RICK BLANGIARDI

'22JUL12 AM 11:05 CITY CLERK
LIQUOR COMMISSION

CITY AND COUNTY OF HONOLULU

711 KAPIOLANI BOULEVARD, SUITE 600, HONOLULU, HAWAII 96813-5249
PHONE (808) 768-7300 - FAX (808) 768-7311
INTERNET ADDRESS: www.honolulu.gov/liq + E-MAIL: liquor@honolulu.gov

NARS| A. GANABAN
CHAIRPERSON
MAYOR MALAMA MINN
VICE CHAIR

DUANE R. MIYASHIRO
COMMISSIONER

DILLON HULLINGER

July 5, 2022 COMMISSIONER

ANNA C. HIRAI
ACTING ADMINISTRATOR

The Honorable Tommy Waters
Chair and Presiding Officer

and Members
Honolulu City Council
530 South King Street, Room 202
Honolulu, Hawaii 96813

Dear Chair Waters and Councilmembers:

SUBJECT: Resolution to Adopt Agency-Specific Records Retention Schedule
for the Honolulu Liquor Commission

Attached for your review and appropriate action is a Resolution relating to a request for
the adoption of an updated Agency-Specific Records Retention Schedule to guide the lifecycle
management of records held by the Honolulu Liquor Commission.

Pursuant to Hawaii Revised Statutes, Section 46-43(c), with the approval of the county
legislative body and the county’s legal advisor, the disposal of documents and other records is
permissible after the records have been retained for a period of time to be determined by the
legislative body of the county by resolution.

Should you have any questions, please contact our Administrative Services Officer,
Tammie Uyechi, at 768-7308.

Sincerely,
G-t
Anna C. Hirai
Acting Administrator
Attachment
APPROVED:

AWt %

Michael D. Formby

Managing Director DEPT. COM. 529




CITY COUNCIL

CITY AND COUNTY OF HONOLULU No.

HONOLULU, HAWAI'l

RESOLUTION

AUTHORIZING THE ADOPTION OF THE AGENCY-SPECIFIC RECORDS
RETENTION SCHEDULE FOR THE HONOLULU LIQUOR COMMISSION OF THE
CITY AND COUNTY OF HONOLULU.

WHEREAS, Section 46-43(c), Hawaii Revised Statutes, authorizes the Council of
the City and County of Honolulu to permit the disposal of documents, and other records
after they have been retained for a period of time to be established through resolution
by the Council; and

WHEREAS, the disposal of obsolete records is an essential part of the efficient
management of records; and

WHEREAS, the Honolulu Ligquor Commission wishes to dispose of its obsolete
records in accordance with the proposed Honolulu Liquor Commission Agency-Specific
Records Retention Schedule attached hereto as Exhibit A; now therefore,

BE IT RESOLVED that the Honolulu Liquor Commission’s Agency-Specific
Records Retention Schedule is hereby adopted; and

BE IT FURTHER RESOLVED that the Honolulu Liquor Commission’s Agency-
Specific Records Retention Schedule becomes effective upon adoption; and

BE IT FURTHER RESOLVED by the Council of the City and County of Honolulu
that the Honolulu Liqguor Commission be authorized to destroy the records on the
attached Honolulu Liqguor Commission Agency-Specific Records Retention Schedule at
the end of the stated retention periods; and

BE IT FURTHER RESOLVED that this resolution supersedes all other
resolutions pertaining to the records identified on the Honolulu Liquor Commission
Agency-Specific Records Retention Schedule attached hereto as Exhibit A; and

BE IT FURTHER RESOLVED that if a record retention period in the 2016
General Retention Schedule (“GRS”) conflicts with the period stated in the Honolulu
Liquor Commission Agency-Specific Records Retention Schedule, the retention period
in the GRS shall control unless otherwise provided by law; and

D-529(22)




CITY COUNCIL

CITY AND COUNTY OF HONOLULU No

HONOLULU, HAWAI'l

RESOLUTION

BE IT FINALLY RESOLVED that the copies of this Resolution be transmitted to
the Mayor, the Managing Director, the Director of the Department of Budget and Fiscal
Services, and the Administrator of the Honolulu Liquor Commission.

INTRODUCED BY:

DATE OF INTRODUCTION:

Honolulu, Hawai'i Councilmembers




Department of Budget and Fiscal Services
Agency-Specific Records Retention Schedule

Rev. 2022

Division Record No. Record Title & Description Location Retention Period
LIQUOR COMMISSION 1 SPECIAL LICENSING APPLICATIONS RC 2 YEARS
AFTER CLOSE OF FISCAL YEAR
LIQUOR COMMISSION 2 TRANSIENT VESSEL LIGENSING APPLICATIONS RC ZYEARS: . '
b sl ROANSIENT VESSEL LIDETDING AR , f AFTER CLOSE OF FISCAL YEAR
LIQUOR COMMISSION ~ 3 RECEIPTS RC 10 YEARS
LIQUOR COMMISSION 4 GROSS LIQUOR SALES REPORTS (GLS) RC APTER REPORT IS SUBMITTED
LIQUOR COMMISSION 5 DEPOSIT SLIPS RC 6 YEARS
TSy Sy APPLICATIONS DENIED, WITHDRAWN OR
LIQUOR COMMISSION 6 GANCELED BY CONMISSION RC 10 YEARS
LIQUOR COMMISSION 7 ALCOHOL PERMITS RC 2 YEARS
'LIQUOR COMMISSION 8 LICENSE FILES RC ‘2‘5FTYEE£T%ENSE SR
REGISTRATION FILES OF LIQUOR ESTABLISHMENT
LIQUOR COMMISSION ~ 9 ALl RC 2 YEARS
LIQUOR GOMMISSION 10 INVESTIGATORS' DAILY REPORTS RC AFTER LICENSE EXPIRES
. 3 MONTHS
LIQUOR COMMISSION 11 PUBLISHER'S AFFIDAVITS OF NEWSPAPER ADS RC e GATION IN NEWSPAPERS
e S el 3MONTHS o
LIQUOR COMMISSION. - 12 NOTICES OF PUBLIC HEARINGS e AFTER PUBLICATION IN NEWSPAPERS



Department of Budget and Fiscal Services
Agency-Specific Records Retention Schedule

Rev. 2022

Division Record No. Record Title & Description Location Retention Period
4 YEARS

LIQUOR COMMISSION 13 AUDIT REPORTS RC LA

LIQUOR COMMISSION 14"  LIQUOR COMMISSION HEARING MINUTES RC PERMANENT

LIQUOR COMMISSION 15 VIOLATIONWARNING REPORTS RC 15 YEARS
AFTER LICENSE EXPIRES

LIQUOR COMMISSION 16 PERSONAL HISTORY & AFFIDAVITS (PHA) RC 15 YEARS '

; ; ~ , AFTER LICENSE EXPIRES

15 YEARS

LIQUOR COMMISSION 17 CRIMINAL HISTORY RECORD INFORMATION (CHRI)  RC

AFTER LICENSE EXPIRES



MRAC AM

SECTION

Liquor Commission

CITY AND COL OF HONOLULU

PERMANENT RECORDS
DEPARTMENT OF FINANCE

TITLE OF RECORD

Date:

1985

INVENTORY
PAGE NO

Cash Receipts Journal

Liquor Commission Minutes

6
19

MICROFILM

q328



2aRRC AM 3-7B

CITY AND COUN1.« OF HONOLULU

RECORDS RETENTION SCHEDULE

Data.

1985

Page No.:

DEPARTMENT Finance QIVISION L 1q“°r c oumiae 1011 SECTION

= mp—— ) I | Mo | meares | wesorum
1 |-applications for Licenses (Audit Copy) cielete ~ 1 yrs.* RC 1

2 Special Licenses 2 yrs. * RC 2

3 Vessel Licenses and Applications 2 yrs.* RC 3

4 Receipts 10 yrs. RC 4

5 Gross Liquor Sales Reports q—-r—}-s—yrs.** RC 5

6 | Cash Disbursement Journal — — delede (o\oso\p\c) 10 yrs. RC 7

7 | Deposit Slips (, 3yrs. | Ixedsury 8

8 | Advertising Bills Paid — (Bfs Polention Sc\miu\@ 1 yr. Claims 9

9 Applications Denied or Withdrawn 10 yrs. RC 10

10 Alcohol Permits 2 t5-yrs. RC 11

11 | Entertainment Permits (Permanent) . lelc 2 yrs, *ik RC 12

12 | Entertainment Permits (Temporary)-- d.lohe 3 mos . *#¥ RC 13

13 Case Files — <ee L\CENSE F\-L\ZS wn 2022 RS |15 yrs.** RC 14

14 |-Card Register of Actions Taken by the Commigssion 10 yrs, RC 16

Aoi@k«(o‘osdz}m)
:*Ag::ragggnse expires
¥kk After expiration date




mmme CITY AND COUN, . JF HONOLULU Finke 1985
RECORDS RETENTION SCHEDULE 2
Page No.:
T DEPARTMENT DIVISION SECTION
Finance Liquor Commission
< TITLE OF AECORD PPERIOD " RECORD COPY 'PAGE NO. | MicRoFILM
’Z_XVS
15 Registration Files of Liquor Establishment Employees RC 17
16 Investigators' Daily Reports 2 yrs. RC 18
17 }Ligquer-Licenses—{Audit-Copy) |oloic 5 yxs. RC 24
18 Publishers' Affidavits of Newspaper Ads 3 mos.*j RC 25
19 Notices of Public Hearings 3 mos.* RC 26
20 —I!:iceioaﬁ.ngsao[@k/ 1 yr. RC 27
21 (Fleld-Audit-Worksheet Files 4 yrs, Rk RC 28
Venomed = Audil Repow’”(‘s
* Destroy upon employee's termination of employment wi#h liquor| establishment
*% After publication in newspapers
*¥k After audit




