
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 I) 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.
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RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL ACCOUNTS RECEIVABLE 11/08/2011,

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ACCOUNTING WORl<ING COPY 3 YEARS 2 YEARS 5 YEARS

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

PREPARED BY: Records Manager

AB ROVALS

CITYATIORNEY'SOFFIC~1t-

RETENTION CODES: Ak=Annual Reyiew; k=i\udit;c:;=ClosediCompleted; E=Expiration P=Pennanent; S=Superseded; T'=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H=Historical' C=Confidential



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL ACCOUNTS RECEIVABLE 11108/2011,

COPIESIFILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ACCOUNTING WORIaNG COPY 3 YEARS 2 YEARS 5 YEARS

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

~1

PREPARED BY: Records Manager

RETENTION CODES: Ak=AnnualReview; Ac=j\udit; G=ClosediCompleted; E=Expiration P=Permanent; S=Superseded; T=Termination
VTTATJHTSTORICALICONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential

> >V,",I OVI >.
~eI;'ROVALS

RECORD~vl qJ~ . '. DEPART"t
~

CITYATTORNEV'SOFFICW'1t-

/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

.·TITtE.:.· .: ::DAfli::.·
..... ; .tll()8/20U·

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

NOTE: RETAIN ONE COPY OF EACH AGREEMENT/CONTRACT FOR THE SPECIFIEDRBTENTION PER]OD. ANAPDtfIQNAL .:
20COPIES OFTHE UNIT AGREE~:t:-J:r~IJ1IUTE()PER:ATJ1'TG..A(}RE:EMENTPLUS: ro CQPIES OFT-?E ~m'JTRA~TbR~S>; .
AGREEMENT.SHOULD~KMAINTAINED TN THE RECORDSQENTER· ..... ...• :. .. ...

THE ORIGINALS TO THESE AGREEMENTSARE MAINTAINED BY THE HARBOIZ DEPARTMENT (PRIOR IO 1965) Ar::rnT.HE .,
CITY CLERI( (1965 TO PRESENT)

·llliTENTi ONeOD ES: .Ak=Annual Review; A=Audit; C,",Clos~cl/C01npl~ted;E:,,"Expiration P~Penllan(lnt;S~$~pers~4ed;t=terllliilatidn..: :.
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital'<H=Hist6dcaliC~Confidential:; .. .. .. .



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL 11/08/2011ALLOCATION REPORTS OIL/GAS

COPIESIFILES BY
DEPT/SECTION

RETENTION PERIOD
COpy

DESIGNATION REC.CENTER DESTROYDEPARTMENT

ACCOUNTING

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

5 YEARS 10 YEARS5 YEARSRECORD COPY

APPROVALS

RETENTION CODES: AR=Annual Review; A=Audit; C=ClosediCompleted; E=Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential

CITY ATTORNEY'S OFFICE~J4--



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL APPROVAL REQUEST 11108/2011

COPIESIFILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ADMINISTRATIVE ORIGINAL/ C LIFE OF LIFE OF CONTRACT +
RECORD COPY CONTRACT + 5 YEARS

5 YEARS

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

NOTE: FOR rms RECORD SERIES C(CLOSED/COMPLETE) REPRESENTS COMPLETION OF ACTION.

PREPARED BY: Records Manager

CITYATTORNEY'SOFFICEGif fr

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; Ts=Termination
VITALlIllSTORICALlCONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential

APPROVALS



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL AUDITS 11108/2011

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
VITALIHISTORICALICONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential

APPROVALS

RECORDSMANAGER .~ DEPAR7J'fJ CITYATTORNEY'SOFFIC~f}-(Jr- ]),-1 JJ:f , " lll£;~
II



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEP ARTl\'lENT TITLE: DATE

LONG BEACH GAS & OIL AUTHORIZED FUND EXPEDITURES 1110812011

COPIES/FILES BY
DEPT/SECTION

RETENTION PERIOD
COPY

DESIGNATION REC.CENTER DESTROYDEPARTMENT

ADMINISTRATIVE RECORD COPY

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

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

PREPARED BY: Records Manager

5 YEARS5 YEARS

RETENTION CODES: Ak=Annual Review; A=Audit; C=ClosediCompleted; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H'=Historical: C=Confidential

CITY ATTORNEY'S OFFICE ~



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL BENCHMARKS 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

CITY ATTORNEY'S OFFICE&ft-

RETENTION CODES: AR=Annual Review; As-Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H'=Historical: C=Confidential



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL BID RECORDS 11108/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC. CENTER DESTROY

ADMINISTRATIVE RECORD COPY 10 YEARS 10 YEARS

COPY 5 YEARS 5 YEARS

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

NOTE: RETAIN THESE RECORDS FOR I-YEAR IN THE ADMINSTRATIVE SECTION TRANSFER REMAINING RECORDS TO
VAULT,

PREPARED BY: Records Manager

CITY ATTORNEY'S OFFICE ~

RETENTION CODES: AR=Annual Review; A=Audit; C=ClosediCompleted; E=Expiration P=Permanent; Sr=Superseded; 'I'<I'ermination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPART~IENT 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

A~~OVALS

CITY ATTORNEY'S OFFICE 07fJ-

RETENTION CODES: Ak=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITALIHISTORICALICONFIDENTIAL CODES: V= Vital' H=Historical' C=Confidential

II



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT DATE

LONG BEACH GAS & OIL

TITLE:

11108/2011BUDGET CONTROL FILES

RETENTION PERIOD
COpy

DESIGNATION DEPARTMENT DESTROYREC.CENTER

ACCOUNTING 5 YEARSWORKING COPY 5 YEARS

L.B. H.D. FIXED ASSETS PERMANENT

COPIES/FILES BY
DEPT/SECTION

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.O.P.

PREPARED BY: Records Manager

PERMANENT

RETENTION CODES: AR=Annual Review; A'=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr-Historical: C=Confidential

DEPARTME CITY ATTORNEY'S OFFICE 6iffJ-



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL BUDGETS 11108/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

GENERAL DEPARTMENTAL WORIUNG COPY 5 YEARS 5 YEARS

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

PREPARED BY: Records Manager

RETENTION CODES: Ak=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=l-listorical: C=Confidential

A~~ROVALS
RECORDS MAN'jER -z« DEPARTr~ ) CITY ATTORNEY'S OFFICE bJ1r

!-Jt( £--LV''''ll fr(J~
'/~ l,/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL CASH CALLS - THUMS 11108/2011

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

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

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

PREPARED BY: Records Manager

CITY ATTORNEY'S OFFIC0iffJ-

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL CASH RECEIPTS LEDGER 11/08/2011

COPIESIFILES 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=ClosedlCompleted; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential

A~ft.0VALS

RECORD?i2GER DEPARTMEtA/( 1. CITYATTORNEY'S OFFIC(;; fflJ-
uU "lu tFv(d-~"~"" -\lU~

(/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL CHECK VOUCHERS 11108/2011

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' l-l=Historical: C=Confidential

APPft.-G>VALS

RECORD;MA~~ER~~ DEPARTMEN~~I;' ), CITY ATTORNEY'S OFFICE 01lf1--
d/t(,L~ -- '/)~-1 -,

(/



RECORDS RETENTION EVALUATION/CITY OF LONG 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 5 YEARS 5 YEARS

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

PREPARED BY: Records Manager

CITY ATTORNEY'S OFFICE 071}--
RETENTION CODES: Ak=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential

APPROVALS



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTl\'lENT TITLE: DATE

LONG BEACH GAS & OIL CONSTRUCTION & MAINTENANCE REPORT 11/08/2011

COPIESIFILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ENGINEERING WORIGNG COPY 2 YEARS 2 YEARS

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

PREPARED BY: Records Manager

RETENTION CODES: AR=Ammal Review; A=Audit; C=Closed/Completed; Es=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr+Iistorical: C=Confidential

APP~OVALS

RECORDS MjiGER<fv~~ DEPARTME~~~ CITY ATTORNEY'S OFFICE G"dFf--L~4·L.-(~f~ (Ill/itA--c)

(j



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL CORE ANALYSIS 11108/2011

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=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H'=Historical: C=Confidential

APPROVALS

RECORDSMj2GER ~ DEPARTMEN~ ~ CITYATTORNEY'S OFFICEb7fJ--
lif r ",?,/} . 11~~'ffl' J~~.(~ ---

/

//



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL CORE HOLE HISTORY 11108/2011

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

CITY ATTORNEY'S OFFICE WH--
RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential

ALS



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL CORE HOLE LOGS 11108/2011

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: Ak=Annual Review; A'=Audit; C=Closed/Completed; E=Expiration Ps=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential

APPRO)(ALS

RECORDS M~NAGER ,/ DEPARTttDV~ CITY ATTORNEY'S OFFICE 6:/fj---
~t4(L2~/~/~"~

t/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL CORRESPONDENCE FILE 11108/2011

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

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

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; As-Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential

~PPEOVALS

RECOR~~~GER:t ~_ee DEPARTIf;~ CITYATTORNEY'SOFFICE Wff-
,"e~ L:-LC A-( • (e'" . ~.£.. "

'/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTlVillNT TITLE: DATE

11108/2011LONG BEACH GAS & OIL COST & EXPEDITURE STATEMENTS

COPIES/FILES BY
DEPT/SECTION

RETENTION PERIOD
COpy

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ACCOUNTING RECORD COPY 5 YEARS 5 YEARS 10 YEARS

ENGINEERING 5 YEARS5 YEARSWORKING COPY

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 WORI( IN PROGRESS AND DIRECT MOVEMENTS

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; As-Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential

CITYATTORNEY'SOFFIC&VfJ--



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

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

PREPARED BY: Records Manager

CITYATTORNEY'SOFFICEYtt-

RETENTION CODES: AR=Annual Review; A=Audit; C=ClosediCompleted; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL DEPOSIT ANALYSIS 11108/2011

COPIESIFILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ENGINEERING ORIGINAL 5 YEARS 5 YEARS

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

PREPARED BY: Records Manager

CITY ATTORNEY'S OFFICE Guf}--
RETENTION CODES: AR=Annual Review; As-Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Fl=Historical: C=Confidential

OVALS



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; As-Audit; C=ClosediCompleted; E=Expiration P=Pennanent; S=Superseded; T=Tennination
VITALIHISTORICAL/CONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential

APP~OVJ\LS
RECORDS MANAGER ('5/f, J DEPARTMEr't5 ~ CITY ATTORNEY'S OFFICE WI}---

,eL(. Ll, -r



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

WORIGNG 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=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr-Historical: C=Confidential

APPROVALS

REC4"'~IK~()1 DEPARTME~~ CITY ATTORNEY'S OFFICE &-1}--
•. /~
Lj



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL DEPRECIATION ACCOUNT - DISTRffiUTION LEDGER 11108/2011

COPIESIFILES 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; Ar=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential

APPROVALS

RECORD~5ANAGE4 DEPARTMr7 ~~~IL~ CITY ATTORNEY'S OFFICE G7f1tJ--
'~L ~ ---., I t/v"".. ,C (' ~.

/

U



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL DIRECT PAYMENTS 11108/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC. CENTER DESTROY

ACCOUNTING WORIGNG COPY 3 YEARS 3 YEARS

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

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=ClosediCompleted; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H'=Historical: C=Confidential

APPROVALS

RE~:P;.'(L)~~ J DEPART~.~ . CITYATTORNEY'S OFFICE G7!f)---
'€,f tuft./"

r / ' /.
(/



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

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

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITALIHISTORICALICONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential

APPROVALS

RECORDS ""25 ~~~y;z.« DEPARTME~;l~ CITY ATTORNEY'S OFFICE Gift+-
'fot~7 I /

(/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEP ARTI\'illNT TITLE: DATE

LONG BEACH GAS & OIL FINANCIAL STATEMENTS - TIDELANDS TRUST 11/08/2011

COPIESIFILES 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
VITALIHISTORICALICONFIDENTIAL CODES: V= Vital' Hs=l-listorical: C=Confidential

APPROVALS

RECORDS, MANAGt1z f/~- DEPARTM7~~ CITY ATTORNEY'S OFFICE 0-Jfj--''1,dJJ/ v:
t/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL FIXED ASSET LISTING LEDGER 11108/2011

COPIESIFILES 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=Pennanent; S=Superseded; T=Termination
VITALIHISTORICAL/CONFIDENTIAL CODES: V= Vital' If=Historical: C=Confidential

APPROVALS

REC~:~/ 'f.<L.C?/ DEPARTME~ ~L. CITY ATTORNEY'S OFFICE GIIf"
~~~". L)J~_ 'f&<, . " ~ };

U



RECORDS RETENTION EVALUATION/CITY OF LONG 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

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

PREPARED BY: Records Manager

DEPARTMEN.~T . 'EiI1. ~)
{ .f"~/~A--

CITY ATTORNEY'S OFFICE G"J1J--

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' HvHistortcal: C=Confidential

APPROVALS

u



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: Ak=Annual Review; Ar=Audit; CvClosed/Completed; E=Expiration P=Perl11anent; S=Superseded; T<I'ermination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H'=Historical: C=Confidential

APPROVALS

RECORDS M,A~ER ~ DEPARTMENtr(I '"'- CITY ATTORNEY'S OFFICE GIIf'~(/y.r: A, t: .. " ::u
c-:



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTl\'IENT TITLE: DATE

LONG BEACH GAS & OIL GEOLOGICAL - WELL DATA 11108/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT 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; Tr=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=Historical: Cs=Confidential

APPROVALS

RECO~;/L1R ~t:-.. DEPARTME~~ CITYATTORNEY'S OFFICE r:;;f~
/~

//



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL H-IREPORTS 11/08/2011

COPIESIFILES 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: Ak=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr-Historical: C=Confidential

APPROVALS

RECORDS MANAGER ~. tf· DEPARTMENT~,l~~ CITY ATTORNEY'S OFFICE ~A--
Jt( ..L)~

t/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL H-2REPORTS 11/08/2011

COPIESIFILES 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=ClosediCompleted; E=Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential

APPROVALS

RECORDS M~N1ER 4- DEPARTM~~~ CITY ATTORNEY'S OFFIC~
--"I(./'..,

//



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL H-3REPORTS 11108/2011

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

CITY ATTORNEY'S OFFICE GJ~
RETENTION CODES: AR=Annual Review; Ar=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hvl-listorical: C=Confidential



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & Orr. INVENTORIES - ACTIVE orr. WELLS 11108/2011

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

CITYATTORNEY'SOFFICE{;;:lir

RETENTION CODES: AR=Annual Review; Ar=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTlVillNT TITLE: DATE

LONG BEACH GAS & OIL JOURNAL VOUCHERS 1110812011

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: Ak=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr=Historical: C=Confidential

APPROVALS

RECORDSMANAq~ L::f~"" DEPART~j(tJ~~ CITYATTORNEY'SOFFICEG"'"1fJ
~t("(L .,fr{j

. ~... '-,~
(/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL JOURNAL VOUCHER LEDGER 11108/2011

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=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential

APPRQVALS

RECORDS MAN~GER ?ri ~ DEPARTMENT~ ~~~ CITY ATTORNEY'S OFFICE ~

~V2k7 I-If~
II



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL LOGS - GEOLOGICAL 11108/2011

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=Ammal Review; A=Audit; C=Closed/Completed; E=Expiration P=Pel111anent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hvllistorical: C=Confidential

APP~OVALS

RECORD~~ 1,;;l1N DEPARTMEN~D;I~ CITY ATTORNEY'S OFFICE Cj1/r, tt~-7 7
J



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL 11/08/2011MAPS - GEOLOGICAL, LEASE, PRODUCTION-INJECTION

COPIES/FILES BY
DEPT/SECTION

RETENTION PERIOD
COpy

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ENGINEERING WORI<ING COPY

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

NOTE: OBSOLETE MAPS IN THE STORAGE AREA SHOULD BE DESTROYED

PREPARED BY: Records Manager

CURRENTCURRENT

RETENTION CODES: AR=Annual Review; A'=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential

APPROVALS

RECORDS~ANAGl ,,'<1 / .r: DEPARTMENt) r~- CITY ATTORNEY'S OFFICE UP)(fL t1'::Y'
-" Y 7

(j



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTrI'lENT TITLE: DATE

LONG BEACH GAS & OIL METER CALmRATIONS 11108/2011

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

CITY ATTORNEY'S OFFICE

RETENTION CODES: AR=Annual Review; As-Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; Tr=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H'=Historical: C=Confidential

APPROVALS



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

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

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H'=Historical: C=Confidential

APPROVALS

RECORDS MAjGER /~ ~/ DEPARTMENT"T) r CITY ATTORNEY'S OFFICE bdfrcL '-tt... I a.:»:Y /tt.~
7' c .:

(/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL MINUTES 11/08/2011

COPIESIFILES BY RETENTION PERIOD
DEPTISECTION COPY

VAULT DESIGNATION DEPARTMENT REC.CENTER DESTROY

VOTING PARTY COMMITTEE RECORD COpy PERMANENT PERMANENT

WORI<ING INTEREST OWNERS RECORD COPY PERMANENT PERMANENT
MEETINGS

ENGINEERING COMMITTEE RECORD COPY 10 YEARS 10 YEARS

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.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A'=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITALIHISTORICALICONFIDENTIAL CODES: V= Vital' H'=Historical: C=Confidential

APPROVALS

RECORDSMANA~.ER P1Z ~// DEPARTMENT~j(~~~ CITYATTORNEY'S OFFICE~~r',LJ~7 ~.,
II



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL NET PROFIT STATEMENTS 11/08/2011

COPIESiFILES 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: Ak=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital· Hs=Historical: C=Confidential

APPROVALS

RECORDS '::;:;:C5lt /~;/ DEPARTMENT~/~~_ CITY ATTORNEY'S OFFICE (fjifff·~r· 'G' ,

L/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL OIL/GAS SCHEDULES 11108/2011

COPIESIFILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ACCOUNTING RECORD COPY LIFE OF 5 YEARS LIFE OF CONTRACT +
CONTRACT 5 YEARS

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

NOTE: COMBINE VAULT AND ACCOUNTING RECORDS. MAINTAIN RECORDS 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' Hs=Historical: C=Confidential

APPROVALS

RECORDS MANA~1 crt d DEPARTMENT "(}/2. CITY ATTORNEY'S OFFI~E61#"
~'L~.. ~f '( ~iI,....-/ .»

(/



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

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

PREPARED BY: Records Manager

DEPARTMENTHE~. /J ' 1{ !C ~4t---
CITY ATTORNEY'S OFFICE~ fr

RETENTION CODES: AR=Annual Review; Ar=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential

APPROVALS

c.,



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTlVillNT TITLE: DATE

LONG BEACH GAS & OIL OIL/SAND 110 AUDIT LISTINGS 11108/2011

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=ClosediCompleted; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr=Historical: C=Confidential

APPROVALS

RECORDS MA=r~/4:1//- DEPARTMENTHt }. CITY ATTORNEY'S OFFICE Gj Ir,-vt/ /> / -"
c- /)f -' '-1'7

{/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL OPERATORS REPORT 11108/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COpy

DESIGNATION DEPARTMENT REC.CENTER DESTROY

VAULT ORIGINAL/
ELECTRONIC PERMANENT PERMANENT

COPY

WORIGNG COPY SUPERSEDE OR SUPERSEDE OR
OBSOLETE OBSOLETE

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

NOTE: THIS REPORT FILED WITH THE MINUTES.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H'=l-listorical: C=Confidential

APPROVALS

RECO~?A;5:R,10/ DEPARTMENTHE~;I('~ ___ CITY ATTORNEY'S OFFICE~if
11/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & on. OVERTIME REPORT 11/08/2011

COPIESIFILES 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=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential

APPROVALS

RECORDS MANA~.r~t4' DEPARTMENTH~) ( 2 CITYATTORNEY'SOFFICEGilf--

'6~/c _ l~

1/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL PAYROLL DEDUCTION REGISTER 11108/2011

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

RECORDSMAN~ER 711/Tt- DEPARTMENT ""()(? CITYATTORNEY'SOFFICEG '1f}-,ai' 6 -c "J7 7 'lVt!~
!/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL PAYROLL DETAIL SHEETS 11108/2011

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<I'ermination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H=Historical' C=ConfidentiaI

APPROVALS

RECORDS MA1::~~ DEPARTMENTHE~~ )I CITYATTORNEY'SOFFICE &1fr
&~·c( -JLr~ )P'ffof.--. /

{/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL PAYROLL RUN LEDGER 11108/2011

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 PvPermanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr=Historical: C=Confidential

APPROVALS

RECORDS MANA~ER / ~~t DEPARTMENTHEA~,
~~

CITY ATTORNEY'S OFFICEbi~
tfll1,

/

(/



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 WORI<ING COPY 2 YEARS 2 YEARS

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

-

PREPARED BY: Records Manager

RETENTION CODES: Ak=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' H=Historical' C=Confidential

APPROVALS

REC~~, .»~« DEPARTMENTHEA(J II- CITY ATTORNEY'S OFFICE &1~
-<)~
//



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT DATE

LONG BEACH GAS & OIL PERMITS - APPLICATIONS FOR PERMITS REQUIRED UNDER
THE CALIFORNIA ENVIRONMENTAL QUALITY ACT OF 1970

TITLE:

11/08/2011

RETENTION PERIODCOPIES/FILES BY
DEPT/SECTION COPY

DESIGNATION DEPARTMENT DESTROYREC.CENTER

VAULT 5 YEARSORIGINAL

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

PREPARED BY: Records Manager

5 YEARS 10 YEARS

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential

CITY ATTORNEY'S OFFICE G1ff



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL 11108/2011PERSONNEL FILES

COPIESIFILES BY
DEPT/SECTION

RETENTION PERIOD
COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ACCOUNTING

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

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

PREPARED BY: Records Manager

T - TRANSFER TO H.R.
DEPARTMENT

TWORKING COPY

RETENTION CODES: AR=Annual Review; A=Audit; C=ClosediCompleted; E=Expiration P=Pennanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital: H=Historical· C=Confidential

APPROVALS

RECORDS ~~NAGER 'L DEPARTMENTHEA~)'~ CITY ATTORNEY'S OFFICE C;J/(~ati(;)l q;t#~r-- -~~ / ~~-

/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL PETROLEUM LEDGER 11108/2011

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

DEPARTMENT HEAD CITY ATTORNEY'S OFFICE01~
RETENTION CODES: Ak=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential

APPROVALS



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT DATE

LONG BEACH GAS & OIL

TITLE:

PLAN OF DEVELOPMENT & OPERATIONS AND BUDGET 11108/2011

RETENTION PERIOD
COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ADMINISTRATIVE 10 YEARSORIGINAL 10 YEARS

COPIES/FILES BY
DEPT/SECTION

5 YEARSWORI<ING COPY

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

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

PREPARED BY: Records Manager

10 YEARS5 YEARS

RETENTION CODES: AR=Annual Review; A=Audit; CvClcsed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITALIHISTORICALICONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential

APPROVALS

CITY ATTORNEY'S OFFICE Uffr'



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL PRICE SCHEDULES 11108/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC. CENTER DESTROY

ACCOUNTING WORI<lNG 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=Pel1nanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr=l-Iistorical: C=Confidential

APPROVALS

REC~RD~21GE~4--- DEPARTMENTHEA~~~~ CITY ATTORNEY'S OFFICE hjt
-cc \" j' }~-..

(~ ,

(/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTl\'lENT TITLE: DATE

LONG BEACH GAS & OIL PRODUCTION LICENSE TAX REPORTS 11/08/2011

COPIESiFILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC. CENTER DESTROY

ACCOUNTING WORI<ING 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=Pennanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr=Historical: C=Confidential

APPROVALS

RECORDS M~GER Le. .~ DEPARTMENTHEt! I} CITY ATTORNEY'S OFFICE Gitval/;LC5;Z -' )~

/'



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 1YEAR 4 YEARS 5 YEARS
PRODUCTION REPORT COPY

10-DAY PRODUCTION REPORT
ELECTRONIC 1YEAR 4 YEARS 5 YEARS

COPY

MONTHLY DRILLING & ELECTRONIC 5 YEARS PERMANENT PERMANENT
PRODUCTION REPORT COPY

QUARTERLY PRODUCTION ELECTRONIC 5 YEARS PERMANENT PERMANENT
REPORTS COPY

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.

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=ClosediCompleted; E'-Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-l-listorical: C=Confidential

APPROVALS

RECORDSr'N71R ;~<!f--'~ DEPARTMENTHEA~;I;)~ CITYATTORNEY'SOFFICE6ilr
A~ '/. ~L.

\:~=,,-

tel"



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTl\'ffiNT 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: Ak=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T'=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr=Hiatorical: C=Confidential

APPROVALS

RECORDSMA~A9d (tq£~'"~ DEPARTMENTHEAD~~ <:'~ CITYATTORNEY'SOFFICEGll ~
.lfrV· ,/'"_~ • < /tblv-

( .'".~
/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL PURCHASE ORDERS 11108/2011

COPIESIFILES 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: Ak=Annual Review; A=Audit; Cr-Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr=Historical: C=Confidential

APPROVALS

RECORDS MAN~R .4-'" DEPARTMENTHEA~;I~;;' " CITY ATTORNEY'S OFFICE&J~
.A( ...!,j '.~ ~

1/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & on. QUARTERLYPROFlTABn.,ITYREPORT 11108/2011

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

RECORDS Mp:NAGER",/ DEPARTMENTHECJ Y~ CITY ATTORNEY'S OFFICE@~
,,4/,2)Y1Ji

l/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL 11/08/2011REPORTS & STUDIES

COPIES/FILES BY
DEPT/SECTION

RETENTION PERIOD
COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ENGINEERING ORIGINAL

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

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.

ALL RETAINED INFORMATION SHOULD BE FORWARDED TO THE REFERENCE LIBRARY.

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

PREPARED BY: Records Manager

5 YEARS + SUPERSEDE OR
OBSOLETE

5 YEARS +
SUPERSEDE OR
OBSOLETE

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr=lfistorical: C=Confidential

APPROVALS

RECORDS DEPARTMENTH~.1 ('~ CITYATTORNEY'SOFFlcwt
U(( I)~ A/---

V ' :;&14..-
/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL REQUISITIONS 11108/2011

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=ClosediCompleted; E=Expiration P=Penl1anent; S=Superseded; 'I'<Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' If=Historical: C=Confidential

APPROVALS

RECORDS MANAGER ~ DEPARTMENT HEADC ' CITY ATTORNEY'S OFFICE0JIf
"Ltl' (L)~ ~ -' '--- . ~~

" /J
v



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=ClosediCompleted; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential

APPROVALS

RECORDS ""2) 4 DEPARTMENT HEAD {!,V CITY ATTORNEY'S OFFICE Wff'
(}Vv--"

¥

V



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTJ\'IENT 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 Ps=Permanent; S=Superseded; 'I'<I'ermination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital· Hs=Historical: C=Confidential

APPROVALS

RECORDS MANAGER ~ DEPARTMENTHEA~;I,I'~ CITY ATTORNEY'S OFFICE ~

(~)~
v'



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL S-lREPORT 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: s-i REPORTS STORED IN THE STORAGE AREA SHOULD BE TRANSFERRED TO THE DEPARTMENT.

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~R DEPARTMENT HEAD (J ») .. CITY ATTORNEY'S OFFICE ~~

. L:~ . /~

/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL SINGLE SHOTS 11108/2011

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 CORE HOLE SINGLE SHOTS ONLY - PERMANENTLY

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=ClosediCompleted; E=Expiration P=Permanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential

APPROVALS

RECORDS ~ANAGE~ ~4 DEPARTMENTHEA~~~ CITY ATTORNEY'S OFFICE ~It'
~.~cJJ

-r" //

!/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL 11108/2011STATEMENT TO STATE

COPIES/FILES BY
DEPT/SECTION

RETENTION PERIOD
COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ACCOUNTING 10 YEARS10 YEARSELECTRONIC
COPY

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

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

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

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential

APPROVALS

RECORDS MAN~~ 7i2/1- DEPARTMENTHEA~,I/~~ CITY ATTORNEY'S OFFICE 0/J-
~ .. -~i/ 7 j~

~ /;
1/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL SUMMARY OF POSTED CRUDE OIL PRICES AND OIL WELL 11108/2011
DRILLING COSTS

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

APPROV~LS
CITY ATTORNEY'S OFFICE &rr-

RETENTION CODES: Ak=Annual Review; A=Audit; C=ClosediCompleted; E=Expiration I=Pennenent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-Historical: CvConfidential



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPART]\,illNT 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

DEPARTMENT HEAD CITY ATTORNEY'S OFFICE 0JJt--

RETENTION CODES: Ak=Annual Review; A=Audit; C=Closed/Completed; E=Expiration Pr=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential

APPROVALS



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL SURPLUS SALES 11108/2011

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; Cs=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Il=Historical: C=Confidential

APPROVALS

RECORDS,'~~)~"~ /'~ DEPARTMENTHEA"(? 9tf:« _ CITYATTORNEY'S OFFICEbilr
'g , r IV'V'V

{/'



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL SURVEYS 11108/2011

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=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr=l-listorical: C=Confidential

APPROVALS

RECORDS

d~- DEPARTMENT HEAD{I (R CITY ATTORNEY'S OFFICE ~ ~"t~' c AlIA./'-1'

U



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL TOUR REPORTS 11108/2011

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=ClosediCompleted; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs-Historical: C=Confidential

APPROVALS

RECORDSMANj2ERt$l~~'__ DEPARTMENTHEt) (! CITY ATTORNEY'S OFFICE (;f~,a('!./AL <. ;tJvv-
/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL 11/08/2011TRIAL BALANCE LISTINGS

COPIESiFILES BY
DEPT/SECTION

RETENTION PERIOD
COPY

DESIGNATION REC.CENTER DESTROYDEPARTMENT

ACCOUNTING

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

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

PREPARED BY: Records Manager

5 YEARS3 YEARS 2 YEARSRECORD COPY

RETENTION CODES: AR=Annual Review; A=Audit; C=ClosediCompleted; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES': V= Vital' H=Historical' C=Confidential

APPROVALS

RECORDS MANAG~ / /1 .J. DEPARTMENT HEAD ( ) ~ ~ CITY ATTORNEY'S OFFICE ~ t
,/. ::J, Y'Lt o:

_. '" f
1/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL VENDOR ANALYSIS SUMMARIES 11108/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

VAULT 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=Pennanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES': V= Vital' Hs=Historical: C=Confidential

APPROVALS

RECORDS M~~GER r;y; DEPARTMENTHEA~;r/~ CITY ATTORNEY'S OFFICEWIf'
,#./11 t1d.~ a.s->:

/ /)'~
1/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTl\mNT TITLE: DATE

LONG BEACH GAS & OIL WATER INJECTION REPORTS 11108/2011

COPIES/FILES BY RETENTION PERIOD
DEPT/SECTION COPY

ENGINEERING DESIGNATION DEPARTMENT REC.CENTER DESTROY

DAILY INJECTION REPORT ELECTRONIC I YEAR 4 YEARS 5 YEARS
COPY

WEEKLY INJECTION REPORT ELECTRONIC I YEAR 4 YEARS 5 YEARS
COPY

10-DAY INJECTION REPORT ELECTRONIC I 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

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

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

PREPARED BY: Records Manager

APPROV~LS
CITY ATTORNEY'S OFFICE G!1r

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hr=l-listorical: C=Confidential

DEPARTMENT HEAD



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL 11/08/2011WELL RECORDS

COPIES/FILES BY
DEPT/SECTION

RETENTION PERIOD
COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

VAULT ORIGINAL

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

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

PREPARED BY: Records Manager

PERMANENTPERMANENT

RETENTION CODES: AR=Annual Review; A=Audit; C=Closed/Completed; E=Expiration P=Permanent; S=Superseded; T=Termination
VITALiHISTORICALICONFIDENTIAL CODES: V= Vital' Hvl-listorical: C=Confidential

APPRO\li\LS.

RECORDS MAN;jR t1u~ctf"~- DEPARTMENTHEAt )< J, CITY ATTORNEY'S OFFICE 0Jff
~?t('"lu ' ~~

.(/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL WELL SUMMARY REPORT 11/08/2011

(COMPLETED WELLS)

COPIESIFILES BY RETENTION PERIOD
DEPT/SECTION COpy

DESIGNATION DEPARTMENT REC.CENTER DESTROY

VAULT ELECTRONIC PERMANENT PERMANENT
COPY

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

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

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; Cr-Closed/Completed; E'=Expiration P=Pennanent; S=Superseded; T=Tennination
VITAL/HISTORICAL/CONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential

APPROVALS

RECORDSMA~,A)R ~ r?~ DEPARTMENTHi )~} CITYATTORNEY'S OFFICE ~ A--
~O/"/ ..' e'l'rtf jJl~

• i



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
DEPTISECTION COPY

DESIGNATION DEPARTMENT REC.CENTER DESTROY

ENGINEERING WORIUNG COPY 2 YEARS 2 YEARS

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

PREPARED BY: Records Manager

RETENTION CODES: AR=Annual Review; A=Audit; C=ClosediCompleted; E=Expiration P=Pennanent; S=Superseded; T=Termination
VITALIHISTORICALICONFIDENTIAL CODES: V= Vital' H=Historical' C=Confidential

APPROVALS

RECORDS MANAGER ~ DEPARTMENTHEA~ )~~ CITY ATTORNEY'S OFFICE C:::i:f;r
r~ If'W;V ~ t.c.r:» LA. '7'1

1/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL WELL WORK ANALYSIS 11/08/2011

COPIESIFILES 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=Ammal Review; A=Audit; C=ClosedlCompleted; E=Expiration P=Permanent; S=Superseded; T=Termination
VITAL/HISTORICAL/CONFIDENTIAL CODES': V= Vital' Hr=Historical: C=Confidential

APPROVALS

RECORDS MANAGER DEPARTMENTH~·,1~). CITY ATTORNEY'S OFFICE @Ifvo/,2)~ qfi"
i/



RECORDS RETENTION EVALUATION/CITY OF LONG BEACH

ORIGINATING DEPARTMENT TITLE: DATE

LONG BEACH GAS & OIL WORK ORDERS 11108/2011

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
VITALiHISTORICALiCONFIDENTIAL CODES: V= Vital' Hs=Historical: C=Confidential

APPROVALS

RECORDS MANAGER ~ DEPARTMENTHEA{ )(~ CITY ATTORNEY'S OFFICEW~

'~O/.21 ~f ~i

L/




