CITY OF LONG BEACH C-7

DEPARTMENT OF CITY CLERK

333 West Ocean Boulevard Long Beach, CA 90802 562/570-6101 FAX 562/570-6789

November 8, 2011

HONORABLE MAYOR AND CITY COUNCIL
City of Long Beach
California

RECOMMENDATION:
Recommendation to adopt the revisions to Long Beach Gas & Oil Retention Schedule (as
shown in Exhibit A), and rescind all previously applicable Records Retention Titles for Long

Beach Gas & Oil.

DISCUSSION

Under Municipal Code Section 1.28.010, records retention schedules for City Manager
departments and elected officials must be submitted to the City Council for approval. The
retention schedules for each department must designate the type, class or series of
records maintained by the department.

In its capacity as responsible agent for operation of the Records Center, the City Clerk
Department has worked with Long Beach Gas & Oil to revise the Records Retention
Schedule (Attachment 1) last adopted on July 15, 1975.

CONCURRENCES

The City Attorney and Public Works concurs in the above recommendation.

FISCAL IMPACT

Appropriations have been budgeted in FY 12 for operation of the City Records Center.

ly submitted,

Respectful

Larry G. F
City Clerk




EXHIBIT A
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT | TITLE: ' DATE
LONG BEACH GAS & OIL ACCOUNTS RECEIVABLE 11/08/2011
1
COPIES/FILES BY . RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 3 YEARS 2 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidentjal

APPROVALS

RECORDS MANAGER ! DEPARTM;NT HE CITY ATTORNEY'S OFFICE "y
D, A — ,, /m/ |




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT | TITLE: ' DATE
LONG BEACH GAS & OIL ACCOUNTS RECEIVABLE 11/08/2011
N i
COPIES/FILES BY N RETENTION PERIOD
DEPT/SECTION COPY
: DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 3 YEARS 2 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Reyiew; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
%I ORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential
13 D

APPROVALS

RECORD% ﬁ i DEPARVI‘(TV J } CITY ATTORNEY'S omcﬁl




-+ RECORDS RETENTIQN EVALUATIONICITY OF LQNG BEACH

. || oriematiNG pEPARTNENT | |
ORI , ) ol wesnon |

COPIES/F ILES BY

“‘:‘,DEPT/SECTION | copy i R PO
| | DESIGNATION . |7 DEPARTMENT: - |~ REC CENTER _;f_-ﬁ:pE‘S‘TRQY:“-‘“

WORKING COPY |~ ‘LIFEQF. "

~ CONTRACT

DESCRIPTION (Pu1 pose, Content, and Method of Filing) .

NOTE: RETAIN ONE COPY OF EACH AGREEMENT/CONTRACT FOR THE SPECIFIED RETENTION PERIOD AN ADDITIONAL -
~:|l 20 COPIES OF THE UNIT AGREEMENT AND UNITE OPERATING AGREEMENT PLUS 10 COPIES OF THE CONTRACTO
'AGREEMENT SHOULD BE MAINTAINED N THE RECORDS CENTER :

'THE ORIGINALS TO THESE AGREEMENTS ARE MAINTAINED BY THE HARBOR DEPARTMENT (PRIOR TO 1965) AND THE o
CITY CLERK (1965 TO PRESENT) : _

" |l PREPARED BY: Records Manager .. .

APPROVALS

5RECORDS MANAGER R DEPARTH Tylzpsy?/ | | CITY ATTORNEY'S'OFFICE /Zt [}~




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL ALLOCATION REPORTS OIL/GAS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY 5 YEARS 5 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

MERGE VAULT AND ACCOUNTING RECORDS IN ORDER TO ELIMINATE DUPLICATION. RETAIN IN ACCOUNTING
SECTION.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS M GER DEPARTMENY HEA CITY ATTORNEY'S OFFICE
vé/(,//{/,_/i il ) N ) %LM./
7



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL APPROVAL REQUEST 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ADMINISTRATIVE ORIGINAL/ C LIFE OF LIFE OF CONTRACT +
RECORD COPY CONTRACT + 5SYEARS
5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: FOR THIS RECORD SERIES C(CLOSED/COMPLETE) REPRESENTS COMPLETION OF ACTION,

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS M{,\NA%ER DEPART NT} AQ” CITY ATTORNEY'S OFFICEé'%q/
uf Do A~ Nl
s
[



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL AUDITS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY 5 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: CITY AUDITOR MAINTAINS ORIGINAL CITY AUDIT THEREFORE COPIES CAN BE DESTROYED AFTER 5 YEARS.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTME jE /) CITY ATTORNEY'S omc@p
Lxﬁf / {1 & / S B Ny Hf
) ///



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL AUTHORIZED FUND EXPEDITURES 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION CcoPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ADMINISTRATIVE RECORD COPY 5 YEARS 5 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: RETAIN RECORD COPY IN ADMINISTRATIVE OFFICES/COPIES CAN BE DESTROYED.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

e "

CITY ATTORNEY'S OFFICE éﬂ/

DEPARTME) HF/ /)/
A
e P, /
(!,/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL BENCH MARKS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING DEPARTMENTAL PERMANENT PERMANENT
COPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANQ DEPARTM Ty/ D/ CITY ATTORNEY'S OFFICE
LS w/ e ! //{A/’ l i
s
i/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL BID RECORDS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ADMINISTRATIVE RECORD COPY 10 YEARS 10 YEARS
COPY 5 YEARS S YEARS

VAULT.

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: RETAIN THESE RECORDS FOR 1-YEAR IN THE ADMINSTRATIVE SECTION TRANSFER REMAINING RECORDS TO

APPROVALS

RETENTION CODES: AR=Annual Review; A=Audit, C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

RECORDS MANAGER

CITY ATTORNEY'S OFFICE éﬂp

DEPART%/f /M/“/
7




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL BOTTOM HOLE PRESSURE TESTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT RECORD COPY PERMANENT PERMANENT
ELECTRONIC PERMANENT PERMANENT
COPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: RECORD COPY IS FILED IN WELL RECORDS.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit, C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT E}J W}d CITY ATTORNEY'S OFFICEé—j@/
;@{5/{ 22{ ‘Q’(Z; %ww kY /gﬁm/
)4




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL BUDGET CONTROL FILES 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 5 YEARS 5 YEARS
L.B. H.D. FIXED ASSETS PERMANENT PERMANENT

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: ACCOUNTING RECORDS — RETAIN PERMANENTLY THE FILE ON THE L.B. H.D. TRANSFER OF FIXED ASSETS TO
D.OP.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTME HE}Z{ % CITY ATTORNEY'S OFFICE 7
gy ’



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL BUDGETS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
GENERAL DEPARTMENTAL WORKING COPY 5 YEARS 5 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MAN

S L

DEPARTMENT HE /} CITY ATTORNEY'S OFFICE %/

= {./




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL CASH CALLS - THUMS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY LIFE OF 5 YEARS LIFE OF CONTRACT +
CONTRACT 5 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: MERGE VAULT AND ACCOUNTING FILE AND RETAIN IN ACCOUNTING SECTION.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APRROVALS

RECORDS MANAGER

L. fou fﬂ ﬁ/m

.

CITY ATTORNEY'S OFFICEéj;

>

DEPARTM?/HE {
7 \
i

/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL CASH RECFEIPTS LEDGER 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ORIGINAL 5 YEARS 5 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: THIS RECORD SHOULD BE RETAINED IN ACCOUNTING SECTION.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

CITY ATTORNEY'S OFFICE ;_7/

RECORDS %GER DEPARTMENT, EAy/
W/l / t. m/“{ o)
J



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL CHECK VOUCHERS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ORIGINAL 5 YEARS 5 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANA)GER ) y DEPARTMENT A[/ / CITY ATTORNEY'S OFFICE ﬂ/
e ’ ey /
(QZ/(% ‘Zwﬂ (’/%ww o N W“' ( 2;
{/



RECORDS RETENTION EVALUATION/CITY OF LLONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL CHECK VOUCHER REGISTERS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING COPY SYEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HE ) CITY ATTORNEY'S OFFICE
Ahf - ). WM : N Vs



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL CONSTRUCTION & MAINTENANCE REPORT 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING WORKING COPY 2 YEARS 2 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS M{ AGER

s DA

CITY ATTORNEY'S OFFlCEQ ; F

DEPARTMEI\?V((A%O%W
[




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL CORE ANALYSIS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING ORIGINAL PERMANENT PERMANENT
ELECTRONIC PERMANENT PERMANENT
COPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MA%AGER DEPARTMENT HEA /) CITY ATTORNEY'S OFFICE ﬂ/
7 ! : A7
s /Zig%m | N A é

' 77



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL CORF. HOLE HISTORY 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ORIGINAL PERMANENT PERMANENT
ELECTRONIC PERMANENT PERMANENT
coPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER V4 DEPARTMENJ}HEA / CITY ATTORNEY'S OFFICE éf‘ ’
wf‘% .&/ ) ,{%/ ,{5%‘“”‘w o ' _ ﬂilﬁ—”



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL CORE HOLE LOGS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ORIGINAL PERMANENT PERMANENT
ELECTRONIC PERMANENT PERMANENT
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER /

2/ 1), G

d

CITY ATTORNEY'S OFFICE M/

DEPART% %D § //M’ﬂv’
)4




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL CORRESPONDENCE FILE 11/08/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

ADMINISTRATION DESIGNATION DEPARTMENT REC. CENTER DESTROY
INTERDEPARTMENTAL ORIGINAL 5 YEARS 5 YEARS
OIL COMPANIES ORIGINAL 10 YEARS 10 YEARS
STATE LAND COMMISSION, ORIGINAL PERMANENT PERMANENT
CITY CONTRACTOR :

COPY 2 YEARS 2 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS GER
[y (‘% Xé?//

CITY ATTORNEY'S OFFICE éﬂ/

DEPARTMENT AD/
N A
.




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL COST & EXPEDITURE STATEMENTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY 5 YEARS 5 YEARS 10 YEARS
ENGINEERING WORKING COPY 5 YEARS 5 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

CONTENTS: CONTRACTOR’S STATEMENTS
NET PROFIT CALCULATIONS
PRODUCTION AND INJECTION DATA
STATEMENT OF COST INCURRED AND RECOVERIES
STATEMENT OF DELIVERIES
PRODUCTION AND DISTRIBUTION OF PROCEEDS
STATEMENT OF OPERATIONS
STATEMENT OF WORK IN PROGRESS AND DIRECT MOVEMENTS

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

*zi%/u/;j %/;{”{:m

CITY ATTORNEY'S OFFICE&V/'
i

DEPARTI\?{(%AW




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL CREDIT ALLOCATION, CLOSING ENTRIES & 11/08/2011
CROSS REFERENCE LEDGER
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ORIGINAL 10 YEARS 10 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER .- )
2/ ). ﬂ/#

CITY ATTORNEY'S OFFICE%’

DEPARTM?yﬁEAy /
(//




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL DEPOSIT ANALYSIS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING ORIGINAL 5 YEARS 5 YEARS

PREPARED BY: Records Manager

DESCRIPTION : (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

pa

CITY ATTORNEY'S OFFICE éﬁﬁ/

S/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL DEPOSIT RECEIPTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ORIGINAL 5 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER ¢ DEPARTMENT, EP% ) ) CITY ATTORNEY'S OFFICE
2o - Z o LA - -




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL DETERMINATIONS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ADMINISTRATION RECORD COPY C 5 YEARS C+5YEARS
WORKING COPY 5 YEARS 5 YEARS

DESCRIPTION:‘ (Purpose, Content, and Method of Filing)

FOR THIS RECORD SERIES, C (CLOSED/COMPLETED) REPRESENTS LIFE OF CONTRACT.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded,; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT Py ) CITY ATTORNEY'S OFFICE




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL DEPRECIATION ACCOUNT — DISTRIBUTION LEDGER 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT RECORD COPY 10 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

e _~

RECORD§ MANAGER DEPARTMENFHE // CITY ATTORNEY'S OFFICE :
), A M Y=
[




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE; DATE
LONG BEACH GAS & OIL DIRECT PAYMENTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 3 YEARS 3 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTME ; > CITY ATTORNEY'S OFFICE
Ll . Do AL gAY >
[



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL EXPENDITURE & OPERATIONS SCHEDULE - THUMS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT RECORD COPY 10 YEARS 10 YEARS
ELECTRONIC 10 YEARS 10 YEARS
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS M{ANAGER ) ‘

CITY ATTORNEY'S OFFICE é‘f}

DEPARTMEN E/ﬁ ’)
e




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL FINANCIAL STATEMENTS — TIDELANDS TRUST 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY 5 YEARS 5 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

CITY ATTORNEY'S OFFICE éj?

RECORDS MANAGER DEPARTMENJ/HE
A"J%» @v}’ ﬁf e . . \
- {y



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL FIXED ASSET LISTING LEDGER 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT RECORD COPY PERMANENT PERMANENT

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER , DEPARTMENT /9) ) CITY ATTORNEY'S OFFICE éﬂ/
S of — N low
o/



RECORDS RETENTION EVALUATION/CITY OF LLONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL FLUID ENTRY 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ELECTRONIC PERMANENT PERMANENT
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

’Z)J <’% (/"%‘mw

CITY ATTORNEY'S OFFICE éﬁ/

DEPARTMWD /)
) P - LA
T




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL GENERAL LEDGER 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION coPy
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT RECORD COPY 10 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MA, GER / DEPARTMENT A%/ /Z CITY ATTORNEY'S OFFICE
et/ O Pl L 5
Vv



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL GEOLOGICAL — WELL DATA | 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION | pEPARTMENT REC. CENTER DESTROY
GEOLOGICAL ELECTRONIC PERMANENT PERMANENT
CoPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital: H=Historical; C=Confidential

APPROVALS

RECORDS MANASI;R Y DEPARTMENT AB) ) CITY ATTORNEY'S OFFICE é _/ﬂ/
{ “
4



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL H-—1REPORTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING ELECTRONIC PERMANENT PERMANENT
COPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: RETAIN ONE COPY FOR REFERENCE PURPOSES.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER /7 DEPARTMENT H D/ ) CITY ATTORNEY'S OFFICE@)
wtf. Do Gk " p— P
V4



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL H-2 REPORTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING ELECTRONIC PERMANENT PERMANENT
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: RETAIN ONE COPY FOR REFERENCE PURPOSES.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER
e 4;( (f“‘izz%ww

CITY ATTORNEY'S OFFICE ; g

DEPARTM%%{ W
7/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL H -3 REPORTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING ELECTRONIC PERMANENT PERMANENT
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: RETAIN ONE COPY FOR REFERENCE PURPOSES.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS gANAGER
S o

CITY ATTORNEY'S OFFICE éﬁ/

DEPARTMENT A% / '
SN -
‘.




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL INVENTORIES — ACTIVE OIL WELLS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ELECTRONIC 5 YEARS PERMANENT PERMANENT
COPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT, E?ﬁg / CITY ATTORNEY'S OFFICE W
u” 2 "'?7 /;/ R (2
F4



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL JOURNAL VOUCHERS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ELECTRONIC 5 YEARS 5 YEARS 10 YEARS
COPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORD/S{f}W{;B/AC;-‘;/E€ {'7&%&% VVVVVV DEPART??}K I' %W CITY ATTORNEY'S OFFICEéj#




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL JOURNAL VOUCHER LEDGER 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY 5SYEARS 5 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANP;GER DEPARTMENT HE, / ) CITY ATTORNEY'S OFFICE éfé/
4 e P if— e



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL LOGS - GEOLOGICAL 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY

VAULT ELECTRONIC PERMANENT PERMANENT

COPY

COPY SUPERSEDE SUPERSEDE

OR OBSOLETE - OR OBSOLETE

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAG! P
27 (L

DEPARTMENTH AD/ ) CITY ATTORNEY'S OFFICE é{ﬂ/
- \av—

/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL MAPS — GEOLOGICAL, LEASE, PRODUCTION-INJECTION 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING WORKING COPY CURRENT CURRENT

DESCRIPTION: ‘(Purpose, Content, and Method of Filing)

NOTE: OBSOLETE MAPS IN THE STORAGE AREA SHOULD BE DESTROYED

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORD?;?U:{' 3& % ié% DEPARTMENT H PLD /) ( %ﬂ’

CITY ATTORNEY'S OFFICE W

{/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL METER CALIBRATIONS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING WORKING COPY 2 YEARS 2 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANA,,G,ER
{,”7/ zf;)jﬂ,@% 1 % a

CITY ATTORNEY'S OFFICE é_ﬂ/

DEPARTMENT 29‘6 // (M
Yo




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL MILEAGE REPORTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 3 YEARS 3 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital: H=Historical; C=Confidential

APPROVALS

RECORDS MA GER
Wé

et

CITY ATTORNEY'S OFFICE éﬁ/

DEPARTMENT HE / !)
. £ 4 M
[/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL MINUTES 11/08/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

VAULT DESIGNATION DEPARTMENT REC. CENTER DESTROY
VOTING PARTY COMMITTEE RECORD COPY PERMANENT PERMANENT
WORKING INTEREST OWNERS | RECORD COPY PERMANENT PERMANENT
MEETINGS
ENGINEERING COMMITTEE RECORD COPY 10 YEARS 10 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: A RECORD COPY OR ORIGINAL OF ALL COMMITTEES AND MEETINGS WILL BE MAINTAINED IN THE VAULT.
VAULT PERSONNEL WILL MAINTAIN THE MINUTES BASED UPON THE GROUPINGS INDICATED.

IN CATEGORIZING THE MINUTES ADDITIONAL OR NEW COMMISSIONS OR COMMITTEES, THE DEPARTMENT SHOULD
CONSULT THE RECORDS SECTION FOR RETENTION REQUIREMENTS.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAG,ER
(% f?/

CITY ATTORNEY'S OFFICE %

DEPARTMENT H D) }
V4




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL NET PROFIT STATEMENTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ELECTRONIC 5 YEARS 5 YEARS 10 YEARS
COPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: COMBINE VAULT AND ACCOUNTING RECORDS. MAINTAIN IN ACCOUNTING SECTION.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital: H=Historical; C=Confidential

APPROVALS

RECORDS MANA%ER ) / DEPARTMENT HE / /? CITY ATTORNEY'S OFFICEéj’H;
o M(ﬁﬁ;@#« Y
[




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL OIL/GAS SCHEDULES 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY LIFE OF 5 YEARS LIFE OF CONTRACT +
CONTRACT 5 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: COMBINE VAULT AND ACCOUNTING RECORDS.

MAINTAIN RECORDS IN ACCOUNTING SECTION.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAG
& mainecnt s
ity Lo G (%”’

CITY ATTORNEY'S OFFICE g 7}4/

DEPARTMENT HE / )
I A—
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL OIL RUN STATEMENTS 11/08/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ORIGINAL/

ELECTRONIC 5 YEARS 5 YEARS 10 YEARS

COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAIL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

sy e G 4%1“

CITY ATTORNEY'S OFFICEM/

DEPARTMENT HE /) /
I\ A
i/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL OIL/SAND 110 AUDIT LISTINGS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING WORKING COPY 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital: H=Historical; C=Confidential

APPROVALS

RECORDS MANA: ER DEPARTMENT HEA] / ) CITY ATTORNEY'S OFFICE
o/ p Il f— Sl 6Tr
2




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL OPERATORS REPORT 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ORIGINAL/
ELECTRONIC PERMANENT PERMANENT
COPY
WORKING COPY SUPERSEDE OR ' SUPERSEDE OR
OBSOLETE OBSOLETE

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: THIS REPORT FILED WITH THE MINUTES.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

o o Ff—

DEPARTMENT HEAD, / ) CITY ATTORNEY'S OFFICE éﬁ%
) W
rs




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL OVERTIME REPORT 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY :
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY 5 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANA%R v DEPARTMENT HEA / )’ CITY ATTORNEY'S OFFICE ; ﬁ/
‘{;// VAW C}%;«Zﬁ'é‘mm’%«« o W'-’



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PAYROLL DEDUCTION REGISTER 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded,; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MAN AGER DEPARTMENT HEA / )’ CITY ATTORNEY'S OFFICE
/4



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PAYROLL DETAIL SHEETS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 3 YEARS 3 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES. V= Vital; H=Historical; C=Confidential

APPROVALS

Bl
RECORDS MANAGER DEPARTMENT HEAI / }/ CITY ATTORNEY'S OFFICE ‘j/ﬁ
4y p)e Sl b A St
I



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PAYROLL RUN LEDGER 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ELECTRONIC 10 YEARS 10 YEARS
COPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAﬂ )/ CITY ATTORNEY'’S OFFICE éﬁ/ '
A D JG or— Y=

%



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PAYROLL TIME SHEETS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

™y i v
RECORDS MANAGER DEPARTMENT HEAD / )/ CITY ATTORNEY'S OFFICE éﬂ/
,/5/ : /f)c Hor o [ N
V4



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PERMITS — APPLICATIONS FOR PERMITS REQUIRED UNDER 11/08/2011
THE CALIFORNIA ENVIRONMENTAL QUALITY ACT OF 1970
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ORIGINAL 5 YEARS 5 YEARS 10 YEARS

DESCRIPTION.: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

/ /” CITY ATTORNEY'S OFFICE '
(i i

RECORDS MAS{GER DEPARTMENT HEA




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PERSONNEL FILES 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY T T — TRANSFER TO H.R.

DEPARTMENT

EMPLOYMENT.

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: TRANSFER RECORDS TO THE PERSONNEL (HUMAN RESOURCES) DEPARTMENT UPON TERMINATION OF

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

7D L

DEPARTMENT HEAD /7 / CITY ATTORNEY'S OFFICE ~/A/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PETROLEUM LEDGER 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ORIGINAL 10 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital, H=Historical, C=Confidential

APPROVALS

RECORDS MANAG i DEPARTMENT HEAD // /) CITY ATTORNEY'S OFFICEéj»/
p



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PLAN OF DEVELOPMENT & OPERATIONS AND BUDGET 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ADMINISTRATIVE ORIGINAL 10 YEARS 10 YEARS
WORKING COPY 5 YEARS 5 YEARS 10 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: ANNUAL PLAN TO BE MAINTAINED IN THE ADMINISTRATIVE OFFICE AFTER 5 YEARS THE WORKING PAPERS FOR
THESE PLANS WILL BE TRANSFERRED TO THE RECORDS CENTER.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES; V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

™y =
; 14/ s DEPARTMENT HEA ‘ CITY ATTORNEY'S OFFICE
S 7 Gy Gy
77




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PRICE SCHEDULES 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 5 YEARS 5 YEARS 10 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORD )A 5GER

DEPARTMENT HEAI{/ < )W
N2

CITY ATTORNEY'S OFFICE &7’,}/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PRODUCTION LICENSE TAX REPORTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 5 YEARS 5 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD / ) CITY ATTORNEY'S OFFICE jﬂ/
[ g
e "/ (lor G




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL PRODUCTION REPORTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

ENGINEERING DESIGNATION DEPARTMENT REC. CENTER DESTROY

DAILY DRILLING & ELECTRONIC
PRODUCTION REPORT COPY I YEAR 4 YEARS 5> YEARS
10-DAY PRODUCTION REPORT ELES;?%&“C 1 YEAR 4 YEARS 5 YEARS
MONTHLY DRILLING & ELECTRONIC
PRODUCTION REPORT COPY 5 YEARS PERMANENT PERMANENT
QUARTERLY PRODUCTION ELECTRONIC
REPORTS COPY 5 YEARS PERMANENT PERMANENT

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: RECORDS ARE TO BE MAINTAINED IN THE ENGINEERING SECTION.

OIL PRODUCTION — WELL TO DATE HISTORY — RETAIN DECEMBER COPY ONLY FOR PERMANENT RETENTION,

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MAN. R . p
4 ﬁz (iﬂ&“

DEPARTMENT HEAD / }

CITY ATTORNEY'S OFFICEé‘ﬁ/ :

4/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: : DATE
LONG BEACH GAS & OIL PUMP WORK ORDERS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING WORKING COPY 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS
RECORDS MANAG _
J (7

DEPARTMENT HEAD // CITY ATTORNEY'S OFFICE &7 %




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL PURCHASE ORDERS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 5 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD / ) CITY ATTORNEY'S OFFICE /'
' /, .‘:/ J—— 4 - . ‘ %
&



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL QUARTERLY PROFITABILITY REPORT 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ELECTRONIC 5 YEARS 5 YEARS 10 YEARS
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAI/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

CITY ATTORNEY'S OFFICE%/

DEPARTMENTHE/%}&
Z




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL REPORTS & STUDIES 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING ORIGINAL S YEARS + 5 YEARS + SUPERSEDE OR
SUPERSEDE OR OBSOLETE
OBSOLETE

ETC.

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

ALL RETAINED INFORMATION SHOULD BE FORWARDED TO THE REFERENCE LIBRARY.

NOTE: REPORTS & STUDIES ARE REQUIRED TO BE MAINTAINED FOR A MINIMUM OF 5 YEARS, AFTER THE 5-YEAR
PERIOD THE RECORDS SHOULD BE REVIEWED AND ALL SUPERSEDED AND OBSOLETE MATERIALS ELIMINATED.

CONTENTS: DOCUMENTATION ON PRODUCTION INJECTION-WATERFLOODING, SUBSIDENCE, DRILLING, POLLUTION,

RETENTION CODES: AR=Anmnual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination

VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

i/ e EL ,%%

DEPARTMENT HEAD

/7 , CITY ATTORNEY'S OFFICW
n—




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL REQUISITIONS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING WORKING COPY 3 YEARS 3 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER , DEPARTMENT HEAD / ’ CITY ATTORNEY'S OFFICE 67 '4, ‘
ST o — 7=




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL ROYALTY STATEMENT 11/08/2011
COPIES/FILES BY , RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY 5 YEARS 5 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical, C=Confidential

APPROVALS

RECORDS M%AGER DEPARTMENT HEAD / ) CITY ATTORNEY'S OFFICE '
bt Lt A=




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL RUN TICKETS — CRUDE OIL 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ORIGINAL 5 YEARS 5 YEARS 10 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEAD /? 7 CITY ATTORNEY'S OFFICE
w(/}%w \:)ﬁf 5%; ﬁ%/ — ’ W/
[




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL S -1 REPORT 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING ELECTRONIC PERMANENT PERMANENT
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: S-1 REPORTS STORED IN THE STORAGE AREA SHOULD BE TRANSFERRED TO THE DEPARTMENT.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER |

DEPARTMENTHEAD(// g%
//

CITY ATTORNEY'S OFFICE W@/




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL SINGLE SHOTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING ELECTRONIC PERMANENT PERMANENT
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: RETAIN CORE HOLE SINGLE SHOTS ONLY - PERMANENTLY

al; H=Historical; C=Confidential

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vit

RECORDS MANAGER
v(}’z : /%’ T

DEPARTMENT HEAD

APPROVALS

CITY ATTORNEY'S OFFICE &j/?




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL STATEMENT TO STATE 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING ELECTRONIC 10 YEARS 10 YEARS
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: ORIGINAL (HARD) COPY FILED WITH WIRE-TRANSFER. WORKING FILES ARE MAINTAINED SEPARATELY. -

DUPLICATION OF THIS RECORD HAS BEEN NOTED IN THE ACCOUNTING SECTION.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination

VITAL/HISTORICAT/CONFIDENTIAL CODES: V= Vital, H=Historical; C=Confidential

APPROVALS

RECO‘?}?N?E %«?;Z f%”

CITY ATTORNEY'S OFFICE%

DEPARTMENT HEAD / )/
Va




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL SUMMARY OF POSTED CRUDE OIL PRICES AND OIL WELL 11/08/2011
DRILLING COSTS
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT RECORD COPY 10 YEARS 10 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

Lt ,{ij,«i E;JZ«/C{%” -

CITY ATTORNEY'S OFFICE @/9

DEPARTMENT HEAD
VA (o
//




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL SURFACE PIPE PRESSURE 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING WORKING COPY 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical, C=Confidential

APPROVALS

RECORDS MANAGER . DEPARTMENT HEAD ‘ ) }/ CITY ATTORNEY'S OFFICEéU?}/
. 4 P
—



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL SURPLUS SALES 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY 5 YEARS 5 YEARS 10 YEARS

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MA( GER

%Z{;Nﬁﬁ W Ly

CITY ATTORNEY'S OFFICEéﬁL

DEPARTMENT HEAW
[9%

A

%uf




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL SURVEYS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ELECTRONIC PERMANENT PERMANENT
COPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: VAULT RECORD CONTAINED IN INDIVIDUAL WELL RECORD.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

DEPARTMENT HEAD v ) ) CITY ATTORNEY'S OFFICE W
o N\ A
4



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL TOUR REPORTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING ORIGINAL
ABONDONMENT LIFE OF OIL ABONDOMENT OF WELL +
ELECTRONIC 'OF WELL FIELD LIFE OF OIL FIELD
COPY

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAIL/CONFIDENTIAIL CODES: V= Vital; H=Historical, C=Confidential

APPROVALS

RECORDS MAN/BGER ) DEPARTMENT HEA /) ) CITY ATTORNEY'S OFFICE éj’_)/
L Lo P S S




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL TRIAL BALANCE LISTINGS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
' DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY 3 YEARS 2 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: VAULT AND ACCOUNTING RECORD SHOULD BE COMBINED IN ORDER TO ELIMINATE DUPLICATION.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAG DEPARTMENT HEAD(} ) CITY ATTORNEY'S OFFICE C/éfﬂ/
D g — s
74




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL VENDOR ANALYSIS SUMMARIES 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ELECTRONIC 5 YEARS 5 YEARS 10 YEARS
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER

v%/ S (%(/ /}%MW

DEPARTMENT HEA{}'
, .
(%4

CITY ATTORNEY'S OFFICE &7 é),




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL WATER INJECTION REPORTS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
ENGINEERING DESIGNATION DEPARTMENT REC. CENTER DESTROY

DAILY INJECTION REPORT ELECTRONIC 1 YEAR 4 YEARS 5 YEARS
COPY

WEEKLY INJECTION REPORT ELECTRONIC 1 YEAR 4 YEARS 5 YEARS
COPY :

10-DAY INJECTION REPORT ELECTRONIC 1 YEAR 4 YEARS 5 YEARS
COPY

MONTHLY INJECTION REPORT ELECTRONIC 5 YEARS 5 YEARS 10 YEARS
COPY

QUARTERLY INJECTION ELECTRONIC 5 YEARS 5 YEARS 10 YEARS

REPORT COPY

ANNUAL INJECTION REPORT ELECTRONIC 10 YEARS 10 YEARS
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: RECORDS ARE TO BE MAINTAINED IN THE ENGINEERING SECTION OF THE DEPARTMENT.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECOTWN?; 2 {Z( %m

DEPARTMENT HEAD( /g}(yv/ CITY ATTORNEY'S OFFICE é ,)ﬁ/
[




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL WELL RECORDS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ORIGINAL PERMANENT PERMANENT

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: INDIVIDUAL PROVIDES A COMPLETE HISTORY OF THE WORK DONE ON EACH WELL IN THE WILMINGTON OIL
FIELD. '

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical, C=Confidential

APPROVALS

RECORDS MANAGER 4 DEPARTMENT HEAD / /) / CITY ATTORNEY'S OFFICE 6 ’4,
. M N /wé %’;Z; . é)%mm, ) //)'M
1




RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL WELL SUMMARY REPORT 11/08/2011
(COMPLETED WELLS)
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
VAULT ELECTRONIC PERMANENT PERMANENT
COPY

PREPARED BY: Records Manager

DESCRIPTION: (Purpose, Content, and Method of Filing)

NOTE: RECORD SHOULD BE MERGED WITH WELL RECORDS IN THE VAULT. DUPLICATION SHOULD BE DESTROYED.

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANASER

67 f/?ff;‘

DEPARTMENT HEA )
//Zi/-/

CITY ATTORNEY'S OFFICE éjﬁl/




'RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL WELL TIME MASTER FILE 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING WORKING COPY 2 YEARS 2 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEA{) } CITY ATTORNEY'S OFFICEW
Lf Do EJAf Y
7



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL WELL WORK ANALYSIS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ENGINEERING RECORD COPY 5 YEARS 5 YEARS

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MA/NAGER DEPARTMENT HEA » ) ) CITY ATTORNEY'S OFFICE C/\J/A/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE
LONG BEACH GAS & OIL WORK ORDERS 11/08/2011
COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY
DESIGNATION DEPARTMENT REC. CENTER DESTROY
ACCOUNTING RECORD COPY 10 YEARS 10 YEARS
ADMINISTRATIVE COPY AS NEEDED AS NEEDED

DESCRIPTION: (Purpose, Content, and Method of Filing)

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit,; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital; H=Historical; C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENT HEA / CITY ATTORNEY'S OFFICEw}Q/
4D A N
L/





