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M E M O R A N D U M 
Administration Department 

 

 
DATE:    July 16, 2008 

 

TO:      City Council 

 

FROM:    Susan Zito, CMC 

 

SUBJECT:    The City of Placerville’s Records Management Policy 

_________________________________________________________________________ 

 
Recommendation:   
 
This item is for information purposes only.  No Council action is requested.  
 
Background: 
 
In 1999, the State Legislature added Section 12236 to the Government Code, which created the 
establishment of the Secretary of State’s Local Government Records Program (LGRP), to be 
developed with the assistance of the City Clerks Association of California (CCAC) and 
administered by the State Archives.  A City Clerk’s duties are defined in the Government Code, 
and include various record-keeping responsibilities including, “keeper of the record”.  As 
custodians of the public records for their jurisdictions, City Clerks are responsible for responding 
to Public Records Act (PRA) requests for documents and must be able to respond to the inquiry 
within 10 days, or advise the requestor of the availability of the information.  For this reason, the 
City Clerk is responsible for not only the legislative history of the City, such as the Minutes, 
Agendas, Ordinances, but also to the adherence to the Local Government Records Retention 
Guidelines (LGRRG) and the production of documents in response to the PRA in accordance 
with the Local Government Records Act. 
 
In addition, on September 19, 2000 the Governor signed Senate Bill 2067.  This bill amended 
Government Code 12168.7 and states “… the Secretary of State, in consultation with the 
Department of General Services, shall approve and adopt appropriate standards established by 
the American National Standards Institute or the Association for Information and Image 
Management.”  The purpose of this bill was to provide statewide standards for storing permanent 
and nonpermanent documents in electronic media and to provide uniform procedures statewide 
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for City Clerks to follow as their jurisdiction’s records managers.   Following the Secretary of 
State’s development of the LGRRG, the City Council adopted Resolution No. 6513, on April 24, 
2001 adopting the Local Government Retention Guidelines and the City of Placerville’s Records 
Management Policy (see attached).  Since 2001, the Secretary of State has issued revisions to the 
original LGRRG’s which the City of Placerville has incorporated into its program.  
 
The LGRRG protects the City’s documents that are needed for administrative, fiscal, legal and 
historical purposes.  The guiding principle of the City’s Records Management Program is to 
insure that information is available when and where it is needed, in an organized and efficient 
manner, and in a well-maintained environment.  Records Management seeks to control and 
manage records through the entirety of their life cycle, from their creation to their final 
disposition.   
 
Although the City Clerk is the custodian of all City administrative, fiscal, legal and historical 
records, staff was requested to respond to the El Dorado County Historical Society’s letter 
addressing archival documents.  
 
Response to El Dorado County Historical Society Letter 
 
A letter from the El Dorado County Historical Society, dated June 26, 2008, was presented at the 
City Council meeting of July 8, 2008.  As this item was not on the July 8th Council agenda, staff 
was not able to respond to the issues addressed in that letter at that time.  The Historical Society 
expressed concerns regarding the storage of historical documents housed in the Old City Hall 
and was concerned that these documents would be destroyed due to lack of storage facilities or 
proper care and cited improper maintenance of El Dorado County documents as their basis for 
concern.  The Historical Society also requested “access to these documents to evaluate their 
condition, catalog the documents, make recommendations on what to keep and duplicates to 
destroy, and make recommendations for proper storage and access”.  The letter further states, “It 
is our position that these documents are the property of the citizens of Placerville and the citizens 
of El Dorado County and as the Society is representative of those citizens in the preservation of 
El Dorado County history we have an obligation to preserve and protect those artifacts to the best 
of our ability”.   
 
Following the public comment and Council discussion of the City’s archives at the July 8th 
Council meeting, the City Clerk contacted Mary Cory, El Dorado County Museum 
Administrator, and invited her to work with the City to inventory our records.   Ms. Cory, as the 
County’s Historical Society representative, has graciously accepted our offer to work 
cooperatively with the City in our ongoing records inventory and document imaging program.  
Ms. Cory’s involvement will allow the County Historical Society to understand what records the 
City has in its possession, while limiting access to these delicate documents.  Ms. Cory has been 
given a copy of the archival inventory and will be updated as we expand the inventory.   Ms. 
Cory will share the archival inventory with the Historical Society to alleviate any concern or 
confusion there may be as to what documents the City has in its possession.    The nature of the 
majority of the City’s documents include such items as accounting journals, ledgers and cash 
books, some correspondence and bond documents.     
 



______________________________________________________________________________________________________ 

City clerk records management  3 

 

As custodian of the City’s records, the City Clerk has, and will by Government Code, be 
responsible for the legislative and historical records of the City of Placerville.  The archival 
documents that were stored in the Old City Hall record the history of our City and should remain 
in the possession of the City.  The County Historical Society, as well as all serious researchers, 
should have access to those documents and will have access through the City’s historical portal 
in the future.    No archival records will ever be destroyed by the City.  Although the scanning of 
these documents, due to their fragility and age, is time consuming and painstaking, it will afford 
the public a chance to research the City’s history, without running the risk of damaging fragile 
documents.   
 
Archival Records and the Appraisal and Preservation Process   
 
Archival Records are those documents with enduring value because they reflect significant 
historical events, document the history and development of the City, and provide valuable 
research material.  Archival documents that were stored in the historic City Hall are being 
inventoried, (sample of the Inventory Record sheet, attached) moved to the new City Hall, and 
are in the process of being scanned into the SIRE (Search, Index, Retrieve, and Export) system 
that will be made available as a portal to the City’s website.  It has always been the goal of the 
City Clerk, as Records Custodian, to allow researchers the ability to view our unique documents 
through a portal on our City website.  (An example of a scanned Redemption Bond is attached)  
 
All City records must be appraised for determining their disposition.  Appraisal is the process of 
determining the intellectual value of records.  All records of local government have primary 
values that make them important to their creating agencies and secondary values that make them 
significant to researchers.  The Secretary of State’s Retention Schedule sets the primary value 
used to determine the length of retention based on administrative, fiscal, legal, and operating 
values.  Secondary values, (often called, “historical value”) are based on the unique value of the 
information to the community.  Be assured that no document in the City’s possession of an 
historical or archival value would ever be destroyed.   
 
Grants are available through the State Archives, the National Association of Government 
Archives and Records Administrators and the City Clerks Association of California to preserve, 
restore, and store the historical records of our California cities.  It is the intention of the City 
Clerk to apply for such a grant during the funding cycle to begin the preservation process of 
those documents and maps in most critical need.    
 
The procedure followed in the preservation of those archival documents is outlined in several 
documents including:  The Historical Records of County Government in California, 2nd Edition, 
2004, California State Archives, California Historical Records Statewide Planning Project, 
History Associates Incorporated, November 2001, Historical Records in the Golden State, A 
Strategic Plan for Preserving California’s Documentary Heritage, California Historical Records 
Advisory Board, February 2002.  The City’s Archive Technician is painstakingly scanning each 
document, while wearing protective gloves, to insure that fragile documents are not touched by 
human contact which could cause deterioration.  The City is following preservation procedures 
recommended by the National Archives, including the wearing of gloves before handling 
documents, and using storage containers meeting archival specifications.   
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The City Clerk and Archive Technician have attended historical document training offered 
through the American Records Management Association (ARMA).  The City Clerk is scheduled 
to attend a training in September, presented by the Secretary of State’s Office, on Archives 
organization, identification, proper building environment, security of historical records, and 
technical training on the handling of historical records.  In addition, the City Clerk has 
previously participated in archival training including “Understanding Archives and the 
Preservation of Archival Materials, conducted by Nancy Zimmelman, Archivist, California State 
Archives.  The topics covered included legal requirements and historic research of archival 
documents, basic archival principles including maintenance of original order, maintenance of 
relationship to creator, responsibilities of assisting in academic research, and preservation 
techniques.   
 
As the City’s Archive Technician scans each inventoried document into electronic filing 
cabinets, we are building an historical record by category.  These documents, when scanned, can 
be accessed by computer.  The City Clerk has confirmed that all El Dorado County branch 
libraries as well as the Main Library have state of the art computers, with high speed internet 
connections.   For individuals without computer access, they may request copies of those 
archival documents as anyone with a Public Records Act request would.   It is hoped, that once 
these archival portals are available on the City’s website, any researcher will be able to access all 
of the archival documents in the City’s possession, while protecting, and maintaining the 
integrity of the original document.  This project, to be completed correctly, will take time.  The 
Archive Technician is working on these archival documents simultaneously with the scanning 
required of our current agendas, minutes and resolutions.   
 
Conclusion 
 
Although the City’s archives will someday be a wealth of information for scholarly research, 
genealogy, legislation, litigation, historic preservation, and education, there is a fine line between 
balancing access and preservation.  Basic archives principles include not mixing the records of 
one agency with the records of another agency and maintaining the original order of the 
documents.  For this reason, access to the original documents must be limited to the City Clerk, 
the City’s Archive Technician and the El Dorado County Museum Administrator.   
 
Submitted for Council Review:   Approved for Council Review: 
 
____________________________   _________________________________ 
Susan Zito, CMC     John W. Driscoll  
City Clerk/Human Resource Officer   City Manager/Attorney 
 
Attachments: 
City of Placerville Records Management Policy 
Local Government Records Management Guidelines 
Letter from El Dorado County Historical Society 
Sample of Scanned Document in the SIRE Historical Portal 
Sample of Archival Inventory  
 


