(OFR) .ACtl\_’e (Records Vital? Me'dla I=lmport | Paper after
{in office) Center) Options | M=Mfr imaged &
{ 7 S=Scan QcC'd?
i the recard is not listed here, safar io the Retention for City-Wics Siandards

‘s act requesis. s

ds {refention rest

. andimply a full file foldsr f‘gkg last document + 2 vears). sinse desfruction is normally parformed by file foider
liis andior invastigations suspend nommal refeniion pero

e
Finance / FN-001 Comprehensive Annual Financial 2 vears P Mag, Mfr, S/i Yes: After 1 Department Preference (copies);
Admin. Reports and related Audit y OD, Ppr year GC §34090.7
Opinions
Department Preference (meets
municipal government auditing
F,:\n:r?\?r?/ FN-002 Audit Work Papers 2 years 3 years Ye;.ai(l.;ntl! Mag, Ppr ;iigii;d:tdsittitivczzrgs;;u'deImes
Published articles show 3 -7
years, GC §34090
: Yes: . Depariment preference
andan:icr? / FN-003 Budgets - Adjustments 5 years Current I\gag, g/\g; S/i Yesy:’;f:er ! {(Approved by the City Council);
' I FiscalYear | ~ "% | Y% GC§34000 et seq.
Yes: . Department Preference; Must be
FN-004  |Budgets - Adopted / Final 2 years P Current r\gag, Q";i S/I Yes'y g:er ! filed with County Auditor: GG
Fiscal Year ' §34080.7, 40802, 53801
Budgets - Preliminary, Backup When No Yes: .
FN-005 ' Longer Current | Mag, Ppr Preliminary drafts; GC §34090
Documents ’ .
Required Fiscal Year
. , . ) . . Department Preference (meets
F:;;?r? ! FN-006 i;njiz j\;g';ssi Z;adri\tspecicﬁatlon 5 years l\gaDg, QM; S/ Yes: (ilf:er ! municipal government auditing
\ O P y standards); GC §34080
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Ver. 5.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-2
Ofiice of | o | B . . - "
Record |Retention No.| Records Deseription Retention / Disposition Comments / Reference
| . Image: Destroy
. Inactive . _
(OFR) ) Actl\./e (Records Vital? Me.dla I=lmport | Paper after
(in office) Center) Options | M=Mfr Imaged &
S=Scan QC'd?

't tha record is not listed here. refer to the B

for City-Wide Slandsrds

ations £

whe

zct iz complated. and impiy a full file folder fe.. last document + 2 years), since desgiruchion is normally performad by file folder.

IS LU

ic records act reguests. audiis andiorinvest

inalibng suspend

normal rels

ds [retention resumes sfier sefffement or compisti

ence; IRS: 4
; years after tax is due or paid
Finance / (longer for auditing & contractor
General FN-007 1089's / 1096's Issued / W-8s 5 years Mag, Ppr l'g i gFTB' .
Accounting delinquency); Ca. . 3 years;
IRS Reg §31.6001-1(e)(2), R&T
§19530. GC 534080
Accounts Payable / Invoices and Department Preference (meets
Finance / Backup municipal government auditing
Yes: Until (Mag, Mfr, Yes: After 1 istandards); Statewide guidelines
General FN-008 . 2 years 3 years . S/l . .
Accountin (Includes Invoices, Travel Paid oD, Ppr year propose audit + 4 years;
g Expense Reimbursements, Published articles show3 -7
_ |Warrant Request, etc.) years: GC §34090
Finance / ;
General FN-008  |Actuarial Valuation Reports 10 years Mag, Ppr Department Preference; GC
. §34090
Accounting |
: Bank Statements and Trustee
Finance / Statements, Fiscal Agent Department Preference;
General EN-010 Statements, Investment Account 2 vears 3 vears Maa. Por Published articles show 3 - 4
Accountin Statements, Bank y y 9. P vears; GC §34090, 26 CFR
g Reconciliations, Bank Deposits, 31.6001-1
I ) Bank Transmittal Advice
Department Preference; Statute
Bond Official Statements / of Limitations for bonds,
: . maortgages, trust deeds, notes or
Transcripts / Certificates of debentures is 6 vears: Bonds
Finance / Participations (COPs) - Includes Fully Yes: Until issued by local yoverr;ments are
General FN-011 Continuing Disclosure Reports Defeased + oS Mag, Ppr suea oy 9 ,
. Maturity 10 years; There are specific
Accounting 10 years ; .
See Bank Statements for requirements for disposal of
statement retention unused bonds; CCP §§336 et
) seq. 337.5(a); GC §43900 et
seq.
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Ver. 5.0

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-3

Office of

ZRetention No

Records Description

Retention / Disposition Comments / Reference
Record _
Inactive Image: Destroy
(OFR) .Actl\!e (Records Vital? Me-dla I=Import | Paper after
(in office) Center) Options | M=Mfr Imaged &
= = : L S=Sean gc'd?
i the record is not listed hera, refer In Ihe Reilsntion for City-Wide Siendards

Hala

riticns begln whan the acl is compleiad, and imp

5.

= foid

r{e.q. last documeni + 2 veers), since deshuction ig normslly performad by file folder.

8, puhlic records act reguesis, audits andior investigalions susoen

zr g=fllamant or complation).

Finance / Cash Receipts / Daily Cash Department Preference;
General EN-012 Summaries / Cashiers Reports / 2 vears 3 vears Maa. Ppr Published articles show 3 -4
Accountin Cash Reports / Business License y y g.Fp years; GC §34090, 26 CFR
s Applications & Renewals 31.6001-1
. Department Preference; meets
Finance / Mag, Mir Yes: After 'municipal government auditing
Genergl FN-013 Checks / Warrants (Cashed) 2 years 3 years oD, Ppr S QC & OD |standards; GC §34090, CCP §
Accounting 337
Department preference; All
tangible property held by
. government agencies escheats
FN-014 Escheat (Unclaimed money / 5 years Mag, Ppr after 3 years; Statute of
uncashed checks) T ) .
Limitations is 1 year for seized
property, CCP §§340(d), 1518;
GC §34080
Finance / )
. , . - Data Fields / Records are
Generg! FN-015 Financial Services Database Indefinite Yes Mag interrelated; GC §34090
Accounting
Finance /
Investment Reports / Treasurer's Department Preference; Meets
Gener;l FN-016 Reports 5 years Mag, Ppr auditing standards; GC §34090
Accounting
Department Preference; Meets
Investments / Arbitrage / auditing standards; Published
Finance / Certificate of Deposit / articles show disposal + 7 years
Investment Bonds (Receipts / Yes: Until for security brokerage slips;
General FN-017 . ) 5 years . Mag, Ppr : -
Accountin Advisor Reports / Trade Tickets / Paid statewide guidelines propose
¢ LAIF (Local Agency Investment permanent; FTC Reg's rely on
Fund)) "self-enforcement”;
GC§§ 34090, 43300
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Ver. 5.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-4
g:gii:;zi Retention E&ief Records Description Retention / Disposition Comments / Reference
Inactive B Image: | Destroy
. . Active . Media [=lmport | Paper after
£ ?
(OFR) (in office) (Eecc:rds vital . Options | M=Mfr imaged &
enter) S=Scan | QC'd?
if the record is not isied hare, refer to the Relention for Cily-Wids Standards

when the act is completed, an

vem—e

0l + 2 years), since

destruction is normally parformed by file fnlder,

cialms, pubjic records act regqu

igntion perads (rstantion resumes after settlement or compiation

Department Preference; meets
Finance / municipal government ;u.ditipg
General FN-018 Journal Entries / Journal 2 years Mag, Mfr, S/l No standards; Statute of leltatlons
- Vouchers oD, Ppr is 4 years; statewide guidelines
Accounting propose Audit + 5 years; GC
§34090, CCP § 337
Reports, General Ledgers,
Subsidiary Ledgers,
Finance / Reconciliations, Registers, When No Department preference
General FN-019 Transaction Histories, Balance Longer Mag, Ppr (Financial System qualifies as a
Accounting Sheets, Revenue & Expenditure Required trusted system); GC §34080
Reports, etc. (MONTHLY OR
PERIODIC)
Reports: Annual State or
Federal: State Controller's
Report, Local Government
Finance / Compensation Report, Gas Tax, .
General FN-020 MOE (Maintenance of Effort) 5 years Mag, Ppr Sj;::; :tr:n::;e:g?égﬂjg;%
Accounting Report, Fixed Charge Special '
Assessment Report, Public Self
Insurer Report (SIP Report),
Street Report, etc.

LEMON GROVE, CA ©1995-2015 Gladwell Governmental Services, inc. (909) 337-3516 - all rights reserved

De not duplicate or distribute without prior written permission

Adopted:




Ver. 5.0

RECORDS RETENTION SCHEDULE: FINANCE Page FIN-5
Office of . L - . o
Record gRetentlon No. Records Description Retention / Disposition Comments / Reference
T . i — Image: Destroy
. Inactive . _
(OFR) 'Actl\./e (Records Vital? Me'dla I=lmport | Paper after
(in office) Options | M=Mfr Imaged &
Center) ,
i S=Scan QC'd?
hgre_refer fo the Retention for Citv-Wide Siandards
azin when th compleisd. and imply a full fis folder fa.5. last document + 2 vears), since da tior: is normally performed by file folder.

Bz records act requ

fention psrigds (retention resumes after settlement or completion).

Department preference; Meets
auditing standards; GC §34080
et seq.

Preliminary drafts not retained in
the ordinary course of business;
GC §34080

Department Preference
(negative information remains on
credit ratings for 7 years); GC
§34080

Yes: After
QC & OD

Department preference; contains
Zoning approvals; GC §34090 et
seq.

Finance / Accounts Receivable <« ALL -

Accounts Transient Occupancy Tax (TOT)

Receivable FN-021 Applications & Returns, Damage 2 years 3 years Mag, Ppr
& Business to Public Property, Invoices to

Licenses Qutside Entities, etc.

Finance /

Accounts When No

Receivable FN-022 Bankruptcies - NOT pursued Longer Mag, Ppr
& Business Required

Licenses

Finance /

Accounts . .

Receivable FN-023 B-ankruptcnes - Where a claim is 2 years 3 years Mag, Ppr

. filed

& Business

Licenses

Finance /

Accounts Business License Applications Mag, Mfr,
Receivable FN-024 (Originals with Planning and Fire 2 years P oD ' Pprz
& Business Department Approvals) '
Licenses

Finance /

Accounts

Receivable FN-025 Business License Database Indefinite Yas Mag
& Business

Licenses

Data Fields / Records are
interrelated; GC §34090
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Ver.

50

RECORDS RETENTION SCHEDULE: FINANCE

Page FIN-6

S;ii;e; TR%’{éﬁﬁsg No. Records Description Retention / Disposition Comments / Reference
. Image: Destroy
. Inactive . _
(OFR) -Actl\-/e (Records Vital? Me.dla I=Import Paper after
(in office) Options | M=Mfr Imaged &
Center) S=Sc g
: i —-yéﬁ QO d?

SusEe

~{Afde Standards

. and imply a full file folder {2

last document + 2 yearsl, since deslruction is narmally performad by file folder.

i iong suspend nol

refention perods {relentios resumes after sefllement ar complstinnl,

Finance / .

Accounts Maa. Mir Department preference; Meets
Receivable FN-028° | Business License Renewals 2 years 3 years ODg' p rf S auditing standards; GC §34080
& Business P et seq.

Licenses

Finance /

Department preference;

Accounts Collections / Collection Agency Delinquencies remain on credit
Recelyable FN-027 Statements 7 years Mag. Ppr reports for 7 years; GC §34090
& Business

. et seq.

Licenses

Finance /

Accounts ) Department preference; Meets
Receivable FN-028 Dog L'icenses (canbe uptoas 2 years 3 years Mag, Mir, S auditing standards; GC §34090

) year license) OD, Ppr
& Business et seq.

Licenses

Finance /

Accounts

. } . . Mag, Mfr, Yes: After | Department preference; GC

Recexyable FN-029 Entertainers Permits 2 years P oD, Ppr S QC & 0D |§34090 et seq.

& Business

Licenses

Finance /

Accounts
Receivable FN-030 Parking Citations 2 years Mag, Ppr GC §340890 et seq.

& Business

Licenses
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Ver. 5.0 RECORDS RETENTION SCHEDULE: FINANCE Page FIN-7

Cffice of . L = ) ) -
chord Retention No. Records Description Retention / Disposition Comments / Reference
. Image: | Destroy
| . Inactive . _
(OFR) .Actl\./e (Records vital? | Me'dla I=lmport Paper after
(in office) | Options . M=Mfr | Imaged &
Center) - 149
i S=Scan | OC'd?

3 when the acl is complal

15. pudlic records act reguesis. s L f 1 resumes affer settlement or complsiicn),
“““ T ‘ - = =

Finance / : .CalPERS Reports - Annual i : Department Preference,
;:;?O“" FN-031 Valuation Reports, Actuarial 2 years : , Retained to match other auditing
S ‘Valuation Reports : periods; GC §34080

DE-6, DE-7, DE-9, DE-43, W-3, & Depariment Preference; IRS: 4
DE-166, 941 Forms, IRS 5500 . .
Forms (Employee Benefit Plans) yrs afer tax is due or paid; Ca.
TAnce’ FN-032  PERS/FICA & Medicare 2 years FTB: 3 years; Arlicles show 7
Payroil . years, 26 CFR §31.6001-1(e)(2),
Adjustments - Quarterly Payrof .
Tax Returns / OASDI, Federal R&T §19530; 20 CFR 516.5 -
' 6,2 436, GC §34090
Tax Deposits, Adjustments, etc. 516.6, 20 USC 436, §

Finance / . Department preference; GC

Payroll FN-033 Payro{l‘_Reports - Annual Detail 2 years §34090 o
Payroll Reports - Periodic
Finance / (includes Deduction Registers, Department preference; GC
Payroll FN-034 Leave Registers, Time 2 years §34080
Transaction Reports, etc.)
Department Preference for
PERS Buy-back purposes; IRS:
4 yrs after tax is due or paid; Ca.

Finance / . Yes: After (FTB: 3 years; Articles show 7

Payroll FN-035 |W-2's 2 years S QCROD years; [RS Reg §31.6001-
1(e)(2), R&T §19530; 29CFR
516.5-516.6, 29USC 436, GC
§34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-1

ffi f :
??eIESrZ Retention No. Records Description Retention / Disposition Comments / Reference

Inactive Image: Destroy
Acti . M i = ft

(OFR) _Active (Records Vital? e_dla I=slmport . Paper after
_ (in office) Center) Options . M=Mfr @ Imaged &
S=Scan Qcd?

i the record is not listed here, refi

=r {0 the Retention for City-Wide Standards
=nfions Segin when the acl is compleled, and imply a full file folder {2.g. last docum

izl sinoe desiruction is normally performed by file foider.

wiainis, claims, public records act requests, audits and/or investigations

al refention pariods {retenfion resumes affer settlement ar compiation].

Brown Act challenges must be

filed within 30 or S0 days of
Affidavits of Publications / Mag, Mir action; Statute of Limitatior_ws on
Lead Dept. CC-001 ‘Legal Advertising / Affidavits of 2 years oD ) Ppr' Municipal Government actions
! ' is 3 - 6 months; CCP §§337 et
i seq, 348.4; GC §§34080,
54860.1(c)(1)
i ‘Agendas / Agenda Packets / Yes: Until | Mag, Mfr, Yes: After 2 Department Preference; GC
City Clerk CC-002 ‘Staff Reportg- IMAGED: C46 2 years P After Meeting OE?, Ppr s years §34090 et seq.
Agreements / Contracts - ALL - 2
Professional Services, Non-
Infrastructure that are NOT
Imaged
Depariment Preference;
Statute of Limitations:
;Ag{lfesmenlt/ or Ctont;acft’ Contracts & Spec's=4 years,
e [nciuges ali contraciua . Yes: Before Mag, M, Yes: Upan Wrongful Death=comp. + 5
City Clerk CC-003 obligations (e.g. Completion | 10 years Completion OE?, Ppr S/l Complation | years, Developers=comp. + 10
Amendments, Scope of years; Statewide guidelines
Work or Successful propose termination + 5 years;
Proposal) CCP §337 et. seq., GC §34090
Examples of NON-infrastructure:
Consulting, disposal, leases, loans.
mutual aid, professional services,
settlement, services, etc.
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-2
C;f:sgrzf Retention No. Records Description Retention / Disposition Comments / Reference
Active Inactive PaDe:rt:;’)t/er
(OFR) . . (Records Vital? p
(in office) Center) Imaged &
; QC'd?
if the record Is not listed hare, rafer to the Retention for Gity-Wids Standards
f ied, and imply a full fils folder (=, g ‘zst decument + 2 years), since destruciion is normally pedformed by file falder.

.obligations (e.g.
/Amendments, Scope of
‘Work or Successful

1
{

{Agreements / Contracts - ALL -
:Projects, Development, If
.Imaged, Infrastructure, CIPs,
DDAs, OPAs, MOUs, MOAs

Agreement or Contract
includes all contractual

Department Preference; All
infrastructure, JPAs, & Mutual
Aid contracts should be
permanent for emergency
preparedness; Statute of

correspondence, notices, etc.

. . 1 Yes: Before |Mag, Mfr, Yes: Upon |Limitations is 4 years; 10 years
City Clerk CC-004 Proposal) Completion P Completion | OD, Ppr Completion !|for Errors & Omissions; land
records are permanent by law;
‘Examples of Infrastructure: CCP §337 et. seq,, GC
Architects, CIPs (Capital §34090; Contractor has
Improvement Projects,) City retention requirements in 48
Manager employment contracts, CFR 4.703
franchise agreements, subdivision
improvement agreements,
development, Joint Powers,
MOUs, retirement, water rights,
etc.
Board & Commission
City Clerk CC-005 Recruitments: Applications, 2 years Mag, Ppr GC §34080
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-3
Office of . . . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
v . Image: Destroy
. Inactive . _
(OFR) _Actl\_/e (Records Vital? Me'dla I=Import | Paper after
(in office) Center) Options . M=Mfr Imaged &
S=Scan QC'd?
is normaily performad by file folder.
refenfion periods {refention resumes sfier ssiffement or compisfian),
Committee Rosters / Boards, :
City Clerk CC-006  Commissions and Committees - 2 years Mag, Ppr GC §34090
(Maddy Act)
‘Economic Interest Filings City maintains original
. {FPPC 700 Series Forms - Mag, Mfr, Yes: After 2 statements; GC §81009(e)&(g);
City Clerk | CC-007 - tement of Economic 2 years S years oo, ppr . o1 vears | GC §81008(N&(g); 2 CCR
Interests). ALL 18615(d)
. . - Mag, Mfr, Yes: After 1
City Clerk CC-008 Ethics Training Certificates S years oD, Ppr S/ year GC §§12946, 29 USC 1113
City Cler ‘FPPC Form 801 (Gift to Must post on website; FPPC
City Clerk - CC-009 4 dency Report) 7 years Mag, Ppr Opinion; 2 CCR 18944(c)(3)(G)
‘ : T S — . U
City Clerk CC-010 };gPC Eor;anOtZ (Evznt Ticket 7 Maa. Por Should post on website for 4
City Cl - éRezzit) istributions Agency years g, Pp years; GC §81009(e)
. lFPPC Form 803 (Behested FPPC Regulation 18734(c}); GC
City Clerk CC-011 Payment Report) P Mag, Ppr §81009e
. : FPPC Form 804 (Agenda FPPC Regulation 18734(c); GC
CityClerk | CC-012 Roport of New Posttions) P Mag, Ppr §81009e
o i ‘FPPC Form 805 (Agency .
[ Ty {iern -
City Clerk CC-013 ‘Report of Consultants) 7 years Mag, Ppr GC §34080; GC §81009(e)
1FPPC Form 806 (Agency Must post on website; 2 CCR
City Clerk CC-014 Report of Public Official 7 years Mag, Ppr 18705.5; GC §34080; GC
Appointments) §81009(e)
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-4
Office of . : .. . . iy
Record Retention No. : Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
(OFR) 'ACt"_/e (Records Vital? Me.dla l=lr:1port Paper after
(in office) Center) Options | M=Mfr Imaged &
S=8¢an Q0'd?

1t the record is not listed fiara, refer lo the Retenlian for City-Wide Standards

gns bagin when the act is comy
iy

sd._and imply a full file falder (e g last document + 2 years), since destruction is normally performed av file folder.

ublic rz

CC-015

Campaign Filings (FPPC 400
Series Forms & Form 501):

‘SUCCESSFUL CANDIDATES

(Elected Officials)

's ac! requests, audits andfor i

ormal retantio ods {re

Mag, Mfr,
0D, Ppr

211tion resumes &

Yes: After 2
years

settlement or compiation).

Paper must be retained far at
least 2 years; GC §81009(b)(g)

City Clerk

CC-0186

Campaign Filings (FPPC 400

‘Series Forms & Farm 501);

'UNSUCCESSFUL
.CANDIDATES

5 years

City Clerk

CC-017

Campaign Filings (FPPC 400
Series Forms): THOSE NOT
REQUIRED TO FILE
ORIGINAL WITH CITY CLERK
(copies)

4 years

Mag, Mfr,
OD, Ppr

Yes: After 2
years

Paper must be retained for at
least 2 years; GC §81009(b)(g)

Mag, Ppr

Paper must be retained for at
least 2 years; GC §81009(b)(g)

City Clerk

CC-018

Campaign Filings (FPPC 400
Series Forms): OTHER
COMMITTEES (PACS - not
candidate-controlled)

7 years

Mag, Ppr

Paper must be retained for at
least 2 years; GC §81009(c)(g)

City Clerk

CC-018

Elections - GENERAL,
WORKING or
ADMINISTRATION Files
(Correspondence, Precinct

‘Maps, County Election

Services, Candidate
Statements to be printed in the
Sample Ballot, etc.)

2 years

Mag, Ppr

GC §34090

City Clerk

CC-020

|Elections - HISTORY Files
i(Sample Ballot, Resulis)

Mag, Mfr,
OD, Ppr

No

Department preference; GC
§34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY CLERK

Page CC-5

Office of | . o . . ies
Record | Retention No. Records Description Retention / Disposition Comments / Reference
k ‘ , Image: = Destroy
. Inactive . -
(OFR) 'Actl\'/e (Records Vital? Me.dla I=lmport Paper after
(in office) Center) Options | M=Mfr Imaged &
S=Scan . QC'd?
If the record is not listed here, mefer fo the Retention for LCity-Wide
Retentions begin when the acl is compietad, and imply a full file foider i2.q. last document + 2 years), since destruction is normaily peformsd by file folde

Lar, complainls, claims. public records act raquesis, audils and/o

Results or The 8 month retention applies
. - e Final after election results, or final
e Elections - Petitions (Initiative, S . .
City Clerk CC-021 Recall or Referendum) Examination Ppr examination if no election,
if No Election unless there is a legal or FPPC
+ 8 mo. proceeding. EC §§17200,
17400
. City Clerk determines historical
‘Historical Records & Historical significance; r_ecords can
Proiect | " Maa. Mf address a variety of subjecis
City Clerk CC-022 rojects (e.g. ncarporation, P ag. Vi, S No and media. Some media (e.g.
‘City Seal, Awards of significant oD, Ppr . .
historical int t etc) audio and video tape) may be
istorical interest, etc. limited because of the media's
life expectancy; GC §34080
Department Preference;
Litigation / Lawsuits:  Final Final Yes: Until |Mag. Wir Yes: After Covers various statute of
City Clerk CC-023 §Settlements‘ Significantly Resolution + P Res;olution %‘%‘5; ” S ac '& oD limitations; CCP §§ 337 et seq.;
istorical Documents 5 years il S0 §§ 911.2, 845.6, 34080,

Not accessible to the public,

34090.6; PC §832.5
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-6
Office of | . i . . . .
Record | Retention No. Records Description Retention / Disposition Comments / Reference
. ! Image: Destroy
. Inactive . _
(OFR) .Actl\./e (Records Vital? l Me.dla I-ITport Paper after
(in office) Center) | Options | M=Mfr Imaged &
: S=Scan Go'd?

i the record is not listed here, refer to the Refertion for Cily-Wide Standards

completad, and imply a full file folder fe.g.

lzst document + 2 vaars}), since destruction is normally performed by file folder.,

reconds ol requasis, audifs andior investi

City Clerk

CC-024

Minutes - City Council,

Community Development
Agency (CDA)/
Redevelopment, Successor
Agency, Oversight Board,
Lemon Grove Sanitation
District, Lemon Grove
Roadway Lighting District

alions suspend normal refantion pericds {retenfion resumes aficr sstiiemsant or completian).

Yes (all)

Mag, Mfr,
oD, Ppr

No

GC §34090

City Clerk

CC-025

{Administration, Distribution

Municipal Code

efc.

When No
Longer
Required

City Clerk

CC-026

Municipal Code and History
File (always retain 1
supplement)

2 years

City Clerk

CC-027

:Ordinances (City Council)

City Clerk

CC-028

Petitions (submitted to Councit
on any subject - Dog Parks,
Parking, Traffic Calming, etc.)

See Elections for Initiative,

‘Recall or Referendum Petitions

1 year

Mag, Ppr

Preliminary drafts not retained
in the ordinary course of
business; GC §34090

Mag, Mfr,
oD, Ppr

No

GC §34080

Yes (all)

Mag, Mfr,
OD, Ppr

No

GC §34090 et. seq.

Ppr

Law requires 1 year for
petitions; GC §50115

LEMON GROVE, CA. ©1995-2015 Gladwell Governmental Services, Inc. - all rights reserved
De not duplicate or distribute without prior written permission from GGS (909) 337-3516

Adopted:




Ver. 2.0

RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-7
Office of ) . . - -
Record Retention No. Records Description Retention / Disposition Comments / Reference
| Inactive Image: Destroy
(OFR) _Actn'/e (Records Vital? Me.dla I=lmport | Paper after
(in office) Center) i Options | M=Mfr  Imaged &
enter S=Scan | QC'd?

if the record is not //sted here. referto rhe Retent/on for City *W/de Siandards

er fe. lastdo cument+2;§§ﬁ§ since dasiruction is n

&

55! rmed by fils folder,
or investigations suspend norma/ retention periods fretention resumes afer seitlemant or completion]
Proof of Publication / Public Statute of Limitations on
g Hearing Notices / Certificate of Municipal Government actions
Lead Dept. cC-029 Posting / Legal Advertising 2 years Mag, Ppr is 3 - 8 months; CCP§337 et
(Usually kept with Project Files) seq; GC §34080
Recorded Documents / Real
iProperty - Records that Affect Mag. Mir
City Clerk CC-030 the Title to Real Property 2 years P ODgl Ppr' S/ Na GC §34080
(Deeds, Easements, Liens, '
'Rights of Way, efc.)
§Recordings { Tapes of City Depariment Preference; State
City Clerk CC-031 ;Council Meetings - Audio 10 years Mag, OD law only requires for 30 days;
Recordings GC §54953.5(b)
CityClerk  CC-032 S::t?ﬁr::teD: ztfrécet::%r;dLsiSts / P Mag, Mir, g Yes: After  Department Preference; GC
ity Cler -
Destruction 0D, Ppr QC & OD §34090 et. seq.
Records Retention Schedules / Maa. Mir
City Clerk CC-033 Amendments to Records 10 years P ODg' P r i GC §34090 et. seq.
Retention Schedules » PP
. Yes: Before |Mag, Mir, Yes: After  Department Preference; GC
City Clerk CC-034 ERedevel(}pment Plans 5 years Completion | OD, Ppr S QC&OD |§34090
. : Redevelopment Project Files & Yes: Before  Mag, Mfr, Yes: After Department Preference; GC
City Clerk CC035  project Plans > years Completion | OD, Ppr. QC & 0D §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: CITY CLERK Page CC-8
Gfficesof | _ . . ] L . . o
Record | Retantion He. Records Description Retention / Disposition Comments / Reference
B . Image: Destroy
. Inactive . _
(OFR) 'Actl\_/e (Records Vital? Me_dla I=import . Paper after
(in office) Center) Options | M=Mfr Imaged &
S=Scan QC’'d?
if the record is not listed here, refer iz the Reizniion for City-Wids Standards
Fstentions begin when the act is compisiad, and imply a full file folderis.g. last document + 2 vears), sincs destruction.is f?SI??i%ﬁ; parfommed by fils folder,
Liligalion, co ] records act raguasis, audits andfor investigations suspend normal retantion patieds (reteniion resumes after settlement or comaiation).
: . . . . Consistent with Claims; CCP
CityClerk | CC-og6  poocaion Flles Where - Setlle +1 e qes UMt Mag, Ppr §§ 337 et seq.; GC §§ 945,
edevelop asihelea y years 34080, 34090.6; PC §832.5
City Clerk cc-037 Request for Public Records / 2 years Mag, Ppr GC §34090
‘ _Subpoenas
\Resolutions - City Council,
Community Development
Agency (CDA)/
. Redevelopment, Successor Mag, Mfr,
City Clerk CC-038 Agency, Oversight Board, P Yes (all) oD, Ppr S No GC §34090 et. seq.
.Lemon Grove Sanitation
District, Lemon Grove
Roadway Lighting District
. . . e L Sale or Department Preference; GC
City Clerk CC-039 Vehicle Titles ("Pink Slips") Disposal Mag, Ppr §34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES /
ENGINEERING

Page ENG-1

Offi
Relggrzf Retention No. Records Description Retention / Disposition Comments / Reference
kkkkk ) . | Destroy
Inactive Image: Paper
(OFR) 'Actl\./e (Records Vital? Me.dla I=lmport after
(in office) Options | M=Mfr
Center) S=Scan Imaged &
= Qc'd?

if the record is not listed here. refer to the Retention for Citv-Wide Standards

iFLdLd

ientions begin when the act is complsied. and imply a full file folder {=.g. last documant + 2 years), since desiruciion is normally performed by file folder.

laims, public records act requssis. audits and/or investigations suspend normal retention periods {rstention resumes afiar seltlement or complationl.

Abandonments / Vacations

Depariment preference; Finals

LEMON GROVE, CA. ©1995-2015 Gladwell Governmental Services, Inc. - all rights reserved

Do not duplicate or distribute without pricr written permission from GGS (908) 337-3516

Develop (Streets) / Survey File Mag, Yes: After 27€ maintained by City Clerk;
Services / ENG-001 2 years P Yes (all) | Mfr, OD, S QC.& oD Department file may include
Engineering (City Clerk is the Office of Record for all Ppr correspondence; GC §34090

Recorded Documents) et seq.
SDevg()l:pf ENG-002 Aerial Maps / Photographs - Analog 5 P M?gacg)‘D s/ Yes: After Department Preference; GC
ervices ; or Digital & Index to Aerials years e QC & OD §34080
Engineering Ppr
Assessment District / Community
Facilities Districts / Maintenance )
o I Depariment Preference;
District / Landscape & Lighting / e }
Develop. e ) . Mag, . Statute of Limitations is 4 - 10
) Street Improvement District Yes: Until Yes: After . .
Services / ENG-003 Projects / Underaround Utilit 2 years P Completed Mfr, OD, Si Qc & OD years (for Errors & Omissions);
Engingering N g y ‘ P Ppr CCP §§337. 337.1(a), 337.15,
(FORMATION, BOUNDARIES, 343, GC §34090.7
ENGINEERS REPORTS, MAPS)
Develop. Mag, .
. Yes: After Depariment Preference; GC
Sew&ce; / ENG-004 Benchmarks 2 years P Mir, OD, S/ QC & OD |§34030
Engineering Ppr

Adopted:




Ver. 2.0 RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page ENG-2
ENGINEERING
(;f:igsrzf Retention No. Records Description Retention / Disposition Comments / Reference

Image: | Destroy
. Inactive . | Paper
(OFR) 'Actn./e (Records Vital? Me.dla _ . after

(in office) Options | M=Mfr .

Center) S=Scan Imaged &

- acd?

if the record is not listed here. refer to the Retention for City-Wide Standards

gin when the actis completed, and imaly a full file foider {s.q. jast document + 2 G§§f$} singe desbuel

1 i3 normaily pedommed by file foldar
et

it i, complainis, olaims, public records act regussts, audits and/or invas fsegtlons 34508 ffon periods (refention resumes after seitiement or completion).
Some grant funding agencies
require audits; Statute of
1 years or Limitations for Errors &
Develop. After Omissions is 10 years;
Services / Capital Improvement Projects (CIP): Funding Published Audit Standards=4-7
Engineering ENG-005 Maintenance Proiects (All Upon Agency Yes: Until Mag. Por years, Statute of Limitations:
OR Records) Completion Audit, if Completed =0 Contracts & Spec's=4 years,
Public Works required, Wrangful Death=comp. + 5
{ Operations whichever years, Developers=comp. + 10
longer years; Statewide guidelines
propose termination + 5 years;
CCP §337 et. seq., GC §34090

LEMON GROVE, CA. ©1995-2015 Gladwell Governmental Services, Inc. - all rights reserved
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Ver. 2.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page ENG-3
ENGINEERING
C;f‘fgi::::r:f Retention No. Records Description Retention / Disposition Comments / Reference

Image: . Destroy

: Inactive . _ | Paper

(OFR) 'Actl\./e (Records Vital? Me_dla I—In_xport§ after
(in office) Center) Options | M=Mfr Imaged &

S=Scan Qc'd?

If the record is not listed here. refer o the Refention for Cliv-Wide- Standards

it when the act is comalsted, and imply a full fil

ider (e 0. last documant + Z vears), since destruction is narmally netdorm

its. claunz, public records act reques

{8, audils and/or invesiigalions suspend normal refeniion period

s {refention resumes siter seiliemen

{ or conyietion;,

Develop.
Services /
Engineering
OR
Public Works
/ Operations

ENG-006

Capital Improvement Projects (CIP) -

Infrastructure Modifications - 1 years or
Administration File After
Funding g2
Project Administration, Certified Upon Agency Yes: Until Mag, Ppr
Payrolls, Construction Managers Logs, = Completion AUdft. if Completed
Daily Inspections, Project Schedules, required,
Progress meetings, Punch Lists, Real whichever is
Estate Appraisals, RFls & Responses, longer
etc.

Some grant funding agencies
require audits; Statute of
Limitations for Errors &
Omissions is 10 years;
Published Audit Standards=4-7
years; Statute of Limitations:
Contracts & Spec's=4 years,
Wrongful Death=comp. + 5
years, Developers=comp. + 10
years; Statewide guidelines
propose termination + 5 years;
CCP §337 et. seq., GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page ENG-4

ENGINEERING
Office of | . e . . -
Record ERetentlon No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) .Actn./e (Records Vital? Me.dla I=import after
(in office) Options . M=Mfr
Center) S=Scan Imaged &
QC'd?

i the record is not listed here, refer to the Retention for Cife-Wide Standards

when the act is comp

ied. and imply a full file folder {e.0. last document + 2 years), since destruction is normally performed by file folder.

Capital Improvement Projects (CIP): l
Infrastructure Modifications -
Permanent File

Develop. Plans, Specifications & Addenda,
Services / Agreement / Contract, Successful 3 M
Engineering Proposal, Change Orders, EIRs, Upon 1 Yes: Until ag.
OR ENG-007 Negative Declarations, Categorical c ; P Mfr, OD,
’ ompletion 1 Completed
Public Works Exemptions, Operations & Maintenance Ppr

Manuals (O&M Manuals,) Materials
Testing Reports, Grading Permits,
Hazardous Materials Plans, Notice of
Completion, Photos, Soils Reports,
Studies, Submittals, Surveys, Water
Quality Technical Reports, etc.

/ Operations

. claims, public records act requests, audits and/or investications suspend normal retention periods (refention resumes zfar settlement or campleticn].

Department preference;
Yes: [retained for disaster
Complet. preparedness purposes;
+10  Statewide guidelines propose
years |Permanent for Infrastructure
plans; GC §34080

S

Department preference; Scme
- 2 Yes: While! Mag, . correspondence from
Lead Dept. | ENG-008 §°"§S’?°“de”°e - Regulatory M’”':a‘i: 2 Active |Mfr,OD, S Yes'Qé\ﬁer Regulatory Agencies need to
gencles y Issues Ppr be retained for long periods of
time; GC §34080
Deeds, Easements, Liens,
Permanent Encroachments / EMRA Department preference; Finals
{Encroachment Management Mag, Yes: After 8¢ maintained by City Clerk;
City Clerk | ENG-008 Removal Agreement) P Yes (all) | Mfr, OD, S QC.& oD Department file may include
Ppr correspondence; GC §34080
(City Clerk is the Office of Record for all et seq.
Recorded Documents)
LEMON GROVE, CA. ©1995-2015 Gladwell Gaovernmental Services, Inc. - all rights reserved )
Do not duplicate or distribute without prior written permission from GGS (908) 337-3516 AdOptedi




Ver. 2.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page ENG-5
ENGINEERING
%T::rzf Retention No.‘ Records Description Retention / Disposition Comments / Reference

\ Image: Destroy

. Inactive . _ " | Paper

(OFR) 'Actn./e (Records Vital? Me.d'a l-In_’\port after
(in office) Center) Options | M=Mir Imaged &

S=Scan Qc'd?

if the record is not listed here. refar to the Retention for CHy-i

~ide Standards

fianis bagin when the act is o

mpleted, and imply a full file faider (e q ‘sl document + 2 vess

s), since destruclion is normafly performed by file foider.

aublic records act reguesis. audits and/or invastigetions suspend normal retention periods (refention resumes after sefflemsant or compietion).

Develop. Mag, .
Services/  ENG-010 |Design & Construction Standards P Mfr, OD, S/ Department Preference; GC
) i §34090
Engineering Ppr
Drafts should be destroyed;
Develop Drawings, Maps, Plans and Record Mag Some maps are also retained
Services / ENG-011 Drawings, Large-Format Dr‘awmgs, P Yes (all) | Mir, OD. S by Planpmg; 'Selettsjtlf‘advrcais
Engineering Survey Record Maps, Capital Ppr are reta.m.ed |n_Pu ic Works
Improvement Project "As-Builts” for administrative purposes;
GC §34090, 34090.7
Encroachment Permits: ALL
(Street Permits, Temporary Covers statute of limitations for
Public Works Construction, Sidewalk Repairs, i : . . contracts (4 years); Statewide
/Land ENG-012  Traffic Control, Utility Cuts, etc.) Explrat;c:;\ 4 g:r”: Il:trilct;:\ Mag, Ppr guidelines propose Permanent;
Develop. ye ‘ P CCP §337 et. Seq.; GC §
EMRAs are recorded, and filed with 34090
the City Clerk.
Devel Engineering Studies / Surveys - M
evelop. Preliminary Studies / Project Minimum 10 ag, Department Preference; GC
Services / ENG-013 " Mir, OD. S/
. . Assessments (Not Acquired or years §34090
Engineering Ppr
Developed)
Develop. . . . . Mag, .
Services / ENG-014 Eng&nserlpg 1:Studles / Surveys (City P Mifr, OD, s/l ggfggénent Preference; GC
Engineering uilt Projects) Ppr
Develop. Geatechnical and Soils Reports; Mag. .
Services / ENG-015  Hydrology Reports (Authored by the P Mifr, OD, S Department Preference; GC
. . ; ) §340890
Engineering City or their contractors) Ppr
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Ver. 2.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES /
ENGINEERING

Page ENG-6

Office of
Record

(OFR)

Retention No.

Records Description

Active
(in office)

. Inactive
| (Records
Center)

if the record is not iisted here, refer to the Retention far City-#ida Standards

Retention / Disposition

Comments / Reference

Vital?

Media
Options

Image:
I=Import
M=Mfr
S=Scan

Destroy
Paper
after
Imaged &
QC'd?

Retentions hagin when the act is completad, and imply a full file folder {8.g. last document + 2 years], since dastruction is nonmally parformed by file foider.

:Lﬁa;:{z complainis, cisims, pulllic records act reguests, audits and/or investigslions suspend norms! retention perods (refention resumes after seitlereni or somplelion).
Develop. Mag,
. . Yes: After| Department Preference; GC
Sewxce;/ ENG-016 |Grading Plans P Mfr, OD, S QC & 0D |§34090
Engineering Ppr
When No . .
Building ENG-017  {Plan Checks for Building Permits Longer Mag, Ppr ePtrt:I;mlnary drafts; GC §34090
Required q-
Develop. Department Preference;
Services / Private Land Developer Trust Close +5 (meets municipal government
Engineering ENG-018 Accounts / Deposits years Mag, Ppr auditing standards); GC
or Planning §34090
Securities (Performance
Bonds, Letters of Credit, CD's,
Develop. Private Land Development Bonds: Release of Mag, Etgt.i)czrgfrg[:f?:tizf;eirstizesued
Services / ENG-018 Subdivision Bonds/ Letters of Bond / Letter Mfr, OD, S No P
Engineerin Credit f Credit P and replaced with the Warranty
gn ¢ redi ottreal Pr Bond, which is released 1 year
after the Notice of Completion
date. GC §34080

LEMON GROVE, CA. ©1995-2015 Gladwell Gavernmental Services, Inc. - all rights reserved
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Ver. 2.0 RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page ENG-7
ENGINEERING
%ngr:f éRetention No. Records Description Retention / Disposition Comments / Reference

. | Destroy
Active | Inactive Paper
(OFR) (in office)  (Records Vital? after

Center) maged &
QC'd?

ihe record is not listed hare refer o the Retention for City-\Wide Standards

i1z when the act is complet

d. and imply & full file folder {(8.g. last document + 2 vears}, sincs desiruction is normally parformed by file folder.

ords act requesis, audits and/or investigafions suspend no

121 refantion pariads (refeation resumes after ssftlement or compiafion).

Develop.
Services /
Engineering

ENG-020

Private Land Development Projects
/ Job Files: Administration File

Construction Inspections, Photos,
Project Schedules, etc.

Examples: CUPs, Lot Line
Adjustments, Parcel Maps, Precise
Alignment, Specific Plans, Split Lots,
Subdivisions, Tracts,. TPMs, TSMs

Upon
Completion

10 years

Yes: Until
Completed

Mag, Ppr

Statute of Limitations for Errors
& Omissions is 10 years;
Published Audit Standards=4-7
years; Statute of Limitations:
Contracts & Spec's=4 years,
Wrongful Death=comp. + 5
years, Developers=comp. + 10
years; Statewide guidelines
propose termination + 5 years;
CCP §337 et. seq., GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page ENG-8
ENGINEERING
?:{f:gsrzf Retention N Records Description Retention / Disposition Comments / Reference

Image: | Destroy
. Inactive . _ | Paper
(OFR) Active (Records Vital? Media l-Ir::port i after

(in office) Options | M=Mfr |

Center) S=Scan ;lmaged &

i QC'd?

if the record is not listed here. refer to the Retention for Citv-Wide Standards

;:ggéafffg" B

girr when the act is compietad, and imply a full file folder f=.z. izst document + 2 vearsl, since dastruclion is normally parformed by file folder

. compiaints, Ciains,

= S—
public records act reguesis, audits and/or imsa_%sﬁ

=

tions suspend normal refention periods {retaniion resumes after seillamant or compiation).

Private Land Development Projects
/ Job Files: Permanent Files
Drainage, Driveway, Encroachments,
Grading Plans, Rights of Way, Department preference;
Stormwater, Studies, Reporis, Water M retained for disaster
Devgﬁop. Quality Technical Reports, etc. Upon Yes: Until ag. Yes: Afteripreparedness purposes;
Services / ENG-021 . P Mfr, OD, S/ - N
. . L Completion Completed QC & OD Statewide guidelines propose
Engineering Dedications, Easements, Ppr
Abandonments (City Clerk is OFR) Permanent for Infrastructure
y plans; GC §34090
Examples: CUPs, Lot Line
Adjustments, Parcel Maps, Precise
Alignment, Specific Plans, Split Lots,
Subdivisions, Tracts, TPMs, TSMs
Develop. Site Clearance / Soils Remediation Yes: Mag, Yes: AfteriDepartment preference; GC
Services / ENG-022 e P Before | Mfr, OD, S ’ '
) . / Mitigation . QC & OD |§34090
Engineering Completion Ppr
] When No
Seof - gng.gzg | SWITRS - Statewide Integrated Longer Mag Ppr Non-Records (Sheriff)
California Traffic Records System .
Required
Develop. _ .
Services / ENG-024  Traffic Complaints Minimum 2 Mag, Ppr Department preference; GC
( . years §34090
Engineering

LEMON GROVE, CA. ©1995-2015 Gladwell Govemmental Services, Inc. - all rights reserved
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Ver. 2.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page ENG-9
ENGINEERING
Office of . L . . .
Record Retention Nu:).E Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) Active (Records Vital? Media | 1=lmport| o @
(in office) Options | M=Mfr |
Center) S=Scan |Imaged &
‘ | QC'd?
If the record is not listed hare. refer fo the Retention for Citv-Wide Standards

Fetantions beoin.when the act is compieted, and imply a full file folder ¢

ustion, complainis ms, public records act regussis. audils and/or fs;ifss;;f;?étions suspend normal retaniion pariods {relention resumes after settlement or compialicn)
Develop. = Mag. ) Department preference; Drafis
) Yes: After
Services / ENG-025 Traffic Signal Inventory Superseded Yes Mfr, OD, S QC'& oD should be destroyed; GC
Engineering Ppr §34080
Develop. Mag, . Department preference; Drafts
Yes: After
Services / ENG-026 | Traffic Signal Locations P Yes Mfr, OD, S QcC & OD should be destroyed; GC
Engineering Ppr §34090
Develop. Mag, ) Department preference; Drafis
Services / ENG-027 |Traffic Signal Timing Replaecaer: *+5 Yes Mfr, OD, S Eeg.&Aétgr should be destroyed; GC
Engineering y Ppr §34090
Devel V\l/_:in ;\io Department preference
Evelop. ) g (required every 5 years, but
Services / ENG-028  Traffic Speed Surveys Required - Mag, Ppr can be extended o 7 or 10
Engineering Minimum 10 years): GC §34090
years '
When No
Develop. . . ) Longer Mag, ) .
Services / ENG-029 Traffic Studfes / Trafﬂc Counts / Required - Mfr. OD, S Yes: After Department preference; GC
. . Transportation Studies . QC & OD §34080
Engineering Minimum 10 Ppr
years
. Mag, ) Department preference; Drafis
/| ENG.g3p |lransportation Master Plans / P Yes |Mf,OD, s  res Afler i be destroyed: GC
o Traffic Master Plans QC & OD
Engineering Ppr §34080
Department Preference
Lead Dept ENG-031 Underground Service Alerts (USA's) 3 years Mag, Ppr ggj;gg;g;;gjgég?
. 34080
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Ver 2.0

RECORDS RETENTION SCHEDULE - FIRE

Page F-1

Offi f Re iz
lce o c.i}mé Records Description Retention / Disposition Comments / Reference
Record = Series #
. | Destroy
. Inactive . Image: Paper
(OFR) P, Actl\'/e (Records Vital? Me.dla IElmport after
. (in office) Options| M=Mfr
Center) _ Imaged &
S=Scan \
: C'd
2, refer to the Retention for City-Wide Siandards

aol i comp

and imely a full ﬁle fo/der fe.z fé § cument + 2. }fggs’s;i since o %sfrs&;sﬁ is ﬁz}rs:f:g;:fy §§ffi‘.}*??‘i?§ by fiie |

folder.

it

i

Department Preference; Statute of
Limitations for Health Providers is

. . ) 3 years; OSHA requires 1 year;
Azlrrsié FR-001 f‘}\zst?r:atus & Equipment Records & DlSpZSfI *2 N;agr, State requires 2 years; Statewide
' € years P guidelines propose 2 years; 8§ Cal
Code Reg. §3203(b)(1), CCP
§340.5, GC §34090
Department preference; EECC /
Employee Background File / Pre- FLSA,/ADEA (Age) requires 1-3
Fire / employment physicals / Mag years; State Law requires 2 - 3
Admin. FR-002  applications - UNSUCCESSFUL, = ° Years Ppr years, 29 CFR 1602 et seq &
NON-SELECTS, DISQUALIFIED 1627.3(a)(5) and (6), 2 CCR
- .Disa 7287.0(c)(2), 8 CCR §11040.7( c),
GC §§12946, 34030
ire / V(\:/EZ:ET\J; Mag, Preliminary drafts; Original reports
! C FR-003 Fire Incident Reports Mfr, OD, { data is in RMS database; GC
remmn Longer Por §34090 et seq.
Required
FR-004 Fire Incident RMS Database Indefinite Yes Mag Data is interrelated; GC §34090 et
(Firehouse) seq.
FR-005 1SO In Rati 15 le\/lagb S/i Yes:  Depariment Preference (rated
surance Ratings years ;;m : After QC |every 10 years); GC §34080
. When No Considered a preliminary draft/
FR-0086 g;r;tshtlii:tatisncal Report/ Run Longer l\/;a% copy (the Fire database is the
Required P original); GC §34090 et seq.
Mutual Aid Agreements, Joint V%EZ[:Z- Mag, Originals Maintained by City Clerk
City Clerk FR-007 Power Authorities / Heartland Fire Lon ero Mir, OD, or County Clerk of the Board
‘Agreements Requglred Ppr Permanently; GC §34090.7
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Ver 2.0

RECORDS RETENTION SCHEDULE - FIRE

Page F-2

Office of | Rec.or{;s Records Description Retention / Disposition Comments / Reference
Record : Series # )
. Destroy
Inactive Image: Paper
i . ia i l=
(OFR) Active | pecords Vitalp | Media | I=lmport | g |
(in office) Options: M=Mfr
Center) Imaged &
S=Scan .
C'd
dards
fe.q_last document ¥ 2 vesrsl, since dasiruction is narmally performed by file foldar,

. audifs and/or i ff*%sﬁ&s:s;@re suspand normal relention perods {ratention beging sfier settlement).

When No

Fire / Programs and Projects (e.g. Cadet, Longer
: FR-008 CPR Program, Fire Service Day, Required -

Admin L

etc.) Minimum 2

years

Subpoenas (all Fire Dept.)/
FR-009 2 years

Discovery Requests / Personal
: =/ Dzes Tecum

Mag, Department Preference; GC §
Ppr 34090 et seq.

Mag,

Por GC §34090

EMS Complaints / CQI (Continuous
Fire /f EMS FR-010 Quality Improvement) / Quality 3 years
Assurance
HIPAA Policies and Procedures Superseded
Fire  EMS FR-011 (Health Insurance Portability and +6 years
Accountability Act)
Patient Care Reports / PCRs /
Paramedic Release Forms (EMS
transportation): ALL (medical and @ Coniracted
Fire / EMS FR-012 non-medical.) with Flald
Saver
When Field Saver is contracted to
maintain PCRs

Mag, providers is 3 years; 13 CCR
Ppr 1100.7, UFC §104.3.2, §104.3 .4,
GC §34090
Mag, Yes:
Mfr, OD, S After 1 124 CFR 164.530(j)
Ppr vear
Mag, Yes:
wifr, D, S After 1
Ppr year
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Ver 2.0

RECORDS RETENTION SCHEDULE - FIRE Page F-3
Office of Ra is
R;gzrd Si:iiiﬁj Records Description Retention / Disposition Comments / Reference
: . | Destroy
. Inactive . Image: Paper
(OFR) .ACtlYe (Records Vital? Me_dla I=lmport after
{in office) Options| M=Mfr )
Center) Imaged &
S=Scan s
Scd

dards

fx_a 32"5&

izaf document + 7 ;gsfs

—
=
I

nce deslruclion is normally performed by *u*s falder.

=81s, sugiis

aridios f‘%fégi“gﬁéf*é SU3

pend ﬁaf{r‘g? refention perinds (relefiiion 5§§3F§ after sk*ffﬁf?*aﬁ

Fire  EMS

FR-013

Patient Care Reports / PCRs /
Paramedic Release Forms (EMS
transportation); ALL (medical and
non-medical )

PRIOR to Contracting with Field
Saver

3 years

17 years

Mag,

Ppr

Mfr, OD.

Yes:
After 1
year

Department Preference; 10 years
is recommended by AHIMA for
"healthcare providers™; California
Healthcare Association
recommends Acute Care Facilities
retain adult records for ten years
following discharge; Juvenile
records are required until patient
becomes 18 years old; law
requires 7 years for clinics, health
facilities, hospitals, adult day
health care centers, and in-home
skilled nursing services, and is
actually based upon "if the
licensee ceases operations”,
Statute of Limitations for health
providers is 3 years; Federal law
requires 3 years, statewide
guidelines propose 3 years; HIPAA
provides privacy regulations for
patient's health records; 13 CCR
1100.7, CCP §340.5, GC §34090,
60201 et seq.; H&S §123145
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Ver 2.0

i

RECORDS RETENTION SCHEDULE - FIRE Page F-4
H £
Office of Eec'ords Records Description Retention / Disposition Comments / Reference
Record | Series#
. | Destroy
Inactive Image: Paper
(OFR) .ACtlYe (Records Vital? Me.dla i I=Import after
(in office) Options! M=Mfr
Center) S=Scan Imaged &
QC'd
i the record is not listed | f e Retention for Citv-Wide Stan éa rds
Retentions beain when the act iz compielss, and inply a full file folder (6.0, last documeant + 2 ysars). since destruction is norma

jiy performed by file folder.

Litigation, claims, complaints,

Citizen's Emergency Response

ub/:c records act requests, audits and/or mvestfkéu‘wﬁ 3&3&9{;} norma/ refenr/on oeriod

{refention begi

ins after seftlem

e f

rerifl

Fire / Fire Training (CERT) / Neighborhood
Marshal &\ erota Trainin 5 years
Fire v aning years
HPreventxom Course Recerds, Roster, etc.
When No
. Longer
FR-015 Emergency Plans / Disaster Required -
Preparedness Manuals, eic. L
Minimum 2
years
Fire Code Permits / Special Event
Fire / Fire Permits / Fire Works Permits /
Mar;hal & FR-016 Explqstves Permits (a;sembly 5 years
Fire permits, candle permits, tent
Prevention permits, fire hydrant use, open
flame, etc.)
Fire / Fire . . . When No
Marshal & Fire Inspections / Business Longer
Fire FR-017 Inspection Files / Citations / Notice | Required -
. of Viclations Minimum 5
Prevention
years
ire / Fire
hal & Fire Investigations - Arson &
=001
Fire FR-018 Capital Crimes Only P
Prevention
Fire / Fire
Marshal & FR-019 Fire Investigations - OTHER Than 5 vears
Fire Arson & Capital Crimes Only y
Prevention

HE =
Ma Yes:
s When |Depariment Preference; GC
Mfr, OD, S/ -
Supersed §34090
Ppr
ed
M Yes:
Mfra(g)‘D S/ After Department Preference (copies);
! ! Supersed GC §34090.7
Ppr
ed
Yes: Mag. Yes:
Before | Mfr, OD, S/ After QC ggﬁ)sg 104.6-104.6.4, GC
Event Ppr & OD
California Fire Code requires 5
. years; Allows the removal and
Mag, Yes: purging of these records in the
Mfr, OD, S/ After QC - .
Por 2 OD event the address file is too large;
P CFC §§ 104.6 — 104.6.4, GC
§34090 _
Mag, Yes: | Department preference (Capital
Mfr, OD, S/ After QC Crimes have no statute of
Ppr & OD |limitations); GC §34090 et seq.
Mag, Department preference; GC
Ppr §34090 et seq.
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Ver 2.0

RECORDS RETENTION SCHEDULE - FIRE Page F-5
Office of ecord . . . .
flice of | R coras Records Description Retention / Disposition Comments / Reference
__Record Series #

. | Destroy

. Inactive . Image: Paper

(OFR) Active - pecords vitalp | Media | [Blmport |

{in office) Options| M=Mfr

Center) S=Scan imaged &

| gc'd

f the record Is not listed hara_ refer to the Retention for Tiiy-iWide Slendards

slentions bagin when &

act is compls

. and imply a full file folder fe.o. iast document + 2 vears], since destruclion is normally performed by

file folder.

\Lilig alion. claims. complaints, public

¢ records acl reguests, sudils snddor investigations suspshd normal retention perigds (retention begins sfler sgitlement).
Fire / Fire ’
Marshal & P Mag. Department Preference; GC
Fire FR-020 Juvenile Fire starter Program 10 years Por §34090
Prevention
Fire / Fire
imi ; 4090
RAarghal & FR-021 Pre-plan Sheets When Mag, Preliminary drafts; GC §34090 et
Fire Superseded Ppr seq.
Prevention
When N
Fire / Fire Loigero
Marshal & Public Information / Education ; Mag, Department Preference; GC
. FR-022 . Required -
Fire (when produced internally) . Ppr §34090
) Minimum 2
Prevention
vears
Copies - Mag
FR-023 Record Dr;wmgs ( AsjBuxlts tand ¢ When No Mfr, OD, GC §34090.7
CAD drawings of buildings Longer =
> pr
Required
When N
Fire / Fire Lo?\gero
h f . GC
Mar;hal & FR-024 Weed Abatement Required - Mag, Department Preference
Fire L Ppr §34090
) Minimum 2
Prevention
vears
When Ne Mag.
City Clerk FR-025 Weed Abatement Liens Longer Mfr, OD, GC §34090.7
° Ppr
Required

LEMON GROVE, CA. ©1995-2015 Gladwell Governmental Services, Inc. (809) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

Adopted:




Ver2.0 RECORDS RETENTION SCHEDULE - FIRE Page F-6

Office af | Rec.ords Records Bescription Retention / Disposition Comments / Reference
Record Series # ;
.  Destroy
Inactive Image: Paper
(OFR) -Actn’/e " (Records Me'dla i=lmport after
(in office} Options M=Mfr
Center) S=Scan Imaged &!
otion IS normally performed by file foider,

srinds {refantion begins afier seltlement).

. Yes: L. .
Fire / FR-026  |Daily Roster (Telestaff Database) | Indefinite Before | Mag Data is interrelated; GC §34050 et
Cperations seq.
Event
Fire / Station Log Books / Station Mag.
. FR-027 Journals (Incidents - kept at Fire 2 years Mfr, OD, S/ No GC §34090
Operations )
Stations) Ppr
Vehicle Safety Checks / Daily
Lead Dept. FR-028 Vehicle Inspections / Daily 2 years Ppr GC §34090
Equipment Checks
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Ver.

2.0

if ths record 15 not listed &

refer to the Retention for City-Wide Sfengards

S=Scan | QC'd?

RECORDS RETENTION SCHEDULE: CITY MANAGER Page CM-1
Office of | . | L. . . o
Record Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: = Destroy
(OFR) 'Actn‘/e (Records Vital? Me.dla iI=import Paper after
{(in office) Options | M=Mfr | Imaged &
Center) !

Retentions ! when the complsied, and impiv a full file folder last document + 2 years], since desiruction is normally performed by fle foldsr.
Liizalion, complainis, claims, public records act rezuesis, qudils and/or # ifion resumes sfisr selflsman! or completion}
When No
. . . Longer
City CM-001 City Council Correspondence / Required - Mag, Ppr GC §34090
Manager Mayors Correspondence ..
Minimum 2
years
City Manager / Economic When No
Cit Development Projects, Programs, Longer Yes: While
Y CM-002 Subject & lssues (Issues and/or Required - Active Mag, Ppr GC §34030
Manager . . : L
projects will vary over time - e.g. Minimum 2 Issues
Hotels, Developments, etc.) years
When No
cit City Manager Correspondence Longer
Y CM-003 (Interoffice, Citizens, Legislative Required - Mag, Ppr GC §34080
Manager " s L
Positions, Organizations, etc.) Minimum 2
years
When No
. Longer
] Pref ;. GC
City CM-004 Department Files Required - Mag, Ppr Department Preference
Manager L §34080
Minimum 2
years
When No
Cit Longer
y CM-005 Economic Development Projects Regquired - Mag, Ppr GC §34080
Manager L
Minimum 2
years
City CM-006 Speech Notes / PowerPoint V\‘/_};in :ro Maga. Por Notes, drafts, or preliminary
Manager Presentations Requ?red g rp documents; GC §34080 et seq.
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Ver. 2.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES /

HOUSING RESOURCES

Page HOU-1

Gffice of |
Retfri Retention No. Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
(OFR) .Actl\_/e (Records Vital? Me.dla I=lmport | Paper after
(in office) Options . M=Mfr | Imaged &
Center) _ c'd?
S=Scan | OC'd:
if rhe record is not listed A =fer {o the Relention for i;f!?-W:’de Standards
] o, and imply a full ’:%f@ﬁ**rf:: st docoment + 2 géngE since deafruction Is nommally performad by file folder.
3, e reno; ‘s act reguesis, audit sl retenlion perfods {relention resumes fEe seitiemsnt or completion).
Develop ;Housmg Loan Applications
Services / ‘Rejected (First Time Home
: - : GC §34080
Housing HOU-001 ‘Buyers, Life/Safety, Rehabilitation, 2 years Mag, Ppr §
Resources HOME, etc.)
HUD requires 5 years after the
Housing Programs; Affordable After the project completion; documents
Housing Projects, Rehabilitation, Affordgblhty imposing recapture / resale
CDBG-funded Housing Projects Period restrictions are 5 years after the
Develop. etc ' Terminates, affordability period terminates;
Services / HOU-002 ' 5 orthe 1§ Mag. Mfr, S/ Yes: When Uniform Admin. Requirements
Housing ) WITH a Recapture / Resale years Written OD. Ppr Inactive  for Grants to Local Governments
Resources Restricti P Agreement is 3 years from expenditure
estriction Terminates, report; statewide guidelines
. Whichever § propose 4 years; 24 CFR 85.42,
Deeds are sent o City Clerk is Longer 92.508(a)&(c) & 570.502(a)(16),
28 CFR 97.42, GC §34090
Housing Programs: Affordable .
Housing Projects, Rehabilitation, :L:_S Ezmr;e;:q%z:;.aﬂer the
CDBG-funded Housing Projects, gree . "
Devel etc L p & | Consistent with Consolidated
Seerfczsf : oanosy-o Mag, Mfr Yes: After Plan Requirements; Required for
Housing HOU-003 WITHOUT a Recapture / Resale | Forgiveness oD, Ppr s/l QC & 0D g;fz?rir:ntzr:ezz‘?‘fnzdclltérFeRor
Resources Restriction + 5 years 85.42, 92.508(a)&(c) &
570.502(a)(16), 29 CFR 97.42,
D_eeds and Insurance are sent to GC §34090
City Clerk
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Ver. 2.0

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-1
Office of N . e . . i
Record Retention No. Records Description Retention / Disposition Comments / Reference
‘ . . Image: Destroy
. Inactive N
(OFR) _Actl\./e (Records Vital? Me_dla i=lmport | Paper after
(in office) Center) Options . M=Mfr Imaged &
| §=Scan Qc'd?
L — S

. last documen! + Z yearsl, singe destruclion Is nonmally performed by file folder.

retantion neriods (retention resumes

affer settlement or complation).

EEOC / ADEA (Age) requires 1
year after benefit plan
termination; Federal law requires

) Duration of Yes: For -
Human HR-001 Benefit Plan chuments the Contract Duration of | Mag, Ppr 6 years after filing date for.
Resources (CalPERS, Optical, Dental, etc.) ! retirement; State Law requires 2
+ 6 years Contract .
years after action; 28 CFR
1627.3(b)(2); 29 USC 1027; GC
§§12846, 3409
CalPERS Benefit Administration Department Preference: 6 years
Human (Includes contract amendment for retlrement benefits; State
Resources HR-002 actuarial reports, service credit' 6 years Mag, Ppr Law requires 2 years after
' - action; 29 CFR 1627.3(b)(2); 29
(r:;gc);rts, annual employee listing, USC 1027; GC §§12946, 3409
Department Preference;
R:suomuf;es HR-003 g::;i?esr éteapézr:tqsé;:;nnual 5 years Mag, Ppr Retained to match other auditing
periods; GC §34090
Bureau of National Affairs
Classification / Reorganization When No recommends 2 years for all
Human Studies (for employee Longer supplementary Personnel
HR-004 A Required - Mag, Ppr records; Wage rate tables are 1
Resources classifications and department .. . .
Minimum 3 or 2 years, State requires 2
structures) years years; 20 CFR 516.6, 29 CFR

1602.14, GC §§12946, 34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-2
- Offi f
(I)Relc‘:fr: Retention No. Records Description Retention / Disposition Comments / Reference

) Inactive Image: Destroy

Active . Media | I=lmport . Paper after

?

(OFR) (in office) (Eecc:rds vital? Options | M=Mfr  Imaged &

enter) S=S8can Qc'd?

i the record is not listed rere,

oion

ifons bagin when ¥
0 :

fer to the Retention for City-Wide Standards
compleied, and Imply a full file falder (e.o. lest document + 2 yvears), since destruciion §s~scsr§§s§;fi§§ﬁ§r§?«é§ oy file foldar.

. compiainis,

ublic rocords sol reguesis, audils and/or §ﬁ¥§§§§§§5§§§ suspend

nonnal refeniion perio

dig {relention resumes

after sefflems

¥ or corppistion).

Mag, Mfr,
OD, Ppr

S/l

Yes: After 1
year

Department preference;
EEOC/FLSA/ADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection, or
discharge; State Law requires 2 -
3 years; retirement benefits is 6
years from last action; 28 CFR
1602.31 & 1627.3(b)(ii), 8 CCR
§3204(d)(1) et seq., GC
§§12946, 34090; 29 USC 1113

Mag, Ppr

Bureau of National Affairs
recommends 2 years for all
supplementary Personnel
records, Wage rate tables are 1
or 2 years, State requires 2
years; 29 CFR 516.6(2), 28 CFR
1602.14, GC §§12946, 34090

When No
Human Longer
HR-005 Classification Specifications Required -
Resources ..
Minimum 3
years
When No
Human Longer
= HR-006 Compensation Surveys & Studies| Required -
esources ..
Minimum 3
years
Department of Fair Employment .
RH“ma” HR-007  &Housing (DFEH or EEOC) ~ SeParation+ oy ars
esources . 10 years
Claims
Whan
- i
Human HR-008 DMV Pull Notices superseded
Resources ar
Ssparaied

Mag, Ppr

All State and Federal laws
require retention until final
disposition of formal complaint;
State requires 2 years after "fully
and finally disposed"; 2 CCR
7287.0,GC §§12946, 34090

Mag Ppr

Transitory or source records not
retained in the ordinary course
of business; CHP audits every 2
years; Bureau of National Affairs
recommends 2 years for all
supplementary Personnel

records; GC §34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES

Page HR-3

Offics of

_Record

{OFR)

Retention No.

Records Description

Retention / Disposition

Comments / Reference

Active
(in office)

Inactive
(Records
Center)

Vital?

image:

Media | I=lmport
Options . M=Mfr
_S=Scan

Destroy
Paper after
imaged &
ac'd?

he-Witle Slandards

fad, and imply a full file folder fe.q. last decument + 2 vesars), since desiruction is normally performad by file falder.

=B

Human
Resources

HR-009

Drug & Alcohol Test Results (All -
Positives and Negatives)

5 years

riads {relenfion resumes after selflement or compistion).

Human
Resources

HR-010

I-9s

Separation +
10 years

20 years

Mag Ppr

D.O.T. Requires 5 years for
positive tests, 1 year for
negative tests;
EEOC/FLSA/ADEA (Age)
requires 3 years physical
examinations; State Law
requires 2 years; 29 CFR
1627.3(b)(1)(v), GC §§12946,
34090; 49 CFR 655.71 et seq.;
49 CFR 382.401 et seq. 49
CFR 653.71

Mag, Ppr

Non-citizens must re-certify
pericdically; Required for 1 year
from termination or 3 years from
hiring, whichever is later; EEOC
/ FLSA / ADEA (Age) requires 3
years for "any other forms of
employment inquiry”; State Law
requires 2 -3 years; 8 CFR
274a.2; 29 CFR 1627.3(b)(i); GC
££12946. 34080

Human
Resources

HR-011

Labor Relations Files

(Negotiation Notes,
Correspondence, Interpretation of
MOU Provisions, Documentation,

eic.)

5 years

5 years

Mag, Ppr

Depariment Preference; GC
§34090
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Ver.2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-4
C:fgsrgf ;Retention No Records Description Retention / Disposition Comments / Reference
Inactive Image: Destroy
(OFR) Active (Records Vital? Me.dla I=import | Paper after
(in office) Cent Options | M=Mfr Imaged &
enter) e = S=Scan Qc'd?

I the record is not lisied here, refer to the Retention for City-Wide Standards

Hek s bag

o when the act is completed, and imply a

full file fofder (a.a. last document + 2 vears), since desiruciion is normaily performed by file foider,
i

abrefention pariods {refention resumes

affer settlement or completion).

Human
Resources

HR-012

OSHA Inspections & Citations,
Log 200 and Log 300, 301, 301A

5 years

Human
Resources

HR-013

Personnel Files - Employee /
Benefit File

includes Application, Evaluations,
Policies Qaths of Office,
Transaction Forms, Benefit
Enrollment Forms, etc.

Separation +
10 years

20 years

Ppr

§6429c

Calif. Labor Division is required
to keep their records 7 years;
OSHA requires 5 years; State
law requires 2 years; 8 CCR
§3203(b){1), GC §34090.7; LC

Human
Resources

HR-014

Persannel Files - Medical File (all
employees)

Pre-employment Clearances,
ADA Accommodations, Incidents
/ Accidents where no medical
services were provided, etc.

Separation +
10 years

20 years

Mag, Mir,
0D, Ppr

Yes: After
Separation +
1 year

Department Preference; statute
of limitations for retirement
benefits is 6 years from last
action; EEOC/FLSA/ADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection, or
discharge; State Law requires 2 -
3years; 28 CFR 1602.31 &
1627.3(b)(ii), GC §§12946,
34090, 28 USC 1113

Yes: Until
Separation

Mag, Mfr,
OD, Ppr

Yes: After
Separation +
1 year

Department preference; Files
maintained separately; Claims
can be made for 30 vears for
toxic substance exposure; 8
CCR §3204(d)(1) et seq., 29
CFR 1810.1020(d){1)(i). GC
§§12946, 34090

LEMON GROVE, CA ©1995-2015 Gladwell Governmental Services, Inc. (808) 337-3516 - all rights reserved
Do not duplicate or distribute without prior written permission

Adopted:



Ver. 2.0 RECORDS RETENTION SCHEDULE: HUMAN RESOURCES Page HR-5
Office of | tention No. Records Description Retention / Disposition Comments / Reference

Record

if the record is ol lisled hae, refs

[ Inactive Image: Destroy
(OFR) 'Actl\'le (Records Vital? Me-dla I=import | Paper after
{in office) Options | M=Mfr Imaged &
Center) - .
S=Scan C'd?
T —_——"

2 bagin when the actis ¢

2at + 2 vears), since desiruction is normally performed by file foldsr

compigind

-

normal retention periads {raf

niéfon resumes after seftlement or comipls

(Includes Advertisements, Department preference; EEQOC /
Applications for Unsuccessful FLSA / ADEA (Age) requires 1-3
Human Candidate_s, Job Broghures, Test years; State Law requires'2 -3
Resources HR-015 Data, Testing Analysis & 3 years Mag, Ppr years; 28 CFR 1627.3(b)(i), 29
statistical Metric, Job Analysis, CFR 1602.14 et seq. 2 CCR
Rating Sheets, Scantrons, 7287.0(c)(2), GC §§12946,
Rater's Profile & Confidentiality 34080
Agreement, Flowchart, Eligible
Lists, etc.)
When No
Studies & Surveys Conducted on Longer )
R;“g”&fg‘es HR-016  Behalf of the City (Sick Leave, | Required - Mag, Ppr ggj;g&“e”t preference; GC
: Attrition, Benefits, etc.) Minimum 3
vears
Human Workers Compensation Claim Meets auditing standards; GC
Resources HR-017 Runs 5 years Mag Ppr §34090
Department preference; Files
maintained separately; Claims
Human H . . Separation + Yes: Until Mag, Mfr, Yes: After can be made for 30 years. for
Resources R-018 Workers Compensation Claims 10 years 20 years Separation | OD, Ppr S Separation + toxic substance exposure; 8
' 1 year CCR §3204(d)(1) et seq., 29

CFR 1810.1020(d)(1)(i), GC
§§12946, 34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: HUMAN RESOURCES

Page HR-6

fice of | !
oRfeI:orZ Retention No.: Records Description Retention / Disposition Comments / Reference
Image: Destroy
. Inactive .
(OFR) _ACtlYe (Records Vital? Me.dla i=lmport | Paper after
(in office) Options | M=Mfr Imaged &
Center) ) A

S=Scan Qo'd?

sf gocumeani + 2 vears), since gasiruction is normally performe

+ by file folder.

{
£ audits and/or invesfioalions sus

end normalreianiion periads {refention resumes

after ssiflement or complation).

Volunteer / Unpaid Intern Inactive /
Lead Dept. HR-019 Applications & Agreements - Separation +
Successful 3 years
Volunteer / Unpaid Intern
Lead Dept. HR-020 Applications & Agreements - 3 years

Unsuccessful or Pending
Applicants

Ppr

Department preference (Courts
treat volunteers as employees);
EEOC/FLSA/ADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection, or
discharge; 29 CFR 1602.31 &
1627.3(b)(1)(i)&(ii), GC
§§12946, 34090

Ppr

Department preference (Courts
treat volunteers as employees);
EEOC/FLSA/ADEA (Age)
requires 3 years for promotion,
demotion, transfer, selection, or
discharge; 23 CFR 1602.31 &
1627.3(b}(1)(1)&(ii), GC
§§12946, 34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: COMMUNITY SERVICES Page CS-1
Office of . . . . .
Record Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) Active (Records Vital? Media | I=lmport| .
(in office) Options| M=Mfr
Center) S=Scan imaged &
QC'd?

he record is not listed here, refer to the Retention for Citw-Wide Signdards

s begin when the act is complsted. and impiy a full file foider (e.g. last document + 2 years), since desiruction is normally performsd by file folder

s, claims,

gublic records act reguesis, audits

4
il

‘or investigations suspend normal retention pericds {ratention resumes affer settlement or completion).

éActivi.ty / Specia! Programs / When No
Special Event Files & Reports Longer
Community CS-001 Required - Mag. Por Department preference; GC
Services Children's Programs, Cultural Arts, R q g.rp §34090
: L Minimum 2
Sports, Seniors, Filming, Theatre
B Programs etc. years
Contracts: Class Instructors Yes: Ma Yes: Department preference;
Community CS-002 C leti 5 Bef 'e Mifr g'D s Upon Statute of Limitations:
Services ) Includes Insurance Certificates and ompietion years Con’? ?eftion P : ' Completio: Contracts & Spec's=4 years;
Administration Records P P n CCP §337 et. seq., GC §34090
When N Department Preference
Community CS-003 Evaluations/Surveys (Program L en No Mada. Por (Transitory record not retained
Services ) Evaluations) R ongerd 8.rp in the ordinary course of
equire business); GC §34090
. S — Voo _ — —
Commumty CS-004 Facility Use Rental Contracts / Field 2 years Before  |Mag, Ppr GC §34090
Services Use Contracts Event
Operations & Maintenance Manuals | Life of Facility Department Preference; GC
Lead Dept. CS-005 (O&M Manuals) or Equipment Mag, Ppr §34090 et. seq.
. ) . , Mag, - .
Commumty CS-006 Pgrk & Recreation Facility History P Mfr, OD, s No Department preference; GC
Services Files Por §34090
Community . . Department Preference; data is
Services CS-007 Recreation Database Indefinite Mag interrelated; GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: COMMUNITY SERVICES Page CS-2

i;f;z Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
Inactive . Image: Paper
(OFR) Active o cords vitalp | Media Isimport .
(in office) Options . M=Mfr
Center) S=Scan Imaged &
| QC'd?
i the record is not listed fiere. refer fo the Rstention for Citv-Wide Siandards
Retentions begin when the act is compisiad, snd imply a full file folder (2.0 last document + 2 years), since desiuction is normally performed by file folder
l . comalaiis, olaims, publi rival r lior periods (relention resumes sfisr setifement or compiafiaal,
Registration Forms / Reservation
Forms / Day Camps & Classes /
Communit Application Forms / Fee & Charge /
unity CS-008 Liability Forms / Release of Liability 2 years Ppr GC §34090
Services . A
Forms / Permissions / etc.. Camps,
Field Trips, Authorization to give
Medicine, etc.
When No
. Longer
) . h f ; GC
Commumty CS-009 Special Event Permits & Programs Required - Mag, Ppr Department preference
Services . §34090
Minimum 2
years
Community 5010 |Wwaivers of Liability 2 years Mag, Ppr GC §34090
Services
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Ver. 2.0 RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page PL-1

PLANNING
Office of e i - . . .
Record Retention Neo. Records Description Retention / Disposition Comments / Reference
. | Destroy
- Inactive . Image: Paper
(OFR) _Actl\.le (Records Vital? Me.dla I=Import after
(in office) Options | M=Mfr
Center) S=Scan Imaged &
Qc'd?

If the record is not listed hars, refer to the Retention for Citv-Wide Standards
f mpletad, and imply a full file folder (e.o. last document + 2 vears), since destrustion Is normaelly performed by file folder.
records act reguss

i3, audils and/or investigations suspand normal refention psriads {ralention resumaes after seftlamsnf or completion).
Brown Act challenges must be
filed within 30 or 90 days of
Dev'eiop( Affidavits of Publications / Public actlo'n_; Statute of Lxmltattor_ws on
Services / PL-001 Hearing Notices / Leaal Advertisin 2 years Mag, Ppr Municipal Government actions
Planning ¢ es/teg ertising is 3 - 6 months; CCP §§337 et
seq, 3498.4; GC §§34090,
54960.1(c)(1)
Develop. . . Mag,
. Annexations / Boundaries / . Yes: After )
Servxcgsf PL-002 Consolidations / LAFCO 5 years P Mfr, OD. S/ Qc & OD Land Records; GC §34090
Planning Ppr
When No
PL-003  Census, Demographics Longer Mag, Ppr (Non-Records - Census Bureau
; is OFR)
Required
Environmental Determinations: U§ually ﬂ!ed in the project file;
! . Final environmental
Develop. Environmental Impact Reports Mag. Yes: Afterideterminations are required to
Services / PL-004 (EIRs}, Negative Declarations, etc. ) P Mfr. OD, S : N quire
Plannin Por QC & OD |be kept a "reasonable period of
anning Inside Citv boundari P time"; 14 CCR §15085(c); GC
‘ nside City boundaries §34090
Environmental Determinations: Non-records: EIRs and
Develop. Environmental impact Reports When No =C P S
) . : Negative Declarations within the
Services / PL-005 (EIRs), Negative Declarations, etc. ) Longer Ppr ) . .
; ? City Boundaries are with the
Planning Required roject file
Outside City boundaries prol
k Mag, . City Clerk Maintains all Agenda
City Clerk pLoos  General Plan, Elements and P Yes (all) | Mfr,OD, S/1 | &% AfEr 5 ets Permanently: GG
Amendments QC & oD
Ppr §34090.7
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Ver. 2.0 RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page PL-2
PLANNING
Office of | . L. . . i
Record Retention No. Records Description Retention / Disposition Comments / Reference
“““ Image: Destroy
. Inactive . - " Paper
(OFR) Active 1 pecords Vitai | Media | [Elmport| e
(in office) Options . M=Mfr
Center) S=Scan Imaged &
QC'd?

if the record is not listed here. refer to the Retention for City-Wide Siandards

Fetentions zeg

sly a full file folder fa.g. {25t document + 2 vears),

since Hesiruclion is normally parformed by fils folder,

i p— "

rds act regussis, audits and/or /n's%gsi}:ﬁs siispend nomal retention periods {retention resumes after seltlement or compistion).

Develop. Master Plans, Specific Plans, Mag, . .
Services / PL-007 Bikeway Plans, Landscaping Plans, P Mfr, OD, S/i Yes: After Department Preference; GC
; QC & OD §34090
Planning Street Master Plans, efc. Ppr
Original Staff Reports are filed
Develop. Planning Commission Mag, Yes: After in the project file; Brown Act
Services / PL-008 P Mfr, OD, S/ QC-& oD challenges must be filed within
Planning AGENDAS Ppr 30 or 90 days of action; GC
§§34090, 54860.1(c)(1)
Develop. Planning Commission Tape City preference; State law only
Serwcgs / PL-009 AUDIO RECORDINGS of Mestings 10 years (Mag) requires for 30 days; GC
Planning : §54953.5(b)
o i / Audio Tapes -
Planni issi
Develop. anning Commission Mag,
S;;\;:siensf PL-010 MINUTES, RESOLUTIONS & P Yes Mf; C:D, S No GC §34090
g BYLAWS P
LEMON GROVE, CA. ©1335-2015 Gladwell Govemmental Services, Inc. - all rights reserved
Do not duplicate or distribute without prior written permission from GGS (909) 337-3516 AdOptedi




Ver. 2.0 RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page PL-3

PLANNING
Office of e . . i
Record Retention No. Receords Description Retention / Disposition Comments / Reference
. | Destroy
Inactive Image: Paper
{OFR) Active (Records Vital? Media | [slmport| @
(in office) Options | M=Mfr
Center) S=Scan Imaged &
QC'd?

i the record js not listed hers. refer to the Retention for City-Wide Standards

P

&

foandim

iy a full file folder (s.2. last document + 2 years), since desiruction is narmally parfarmed by file folder.

hen the act is compist
iai s acl requesis, audis andfor invesiigations suspsnd normal ret
o

e

«: penods (relenlion resumes after settlement or camalstionk

Planning Project Files -
Permanent Entitlements
{Includes Associated CEQA
Noticing, Conditions of Approval, Department preferences; Final
Devel Public Noticing, Envircnmental Mag environmental determinations
evelop. Determinations, Staff Reports, ; Yes: After are required to be kept a
S;Jeer|c§s/ PO Plans & Maps) 5 years P Yes Mﬂ;:', N S QC & OD "reasonable period of time”; 14
anning pr CCR §15095(c); GC§§34080,
Examples: Conditional Use Permits 34090.7
(CUPs), Design Review, Lot Line
Adjustments, Parcel Maps, Planned Unit
Developments (PUD), Site Plans,
Tentative Subdivisions, Variances, Zone
Changes, elc.
Develop Department preference;

N Pre-Application Review / Preliminary Documents (no
Servncz_as/ PL-012 Preliminary Review File / Letters 5 years P Mag, Ppr application submitted); GC
Planning §34090
Develop. :

. , Department Preference; (meets
Servxce; i PL-013 Private Land Deve!oper Trust Close +5 Mag, Ppr municipal government auditing

Engineering Accounts / Deposits years standards); GC §34030
or Planning '
Develop. ) Mag, R )
Services / PL-014 P'rOJect Log I‘nde?(/Sp‘readsheet/ p Yes Mfr. OD, S/l YeTS. After D;:)ggrtg\ent Preference; GC
Planning Binders of Historic Actions Por year §
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Ver. 2.0 RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page PL-4
PLANNING
Office of | . . L. . . i
Record 'Retention No.é‘ Records Description Retention / Disposition Comments / Reference
Image: Destroy
; Inactive - _ ) Paper
(OFR) Active - pecords Vital? | Media | [=lmport o
(in office) Options | M=Mfr
Center) S=Scan Imaged &

ac'd?

When No
Develop. Longer )
Services / PL-015 Special Studies Required - Mag, Ppr Department Preference; GC
; . §34090
Planning Minimum 2
years

Temporary Entitlements
Develop (Approved & Unapproved): Yes: Temporary uses; Department
Services / PL-016 . 2 years During :Mag, Ppr malqta}lns qomplete flles' for
Planning Christmas Tree Lots, Banner Event administrative purposes;

Permits, Pumpkin Lots, Temporary GC§§34090

Signs, etc.
Develop Mag Department Preference; City
Services / PL-017 Zgnlr\g Maps (Historically p Yes (all) | Mfr, OD, s No Clerk Maintains originals of all
Plannin Significant) Por documents that were presented

g P to Council; GC §34090.7

Develop. Zoning Ordi A d { Mag, Yes: After| Department Preference
Services/ |  PL-0fg £ONNG Mrémance Amendments, P Yes  Mfr,OD, S/1 |'& eparme
Planning Reclassifications £ Zone Chapge Por 1year |(copies); GC §34090.7
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Ver, 2.0

RECORDS RETENTION SCHEDULE

: PUBLIC WORKS / OPERATIONS

Page PW/OPS-1

Office of ) L . o -
Relgzrz Retention No. Records Description Retention / Disposition Comments / Reference
. | Destroy
. Inactive . Image: Paper
(OFR) .Actl\./e (Records Vital? Me'dla I=import after
{in office) Options | M=Mfr
Center) S=Scan imaged &
QC'd?

if the record is not listed here. refer to the Retention for Citv-Wide Standards

e 1]

when the act is completad, and imply a full file folder (.. fast &

mcument + 2 years), sihce dasiruciion is normally performsd by fils folder.

e
sublic records act reguesis, audits and/or investigations suspend no

Develop.
Services /
Engineering
OR
Public Works
/ Operations

PW-001

Capital Improvement Projects (CIP)
Infrastructure Modifications -
Administration File

Project Administration, Certified
Payrolls, Construction Manager's Logs,
Daily Inspections, Project Schedules,
Progress meetings, Punch Lists, Real
Estate Appraisals, RFils & Responses,
etc.

Upon
Completion

1 years or
After
Funding
Agency
Audit, if
required,
whichever is
longer

on periods {relention resumes affer seillement or completion].

Yes: Until

Completed Mag, Ppr

Some grant funding agencies
require audits; Statute of
Limitations for Errors &
Omissions is 10 years;
Published Audit Standards=4-7
years; Statute of Limitations:
Contracts & Spec's=4 years,
Wrongful Death=comp. + 5
years, Developers=comp. + 10
years; Statewide guidelines
propose termination + 5 years;
CCP §337 et. seq., GC §34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS / OPERATIONS Page PW/OPS-2

%T::rzf Retention No. Records Description Retention / Disposition Comments / Reference
j | Destroy
| Inactive Image: Paper
(OFR) Active - pecords Vital | Media | [=lmport " .
(in office) Options | M=Mfr
Center) S=Scan |Imaged &
. QcH?

i the record is not listed hars, refer to the Relantion for Citv-Wide Standards

fhiegin when the act is compleiéd, and imaly 2 full fife foider ié,g; last decument + 2 years), since destruction is normelly performad by file folder.

oris suspend normal relenticn perinds (retantion resumes after settlement or completion].

tion, comaiaints, claims. public records act requests, audis and/orfﬁygsffg&i

Capital Improvement Projects (CIP):
Infrastructure Modifications -
Permanent File

Develop. Plans, Specifications & Addenda, Department preference;
Services / Agreement / Contract, Successful Ma Yes: |retained for disaster
Engineering PW-002 Proposal, Change Orders, EIRs, Upon P Yes: Until M SD s/l Complet. |preparedness purposes;
OR Negative Declarations, Categorical Completion Completed |~ ~ +10 | Statewide guidelines propose
Public Works Exemptions, Operations & Maintenance Ppr years Permanent for Infrastructure

Manuals (O&M Manuals,) Materials
Testing Reports, Grading Permits,
Hazardous Materials Plans, Notice of
Completion, Photos, Soils Reports,
Studies, Submittals, Surveys, Water
Quality Technical Repors, etc.

/ Operations plans; GC §34090
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Ver. 2.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS / OPERATIONS

Page PW/OPS-3

if the record is not listed here, refer to the Retention for Citv-Wide Standards

Offi f . :
Rer:::srz Retention No., Records Description Retention / Disposition Comments / Reference
. | Destroy
Inactive Image: Paper
(OFR) Active (Records Vital? Media il-lr:\port after
(in office) Options | M=Mfr
Center) | S=Scan Imaged &
QC'd?

inme

tafont

begir when the act is completed_and imply a full file folder {2.g. last document + 2 vears), since desiruction is hormally performad by file folder.

7. complaints, claims. publiic records act requasis, audits and/or investigations suspend normal retention paricds (refantion resumes after settlement or camplstion).
g e

Some grant funding agencies
require audits; Statute of
1 years or Limitations for Errors &
Develop. After Omissions is 10 years;
Services / Capital Improvement Projects (CIP): Funding Published Audit Standards=4-7
Engineering PW-003 Maintenance Projects (All Upon Agency Yes: Until Mag, Ppr years; Statute of Limitations:
CR Records) Completion Audit, if Completed ' Centracts & Spec's=4 years,
Public Works required, Wrongful Death=comp. + 5
/ Operations whichever is years, Developers=comp. + 10
fonger years; Statewide guidelines
propese termination + 5 years;
CCP §337 et. seq., GC §34090
Public Works Community Cutreach / Notification
| Operations | PW004 4 Projedsy 2 years Mag, Ppr GC §34090
‘jlg);':rzzz;k; PW-005 | Complaints 2 years Mag, Ppr GC §34080
. Code of Federal Regulations
Public Works ) - : .
/ Operations PW-006 Confined Space Entries 3 years Mag, Ppr requires 3 years; 40 CFR
122.41(j)(2)
Department Preference; Some
Correspondence - Regulatory Minimum 2 Ves: While correspondence from
Lead Dept. PW-007 . Active Mag, Ppr Regulatory Agencies need to
Agencies years Issues be retained for long periods of
time; GC §34080
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS / OPERATIONS Page PW/OPS-4

ffice of | )
??elfsrz ‘Retention No. Records Description Retention / Disposition Comments / Reference
B k . Destroy
- Inactive . Image: Paper
(OFR) Active (Records Vital? Media  I=lmport after
(in office) Options . M=Mfr
Center) S=Scan Imaged &
- Qc'd?

i the record is not listed here, refer to the Retention for City-Wide Standards

ntions bagin when the actis eompistad,_and imgly a full file folder fe.q. jast documant + 2 vears], since dstruction is normally performad By file folder.

U85
tion, complaints, ciaims, public records act reguests, audits and/or investigations suspsnd normal retention periods {rateniion resumes after settlernent or compietion].
Public Works Equipment History Files Dlsposal of Department Preference; GC
/ Operations PW-008 Equipment + Mag, Ppr §34090
P (See Fleet for Vehicles) 2 years
Department Preference (test
Ma results for hazardous waste
Public Works PW-009 Hazardous Waste Manifests / p Mifr g!D s Yes: After generators are required for 3
{ Operations Certificates of Disposal P ; QC & OD years); 40 CFR 262.40, 8 CCR
P 3204(d)(1)(A), 22 CCR
66262.40
3 Operations & Maintenance Manuals | Life of Facility Department Preference; GC
Lead Dept | PW-010 | oo M Manuals) or Equipment Mag, Ppr §34090 et. seq.
Public Works .
/ Operations PW-011 Playground Inspections 2 years Ppr GC §34090
Pre-Trip Inspections / DOT Program
/ CHP Inspections / Vehicle Safety
L ‘ WA ) . . ;
ead Dept PW-012 Checks / Daily Vehicle Inspections / 2 years Ppr GC §34090; 3 CCR 1234(3)
Daily Equipment Checks
Department Preference
: . , (required for 3 years); GC
Lead Dept. PW-013 Underground Service Alerts (USA's) 3 years Mag, Ppr §§4216.2(d) & 4216.3(d),
34090
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Ver. 2.0 RECORDS RETENTION SCHEDULE: PUBLIC WORKS / OPERATIONS Page PW/OPS-5

c;::fsrzf Retention No.é Records Description Retention / Disposition Comments / Reference

Destroy

Inactive Image: Paper

i i i i = rt
(OFR) .ACtIYe | (Records Vital? | Me'dla I=lmpo after
(in office) | Options | M=Mfr

Center) S=Scan imaged &

: QC'd?

i the record is not listed here, refer to the Retsntion for Sitv-Wide Standards

ntions begin when the act is sompisied, and imply a full file foider {e.2. last documen! + 2 ysars), since destruction is normally perfarmad by file folder.

Fscy)

x,ﬁ’éémﬁ claims, public records act requests, audits and/or Invgstizations suspend normal retention parinds {retention resumes after seltlement or compistion i

Department Preference; If a
motor carrier, required for 18

ths after vehicle is sold;
Vehicle & Equipment History Files Disposal of months a enic

. . CHP requires life of vehicle;
Pudlic Works| oy 914 , » Vehicle or Mag, Ppr OSHA requires 1 year; 8 CCR
{ Operations Maintenance, Smog Certificates, Equipment + § 3203(b)(1); 48 CFR
Registrations 2 years 396.21(b)(1); 49 CFR 396.3(c);
CCP §337 et. seq., 3 CCR
1234(f); GC §34090
Division :
Providing Work Orders / Service Request§ o v Data is interrelated: GC
Service / PW-015 CMMS DATABASE (Computerized Indefinite ag §34090
Work Maintenance Management System)
Divis| Work Orders / Service Requests -
o ‘V'.Sé‘?” All Information Entered in CMMS = When No Preliminary drafts (the
rovi mg PW-016 Datahase Longer Mag Ppr database Is the original); GC
Service / : 340890
Work Required §
(Paper drafis)
Work Orders / Service Requests -
NOT entered in CMMS Database
Bivision (or partial information entered into : .

- Pref . CCP §§338 et
Providing PW-017 CMMS Database) Mag P City gjoerince 342 §§C ©
Service / 017 3 years e 56325 6 gcsegl'l‘OQO :

Wark (Division providing service retains §5945.6, 8

originals; Division requesting
service is considered a copy)
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Ver. 3.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES /
BUILDING & SAFETY

Page BLD-1

Office of . ... . . e
Re;:rd Retention No. Records Description Retention / Disposition Comments / Reference
| . | Destroy
- Inactive ! Image: Paper
(OFR) .Actn_le (Records Vital? | Me_dla I=import after
(in office) Options | M=Mfr
Center) i S=Scan Imaged &
- Qc'd?

if the record is not listed here, refer to the Relention for City-Wide Standards

g2in when the act is completed, and imply a full file folder (2.g. last document + 2 years), since desiruciion is normally performed by file foidsr.
g |

Depariment Preference - Data
Services / BLD-001 Building Permit Database Indefinite Yes (all) Mag is interrelated; GC §34090, H&S
Building §19850
Develop. Mag, Yes: After Statewide guidelines propose
Services / BLD-002  Building Permits / Address Files P Yes (all) | Mfr, OD, S ) permanent; GC §34090, H&S
- QC & 0D
Building Ppr §19850
Department preference;
Develop. - . When No Mag, . Preliminary drafts not retained
Services / BLD-0Q3 Svugs;ng Plans - Expired or Longer Mfr, D, S ‘geé.&A(\;tgr in the ordinary course of
Building tthdrawn Required Ppr business; CBC §104.7:
H&S§19850, GC §34090
Law does not require plans to
be filed for dwellings less than 2
Building Plans and Construction M stor!es, garagesf& ms/ranche
BLD-gp4 | DOSuments - Finalled - SINGLE P Y uioD, s YeS Ater i besring walls lese.
FAMILY RESIDENTIAL - SFR and ‘ es ;‘pr ' acs o> 2y5,, cRe reqﬁres 150
APPURTENANCES days from completion date;
CBC 104.7 & 107.5,
H&S§19850, GC §34090
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Ver. 3.0 RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page BLD-2
BUILDING & SAFETY

ORngrzf Retention No. Records Description Retention / Disposition Comments / Reference
‘ . . Destroy
- Inactive Image: Paper
(OFR) .Actl\_le (Records Vital? Me.dla I=lmport after
(in office) Options | M=Mfr
Center) S=Secan Imaged &
~ Qc'd?

if the record is not isted here, refer to the Retention for City-Wide Standards

Hetentions degin when ths act is compisted. and imply a full fiie folder fe.g. last document + 2 yaarsl, since dasiruciion is narmally performed by file folder.

ation. complainis, claims. public records act requesis. audits and/or invesiinalions sussend normal retention periods {refantion resumes after settlement or compistion;,

Building Plans and Construction T
Documents - Finalled - .
INDUSTRIAL, COMMERCIAL, Depariment ';relf.?re”f"ti' Law
MULTI-FAMILY DWELLINGS, requres for e e of e
Develop. PLACES OF PUBLIC Mag, , gr eroal a ,
Services / BLD-005 <ACCOMMODATION, TENANT P Yes (ail)  Mfr, OD s Yes: After common mte_rest.dwellmgs only;
Building IMPROVEMENTS ’ Plpr ! QC & OD : Statewide guidelines propose 2
years for blueprints &
] ) specifications; CBC 104.7 &
(includes commercial structural 107.5, H&S§19850, GC §34090
plans, Hazardous Materials
Questionnaire, efc.)
Develop. rC\izz:::ction Notices / Inspection When No
Services / BLD-008 ; . . Longer Mag, Ppr Preliminary Drafts; GC §34080
Building (correction notices, cgmpllance Required
orders, stop work notices, etc.)
Develop. When No Preliminary drafts not retained
Services / BLD-007 Reports: Building Activity Longer Mag, Ppr in the ordinary course of
Building Required business; GC §34090 et seq.
Develop. Reqguests & Permissions to Receive
Services / BLD-008  Copies of Plans (to and from 2 years Mag, Ppr GC §34090 et seq.
Building Architects)
Sevoc) | BLD-os |Unifom Buiing Codes  Calfoni P Mag, Ppr GC §50022.6
Building Building Codes
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Ver. 2.0

RECORDS RETENTION SCHEDULE: DEVELOPMENT SERVICES / Page STM-1
STORMWATER
%f:izzrzf Retention No. Records Description Retention / Disposition Comments / Reference

Image: Destroy

. Inactive o " Paper

(OFR) Active (Records Vital? Media él-lrfport after
(in office) Center) Optlonsé M=Mfr Imaged &

S=Scan Qc'd?

If the record is not listed here. refer to the Ratantion for City-Wide Standards

armally performed by file falider

2. claims.

the act is comalgiad, and imgly a full file folder fe.a. last document + 2 vears], since destruclion isa
.
5

nublic records act requesis, audits andfor invasligations suspead normal retention seriads {retention resumes after settlement or comalation;.

Department Preference; Some
Correspondence - Requlato Minimum 2 Yes: While correspondence from
Lead Dept. STM-001 p g v nim Active  Mag, Ppr Regulatory Agencies need to
Agencies years . .
Issues be retained for long periods of
time; GC §34090
o ) Department Preference;
Dev_elop. NPDES Momto_rmg‘ In_spectlons, Minimurm 3 Monitoring records required for
Services / STM-002 Audits, Corrective Actions, Mag, Ppr - 40 CFR 8§122.21
Stormwater Violations - Stormwater years 3 years, §§122.21,
122.41; CCP §337 et seq.
Develop Department Preference;
. ) ) o ed f
Services/  STM-003  NPDES Permits - Stormwater Superseded ves: Untilly g, por onitoring recores redued for
Stormwater + 3 years Expiration 3 years; 40 CFR §§122.21,
122.41;, CCP §337 et seq.
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Accoun.s Payable
To Be Paid Proof List

Invoice Number Invoice Date Amount Quantity Payment Date Task Label Type PO# Close PO Line #
Account Number Description Reference
5.8 0

51.25

Faise

False

L

G

i

¢

Page 1



Invoice Number Invoice Date Amount Quantity Payment Date Task Label Type PO# Close PO Line #

Account Number Description Reference

37.43 0.00 g
33.90 0.00 False ¢
424.04 0.00 False g
480 0.00 False ¢
12.04 0.00 False &
20695 0.00 False (4

Calpers Supplemental Inco

Report Total:

9:28 AMDY Page 2

AP-To Be Paid Pro



Ver. 2.0

RECORDS RETENTION SCHEDULE: PUBLIC WORKS / RISK MANAGEMENT

Page PW/RM1

Offi f !
Relzjrz Retention No.. Records Description Retention / Disposition Comments / Reference
: ! . | Destroy
Inactive Image: Paper
(OFR) .ACt'Ye (Records Vital? Me-dla =lmport | e
(in office) Options | M=Mfr
Center) . §=Scan Imaged &
; 5T QC'd?
¥ the record is not listed here, refer to the Retention for City-Wide Standards

=atentions segin when the act is somplsted. and imply a full file folder {e.g. last document + 2 yesrsl, since destruction is normally performad by file folder.
o

Litigation, complaints, claims, public records act requests, audits and/or investigations suspend normal retention periods (retention resumes after setflement or completion).

Public Works | /-ﬁ\gﬁdBeStCReports {/ Incident Reports |
{ Risk RM-001 2 years Ppr GC §34090
Manage. Where a Claim is Not Filed
| Department Preference;
Final Yes: Until Covers various statute of
RM-002 Claims (Liability Claims) Resolution + i Resé!ution Mag, Ppr limitations; CCP §§ 337 et
5 years seq.; GC §§ 911.2, 9456,
l 340890, 34090.6; PC §832.5
Pub!ic WOFKS Insurance Pol?cy Appl_ications/ l Yes: Until Mag. Yes: After Department preference; GC
/ Risk RM-003 Insurance Policies (City-owned P . Mfr, OD, S/
- Separation QC & OD {§34080
Manage. Policies) Ppr
Department Preference,
Fully Yes: Until Qoyer§ various statute of
City Attorney RM-004 Lawsuits / Litigation Resolved + 5 Resé!ution Mag, Ppr limitations; CCP §§ 337 et
years seq.; GC §§ 911.2, 9456,
34080, 34090.6; PC §832.5
Public Works When No Department Preference (the
/ Risk RM-005 Loss Runs Longer Mag Ppr Claims Management System is
Manage. Required i the original); GC §34090
Public Works Department preference (Meets
/ Risk RM-006 Safety Inspections 5 years Ppr OSHA requirements); GC
Manage. l §34090
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LEMON GROVE (CITY COUNCIL

AGENDA ITEM SUMMARY
Item No. 1. ’
Mtg. Date _ June 2, 2015
Dept. City Manager's Office

Item Title: Memorandum of Understanding with Lemon Grove Firefighters Association,
Local 2728 of the International Association of Firefighters

Staff Contact: Graham Mitchell, City Manager

Recommendation:

‘?,Adopt a resolution (Attachment B) approving the Memorandum of Understanding between
the City and Lemon Grove Firefighters Association, Local 2728 of the International |
Association of Firefighters. |

Item Summary:

The current labor Memorandum of Understanding (MOU) between the City and Lemon Grove
Firefighters Association, Local 2728 of the International Association of Firefighters (Local 2728)
expires on June 30, 2015. The City Council appointed Graham Mitchell and Corinne: Russell to
represent the City in negotiating terms of a new MOU.

Staff has completed negotiations and presents a resolution (Attachment B) approving a three-year
MOU (included as an exhibit to the resolution) for City Council consideration. The staff report
(Attachment A) provides an analysis of the MOU. - :

Fiscal Impact:

In Fiscal Year 2015-16, the City will experience an increase of approximately 2 percent ($42,200)
in total labor costs with the approval of the MOU. |

Environmental Review:
[X] Not subject to review ] Negative Declaration

[] Categorical Exemption, Section | 1 Mitigated Negative Declaration

Public Information:

X None ] Newsletter article 1 Notice to property owners within 300 ft.
[ Notice published in local newspaper 1 Neighborhood meeting
Attachments:

A. Staff Report
B. Resolution (MOU is included as Exhibit 1)



Attachment A

LEMON GROVE CITY COUNCIL |
STAFF REPORT
Item No. 1.E

Mtg. Date _June 2, 2015

Item Title: Memorandum of Understanding with the Lemon Grove Firefighters
Association, Local 2728 of the International Association of Firefighters |

Staff Contact: Graham Mitchell, City Manager

Discussion:

The purpose of this agenda item is to present a resolution and Memorandum of Understanding
(MOU) between the City and Lemon Grove Firefighters Association, Local 2728 of the
International Association of Firefighters (Local 2728). The MOU serves as a labor agreement
between both parties. The staff report includes background information and a summary of
negotiated changes to the previous MOU.

On September 3, 2013, the City and Local 2728 entered into a two-year labor MOU. On April 7,
2015, the City Council designated City Manager Graham Mitchell and Human Resources
Analyst Corinne Russell to represent the City in order to negotiate a new MOU. The City and
Local 2720 representatives have been negotiating terms of a revised agreement and are
prepared to present a document for City Council consideration.

The following describes significant changes to the previous MOU:

Battalion Chief (Article 1.1) — to mirror language as the other Heartland cities (El Cajon and La
Mesa) fire MOUSs, Article 1.1 includes any employees holding the office of Battalion Chief as a
represented employee of the MOU.

Term (Article 3) — the MOU is for a three-year term, expiring on June 30, 2018.

Shift Bidding (Article 6) — the MOU reflects modified language related to how fire personnel bid
for shift assignments. The modified language mirrors language found in fire labor MOUs with
the cities of El Cajon and La Mesa.

Employee Salaries (Article 7) — the MOU reflects the following cost of living adjustments: 2
percent commencing July 1, 2015, 2 percent commencing July 1, 2016, and 2.25 percent
commencing July 1, 2017. :

Emergency Incident Compensation (Article 45) — in order to receive full reimbursement from the
State when sending staff to State-declared emergencies, it is necessary to include State-
mandated language in the MOU.

All other sections remain the same as the previous MOU.

Conclusion:

Staff recommends that the City Council consider a resolution (Attachment B) approving the
three-year MOU (included as Exhibit 1 to the attached resolution). |



Attachment B

RESOLUTION NO. 2015-

RESOLUTION OF THE LEMON GROVE CITY COUNCIL APPROVING A MEMORANDUM OF
UNDERSTANDING BETWEEN THE CITY AND LEMON GROVE FIREFIGHTERS '
ASSOCIATION, LOCAL 2728 OF THE INTERNATIONAL ASSOCIATION OF FIREFIGHTERS,

WHEREAS, a Memorandum of Understanding (MOU), defining wages, benefits and
working conditions, between the City and Lemon Grove Firefighters Association, Local 2728 of
the International Association of Firefighters (Local 2728) became retroactively effective on June
30, 2013; and

WHEREAS, the term of the 2013 MOU is set to expire on June 30, 2015; and

WHEREAS, the City Council authorized the City Manager to lead a negotiation team to
negotiate a new MOU with Local 2728; and

WHEREAS, the City’s negotiation team and representatives from Local 2728 have
completed negotiations and have developed a MOU for consideration; and

WHEREAS, the members of Local 2728 have approved the negotiated MOU; and

WHEREAS, the City Council has considered the proposed MOU and has determined
that its approval is in the best interest of the City.

NOW, THEREFORE, BE IT RESOLVED that the (City Council of the City of Lemon
Grove, California hereby:

1. Approves the attached Memorandum of Understanding with Lemon Grove
Firefighters Association, Local 2728 of the International Association of Firefighters
(Exhibit 1); and

2. Authorizes the City Manager to execute said Memorandum of Understanding.
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MEMORANDUM OF UNDERSTANDING
BETWEEN THE
CITY OF LEMON GROVE
AND THE
LEMON GROVE FIREFIGHTERS ASSOCIATION, LOCAL 2728 OF THE
INTERNATIONAL ASSOCATION OF FIREFIGHTERS

2015-2018

This Memorandum of Understanding (‘Agreement”) between the City of Lemon Grove
(hereinafter “City”), and the Lemon Grove Firefighters Association, Local 2728 of the
International Association of Firefighters (hereinafter “Local 2728"), sets forth the full and
entire understanding of the parties regarding the City’s fire services and other matters
set forth herein. Prior or existing understanding or agreements by parties, whether
formal or informal, regarding any such matters are hereby superseded or terminated in

their entirety.
PREAMBLE

This Agreement is entered into pursuant to Government Code §§ 3500-3510 and has
been jointly prepared by the duly appointed representatives of the City and Local 2728.
It is the purpose of this Agreement to achieve and maintain harmonious relations
between the City and Local 2728 to provide for equitable and peaceful adjustment of
differences that may arise and to establish proper standards of wages, hours, and other

conditions of employment.

The parties have met and conferred in good faith regarding wages, hours, and other
terms and conditions of employment of the employees represented by Local 2728, have
freely exchanged information, opinions, and proposals, and have endeavored to reach
agreement on all matters relating to employment conditions and employee/City relations

of such employees.
ARTICLE 1 - RECOGNITION

1.1 The City recognizes Local 2728 as the “meet and confer’ representative for
represented public safety employees of the City involved in fire suppression.

This Agreement shall be applicable to the Battalion Chief, Captain, Engineer, and



Firefighter/Paramedic classifications. This Agreement shall not apply to any
other classifications within the City including any substitute or temporary

employees.

ARTICLE 2 - MANAGEMENT RIGHTS

2.1

The City, on its own behalf and on behalf of the electors of the City, hereby
retains and reserves unto itself, without limitations, all powers, rights, authority,
duties and responsibilities conferred upon and vested in it by federal, state and
local laws and ordinances, the Constitution of the State of California, and the
Constitution of the United States, including, but without limitation, the rights:

A. To determine and administer City policies, procedures, rules and

regulations.

B. Subject to the provisions of the law, to hire all employees, to determine
their qualifications and the conditions of their layoff, dismissal or demotion,

and to promote and to transfer all employees.

C. To determine the number and kinds of personnel necessary for the

efficient operation of the City and to direct their activities.
To determine staffing patterns and work schedules.

To determine City programs.

To build, move, or modify City facilities.

To develop and administer the City budget.

I & m m ©

To determine the methods of raising revenue.

To take action on any matter in the event of an emergency.
J. To determine the need for technology and equipment upgrades.

K. To delegate to the City Manager, Fire Chief, and other legally appointed
officers, the operation of the City, its properties and facilities, including but
not limited to innovative and experimental uses of the City’s facilities and

experimental and pilot investigation of new fire science programs.



2.2

2.3

Employees may be assigned City-owned vehicles, lockers, desks, cabinets and
cases for the mutual convenience of the City and its personnel. All personnel are
admonished that the retention of personal items in such vehicles, containers or
facilities is at the risk of the employee and the City will not be responsible for any
losses other than as specified in Article 20 (Reimbursement for Lost, Stolen or
Damaged Property). Vehicles, containers or facilities in which equipment is
stored shall be subject to entry by the City. A employee shall not have his or her
locker or other space for storage that may be assigned to him or her searched
except in his or her presence, or with his or her consent, or unless a valid search
warrant has been obtained and unless he or she has been notified that a search
will be conducted. This section shall apply only to lockers or other space for
storage that are owned or leased by the City. It shall be the policy of the City to
conduct searches in the presence of two City officers and the employee. If
requested by the employee, the search must also be conducted in the presence

of one Local 2728 representative.

The exercise of the foregoing powers, rights, authority, duties and responsibilities
by the City, the adoption of policies, rules and regulations, and practice in the
furtherance thereof, and the use of judgment and. discretion in connection
therewith, shall be limited only by the specific and express terms of this
Agreement and then only to the extent such specific and express terms are in

conformance with federal and state law.

ARTICLE 3 - TERM OF AGREEMENT

3.1

This Memorandum of Understanding shall be effective as of 0001 hours on July
1, 2015, and shall remain in effect until 2359 hours on June 30, 2018. All
financial terms of this contract shall remain in place unless agreed upon by both
parties. On or about March 15 of each year, either party may choose to re-open
the MOU in order to meet and confer on any non-financial items by notifying the

other party in writing.



ARTICLE 4 - RULES AND REGULATIONS

4.1

Local 2728 agrees that all of its members shall comply with all City policies,
procedures, rules and regulations, including those relating to conduct and work
performance. Unless specifically modified or superseded by this Agreement, all
employees covered hereunder shall be subject to the rules established in the
Lemon Grove Personnel Policies Manual (Manual) under Resolution No. 3085,
as amended. Local 2728 also agrees to comply with the provisions of Chapter
2.32 (City-Employee Relations) of the Lemon Grove Municipal Code, which is

incorporated herein by reference as amended.

ARTICLE 5 - HOURS OF EMPLOYMENT

5.1

5.2

The average workweek computed over a one-year period shall be 56 hours. The
schedule shall consist of a system of three platoons, 4's and 6’s (based on a 24-
day work cycle). The work cycle is established as follows:

Four shifts (24 hours on, 24 hours off)

Four consecutive days off

Four shifts (24 hours on, 24 hours off)

Six consecutive days off
Personnel may be assigned to a temporary, modified workweek to accomplish

needed work for the City. The terms and conditions of assignment to such

workweek shall be mutually agreed upon between the local and management.

ARTICLE 6 — SHIFT BIDDING

6.1

To accommodate staffing in the fire department, the department uses a “bid”
system process. This system allows employees to bid for a station assignment
for the upcoming year. On or around January 1, every other year, all employees
shall be allowed to bid for shift assignments based on seniority in rank. Any
changes will be effective on or around February 1 of the same year. In the event
that openings occur in between bid cycles, they will be filled in a similar fashion

based on seniority.

The following guidelines are used in the annual bid system process:
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. In years ending in an even number, the bid will be department wide with

members allowed to move from shift to shift. In years ending with an odd
number, the bid will be shift wide with members allowed to move within their shift

only.

. The Deputy Fire Chief or his designee will conduct the bid each year.

. Captains will be allowed to select first based on seniority within the rank, with the

senior Captain selecting first. All Captain will select a station prior to Engineers.

. Engineers will be allowed to select next based on seniority within the rank, with

the senior Engineer selecting first. All Engineers will select a station prior to

Firefighters.

. Firefighter will be allowed to select next based on seniority with the rank, with the

senior Firefighters selecting first.

. New hires or promotions will be placed by management regardless of date,

month or year.

. The Fire Chief reserves the right to make changes in station assignments, or

place personnel to meet the needs of the department at anytime.

ARTICLE 7 - EMPLOYEE SALARIES

71

On or about July 1, 2015, all covered members under this MOU shall receive a 2
percent cost of living allowance. The FY 2015-16 salaries are referenced on the
City’s Salary and Classification Summary. On or about July 1, 2016 all covered
members under this MOU shall receive a 2 percent cost of living allowance, and

then a 2.25 percent cost of living allowance on or about July 1, 2017.

ARTICLE 8 — OVERTIME COMPENSATION

8.1

8.2

The City shall comply with the Fair Labor Standards Act (FLSA) as amended and

as it applies to the fire service.

FLSA - Under the Fair Labor Standards Act, generally, an employer must pay an
employee overtime for hours worked in excess of 40 hours per week. This

overtime pay is one and one half (1% ) times the regular compensation rate.
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8.3

8.4

Under Section 207(k) of the FLSA, as interpreted by the Department of Labor,
employees engaged in fire protection or law enforcement activities with 28
consecutive day work periods are entitled to one and one half (1% ) times their
regular compensation rate if they work excess hours. For fire protection
employees, overtime must be paid for hours worked beyond 212 hours during the
28-day work period.

Approved leave time is considered as hours worked for the purposes of FLSA

overtime calculation.

Every full time employee covered by this Agreement shall be eligible for overtime

pay. There are three types of overtime: scheduled, voluntary and recall.

Scheduled overtime is the term used for the three hours worked each workweek

in addition to the regular 53 hours, paid at time and one half.

Voluntary overtime includes all overtime worked to fill normal positions whether a
full or partial shift. Voluntary overtime begins when the employee reports to the
work location where the position is being filled. All forcebacks to cover normal
shifts are considered voluntary. Employees reporting for voluntary overtime shall

be paid a minimum of two hours.

Recall overtime includes all overtime for which the employee is called back to
work due to an emergency. The Fire Chief or his/her designee determines what
constitutes an emergency. Recalled employees shall be paid overtime from the
time of recall, for a minimum of two hours, for each recall and hour for hour
beyond two hours. Employees on recall overtime shall be paid their current
hourly rate. Recall of off duty personnel shall, in each instance, be followed by
reports showing who reported and the time they were called to report. This
information shall be entered on the daily attendance report. (The employees’

immediate supervisor shall manage this.)

It is the intent of the City to not compensate more than one employee to fill a

normal position whether with regular or overtime pay.



8.5

8.6

Recalled employees shall be entitled to reimbursement for meals during the

emergency for which they are recalled.

Employees shall not work more than 96 consecutive hours except during
extreme emergencies as directed by the Fire Chief. Four hours is normally

considered a minimum break in duty.

ARTICLE 9 — TIME REPORTING AND USE OF LEAVE CREDITS

9.1

All hours worked and leave credits taken shall be reported in 30-minute
increments. 15 minutes or less shall not be reported. More than 15 minutes and
less than 45 minutes shall be reported as 30 minutes. More than 45 minutes

shall be reported.as one hour.

ARTICLE 10 - EXCHANGE OF SHIFTS/EARLY RELIEF

101

10.2

Exchange(s) of shift/early relief are privileges granted by the Fire Chief or his/her
designee. The Fire Chief or his/her designee may deny shift exchange(s) at the
time of request; the reason(s) for denial shall be substantiated at the time of

denial.
Shift exchanges (“trade time”) shall follow these guidelines:

A. The Company Captain may grant shift exchange requests of less than 24

hours.

B. Shift exchange requests of 24 hours or more must be approved by the
Company Captain and the Fire Chief or his/her designee and must be
submitted, in writing, at least 24 hours prior to the planned exchange of
shift.

C. All shift exchanges shall be rank for rank, inclusive of acting positions.

D. Shift exchanges that would require a firefighter to work in excess of 72

consecutive hours shall be denied.
E. All exchanges shall be completed within 12 months of the initial exchange.

F. The responsibility to cover an assigned work shift remains with the

employee assigned to such shift.

7



Approved shift exchanges shall be considered a normal, scheduled work
assignment. If for any reason a shift exchange or any portion thereof is
not worked, the employee that accepted the shift exchange for that shift
shall be charged annual leave. |If this occurs with an original shift
exchange, a payback shift exchange shall still be owed for the full amount
of hours agreed upon between the parties. All payback shift exchanges
are considered fulfilled with hours worked or charged annual leave. In the
event of an on-duty injury during a shift exchange, the City shall cover the
remaining portion of such shift. Anyone who fails to fulfill a shift exchange
(original or payback) twice in a six-month period may not be allowed to
participate in any new shift exchanges for one year after the date of such

failure.

G. Shift exchanges of more than four hours are not allowed while an

employee is working overtime.

ARTICLE 11 — MINIMUM SUPPRESSION STAFFING

11.1

The City agrees that the use of a constant minimum staffing model is more cost
effective than utilizing an overstaffing model during the term of this Memorandum
of Understanding. The City, therefore, shall utilize a constant minimum staffing
model. Minimum daily staffing for the City shall be six members of the
bargaining unit per shift. The six shift positions shall be two captains, 2
engineers, and 2 firefighter/paramedics per shift. Except in the case of an
anticipated absence of at least six months, as a result of injury, illness, military
service, jury duty, or any other similar event, the City reserves the right to use

temporary firefighters to fill the temporary vacancy.

ARTICLE 12 - FIRST RESPONDER AND PARAMEDIC TERMS AND CONDITIONS

12.1

The minimum first responder standard for all classifications covered by this
Agreement shall be EMT-DC (Emergency Medical Technician with Defibrillator
and Combitube endorsements). The City shall pay an EMT-DC incentive of 1

percent of top Firefighter/Paramedic annual salary in December of each year to



12.2

12.3

12.4

12.5

12.6

each employee currently certified as an EMT-DC, except if ineligible as provided
in 12.3.

The City shall provide on duty time and the necessary materials and instructors
for employees to maintain their EMT-DC standard once achieved. Employees
missing scheduled training must make up such training on their own time.
Employees failing City provided EMT-DC recertification shall obtain such

recertification on their own time and at their own expense.

A base annual paramedic recertification incentive of 3.3 percent of top
Firefighter/Paramedic annual salary shall be paid in December. Any employee
receiving this incentive is not eligible for the EMT/DC incentive identified in
Article 12.1.

Employees who maintain their paramedic status after reassignment or promotion

shall receive the paramedic recertification incentive listed in Article 12.3.

Those employees originally hired as Firefighters/Paramedic shall maintain their

certification as a minimum job requirement until promotion or separation.

Employees may not use City training or education reimbursement funds, referred
to in Section 21.1, for the costs associated with EMT or paramedic recertification

course, training or testing.

ARTICLE 13 — ACTING POSITIONS

13.1

13.2

Those acting in positions of a different rank shall comply with the regulations and
orders of the position in which they are acting and shall be required to have
knowledge of and be responsible and accountable for the proper execution of the
duties of such rank. They shall be accorded all authority and privileges of the

office in which they are acting, and shall be obeyed and respected accordingly.

Employees of a higher rank may voluntarily work in a position of lower rank (i.e.,
an Engineer working in a Firefighter/Paramedic position) only after the overtime
list has been exhausted and prior to any forcebacks. Overtime voluntarily
worked in a lower rank shall not prejudice the employee’s position on the

overtime list for their rank.



13.3

13.4

Employees being trained for another position shall not be compensated for the
position for which they are being trained as long as the position is presently filied.
The intent of this Article is to prevent two or more employees from being

compensated for the same position at the same time.

Vacancies occurring on a planned or daily basis will normally be filled rank for
rank from the voluntary overtime list. This would include any vacation or short-
term sick leave or leave of absence. This does not preclude the ability of the City
to fill long-term vacancies occurring due to sick leave, leave of absence or other
circumstances with move up or qualified acting personnel. Long-term vacancies

are normally defined as eight shifts or longer.

The City may use other methods of filling vacancies if it has knowledge that the
vacancy will exist for eight shifts or longer. If no one from the vacant rank is
signed up for voluntary overtime, then others of higher rank shall be offered the

overtime prior to any forceback.

If no employee, on or off duty, of equivalent rank or certified to act in the vacant
position is available, the Fire Chief or his/her designee shall appoint the
employee he/she feels most qualified to fill the vacant position until an equivalent

or certified employee is available.

ARTICLE 1 — LIMITED DUTY

1.1

1.2

Personnel on sick leave due to an off-duty injury or a non-contagious iliness, and
with the written consent of their physician, may, at the discretion of the Fire

Chief, be allowed to return to work in a limited duty status.

Limited duty may include any one or more of the following or within the City
operations, but shall not include emergency duties:

A Clerical duties,

Station maintenance,

Hydrant maintenance,

Department runner (parts, supplies, mail delivery, etc.),

m o O B

Drafting,
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1.3

1.4

1.5

1.6

1.7

1.8

1.9

1.10

F. Fire prevention duties,
G. Installation and checking of smoke detectors,

H. Other duties that may appropriately fall within limited duty status.

Limited duty is available at the discretion of the City and is contingent upon a

need existing for both the City and the employee.

The existing needs of the City and the utilization of an eligible employee’s special
skills shall be a determining factor in the assignment of limited duty. Limited duty
assignments may include assignments to duties in other City departments where
the employee’s special skills may be utilized. If more than one employee is on
sick leave and limited duty is available, the alternating of personnel may be
required. Other factors being equal, the employee with the longest sick leave

should receive first consideration.

Limited duty shall not extend beyond 30 calendar days, unless reviewed and
approved for extension by the Fire Chief in the same manner as the original

request.

The granting of limited duty is with the understanding that the employee’s injury
or iliness is of a temporary or nonpermanent nature only and the employee shall

be expected to be able to return to full duty when physically able.

Return to full duty can only be accomplished by obtaining written clearance from
the physician treating the employee. The employee shall, as soon as possible,

notify the City regarding his/her medical status.

Personnel on limited duty shall continue to accrue annual and sick leave based

on the prevailing workweek for that employee’s full duty status.

Suppression personnel assigned to limited duty will be assigned to a 40-hour
duty week and will not be eligible for time and one-half (1%2) compensation until

they exceed 40 hours per week.

The formula for converting a 56-hour workweek to a 40-hour workweek and back
to a 56-hour workweek for sick leave and annual leave is (with all calculations
rounded to the nearest one half hour):
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1.1

Total hours divided by 56 times 40 equal total hours on 8-hour day (subtract
time)

Total hours divided by 40 times 56 equal total hours on 24-hour day (add time)

Employees on leave due to an on-duty injury may be brought back on limited
duty as soon as allowed by the treating physician. This may extend beyond the
30-day limit stated in Article 14.5.

ARTICLE 1- PERSONAL EXPOSURE RECORD

The City shall fund the cost of The California Professional Fire Fighters Personal

Exposure Record for each employee covered by this agreement.

ARTICLE 1 - INSURANCE BENEFITS

16.1

16.2

16.3

16.4

16.5

During the term of this Agreement, the City agrees to provide each employee
with health coverage pursuant to the Plans currently offered. City shall
contribute $150.00 per month towards the cost of health insurance coverage for

the employee.
Employee must participate in one of two dental insurance plans.

The City contributes $750.00 per month towards a flexible benefits package. The
employee may contribute this amount plus any of his/her own funds towards any
of the offered pre-tax benefits. The employee will receive up to $250.00 in cash if
any of the $750.00 remains following selection of benefits. Certain premiums
may be paid with pre-tax dollars. Two types of Flexible Spending Accounts are
offered: Medical Expense Reimbursement and Dependent Care Reimbursement

accounts.

The City will directly pay a separate health insurance benefit to all current and
future retirees that are or have been employed by the City as of July 1, 2010.
The separate health insurance benefit, which will be paid on a six-month basis,
will be in the amount of $200.00.

The City shall provide a $10,000.00 Whole Life Insurance Policy to each covered
employee.
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16.6 Each covered employee hired after April 1, 1986 shall contribute 1.45 percent of
salary for Medicare coverage. City shall contribute 1.45 percent of the salary of

each covered employee for Medicare coverage.

16.7 If employees affirmatively elect, through a union-wide vote, to establish a Retiree
Savings Accounts, City shall administer said program through payroll deductions

on behalf of the employees.
ARTICLE 17 - RETIREMENT BENEFITS

17.1 The retirement benefits for the employees covered by this Agreement are as
specified in the contract with the Public Employees’ Retirement System (PERS).
Said contract shall form part of, and be subject to all provisions of this

Agreement.

17.2  If hired on or before December, 31, 2012, the employee shall pay the employee’s

9 percent share of the retirement contribution.

17.3 The retirement benefit for employees hired on or before December 31, 2012 shall
be based on a 3%@55 retirement formula and shall include:

) Final Compensation - 1 Year

. Sick Leave Credit

. Military Service Credit

. 1959 Survivor Benefit, Fourth Level

° EPMC Conversion

17.4 Retirement benefits of employees hired on or after January 1, 2013 shall be
regulated through the Public Employees’ Pension Reform Act (PEPRA).
CALPERS will determined if a new employee is a “classic member” (due to

reciprocity) or a “new member.”

17.5 PEPRA regulations shall be determined by CALPERS. As of July 1, 2013, "new

members” shall have benefits which include:

. 2.7%@57 retirement formula,
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17.6

. Final compensation is the average of the last three years of employment,

) Employee is to pay an employee contribution equal to 50 percent of

“normal cost,” and

. There shall be no Employee Paid Member Contribution (EPMC) for
employees hired on or after January 1, 2013. The City shall not report any
EPMC as special compensation or compensation earnable for employees

hired on or after January 1, 2013.

Deferred compensation plans are available for employee participation through

payroll deduction.

ARTICLE 18 — UNIFORM ALLOWANCE

18.1

18.2

18.3

18.4

All protective clothing and/or protective devices required of employees in the
performance of their duties shall be furnished and maintained by the City, without
cost to the employees, in accordance with State law and CAL-OSHA regulations.
All footwear with the exception of turnout boots are not considered protective
devices for the purposes of this article although such footwear shall still meet any

applicable safety standards.

Suppression personnel shall be reimbursed a sum no greater than $1,000
annually as a uniform allowance for the purchase, alteration, maintenance, and
replacement of the Class “B” (work) uniform; dry cleaning and replacement of the

Class “A” (dress) uniform, and all footwear.

The City shall reimburse employee for eligible uniform purchases with proof of

receipt or shall pay pre-established vendors with a purchase order.

The City shall provide a Class “A” uniform to each employee upon completion of
the Fire Specialist requirements. Maintenance and repair of the Class “A”

uniform shall be in accordance with Article 18.5.

18.5 The minimum amounts of uniform items in good repair maintained by each

employee shall be established by City policy. Management, to ensure

compliance with developed policy, shall conduct periodic inspections.
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ARTICLE 19 ~ REIMBURSEMENT FOR LOST, STOLEN OR DAMAGED PERSONAL

19.1

19.2

19.3

19.4

PROPERTY

Replacement of personal property lost, stolen, or damaged while on duty shall be
compensated at full replacement value. These items would include eyeglasses,
hearing aids, wristwatches damaged or destroyed (in a manner other than
normal wear and tear), and items of personal property authorized to be in the
station that are stolen while the on-duty employee is out of quarters. Required
uniform items damaged on emergency incidents shall be replaced on a prorated

basis.

Lost, stolen or damaged items must be verified by a Captain or the Fire Chief or
his/her designee during the shift the alleged loss, theft or damage occurred.

Items lost, stolen or damaged due to negligence are not covered.

Employees are responsible for securing personal items and ensuring station

security to avoid loss or theft of personal items.

ARTICLE 20 - EDUCATION AWARD

20.1

20.2

20.3

Employees hired on or before December 31, 2013 are eligible for an education
award who have achieved Fire Specialist rating (3 years of service), on or before
December 1st of the year in which the award is given. Payment shall be made in
a lump sum during the first pay period in December each year. The employee
must present proof of degree completion to the HR Analyst prior to November 18t

to be eligible for that year.

Those employees referred to in Section 20.1, that have earned AA/AS shall
receive 1 percent of top Firefighter/Paramedic annual salary. Those employees
referred to in Section 20.1 that have earned a BA/BS or higher shall receive 2
percent of top Firefighter/Paramedic annual salary. The education award shall

be paid in December of each year.

Employees hired on or after July 1, 2013, after completing their probation period,

shall receive a one-time education award of $1,500.00 for possessing or earning
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a AA/S and $3,000.00 for possessing or earning a BA/S. The employee must
present proof of degree completion to the HR Analyst

ARTICLE 21- EDUCATIONAL REIMBURSEMENT

21.1

21.2

213

The City shall provide $1,000.00 for educational reimbursement for each

employee according to the following schedule and requirements.

Courses specifically related to enhancing the employee’s knowledge or skill in
Fire Fighting or Fire Science shall be eligible for reimbursement under this policy.
The California Fire Instructors Workshop or similar conferences are eligible for
reimbursement. Costs covered by this article include but are not limited to the
following: tuition or registration fees, books, and reasonable travel expenses
including lodging, travel and meals.

Classes or seminars available on a local basis must be taken locally to qualify for
reimbursement. Reimbursement for attendance in these classes must be pre-
approved by the Fire Chief or his/her designee. Any dispute may be handled
through the grievance process.

ARTICLE 22 - HOLIDAYS AND MODIFIED WORK SCHEDULES

221

22.2

22.3

Holidays recognized by the City are as follows:

1. New Year's Day 8. Thanksgiving Day

2. Martin Luther King Jr. Day 9. Day after Thanksgiving
3. Presidents’ Day 10.  Christmas Eve — %2 day
4, Memorial Day 11.  Christmas Day

5. Independence Day 12. New Year's Eve — % day
6. Labor Day 13.  Floating Holiday

7. Veterans’ Day

Modified work schedules shall be observed on all Sundays and Department

Holidays.

Modified work schedule is defined as the completion of daily equipment check
and physical fitness. Any reporting requirement necessitated by emergency

activities shall be fulfilled. No other mandatory work requirements are normally
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224

22.5

scheduled during these days. Employees are encouraged to use this time for

personal training or other constructive purposes.

The Duty Chief or Station Captain may suspend the modified work schedule
privilege due to unexpected or urgent Department needs. If such suspension
occurs, every effort shall be made to grant a modified work schedule day to those
employees affected by such suspension within a reasonable time following the

suspension of the modified work schedule.

The Fire Chief may order a modified work schedule day whenever he/she deems

it appropriate.

22.6 The department may conduct one multi-company drill per quarter per shift on

22.7

Sunday without necessitation a rescheduling of the modified work schedule day.
Modified work schedules shall be observed in the station on the following

recognized legal holidays (not the day before or after):

1. New Year's Day January 1

2. Martin Luther King Jr. Day the third Monday in January
3. Presidents’ Day the third Monday in February
4. Memorial Day the last Monday in May

5. Independence Day July 4

6. Labor Day the first Monday in September
7. Veterans’ Day November 11

8. Thanksgiving Day the fourth Thursday in November
9. Day after Thanksgiving the fourth Friday in November
10.  Christmas Eve (%2 day) December 24

11.  Christmas Day December 25

12.  New Year's Eve (2 day) December 31

No later than the second pay period in January of each year, each suppression
employee shall be compensated at straight time for 6 holidays (144 hours) as
compensation for holidays worked during the previous calendar year (January

through December).This time will be put in their leave bank as holiday hours.
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22.8 Suppression employees with less than five years of employment with the City

may use holiday leave throughout the year at a 1:1 ratio up to three shifts. After
three shifts have been used, the remainder of the holiday hours can be used at a
1:1.5 ratio, if needed. At the end of each calendar year, suppression employees
with less than five years of employment will have the option to cash out the
remaining hours or in lieu of cash compensation, elect to convert three holidays
to three days of annual leave at a 1:1 ratio. Suppression employees with more
than five years of employment with the City may use the holiday leave
throughout the year at a 1:1.5 ratio. At the end of each calendar year,
suppression employees with more than five years employment will have the
option to cash out any remaining hours or in lieu of cash compensation, elect to
convert the holiday hours (144) to annual leave at the ratio of one hour of annual
leave for each one and one-half (1:1.5) hours of holiday time (maximum 96 hours

credited to annual leave).

ARTICLE 23 - ANNUAL LEAVE

23.1

232

Annual Leave Earn Rates:

YEAR 56-HOUR EMPLOYEES
1-5 11.00 hours per month
6-10 15.00 hours per month
11-15 20.00 hours per month
16-20 22.00 hours per month
21+ 24.00 hours per month

Employees begin earning the higher rate during the pay period in which his/her
anniversary date falls (i.e., five years and one day = 14 hours per month earn
rate).

All annual leave is to be charged on an hour-for-hour basis to the nearest half
hour consistent with Article 9. No employee may accumulate more annual leave

hours than he/she would earn in a two-year period. Forty (40) hour employees

18



may not take more than four weeks off at any one time on their first choice of

annual leave.

ARTICLE 24 - ILLNESS/INJURY WHILE ON ANNUAL LEAVE

241

Employees who are on authorized vacation and become ill or otherwise disabled
through an accident may make a request to the Fire Chief to charge such
sickness or disablement to credited sick leave, provided a physician’s statement

is presented to the Fire Chief.

ARTICLE 25 - SICK LEAVE

25.1

25.2

253

254

25.5

Employees working a 56-hour duty week earn twenty (20) hours of sick leave per

month.

Sick leave is to be charged at the rate of hour for hour at the nearest half hour

consistent with Article 9.

Safety employees covered by Labor Code section 4850 shall not be allowed to

use sick leave for on-duty injuries.

In the event that an employee uses sick leave for more than three consecutive
shifts, the City may require a health care providers’ confirmation prior to any

additional sick leave usage.

For those employees who have sick leave hours transferred from the San Miguel
Consolidated Fire Protection District, those hours are locked for use, except in
the event the employee has used all available sick leave earned as an employee
of the City.

ARTICLE 26 - FAMILY CARE LEAVE

26.1

It is the policy of the City to grant 56-hour employees up to two cycles (eight
shifts) and 40-hour employees up to three weeks of his/her sick leave per
occurrence for providing required care to a family member who is ill or injured
and unable to care for him/herself. The employee shall provide a physician’s
substantiation of the family member’s illness or injury if so requested by his/her

supervisor.
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26.2

26.3

For the purposes of this Article, “family member” is defined as the employee’s
spouse, child, brother, sister, parent, parent-in-law, grandparent, grandchild or
any person who is significant to the employee and is living in the same

household.

The City shall periodically review its policy regarding Family Care Leave to
ensure conformance with all current state and federal laws that apply and shall
provide amended verbiage for this Article if necessary to comply with such state

or federal law.

ARTICLE 27 - SICK LEAVE UPON RETIREMENT OR SEPARATION

271

Upon retirement or separation (having worked for the City for a period of not less
than five years), employees shall be paid for one-half of their accumutated sick
leave hours. Pay shall be based upon vested amounts at the employee’s pay
rate at the time the hours were earned (using the final pay rate each fiscal year

for all time earned in that fiscal year).

27.2 Upon retirement or separation, employees who have had sick leave hours

27.3

transferred to the City from the San Miguel Consolidated Fire Protection District,
shall be paid for one-third of the hours at the hourly rate of pay earned the last
day of employment with the District.

Upon retirement, employees have the option to apply accumulated sick leave

time toward retirement service credit on an hour-for-hour basis.
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ARTICLE 28 - BEREAVEMENT LEAVE

28.1

28.2

28.3

In addition to annual and sick leave, employees shall be granted three
consecutive working shifts leave with pay within a two-week period of a death of
a family member (a maximum of 72 hours for 56-hour personnel, and 24 hours
for 40-hour personnel). Additional leave is allowed, provided the employee uses
his/her available annual or sick leave. Employees learning of the death of a
family member while on duty shall, in addition, be given the remainder of that
shift off.

For the purposes of this Article, “family member” is defined as the employee’s
spouse, child, brother, sister, parent, parent-in-law, grandparent, grandchild or
any person who is significant to the employee and is living in the same

household.

Employees may use available sick or annual leave credits for time off due to the

death of other family members not listed in Article 28.2.

ARTICLE 29 - EMERGENCY TIME OFF

29.1

Any emergency time off, not qualifying under the “Sick Leave,” “Family Care
Leave,” or “Bereavement Leave” provisions, shall be charged against the

employee’s available annual leave.

ARTICLE 30 — LEAVE FOR JURY DUTY AND SUBPOENAED WITNESS SERVICE

30.1

30.2

The City cooperates fully with local, state and federal courts in allowing
employees to serve on juries without any financial loss. Any regular or
probationary full-time employee who is required to serve as a juror, or who is
subpoenaed as a witness in any court in a cause related to City matters, shall be
entitled to a leave of absence with pay while performing services as a juror or as

a witness.

Employees who are called for jury duty will receive full compensation according
to Article 30.1 above, for that period of absence, provided they furnish verification

of jury service to the Finance Department.

21



30.3

30.4

In the event that the absence of an employee from work would cause a hardship
on the City, the City may petition the Jury Commissioner to excuse the employee
from jury duty. ‘

To insure proper shift coverage, an employee who receives a notice of jury duty
shall, within 24 hours of receipt of notice, notify and present the notice to the Fire
Chief or his/her designee.

ARTICLE 31 - LEAVE FOR MILITARY SERVICE

31.1

31.2

31.3

An employee requesting a leave of absence to meet military requirements shall
be granted such leave without pay, together with reemployment rights as
provided by federal and state laws in effect at the time.

An employee who wishes to voluntarily incur military obligation involving one or
more periods of active duty must obtain prior approval of the City Manager.

(Such voluntary military service shall be without pay.)

An employee, who wishes to voluntarily serve in the Military Reserve, National
Guard, etc., shall be required to provide for his/her own time off. It shall not be
the City’s responsibility to provide time off, time off with pay, or standby overtime
coverage for the employee. If the employee wishes, a leave of absence may be

requested pursuant to Article 34.

ARTICLE 32 - MATERNITY LEAVE

32.1

32.2

An employee who becomes pregnant must notify her immediate supervisor of the
pregnancy and the approximate date of delivery or such earlier date as she

expects to begin a leave of absence.

An employee, who is disabled from performing her duties because of pregnancy,
childbirth, or related medical conditions, may have a leave of absence without
pay for the period of such disability not to exceed a total of four months. The
employee may use any accrued paid leave, such as annual or sick leave, before

beginning an unpaid leave.

The four-month period of pregnancy disability leave of absence is a cumulative

period, including all absences caused by the pregnancy. Within a reasonable
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32.3

time after delivery (usually six to eight weeks) the City may require an employee
on pregnancy disability leave to provide her health care provider's statement of
her fitness to return to work, ongoing disability, or work restrictions, if any.
Before returning to work, the employee must provide her health care provider's
statement of her fitness for duty.

A pregnant employee who wishes to continue working, but has work limitations
resulting from the pregnancy, shall provide the City with a statement from her
health care provider indicating all work limitations or restrictions. The City will
make a reasonable effort to provide the employee with work that meets the
limitations but, if no such work is available, the employee will be eligible to begin
her pregnancy disability leave of absence. See Article 14 (Limited Duty) for

additional information.

ARTICLE 33 — CATASTROPHIC LEAVE BANK

33.1

33.2

33.3

The City Manager may authorize the establishment of a catastrophic leave bank
to benefit an employee stricken with a debilitating disease or illness, who has
exhausted his/her own leave time, and who is not eligible for long term disability
benefits. A donor employee may authorize the use of up to 25 percent of his/her

accrued annual or sick leave by the catastrophic leave bank.

The catastrophic leave bank shall function until the leave time is no longer
needed by the employee, the employee is eligible for long-term disability

benefits, or the donated hours are exhausted.

The Finance Department will convert the donated time to its value, and reduce
the donor employee’s leave balance during the payroll process. If an individual
employee’s donated value exceeds the amount needed by the catastrophic leave

bank, the donor employee’s leave balance will not be reduced by the excess.

ARTICLE 34 — UNPAID LEAVE OF ABSENCE

34.1

On occasion, it may be necessary for an employee to be absent from work for an
extended period. A leave of absence for a limited period is permitted depending

on the reasons and circumstances prompting such request. A leave of absence
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must be supported by valid reasons and approved by the City. Such leave shall

be without pay.

A

An employee desiring a leave of absence must present a written request
to his/her immediate supervisor. The written request must contain the
anticipated length of the absence with dates and circumstances prompting

such a request.

The immediate supervisor will forward the request to the Fire Chief, who

shall review and act upon the request considering the following factors:

1. The purpose for which the leave is requested.
2. The length of time the employee will be away.
3. The effect the leave will have on the ability of the Division to carry

out its responsibilities.
4, The employee’s position and length of service.

To be valid, a leave of absence must be confirmed in writing. An
approved leave of absence will not be extended beyond the date of the

initial written request without further written approval.

An employee who has been granted a leave of absence shall give two
weeks notice of intent to return to work and the City shall be under no
obligation to reemploy him/her before the expiration of the approved return
to work date. Failure to notify the City two weeks in advance may result in

a delay of reinstatement of up to two weeks.

A leave of absence for up to 30 calendar days may be approved by the
Fire Chief. A leave of absence over 30 calendar days must be approved

by the City Manager.
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ARTICLE 35 — EFFECT OF UNPAID LEAVE OF ABSENCE ON EMPLOYEE

35.1

35.2

35.3

354

BENEFITS

Time spent on unpaid leave of absence, except a mandatory military leave of
absence, will not be counted as time employed or in determining an employee’s

eligibility for benefits that accrue based on length of employment.

An employee on unpaid leave of absence for one full pay period or longer, which
includes the first day of a month is not entitled to the flexible benefit allowance.
The City will pay the health insurance benefit only for the first month following the
start of the leave of absence, providing the employee prepay the balance of the

premium.

An employee on unpaid leave of absence may have his/her health and dental
benefits continue, providing the employee prepay monthly in full the amount of

premium necessary to maintain such benefits.

While on unpaid leave of absence, an employee shall not accrue or be paid for

any holiday, annual or sick leave that he/she may have otherwise accumulated.

ARTICLE 36 — REINSTATEMENT TO POSITION FOLLOWING UNPAID LEAVE OF

36.1

36.2

ABSENCE

The City will make every effort to reinstate an employee to the same position
he/she previously occupied or to a similar position following an unpaid leave of

absence.

If the City cannot guarantee that the same or a similar position will be
immediately available at the time an employee desires to return to work, the

employee shall be notified in advance of taking an unpaid leave of absence.

All personnel on an unpaid leave of absence of over 60 calendar days must have
a routine physical examination, at his/her expense, prior to returning to work.
Such employees must produce a signed copy of the Physician’s Release of lll or

Injured Worker.
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ARTICLE 37 - EMPLOYEE ACCESS TO PERSONNEL RECORDS

37.1 A employee shall not have any comment adverse to his or her interest entered in

his or her personnel file, or any other file used for any personnel purposes by his

or her City, without the employee having first read and signed the instrument

containing the adverse comment indicating he or she is aware of the comment.

However, the entry may be made if after reading the instrument the employee

refuses to sign it. That fact shall be noted on that document, and signed or

initialed by the employee.

37.2 A employee shall have 30 days within which to file a written response to any

adverse comment entered in his or her personnel file. The written response shall

be attached to, and shall accompany, the adverse commient.

37.3 Personnel Files shall be available to a employee under the following conditions:

A

The City shall, at reasonable times and at reasonable intervals, upon the
request of an employee, during usual business hours, with no loss of
compensation to the employee, permit that employee to inspect personnel
files that are used or have been used to determine that employee's
qualifications for employment, promotion, additional compensation, or

termination or other disciplinary action.

The City shall keep each employee's personnel file or a true and correct
copy thereof, and shall make the file or copy thereof available within a

reasonable period of time after a request by the employee.

If, after examination of the employee's personnel file, the employee
believes that any portion of the material is mistakenly or unlawfully placed
in the file, the employee may request, in writing, that the mistaken or
unlawful portion be corrected or deleted. Any request made pursuant to
this subdivision shall include a statement by the employee describing the
corrections or deletions from the personnel file requested and the reasons
supporting those corrections or deletions. A statement submitted pursuant

to this subdivision shall become part of the personnel file of the employee.
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37.4

37.5

D.  Within 30 calendar days of receipt of a request made pursuant to
subdivision (c), the City shall either grant the employee's request or notify
the officer of the decision to refuse to grant the request. If the City refuses
to grant the request, in whole or in part, the City shall state in writing the
reasons for refusing the request, and that written statement shall become

part of the personnel file of the employee.

It shall be understood that all such materials shall be available for use in
promotional considerations; however, no material shall be considered after three

years from the date of occurrence.

In addition to all adverse action documents placed in an employee’s file, all
corrective measures taken to assist. An employee with rehabilitation and/or to
improve poor job performance shall be documented and placed in the
employee’s personnel file. It is the intent of this measure to show an employee’s
effort to correct any unacceptable job performance and/or behavior problems. It
is the employee’s responsibility to provide documentation of corrective measures

taken outside of City direction or knowledge.

ARTICLE 38 — GRIEVANCE PROCEDURE

38.1

38.2.

Applicability of Article. To the extent that the Firefighters Procedural Bill of
Rights Act (Government Code Section 3250 et. seq., as amended, “FPBORA") is
applicable to the imposition of discipline of covered firefighters under this
agreement, the remaining sections of this Article shall be applicable to the
imposition of discipline. As to all other matters, Resolution Number 1723 shall be
applicable to grievances and discipline not covered by the Firefighters
Procedural Bill of Rights. Nothing herein is intended to limit the rights afforded to
employees under FPBORA. An employee is not required to utilize and/or
exhaust the grievance process when seeking to exercise the rights and
protections afforded by FPBORA.

Definitions applicable to Article 38. For purposes of this Article, the following
definitions apply:
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38.3

"Firefighter" means any firefighter employed by a public agency, including,
but not limited to, any firefighter who is a paramedic or emergency
medical technician, irrespective of rank. Sections 38.2 — 38.6, inclusive,
do not apply to any employee unless they have successfully completed
the probationary period established by his or her City as a condition of
employment. If the City has decided to initiate a formal investigation of an
employee who has not completed his or her initial probationary period, the
probationary employee shall be considered a “firefighter”, of the purposes
of this Article and this Article shall apply to the conduct of the formal
investigation. No provision of this Article shall be applicable to review
procedures normally associated with an employee’s initial probationary

period.

"Punitive action" means any action that may lead to dismissal, demotion,
suspension, reduction in salary, written reprimand, or transfer for

purposes of punishment.

Investigation Procedures. When any firefighter is under investigation and

subjected to interrogation by his or her commanding officer, or any other member

designated by the City, that could lead to punitive action, the interrogation shall

be conducted under the following conditions:

A.

The interrogation shall be conducted at a reasonable hour, at a time when
the firefighter is on duty, unless an imminent threat to the safety of the
public requires otherwise. If the interrogation does occur during off-duty
time of the firefighter being interrogated, the firefighter shall be
compensated for any off-duty time in accordance with regular department
procedures sand the provisions of this MOU. The firefighter's
compensation shall not be reduced as a result of any work missed while

being interrogated.

The firefighter under investigation shall be informed, prior to the
interrogation, of the rank, name, and command of the officer or other

person in charge of the interrogation, the interrogating officer, and all other
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persons to be present during the interrogation. All questions directed to
the firefighter under interrogation shall be asked by and through no more

than two interrogators at one time.

The firefighter under investigation shall be informed of the nature of the

investigation prior to any interrogation.

The interrogating session shall be for a reasonable period taking into
consideration the gravity and complexity of the issue being investigated.
The person under interrogation shall be allowed reasonable breaks to

attend to his or her own personal physical necessities.

1 The firefighter under interrogation shall not be subjected to
offensive language or threatened with punitive action. A promise of
reward shall not be made as an inducement to answering any
question. The City shall provide to, and obtain from, an employee a
formal grant of immunity from criminal prosecution, in writing,
before the employee may be compelled to respond to incriminating
questions in an interrogation. Subject to that grant of immunity, a
firefighter refusing to respond to questions or submit to
interrogations shall be informed that the failure to answer questions
directly related to the investigation or interrogation may result in

punitive action.

(2) The City shall not cause the firefighter under interrogation to be
subjected to visits by the press or news media without his or her
express written consent free of duress, and the firefighter's
photograph, home address, telephone number, or other contact
information shall not be given to the press or news media without

his or her express written consent.

A statement made during interrogation by a firefighter under duress,
coercion, or threat of punitive action shall not be admissible in any

subsequent judicial proceeding, subject to the following qualifications:
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(1) This subdivision shall not limit the use of statements otherwise
made by a firefighter when the employing fire department is
seeking civil service sanctions against any firefighter, including
disciplinary action brought under California Government Code
Section 19572.

(2) This subdivision shall not prevent the admissibility of statements
otherwise made by the firefighter under interrogation in any civil
action, including administrative actions, brought by that firefighter,
or that firefighter's exclusive representative, arising out of a

disciplinary action.

The complete interrogation of a firefighter may be recorded. If a recording
is made of the interrogation, the firefighter shall have access to the
recording if any further proceedings are contemplated or prior to any
further interrogation at a subsequent time. The firefighter shall be entitled
to a transcribed copy of any notes made by a stenographer or to any
reports or complaints made by investigators or other persons, except
those portions that are otherwise required by law to be kept confidential.
Notes or reports that are deemed to be confidential shall not be entered in
the firefighter's personnel file. The firefighter being interrogated shall have
the right to bring his or her own recording device and record any and all

aspects of the interrogation.

If, prior to or during the interrogation of a firefighter, it is contemplated by
the City that he or she may be charged with a criminal offense, he or she

shall be immediately informed of his or her constitutional rights.

Upon the filing of a formal written statement of charges, or whenever an
interrogation focuses on matters that may result in punitive action against
any firefighter, that firefighter, at his or her request, shall have the right to
be represented by a representative of his or her choice who may be
present at all times during the interrogation. The representative shall not

be a person subject to the same investigation. The representative shall not
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be required to disclose, or be subject to any punitive action for refusing to
disclose, any information received from the firefighter under investigation
for noncriminal matters. This section shall not be construed to apply to
counseling, instruction, or informal verbal admonishment by, or other

routine or unplanned contact with, a supervisor or any other firefighter.

A firefighter shall not be loaned or temporarily reassigned to a location or
duty assignment if a firefighter in his or her department would not normally
be sent to that location or would not normally be given that duty

assignment under similar circumstances.

38.4 Punitive Action — Procedures.

A

A firefighter shall not be subjected to punitive action, or denied promotion,
or be threatened with that treatment, because of the lawful exercise of the
rights granted under this Article, FPBORA, or the exercise of any rights

under any existing administrative grievance procedure.

Punitive action or denial of promotion on grounds other than merit shall
not be undertaken by the City against any firefighter who has successfully
completed the probationary period without providing the firefighter with an

opportunity for administrative appeal.

Punitive action or denial of promotion on grounds other than merit shall
not be undertaken for any act, omission, or other allegation of misconduct
if the investigation of the allegation is not completed within one year of
discovery by the City. This one-year limitation period shall apply only if the
discovery of the act, omission, or other misconduct occurred on or after
January 1, 2008. If the employing department or licensing or certifying
agency determines that discipline may be taken, it shall complete its
investigation and notify the firefighter of its proposed disciplinary action

within that year, except in any of the following circumstances:
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1. If the firefighter voluntarily waives the one-year time period in
writing, the time period shall be tolled for the period of time

specified in the written waiver.

2. If the act, omission, or other allegation of misconduct is also the
subject of a criminal investigation or criminal prosecution, the time
during which the criminal investigation or criminal prosecution is

pending shall toll the one-year time period.

3. If the investigation is a multijurisdictional investigation that requires

a reasonable extension for coordination of the involved agencies.

4. f the investigation involves an employee who is incapacitated or

otherwise unavailable.

5. If the investigation involves a matter in civil litigation where the
firefighter is named as a party defendant, the one-year time period

shall be tolled while that civil action is pending.

6. If the investigation involves a matter in criminal litigation in which
the complainant is a criminal defendant, the one-year time period
shall be tolled during the period of that defendant's criminal

investigation and prosecution.

7. If the investigation involves an allegation of workers' compensation
fraud on the part of the firefighter.

If a predisciplinary response or grievance procedure is required or utilized,
the time for that response or procedure shall not be governed or limited by

this provision.

If, after investigation and any predisciplinary response or procedure, the
City decides to impose discipline, that agency shall notify the firefighter in
writing of its decision to impose discipline within 30 days of its decision,

but not less than 48 hours prior to imposing the discipline.

32



38.5

38.6

38.7

G. Notwithstanding the one-year time period specified in subdivision (d), an

investigation may be reopened against a firefighter if both of the following

circumstances exist:

1. Significant new evidence has been discovered that is likely to affect

the outcome of the investigation.
2. One of the following conditions exists:

a) The evidence could not reasonably have been discovered in the
normal course of investigation without resorting to extraordinary

measures by the agency.

b) The evidence resulted from the firefighter's predisciplinary

response or procedure.

Administrative Appeal Rights. An administrative appeal instituted by a firefighter
under this Article or the FPBORA shall be conducted in conformance with rules
and procedures adopted by the employing department or licensing or certifying
agency that are in accordance with California Government Code Section 11500
et. seq. (Chapter 5 of Part 1 of Division 3 of Title 2).

Performance of Official Duties. The rights and protections described in this
chapter shall only apply to a firefighter during events and circumstances involving

the performance of his or her official duties.

Except as set forth above, Resolution 1723 shall set forth the Grievance
Procedure. This, or subsequent revisions, shall be applicable to all covered

employees subject to this Memorandum of Understanding.

ARTICLE 39 — UNION BUSINESS

39.1

39.2

Employees, on a voluntary basis, may donate hours of annual leave, to provide

time for their officers to conduct Local 2728 business.

Employees shall notify the Finance Department in writing of the amount of hours
to be donated to the Local 2728 time bank. Once donated, all time remains in

the bank. The City shall convert all hours donated into a monetary amount equal
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39.3

to the donating employee’s hourly rate times the hours donated. The monetary
amount necessary to cover the absence of a Local 2728 officer using the Local
2728 time bank would then be subtracted from the time bank as the time is
approved and used. Only officers of the Local 2728, upon written request
approved by the Local 2728 president and one other Local 2728 officer could

draw time from this bank.

The Finance Director shall be responsible to maintain the Local 2728 time bank.
The Local 2728 president shall notify the Finance Director regarding use of the
Local 2728 time bank by any Local 2728 officer.

ARTICLE 40 - DISCRIMINATION

40.1

40.2

The City of Lemon Grove and the Lemon Grove Firefighters’ Local 2728 shall not

discriminate against any employee per Lemon Grove Personnel Policies Manual.

The City and Local 2728 shall reopen any provision of this Agreement for
complying with any final order of a federal or state agency or court of competent
jurisdiction requiring a modification or change in any provision or provisions of

this Agreement in compliance with state or federal anti-discrimination laws.

ARTICLE 41 — PROVISIONS OF LAW

41.1

41.2

This Agreement is subject to all current and future applicable federal, state, and
local laws and regulations of the City. if any part or provision of this Agreement
is in conflict or inconsistent with such applicable federal, state, or local laws and
regulations, or is otherwise held to be invalid or unenforceable by any tribunal of
competent jurisdiction such a part or provision shall be suspended and
superseded by such applicable law or regulation, and the remainder of the

Agreement shall not be affected thereby.

If any Article, part or provision of this Agreement will operate to withhold or
prohibit the receipt of any state or federal funds, such Article, part or provision
shall be suspended to the extent that the Article, part or provision operates to

withhold or prohibit the receipt of such funds. In such instance, the City and
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41.3

Local 2728 will immediately meet and confer to discuss alternative proposals

submitted by either party.

Should either the federal or state government or both, enact any mandatory
wage and/or benefit freeze which would void, suspend or alter any part or
provision of this Agreement, the City and Local 2728 agree that at such time as
the provision of the wage and/or benefit freeze is lifted, the affected provision of
this Agreement shall be restored as originally agreed upon, retroactively to the
date of suspension or alteration insofar as allowable by law. Alternatively, should
the parties mutually agree, they may jointly elect to renegotiate any provision
voided, suspended or aitered by such wage and/or benefit freeze.

ARTICLE 42 — RENEGOTIATION

42.1

42.2

In the event Local 2728 desires to meet and confer in good faith on the
provisions of a successor Agreement, it shall serve upon the City its written
request to commence meeting and conferring in good faith for such successor
Agreement. Negotiations shall begin at a time mutually agreeable to the parties.

The City and Local 2728 agree to open negotiations for the next contract on or
about March 1, 2018.

ARTICLE 43 — IMPASSE PROCEDURES

43.1

43.2

Either party may initiate impasse procedures pursuant to Lemon Grove Municipal
Code section 2.32.130.

Nothing in this Article shall prohibit a more expeditious resolution of the impasse

if such resolution is mutually agreed by both of the parties.

ARTICLE 44 — LODGING DURING EMERGENCY INCIDENTS

44 1

Whenever an employee is assigned to an out-of-the-City emergency incident for
more than 24 hours and remains assigned to the incident, a motel room shall be
provided for rest periods by the responsible agency whenever logistically feasible

and provided for others assigned to that incident.
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ARTICLE 45 - EMERGENCY INCIDENT COMPENSATION

45.1

45.2

Suppression staff covered under this MOU shall be compensated at 1.5 times at
the regular rate of hours in excess of the normal work schedule when assigned
to support emergency incidents. Compensatory time shall include the entire time
of commitment, beginning at the time of initial dispatch from home base to the
time of return to home base upon completion of assignment.

Battalion Chiefs and/or other staff on a scheduled 40-hour work week shall be
compensated at 1.5 times at the regular rate of hours in excess of the normal
work schedule when assigned to support emergency incidents. Compensatory
time shall include the entire time of commitment, beginning at the time of initial
dispatch from home base to the time of return to home base upon completion of

assignment.

IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be duly
executed by their authorized officers thereof on this — day of June, 2015.

CITY OF LEMON GROVE LEMON GROVE FIREFIGHTERS
ASSOCIATION
Graham Mitchell, City Manager Chris Wilson, President
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LEMON GROVE CITY COUNCIL
AGENDA ITEM SUMMARY

Item No. 1.F
Mtg. Date _ June 2, 2015
Dept. City Manager’s Office

Item Title: Job Descriptions Related to the Fiscal Year 2015-2016 Budget
Staff Contact: Corinne Russell, Human Resources Analyst

Recommendation:

Adopt a resolution (Attachment B) approving two new job descriptions and a job description
update that were presented as part of the budget on May 19, 2015.

~

Item Summary:

On May 19, 2015, staff presented the draft FY 2015-16 budget, which included two new job
descriptions (Assistant Planner and Human Resources Manager) and a job description update
(Administrative/Accounting Assistant). Staff has prepared a resolution (Attachment A) approving
these two new job descriptions and the job description update. Attached to the resolution are the
job description details.

Fiscal Impact:

None.

Environmental Review:

Not subject to review [ ] Negative Declaration
[] Categorical Exemption, Section [] Mitigated Negative Declaration

Public Information:

X None [] Newsletter article [] Notice to property owners within 300 ft.
[ 1 Notice published in local newspaper [] Neighborhood meeting
Attachments:

A. Resolution

B. Assistant Planner Job Description

C. Human Resources Manager Job Description

D. Administrative/Accounting Assistant Job Description



Attachment A

RESOLUTION NO. 2015-

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF LEMON GROVE, CALIFORNIA
APPROVING ASSISTANT PLANNER, HUMAN RESOURCES MANAGER, AND
ADMINISTRATIVE/ACCOUNTING ASSISTANT JOB DESCRIPTIONS

WHEREAS, on May 19, 2015, the City Council was presented with the draft FY 2015-
2016 Budget; and

WHEREAS, said Budget included the addition of two new position titles: Assistant
Planner and Human Resources Manager; and

WHEREAS, said Budget included the update of one job description:
Administrative/Accounting Assistant; and

WHEREAS, the City Council finds it in the public interest to approve the two new job
descriptions for Assistant Planner and Human Resources Manager and the update for
Administrative/Accounting Assistant position.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Lemon
Grove, California hereby:

1. Approves the attached Assistant Planner job description (Attachment B); and

2. Approves the attached Human Resources Manager job description (Attachment C);
and

3. Approves the attached update for Administrative/Accounting Assistant job description
(Attachment D).

.3-



Attachment B

CITY OF LEMON GROVE

Class Title: Assistant Planner
Department: Development Services

GENERAL PURPOSE

Perform a variety of administrative, technical and professional work in any and all planning
programs of the city related to development of land and implementation of city land use policies
and procedures.

SUPERVISION RECEIVED AND RESPONSIBILITIES

This position works under the general supervision of the Development Services Director and
under immediate direct supervision of the Senior or Principal Planner.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Develops and assists with the development of planning studies and reports in support of
new and updated plans, programs and regulations

Conducts environmental analysis pursuant to the California Environmental Quality Act
(CEQA) and the National Environmental Policy Act (NEPA)

Reviews or assists in the review of simple to moderately difficult development proposals and
site plans for conformance with codes, plans, and regulations

Prepares and presents or aids in the preparation or presentation of detailed reports on
development proposals to government bodies

Collects a variety of statistical data and prepare reports and maps on topics such as census
information, land use, tax base data, business history and occupancy rates

Evaluates or assists in the evaluation of rezoning projects or zone amendments, ordinance
amendments, site plans, use permits, variances and other proposals

Acts as liaison between community groups, government agencies, developers and elected
officials in developing neighborhood plans

Coordinates community review of public and private development projects
Provides information to the public regarding development regulations
Assists in resolving citizen and customer issues

Oversees the work of consultants and interns

Conducts field evaluations and assessments

Organizes records and files for existing and new projects and programs

Attends substantial number of evening and weekend meetings

EDUCATION AND EXPERIENCE

Any combination of education, training and experience that clearly demonstrates possession of
the knowledge and abilities needed to perform the typical duties listed above. A typical way to
obtain the knowledge and abilities would be:
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Equivalent to a Bachelors degree from an accredited college or university with a major
course work in land-use planning, urban planning, landscape architecture or a related field;
and

One year of planning experience, preferably within a local government environment.

LICENSES AND CERTIFICATION

Possession of a valid Class C California driver's license, or ability to obtain one.

AICP Certification or progress toward AICP Certification is desirable
NECESSARY KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge of:

Principles and practices of planning

Land development processes and techniques
Principles and practices of research and data collection
Effective writing and presentation techniques

Statistical, algebraic, or geometric knowledge and ability to apply such knowledge in
practical situations

Willingness to learn computer hardware and software programs, which include Microsoft
Programs (Word, Outiook, Excel, PowerPoint), permitting software, Internet applications,
graphic programs and GIS.

Ability to:

Communicate rules and procedures clearly to the public
Problem-solve to gather relevant information to solve vaguely defined practical problems

Review plans and apply provisions of the ordinances and codes to determine compliance
with such regulations and to apply regulations to field conditions

Create graphic illustrations or designs, development strategies, and render site plans via
sketches and/or computer graphics

Prepare memorandums, correspondence, reports, notices and presentation materials.
Work on several projects or issues simultaneously

Work independently or in a team environment as needed

Attend to details while keeping big-picture goals in mind

Learn new computer systems

Research and interpret Federal, State and local laws, programs, and policies

Collaborate effectively and courteously with the public and colleagues on a variety of tasks

TOOLS AND EQUIPMENT USED

Personal computer, including word processing, spreadsheet and database software including
Office 2000, office telephone, digital camera, microfiche, television, video cassette recorder, 10-
key calculator, facsimile, copier, and postage machine.
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PHYSICAL DEMANDS AND WORK ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential job functions.

Physical Demands

Requires frequent lifting, pulling, and/or pushing objects that are 20 pounds. Required to
work at a computer for prolonged periods while generating reports and documents.
Frequently required to sit, stand, reach, lean, twist, turn, bend and kneel, use hands to
finger, handle, grasp, feel or operate objects, sit for prolonged periods of time. Hear and
speak to contractors, the general public and City staff on the telephone and in person.
Read documents, plans, specifications, reports, contracts, correspondence, memoranda,
and other records. Requires vision (which may be corrected) to read small print often
found on construction blueprints and other documents. Operate a multitude of office
equipment. Some outdoor work is required in the inspection of various land use
developments and constructions sites.

Work Environment

o Office environment that can be fast paced; and
) Travel from site to site; use of personal vehicle may be required.

) Some outside exposure which can be wet, hot and/humid conditions or airborne
particles.

GUIDELINES

The duties listed above are intended only as illustrations of the various types of work that may
be performed. The list may not include all required duties. The omission of specific duties does
not exclude them from the position if the work is similar, related, or a logical assignment to the
position.

The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and
requirements of the job change.

Approved by Lemon Grove City Council:



Attachment C

City of Lemon Grove

Class Title: Human Resources Manager
Department: City Manager/Finance

Under general supervision, perform responsible personnel and financial work, including
recruitment, examining, selection, labor negotiations, classification, wage and salary
administration, employee inductions, administration of employee benefits, training and
employer-employee relations, payroll and related functions. To provide information and
assistance to City Employees and the general public regarding human resources activities,
processes, policies and procedures.

SUPERVISION RECEIVED AND EXERCISED
This position receives direction from the City Manager and Finance Director.

May exercise direct supervision over clerical staff in Finance or City Manager's Department.
ESSENTIAL DUTIES AND RESPONSIBILITIES
e Plan recruitments with direction from Department Directors

e Administers Affordable Care Act requirements
e Maintains Workers Compensation files and acts as City’s liaison between TPA

e Composes, reviews and determines distribution of examination announcements and related
recruiting strategies;

e Constructs and revises written tests, performance tests, patterned orals, assessment centers;
and other selection instruments;

e Analyzes test results to determine item validity and reliability, difficulty level and pass points;

e Prepares written reports and correspondence, job announcements and recruiting publicity;
prepares new hire offer letters and pre-employment materials;

e Plans, coordinates, and conducts employee orientation and exit interviews.

e Receive, verify and process employee payroll transactions; coordinate the City's leave
administration program; coordinate the annual sick leave conversions and vacation
conversion programs;

¢ Coordinate and administer the day-to-day activity of the City’s group benefits and retirement
programs; conduct annual open enroliment; may conduct presentations regarding benefits
and retirement programs;

e Ensure compliance with COBRA and HIPAA regulations, and State and Federal laws;
e Coordinate and monitor City-wide performance evaluation notification

¢ Maintain employee information and records requiring confidentiality;

e Conduct and respond to salary, benefit and classification surveys and keep IEDA

e Maintain database with all Fire and Public Works credentials, certificates and training
e Schedule and track mandatory ICS course for key staff

e Assists administrators of operating departments in the solution of personnel problems;



Attachment C

» Coordinate and serve as primary point of contact for City-wide medical examinations, including
new employee medical examinations, DMV and DOT examinations, and physicals.

e Maintains liaison with departments and other agencies;
e Conducts special projects, investigations not limited to but including disciplinary cases;

 Assist in employee-employer labor negotiations with various bargaining units, conduct a variety
of surveys to gather and compile information for negotiation purposes

¢ Determines needs and coordinates general employee training;
e Responsible for the salaries and benefits portion of the budget

e Consult with and advise City staff on policies, procedures and employee relations; provide
guidance and assistant on personnel issues;

e Conduct research, analyze data, and prepare written and statistical reports and
recommendations for a variety of human resource issues and topics; make oral presentations
as required; update and revise written directive, rules, and regulations and various handbooks
as appropriate.

e Respond to public inquiries in a courteous manner; provide information with the area of
assighment, resolve complaints in an efficient and timely manner.

o Perform general clerical duties including typing, mailing, filing, copying, and maintaining
personnel records; and

e Perform related work as required.
EDUCATION AND EXPERIENCE

Any combination equivalent to the education and experience that would likely provide the
required knowledge and abilities is qualifying. A typical way to obtain the knowledge and
abilities would be:

e Human Resource Management Certificate or degree in related field; and

e Five years of increasingly responsible human resource experience, preferably in a
governmental or municipal setting.

LICENSES OR CERTIFICATION
Possession of a valid Class C California driver’s license
KNOWLEDGE OF:

e Public sector human resources policies, practices, and wage and salary administration

e Basic understanding of employee classification, compensation and benefits, recruitment,
selection, training, and labor relations;

e Principles and procedures of personnel record keeping and reporting;

e Principles and practices of computer-based automated payroll systems;

e Principles and practices of human resource administration;

» Federal, State and local legislation and regulations related to human resource operations
e Modern office procedures, methods and equipment, including computer equipment; and
¢ Microsoft Office programs, including Word, Excel, and Outlook.

8-
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ABILITY TO:
e Perform detailed and accurate work;
e Communicate clearly and concisely, both orally and in writing;

e Produce professional presentations, research/analytic studies, correspondence and other
forms of communication;

¢ Establish and maintain effective working relationships with staff and the public;

o Utilize personal computer, 10-key calculator, and other miscellaneous office machines;
e Exercise good judgment and prioritize daily functions; and

¢ Maintain confidentiality regarding personnel issues.

TOOLS AND EQUIPMENT USED

Basic office equipment, including office telephone, personal computer, printer, 10-key calculator,
facsimile, copier, and postage machine.

PHYSICAL DEMANDS

The conditions herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential job functions.

Requires frequent lifting, pulling, and/or pushing objects that are 20 pounds. Required to work at
a computer for prolonged periods of time generating reports and documents. Frequently
required to sit, stand, reach, lean, twist, turn, bend and kneel, use hands to finger, handle,
grasp, feel or operate objects, sit for prolonged periods of time. Hear and speak to vendors, the
general public and City staff on the telephone and in person. Read documents, specifications,
reports, contracts, correspondence, memoranda, and other records. Requires vision (which may
be corrected) to read small print often found on documents. Operate a multitude of office
equipment.

WORK ENVIRONMENT

e Generally quiet office environment that can be fast paced; and

e May require minor travel with use of personal vehicle.
GUIDELINES

The duties listed above are intended only as illustrations of the various types of work that may
be performed. The list may not include all required duties. The omission of specific duties does
not exclude them from the position if the work is similar, related, or a logical assignment to the
position.

The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and
requirements of the job change.

Approved by Lemon Grove City Council:

-9-



Attachment D

CITY OF LEMON GROVE

Class Title: ~ Administrative/Accounting Assistant
Department: Finance

GENERAL PURPOSE

Under general supervision, perform a variety of routine and complex administrative work in
keeping official records, providing administrative support to the Finance Director and perform
responsible financial clerical work in the keeping and/or processing of financial records,
maintain the City’'s website and providing IT assistance as support for the Finance Department.

SUPERVISION RECEIVED AND EXERCISED

This position receives direction from the Finance Director and the Accounting Analyst.
ESSENTIAL DUTIES AND RESPONSIBILITIES

¢ Respond professionally and efficiently to public inquiries by phone and in person;

e Perform responsible activities of the Finance Department including general accounting,
purchasing, fixed asset management, budget analysis, and grant accounting;

¢ Respond to inquiries regarding Accounts Payable, Accounts Receivable and citations;
e Provide responsible staff assistance to the Finance Director and Accounting Analyst;
e Prepare a variety of financial reports;

¢ Maintain fixed asset records;

e Process departmental requisitions;

e Perform general clerical duties including typing, mailing, filing, copying, and maintaining
records;

¢ Maintain the City’'s website

¢ Provide basic IT support

e Act as City’s liaison between software vendors; and
¢ Perform related work as required.

EDUCATION AND EXPERIENCE

Any combination equivalent to the education and experience that would likely provide the
required knowledge and abilities is qualifying. A typical way to obtain the knowledge and
abilities would be:

e College course work, an associate’s degree or a bachelor's degree from an accredited
college with emphasis in accounting or related field; and

e Two years of increasingly responsible clerical accounting experience, preferably in a
governmental or municipal setting.

LICENSES OR CERTIFICATION
Possession of a valid Class C California driver's license
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KNOWLEDGE OF:

e General and fund accounting procedures and terminology;

e Principles and procedures of financial record keeping and reporting;

* Principles and practices of computer-based automated accounting systems;

* Modern office procedures, methods and equipment, including computer equipment; and
¢ Microsoft Office programs, including Word, Excel, and Outlook.

¢ Website design and maintain

e Basic IT functions

ABILITY TO:

¢ Perform detailed and accurate work;

e Communicate clearly and concisely, both orally and in writing;

e Establish and maintain effective working relationships with staff and the public;

o Utilize personal computer, 10-key calculator, and other miscellaneous office machines;
e Exercise good judgment and prioritize daily functions; and

¢ Maintain confidentiality regarding personnel issues.

TOOLS AND EQUIPMENT USED

Basic office equipment, including office telephone, personal computer, printer, 10-key calculator,
facsimile, copier, and postage machine.

PHYSICAL DEMANDS

The conditions herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential job functions.

Requires frequent lifting, pulling, and/or pushing objects that are 20 pounds. Required to work at
a computer for prolonged periods of time generating reports and documents. Frequently
required to sit, stand, reach, lean, twist, turn, bend and kneel, use hands to finger, handle,
grasp, feel or operate objects, sit for prolonged periods of time. Hear and speak to vendors, the
general public and City staff on the telephone and in person. Read documents, specifications,
reports, contracts, correspondence, memoranda, and other records. Requires vision (which may
be corrected) to read small print often found on documents. Operate office equipment.

WORK ENVIRONMENT

e  Generally quiet office environment that can be fast paced; and

e May require minor travel with use of personal vehicle.
GUIDELINES

The duties listed above are intended only as illustrations of the various types of work that may
be performed. The list may not include all required duties. The omission of specific duties does
not exclude them from the position if the work is similar, related, or a logical assignment to the
position.

-12-
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The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and

requirements of the job change.

Approved by Lemon Grove City Council:

-13-



LEMON GROVE CITY COUNCIL, ROADWAY LIGHTING DISTRICT BOARD,
SANITATION DISTRICT BOARD, AND SUCCESSOR AGENCY |
AGENDA ITEM SUMMARY

Item No. 2 ‘
Mtg. Date __ June 2, 2015
Dept. City Manager's Office

Item Title: Fiscal Year 2015-2016 Consolidated Operating and Capital Budget
Staff Contact: Graham Mitchell, City Manager and Cathy Till, Finance Director

Recommendation:

1) Adopt a resolution (Attachment C) approving the Fiscal Year 2014-15 and Fiscal Year
2015-16 City of Lemon Grove Budget;

2) Adopt a resolution (Attachment D) approving the Salary Plan & Classification Summary;

3) Adopt a resolution (Attachment E) approving the FY 2015-16 Appropriations Limit;

4) Adopt a resolution (Attachment F) approving the Fiscal Year 2014-15 and Fiscal Year
2015-16 Lemon Grove Roadway Lighting District Budget;

5) Adopt a resolution (Attachment G) approving the Fiscal Year 2014-15 and Fiscal Year
2015-16 Lemon Grove Sanitation District Budget.

6) Adopt a resolution (Attachment H) approving the Fiscal Year 2015-16 Master Fee
Schedule

Item Summary:

~ Staff presents the final Fiscal Year 2014-15 (FY 2014-15) and the Fiscal Year 2015-16 (FY 2015-
16) Consolidated Budget (Attachment B) for the City of Lemon Grove, the Lemon Grove Roadway

Lighting District, and the Lemon Grove Sanitation District. The staff report addresses six

resolutions related to the adoption of the FY 2014-15 and FY 2015-16 consolidated budget.

Fiscal Impact:
The consolidated budget reflects an expenditure plan of $28.5 million in Fiscal Year 2015-16.

Environmental Review:

X Not subject to review [J Negative Declaration

[T categorical Exemption, Section | | [ Mitigated Negative Declaration

Public Information:

[J None X Newsletter article ] Notice to property owners within 300 ft.
X] Notice published in local newspaper ] Neighborhood meeting

Attachments:

A. Staff Report E. Resolution — Appropriations Limit

B. Fiscal Year 2014-15 and Fiscal Year 2015-  F. Resolution — Roadway Lighting District
16 Consolidated Operating and Capital Budget
Budget G. Resolution — Sanitation District Budget |
C. Resolution — City Budget

D. Resolution — Salary Plan & Classification
Summary

Resolution — Master Fee Schedule

T
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LEMON GROVE CITY COUNCIL, ROADWAY LIGHTING DISTRICT BOARD,
SANITATION DISTRICT BOARD, & THE SUCCESSOR AGENCY |
STAFF REPORT

Item No. 2

Mtg. Date _Uune 2, 2015
Item Title: Fiscal Year 2015-2016 Consolidated Operating and Capital Budget

Staff Contact: Graham Mitchell, City Manager and Cathy Till, Finance Director

Discussion:

On May 5 and May 19, 2015, staff presented the Fiscal Year 2015-16 (FY 2015-16) budgets for
all City funds as well as the Sanitation District and the Roadway Lighting District for feedback.
Based on feedback received, staff presents the anticipated FY 2014-15 consolidated budget as
well as the FY 2015-16 consolidated budget for approval by the City Council, the Roadway
Lighting District Board, the Sanitation District Board, and the Successor Agency. This staff
report provides a summary of each of the six resolutions presented for consideration.

During the May 5" and May 19" discussions, the City Council provided feedback regarding
paying down the PERS Unfunded Actuarial Liability (UAL), adding an Assistant Planner
position, implementing a 2 percent cost of living adjustment for miscellaneous employees,
reclassifying two positions, and adding a Streets Tech | position. The consolidated budget
reflects all of these changes.

Budget Resolutions

Staff presents a resolution (Attachment C) approving the budget for 25 funds operated by the
City, as well as resolutions (Attachments F and G) approving the budgets of the Roadway
Lighting Districts and the Sanitation District. The FY 2014-15 and FY 2015-16 consolidated
budget (Attachment B) includes anticipated revenues and projected expenditures for all of
these funds. The budget document follows a pattern similar to previous budget documents.
The budget overview, which begins on page 3 of the consolidated budget, provides a
description of the revenue and expenditures for each fund.

Salary Plan & Classification Summary

Staff presents a resolution (Attachment D) approving a Salary Plan & Classification Summary
for FY 2015-16. The Salary Plan & Classification Summary reflects the proposed positions and
pay schedules for FY 2015-16, including a cost of living adjustment of 2 percent for both fire
personnel and miscellaneous employees, as well as adding and reclassifying several positions.

Appropriations Limit

As part of considering the budget, State Constitution Article XIlI-B (Propositions 4 and 111)
requires the City Council to establish an Appropriations Limit. The limit is adjusted each year by
multiplying the previous year’s limit by a factor based on either the change in the California Per
Capita Personal Income (CPCPI) or the Non-Residential Construction Valuation by the
population change of the City. Staff presents a resolution (Attachment E) for City Council
approval that establishes the FY 2015-16 Appropriations Limit at $43,261,317. The proposed
FY 2015-16 budget is within that limit.

Roadway Lighting District Budget

The Lemon Grove Roadway Lighting District manages two funds for two separate activities.
Fund 11, the General Benefit Fund, provides funding for street light benefits throughout the
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community. Fund 12, the Local Benefit Assessment Fund, provides for enhanced lighting
benefits at the mid-block. Staff recommends that the Lemon Grove Roadway Lighting District
Board adopt the resolution (Attachment F), approving the District's budget for FY 2015-16.

Sanitation District Budget

The Lemon Grove Sanitation District manages two funds—an Operations Fund (156) and a
Reserve Fund (16). As stated in the May 19, 2015 staff report, in FY 2015-16, the District
anticipates generating $5.7 million in total revenue, and $5.2 million in operating costs. In
addition, the District anticipates spending $1.5 million on capital improvement projects and on
$20,000 equipment replacement purchases. This revenue and expenditure plan will leave a
combined balance of $12.7 million in the Sanitation District (Funds 15 and 16) at the end of the
fiscal year. Staff recommends that the Lemon Grove Sanitation District Board adopt the
resolution (Attachment G), approving the District's budget for FY 2015-16.

Successor Agency Budget

The Successor Agency budget reflects the following expenditures related to the Lemon Grove
Successor Agency:

v" Bond Debt Service — the budget reflects bond debt service payments for the 2007, 2010,
and 2014 bonds, totaling $1,752,100.

v" Administrative Fee — the budget reflects $250,000 in fees paid to the City of Lemon
Grove for staff, overhead costs, and administrative reimbursement.

v" PERS Unfunded Actuarial Liability — the budget reflects a payment of $694,400 for the
unfunded liability. This represents the Successor Agency’s share of the City’s obligation.

v’ Capital Projects from Bonds — the budget reflects an expenditure of $500,000 for the
Lemon Grove Realignment Project.

The Successor Agency’s budget approval is part of the resolution approving the City’s Budget
(Attachment C).

Master Fee Schedule

Each year, the City Council updates the City’s Master Fee Schedule as part of the budget
process. The purpose of the Master Fee Schedule is to recover direct costs for the services
provided by the City. There were no changes to the schedule this year. The full proposed
Master Fee Schedule is found as an exhibit in Attachment H.

Conclusion:

Staff recommends that the City Council adopt four resolutions:

1) resolution (Attachment C) approving the Fiscal Year 2014-15 and Fiscal Year 2015-16
City of Lemon Grove Budget,

2) resolution (Attachment D) approving the Salary Plan & Classification Summary,
3) resolution (Attachment E) approving the Fiscal Year 2015-16 Appropriations Limit, and
4) resolution (Attachment H) approving the Master Fee Schedule for Fiscal Year 2015-16.

5) resolution (Attachment 1) approving the Job Descriptions for the
Administrative/Accounting Assistant, the Human Resources Manager, and the Fire
Inspector.

Staff also recommends that the Roadway Lighting District Board adopt a resolution
(Attachment F) approving its Fiscal Year 2014-15 and FY 2015-16 budget. Finally, staff
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recommends that the Sanitation District Board adopt a resolution (Attachment G) approving its
Fiscal Year 2014-15 and Fiscal Year 2015-16 budgets.
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EXHIBIT 1

FISCAL YEAR 2015-16 CONSOLIDATED OPERATING & CAPITAL BUDGET
(INCLUDING THE SALARY PLAN & CLASSIFICATION SUMMARY)
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CITY OF LEMON GROVE,
CALIFORNIA

Fiscal Year 2015-2016
Consolidated Operating
& Capital Budget

City of Lemon Grove
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June 2, 2015

Dear Honorable Mayor and Members of the City Council:

| am pleased to present the City of Lemon Grove Consolidated Operating & Capital Budget
for Fiscal Year 2015-2016 (FY 2015-16). The consolidated budget includes budgets for the
City’s General Fund and the other 23 funds managed by the City. It also includes budgets for
the Lemon Grove Roadway Lighting District, the Lemon Grove Sanitation District, and the
Lemon Grove Successor Agency. The purpose of this letter is to introduce the FY 2015-16
consolidated budget and present themes for this year’'s budget.

FY 2015-16 Consolidated Budget Document

The FY 2015-16 budget document follows a pattern similar to budgets from previous fiscal
years. Following this transmittal letter, the budget includes a budget overview and analysis, a
description of the funds within the budget, the salary plan and classification summary, a City
organizational chart, and budget details for each fund managed by the City or related boards.
It is City staff's aim to present a budget document that is accessible to Lemon Grove
stakeholders.

FY 2015-16 Budget Themes

The City’'s General Fund, the primary budget for the general municipal services provided by
the City, continues to experience a growth in revenues in FY 2015-16. Its significant revenue
sources (sales tax, property tax, and vehicle license fees) all show positive gains over the
previous fiscal year—6.4 percent, 4.2 percent and 2.5 percent, respectively. Overall
revenue—derived from taxes, fees for services, franchise fees, fines and forfeitures, and
miscellaneous sources—are anticipated to decrease by a total of 6.1 percent over last fiscal
year, primarily due to an anticipated drop in development fees.

Projected anticipated revenues in FY 2015-16 surpass the revenues received at the height of
the housing bubble before the commencement of the Great Recession. Other non-General
Fund revenue sources are mostly constant with declines in some revenue sources, such as
Gas Tax proceeds.

With the growth in revenue, the FY 2015-16 budget enables the City to meet some of the
demands of the community that were not possible during the Great Recession. Also, the FY
2015-16 budget ensures that several critical deferred maintenance projects are completed
and that the City’'s CalPERS Unfunded Actuarial Liability is proactively addressed. The FY
2015-16 budget reflects a 4.1 percent increase in General Fund expenditures.



Conclusion

In conclusion, the FY 2015-16 budget continues to reflect fiscal constraint, similar to budgets
during and since the Great Recession. The budget provides the City the resources needed to
maintain and expand basic services and programs. City staff looks forward to serving the
residents, business owners and visitors of Lemon Grove in the upcoming year.

GMMM A= “&,O

Graham Mitchell
Clty Manager



BUDGET OVERVIEW & ANALYSIS

In Fiscal Year 2015-2016 (FY 2015-16), the total expenditure plan for the City and its related
districts is approximately $28.5 million. Of that, $19.5 million will be spent on operational
expenditures, $4.7 million on capital purchases or improvements, $2.7 million on paying down
the PERS Unfunded Actuarial Liability, and $1.8 million on debt service. The operating budget
covers the day-to-day costs of providing services, such as law enforcement, fire and
emergency services, park maintenance, recreation services, sewer services, planning and
code enforcement services, and stormwater programming.

The City uses a fund accounting system, which segregates revenues and expenditures by
specific activities. Under this standard government accounting system, the funding source
determines how the money can be spent. The General Fund is the City's primary funding
source for fire protection, law enforcement, park maintenance, recreation programming,
planning and engineering services, and general administration. Enterprise Funds are used to
separate and account for operations that are self-supporting, such as the Lemon Grove
Sanitation District. For these funds, costs are fully recovered from user charges which may
only be used to support that particular service. Special Revenue Funds are used to account
for activities paid from dedicated revenue sources with specific limitations, such as grants.

In addition to the different funds, the City operates as an independent entity, as do the Lemon
Grove Roadway Lighting District, the Lemon Grove Sanitation District, and the Successor
Agency to the former Lemon Grove Community Development Agency. However, the
Sanitation District and Roadway Lighting District rely on the City for support services, such as
operations, finance, IT, human resources, and general administration.

The City's General Fund represents $12.2 million (42.7 percent) of total FY 2015-16
expenditures, the Lemon Grove Sanitation District represents $6.8 million (23.7 percent), the
Lemon Grove Roadway Lighting District represents $328,300 (1.2 percent), and the other
funds managed by the City represent $9.2 million (32.4 percent) of the total FY 2015-16
budget.

The City groups expenditures into six categories: Salary & Benefits, Services & Supplies,
Contracted Services, Capital Projects/Purchases, Unfunded Pension Liability Payoff, and Debt
Service. The table below compares FY 2015-16 and FY 2014-15 expenditures by these
expenditure categories.

Percentof FY

Expenditure Category FY 2014-15 FY 2015-16 2015-16 Budget
Salary & Benefits $6,844,300 $7,151,000 251%
Services & Supplies 4,366,700 4,564,700 16.0%
Contracted Services 7,554,400 7,640,000 26.8%
Capital Projects/Purchases 3,242,400 4,708,100 16.5%
Unfunded Pension Liability Payoff 0 2,694,400 9.5%
Debt Service 1,748,500 1,752,100 6.1%
TOTAL $23,756,300 $28,510,300 100%




General Fund (Fund 1)

The General Fund budgets for FY 2014-15 and FY 2015-16 shows surpluses in revenue over
expenditures. This is attributed to the ongoing recovery of the economy at the national, state
and local levels. This portion of the Budget Overview & Analysis includes the following sub-
sections:

¢ General Fund Summary,

¢ Anticipated Revenues,

+ Expenditure Plan, and

¢ General Reserve Analysis.

General Fund Summary

In FY 2014-15, the General Fund is anticipated to generate a total of $12.1 in revenue and
transfers from other funds. During this same period, it anticipates expending $11.5 million for
general municipal services—creating a $600,100 surplus. The FY 2015-16 budget experiences
growth in the primary revenue sources—sales tax, property tax and vehicle license fees. The
upcoming combined revenue and transfers from other funds is expected to reach $12.2 million;
$11.9 million is budgeted for expenditures. The FY 2014-15 budget shows a surplus of
$290,000.

It is important to note that beginning with the FY 2014-15 budget, the City began allocating
personnel costs directly to the various funds operated by the City—prior to FY 2014-15,
personnel costs were paid out of the General Fund and later reimbursed by the various funds.
Hence, this shift in budgeting procedure reduces the amount of transfers from other funds to
the General Fund and reduces the total personnel allocation and costs to the General Fund.

Anticipated Revenues

The FY 2015-16 General Fund budget shows increases in the City’s three most significant
revenue sources—sales tax, property tax, and vehicle license fees (VLF). In addition to these
revenue sources, the General Fund relies on fees for services (recreation fees and permits),
fines and forfeitures, licenses, franchise fees, and miscellaneous income. The following table
identifies revenue categories as a percentage of total General Fund revenue.

Sales Tax 45.7%
Property Tax 18.8%
Vehicle License Fees 17.6%
Franchise Fees 7.9%
Recreation & Rental Fees 0.8%
Fire Department Fees 2.3%
Development Fees 2.3%
Fines 1.2%
Business Licenses 0.9%
Other/Miscellaneous 2.5%




Of the major revenue sources, sales tax revenue has experienced the most fluctuation over the
past ten years. In FY 2006-07, the City collected $4.7 million in sales tax. That dropped to a
low of $3.2 million in FY 2009-10. The FY 2015-16 budget reflects $5.4 million in sales tax—
this is an increase of approximately $324,000 over FY 2014-15, or a 6.4 percent increase.
Property tax reached a high of $2.2 million in FY 2008-09; the FY 2015-16 budget reflects a
figure of $2.2 million. This projection in property tax revenue is nearly $90,000 over FY 2014-
15, a 4.2 percent increase. Vehicle license fee revenue is budgeted to be $2.1 million,
mirroring the previous high in FY 2008-09. In FY 2015-16, overall General Fund revenues
continue to climb. This increase reflects a modest increase of 2.8 percent over FY 2014-15.

The table below shows how the City’s major revenue sources have fluctuated over the past ten
years.

Significant General Fund Revenue Sources

12,000,000

10,000,000

8,000,000
L

6,000,000 “ - ///

1

4,000,000 gt 7 il

2,000,000

¥ Sales Tax ®Property Tax ¥®VLF ®Franchise Fees

Transfers from other funds to the General Fund are projected to be almost $394,000 in FY
2015-16. This includes a transfer out of $200,000 to the Pension Liability Fund. The transfers
reflected in the budget consist only of overhead costs (services, supplies and contracted
services), as well as a $100,000 transfer from the “COPS” Fund, which subsidizes law
enforcement costs. It should be noted that the transfer to the Storm Water Fund decreases
from the FY 2014-15 budget.

Overall, the City's General Fund revenue is estimated to be $12,207,500 in FY 2015-16. This
estimated revenue is approximately $160,200 more than in FY 2014-15.
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The FY 2015-16 budget shows approximately $11.92 million in expenditures. This is an
increase of $469,900 or 4.1 percent over the previous fiscal year. The FY 2015-16 General
Fund budget allocates resources by City department. The following graph illustrates how the
City allocates General Fund resources to each City department (General Administration
includes the City Council, the City Manager's office, the City Attorney’s Office, and the
Finance Department).
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Expenditure Plan
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The FY 2015-16 budget reflects increases in the Law Enforcement budget by approximately
1.8 percent, the Fire Department budget by approximately 4.0 percent, and other departments
by 9.5 percent. The FY 2015-16 budget includes 2 new positions—Human Resources
Manager and Administrative/Accounting Assistant. The budget also reflects a cost of living
adjustment to wages—2 percent for miscellaneous employees and 2 percent for fire
personnel.

General Reserves Analysis

During the Great Recession, the City's General Reserves—a combination of General Fund
surplus and the balance in the General Reserve Fund (Fund 6)—was relied on to maintain
basic municipal operations. Since FY 2010-11, the City has been replenishing its General
Reserves and has been building its self-insurance funds for general liability and workers’
compensation.

The FY 2015-16 budget shows the City’s combined general reserves to be $3,530,600, not
including self-insurance funds. If self-insurance funds were added to the total reserve, the
City has $4.5 million, representing 38 percent of the General Fund’s annual operating budget.
The graph on page 13 illustrates the combined General Reserves for the past ten years.
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City's General Fund Reserves
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Other City Funds

In addition to the General Fund, the City operates 23 other funds. This section provides a
summary of the significant non-General Fund expenditures identified in the FY 2015-16 budget
and the role of the other funds.

Street Maintenance and Repairs — four funds allocate funding for street maintenance
operations and repairs, including sidewalk and drainage improvements within the public right-of
-way: Gas Tax (2) budgets $844,300 for street maintenance operations, Grants (8) budgets
$225,000 in Safe Routes to School funds, CDBG (9) allocates $169,000 for street and sidewalk
improvements, and TRANSNET Fund (14) budgets $1,310,500 for traffic, drainage, and
pavement improvements.

Lemon Grove Avenue Realignment Project — in addition to former redevelopment bond
proceeds, the FY 2015-16 budget allocates $100,000 from the Street Construction Reserve
Fund (3), $34,000 from the Regional Transportation Congestion Improvement Program Fund
(27), $900,000 from the TRANSNET Fund (14), and $500,000 in California Infill Infrastructure
Grant monies through the Housing Fund (31).

Pension Liability Fund (Fund 4) — the FY 2015-16 budget includes this new fund. The purpose
of this fund is to receive funds and distribute payment to CalPERS to pay down the City’s
Unfunded Actuarial Liability.

Park Land Dedication Ordinance (Fund 5) - the FY 2015-16 budget reflects an investment of
over $60,000 in park related infrastructure improvements from the Park Land Dedication
Ordinance fund. This fund is financed through developer impact fees.
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Lemon Grove Roadway Lighting District

The Lemon Grove Roadway Lighting District manages two funds used for repair,
maintenance, and energy costs of street lights. Fund 11, the General Benefit Fund, provides
funding for street light benefits throughout the community. Fund 12, the Local Benefit
Assessment Fund, provides for enhanced lighting benefits at the mid-block. Revenues in
the two funds are expected to reach $251,900 in FY 2015-16. Total expenditures are
anticipated to be $328,400 in FY 2015-16. Energy costs have temporarily increased due to
a reconciliation of the City's street light inventory. The combined fund balance in these two
funds will be $361,400, leaving adequate funding for general operations and unforeseen
repairs.

Lemon Grove Sanitation District Budget

The Lemon Grove Sanitation District manages two funds—an Operations Fund (15) and a
Reserve Fund (16). In FY 2015-16, the District anticipates generating $6.0 million in total
revenue. In FY 2015-16, the District anticipates expending $5.2 million in operating costs
and $1.5 million in capital improvement projects. The revenue and expenditure plan will
leave a balance of nearly $11.54 million in the District’s reserves at the end of the fiscal year.
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As stated in the Budget Overview & Analysis section, the City manages its revenue and
expenditures through various funds. Between the City, Roadway Lighting District, and

Sanitation District, the FY 2015-16 consolidated budget is comprised of 28 funds. Each fund
identified in this budget is described in the sections below.

CITY FUNDS
General Fund (01)

The General Fund is a governmental fund used to account for day-to-day operations of the
City. All financial activity that is not required to be accounted for in another fund is included in
the General Fund. Public safety, government administration, community services, street
maintenance, environmental programs, and park maintenance are funded from the General
Fund.

Gas Tax Fund (02)

This fund is supported by revenue from the State gas tax fund. Fund proceeds may be used
to research, plan, construct, improve, maintain, and operate local streets.
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Street Construction Reserve Fund (03)

This fund was initially established to combine funds for larger street projects. With the use of
the City’s accounting program, it is possible to designate various funding sources over
several years to accomplish this same purpose. However, the fund is used to clearly
demonstrate “Maintenance of Effort” by the City in contributing funds for street projects in
order to receive State transportation funding.

Pension Liability Fund (04)

This fund was established to track and make payments on the City's PERS Unfunded
Actuarial Liability (UAL). When the City Council approves a payment to pay down the UAL,
the payment will be transferred from the affected fund to this Fund, and the payment will be
recorded from this fund. That allows the City to track the payments.

Parkland Dedication Ordinance Fund (05)

The City Municipal Code requires that subdivision development set-aside park land that will
eventually be developed as part of the municipal park system. The Code also allows the
payment of a fee in-lieu of dedicating actual land. Proceeds in the fund may be used by the
City for the purchase of park land, the development of new parks or the major rehabilitation of
existing parks.

General Reserve Fund (06)

The General Reserve Fund serves as the City's “savings account.” This fund was created for
several purposes: for use in times of emergency, one-time capital/equipment purchases,
setting aside funds for replacing equipment, required grant matches, and to ensure funds are
available for financial obligations (such as liability coverage and accumulated leave time).
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Supplemental Law Enforcement Fund (07)

This fund, also known as the COPS fund, is supported by State grant proceeds. This fund is
used to augment the staffing level of Sheriff deputies. At one time, the grant amount paid for
one deputy; today it pays for approximately half of one deputy position.

Grant Fund (08)

This fund provides for management of grants currently being administered by the City. It
functions as an “in-and-out” fund to ensure grant proceeds and expenditures are not mingled
with the General Fund or other fund proceeds.

Community Development Block Grant Fund (09)

This fund manages grant proceeds from the Community Development Block Grant program.
Funds are expended and then reimbursed by the County of San Diego.

Transit Development Act Fund — Transit (10)

Transit proceeds are allocated from MTS for maintenance of landscaping along the trolley
corridor and maintenance of trolley stations and bus shelters throughout the City.

TransNet Fund (14)

This fund manages proceeds from the TransNet allocation and street related projects eligible
for TransNet funding. This fund is specifically used to finance significant right-of-way
improvements (streets and sidewalks), storm drain, and traffic related projects.

Sidewalk Reserve Fund (18)
This fund was initially established to pool funds for larger sidewalk projects.
Integrated Waste Reduction Fund (21)

The City relies on this fund to manage its household hazardous waste disposal program. This
program is supported by AB 939 funds which are collected for this and recycling related
programs. The City relies on this fund for contractual services to provide household hazardous
waste events and to promote a higher level of recycling within the City.

Wildflower Assessment District Fund (22)

This fund manages the Wildflower Landscaping Maintenance Assessment District. This fund
tracks assessment revenue and expenditures related to landscape upkeep of common areas
within the Wildflower Assessment District.

Serious Traffic Offender Program Fund (23)

This fund receives a portion of impound fees collected within the City. The City uses this fund
to pay for Sheriff traffic division overtime and other traffic related expenses.

Workers Compensation Reserve Fund (25)

In FY 2003-04, the City began to fund its own workers’ compensation program. This was done
to have better control over the drastic increases in workers’ compensation insurance
premiums. This fund covers catastrophic workers compensation claims.

10
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Storm Water Program Fund (26)

The Storm Water Program Fund was established in FY 2005-06. The fund’s purpose is to
collect designated storm water program fees and support the City’'s storm water program—a
State and Federal mandated program. The fund has not fully paid for the program since its
inception. Increased mandates have increased fund expenditures over the past few years.

Regional Transportation Congestion Improvement Program (Fund 27)

This fund was created in FY 2008-09 to manage fees related to the passage of the TransNet
extension. These fees represent per housing unit fees for new residential development.
Expenditures from this fund are to be used to initiate street improvement projects on a major
arterial within the City.

Self-Insured Liability Reserve Fund (29)

In FY 2011-12, the City established the Self-Insured Liability Reserve Fund to fund liability
claims.

Public Education and Government Fund (30)

This fund collects designated monies from cable franchisees that operate within the City. The
use of these monies is restricted to capital items that enhance or facilitate public access to
government information.

Housing Fund (31)

An outcome of the dissolution of the Lemon Grove Community Development Agency was the
creation of the Lemon Grove Housing Authority. The Housing Fund operates funds that were
remaining in the former redevelopment agency’s housing fund and is used to operate and fund
affordable housing program and projects. The Housing Fund also manages the Infill
Infrastructure Grant (lIG) between the State of California and the former Lemon Grove
Community Development Agency.

Capital Reserve (32)

Initially this fund was established to track the purchase of a fire engine. In FY 2012-13, the City
received one-time “SAFE” program monies. These funds were accounted for in a separate
fund—the Safety Capital Reserve Fund, which helped offset the cost of purchasing a new fire
apparatus. The City Council has now approved this fund to be used to set aside funds for
future capital improvement projects throughout the City.

Main Street Promenade Community Facilities District (33)

During FY 2013-14, the voters within the Main Street Promenade Community Facilities District
voted to create an assessment to fund ongoing maintenance and capital improvements to the
Main Street Promenade.

Successor Agency Fund (60 and 64 combined)

This fund receives reimbursements for enforceable obligations approved by the California
Department of Finance and makes payments for said obligations. Obligations include debt
service payments and outstanding projects such as the Main Street Promenade and Lemon
Grove Avenue Realignment projects.

11
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ROADWAY LIGHTING DISTRICT FUNDS

The Lemon Grove Roadway Lighting District manages two funds for two separate activities.
Fund 11, the General Benefit Fund, provides funding for street light benefits throughout the
community. Fund 12, the Local Benefit Assessment Fund, provides for enhanced lighting
benefits at the mid-block.

SANITATION DISTRICT FUNDS

The Lemon Grove Sanitation District manages two funds—an Operations Fund (15) and a
Reserve Fund (16). The District relies on Fund 15 to collect revenue generated by Sanitation
District rate payers and to pay the operational costs to operate the system. Fund 16 is used to
set aside funds for equipment replacement, sewer rehabilitation projects, and rate stabilization.

12
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Salary Plan
FY zo15-2016

{(Effective Date: une 24, s

ACCOUNT CLERK

6.4 Y [ C D E
ANNUAL 26 550.26 30,312.96 31,843.89 33,435.09 36,108.65
MONTHLY 240668 2,526.03 2,853.66 2,786.26 2,925 49
BI-WEEKLY 1,440,768 1,166.86 1,224.77 1,285.97 1,350.23
HOURLY 14,52 16.24 16.01 16.81 V765
ACCOUNTING ANALYST

G2 M B © D I
ANRKUAL 61,519.77 64,602.72 67,824,800 71,286.08 14, WW Mjﬂ
MONTHLY 5,026.65 5,383.5¢ 5,852.08 5,835,5% g .
BI-WEEKLY 2,3686.15 2,484.72 2,608 65 2,739.47
HOURLY 30.93 32.48 3410 36.81
ADMINACCOUNTING ASSISTANT

23.8 ) ] C D E
ANNUAL 40,8352 42 664,06 44,792.28 47,039.85 4%, 306587
MONTHLY 330627 3,565.54 3,732.69 3,919.99 4,115.57
BI-WEEKLY 155652, 9 1,640.83 1,722.78 1,809.23 1,899.50
HOURLY 2043 21.45 22.52 23.65 24.83
ADMINISTRATIVE ANALYSY

29.5 A B C 3] E
ANNUAL 53, 146 00 55,791.46 58,595.94 61,519.77 64,602.72
MONTHLY 4 02806 4,649.29 4,883.00 5,126.65 5, 383,56
BI-WEEKLY 2,044.08 2,145.83 2,253.69 2,388.15 248472
HOURLY 26,72 28.05 29.46 30.93 32.48
ASSISTANT PLANNER

‘ 32.3 M B C o E

ANNUAL 61,519.77 64,602.72 67,824.90 71,226.09 T4, 78648
MONTHLY % 126.65 5,383.56 5,852.08 5,935.51 623220
BI-WEEKLY 2,586.15 2,484.72 2,808.65 2,739.47 2,876.40
HOURLY 30,93 32.48 34.10 35.81 37.60
ASSOCIATE CIVIL ENGINEER

36.1 & B C D E
ANNUAL 74,030.68 77,750.01 81,628.56 85,706.01 80,002.25
MONTHLY 6,169.22 6,479.17 6,802.38 7,142.17 7,500.19
BI-WEEKLY 2.847.33 2.990.39 3,139.56 3,296.39 3,461.63
HOURLY avzz 39.09 41.04 43.09 45.25
BATTALION CHIEF 76.50 shift

38.7 A B c D Y
ANNUAL 84.,066.15 £9,608.58 96,708.39 102,216.56 122,425.44
MONTHLY 7,005.51 7.474.88 7,878.70 8,518.05 10,202.12
BI-WEEKLY (106 hrs) 3,233.31 3,449.95 3,681.09 3,931.41 4,708.58
HOURLY (2,756 hrs/yr) 30.50 32.55 34.73 37.09 61.55
MONTHLY (56 Hrs/wk. RATE) 7,600.32 8,109.54 8,652.68 9,241.28

(63 regular + 3 sch'd OT)

CITY CLERK

34.8 A B c D E
ANNUAL 69,495.66 72,976.41 76,616.28 80,455.05 B4,472.83
MONTHLY 5791.31 6,081.37 6,384.69 6,704.59 7,039.40
BI-WEEKLY 2,672.91 2,806.79 2,946.78 3,094.43 3,248.96
HOURLY 34.94 36.69 38.52 40.45 42.47

13
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CITY ENGINEER

40.8 A B
ANNUAL 9312498  ©7,779.24
MONTHLY 7,760.42 8,148.27
BI-WEEKLY 3,561.73 3,760.74
HOURLY 46.82 49.16
CODE ENFORCEMENT OFFICER

26.8 ) B
HOURLY 22,52 23.65
CODE ENFORCEMENT OFFICERMATER QUALITY INSPECTOR

29.3 A B
ANNUAL 5314608  55791.45
MONTHLY 4,428.84 4,640.29
BI-WEEKLY 2,044.08 2,145.83
HOURLY 26.72 28.05
COMMUNITY SERVICES ASSISTANT

18.7 A B
ANKUAL 31,684.77 3327597
MOKNTHLY 2,640.40 2,773.00
BI-WEEKLY 1,216.66 1,279.85
HOURLY 15.93 16.73
COMMUNITY SERVICES SUPERINTEMDENT

36.7 ) B
ANNUAL 7261839  76,258.26
MONTHLY 6,061.53 6,354.86
BIWEEKLY 2,793.02 2,933.01
HOURLY 36,51 36.94

EPUTY FIRE CHIER

43.3 A B
ANNUAL 105,218.10  110,485.95
MONTHLY 8,768.16 9,207.41
BI-WEEKLY 4,046.85 4,249,568
HOURLY 52.90 585,55
D Ic

418 A B
ANNUAL 97,856.80  102,751.74
MONTHLY 5,154.90 8,662.65
BI-WEEKLY 3,763.80 3,951.99
HOURLY 49.20 51.66

P VICES TECHNICIAN Il

20.3 A B
ANNUAL §3,146.08  55,791.45
MONTHLY 4,428.84 4,649.29
BI-WEEKLY 2,044.08 2,145.83
HOURLY 26.72 28.05
ENGINEERING INSPECTOR

29.3 A B
ANNUAL 53,146.08  55791.45
MONTHLY 4,428.84 4,649.29
BI-WEEKLY 2,044.08 2,145.83
HOURLY 26.72 28,05
EN

29.3 A B
ANNUAL 53,146.08 5579145
MONTHLY 4,428.84 4,649.29
BI-WEEKLY 2,044.08 2,145.83
HOURLY 26.72 28.05

14

102,672.18
B.556.02
3,048.93

51.62

24.5%

G
5,596 04
4,883.00
2,253.69
28,48

34,926.84
2,910.57
1,.343.34

17.66

¥
BO,057.25
6,671.44
307913
40.25

o
116,018.37
9,666.20
4, 452,25
58.33

Cc
107,883.36
8,880.28
4,148.36
54.24

C
58,5696.94
4,883.00
2,253.69
29.46

c
58,595.94
4,883.00
2,253.69
29.46

C
58,5695.94
4,883.00
2,253.69
29.46

v
107,803.80
8,083.65
4, 146.30
54.20

V]
61,519.77
§,120.05
2,366.15
30.95

V]
3667716
3,056 .43
1,410,566
18.44

Ly
B4, 075,03
7,006.25
3,233.66
42,27

V]
121,806.36
10,150.53
4,684,806
61.24

D
113,273.55
9,438.46
4,356.68
56.95

D
81,519.77
5,126.65
2,366.15
30.93

D
61,518.77
5,126.65
2,366.15
30.93

D
61,519.77
5,126.65
2,366.15
30.93
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113,193.06
9,432.63
56.91

2738

G4, 602,72
8, I3 65
2,484,732

36,507.04
3,2008.92
1,481.04

19,36

£
8,271.62
7,35%5.9%
3,395.07
44.38

£
127,912.59
10,6%59.38
4,319.72
G4.31

116,942.20
9,911.85
4,574.70

59.80

64,602.72
5,363.56
2,404,172

32.48

E
§4,602.72
5,383.56
2,4684.72
32.48

E
64,602.72
5,383.56
2,484.72
32.48
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I SALARY.

ERECVTIVE SECRETARY

23.8 A (] & [ [
ANNUAL 40,635,27 42 664,05 44,792.28 47 3605 A6, 386,67
MONTHLY 3.386.27 3,565,354 3,732.64 3,8919.08 4 815.57
BI-WEEKLY 1,562.90 1.,640.93 1,722.78 +,809.23 1,899 50
HOURLY 20.4% 21.45 22.52 23,65 24,83
FAGILITY TECH |

17.6 A (2] C 5} E
ANNUAL 30,033.90 31,525.65 33,116.65 34,767.72 I AG8.15
MONTHLY 2,502.83 262714 2,758.74 209731 3,041.51
BI-WEEKLY 1,165.15 1,212.53 1,273.73 1,937.22 1,4008.78
HOURLY 15.10 15.65 16.65 17.48 1835
EAGILITY TECH I

21.6 A B C £ E
ANNUAL I ADE 15 36,328.03 40,237 47 42, 246,36 44,574.59
MONTHLY B3,041.51 3,194.00 3,363,112 352053 3.697.88
BI-WEEKLY 1,403.78 1,474.16 1.547.60 1,824.86 1,708.72
HOURLY 16.35 19.27 20.23 21.24 22.31
FIMANCE DIRECTOR

41.8 A B3 C (W] I
ANNUAL 97 .858.80  102,751.74 107,883.36 113,273,586 118,942 20
MONTHLY ©,154,90 8.562.65 8,990.28 8,4:38.46 9591185
BI-WEEKLY 3,763.680 3,951.99 4,149.36 4,356.60 4 5470
HOURLY 49,20 51.66 54.24 565, 95 59.80
FIRE: CAPT AN

376 A B c W]
ANNUAL 79,676.22 85,014.53 90,710.51 46,678.62
MONTHLY 6,639.69 7,084.54 7.559.21 8,073.23
BI-WEEKLY (106 hrs) 3,064.47 3,269.79 3,469.67 3,726.11
HOURLY (2,756 hrstyr) 28.91 30.85 32.91 35,15
FAONTHLY (56 Hraiwlk, RATE) 7,203.43 7.686.,06 8,201.03 B, 758,70

(53 regular + 3 sch'd OT)

FIRE CHIEF

44.1 A B c (V) IE:
ANMNUAL 109,395.00 114,864.75 120,612.96  126,639.63 132,964 .65
MONTHLY 9,116.25 9,572.06 10,051.08 10,553.30 11,080.39
BI-WEEKLY 4,207.50 4,417.68 4,638.96 4,870.76 5,114.03
HOURLY 55.00 57.75 60.64 63.67 66.85
FIFE BOISICN CHIER

41.8 A B c D E
ANNUAL 97,858.80  102,751.74  107,883.36  113,273.55 118,942.20
MONTHLY §,154.90 8,562.65 8,990.28 9,439.48 9,911.85
BI-WEEKLY 3,763.80 3,951.99 4,149.36 4,356.68 4,574,770
HOURLY 49.20 51.66 54,24 56.95 £9.80

334 A B c D
ANNUAL 64,913.40 69,262.56 73,003.20 78,928.63
MONTHLY 5,409.45 5,771.88 6,158.60 6,577.39
BI-WEEKLY (106 hrs) 2,496.67 2,663.94 2,842.43 3,035.72
HOURLY (2,756 hrs/yr) 23.55 2513 26.82 20.64
MONTHLY (56 Hrs/wk. RATE) 5,868.74 6,261.95 6,681.50 7,136.84

(53 regular + 3 sch'd OT)
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EIRE INSPECTOR

i

25.9 A, B ¥ D E
ANNUAL 45,011.07 47,256.64 49,625.55 52,111.80 54,717.39
MONTHLY 3,750.92 3,938.22 ER KLY 4,342 65 4,559.78
BI-WEEKLY 1,731.20 1,817.64 1.908.68 2,004.30 2,104 .52
HOURLY 22.63 23,76 24.95 26.20 27.51
FIRE PREVENTION/PUBLIC EDUCATION SPECIALIST

25.9 A B C D B
HOURLY 22.83 23.76 24,95 205,26 27.51
FIREFIGHTER/PARAMEDIC

32.6 A A+ 3] ¥ )]
ANNUAL 62,429.40 84,519.76 66,6111 71.074.05 75,9607 .08
MONTHLY 5,202.37 5,376.65 5, 555093 5,822 .84 6,325 55
BI-WEEKLY (108 hrs) 2,401.09 2,481.53 2.560.97 2,733.62 2.919.50
HOURLY (2,756 hrslyr) 22.65 23.41 2447 25789 2754
MONTHLY-56 Hrafwk. RATE 5,644,008 5,633.15 022,23 B425.72 6,862.67
{53 regular + 3 sch'd OT)

HUMAN RESOURCES MANAGER

35.7 A B [V (8] &
ANNUAL 72,618.39 76,258.26 00,057 .26 B4, 07503 B6,271.82
MONTHLY 6,051, 53 6,354.86 5,671.44 7,006,225 T,355.99
BI-WEEKLY 2,793,002 2,933.01 3,079,143 3,233,660 3,395.07
HOURLY .51 38.34 40.2% 42,27 44,35
LICENSE CLERK

20,8 A B C I (=4
AMNMUAL 34,767.72 36,498.15 38,326.03 42T 47 4.2 246,36
MONTHLY 2,887.31 3,041.51 3,194.00 3,583.92 352055
BlI-WEEKLY 1,337 .22 1,403.78 1,474.16 1, 54760 1,6524.86
HOURLY 17.48 18.35 19.27 20.23 21.24
MAINTENANCE SERVICE WORKER

12.0 A B C D E
AMNUAL 22,833.72 23,987.34 25,180.74 26,453.70 27,766.44
MONTHLY 1,902.81 1,998.95 2,096.40 2,204.48 2,313.87
BI-WEEKLY 878.22 922.59 8968.49 1,017.45 1,067.94
HOURLY 11.48 12.06 12.66 13.30 13.96
MANSGEMENT ANALYST

32.8 A B Cc D E
ANNUAL 63,031.41 66,193.92 69,495.66 72,976.41 76,616.,28
MONTHLY 5,252.62 5,516.16 5,791.31 6,081.37 8,394 .69
BI-WEEKLY 2,424.29 2,545.92 2,672.91 2,806.79 2,946.78
HOURLY 31.69 33.28 34.94 36,69 38.52
QFFICE AIDE

10.4 A B Cc D E
HOURLY 10.63 11.16 11.71 12.30 12.92
PRINCIFAL PLANNER

35.7 A B C D E
ANNUAL 72,618.39 76,258.26 80,067.25 84,075.03 88,271.82
MONTHLY 6,051.53 6,354.686 6,671.44 7.006.25 7,355.99
BI-WEEKLY 2,793.02 2,933.01 3,079.13 3,233.66 3,395.07
HOURLY 36.51 38.34 40.25 42.27 44,38
PUBLIC WORKS DIRECTOR

41.8 A B c D E
ANNUAL 97,858.80 102,751.74 107,883.36 113,273.65 118,942.20
MONTHLY 8,154.90 8,562.65 8,990.28 9,439.46 9,911.85
BI-WEEKLY 3,763.80 3,951.99 4,149.36 4,366.68 4,574.70
HOURLY 49.20 51.66 54.24 56.95 59.80
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PLUELAG WIS SECRETARY
20.6 A B ¥ (N E
ANNUAL 34,767.72 36,496,115 38,328,053 40,257 .47 42,246.36
MONTHLY 2,897.31 3,044,519 3,194.00 3,353.12 3,620.53
BI-WEEKLY 1,337.22 1.403.78 1474196 1,547 B0 1,624.86
HOURLY 17.48 18.36 19.27 20.2% 21.24
A B o V] E
AL 72,618.39 76,258.26 BO,057 28 el (7 5. 0 88,271.62
MCHTHILY 6,051.53 5,354 06 B.671.44 7 6. 25 7,355.99
BI-WEEKLY 2,793.02 2,933.01 3078143 &5, 2F G 3,395.07
HEOUIRLY 36.51 38.34 A0, 2% 4227 44,38
b8 A B % [ E
HOURLY 8.49 &.91 . 9.83 10.32
RECREATICHN LEAER, I
12.0 A 5] ¥ £ E
AMUAL 22,833.72 23,987.34 25,980.74 28.453.70 27, 766.44
BACIITHILY 1,902.81 1,996.95 2, [9008.40 2,204 45 2,313.67
BI-WEEKLY 878.22 922.5¢9 GEH.4%9 1,017 .45 1,067.94
HCAIRLY 11.48 12.06 12.66 1350 13.96
SANITATION SUPERYISOR
2r.1 A B (v 3 E
APEHLIAL 47,736.00 50,122.80 52.626.94 55,264.42 58,019.13
IACMTHILY 3,978.00 4.976.90 4, 385.75% 4 6504 .54 4,834.03
BI-WEEKLY 1,836.00 1,927.80 2,024.19 242547 2,231.51
HEMIRLY 24.00 25,20 2645 27.76 2917
STREET SUPERVISOR
zr.4 A B o £ E
ASLIAL. 47,736.00 50,122.80 52,6268.94 55,254.42 58,019.13
MARTIHLY 3,978.00 4,176.90 4,585 7% 4 G054 4,834.93
Bl-WEEKLY 1,836.00 1,927.80 2,024.19 292517 2,231 .51
HCRIFLY 24.00 25.20 26.4% 20,76 2917
STREEY TEGH |
17.6 A B ¥ Y] E
ANNUAL 30,033.90 31,525.65 33,116.65 34,767,772 36,498.15
MONTHLY 2,502.83 2,627.14 2,75%.74 2.897.314 3,041.51
BI-WEEKLY 1,155.15 1,212.53 1,273.73 1,937.22 1.403.78
HOURLY 15.10 15.85 16.65 17.46 18.38
STREET TECH I
21.6 A B C D E
ANNUAL 36,498.15 38,328.03 40,237.47 42,246.38 44,374.59
MONTHLY 3,041.51 3,194.00 3,353.12 3.520.53 3,697.88
BI-WEEKLY 1,403.78 147416 1,547.60 1.624.86 1,708.72
HOURLY 18.36 18.27 20.23 21.24 22.31
TECHNICIAN |
17.6 A B C D E
ANNUAL 30,033.90 31,525.65 33,116.85 34,767.72 36,498.15
MONTHLY 2,502.83 2,627.14 2,759.74 2,897.31 3,041.51
BI-WEEKLY 1,165.15 1,212.53 1,273.73 1,337.22 1,403.78
HOURLY 16.10 16.88 16.65 17.48 18.35
TECHNICIAN Ul
21.6 A B c D E
ANNUAL 36,498.15 38,328.03 40,237.47 42,246.36 44,374.59
MONTHLY 3,041.51 3,194.00 3,383.12 3,820.83 3,697.88
BI-WEEKLY 1,403.78 1,474.16 1,547.60 1,624.86 1,706.72
HOURLY 18.35 19.27 20.23 21.24 22.31
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CLASSIFICATION SUMMARY

(Effective Date: June 14, 2015)

RANGE # OF AUTHORIZED
?Wwﬂg TITLE/GROUPISTATUS HCs, SHLARY RANGE EMPLOYEES™
CLAGSIFIED
CLERICAL, | AU BUPPORT GROVEP WRCNTIE. Y
Acopurt Clerk 16.8 2407 - 20285 4]
HAdenind fucoounting Assistant 238 3986 - 4,116 1
Cormmunity Services Assistarnt 16.7 2,640 - 3,208 1
Executive Secretary (Confidential) 238 3966 - 4,116 1
License Clerk 206 2887 - 3,521 1
Public Works Secretary 20.6 2897 - 3,521 1
5.0
GIPECATICHND § IEAINET B AN CHIFGhLIr
Cornmuonity Services Superintendent ¥, &, 052 7,358 1
Facilfty Tech | 17 “6 2508 - B0042 ]
Facility Yech 1 21.8 3042 3,608 2
Putstic Works Supermtendent 3.7 a082 - T 356 1
Bantiation Supervisor KA 3,976 4,035 4
Etreet Bupervisor 2.1 a0 4 4535 1
Stroot Tock | 7.6 2,508 3,042 2
Gtreat Tooh I 24.6 3042 3608 3
Yechnician | 17.6 2509 3042 1]
Tachdclan i 21.6 3042 - 3,696 2
13.00
PUBLIC SAFETY GROUP
Fire Captabr .6 6,640 - 8073 &
Fire Evglresr 334 5409 - @577 6
FlredightenParamedic 326 B3y - 6,326 G
PROFESSIONAL [ TECHMICAL GROYUP .
Aocouniing Analyst 32.3 51427 - 6,232 1
Adiministrative Anslyst 29.3 4,429 5,384 1
Agsiglant Plonmer 32.3 5427 G232 4
Associate Cvil Enginoar 36.1 5169 - 7,500 1
Citty Clark 34.8 5791 - 7,039 }
Code Enforcemernt Officar/Water Quality inspecior 29.3 4,429 - 5,364 1
Development Servicas Tachniclan || 29.3 4,429 - 5,384 1
Engineering Inspacior 293 4429 - 5,364 k|
Englneering Tach 11 29.3 4,429 ‘ 5,384 1
Flre Inspecior 259 3,754 . 4 560 0}
Human Resources Manager 387 6,082 . 7358 1
tManagemant Analyst 32.8 6,263 . ©.385 1
Principal Planner 36,7 6,052 7.356 1
. 12.00
MARAGEMENT GROUP : :
Battalion Chlef 38.7 7,008 . 10,202 1
Clty Manager (contract) - . . 1
Development Services Director 41.8 81865 - 9912 1
Deputy Firg Chial 43.3 8,768 . 10,669 0
Finance Director 41.8 6145 . 9,812 1
Firg Chlef 44 .1 9.116 11,080 0
Firg Division Chisf 41.8 8,155 9,912 4]
City Englneer 40.8 7,760 9,433 1
Public Works Dlrector 41.8 8,186 9,912 1
6.0
B -1 PORARY/SEASONALIOTHER HOURLY
Class Instructor * (other) 10,00 - 25.00 0.5
Code Enforcement Officer 25.8 21.45 - 26.07 .50
Engineer * (other) 30.30 - 30.30 0.5
Flre Preventlon/Public Education Speclalist * 259 21.85 - 26,20 1.0
Offlca Aide * 9.4 10.12 12.30 1
Intern * (other) 800 - 12.00 g
Maintenance Service Worker* 12.0 1,903 - 2,314 2.5
Recreation Leader | * 5.8 8.08 - 9.83 2.28
Recreation Leader I * 12.0 1,903 - 2.314 2.25
*Full Time Equivalent (fte) 10.00
TOTAL EMPLOYEES: 64.00
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GENERAL FUND

SUMMARY OF RESOURCES

$ 377,200 $ 987,900 | | & 1,867,600 5 1657 500 2,257,600
Licenses 110,200 109,000 103,000 104,000 106,000
Property Tax 2,035,700 2,064,200 2,227,300 2,135,000 2,224,900
Development Fees 300,000 312,700 260,000 368,000 272,000
Sales Tax & Triple Flip Adjustment .25% 3,897,100 4,294,800 4,700,000 5,076,000 5,400,000
Franchise Fees 889,300 923,600 932,000 932,000 932,000
Transient Occupancy Tax 36,800 35,400 35,800 35,800 35,800
Interest Income 2,200 2,500 2,500 2,000 2,000
Miscellaneous Income 110,400 67,500 21,500 54,000 23,500
Vehicle License Fees 13,400 11,100 10,700 10,700 10,700
Vehicle License Fee Adjustment 1,886,800 1,940,700 2,024,500 2,024,500 2,074,500
Parks & Recreation Fees 108,000 100,300 95,400 98,700 96,700
Rents & Leases 325,800 330,900 238,000 236,000 224,000
Traffic Fines-Public Safety 103,400 120,700 125,500 140,000 140,000
Fire Department Fees 271,000 254,800 253,600 270,600 272,600
TOTAL REVENUES: $ 10,090,100 $ 10,572,200 $ 11,029,800 $ 11,487,300 $ 11,813,700

Gas Tax Fund 830,200 927,400 64,900 60,000 44,500
Supplemental Law Enf.Service Fund 100,100 100,000 100,000 100,000 100,000
TDA Administration 60,300 64,200 3,800 3,600 17,400
Lighting District - General District Administration 48,300 25,100 4,700 4,700 9,400
Lighting District Loc. Ben. Administration 30,600 61,300 2,600 2,600 4,900
TransNet Administration 84,300 81,700

Integrated Waste (AB933) Administration 26,500 28,200 600 600 1,200
Sanitation District Administration 1,483,900 1,562,200 548,500 548,500 552,400
Wildflower Dist, Adminisiration 5,500 5,300 100 100 100
Serious Traffic Offender Program Fund Admin. 2,000 2,000 "

Storm Water Administration 36,800 39,000

Successor Agency - Administration 250,000 248,000 37,800 2,100 20,100
Transfer to Pension Liability Fund v {200,000)
Transfer to Storm Water Fund (81,100) {75 500} {157 500) (162,200) {156,200)
| TOTAL TRANSFERS: | [ 2877400] |5 soesswo| |5 so0saoo] | s se0000]| [s 393,800 |
[ TOTAL REVENUES & TRANSFERS: ﬁ I $ 12967500 I u $ 13,641,100 | I $ 11,635,100 ] I § 12,047,300 ] I 5 1% 207,500 I

| TOTAL RESOURCES:

| |s 13344700 |5 14620000] [s 13202600 |s

13704800 | |$  14.465.100 |

21



GENERAL FUND
SUMMARY OF EXPENDITURES BY DEPARTMENT

City Council 130,100 130,200 67,600 67,600 68,300
Cily Manager 473,000 525,400 219,000 217,900 302,100
Cily Attorney 128,900 112,600 151,500 140,700 141,500
Finance 361,100 400,700 189,800 191,800 231,800
Law Enforcement 4,567,600 4,801,100 4,944,000 4,944,000 5,042,400
Animal Control 202,600 202,100 201,100 208,800 203,800
Fire 3,505,600 3,623,700 3,863,200 4,005,800 4,165,900
Development Services 1,207,800 1,304,900 571,600 653,400 699,000
Public Works 1,760,100 1,870,800 1,068,700 1,017,200 1,062,300
TOTAL EXPENDITURES: $ 12356800 | |§ 12971500| |$ 11,276,500 | |$ 11447200 | |$ 11,917,100
GENERAL FUND BALANCE | s 987,000 | |  1657.500 | |5 2016400 |5 2257600 |$ 2,548,000

GENERAL FUND
SUMMARY OF EXPENDITURES BY FUNCTION:

Salaries 4,125,200 4,389,500 3,018,900 3,168,900 3,252,400
Retirement 816,200 838,100 621,500 625,300 632,200
Benefils-Other 974,500 945,800 667,300 666,500 702,400
Services & Supplies 1,600,500 1,725,400 1,661,300 1,693,100 1,931,500
Contracted Services 4,790,700 5,013,500 5,246,900 5,243,800 5,338,000
Recreation Programs 49,700 59,200 60,600 59,600 60,600
TOTAL EXPENDITURES: $ 12,356,800 $ 12,971,500 $ 11,276,500 $  11,447.200 $ 11,917,100 |
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GENERAL FUND
SUMMARY OF EXPENDITURES BY DEPARTMENT AND FUNCTION

Sularies 47,500 48,900 17,000 17,000 17,000
Retirement 9,500 9,300 3,900 3,900 4,000
Ehnifits-Ctier 25,500 26,300 9,000 9,000 9,000
Seiivns & Supples 47.600 45,700 37,700 37,700 38,300
| TOTAL: NE 130,100 | [3% vin2on | [ § 67,600 | | % 67,600 | |[§ 6,300 |

Salaries 315,800 340,700 120,500 120,500 139,300
Retirement 62,500 67,400 29,100 29,100 39,200
Benefits-Other 58,200 60,200 23,500 23,800 22,700
Services & Supplies 36,500 57,100 45,900 44,500 100,900
[ TOTAL: | [ 473,000 [§ 625400 | [§ 219,000 | [% 2T a0 ] s 302,100 |

Professional Services (Contract Salary) 128,900 112,600 | 141,500 140,700 141,500
Litigation Services-rion City Attorney | 10,000 . -
[ TOTAL: ] I's 128,900 | |4 112600 [$ 151,500 ] [$ 140,700 | [$ 141,500 |

Salaries 182,760 236700 73,260 73,200 97,000
Retirement 36,600 42,100 15,700 15,800 26,900
Benefils-Other 38,700 49,800 17,100 17,300 18,800
Services & Supplies 92,100 82,100 83,800 85,500 89,100
[ TOTAL: I L8 361,100 | [§ 400,700 | [ % 169,800 | [§ 191,800 ] [$ 231,800 |

Shefiil s Conteel 4,459,200 4,698 800 4,894,300 4,894,360 | 4,992,700
Services & Supplies 108,400 102,300 49,700 49,700 49,700
Animal Lol 202,600 202,100 201,100 208,800 203,800 |
| TOTAL: | (3 arroeee | [$ 5003200 [§ 5145100 [ 8182800 | ['$ 5,246,200 |
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GENERAL FUND
SUMMARY OF EXPENDITURES BY DEPARTMENT AND FUNCTION

Salaries 2,044,700 2,144,400 2,292,300 2,428,300 2,456,700
Retirement 452,000 444,200 475,500 475,500 432,800
Benefits-Other 514,700 480,700 499,600 490,000 532,900
Services & Supplies 494 200 554,400 595 800 612,000 743,500
[ TOTAL: | [§_ ssnsgnd| [$ 3623700 [ 3863200 [$  4nosbun| [§ 40659800 |

Salaries 312,300 335,000 149,900 149,500 201,800
Retirement 56,100 62,100 33,000 33,000 51,300
Benefits-Other 49,000 56,000 28,100 33,500 34,400
Bervives & Suppliss 233,200 248,800 185,800 244,900 212,600
[ SUBTOTAL: | 650,600 | | 701,900 | | 396,800 | | 460,900 | | 500,100 |
Salanas 354,600 390,600 87,800 96,500 93,100
Retirement 58,600 64,600 13,800 15,800 28,800
Benefits-Other 71,500 73,500 13,300 15,400 15,200
Bervicts & Supiples 72.500 74,300 59,900 64,800 61,800
| SUBTGTAL: | 557,200 | | 603,000 | | 174,800 | | 192,500 | | 196,900 |
[ TOTAL: || 1,207,800 | | 1,304,900 | | 571,600 | | 653.400 | | 699,000 |

Salaries 162,300 179,400 24,100 32,300 25,100
Retirement 32,000 35,300 5,300 7,000 6,900
Benefits-Other 26,900 28,000 9,500 10,400 9,000
Services & Supplies 21,000 30,800 48,800 55,600 125,200

[ SUBTOTAL: N mzoon | [§ aragon | [§ 87,800 | |5 08,300 [ 166,200 |
Satanes 321,300 339,500 .

Framtirm vt 50,400 54,900 -

Benefits-Other 64,600 72,200 . - B
Shevices & Supplies 134,100 130,500 143,900 134,800 | 144,400
| SUBTOTAL: | |3 570400 [ | § 597,100 ] [§ 143,900 | | § 134,800 | | 144,400 |
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GENERAL FUND
SUMMARY OF EXPENDITURES BY DEPARTMENT AND FUNCTION

Salaries 118,500 113,600 125,300 110,300 113,600
Retirernent 12,300 12,600 16,200 16,200 17,300
Benefits-Other 21,600 26,700 29,400 29,400 28,300
Services & Supplies 53,500 48,100 50,400 49,900 50,500
Programs 49,700 59,200 60,600 59,600 60,600
[ SUBTOTAL: | s 256,600 | |$ 260,200 [$ 281,900 | [$ 265400 |3 270,300 |
Benefits-Other ' 43,300 4,800 4,800 4,600 4,600
Services & Supplies 249,100 231,300 227 500 226,700 226,700

[ SUBTOTAL: K 292,400 | |§ 236,200 ] [§ 232,300 | [$ 231300 |3 231,300 |
Salaries 116,500 125,600 128,800 131,300 108,300
Retirement 22,000 24,300 29,000 29,000 25,000
Benefils-Other 30,200 32,000 33,000 33,100 27,500
Services & Supplies 58,200 120,000 132,000 87,000 88,800

| SUBTOTAL: 1 [s 226,900 | |'$ 301,900 ] | § 322,800 | |§ 280,400 | |$ 250,100 |
Salaries 138,000 145,100

Retirement 24,200 21,300

Benefils-Other 29,300 35,500

Services & Supplies 100 -

| SUBTOTAL: | [s 191,600 | | % 201,900 ] |$ I % | 1% |
[ TOTAL: | [§ 4780100 | [ 1870800 | [# 1,068700] [$ 1,017,200 |$ 1062300 |
| GENERAL FUND GRAMND TCOTAL: | [$ 12,356,800 | |$ 12,971,600 | [% 11,276,500 | [§ 11447200 [$ 11,917,100 |
[ BEGINNING FUND BALANCE R 377,200 |$ 987,600 | [§ 1,667,500 | | 1,657,500 | [§ 2,257,600 ]
[ TOTAL REVENUES; | [% 10,090,100 | [§ 10,572,200 [§ 11029800 [ 11,487,300 | |$ 11,813,700 |
[ TOTAL TRANSFERS: | [s 2877400 [% 3068900 [$ 605,300 | |$ 560,000 | [§ 393,800 |
[ TOTAL REVENUES & TRAMSFERS: | (& axpe7son| [$ 1384100 [ 11635100 | |§ 12047300 ] |$ 12,207,500 |
[ TOTAL EXPENDITURES: | [$ 12,356,800 | [§ 12,671,500 [§ 11,276,500 | [ 11.447,200] |[$ 11,917,100 |
[ ENDING FUND BALANCE I |3 6878001 |$ 157,500 | [%  epie 00| [% 2257600 ] |[$ 2,548,000 |
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EXPENDITURE DETAIL - CITY COUNCIL ‘

Salaries - Reqular 47.500 48,900 17,000 17,000 | 17,000
SUBTOTAL SALARIES $ 47 500 ] 44,900 b 17,000 % 17 felily h 17 000
i Medical Insurance 18,600 18,300 8,500 6,500 6,500
Retirees Health Insurance 6,100 6,200 2,100 2,100 2,100
Medicare 700 700 300 300 300
Life Insurance 100 100 100 100 100
Retirernent 9,500 9,300 3,900 3,900 4,000
SUBTOTAL BENEFITS $ 35,000 $ 35,600 $ 12,900 $ 12,900 $ 13,000
Community Promotions 7,000 2,500 2,500 2,500 2,500
Compuler Maintenance 4,600 3,800 3,300 3,300 3,400
Copier Service 400 v 200 200 200
Insurance Premium:Liability 2,300 2,500 1,500 1,800 1,800
Insurance Premium:Property 200 300 300 300 300
Membership & Dues 21,200 22,200 22,200 22,200 22,200
Mileage 6,900 9,300 3,200 3,200 3,700
Office Supplies 1,000 600 200 200 200
Travel & Meetings 1,500 2,200 1,500 1,800 1,500
Utilities-Gas & Electric 2,000 2,200 2,800 2,800 2,800
Utilities-Telephone 500 - . ’
SUBTOTAL SERVICES & SUPPLIES $ 47,600 $ 45,700 $ 37,700 $ 37,700 $ 38,300
TOTAL | s 130100] [s 130200 [s 67600 | | 67.600 | |s 68,300 |
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‘ EXPENDITURE DETAIL = CITY MANAGER

Salaries - Regular 315,800 340,700 120,500 120,500 139,300
SUBTOTAL SALARIES $ 315,800 $ 340,700 $ 120,500 $ 120,500 $ 139,300
Insurance - Medical 28,200 29,400 14,800 14,800 13,500
Retirees Medical 9,200 9,200 2,800 2,800 2,800
Deferred Compensation 6,000 6,000 1,800 1,800 1,800
Employee Assistance Program 100 100 100 100 100
Worker's Compensation 6,100 7,100 800 900 900
Medicare 4,700 5,000 1,800 1,800 2,100
Life insurance 300 300 300 100 100
Long Term Disability 3,600 3,100 1,100 1,500 1,400
Retirement 62,500 67,400 29,100 29,100 39,200
SUBTOTAL BENEFITS $ 120,700 $ 127,600 $ 52,600 $ 52,900 $ 61,900
Computer Maintenance 11,300 15,500 6,000 8,000 4,200
Copier Service 200 - 500 1,000 1,200
Insurance Premium-Liabilily 8,400 6,900 5800 5,800 5,800
Insurance Premium-Property 500 900 900 1,000 1,200
Membership & Dues 800 2,400 2,700 3,700 3,000
Mileage 6,100 6,300 1,800 1,800 1,800
Office Supplies 2,100 3,900 2,300 2,300 2,300
Professional Services 12,500 15,000 10,000 70,000
Publishing 2,600 1,600 2,000 2,000 2,000
Subscriptions and Books 300 300 300 300 300
Training 1,500 1,600 1,600 1,600
Travel & Meetings 300 1,100 500 500 500
Utilities-Gas & Electric 2,000 2,200 4,000 3,000 3,500
Utilities-Telephone 1,700 1,700 2,100 2,100 2,100
Utililies-Water 200 300 400 400 400
Wellness Program B “ B 1,000 1,000
SUBTOTAL SERVICES & SUPPLIES $ 36,500 $ 57,100 $ 45,900 $ 44,500 $ 100,900
TOTAL ‘ ﬂ $ 473,000 J ﬂ $ 525,400 | | $ 219,000 | ﬂ $ 217,900 U( H $ 302,100
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EXPENDITURE DETAIL - CITY ATTORNEY 1

Code Enforcement 3,500 1,300 1,500 700 1,600
Investigation-Other Atty . . 10,000 “
Professional Services (Non-Salary) 125,400 111.300 140,000 140,000 A40, 000

[ TOTAL | % 178,900 | |5 112,600 | |'$ 151,500 | [ % 140,700 | [ 144,500 |
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i EXPENDITURE DETAIL - FINANCE

Salaries - Regular 192,600 226,700 73,200 73,200 97,000
Salaries - Overtime 100

SUBTOTAL SALARIES $ 192,700 $ 226,700 $ 73,200 $ 73,200 $ 97,000
Insurance - Medical 15,100 22,700 10,600 10,600 11,100
Retirees Medical 15,400 15,400 2,300 2,300 2,300
Employee Assistance Program 100 100 100 . 100
Worker's Compensation 3,900 8,000 2,400 2,400 2,400
Medicare 2,900 3,400 1,300 1,300 2,200
Life Insurance 200 100 - -

Long Term Disability 2,100 2,100 400 700 700
Retirement 36,600 42,100 15,700 15,800 26,900
SUBTOTAL BENEFITS $ 76,300 $ 91,900 $ 32,800 $ 33,100 $ 45,700
Computer Maintenance 13,100 22,100 16,700 16,700 18,800
Copier Service 600 600 900 1,200
Credit Card and Bank Fees 13,100 13,700 14,000 16,900 16,900
Insurance Premium-Liability 6,400 5,800 4,500 4,500 4,500
Insurance Premium-Property 400 800 200 200 200
Membership & Dues 1,300 1,000 1,100 1,100 1,100
Mileage 3,200 3,000 500 500 500
Office Supplies 2,600 5,100 2,500 2,500 2,500
Printing 100 100 100 100 100
Professional Services 47,500 23,600 35,000 35,000 35,000
Subscriptions and Books 200 . 200 200 200
Training 200 2,200 1,500 1,500 2,000
Travel & Meetings - 100 100 100 100
Utilities-Gas & Electric 2,000 2,200 4,000 3,000 3,500
Utilities-Telephone 1,000 2,000 2,500 2,000 2,200
Utilities-Water 200 300 300 300 300
SUBTOTAL SERVICES & SUPPLIES $ 92,100 $ 82,100 $ 83,800 $ 85,500 $ 89,100 |
TOTAL u I $ 361,100 ﬂ l $ 400,700 [ ’ $ 189,800 I LE $ 191,800 l @ $ 231,800
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EXPENDITURE DETAIL - LAW ENFORCEMENT

800 Mhz 78,900 78,900 25500 25,500 25,500
Arjis 16,000 16,000 16,300 16,300 16,300
Calld 5,600 5,500 6,100 6,100 6,100
Contractual Services 4,459,200 4,698,800 4,894,300 4,894,300 4,992,700
Insurance Premium-Property 5,000

Utilities-Water 2,900 1.900 1.800 1,800 1,800
Compuler Maintenance-Animal Control 2,400 2,400

Contractual Services 191,500 193,500 190,000 199,100 192,700
After Hours Calis 700 3,600 3,600 3,600
Fuel - Animal Control Vehicle 4,600 2,800 5,000 3,000 5,000
Office Supplies - Animal Control 800 " B

Fapairs - Animal Conirol Vehicle 3,300 2,700 2,500 3,100 2,500
TOTAL ] I $ 4,770,200 I ﬂ $ 5,003,200 ﬂ [ $ 5145100 | ﬂ $ 5,152,800 | } $ 5,246,200
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‘ EXPENDITURE DETAIL - FIRE

Salaries 1,657,600 1,674,200 1,618,700 1,618,700 1,751,700
Constant Staffing - Scheduled 119,900 118,500 125,300 121,300 126,800
Constant Staffing - Unscheduled 338,200 346 600 512,000 512,000 512,000
Salaries - Part Time 49,900 51,900 56,300 56,300 66,200
Salaries - Credit From JPA (120,900) (46,800) (20,000) 120,000 -
SUBTOTAL SALARIES $ 2,044,700 $ 2,144,400 $ 2,292,300 $ 2,428,300 $ 2,456,700
Insurance - Medical 217,400 210,000 205,200 205,200 205,200
Retirees Medical 57,900 63,300 84,000 84,000 84,000
Employee Assistance Program 600 600 600 600 600
Uniform Allowance 25,300 17,400 20,000 20,000 20,000
Holiday Pay 45,000 39,900 42,300 39,200 78,000
Paramedic Recertification 36,600 36,000 39,300 38,300 39,300
EMT - DC Incentive 1,500 1,500 1,500 1,500 1,500
Education Award 7,300 8,000 10,700 10,200 10,700
Worker's Compensation 76,900 68,600 60,000 55,000 55,000
Medicare 33,500 34,900 34,300 34,300 36,900
Life Insurance 600 500 1,700 1,700 1,700
Retirement 452,000 444,200 475,500 475,500 432,800
Unemployment 2,100 - - -

SUBTOTAL BENEFITS ) $ 966,700 $ 924,900 $ 975,100 $ 965,500 $ 965,700
ALS Supplies Pass Thru 16,700 27,600 25,800 25,800 46,200
City Emergency Preparedness 19,300 26,600 24,000 24,200 24,500
Community Risk Reduction/Fire Prevention 1,000 800 1,000 1,000 1,000
Computer Maintenance 17,800 23,500 25,000 25,000 25,000
Copier Rental 1,500 . 2,400 2,400 2,400
Depantmental Expenditures 7,200 10,600 8,000 8,000 9,000
Dispatch Services 158,500 202,300 220,000 220,000 239,000
Fire Station Supplies 4,000 4,000 4,000 4,000 5,000
Fire Truck Purchase . - E 86,700
Fuel 28,600 28,600 26,000 26,000 26,000
Insurance -Liability 65,300 45,400 41,500 41,500 41,500
Insurance-Property 4,000 6,100 6,500 6,500 6,500
JAC Reimbursable Expenditures . (600) -

JPA Reconciliation Expenditures 4,100 1,500 1,500 1,500
JPA Reimbursable Expenditures 1,100 600

Loan Payment 22,800 22,600 22,700 22,700 22,700
Medical Examinations 3,800 2,200 7,500 7,500 7,500
Medical Services & Supplies 1,500 “ £ B .
Membership & Dues - 400 600 600 600
Office Supplies 3,000 3,000 2,000 2,000 2,300
Patient Care Reporting Pass Thru 1,500 5,400 5,800 5,800 5,800
Personal Exposure Reporling 300 300 300 300 300
Personal Protective Clothing 15,100 13,200 11,000 11,000 13,500
Personnel Recruitment 1,800 100 500 500 500
RCCP Pass Thru fees - (1,100} - «

Repair and Maintenance-Equipment 4,900 2,600 4,000 3,000 4,500
Repair and Maintenance-Vehicles 44,200 56,100 48,000 65,000 54,000
Reserve Firefighter Expense . 3500 6,000 6,000 6,000
Self Contained Breathing Apparatus (SCBA) 4,900 5,600 4,000 4,000 4,500
Subscriptions and Books . 1,600 300 300 300
TIP-Trauma Intervention Program 3,800 3,800 3,800 3,800 3,800
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Tools and Supplies 3,700 2,000 3,000 3,000 3,000
Training 12,200 18,200 30,000 30,000 39,000
Training-AMR Pass Thru 11,200 1,400 19,100 19,100 19,100
Uniforms 2,800 2,800 5,000 5,000 5,000
Ulililies-Gas & Eleclric 14,600 16,600 20,000 20,000 20,000
Utilities-Telephone 4,200 5500 5,500 5,500 5,500
Utilities-Water 3,400 3,000 3,000 3,000 3,000
Vehicle Supplies 2,100 2,600 2,000 2,000 2,300
Weed Abatement Expenditures 7,400 3,400 6,000 6,000 6,000
SLBTOTAL SERVICES & SUPPLIES 5 A4 200 5 B4, 400 § BU5,B00 % 612,000 5 743,600
TOTAL | v $ 3,505,600 l u $ 3,623,700 | J $ 3,863,200 ] ‘ $ 4.005,800 l N $ 4,165,900
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EXPENDITURE DETAIL

- DEVELOPMENT SERVICES

Salaries - Regular 312,300 335,000 148,900 149,500 191,800
Extra Help 10,000
SUBTOTAL SALARIES E 312,300 | | $ 335,000 | |§ 149,900 | [ % s | [ § 201,800 |
Medical Insurance 28,900 32,200 15,400 20,300 20,800
Retirees Medical 6,200 6,200 3,100 3,100 3,100
Employee Assistance Program 100 100 200 200 200
Worker's Compensation 4,200 8,200 4,600 2,200 2,500
Medicare 5,800 6,200 2,400 4,800 4,800
Life insurance 100 100 600 600 600
Long Term Disability 2,700 3,000 1,800 1,800 2,400
Retirement 56,100 62,100 33,000 33,000 51,300
SUBTOTAL BENEFITS $ 105,100 $ 118,100 $ 61,100 % 6,500 § #5,700
Computer Maintenance 8,300 13,900 8,600 9,200 9,700
Copler Service 800 500 1,000 1,200
Development Support 10,000
Fuel 1,100 2,200 2,100 1,500 1,500
Insurance Premium-Liability 10,900 7,800 7,600 7,600 7,600
Insurance Premium-Property 700 1,100 1,200 1,200 1,200
Membership & Dues 1,700 2,000 2,500 2,500 2,500
Mileage 3,000 3,100 1,500 1,500 1,500
Naoticing 1,300 1,100 1,000 1,000 1,000
Office Supplies 3,000 5,100 4,000 3,000 3,000
Plan Checks/Consultations 197,800 205,600 150,000 210,000 163,500
Printing 600 100 300 300 300
Repair and Maintenance-Equipment 100 - B

Repair and Maintenance-Vehicles 100 200 200 200
Subscriptions and Books 2,100 200 200 200
Training 200 400 400 400 3,000
Travel & Meetings 100 100 500
Utilities-Gas & Electric 2,000 1,900 4,000 3,500 4,000
Utilities-Telephone 1,500 1,800 1,200 1,200 1,200
Utilities-Water 200 400 400 500 500
SUBTOTAL SERVICES & SUPPLIES $ 233,200 $ 248.800 $ 185,800 $ 244,900 $ 212,600
SUBTOTAL | | $ 650,600 l l $ 701,900 ] { $ 396,800 I u $ 460,900 b u $ 500,100 J
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EXPENDITURE DETAIL - DEVELOPMENT SERVICES

Salaries 341,300 361,200 68,600 77,300 77,200
Extra Help 13.300 29,400 19,200 19,200 16,900
SUBTOTAL SALARIES $ 354,600 $ 390,600 $ 87,800 $ 96,500 $ 93,100
Insurance-Medical 43,600 46,200 6,900 8,100 8,700
Insurance-Medical Retirees 9,200 7,700 900 1,100 1,400
Employee Assistance Prog 100 100 200 200 200
Worker's Compensation 8,300 10,200 2,200 2,400 2,200
Medicare 6,200 7,600 2,700 3,100 2,300
Life Insurance 100 100 200 300 200
Long Term Disability 800 900 200 200 200
Retirement 58,600 64,600 13,800 15,800 28,800
Unemployment 3,200 700

SUBTOTAL BENEFITS $ 130,100 $ 138,100 $ 27,100 $ 31,200 $ 44,000
Computer Maintenance 11,700 14,800 7,000 10,000 7,100
Copier Rental 1,100 - 400 1,000 1,200
Cost Recovery 4,200

Development Support 2,500 2,900 5,300 5,300 5,300
Fuel 1,700 1,500 1,200 1,400 1,400
Insurance-Liability 10,300 9,900 6,900 6,900 6,900
Insurance-Property 600 1,300 1,100 1,100 1,100
Membership & Dues 700 300 300 1,100 300
Mileage 3,600 3,500 300 600 600
Office Supplies 2,500 5,100 2,000 2,300 2,300
Personnel Recruitment 100 » “ 500

Printing 100 900 1,000 . 1,000
Professional Services 1,200 1,100 2,000 2,000 2,000
Protective Clothing . 100 500 500 500
Repair and Maintenance-Vehicles 1,100 1,700 4,000 1,000 1,000
Training 800 900 500 500 500
Travel & Meetings 1,600 300 500 500 500
Utilities-Traffic Signals 25,100 26,300 26,000 26,000 26,000
Utilities-Telephone 3,300 3,200 3,300 3,500 3,500
Ulilities-Water 300 500 600 600 600
SUBTOTAL SERVICES & SUPPLIES $ 72,500 $ 74,300 $ 59,900 $ 64,800 $ 61,800
I SUBTOTAL I r $ 567,200 ' I $ 603,000 | '$ 174,800 “ | $ 192,500 ! [ $ 198,900 I
l TCTAL, DEVELOPMENT SERVICES H | $ 1,207,800 v ’ $ 1,304,900 | “ $ 571,600 | l $ 653,400 “ I & B, 00 |
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| EXPENDITURE DETAIL - PUBLIC WORKS

Salaries - Regular 162,100 179,100 23,800 32,000 24,800
Salaries - Overtime 200 300 300 300 300
SUBTOTAL SALARIES $ 162,300 $ 179,400 $ 24,100 $ 32,300 $ 25,100
Medical Insurance 18,200 16,600 2,700 3,700 2,700
Employee Assislance Prog 100 100 100 100 100
Worker's Compensation 4,200 6,100 5,500 5,400 5,500
Medicare 2,600 2,900 600 600 400
Life Insurance . 100 100 100 100
Long Term Disability 1,800 2,200 500 500 200
Retirement 32,000 35,300 5,300 7,000 6,900
SUBTOTAL BENEFITS $ 58,900 $ 63,300 $ 14,800 $ 17,400 $ 15,900
Computer Maintenance 3,800 9,200 8,200 8,200 3,000
Copier Service 400 . 200 1,000 1,200
Insurance Premium-Liability 4,500 5,800 3,100 3,100 3,100
Insurance Premium-Property 600 800 1,000 1,000 1,000
Marketing Supplies . - 1,000 7,000 7,000
Membership & Dues " 600 1,700 1,700 1,700
Mileage 3,000 2,800 500 900 500
Office Supplies 1,600 4,000 2,500 2,000 2,000
Professional Services 2,700 1,600 2,000 2,000 77,000
Protective Clothing “ 7,000 7,000 7,000
Repair and Maintenance-Equipment 800 900 900 900 900
Training 200 200 13,000 13,000 13,000
Travel & Meetings 200 100 500 500 500
Utilities-Gas & Electric 2,000 2,200 4,000 4,000 4,000
Utilities-Telephone 1,000 2,200 3,000 3,000 3,000
Utilities-Water 200 300 300 300 300
SUBTOTAL SERVICES & SUPPLIES $ 21,000 $ 30,800 $ 48,900 $ 55,600 $ 125,200
SUB TOTAL J u‘ $ 242,200 | | $ 273,500 I E $ 87,800 l u $ 105,300 1 ’ $ 166.200
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EXPENDITURE DETAIL - PUBLIC WORKS

v

Salaries - Regular 302,100 320,700 “
Salaries - Overlime 8,400 10,400 "
Extra Help 10,800 8,400 . . .
SUBTOTAL SALARIES $ 321,300 $ 339,500 $ v $ v $ "
Medical Insurance 44,600 45600 o -
Retirees Medical 1,500 1,500 - - w
Employee Assistance Program 200 200
Worker's Compensation 10,700 12,200 -
Medicare 4,600 4,900 v
Life Insurance 200 100 ‘ E
Long Term Disability 2,800 3,100 . -
Retirement 50,400 54,900 ~ e
Unemployment Insurance 4,600 *
SUBTOTAL BENEFITS $ 115,000 $ 127,100 5 . $ . $
Computer Maintenance 5,100 7,600 4,000 4,500 2,500
Contract Services 700 300 5,000 5,000 5,000
Copier Service 400 400 400 400
Cost Recovery Expenditures 300 1,000 1,000 1,000
Dead Animal Removal 2,000 1,700 2,100 2,100 2,100
Equipment Rental - External 8,500 3,100 9,000 9,000 9,000
Fuel 20,700 13,600 17,000 15,000 15,000
Graffiti Cleanup 1,400 1,700 1,800 1,800 1,800
Herbicides/Pesticides 1,100 600 1,000 1,000 1,000
Insurance Premium-Liability 15,900 11,800 6,600 6,600 6,600
Insurance Premium-Property 700 1,600 1,000 1,000 1,000
Medical Exams 800 100 100 200 200
Membership & Dues " 600 300 500 500
Office Supplies 900 100 200 200 200
Pavement Markings 500 - -
Permit Expenses - 300 400 400 400
Personnel Recruitment 400 -
Protective Clothing 3,800 3,800 -
Repair and Maintenance-Equipment 15,000 17,800 15,000 15,000 15,000
Repair and Maintenance-Sidewailk 3,800 4,500 5,000 5,000 5,000
Repair and Maintenance-Storm Drain 3,500 10,000 5,000 15,000
Repair and Maintenance-Vehicles 9,700 12,800 21,000 21,000 22,000
Streel Sweeping 13,900 13,900 14,000 14,000 14,000
Tools and Supplies 4,200 7,800 7,000 7,000 7,000
Training - Streets 6,800 3,300 “
Utilities-Gas & Electric 3,000 600 1,200
Utilities-Telephone 3,200 2,700 3,000 3,000 3,000
Ulilities-Water 15,300 16,500 15,500 15,500 15,500
SUBTOTAL SERVICES & SUPPLIES $ 134,100 $ 130,500 $ 143,900 $ 134,800 b 144,408
H SUB TOTAL ’ n $ 570,400 K l $ 597,100 ﬂ [ $ 143,900 u l $ 134,800 J‘ r $ 144,400
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EXPENDITURE DETAIL - PUBLIC WORKS

Salaries 66,000 68,600 70,300 70,300 73,500
Overtime . 400
Extra Help 53,500 44 600 §5,000 40,000 40,100
SUBTOTAL SALARIES $ 119,500 $ 113,600 $ 125,300 $ 110,300 $ 113,600
Insurance-Medical 8,500 10,800 13,500 13,500 13,500
Insurance-Medical Retirees 6,200 6,200 6,100 6,100 6,100
Employee Assistance Prog 500 500 500 500 500
Worker's Compensation 2,500 3,000 3,700 3,700 3,700
Medicare 3,100 2,800 4,600 4,600 3,500
Life Insurance - . 100 100 100
Long Term Disability 500 800 800 800 800
Retirement 12,300 12,600 16,200 16,200 17,300
Unemployment 300 2,600 100 100 100
SUBTOTAL BENEFITS $ 33,900 $ 39,300 $ 45,600 $ 45,600 $ 45,600
Computer Maintenance 1,200 5,800 2,000 3,300 1,000
Contractual Services 500 1.100 1,000 1,000 1,000
Copier Rental 300 - 400 800 1,200
Credit Card Fees 400 2,000 2,200 1,000 1,500
Daycamp 18,300 7.700 12,000 12,000 12,000
Fuel 100 . . .
Insurance-Liability 6,200 3,000 3,100 3,100 3,100
Insurance-Property 400 400 » - -
Maintenance-Supplies - - 200 200 200
Medical Exams - 100 100 100 100
Membership & Dues 200 100 100 100
Mileage 100 . 100 100 100
Office Supplies 1,300 1,200 500 500 500
Personnel Recruilment 200 500 200 200 200
Printing 500 500 500
Recreation Center 300 .
Rental Expense-Senior Center 4,500 3,300 5,000 3,000 5,000
Repair and Maintenance-Equipment 100 400 500 500 500
Softball 1,600 1,400 1,500 1,800 1,800
Special Events 18,000 21,000 21,000 21,700 21,700
Training 100 100 100 100
Utilities-Gas & Electric 34,300 35,300 40,000 40,000 40,000
Utilities-Telephone 1,100 2,800 4,500 3,500 4,500
Utilities-Water 14,300 21,000 16,000 16,000 16,000
SUBTOTAL SERVICES & SUPPLIES $ 103,200 $ 107,300 $ 111,000 $ 109,500 $ 111,100
| suBTOTAL | s osepoo| |8 260200 |8 281900] |5 2es400| |s 270300
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‘ EXPENDITURE DETAIL - PUBLIC:WORKS |

Medical Insurance . » »

Retiress Medical 4,600 4,600 4,600 4,600 4,600
Worker's Compensation 38,000 300 200 -

Medicare

Long Term Disability . N . w “
Retirement . - -

Linempleyrment 700

SUBTOTAL BENEFITS $ 43,300 $ 4,900 $ 4,800 $ 4,600 $ 4,600
Contract Services 119,300 112,900 115,000 115,000 115,000
Insurance Premiume-Liability 400 ” .

Maintenance-Lighting 2,200 1,500 2,200 2,200
Maintenance-Supplies 20,900 19,300 22,000 22,000 22,000
Repair and Maintenance 7,200 2,000

Repair and Maintenance-Equipment 300

Tree Trimming 17,900 19,800 18,000 19,000 19,000
Utilities-Gas & Electric 4,000 4,100 4,800 4,000 4,000
Utilities-Telephone 1,300 1,200 2,200 1,500 1,500
Utililies-Water 77,800 69,700 63,000 63,000 63,000
SUBTOTAL SERVICES & SUPPLIES $ 249,100 $ 231,300 $ 227,500 $ 226,700 $ 226,700
SUB TOTAL | u $ 292,400 f | $ 236,200 u | § Rd 300 | | $ 231,300 | | $ 231,300
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\ EXPENDITURE DETAIL - PUBLIC WORKS ‘

i
Salaries - Regular 114,300 123,400 126,300 126,300 106,300
Salaries - Overtime 2,200 2,200 2,500 5,000 2,500
SUBTOTAL SALARIES $ 116,500 $ 125,600 $ 128,800 $ 131.300 $ 108.800
Medical Insurance 21,100 21,600 22,500 22,500 18,000
Retirees Medical 3,100 3,100 3,100 3,100 2,400
Employee Assistance Prog 100 100 100 100 100
Worker's Compensation 4,000 5,100 4,600 4,700 4,700
Medicare 800 1,000 1,200 1,200 1,100
Life Insurance 100 100 100 100 100
Long Term Disabllity a00 1,000 1,400 1,400 1,100
Retirement 22,000 24,300 28,000 29,000 25,000
SUBTOTAL BENEFITS $ 52,200 $ 56,300 $ 62,000 $ 62,100 $ 52,500
Advertising . 300 300 300 300
Computer Maintenance 2,600 4,000 1,800 2,200 2,200
Contract Services 4,100 45300 54,000 10,000 10,000
Copler Rental 400 - 200
Cost Recovery . 500 600 600 600
Equipment Rental 400 200 200 200 200
Fuel 1,100 3,500 2,500 2,500 2,500
Insurance Premium-Liability 4,000 4,900 3,200 3,300 3,300
Insurance Premiurn-Property 200 700 500 500 500
Maintenance-Services 15,800 10,000 15,000 15,000 15,000
Maintenance-Supplies 18,200 32,000 28,000 28,000 28,000
Office Supplies 100 100
Protective Clolhing 1.700 1,300 . -
Repair and Maintenance - - 10,000 5,000 10,000
Repair and Maintenance-ADA - . - 1,000 1,000
Repair and Maintenance-Equipment 2,300 1,700 2,000 2,000 2,000
Repair and Maintenance-Vehicles 500 1,800 700 3,200
Special District Assessment 5,200 5,300 5,300 5,300
Tools and Supplies 1,400 3,300 3,000 3,000 3,000
Training 100 100
Utilities-Gas & Eleciric 3,600 3,800 3,600 3,600 3,600
Utilities-Telephone 1,600 1,200 1,200 1,200 1,200
Utilities-Waiter 100 100 100 100 100
SUBTOTAL SERVICES & SUPPLIES % 58,200 $ 120,000 $ 132,000 $ 87,000 $ 88.800
‘ SUB TOTAL I V $ 226,900 | H $ 301,900 V u $ 322,800 “ d $ 280,400 u I $ 250,100
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‘ EXPENDITURE DETAIL - PUBLIC:WORKS

Salaries - Regular 124,500 136,400

Salaries - Overtime 2,700 6,400

Extra Help 10,800 2,300

SUBTOTAL SALARIES 5 148,004 $ 145,100 b - $ %

Medical Insurance 21,000 26,200 B "

Employee Assistance Program 100 100 v

Worker's Compensation 4,300 5,900 . -

Medicare 2,800 2,100 -

Life Insurance 100 100

Long Term Disabifity 1,000 1,100

Retirement 24,200 21,300 -

SUBTOTAL BENEFITS $ 53500 | | § 56,800 | |4 5 - $

Medical Exams 100

SUBTOTAL SERVICES & SUPPLIES $ 400 % $ $ - $
[ SUBTOTAL K] 191,600 | [§ ghrann | [% | |3 | [$ |
[ToTAL | [8__17s0106] [§ 1870800 [§ 1068700 | [$__ 1,017,200] [5 1,062,300 |
[TOTAL-ALL DEPARTMENTS 12,356,800 | | 12874600 | | 14,476,600 | 11,447,200 | | 11,917,100 |
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127,200

GAS TAX FUND - FUND 02
Highway User Tax

74,500

Highway Users Tax:
Section 2103 205,300 360,800 271,400 270,700 209,600
Section 2105 113,100 176,100 137,500 159,600 149,300
Section 2106 93,400 96,100 113,000 95,000 81,800
Section 2107 185,300 188,400 169,400 217,900 204,100
Section 2107 5 6,000 6,000 6,000 6,000 6,000
Transfer from Sanitation District 100,000 100,000 100,000 100,000 100,000
TOTAL RESOURCES: 830,300 $ 927,500 $ 797,400 $ 849,300 $ 825,300
Salaries - Regular 487 300 481,000 532,700
Salaries - Overtime 15,000 22,500 18,300
Extra Help e 15,000 4,000 4,000
SUBTOTAL SALARIES [ - 517,300 507,500 555,000
Medical Insurance 75,400 67,700 76,800
Retirees Medical B 5,400 8,200 9,300
Deferred Compensation " 1,000 1,000 1,000
Employee Assistance Program 100 100 100
Worker's Compensation 4,700 14,600 14,600
Medicare 7.400 7,000 8,100
Life Insurance - 300 300 300
Long Term Disability 4,700 4,700 4,700
Retirement 110,400 103,000 129,700
SUBTOTAL BENEFITS - . 213 4y 206,600 244,600
Mileage “ - 5,000 700 200
Transfer to Cily for Administration 830,200 927,400 64,900 60,000 44,500
SUBTOTAL OPERATIONS 830,200 AT A0 5,900 60,700 44,700
TOTAL EXPENDITURES: 830,200 13 927, 401 § 199,600 $ 774,800 $ 844,300
|[ENDING FUND BALANCE - June 30 | Ts 100] [% 100] [% {2, [ s 74500 | [$ (19,000)|

: FY 15-16 Budget
N 5 346,700 156,600 s 157,300
Interest 1,000 700 700 700 700
Other Revenue 10,800
TOTAL RESOURCES: 353,100 $ 347,400 $ 157,300 $ 157,300 $ 158,000
Capital Equipment 6,400 190,800 . “
Lemon Grove Avneue Realignment Project - - 100,000 « 100,000
TOTAL EXPENDITURES: 6,400 $ 190,800 $ 100,000 [ $ 100,000
[ENDING FUND BALANCE - June 30 | |3 346,700 | | % 156,600 | [ $ 57,300 | |$ 157,300 | [ 58,000 |
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PENSION LIABILITY FUND - FUND 4

General Reserve Transfer

200,000

TOTAL RESOURCES:

$ 200.000

EXPENGITL

Pension Liability 200,000
TOTAL EXPENDITURES: $ § - kd $ $ 200,000

[ Wiiloage R E | [3 Rk s |

PARK LAND DEDICATION ORDINANCE - FUND 05

Development Fees
Interest

50,200

TOTAL RESOURCES: $ 23600 | |§ 32600 | | 76,2010 | | § 4,200
Park Improvements 13,500 16,106 10,100 |

TOTAL EXPENDITURES: $ ] 18] |8 400 | [ 10,100
| ENDING FUND BALANCE - June 30 1|8 23000 [ 1wt (s 60,100 | (& s4200 [§ =
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| GENERAL RESERVE FUND - FUND 06

; 2T
| ACTUAL | Anticipated .
” $ 2,003,700 $ 1,906,100 b3 1,772,500 1,242,900
HE . .
Interest-Other 4,500 4,200 4,000 4,400 4,400
Property Tax Service Fee Refund (one-time) 98,400 “ -
TOTAL RESOURCES: $ 2,106,600 $ 1,910,300 $ 1,776,500 $ 1,776,900 $ 1,247,300
Cily Manager Recruitment 17,500
Election Services (2-seats=$10,000, 1-ballot
measure=$6,000) 27,100 200 &,000 5,500
Fire-Side Fund Pay-Off (HCFA) 20,500 . -
General Plan Update . 150,000
Sick Leave Payout . 4,600 .
Telephone Upgrade 17,800 . . -
Transfer to Self Insured Funds 85,000 50,000 50,000 - (25,000}
Transfer to Capilal Improvement Projects Fund - 180,000
Vacation Pay Off 1,700 400 12,200 37,500 12,000
Capital Assel Purchases
Finance System 32,700 38,000 32,000 32,000 .
Fire Engine and Fire Equipment 15,700 35,600 114,000 114,000 65,200
IT System upgrades 13,600 - . -
Facility Replacement-City Hall . 50,000 50,000 .
Facility Replacement-Senior Center 115,000 115,000 15,000
Facilily Replacement-Sheriff's Station 95,000 .
Animal Control Vehicle 30,000
TOTAL EXPENDITURES: $ 200,500 $ 137,800 $ 480,800 3 534,000 $ 264,700
[ ENDING FUND BALANCE - June 30 | % 1,906,100 | [$ 1,772,500 | |§ 1206700 | [4§  t124pm00| [§ 982,600 |

SUPPLEMENTAL LAW ENFORCEMENT SERVICES - FUND 07
Citizen's Option for Public Safety (COPS)

Annual Allocation 100,000 100,000 100,000 100,000 100,000
TOTAL RESOURCES: $ 100,100 $ 100,000 $ 100,000 $ 100,000 $ 100,000
J e b s —— o
Transfer lo Cily for Administration & Operations 100,100 100,000 100,000 100,000 100,000
TOTAL EXPENDITURES: $ 100,100 $ 100,000 % 100, [0 ¥ 108,000 $ 100,000
| ENDING FUND BALANCE - June 30 | % b1 | [ | |3 [ 1% |
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| GRANTS - FUND 08 |

REVEWIES 7

{637,500}

479,700

Grant Revenues & Reimbursements 160,900"" 798,500 T B 660,800

Interest 200 200 { - "

TOTAL RESOURCES: $ 2300 | [ & 151,200 | |% 740800 | | % a28,500 ) | $ 447,400
EXPERDITURE

Public Safety:

Disaster Preparedness Grants 2,900 1,200 2,200 2,300 2,300
Misc Fire Department Granis 400 - . .

Homeland Security Grants (SHSGP) 7,300 17,800 22,000 22,000 20,000
UASI-Urban Area Security Initiative 1,100 3,400 3,400 3,000 3,000
ARRA JAG-Law Enforcement 12,600 . .

JAG Law Enforcement Grant 24,700 -

Miscellaneous:

Beverage Container Recycling Program 300 6,200 300 300 300
HEAL Zone Grant 19,000 14,700 12,000 12,000 12,000
Capital Prolects:

Promenade Extension Planning 91,700 308,000 196,200 1.12,100
Smart Growth Incentive Program - Promenade 268,900 - - w
Safe Routes to School (State) - San Miguel 27,300 188,700 . . -
Safe Routes to School (Non-Infrastructure) 162,200 94,700 100,000 100,000 105,000
Safe Routes to School (Federal) - Palm/Golden 100 6,300 325,000 325,000 225,000
Safe Routes to School (State) - Madera 123,000 . - - -
Extraordinary ltem (Promenade correction) “ (226,200) -

TOTAL EXPENDITURES: ] Baga00 $ 193,500 $ 772,900 3 660,800 $ 479,700
| ENDING FUND BALANCE - June 30 I s (garson}] |4 w2 [$ (32,3005 [% zaonl % {32 300y

‘ COMMUNITY DEVELOPMENT BLOCK GRANT - FUND 09 |

Allocation

293,600

80,000

80,000

TOTAL RESOURCES:

265, 200

(400)

3 79,800

¥

ToLAD0

o600

General Expenditures

4,300

Y

Street/Sidewalk Rehabilitation 289,300 79,600 169,000
TOTAL EXPENDITURES: 5 293600 | | % $ 79600 ] [§ § 169,000
[ ENDING FUND BALANCE - iung 30 | [ fant)] [$ aon)] 4 Rk o606 | |5 {89,400)|
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TRANSPORTATION DEVELOPMENT ACT.(TDA) - FUND 10
Transnet Article 4

116,200 121,200 121,200 121,200
Other Revenue - - 237,400 237,400 184,900
Interest 300 300 100 100 100
Deferred Revenue 166,600 166,600 "
TOTAL RESOURCES: $ 116,500 & 121,500 5 625,500 $ 525,500 § 330,300
[ERPE
Salaries - Regular ,
Overtime - 300
'SUBTOTAL SALARIES . . 47,000 47,000 49,500
Medical Insurance - 5,300 5,300 5,900
Retirees Medical B 500 500 200
Deferred Compensation - . 100 100 100
Worker's Compensation : 100 100 100
Medicare " - 600 600 600
Life insurance . . 100 100 »
Long Term Disability 2 - 400 400 400
Retirement “ - 10,700 10,700 8,100
SUBTOTAL BENEFITS » . 17,800 17,800 15,400
OPERATIONS:
Mileage - » 600 600 600
PROJECTS:
Capital Expenditures-Bus Shelter Replacement - - 120,000 90,000 100,000
Lemon Grove Avenue Realignment Project . " 237,400 237,400 B
Broadway/l.GA Roadway Repairs . 50,000
Repair and Maintenance-Bus Sheller 43,800 43,300 50,000 50,000 50,000
Repair and Maintenance-Trolley Facility 2,400 26,000 26,000 26,000
Trolley Conidor Landscape Maintenance 12,400 11,400 25,000 25,000 25,000
Transfer to General Fund - Administration 3,600 3,600 3,600 3,600 17,400
Transfer io General Fund - Operations 56,700 60,600 ” . "
SUBTOTAL-PROJECTS: $ 116,500 $ 121,300 $ 462,600 $ 432,600 $ 269,000
[ F6i7AL EXPENDITURES: K 116,500 ] | § 129,300 | | 527.400 | [§_ 497,400 | [$ 333,900 |
[ ENDING FUND BALANCE - June 30 | L% . ] is 200 {§ foom| [§ 00| | § 400 |

*Deferred Ravanue projected to be $130,000 ot 8/30/15
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TRANSNET -FUND 14
Street Construction

12,300

Annual Allocation 647,300 1,045,800 1,450,100 1,911,100
Miscellaneous Revenue 29,800

TOTAL RESOURCES: $ 804,700 $ 566,900 & 1,000, T30 $ 1,405,000 $ 1,911,100

alaries - Reg 63,700 65,500 70,400

Overtime 100 200 100
SUBTOTAL SALARIES " 63,800 65,700 70,500
Medical Insurance “ 6,800 10,200 11,100
Relirees Medical . 2,000 1,200 1,200
Deferred Compensation 200 200 200
Worker's Compensation 1,600 1,600 1,600
Medicare 800 1,000 1,000
Life Insurance 200 200 .
Long Term Disability » 400 400 600
Retirement 14,400 14,000 16,900
SUBTOTAL BENEFITS " 26,400 28,800 32,600
QOPERATIONS:

Mileage 700 - .
PROJECTS

Lemon Grove Realignment (CR) - LG 13

Lemon Grove Realignment E 908,200
Traffic Improvements (PM) - LG 14

Traffic Improvements (Citywide) 126,200 82,600 125,000 180,000 139,100
Storm Drain Rehabililation (PM) - LG 15

Storm Drain Maintenance (Citywide) 101,000 35,500 70,000 115,700 83,300
Storm Drain Rehabilitation (CR) - LG 16

Storm Drain Improvements 111,100 111,500 130,000 243,400 118,300
Street Improvements (PM) - LG 17

Pavement Management 124,100 152,400 155,000 139,000 71,900
Traffic Improvements (CR) - LG 18

Traffic Signals 29,000 16,000 20,000 9,300 18,900
Street Improvements (CR) - LG 20

Street/Sidewalk Rehabilitation 281,600 111,300 365,000 623,100 468,300
Streel/Sidewalk Rehabilitalion-CDBG 11,300 -

Safe Routes to School (Federal}-Palm & Golden . 200 75,000 - .
Safe Routes to School (State) - Madera Street 40,900 200 . . .
Safe Routes to School (State) San Miguel 5,400 20,600 -

Transfer to Cily for Administration & Operations 84 300 81,700 w m “
SUBTOTAL-PROJECTS: $ 914,900 $ 612,000 3 940,000 $ 1,310,500 5 1.808,000
| TOTAL EXPENDITURES: I s 914,900 | [$ 612,000 | [% 1030800 [§ 1405000] [$ 1,911,100 |
| ENIING FUND BALANCE - June 30 | 3 (i aong] s st |5 {30,200)| [§ Rk -
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SIDEWALK RESERVE - FUND 18 |

22,sooﬂ Is 22,8003 "s 22,800 $ 22,800

(100)

” e — -

'Revenue
Interest 100 100
TOTAL RESOURCES: $ 22,800 $ 22,800 $ 22,800 $ 22,800 $ 22,800

te

Curb, Ramp, Sidewalk Rehab . . .

TOTAL EXPENDITURES: $ - $ $ v $ - $ -

| ENDING FUND BALANCE - June 30 1 [$ 22,800 [$ 22800 | [§ 22,800 | [ & e ] ['§ 22,800 |

INTEGRATED WASTE REDUCTION - FUND 21

AB939 - Integrated Waste Reduction Act of 1990

[REVEN ‘
ABY39 Fees 34,300 25,300 22,000 22,000 22,000
Interest 400 300 300 300 300
TOTAL RESOURCES: $ 140,600 $ 124,400 | | % 111,100 $ 111,100 $ 89,000
"Salaries - Regular 21,400 21,600
SUBTOTAL SALARIES 21,400 23,900 21,600
Medical Insurance 2,300 2,700 2,300
Relirees Medical 800 800 800
Deferred Compensatin 100 100 100
Employee Assistance Program E - B
Worker's Compensation 600 600 300
Medicare 300 300 300
Long Term Disability 200 200 200
Retirement 4,900 5,500 2,100
SUBTOTAL BENEFITS 9,200 10,200 6,100
OPERATIONS
Consultant Fees 1,100 500 500 900 5,500
General Expenditure 14,200 - - -
Mileage - . 300 300 300
Program Fees . 6,900 8,500 8,500 8,000
Transfer to City for Administration 26,500 28,200 600 600 1,200
TOTAL OPERATIONS: $ 41,800 $ 35,600 § 10300 | | & 10,300 % 15,000
| TOTAL EXPENDITURES: R 41800 | [$ 35,600 | | angoo | % ALA00 | [ § 42,700
[ ENDING FUND BALANCE - June 30 | |8 98.800 | | % 88,800 | |5 70,200 | |5 66,700 | [$ 46,300 |
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WILDFLOWER ASSESSMENT DISTRICT - FUND 22

Wildflower Landscape Maintenance Assessment District 97-1

$ 12,800 $ 13,800 $ 14,200

I
Salaries - Regular

Overlime
SUBTOTAL SALARIES $ . $ . $ 3,900 $ 4,200 $ 4,200
Medical Insurarnce . - 500 500 500
Retirees Medical . . 100 100 -
Long Term Disability . 100 100 100
Retirement - - 1,000 1,000 400
SUBTOTAL BENEFITS $ $ - $ 1,700 $ 1,700 $ 1,000
OPERATIONS
Contraclual Services 3,000 . 1,700 2,500 2,500
Utilities-Gas and Eleclric - 200 B “
Ulililies-Water - “ 800 200 200
Transfer to City for Adminisltralion 5,500 5,300 100 100 100
TOTAL OPERATIONS: $ 8,500 $ 5,300 $ 2,800 $ 2,800 $ 2.800
| TOTAL EXPENDITURES: | s 8,500 | | & 5300 | [& 8400 |5 8700 | [§ 8,000 |
[ ENDING FUND BALANCE - June 30 | I's 4,300 [§ 7700 [$ 5000 | [$ 5900 | [§ 8,200 |

SERIOUS TRAFFIC OFFENDER PROGRAM (STOP) - FUND 23 *

$ 34,500

il L | / i Y
Impound Fee Share 12,000 9,500 9,500
Interest 100 100 100
TOTAL RESOURCES: $ 40,100 $ 44,100 $ 44,100 $ 42,600 $ 29,500
L
Salaries - Regular
SUBTOTAL SALARIES - - 1,800 1,800 1,900
Medical Insurance - - 100 100 100
Retirees Medical . . 100 100 100
Deferred Compensation “ 100 100 100
Worker's Compensation - . 100 100 100
Retirement » - 500 500 200
SUBTOTAL BEMEFITS - “ 900 900 600
PPERATIONS
Cieneral Expenditure 3,600 7,800 20,000 20,000 10,000
Transter lo City for Administration 2,000 2,000 - - .
TOTAL OPERATIONS: $ 5600 [§ 9600 | % 20000 | | A 10,000
[ TOTAL EXPENDITURES:; K 5600 | |§ a600 1 |8 22700 | [$ s | S 12,500 |
[ ENDING FUND BALANCE - June 30 ] 34500 [$ 34500 [$ 21,400 | |5 19,900 ] |§ 17,000
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i SELF-INSURED WORKERS COMPENSATION RESERVE - FUND 25 ‘

$ 258,000 |$ 385,700 355,700

N
Interest 1,400 1,400 1,400 4,400
General Reserve Transfer 75,000 50,000 50,000 " (25,000)
Other Revenue , 8,200 v " "
TOTAL RESOURCES: 1 307,800 $ 317,600 $ 407,100 $ 357,100 ¥ G, 600

Estimated Claims Payable “ . B {168,100)
Insurance “
Professional Services

TOTAL EXPENDITURES: $ 49,900 B {38,100 b - § {rea e | $

[ ENDING FUND BALANCE - June 30 T [s 2ss000 | |3 355700 ) [$ 407100 | | % 525200 | | % 0,600 |
*Fund Balance includes $25,000 on deposit with Tristar

‘ STORM WATER' PROGRAM - FUND 26 \

700
{500)

$ 3,400

i) .. . E |
Storm Water Fees - Commercial 48,800 49,300 R )
Storm Water Fees - Discretionary 11,300 11,500 11,500 14,300
Storm Water Fees - Residential 300 . » -
Transfer from General Fund 81,100 75,500 157,500 162,200 156,200
TOTAL RESOURCES: & 141,700 § 138,700 $ 221,700 $ 229,200 $ 217,000 |
SUBTOTAL SALARIES ] - 30,400 35,100 30,500
Medical Insurance . 3,900 4,100 3,400
Retirees Medical £ - 100 500 500
Worker's Compensation “ . 500 500 500
Medicare : « 400 500 400
Long Term Disability . . 300 400 300
Retirement . . 6,900 8,000 3,000
SUBTOTAL BENEFITS . - 12,100 14,000 8,100
OPERATIONS
General Expendilure 101,500 97,300 179,000 179,000 179,000
Mileage . 200 1,100 100
Transfer to City for Administration 36,800 39,000 -
TOTAL OPERATIONS: $ 138,300 $ 136,300 $ 179,200 $ 180,100 $ 179,100
| TOTAL EXPENDITURES: | s 138,300 | [% 136,300 | [ % FARCIE 229200 | |'$ 217,700 |
| ENDING FUND BALANCE - June 30 | % 3400 [% 3400 |§ - s - % {ro0}]
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REGIONAL TRANSPORTATION CONGESTION IMPROVEMENT
PROGRAM -

FETCIP Foes (58,204 per femicdantial holsiogy urit)

FUND 27

(160)

34,000

76,600

TOTAL RESOURCES:

34,000 5

76,500 $

Lemon Grove Avenue Realignment Project 34,000 34,000 34,000
TOTAL EXPENDITURES: $ . $ $ 34,000 [$ 34000 | |$ 34,000
| ENDING FUND BALANCE - June 30 e 118 1% [ 42,600 | [$ 42,600 |

Above fund balance does not reflect $99,000 in deferred revenue

SELF-INSURED LIABILITY RESERVE - FUND 29

‘REVENUES
Interest

1,200

Dividend 25,500
Revenue- General Reserve Account .
TOTAL RESOURCES: $ 516,000 $ 450,200 $ 442.000 5 459,600 $ 469,800

92,500 29,400 10,000 1,600 10,000
Safely Loss Prevention Regulatory Compliance 10,000 10,000 10,000
TOTAL EXPENDITURES: $ 92,500 $ 29,400 $ 20,000 $ 11,000 $ 20,000

| ENDING FUND BALANCE - June 30 [ 42500 | | $ Apehon ] [ 6 422,000 | [$ 448,600 | [$ 449,800 |
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PUBLIC EDUCATIONAL AND GOVERNMENTAL ACCESS (PEG) - FUND 30

AGD |

"200 400
PEG Fees 133,300 58,600 58,000 56,000 56,000
TOTAL RESOURCES: § 135,500 1 |8 191,100 | |§ 248,200 | % anzon | | § 235,600

Corrpter Expense . 8,500 26,000 36,000
Prifeasional Services 1,400 . 8,000 8,000 3,000
il Improvements “ 1,300 33,000 33,000 50,000
TOTAL EXPENDITURES: $ 1,400 [ 1,400 5 48,500 $ 67,000 $ 89,000

[ ENDING FUND BALANCE - June 30 | 1% 100 S 189,800 | | % 198,700 | |4 o200 ] |5 146,500 |

HOUSING FUND - FUND 31

Housing Revenue - 14,100

Other Revenue 3,000 - -

Grant Revenue - . 1,170,800

Extraordinary ilem (Reclassified revenue) " 134,600 "

TOTAL RESOURCES: % T A ] {BHT 0} $ {90,800) $  (1,261,600) $ (1,121,800}

General Expense 200 100 200 200

Lemon Grove Avenue Realignment Project [ 400,000 v "
Main Street Promenade 1,206,800 384,500 - (140,000)

Professional Services 5,000 - B "
TOTAL EXPENDITURES: [ EEX (A 394,600 | |'$ 460,200 | |'§ (139,800)| | %

[ ENDING FUND BALANCE - June 30 | Is (10157000 |[$  (1,261,600)| | & e aony] % praziEeey] [§ 1,01 ,800))
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Capital Reserve - Fund 32 |
I | RHA [P o] | o

| & 100,000 |

87,300

B a7, 300 140,000 |3 180,000

180,000

Facility Replacement-Sheriff's Station
TOTAL EXPENDITURES: 5 . $ 180,000
| ENDING FUND BALANCE - June 30 E 87,300 | [$ 180,000 | [ 5 -]

Main Street Promenade Community Facilities District - 33

[Assessment
Other Revenue

900

TOTAL RESOURCES: 5 & 145 It ¥ 15,400 ‘ $ 15,900 $ 14,500

onfraciual Services 11,600 | | 12,300 ﬁ 12,000 12,000
Repair and Maintenance v 700 1,000 1,000 1,000
Utilities-Gas and Electric v 2,800 4,000 3,500 4,000
Ltilities-Water . 500 800 800 800
TOTAL EXPENDITURES: [3 . 5 15600 | |$ 18,100 | | % 17,5001 | & 17,800

| ENDING FUND BALANCE - June 30 | 1% - (100)] | g [ (1,900)| | % {1, 00}
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SUCCESSOR AGENCY - FUNDS 60 AND 64
e e

"

i

==

b 1z
248,000 i 250,000 260,000
ROPS Reimbursement 2,035,400 2,083,500 2,100,000 1,848,000 2,100,000
Miscellaneous Revenue 227,900 - - -
Rent 9,000 9,000 9,000 9,000 9,000
Interest Revenue 7,800 4,000 4,000 - .
Extraordinary Hem-reallocate housing revenue (134,600)
TOTAL RESOURCES: 5 {12, 66,900) $ (11,189.000) |5 (402654001 | $  (10,525400) | $ (10,194,900}
i . .
Salaries - Regular 154,600 149,600 166,000
SUBTOTAL SALARIES 154,600 149,600 166,000
Medical Insurance 13,700 13,700 15,000
Retirees Medical 8,100 8,100 8,100
Deferred Compensation 800 800 800
Worker's Compensation 6,800 6,800 6,800
Medicare 2,200 2,200 2,200
Life Insurance " . B
Long Term Disability 1,400 1,400 1,500
Retirement 34,600 34,600 16,200
SUBTOTAL BENEFITS . “ 67,600 67,600 50,600
2004 Tax Allocation Bonds -Interest Only 161,100 273,400 136,000 136,000 .
2007 Tax Allocation Bonds-interest Only 342,200 579,300 571,800 571,800 563,900
2010 Tax Allocation Bonds-Interest Only 189,800 324,100 315,500 315,500 305,200
2014 Tax Allocation Bonds-interest Only E 115,200 115,200 223,000
Administrative Reimbursement 250,000 248,000 27,800 2,100 20,100
Consultant Services 900 " - . .
DCH Honda Fresway Sign 16,300 -
General Expense 7,200 3,900 “ "
Legal Services 8,400 2,000 5,000 2,400 5,000
Mileage . g 3,000 3,300 3,300
Main Street Promenade 150,400 B 140,000 -
PERS Actuarial Unfunded Liability B - - - 694,400
Professional Services 13,400 12,700 5,000 25,000 5,000
Lemon Grove Avenue Realignment Project 92,300 500,000 500,000 500,000
TOTAL OPERATIONS: § 1232000 |$ 1443400 |$ 1679300 | | $ 1,811,300 | |$ 2,319,900
| TOTAL EXPENDITURES: | [§ 9282000 |$ 1.443400] [$ 1901500] [§  s028s500 ]| [§  2E3I6E00 |
| ENDING FUND BALANCE - June 30 | [$ (is,398,900) [§ (12632400) [$ (12,970000)] [§ (12,563,900)] [$ (12,731,400}

In addition the following pricipal payments will be made (these payments do not affect Fund Balance):

2004 Tax Allocation Bonds -principal Only & 70,000 $ 70,000 75,000 75,000 -

2007 Tax Allocation Bonds-principal Only 180,000 185,000 180,000 190,000 205,000
2010 Tax Allocation Bonds-principal Only 330,000 340,000 345,000 345,000 355,000
2014 Tax Allocation Bonds-principal Only v - " " 100,000
TOTAL BOND PRINCIPAL PAYMENTS: L] GA0.000 $ 595,000 $ 610,000 $ 610,000 5 LRI
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GENERAL BENEFIT - FUND 11

LEMON GROVE ROADWAY LIGHTING DISTRICT

‘ i i
$ 147,800 175,200 235,000 235,000 290,900
| 30,600 | | 30,600 | | 30,600 ) | an.600 | | 30,600 |
151,400 157,700 158,600 162,000 165,000
Interest 400 500 400 400 400
TOTAL RESOURCES: B 298,600 § FA, 400 5 393.400 § BT A0 § AGG, 300
Salaries - Regular 16,100 15,800 16,900
SUBTOTAL SALARIES 16,100 15,800 16,900
Medical Insurance 1,700 1,900 2,500
Retirees Medical 500 500 500
Deferred Compensation 100 100 100
Employee Assistance Program - - -
Worker's Compensation 200 300 300
Medicare 200 200 200
Life Insurance . .
Long Term Disability 100 100 100
Retirement 3,600 3,600 3,000
SUBTDTNL. BENEFITS 6,400 6,700 6,700
DPERATIONS
Mileage - $ 300 $ 300 $ 1,000
Professional Services 200 - 5,000 . -
Repair and Maintenance 11,700 3,100 5,000 5,000 5,000
Utilities-Street Lighls 64,200 70,200 74,000 74,000 74,000
Transfer to City for Administration 48,300 25,100 4,700 4,700 9,400
TOTAL CPERATIONS $ 124,400 $ 98,400 $ 89,000 $ 84,000 § #9400
| TOTAL EXPENDITURES: R 124400 ] |8 98.40n| [$ 111,500 | [$ 106,500 | [$ 113,000 |
| ENDIG FtiND BALANCE - June 30 k] 15200 ] [§ 235,000 ] % 281,900 | | % 250,900 | | & 343,300 |
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LEMON GROVE ROADWAY LIGHTING DISTRICT

LOCAL BENEFIT ASSESSMENT - FUND 12

Local Benefit Lighting Assessment 85,000 86,000 ' 86,000 86,006'
Other Revenue - . E E
Interest 1,000 1,100 500 500
TOTAL RESOURCES: $ BIEAGD | & 4FEE00 |8 389,800 | % a5e.200 |4 233,500
Salaries - Regular 46,100 45,200 48,300
| SUBTOTAL SALARIES " 46,100 45,200 48,300
Medical Insurance 5,000 5,300 5,300
Retirees Medical 1,600 1,600 1,600
Deferred Compensation 300 300 300
Worker's Compensation 800 800 300
Medicare 600 600 700
Life Insurance 100 100 100
Long Term Disability 300 200 300
Retirement 10,300 10,400 8,600
SUBTOTAL BENEFITS - 19,000 19,300 17,200
Mileage “ . 800 800 700
Professional Services 5,100 5,000 5,100 5,100 5,100
Repair & Maintenance-Street Lights 4,900 29,000 7.500 7,500 7,500
Street Light Utilities 92,100 108,000 113,300 120,000 120,000
Street Light Repayment program 5,800 3,600 11,700 11,700 11,700
Trarusiae 1o City for Administration 30,600 61,300 2,600 2,600 4,900
TOTAL OPERATIONS: $ 138,500 $ 206,900 $ 141,000 $ 147,700 $ 149,900
TOTAL EXPENDITURES: [ $ 138,500 $ 206,900 $ 2086.100 $ 212,200 $ 215,400
| ENDING FUND BALANCE - June 30 | [ JEea00 | | $ 272700 | |8 163,700 | |'$ 147,000 | |§ 18,100 |
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LEMON GROVE SANITATION DISTRICT OPERATIONS - FUND 15

8,276,400

E 16,100 17,000
Interest 20,300 21,600 21,800
Other Revenue . " -
Property Tax Interest 1,100 1,200 - -
Sewer Service Charges (net of deliquencies) 5,459,800 5,827,700 5,460,000 5,853,000 5,883,000
Sewer Service Charges - LGSD and LM 44,600 28,700 39,000 50,000 39,000
TOTAL RESOURCES: 12815000 | |3 ab7enca | [$ 13814200] |S  14,243200 | [$ 14,237,200

Utilities

43,200

/,,//

1,126,900

Personnel 3,400

Training & Travel 12,200 7,500 12,000

Vehicle & Equipment Maintenance 16,100 36,200 26,000

Services & Supplies 2,510,000 2,648,900 4,029,200

Transfer to General Fund for Administration 737,100 547,500 548,500 548,500

Transfer to General Fund for Operations 746,800 1,014,700 E -
Transfer to Gas Tax Fund for Operatlons 100,000 100,000 100,000 100,000 100,000
OPERATIONS $ 4,130,400 g 4,403,500 $ 5,716,800 $ 5,850,300 5 6,459,700
Transfer to Operations Reserve 1,900,000 . E B
TRANSFER TO RESERVE FUND 16 $ 5 1pooo00 | |$ $ $
TOTAL EXPENDITURES: $ 4,130,400 3 g30a500 | |8 5,716,800 $ 5,850,300 $ 6,459,700

[ ENDING FUND BALANCE - Jung %0 | I's —“sesasio| [ 827640t | 1% wofvane | [§ 6380660 {8 7.777.500]
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771,400 765,800 850,900
Overlime 14,200 14,200 14,200
Extra Help - 13,500 15,000 15,000
SUBTOTAL SALARIES T A00 795,000 880,100
Medical Insurance 101,800 98,700 101,800
Retirees Medical 15,400 15,500 15,500
Deferred Compensation - 1,700 1,700 1,700
Employee Assistance Program . B - .
Worker's Compensation 3,400 42,000 30,000 30,000 10,000
Medicare . . 13,300 13,500 14,400
Life Insurance 1,200 1,200 1,200
Long Term Disability - 6,000 6,000 6,800
Retirement B 167,300 165,300 187,700
Unemployment 1,200 [ v "
SUBTOTAL BENEFITS 3,400 43 300 336,700 331.900 339,100
Claims Paid 4,000 1,100 20,000 5,000 20,000
Computer Maintenance 26,000 44,600 46,600 46,600 40,000
Contractual Services v 44,600 55,000 55,000 55,000
Emergency Callouts - 100 10,000 5,000 10,000
Equiprnent Rental 300 " " .
Estimated Workers Comp Claim Payable “ v 168,200 u
Fuel 4,400 9,500 9,100 9,100 9,100
Industrial Enforcement 4,100 8,500 1,000 10,000 10,000
Insurance Premium: Liability 54,800 56,500 48,800 48,800 48,800
Insurance Premium: Properly 3,200 5,100 7,700 7,700 7,700
Line Cleaning - 7,900 . 25,000 10,000
Litigagion Services 6,700 56,100 50,000 60,000 30,000
Medical Exarms 200 400 400 400
Membership and Dues 100 1,200 2,000 2,000 2,000
Mileage . - 8,400 9,000 8,400
Muni Sewage Capacily & Treatment 2,291,400 2,295,100 2,300,000 2,310,600 2,302,000
Muni Sewage Transportation 28,200 64,800 65,000 65,000 42,000
Office Supplies 700 400 2,000 2,000 2,000
PERS Actuarial Unfunded Liability . . - 1,800,000
Personnel Recruitment - 100 . B -
Professional Services 13,600 17,100 55,000 30,000 72,500
Protective Clothing 2,700 3,400 4,000 4,000 4,000
Repairs 3,900 5,400 5,400 5,400
Repair and Maintenance-Equipment 8,900 6,500 15,000 10,000 15,000
Repair and Maintenance-Vehicles 7,200 29,700 20,000 10,000 20,000
Resloration Services 45100 2,000 20,000 10,000 20,000
Sireet Sweeping 16,000 16,000 18,000 18,000 18,000
Tools and Supplies 9,000 10,400 11,000 11,000 11,000
Traffic Safety Equipment . . 500 500 500
Training 1,600 3,400 13,100 10,000 13,100
Travel & Meelings 10,700 4,100 3,500 2,000 3,500
Utilities-Gas and Electricity 1,000 900 700 700 700
Utilities-Telephone 2,500 3,300 2,500 4,500 4,500
Ulilities-Water 1,300 1,300 2,000 2,500 2,500
Inter Trans For Admin Services 737,100 547 500 548,500 548,500 552,400
Inter Trans For Operations 746,800 1,014,700 E - -
Inter Trans To Gas Tax Fund 100,000 100,000 100,000 100,000 100,000
Inter Trans For Operations Reserve 1,900,000 . .
SUBTOTAL OPERATIONS $ 4,127,000 $ 6,260,300 4 JA46000 ) | 8 3,696,500 $ 5,240,500
| TOTAL EXPENDITURES | (% dAamaun ] [ eauasoo | [§ assvo00 | (% 4723400 | [ 6485700 |
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LEMON GROVE SANITATION DISTRICT RESERVE - FUND 16

4683 EO0 6,934,100

1] 6,934 100

Rate Stabilization - Beginning Balance (sub-set of ﬂ ‘
$

Fund Balance)

3.250.7ooy ‘s 3,267,600 3,865,200‘ ’s 3,523,200

[REVENTES

Interest 5, W00 7,600 8,000 8,000 8,000
Transfer From Operations . . . N
Transfer to Operations Reserve - (600,000) (350,000) (350,000)

Rate Stabilization Ending Balance* § 3,257,600 $ 3,865,200 $ 3,623,200 $ 3,523,200 $ 3,531,200
Operations Reserves - Beg. Bal.(sub-set of Fund

Balance) $ 1,432,900 $ 1,397,300 $ 3,068,900 $ 3,068,900 $ 2,902,900

Interest 300 4,000 4,000 4,000
Transfer From Operations (revenue) 1,900,000 . " .
Transfer From Rale Stabilization (revenue) 600,000 350,000 350,000

TOTAL RESOURCES: $ 1,438,300 13 3900, 800 & JA22.800 $ 3,422,900 $ 2,906,900

CAPITAL EQUIPMENT PURCHASES

Equipment Replacement 18,000 16,400 20,000 20,000
Vehicles 544,800 .
CAPITAL IMPROVEMENT PLAN PROJECTS

Lemon Grove Avenue Realignment Project 1,400 212,900 v " "
Sewer Main Rehab 21,600 57,600 2,000,000 500,000 1,500,000
TOTAL EXPENDITURES: 41,000 831,700 2,020,000 520,000 1,520,000
Operations Reserves Ending Balance* $ 1,387,300 | | § 3,068,900 $ 1,402,900 $ 2,902,900 $ 1,386,900

| ENDING FUND BALANCE ~ June 30 | [§ 4654900 [$ essaton| [§  apiedon] [5  ea4zeq00| [§ 4818100 )
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Attachment C

RESOLUTION NO. 2015-___

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF LEMON GROVE, CALIFORNIA
APPROVING THE CITY OF LEMON GROVE BUDGET FOR FISCAL YEAR 2014-2015 AND
FISCAL YEAR 2015-2016 AND AUTHORIZING EXPENDITURES THERETO

WHEREAS, the City of Lemon Grove administers 25 individual funds to fulfill the mission
and objectives of the City, and includes funds related to the Successor Agency to the Lemon
Grove Community Development Agency; and

WHEREAS, each year the City Council of the City of Lemon Grove adopts an operating
budget for anticipated revenues and expenditures for the upcoming year; and

WHEREAS, the City Council desires to make provision for a level of service
commensurate with the needs of the City; and

WHEREAS, the City of Lemon Grove anticipated budget for Fiscal Year 2014-15 was
prepared by City staff and reviewed by the City Manager; and

WHEREAS, the City of Lemon Grove budget for Fiscal Year 2015-2016 was prepared
by City staff and reviewed by the City Manager; and

WHEREAS, the City of Lemon Grove General Fund budgets for Fiscal Year 2014-15
and Fiscal Year 2015-16 were reviewed by the City Council at its regular meetings held on May
5, 2015, May 19, 2015 and June 2, 2015;

WHEREAS, the City Council finds it in the public interest to approve the Fiscal Year
2014-15 and Fiscal Year 2015-2016 City Budgets.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Lemon
Grove, California hereby:

1. Approves the City of Lemon Grove Budget for Fiscal Year 2014-15 and Fiscal Year
2015-2016 (Exhibit 1); and

2. Authorizes expenditures thereto.

Iy
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Attachment D

RESOLUTION NO. 2015-__

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF LEMON GROVE, CALIFORNIA
APPROVING A SALARY PLAN AND CLASSIFICATION SUMMARY

WHEREAS, on June 2, 2015, the City Council adopted a resolution approving the City
Budget for Fiscal Year 2015-2016; and

WHEREAS, the Salary Plan and Classification Summary identifies the positions included
in the budget, as well as salary ranges for each position and the number of employees per
position; and

WHEREAS, the City Council finds it in the public interest to approve the attached Salary
Plan and Classification Summary.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Lemon
Grove, California hereby approves the Salary Plan and Classification Summary (Exhibit 1).

11
Iy
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Attachment D

EXHIBIT 1

The Salary Plan and Classification Summary is included beginning on page 13 of the Fiscal
Year 2015-2016 Consolidated Operating & Capital Budget

12-



Attachment E

RESOLUTION NO. 2015-___

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF LEMON GROVE, CALIFORNIA
ESTABLISHING THE APPROPRIATIONS LIMIT FOR FISCAL YEAR 2015-2016

WHEREAS, Constitutional Article XIlIl-B (Propositons 4 and 111) places an
appropriations limitation on State and Local Government; and

WHEREAS, this appropriations limitation is based on proceeds of taxes adjusted
annually from the base year 1986-1987 by either the population growth factor for the City of
Lemon Grove or for the County of San Diego, and by either the change in the California Per
Capita Personal Income or the change in Non-Residential Construction for the City of Lemon
Grove; and

WHEREAS, the City has received inflation and population data from the State
Department of Finance to calculate the Fiscal Year 2015-2016 Appropriations Limit; and

WHEREAS, the City Council of the City of Lemon Grove wishes to select those options
providing the greatest rate of change as shown below:

Change in California Per  City Population
Capita Personal Income Change
(inflation factor) (population factor) Factor
1.0382 1.0133 1.0520

NOW, THEREFORE, BE IT RESOLVED, that the City Council of the City of Lemon
Grove, California establishes the Fiscal Year 2014-15 Appropriations Limit at $43,261,317.

11111
111
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Attachment F

RESOLUTION NO. 2015-____

RESOLUTION OF THE LEMON GROVE ROADWAY LIGHTING DISTRICT BOARD
APPROVING THE LEMON GROVE ROADWAY LIGHTING DISTRICT BUDGET FOR FISCAL
YEAR 2014-15 and FISCAL YEAR 2015-2016 AND AUTHORIZING EXPENDITURES
THERETO

WHEREAS, the Roadway Lighting District operates with two separate funds: the
General Benefit Fund (Fund 11) and the Local Benefit Assessment (Fund 12); and

WHEREAS, each year the Lemon Grove Roadway Lighting District Board of Directors
(District Board) adopts an Operating Budget for revenues and expenditures for the upcoming
year; and

WHEREAS, the District Board desires to make provision for a level of service
commensurate with the needs of the District; and

WHEREAS, the District Board has reviewed the proposed Fiscal Year 2014-15 and
Fiscal Year 2015-2016 Budget.

NOW, THEREFORE, BE IT RESOLVED, that the Board of the Lemon Grove Roadway
Lighting District hereby:

1. Approves the Lemon Grove Roadway Lighting District Budget for Fiscal Year 2014-
15 and Fiscal Year 2015-2016 (Exhibit 1);

2. Authorizes expenditures thereto.

11111
Iy
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Attachment G

RESOLUTION NO. 2015-___

RESOLUTION OF THE LEMON GROVE SANITATION DISTRICT BOARD APPROVING THE
LEMON GROVE SANITATION DISTRICT BUDGET FOR FISCAL YEAR 2014-15 AND
FISCAL YEAR 2015-2016 AND AUTHORIZING EXPENDITURES THERETO

WHEREAS, the Sanitation District operates with two separate funds: the Operation Fund
(Fund 15) and the Reserve Fund (Fund 16); and

WHEREAS, each year the Lemon Grove Sanitation District Board of Directors (District
Board) adopts an Operating Budget for revenues and expenditures for the upcoming year; and

WHEREAS, the District Board desires to make provision for the level of service
commensurate with the needs of the District; and

WHEREAS, the District Board has reviewed the proposed Fiscal Year 2014-15 and
Fiscal Year 2015-2016 Budget.

NOW, THEREFORE, BE IT RESOLVED, that the Board of the Lemon Grove Sanitation
District hereby:

1. Approves the Lemon Grove Sanitation District Budget for Fiscal Year 2014-15 and
Fiscal Year 2015-2016 (Exhibit 1);

2. Authorizes expenditures thereto.

11t
11111
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Attachment H

RESOLUTION NO. 2015-____

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF LEMON GROVE, CALIFORNIA
UPDATING THE CITY OF LEMON GROVE MASTER FEE SCHEDULE FOR FISCAL YEAR
2015-2016

WHEREAS, the City of Lemon Grove Master Fee Schedule was first adopted by
Resolution No. 2599 on January 3, 2006; and

WHEREAS, most fees listed in the Master Fee Schedule represent reimbursement for
costs reasonably borne by the City in providing direct services to individuals or groups rather
than to the general populace of Lemon Grove; and

WHEREAS, in order for the City to continue providing services, it is necessary for the
City to recover the costs of providing such services; and

WHEREAS, in order to meet cost recovery objectives, the adopted Master Fee Schedule
update process occurs during the adoption of the budget; and

WHEREAS, the proposed fee increases do not exceed the reasonable amount required
to provide the service for which the fee or service charge is levied and will not exceed the cost
of providing the services; and

WHEREAS, the Development Services Building Fees, Development Services
Engineering Fees and the Development Services Planning Fees are valid and in compliance
with California Constitution Article XIIIC, subd. (e) (1), (2), (3) & (6); and

WHEREAS, the Fire Department Plan Check Fees, Inspection Fees and Cost Recovery
Fees are valid and in compliance with California Constitution Article XIIIC, subd. (e) (1), (2), (3)
& (6); and

WHEREAS, the Annual Fire Code Permit Fees are valid and in compliance with
California Constitution Article XIIIC, subd. (e) (1), (2) & (3); and

WHEREAS, the General Fees are valid and in compliance with California Constitution
Article XIIIC, subd. (e) (1), (2), (3), (5), (6) & (7); and

WHEREAS, the Law Enforcement Fees are valid and in compliance with California
Constitution Article XIIIC, subd. (e) (2), (3) & (5); and

WHEREAS, the Facilities and Program Fees are valid and in compliance with California
Constitution Article XIIIC, subd. (e) (1), (2), (4) & (5); and

WHEREAS, the Sanitation Fees are valid and in compliance with California Constitution
Article XIIIC, subd. (e) (1), (2), (3), (5), (6) & (7); and

WHEREAS, Government Code Section 66016(a) requires that a public hearing be held
prior to adoption of any new or increases to any existing fees; and

WHEREAS, it is in the best interest of the City and its residents to update the Master
Fee Schedule for Fiscal Year 2015-2016.

-19-



Attachment H

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Lemon
Grove, California hereby approves the attached City of Lemon Grove Master Fee Schedule
(Exhibit 1) for Fiscal Year 2015-2016.

-20-



Attachment H

Exhibit 1

CITY OF LEMON GROVE
MASTER FEE SCHEDULE

Fiscal Year 2015-2016



Attachment H

CITY OF LEMON GROVE
MASTER FEE SCHEDULE

Fiscal Year 2015-2016
(FY 2015-16)

Annual Update Process
In order to maintain User Fee Cost Recovery Objectives, the City Council of the
City of Lemon Grove has adopted the following annual update process:

1. Fees shall be analyzed annually as part of the City budget process and
may be updated at the discretion of the City Council.
2. During the fiscal year, if the need arises, the City Council may adjust fees.

Changes to the Annual Update Process shall be made by action of the City Council.

TABLE OF CONTENTS

Business License/Permit & Regulatory 1
Development Services - Building 3
Building Valuation Tables 5
Development Services - Engineering 11
Development Services - Planning 13
Fire 15
General 17
Law Enforcement 19
Public Works-Facilities and Recreational Programs 21
Sanitation District 23

Appendix A - Hourly Rates 25



City of Lemon Grove Master Fee Schedule
FY 2015-16

BUSINESS LICENSE/PERMIT & REGULATORY

Description Fee Comments
BUSINESS LICENSE/PERMIT
Processing Fee $30.00 all businesses
SB 1186 $1.00 Remit 30% to the State/Retain 70%
Late Fee
If paid in February 25% of Business License/Permit Tax
If paid after February 100% of Business License/Permit Tax
Base Fee/Tax -- by Type of Business
General - Fixed Location In City $16.00 + $2.00 per employee (max. $100.00)
Apartments (minimum fee $10.00) $3.00 per unit
Out-of-City
Contractors, wholesalers $15,00 + $2.00 per employee (max $100.00)
Other Services $40 00 + $2 00 per employee (max. $100.00)
Retail Route Deliveries $40.00 per vehicle
Amusement/Mechanical/Music $25.00 each machine
Auction $150,00
Auctioneer $75.00
Billboard Advertising $100.00 + $10.00 per billboard if more than two
Bowling Alley $15.00 + $10.00 per lane
Circus/Carnival $250.00
Coin-operated Vending Machines $25.00 + $2 00 per machine
Ice Cream Carts/Wagons/Food Vending Vehicles $200.00 per vehicle
Pawnbrokers $100.00
Peddlers, Solicitors, Transient Merchants
Fixed Location on Tax Roll $10 00
No Fixed Location on Tax Roll $15.00
Pool Rooms, Billiards $15.00 + $10.00 per table
Professionals $25.00 + $2.00 per employee (max. $100.00)
Real Estate Broker $15.00 + $10.00 per salesperson
Shooting Galleries/Arcade/Amusement Center $100.00
Taxi Cabs/Vehicles for Hire
In-City $50.00
Out-of-City $100.00
Traiter Park $15.00 + $2.00 per space
REGULATORY PERMITS
Adult Entertainment Establishment $110 00 Annual
Alarm Permit (one time fee) $75.00
Penalty Fees
Third False Alarm (6 month period) $50.00
Fourth False Alarm (6 month period) $100.00
Fifth False Alarm (6 month period) $150.00
Each Additional False Alarm (6 month period) $200.00
Bingo $50.00
Entertainers Annual
January $30.00
February $30.00
March $30 00
April $30.00
May $27 50
June $25.00
July $22 50
August $20 00
September $17.50
October $15.00
November $12 50
December $10 00
Renewal $30.00
Fortunetelling & Related Occupations $500.00 + $5,000 surety bond
Massage Technician
Initial $130 00
Renewal $35 00
Massage Establishment $290.00
Peep Show Establishment
Investigation $120 00 semi-annual fee
Peep Show -Per Device $35 00 semi-annual fee
Second Hand Dealer/Pawn Broker $130.00 annual
Solicitor's Permit $30 00 initial
Renewal $20 00



City of Lemon Grove Master Fee Schedule
FY 2015-16
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City of Lemon Grove Master Fee Schedule

FY 2015-16
DEVELOPMENT SERVICES - BUILDING
Description Fee Comments
Permit Issuance Fee (for all permits) $44.10 per permit
Building Permit Fee (based on total valuation®)
$1.00 to $500.00 $27.56
$501.00 to $2000.00 $27.56 for the first $500.00 plus $3.36 for each additional
$100, or fraction thereof
$2001.00 to $25,000.00 $80.48 for the first $2,000.00 plus $15.44 for each additional
$1,000.00 or fraction thereof
$25,001.00 to $50,000 $453.24 for the first 25,000.00 plus $11.13 for each additional
$1,000.00, or fraction thereof
$50,001.00 to $100,000.00 $745.41 for the first $50,000.00 plus $7.72 for each additional
$1,000.00 or fraction thereof
$100,001.00 to $500,000.00 $1,149.91 for the first $100,000.00 plus $6.17 for each additional
$1,000.00 or fraction thereof
$500,001.00 to $1,000,000.00 $3,743.65 for the first $500,000.00 plus $5,25 for each additional
$1,000.00 or fraction thereof
$1,000,000.00 and up $6,499.90 for the first $1,000,000.00 plus $3.47 for each
additional $1,000.00 or fraction thereof
Individual Plumbing Permit $143.33
Individual Electrical Permit $143.33
Individual Mechanical Permit $143.33
Water Heater Permit $66.15
In Combination With Building Permit
Plumbing Permit 10.50% of Building Permit Fee
Electrical Permit 10.50% of Building Permit Fee
Mechanical Permit 10.50% of Building Permit Fee
Energy Surcharge Fee 15.75% of Building Permit Fee
Disabled Access Surcharge Fee 10.50% of Building Permit Fee
Green Code Inspection - all additions $41.50
Green Code Inspection - all buildings $124.50

(Disabled Access fee applies to new Commercial, Industrial, Assembly, Educational and Multi-Family type projects
required by State Building Code)

Plan Check Fee 89.25% of Building Permit Fee
Residential sub-divisions or tract developments 31.50% of Building Permit Fee
with production units that are duplicates of model
units
Green Code Plan Check - all additions $45 00
Green Code Plan Check - all new buildings $135.00
Miscellaneous
Landscape Plans $150 Deposit
Storm Water Management Surcharge 5% of Total Permit and Plan Check Fees
Transportation Uniform Mitigation Fee $ 2,310 Per new residential housing unit

(AKA Regional Transportation Improvement Plan - RCTIP)
Construction and Debris Diversion Deposits

Roof Tear-offs $100.00

Small < 2,500 sf $500.00

Small > 2,500 < 10,000 sf .25/sq

Large > 10,000 sf $0.25/sf, $3,500 min
NOTES:

1 A Building Permit shall include only a single issuance fee if the permit has a combination of activities [i e: Building/ Plumbing/ Electrical/
Mechanical],

2. Expedited processing is only available for unusual circumstances when requested by the applicant and as deemed appropriate by City
Staff Charges for expedited services shall be determined by using an hourly rate of two times the current hourly rate as established by EsGil
Corporation . - Appendix A

3 Projects requiring additional inspections, additional re-inspections, or plan check for revised or deferred items, shall pay a fee determined
by using the current hourly rate as established by EsGil Corporation - Appendix A

4 Plan check fees for residential sub-division or tract development projects may have production units that are duplicates of the model units
reduced to 30% of the permit fee

*The contract price of the work being done, the architect's estimalte, or the valuation using the current City-adopted valuation tables of the San
Diego Chapter of the ICC and the area of the proposed construction or work being proposed

“Effective 8/16/09



City of Lemon Grove Master Fee Schedule
FY 2015-16

DEVELOPMENT SERVICES - BUILDING

Description Fee Comments
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City of Lemon Grove Master Fee Schedule

Building Valuation Tables

FY 2015-16

San Diego Area Chapter International Code Council

| OGeeupancy | Use Type of Longtruction 2015-2016;
ENF Construction cost index fanuary 20 City Average| 0.027
R-2 Apartment Houses *Type 1 or | B. $ 152.13
Apartment Houses Type V or Il (Masonry) $ 124.21
Apartment Houses Type V Wood Frame $114.45
Apartment Houses Type | Basement Garage $ 53.04
&) Banks Type l or | B. $ 206.56
Banks Type Il A $ 152.13
Banks Type Il B $ 147.94
Banks Type Il A $ 167.48
Banks Type Il B $ 161.90
Banks Type VA $ 152.13
Banks Type VB $ 146.55
7] Car Washes Type Il A $ 97.70
Car Washes Type Il B $ 93.51
Car Washes Type VA $ 83.74
Car Washes Type VB $ 78.16
A-3 Churches Type | or | B. $ 138.17
Churches Type Il A $ 104.68
Churches Type Il B $ 99.09
Churches Type lll A $113.05
Churches Type Il B $ 107.47
Churches Type VA $ 106.07
Churches Type VB $ 99.09
-2 Convalescent Hospitals Type l or | B. $ 194,00
Convalescent Hospitals Type Il A $ 135.38
Convalescent Hospitals Type Ill A $ 138.17
Convalescent Hospitals Type VA $ 129.80
R-3 Dwellings *** Type V Adobe $170.27
Dwellings ™** Type V Masonry $ 135.38
Dwellings *** Type V Wood Frame $ 128.40
Dwellings *** Basements (semi-finished) $ 3210
Dwellings *** Additions - Wood Frame $ 153.52 {
Dwellings *** Solariums $ 129.80
Dwellings *** Cabana - Pool House (Type V) $120.03 |
B/R/S Fire Stations TypelorlB $ 159.11
Fire Stations Type H A $ 104.68
Fire Stations Type Il B $ 99.09
Fire Stations Type Il A $ 114.45
Fire Stations Type Il B $110.26
Fire Stations Type VA $ 107.47
Fire Stations Type VB $ 101.88
A-3 Fitness Centers Same values as Office Buildings %
-2 Hospitals Type | AorlB. $ 227.49
Hospitals Type Il A $ 188.42
Hospitals Type VA $ 180.04
R-1 Hotels & Motels Type [AoriB. $ 140.96
Hotels & Motels Type Ill A $ 122.82
Hotels & Motels Type Il B $115.84
Hotels & Motels Type VA $ 106.07
Hotels & Motels Type VB $ 104.68




City of Lemon Grove Master Fee Schedule

FY 2015-16
[occupancy | Use | Type of Construction 20115-2016]

F Industrial Plants Type I Aorl B $ 79.55
Industrial Plants Type Il A 5 5583

Industrial Plants Type |l B (Stock) $ 51.64

Industrial Plants Type Il A $ 61.41

Industrial Plants Type il B $ 57.22

Industrial Plants Tilt-up $ 41.87

Industrial Plants Type VA $ 57.22

Industrial Plants Type VB $ 53.04

B Medical Offices Type |l AorlB. $ 167.48
Medical Offices Type Il A $ 128.40

Medical Offices Type lI B $ 122.82

Medical Offices Type Il A $ 139.57

Medical Offices Type ill B $ 129.80

Medical Offices Type VA $ 125.61

Medical Offices Type VB $121.42

B Offices *Type | or | B. $ 149.34
Offices Type Il A $ 100.49

Offices Type Il B $ 94.91

Offices Type Il A $ 107.47

Offices Type I B $ 103.28

Offices Type VA $ 100.49

Offices Type VB $ 949

U Private Garages Wood Frame - Finished $ 33.50
Private Garages Wood Frame - Unfinished $ 33.50

Private Garages Masonry $ 39.08

Private Garages Open Carports $ 23.73

B Public Buildings *Type | or | B. $171.67
Public Buildings Type ll A $ 139.57

Public Buildings Type ll B $ 133.98

Public Buildings Type lll A $ 145.15

Public Buildings Type Il B $ 139.57

Public Buildings Type VA $ 132.59

Public Buildings Type VB $ 128.40

S-2 Public Garages *Type lor | B. $ 6839
Public Garages *Type | or Il Open Parking $ 51.64

Public Garages Type Il B $ 39.08

Public Garages Type lll A $ 51.64

Public Garages Type lll B $ 46.06

Public Garages Type VA $ 47.45

A-2 Restaurants Type Il A $ 136.78
Restaurants Type Il B $131.19
Restaurants Type VA | $ 124.21
Restaurants Type VB $120.03

E Schools Type lor i B. $ 154.92
Schools Type Il A $ 106.07

Schools Type Il A $ 113,05

Schools Type Il B $ 108.86

Schools Type VA $ 106.07

Schools Type VB $101.88




City of Lemon Grove Master Fee Schedule

FY 2015-16
| Occupancy | Use i Type of Construction 2015-2016
M Hervice Stations Type 1| B % 93.51
Service Stations Type Il A $ 97.70
Service Stations Type V A % 83.74
Service Stations Pump Island Canopies $ 39.08
M Stores *Type | or | B. % 114.45
Stores Type Il A $ 69.78
Stores Type I B $ 68.39
Stores Type Il A $ 85.14
Stores Type Ill B $ 80.95
Stores Type VA $ 7257
Stores Type VB $ 66.99
Stores Retail Garden Center (Type V B) $ 55.52
A-1 Theatres Type |l or | B. $ 153.52
Theatres Type Il A $111.65
Theatres Type lll B $ 106.07
Theatres Type VA $ 104.68
Theatres Type VB $ 99.09
] Warehouses ** Type lor | B. $ 68.39
Warehouses ** Type Il A $ 4047
Warehouses ** Type Il B $ 39.08
Warehouses ** Type Il A $ 46.06
Warehouses ** Type Il B $ 44.66
Warehouses ** Type VA $ 4047
Warehouses ** Type VB $ 39.08
NOTE:
1. Add 0.5 percent to the total cost for each story over three
2. Deduct 11 percent for mini-warehouse
3. For subdivisions with 10 or more single family dwellings which have
plan check and building permit issuances in groups of 10 or more, the
valuation or the plan check and building permit fees may be increased
MISCELLANEOUS 0.027
Agricultural Building. BB Ty
Aluminum Siding. $ 6.98
Antennas Radio over 30 ft. high i, 455} 003
Antennas Dish, 10 ft. dia w/decoder $5,464.06
Awning or Canopy $ 26.52
(supported by building) Aluminum $ -
Awning or Canopy $ 11.17
(supported by building) Canvas $ -
Balcony $ 18.14
Decks (wood) $18.14
Demolition of Building $ 5.58
Fence or Freestanding Wall Wood or Chain Link $ 2.79
Fence or Freestanding Wall Wood Frame with Stucco 6N
Fence or Freestanding Wall Wire o278
Fence or Freestanding Wall Masonry $11.17
Fence or Freestanding Wall Wrought Iron $ 6.98




City of Lemon Grove Master Fee Schedule

FY 2015-16

| Occupancy | Use | Type of Construction 2015-2016;
whiede buildieny ), Remaindee of building $ -
Greenhouse $ 6.98
Manufactured Housing (25% of $ 30.70
value of "site built" house) 3 -
Mobile Home $ 30.70
Patio Wood Frame with Cover $11.17
Patio Metal Frame with Cover 3 13.96
Patio Wood Frame Cover & Walls $15.35
Patio Metal Frame Cover & Walls $ 18.14
Patio Screen or Plastic Walls $ 419
Plastering Inside $ 419
Plastering Outside $ 419
Retaining Wall Concrete or Masonry $ 22.33
Reroofing (1 square = 100 square
feet) Built-up $170.27
Reroofing (1 square = 100 square
feet) Composition Shingles $159.11
Reroofing (1 square = 100 square
feet) Fiberglass Shingles $159.11
Reroofing (1 square = 100 square
feet) Asbestos Cement Shingles $378.23
Reroofing (1 square = 100 square
feet) Wood Shingles (Class C min) $378.23
Reroofing (1 square = 100 square
feet) Wood Shakes (Class C min) $378.23
Reroofing (1 square = 100 square
feet) Aluminum Shingles $570.83
Reroofing (1 square = 100 square
feet) Clay Tile $478.72
Reroofing (1 square = 100 square
feet) Concrete Tile $404.74
Roof Structure Replacement $ 1814
Saunas (Steam) $11,217 02
Spa or Hot Tub ("Jacuzzi®") $9,203,06
Stairs $ 18.14
Stone and Brick Veneer $ 1117
Storage Racks per CF $ 1.40
Swimming Pool (per sf surface area) Vinyl-lined $ 4327
Swimming Pool (per sf surface area) Gunite $ 47.45
Swimming Pool (per sf surface area) Fiberglass % 51.64

0.027
hazardous 'h’ occupancies 58 62

Tenant Improvements hazardous 'h' occupancies
Tenant Improvements Other such as stores & offices 42.13




City of Lemon Grove Master Fee Schedule

FY 2015-16
| Occupancy | Use | Type of Construction 2015-2016]
General Additions and Modifiers 0.027
Fire Sprinkler System 3.63
Air Conditioning-Commercial 5.86
Air Conditioning-Residential 4.88
Fireplace-Concrete or masonry 4,494.06
Fireplace-prefabricated metal 3,055.13
Pile Foundations Cast-in-place concrete piles 29.31
Pile Foundations Steel piles 72.57
Alterations to Existing Structures
(with no additional Floor Area or Roof Cover) 0.027
Interior Partition $ 66.99
Doors $ 20.94
Close Exterior Wall Opening $ 19.54
Shell Buildings 0.027
B Banks *Type lor I B, $ 165.25
Banks Type Il A $121.70
Banks Type Il B $ 118.35
Banks Type Il A $ 133.98
Banks Type lll B $ 129.52
Banks Type VA $ 121.70
Banks Type VB $117.24
B Medical Offices *Type | or | B. $ 133.98
Medical Offices Type Il A $102.72
Medical Offices Type Il B $ 9826
Medical Offices Type Il A | $111.65
Medical Offices Type Il B $ 103.84
Medical Offices Type VA $ 100.49
Medical Offices Type VB $ 97.14
B Offices *Type | or | B, $ 119.47
Offices Type Il A $ 80.39
Offices Type Il B $ 75.92
Offices Type Il A $ 8597
Offices Type Il B $ 8262
Offices Type VA $ 80.39
Offices Type VB $ 75.92
A-2 Restaurants Type Il A $ 109.42
Restaurants Type Ill B $ 104.95
Restaurants Type VA $ 99.37
Restaurants Type VB $ 96.02
Stores *Type tor | B. $ 91.56
Stores Type Il A $ 5583
Stores Type Il B $ 54.71
Stores Type Il A $ 68.11
Stores Type I B $ 64.76
Stores Type VA $ 58.06
Stores Type VB $ 53.59




City of Lemon Grove Master Fee Schedule
FY 2015-16
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City of Lemon Grove Master Fee Schedule

FY 2015-16

DEVELOPMENT SERVICES - ENGINEERING

Description Fee Deposit Comments
Amending Map/Certificate of Correction $ 1,000.00
Document Preparation and/or Recordation $ 8500 See Note 1
Encroachment Permits
Minor $ 350.00 See Note 2
Major $ 750.00 See Note 2
Roll-off trash container, event, or maintenance $ 50.00
Grading Permit
Minor Grading (50 - 150 cu. Yds.) $ 1,500.00
Major Grading (>150 cu. Yds.) $ 5,000.00
Construction Change $ 500.00
Improvement Plan Check - Residential
1-4 dwelling units $ 2,500.00
5-25 more dwelling units $ 6,000.00
Over 25 dwelling units $15,000 00
Construction Change $ 500.00
Improvement Plan Check - Commercial/ Industrial
Minor $ 1,500.00 See Note 3
Maijor $ 2,500.00 See Note 4
Construction Change $ 500.00
Monitoring Well Permit $ 200.00 per well
Parcel Map $ 3,500.00
Streets
Street Opening/Vacation/Quitclaims $ 2,000.00
Subdivision Map
5-25 lots $ 6,000.00
more than 25 lots $12,000.00
Transportation Permit
Single Trip or Rider $ 16.00 See Note 5
Annual $ 90.00
Water Quality Document Review $  150.00

NOTES:
1. See Engineering Agreement Check List Bulletin.
2. Atthe discretion of the City Engineer:

Minor Encroachment permits shall apply to a single parcel requiring no more than 500 square feet

of Right-of-Way (including Traffic Control).

Major Encroachment permits shall apply to multiple parcels & single parcels requiring more than

500 square feet of Right-of-Way (including Traffic Control).

3. Minor Improvement Plan Check-Com/Ind shall apply to a single parcel requiring no more than 500

square feet of Right-of-Way.

4. Major Improvement Plan Check-Com/Ind shall apply to multiple parcels & single parcels requiring

more than 500 sq ft of Right-of-Way.

5. Special Service Charge for each hour ($50/hour) expended directly on engineering investigations,

routing definition, coordination, and control of permit movement for each individual which meets

any one of three following criteria:

a. Loads in excess of 14 feet wide
b. Loads in excess of 135 feet in overall length

c. Loads that are of a weight that requires more than a 13-axle, single-vehicle width hauling

combination (approximately 370,000 Ibs)
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City of Lemon Grove Master Fee Schedule
FY 2015-16

DEVELOPMENT SERVICES - ENGINEERING

Description Fee Deposit Comments
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City of Lemon Grove Master Fee Schedule

FY 2015-16

DEVELOPMENT SERVICES - PLANNING
Description Fee Deposit Comments
Address-new (not associated with TPM/TM) $100.00
Appeal (City Council Interpretation) $75.00
Boundary Adjustment

Application $1,800.00 Includes Certificate of Compliance
Certificate of Compliance $150.00
Community Housing Conversion Permit $2,000.00
Conditional Use Permit

Application $1,500.00

Modification $785.00

Time Extension (Staff Review) $250.00

Time Extension (PC/CC Review) $350.00
General Plan/Specific Plan Amendment $3,000.00
Manuals and Maps

City of Lemon Grove Master EIR (MEIR) $100.00

Downtown Village Specific Plan $45.00

General Plan $65.00

General Plan Implementation Manual $25.00

General Plan Map $2.50

Housing Element $30.00

Redevelopment Plan $10.00

Zoning Map $6.00

Compact Disc (CD) of a document listed above $3.50
Minor Use Permit

Application $300.00

Modification $100.00

Time Extension (Staff Review) $100.00

Time Extension (PC/CC Review) $100.00
Parkland Fees (in-lieu fee per dwelling unit)

RL, RL/M zones (or 762.3 s.f.) $900.00

RM, RM/H zones (or 544.5 s.f.) $639.00

DVSP zone $639.00

R/P, CC, GC zones (or 435.6 s.f.) $513.00
Planned Development Permit

Residential

Application $2,000.00

Modification $525.00

Commercial/Industrial

Application $2,000.00 (= one acre)

Modification $1,000.00

Time Extension (Staff Review) $250.00

Time Extension (PC/CC Review) $350.00
Pre-Application Review $500.00
Sians (Planning)

Standard (Wall, Freestanding, Projecting) $60.00 per sign

Business Complex $100.00

Business Complex Modification $100.00

Special Event and Temporary $20.00
Substantial Conformance Review (SCR) $200.00
Temporary Use Permits

Sidewalk Sales $50.00 $250.00 Clean-up deposit - See Note 1

Group Assembly (Carnivals, Fairs, Concerts, Shows, Parades) $100.00 $250.00 Clean-up deposit - See Note 1

Special Events (Christmas tree lots) $50.00 $250.00 Clean-up deposit - See Note 1

Non-Profit (special events) $10.00

Trailer Coach Permit $50.00
Tentative Map {(Major Subdivision, 5+ lots)

Application - base deposit amount $4.,500.00

Additional deposit - $125 per lot (5-25 lots)

Additional deposit - $100 per lot (26-50 iots)

Additional deposit - $75 per lot (51+lots)

Revised Map $2,000.00

Time Extension $350 00
Tentative Parcel Map (Minor Subdivision)

Application $3,000.00

Revised Map $1,700.00

Time Extension 5350 00

13



City of Lemon Grove Master Fee Schedule

FY 2015-16

DEVELOPMENT SERVICES - PLANNING
Description Fee Deposit Comments
Variance $750.00

Minor Modification $100.00

Time Extension $350.00
Zoning Amendment/Reclassification $1,000.00
Zoning Clearance (ZC) $150.00

NOTES:

1.
2.

N o o s~

Clean-up deposit may be waived at the discretion of the Development Services Director.

The total cost of processing a planning application is based on staff hours spent (rounded to the nearest quarter hour)
charged at the weighted rate provided in Appendix A, plus all direct costs

Environmental analysis costs will be charged against the deposit.

Costs for technical studies and/or environmental impact reports are not included and will be borne by the applicant.
Fees from other agencies are not included in this schedule.

Hourly rates adjusted annually - see Appendix A.

Direct costs of required public noticing shall be deducted from the application deposit.
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City of Lemon Grove Master Fee Schedule

FY 2015-16
FIRE
Description Fee Comments
Plan Check Fees
Plan Review
Single Family Residence $65.00
Multi-family Residential $275.00 per floor
Commercial $275.00 per floor
Automatic Fire Sprinkler System (basic) $110.00
Alarm System (basic/Tl) $110.00
Fire Protection System-Outside Review Cost of Consultant/Reviewer
General Plan Review-Outside Review Cost of Consultant/Reviewer
Outside Plan Review Administrative Fee Up to 25% of Review Cost
Alteration to Existing Fire Sprinkler System (TI) $110.00
Other Fire Protection System $130.00
Tenant Improvement $80.00
Special Extinguishing Systems $150.00
Inspection Fees
Alarm System Inspection $110.00
Apartment Building (1-14 units) $80.00
Apartment Building (15-50 units) $110.00
Apartment Building (51 + units) $165.00
Assembly (Small) $30.00
Assembly (Large) $55.00
Care Facilities (More than 6 occupants) $55.00
Care Facility (Preinspection) $60.00
Code Compliance re-inspection (First) $30.00
Code Compliance re-inspection (Subsequent) $110.00
Commercial Inspection (Medium) $110.00
Commercial Inspection (Large) $250.00
Convalescent Facilities $130.00
Educational Facilities $110.00
Fire Sprinkier Inspection (Residential) $55.00
Fire Sprinkler Inspection (Commercial) $110.00
Special Extinguishing Systems (Hood) $70.00
Small Business $30.00
Stand Pipe System $85.00
Cost Recovery Fees
After Hour Inspection $96.00 per hour
Deposition/Interview $96 .00 per hour
Duty Chief $94.00 per hour
Engine Company $155.00 per hour
Fire Alarm Malfunction $155.00 2 alarms/30 days or 3/6 mos
Malicious False Alarm $1565.00
Incident Dispatch Fee $50.00
Incident Photo Copies $10.00 per photo
Incident Report Copies $0.15 per page
Audio Tape $10.00
Compact Disc (CD) $10.00
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City of Lemon Grove Master Fee Schedule

FY 2015-16

FIRE

Description Fee Comments

Annual Fire Code Permit Fees
Aerosol Products $55.00
Aircraft Refueling $55.00
Aircraft Repairs $55.00
Asbestos Removal $55.00
Assembly Occupancies $85.00
Automotive Wrecking Yard $85.00
Battery Systemn $55.00
Bowling Alley $55.00
Candles/Open Flame $55.00
Carnivals/Fairs $85.00
Cellulose Nitrate Storage $85.00
Christmas Tree Lots $30.00
Class 1 Liquid (5-10 Gallons) $55.00
Class 1 Flammable Liquids (>10 Gallons) $55.00
Combustible Fiber Storage $55.00
Commercial Rubbish Handling $55.00
Compressed Gasses $55.00
Cryogens $55.00
Dry Cleaning Plants $55.00
Dust Producing Operations $85.00
Explosives or Blasting $110.00
Fireworks Display $110.00
Fruit Ripening $85.00
Green Waste $110.00
Hazardous Materials $165.00
High Pile Combustible Storage $85.00
Hot Work Operations (Tar Pots) $55.00
Liquefied Petroleum Gases (>55 Gallons) $55.00
Lumber Yards $110.00
Magnesium Working $55.00
Mall-Covered $165.00
Motor Vehicle Fuel Dispensing $85.00
Open Burning $30.00
Organic Coatings $85.00
Ovens-Industrial $85.00
Pyrotechnic Special Affects $110.00
Radioactive Materials $85.00
Refrigeration Equipment $110.00
Removal of Above Ground Tank $110.00
Removal of Underground Tank $110.00
Repair Garages $85.00
Spraying and Dipping Operations $85.00
Tank Vehicles, Plants $85.00
Temporary Structures-Tent-Canopy $70.00
Tire Storage $110.00
Underground Tank Installation $135.00
Use/Modify Pipe Line $140.00
Wood Products $110.00
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City of Lemon Grove Master Fee Schedule

FY 2015-16

GENERAL
Description Fee Comments
Administrative Citation

First Citation $100.00

Second Citation $200.00

Third Citation $500.00

Fourth Citation $1,000.00

Processing Fee-Code Enforcement Lien $480.00 One hour rate (cost recovery)

Late Payment Penalty 25% of fine plus 10% per month interest on delinquent fine
Copy Fees (paper)”

B 1/2 X 11 $0.20

8 1/2 X 11 Color $1.30

81/2X14 $0.35

8 1/2 X 14 Color $1.80

11 X17"B" $0.65

11 X 17 "B" Color $2.30

18 X 24 "C" $3.55

24 X 36 "D" $4.55

36 X 42 "E" $6.00

Note: Government Code Section 81008 limits the cost for campaign finance documents to .10 cents per page and
a retrieval fee not to exceed five dollars per request for copies of reports and statements which are five or more
years old. A request for more than one report or statement or report and statement at the same time shall be
considered a single request.

Copy Fees (other media)

Audio Tape $3.50
Compact Disc (CD) $3.50
Credit Card Fees-VISA/Mastercard only. Excludes Discover, debit and prepaid cards)
Per Transaction $10.00 min Maximum 3%, not to exceed all merchant's
charge credit card processing charges

The fee will be charged on all transactions that
are $500 and above. It will not be charged for
deposits. The transaction fee will apply for all

transactions conducted on-line.

Dog License Altered Unaltered
1 Year License $15.00 $40.00
2 Year License N/A N/A
3 Year License $35 00 $75 00
Puppy License - 1 year N/A N/A
Transfer Fee $10,00 $10.00
Penalty Fee $10.00 $25.00
Tag Replacement Fee $5.00 $5.00
Animal Penalties-Running At Large-altered Altered
1st offense $50.00
2nd offense $100.00
3rd offense $200.00
Animal Penalties-Running At Large-unaltered
1st offense $100.00 Reduced to $50 if owner agrees to alter dog
2nd offense $200.00 Reduced to $100 if owner agrees to alter dog
3rd offense $300.00 Reduced to $200 if owner agrees to alter dog
Boarding Fee-Impounded Animal
Altered-Per Night $15.00
Unaltered-Per Night $25.00 Reduced to $15/night if owner agrees to alter
dog
Notary Public Services
Per Signature $10.00
Storm Water Management Fee
Residential Unit $15,00
In-City Business (HOPs are exempt) $26 -- $120 per Table based on Bus.Lic cost
Out-of-City Business $26 -- $120 per Table based on Bus. Lic.cost
Apartment Complex (6+ units) $7.50 per unit
Storm Water Violation
Failure to abate after 5§ days of notice $100.00
Failure to abate after 10 days of notice $200.00
Failure to abate after 15 days of notice $500.00 per day
Other
Returned Check Fee 52600
Other
Citizens Initiative Filing Fee $200 00

*NOTE - Larger projects may be outsourced at full cost recovery
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City of Lemon Grove Master Fee Schedule
FY 2015-16

GENERAL

Description Fee Comments

THIS PAGE IS LEFT INTENTIONALLY BLANK
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City of Lemon Grove Master Fee Schedule

FY 2015-16

LAW ENFORCEMENT

Description Fee Comments

Parking Violation Notice
72 Hour Parking Restriction 1% 5300 LGMC 10.28.130
Curb Markings 2 $ 53.00 LGMC 10.32.060
Parking in Violation of Signs 3 % 53.00 LGMC 10.28.180
Parking of Commercial Vehicle 4 % 53.00 LGMC 10.28.170
Parking Within 15' of Fire Hydrant 5 % 53.00 CVC 22514
Stopping, Standing, or Parking 6 $§ 47.50 CVC 22500 (a-k)
Curb Parking 7 $ 47.50 CVC 22502 (a-e)
Plate (Front/Back Required) 8 $ 37.50 CVC 5200
Missing Tabs (Month/Year) 9 $ 63.00 CVC 5204 (a)
Bike Lane 10 $ 38.00 CVC 2121
Parking in Spaces Designated for Disabled
Persons 11 $ 403.00 CVC 22507.8
License Plate Cover 12 $ 33.00 CVC 5201 (f) (2)

Other Violations
Registration/Wrong Vehicle
Parking on Public Grounds

103.00 CVC 1164 (B)
28.00 CVC 21113 (a)

Bus Zone 253.00 CVC 22500 ()
Blocking Disabled Zone/Curb Cut 278.00 CVC 22500 (1)
Fire Lane 38.00 CVC 22500 1

38.00 CVC 22509
28.00 CVC 22515
38.00 CVC 22516
28.00 CVC 22521
275.00 CVC 22522
103,00 CVC 22523
53.00 CVC 22526
38.00 CVC 23226
28.00 CVC 23333
33.00 CVC 24003
33.00 CVC 24401
33.00 CVC 24604
33.00 CVC 24607
33.00 CVC 24608
33.00 CVC 25250
33.00 CVC 25251
33.00 CVC 25300
33.00 CVC 26451
33.00 CVC 27155
53.00 CVC 4000 (a)
33.00 CVC 5201
13300 CVC 9400

38.00 LGMG 10.28,140
38.00 LGMC 10.32.090

Parking on Hills

Unattended Vehicle

Locked Vehicle/Passenger Inside
Less than 7.5 ft. from R.R. Tracks
3ft. From Handicapped Ramp
Abandoned Vehicle

Blocking Intersection

Store Open Container/Pass Comp.
Stop/Park in Vehicle Crossing
Vehicle With Unlawful Lighting Device
Dimmed Lights on Parked Vehicles
Lamp or Flag on Projections
Reflectors on Rear

Reflectors on Front and Sides
Unlawful Flashing Lights

Flashing Lights Required

Warn Dev/Disabled, Parked Vehicle
Set Parking Brakes

Fuel Tank Caps

Registration

Positioning of Plates

Commercial Veh/Weight Fees Due
Repairing/Washing/Offering Sale in Street
No Parking in Alley

LA AR PR AN AP RRR NIRRT

Other LGMC Violation $ 3800
Penalty for all above violations $35.00 Penalty assessed if nat
paid within 21 days of the
date of the notice.
Vehicle Impound
Administrative Fee for Release $ 7000
Serious Traffic Offender Program (STOP) $ 65.00
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City of Lemon Grove Master Fee Schedule
FY 2015-16

LAW ENFORCEMENT

Description Fee Comments
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City of Lemon Grove Master Fee Schedule

FY 2015-16
Public Works - Facilities
Description Fee Comments
Rental Facilities
Senior Center*
Without Alcohol
Fee $850.00 + $200.00 deposit
With Alcohol
Fee $1,150.00 + $300.00 deposit
Special Event $1,500.00 $400 deposit
Community Center*
Without Alcohol
Fee-Non-profits $450.00 + $200.00 deposit
Fee-All Others $520.00 + $200.00 deposit
With Alcohol
Fee-Non-profit $700.00 + $300.00 deposit
Fee-All Others $800.00 + $300.00 deposit
Special Event $1,100.00 + $400 deposit
H Lee House Courtyard*
Without Alcohol
Fee-Non-profit $300.00 + $200.00 deposit
Fee-All Others $350.00 + $200.00 deposit
With Alcohol
Fee-Non-profit $400.00 + $300.00 deposit
Fee-All Others $550.00 + $300.00 deposit
Special Event $800,00 + $400 deposit
Recreation Center Gymnasium - Entire Facility™
Fee-Non-Commercial $60.00 + $200.00 deposit™*
Fee-Commercial $100.00 + $200.00 deposit™**
Gymnasium Only™*
Fee-Non-Commercial $50.00 + $200.00 deposit*™*
Fee-Commercial $80.00 + $200.00 deposit*™*
Park Gazebos (Berry Street Park & Lemon Grove Park)*™
Fee-Small $80.00
Fee-lLarge $100.00

Non Profit meelings:
No Staff Required

Monday-Thursday 8am-5pm $20 per use + $25.00 set up fee
Monday-Thursday 5pm-10pm $20 per use + $25.00 set up fee
Friday-Sunday $30 per hour

Staff Required
Monday-Thursday 8am-5pm $30 per use + $25.00 set up fee
Monday-Thursday 5pm-10pm $30 per use + $25.00 set up fee
Friday-Sunday $50 per hour

*Eight (8) hour rate. Four (4) hour rate available at half the 8 hour rate plus $50. Additional per hour
**Hourly Rate
***Deposit may be waived at the discretion of the Department Director.
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City of Lemon Grove Master Fee Schedule

FY 2015-16

Description Fee

Comments

Public Works - Recreational Programs
Adult*

Basketball fee $200.00
Softball fee $385.00
Volleyball fee $200.00
Volleyball - Women's Individual $45.00

per team + $5.00 equipment fee
per team + $5.00 equipment fee
per team + $5.00 equipment fee
per season - 'Queen of the Court'

*Winners of each adult league and playoffs shall receive a discount of $50 - $350 on their next league

Classes $10-$100
Youth
Pee Wee Sports (first session) $27.00
Pee Wee Sports (additional sessions) $22.00
Basketball $50.00
Basketball Club League-Team $225.00
Day Camp $35-100
Flag Football $50.00
Indoor Soccer $30.00
Classes $10-$100
Banner Installation Fee $20.00

22
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City of Lemon Grove Master Fee Schedule

FY 2015-16
SANITATION DISTRICT
Description Fee Comments
New System Connection Permit Fee $1,000.00 per Equivalent Dwelling Unit (EDU)
Annual Sewer Service Charge*
Residential $534.62 per EDU
General Commercial, Professional, Minimum of 1.2 EDUs charged
Industrial
Food Service Establishments Minimum of 3 EDUs charged
Hotels & Motels Based upon number of living units - w or w/o kitcher
Self-service Laundry 1 EDU per washer
Churches, Theaters & Auditoriums Minimum of 1.5 EDUs charged
Schools Minimum of 1 EDU, based upon number of pupils
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City of Lemon Grove Master Fee Schedule
FY 2015-16

Description Fee Comments
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City of Lemon Grove Master Fee Schedule
FY 2014-15

APPENDIX A - HOURLY RATES

Position Title

Loaded
Rate

Assistant City Engineer

Associate Civil Engineer

Building Inspector (EsGil Corporation)*

Building Official (EsGil Corporation)*

City Attorney (Lounsbery, Ferguson, Altona & Peak)
City Engineer

Code Enforcement Officer/Water Quality Inspector
Crime Prevention Specialist (County of San Diego)
Fire Inspectors

Development Services Director

Development Services Technician

Electrical Engineer (EsGil Corporation)*

Energy Plans Examiner (ExGil Corporation)*
Engineering Inspector

Engineering Tech Il

Management Analyst

Mechanical Engineer (EsGil Corporation)*

Plans Examiner (EsGil Corporation)”

Public Works Director

Principal Planner

Structural Engineer (EsGil Corporation)*

Supervising Building Inspector (EsGil Corporation)”

*Esgll rates are increased by a factor of 1.5 for overtime, holiday and weekend assignments
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41

60

a3

100

210

75

41

68

34

79

43

105

105

43

43

47

105

90

77

59

120

90



LEMON GROVE [CITY COUNCIL
AGENDA ITEM SUMMARY

Item No. __ 3

Mtg. Date __ June 2 2015
Dept. City Manager's Officel

Item Title: City Council Salary
Staff Contact: [Graham Mitchell, City Manager

Recommendation:

Introduce and conduct the first reading, by title only, of Ordinance No. 429 (Attachment B),
establishing City Council salaries after the 2016 municipal election and a resolution
(Attachment C) adjusting the automobile reimbursement allowance,

Item Summary:

In 2014, the City Council discussed compensation for elected officials representing the City. The
topic was raised during the budget discussion on May 19, 2015. The City Council has not adjusted
City Council compensation since October 2007. The purpose of this staff report is to recommend
adjustments to the City Council salary and auto allowance rates. Staff has prepared a report
(Attachment A) that provides background information and an analysis of the proposed rate
adjustments. Staff has also prepared an ordinance (Attachment B) adjusting the City Council
salary that would take effect after the 2016 municipal election and a resolution (Attachment C)
adjusting the City Council auto allowance.

Fiscal Impact:

Adjusting City Council compensation will have an annual budget impact of $6,759 beginning in
December 2016. Adoption of the resolution modifying auto allowance will have a $1,500 impact on
the FY 2015-16 budget—the impact on the General Fund will $1,125.

Environmental Review:
X Not subject to review [[] Negative Declaration
[] Categorical Exemption, Section | ' [ mitigated Negative Declaration

Public Information:

X None ] Newsletter article [] Notice to property owners within 300 ft.
[ Notice published in local newspaper [] Neighborhood meeting
Attachments:

A. Staff Report
B. iOrdinance No. 429
C. Resolution



Attachment A

LEMON GROVE ECITY COUNCIL%
STAFF REPORT
Item No. 3

Mtg. Date _June 2, 2015

Item Title: City Council Salary
Staff Contact: Graham Mitchell, City Manager

Discussion:

On several occasions, the City Council has deferred action on considering an adjustment to its
compensation. The last time an adjustment occurred was after the 2008 municipal election.
Pursuant to Government Code Section 36516, a City Council may increase its salary by a
maximum of five percent per year from the operative date of the last adjustment. Between 2008
and the 2016 (the year of the next municipal election), based on California code, the City
Council may legally adjust its salary by 40 percent (8 years multiplied by 5§ percent).

Alternatively, since 2008, the consumer price index has increased by 10.6 percent (based on
the San Diego region according to the Bureau of Labor Statistics). Using consumer price index
forecasts, staff anticipates increases by 1.5 percent in 2015 and 1.8 percent in 2016. Based on
these increases, the City Council may consider a salary increase of 13.9 percent that would be
effective after the 2016 municipal election.

The last time the City Council adjusted its auto allowance was on July 1, 2006. Since July 1,
2006, the consumer price index has increased by 16.8 percent. Based on this increase, the
City Council may also consider an auto allowance adjustment of 16.8 percent, which would
become effective July 1, 2015.

Staff has prepared an ordinance (Attachment B) that adjusts the City Council salary by 13.9
percent and a resolution (Attachment C) that adjusts the City Council auto allowance by 16.8
percent.

Using the consumer price index method, monthly salaries for City Council members increase
from $705 to $803 and the salary for the Mayor increases from $1,234 to $1,405.25. This
increase will have an annual impact of $6,759 beginning in 2016. Also, using the consumer
price index method, the monthly auto allowance would increase from $150 to $175. The impact
on the FY 2015-16 budget is $1,500—%$1,125 of which is allocated to the City's General Fund. |

Conclusion:

Staff recommends that the City Council introduce Ordinance No. 429 (Attachment B), an
ordinance establishing City Council salaries, and conduct its first reading, by title only. Staff also
recommends that the City Council consider adopting a resolution (Attachment C) establishing
an adjusted auto allowance rate.

3.



Attachment B

ORDINANCE NO. 429

ORDINANCE OF THE LEMON GROVE CITY COUNCIL AMENDING LEMON GROVE
MUNICIPAL CODE SECTION 2.16.010 ESTABLISHING CITY COUNCIL SALARIES

WHEREAS, California Government Code 36516 regulates the process by which a city
council may increase its salary; and

WHEREAS, effective October 16, 2007, Ordinance No. 365 established the rate of
salary for the City Council and Mayor; and

WHEREAS, after review and discussion, the City Council has determined it appropriate
to adjust salary ranges within the rate of increase as prescribed by California Government Code
36516; and

WHEREAS, pursuant to California Government Code 36516.5, the adjusted salary rate
will not become effective until the seating of the City Council after the certification of the 2016
Lemon Grove municipal election.

NOW, THEREFORE, BE IT ORDAINED by the City Council of the City of Lemon Grove
that Section 2.16.010 of the Lemon Grove Municipal Code is hereby amended as follows:

2.16.010 Established.

A. Salaries for members of the city council are established pursuant to the provisions of
the Government Code in the sum of eight hundred and three dollars ($803.00) per month.

B. Effective Date. Payment of compensation at said established level shall commence
upon certification of the results of the Lemon Grove municipal election in the year 2016.
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Attachment C

RESOLUTION NO. 2015-__

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF LEMON GROVE, CALIFORNIA
ESTABLISHING THE RATE OF AUTOMOBILE ALLOWANCE POLICY FOR CITY COUNCIL
MEMBERS

WHEREAS, in 2006, the City Council, by way of Resolution No. 2636, established an
Automobile Reimbursement Allowance Policy; and

WHEREAS, Resolution No. 2636, established an Automobile Reimbursement Allowance
rate of one hundred fifty dollars ($150.00) per month to pay for the use of personal vehicles for
short trips, defined as twenty (20) miles or less; and

WHEREAS, the cost of operating an automobile has increased since 2006; and

WHEREAS, the City Council wishes to establish an equitable Automobile
Reimbursement Allowance for short vehicle trips; and

WHEREAS, the City Council, by applying a Consumer Price Index rate since 2006,
deems that an adjusted rate of one hundred seventy-five dollars ($175.00) per month is
equitable.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Lemon
Grove, California hereby directs that the Automobile Reimbursement Allowance be established
at one hundred seventy-five dollars ($175.00) per month, effective July 1, 2015.
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LEMON GROVE CITY COUNCIL
AGENDA ITEM SUMMARY

Item No. 4 ,
Mtg. Date June 2 2016
Dept. City Manager's Office

Item Title: Recreation Focus Group
Staff Contact: Graham Mitchell, City Manager and Mike James, Public Works Director

Recommendation:

Provide feedback to staff on 1) the scope of work to be performed by the Recreation Focus
Group, and 2) the composition of the Recreation Focus Group. |

Item Summary:

During the City Council's goal setting workshop and ensuing discussions, the City Council
identified a priority in 2015 to conduct a focus group to explore the establishment of a Recreation
Council. The purpose of this agenda item is to seek feedback from the City Council on the scope
of work to be performed by the Recreation Focus Group. The staff report (Attachment A)
recommends an expanded scope of work to what was initially discussed by the City Council. The
staff report also identifies staff's recommendation regarding the composition of the Recreation
Focus Group. |

Fiscal Impact:

None. |

Environmental Review:
X Not subject to review [ Negative Declaration
[ categorical Exemption, Section | ' [ Mitigated Negative Declaration

Public Information:

X None ] Newsletter article [ Notice to property owners within 300 ft.
[ Notice published in local newspaper [] Neighborhood meeting
Attachments:

A. Staff Report



Attachment A

LEMON GROVE CITY COUNCIL
STAFF REPORT

ItemNo. _4

Mtg. Date _ June 2, 2015

Item Title: Recreation Focus Group

Staff Contact: Graham Mitchell, City Manager and Mike James, Public Works Director

Discussion:

One of the priorities discussed during the City Council goal setting workshop earlier this year
was the establishment of a focus group to explore the establishment of a Recreation Council.
The purpose of this agenda item is to seek feedback from the City Council on the scope of work
to be performed by the Recreation Focus Group. Also, to help with the recruitment process,
staff seeks feedback on the composition of the focus group.

Scope of Work

During the City Council’s goal setting workshop, the initial intent expressed by the City Council
was to form a focus group to explore the potential establishment of a Recreation Council. Staff
recommends that the focus group expand its discussion to the broader topic of recreation
services. Staff recommends that the focus group be tasked with the following scope of work:

1) Identify the existing recreational opportunities for Lemon Grove residents in and near the
City,

2) lIdentify recreational needs in the community, including barriers and opportunities to
meeting those needs, and

3) Provide a recommendation on the role a Recreation Council can play in the community,
including the Recreation Council's form, whether it is a City established entity, its
purpose, staff time required to support, funding issues/opportunities, etc.

Staff envisions that the focus group members will be asked to conduct research, perform
analysis, and seek community feedback in order to present its findings to the City Council.

Focus Group Composition

Staff recommends that the focus group be limited to 20 members. Staff recommends that the
City solicit participation from residents and local business owners. In addition, staff
recommends that the City Council invite two members of the Planning Commission and two
representatives of the Lemon Grove School District to participate on the focus group.

Focus Group Recruitment

Once the scope of work is determined, staff will begin soliciting interest by advertising on the
City's website, Facebook page, press releases, and e-notification services. Staff recommends
using a similar one-page application as the City has for past focus groups. The form asks
applicants to provide information about work and community experience (including volunteer
activities and experience or special knowledge that would be helpful on the focus group). The
form also asks potential focus group members why they would like to serve on the focus group.

Conclusion:

Staff recommends that the City Council provide feedback on the Recreation Focus Group's
scope of work and composition.



