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SAN BENITO COUNTY
BOARD OF SUPERVISORS

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

County Administration Building - Board of Supervisors Chambers, 481 Fourth Street, Hollister,
California

REGULAR MEETING AGENDA - POSTED AND FINAL
March 28, 2017

9:00 AM
Mission Statement

 The County Board of Supervisors will recognize the public trust it holds, will on all
occasions conduct business with honesty, integrity, and respect for the individual, and

will hold the organization of County government to that same standard.
The San Benito County Board of Supervisors welcomes you to this meeting
and encourages your participation.

If you wish to speak on a matter which does not appear on the agenda, you may do
so during the Public Comment period at the beginning of the meeting.  Please
complete a Speaker Card and provide it to the Clerk of the Board prior to the
meeting.  Except as otherwise provided by law, no action shall be taken on any
item not appearing on the agenda.  When addressing the Board, please state your
name for the record.   Please address the Board as a whole through the Chair.
If you wish to speak on an item contained in the agenda please complete a
Speaker Card identifying the item(s) and provide it to the Clerk of the Board prior to
consideration of the item.

Each individual speaker will be limited to a presentation total of (3) minutes.

CALL TO ORDER

a. Pledge of Allegiance

Pledge of Allegiance to be led by Supervisor Mark Medina, District
#1.

b. Acknowledge Certificate of Posting

c. Presentations and Recognitions

BOARD OF SUPERVISORS
Approve the proclamation designating the week of April 3, 2017 to April 9,
2017 as Public Health Week in San Benito County.
SBC FILE NUMBER: 430

d. Public Comment
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Opportunity to address the Board on items of interest not appearing on the
agenda.  No action may be taken unless provided by Govt. Code Section
54954.2.

e. Department Head Announcements: Information Only

f. Board Announcements: Information Only

CONSENT AGENDA

These matters shall be considered as a whole and without discussion unless a particular item
is removed from the Consent Agenda.  Approval of a consent item means approval of the
recommended action as specified on the Agenda Item Transmittal.
 
If any member of the public wishes to comment on a Consent Agenda Item, please fill out a
speaker card, present it to the Clerk prior to consideration of the Consent Agenda and request
the item be removed and considered separately.

1. AGRICULTURAL EXTENSION - L. SCHMITT-McQUITTY
Approve purchase of 2017 Ford Escape, in the amount of $21,500 from
Tiffany Ford, and authorize the CAO to execute all necessary documents
subject to approval by County Counsel.
SBC FILE NUMBER: 3

2. BEHAVIORAL HEALTH DEPARTMENT - A. YAMAMOTO
Authorization for the Behavioral Health Director to Sign Authorizations for
MHSA Housing Loan Program Releases for Unencumbered  Funds.
SBC FILE NUMBER: 810

3. BEHAVIORAL HEALTH DEPARTMENT - A. YAMAMOTO
Approve 60 Month Lease and Maintenance Agreement for Konica Minolta
Copier with US Bank in the amount of $12,647.95.
SBC FILE NUMBER: 810

4. COUNTY ADMINISTRATION OFFICE - R. ESPINOSA
1) Approve sole source professional services contract with Willdan Financial
Services due to their current work for the County, and extensive professional
experience; (2) Approve proposal from Willdan Financial Services User Fee
Study Update for San Benito County in the total not to exceed amount of
$24,925.00 (176 total hours); (3) Approve Amendment No. 1 to Contract with
Willdan Financial services, in the additional amount of $24,925 for a total not
to exceed amount of $70,525; (4) and authorize the CAO to execute any
necessary amendments to the contract, not to exceed an additional $7,052
(10% of the contract amount.)  
SBC FILE NUMBER: 119

5. COUNTY ADMINISTRATION OFFICE - R. ESPINOSA
Approve the Countywide Common record retention schedule and the record
retention schedules for the following department: Ag Commissioner;
Assessor; Behavioral Health; Child Support; Information Technology; Grand
Jury; Sheriff; Health and Human Services Agency.
SBC FILE NUMBER: 119.

6. COUNTY ADMINISTRATION OFFICE  - R. ESPINOSA
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Approve contract with Emergency Services Consulting International for
completion of the fire services feasibility study in an amount not to exceed
$57,083.00.
SBC FILE NUMBER: 60

7. COUNTY ADMINISTRATION OFFICE - R. ESPINOSA 
Approve Amendment No. 1 to contract with 4Leaf, Inc. for professional
services as Interim Director of Resource Management Agency in an amount
not to exceed $234,000.
SBC FILE NUMBER: 790

8. COUNTY ADMINISTRATION OFFICE - R. ESPINOSA
Approve Amendment No. 3 to the contract with the City of Hollister to provide
animal control services, extending the term of the contract through June 30,
2017, and thereafter on a month to month basis.
SBC FILE NUMBER: 425

9. COUNTY COUNSEL'S OFFICE - M. GRANGER
Approve Amendment No. 3 to Contract with Ray Espinosa, County
Administrative Officer.
SBC FILE NUMBER: 160

10. EMERGENCY MEDICAL SERVICES - K. O'NEILL
Approve Mutual Aid Agreement for Emergency Medical and Health Disaster
Assistance.
SBC FILE NUMBER: 75.5

11. EMERGENCY MEDICAL SERVICES - K. O'NEILL
Adopt Resolution to Continue Penalty Assessment for the Maddy EMS Fund.
SBC FILE NUMBER: 1068
RESOLUTION NO: 2017-26

12. HEALTH AND HUMAN SERVICES AGENCY - J. RYDINGSWORD
Adopt Resolution and approve MOU template for local pharmacies to
cooperate with County to dispense Medical Countermeasure medications
from the Strategic National Stockpile (SNS) in the event of a declared Health
Emergency.
SBC FILE NUMBER: 130
RESOLUTION NO: 2017-27

13. HUMAN RESOURCES - G. COCHRAN
Approve class specifications and salary ranges for Deputy County
Administrative Officer; amend the County’s class title and pay plan and amend
the County’s Schedule of Allocated Positions.
SBC FILE NUMBER: 630

14. OFFICE OF EMERGENCY SERVICES - K. O'NEILL
Adopt Resolution Ratifying Letting of Contracts to Remediate Local
Emergency, Confirming County Administrator's Authority to Enter Into
Emergency Contracts Under Public Contracts Code 22050, Finding that there
is a Need to Continue Emergency Action Action; and Finding Repair Work
Exempt from CEQA As An Emergency Project.  (4/5 vote required)
SBC FILE NUMBER: 75.5
RESOLUTION NO: 2017-28

15. OFFICE OF EMERGENCY SERVICES - K. O'NEILL

4



Adopt Resolution Recognizing the Continuing Proclamation of a Local
Emergency in San Benito County.
SBC FILE NUMBER: 75.5
RESOLUTION NO: 2017-29

16. RESOURCE MANAGEMENT AGENCY
Approve contract with Lee Landscaping for Maintenance of Common
Landscape Areas, County Service Areas 46 (Quail Hollow), 47 (Oak Creek)
and 53 (Riverview Estates) for the period of April 1, 2017 through April 30,
2020, for a total sum not to exceed $55,100.00 per year, for a total contract
amount not to exceed $165,300.00.
SBC FILE NUMBER: CSA #46, #47 & #53

17. RESOURCE MANAGEMENT AGENCY
Reject all bids received for the Veterans Memorial Park Irrigation System
Improvements, adopt revised plans and specifications, and authorize the
advertising for bids.
SBC FILE NUMBER: 127

18. RESOURCE MANAGEMENT AGENCY
Approve Contract Amendment #3 with First Carbon Solutions for CEQA
compliance Services for TSM 15-93/FAY in the amount of $3,500.00 for a
total contract amount of $116,745.00.
SBC FILE NUMBER: 790

19. RESOURCE MANAGEMENT AGENCY
Approve paying the County's Share of CalPers Contributions for a temporary
Senior Planner in the Resource Management Agency.
SBC FILE NUMBER: 790

REGULAR AGENDA

For each regular agenda item, the following schedule shall occur:
a) Staff report.
b) Public opportunity to address the Board on a particular agenda item. Please
fill out a   speaker card and present it to the Clerk prior to consideration of the
item.
c) Consideration by the Board.

20. AGRICULTURAL EXTENSION - L. SCHMITT-McQUITTY
FY 2015-2016 Department Accomplishments Presentation.
SBC FILE NUMBER: 3

21. COUNTY ADMINISTRATION OFFICE - R. ESPINOSA
The Board of Supervisors has directed staff to give a monthly update on the
following topics: roads, fire station, jail expansion project and homeless
shelter in San Benito County.  A representative(s) from each of the respective
departments will give a report to the Board each month in order for the Board
to stay informed about these pertinent issues in San Benito County.
SBC FILE NUMBER: 119

22. COUNTY COUNSEL'S OFFICE - M. GRANGER
Receive update from staff and the ad hoc committee regarding the marijuana
cultivation ordinance.  Discussion of current status of interim urgency
ordinance & development of a new marijuana cultivation ordinance; discussion
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of annual Federal Budget appropriations, enforcement of existing San Benito
County ordinance, and future actions to be taken under existing interim
ordinance regarding applications for extended amortization periods.  Provide
direction to staff.
SBC FILE NUMBER: 160

23. RESOURCE MANAGEMENT AGENCY
Integrated Waste Management update on Joint Powers Agreement and
Regional Agency Cost Sharing Agreement.
SBC FILE NUMBER: 142

CLOSED SESSION

Matters discussed during Closed Session include existing and pending litigation,
personnel matters and real property negotiations. Reportable actions taken by the
Board during Closed Session will be announced during open session. (Gov. Code
Section 54957.1(a) and (b), Ralph M. Brown Act.)

24. CLOSED SESSION - PUBLIC EMPLOYEE EVALUATION
Title:  Agricultural Commissioner Sealer of Weights and Measures
Authority:  California Government Code 54957
SBC FILE NUMBER: 235.6

25. CLOSED SESSION - CONFERENCE WITH LEGAL COUNSEL - EXISTING
LITIGATION
Subdivision (a) and (d)(1) of Government Code section 54956.9
Name of Case:
Cynthia Pettie and Robert Pettie v. County of San Benito, Superior Court of
California, County of San Benito, Case No. CU-15-00121.
SBC FILE NUMBER: 235.6

26. CLOSED SESSION - CONFERENCE WITH LEGAL COUNSEL-EXISTING
LITIGATION
Subdivisions (a) and (d)(1) of Section 54956.9
Name of Case: BMC Promise Way, LLC, dba Benchmark Communities v.
County of San Benito, City of Hollister, Superior Court of California, County of
San Benito, Case No. CU-15-00056
SBC FILE NUMBER: 235.6

27. CLOSED SESSION - CONFERENCE WITH LEGAL COUNSEL_EXISTING
LITIGATION
Subdivisions (a) and (d)(1) of Section 54956.9
Name of Case:  Award Homes, Inc. v. County of San Benito, City of Hollister,
et. al., Superior Court of California, County of San Benito, Case No. CU-15-
00099
SBC FILE NUMBER: 235.6

28. CLOSED SESSION - CONFERENCE WITH LABOR NEGOTIATORS
Agency designated representatives:  Allyson Hauck, Ray Espinosa, Joe Paul
Gonzalez, Melinda Casillas, Georgia Cochran, Steve Coffee
 
Employee Organizations:
Institutions Association
Law Enforcement Management

6



Management Employees' Group
SEIU Local 521 (General Unit Employees)
SEIU Local 2015 (IHSS)
Deputy Sheriff's Association
Confidential
Confidential Management
Appointed Department Heads
Unrepresented Employees
SBC FILE NUMBER: 235.6

ADJOURNMENT

Adjourn to the next regular meeting of Tuesday, April 11, 2017.

NOTE: A copy of this Agenda is published, along with supportive documents, on the
County's Web site on the Friday preceding each Board meeting and may be viewed
at www.cosb.us/government/meetings-agendas/. All proposed agenda items with
supportive documents are also available for viewing at the San Benito County
Administration Building, 481 Fourth Street, Hollister, CA between the hours of 8:00
a.m. and 5:00 p.m., Monday through Friday (except holidays). This is the same
packet that the Board of Supervisors reviews and discusses at each Board meeting.
 
As required by Gov. Code Section 54957.5 any public record distributed to the Board
of Supervisors less than 72 hours prior to this meeting in connection with any agenda
item shall be made available for public inspection at the office of the Clerk of the
Board, San Benito County Administration Building, 481 Fourth Street, Hollister, CA
95023. Public records distributed during the meeting will be available for public
inspection at the meeting if prepared by the County. If the public record is prepared by
some other person and distributed at the meeting it will be made available for public
inspection following the meeting at the office of the Clerk of the Board.
 
In compliance with the Americans with Disabilities Act (ADA) the Board of Supervisors
meeting facility is accessible to persons with disabilities. If you need special assistance to
participate in this meeting, please contact the Clerk of the Board's office at (831) 636-4000
at least 48 hours before the meeting to enable the County to make reasonable
arrangements to ensure accessibility. 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number:

MEETING DATE:  3/28/2017

DEPARTMENT: 

DEPT HEAD/DIRECTOR: 

AGENDA ITEM PREPARER: 

SBC DEPT FILE NUMBER: 

SUBJECT:

Pledge of Allegiance to be led by Supervisor Mark Medina, District #1.

AGENDA SECTION:

Pledge of Allegiance

BACKGROUND/SUMMARY:

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:
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STAFF RECOMMENDATION:

ADDITIONAL PERSONNEL: 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number:

MEETING DATE:  3/28/2017

DEPARTMENT: 

DEPT HEAD/DIRECTOR: 

AGENDA ITEM PREPARER: 

SBC DEPT FILE NUMBER: 

SUBJECT:

AGENDA SECTION:

Acknowledge Certificate of Posting

BACKGROUND/SUMMARY:

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:
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STAFF RECOMMENDATION:

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
CERTIFICATE OF POSTING 3/24/2017 Cover Memo
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number:

MEETING DATE:  3/28/2017

DEPARTMENT: HEALTH AND HUMAN SERVICES AGENCY

DEPT HEAD/DIRECTOR: James A. Rydingsword

AGENDA ITEM PREPARER: Mike Hodges/Lynn Mello

SBC DEPT FILE NUMBER: 130

SUBJECT:

BOARD OF SUPERVISORS
Approve the proclamation designating the week of April 3, 2017 to April 9, 2017 as Public Health
Week in San Benito County.
SBC FILE NUMBER: 430

AGENDA SECTION:

Presentations and Recognitions

BACKGROUND/SUMMARY:

April 3, 2017 to April 9, 2017 has been designated National Public Health Week (NPHW)
throughout the country. The theme is “Healthiest Nation 2030”.  San Benito County’s Public Health
related programs and staff, in collaboration with their many community partners, significantly
contribute to promote, improve, and maintain opportunities for healthy and safe social and physical
environments and prevention of disease and injuries for all county residents. Daily themes are:
 
Monday, April 3: Emergency Preparedness; The County has resources to manage public health
and environmental consequences of emergency events through effective, coordinated agency-
wide preparedness, response, recovery and mitigation activities.
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Tuesday, April 4: Maternal Child Adolescent Health; From pregnancy to adolescence, public health
works with health care providers and families to advocate, support and provide access to prenatal
programs, well-child care, specialty medical care, nutrition services, injury prevention, healthy
communities and access to mental health services. 
 
Wednesday, April 5: Environmental Health; This Public Health Division is charged to protect public
health and the environment by ensuring conformance with State laws and County ordinances
pertaining to the following programs: food protection, hazardous materials, hazardous waste,
individual sewage disposal systems, land use, medical waste, ocean water quality monitoring,
recreational health, solid waste, underground fuel tanks, and vector control. 
 
Thursday, April 6: Health Education; In partnership with the community, San Benito County Public
Health Education Program has been established to promote the health and wellness of the people
of our County.
 
Friday, April 7: Communicable Disease; A vital function of Public Health that investigates, mitigates
and prevents the spread and outbreak of specific reportable diseases such as foodborne
illnesses, sexually transmitted diseases, vaccine preventable diseases, tuberculosis and others, in
accordance with the California Health and Safety code.

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

N/A

CURRENT FY COST:

0.00

STAFF RECOMMENDATION:

1. Approve the proclamation designating the week of April 3, 2017 to April 9, 2017 as Public Health
Week in San Benito County; and
2. Authorize the chair to sign proclamation.

ADDITIONAL PERSONNEL: No

ATTACHMENTS:
Description Upload Date Type
Proclamation-National Health Week 2017 3/13/2017 Cover Memo
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 1.

MEETING DATE:  3/28/2017

DEPARTMENT: AGRICULTURAL EXTENSION

DEPT HEAD/DIRECTOR: Lynn Schmitt-McQuitty

AGENDA ITEM PREPARER: Barbara Thompson

SBC DEPT FILE NUMBER: 3

SUBJECT:

AGRICULTURAL EXTENSION - L. SCHMITT-McQUITTY
Approve purchase of 2017 Ford Escape, in the amount of $21,500 from Tiffany Ford, and
authorize the CAO to execute all necessary documents subject to approval by County Counsel.
SBC FILE NUMBER: 3

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

The Department is in need of a small SUV.  Currently the department drives a 2000 Ford Focus
which is beginning to experience some performance and maintenance issues.  It also is too small
for many of the needs of the department to transport supplies. 
 
Local dealers were asked to submit a bid for vehicles comparable to a Jeep Sport.  South County
Dodge submitted a quote for a 2017 Jeep Cherokee Sport.  Greenwood Chevrolet submitted a
quote for a 2016 Trax and 2017 Equinox, and Tiffany Ford submitted a quote for a 2017 Ford
Escape.   The department determined that the Trax is too small for the department's needs. 
Therefore, the comparable vehicles that were subject to the price comparison were the Jeep
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Cherokee Sport, the Ford Escape, and the Chevy Equinox. 
 
 

BUDGETED:

Yes

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

$21,500

STAFF RECOMMENDATION:

Approve purchase of a 2017 Ford Escape from Tiffany Ford, in the amount of $21,500, and
authorize the CAO to execute all necessary documents subject to approval by County Counsel.

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
ford escape 3/24/2017 Cover Memo
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 2.

MEETING DATE:  3/28/2017

DEPARTMENT: BEHAVIORAL HEALTH

DEPT HEAD/DIRECTOR: Alan Yamamoto

AGENDA ITEM PREPARER: 

SBC DEPT FILE NUMBER: 810

SUBJECT:

BEHAVIORAL HEALTH DEPARTMENT - A. YAMAMOTO
Authorization for the Behavioral Health Director to Sign Authorizations for MHSA Housing Loan
Program Releases for Unencumbered  Funds.
SBC FILE NUMBER: 810

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

The Behavioral Health Department previously executed the process to access the San Benito
County MHSA Housing funds held by CALHFA (Ca. Housing and Finance Administration).
Behavioral Health utilized those funds for the MHSA client apartment housing development project
in partnership with the low income housing developer, CHISPA. We have been notified that there
exists a small amount of interest income accrued on the department’s funds that were held on
deposit (as per mandates by the then State Department of Mental Health, now DHCS) at CalHFA,
during the previous years prior to our apartment projects development. The Behavioral Health
Director is required to receive Board of Supervisors authorization to sign the required forms that
will provide the DHCS (Dept. of Health Care Services) and CalHFA direction and authorization on
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the utilization of the Behavioral Health Department's funds. The Behavior Health Director
recommends receipt of Board approval to exercise the option to direct CalHFA to return the funds
held ($5,490.79) to the County.   
 (1)    OTHER AGENCY INVOLVEMENT:  None 

BUDGETED:

No

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

00.00

STAFF RECOMMENDATION:

Authorize the County Behavioral Health Director to sign and submit the required Forms to the
California Department of Health Care Services to release unencumbered MHSA Housing Program
Funds back to the County. 

ADDITIONAL PERSONNEL: No

ATTACHMENTS:
Description Upload Date Type
MHSA Authorization Forms 3/15/2017 Other
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 3.

MEETING DATE:  3/28/2017

DEPARTMENT: BEHAVIORAL HEALTH

DEPT HEAD/DIRECTOR: Alan Yamamoto

AGENDA ITEM PREPARER: Alan Yamamoto

SBC DEPT FILE NUMBER: 810

SUBJECT:

BEHAVIORAL HEALTH DEPARTMENT - A. YAMAMOTO
Approve 60 Month Lease and Maintenance Agreement for Konica Minolta Copier with US Bank in
the amount of $12,647.95.
SBC FILE NUMBER: 810

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

The County Behavioral Department requests approval to enter into a lease and maintenance
agreement to acquire a new copier. We have had many years of wear on the current copier
machine and it has been requiring frequent repairs. We were also informed that the copier is
obsolete and the service provider can no longer continue to repair it. We are aware that at least two
other county departments recently acquired new copiers through long term lease agreements with
Monterey Bay Services (MBS) and we have contacted MBS to inquire about a similar arrangement
for a long term lease of a new copier. The total lease costs for the 60 month copier lease is
$12,647.95 at payment schedule rate of $210.80 per month for 60 months. There are separate
maintenance costs based on a per copy rate formula of $0.005 a copy, for example, 15,000
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copies per month at $0.005=$75.00 per month.   
 
 
 
(3)   OTHER AGENCY INVOLVEMENT:
      None

BUDGETED:

Yes

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

12,797.95

STAFF RECOMMENDATION:

1) Authorize the Behavioral Health Director to initiate and sign the Copier Lease and
Servicing agreement for a period of 60 months beginning April 11, 2017

 
 

ADDITIONAL PERSONNEL: No

ATTACHMENTS:
Description Upload Date Type
Copier Lease & Maintenance Agreement with US Bank 3/15/2017 Contract
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 4.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY ADMINISTRATION OFFICE

DEPT HEAD/DIRECTOR: Ray Espinosa

AGENDA ITEM PREPARER: Louie Valdez

SBC DEPT FILE NUMBER: 119

SUBJECT:

COUNTY ADMINISTRATION OFFICE - R. ESPINOSA
1) Approve sole source professional services contract with Willdan Financial Services due to their
current work for the County, and extensive professional experience; (2) Approve proposal from
Willdan Financial Services User Fee Study Update for San Benito County in the total not to exceed
amount of $24,925.00 (176 total hours); (3) Approve Amendment No. 1 to Contract with Willdan
Financial services, in the additional amount of $24,925 for a total not to exceed amount of
$70,525; (4) and authorize the CAO to execute any necessary amendments to the contract, not to
exceed an additional $7,052 (10% of the contract amount.)  
SBC FILE NUMBER: 119

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

Staff requests that the Board of Supervisors approve a proposal provided by Willdan Financial
Services to complete an updated User Fee Study for San Benito County.  In 2006, MuniFinancial
Corporation completed the Final Report (please see second attachment) detailing the User Fees
of ten (10) County Departments.  
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Since that date, the Board approved the creation of the Resource Management Agency (RMA) that
combined the Planning and Public Works Departments into one entity.
 
Willdan Financial Services is the consulting firm that is currently working on the update of the San
Benito County Impact Fees Report, which is due for presentation to the Board within the next 60 -
90 days.  Preliminary results of the Impact Fees will be made available to staff within the next two
weeks.
 
In the interim, in an effort to maximize available revenue sources in accordance with all applicable
California Government Code Statutes, staff is asking the Board to approve the attached proposal
for completion of 176 total hours of work by Willdan Staff at a total cost of $24,925.00. 
 
The timeline for completion is approximately four and one-half months with a Final Report
scheduled for submission to the County in mid-July of 2017.
 

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

1) Approve sole source professional services contract with Willdan Financial Services due to their
current work for the County, and extensive professional experience; (2) Approve proposal from
Willdan Financial Services User Fee Study Update for San Benito County in the total amount of
$24,925.00 (176 total hours); (3) Approve Amendment No. 1 to Contract with Willdan Financial
services, in the additional amount of $24,925; (4) and authorize the CAO to execute any necessary
amendments to the contract, not to exceed an additional $7,052 (10% of the contract amount.)  
 
 

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
Amendment No. 1 3/18/2017 Cover Memo
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Willdan original contract 3/23/2017 Standard Contract

Exhibit No. 2 3/18/2017 Backup Material

San Benito County User Fee Proposal from Wildan 3/12/2017 Backup Material

Background Materials 3/18/2017 Backup Material

Muni Finance 2006 SBC User Fee Report 3/12/2017 Backup Material
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Revised 10/1/07 FORM/Amendment to Contract 

AMENDMENT TO CONTRACT 

# 1  
 

The County of San Benito (“COUNTY”) and Willdan Financial Services    

(“CONTRACTOR”) enter into this agreement on the date stated next to the signatures below.  In 

consideration of the mutual promises set forth herein, the parties agree as follows: 

 

1. Existing Contract. 

a. Initial Contract. 

COUNTY and CONTRACTOR acknowledge that the parties entered into a contract, 

dated December 13, 2016.    .  

b. Prior Amendments.  (Check one.) 

[X] The initial contract previously has not been amended.   

[   ] The initial contract previously has been amended.  The date(s) of prior 

amendments are as follows:         

c. Incorporation of Original Contract. 

The initial contract and any prior amendments to the initial contract (hereafter collectively 

referred to as the “original contract”) are attached to this amendment as Exhibit 1 and 

made a part of this amended contract. 

 

2. Purpose of this Amendment. 

The purpose of this amendment is to change the agreement between the parties in the following 

particulars: 

a. Term of the Contract. (Check one.) 

[X] The term of the original contract is not modified. 

[   ] The term of the original contract (Exhibit 1) is extended from the current 

expiration date of  , to a new expiration date of   . 

b. Scope of Services. (Check one.) 

[   ] The services specified in the original contract (Exhibit 1) are not modified. 

[X ] The services specified in the original contract (Exhibit 1) are modified as 

specified below: (Check one.) 

[X ] The services specified in the original contract are modified only as 

specified below: 

Modified or New Scope of Services: 

In addition to those services to be provided under Exhibit “1”, additional 

services to be included under the contract shall include the services set 

forth in the “Proposal for User Fee Study” dated on or about February 24, 

2017, attached hereto as Exhibit “2 and incorporated herein by this 

reference.  

 

 [   ] The services specified in the original contract are deleted in their entirety 

and replaced with the following services: 

New Scope of Services: 

(Insert new services.) 
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c. Payment Terms. (Check one.) 

[    ] The payment terms in the original contract (Exhibit 1) are not modified. 

[ X] The payment terms in the original contract (Exhibit 1) are modified as specified 

below: (Check one.) 

[ X ] The payment terms are modified only as specified below: 

Modified or New Payment Terms: 

 

The total sum under this amendment and the original contract shall be 

increased by an additional $24,925, for a total not to exceed amount of 

$70,525.00.  Hourly rates are set forth in Exhibit “2.”  Notwithstanding 

any provision to the contrary in Exhibit “2” regarding the payment of fees 

and costs by the County, the total amount due under this amendment shall 

not exceed $70,525, without the written agreement of the Board of 

Supervisors.  Any travel expenses shall be consistent with the rates and 

regulations set forth in the county’s travel policy.   

 

 

 

 [   ] The payment terms are deleted in their entirety and replaced with the 

following payment terms: 

New Payment Terms: 

 

B-1.  BILLING 
 

Charges for services rendered pursuant to the terms and conditions of this 

contract shall be invoiced on the following basis:  (Check one.) 

[   ] One month in arrears. 

[   ] Upon the complete performance of the services specified in 

the original agreement (Exhibit 1) and this amendment. 

[   ] The basis specified in paragraph B-4. 

 

B-2.  PAYMENT 
 

Payment shall be made by COUNTY to CONTRACTOR at the address 

specified in paragraph 8 of the original contract, net thirty (30) days from 

the invoice date. 

 

B-3.  COMPENSATION 

 

COUNTY shall pay to CONTRACTOR:  (Check one.) 

[   ] a total lump sum payment of $ , or 

[   ] a total sum not to exceed $ , 

for services rendered pursuant to the terms and conditions of the original 

contract (Exhibit 1) and this amendment, and pursuant to any special 

compensation terms specified in paragraph B-4. 
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B-4.  SPECIAL COMPENSATION TERMS:   (Check one.) 

[   ] There are no additional terms of compensation.  

[   ] The following specific terms of compensation shall apply:  

(Specify) 

 

d. Other Terms. (Check one.) 

[ X] There are no other terms of the original contract that are modified. 

[    ] Other terms of the original contract are modified only as specified below: 

Other Modified or New Terms: 

(Insert other modified or new terms.) 

 

3. Other Terms. 

All other terms and conditions of the original contract (Exhibit 1) which are not changed by this 

amendment shall remain the same. 

 

 

CONTRACTOR 

 

 

    

Name/Title:  Date 

 

COUNTY 

San Benito County Board of Supervisors 

 

 

    

Jaime De La Cruz, Chair  Date 

 

 

APPROVED AS TO LEGAL FORM: 

San Benito County Counsel’s Office 

 

 

 

    

Barbara Thompson, Acting Assistant County Counsel Date 
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EXHIBIT 1 

TO AMENDMENT #_1____ 

 

 

 

 

 

 

ORIGINAL  

CONTRACT 
(Please attach the initial contract and any prior amendments, from the most 

recent to the initial contract, in reverse chronological order.) 
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February 24, 2017 

Mr. Louie Valdez 
Management Analyst III 
San Benito County 
481 Fourth Street 
Hollister, CA 95023 

Re:   San Benito County – User Fee Study 

Dear Mr. Valdez: 

Following up on our correspondence, and based upon your request, the following is our proposed approach and 
scope of services to complete a User Fee Study for San Benito County.  

As you are well aware, even as the recession has eased over the past few years, many municipalities throughout the 
state are still faced with limited financial resources, while striving to maintain high standards of service to their 
communities. In light of this, it is critical for cities to ensure that their fees for requested services have been developed 
or updated to ensure maximum appropriate cost recovery, so that the revenues generated by fees cover the cost of 
those services to the best extent possible. Policymakers need a clear understanding of standards, service levels and 
the associated costs. 

Collaborative Approach and User-friendly Models and Reports — Willdan prides itself on working closely with 
County staff to develop an approach that is targeted toward your specific objectives and accounts for your reality, and 
then working together with you to gather first-hand information regarding the processes and tasks required to provide 
services to those requesting them. We have included one full day of on-site data gathering and staff interviews 
to ensure we obtain the information we need efficiently and accurately, with limited need for follow-up. We 
create user-friendly Excel-based models that the County can retain, and conduct our analysis and develop the 
model collaboratively with County staff. Rather than using an inflexible proprietary software program, we construct 
our models from the ground up, mirroring the County’s budget format wherever possible. As a result, the information 
contained in our models is easy for County staff to interpret, and the familiar software ensures ease of 
navigation. This also allows for easy on-the-fly adjustments and updates, inclusion of updated budgets, or changes 
in organizational structure. Created directly from the models, our reports clearly and graphically illustrate full and 
recommended levels of cost recovery and projections of revenue for fee programs, break down the costs into direct 
and indirect overhead categories, and present the fee methodologies. 

Our models and project approach are geared toward delivering work on schedule, and presenting results at 
public meetings and Board workshops. The Willdan Team is experienced at communicating complex 
analytical results in a manner that is easy to understand by non-finance oriented individuals, and facilitates 
discussion. I have coordinated or participated in numerous public and staff workshops regarding fees and cost of 
service based charges. 

Experience with San Benito County — Willdan has worked extensively with San Benito County for many years on 
a variety of projects, including the recent updates to the Impact Fees. Our knowledge of the organization, local 
community, procedures, and our positive relationships with staff will allow us to effectively gather data and 
information, and clarify questions, and move the study forward in a productive manner. We will leverage our 
knowledge of the City’s operations and key staff to facilitate this study in a cost-effective and efficient 
manner; focusing less time on data gathering, and more on analysis, resulting in lower project cost and a 
higher value.  

Unique Combination of Services and Expertise/Public Engagement — Willdan has provided the requested 
services to municipal clients for well over a decade; and is the only firm providing these types of consulting services 
that also has a long history of providing contract staff support to public agencies for the delivery of municipal services. 
This direct experience as “staff” provides us with firsthand understanding of County operations and is uniquely useful 
in determining the full effort associated with service delivery and in developing a fee schedule that is easy to 
communicate and implement. 
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Our objective is to provide useful, detailed information to the Board of Supervisors and staff, so that they have the 
information necessary to make important decisions. Our experience ensures that we can meet this objective. Whether 
policymakers are considering subsidizing or increasing fees, the process may be subject to public discussion among 
Board and community stakeholders. Our response to these sensitive political issues is to employ a real world 
approach to completing user fee studies, in determining the technically defensible reasonable costs of providing 
services. Our knowledge of each portion of the service delivery function provides for greater accuracy, reduces the 
likelihood of potential challenges, results in fee schedules that are easier to implement, and increases the likelihood 
of acceptance by stakeholders.  

I, Chris Fisher, will serve as the Primary Contact person for this proposal; as an officer of the firm, I am authorized to 
bind Willdan Financial Services. My contact information is provided in the table below:  

 

 

 

 

 

 

 

 

 

We are excited about this opportunity to use our skills and expertise to assist San Benito County.  

Sincerely,  

Willdan Financial Services 
 
 

Chris Fisher  
Vice President - Group Manager 

Contact Information  

Project Manager 

Chris Fisher 

Vice President – Group Manager 

27368 Via Industria, Suite 200 

Temecula, CA  92590 

Tel#: (951) 587-3500 | Fax #: (951) 587-3510 

Email: CFisher@Willdan.com 
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Scope of Services 

Project Understanding  
Based on our understanding of the San Benito County’s request, and on our extensive experience with exactly this 
type of project, Willdan Financial Services (“Willdan”) is confident that we can meet the County’s objective of 
reviewing, and evaluating the identified categories of user fees, developing appropriate and defensible methods of 
analysis to determine the full cost of providing various County services, and then recommending updated fee amounts 
based upon this analysis. The overall objective is to establish an updated schedule of fees that is objective, fair and 
equitable, that maximizes the recovery of the costs of providing County services. 

The end products will include a report and a user-friendly Excel-based model, which County staff will retain, and 
which can be easily updated in the future. The model will be used to calculate and analyze the components that make 
up the full cost of services provided by the County, the recommended level of cost recovery (taking into account 
appropriate subsidies), and the revenue impacts to the County of proposed changes in fees. Most importantly, we 
will ensure that the results and recommendations are clear and understandable, defensible, and easily 
implementable. 

For this fee study, we will meet directly with departmental representatives at the County, to discuss the approach and 
process that is best suited for each fee category; and then in more detail to identify processes and levels of activity 
and effort involved in providing services for which user fees are paid. Through this process we will identify the full 
cost recovery amount for each fee related activity, compare this with the County’s current cost recovery levels, and 
then discuss with staff, policy and/or political concerns that need to be considered in developing recommended fees. 
Final recommended fees will be the result of these collaborative discussions, so that they reflect realities and 
considerations that are specific to San Benito County. 

We will review and analyze existing user fee programs, and based upon conversations with County staff, a review of 
other neighboring cities, and our experience with fee programs in other cities, make suggestions as necessary for 
fees that may need to be added to the County’s fee schedule, for activities that occur with some regularity, for which 
a fee is not currently being charged.  

For a successful and effective engagement, it is important to have a thorough understanding of the structure and 
organization of the County. We bring years of successful experience working directly with hundreds of cities 
throughout California, and specifically with San Benito County. 

Willdan possesses the resources, practical experience, creative thinking, and collaborative consulting skills 
necessary to complete this important project. Key distinct advantages that Willdan brings to the County include the 
following: 

On-site Data Gathering: Our experience has taught us that working together, via face-to-face discussions, is the 
most efficient and thorough way to ensure that results are accurate, and that studies are completed in a timely 
manner. Consequently, through on-site interviews with your staff, Willdan will collect the majority of required data for 
the studies. This method is better than the typical “time and motion surveys” that are provided to agency staff when 
studies like these are conducted. This process ensures that we gather the data needed in one coordinated step, 
rather than having to go through repeated follow-up and clarification. This approach and the dedication of several of 
our staff will help ensure we meet the County’s timeline and objectives, and provide important information to County 
staff and the Board as soon as possible. 

Public Engagement: Our models and project approach are geared toward delivering our work on schedule and 
presenting our analysis results at public meetings and Board workshops. While we understand that the County Board 
and local business community may be generally supportive of increasing fees where necessary, it will be important 
to present recommendations to them in a way that clearly demonstrates the rationale and supporting analysis. The 
Willdan Team is experienced at communicating complex analytical results in a manner that is easy to understand by 
non-finance oriented individuals and facilitates discussion. Our proposed project manager for this engagement has 
coordinated, or participated in numerous public and staff workshops regarding fees and cost of service based 
charges. As previously mentioned, our objective is to provide useful, detailed information to the Board and County 
staff, necessary to make important decisions. Our experience ensures that we can meet this objective. 

User-friendly Models and Reports: Willdan prides itself on creating user-friendly Excel-based models that the 
County can retain, and conducting our analysis and developing the models collaboratively with County staff. 
With County staff’s immediate input and collaboration, Willdan will design extremely flexible, intuitive Excel-based 
models. In the future, as the County assumes new responsibilities, modifies existing processes, and/or eliminates 
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unnecessary services or programs, the models will be capable of adding or deleting funds, objects, departments, 
programs, staff positions, and activities. Willdan understands that issues facing the County are unique; consequently, 
we design our models to match your immediate and desired needs to ensure that end-results exceed staff 
expectations.  

These models are then the County’s to retain, after our services are completed, and allows for the creation 
of revenue projections, highlighting potential new revenues, and levels of subsidy. 

A key element of these studies are presenting results and recommendations in a straightforward manner, that allows 
Board and staff to confidently make fee setting policy decisions, and understand the impacts of those decisions. 
Rather than using an inflexible proprietary software program, we construct our models from the ground up, as 
previously discussed, mirroring the County’s budget format wherever possible. As a result, the information contained 
in our models is easy for County staff to interpret, and the familiar software ensures ease of navigation. As the models 
are being designed and constructed, we will work together with 
County staff to determine the best and most effective features to 
include. After the project is completed, we will provide training, so 
that your staff can independently and efficiently evaluate the effects 
of changes in certain factors. Created directly from the models, our 
reports clearly and graphically illustrate bases for the full cost 
recovery level of fee programs, provide projections of revenue from 
fee programs, both at full cost recovery and at recommended levels, 
and present the fee methodologies. 

User Fee Study Methodology  
The following describes our project understanding, proposed approach, and work plan for a User Fee Study. 

In order to comprehensively update fees, the County should develop a user fee schedule that accurately accounts 
for the true cost of providing services. Once the study is complete, the fee study model must be flexible so that the 
County can add, delete, and revise fees in the future. To meet this goal, we will bring our expertise and unique 
perspectives to your fee study by approaching the project with these three principles: 

1) Defensibility 
Our user fee projects have not been legally challenged since the inception of this practice area in our firm. We have 
accomplished this by closely working with legal counsel familiar with user fee studies, our engineering division and 
with agency staff. In this way, we can tailor the correct approach to ensure full cost recovery combined with a sound 
and reasonable basis for each user fee you implement.  

While Proposition 218 does not directly apply to non-property-related fees, we employ principles from this important 
constitutional article to make certain that your user fee and rate schedule is developed with fairness, equity, and 
proportionate cost recovery principles in mind. With the addition of Proposition 26, Willdan will review each analyzed 
user fee for compliance and appropriateness to ensure continued defensibility.  

2) Project and Staff Time 
The County must have a sound and technically defensible fee schedule to ensure costs are appropriately recovered, 
as applicants approach the County for its services. Our standards and approaches serve to get to the issues of your 
fee study quickly. Starting with the project kick-off, we will make certain that your staff understands the purpose and 
scope of the study and its corresponding on-site departmental interview. As Willdan is able to communicate directly 
with the service providers, this face-to-face interaction provides valuable time estimates. 

3) Responsiveness 
We take great pride in providing responsive service to our client agencies. Frequent communication is critical to a 
successful user fee study experience. We will provide a list of data requirements in advance of the project kick-off. 
Due to this simple step, the introductory meeting can focus on the survey input process, answering questions, 
determining policy goals, and defining next steps in the project. We will follow up weekly with you at each step in the 
fee study process to make sure that staff “buys in” to the fee study approach and results. 

Approach 
Our approach to preparing the user fee study and documentation for the County includes: 

 Close coordination with your staff to devise a consensus approach. Different programs and/or different service 
delivery methods will necessitate different approaches. We will discuss specific pros and cons with County staff 
as we determine which methods work best for various categories of fees; 

The models will be developed to 
allow the County to run  

“what-if” scenarios to address 
possible changes in staffing 
levels, working hours, etc. 
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 Strict adherence to key legal and policy issues with regard to user fees, including the percent of cost recovery 
that the County seeks to achieve. A user fee shall not be set higher than the reasonable cost of providing a fee-
generating service. Our approach provides you with a fee schedule that achieves maximum legal cost recovery 
while ensuring that each fee is supported by technically defensible documentation; and 

 Technical analysis necessary for project participants to resolve policy issues.  

As described below, there are two basic approaches to calculating user fees:  

Approach 1: Case Study Method 
This is also sometimes referred to as a cost build-up approach. Using a time and materials approach, the “Case Study 
Method” examines the tasks, steps and County staff involved in providing a particular ‘unit’ of service, such as a 
permit review, and then uses that information to develop estimates of the actual labor and material costs associated 
with providing a unit of service to a single user. It is often used when a service is provided on a regular basis, and 
staff and other costs associated with the service 
can be segregated from available budget data. 

A typical case study fee model should comprise 
the following three general cost layers: 

1) Central Services Overhead: This category 
may involve such costs as labor, services, and 
supplies that benefit more than one department, 
division, or project. The exact benefits to specific 
areas are impossible to ascribe to a single 
activity. Examples are purchasing, human 
resources, and liability insurance. As part of the 
user fee study, these costs are calculated in the 
overhead cost review. 

2) Department Overhead: This category may 

include expenses related to such items as office 
supplies, outside consultants, and membership 
dues. It may include management, supervision, 
and administrative support that are not provided 
to a direct fee-generating service. Typically, 
these items are charged, on an item-by-item 
basis, directly to the department, division, or 
project. 

3) Personnel Costs: This category refers to 

direct salary and benefit costs of staff hours 
spent on providing a fee-generating service 
(e.g., on-site building inspector). 

Approach 2: Average Cost Method 

This is also sometimes referred to as a programmatic approach, because it looks at costs at a program level, and 
then allocates them to participants on an occurrence basis. By taking total service costs across a substantial sample 
period (a year), and dividing by the total number of service units delivered over that same period, costs per unit of 
service is estimated. 

This approach is useful when services or programs are provided in a more aggregate manner, where it might be 
difficult to identify a specific sequence of steps associated with one user or participant; or where it is not feasible to 
cost-effectively segregate costs associated with specific activities. 

Central 
Services 
Overhead

Departmental 
Overhead

Personnel 
Costs

Fully -
Burdened 

Hourly Rate
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User Fee Study Work Plan  

Task 1:  Initial Document Request 

Objective: Initial due diligence; obtain study-related data. 

Description: Prior to the kick-off meeting, we will obtain and review relevant documentation to further enhance our 
understanding of the services, fees, and rates to be studied. A written request for data will be sent to 
the County. Please note that Time Survey data is not part of this request and will be gathered during 
the on-site interviews described in Task 5. 

 We will request information and documentation on current fees and fee programs, activity levels, and 
budget and staffing information (to the extent not already available) related specifically to programs 
and activities which have associated fees, and for which the County has this level of detail. 

Deliverables: Willdan: Submit information request to County.  

 County: Provide requested data to Willdan (prior to Task 3, Kick-off Meeting/Refine Scope). We will 
follow up with the County to confirm receipt of requested data and information, and highlight data 
elements that are outstanding. 

Task 2:  Compile Inventory of Current and Potential Fees/Review Existing Cost Allocation Method 

Objective: Willdan will identify a schedule of fees and methodology for calculating the fees, obtain and review 
the County’s current methodology and approach to allocating indirect service costs, and obtain 
staffing, salary and benefit information. 

Description: Based on the results of the initial document request and independent research, incorporate into our 
model the existing fees, provided by the County, to comprise the parameters of the fee study. 

 As this engagement does not include the development of a full cost allocation plan, we will obtain 
data necessary to develop indirect cost allocation percentages. We will gather and review data 
necessary, and any supporting analysis the County may already have, related to its current cost 
allocation approach. This information will be used to verify the allocation of indirect service costs to 
operating departments, and then will be incorporated with staffing, and salary and benefit data to 
develop a comprehensive schedule of Fully-Burdened Hourly Rates (FBHR). These rates will form a 
basis for the calculation of the costs of providing services to residents and customers, for which fees 
are charged. 

Meetings: It is possible that a conference call with the County may be necessary to discuss new fees to 
implement or existing fees that may no longer be required. 

Deliverables: Willdan: One (1) draft list of current fees based on initial data provided (to be discussed and finalized 
during the kick-off call), and a schedule of Fully-Burdened Hourly Rates.  

 County: Review completed fee schedules with comments/revisions to be discussed during the kick-
off meeting. 

Task 3:  Kick-off Conference Call /Refine Scope 

Objective: Confirm goals and objectives for the Fee Study. Identify and resolve policy issues typically raised by 
a User Fee Study, address gaps in data, and refine appropriate existing or new fee categories (based 
on Task 2).  

Description: Verify our understanding of the County’s goals, the County’s cost-recovery policy for user fees, and 
fill any gaps in data/information necessary for the project. It is important for the County and Willdan 
to identify and address foreseeable problems, and maintain open communication throughout the 
process. 

 During this call, we will ask that the County identify a project manager who will serve as the primary 
contact for the project. The project manager shall have responsibility for ensuring that all available 
data is provided in a timely manner, thereby maintaining adherence to the project’s schedule. 

Meetings: One (1) project kick-off call to initiate the entire project, discuss data needs, and address policy 
issues.  

Deliverables: Willdan: 1) Revised project scope and schedule (if needed); and 2) brief summary of policy decisions 
(if needed).  

 County: 1) Provide further data needs; and 2) determine/introduce the County’s project manager. 
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Task 4:  Develop Fee Model 

Objective: Develop and test model. 

Description: This task involves the development of the model ultimately used to calculate the departmental fees, 
based on data and information gathered in previous tasks and in the Time Survey Interviews 
described in Task 5. To ensure that County policies are met through the imposition of the calculated 
fees, the model will be formatted to include appropriate costs.  

 Key model inputs will include staff and allocated overhead costs per position, and relevant budget 

data on salaries and benefits. This information will be obtained directly from the County and 

incorporated directly into the user fee model. We will request clarification and/or additional data if 

necessary. 

 The model will provide an allocation of administrative and overhead costs to fee related activities and 

departments providing services to customers, so that fees and billable rate schedules incorporate 

applicable costs. Furthermore, the fees and rates charged to customers will also reflect the cost of 

the services being provided, to the extent possible given policy and/or political considerations.  

Deliverables: Willdan: One (1) user-friendly model in Microsoft Excel format, which, when finalized, County staff 
can use to calculate fee changes annually, or as often as deemed appropriate by the County Board.  

Task 5:  Time Survey Interviews and On-site Information Gathering 

Objective: Meet with County staff to complete Time Surveys and understand service delivery processes. 

Description: In order to assist staff with the completion of the survey worksheets, we will schedule one (1) full day 
of on-site meetings with staff; however, the number of meetings needed may vary depending on the 
number of staff and departments involved. 

 The Willdan Team will conduct interviews with supervisors/managers, as well as other staff, as 
deemed appropriate and/or necessary, from each department involved in the user fee study to 
determine the average time required by County staff to provide each of the services for which a fee 
is collected. 

 The fee model is designed so that full cost recovery fees are calculated immediately upon input of 
staff time. These full costs are also compared to current cost recovery levels. This will allow Willdan 
and County staff to conclude with a final meeting to review the draft full cost recovery fees, and adjust 
any times as necessary, once all information has been compiled and input into the fee model. We 
will schedule the interviews with staff to minimize any disruption to their normal workflow. 

Meetings: One (1) full business day of on-site meetings/staff interviews. 

Deliverables: Willdan and County: Time surveys and draft full cost recovery fees. 

Task 6:  Data Analysis and Final Fee and Rate Schedule 

Objective: Incorporate information obtained from on-site surveys to fully develop model. 

Description: We will update the model, based on information received during the on-site surveys, to generate a 
user fee schedule. In addition, it is very common that a supplemental data request may be necessary, 
based on new fees identified that the County is not currently collecting. Where appropriate, we will 
suggest and discuss with staff alternate approaches to existing fee programs (i.e. building fees), and 
suggest potential areas where fees could be collected where they are not currently. We will present 
the full cost recovery level for fees, both current and projected under the new calculated fees, and 
revenue projections, given certain assumptions about the levels of subsidy for different fees. Current 
levels of cost recovery will be compared to actual full costs calculated during the course of this study. 
Cost will be calculated at reasonable activity levels, and include all appropriate direct and indirect 
costs and overhead. We will review fee programs for compliance with Propositions 218 and 26. 

 The user fee data analysis and model development may take three (3) to four (4) weeks with frequent 
correspondence with County staff to discuss current cost recovery amounts, necessary to recover 
full cost and frequency activity. 

Meetings: Conference calls to finalize fee schedule.  

Deliverables: Final user fee and rate model for the County Board of Supervisors presentation and discussion. 
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Task 7:  Prepare and Present Draft Report 

Objective: Prepare draft report. 

Description: This task involves the preparation of the draft report that discusses the study’s background, the 
methodologies utilized in the study, and the results and presentation to various stakeholder groups. 
As noted below, meetings may occur during this or the next task as appropriate. The calculations 
used to generate the fee and rate study will be included textually, as well as in easy to understand 
tables. Individual fee summaries by department and a fee schedule will be included.  

 The draft report will include the following: 

 Key results and findings; 

 Basic descriptions of each service; 

 The full cost of each service and current cost recovery levels; 

 Costs broken down graphically into indirect and direct components, with a graphic display of the 
level of cost recovery; 

 Fee recommendations with associate levels of cost recovery; 

 Projections of potential fee revenue; 

 Assessment of reasonableness of each County’s costs; 

 Review of reasonableness of current consultant cost structure (for Building Division services); 

 As appropriate, recommend alternative methodologies for building permit fee calculation; and 

 Summary and recommendations. 

 The objective of the report is to communicate the recommendation of appropriate fees, which include 
the appropriate subsidy percentage for those fees where full cost recovery may be unrealistic. 

Meetings: One (1) conference call or online meeting to present the draft report to County staff and the County 
Manager. One (1) meeting with the County’s management group and the County Board to present 
draft results address questions and receive feedback. 

Deliverables: Willdan: Draft report for County review and comment.  

 County: Review of draft report, with comments and edits. 

Task 8:  Revise Draft Report/Determine Cost Recovery Levels for Recommended Adoption 

Objective: Review of draft report and fee model. 

Description: The goal of this task is to conduct an in-depth review of the draft report and model, incorporate 
feedback and changes as a result of previous discussions, and arrive at an optimum fee structure. 
Often through the course of an engagement, County staff will volunteer insightful likes and dislikes 
regarding the existing fee structure. We listen to this feedback carefully because your staff members 
know the community best. Comments usually revolve around issues of: 

 Understandability; 

 Fairness to applicants; 

 Ease of calculation; 

 Appropriate levels of cost recovery; and 

 Full cost recovery hourly rates. 

 When adjusting fee recovery levels, we believe it is important to address these concerns. 

 Following one (1) round of comments from County staff on the draft report and feedback from County 
Staff, we will prepare the final report for presentation to the County Board of Supervisors. 

Meetings:  One (1) online demonstration (GoToMeeting) to review the model. 

Deliverables:  Draft report, revised draft /final report. 

Task 9:  Prepare and Present Final Report/Train Staff on Model 

Objective: Prepare and present final report to the County Board of Supervisors. Train staff on the operation and 
use of the model for future modifications. 

Description:  This task is the culmination of the entire project. Based on staff comments received regarding the 
draft report, we will prepare the final report for presentation. 
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Meetings:  One (1) meeting with the County Board to present the results and adopt the updated fee schedule. 
We will also provide staff training on the operation and use of the model on the same day, during 

regular business hours.  

Deliverables: We will provide up to five (5) bound copies, one (1) unbound copy and one (1) electronic PDF file 
copy of the final report and model to the County. Using Microsoft Word and Excel, an updateable 
electronic copy of the study and model, as well as related schedules, will also be provided on 
CD/ROM.  

County Staff Support 
To complete our tasks, we will need the cooperation of County staff. We suggest that San Benito County assign a 
key individual to represent the County as the project manager who can function as our primary contact. We anticipate 
that the County’s project manager will:  

1) Coordinate responses to requests for information;  

2) Coordinate review of work products;  

3) Help resolve policy issues.  

We will ask for responses to initial information requests in a timely manner. If there are delays on the part of the 
County, we will contact the County’s project manager to steer the project back on track. We will keep the County’s 
project manager informed of data or feedback we need to keep the project on schedule. 

Willdan will endeavor to minimize the impact on County staff in the completion of this project. 

The Willdan Team will rely on the validity and accuracy of the County’s data and documentation to complete this 
project. San Benito County acknowledges that Willdan is relying upon the accuracy of the information provided by 
the County or their designees, and that Willdan shall not be liable for any inaccuracies contained therein. County shall 
reimburse Willdan for any costs Willdan incurs, including without limitation, copying costs, digitizing costs, travel 
expenses, employee time and attorneys' fees, to respond to the legal process of any governmental agency relating 
to County or relating to the Project. Reimbursement shall be at Willdan 's rates in effect at the time of such response.
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Estimated Project Timeline  
Willdan understands time is of the essence for San Benito County to begin this engagement. These schedules can only be met with the cooperation of County 
staff. Delays in responding to our requests for data and review will result in corresponding delays to the project schedule. If that is the case, we will notify the 
County immediately of the possible impact on the schedule.  

User Fee Study  

 
 

 
 

Scope of Services 6 13 20 27 3 10 17 24 1 8 15 22 29 5 12 19 26 3 10 17 24 31

Task 1: Initial Document Request z1

Task 2: Compile Inventory of Fees - Develop OH Percentages z8

Task 3: Kick-off / Refine Scope (conference call) z2

Task 4: Develop Comprehensive Fee Model   z3

Task 5: Time Survey Interviews and On-site Information Gathering (meetings) z9

Task 6: Data Analysis and Final Fee Schedule (conference calls) z4

Task 7: Prepare and Present Draft Report (conference call) z5

Task 8: Revise Draft Report/Determine Cost Recovery Levels (conference call) z6

Task 9: Prepare and Present Final Report/Train Staff on Model (meeting) z7

Legend: 

z1:   Information Request z6:   Revised Draft Report/Final Report

z2:   Revised Project Scope and Schedule (if needed) z7:   Final Report – Hard and Electronic Copies

z3:   User-friendly Model in Microsoft Excel z8:   Draft List of Current Fees

z4:   Draft Fee and Rate Model Review z9:   Time Surveys and Draft Full Cost Recovery Fees

z5:   Draft Report

July

San Benito County

User Fee Study

Project Schedule and Deliverables

March JuneApril May 
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Experience and Qualifications 

Firm Description 
Willdan Financial Services is one of four operating divisions within Willdan Group, Inc. (WGI), which was founded in 
1964 as an engineering firm working with local governments. Today, WGI is a publically owned company on NASDAQ 
(NASDAQ ticker: WLDN). WGI provides technical and consulting services that ensure the quality, value, and security 
of our nation’s infrastructure, systems, facilities, and environment. The firm has been a consistent industry leader in 
providing all aspects of municipal and infrastructure engineering, public works contracting, public financing, planning, 
building and safety, construction management, homeland security, and energy efficiency and sustainability services. 
Today, WGI has over 700 employees operating from offices in Arkansas, Arizona, California, Colorado, District of 
Columbia, Florida, Illinois, Kansas, Nevada, New Jersey, New York, Ohio, Oregon, Texas, and Washington. 

Established on June 24, 1988, Willdan Financial Services, a California Corporation, is a national firm, and is one of 
the largest public sector financial consulting firms in the United States. Since that time, we have helped over 800 
public agencies successfully address a broad range of financial challenges, such as financing the costs of growth 
and generating revenues to fund desired services. Willdan assists local public agencies by providing the following 
services: 

 Cost allocation studies; 

 User fee studies; 

 Real estate economic analysis;  

 Economic development plans and strategies;  

 Tax increment finance district formation and 
amendment;  

 Housing development and implementation 
strategies;  

 Financial consulting;  

 Real estate acquisition;  

 Classification/compensation surveys and 
analysis;  

 Development impact fee establishment and 
analysis; 

 Utility rate and cost of service studies;  

 Feasibility studies;  

 Debt issuance support;  

 Long-term financial plans and cash flow 
modeling; and  

 Property tax audits. 

Our staff of over 70 full-time employees supports our clients by conducting year-round workshops and on-site training to 
assist them in keeping current with the latest developments in our areas of expertise.  

The organization chart located to the right 

represents Willdan’s reporting structure, 

including the operating groups and the 

responsible manager; it as well defines the 

assets available to San Benito County.  
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Similar Services 
Listed in the table below, are public agencies in which similar services have been completed, or are currently in 
progress, in the previous five years. 

Willdan Financial Services  
5 Year Cost Allocation Plan and User Fee Study Experience  

Contracting Agency Project Description 

City of Adelanto, CA Citywide Cost Allocation Plan and Fee Study  

City of Agoura Hills, CA 
Comprehensive User Fee and Rate Study  

and Cost Allocation Plan, and Updates 

City of Banning, CA 
Cost Allocation Plan, User Fee Study and  

Development Impact Fee Study 

City of Bellflower, CA Overheard Cost Allocation Plan and Citywide User Fee Study 

City of Bellflower, CA OMB A-87 Cost Allocation Plan 

City of Bellflower, CA 
Cost Allocation Plan, OMB Compliant Plan,  

User Fee Study and Development Impact Fee Study 

City of Belmont, CA User Fee Study and Refinement of Cost Allocation Plan 

City of Blythe, CA Cost Allocation Plan and OMB Compliant Plan 

City of Brea, CA Police Department Cost Allocation Plan 

City of Brea, CA Police Department Cost Allocation Plan (Placentia Dispatch)  

City of Cathedral City, CA User Fee Study 

City of Cerritos, CA Development Services User Fee Study 

City of Coalinga, CA User Fee and Rate Study 

City of Colton, CA User Fee Study 

City of Compton, CA Master Fee Study and Development Impact Fee Study 

City of Covina, CA Overheard Cost Allocation Plan, and Updates 

City of Dinuba, CA Cost Allocation Plan and Utility Rate Study 

City of Encinitas, CA Cost Allocation Plan and User Fee Study 

City of Fillmore, CA Cost Allocation Plan, OMB Compliant Plan, and User Fee Study 

City of Florida City, FL Cost Allocation Plan 

City of Galt, CA Cost Allocation Plan and OMB Compliant Plan 

City of Gardena, CA Cost Allocation Plan 

City of Glendale, AZ Cost Allocation Plan 

City of Grover Beach, CA Full Cost Allocation Plan and Comprehensive Master Fee Study 

City of Hawthorne, CA Cost Allocation Plan 

City of Hawthorne, CA Comprehensive User Fee Study 

City of Hayward, CA Comprehensive Master User Fee Study 

City of Hayward, CA Full Overhead Cost Allocation Plan 

City of Hemet, CA Cost Allocation Plan and User Fee Study 

City of Hesperia, CA Cost Allocation Plan 

City of Irvine, CA OMB A-87 Cost Allocation Plan and User Fee Study 

City of Irwindale, CA 
Cost Allocation Plan, User Fee Study  
and Development Impact Fee Study 

City of La Mirada, CA Cost Allocation Plan and User Fee Study 

City of La Mirada, CA Cost Allocation Plan and User Fee Study Update 

City of La Puente, CA Cost Allocation Plan, OMB Compliant Plan, and User Fee Study 

City of Laguna Hills, CA Comprehensive User Fee Study and Cost Allocation Plan Update 

City of Lake Elsinore, CA 
Cost Allocation Plan, OMB Compliant Plan, User Fee Study  

and Development Impact Fee Study 

City of Long Beach, CA Update to Departmental Cost Allocation Plan  
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Willdan Financial Services  
5 Year Cost Allocation Plan and User Fee Study Experience  

Contracting Agency Project Description 

City of Long Beach, CA Departmental Mini Cost Allocation Plans 

City of Long Beach, CA Cost Allocation Plan and Cost Index Consulting Services 

City of Long Beach, CA Amends Cost Allocation Plan 

City of Lynwood, CA Cost Allocation Plan, Update 

City of Lynwood, CA City Hall Renovation Cost Allocation Plan 

City of Manteca, CA Cost Allocation Plan 

City of Mission Viejo, CA Comprehensive User Fee Study and Cost Allocation Plan 

City of Montebello, CA Cost Allocation Plan Update 

City of Montebello, CA Transit Cost Allocation Plan 

City of Monterey Park, CA Cost Allocation Plan and User Fee Study, and Updates 

City of Monterey Park, CA Cost Allocation Plan Update 

City of Monterey, CA Cost Allocation Plan and Indirect Cost Rate  

City of Monterey, CA Cost Allocation Plan Update 

City of Murray, UT Cost Allocation Plan 

City of Oroville, CA Cost Allocation Plan and User Fee Study 

City of Pacifica, CA Comprehensive Citywide User Fee Study and Charges Rate Study 

City of Petaluma, CA 
Cost Allocation Plan, User Fee Study, CIP Admin Rate and Work 

Order Rate Analysis, Hourly Overhead Rates,  
and ISF Allocation Study  

City of Petaluma, CA Cost Allocation Plan Update 

City of Pittsburgh, CA User Fee Study and Cost Allocation Plan 

City of Placentia, CA Comprehensive User Fee Study and Cost Allocation Plan 

City of Salinas, CA Full Cost Allocation Plan and Comprehensive Fee Study 

City of San Bruno, CA 
Comprehensive User Fee Study, Cost Allocation Plan,  

and OMB Compliant Plan 

City of San Fernando, CA 
Cost Allocation Plan, OMB Compliant Plan, User Fee Study  

and Development Impact Fee Study 

City of St. Helena, CA 
Cost Allocation Plan, OMB Compliant Plan, User Fee Study  

and Development Impact Fee Study 

City of Tulare, CA Cost Allocation Plan 

City of Ukiah, CA Comprehensive Fee Study and Cost Allocation Plan  

City of Union City, CA 
Comprehensive User Fee and Rate Study, Full Cost Allocation Plan, 

and OMB Compliant Plan 

City of Walnut Creek, CA Comprehensive User Fee Study & Cost Allocation Plan 

City of Watsonville, CA 
Comprehensive User Fee and Rate Study, Cost Allocation Plan,  

and OMB Compliant Plan 

City of West Covina, CA Cost Allocation Plan and User Fee Study 

City of Yucaipa, CA 
Comprehensive User Fee and Rate Study, Full Cost Allocation Plan, 

and OMB Compliant Plan 
Community Child Care Council of  

Santa Clara County, CA 
Cost Allocation Plan 

Rainbow Municipal Water District, CA  Cost Allocation Plan and OMB Compliant Plan 

Sacramento Public Library, CA  Cost Allocation Plan, and Updates 

Town of Danville, CA Cost Allocation Plan 

Town of Fairfax, CA User Fee Study and Cost Allocation Plan  

Town of Los Altos Hills, CA Cost Allocation Plan and User Fee Study, and Updates 

Town of Paradise Valley, AZ User Fee Study 
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Firm Capabilities 
Willdan’s proven and successful track-record conducting User Fee Studies and Cost Allocation Plan services for 
public agencies dates back to 1998. Since that time, we have developed the expertise to successfully integrate this 
service into the Financial Consulting Services group’s primary functions. 

Our record of success within the industry provides assurance of the professionalism and capability we will bring to 
this engagement. A team composed of project managers and analysts develop and/or update cost allocation plans, 
along with their frequent companion projects — user fee studies.  

Vice President and Group Manager Chris Fisher has been assigned to serve as the County’s representative; and has 
been selected for this role due to his extensive experience, which includes the preparation and supervision of 
numerous Cost Allocation Plans and User Fee Studies, as well as his experience presenting to governing bodies, 
stakeholders, and industry groups.  

It is important to note that Mr. Fisher has been with Willdan for more than 17 years, ensuring San Benito 
County of continuity and dedication in staffing during the completion of the project.  

Key Staffing  
Our management and supervision of the project team is very simple: staff every position with experienced, capable 
personnel in sufficient numbers to deliver a superior product to the County, on time and on budget. With that 
philosophy in mind, we have selected experienced professionals for this engagement. We are confident that our team 
possesses the depth of experience that will successfully fulfill your desired work performance. 

Mr. Chris Fisher will serve as the Project Manager for the County and primary contact for the User Fee Study 

project. He will apply his extensive financial rate design/modeling experience and ability to clearly communicate 
results through the facilitation of numerous stakeholder forums. In this role, he will attend meetings and presentations, 
produce key study elements, and will be responsible for work deliverables. 

Mr. Tony Thrasher and Ms. Priti Patel will provide Analytical Support, they will work closely with Mr. Fisher, and 

the County to develop complete and accurate models that will best fit the project needs. They will ensure that data is 
collected, interpreted, researched, and correctly entered into the model. Experience gained assisting with cost 
allocation plan and user fee projects for the Cities of Placentia, Bellflower, Irvine, Mission Viejo, Petaluma, and 
Yucaipa will be utilized throughout this engagement.  

Mr. Robert Quaid, CPA, will provide quality assurance/quality control to this engagement in the role of Quality 
Assurance/Technical Advisor. Mr. Quaid will review the models as a third-party internal reviewer prior to their 

submittal to County staff. His continual review of data entry and model development assures that the draft, and final 
products have been thoroughly evaluated for potential errors; thus providing quality client deliverables, and high levels 
of integrity and outcomes throughout the duration of the project. 

Furthermore, to ensure that the project stays on schedule, and is properly focused on County objectives, Mr. Fisher, 
in collaboration with Mr. Thrasher and Ms. Patel, will provide County staff with updates to summarize our progress 
against the project timeline, and update the status of upcoming deliverables. We will also document discussions 
leading to important policy decisions and/or the choice of critical assumptions used in constructing the analysis and 
model.  

The Project Team will utilize a detailed Project Management Plan from the outset of the engagement to manage and 
control all proposed activities, deliverable deadlines, client and stakeholder engagement, and quality control. Willdan 
will meet with staff to enhance our understanding of the project objectives, review the project timelines, and seek 
assistance in identifying the best information sources to obtain the necessary inputs to evaluate the County. Finally, 
following key stakeholder discussions, we will schedule a call to summarize findings and direction with County staff, 
to make certain that we are in agreement with stated objectives, and that feedback is incorporated as appropriate. 
These steps guarantee that as the project moves forward success will be achieved by continually aligning our 
approach and work with stakeholder and County objectives, adjusting where necessary.  

Resumes 
Resumes for Willdan’s project team are presented on the following pages.  
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Education 

San Francisco State 
University, Bachelor of 

Science, Finance 

Areas of Expertise 

Cost of Service Analyses 

Multi-disciplinary Team 
Management 

Special District 
Formations 

Client Presentations 

Proposition 218 

Affiliations 

California Society of 
Municipal Finance 

Officers 

Municipal Management 
Association of  

Northern California 

California Municipal 
Treasurers Association 

17 Years’ Experience 

Chris Fisher 

Project Manager 
Mr. Chris Fisher, Vice President and Group Manager of Willdan’s Financial Consulting 
Services group, will serve as project manager for the County project. He will also share his 
extensive knowledge related to cost-of-service principles with members of the project team. 

Mr. Fisher joined Willdan in April of 1999, and during that time has managed an array of 
financial consulting projects for public agencies in California, Arizona, and Florida, coordinating 
the activities of resources within Willdan, as well as those from other firms working on these 
projects. He is one of the firm’s leading experts for special district financing related to public 
infrastructure, maintenance, and services, including public safety. 

Related Experience 

City of Petaluma, CA — Overhead Cost Allocation Plan and OMB Circular A-87 Plan, 

User Fee Study, CIP Rate Analysis, and Hourly Overhead Rate Study: Mr. Fisher served 
as project manager for the project team, and provided oversight for this thorough and intensive 
study for the City of Petaluma. 

Sacramento Public Library Authority, CA — Cost Allocation Plan and OMB Circular A-

87: In April 2014, as Project Manager, Mr. Fisher completed the final report for the Sacramento 

Public Library Authority. Throughout the project, he provided quality assurance to the project, 
which involved the development of a methodology for this unique venture. Mr. Fisher presented 
the final report to the Library Authority Board, as well as the Joint Powers Authority. A 2015 
update to the CAP has just been completed and presented to the Board.  

City of Hayward, CA — Cost Allocation Plan and User Fee Study: Mr. Fisher served as the 

project manager for the City’s full overhead cost allocation plan and OMB A-87 cost allocation 
plan, along with a comprehensive master user fee study. He worked with the City and Willdan 
staff to gather the necessary data, and is overseeing Willdan’s development of the cost 
allocation model. The City has a complicated and detailed budget and the cost allocation plan 
that Willdan developed is tailored to their structure, and includes provision for several Internal 
Service Funds. 

City of Salinas, CA — Comprehensive Fee Study and Full Cost Allocation Plan: Mr. Fisher 

served as the project manager for the City of Salinas engagement, to prepare an OMB A-87-
compliant full cost allocation plan and comprehensive fee study for the development of a 
master list of fees. Mr. Fisher led an all-departments overview meeting, where the framework 
and general process was reviewed, and global practical and policy questions were addressed. 
Immediately following the overview meeting, individual meetings were held with 
representatives from each department to discuss their specific fee related activities, and gather 
necessary information to update fees.  

City of Covina, CA — Comprehensive Cost Allocation Plan and User Fee Study: Mr. 

Fisher served in the role of project manager for the City’s engagement. The cost allocation 
plan developed will aid the City in the recovery of overhead costs related to central service 
activities. The user fee study was focused on fees charged by the following departments: City 
Clerk, Finance, Police, Fire, Library, and Community Development. 

City of Hemet, CA — Comprehensive Cost Allocation Plan and Comprehensive User Fee 

Study: Mr. Fisher oversaw the update of the City’s general overhead allocation plan and cost-

of-service user fees. Willdan had provided similar financial consulting services to the City in 
2007 and were called upon in 2012 to update these analyses. Service fees included those 
charged by the City Clerk, Finance, Police, Fire, Library and Community Development 
departments.  

City of Irvine, CA — OMB A-87 Cost Allocation Plan and Comprehensive User Fee Study: 

Willdan completed a cost allocation plan and user fee study for the City of Irvine. Mr. Fisher 
managed and provided quality assurance to this project, ensuring the accuracy of the models, 
as well as the final reports. He also presented the results to the City’s Finance Commission 
and to the City Council.    
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City of La Mirada, CA — Overhead Cost Allocation Plan and Citywide User Fee Study: 
Mr. Fisher provided policy guidance and quality assurance to the City’s update and 
development of a comprehensive citywide user fee study for the development of a master user 
fee and rate schedule and a cost allocation plan to recover overhead costs related to central 
service activities. 

Town of Los Altos Hills, CA — Cost Allocation Plan and User Fee Study: Mr. Fisher was 

the engagement director for Willdan’s work with the Town to complete a cost allocation plan 
and user fee update. The Town had not undertaken a user fee study for many years, and 
utilized an outdated, internally developed, cost allocation plan. Willdan completed the cost 
allocation plan, and presented the report and results to the Town’s Finance Commission. A 
preliminary user fee model was developed and a draft schedule of updated fees prepared. Mr. 
Fisher oversaw the development and quality review of both the cost allocation and user fee 
models and was responsible for QA/QC of the report. 

City of Placentia, CA — Cost Allocation Plan and User Fee Study Studies: Mr. Fisher 

oversaw the development of an overhead cost allocation study, as well as a User Fee Study 
for the development of the City of Placentia’s master list of fees.  

C. Fisher 

Resume Continued 

75



User Fee Study  

San Benito County 
 

 

 

15 

Education 

Bachelor of Science in 
Finance (Econometrics); 

California State 
Polytechnic University, 

Pomona 

Areas of Expertise 

Cost Allocation Plans 

Fiscal Analysis for User 
Fees and Rates 

Utility Rate Studies 

9 Years’ Experience 

Tony Thrasher 

Analytical Support 

Due to his cost allocation and user fee analyses experience, Mr. Tony Thrasher has been 
selected to provide analytical support for the County’s engagement. Currently, Mr. Thrasher is 
a senior project analyst within the Financial Consulting Services group, whereby his 
responsibilities include supporting project managers and conducting fiscal analyses for cost 
allocation plans, user fees, and utility rate studies. 

Mr. Thrasher’s prior employment was as a financial analyst working in bond, equity, and 
mortgage-backed security markets for Wells Fargo Bank, Bank of New York Mellon, and 
Deutsche Bank. His experience includes portfolio accounting, differential analysis, and 
forecasting.  

Related Experience 

City of Salinas, CA — Full Cost Allocation Plan and Comprehensive Fee Study: Mr. 
Thrasher provided analytical support for the City of Salinas OMB A-87-compliant full cost 
allocation plan and comprehensive fee study engagement. He worked closely with City staff to 
gather and analyze data to produce reports, participated in multiple meetings, and assisted the 
City appointed Project Manager in the adoption of the new fees. 

City of Hayward, CA — Cost Allocation Plan and User Fee Study: For this project, Mr. 

Thrasher provided analytical support, and was largely responsible for the development of the 
models. Primary duties include gathering and verifying necessary data, finalizing model figures 
and generating reports. 

City of Petaluma, CA — Overhead Cost Allocation Plan and OMB Circular A-87 Plan, 

User Fee Study, CIP Rate Analysis, and Hourly Overhead Rate Study: Mr. Thrasher 

provided analytical support for this engagement. His primary duties were to work with City staff 
to gather data, provide assistance to the project manager, and produce reports.  

Sacramento Public Library Authority, CA — Cost Allocation Plan and OMB Circular A-
87: Mr. Thrasher provided analytical support. His primary duties included finalizing model 
figures and generating reports. 

City of Irvine, CA — OMB A-87 Cost Allocation Plan and Comprehensive User Fee Study: 

Serving as the project’s analyst, Mr. Thrasher provided analytical support; and designed micro-
level allocation models to ensure full-cost recovery for public safety, public works, community 
development, community services, and administrative departments. 

City of Mission Viejo, CA — Cost Allocation Plan and User Fee Study: Mr. Thrasher was 

assigned to work with the City on this project, providing analytical support, gathering data, 
working with staff to make refinements, and developing cost allocation and fee models to 
ensure full-cost recovery for building and safety, planning, community development, and public 
works departments. 

City of West Covina, CA — Cost Allocation Plan and Comprehensive User Fee Study: 

Mr. Thrasher is providing analytical support in association with the gathering of budget and 
allocation basis data, and in the development of the model and report for the project. He is 
working directly with the City contact throughout the engagement. 

City of Placentia, CA — Cost Allocation Plan and User Fee Study: As the assigned analyst, 

Mr. Thrasher provided analytical support; and designed micro-level allocation models to ensure 
full-cost recovery for police, community services, engineering, planning, and building 
departments. 

City of Bellflower, CA — OMB A-87 Cost Allocation Plan and Comprehensive User Fee 
Study Update: In Willdan’s initial engagement with the City, Mr. Thrasher provided analytical 

support, with his primary duties including finalizing model figures and generating reports. In the 
subsequent update of both the CAP and the Fee Study, Mr. Thrasher assumed a lead technical 
role, working directly with the client to develop a new Cost Allocation Model, update the 
comprehensive fee model, and resolve policy and fee setting issues. He was directly 
responsible for delivery of reports and presentations to the City.  
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Education 

Bachelor of Arts; 
Business 

Management, 
Information Systems 

and International 
Business  

University of Cincinnati  

Areas of Expertise 

Cost Allocation Plans 

User Fee Studies 

Proposition 218 

2 Years’ Experience 

Priti Patel 

Analytical Support 

Ms. Priti Patel is an analyst within the Financial Consulting Services group, whereby she 
supports project managers in conducting utility rate analyses, fee studies, cost allocation plans, 
monitoring Proposition 218 compliance, and forming special districts.  

Some of Ms. Patel’s duties include coordinating and conducting activities associated with Cost 
Allocation Plans and User Fee Studies, including database integration and manipulation, 
revenue and expenditure analyses, and documentation preparation. With these duties she 
interacts with clients on a regular basis. 

Ms. Patel joined Willdan in early 2015, as an analyst with the District Administration Group, 
while with DAS she performed research and analysis needed for local government financial 
issues related to district administration, including document data entry and updating, database 
management, research and report preparation. She also provided general information on 
questions pertaining to Assessment Districts and special taxes (such as Mello-Roos Pools), as 
well as the status of property delinquencies. 

Ms. Patel came to Willdan with more than five years’ experience as an Analyst. 

Related Experience 

Rainbow Municipal Water District, CA — Cost Allocation Plan and OMB Compliant Plan: 

Ms. Patel is providing analytical support to ensure that the District’s Cost Allocation Plan and 
OMB compliant cost allocation model and plan fairly allocated general and administrative 
overhead service costs to appropriate activities and departments.  

City of Dinuba, CA — Utility Rate Study and Cost Allocation Plan Update: Ms. Patel 

assisted with a utility rate study and a cost allocation plan update for the City. Duties included 
reviewing relevant documentation, gathering information related to indirect staffing and 
functions, assisting in the preparation of a comprehensive draft cost allocation model and plan, 
and testing and reviewing the model and results with project management staff. 

City of Yucaipa, CA — Cost Allocation Plan and Comprehensive User Fee Study: 

Currently providing analytical support in the preparation of a Cost Allocation Plan and OMB 
compliant cost allocation plan and comprehensive fee study for the development of a master 
list of fees. Ms. Patel is working to identify and take into account direct and indirect costs, along 
with changes in staffing, structure, and service delivery methods. She also assisted in the 
preparation of user-friendly Excel-based models that City staff could easily update in the future 
to determine the proper allocation of expenditures and ongoing full cost of City-provided 
services. 

City of Fillmore, CA — Full Cost Allocation Plan and User Fee Study: Ms. Patel helped 

develop a cost allocation plan and model that fully allocated central overhead costs to 
appropriate operating departments, funds, and/or programs. She assisted in the completion of 
the model and report, and worked directly with senior staff to their feedback and revisions. 

City of Chula Vista, CA — Formation of Special Districts: Ms. Patel is currently assisting 

Willdan senior staff with the formation of special tax districts to fund public infrastructure 
improvements within the City of Chula Vista. 

City of San Fernando, CA — Cost Allocation Plan and Comprehensive User Fee Study: 

Ms. Patel is currently providing support to senior team members in the preparation of a Cost 
Allocation Plan, OMB Compliant Plan and Comprehensive User Fee Study. The cost allocation 
plan is being used as a component of the comprehensive user fee study. The user fee study 
is in progress and expected to be completed in early 2017. 

City of Laguna Hills, CA — Cost Allocation Plan and Comprehensive User Fee Study: 

Ms. Patel provided analytical support in the preparation of a full cost allocation plan and 
comprehensive fee study for the development of a master list of fees.   
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Education 

Bachelor of Science, 
University of Southern 

California 

Areas of Expertise 

Fiscal Analysis for User 
Fees and Rates  

Cost Allocation Plans 

Acquisition Audit 
Services 

Statutory Financial 
Reporting 

Fund Audits 

Quality Review of 
Community Facilities, 

Lighting & Landscaping, 
and Assessment 

Districts 

Affiliations 

California Society  
of Municipal  

Finance Officers 

California Society  
of CPAs 

Certifications/Licenses 

Certified Public 
Accountant 

35 Years’ Experience 

 

Robert Quaid, CPA 

Quality Assurance/Technical Advisor 

With his 35 years of extensive experience in public financing, Mr. Robert Quaid has been 
selected to provide quality assurance/quality control in the role of technical advisor. In his 
position as a Principal Consultant at Willdan, Mr. Quaid provides project management, 
procedural support, technical support, and quality review for Willdan’s District Administration 
group, as well as the Financial Services Consulting group specific to cost allocation plans, user 
fee studies, and special financial analysis. 

Prior to joining Willdan, Mr. Quaid worked in the private industry of real estate accounting and 
finance. He began his career with the public accounting firm formerly known as Haskins & Sells 
(currently known as “Deloitte & Touche”). His experience includes financial statement 
analyses, asset administration, computer conversion, and reporting to the Securities and 
Exchange Commission for several public real estate partnerships. In 1979, Mr. Quaid became 
a licensed California CPA.  

Related Experience 

City of Thousand Oaks, CA — Cost Allocation Plan: Mr. Quaid served as project manager 

for the development of an OMB A-87 compliant cost allocation plan model using fiscal year 
2009 actual costs as the basis for the allocations. He was responsible for the preparation of 
the Cost Allocation Plan report and provided cost allocation model training to City staff. 

The objective of this project was to determine the appropriate allocation of indirect costs from 
City General Fund central service departments to the General Fund operating 
departments/programs and the non-General Fund departments/programs. The plan model 
included 16 allocation bases allocating costs to over 100 departments and divisions. Both full 
and OMB A-87 cost allocation models were delivered to the City. Willdan was awarded a four-
year contract. 

Cities of Fontana, Gardena and Hawthorne, CA — Cost Allocation Plan Projects: For 

each of these cities, Mr. Quaid served in the role of task manager for the development of an 
OMB A-87 compliant cost allocation plan model using Microsoft Excel. He was responsible for 
the preparation of the cost allocation plan report and trained City staff on how to use the cost 
allocation model.  

City of Rialto, CA — Comprehensive User Fee Study: Project manager for the 

Comprehensive User Fee Study to develop a user fee model in Microsoft Excel and update 
fees for Planning, Engineering, Building, Public Works, Recreation, Police, Fire, City Clerk, 
Treasurer and Finance. 

City of Cathedral City, CA — Comprehensive User Fee Study: Mr. Quaid served as project 
manager for a user fee study that required updating fees for Planning, Engineering, Building, 
Police, Fire, City Clerk, and Finance. 
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References 

Recent Projects 
Provided below are recent project descriptions, including client contact information, that are similar in nature to those 
requested by the County. We are proud of our reputation for customer service, and encourage you to contact these 
clients in regards to our commitment to completing the projects within budget and agreed upon timelines.  

City of Petaluma, CA | Overhead Cost Allocation Plan and OMB Circular A-87 Plan, User Fee 

Study, CIP Rate Analysis, and Hourly Overhead Rates  

Willdan provided an Overhead Cost Allocation Plan and OMB Circular A-87 Plan, User Fee Study, CIP Rate Analysis, 
and Hourly Overhead Rates to the City of Petaluma. After reviewing the City’s 2014 Master Fee Schedule, we 
developed an Overhead Cost Allocation Study, which is OMB A-87 compliant, and a User Fee Study that accurately 
accounts for the true cost of providing various services within and to each City operation, including capital projects. 
As part of this effort, we also developed fully burdened hourly rates for City employees that can be used for work 
orders, or to charge to specific activities. This included an analysis of administrative and overhead costs associated 
with activities that are delivered directly to the public, where hourly rates may be charged, to ensure appropriate 
recovery of costs.  

Willdan completed these studies concurrently, in a manner that fully identifies and takes into account direct and 
indirect costs, along with changes in staffing, structure, and methods of service delivery.  

Client Contact:  Mr. Bill Mushallo, Finance Director  
11 English Street 
Petaluma, CA  94952  
Tel. #: (707) 778-4352 | Email: Financeemail@ci.petaluma.ca.us  

City of Belmont, CA | Master Fee Study and Cost Allocation Refinement  

Willdan recently completed a Master Fee Study and an analysis and review of the existing Cost Allocation Plan for 
the City of Belmont, and a Fee and Rate Study for the Belmont Fire Protection District. Collectively, the Fee Studies 
will ensure that the City and FPD can accurately account for the cost of providing various services to the public, and 
set updated fees appropriately; while the CAP review and refinement ensures that the Plan developed internally by 
the City is allocating the cost of its central (overhead) service organizations to operating groups and enterprise funds, 
in an equitable and defensible manner. 

Client Contact:  Mr. Thomas Fil, Director of Finance 
One Twin Pines Lane, #320 
Belmont, CA 94002 
Tel #: (650) 595-7433 | Email: TFil@belmont.gov  

City of Hayward, CA | Full Overhead Cost Allocation Plan, OMB A-87 Cost Allocation Plan, and 

Comprehensive Master User Fee Study 

Willdan completed a full overhead cost allocation plan and OMB A-87 cost allocation plan, along with a 
comprehensive master user fee study for the City of Hayward. The Willdan team worked with City staff to gather the 
necessary data to develop the cost allocation model. The City had a complicated and detailed budget and the cost 
allocation plan that Willdan developed is tailored to their structure, and includes provisions for several Internal Service 
Funds. Willdan staff worked through the course of reorganizing staff functions and/or reducing staff, it was important 
to revisit the manner and methodology by which indirect overhead costs were distributed to the operating departments 
and, as appropriate, other chargeable funds and programs. The City was in need of a new cost allocation plan that 
would ensure the fair and equitable allocation of government expenses to appropriate departments, programs, and 
funds, while utilizing tailored and well thought out allocation factors.  

Furthermore, Willdan updated many of its user fee programs, and the information developed during the cost allocation 
plan served as the basis for the study.  

Client Contact:  Mr. Dustin Claussen, Director of Finance 
777 B Street, 3rd Floor 
Hayward, CA  94541  
Tel. #: (510) 583-4010 | Email: Dustin.Claussen@hayward-ca.gov  
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City of Monterey, CA | Cost Allocation Plan and Indirect Cost Rates 

Willdan recently completed a cost allocation plan for the City of Monterey. The objective of this project was to 
determine the appropriate allocation of indirect costs from City General Fund Central Service Departments to the 
General Fund operating departments/programs and the Non-General Fund departments/programs, which includes 
enterprise funds. The project involved the development of a full Cost Allocation Plan model, and development of 
indirect and fully burdened rates for use in projects and services related to the Presidio. Recommended procedures 
included: analyze expenditures, interview staff, review CAFR, and other financial documents. Mr. Fisher served as 
the project manager and Mr. Thrasher served as the project analyst. 

Willdan was recently re-selected to provide an update to the CAP and to calculate fully burdened hourly staff labor 
rates. 

Client Contact:  Ms. Julie Porter, Assistant Finance Director  
580 Pacific Street 
Monterey, California 93940  
Tel #: (831) 646-3724 | Email: Porter@monterey.org 

City of Yucaipa, CA | Cost Allocation Plan, OMB Cost Allocation Plan, and Comprehensive User 

Fee Study 

Willdan was recently engaged to prepare for the City of Yucaipa a Cost Allocation Plan, OMB Compliant Cost 
Allocation Plan, and Comprehensive Fee Study. Willdan developed a cost allocation plan and model that fully 
allocated central overhead costs to appropriate operating departments, funds, and/or programs. This portion of the 
project involved the development of two models: a full Cost Allocation Plan and an OMB compliant Cost Allocation 
Plan. The OMB compliant Plan was developed using the same model, utilizing a toggle to remove previously flagged 
costs that would not be allocable under OMB guidelines.  

Utilizing the full CAP, the comprehensive user fee study phase of the project is underway. Full interviews and data 
gathering have been completed, and the fee model has been developed and is in the refinement stage. 

Client Contact:  Mr. Greg Franklin, Director of Administrative Services  
34272 Yucaipa Boulevard 
Yucaipa, CA 92399 
Tel #: (909) 797-2489 | Email: GFranklin@yucaipa.org 

City of Laguna Hills, CA | Cost Allocation Plan Update and Comprehensive User Fee Study 

The City of Laguna Hills was seeking an outside consultant to complete a review and update of their current cost 
allocation plan and the preparation of a comprehensive user fee study for the development of its master list of fees. 
Our primary objective for the cost allocation study was to ensure that general government costs were fairly and 
equitably allocated to appropriate programs and funds, which are based on tailored and well thought out allocation 
factors. Then, for the Fee Study, the primary objective was to ensure that fees for requested services were calculated 
to account for the full cost of providing the services, and set appropriately, given City policy and financial objectives.  

Willdan recently completed the update to the cost allocation plan, and is utilizing the report to complete the 
comprehensive user fee study.  

Client Contact:  Ms. Janice Mateo-Reyes, Finance Manager 
24035 El Toro Road 
Laguna Hills, CA 92653 
Tel #: (949) 707-2623 | Email: JReyes@ci.laguna-hills.ca.us 
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Schedule of Fees 

User Fee Study 
Based on our outlined Work Plan, we propose a not-to-exceed fixed fee of $24,925. The table below provides a 
breakdown of this fee by task and project team member. 

 

 

Notes: 

 The cost of preparing the User Fee Study can be included in the resulting new fee schedule. Therefore, over 
time, the County can recover the initial outlay of funds that was required to complete the studies.  

 There is no additional expense for the proprietary software program. 

 Our fee includes all direct expenses associated with the project. 

 We will invoice the County monthly based on percentage of project completed. 

 Additional services may be authorized by the County, and will be billed at our then-current hourly overhead 
consulting rates. 

 

 

C. Fisher 

Principal-in-

Charge

T. Thrasher 

Analytical 

Support

P. Patel 

Analytical 

Support

R. Quaid 

QA/Tech 

Advisor
Total

 $           250  $         135  $         125  $         210 Hours Cost

Scope of Services

Task 1: Initial Document Request -                  2.0            -                -                2.0       270$          

Task 2: Compile Inventory of Fees, Develop OH Percentages -                  16.0           6.0            -                22.0     2,910         

Task 3: Kick-off /Refine Scope 1.0              2.0            2.0            -                5.0       770            

Task 4: Develop Comprehensive Fee Model -                  6.0            16.0           -                22.0     2,810         

Task 5: Time Survey Interviews and On-site Information Gathering 8.0              9.0            8.0            -                25.0     4,215         

Task 6: Data Analysis and Final Fee and Rate Schedule 1.0              16.0           28.0           1.0            46.0     6,120         

Task 7: Prepare and Present Draft Report 2.0              8.0            16.0           2.0            28.0     4,000         

Task 8: Revise Draft/Determine Cost Recovery Levels 1.0              6.0            8.0            1.0            16.0     2,270         

Task 9: Prepare and Present Final Report/Train Staff on Model 2.0              6.0            2.0            -                10.0     1,560         

     Subtotal – User Fee Study: 15.0            71.0           86.0           4.0            176.0   24,925$     

Total Willdan Labor Costs 15.0            71.0           86.0           4.0            176.0   24,925$     

San Benito County 

User Fee Study

Fee Proposal 

81



User Fee Study  

San Benito County 
 

 

 

21 

Hourly Fee Schedule 
Our current hourly rates are listed below.  
 

Willdan Hourly Rate Schedule 

Position Hourly Rate 

Group Manager  $250 

Managing Principal  $240 

Principal Consultant $210 

Senior Project Manager  $185 

Project Manager $165 

Senior Project Analyst  $135 

Senior Analyst $125 

Analyst II $110 

Analyst I $100 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 5.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY ADMINISTRATION OFFICE

DEPT HEAD/DIRECTOR: Ray Espinosa

AGENDA ITEM PREPARER: Chase Graves

SBC DEPT FILE NUMBER: 119

SUBJECT:

COUNTY ADMINISTRATION OFFICE - R. ESPINOSA
Approve the Countywide Common record retention schedule and the record retention schedules
for the following department: Ag Commissioner; Assessor; Behavioral Health; Child Support;
Information Technology; Grand Jury; Sheriff; Health and Human Services Agency.
SBC FILE NUMBER: 119.

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

San Benito County enlisted the services of a consultant, Diane Gladwell, to assist in creating a
county-wide records retention schedule.  The final retention schedules for each of the departments
were created with the input of each of the respective department heads. 
 
Having a comprehensive records retention schedule will assist all County departments in becoming
more efficient and will also help to alleviate the problems that many County departments are
experiencing as a result of a lack of storage space. 
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Please note that not all departments have been included in this agenda item due to the need for
County Counsel to finish reviewing the remaining departments.  The remaining departments will be
presented at the April 11, 2017 Board meeting.
 
Emails may continue to be stored electronically on the County's existing email server until an email
retention policy is developed in the future.

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

Approve the records retention schedules for the County of San Benito, and specific San Benito
County Departments.

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
How to use Retention Schedules 3/17/2017 Cover Memo

revised legend 3/24/2017 Cover Memo

Countywide Common revised 940 friday 3/24/2017 Cover Memo

Ag Commisioner final 3/24/2017 Cover Memo

Assessor 3/17/2017 Cover Memo

Behavioral Health 3/17/2017 Cover Memo

Child support 3/24/2017 Cover Memo

Health and Human Services 3/17/2017 Cover Memo

Grand Jury 3/17/2017 Cover Memo

Information Technology 3/17/2017 Cover Memo

Sheriff from 952 am final 3/24/2017 Cover Memo
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HOW TO USE RETENTION SCHEDULES  
©1995-2016 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved 

Do not duplicate or distribute without prior written permission 

 

 
A legend explaining the information presented in the retention schedule has been printed on the back of 
each page for your easy reference; an index to locate records is also provided.  
 
The specified retention period applies regardless of the media of the record:  If a record is stored on paper 
and a computer file on a hard drive, both records should be destroyed (or erased) after the specified 
period of time has elapsed.   
 
Copies or duplicates of records should never be retained longer than the prescribed period for the original 
record. 
 

STRUCTURE:  COUNTYWIDE, DEPARTMENTS & DIVISIONS 

 
The County-wide retention schedule includes those records all departments have in common (letters, 
memorandums, purchase orders, etc.).  These records are NOT repeated in the Department retention 
schedule, unless that department is the Office of Record, and therefore responsible for maintaining the 
original record for the prescribed length of time. 
 
Each department has a separate retention schedule that describes the records that are unique to their 
department, or for which they are the Office of Record.   Where appropriate, the department retention 
schedules are organized by Division within that Department.  If a record is not listed in your department 
retention schedule, refer to the County-wide retention schedule.  An index will be provided for your 
reference. 
 

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

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

 • Reduce the cost of records storage 
 • Eliminate duplication of effort within the County 
 • Find records faster 
 • Easier purging of file folders 
 • Determine what media should be used to store records 
 
For questions, please contact the Clerk of the Board. 
 

Authorization to Destroy Records: 
 
All original records that have exceeded their retention period must be authorized for destruction according 
to County Policies & Procedures prior to destroying them. 
 
Copies, drafts, notes and non-records do NOT require authorization, and can be destroyed “When No 
Longer Required.” 

 If there is a minimum retention (“ Minimum 2 years"), it must be authorized for destruction 
before it is destroyed, as it is an original record. 

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

 On every page of the schedules (near the top, just under the column headings) are important 

instructions, including instructions regarding holds on destroying records.  “Litigation, 

complaints, claims, public records act requests, audits and/or investigations suspend 

normal retention periods (retention resumes after settlement or completion).” 
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RECORDS RETENTION SCHEDULE LEGEND  
©1995 – 2017 Gladwell Governmental Services, Inc. (909) 337-3516 - all rights reserved 

Do not duplicate or distribute without prior written permission 

 

 

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

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

Transitory Records not retained in the ordinary course of business: Preliminary drafts, notes, or interagency or intra-agency memoranda and records having 
only transitory value.  Examples:  Telephone messages, meeting room reservation schedules, logs, source records entered into a computer system that 
qualifies as a “trusted system”, etc. 
 

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

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

    Inactive:  How long the file is in off-site storage, stored on Unalterable Media / Optical Disk or Microforms (guideline) 

    Total Retention:  The total number of years the record will be retained 
 

For file folders containing documents with different retention timeframes, use the document with the longest retention time. 

  P = Permanent 

  Indefinite = No fixed or specified retention period; used for databases, because the data fields are interrelated.  
  

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

 Media Options (guideline) – the form of the record:   Mag = Computer Magnetic Media (hard drives, tapes, USB Drives, thumb drives, etc.) 
        Mfr = Microforms (aperture cards, microfilm, microfiche, or jackets)  
        Ppr = Paper   
        OD = Optical Disk, CD-r, DVD-r, WORM, or other media which does not allow changes 
 

 Scan / Import (guideline):   “S” indicates the record should be scanned into the document imaging system; 
     “I” indicates the record should be electronically imported into the document imaging system; 
     “M” indicates the record should be microfilmed 
 

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

 

Legend for legal citations (§:  Section) B&P:  Business & Professions Code (CA)  CBC:  California Building Code  
CC:  Civil Code (CA)   CCP:  Code of Civil Procedure (CA)   CCR:  California Code of Regulations (CA)   
CFC:  California Fire Code   CFR:  Code of Federal Regulations (US)  EC:  Elections Code (CA)     
EVC:  Evidence Code (CA)  FA:  Food & Agriculture Code (CA)   FC:  Family Code (CA)     
FTB:  Franchise Tax Board (CA)  GC:  Government Code (CA)   H&S:  Health & Safety Code (CA)    
HUD:  Housing & Urban Develop. (US) LC:  Labor Code (CA)     Ops. Cal. Atty. Gen..:  Attorney General Opinions (CA)   
PC:  Penal Code (CA)   R&T:  Revenue & Taxation Code (CA)  UFC:  Uniform Fire Code    
USC:  United States Code (US)  VC:  Vehicle Code (CA)    W&I:  Welfare & Institutions Code (CA) 
WC:  Water Code 
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-1

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Human 

Resources 

/ Risk 

Manage.

CW-001
ACCIDENT AND INJURY 

REPORTS - EMPLOYEES 

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Yes:  Before 

Resolution

Mag, Mfr, 

OD, Ppr

Personnel maintains workers 

compensation; GC §26201

Lead Dept. CW-002

ACCOUNTS PAYABLE / 

INVOICES / CLAIMS FOR 

PAYMENT

(after they are scanned and 

submitted to Auditor)

5 years 5 years Mag, Ppr

Paper must be retained for 5 

years; Meets auditing 

standards (audit + 4 years); 

GC §§26202, 24356

Lead Dept. CW-002

ACCOUNTS RECEIVABLE / 

DEPOSITS / CASH RECEIPTS 

(after they are scanned and 

submitted to Auditor)

5 years 5 years Mag, Ppr

Paper must be retained for 5 

years; Meets auditing 

standards (audit + 4 years); 

GC §§26202, 24356

Clerk of the 

Board
CW-003

ADMINISTRATIVE RULES & 

REGULATIONS

When 

Superseded

When 

Superseded

Mag, Mfr, 

OD, Ppr

CAO maintains originals; GC 

§26201

Lead Dept. CW-004

ADVISORY BOARDS & 

COMMISSIONS - 

APPLICATIONS:  ALL 

(Appointed and Not Appointed)

2 years 2 years Ppr GC §26202 et seq.

CW-005
AGENDAS:  See Commission, 

Committees, and Boards

Clerk of the 

Board
CW-006 AGREEMENTS & CONTRACTS

Send all 

Originals to 

Clerk of the 

Board

Send all 

Originals to 

Clerk of the 

Board

Yes:  Before 

Completion

Mag, Mfr, 

OD,  Ppr
S / M / I

Yes:  Upon 

Completion

Department maintains 

copies, GC §26201

SAN BENITO COUNTY ©1995-2016 Gladwell Governmental Services Inc. - all rights reserved

Do not duplicate or distribute without prior permission 909.337.3516          Approved: 
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-2

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Lead Dept. CW-007

AGREEMENTS & CONTRACTS:   

ADMINISTRATIVE RECORDS 

(Correspondence, certified 

payrolls, insurance certificates, 

payments, project schedules, 

etc.)

Completion 

+ 10 years

Completion + 

10 years

Yes:  Before 

Completion

Mag, Mfr, 

OD,  Ppr
S / M / I

Yes:  Upon 

Completion

Covers E&O Statute of 

Limitations (insurance 

certificates are filed with 

agreement); Published Audit 

Standards=4-7 years; Statute 

of Limitations: Contracts & 

Spec's=4 years, Wrongful 

Death=comp. + 5 years, 

Developers=comp. + 10 

years; Statewide guidelines 

propose termination + 5 

years; CCP §337 et. seq., 

GC §26202, Contractor has 

retention in 48 CFR 4.703

Lead Dept. CW-008

AGREEMENTS & CONTRACTS:  

ADMINISTRATIVE RECORDS - 

WITH grant funding 

(Correspondence, Project 

Administration, Project 

Schedules, Certified Payrolls, 

Invoices, Logs, etc.)  

Completion 

10 years or 

After 

Funding 

Agency 

Audit, if 

required, 

whichever is 

longer

Completion + 

10 years or 

After Funding 

Agency Audit, 

if required, 

whichever is 

longer

Yes:  Before 

Completion

Mag, Mfr, 

OD, Ppr
S / M / I

Yes:  Upon 

Completion

Some grant funding agencies 

require audits; Statute of 

Limitations for Errors & 

Omissions is 10 years; 

Published Audit Standards=4-

7 years; Statute of 

Limitations: Contracts & 

Spec's=4 years, Wrongful 

Death=comp. + 5 years, 

Developers=comp. + 10 

years; Statewide guidelines 

propose termination + 5 

years; CCP §337 et. seq., 

GC §26202

SAN BENITO COUNTY ©1995-2016 Gladwell Governmental Services Inc. - all rights reserved

Do not duplicate or distribute without prior permission 909.337.3516          Approved: 
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-3

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Lead Dept. CW-009

AGREEMENTS & CONTRACTS: 

UNSUCCESSFUL BIDS, 

UNSUCCESSFUL PROPOSALS 

or RESPONSES to RFPs 

(Request for Proposals) and/or 

RFQs (Request for 

Qualifications) that don't result in 

a contract

2 years 2 years Mag, Ppr

The RFP / RFQ and the 

successful proposal becomes 

part of the agreement or 

contract; GC §20602

Clerk of the 

Board
CW-010

AGREEMENTS, CONTRACTS, 

LEASES, MOUs, JPAs, etc.

(Approved by the Board of 

Supervisors)

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Yes:  Before 

Completion

Mag, Mfr, 

OD, Ppr
S / M 

Yes:  Upon 

Completion

County Clerk maintains 

originals - Lead Department 

may retain the RFP / 

Specifications and successful 

proposal; GC §26201

Clerk of the 

Board
CW-011

AUDITS (Financial):  Annual 

County

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Mag, Mfr, 

OD, Ppr

County Clerk maintains 

originals; GC §26201

Staffing 

Depart.
CW-012

BOARD OF SUPERVISORS AD-

HOC SUBCOMMITTEES 

composed solely of less than a 

quorum of the BOS:   (All 

records, including minutes and 

agendas)

2 years 2 years Mag, Ppr

All recommendations are 

given to full Board for action; 

Brown Act challenges must 

be filed within 30 or 90 days 

of action; GC §§26202 

54960.1(c)(1)

CW-013
BROCHURES: See Regulations 

/ Reference Manuals

Lead Dept. 

/ CAO
CW-014

BUDGET (COUNTY) - Drafts, 

Work Papers, etc.

When No 

Longer 

Needed

When No 

Longer 

Needed

Mag, Ppr

Do NOT send to Interim 

Storage; County Preference; 

GC §26201, 53901
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-4

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

County 

Clerk
CW-015

BUDGET (COUNTY) - Final / 

Adopted

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Yes:  

Current 

Budget

Mag, Mfr, 

OD, Ppr
Yes S / M / I

Yes:  After 

10 years

Do NOT send to Interim 

Storage; County Clerk 

maintains originals; Final 

must be filed with County 

Auditor; GC §26201, 53901

Clerk of the 

Board
CW-016 CLAIMS 

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Mag, Ppr GC §26201

CW-018

COMMISSIONS, COMMITTEES 

& BOARDS:  External 

Organizations 

When No 

Longer 

Needed

When No 

Longer 

Needed

Mag, Ppr Non-records

Lead Dept. CW-019
COMMISSIONS, COMMITTEES:  

Employees / Internal Committees
2 years 2 years Mag, Ppr

These are for employee / 

departmental meetings only; 

GC §26202

Lead Dept. CW-020

COMMISSIONS, COMMITTEES 

& BOARDS: AUDIO 

RECORDINGS / TAPES  of 

meetings 

1 year 1 year
Tape 

(Mag)

County preference; State law 

allows tapes to be destroyed 

after 30 days; GC 

§54953.5(b)

Staffing 

Dept.
CW-021

COMMISSIONS, COMMITTEES 

& BOARDS: Citizens Advisory 

Formed by the Board of 

Supervisors e.g. Planning 

Commission (AGENDAS, 

MEETING NOTICES, 

AFFIDAVIT OF PUBLICATION, 

PROOF OF PUBLICATION, 

LEGAL PUBLICATIONS, 

CERTIFICATE OF POSTING, 

CORRESPONDENCE, etc.)

2 years 2 years Mag, Ppr

Brown Act challenges must 

be filed within 30 or 90 days 

of action; County Clerk 

maintains original minutes; 

GC §§26202, 54960.1(c)(1)
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-5

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

CW-022 CONTRACTS:  See Agreements

CW-023
COPIES or duplicates of any 

record

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Ppr GC §26201

Dept. that 

Authors 

Document 

or 

Receives 

the 

County's 

Original 

Document

CW-024

CORRESPONDENCE - 

ROUTINE / GENERAL 

(e .g. Administrative, Chronological, 

General Files, Letters, Memoranda, 

Miscellaneous Reports, Press 

Releases, Public Records Act 

Requests, Reading Files, Working 

Files, etc.) 

2 years 2 years Mag, Ppr

Yes (if 

appro-

priate)

GC §26202
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-6

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Dept. that 

Authors 

Document 

or 

Receives 

the 

County's 

Original 

Document

CW-025

Correspondence - TRANSITORY 

/ PRELIMINARY DRAFTS, 

Interagency and Intraagency 

Memoranda not retained in the 

ordinary course of business 

(e.g. calendars, checklists, e-mail or 

social media posting NOT made or 

retained for the purpose of 

preserving the informational 

content for future reference  

invitations, instant messaging, logs, 

mailing lists, meeting room 

registrations, supply inventories, 

telephone messages, transmittal 

letters, thank yous, requests from 

other cities, undeliverable envelopes, 

visitors logs, voice mails, webpages, 

text messages, etc.)

When No 

Longer 

Needed

When No 

Longer 

Needed

Mag, Ppr

Electronic and paper records 

are filed and  retained based 

upon their content.  E-mails, 

electronic records, or social 

media postings that ARE  

made or retained for the 

purpose of preserving the 

informational content for 

future reference  are saved 

by printing them out and 

placing them in a file folder, 

or saving them electronically.  

If not mentioned here, 

consult the Attorney to 

determine if a record is 

considered transitory / 

preliminary draft.  GC 

§§26202, 6252, 6254(a); 64 

Ops. Cal. Atty. Gen.  317 

(1981))

Clerk of the 

Board
CW-026 COUNTY CODE 

Copies - 

When 

Superseded

Copies - 

When 

Superseded

Mag, Mfr, 

OD,  Ppr

Originals maintained by the 

Clerk of the BOS 

permanently; GC §26201

CW-027

DRAFTS & NOTES:  Drafts that 

are revised (retain the final 

version),  notes, etc. See 

comments.

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Mag, Ppr

As long as the drafts and 

notes are not retained in the 

"Regular Course of 

Business."  Refer to County 

Counsel to determine if a 

record is considered a draft.  

GC §§ 26201, 6252; 6254(a)
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-7

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Human 

Resources 
CW-028

EMPLOYEE ADMINISTRATION 

FILES:  Classification requests, 

salary changes, etc.

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Mag, Ppr
Auditor or Personnel is OFR; 

GC §26201

Auditor / 

Accounting
CW-029

FINANCIAL REPORTS (See 

Audits)

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Mag, OD I
Yes:  When 

Inactive
Auditor is OFR; GC §26201

Lead Dept. CW-030

GRANTS / ALLOCATIONS & 

GRANTS - SUCCESSFUL:  

Applications, Reports, and 

Financial Information

Includes CDBG

2 years

After 

Funding 

Agency 

Audit, if 

Required - 

Minimum 5 

years

After Funding 

Agency Audit, 

if required - 

Minimum 5 

years

Yes
Mag, Mfr, 

OD, Ppr
S / M / I No

Department Preference; 

Meets auditing standards; 

Uniform Admin. 

Requirements for Grants to 

Local Governments is 3 

years from expenditure report 

or final payment of grantee or 

subgrantee; Grants covered 

by a Consolidated Action 

Plan are required for 5 years;  

; 2 CFR 200.33; 7 CFR 

3016.42; 21 CFR 1403.36 & 

1403.42(b); 24 CFR 85.42, 

91.105(h), 92.505, 570.490, 

& 570.502(a&b), 28 CFR 

66.42; 29 CFR 97.42; 40 

CFR 31.42; 44 CFR 13.42; 

45 CFR 92.42; OMB Circular 

A-110 & A-133; GC §26202

Lead Dept. CW-031
GRANTS - UNSUCCESSFUL:  

All records
2 years 2 years Mag, Ppr GC §26202
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-8

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Lead Dept. CW-032 INDEXES TO RECORDS

Follows 

Retention for 

Applicable 

Records 

Follows 

Retention for 

Applicable 

Records

Yes
Mag, Mfr, 

OD, Ppr
Yes S / M / I No

Most Indexes are Permanent; 

GC §26202

Auditor / 

Accounting
CW-033 INVENTORIES

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Mag, Mfr, 

OD, Ppr
S / M / I

All departments are required 

to file inventories with the 

Auditor, which must be 

retained for 5 years; GC 

§§24051, 26202

Auditor / 

Accounting
CW-034 JOURNAL VOUCHERS

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Mag, Ppr

Auditor maintains originals; 

Financial records are audited 

annually; GC §26201

County 

Counsel
CW-035 LAWSUITS / LITIGATION

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Yes:  Until 

Final 

Disposition

Mag, Ppr
County Counsel keeps for 10 

years; GC §§26201

Clerk of the 

Board
CW-036

MINUTES:  See Commissions, 

Committees and Boards

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Mag, Mfr, 

OD, Ppr
S / M / I Yes

Original minutes are 

maintained by the County 

Clerk / Clerk of the Board; 

GC §26201

Recorder CW-037 NOTICES OF COMPLETION P P
Mag, Mfr, 

OD, Ppr
S / M / I Yes

Part of official records; GC 

§26202

County 

Counsel
CW-038 OPINIONS, COUNTY COUNSEL 

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Mag, Mfr, 

OD,  Ppr

Originals are maintained by 

County Counsel; GC §26201

Clerk of the 

Board
CW-039 ORDINANCES

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Yes
Mag, Mfr, 

OD,  Ppr
S / M / I No

Originals maintained by the 

Clerk of the BOS 

permanently; GC §26201
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-9

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

CAO / 

Safety
CW-040

OSHA INSPECTIONS & 

CITATIONS, SAFETY 

INSPECTIONS, Log 200 and 

Log 300

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Ppr

Forward originals to CAO / 

Safety; Calif. Labor Division 

is required to keep their 

records 7 years; OSHA 

requires 5 years; State law 

requires 2 years; 8 CCR 

§3203(b)(1), 8 CCR 

14300.33, 14300.44; GC 

§26202.7; LC §6429c

Human 

Resources
CW-041

PERSONNEL FILES - 

DEPARTMENT-LEVEL COPIES 

/ WORKING FILES

Includes Contract Employees

Separation + 

3 years

Separation + 

3 years

Before 

Separation
Mag, Ppr

Ensure records kept in 

Department files comply with 

County policy (all originals 

are sent to Personnel, only 

the Supervisor's file is 

maintained in departments); 

GC §26202.7

Human 

Resources
CW-042

PERSONNEL FILES - 

SUPERVISORS FILE OF 

NOTES - Incorporated into 

Annual Performance Evaluations

1 year 1 year

Before 

Annual 

Performance 

Evaluation

Mag, Ppr

Confidential preliminary 

drafts and notes maintained 

in a separate folder to be 

incorporated into 

performance evaluation, or to 

document progressive 

discipline, if required; GC 

§26202 et seq.
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-10

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Auditor / 

Accounting
CW-043 PETTY CASH RECORDS 2 years 2 years Mag, Ppr

Originating department 

maintains receipt with all 

backup information for 2 

years to maintain an audit 

trail; Auditor is required to 

maintain for 5 years; 

Consistent with Accounts 

Receivable; Published 

articles show 3 - 6 years; GC 

§§26202, 24356

CW-044

POLICIES & PROCEDURES - 

See Regulations / Reference 

Manuals

Lead Dept. CW-045 PRESS RELEASES 2 years 2 years Mag, Ppr GC §26202

Staffing 

Depart.
CW-046 PROOF OF PUBLICATION P P Mag, Ppr

County Counsel preference; 

Brown Act challenges must 

be filed within 30 or 90 days 

of action; GC §§26202 

54960.1(c)(1)

Lead Dept. CW-047

REGULATIONS / REFERENCE 

MATERIALS:  Policies produced 

by YOUR Department

Superseded 

+ 2 years

Superseded + 

2 years

Yes:  Until 

Superseded

Mag, Mfr, 

OD, Ppr
Yes S / M / I

Yes:  When 

Superseded

County preference; GC 

§26202

Lead Dept. CW-048

REGULATIONS / REFERENCE 

MATERIALS: Brochures, 

Manuals, Newsletters, Plans, 

Policies, Procedures, Reports 

and/or Standards:  Produced by 

OTHER Departments

When 

Superseded

When 

Superseded

Mag, Mfr, 

OD, Ppr
Copies; GC §26201
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-11

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

CW-049

REGULATIONS / REFERENCE 

MATERIALS: Brochures, 

Manuals, Newsletters, Plans, 

Policies, Procedures, Reports 

and/or Standards:  produced by 

OUTSIDE ORGANIZATIONS 

(Chamber of Commerce, etc.)

Non-

Records - 

When No 

Longer 

Needed

Non-Records - 

When No 

Longer 

Needed

Ppr Non-Records

Lead Dept. CW-050

REGULATIONS / REFERENCE 

MATERIALS: Brochures, 

Manuals, Newsletters, 

Procedures, Reports and/or 

Standards:  produced by YOUR 

Department

Minimum of 

2 years; 

When 

Superseded

Minimum of 2 

years; When 

Superseded

Yes:  Until 

Superseded

Mag, Mfr, 

OD, Ppr
S / M / I

Yes:  When 

Superseded
GC §26202

Lead Dept. CW-051
REPORTS & STUDIES 

(Historical)
10 years P P

Mag, Mfr, 

OD, Ppr
Yes S / M / I

Yes:  After 

2 years

Department preference; GC 

§26202

Lead Dept. CW-052
REPORTS & STUDIES (other 

than Historical)
10 years 10 years

Mag, Mfr, 

OD, Ppr
S / M / I

Yes:  After 

2 years

Information is outdated after 

10 years; GC §26202

Clerk of the 

Board
CW-053

RESOLUTIONS - Board of 

Supervisors

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Yes
Mag, Mfr, 

OD,  Ppr
S / M / I No

Originals maintained by the 

Clerk of the BOS 

permanently; GC §26201

Planning CW-054
RESOLUTIONS - Planning 

Commission

Copies - 

When No 

Longer 

Needed

Copies - 

When No 

Longer 

Needed

Yes
Mag, Mfr, 

OD,  Ppr
S / M / I No

Originals maintained by 

Planning permanently; GC 

§26201
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-12

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Lead Dept. CW-055

RFPs, RFQs, PROPOSALS and 

BIDS:  UNSUCCESSFUL - 

INFRASTRUCTURE

Bid Opening 

+ 5 years

Bid Opening 

+ 5 years
Ppr

Unaccepted infrastructure 

bids are required for 5 years; 

County records are a 

minimum of 2 years; Special 

Districts are required to keep 

public works unaccepted bids 

for 2 years; GC §§26202, 

26202.1

Lead Dept. CW-056

RFPs, RFQs, PROPOSALS and 

BIDS:  UNSUCCESSFUL - NON-

INFRASTRUCTURE

Bid Opening 

+ 2 years

Bid Opening 

+ 2 years
Ppr

County records are a 

minimum of 2 years; Special 

Districts are required to keep 

public works unaccepted bids 

for 2 years; GC §§26202, 

26202.1

Lead Dept. CW-057
SPECIAL EVENTS (Parade 

permits, etc.)
2 years 2 years Mag, Ppr

Statute of Limitations any 

"...liability founded upon an 

instrument in writing" or not 

specifically provided for is 4 

years; GC §26202 CCP 

§§337, 343

Lead Dept. CW-058

SURVEYS / QUESTIONNAIRES:  

Summaries 

If a summary of the data is compiled, 

the survey forms are considered a 

draft or transitory record, and can be 

destroyed as drafts (When No 

Longer Required)

2 years 2 years Mag, Ppr

Source documents are 

considered Transitory 

records and can be 

destroyed when no longer 

required; GC §26202

CW-059
TAPES:  See Commissions, 

Committees & Boards

SAN BENITO COUNTY ©1995-2016 Gladwell Governmental Services Inc. - all rights reserved

Do not duplicate or distribute without prior permission 909.337.3516          Approved: 

173



Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-13

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Lead Dept. CW-060

TIME SHEETS / TIME CARDS 

(after they are scanned and 

submitted to Auditor)

5 years 5 years
Yes:  Until 

Paid
Mag, Ppr

Paper must be retained for 5 

years; Meets auditing 

standards (audit + 4 years); 

IRS requires 4 years; other 

State and Federal regulations 

require 2 years; FTB keeps 3 

years; 8 CCR §11040.7(c); 

29 CFR 516.6(a)(1); IRS Reg 

§31.6001-1(e)(2), R&T 

§19530; LC § 1174(d); GC 

§26202

Lead Dept. CW-061

VEHICLE MAINTENANCE FILES 

/ EQUIPMENT MAINTENANCE 

FILES (All records, including 

accident reports)

Life of 

Vehicle or 

Equipment + 

2 years

Life of 

Vehicle or 

Equipment + 

2 years

Yes
Mag, Mfr, 

OD, Ppr
S / M

Yes:  After 

1 year

If a motor carrier, required for 

18 months after vehicle is 

sold; CHP requires life of 

vehicle; OSHA requires 1 

year; 8 CCR § 3203(b)(1); 49 

CFR 396.21(b)(1); 49 CFR 

396.3(c); CCP §337 et. seq., 

13 CCR 1234(f);  GC §26202
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-14

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Lead Dept. CW-062

VOLUNTEER REQUEST 

FORMS / Unpaid Intern 

Applications & Agreements - 

Unsuccessful Applicants

3 years 3 years Ppr

Consistent with employee 

personnel files (Courts treat 

volunteers as employees); 

EEOC/FLSA/ADEA (Age 

Discrimination) requires 3 

years for promotion, 

demotion, transfer, selection, 

or discharge; 29 CFR 

1602.31 & 

1627.3(b)(1)(i)&(ii), 8  CCR 

§3204(d)(1) et seq., GC 

§§12946, 26202

Lead Dept. CW-063

VOLUNTEER REQUEST 

FORMS  / Unpaid Intern 

Applications & Agreements 

(includes emergency contact 

information)  - Successful 

Applicants / Acknowledgement of 

Policies, etc.

Inactive / 

Separation + 

3 years

Inactive / 

Separation + 

3 years

Mag, Mfr, 

OD, Ppr
S / M Yes: 1 year

Courts treat volunteers as 

employees; 

EEOC/FLSA/ADEA (Age 

Discrimination) requires 3 

years for promotion, 

demotion, transfer, selection, 

or discharge; State Law 

requires 2 -3 years; 29 CFR 

1602.31 & 

1627.3(b)(1)(i)&(ii), 8  CCR 

§3204(d)(1) et seq., GC 

§§12946, 26202; 29 USC 

1113
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Ver. 3.0 Retention Schedule:  COUNTYWIDE / COMMON RECORDS page CW-15

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chive

s

Image:  

S=Scan 

M=Micro-     

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

Retentions apply to the department that is NOT the Office of Record (OFR) or the "Lead Department".  If you are the OFR, refer to your department retention schedule.

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Lead Dept. CW-064

TRAINING RECORDS:  

COURSE RECORDS 

Attendance Rosters, Department 

Project Files, Outlines and 

Material Handouts, Videos

Includes Ethics and Safety 

Training  & Tailgate Training 

Meetings

2 years 3 years 5 years Mag, Ppr

Department preference; 

Ethics Training is 5 years; 

EEOC/FLSA/ADEA (Age) 

requires 3 years for 

promotion, demotion, 

transfer, selection, or 

discharge; State Law 

requires 2 -3 years for 

personnel actions;  8 CCR 

§3203 et seq., 29 CFR 

1602.31; LC §6429(c); GC 

§§12946, 26202, 53235.2(b)
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Ver. 3.0 Retention Schedule:   AGRICULTURE COMMISSIONER page AG-1

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Ar-

chives

Media 

Options

Image:  

S=Scan 

M=Micro- 

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Lead Dept. AG-001
ADMINISTRATION - Accounts 

Payable, Accounts Receivable
5 years 5 years

Mag, 

Ppr

Paper must be retained for 

5 years; Meets auditing 

standards (audit + 4 years); 

GC §§26202, 24356

Agriculture 

Comm.
AG-002

ADMINISTRATION - AG DAILY 

WORKSHEETS
5 years 5 years Mag, Ppr

Department Preference; GC 

§26202

Clerk of the 

Board
AG-003

ADMINISTRATION - Agenda 

Items

Copies - 

When No 

Longer 

Required

Copies - 

When No 

Longer 

Required

Mag, Ppr GC §26201

Lead Dept. AG-004

ADMINISTRATION - 

AGREEMENTS & 

CONTRACTS:  

ADMINISTRATIVE RECORDS  

(Correspondence, Project 

Administration, Project 

Schedules, Certified Payrolls, 

Invoices, Logs, etc.)  

Completion 

+ 5 years

Completion 

+ 5 years 

Yes:  Before 

Completion

Mag, 

Mfr, OD, 

Ppr

S / M / I
Yes:  Upon 

Completion

Department preference; 

Statute of Limitations: 

Contracts & Spec's=4 years, 

CCP §337 et. seq., GC 

§26202

Agriculture 

Comm.
AG-005

ADMINISTRATION - 

WORKPLANS
5 years 5 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-006

COMPLAINTS - ALL 

PROGRAMS
5 years 5 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-007

CROP STATISTICS - CROP 

REPORT
5 years P P Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-008 CROP STATISTICS - SURVEY 1 year 1 year Mag, Ppr

Department Preference 

(Preliminary Draft); GC 

§26202

Agriculture 

Comm.
AG-009 HEARINGS - ALL PROGRAMS 5 years 5 years Mag, Ppr

Department Preference; GC 

§26202
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Ver. 3.0 Retention Schedule:   AGRICULTURE COMMISSIONER page AG-2

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Ar-

chives

Media 

Options

Image:  

S=Scan 

M=Micro- 

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Agriculture 

Comm.
AG-010

INSPECTIONS - ALL 

PROGRAMS
5 years 5 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-011

INVESTIGATIONS:  ALL 

PROGRAMS (unlicensed 

applicators, pesticide illnesses, 

etc.)

5 years 5 years Mag, Ppr
Department Preference; GC 

§26202

Agriculture 

Comm.
AG-012

MOSQUITO ABATEMENT 

TRAPPING
Indefinite Indefinite Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-013 NOPAS - ALL PROGRAMS 5 years 5 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-014

NURSERY INSPECTIONS - 

SOD, GWSS, LBAM
5 years 5 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-015 OFFICE SAFETY MEETINGS 5 years 5 years Mag, Ppr

Department Preference; 8 

CCR §3203 et seq., 29 CFR 

1602.31; LC §6429(c); GC 

§§12946, 26202

Agriculture 

Comm.
AG-016 OFFICE STAFF MEETINGS 2 years 2 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-017

PEST DETECTION / 

TRAPPING
5 years 5 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-018

PEST EXCLUSION - 

BRANCHED BROOMRAPE, 

CQC, PHYTOSANITARY 

CERTIFICATES, SOD 

5 years 5 years Mag, Ppr
Department Preference; GC 

§26202

Agriculture 

Comm.
AG-019

PEST EXCLUSION - PQ 

WALKS
5 years 5 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-020 PESTICIDES - CE CLASSES 5 years 5 years Mag, Ppr

Department Preference; GC 

§26202
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Ver. 3.0 Retention Schedule:   AGRICULTURE COMMISSIONER page AG-3

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Ar-

chives

Media 

Options

Image:  

S=Scan 

M=Micro- 

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Agriculture 

Comm.
AG-021 PESTICIDES - INSPECTIONS

Close of 

Business + 3 

years

Close of 

Business + 

3 years

Mag, Ppr
Department Preference; GC 

§26202

Agriculture 

Comm.
AG-022

PESTICIDES - PERMITS, PUR, 

NOI, REGISTRATIONS, BAIT 

SALES

3 years 3 years Mag, Ppr
Department Preference; 3 

CCR 6623, GC §26202

Agriculture 

Comm.
AG-023

SEED INSPECTION - 3RD 

PARTY SAMPLING
5 years 5 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-024

SEED INSPECTION - 

LABELING INSPECTION
3 years 3 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-025

STANDARDIZATION - FRUIT & 

VEGETABLE INSPECTION, 

ORGANIC REGISTRATIONS, 

CPC, CFM

5 years 5 years Mag, Ppr
Department Preference; GC 

§26202

Agriculture 

Comm.
AG-026

STANDARDIZATION - 

PESTICIDE RECORD SEARCH 

(For Organic Certifications)

3 years 3 years Mag, Ppr
Department Preference; GC 

§26202

Agriculture 

Comm.
AG-027

VEHICLE ACCIDENT 

REPORTS (Agriculture 

Commission Only)

5 years 5 years Mag, Ppr
Department Preference; GC 

§26202

Agriculture 

Comm.
AG-028

VEHICLE MAINTENANCE 

FILES (Agriculture Commission 

Only)

Life of 

Vehicle or 

Equipment + 

2 years

Life of 

Vehicle or 

Equipment 

+ 2 years

Mag, Mfr, 

OD, Ppr
S / M

Yes:  After 

1 year

If a motor carrier, required 

for 18 months after vehicle 

is sold; CHP requires life of 

vehicle; OSHA requires 1 

year; 8 CCR § 3203(b)(1); 

49 CFR 396.21(b)(1); 49 

CFR 396.3(c); CCP §337 et. 

seq., 13 CCR 1234(f);  GC 

§26202
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Ver. 3.0 Retention Schedule:   AGRICULTURE COMMISSIONER page AG-4

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Ar-

chives

Media 

Options

Image:  

S=Scan 

M=Micro- 

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Agriculture 

Comm.
AG-029 VEHICLE MILEAGE BOOKS 5 years 5 years Mag, Ppr

Department Preference 

(meets auditing standards); 

GC §26202

Agriculture 

Comm.
AG-030

WEED MANAGEMENT 

CONTRACTS
5 years 5 years Mag, Ppr

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-031

WEED MANAGEMENT 

RECORDS / MAPS (Invasive 

Species)

P P
Mag, Mfr, 

OD, Ppr
S / M

Yes:  After 

1 year

Department Preference; GC 

§26202

Agriculture 

Comm.
AG-032

WEIGHTS & MEASURES - 

STORE SCALES, LIVESTOCK 

& VEHICLE SCALES, FUEL 

METERS, QC, SCANNERS, 

WEIGHMASTER, PETROLEUM 

INSPECTIONS, WATER 

DISPENSERS

5 years 5 years Mag, Ppr
Department Preference; GC 

§26202

Agriculture 

Comm.
AG-033

WEIGHTS & MEASURES - 

SUB METERED DEVICES
10 years 10 years Mag, Ppr

Department Preference; GC 

§26202
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Ver. 2.0 Retention Schedule:  ASSESSOR AS-1

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

  Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Assessor ASR-001

APPLICATIONS FOR 

EXEMPTION CLAIMS:  

Homeowners or Veterans 

Minimum 7 

years

Minimum 7 

years
Yes

Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Department Preference; 

Property Tax Rule 135(e)(5) 

allows for destruction 6 years 

after the lien date for the last 

year for which the exemption 

claim was active; GC §26202; 

R&T § §465, 834

Assessor ASR-002

APPRAISAL RECORDS ("live" 

and "dead" parcels):  Building 

Dimensions, Calculations, Reports 

of Investigation, Permit 

Questionnaires, Possessory 

Interests, etc. 

P P Yes
Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Department Preference for 

ease in document imaging 

management; USPAP (Uniform 

Standards of Professional 

Appraisal Practice) ethical 

standards require appraisers to 

retain records for at least 5 

years, or final disposition + 2 

years, if used in a judicial 

proceeding; GC §26202

Assessor ASR-003

ASSESSMENT ROLL 

CORRECTIONS / ROLL 

ALTERATIONS

P P Yes
Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Department Preference; Fee 

receipts & forms are required 

for 5 years; GC §§24356

Assessor ASR-004
ASSESSMENT ROLLS:  

SECURED 
7 years P P Yes

Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Department Preference (12 

years is required); GC 

§§26202, 26908, R&T §4377

Assessor ASR-005
ASSESSMENT ROLLS:  

STATISTICS
7 years P P Mag, Ppr S/M/I

Yes:  After 3 

years

Department Preference (5 

years is required); GC 

§§26202, 26908, R&T §2928
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Ver. 2.0 Retention Schedule:  ASSESSOR AS-2

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

  Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Assessor ASR-006
ASSESSMENT ROLLS:  

UNSECURED 
7 years P P Yes

Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Department Preference (5 

years is required); GC 

§§26202, 26908, R&T §2928

Assessor ASR-007
ASSESSMENT ROLLS:  

UTILITIES
7 years P P Yes

Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Department Preference (5 

years is required); GC 

§§26202, 26908, R&T §2928

Assessor ASR-008 ASSESSOR PARCEL MAPS P P Yes
Mag, Mfr, 

OD, Ppr
Yes S/M/I No

Current maps maintained 

permanently for administrative 

purposes; GC §26202

Assessor ASR-009
BUSINESS PROPERTY 

STATEMENTS
7 years 7 years Yes

Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Assessor or Board may 

destroy any taxpayer's 

document lien date + 6 years; 

GC §26202, R&T §§465, 834

Assessor ASR-010

CHANGE OF OWNERSHIP 

(COR) / PRELIMINARY CHANGE 

OF OWNERSHIP (PCOR) - 

Includes attached deed references 

and notes 

P P Yes
Mag, Ppr, 

Mfr, OD
Yes S/M/I

Yes:  After 3 

years

Department Preference; 

Assessor or Board may 

destroy any taxpayer's 

document lien date + 6 years; 

statewide guidelines propose 4 

years; GC §26202;  R&T 

§§465, 834

Assessor ASR-011 MAILING ADDRESS CHANGES 7 years 7 years Yes
Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Assessor or Board may 

destroy any taxpayer's 

document lien date + 6 years; 

GC §26202, R&T §§465, 834

Assessor ASR-012 MINE PRODUCTION REPORTS P P Yes Mag, Ppr
Department Preference; GC 

§26202
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Ver. 2.0 Retention Schedule:  ASSESSOR AS-3

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

  Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Assessor ASR-013 PERMIT QUESTIONNAIRES P P Yes Mag, Ppr S/M/I
Yes:  After 6 

months

Department Preference; GC 

§26202

Assessor ASR-014

PERSONAL / BUSINESS 

PROPERTY RECORDS - 

CANCELED ACCOUNTS

7 years 7 years
Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Assessor or Board may 

destroy any taxpayer's 

document lien date + 6 years; 

GC §26202, R&T §§465, 834

Assessor ASR-015 POSSESSORY INTERESTS P P Yes
Mag, Ppr, 

Mfr, OD
yes S/M/I

Yes:  After 3 

years

Consistent with auditing 

standards; GC §26202

Assessor ASR-016

PRELIMINARY CHANGE OF 

OWNERSHIP (PCOR):  

Notifications from Title Companies

P P Yes
Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Department Preference; 

Assessor or Board may 

destroy any taxpayer's 

document lien date + 6 years; 

GC §26202, R&T §§465, 834

Recorder ASR-017 RECORDED MAPS P P Yes
Mag, Mfr, 

OD, Ppr
Yes S/M/I No

Current maps maintained 

permanently for administrative 

purposes; GC §26201

Assessor ASR-018
SUBVENTION APPLICATIONS 

(Agriculture / Williamson Act)
P P Yes

Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years

Department Preference; 

Assessor or Board may 

destroy any taxpayer's 

document lien date + 6 years; 

GC §26202, , R&T §§465, 834

Assessor ASR-019

TAX ASSESSMENT ROLLS  - 

SECURED:  Reports used to 

create annual tax billing roll, print 

tax bills, process tax roll changes, 

apportion collections and refunds, 

etc.

P P Yes
Mag, Mfr, 

OD, Ppr
Yes S/M/I

Yes:  When 

Inactive

Department Preference; GC 

§26202,  R&T §4377

SAN BENITO COUNTY ©1995 - 2016 Gladwell Governmental Services, Inc. all rights reserved

Do not duplicate or distribute without prior permission (909) 337-3516           Approved: 

183



Ver. 2.0 Retention Schedule:  ASSESSOR AS-4

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

  Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Assessor ASR-020 VALUATIONS:  Annexations, etc. P P Yes
Mag, Ppr, 

Mfr, OD
S/M/I

Yes:  After 3 

years
R&T §4377

Assessor ASR-021
VESSEL AND AIRCRAFT 

RECORDS 
7 years 7 years Yes

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 3 

years

Assessor or Board may 

destroy any taxpayer's 

document lien date + 6 years; 

GC §26202, , R&T §§465, 834
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Ver. 2.0 Retention Schedule:  BEHAVIORAL HEALTH page BH-1

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Behavioral 

Health
BH-001

ATTENDANCE VERIFICATIONS 

(Narcotics / Alcoholics Anonymous, 

MCR, Recovery Groups)

2 years 2 years Mag, Ppr GC §26202

Behavioral 

Health
BH-002

FISCAL / FUNDING 

ALLOCATIONS / COST REPORTS

State Audit 

+ 1 year

State Audit 

+ 1 year

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

1 year

Department Preference; GC 

§26202

Behavioral 

Health
BH-003

HIPAA POLICIES AND 

PROCEDURES (Health Insurance 

Portability and Accountability Act)

Superseded 

+ 6 years

Superseded 

+ 6 years

Mag, Mfr, 

OD,  Ppr
S/M

Yes:  After 

1 year
45 CFR 164.530(j)

Behavioral 

Health
BH-004

MASTER CLIENT DATABASE 

RECORDS
Indefinite Indefinite Yes Mag Data is interrelated; GC §26202
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Ver. 2.0 Retention Schedule:  BEHAVIORAL HEALTH page BH-2

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Behavioral 

Health
BH-005

PATIENT OR CLIENT FILES - 

ADULTS AND EMANCIPATED 

MINORS - Drug & Alcohol, Health, 

Medical, Mental Health programs - 

includes discontinued programs 

(e.g. AID) - Confidential

Last Visit + 

7 years

Last Visit + 

7 years

Yes:  

Until 

Last Visit

Mag, Mfr, 

OD,  Ppr
S/M

Yes:  After 

1 year

Department Preference;  Clinical 

records must be preserved for a 

minimum of seven (7) years 

following discharge/termination of 

the client from services, with the 

following exceptions: 2.2.1 The 

records of un-emancipated 

minors must be kept for at least 

one (1) year after such minor has 

reached age 18, and in any case, 

not less than seven (7) years. 

2.2.2 For psychologists: 2.2.2.1 

Clinical records must be kept for 

seven (7) years from the client’s 

discharge/termination date. 2.4 

Records shall be retained 

beyond the seven (7) year period 

if an audit involving those records 

is pending, until audit findings are 

resolved.  H&S §123145, 9 CCR 

784.28(a), 9 CCR 9444, 22 CCR 

70751(c) & 71551(c); CMS Pub. 

100-4, Chapter 1, Section 110.3
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Ver. 2.0 Retention Schedule:  BEHAVIORAL HEALTH page BH-3

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Behavioral 

Health
BH-006

PATIENT OR CLIENT FILES - 

UNEMANCIPATED MINORS - 

Drug & Alcohol, Health, Medical, 

Mental Health programs - includes 

discontinued programs (e.g. AID) - 

Confidential

Last Visit + 

7 years OR 

25 years 

old, 

whichever is 

longer

Last Visit + 

7 years OR 

25 years 

old, 

whichever is 

longer

Yes:  

Until 

Last Visit

Mag, Mfr, 

OD,  Ppr
S/M

Yes:  After 

1 year

Department Preference;  Clinical 

records must be preserved for a 

minimum of seven (7) years 

following discharge/termination of 

the client from services, with the 

following exceptions: 2.2.1 The 

records of un-emancipated 

minors must be kept for at least 

one (1) year after such minor has 

reached age 18, and in any case, 

not less than seven (7) years. 

2.2.2 For psychologists: 2.2.2.1 

Clinical records must be kept for 

seven (7) years from the client’s 

discharge/termination date. 

2.2.2.2 In the case of a minor, (7) 

years after the minor reaches 

age 18. 2.4 Records shall be 

retained beyond the seven (7) 

year period if an audit involving 

those records is pending, until 

audit findings are resolved.  H&S 

§123145, 9 CCR 784.28(a), 9 

CCR 9444, 22 CCR 70751(c) & 

71551(c); CMS Pub. 100-4, 

Chapter 1, Section 110.3

Behavioral 

Health
BH-007

STATISTICS - PROGRAM 

PARTICIPANTS
7 years 7 years

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

1 year

Department Preference; GC 

§26202
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Ver. 3.0 Retention Schedule:  CHILD SUPPORT SERVICES page CSS-1

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Child 

Support 

Services

CSS-001

CHILD SUPPORT / AID FOR 

DEPENDENT CHILDREN (AFDC) 

ELIGIBILITY CASE FILES / 

FOLDERS / RECORDS 

(applications, intake records, 

verifications, forms, notices, 

agreements, etc.)

Case 

Closure + 1 

year

4 years

Case 

Closure + 5 

years

Yes
Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  

When 

Inactive

Title IV-D programs are required 

for 4 years and 4 months from 

case closure; CA DCSS Manual 

of Policies & Procedures requires 

3 years from the date CA submits 

the Federal expenditure report, 

which is fiscal closure; GC 

§26202, 22 CCR 111450

Health & 

Human 

Services

CSS-002
MASTER CLIENT DATABASE 

RECORDS
Indefinite Indefinite Yes Mag Data is interrelated; GC §26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-1

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

HUMAN SERVICES - ELIGIBILITY

Health & 

Human 

Services / 

Human 

Services - 

Eligibility

E-HS-001
CalWORKS (various records, 

including child care providers)

Fiscal Closure 

+ 1 year

After Data 

Tracking 

System is 

Validated - 

Minimum 4 

years

After Data 

Tracking 

System is 

Validated - 

Fiscal 

Closure + 5 

years

Yes
Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  After 

QC & OD

The State's Welfare Data 

Tracking Implementation 

Project (WDTIP) is being 

validated by the Federal 

government - The State will 

notify Counties when the 

system is validated (ACL-03-

01); CA DPSS Manual of 

Policies & Procedures requires 

3 years from the date CA 

submits the Federal 

expenditure report, which is 

fiscal closure;  GC §26202

Health & 

Human 

Services / 

Human 

Services - 

Eligibility

E-HS-002

ELIGIBILITY CASE FILES / 

GENERAL ASSISTANCE FILES 

(applications, intake records, 

verifications, forms, notices, 

agreements, etc.)

Fiscal Closure 

+ 1 year
2 years

Fiscal Closure 

+ 3 years
Yes

Mag, Mfr, 

OD,  Ppr
S/M

Yes:  After 

QC & OD

CA DPSS Manual of Policies & 

Procedures requires 3 years 

from the date CA submits the 

Federal expenditure report, 

which is Fiscal Closure; 

Federal HHS grants are 3 

years from the expenditure 

report; WIC records are 3 

years from the expenditure 

report; 7 CFR 246.25; 22 CCR 

§40813; 45 CFR §74.53;  GC 

§26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-2

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Human 

Services - 

Eligibility

E-HS-003 FOOD STAMPS:  NOT FISCAL 1 year 2 years 3 years Mag, Ppr
CA DPSS Manual of Policies & 

Procedures;  GC §26202

Health & 

Human 

Services / 

Human 

Services - 

Eligibility

E-HS-004 FOSTER CARE CASE FILES
Minor is 21 

years old

Minor is 21 

years old
Yes

Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  After 

QC & OD

Department Preference; FC 

§1819;  GC §26202

Health & 

Human 

Services / 

Human 

Services - 

Eligibility

E-HS-005

KINSHIP GUARDIANSHIP 

ASSISTANCE PAYMENT (KIN-

GAP)

Minor is 21 

years old

Minor is 21 

years old
Yes

Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  After 

QC & OD

Department Preference 

(similar to Foster Care); FC 

§1819;  GC §26202

Health & 

Human 

Services / 

Human 

Services - 

Eligibility

E-HS-006
MASTER CLIENT DATABASE 

RECORDS
Indefinite Indefinite Yes Mag

Data is interrelated; GC 

§26202

Health & 

Human 

Services / 

Human 

Services - 

Eligibility

E-HS-007

MEDI-CAL ELIGIBILITY CASE 

FILES / FOLDERS / RECORDS 

(applications, intake records, 

verifications, forms, notices, 

agreements, etc.)

Fiscal Closure 

+ 1 year
6 years

Fiscal Closure 

+ 7 years
Yes

Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  After 

QC & OD

Department Preference; CA 

DPSS Manual of Policies & 

Procedures requires 3 years 

from the date CA submits the 

Federal expenditure report, 

which is Fiscal Closure;  GC 

§26202

HUMAN SERVICES - CHILD WELFARE
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-3

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-001 ADOPTION FILES P P
Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

22 CCR 89179; California 

Department of Social Services 

All County Letter ACL 11-23; 

GC §§24356, 26907, 26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-002
ADULT PROTECTIVE 

SERVICES

3 years After 

Date of Last 

Service 

3 years After 

Date of Last 

Service

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

California Department of 

Social Services All County 

Letter ACL 26-36; GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-003
AUDIT OR INVESTIGATIONS 

(STATE OR FEDERAL)

3 years After 

Date of Last 

Service + 

Audit 

Complete 

3 years After 

Date of Last 

Service + 

Audit 

Complete

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

WIC §10851; California 

Department of Social Services 

All County Letter ACL 02-12; 

GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-004

CHILD ABUSE AND NEGLECT 

REFERRAL (Called in by 

mandated reporter, but 

determined no abuse or neglect 

to report, no referral taken)

2 years After 

Determination 

of No Abuse 

or Neglect

2 years After 

Determination 

of No Abuse 

or Neglect

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD
 GC §26202, 26205.1

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-005

CHILD WELFARE - GENERAL 

CASE RECORDS / 

VOLUNTARY FAMILY 

MAINTENANCE (e.g., Family 

Preservation, Non-dependent 

Legal Guardianship, 

Guardianship Investigations, 

ICPC cases, etc.)

3 years After 

Date of Last 

Service 

3 years After 

Date of Last 

Service

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

WIC §10851; MPP 23-353; GC 

§26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-4

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-006

CHILDREN'S FILES AND 

CHILD WELFARE CASE FILES - 

FATALITIES

5 years After 

Jurisdiction 

Terminated, 

unless CACI 

referral then 

until the 

perpetrator 

turns 100

5 years After 

Jurisdiction 

Terminated, 

unless CACI 

referral then 

until the 

perpetrator 

turns 100

Yes
Mag, Mfr, 

OD, Ppr
S/M/I 

Yes: After 

QC & OD

PC §11169; WIC §10851, 826;  

California Department of 

Social Services All County 

Letter ACL 02-12; MPP 311-

075; GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-007

CHILDREN'S FILES AND 

CHILD WELFARE CASE FILES - 

INCONCLUSIVE 

ALLEGATIONS - FILED IN 

JUVENILE COURT

5 years After 

Jurisdiction 

Terminated

5 years After 

Jurisdiction 

Terminated

Yes
Mag, Mfr, 

OD, Ppr
S/M/I 

Yes: After 

QC & OD

WIC §10851, 826;  California 

Department of Social Services 

All County Letter ACL 02-12; 

GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-008

CHILDREN'S FILES AND 

CHILD WELFARE CASE FILES - 

INCONCLUSIVE 

ALLEGATIONS - NOT FILED IN 

JUVENILE COURT

3 years After 

Date of Last 

Service

3 years After 

Date of Last 

Service

Yes
Mag, Mfr, 

OD, Ppr
S/M/I 

Yes: After 

QC & OD

WIC §10851, 826;  California 

Department of Social Services 

All County Letter ACL 02-12; 

GC §26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-5

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-009

CHILDREN'S FILES AND 

CHILD WELFARE CASE FILES 

(Includes Juvenile Court 

petitions, court repots, court 

orders, documents related to 

placement and payment for 

foster care, health and 

education information on 

children, assessments and case 

plans, progress reports from 

collateral service providers, 

pictures and interviews.)

5 years After 

Jurisdiction 

Terminated, 

unless CACI 

referral then 

until the 

perpetrator 

turns 100

5 years After 

Jurisdiction 

Terminated, 

unless CACI 

referral then 

until the 

perpetrator 

turns 100

Yes
Mag, Mfr, 

OD, Ppr
S/M/I 

Yes: After 

QC & OD

If dependency guardianship 

Child Welfare file may be 

destroyed 5 years after 

jurisdiction is terminated, 

unless perpetrator's name was 

submitted to DOJ/CACI, then 

any documents used to prove 

the abuse/neglect must be 

retained until the perpetrator 

turns 100 years old; WIC 

§826, California Department of 

Social Services All County 

Letter ACL 07-53, PC §11169;  

GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-010 COMPLIANTS

5 years after 

Jurisdiction 

terminated

5 years. after 

Jurisdiction 

terminated

Yes
Mag, Mfr, 

OD, Ppr
S/M/I 

Yes: After 

QC & OD

If dependency guardianship 

Child Welfare file may be 

destroyed 5 years after 

jurisdiction is terminated, WIC 

§826, California Department of 

Social Services All County 

Letter ACL 07-53, PC §11169;  

GC §26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-6

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-011
DEPENDENCY 

GUARDIANSHIP

5 years after 

Jurisdiction 

terminated, 

unless CACI 

referral then 

until the 

perpetrator 

turns 100

5 years. after 

Jurisdiction 

terminated, 

unless CACI 

referral then 

until the 

perpetrator 

turns 100

Yes
Mag, Mfr, 

OD, Ppr
S/M/I 

Yes: After 

QC & OD

If dependency guardianship 

Child Welfare file may be 

destroyed 5 years after 

jurisdiction is terminated, 

unless perpetrator's name was 

submitted to DOJ/CACI, then 

any documents used to prove 

the abuse/neglect must be 

retained until the perpetrator 

turns 100 years old; WIC 

§826, California Department of 

Social Services All County 

Letter ACL 07-53, PC §11169;  

GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-012
EMERGENCY RESPONSE (ER) 

- IF DOJ REFERRAL

Perpetrator 

turns 100

Perpetrator 

turns 100

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

WIC §10851, 826, PC 11169; 

GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-013
EMERGENCY RESPONSE (ER) 

- IF NO DOJ REFERRAL

3 years After 

Date of Last 

Service 

3 years After 

Date of Last 

Service

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

WIC §10851; California 

Department of Social Services 

All County Letter ACL 02-12; 

GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-014

EXEMPTION FILES - 

CURRENTLY LICENSED, OR 

RESIDING IN A LICENSED 

HOME

Indefinite Indefinite
Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD
 GC §26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-7

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-015

EXEMPTION FILES - NO 

LONGER LICENSED OR NO 

LONGER RESIDING IN A 

LICENSED HOME

5 years 15 years 20 years
Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD
 GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-016
FOSTER HOME - COUNTY 

LICENSED 

3 years After 

Date of Last 

Contact 

3 years After 

Date of Last 

Contact

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

WIC §10851; MPP 41-075; 

California Department of 

Social Services All County 

Letter ACL 05-13, 03-55 GC 

§26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-017
FOSTER HOME - ROUTINE 

LICENSING

3 years After 

Home Not in 

Use

3 years After 

Home Not in 

Use

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

WIC §10851; MPP 41-075; 

California Department of 

Social Services All County 

Letter ACL 05-13, 03-55 GC 

§26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-018
IN HOME SUPPORT 

SERVICES (IHSS)

7 years After 

Date of Last 

Payment 

3 years After 

Date of Last 

Payment

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD
 GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-019 LITIGATION - CRIMINAL / CIVIL

3 years After 

Date of Last 

Service + 

Litigation 

Complete 

3 years After 

Date of Last 

Service + 

Litigation 

Complete

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

WIC §10851; California 

Department of Social Services 

All County Letter ACL 02-12; 

GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-020

MEDICAID / MEDICARE 

ACCOUNTING AND FISCAL 

RECORDS

3 years After 

Date of Last 

Service 

3 years After 

Date of Last 

Service

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

WIC §10851; California 

Department of Social Services 

All County Letter ACL 02-12; 

GC §26202

SAN BENITO COUNTY ©1995-2016 Gladwell Governmental Services Inc. all rights reserved

Do not duplicate or distribute without prior permission 909.337.3516 Approved:

195



Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-8

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-021 NON-MINOR DEPENDENT

5 years After 

Jurisdiction 

Terminated, 

unless CACI 

referral then 

until the 

perpetrator 

turns 100

5 years After 

Jurisdiction 

Terminated, 

unless CACI 

referral then 

until the 

perpetrator 

turns 100

Yes
Mag, Mfr, 

OD, Ppr
S/M/I 

Yes: After 

QC & OD

PC §11169; WIC §10851, 826;  

California Department of 

Social Services All County 

Letter ACL 02-12; MPP 311-

075; GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-022

PROBATE GUARDIANSHIP / 

INDEPENDENT 

GUARDIANSHIP

3 years After 

Date of Last 

Service

3 years After 

Date of Last 

Service

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD
WIC §10851; GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-023
PUBLIC ASSISTANCE 

RECORDS

3 years After 

Date of Last 

Service 

3 years After 

Date of Last 

Service

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

WIC §10851; California 

Department of Social Services 

All County Letter ACL 02-12; 

GC §26202

Health & 

Human 

Services / 

Child 

Welfare

CW-HS-024
TITLE IV-D CHILD SUPPORT 

RECORDS

3 years After 

Date of Last 

Service 

3 years After 

Date of Last 

Service

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

WIC §10851; California 

Department of Social Services 

All County Letter ACL 02-12; 

GC §26202

HUMAN SERVICES - SOCIAL SERVICES
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-9

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Human 

Services

PH-HS-001

BACKGROUND FILES / 

CREDENTIAL CHECKS - Health 

& Human Services Employees 

Only

Separation + 

3 years

Separation + 3 

years
Yes

Mag, Mfr, 

OD, Ppr
S/M/I 

Yes: After 

QC & OD

EEOC/FLSA/ADEA (Age) 

requires 3 years for promotion, 

demotion, transfer, selection, 

or discharge; State Law 

requires 2 -3 years; CA 

Department of Fairs requires 5 

years; 29 CFR 1602.31 & 29 

CFR1627.3(b)(ii), 8  CCR 

§3204(d)(1) et seq., GC 

§§12946, 26202

Health & 

Human 

Services / 

Human 

Services

PH-HS-002

BILLING RECORDS or CLAIMS 

PROCESSING -  includes Medi-

Cal

2 years

4 years or 

after State 

Audit

6 years or 

after State 

Audit

Yes:  

Until 

Paid

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

Fee receipts & forms are 

required for 5 years; 

Consistent with proposed 

statewide guidelines; 

Published articles show 3 - 7 

years; GC §§24356, 26907, 

Health & 

Human 

Services / 

Human 

Services

PH-HS-003
CalWORKS EMPLOYMENT 

TRAINING PROGRAMS

Fiscal Closure 

+ 1 year

After Data 

Tracking 

System is 

Validated - 

Minimum 2 

years

Fiscal Closure 

+ 3 years - 

After Data 

Tracking 

System is 

Validated -

Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  After 

QC & OD

The State's Welfare Data 

Tracking Implementation 

Project (WDTIP) is being 

validated by the Federal 

government - The State will 

notify Counties when the 

system is validated (ACL-03-

01); Consistent with other CA 

DPSS Manual of Policies & 

Procedures requirements;  GC 

§26202

Health & 

Human 

Services / 

Human 

Services

PH-HS-004 CHILD PROTECTION
Minor is 18 

years old

Minor is 18 

years old
Yes

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

Consistent with Conciliation 

Counseling Records; FC 

§1819;  GC §26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-10

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Human 

Services

PH-HS-005

CONTRACTS FOR TRAINING

(Send originals of other 

contracts to the Clerk of the 

Board)

Completion + 

5 years

Completion + 

5 years

Yes:  

Until 

Completi

on

Mag, Mfr, 

OD,  Ppr
Yes S / I

Yes:  After 

QC & OD

 Statute of Limitations: 

Contracts & Spec's=4 years,  

CCP §337 et seq., GC §26202

Health & 

Human 

Services / 

Human 

Services

PH-HS-006 FOOD STAMPS:  FISCAL
Fiscal Closure 

+ 1 year
2 years

Fiscal Closure 

+ 3 years

Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  After 

QC & OD

CA DPSS Manual of Policies & 

Procedures requires 3 years 

from fiscal or administrative 

closure (end of State audit, 

etc.),  GC §26202

Health & 

Human 

Services / 

Human 

Services

PH-HS-007 FRAUD INVESTIGATION
Resolution + 3 

years

Resolution + 3 

years

Yes:  

Until 

Resoluti

on

Mag, Ppr

Intentional Program Violations 

case records are kept for the 

life of the individual, per ACL 

15-26; GC §26202

Health & 

Human 

Services / 

Human 

Services

PH-HS-008

LIST OF AUTHORIZATIONS TO 

START, CHANGE, OR STOP 

AID PAYMENTS (Form 278L)

Closure + 2 

years
8 years

Closure + 10 

years
Yes

Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  After 

QC & OD

CA DPSS Manual of Policies & 

Procedures requirement;  GC 

§26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-11

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Human 

Services

PH-HS-009 WELFARE TO WORK GRANTS 2 years

After Data 

Tracking 

System is 

Validated - 

Minimum 4 

years

After Data 

Tracking 

System is 

Validated - 

Minimum 6 

years

Yes
Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  After 

QC & OD

The State's Welfare Data 

Tracking Implementation 

Project (WDTIP) is being 

validated by the Federal 

government - The State will 

notify Counties when the 

system is validated (ACL-03-

01); Consistent with other 

grants & County Accounting 

Committee;  Uniform Admin. 

Requirements for Grants to 

Local Governments is 3 years 

from expenditure report; 

CDBG is 4 years; HUD 

requires 5 years for programs 

covered by a consolidated 

plan; statewide guidelines 

propose 4 years; 21 CFR 

1403.42; 24 CFR 85.42 & 

570.502(b), 29 CFR 97.42, GC 

§26202
PUBLIC HEALTH
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-12

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Public 

Health

PH-001

BILLING RECORDS or CLAIMS 

PROCESSING -  includes Medi-

Cal  (JUVENILES / 

UNEMANCIPATED MINORS)

Discharge + 1 

year

After Audit 

and Patient 

Reaches 

Age 21

After Audit and 

Patient 

Reaches Age 

21

Mag, Mfr, 

OD, Ppr
S/I

Yes:  After 

QC & OD

Medicare providers are 

required to retain clinical 

records for juveniles for three 

years after age of majority; 

Fee receipts & forms are 

required for 5 years; 

Accounting records for County 

Alcohol & Drug Programs are 

required for 3 years following 

the settlement of the Report of 

Expenditure; Published articles 

show 3 - 7 years; GC 

§§24356, 26907; 9 CCR 9444; 

CMS Pub. 100-4, Chapter 1, 

Section 110.3;  GC §26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-13

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Public 

Health

PH-002

BILLING RECORDS or CLAIMS 

PROCESSING -  includes Medi-

Cal (ADULTS)

2 years

4 years or 

after State 

Audit

6 years or 

after State 

Audit

Yes:  

Until 

Paid

Mag, Mfr, 

OD, Ppr
S/M/I

Yes:  After 

QC & OD

Fee receipts & forms are 

required for 5 years; 

Consistent with proposed 

statewide guidelines; 

Published articles show 3 - 7 

years; Medicare providers are 

required to retain clinical 

records for adults for five years 

after discharge; Fee receipts & 

forms are required for 5 years; 

Accounting records for County 

Alcohol & Drug Programs are 

required for 3 years following 

the settlement of the Report of 

Expenditure; Published articles 

show 3 - 7 years; GC 

§§24356, 26907; 9 CCR 9444; 

CMS Pub. 100-4, Chapter 1, 

Section 110.3l  GC §26202 

Recorder PH-003
BIRTH AND DEATH 

CERTIFICATES

Send to 

Recorder 

After 2 years

Send to 

Recorder After 

2 years

Mag, Ppr

Department preference 

(copies); GC §26201;  GC 

§26202

Health & 

Human 

Services / 

Public 

Health

PH-004

EPIDEMIOLOGY, 

SURVEILLANCE AND DATA 

ANALYSIS DOCUMENTS 

GENERATED FROM THE 

DIVISION

P P
Mag, Mfr, 

OD, Ppr
S/I

Yes:  After 

QC & OD

Department preference; GC 

§26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-14

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Public 

Health

PH-005 JAIL INSPECTIONS 7 years 7 years
Mag, Mfr, 

OD, Ppr
S/I

Yes:  After 

QC & OD

Department preference; GC 

§26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-15

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Public 

Health

PH-006
PATIENT OR CLIENT FILES - 

ADULTS - Health, Medical, etc.

Last Visit + 7 

years

Last Visit + 7 

years

Yes:  

Until 

Last Visit

Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  After 

1 year

Department Preference; adults 

required for 7 years; Medicare 

providers are required to retain 

clinical records for adults for 

five years after discharge; Fee 

receipts & forms are required 

for 5 years; 10 years is 

recommended by AHIMA for 

"healthcare providers"; Various 

laws restrict access to records; 

law requires 7 years for clinics, 

health facilities, hospitals, 

adult day health care centers, 

and in-home skilled nursing 

services, H&S is actually 

based upon "if the licensee 

ceases operations;" 

Accounting records for County 

Alcohol & Drug Programs are 

required for 3 years following 

the settlement of the Report of 

Expenditure; Published articles 

show 3 - 7 years; GC 

§§24356, 26907; H&S 

§123145; 9 CCR 784.28(a); 22 

CCR 70751(c) & 71551(c); 9 

CCR 9444; CMS Pub. 100-4, 

Chapter 1, Section 110.3;  GC 
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-16

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Public 

Health

PH-007

PATIENT OR CLIENT FILES - 

UNEMANCIPATED MINORS - 

Health, Medical, etc.

Last Visit + 7 

years OR 25 

21 years old, 

whichever is 

longer

Last Visit + 7 

years OR 25 

21 years old, 

whichever is 

longer

Yes:  

Until 

Last Visit

Mag, Mfr, 

OD,  Ppr
S/M

Yes:  After 

1 year

Department Preference; 

minors until 1 year after age 

18, but not less than 7 years; 

Medicare providers are 

required to retain clinical 

records for juveniles for three 

years after age of majority; 10 

years is recommended  by 

AHIMA; Various laws restrict 

access to records; H&S 

requires 7 years and is 

actually based upon "if the 

licensee ceases operations;" 

H&S §123145, 9 CCR 

784.28(a), 9 CCR 9444, 22 

CCR 70751(c) & 71551(c); 

CMS Pub. 100-4, Chapter 1, 

Section 110.3;  GC §26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-17

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

PUBLIC HEALTH / ENVIRONMENTAL HEALTH

Health & 

Human 

Services / 

Environme

ntal Health

PH-EH-001 FOOD FACILITIES P P Yes
Mag, Mfr, 

OD,  Ppr
Yes S / M

Yes:  After 

10 years

Department preference; GC 

§26202

Health & 

Human 

Services / 

Environme

ntal Health

PH-EH-002 GROUNDWATER TESTING P P Mag, Ppr

Department preference; 

NPDES Monitoring records 

required for 3 years; 40 CFR 

§§122.21, 122.41

Health & 

Human 

Services / 

Public 

Health

PH-EH-003 RABIES CONTROL RECORDS 10 years 10 years Mag, Ppr
Department Preference; GC 

§26202

Health & 

Human 

Services / 

Environme

ntal Health

PH-EH-004
SEPTIC TANK INSTALLATION / 

REPLACEMENTS
P P Yes

Mag, Mfr, 

OD,  Ppr
Yes S / M

Yes:  After 

10 years

Department preference; GC 

§26202

Health & 

Human 

Services / 

Environme

ntal Health

PH-EH-005 SEWER AND WATER MAPS P P Yes Mag, Ppr Yes S / M
Yes:  After 

10 years

Department preference; GC 

§26202

Health & 

Human 

Services / 

Environme

ntal Health

PH-EH-006
SOURCE CONTROL / FOG 

(Fats, Oil & Grease)
3 years 3 years Mag, Ppr 40 CFR 403.12; GC §26202
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Ver. 9.0 Retention Schedule:  HEALTH & HUMAN SERVICES page HHS-18

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       (in 

office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Health & 

Human 

Services / 

Public 

Health

PH-EH-007
WATER TEST RECORDS -  

Bacteriological
5 years 5 years Mag, Ppr

5 years is required; 40 CFR 

141.33(a) and (b)(1); 22 CCR 

§64470;  GC §26202
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Ver. 2.0 Retention Schedule:  GRAND JURY page GJ-1

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site, 

Mfr or OD)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

forms 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Grand Jury GJ-001 COMPLAINTS (GRAND JURY) 5 years 5 years Mag, Ppr  PC §933c

Grand Jury GJ-002
COURT REPORTER NOTES 

AND TRANSCRIPTS
5 years 5 years Mag, Ppr  PC §933c

Grand Jury GJ-003
GRAND JURY AGENDAS AND 

MINUTES
5 years 5 years Mag, Ppr  PC §933c

Grand Jury GJ-004
GRAND JURY APPLICATION 

QUESTIONNAIRES
5 years 5 years Mag, Ppr  PC §933c

Grand Jury GJ-005
GRAND JURY FINAL 

REPORTS AND RESPONSES
5 years 5 years

Mag, Mfr, 

OD, Ppr
S No

County Clerk must forward 

copies to the State 

Archives;  PC §933c
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Ver. 2.0 Retention Schedule: INFORMATION TECHNOLOGY page IT-1

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active          

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

forms 

I=Import

Destroy 

Paper 

after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Inform. 

Technolog

y

IT-001
COMPUTER BACKUPS  -  

DAILY

When No 

Longer 

Required

When No 

Longer 

Required

Mag.

Used for Disaster Recovery 

Purposes Only; Considered a 

copy and can be destroyed when 

no longer required; retention 

based on administrative value; 

recycle tapes; GC §26201

Inform. 

Technolog

y

IT-002
COMPUTER BACKUPS  -  

WEEKLY / MONTHLY

When No 

Longer 

Required

When No 

Longer 

Required

Mag.

Used for Disaster Recovery 

Purposes Only; Considered a 

copy and can be destroyed when 

no longer required; retention 

based on administrative value; 

recycle tapes; GC §26201

Inform. 

Technolog

y

IT-003 GIS DATABASE Indefinite Indefinite Mag Data is interrelated; GC §26202
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-1

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

SHERIFF

Sheriff SHR-001

ARREST RECORDS / CRIME / 

INCIDENT REPORTS:  Adult 

Marijuana  Misdemeanor or 

Infraction - H&S 

§11357(b)(c)(d)(e) or H&S 

§11360(b) (with procedure in 

H&S §11361.5) - Except those 

with outstanding stolen 

property, including firearms, or 

lost firearms

Conviction or 

Arrest (if No 

Conviction) + 

2 years

Conviction 

or Arrest (if 

No 

Conviction) 

+ 2 years

Yes
Mag, Mfr, 

OD, Ppr
S/M/I 

Yes:  After 

Final 

Disposition

("Shall" Destroy); H&S §11361.5

Sheriff SHR-002

ARREST RECORDS / CRIME / 

INCIDENT REPORTS:  Child 

Abuse or Neglect

Date of 

Incident + 10 

years,  

If No 

Subsequent 

Reports

Date of 

Incident + 

10 years,  

If No 

Subsequent 

Reports

Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  After 

QC

PC §§11169(i); 11170(a); GC 

§26202

Sheriff SHR-003

ARREST RECORDS / CRIME / 

INCIDENT REPORTS:  

Factually Innocent Petition 

Accepted Records Sealed 

Pending Destruction - Except 

those with outstanding stolen 

property, including firearms, or 

lost firearms

Arrest Date + 

3 years 

Arrest Date 

+ 3 years
Yes

Mag, Mfr, 

OD,  Ppr
S/M/I No

Individual petitions District 

Attorney; Sheriff concurs that 

person is factually innocent, 

then seals record ("Shall" 

Destroy); GC §26202; PC 

§851.8(a)
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-2

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Sheriff SHR-004

ARREST RECORDS / CRIME / 

INCIDENT REPORTS:  

Juvenile Marijuana 

Misdemeanor  or Infraction  - 

H&S §11357(E) - Except those 

with outstanding stolen 

property, including firearms, or 

lost firearms

Conviction or 

Arrest (if No 

Conviction) + 

2 years or 

Juvenile 18 

years old

Conviction 

or Arrest (if 

No 

Conviction) 

+ 2 years or 

Juvenile 18 

years old

Yes
Mag, Mfr, 

OD, Ppr
S/M/I 

Yes:  When 

Inactive

If no subsequent conviction 

("Shall" Destroy); H&S §11361.5

Sheriff SHR-005

ARREST RECORDS / CRIME / 

INCIDENT REPORTS:  Sealed 

Juvenile and Ward Cases - 

Except Child Abuse or Severe 

Neglect, (Substantiated), those 

with outstanding stolen 

property, including firearms, or 

lost firearms

Sealing Date 

+ 5 years (Or 

Court Order)

Sealing 

Date + 5 

years (or 

Court 

Order)

Yes
Mag, Mfr, 

OD,  Ppr
S/M/I 

Yes:  After 

2 years

Statute of Limitations runs up to 

age of majority + 8 years; 

sealed records for juveniles and 

wards of the Court must be 

destroyed 5 years after sealing 

date;  CCP §§340.1, GC 

§26202; W&I §§389(a), 781(d)

Sheriff SHR-006

ARREST RECORDS / CRIME 

REPORTS:    All, Unless 

otherwise Specified (Felonies 

and Misdemeanors) - Except 

those with outstanding stolen 

property, including firearms, or 

lost firearms

10 years 10 years Yes
Mag, Mfr, 

OD,  Ppr
S/M/I

Yes:  1 

year

Department Preference to 

facilitate Three Strikes law and 

ease of document imaging 

administration; GC §26202, PC 

§§802, PC §§187, 800 et seq., 

W&I §389(a), 781(d)
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-3

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Sheriff SHR-007

ARREST RECORDS / CRIME 

REPORTS:  Major Crimes / 

Sex Crimes - Capital Crimes 

(Crimes Subject to the Death 

Penalty), Sex Crimes (PC 

§290), Confirmed Child and 

Elder Abuse

P P Yes
Mag, Mfr, 

OD,  Ppr
S/M/I 

Yes:  After 

1 year

Department Preference; DOJ 

retains CACI (Child Abuse 

Central Index) information for 

adults 100 years; No limitations 

on commencement of action; 

Courts keep permanently PC §§ 

261, 286, 288, 288a, 288.5, 289, 

289.5, 290, and 799; 11169 et 

seq.; 11170(a)

Sheriff SHR-008

ARREST RECORDS / CRIME 

REPORTS:  Misdemeanor  or 

Infraction Marijuana §11357(e) - 

Juvenile on School Grounds 

during School Hours (with 

procedure in H&S §11361.5)

Offender is 

18 Years Old

Offender is 

18 Years 

Old

Yes Mag, Ppr

(Courts and other Agencies 

"Shall" destroy); H&S§ 11361.5 

et seq., 11357(e)

Sheriff SHR-009

ARREST RECORDS / CRIME 

REPORTS:  Those Containing 

Firearms entered into CLETS 

(if not Permanent Retention)

Firearm 

Found or 

Recovered

Firearm 

Found or 

Recovered

Yes
Mag, Mfr, 

OD,  Ppr
S/M/I 

Yes:  After 

1 year
PC§ 11108(b)

Sheriff SHR-010
CITATIONS:  Misdemeanor 

Traffic or Criminal
2 years 2 years Ppr

Statute of Limitations is up to 

two years; GC §26202, PC §802

Sheriff SHR-011
CIVIL FILES - Evictions, 

Service of Process
2 years 2 years Yes Mag, Ppr GC §26202

Sheriff SHR-012 CIVIL FILES - Garnishments

Satisfaction 

of Writ + 2 

years

Satisfaction 

of Writ + 2 

years

Yes:  Until 

Satisfied
Mag, Ppr

Department adds interest; GC 

§26202
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-4

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Superior 

Court
SHR-013

COURT PETITIONS:  

Emergency Medical Petitions 

(HIV testing)

2 years 2 years Mag, Ppr
Superior Court maintains 

originals; GC §26201

Sheriff SHR-014 CRIME STATISTICS:  ANNUAL 2 years P P
Mag, Mfr, 

OD,  Ppr
Yes S/M/I 

Yes:  When 

Inactive
Historical Value; GC §26202

Sheriff SHR-015

CRIME STATISTICS:  

PERIODIC (Monthly, Bi-

monthly, etc.)

When No 

Longer 

Required

When No 

Longer 

Required

Mag, Ppr Preliminary drafts; GC §26202

Sheriff SHR-016

DEPARTMENT OF JUSTICE 

(DOJ) PURGE 

NOTIFICATIONS

When No 

Longer 

Needed

When No 

Longer 

Needed

Ppr Non-records; GC §26202

Sheriff SHR-017
DEPARTMENT OF JUSTICE 

(DOJ) VALIDATION LISTS
2 years 2 years Mag, Ppr

Information received by DOJ; 

GC §26202

Sheriff / 

Auditor
SHR-018 FALSE ALARM REPORTS 2 years 2 years Mag, Ppr  GC §26202

SHR-019 FCC LICENSE Superseded Superseded Ppr FCC record (Non-record)

Sheriff SHR-020
FIELD INTERVIEW DATA / 

FIELD INTERVIEW CARDS

After Entry to 

RMS

After Entry 

Into RMS
Mag, Ppr Preliminary drafts; GC §26202

Sheriff SHR-021
GUNS:  DEALERS RECORD 

OF SALES
2 years  2 years Mag, Ppr GC §26202, PC§27500-27590 

Sheriff SHR-022

INCIDENT REPORTS (Non-

criminal, including Found 

Missing Persons)

2 years  2 years Mag, Ppr GC §26202

Sheriff SHR-023

INFORMANT FILES (Legal 

Notifications, Identification, 

Payment, Activities)

Inactive + 5 

years

Inactive + 5 

years
Mag, Ppr

Department Preference; Does 

not contain criminal intelligence 

information concerning 

individuals; GC §26202
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-5

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Sheriff SHR-024

INTERNAL AFFAIRS 

INVESTIGATIONS - CITIZEN 

COMPLIANTS

Final 

Disposition + 

5 years

Final 

Disposition 

+ 5 years

Mag, Ppr

Complaints & Findings must be 

retained for 5 years; all laws 

require retention until final 

disposition of formal complaint; 

Statute of Limitations is 4 years 

for misconduct;  EVC 

§1045(b)(1), GC §§12946, 

26202, PC §§801.5, 803(c), 

832.5, VC §2547

Sheriff SHR-025

INTERNAL AFFAIRS 

INVESTIGATIONS - INTERNAL 

COMPLIANTS

Final 

Disposition + 

2 years

Final 

Disposition 

+ 2 years

Mag, Ppr GC §§12946, 26202

Sheriff SHR-026

INTERNAL AFFAIRS 

INVESTIGATIONS:  Officer-

Involved Shootings Resulting in 

Death

P P
Mag, Mfr, 

OD,  Ppr
S/M/I 

Yes:  After 

2 years

Department Preference;  

Statewide guidelines propose 25 

years; GC §26202

Sheriff SHR-027

INVESTIGATIONS / 

BACKGROUND FILES - 

Employees and Volunteers - 

Except for Psychological 

Evaluations, Polygraphs

Separation + 

10 years

Separation 

+ 10 years

Mag, Mfr, 

OD,  Ppr
S/M/I 

Yes:  After 

2 years

EEOC / FLSA / ADEA (Age) 

requires 3 years; State Law 

requires 2 - 3 years; 29 CFR 

1627.3(a)(5) and (6), 8 CCR 

§11040.7( c), GC §§12946, 

26202

Sheriff SHR-028

INVESTIGATIONS / 

BACKGROUND FILES - 

Employees and Volunteers - 

Psychological Evaluations, 

Polygraphs

Separation + 

10 years

Separation 

+ 10 years
Mag, Ppr

EEOC / FLSA / ADEA (Age) 

requires 3 years; State Law 

requires 2 - 3 years; 29 CFR 

1627.3(a)(5) and (6), 8 CCR 

§11040.7( c), GC §§12946, GC 

§26202 et seq.
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-6

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Sheriff SHR-029

INVESTIGATIONS / 

BACKGROUND FILES - 

Unsuccessful Applicants

10 years 10 years

Eligibility Lists are 1 year and 

can be extended 1 year; EEOC / 

FLSA / ADEA (Age) requires 3 

years; State Law requires 2 - 3 

years; 29 CFR 1627.3(a)(5) and 

(6), 8 CCR §11040.7( c), GC 

§§12946, 26202 

Sheriff SHR-030 LOST AND FOUND ITEMS 2 years 2 years Ppr GC §26202

Auditor SHR-031

NATIONAL CRIMINAL 

INFORMATION CENTER 

(NCIC) REPORTS

When No 

Longer 

Needed

When No 

Longer 

Needed

Mag, Ppr

Transitory records not retained 

in the ordinary course of 

business; § 26202 et seq.

Sheriff SHR-032

O.C. APPLICATION REPORT 

(use of pepper spray - sent to 

Department of Justice)

2 years 2 years Mag, Ppr GC §26202

Sheriff SHR-033

OFFICER RECORDINGS:  

Body-Worn Cameras – LOGS 

of Access or Deletion of Data

P P Mag  
PC§ 832.18(b)(5)(E); GC 

§26202

Sheriff SHR-034

OFFICER RECORDINGS:  

Body-Worn Cameras - that 

ARE evidence, Officer 

Involved Shootings / 

Detention or Arrest / 

Complaints

Follows 

retention for 

Evidence, 

Minimum 2 

years

Follows the 

Retention of 

the 

Evidence, 

Minimum 2 

years

Mag  
PC§ 832.18(b)(5)(B)&(C); GC 

§26202

Sheriff SHR-035

OFFICER RECORDINGS:  

Body-Worn Cameras - that are 

NOT evidence

12 months 12 months Mag  

Department preference 

(required for 60 days); PC§ 

832.18(b)(5)(A); GC §26202
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-7

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Police / 

Records
SHR-036

OFFICER RECORDINGS:  

MOBILE AUDIO VIDEO (MAV) 

Recordings - that are NOT 

evidence

1 year 1 year Mag  

Those segments of videos that 

are determined to be evidence 

are retained as evidence; GC 

§26202.6 et seq.

Sheriff SHR-037 PARKING CITATIONS 2 years 2 years Ppr GC §26202

Sheriff SHR-038

PATROL REQUESTS / 

VACATION REQUESTS / 

EXTRA PATROL REQUESTS

2 years 2 years
Mag, Mfr, 

OD,  Ppr
GC §26202

Sheriff SHR-039 PAWN SLIPS 2 years 2 years Ppr

Non-records used for 

investigations; Originals entered 

into the State Automated 

Property System; most agencies 

retain for 2 years; GC §26202

Sheriff SHR-040

PERMITS - APPROVED - 

CONCEALED WEAPONS 

PERMITS (CCW), EXPLOSIVE 

Expiration + 

2 years

Expiration + 

2 years
Yes Ppr

Department Preference; DOJ 

manages the sale and transfer 

of firearms; Non-records (State 

is OFR); most agencies retain 

for 2 years; GC §26202, PC 

§26225

Sheriff SHR-041

PERMITS - DENIED / 

REVOKED - CONCEALED 

WEAPONS PERMITS (CCW), 

EXPLOSIVE 

2 years 2 years Ppr GC §26202, PC §26225 

SAN BENITO COUNTY ©1995-2016 Gladwell Governmental Services, Inc. all rights reserved

Do not duplicate or distribute without prior permission (909) 337-3516          Approved: 

215



Ver. 3.1 Retention Schedule:  SHERIFF page SH-8

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Admin. / 

Personnel
SHR-042

PERSONNEL FILES (Peace 

Officers)

Separation + 

5 years

Separation 

+ 5 years
Yes

Mag, Mfr, 

OD, Ppr
S/M/I

Yes: After 2 

years

Department Preference 

(copies); EEOC/FLSA/ADEA 

(Age) requires 3 years for 

promotion, demotion, transfer, 

selection, or discharge; State 

Law requires 2 -3 years; 29 CFR 

1602.31 & 29 CFR1627.3(b)(ii), 

8  CCR §3204(d)(1) et seq., GC 

§§12946, 26201, 26202

Sheriff SHR-043

PLANS, PROCEDURES & 

REFERENCES:  County 

Emergency Plan, 

Communications, Emergency 

Operations, Multi-Hazard, Oils 

Spill Contingency, Schools, etc.

When 

Superseded

When 

Superseded
Yes

Mag, Mfr, 

OD, Ppr
S/M/I

Yes: After 

Supersede

d

GC §26202

Sheriff SHR-044

REAL PROPERTY SALES / 

CERTIFICATES OF 

REDEMPTION

P P
Mag, Mfr, 

OD, Ppr
S/M/I No GC §26202

Sheriff / 

Auditor
SHR-045 RECORDS RELEASES 2 years 2 years Mag, Ppr  GC §26202

Sheriff SHR-046
REGISTRANT FILES - ARSON 

REGISTRANTS:  Adults
10 years P P Yes

Mag, Mfr, 

OD,  Ppr
S/M/I 

Yes:  After 

1 year

Department preference; 

Pursuant to PC §457.1 et seq.; 

required to register for life; If 

released from CYA, records are 

destroyed after age 25 or 

sealing pursuant to W&I §781; 

GC §26201

SAN BENITO COUNTY ©1995-2016 Gladwell Governmental Services, Inc. all rights reserved

Do not duplicate or distribute without prior permission (909) 337-3516          Approved: 
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-9

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Sheriff SHR-047

REGISTRANT FILES - ARSON 

REGISTRANTS:  Juveniles 

released from California Youth 

Authority

Age 25 or 

Sealing Date 

+ 5 years

Age 25 or 

Sealing 

Date + 5 

years

Yes
Mag, Mfr, 

OD,  Ppr
S/M/I 

Yes:  After 

1 year

Pursuant to PC §457.1 et seq.; 

If released from CYA, records 

are destroyed after age 25 or 

sealing pursuant to W&I §781; 

GC §26201

Sheriff SHR-048
REGISTRANT FILES - 

NARCOTICS / DRUG 
5 years 5 years Mag, Ppr

Non-records used for 

investigations; originals retained 

by DOJ; GC §26202, H&S 

§11590

Sheriff SHR-049
REGISTRANT FILES - SEX 

OFFENDERS:  Adults 
P P Yes

Mag, Mfr, 

OD,  Ppr
S/M/I 

Yes:  After 

2 years
PC §290 et seq.

Sheriff SHR-050
REGISTRANT FILES - SEX 

OFFENDERS:  Juveniles  

P or Sealing 

Date + 5 

years (or 

Court Order) 

P or Sealing 

Date + 5 

years (or 

Court 

Order) 

Yes
Mag, Mfr, 

OD,  Ppr
S/M/I 

Yes:  After 

2 years
PC §290(d)(5), W&I §781

Superior 

Court
SHR-051

RESTRAINING ORDERS 

(Some are also in CLETS)

Upon 

Expiration

Upon 

Expiration
Ppr

Superior Court maintains 

originals; GC §26201

Sheriff SHR-052

ROSTER OF CRIMINAL 

OFFENDER RECORD 

INFORMATION REQUESTS 

5 years 5 years Mag, Ppr

Department Preference; 

Attorney General determined 3 

years; PC §11078; CCR 707(c)

Superior 

Courts
SHR-053

STATEMENT OF PROBABLE 

CAUSE (allows the Judge to 

determine if an arrestee can be 

held past 48 hours prior to 

arraignment)

2 years 2 years Mag, Ppr
Superior Courts retain records; 

GC §26202

SAN BENITO COUNTY ©1995-2016 Gladwell Governmental Services, Inc. all rights reserved
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-10

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Sheriff SHR-054 TIME SHEETS / TIME CARDS 5  years 5 years
Yes:  Until 

Paid
Mag, Ppr

Department Preference 

(contract with Forest Services 

requires 10 years); Meets 

auditing standards (audit + 4 

years); IRS requires 4 years; 

other State and Federal 

regulations require 2 years; FTB 

keeps 3 years; 8 CCR 

§11040.7(c); 29 CFR 

516.6(a)(1); IRS Reg §31.6001-

1(e)(2), R&T §19530; LC § 

1174(d); GC §26202

Sheriff SHR-055 TRAINING:  Firearms & Field
Separation + 

5 years

Separation 

+ 5 years
Yes

Mag, Mfr, 

OD, Ppr
S/M/I 

Yes:  After 

2 years

Claims can be made for 30 

years for toxic substance 

exposure; EEOC/FLSA/ADEA 

(Age) requires 3 years for 

promotion, demotion, transfer, 

selection, or discharge; State 

Law requires 2 -3 years; 29 CFR 

1627.3(b)(ii), 8 CCR §3204(d)(1) 

et seq., GC §§12946, 26202

Sheriff SHR-056
UNIFORM CRIME REPORTS 

(UCR) MONTHLY REPORTS

When No 

Longer 

Required

When No 

Longer 

Required

Mag, Ppr

Filed on line with the State; 

Department preference; GC 

§26202

Sheriff SHR-057
VEHICLE REPOSSESSION 

NOTICES 

When No 

Longer 

Required

When No 

Longer 

Required

Mag, Mfr, 

OD,  Ppr
Preliminary drafts; GC §26202

Superior 

Courts
SHR-058 WARRANTS

Until Served 

or Recalled

Until Served 

or Recalled
Yes Ppr GC §26201

SAN BENITO COUNTY ©1995-2016 Gladwell Governmental Services, Inc. all rights reserved
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-11

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Sheriff SHR-059 WATCH COMMANDER LOGS 2 years 2 years Mag, Ppr
Department Preference; GC 

§26202

JAIL

Sheriff / 

Jail
SHR-060 Jail Incident Reports 3 years 3 years Mag, Ppr GC §26202

Sheriff / 

Jail
SHR-061 Jail In-Custody Rosters 3 years 3 years Mag, Ppr GC §26202

Sheriff / 

Jail
SHR-062

Jail Video Recordings (Jail 

surveillance, security)
1 year 1 year Mag GC §26202.6(a)

Sheriff / 

Jail
SHR-063

Logs & Inspections:  Activity, 

Custody Logs & Lists, Daily 

Counts, Daily Food Services, 

Freezer Temperature Forms, 

Goof Inspection, Kitchen Utensil 

Inventory, Handcuff Log, Tool 

Log, Jail incident Lob, Drain 

Flush Log, Jail Key Log, Shift 

Change Checklist, Duress 

Alarm Log, Safety & Sobering 

Cell Logs, Secure Juvenile 

Logs, Security Checks, Visitor 

Logs

2 years 2 years Mag, Ppr GC §26202

Sheriff / 

Jail
SHR-064 Medical Screen Forms, Sheets 2 years 2 years Mag, Ppr GC §26202

Sheriff / 

Jail
SHR-065 Monthly Counts, Official Counts 2 years 2 years Mag, Ppr GC §26202

Sheriff / 

Jail
SHR-066

Outside Agencies Pre-booking 

Forms
2 years 2 years Mag, Ppr GC §26202

SAN BENITO COUNTY ©1995-2016 Gladwell Governmental Services, Inc. all rights reserved
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Ver. 3.1 Retention Schedule:  SHERIFF page SH-12

Office of 

Record

Retention 

No.
Title and Description Retention Period / Disposition Comments / Reference

(OFR)

Active       

(in office)

Inactive      

(Off-Site)

Total 

Retention
Vital?

Media 

Options

Ar-

chives

Image:  

S=Scan 

M=Micro- 

fiche 

I=Import

Destroy 

Paper after 

Imaged & 

QC'd

If the record is not listed here, refer to the Retention for County-Wide Standards                                                                                                                     

Retentions begin when the act is completed, and imply a full file folder (e.g. last document + 2 years), since destruction is normally performed by file folder.

Litigation, claims, court orders, complaints, audits, records requests and/or investigations suspend normal retention periods (retention resumes after final action - settlement).                                                                                    

Sheriff / 

Jail
SHR-067

PREA (Prison Rape Elimination 

Act) Report
2 years 2 years Mag, Ppr GC §26202

Sheriff / 

Jail
SHR-068 Property Sheets 2 years 2 years Mag, Ppr GC §26202

SAN BENITO COUNTY ©1995-2016 Gladwell Governmental Services, Inc. all rights reserved

Do not duplicate or distribute without prior permission (909) 337-3516          Approved: 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 6.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY ADMINISTRATION OFFICE

DEPT HEAD/DIRECTOR: Kevin O'Neill

AGENDA ITEM PREPARER: Kevin O'Neill

SBC DEPT FILE NUMBER: 60

SUBJECT:

COUNTY ADMINISTRATION OFFICE  - R. ESPINOSA
Approve contract with Emergency Services Consulting International for completion of the fire
services feasibility study in an amount not to exceed $57,083.00.
SBC FILE NUMBER: 60

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

The original and subsequent Fire Protection Contracts with the City of Hollister have had a item that
states the three entities involved shall work to create either a consolidated Fire Protection District
or Joint Powers Authority to provide a countywide fire service.  The County of San Benito, City of
Hollister, and City of San Juan Bautista have all agreed to participate in a feasibility study to be
completed by a qualified firm at a cost share of 40%, 40%, and 20% respectively.
 
The attached contract is the result of a Request for Proposals (RFP), staff selection, and report out
to the Fire Protection Committee.  Emergency Services Consulting International (ESCI) has been
chosen and has reviewed the attached contract with a not to exceed amount of: $57,083.
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The proposed feasibility study will take approximately four (4) months to complete and will result in
an evaluation of the current system in place, the current gaps/needs, assess current and projected
growth as it relates to fire service, and provide a recommendation to the three participating
jurisdictions.

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

It is respectfully recommended that the Board of Supervisors:
1. Approve contract with Emergency Services Consulting International (ESCI) for the completion of
the Fire Protection and Life Safety Services Feasibility Study.
2. Authorize the Chair of the Board to sign contract with ESCI.

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
contract 3/24/2017 Standard Contract
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 7.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY ADMINISTRATION OFFICE

DEPT HEAD/DIRECTOR: R. Espinosa

AGENDA ITEM PREPARER: Barbara Thompson

SBC DEPT FILE NUMBER: 790

SUBJECT:

COUNTY ADMINISTRATION OFFICE - R. ESPINOSA 
Approve Amendment No. 1 to contract with 4Leaf, Inc. for professional services as Interim Director
of Resource Management Agency in an amount not to exceed $234,000.
SBC FILE NUMBER: 790

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

Brent Barnes is retiring from San Benito County.  As such, it is necessary for professional
assistance to perform the duties of Interim Director of the Resource Management Agency
Director.  The County Administrative Office executed a 10K contract with 4Leaf for interim
professional services and 4Leaf started performing work on Wednesday, March 22, 2017.  Under
this Amendment No. 1, the Consultant, 4Leaf, will continue to provide department head level
professional services as the Interim Director of the Resource Management Agency as set forth
below:
 
The work to be provided will be divided between two professional experts, one of whom acting as
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Interim Director of Community Development and one acting as the Interim Director of Planning.
Currently the staff will consist of L. Perlin (Community Development) and J. Walgren (Planning), but
the assignment of staff may be changed with the written approval of the County.
 
The contract costs are estimated at a forty-hour work week, divided between the two consultants,
billed at an hourly rate of $195.00/hour.

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

It is respectfully recommended that the Board of Supervisors:
1.  Approve Amendment No. 1 with 4Leaf, Inc., for department head level professional services as
the Interim Director of the Resource Management Agency in a total amount not to
exceed $234,000.00; and
2.  Authorize the Chair to sign.
3.  Appoint Larry Perlin as the Director of Transportation as set forth in Article IIA of Chapter 3.01
of Title 3 of the San Benito County Code.
4. Appoint James Walgren and Larry Perlin, as co-Interim Directors of the Resource Management
Agency. 
5. Under any matters pertaining to the authorities and responsibilities granted to the RMA Director
under the San Benito County Code, James Walgren is hereby appointed and deemed to be the
"Director of the Resource Management Agency" as set forth in Article X of Chapter 3.01 of Title 3
of the San Benito County Code.

ADDITIONAL PERSONNEL: No

ATTACHMENTS:
Description Upload Date Type
Amendment No. 1 3/24/2017 Standard Contract

Original Contract 3/21/2017 Standard Contract
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 8.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY ADMINISTRATION OFFICE

DEPT HEAD/DIRECTOR: Ray Espinosa

AGENDA ITEM PREPARER: Barbara Thompson

SBC DEPT FILE NUMBER: 425

SUBJECT:

COUNTY ADMINISTRATION OFFICE - R. ESPINOSA
Approve Amendment No. 3 to the contract with the City of Hollister to provide animal control
services, extending the term of the contract through June 30, 2017, and thereafter on a month to
month basis.
SBC FILE NUMBER: 425

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

The County historically has contracted with the City of Hollister to provide animal control services. 
The current contract has been in place since July 1, 2013, and is due to expire March 31, 2017. 
The proposed amendment extends the current contract by an additional three months, to June 30,
2017, and thereafter on a month to month basis. 

BUDGETED:
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Yes

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

Approve Amendment No. 3 to the contract with the City of Hollister for animal control services,
extending the term of the contract to June 30, 2017, and thereafter on a month to month basis.   

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
Amendment No. 3 3/22/2017 Standard Contract

Amendment no. 2 12/4/2016 Standard Contract

Amendment No. 1 and Original contract 12/8/2016 Standard Contract
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Revised 10/1/07 FORM/Amendment to Contract 

C1300002. Animal Services 

AMENDMENT TO CONTRACT 

#3 

 
 

The County of San Benito (“COUNTY”) and the City of Hollister (“CONTRACTOR”) 
enter into this agreement on the date stated next to the signatures below.  In consideration of 
the mutual promises set forth herein, the parties agree as follows: 
 

1. Existing Contract. 

a. Initial Contract. 
COUNTY and CONTRACTOR acknowledge that the parties entered into a 
contract, dated July 1, 2013.  

b. Prior Amendments.  (Check one.) 
[     ] The initial contract previously has not been amended.   
[X   ] The initial contract previously has been amended.  The date(s) of prior 

amendments are as follows: July 25, 2016, December 19, 2016. 

c. Incorporation of Original Contract. 
The initial contract and any prior amendments to the initial contract (hereafter 
collectively referred to as the “original contract”) are attached to this amendment 
as Exhibit 1 and made a part of this amended contract. 

 

2. Purpose of this Amendment. 
The purpose of this amendment is to change the agreement between the parties in the 
following particulars: 

a. Term of the Contract. (Check one.) 
[   ] The term of the original contract is not modified. 
[X] The term of the original contract (Exhibit 1) is extended from the current 

expiration date of March 31, 2017, to a new expiration date of June 30, 
2017.  After June 30

th
, this contract shall be extended on a month to 

month basis, to the 1
st
 day of each successive month, unless a 30 day 

written notice of termination is provided by either party 

b. Scope of Services. (Check one.) 
[X  ] The services specified in the original contract (Exhibit 1) are not modified. 
[  ] The services specified in the original contract (Exhibit 1) are modified as 

specified below: (Check one.) 
[   ] The services specified in the original contract are modified only as 

specified below: 

 

 
 [   ] The services specified in the original contract are deleted in their 

entirety and replaced with the following services: 

New Scope of Services: 
(Insert new services.) 
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Revised 10/1/07 ENTER CONTRACT NUMBER 

 

c. Payment Terms. (Check one.) 
[X] The payment terms in the original contract (Exhibit 1) are not modified. 
 

 

 

 

d. Other Terms. (Check one.) 
[X] There are no other terms of the original contract that are modified. 
[   ] Other terms of the original contract are modified only as specified below: 

Other Modified or New Terms: 
(Insert other modified or new terms.) 

 

3. Other Terms. 

All other terms and conditions of the original contract (Exhibit 1) which are not changed 
by this amendment shall remain the same. 

Information about Contract Administrators is amended to read: 

Contract Administrator for COUNTY: Contract Administrator for CITY: 

Ray Espinosa William Avera 

County Administrative Officer City Manager 

481 4
th

 Street Hollister, CA 95023 375 Fifth Street Hollister, CA 95023 

(831)636-4000 (831)636-4305 

(831)636-4010 (fax) (831)636-4310 (fax) 
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Revised 10/1/07 ENTER CONTRACT NUMBER 

CONTRACTOR 
 
 
    
Name/Title: Mayor Ignacio Velazquez  Date 
 

COUNTY 
San Benito County Board of Supervisors 
 
 
    
Jaime De La Cruz, Chair  Date 
 

 

APPROVED AS TO LEGAL FORM: 
San Benito County Counsel’s Office 
 
 
 
    
 Date 

APPROVED AS TO LEGAL FORM: 
City of Hollister, City Attorney 
 
 
 
    
 Date 
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Revised 10/1/07 ENTER CONTRACT NUMBER 

EXHIBIT 1 
TO AMENDMENT #_____ 

 

 

 

 

 

 

ORIGINAL  
CONTRACT 

(Please attach the initial contract and any prior amendments, from the 
most recent to the initial contract, in reverse chronological order.) 

 
 

264



Revised 10/1/07 FORM/Amendment to Contract 

C1300002. Animal Services 

AMENDMENT TO CONTRACT 

#2 

 
 

The County of San Benito (“COUNTY”) and the City of Hollister (“CONTRACTOR”) 
enter into this agreement on the date stated next to the signatures below.  In consideration of 
the mutual promises set forth herein, the parties agree as follows: 
 

1. Existing Contract. 

a. Initial Contract. 
COUNTY and CONTRACTOR acknowledge that the parties entered into a 
contract, dated July 1, 2013.  

b. Prior Amendments.  (Check one.) 
[     ] The initial contract previously has not been amended.   
[X   ] The initial contract previously has been amended.  The date(s) of prior 

amendments are as follows: July 25, 2016. 

c. Incorporation of Original Contract. 
The initial contract and any prior amendments to the initial contract (hereafter 
collectively referred to as the “original contract”) are attached to this amendment 
as Exhibit 1 and made a part of this amended contract. 

 

2. Purpose of this Amendment. 
The purpose of this amendment is to change the agreement between the parties in the 
following particulars: 

a. Term of the Contract. (Check one.) 
[   ] The term of the original contract is not modified. 
[X] The term of the original contract (Exhibit 1) is extended from the current 

expiration date of December 31, 2016, to a new expiration date of July 1, 
2017. 

b. Scope of Services. (Check one.) 
[X] The services specified in the original contract (Exhibit 1) are not modified. 
[   ] The services specified in the original contract (Exhibit 1) are modified as 

specified below: (Check one.) 
[   ] The services specified in the original contract are modified only as 

specified below: 

Modified or New Scope of Services: 
(Insert modified or new services.) 

 
 [   ] The services specified in the original contract are deleted in their 

entirety and replaced with the following services: 

New Scope of Services: 
(Insert new services.) 
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Revised 10/1/07 ENTER CONTRACT NUMBER 

 

c. Payment Terms. (Check one.) 
[X] The payment terms in the original contract (Exhibit 1) are not modified. 
 

 

 

 

d. Other Terms. (Check one.) 
[X] There are no other terms of the original contract that are modified. 
[   ] Other terms of the original contract are modified only as specified below: 

Other Modified or New Terms: 
(Insert other modified or new terms.) 

 

3. Other Terms. 

All other terms and conditions of the original contract (Exhibit 1) which are not changed 
by this amendment shall remain the same. 

Information about Contract Administrators is amended to read: 

Contract Administrator for COUNTY: Contract Administrator for CITY: 

Ray Espinosa William Avera 

County Administrative Officer City Manager 

481 4
th

 Street Hollister, CA 95023 375 Fifth Street Hollister, CA 95023 

(831)636-4000 (831)636-4305 

(831)636-4010 (fax) (831)636-4310 (fax) 
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Revised 10/1/07 ENTER CONTRACT NUMBER 

CONTRACTOR 
 
 
    
Name/Title: Mayor Ignacio Velazquez  Date 
 

COUNTY 
San Benito County Board of Supervisors 
 
 
    
Robert Rivas, Chair  Date 
 

 

APPROVED AS TO LEGAL FORM: 
San Benito County Counsel’s Office 
 
 
 
    
 Date 

APPROVED AS TO LEGAL FORM: 
City of Hollister, City Attorney 
 
 
 
    
 Date 
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Revised 10/1/07 ENTER CONTRACT NUMBER 

EXHIBIT 1 
TO AMENDMENT #_____ 

 

 

 

 

 

 

ORIGINAL  
CONTRACT 

(Please attach the initial contract and any prior amendments, from the 
most recent to the initial contract, in reverse chronological order.) 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 9.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY COUNSEL

DEPT HEAD/DIRECTOR: M. Granger

AGENDA ITEM PREPARER: Barbara Thompson

SBC DEPT FILE NUMBER: 160

SUBJECT:

COUNTY COUNSEL'S OFFICE - M. GRANGER
Approve Amendment No. 3 to Contract with Ray Espinosa, County Administrative Officer.
SBC FILE NUMBER: 160

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

On November 19, 2013, the Board of Supervisors approved a contract with Ray Espinosa
regarding terms of service as the County Administrative Officer. The contract has been amended
twice previously.  Amendment No. 3 is presented for the Board's approval.

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:
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CURRENT FY COST:

STAFF RECOMMENDATION:

Approve Amendment No. 3 to Contract with Ray Espinosa, County Administrative Officer.

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
Amendment #3 3/22/2017 Cover Memo
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 10.

MEETING DATE:  3/28/2017

DEPARTMENT: EMERGENCY MEDICAL SERVICES

DEPT HEAD/DIRECTOR: Kevin O'Neill

AGENDA ITEM PREPARER: Kris Mangano

SBC DEPT FILE NUMBER: 75.5

SUBJECT:

EMERGENCY MEDICAL SERVICES - K. O'NEILL
Approve Mutual Aid Agreement for Emergency Medical and Health Disaster Assistance.
SBC FILE NUMBER: 75.5

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

This agreement was drafted by the California Governor's Office of Emergency Services ( Cal
OES) to provide emergency medical mutual aid to the counties in Region II who are affected by
medical/health disaster or catastrophic event producing mass casualties that overwhelm local
ability to contain and control. 
 
This agreement establishes San Benito County as a participating County consistent with the State
of California Emergency Plan, Emergency Support Function 8 Annex, California Public Health and
Medical Emergency Operations Manual (EOM), and the Standardized Emergency Management
System (SEMS) by providing assistance to the extent it is reasonably available and possible
without compromising each County's medical and public health responsibilities. 
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BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

It is respectfully requested that the Board of Supervisors;
1.  Approve the California Mutual Aid Region II Intra-Region Cooperative Agreement For
Emergency Medical and Health Disaster Assistance agreement
2.  Authorize the Board Chair to sign 3 original copies of the agreement.

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
Agreement 3/6/2017 Service Agreement
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 11.

MEETING DATE:  3/28/2017

DEPARTMENT: EMERGENCY MEDICAL SERVICES

DEPT HEAD/DIRECTOR: Kevin O'Neill

AGENDA ITEM PREPARER: Kevin O'Neill

SBC DEPT FILE NUMBER: 1068

SUBJECT:

EMERGENCY MEDICAL SERVICES - K. O'NEILL
Adopt Resolution to Continue Penalty Assessment for the Maddy EMS Fund.
SBC FILE NUMBER: 1068
RESOLUTION NO: 2017-26

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

In December 2013, The Board of Supervisors adopted resolution 2013-89 extending the penalty
assessment of $2 for every $10 of a fine, penalty, or forfeiture imposed and collected by the
courts for all specific criminal offenses until December 2016.
 
The California Governor recently amended Government Code 76000.5 and Health and Safety
Code 1797.98a allowing the Board of Supervisors to adopt a resolution for the continued collection
of the penalty assessment until January 2027.
 
The Maddy EMS Funds are distributed according to statute, up to 10% for fund administration and
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15% for a subsection known as Richie's Fund used to address pediatric trauma.  The remaining
amount is divided as follows: 58% to reimburse doctors for patients who do not make payment for
emergency medical services, 25% to hospitals providing disproportionate trauma and emergency
medical care services, 17% to the EMS agency for purchasing equipment and capital projects.

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

It is respectfully recommended that the Board of Supervisors:
1. Adopt the proposed resolution to continue assessing an additional penalty of $2 for every $10 of
a fine, penalty, or forfeiture imposed and collected by the courts for all specified criminal offenses.
2. Authorize the Chair for Board to sign the resolution.

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
Resolution 3/18/2017 Cover Memo
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RESOLUTION No. 2017- _______________ 
 
 

Resolution of the Board of Supervisors of the County of San Benito )  
Regarding the Maddy Emergency Medical Services Fund and The  )  
Intent to Continue to Levy an Additional Penalty Assessment of Two )  
Dollars ($2) For Every Ten Dollars ($10) Upon Fines, Penalties, and ) 
Forfeitures Collected For Criminal Offenses and Vehicle Code  ) 
Violations as Specified.       ) 
 
WHEREAS the San Benito County Board of Supervisors established the Maddy Emergency 
Medical Services Fund (Maddy Fund) in August of 1989 for the deposit of certain penalty 
assessments collected pursuant to Section 1464 of the Penal Code; 
 
WHEREAS the San Benito County Board of Supervisors established an additional penalty in 
July 2009 of two dollars ($2) for every ten dollars ($10) or fraction thereof, upon various fines, 
penalties and forfeitures collected by the courts, pursuant to Government Code Section 76000.5 
and Health and Safety Code Section 1797.98a until January 1, 2014;  
 
WHEREAS, Government Code Section 76000.5 and Health and Safety Code Section 1797.98a 
as amended by Chapter 600 of the Statutes of 2013 originally provided that the County may 
continue to impose the additional penalty until January 1, 2017;  
 
WHEREAS, SB 867, effective January 1, 2017, amended Government Code Section 76000.5 
and Health and Safety Code Section 1797.98a and provides that the County may continue to 
impose the additional penalty until January 1, 2027;  
 
NOW, THEREFORE, BE IT RESOLVED that pursuant to Government Code 76000.5, on 
January 1, 2017 and thereafter continuing to January 1, 2027, there shall be levied, in addition to 
the penalties prescribed by Government Code 76000, an additional penalty assessment of two 
dollars ($2) for every ten dollars ($10) or fraction thereof, which shall be collected, together with 
and in the same manner as the amounts established by Section 1464 of the Penal Code, upon 
every fine, penalty, or forfeiture imposed and collected by the courts for criminal offenses, 
including violations of Division 9 (commencing with Section 23000) of the Business and 
Professions Code relating to the control of alcoholic beverages, and all offenses involving a 
violation of the Vehicle Code or any local ordinance adopted pursuant to the Vehicle Code, 
except parking offenses subject to Article 3 (commencing with Section 40200) of Chapter 1 of 
Division 17 of the Vehicle Code. 
 
BE IT FURTHER RESOLVED that all such additional assessments collected pursuant to Section 
76000.5 of the Government Code shall be transferred to the County Clerk-Auditor-Recorder for 
deposit into the interest-bearing Maddy Emergency Medical Services Fund, and payments from 
the Maddy Emergency Medical Services Fund shall be distributed in accordance with Health and 
Safety Code Section 1797.98a. 
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BE IT FURTHER RESOLVED that the Clerk of the Board is hereby directed to transmit to the 
County Clerk-Auditor-Recorder and to the Superior Court of California, County of San Benito, a 
copy of this Resolution. 
  
The foregoing was passed and adopted by the following vote of the San Benito County Board of 
Supervisors at its regular meeting held on March 28, 2017: 
 
AYES: SUPERVISORS:    
 
NOES: SUPERVISORS:     
 
ABSENT: SUPERVISORS: 
 
 

 _________________________________ 
                                              Jamie De La Cruz, Chair  

   San Benito County Board of Supervisors 
 

   
 
ATTEST: 
 
Chase Graves 
Clerk of the Board 
 
By: _________________________________              Date: __________________ 
 
 
 
Approved as to Legal Form: 
 
By: _________________________________              Date: __________________ 

Barbara Thompson 
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Chair

Item Number: 12.

MEETING DATE:  3/28/2017

DEPARTMENT: HEALTH AND HUMAN SERVICES AGENCY

DEPT HEAD/DIRECTOR: James A. Rydingsword

AGENDA ITEM PREPARER: Mike Hodges

SBC DEPT FILE NUMBER: 130

SUBJECT:

HEALTH AND HUMAN SERVICES AGENCY - J. RYDINGSWORD
Adopt Resolution and approve MOU template for local pharmacies to cooperate with County to
dispense Medical Countermeasure medications from the Strategic National Stockpile (SNS) in the
event of a declared Health Emergency.
SBC FILE NUMBER: 130
RESOLUTION NO: 2017-27

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

The SNS is a national repository of medical supplies to be used to protect the American public in
the event of a public health emergency.  The Public Health Division of the Health & Human
Services Agency is responsible for the distribution of resources to San Benito County from the
SNS and as part of its public health emergency preparedness, is required to have in place MOUs
with local pharmacies for the dispensation of Medical Countermeasure medications, vaccines and
pharmaceuticals from the SNS.  The approval of this Board Resolution will authorize the Director of
Health & Human Services to execute MOUs with pharmacies within the County to dispense
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specified Medical Countermeasure medications, vaccine or other pharmaceuticals in the event the
Governor of the State of California issues a Health Emergency Proclamation to confront a disease
which requires the use of a specified Medical Countermeasure. 
 
By approving this Resolution, the Board of Supervisors will provide the means for local pharmacies
to serve as a point of distribution for MCM medications, vaccines or other pharmaceuticals to local
residents.  The MOU template is attached for this Board's consideration.  The MOU will only be
activated in the event of a public health emergency proclamation issued by the Governor.  
 

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

N/A

CURRENT FY COST:

0.00

STAFF RECOMMENDATION:

1. Adopt Resolution authorizing the Director of HHSA to execute the MOUs with local pharmacies
for the dispensation of MCM medications, vaccine or other pharmaceutical; and
2. Approve the attached template Memorandum of Understanding for use with with local
pharmacies

ADDITIONAL PERSONNEL: No

ATTACHMENTS:
Description Upload Date Type
Pharmacy MCM MOU 2/14/2017 MOU

Resolution 2/14/2017 Resolution
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Chair

Item Number: 13.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY ADMINISTRATION OFFICE

DEPT HEAD/DIRECTOR: B. Thompson

AGENDA ITEM PREPARER: G. Cochran

SBC DEPT FILE NUMBER: 630

SUBJECT:

HUMAN RESOURCES - G. COCHRAN
Approve class specifications and salary ranges for Deputy County Administrative Officer; amend
the County’s class title and pay plan and amend the County’s Schedule of Allocated Positions.
SBC FILE NUMBER: 630

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

The County currently has an Assistant County Administrative Officer classification at a salary range
of $134,113 - $169,561 annually.  The current filled position of Assistant County Administrative
Officer will be vacated in the next few months.  The CAO is recommending elimination of the
Assistant County Administrative Officer classification and establishing a lower level Deputy CAO
classification to provide an opportunity for support at a high level, but also to allow a broader
recruitment pool with which to fill such a position.  With a salary range for this position set as
follows:
 

Step A Step B Step C Step D Step E Step F Step G
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111,932.31 117,528.92 123,405.37 129,575.64 136,054.42 142,857.14 150,000.00
 
This will result in a net annual salary savings between the two allocated positions of approximately
$19, 500.00 with Board approval of the adoption of this class specification, salary range and the
elimination of the Assistant County Administrative Officer and the addition of a Deputy County
Administrative Officer position.  
 

BUDGETED:

Yes

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

1. Approve the class specification for the Deputy County Administrative Officer.
2. Amend the County’s Class Title and Pay Plan to reflect the salary for the class of Deputy

County Administrative Officer of $111,932.31 - $150,000.00
3. Amend the County’s Schedule of Allocated Positions as follows:

Delete 1.0 FTE Assistant County Administrative Officer (when the position is vacated) 
Add 1.0 FTE Deputy County Administrative Officer

ADDITIONAL PERSONNEL: No

ATTACHMENTS:
Description Upload Date Type
Deputy CAO 3/19/2017 Cover Memo
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San Benito County                                                                        Date Created: 3/28/17 
                                                             Bargaining Unit:       CM       
                                                                                                      FLSA:    Exempt 
                                                             EEO:                          1.1 
 

 

DEPUTY COUNTY ADMINISTRATIVE OFFICER 
 
DEFINITION 
 
Under administrative direction, the Deputy County Administrative Officer is responsible for a 
major program area in the County Administrative Office or may oversee, coordinate, and direct 
projects, broad county-wide policy issues and programs and/or operations and participate in the 
development of the County’s budget; may act in the absence of, the County Administrative 
Officer as authorized by the County Administrative Officer. 
  
DISTINGUISHING CHARACTERISTICS 
The Deputy County Administrator classification is allocated to the County Administrative Office; 
responsibilities may include oversight of human resources, information technology, procurement 
and purchasing as well as other operations, projects or programs and major policy issues. 
 
The assigned work requires initiative, judgment, discretion, and the ability to make independent 
decisions within established policies and procedures set forth by the Board of Supervisors, 
County Administrative Officer, and Federal, State & County laws, ordinances, and regulations. 
  
This class differs from the: 
 
County Administrative Officer who has overall responsibility to the Board of Supervisors for 
all County operations, the County’s budget as well as County wide policy and procedure. 
 
Budget Officer who has chief fiscal responsibility for county-wide budgetary matters  
 
REPORTS TO 
County Administrative Officer 
 
CLASSIFICATIONS SUPERVISED 
May supervise professional, technical, and support staff, as assigned. 
 
EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES (The following is used as a partial 
description and is not restrictive as to duties required.) 

• Directs the activities of a major functional program area in the County Administrative Office 
such as human resources, procurement and purchasing, information technology, and/or 
special projects, studies and policy issues 

• Conducts studies of existing practices, procedures, methods, programs and services in 
assigned areas and prepares recommendations including a variety of reports and 
correspondence 

• Directs the conduct of a variety of analytical and feasibility studies, reviews reports of 
findings and makes recommendations to the County Administrative Officer regarding 
appropriate courses of action 

• Develops workload measurements and supporting data for budget requests, program 
alternatives, funding options and resultant service delivery implications 
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• Designs and supervises studies and analyses relating to performance, efficiency and 
economy within assigned major functional program area 

• Keeps current on State and Federal legislation, regulations and court decisions related to 
assigned activities and functions, evaluates their impact and provides for the development 
and implementation of required policy or operational modifications 

• May coordinate the related work of professional and support staff as well as assist in the 
selection, professional development, supervision, review and evaluation of employees 

• Attends Board of Supervisor's budget hearings and participates in the review process 

• Makes presentations regarding plans and programs at public meetings, administrative 
hearings and related functions and represent the County in meetings with other agencies, 
governments and private entities as assigned 

• Directs the maintenance of accurate records and files and the preparation of reports, 
correspondence and other written materials including keeping the County Administrative 
Officer apprised of current activities 

 
TYPICAL PHYSICAL REQUIREMENTS 
Sit for extended periods; frequently stand and walk; normal manual dexterity and eye-hand 
coordination; lift and move objects weighing up to 25 lbs.; corrected hearing and vision to 
normal range; verbal communication; use of office equipment, including computer, telephone, 
calculator, copiers, and FAX. 
 
TYPICAL WORKING CONDITIONS 
Work is performed in an office environment; continuous contact with other staff, other agencies, 
and the public. 
 
MINIMUM QUALIFICATIONS 
Knowledge of: 
Accepted principles, techniques and practices of local government administration including 
human resources operations and employee relations, risk management, administrative and 
organizational analysis, legislative relations and processes, supervision, organization, 
administration, project planning, and modern public management methods and procedures 
Techniques of planning and performing administrative, operational, staffing, organizational and 
fiscal analysis, including project management. 
County government organization and functions, and their relationship to federal, state and 
municipal government 
Standard operational policies and practices of County governments 
Statistical methods and methods of graphic presentation 
Laws, codes, rules, and regulations governing the operation of County government 
Organization, function and administrative structure of public agencies, including the role of an 
elected Board 
Accepted principles and practices of supervision 
ABILITY TO: 
Analyze a wide variety of complex situations and information and draw logical conclusions and 
recommendations 
Assemble, organize, and present in written or oral form, administrative, financial, factual, and 
other information derived from a variety of sources 
Develop, organize and effectively coordinate complex programs and activities 
Review and report on job analyses and evaluation, organizational design, staffing 
patterns/levels and training needs; analyze employee relations issues; develop management 
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positions, negotiation strategy and strike contingency plans and project costs of negotiated 
agreements 
Understand, interpret and apply provisions of applicable laws, ordinances, rules, regulations, 
and operating procedures 
Exercise tact and judgment in representing the County Administrator on a variety of occasions 
Establish and maintain effective working relationships with County officials and managers, 
employees, officials or other agencies, and the general public 
Perform data collection, interpretation and evaluation pertaining to administrative, fiscal and 
management matters 
Use principles of inductive and deductive reasoning to validate conclusions and 
recommendations 
Exercise responsibility, initiative, ingenuity, independent analysis and judgment in solving highly 
specialized administrative and management problems 
  
EDUCATION AND EXPERIENCE/TRAINING: 
 
Any combination of education and experience which would provide the required knowledge and 
abilities is qualifying, unless otherwise specified. A typical way to obtain the knowledge and 
abilities would be: 
 
Graduation from a recognized college with a major in business administration, public 
administration, management, finance, economics, human resources or a related field,  
 
AND 
 
Four (4) years of progressively responsible experience in a governmental agency with 
responsibilities in administration or policy/program or human resources analysis, including: 
systems, procedures and program evaluation 
 
A master’s degree is desirable, and may be substituted for one (1) year of experience 
Additional experience may be substituted for the education on a year for year basis 
 
Other Requirements 
Possession of or ability to obtain a California Driver’s License Class C (independent travel is 
required) 
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Item Number: 14.

MEETING DATE:  3/28/2017

DEPARTMENT: OFFICE OF EMERGENCY SERVICES

DEPT HEAD/DIRECTOR: Kevin O'Neill

AGENDA ITEM PREPARER: Kevin O'Neill

SBC DEPT FILE NUMBER: 75.5

SUBJECT:

OFFICE OF EMERGENCY SERVICES - K. O'NEILL
Adopt Resolution Ratifying Letting of Contracts to Remediate Local Emergency, Confirming
County Administrator's Authority to Enter Into Emergency Contracts Under Public Contracts Code
22050, Finding that there is a Need to Continue Emergency Action Action; and Finding Repair
Work Exempt from CEQA As An Emergency Project.  (4/5 vote required)
SBC FILE NUMBER: 75.5
RESOLUTION NO: 2017-28

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

At 12:00 P.M. on January 12, 2017, in the absence of the Director of Emergency Services and
while the Board of Supervisors was not in session the Deputy Director of Emergency Services in
response to major flooding in the North portion of San Benito County and rain damage/flooding
throughout San Benito County, proclaimed a local emergency effective January 6, 2017.  Per
Ordinance No. 833, the Board of Supervisors ratified the  Proclamation issued by the Deputy
Director on January 17, 2017. 

332



Due to the recent Pacheco Creek Flooding and the effects heavy rainfall throughout San Benito
County and the financial impact this event has had on the residents of the County and the County
itself, the Deputy Director requested the Governor to Proclaim a State of Emergency for San
Benito County. 
 
On January 23, 2017, the Governor did proclaim a State of Emergency for the State of California,
including the County of San Benito.
 
This resolution relates to the letting of emergency contracts under Public Contracts Code 22050,
and must be reviewed by the Board of Supervisors at every regular meeting until the need for
emergency action terminates. 

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

The Office of Emergency Services Respectfully recommends:

Adopt Resolution Ratifying Letting of Contracts to Remediate Local Emergency, Confirming
County Administrator's Authority to Enter Into Emergency Contracts Under Public Contracts Code
22050, Finding that there is a Need to Continue Emergency Action; and Finding Repair Work
Exempt from CEQA As An Emergency Project (4/5 vote).

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
updated resolution for 3.28 meeting 3/23/2017 Resolution Letter
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 RESOLUTION NO. 2017-  

  

A RESOLUTION OF THE BOARD OF SUPERVISORS OF THE COUNTY OF SAN 

BENITO (1) RATIFYING THE COUNTY ADMINISTRATOR’S LETTING OF 

CONTRACTS TO REMEDIATE LOCAL EMERGENCY; (2) , CONFIRMING THE 

COUNTY ADMINISTRATOR’S AUTHORITY TO ENTER INTO EMERGENCY 

CONTRACTS PURSUANT TO PUBLIC CONTRACTS CODE 22050 WITHOUT 

COMPETITIVE BIDDING, (3)  FINDING THAT THERE IS A NEED TO CONTINUE 

SUCH EMERGENCY ACTION, PURSUANT TO SECTION 22050 OF THE 

CALIFORNIA PUBLIC CONTRACT CODE; AND (4) FINDING THAT THE REPAIR 

WORK IS STATUTORILY EXEMPT FROM THE CALIFORNIA ENVIRONMENTAL 

QUALITY ACT (CEQA) UNDER CEQA GUIDELINE SECTION 15269(c) FOR 

EMERGENCY PROJECTS (4/5 vote required) 

  
WHEREAS, on January 12, 2017, the San Benito County Deputy Director of Emergency 

Services proclaimed a state of local emergency; and, 
 
WHEREAS, on January 17, 2017, the Board of Supervisors confirmed the Deputy 

Director’s Proclamation of a local emergency; and,  
 
WHEREAS, on January 23, 2017, the Governor of the State of California declared a 

State of Emergency for several counties within the State of California, including the County of 
San Benito; and,  

 
WHEREAS, Section 5.09.010 of the San Benito County Code provides that except as 

otherwise directed by law or the Board of Supervisors, competitive bidding is not required for 
emergency purchases required “in order to avoid a hazard to life or property…”; and, 

 
WHEREAS, Section 5.09.015 of the San Benito County Code states, “Emergency 

purchases may be made by the Purchasing Agent or Assistant Purchasing Agent when a 
generally unexpected occurrence or unforeseen circumstances require an immediate purchase of 
material, supplies or equipment: (1)   In order to avoid a hazard to life or property. . . or (4) In 
order to avoid economic loss to the county;” and, 
 

WHEREAS, 5.09.015 of the San Benito County Code further states that “Emergency 
purchases shall be submitted to the Board of Supervisors for ratification at its next meeting; and, 

 
WHEREAS, the Director of Emergency Services under San Benito County Code 

Chapter 11.01 is additionally authorized “to obtain vital supplies, equipment and such other 
properties found lacking and needed for the protection of life and property and to bind the county 
for the fair value thereof. . .”; and, 

 

WHEREAS, Public Contract Code Section 1102 defines an emergency as “a sudden 
unexpected occurrence that poses a clear and imminent danger, requiring immediate action to 
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prevent or mitigate the loss or impairment of life, health, property, or essential public services”; 
and,  

 
WHEREAS, Public Contract Code Section 22050(a)(1) states, “In the case of an 

emergency, a public agency, pursuant to a four-fifths vote of its governing body may repair or 
replace a public facility, take any directly related and immediate action required by that 
emergency, and procure the necessary equipment, services, and supplies for those purposes, 
without giving notice for bids to let contracts”; and,  

 
WHEREAS, Public Contract Code Section 22050(b)(1) further provides that “The 

governing body, by a four-fifths vote, may delegate, by resolution or ordinance, to the 
appropriate county administrative officer,  . . . . or other nonelected agency officer, the authority 
to order any action pursuant to [Section 22050(a)(1)]”; and, 

 
WHEREAS, Public Contracts Code Section 22050(b)(3) provides that if such action is 

taken, “that person shall report to the governing body, at its next meeting required pursuant to 
this section, the reasons justifying why the emergency will not permit a delay resulting from a 
competitive solicitation for bids and why the action is necessary to respond to the emergency”; 
and, 

 
WHEREAS, Public Contract Code Section 22050(c)(2) further provides that “If a person 

with authority delegated pursuant [Section 22050(b)(1)] orders any action . . . . the governing 
body shall initially review the emergency action… at its next regularly scheduled meeting . . . . 
and at least at every regularly scheduled meeting thereafter until the action is terminated, to 
determine, by a four-fifths vote, that there is a need to continue the action; and,   

 
WHEREAS, pursuant to Public Contract Code Section 22050(c)(3), the Board of 

Supervisors shall terminate the action at the earliest possible date that conditions warrant so that 
the remainder of the emergency action may be completed by giving notice for bids to let 
contracts; and, 

 

WHEREAS, by unanimously adopting Ordinance 853 on April 27, 2010,  the Board of 
Supervisors delegated to the County Administrative Officer the authority to make emergency 
purchases when generally unexpected occurrence or unforeseen circumstances require an 
immediate purchase of material, supplies or equipment in order to avoid a hazard to life or 
property; and, 

  

WHEREAS, pursuant to the authority delegated under San Benito County Code, (1) on 
or about February 2, 2017, the County Administrative Officer let three contracts to Granite 
Construction Company in the amounts of not to exceed $100,000, $100,000 and $25,000, 
respectively for debris removal, hauling of debris off-site, and site restoration for any damage 
caused by remediation activity; (2) on or about February 3, 2017, the County Administrative 
Officer entered into a contract with Graniterock in an amount not to exceed $75,000 for 
emergency road repair; (3) on or about February 3, 2017, the County Administrative Officer 
authorized work with the Don Chapin Company by purchase order in an amount up to $50,000 
for building a temporary access road to access the level; (4) on or about February 21, 2017, the 
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County Administrative Officer will enter into a contract with Graniterock in an amount not to 
exceed $50,000 for emergency road repair; (5) on or about March 9, 2017, the County 
Administrative Officer entered into a contract with Graniterock in an amount not to exceed 
$46,980 for sink hole repair; (6) on or about March 21, 2017, the County Administrative Officer 
was scheduled to enter into a contract with Graniterock in an amount not to exceed $50,000 for 
emergency road repair on Panoche Road; and (7) in late March 2017, the County Administrative 
Officer will let a contract with the Don Chapin Company, or another company as may be 
determined, for emergency levee repair work; and, 

 
WHEREAS, because this emergency procurement exceeds $10,000 and pursuant to 

Government Code 22050, the County Administrative Officer has presented this Resolution to the 
Board of Supervisors at its next available regular meeting; and,  

 
WHEREAS, the County Administrative Officer hereby reports to the Board of 

Supervisors that, for the reasons set forth herein, and on the public record, that there was 
substantial evidence that the flooding and levee break were sudden unexpected occurrences that 
posed a clear and imminent danger to the surrounding neighborhood and the general public, 
requiring immediate action to prevent or mitigate the loss or impairment of life, health, or 
property; and,  

 
WHEREAS, the County Administrative Officer also hereby reports to the Board of 

Supervisors that, for the reasons set forth herein, and on the public record, that there was 
substantial evidence that the emergency did not permit a delay resulting from a competitive 
solicitation for bids, and that emergency contracts were necessary to respond to the emergency; 
and, 

 
WHEREAS, the Board of supervisors has reviewed the County Administrative Officer’s 

emergency action and concurs with the County Administrative Officer’s findings and 
determinations; and, 

 

WHEREAS, the Board of Supervisors accepts the report of the County Administrative 
Officer and finds that (1) there is a need to continue the action, (2) that the current state of 
emergency will not permit a delay resulting from a competitive solicitation for bids, and (3) the 
action taken by the County Administrative Officer as recited herein, was necessary to respond to 
the emergency. 

 

NOW THEREFORE, THE BOARD OF SUPERVISORS OF THE COUNTY OF 

SAN BENITO DOES HEREBY RESOLVE AS FOLLOWS:  

 
1. The flooding and levee break constitutes an “emergency” under Public Contract Code 

Section 1102 and 22050 and Board of Supervisors hereby ratifies the County Administrative 
Officer’s determination in this regard and the actions taken to remediate the emergency; and,   

 
2. The County Administrative Officer’s decision to waive the competitive bidding 

requirements pursuant to Public Contract Code Section 22050 is hereby ratified.  
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3. Until formally revoked, the Board expressly declares its delegation, and reaffirms its 
prior delegation, to the County Administrative Officer the authority to order action pursuant to 
paragraph (1) of subdivision (a) of California Public Contracts Code section 22050;  

 
 
4. Pursuant to Public Contract Code Section 22050(c)(3), by a four-fifths vote, the Board 

of Supervisors finds that there is a need to continue the emergency action originally authorized 
by the County Administrative Officer; and,  

 
5. The Board directs that such emergency action shall be reviewed by the Board of 

Supervisors at each subsequent regular Board of Supervisors’ meeting to determine whether 
there is a need to continue the action, until the action is terminated; and,  

 
6. The action from the contracts and purchase order referenced herein is exempt from the 

California Environmental Quality Act (“CEQA”) (Pub. Res. Code, §§ 21000, et seq. and Title 14 
of the California Code of Regulations, §§ 15000 et seq. (“State CEQA Guidelines”)), pursuant to 
14 Cal. Code of Regs. §15269 as an emergency project, and Resource Management Agency staff 
is hereby directed to file a Notice of Exemption with the San Benito County Clerk's Office.  

 
DULY PASSED AND ADOPTED this 28th day of March, 2017 by the Board of Supervisors of 
the County of San Benito, by the following vote: 
 
AYES:   
NOES:  
ABSENT:  
ABSTAIN:          

___________________________________ 
JAIME DE LA CRUZ, Chair 
San Benito County Board of Supervisors 

 

 

ATTEST:        APPROVED AS TO LEGAL FORM: 

Chase Graves      San Benito County Counsel’s Office 
Clerk of the Board 

 
By: _______________________________  ______________________________ 
       Barbara Thompson 

Assistant County Counsel 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 15.

MEETING DATE:  3/28/2017

DEPARTMENT: OFFICE OF EMERGENCY SERVICES

DEPT HEAD/DIRECTOR: Kevin O'Neill

AGENDA ITEM PREPARER: Kevin O'Neill

SBC DEPT FILE NUMBER: 75.5

SUBJECT:

OFFICE OF EMERGENCY SERVICES - K. O'NEILL
Adopt Resolution Recognizing the Continuing Proclamation of a Local Emergency in San Benito
County.
SBC FILE NUMBER: 75.5
RESOLUTION NO: 2017-29

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

At 12:00 P.M. on January 12, 2017, in the absence of the Director of Emergency Services and
while the Board of Supervisors was not in session the Deputy Director of Emergency Services in
response to major flooding in the North portion of San Benito County and rain damage/flooding
throughout San Benito County, proclaimed a local emergency effective January 6, 2017.  Per
Ordinance No. 833, the Board of Supervisors ratified the  Proclamation issued by the Deputy
Director on January 17, 2017. 

Due to the recent Pacheco Creek Flooding and the effects heavy rainfall throughout San Benito
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County and the financial impact this event has had on the residents of the County and the County
itself, the Deputy Director requested the Governor to Proclaim a State of Emergency for San
Benito County. 
 
On January 23, 2017, the Governor did proclaim a State of Emergency for the State of California,
including the County of San Benito.
 
The attached Resolution extends the Proclamation of Local Emergency applies to entire County of
San Benito. The Board is required to review and continue the state of local emergency at least
once every 30 days until the Board terminates the state of local emergency.  As a result, the Board
will be presented with a similar resolution every meeting until the local emergency has been
terminated.  (The second agenda item pertains to the letting of emergency contracts under Public
Contracts Code 22050, and must be reviewed by the Board of Supervisors at every regular
meeting until the need for emergency action terminates.) 

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

The Office of Emergency Services Respectfully recommends:
    1.       Adopt Resolution Recognizing the Continuing Proclamation of a Local Emergency in San
Benito County.
     

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
resolution revised for 3.28 meeting 3/23/2017 Resolution Letter
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RESOLUTION NO. 2017- 

 

A RESOLUTION OF THE BOARD OF SUPERVISORS OF SAN BENITO 

COUNTY RECOGNIZING THE CONTINUING PROCLAMATION OF A 

LOCAL EMERGENCY IN SAN BENITO COUNTY  

 

 

WHEREAS, California Government Code section 8630 and the San Benito County Code 

empower the County Administrator/Director of Emergency Services to proclaim the existence of 

a local emergency when San Benito County is affected or likely to be affected by a public 

calamity, subject to ratification by the Board of Supervisors at the earliest practicable time; and  

WHEREAS, the Deputy Director of Emergency Services, acting at the direction of the 

County Administrator, found that conditions of extreme peril to the safety of persons and 

property had arisen within said County caused by the winter storm event starting on January 6, 

2017, including the threat of flooding due to winter storms which necessitated the issuance of 

proclamation of a local emergency on January 12, 2017; and  

WHEREAS, the Board of Supervisors of the County of San Benito ratified said 

proclamation of Local Emergency on Tuesday, January 17, 2017; and  

WHEREAS, conditions of extreme peril continue to exist including highway and bridge 

damage, debris deposits, and damage and flooding to local residences caused by the heavy rains 

and the effects thereof, which constitute an imminent threat to public health and safety; and 

WHEREAS, another series of storms during the months of January and February 2017 

have caused additional flooding which have endangered people and livestock and caused 

destruction and damage to both public and private property; and, 

WHEREAS, the County Administrator/Director of Emergency Services determined that 

the locally available resources are inadequate to cope with the emergency and that it was 

necessary to request that the Governor proclaim a statewide emergency.  

NOW, THEREFORE, IT IS PROCLAIMED AND ORDERED, that the 

“Proclamation Confirming the Deputy Director of Emergency Services’ Proclamation of the 

Existence of a Local Emergency” adopted by the Board of Supervisors on January 17, 2017, and 

continuing since that date due to the 2017 Winter Storm Event, is hereby extended for 30 days; 

and  

IT IS FURTHER PROCLAIMED AND ORDERED, that during the existence of this 

local emergency, the powers, functions and duties of the County Administrator and the 

emergency management organization of the San Benito County Operational Area shall continue 

to be those prescribed by Federal law; State law; by ordinances, resolutions and the Code of the 
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County of San Benito; and by the San Benito County/Operational Area Emergency Operations 

Plan approved by the San Benito County Board of Supervisors; and  

 

IT IS FURTHER PROCLAIMED AND ORDERED, pursuant to Government Code section 

8630, the Board of Supervisors shall review the need for continuing this local emergency at least 

once every thirty days until the Board of Supervisors terminates the local emergency; and  

 

IT IS FURTHER PROCLAIMED AND ORDERD that a copy of this proclamation be 

forwarded to the State Director of the Office of Emergency Services and all State and Federal 

legislators representing the County of San Benito. 

 

PASSED AND ADOPTED by the San Benito County Board of Supervisors, State of California, at the 

meeting of said Board held on the 28th day of March, 2017. 

 

AYES:   

NOES:  

ABSENT:  

ABSTAIN:          

___________________________________ 

JAIME DE LA CRUZ, Chair 

San Benito County Board of Supervisors 

 

ATTEST:        APPROVED AS TO LEGAL FORM: 

Chase Graves, Clerk of the Board   San Benito County Counsel’s Office 

 

By: _______________________________  ______________________________ 

       Barbara Thompson 

Assistant County Counsel 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 16.

MEETING DATE:  3/28/2017

DEPARTMENT: RESOURCE MANAGEMENT AGENCY 

DEPT HEAD/DIRECTOR: Brent Barnes

AGENDA ITEM PREPARER: Brent Barnes

SBC DEPT FILE NUMBER: CSA's

SUBJECT:

RESOURCE MANAGEMENT AGENCY
Approve contract with Lee Landscaping for Maintenance of Common Landscape Areas, County
Service Areas 46 (Quail Hollow), 47 (Oak Creek) and 53 (Riverview Estates) for the period of April
1, 2017 through April 30, 2020, for a total sum not to exceed $55,100.00 per year, for a total
contract amount not to exceed $165,300.00.
SBC FILE NUMBER: CSA #46, #47 & #53

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

In the fall of 2016, the incumbent landscape maintenance contractor for Oak Creek, Quail Hollow
and Riverview Estates resigned. After seeking quotes from prospective contractors, staff is
recommending that Lee Landscaping of Hollister be awarded a three year contract, for common
area landscape maintenance in these three County Service Areas (CSAs).

BUDGETED:
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Yes

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

It is respectfully recommended that the Board:
1. Approve the attached contract for common area landscape maintenance in CSAs 46, 47, and 53
with Lee Landscaping, for the period from April 1, 2017 to April 30, 2020, in an amount not to
exceed $55,100.00 per year, for a total contract amount not to exceed $165,300.00; and
2. Authorize the Chair to sign the contract.

ADDITIONAL PERSONNEL: No

ATTACHMENTS:
Description Upload Date Type
Contract with Attachments A-D 3/15/2017 Standard Contract

Location Maps in color (excerpts from contract, Attachment A) 3/15/2017 Map

Quotes Received 3/10/2017 Backup Material
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LOCATION MAPS 
 (CSA Landscape Maintenance Serv ices)  

Location Map:  CSA #46 (Quail Hollow) and #47 (Oak Creek) 

 
 

CSA #46 (Quail Hollow) consists of Area 4, Area 5 and Area 6 

CSA #47 (Oak Creek) consists of Area 1, Area 2, and Area 3  (NOTE:  The red line through Area 1 

represents a storm drain easement that is maintained by County staff and is not included in the 

Landscaping Maintenance Services scope of work 
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Location Map:  CSA #53 (Riverview Estates) 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 17.

MEETING DATE:  3/28/2017

DEPARTMENT: RESOURCE MANAGEMENT AGENCY 

DEPT HEAD/DIRECTOR: 

AGENDA ITEM PREPARER: Adam Goldstone

SBC DEPT FILE NUMBER: 

SUBJECT:

RESOURCE MANAGEMENT AGENCY
Reject all bids received for the Veterans Memorial Park Irrigation System Improvements, adopt
revised plans and specifications, and authorize the advertising for bids.
SBC FILE NUMBER: 127

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

On January 25, 2017, bids were due for the Veterans Memorial Park Irrigation System
Improvements project and only one bid was received.  This bid exceeded the project budget, so
County staff and consultants discussed the best method to move forward.  After much review and
discussion, staff has determined that the original design is appropriate but that the overall scope
may need to be reduced or modified.  The plans and specifications were revised to incorporate
three deductive alternates.  These alternates are the use of one or two smaller storage tanks, the
electrical portion of the scope and the fencing portion of the scope.  Depending on the lowest
base bid received, one or more of these alternates can be deducted from the total bid price to
reduce the project cost if necessary.  Bids will be due on April 13 and the project could be
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completed by mid-July.

BUDGETED:

Yes

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

Staff recommends that the Board of Supervisors:
1. Reject all bids received for the Veterans Memorial Park Irrigation System Improvements project;
2. Adopt the revised plans and specifications; and
3. Authorize the advertising for bids

ADDITIONAL PERSONNEL: No

ATTACHMENTS:
Description Upload Date Type
Specifications - Notice, Instructions, Conditions, Contract, Bid Forms, etc. 3/20/2017 Backup Material

Plans 3/16/2017 Backup Material
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PLUMBING SPECIFICATION    1.	SCOPE:  PROVIDE PLUMBING SYSTEMS, INCLUDING ALL LABOR, EQUIPMENT, MATERIALS AND SERVICES.    SCOPE:  PROVIDE PLUMBING SYSTEMS, INCLUDING ALL LABOR, EQUIPMENT, MATERIALS AND SERVICES.    :  PROVIDE PLUMBING SYSTEMS, INCLUDING ALL LABOR, EQUIPMENT, MATERIALS AND SERVICES.    PROVIDE PLUMBING SYSTEMS, INCLUDING ALL LABOR, EQUIPMENT, MATERIALS AND SERVICES.    2.	COORDINATION:  COORDINATE WITH GENERAL CONTRACTOR AND ALL OTHER TRADES.    COORDINATION:  COORDINATE WITH GENERAL CONTRACTOR AND ALL OTHER TRADES.    :  COORDINATE WITH GENERAL CONTRACTOR AND ALL OTHER TRADES.      COORDINATE WITH GENERAL CONTRACTOR AND ALL OTHER TRADES.    3.	CODES:  THIS WORK SHALL CONFORM TO ALL LOCAL CODES, CALIFORNIA BUILDING CODE, CALIFORNIA CODES:  THIS WORK SHALL CONFORM TO ALL LOCAL CODES, CALIFORNIA BUILDING CODE, CALIFORNIA :  THIS WORK SHALL CONFORM TO ALL LOCAL CODES, CALIFORNIA BUILDING CODE, CALIFORNIA   THIS WORK SHALL CONFORM TO ALL LOCAL CODES, CALIFORNIA BUILDING CODE, CALIFORNIA MECHANICAL CODE AND CALIFORNIA PLUMBING CODE.    4.	FEES:  CONTRACTOR SHALL PAY ALL FEES IN CONNECTION WITH THIS WORK. CONNECTION CHARGES FEES:  CONTRACTOR SHALL PAY ALL FEES IN CONNECTION WITH THIS WORK. CONNECTION CHARGES :  CONTRACTOR SHALL PAY ALL FEES IN CONNECTION WITH THIS WORK. CONNECTION CHARGES   CONTRACTOR SHALL PAY ALL FEES IN CONNECTION WITH THIS WORK. CONNECTION CHARGES BY OWNER.    5.	DRAWINGS:  DRAWINGS ARE SCHEMATIC.  ALL EQUIPMENT LOCATIONS SHALL BE VERIFIED IN THE FIELD DRAWINGS:  DRAWINGS ARE SCHEMATIC.  ALL EQUIPMENT LOCATIONS SHALL BE VERIFIED IN THE FIELD :  DRAWINGS ARE SCHEMATIC.  ALL EQUIPMENT LOCATIONS SHALL BE VERIFIED IN THE FIELD   DRAWINGS ARE SCHEMATIC.  ALL EQUIPMENT LOCATIONS SHALL BE VERIFIED IN THE FIELD AND APPROVED BY ARCHITECT.    6.	MAINTENANCE:  ALL EQUIPMENT SHALL BE ACCESSIBLE FOR MAINTENANCE.    MAINTENANCE:  ALL EQUIPMENT SHALL BE ACCESSIBLE FOR MAINTENANCE.    :  ALL EQUIPMENT SHALL BE ACCESSIBLE FOR MAINTENANCE.    ALL EQUIPMENT SHALL BE ACCESSIBLE FOR MAINTENANCE.    7.	GUARANTEE:  ALL WORKMANSHIP, EQUIPMENT AND MATERIALS SHALL BE GUARANTEED FOR ONE YEAR GUARANTEE:  ALL WORKMANSHIP, EQUIPMENT AND MATERIALS SHALL BE GUARANTEED FOR ONE YEAR :  ALL WORKMANSHIP, EQUIPMENT AND MATERIALS SHALL BE GUARANTEED FOR ONE YEAR   ALL WORKMANSHIP, EQUIPMENT AND MATERIALS SHALL BE GUARANTEED FOR ONE YEAR AFTER DATE OF ACCEPTANCE.    8.	SUBMITTALS:  WITHIN 15 DAYS AFTER SIGNING A CONTRACT, PROVIDE SUBMITTALS ON ALL PLUMBING SUBMITTALS:  WITHIN 15 DAYS AFTER SIGNING A CONTRACT, PROVIDE SUBMITTALS ON ALL PLUMBING :  WITHIN 15 DAYS AFTER SIGNING A CONTRACT, PROVIDE SUBMITTALS ON ALL PLUMBING EQUIPMENT.    9.	TESTING, ADJUSTING, AND CLEANING:  TEST ALL PIPING, VALVES, ETC. AS LISTED BELOW AND TESTING, ADJUSTING, AND CLEANING:  TEST ALL PIPING, VALVES, ETC. AS LISTED BELOW AND :  TEST ALL PIPING, VALVES, ETC. AS LISTED BELOW AND PROVIDE THE LANDSCAPE ARCHITECT WITH  CERTIFIED COPIES OF TEST RESULTS.  THE INSPECTION AUTHORITY HAVING JURISDICTION AND THE SUPERVISING ARCHITECT SHALL BE NOTIFIED AT LEAST 24 HOURS PRIOR TO PERFORMANCE OF ALL TESTS SO THAT THEY MAY BE WITNESSED.  ALL WATER PIPING SHALL BE TESTED TO 150 PSIG WITH POTABLE WATER AND HELD FOR 2 HOURS WITHOUT DROP IN PRESSURE BEFORE IT IS COVERED AND CONCEALED.  EQUIPMENT AND PERSONNEL SHALL BE PROTECTED FROM THIS TEST PRESSURE.  UPON COMPLETION OF THE WORK, CLEAN ALL EQUIPMENT AND PIPING INSTALLED UNDER THIS SECTION AND THOROUGHLY WASH AND POLISH ALL PLUMBING FIXTURES, FITTINGS AND TRIM, REMOVING LABELS THEREFROM. 10.	VERIFICATION OF EXISTING CONDITIONS:  IT SHALL BE ONE OF THE RESPONSIBILITIES UNDER THIS VERIFICATION OF EXISTING CONDITIONS:  IT SHALL BE ONE OF THE RESPONSIBILITIES UNDER THIS :  IT SHALL BE ONE OF THE RESPONSIBILITIES UNDER THIS SECTION TO EXAMINE THE SITE OF WORK AND, AFTER INVESTIGATION, TO DETERMINE THE CHARACTER OF THE MATERIALS TO BE ENCOUNTERED AND THE EXISTING CONDITIONS AFFECTING THE WORK. 11.	EXCAVATION AND BACKFILLING:  EXCAVATION SHALL BE UNCLASSIFIED AND SHALL INCLUDE THE EXCAVATION AND BACKFILLING:  EXCAVATION SHALL BE UNCLASSIFIED AND SHALL INCLUDE THE :  EXCAVATION SHALL BE UNCLASSIFIED AND SHALL INCLUDE THE REMOVAL OF ALL BURIED OBSTRUCTIONS WITHIN THE AREA TO BE EXCAVATED.  TRENCH TO REQUIRED DEPTHS.  TRENCH TO BE FREE OF WATER.  TAMP BOTTOM OF TRENCH.  EXCAVATE BELL HOLES SO PIPE SHALL REST FOR ENTIRE LENGTH ON SOLID GROUND.  REMOVE ALL ROCKS AND TAMP AND COMPACT 1/2" TO 1-1/2" BROKEN STONE OR GRAVEL SAND ON BOTTOM OF TRENCH BEFORE LAYING PIPE.  INSTALLED PIPING TO BE TESTED, INSPECTED AND APPROVED FOR BACKFILL MATERIAL.  MATERIAL:  IMPORTED SANDY SOIL IN LAYERS NOT EXCEEDING 8".  MOISTEN AND MACHINE TAMP TO ORIGINAL CONDITION.  BACKFILL SHALL BE COMPACTED TO A DENSITY OF 95% AS DETERMINED BY THE LABORATORY TEST PROCEDURE IN ASTM D1557.  12.	STERILIZATION:  BEFORE BEING PLACED IN SERVICE, ALL DOMESTIC  COLD WATER DISTRIBUTION STERILIZATION:  BEFORE BEING PLACED IN SERVICE, ALL DOMESTIC  COLD WATER DISTRIBUTION :  BEFORE BEING PLACED IN SERVICE, ALL DOMESTIC  COLD WATER DISTRIBUTION SYSTEMS SHALL BE STERILIZED IN ACCORDANCE WITH THE AWWA STANDARD SPECIFICATION, LATEST EDITION AND AMENDMENTS.  AFTER STERILIZATION, THE SYSTEM SHALL BE FLUSHED WITH POTABLE WATER UNTIL THE STERILIZATION RESIDUE IS WITHIN THE TOLERABLE LIMITS FOR DOMESTIC WATER. 
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ELECTRICAL SYMBOLS & ABBREVIATIONS

DISREGARD THOSE WHICH DO NOT APPEAR ON THE PLANS.

ELECTRICAL SPECIFICATIONS

APPLICABLE CODES & STANDARDS

CODES:

1. 2013 CALIFORNIA ADMINISTRATIVE CODE C.C.R., TITLE 24, PART 1.

2. 2013 CALIFORNIA BUILDING CODE (CBC) C.C.R., TITLE 24, VOL. 1 & 2 BASED ON

THE 2012 INTERNATIONAL BUILDING CODE (IBC) WITH CALIFORNIA

AMENDMENTS.

3. 2013 CALIFORNIA RESIDENTIAL CODE C.C.R., TITLE 24, PART 2.5 BASED ON THE

2012 INTERNATIONAL RESIDENTIAL CODE WITH CALIFORNIA AMENDMENTS.

4. 2013 CALIFORNIA ELECTRICAL CODE (CEC) C.C.R., TITLE 24, PART 3 BASED ON

THE 2011 NATIONAL ELECTRICAL CODE (NEC) WITH CALIFORNIA AMENDMENTS.

5. 2013 CALIFORNIA MECHANICAL CODE (CMC) C.C.R., TITLE 24, PART 4 BASED ON

THE 2012 UNIFORM MECHANICAL CODE (UMC) WITH CALIFORNIA AMENDMENTS.

6. 2013 CALIFORNIA PLUMBING CODE (CPC) C.C.R., TITLE 24, PART 5 BASED ON

THE 2012 UNIFORM PLUMBING CODE (UPC) WITH CALIFORNIA AMENDMENTS.

7. 2013 CALIFORNIA ENERGY CODE C.C.R., TITLE 24, PART 6.

8. 2013 CALIFORNIA FIRE CODE (CFC) C.C.R., TITLE 24, PART 9 BASED ON THE 2012

INTERNATIONAL FIRE CODE (IFC) WITH CALIFORNIA AMENDMENTS.

9. 2013 CALIFORNIA GREEN BUILDING STANDARDS CODE C.C.R., TITLE 24, PART 11.

10. 2013 CALIFORNIA REFERENCED STANDARDS CODE C.C.R., TITLE 24, PART 12.

11. TITLE 19 C.C.R., PUBLIC SAFETY, STATE FIRE MARSHAL REGULATIONS.

12. NATIONAL FIRE ALARM CODE (NFPA 72) 2010.

13. COUNTY OF SAN BENITO ORDINANCES, CODES, AND REGULATIONS.

STANDARDS:

1. AMERICAN NATIONAL STANDARDS INSTITUTE (ANSI)

2. ELECTRONICS INDUSTRIES ASSOCIATION (EIA)

3. INSTITUTE  OF ELECTRICAL AND ELECTRONIC ENGINEERS (IEEE)

4. NATIONAL ELECTRICAL MANUFACTURERS ASSOCIATION (NEMA)

5. NATIONAL ELECTRICAL TESTING ASSOCIATION (NETA)

6. UNDERWRITER LABORATORIES (UL)

7. CALIFORNIA OCCUPATIONAL SAFETY AND HEALTH ACT STANDARDS (CAL/OSHA)

SECTION 16010 - GENERAL ELECTRICAL REQUIREMENTS

PART 1 - GENERAL

1.01 Description of Work:

A.Furnish and install all required in-place equipment, conduits, conductors, cables and any miscellaneous

materials for the satisfactory interconnection and operation of all associated electrical systems.

1.02 Submittals:

A.Submit to the Engineer shop drawings, manufacturer's data and certificates for equipment, materials and

finish, and pertinent details for each system specified.  Information to be submitted includes

manufacturer's descriptive literature of cataloged products, equipment, drawings, diagrams, performance

and characteristic curves as applicable, test data and catalog cuts.  Obtain written approval before

procurement, fabrication, or delivery of the items to the job site.

B. Proposed substitutions of products will not be reviewed or approved prior to awarding of the Contract.

C. Substitutions shall be proven to the Engineer to be equal or superior to the specified product. Engineer's

decision is final. The Contractor shall pay all costs incurred by the Engineer in reviewing and processing

any proposed substitutions whether or not a proposed substitution is accepted.

D. If a proposed substitution is rejected, the contractor shall  furnish the specified product at no increase in

contract price.

E. If a proposed substitution is accepted, the contractor shall be completely responsible for all dimensional

changes, electrical changes, or changes to other work which are a result of the substitution. The accepted

substitution shall be made at no additional cost to the owner or design consultants.

1.03    Quality Assurance:

A.Codes:  All electrical equipment and materials, including installation and testing, shall conform to the

latest editions of the following applicable codes:

1. California Electrical Code (CEC).

1. Occupational Safety and Health Act (OSHA) standards.

3. All applicable local codes, rules and regulations.

4. Electrical Contractor shall posses a C-10 license and all other licenses as may be required. Licenses

shall be in effect at start of this contract and be maintained throughout the duration of this contract.

B. Variances:  In instances where two or more codes are at variance, the most restrictive requirement shall

apply.

C. Standards:  Equipment shall conform to applicable standards of American National Standards Institute

(ANSI), Electronics Industries Association (EIA), Institute of Electrical and Electronics Engineers

(IEEE), and National Electrical Manufacturers Association (NEMA).

D.Underwriter Laboratories (UL) listing is required for all equipment and materials where such listing is

offered by the Underwriters Laboratories.  Provide service entrance labels for all equipment required by

the NEC to have such labels.

E. The electrical contractor shall guarantee all work and materials installed under this contract for a period

of one (1) year from date of acceptance by owner.

F. All work and materials covered by this specification shall be subject to inspection at any and all times by

representatives of the owner.  Work shall not be closed in or covered before inspection and approval by

the owner or his representative.  Any material found not conforming with these specifications shall,

within 3 days after being notified by the owner, be removed from premises; if said material has been

installed, entire expense of removing and replacing same, including any cutting and patching that may be

necessary, shall be borne by the contractor.

1.04 Contract Documents:

 A. Drawings:  The Electrical Drawings shall govern the general layout of the completed construction.

1. Locations of equipment, panels, pullboxes, conduits, stub-ups, ground connections are approximate

unless dimensioned; verify locations with the Engineer prior to installation.

2. The general arrangement and location of existing conduits, piping, apparatus, etc., is approximate.  The

drawings and specifications are for the assistance and guidance of the contractor, exact locations,

distances and elevations are governed by actual field conditions.  Accuracy of data given herein and on

the drawings is not guaranteed.  Minor changes may be necessary to accommodate work.  The

contractor is responsible for verifying existing conditions.  Should it be necessary to deviate from the

design due to interference with existing conditions or work in progress, claims for additional

compensation shall be limited to those for work required by unforeseen conditions as determined by

the Architect.

3. All drawings and divisions of these specifications shall be considered as whole.  The contractor shall

report any apparent discrepancies to the Architect prior to submitting bids.

4. The contractor shall be held responsible to have examined the site and compared it with the

specifications and plans and to have satisfied himself as to the conditions under which the work is to

be performed.  He shall be held responsible for knowledge of all existing conditions whether or not

accurately described.  No subsequent allowance shall be made for any extra expense due to failure to

make such examination.

1.05 Closeout Submittals:

A.Manuals:  Furnish manuals for equipment where manuals are specified in the equipment specifications or

are specified in Division 1.

1.06 Coordination:

A.Coordinate the electrical work with the other trades, code authorities, utilities and the Architect.

B. Provide and install all trenching, backfilling, conduit, pull boxes, splice boxes, etc. for all Utility

Company services to the locations indicated on the Drawings. Prior to performing any work, the

Electrical Contractor shall coordinate with the various Utility Companies to verify that all such work and

materials shown on the Drawings are of sufficient sizes and correctly located to provide services on the

site.

C. Utility Company charges shall be paid by the Owner.

D.Contractor shall pay all inspection and other applicable fees and procure all permits necessary for the

completion of this work.

E. Where connections must be made to existing installations, properly schedule all the required work,

including the power shutdown periods.

F. When two trades join together in an area, make certain that no electrical work is omitted.

1.07 Job Conditions:

A.Operations:  Perform all work in compliance with Division 1

1. Keep the number and duration of power shutdown periods to a minimum.

2. Show all proposed shutdowns and their expected duration on the construction schedule. Schedule and

carry out shutdowns so as to cause the least disruption to operation of the Owner's facilities.

3. Carry out shutdown only after the schedule has been approved, in writing, by the owner.  Submit

power interruption schedule 15 days prior to date of interruption.

B. Construction Power:  Unless otherwise noted in Division 1 of these specifications, contractor shall make

all arrangements and provide all necessary facilities for temporary construction power to the site. Energy

costs shall be paid by the General Contractor.

1.08 Safety and Indemnity:

A.The Contractor is solely and completely responsible for conditions of the job site including safety of all

persons and property during performance of the work.  This requirement will apply continually and not

be limited to normal working hours. The contractor shall provide and maintain throughout the work site

proper safeguards including, but not limited to, enclosures, barriers, warning signs, lights, etc. to prevent

accidental injury to people or damage to property.

B. The Contractor performing work under this Division of the Specifications shall hold harmless, indemnify,

and defend the Owner, the Engineer, their consultants, and each of their officers, agents and employees

from any and all liability claims, losses, or damage arising out of or alleged to arise from bodily injury,

sickness, or death of a person or persons and for all damages arising out of injury to or destruction of

property arising directly or indirectly out of or in connection with the performance of the work under this

Division of the Specifications, and from the Contractor's negligence in the performance of the work

described in the construction contract documents, but not including liability that may be due to the sole

negligence of the Owner, the Engineer, their Consultants or their officers, agents and employees.

C. If a work area is encountered that contains hazardous materials, the contractor is advised to coordinate

with the owner and it's abatement consultant for abatement of hazardous material by the Owner's

Representative. "Hazardous materials" means any toxic substance regulated or controlled by OSHA,

EPA, State of California or local rules, regulations and laws. Nothing herein shall be construed to create a

liability for Aurum Consulting Engineers regarding hazardous materials abatement measures, or

discovery of hazardous materials.

PART 2 - PRODUCTS

2.01 Nameplates:

A.Identify each piece of equipment and related controls with a rigid laminated engraved plastic nameplate.

Unless otherwise noted, nameplates shall be melamine plastic 0.125 inch thick, white with black center

core.  Surface shall be matte finish.  Corners shall be square.  Accurately align lettering and engrave into

the core.  Minimum size of nameplates shall be 0.5 by 2.5 inches unless otherwise noted.  Where not

otherwise specified, lettering shall be a minimum of 0.25 inch high normal block style.  Engrave

nameplates with the inscriptions indicated on the Drawings and, if not so indicated, with the equipment

name.  Securely fasten nameplates in place using two stainless steel or brass screws.

2.02 Finish requirements:

A.Equipment:  Refer to each electrical equipment section of these Specifications for painting

requirements of equipment enclosures.  Repair any final paint finish which has been damaged or is

otherwise unsatisfactory, to the satisfaction of the Engineer.

B. Wiring System:  In finished areas, paint all exposed conduits, boxes and fittings to match the color of

the surface to which they are affixed.

PART 3 - EXECUTION

3.01 Workmanship:

A.All electrical equipment and materials shall be installed in a neat and workmanship manner in

accordance with the "NECA-1 Standard Practices For Good Workmanship in Electrical Contracting".

Workmanship of the entire job shall be first class in every respect.

3.02 Equipment Installations:

A.Provide the required inserts, bolts and anchors, and securely attach all equipment and materials

    to their supports.

B. Do all the cutting and patching necessary for the proper installation of work and repair any damage

done.

C. Earthquake restraints: all electrical equipment, including conduits over 2 inches in diameter, shall be

braced or anchored to resist a horizontal force acting in any direction as per Title 24, part 2, table
16a-o, part 3.

3.03 Field Test:

A.Perform equipment field tests and adjustments.  Properly calibrate, adjust and operationally check all

circuits and components, and demonstrate as ready for service.

B. Operational Tests:  Operationally test all circuits to demonstrate that the circuits and equipment have

been properly installed and adjusted and are ready for full-time service. Demonstrate the proper

functioning of circuits in all modes of operation, including alarm conditions.

3.04 Records:

A.Maintain one copy of the contract Drawing Sheets on the site of the work for recording the "as built"

condition.  After completion of the work, the Contractor shall carefully mark the work as actually

constructed, revising, deleting and adding to the Drawing Sheets as required. As built Drawings shall

be delivered to the Engineer within ten (10) days of completion of construction.

3.05 Clean Up:

A.Upon completion of electrical work, remove all surplus materials, rubbish, and debris that

accumulated during the construction work.  Leave the entire area neat, clean, and acceptable to the

Engineer.

3.06    Mechanical and Plumbing Electrical Work:

A.The requirements for electrical power and/or devices for all mechanical and plumbing equipment

supplied and/or installed under this Contract shall be coordinated and verified with the following:

1. Mechanical and Plumbing Drawings.

2. Mechanical and Plumbing sections of these Specifications.

3. Manufacturers of the Mechanical and Plumbing equipment supplied.

B. The coordination and verification shall include the voltage, ampacity, phase, location and type of

disconnect, control, and connection required. Any changes that are required as a result of this

coordination and verification shall be a part of this Contract.

C. The Electrical Contractor shall furnish and install the following for all mechanical and plumbing

equipment:

     1. Line voltage conduit and wiring.

     2. Disconnect switches.

     3. Manual line motor starters.

D.Automatic line voltage controls and magnetic starters shall be furnished by the Mechanical and/or

Plumbing Contractor and installed and connected by the Electrical Contractor. When subcontracted for

by the Mechanical and/or Plumbing Contractor, all line voltage control wiring installed by the

Electrical Contractor shall be done per directions from the Mechanical and/or Plumbing Contractor.

E. All low voltage control wiring for Mechanical and Plumbing equipment shall be installed in conduit.

Furnishing, installation and connection of all low voltage conduit, boxes, wiring and controls shall be

by the Mechanical and/or Plumbing Contractor.

SECTION 16060  - GROUNDING

PART 1 - EXECUTION

1.1      Grounding and Bonding:

A. Grounding and bonding shall be as required by codes and local authorities.

B. All electrical equipment shall be grounded, including, but not limited to, panel boards, terminal

cabinets and outlet boxes.

C. The ground pole of receptacles shall be connected to their outlet boxes by means of a copper ground

wire connecting to a screw in the back of the box.

D. A green insulated copper ground wire, sized to comply with codes, shall be installed in all

conduit runs.

E. All metal parts of pull boxes shall be grounded per code requirements.

F. All ground conductors shall be green insulated copper.

SECTION 16110 - CONDUITS, RACEWAYS AND FITTINGS

PART 1 - EXECUTION

1.01   Conduit, Raceway and Fitting Installation:

A.  For conduit runs exposed to weather provide rigid metal (GRS).

B.  For conduit run underground, in concrete or masonry block wall and under concrete slabs, install

minimum ¾" size nonmetallic (PVC) with PVC elbows.  Where conduits transition from underground

or under slab to above grade install wrapped rigid metal (GRS) elbows and risers.

C.  For conduit runs concealed in steel or wood framed walls or in ceiling spaces or exposed in interior

spaces above six feet over the finished floor, install EMT.

D. The minimum size raceway shall be 1/2-inch unless indicted otherwise on the Drawings.

F.  Installation shall comply with the CEC.

G.  From pull point to pull point, the sum of the angles of all of the bends and offset shall not exceed 360

degrees.

H.  Conduit Supports:  Properly support all conduits as required by the NEC.  Run all conduits concealed

except where otherwise shown on the drawings.

1. Exposed Conduits:  Support exposed conduits within three feet of any equipment or device and at

intervals not exceeding NEC requirements; wherever possible, group conduits together and support

on common supports.  Support exposed conduits fastened to the surface of the concrete structure by

one-hole clamps, or with channels.  Use conduit spacers with one-hole clamps.

 a. Conduits attached to walls or columns shall be as unobtrusive as possible and shall avoid

windows. Run all exposed conduits parallel or at right angles to building lines.

 b. Group exposed conduits together.  Arrange such conduits uniformly and neatly.

2. Support all conduits within three feet of any junction box, coupling, bend or fixture.

3. Support conduit risers in shafts with Unistrut Superstrut, or approved equal, channels

    and straps.

I.  Moisture Seals:  Provide in accordance with NEC paragraphs 230-8 and 300-5(g).

J.  Where PVC conduit transitions from underground to above grade, provide rigid steel 90's with  risers.

Rigid steel shall be half-lap wrapped with 20 mil tape and extend minimum 12" above grade.

K. Provide a nylon pull cord in each empty raceway.

L. Provide galvanized rigid steel factory fittings for galvanized rigid steel conduit.

M. Slope all underground raceways to provide drainage; for example, slope conduit from equipment

located inside a building to the pull box or manhole located outside the building.

N. Conduits shall be blown out and swabbed prior to pulling wires.

SECTION 16120 - LINE VOLTAGE WIRE AND CABLE

PART 1 - PRODUCTS

1.01    Conductors:

A.Conductors shall be copper, type THHN/THWN/MTW oil and gasoline resistant, 600 volt rated

insulation.

B. Conductors shall be stranded copper.

C. Minimum power and control wire size shall be No. 12 AWG unless otherwise noted.

D.All conductors used on this Project shall be of the same type and conductor material.

1.02 Terminations:

A.Manufacturer - Terminals as manufactured by T&B, Burndy or equal.

B.Wire Terminations - Stranded conductors shall be terminated in clamping type terminations

which serve to contain all the strands of the conductor. Curling of a stranded conductor around a

screw type terminal is not allowed. For screw type terminations, use a fork type stake-on

termination on the stranded conductor. Use only a stake-on tool approved for the fork terminals

selected.

C.End Seals - Heat shrink plastic caps of proper size for the wire on which used.

1.03    Tape:

A.Tape used for terminations and cable marking shall be compatible with the insulation and jacket

of the cable and shall be of plastic material.

PART 2 - EXECUTION

2.01    Cable Installation:

A.Clean Raceways - Clean all raceways prior to installation of cables as specified in Section 16110

- Conduits Raceway and Fittings.

B.All wiring including low voltage wiring shall be installed in conduit.

C.All feeder conductors shall be continuous from equipment to equipment. Splices in feeders are

not permitted unless specifically noted or approved by the Electrical Engineer.

2.02    Cable Terminations and Splices:

A.Splices - UL Listed wirenuts.

B.Terminations - Shall comply with the following:

1. Make up and form cable and orient terminals to minimize cable strain and stress on device

being terminated on.

2. Burnish oxide from conductor prior to inserting in oxide breaking compound filled terminal.

2.03    Circuit and Conductor Identification:

A.Color Coding - Provide color coding for all circuit conductors.  Insulation color shall be white

for neutrals and green for grounding conductors. Conductor colors shall be as follows:

VOLTAGE  120/240V     480/277V

Phase A       Black Brown

Phase B       Red   Orange

Neutral        White White

Ground        Green   Green

B.Color coding shall be in the conductor insulation for all conductors #10 AWG and smaller; for

larger conductors, color shall be either in the insulation or in colored plastic tape applied at every

location where the conductor is readily accessible.

C.Circuit Identification - All underground distribution and service circuits shall be provided with

plastic identification tags in each secondary box and at each termination.  Tags shall identify the

source transformer of the circuit and the building number(s) serviced by the circuit.

2.04 Field Tests:

A.All systems shall test free from short circuits and grounds, shall be free from mechanical and

electrical defects, and shall show an insulation resistance between phase conductors and ground

of not less than the requirements of the CEC. All circuits shall be tested for proper neutral

connections.

SECTION 16460  - TRANSFORMERS

PART 1 - GENERAL

1.01 Description of Work:

A.The work of this section consists of providing dry type transformers as shown on Drawings and

as described in this section.

1.02 Related Work:

A.See the following specification sections for work related to the work in this section.

1. 16120  Line Voltage Wire and Cable.

2. 16060  Grounding.

1.03 Submittals:  In accordance with Division 1.

A.Shop Drawings:  Submit manufacturer's name and nameplate data as follows:

1. KVA rating.

2. Nominal primary voltage.

3. Tap voltages.

4. Nominal secondary voltage.

5. Percent impedance.

6. Weight.

7. Physical dimensions and mounting requirements.

B.Submit manufacturer's no-load loss value for transformer.

C.Operation and Maintenance Data:  Submit the manufacturer's operation and maintenance data..

Copies of the factory and field test reports shall be included in this submittal.

1.04 Factory Testing:

A.Tests on transformers shall include the manufacturer's standard tests, including winding

resistance, ratio, polarity, phase relation, no-load loss, impedance, full load losses, and dielectric

tests.  Certified copies shall show compliance with all referenced standards.

PART 2 - PRODUCTS:

2.01 Dry Type Transformer:

A.Unless otherwise noted on the Drawings, general purpose transformers for supplying lighting

and small power loads shall be dry type, two winding, 60 Hertz, aluminum windings,

temperature rise not exceeding 150C under full load in an ambient of 40C, with Class H 220C

insulation.  Capacity rating, number of phases and voltages shall be as shown on the Drawings.

Transformer shall comply with all applicable provisions of NEMA Standard ST20 and shall

have NEMA Standard taps.  Transformers rated below 15 KVA shall have two (2) 5% full

capacity taps below rated primary volts and transformers rated 15 KVA and above shall have six

(6) 2-1/2% full capacity taps, two above the four below nominal voltage Terminal compartment

shall have a temperature rise not to exceed 35C.  Provide unit UL listed for indoor/outdoor

mounting.  Provide dry-type transformer as manufactured by Square D, Siemens, General

Electric Company or approved equal.

B.Transformers shall be low loss type with minimum efficiencies per NEMA TP-1 when operated

at 35% of full load capacity. Efficiency shall be tested in accordance with NEMA TP-2.

C.Transformers installed outdoors shall be NEMA 3R, Unless otherwise noted on the Drawings.

D.Transformer sound levels shall not exceed the following values;

1. 0-9 KVA 40 decibels

2. 10-50 KVA 45 decibels

3. 51-150KVA 50 decibels

4. 151-300KVA 55 decibels

5. 301-500KVA 60 decibels

PART 3 - EXECUTION

3.01 Transformer Installation:

A.Transformer shall be where indicated on the Drawings. Indoor transformers shall have code and

manufacturers recommended clearances from adjacent walls. In no case should this clearance be

less than six inches.

B.Transformer shall be connected with flexible liquid tight metallic conduit to prevent the

transmission of sound through the conduit system.  All transformers shall be installed on

resilient vibration-isolating mounting pads.

C.Transformer neutral grounding shall be sized in accordance with requirements for separately

derived systems and shall be connected to the nearest cold water pipe with supplementary driven

ground.  Ground rod and connections shall be as detailed in Section 16060 [26 05 26].

3.02 Field Tests:

A.Insulation-Resistance Tests:  480 volt windings shall be tested with a 1000 volt megohm meter;

208 or 240 shall be tested with a 500 volt megohm meter.  All tests shall be applied for not less

than 5 minutes and until three consecutive readings, one minute part, are obtain.  Readings shall

be recorded every 30 seconds for the first two minutes and every minute thereafter.

B.Acceptance:  Acceptance with be based on satisfactory completion of the insulation resistance

tests.
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5

NO SCALE

METER/MAIN MOUNTING DETAIL

LID LABELED

"GROUND ROD"

CHRISTY "F8"

GROUND ROD BOX

COAT ALL INSIDE

SURFACES

W/SEALANT

3/4" x 10'-0 COPPERCLAD

GROUND ROD

GROUND CONDUCTOR

GROUT BOTTOM

MINIMUM 3"

SEAL CONDUIT

WATERTIGHT

FINISHED GRADE

GROUND CLAMP

9
6
"
 
M

I
N

.

1
8
"
 
M

I
N

.

UNDISTURBED EARTH

NOTE:

WHERE METAL CONDUIT USED IN

LIEU OF PVC, PROVIDE GROUND

BUSHINGS & BONDS PER CODE.

GROUND ROD DETAIL

NO SCALE

4

200/3

M

PG&E
METERING

PG&E PAD MOUNTED
TRANSFORMER

*

SINGLE LINE DIAGRAM

NO SCALE

2

TRANSFORMER "TX1"
50KVA, 240V, 1∅ PRIMARY
480V,1∅ SECONDARY,
PAD MOUNTED TRANSFORMER

3

E3.0

(N) 200A, 120/208V, 1∅, 4 WIRE,
METER/MAIN, 22KAIC, FACTORY
INSTALLED MAIN BREAKERS,
NEMA 3R, SURFACE MOUNTED.
COOPER B-LINE #U227MTBHMS45

3

E3.0

ELECTRICAL SERVICE GROUND

4

E3.0

3

NO SCALE

1. SERVICE GROUND ROD

2. REMOVABLE LINK OR MAIN BONDING JUMPER
FURNISHED WITH SWITCHBOARD & CONNECTED
BY CONTRACTOR

3. REMOVABLE LINK

4. INCOMING NEUTRAL

5. SERVICE EQUIP.

6. SERVICE NEUTRAL LANDING LUG

7. NEUTRAL BUS

8. GROUND BUS

9. 1" PVC; #4 BARE COPPER GROUNDING ELECTRODE
CONDUCTOR

10. COLD WATER PIPE IN BUILDING WITHIN 5 FEET OF
ENTRANCE OF BUILDING THAT MEETS
REQUIREMENT'S OF CEC 250-50

2

3

4

1

5

6

7

8

9

10

DETAIL NOTES:

NOTE:
IF AVAILABLE ON THE PREMISES AT EACH BUILDING OR
STRUCTURE SERVED EACH OF THE FOLLOWING SHALL
BE BONDED TOGETHER TO FORM THE GROUNDING
ELECTRODE SYSTEM:

a. METAL UNDERGROUND WATER PIPE
b. METAL FRAME OF BUILDING
c. GROUND RING
d. OTHER ELECTRODES PER CEC 250-50

PER PG&E RULES, REGULATIONS AND STANDARDS

*

(N) 4" C.O.

(N) 21
2" C., 4 #3/0 & 1#6 GND.

*

12" DIA.

M

DETAIL NOTES:

30
" M

IN
.

6

8

9

45

3

2

1

7

72
" M

AX

48"
(FIELD VERIFY)

10

WELL PUMP

WELL PUMP
CONTROLLER

NOTE:
UNLESS OTHERWISE NOTED,
ALL EQUIPMENT SHOWN IS
EXISTING TO REMAIN

PARTIAL SITE

PLAN, SINGLE

LINE DIAGRAM

AND DETAILS

E3.0

SCALE: 1/8"=1'-0"

8' 0' 2' 4' 6' 8'

1

PARTIAL ELECTRICAL SITE PLAN

NORTH

SHEET NOTES

1. EXISTING SWITCHBOARD "SWBD A"; 400A, 120/208V, 3Ø, 4W.

2. EXISTING SWITCHBOARD "SWBD B"; 400A, 120/208V, 3Ø, 4W.

3. EXISTING PG&E PAD MOUNTED TRANSFORMER (T-1040).

4. DISCONNECT EXISTING TRANSFORMER FROM SWITCHBOARD AND RECONNECT TO NEW

METER MAIN.

5. CONNECT EXISTING TRANSFORMER TO NEW METER/MAIN. SEE 2/E3.0 FOR FEEDER SIZE.

6. 75 KVA TRANSFORMER; 120/208V PRI. 480V SECONDARY.

7. PG&E SECONDARY; SEE 2/E3.0 FOR FEEDER SIZE.

8. EXISTING FEEDER TO IRRIGATION PUMP.
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TYPICAL TRENCH SECTION
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NO SCALE

GRADE

FINISHED

WARNING MARKER TAPE

CONTINUOUS LENGTH OF

TRENCH

3
0

"

1
2

"

SAND BACKFILL [NATIVE SOIL]

CONDUIT, SEE PLANS FOR QUANTITY,

SIZE AND USAGE

4"

4"

MIN. 95% COMPACT EARTH

FILL, SEE SPECS

AC PAVING OR CONC.

WHEN OCCURS

4"

(N) PG&E METER/MAIN

2

E3.0

x

x

x

TYP.
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 18.

MEETING DATE:  3/28/2017

DEPARTMENT: RESOURCE MANAGEMENT AGENCY 

DEPT HEAD/DIRECTOR: 

AGENDA ITEM PREPARER: Shandell Clark

SBC DEPT FILE NUMBER: 790

SUBJECT:

RESOURCE MANAGEMENT AGENCY
Approve Contract Amendment #3 with First Carbon Solutions for CEQA compliance Services for
TSM 15-93/FAY in the amount of $3,500.00 for a total contract amount of $116,745.00.
SBC FILE NUMBER: 790

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

An amendment to the contract is required because of additional geotechnical work necessary to
determine a fault line location.

BUDGETED:

Yes

SBC BUDGET LINE ITEM NUMBER:
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CURRENT FY COST:

STAFF RECOMMENDATION:

Approve Contract Amendment #3 with First Carbon Solutions for CEQA compliance Services for
TSM 15-93/FAY in the amount of $3,500 for a total contract amount of $116,745.00 and authorize
Chair to sign contract amendment.

ADDITIONAL PERSONNEL: No

ATTACHMENTS:
Description Upload Date Type
3rd Amendment with Ex. 1 (initial contract and previous amendments) attached 3/17/2017 Contract Amendment
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 19.

MEETING DATE:  3/28/2017

DEPARTMENT: RESOURCE MANAGEMENT AGENCY 

DEPT HEAD/DIRECTOR: B. Barnes

AGENDA ITEM PREPARER: G. Cochran

SBC DEPT FILE NUMBER: 790

SUBJECT:

RESOURCE MANAGEMENT AGENCY
Approve paying the County's Share of CalPers Contributions for a temporary Senior Planner in the
Resource Management Agency.
SBC FILE NUMBER: 790

AGENDA SECTION:

CONSENT AGENDA

BACKGROUND/SUMMARY:

The Resource Management Agency has 3.0 FTE vacancies within its professional planning staff
which contributes to a backlog of General Plan implementation projects, reduces opportunities for
preparing grant applications and increases potential exposure to litigation for non-compliance with
state mandates. The Agency is in the process of recruiting and interviewing to fill those vacancies,
however, in the meantime, temporary assistance is needed to avoid additional work
slowdowns/stoppages.  It is anticipated that this need will be short term and the need for this
staffing will end once the RMA’s planner positions are filled, staff is trained, and the Agency has a
full component of professional staff.
The Agency has located an individual who is willing to work in a temporary capacity as a Senior

557



Planner during this interim period, however, that individual is an active member of CalPERS which
would require that the RMA contribute the department’s required county share of CalPERS
retirement contributions for the hours that this individual works for the Agency.  In accordance with
the County’s Personnel Rules, such an action requires Board approval.  This proposed action also
has been discussed and reviewed with Human Resources and the County Administrator’s office
who are in concurrence with this recommendation.
This expenditure, which will be less than $3,000 will be funded with the available salary savings in
the Resource Management Agency and does not require a budget augmentation.

BUDGETED:

Yes

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

Less than $3,000

STAFF RECOMMENDATION:

Approve paying the County's contribution to CalPERS for the temporary Senior Planner in the
Resource Management Agency.

ADDITIONAL PERSONNEL: No
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 20.

MEETING DATE:  3/28/2017

DEPARTMENT: AGRICULTURAL EXTENSION

DEPT HEAD/DIRECTOR: Lynn Schmitt-McQUitty

AGENDA ITEM PREPARER: Lynn Schmitt-McQUitty

SBC DEPT FILE NUMBER: 3

SUBJECT:

AGRICULTURAL EXTENSION - L. SCHMITT-McQUITTY
FY 2015-2016 Department Accomplishments Presentation.
SBC FILE NUMBER: 3

AGENDA SECTION:

REGULAR AGENDA

BACKGROUND/SUMMARY:

University of California Cooperative Extension presentation on FY 2015- 2016 accomplishments.

BUDGETED:

No

SBC BUDGET LINE ITEM NUMBER:
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CURRENT FY COST:

STAFF RECOMMENDATION:

Receive presentation of the FY 2015-2016 Accomplishments from the Agricultural Extension
Department.
 

ADDITIONAL PERSONNEL: No

ATTACHMENTS:
Description Upload Date Type
Ag Extension 3-28-17 Board Presentation 3/17/2017 Cover Memo
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University of California 
Cooperative Extension 

San Benito County

Board of Supervisors Presentation 
March 28, 2017

Lynn Schmitt-McQuitty
Director/Youth Development Advisor
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• 288 Cooperative Extension advisors and specialists
• 57 local offices throughout California with 173 advisors
• 115 Cooperative Extension specialists, most based on UC campuses
• 9 Research and Extension Centers
• 8 statewide programs and 2 institutes
• 700 academic researchers in 40 departments at 3 colleges and 1 

professional school:
• UC Berkeley College of Natural Resources
• UC Davis College of Agricultural and Environmental Sciences
• UC Davis School of Veterinary Medicine
• UC Riverside College of Natural and Agricultural Sciences

What is UC ANR?
The University of California's Division of Agriculture and Natural 
Resources is the bridge between local issues and the power of UC 
Research. ANR's advisors, specialists and faculty bring practical, 
science-based answers to Californians.
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UC Expertise in San Benito County
San Benito County Based Academics and Staff:
1. Jenny Gomer: Administrative Assistant*
2. Julie Katawicz: 4-H Youth Program Representative
3. Devii Rao: Area Livestock and Natural Resources Advisor
4. Lynn Schmitt-McQuitty: Director & 4-H Youth Development Advisor
Monterey County Based Academics
5. Larry Bettiga: Viticulture Farm Advisor
6. Michael Cahn: Irrigation and Water Resources Farm Advisor
7. Maria de la Fuente: Mushrooms & Compost Farm Advisor
8. Richard Smith: Vegetable Production & Weed Science Farm Advisor
9. Shimat Villanassery: Entomology  IPM Advisor
Santa Cruz County Based Academics
11. Mark Bolda: Strawberry & Caneberry Farm Advisor
12. Laura Tourte: Farm Management and Small Farms Advisor
Santa Clara County Based Academics
13. Aparna Gazula: Small Farms Advisor
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The Power of UC Research in San Benito County

Tumbleweed is an invasive plant that 
can take over large areas of rangeland 
in the drier parts of the Central Coast. 
UCCE is working with local ranchers to 
test multiple tumbleweed control 
strategies. This project will provide 
ranchers with an integrated pest 
management (IPM) approach to control 
tumbleweed which will increase forage 
quantity, decrease money spent on 
hay, and potentially increase the 
number of cattle that can graze on the 
land.

Natural Resources, Livestock, and 
Range: Devii Rao

564



Now that the pre-plant soil fumigant 
methyl bromide is no longer usable by 
the strawberry and caneberry industries 
of California, growers are faced with the 
challenge of managing soil borne 
pathogens, weeds, and insects with 
it. UC Cooperative Extension on the 
Central Coast is taking the lead in 
formulating an integrated management 
plan incorporating novel materials and 
methods so that growers may continue to 
thrive despite the absence of an input 
they have depended on for decades.

Sustainable Agriculture: 
Mark P. Bolda

The Power of UC Research in San Benito County
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Since 2013, 465 Elementary students, 75 
high school teens and 34 professional staff 
on the central coast have participated in 
the National 4-H Mentoring Project which 
has led to over 3000 mentoring hours 
aimed at introducing youth to science and 
building positive relationships. Ninety 
percent of mentees ranked support from 
their mentor as high relative to supporting 
their academic achievement goals, 
therefore suggesting that mentors play an 
important role in creating a positive 
learning environment where learning, 
exploration, and investigation can happen.

Youth Development: 
Lynn Schmitt-McQuitty

The Power of UC Research in San Benito County
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The central coast has a combined 
agricultural production value of over $4.84 
billion dollars.  UCCE effects the livelihood of 
agricultural producers by reducing their risk 
and by advising them against loss due to 
invasive and endemic weeds, pests, and 
diseases.  This is done through over 100 
funded research projects, producing an 
excess of 125 publications, investing more 
than 200 hours on clientele education and 
providing 1,900 diagnostic determinations 
and recommendations annually. 

Production Agriculture: 
Maria de la Fuente

The Power of UC Research in San Benito County
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UC Fueling the San Benito County Economy: 
FY 2015-2016 

Fund Source $ %

1. University Support

ANR General Funds $175,918. 5%

ANR Endowment Funds $84,515. 3%

Federal Funds $34,249. 1%

Other Revenue $27,701. .8%

Statewide CE Support $572,669. 18.2%

Sub Total $895,051 28%
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UC Fueling the San Benito County Economy: 
FY 2015-2016 

Fund Source $ %

2. San Benito Based Advisor-Generated Support

Contracts and Grants $190,402. 6%

Gift and Endowment Funds $2,200. .06%

Other Revenue $57,586. 1.94%

Sub Total $250,188. 8%
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UC Fueling the San Benito County Economy: 
FY 2015-2016 

Fund Source $ %

3. Cross County Advisor-Generated Support

Nitrogen and Irrigation Research $42,194. 1.33%

Pepper Weevil Research $10,000. .31%

Vegetable Crops and Weed 
Science Research

$15,000. .47%

Sub Total $67,194. 2.11%

Research dollars secured by UC advisors housed in other counties 
spent in San Benito County
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UC Fueling the San Benito County Economy: 
FY 2015-2016 

Fund Source $ %

4. 4-H Youth Development Program*

Volunteer Hours $23,000. .70%

4-H Community Clubs $41,091. 1.3%

San Benito County 4-H Council 1,800,000. 57%

Sub Total $1,864,091. 59%
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UC Fueling the San Benito County Economy: 
FY 2015-2016 

Fund Source $ %

5. County Support

Direct Support $71,716. 2.7%

Indirect Support $9,700. .30%

Sub Total $81,416. 3%

* Cooperative Extension has 57 county-based offices in California.  
San Benito County ranks 56th in their budget allocations to 
Cooperative Extension.
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UC Fueling the San Benito County Economy: 
FY 2015-2016 

Fund Source $ %

1. University Support $895,051. 28%

2. San Benito Based Advisor-
Generated Support

$250,188. 8%

3. Cross County Advisor-Generated 
Support

$67,194. 2%

4. 4-H Youth Development Program* $1,864,091. 59%

5.  County Support $81,416. 3%

Total FY 2015-2016 Budget $3,157,940. 100%

573



Questions?

Lynn Schmitt-McQuitty
UCCE San Benito County

3228 Southside Rd.
Hollister, CA. 95023

831-637-5346
http://cesanbenito.ucanr.edu

Office Hours of Operation:
Wednesday: 8:30 am - 5:00 pm
Thursday: 8:30 am - 5:00 pm
Friday: 8:30 am – 5:00 pm
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 21.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY ADMINISTRATION OFFICE

DEPT HEAD/DIRECTOR: Ray Espinosa

AGENDA ITEM PREPARER: Chase Graves

SBC DEPT FILE NUMBER: 119

SUBJECT:

COUNTY ADMINISTRATION OFFICE - R. ESPINOSA
The Board of Supervisors has directed staff to give a monthly update on the following topics:
roads, fire station, jail expansion project and homeless shelter in San Benito County.  A
representative(s) from each of the respective departments will give a report to the Board each
month in order for the Board to stay informed about these pertinent issues in San Benito County.
SBC FILE NUMBER: 119

AGENDA SECTION:

REGULAR AGENDA

BACKGROUND/SUMMARY:

The topics of roads, the new fire station, the jail project and the homeless shelter are some of the
most pressing issues in San Benito County.  The Board of Supervisors has directed staff to
provide a monthly update on these topics so that they may stay apprised of any issues surrounding
these topics as well as hold discussion of these topics and provide an opportunity for public
comment. 
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BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

Receive monthly reports on the state of roads, the new fire station, the new jail project and the new
homeless shelter from the respective department representative(s).

ADDITIONAL PERSONNEL: 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 22.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY COUNSEL

DEPT HEAD/DIRECTOR: Matthew Granger

AGENDA ITEM PREPARER: Barbara Thompson

SBC DEPT FILE NUMBER: 160

SUBJECT:

COUNTY COUNSEL'S OFFICE - M. GRANGER
Receive update from staff and the ad hoc committee regarding the marijuana cultivation ordinance. 
Discussion of current status of interim urgency ordinance & development of a new marijuana
cultivation ordinance; discussion of annual Federal Budget appropriations, enforcement of existing
San Benito County ordinance, and future actions to be taken under existing interim ordinance
regarding applications for extended amortization periods.  Provide direction to staff.
SBC FILE NUMBER: 160

AGENDA SECTION:

REGULAR AGENDA

BACKGROUND/SUMMARY:

Introduction: 

Today’s board report will address the following issues:
 

a. Current status of interim urgency ordinance regarding marijuana cultivation
b. Current status of development of a new marijuana cultivation ordinance
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c. Summary of effect of annual Federal Budget appropriations
d. Summary of ability to criminally enforce existing San Benito County ordinance
e. Receive direction from the Board of Supervisors regarding future actions to be taken under

existing ordinance.
 
A. Current Status of Interim Urgency Ordinance
The current ordinance was adopted September 27, 2016 for a 45 day period of time.  It was
extended on November 8, 2016 for an additional 10 months, fifteen days. It remains in effect
through September 23, 2017.  On or before September 23, 2017, by 4/5 vote, the Board may
extend the ordinance for an additional 12 months.
 
B. Current status of development of a new marijuana cultivation ordinance
 
Below is a high level summary of the Board’s actions to date regarding development of a cultivation
action. 
 

September 22, 2015 – consideration of proposed cultivation ordinance
The proposed cultivation ordinance would have prohibited outdoor cultivation of marijuana
and restricted indoor cultivation to no more than 12 plants on any premises. The ordinance
also contains a limited immunity section, with a registration process, to allow a 2 year
amortization period for existing cultivation sites.  Introduction of the ordinance was made,
and the matter continued to October 6, 2015 for adoption.
 

October 6, 2015
      On October 6, 2015, the matter was referred back to the committee for further study.
 
December 9, 2015

            Public Meeting on future marijuana cultivation ordinance held by the Ad Hoc Committee.
 
October 6, 2015-September 27, 2016: 

            Continued work on draft cultivation ordinance and draft urgency ordinance.
 
September 27, 2016:

            Approval of 45 day urgency interim ordinance.
 
November 8, 2016:

            Public Hearing to Urgency Interim Ordinance an additional 10 months, 15 days.
 
January 10, 2017:

            Appointment of new ad hoc subcommittee.
 
Feb. 15, 2017

Approval of contract with consultant Pinnacle Strategy, staffed by Victor Gomez, to help
facilitate County developing new cultivation ordinance

     
February 18, 2017

              Presentation by Pinnacle Strategy at Board Retreat.
 
C. Effect of Annual Federal Budget Appropriations
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On August 16, 2016, the 9th Circuit Federal Court of Appeals held in the case United States of
America v. Steve McIntosh, et. al. 833 F.3d 1163, that the Consolidated Appropriations Act, 2016,
Pub. L. No. 114-113, § 542 prohibits DOJ from spending funds from relevant
appropriations acts for the prosecution of individuals who engaged in conduct permitted
by the State Medical Marijuana Laws and who fully complied with such laws:  

.. If DOJ wishes to continue these prosecutions, Appellants are entitled to evidentiary
hearings to determine whether their conduct was completely authorized by state law, by
which we mean that they strictly complied with all relevant conditions imposed by state law
on the use, distribution, possession, and cultivation of medical marijuana. . .

The Court further noted that:
 “§ 542 does not provide immunity from prosecution for federal marijuana offenses…The
federal government can prosecute such offenses for up to five years after they occur. See
18 U.S.C. § 3282. Congress currently restricts the government from spending certain funds
to prosecute certain individuals. But Congress could restore funding tomorrow, a year from
now, or four years from now, and the government could then prosecute individuals who
committed offenses while the government lacked funding. Moreover, a new president will be
elected soon, and a new administration could shift enforcement priorities to place greater
emphasis on prosecuting marijuana offenses. Nor does any state law "legalize" possession,
distribution, or manufacture of marijuana. Under the Supremacy Clause of the Constitution,
state laws cannot permit what federal law prohibits. U.S. Const. art VI, cl. 2. Thus, while the
CSA remains in effect, states cannot actually authorize the manufacture, distribution, or
possession of marijuana. Such activity remains prohibited by federal law.

 
In short, to the extent that the congress continues to put similar language in each annual budget
appropriation, the DOJ will continue to be restricted from spending money to prosecute cultivators’
whose conduct is completely authorized by state law.    Potentially there may be more enforcement
of recreational marijuana in the future under President Trump; however, whether this is true and to
what degree enforcement could occur is unknown at the present time.
 
D. Summary of ability to criminally enforce existing San Benito County ordinance
 
The enforcement section of the County’s current ordinance states:

11.15. 090 - ENFORCEMENT
 
(A)   Violation; criminal penalties.  The County may enforce this ordinance through all lawful
provisions set forth in State Law and the San Benito County Code, including but not limited
to the prosecution of a civil action, including an action for injunctive relief.  The remedy of
injunctive relief may take the form of a court order, enforceable through civil contempt
proceedings, prohibiting the maintenance of the violation of this Ordinance or requiring
compliance with other terms.  Additionally, failure to abate a notice of violation may also be
enforceable criminally, to the extent allowed by the County Code and State law.  However,
notwithstanding the foregoing, violation of this Ordinance does not constitute a
misdemeanor or infraction.
 
            (B)   Violation; public nuisance. Any violation of this chapter is unlawful and a public
nuisance and shall be abated, eliminated and enjoined as provided in Chapter 1.03 of this
code, and/or as may be allowed by State Law.
 
            (C)   Administrative citation. Any person violating any provisions of this article may be

579



issued an administrative citation as set forth in Chapter 1.04 of this Code, except that
notwithstanding Section 1.04.005, any nuisance as described in this chapter may be subject
to an administrative penalty of up to one thousand dollars per day.  The administrative penalty
may be imposed via the administrative process set forth in Chapter 1.04, as provided in
Government Code Section 53069.4, or may be imposed by the court if the violation requires
court enforcement without an administrative process.
 
            (D)   Remedies; cumulative. Except as otherwise provided by law, the remedies for
violation(s) of this Chapter shall be cumulative and not exclusive.  Nothing in this chapter is
intended or shall be deemed or construed to limit or impair the ability of the county, or any of
its officers, agents or employees, to take any administrative or judicial action, otherwise
authorized by law, to abate any public nuisance.

 
It is noted that the provisions of subdivision (A) was similar to the San Luis Obispo County
ordinance:

… by the prosecution of a civil action, including an action for injunctive relief. The remedy of
injunctive relief may take the form of a court order, enforceable through civil contempt
proceedings, prohibiting the maintenance of the violation of this Ordinance or requiring
compliance with other terms. Notwithstanding the foregoing, violation of this
Ordinance does not constitute a misdemeanor or infraction.

 
Both ordinances were drafted as a result of the 2015 California Court of Appeals’ ruling:

 
We conclude the CUCSA and the MMP's prohibition of arrests manifest the Legislature's
intent to fully occupy the area of criminalization and decriminalization of activity directly
related to marijuana. As a result, the criminalization provision in County Code section
10.60.080, subdivision A is “in conflict with” and thus preempted by the CUCSA and
subdivision (e) of section 11362.71. (Cal. Const., art. XI, § 7.) Alternatively, the
criminalization provision is void because it is not “consistent with” the MMP as required by
subdivision (c) of section 11362.83. Consequently, Kirby has stated a cause of action for
the preemption of the part of County Code section 10.60.080, subdivision A that provides a
person violating the ordinance is “guilty of a misdemeanor and subject to the penalties as
set forth in chapter 1.12.”

As to the scope of this cause of action, we conclude it does not provide a basis for
invalidating the entire ordinance because the ordinance's severability provision expresses
the intent that the invalidity of any part shall not affect the validity of any other part of the
ordinance. (County Code, § 10.60.090.) Thus, the only provision subject to invalidation
under this legal theory is the provision classifying violations of the ordinance as
misdemeanors. (Cf. Kelly, supra, 47 Cal.4th at pp. 1048–1049 [§ 11362.77 invalidated
only to the extent of its unconstitutional application; lower court erred in voiding § 11362.77
in its entirety].) To further explain the scope of the cause of action stated by Kirby, we
note the possibility that failing to abate a public nuisance involving the cultivation of
medical marijuana might be prosecuted as a misdemeanor. This indirect criminal
sanction is not preempted because the failure to abate a public nuisance after
notice is recognized as a separate crime by the Legislature. (See Pen. Code, § 373a
[person who allows a public nuisance to exist on his or her property after
reasonable notice in writing is guilty of a misdemeanor]; see also Health & Saf. Code,
§ 11362.83, subd. (b).)
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Kirby v. County of Fresno, 242 Cal. App. 4th 940 (Cal. App. 5th Dist. 2015)
 
However, in the future it will be necessary reevaluate the potential of criminal prosecution of
violations of the County’s permanent marijuana ordinance due to evolving case and statutory law.  It
is noted that the ban in Kirby was an absolute ban on marijuana cultivation and was deemed to
conflict with state law.
 
E. Receive Information from Ad Hoc Committee and Provide Direction to Staff
 
The Ad Hoc Committee will present to the Board recommendations.  Issues that may be
addressed include, but are not limited to: future meetings of the Ad Hoc Committee and/or whether
hearings should be scheduled regarding the applications that have been received for an extended
amortization period.
 
The current interim ordinance cannot be enforced against any cultivator who has filed a request for
amortization until that request has been resolved
 

“The County shall not take any action to enforce this Ordinance against any owner or
operator of an existing facility if an application for an Extended Amortization Period has been
filed in compliance with this Section and the application has not expired, or final action to
deny the application has not occurred.” 
 
(Section 11.15. 120, subdivision E). 

 
The Board is required to hold at least one noticed public hearing on the application.  At that time,
the Board shall approve, conditionally approve or deny the request.  Notice of the hearing must be
published in a newspaper of general circulation and mailed to all persons and entities within 300
feet of the property.  The hearing shall be held within 180 days of the determination that the
application is complete.  For good cause, the Board of Supervisors may delay the holding of the
hearing for an additional 180 days.
 
At this time, the Board may determine to set the hearings, or direct staff to provide notice to the
applicants that this matter will be scheduled before the Board of Supervisors to determine whether
to extend the hearings for an additional 180 days due to the development of a new cultivation
ordinance.
 
 
 

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:
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CURRENT FY COST:

STAFF RECOMMENDATION:

 
1. Provide staff direction as to whether to set formal hearings on the amortization requests, or

whether to schedule this matter before the Board of Supervisors to determine whether good
cause exists to extend those hearings by an additional 180 days due to the fact that the
County of San Benito is currently devising a revised cultivation ordinance, and direct staff to
provide notice to the applicants of the same.
 

2. Provide other direction to staff.
 

ADDITIONAL PERSONNEL: 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 23.

MEETING DATE:  3/28/2017

DEPARTMENT: RESOURCE MANAGEMENT AGENCY 

DEPT HEAD/DIRECTOR: 

AGENDA ITEM PREPARER: 

SBC DEPT FILE NUMBER: 142

SUBJECT:

RESOURCE MANAGEMENT AGENCY
Integrated Waste Management update on Joint Powers Agreement and Regional Agency Cost
Sharing Agreement.
SBC FILE NUMBER: 142

AGENDA SECTION:

REGULAR AGENDA

BACKGROUND/SUMMARY:

BUDGETED:

Yes

SBC BUDGET LINE ITEM NUMBER:
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CURRENT FY COST:

0

STAFF RECOMMENDATION:

Received update from Kathleen Galagher.

ADDITIONAL PERSONNEL: 

ATTACHMENTS:
Description Upload Date Type
IWM Activities Overview 2/24/2017 Backup Material
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March 2017 
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County is Lead Agency for Solid Waste JPA 
& Cost Sharing Agreement 

 JPA formed Regional Agency in 1995 to meet AB 939 
state recycling mandate. County is lead agency. 
 

 Cost Sharing Agreement(CSA) approved in 2006:  
County as lead agency to provide IWM staffing &  

program management  
Reporting to state to meet mandates  
IWM cost sharing based on population 
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County IWM Requirements as Lead Agency  

County to provide staffing & manage:  
Compliance reporting to CalRecycle (state enforcement 

agency for AB 939, AB 341, etc.) 
Franchise agreement administration & compliance 
IWM budget administration 
Recycling Market Development Zone (RMDZ) 
Staffing for Local Task Force & other requirements 
Household hazardous waste management/contracts 
Grant administration/management 
Public education/outreach for residents/businesses 
More requirements in CSA 
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New Mandates Increase IWM Responsibilities   

New legislation since JPA formed in 1995 (partial 
list): 
AB 341: mandatory business recycling, 75% recycling goal 
AB 1826: mandatory organics recycling  
AB 901: new recycling/composting reporting requirements  
AB 2176: new recycling requirements for large events & venues 
SB 270: prohibits single use carryout bag/requires fee, options  
AB 1594: green materials used as alternative daily cover (ADC) no 

longer counts towards meeting state diversion mandates 
AB 876: requires reporting re organics capacity needed over 15 year 

period 
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5 

County IWM: Two Key Components 

1. Landfill Fund 
  - Admin./Oversight of 

Landfill Agreement  

2. Regional Agency 
Fund 

- JPA & CSA  
- AB 939 /AB 341, 

Regional Agency 
programs w/ County 

as Lead ) 

 
-Administer/oversight of Landfill Agreement 
regarding: 
 Revenue 
 Tonnage 
 Compliance/Permits 
 Operations (e.g. Landfill Diversion Plan) 
 

 

Key Programs/Activities 

-Administer/oversight of Franchise Agreement 
AB 939 Planning/Compliance/Reporting to 
CalRecycle to meet state mandates 
-Household Hazardous Waste (HHW) Programs 
/Events at landfill                
-Public Education/Outreach 
-Grant Management 
-RMDZ 
-Bulky Item Drop Off Events at landfill 
-Regional Agency /Cost Sharing Agreement 
Oversight 
-Local Task Force/administration 
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Major IWM Projects Underway 
Developed Landfill Action Plan to Mitigate Negative Impacts 
from out of county tons (Board of Supervisors approved 
11/22/16) 
 80+% tonnage is out of county; has negative impacts on 

community, roads, GHG, local disposal capacity; Need 
improved compensation to County 

Nexus Study to quantify impacts 
Negotiate improved terms for county (roads) 
Potential fees on out of county tonnage  
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Major IWM Projects Underway 
 

Extensive Review of Landfill Agreement Identified  
Several Issues: 
1) Flawed mechanism for adjusting landfill depletion fee  
2) Incomplete disposal capacity reporting 
3) Shortcomings in annual COLA process 
 
Landfill Action Plan (approved 11/22/16) developed to address 
major  flaws in Landfill Agreement;  
Updates to the Landfill Adhoc Committee & Board of 
Supervisors  
 
See timeline handout  
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Major IWM Projects Underway 
RECYCLING Improvements at Landfill. Worked collaboratively 
w/Waste Connections to improve recycling at landfill: 
 New free mattress recycling programs 
 New improvements/access/traffic flow pattern for ‘recycling only’ 

users 
 New website highlighting FREE RECYCLING OPTIONS AT 

LANDFILL 
 
Ongoing meetings with WCI regarding 
 Tonnage/revenue, disposal capacity, reporting, permits 
 Resulting savings to County 
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Major IWM Projects Underway 
Administer Expiring Franchise Agreement  
(Expires June 2018) Decisions for 3 RA Members. 
Staff reports, presentations, data, rates provided.  
 November 2016 San Juan Bautista 
 December 2016 Board of Supervisors  
 January 2017 Hollister 
 February 2017 Hollister 
 New Franchise Agreement AdHoc  
 Committee to meet to discuss alternatives;  
 goal is consensus and joint approach by all RA 

Members 
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Major IWM Projects Ongoing 

COMPLIANCE REPORTING TO STATE 
 Electronic Annual Report to CalRecycle submitted to CalRecycle 

annually on behalf of 3 RA Members 
 Regional Agency Summary Plan review underway 
 Local Task Force 
 Household Hazardous Waste reporting 
 
OTHER: 
 Grant administration HD23 grant for public  
 events/collection in county 
 Construction & Demolition recycling program  
 improvements for compliance w/ CalGreen code 
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Essential IWM Projects/Improvements   

 Meet State Mandates (AB 939, AB 341, etc.) 
 Ensure Landfill Agreement Provides Fair, Sustainable 

Revenue to County & compensates for negative 
impacts from out of county tonnage (roads, etc.) 

 Provide sustainable funding for Regional Agency 
programs w/ potential AB 939 fee/other to meet state 
mandates  

 Update JPA to include governing structure 
 Increase communication/collaboration w/ Members 
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12 

IWM Program Budget Overview 

IWM Fund 
- Administration 
and Oversight of 
Landfill 
Operations 
Agreement with 
Waste Connections 

Regional 
Agency Fund 

(RA Member 
Programs, Cost 

Sharing 
Agreement) 

- Landfill Depletion Fee 
(LDF) 
- Fund Balance Transfers 
- Recology payment for 
quarterly bulky item 
events 

- County staff salaries and 
benefits 
- Consultant services 
- Quarterly bulky item events 

Major Revenue Sources Major Expense Items 

- Cost Sharing Payments 
from RA Members 
(Hollister,  San Juan 
Bautista) 
- Fund Balance Transfers 
 

- County staff salaries and 
benefits 
--RA costs 
- Consultant services 
- HHW monthly events at 
landfill 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 25.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY COUNSEL

DEPT HEAD/DIRECTOR: Matthew W. Granger, County Counsel

AGENDA ITEM PREPARER: Barbara Thompson, Acting Assistant County Counsel

SBC DEPT FILE NUMBER: 235.6

SUBJECT:

CLOSED SESSION - CONFERENCE WITH LEGAL COUNSEL - EXISTING LITIGATION
Subdivision (a) and (d)(1) of Government Code section 54956.9
Name of Case:
Cynthia Pettie and Robert Pettie v. County of San Benito, Superior Court of California, County of
San Benito, Case No. CU-15-00121.
SBC FILE NUMBER: 235.6

AGENDA SECTION:

CLOSED SESSION

BACKGROUND/SUMMARY:

CONFERENCE WITH LEGAL COUNSEL - EXISTING LITIGATION
 
Subdivision (a) and (d)(1) of Government Code section 54956.9
 
Name of Case:
Cynthia Pettie and Robert Pettie v. County of San Benito, Superior Court of California, County of
San Benito, Case No. CU-15-00121.
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BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

Hold closed session.

ADDITIONAL PERSONNEL: 
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SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 26.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY COUNSEL

DEPT HEAD/DIRECTOR: Matthew W. Granger, County Counsel

AGENDA ITEM PREPARER: Barbara Thompson, Assistant County Counsel

SBC DEPT FILE NUMBER: 235.6

SUBJECT:

CLOSED SESSION - CONFERENCE WITH LEGAL COUNSEL-EXISTING LITIGATION
Subdivisions (a) and (d)(1) of Section 54956.9
Name of Case: BMC Promise Way, LLC, dba Benchmark Communities v. County of San Benito,
City of Hollister, Superior Court of California, County of San Benito, Case No. CU-15-00056
SBC FILE NUMBER: 235.6

AGENDA SECTION:

CLOSED SESSION

BACKGROUND/SUMMARY:

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

599



CURRENT FY COST:

n/a

STAFF RECOMMENDATION:

Hold Closed Session. 

ADDITIONAL PERSONNEL: 

600



SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 27.

MEETING DATE:  3/28/2017

DEPARTMENT: COUNTY COUNSEL

DEPT HEAD/DIRECTOR: Matthew W. Granger, County Counsel

AGENDA ITEM PREPARER: Barbara Thompson, Assistant County Counsel

SBC DEPT FILE NUMBER: 235.6

SUBJECT:

CLOSED SESSION - CONFERENCE WITH LEGAL COUNSEL_EXISTING LITIGATION
Subdivisions (a) and (d)(1) of Section 54956.9
Name of Case:  Award Homes, Inc. v. County of San Benito, City of Hollister, et. al., Superior Court
of California, County of San Benito, Case No. CU-15-00099
SBC FILE NUMBER: 235.6

AGENDA SECTION:

CLOSED SESSION

BACKGROUND/SUMMARY:

Conference with Legal Counsel-Existing Litigation.
Subdivisions (a) and (d)(1) of Section 54956.9
 
Name of Case:  Award Homes, Inc. v. County of San Benito, City of Hollister, et. al., Superior Court
of California, County of San Benito, Case No. CU-15-00099

BUDGETED:

601



SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

STAFF RECOMMENDATION:

Hold Closed Session.

ADDITIONAL PERSONNEL: 

602



SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number: 28.

MEETING DATE:  3/28/2017

DEPARTMENT: HUMAN RESOURCES

DEPT HEAD/DIRECTOR: Barbara Thompson

AGENDA ITEM PREPARER: G. Cochran

SBC DEPT FILE NUMBER: 235.6

SUBJECT:

CLOSED SESSION - CONFERENCE WITH LABOR NEGOTIATORS
Agency designated representatives:  Allyson Hauck, Ray Espinosa, Joe Paul Gonzalez, Melinda
Casillas, Georgia Cochran, Steve Coffee
 
Employee Organizations:
Institutions Association
Law Enforcement Management
Management Employees' Group
SEIU Local 521 (General Unit Employees)
SEIU Local 2015 (IHSS)
Deputy Sheriff's Association
Confidential
Confidential Management
Appointed Department Heads
Unrepresented Employees
SBC FILE NUMBER: 235.6

AGENDA SECTION:

CLOSED SESSION

603



BACKGROUND/SUMMARY:

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

235.6

CURRENT FY COST:

STAFF RECOMMENDATION:

HOLD CLOSED SESSION

ADDITIONAL PERSONNEL: No

604



SAN BENITO COUNTY
AGENDA ITEM

TRANSMITTAL FORM

Mark Medina
District No. 1

Anthony Botelho
District No. 2
Vice - Chair

Robert Rivas
District No. 3

Jerry Muenzer
District No. 4

Jaime De La Cruz
District No. 5

Chair

Item Number:

MEETING DATE:  3/28/2017

DEPARTMENT: 

DEPT HEAD/DIRECTOR: 

AGENDA ITEM PREPARER: 

SBC DEPT FILE NUMBER: 

SUBJECT:

Adjourn to the next regular meeting of Tuesday, April 11, 2017.

AGENDA SECTION:

Next Meeting Date/Time

BACKGROUND/SUMMARY:

BUDGETED:

SBC BUDGET LINE ITEM NUMBER:

CURRENT FY COST:

605



STAFF RECOMMENDATION:

ADDITIONAL PERSONNEL: 

606


	Meeting Agenda
	Pledge of Allegiance to be led by Supervisor Mark Medina, District #1.
	ACKNOWLEDGE CERTIFICATE OF POSTING
	BOARD OF SUPERVISORS  Approve the proclamation designating the week of April 3, 2017 to April 9, 2017 as Public Health Week in San Benito County.  SBC FILE NUMBER: 430
	AGRICULTURAL EXTENSION - L. SCHMITT-McQUITTY  Approve purchase of 2017 Ford Escape  in the amount of $21,500, and authorize the CAO to execute all necessary documents subject to approval by County Counsel.  SBC FILE NUMBER: 3
	BEHAVIORAL HEALTH DEPARTMENT - A. YAMAMOTO  Authorization for the Behavioral Health Director to Sign Authorizations for MHSA Housing Loan Program Releases for Unencumbered  Funds.  SBC FILE NUMBER: 810
	BEHAVIORAL HEALTH DEPARTMENT - A. YAMAMOTO  Approve 60 Month Lease and Maintenance Agreement for Konica Minolta Copier with US Bank in the amount of $12,647.95.  SBC FILE NUMBER: 810
	COUNTY ADMINISTRATION OFFICE - R. ESPINOSA  Request for approval of proposal from Willdan Financial Services User Fee Study Update for San Benito County in the total amount of $24,925.00 (176 total hours).  SBC FILE NUMBER: 119
	COUNTY ADMINISTRATION OFFICE - R. ESPINOSA. Approve the Countywide Common record retention schedule and the record retention schedules for the following department: Ag Commissioner; Assessor; Behavioral Health; Child Support; Information Technology; Grand Jury; Sheriff; Health and Human Services Agency.  SBC FILE NUMBER: 119.
	COUNTY ADMINISTRATION OFFICE  - R. ESPINOSA  Approve contract with Emergency Services Consulting International for completion of the fire services feasibility study in an amount not to exceed $57,083.00. SBC FILE NUMBER: 60
	COUNTY ADMINISTRATION OFFICE - R. ESPINOSA     Approve contract with 4Leaf, Inc. Approve Amendment No. 1 to contract with 4Leaf, Inc. for professional services as Interim Director of Resource Management Agency in an amount not to exceed $234,000.  SBC FILE NUMBER: 790
	COUNTY ADMINISTRATION OFFICE - R. ESPINOSA  Approve Amendment No. 3 to the contract with the City of Hollister to provide animal control services, extending the term of the contract through June 30, 2017.    SBC FILE NUMBER: 425
	COUNTY COUNSEL'S OFFICE - M. GRANGER  Approve Amendment No. 3 to Contract with Ray Espinosa, County Administrative Officer.  SBC FILE NUMBER: 160
	EMERGENCY MEDICAL SERVICES - K. O'NEILL  Approve Mutual Aid Agreement for Emergency Medical and Health Disaster Assistance.  SBC FILE NUMBER: 75.5
	EMERGENCY MEDICAL SERVICES - K. O'NEILL  Adopt Resolution to Continue Penalty Assessment for the Maddy EMS Fund.  SBC FILE NUMBER: 1068  RESOLUTION NO: 2017-26
	HEALTH AND HUMAN SERVICES AGENCY - J. RYDINGSWORD  Adopt Resolution and approve MOU template for local pharmacies to cooperate with County to dispense Medical Countermeasure medications from the Strategic National Stockpile (SNS) in the event of a declared Health Emergency.  SBC FILE NUMBER: 130  RESOLUTION NO: 2017-27
	HUMAN RESOURCES - G. COCHRAN  Approve class specifications and salary ranges for Deputy County Administrative Officer; amend the County’s class title and pay plan and amend the County’s Schedule of Allocated Positions.  SBC FILE NUMBER: 630
	OFFICE OF EMERGENCY SERVICES - K. O'NEILL   Adopt Resolution Ratifying Letting of Contracts to Remediate Local Emergency, Confirming County Administrator's Authority to Enter Into Emergency Contracts Under Public Contracts Code 22050, Finding that there is a Need to Continue Emergency Action Action; and Finding Repair Work Exempt from CEQA As An Emergency Project.  (4/5 vote required) SBC FILE NUMBER: 75.5  RESOLUTION NO: 2017-28
	OFFICE OF EMERGENCY SERVICES - K. O'NEILL  Adopt Resolution Recognizing the Continuing Proclamation of a Local Emergency in San Benito County.  SBC FILE NUMBER: 75.5  RESOLUTION NO: 2017-29
	RESOURCE MANAGEMENT AGENCY  Approve contract with Lee Landscaping for Maintenance of Common Landscape Areas, County Service Areas 46 (Quail Hollow), 47 (Oak Creek) and 53 (Riverview Estates) for the period of April 1, 2017 through April 30, 2020, for a total sum not to exceed $55,100.00 per year, for a total contract amount not to exceed $165,300.00.  SBC FILE NUMBER: CSA #46, #47 & #53
	RESOURCE MANAGEMENT AGENCY - Reject all bids received for the Veterans Memorial Park Irrigation System Improvements, adopt revised plans and specifications, and authorize the advertising for bids.  SBC FILE NUMBER: 127
	RESOURCE MANAGEMENT AGENCY  Approve Contract Amendment #3 with First Carbon Solutions for CEQA compliance Services for TSM 15-93/FAY in the amount of $3,500.00 for a total contract amount of $116,745.00.  SBC FILE NUMBER: 790
	RESOURCE MANAGEMENT AGENCY - Approve paying the County's Share of CalPers Contributions for a temporary Senior Planner in the Resource Management Agency.  SBC FILE NUMBER: 790
	AGRICULTURAL EXTENSION - L. SCHMITT-McQUITTY  FY 2015-2016 Department Accomplishments Presentation.  SBC FILE NUMBER: 3
	COUNTY ADMINISTRATION OFFICE - R. ESPINOSA  The Board of Supervisors has directed staff to give a monthly update on the following topics: roads, new fire station, jail expansion project and the new homeless shelter in San Benito County.  A representative from each of the respective departments will give a report to the Board each month in order for the Board to stay informed about these pertinent issues in San Benito County.  SBC FILE NUMBER: 119
	COUNTY COUNSEL'S OFFICE - M. GRANGER  Receive update from staff and the ad hoc committee regarding the marijuana cultivation ordinance.  Discussion of current status of interim urgency ordinance & development of a new marijuana cultivation ordinance; discussion of annual Federal Budget appropriations, enforcement of existing San Benito County ordinance, and future actions to be taken under existing interim ordinance regarding applications for extended amortization periods.  Provide direction to staff.  SBC FILE NUMBER: 160
	RESOURCE MANAGEMENT AGENCY  Integrated Waste Management update on Joint Powers Agreement and Regional Agency Cost Sharing Agreement.  SBC FILE NUMBER: 142
	CLOSED SESSION - CONFERENCE WITH LEGAL COUNSEL - EXISTING LITIGATION  Subdivision (a) and (d)(1) of Government Code section 54956.9  Name of Case:  Cynthia Pettie and Robert Pettie v. County of San Benito, Superior Court of California, County of San Benito, Case No. CU-15-00121.   SBC FILE NUMBER: 235.6
	CLOSED SESSION - CONFERENCE WITH LEGAL COUNSEL-EXISTING LITIGATION Subdivisions (a) and (d)(1) of Section 54956.9  Name of Case: BMC Promise Way, LLC, dba Benchmark Communities v. County of San Benito, City of Hollister, Superior Court of California, County of San Benito, Case No. CU-15-00056  SBC FILE NUMBER: 235.6
	CLOSED SESSION - CONFERENCE WITH LEGAL COUNSEL_EXISTING LITIGATION  Subdivisions (a) and (d)(1) of Section 54956.9  Name of Case:  Award Homes, Inc. v. County of San Benito, City of Hollister, et. al., Superior Court of California, County of San Benito, Case No. CU-15-00099  SBC FILE NUMBER: 235.6
	CLOSED SESSION - CONFERENCE WITH LABOR NEGOTIATORS  Agency designated representatives:  Allyson Hauck, Ray Espinosa, Joe Paul Gonzalez, Melinda Casillas, Georgia Cochran, Steve Coffee  ?  Employee Organizations:  Institutions Association  Law Enforcement Management  Management Employees' Group  SEIU Local 521 (General Unit Employees)  SEIU Local 2015 (IHSS)  Deputy Sheriff's Association  Confidential  Confidential Management  Appointed Department Heads  Unrepresented Employees  SBC FILE NUMBER: 235.6
	Adjourn to the next regular meeting of Tuesday, April 11, 2017.

