
SUMMARY OF PROPOSED COMMITTEE DRAFT: 
 
 Resolution 22-168 

AUTHORIZING THE ADOPTION OF THE AGENCY-SPECIFIC RECORDS 
RETENTION SCHEDULE FOR THE HONOLULU LIQUOR COMMISSION OF THE 

CITY AND COUNTY OF HONOLULU.  
   

 
 
The PROPOSED CD1 makes the following amendments: 
 
A. Amends the BE IT RESOLVED clause to include the language, "by the Council of 

the City and County of Honolulu," as required by Section 3-201 of the Revised 
Charter of the City and County of Honolulu 1978 (2017 Edition). 

 
B. Amends the third BE IT FURTHER RESOLVED clause to add "except as 

otherwise provided herein." 
 
C. Amends the fourth BE IT FURTHER RESOLVED clause to note that the "2016 

General Retention Schedule" for City records referenced therein is the Schedule 
attached to Council Resolution 16-250.  

 
D. Makes miscellaneous technical and nonsubstantive amendments. 
 
 
 
 



  

CITY CO UNCIL  
 CITY AND COUNTY OF HONOLULU 
             HONOLULU, HAWAIʻI 

 

  
 
No.          22-168, CD1                                     

RESOLUTION 
 
 

OCS2022-0612/7/22/2022 9:34 AM 1 

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), Hawaiʻi 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 Liquor 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 by the Council of the City and County of Honolulu 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 of this 
resolution; and  

 
BE IT FURTHER RESOLVED that the Honolulu Liquor Commission be 

authorized to destroy the records on the attached Honolulu Liquor Commission Agency-
Specific Records Retention Schedule at the end of the stated retention periods; and  

 
BE IT FURTHER RESOLVED that, except as otherwise provided herein, 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"), adopted by Resolution 16-250, 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  
 
 

PROPOSED



  

CITY CO UNCIL  
 CITY AND COUNTY OF HONOLULU 
             HONOLULU, HAWAIʻI 

 

  
 
No.          22-168, CD1                                     

RESOLUTION 
 
 

OCS2022-0612/7/22/2022 9:34 AM 2 

 
 
 

BE IT FINALLY RESOLVED that copies of this resolution be transmitted to the 
Mayor, the Managing Director, the Director of Budget and Fiscal Services, and the 
Acting Administrator or Administrator of the Honolulu Liquor Commission. 
 
      INTRODUCED BY: 
 
      Tommy Waters (br)      
 
 
 
  
 
 
 
 
 
 
 
DATE OF INTRODUCTION: 
 
 
 
July 15, 2022 
Honolulu, Hawaiʻi      Councilmembers 
 
 



Rev. 2022
Department of Budget and Fiscal Services

Agency-Specific Records Retention Schedule

Division Record No. Record Title & Description Location Retention Period

SPECIAL LICENSING APPLICATIONS RC 2 YEARS
AFTER CLOSE OF FISCAL YEAR

LIQUOR COMMISSION 2 TRANSIENT VESSEL LICENSING APPLICATIONS RC
2 YEARS
AFTER CLOSE OF FISCAL YEAR

LIQUOR COMMISSION

GROSS LIQUOR SALES REPORTS (GLS) RC
7 YEARS
AFTER REPORT IS SUBMITTED

LIQUOR COMMISSION

LIQUOR COMMISSION

LIQUOR COMMISSION

5

6

7

DEPOSIT SLIPS

APPLICATIONS DENIED, WITHDRAWN OR
CANCELED BY COMMISSION

ALCDHOL PERMITS

LIQUOR COMMISSION S 15 YEARS
AFTER LICENSE EXPIRES

LIQUOR COMMISSION 9 REGISTRATION FILES OF LIQUOR ESTABLISHMENT
EMPLOYEES

INVESTIGATORS’ DAILY REPORTS RC
2 YEARS
AFTER LICENSE EXPIRES

PUBLISHERS AFFIDAVITS OF NEWSPAPER ADS RC 3 MONTHS
AFTER PUBLICATION IN NEWSPAPERS

NOTICES OF PUBLIC HEARINGS RC 3 MONTHS
AFTER PUBLICATION IN NEWSPAPERS

LIQUOR COMMISSION

3

LIQUOR COMMISSION

RECEIPTS

4

RC 10 YEARS

RC

RC

RC

LICENSE FILES

6 YEARS

10 YEARS

2 YEARS

LIQUOR COMMISSION 10

RC

LIQUOR COMMISSION II

RC

LIQUOR COMMISSION

2 YEARS

12

A

EXHIBIT A
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MARC PM
CITY ANO C01 OF HONOLULU

— 198 -

PERMANENT RECORDS
OEPARTNENT OF FINANCE

SECTION TITLE OF RE R
--

J_AG1NG
F

MICROFILM

Liquor Conrission Cash Receipts Journal
- 6

- Liquor Conunission Minutes 19

c



—“C S-fl
CITY AND COUW I • OF HOIIOtUtAJ 1 80ste.

__________

RECORDS RETENTION SCHEDULE
Pafl No:

______

Conission 1 St

ITEM
AtTENTION LOCATI O# I

TI_c C PCRIOO RECOfl COPY PAGE no. MICRVFILM

1 pplintIoflcenaes .4Audit.tapy) cAeA-.c--’ ii yrs.*! KG 1

2 Special Licenses 2 yrs.* RC 2

3 Vessel Licenses and Applications 2 yrs.*j KG 3

4 Receipts (10 YrS. KG 4

5 Gross Liquor Sales Reports 1k&rs.if* KG 5

6 Cash -Zsbur-aanen.t -JournaL -. k1sAe./ (vso\sAc_) 10 yrs. KG 7

7 Deposit Slips Gfr—7rs. Zreáilty B

8 - Advert-I 4ng -ULLs--2.aid.-
— cz,co4scn Sc’YAM$) 1 yr. Claims 9

9 Applications Denied or Withdrawn 10 yrs. 1W 10

10 j Alcohol Permits zfr-rs. KG 13.

11 frE#tettaLnaleizt--P-eamita (Permanent) deit.k— 2 yrs .“ KG 12

12 —Enter4ainment Permite (tnporary) -
3 moe ftC 13

13 Case Files — —ec L1eS15G ELS ik 2o2-2.R.S 15 yrs.** RC 14

14 Regfs°r nif Ant-Inns tnlrttn by rh. Craslgstnn :10 yrs. ftC 16

* After audit
** After License expires
*** After expiration date
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