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Honorable Tommy Waters
Chair, City Council
City and County of Honolulu

Mr. Chair:

Your Committee on Executive Matters and Legal Affairs, which considered
Resolution 22-168 entitled:

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

transmitted by Departmental Communication D-529 (2022), dated July 5, 2022, from the
Honolulu Liquor Commission and introduced on July 15, 2022, reports as follows:

The purpose of Resolution 22-168 is to authorize the Honolulu Liquor
Commission to dispose of its obsolete records in accordance with the Agency-Specific
Records Retention Schedule at the end of stated retention periods.

Anna Hirai, Acting Administrator of the Honolulu Liquor Commission, testified in
support of the Resolution.

At its meeting on July 26, 2022, your Committee considered and approved a
proposed CD1 version of the Resolution which makes the foliowing 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).
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B. Amends the third BE IT FURTHER RESOLVED clause to add "except as
otherwise provided herein."

L, 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.

Your Committee received no oral or written public testimony on the Resolution.

The Department of Budget and Fiscal Services submitted written testimony
approving the CD1 and stated that they would work with the Honolulu Liquor
Commission to establish an appropriate reporting procedure.

Your Committee on Executive Matters and Legal Affairs is in accord with the
intent and purpose of Resolution 22-168, as amended herein, and recommends its
adoption in the form attached hereto as Resolution 22-168, CD1. (Ayes: Cordero,
Elefante, Kia'dina, Say, Tulba, Tupola - 6; Noes: None; Excused: Fukunaga,
Tsuneyoshi, Waters — 3.)

Respectfully submitted,

A fpsta

Committee Chair
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CITY COUNCIL

CITY AND COUNTY OF HONOLULU
HONOLULU, HAWAF No. 22-168, CD1

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), Hawai'i 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 Liguor 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 Liqguor 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
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CITY AND COUNTY OF HONOLULU
HONOLULU, HAWAI'l No. 22-168, CD1

RESOLUTION

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) B
DATE OF INTRODUCTION:
July 15, 2022
Honolulu, Hawai'i Councilmembers
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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 2 YEARS

AFTER CLOSE OF FISCAL YEAR
LIQUOR COMMISSION 3 RECEIPTS RC 10 YEARS

7 YEARS
LIQUOR COMMISSION 4 GROSS LIQUOR SALES REPORTS (GLS) RC ARTR REPORT IS SUBMITTED
LIQUOR COMMISSION 5 DEPOSIT SLIPS RC 6 YEARS

APPLICATIONS DENIED, WITHDRAWN OR

LIQUOR COMMISSION 6 A S L RC 10 YEARS
LIQUOR COMMISSION 7 ALCOHOL PERMITS RC 2 YEARS

15 YEARS
LIQUOR COMMISSION 8 LICENSE FILES RC AT NSE EXPIRES

REGISTRATION FILES OF LIQUOR ESTABLISHMENT

LIQUOR COMMISSION 9 Al RC 2 YEARS
LIQUOR COMMISSION 10 INVESTIGATORS' DAILY REPORTS RC 2 YEARS

AFTER LICENSE EXPIRES
LIQUOR COMMISSION 11 PUBLISHER'S AFFIDAVITS OF NEWSPAPER ADS RC 3 MONTHS

AFTER PUBLICATION IN NEWSPAPERS
LIQUOR COMMISSION 12 NOTICES OF PUBLIC HEARINGS RC 3 MONTHS

EXHIBIT A

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

LIQUOR COMMISSION 13 AUDIT REPORTS RC ;;’TEEAA‘?UDIT

LIQUOR COMMISSION 14 LIQUOR COMMISSION HEARING MINUTES RC PERMANENT
15 YEARS

LIQUOR COMMISSION 15 VIOLATIONMWARNING REPORTS RC ) T —
15 YEARS

LIQUOR COMMISSION 16 PERSONAL HISTORY & AFFIDAVITS (PHA) RC S e m——
15 YEARS

LIQUOR COMMISSION 17 CRIMINAL HISTORY RECORD INFORMATION (CHRI) RC AFTER LICENSE EXPIRES
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CITY AND COL OF HONOL UL U _ 1985
PERMANENT RECORDS
DEPARTMENT OF FINANCE
SECTION TITLE OF RECORD ”:,:E';T:g' MICROF LM
Liquor Commission Cash Recelpts Journal 6
Liquor Commission Minutes 19

Q%
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CITY AND COUN) . OF NONDLLINL

RECORDS RETENTION SCHEDULE -
Fogo No
i Finance i Liquor Commnission menie
s ning or accom B e | wEnes | WU | wcesrus
1 |-applications-for-licenses (Audit Copy) s et 1 yrs.* RC 1
2 Special Licenses 2 yxa.% RC 2
3 Vessel Licenses and Applications 2 yrs . * RC 3
4 Receipts 10 yzs. RC 4
5 Cross Liquor Sales Reports “—h;;_ym.ﬂ RC L
6 | Cash Disbursement Journal sleke (obsolore ) 10 yrs. RC 7
7 | Deposit Slips (, tayrs. | Ixedsury 8
8 |-Advertleing Bille Patd— (B{s Ouiepton Scmedule) |1y Claims 9
9 Applications Denied or Withdrawn 10 yrs, RC 10
10 Alcohel Permits 7 +5-yxe. RC 11
11 | -Batertainment Permits (Permanent)— - 2 yrs, RC 12
12 (Eaterteinment Permits (Temporary)- CLC,\_g,Le__ 3 mos.q: RC 13
13 | Case Files — Sec L\CENSE FLES w 2022.RRS |15 yrs.tx RC 14
14 |Card Register of Actiona Taken by the Commisainn |10 yrs. RC 16
deles (cbsolete))
* After audit ;
ok A cer expiration date




e e CITY AND COUN. . OF NONOLULY Date 1985
RECORDS RETENTION SCHEDULE 2
Page No.:
TOEPARTMENT orvesIon SECTION
Finance Liquor Commission
~ o Sy ——— mm | sanes L
2N
15 Registration Files of Liquor Establishment Employees ol RC 17
16 Investigators' Daily Reports 2 yrs, RC 18
17 1biquerLieenses—(Audit-Copy)- 5 yrs., RC 24
18 Publishers' Affidavite of Newspaper Ads 3 mos.j RC 25
19 Notices of Public Hearings 3 mos. RC 26
20 |-Price-Postings | . 1l yr, RC 27
21 Fleld-Audit Worksheet Files . 4 yra, *Nk RC 28
V'ename.cl I Audat e =
egtablishment

** After publication in newspapers
¥tk After audit

* Destroy upon employee's termination of employment wiqh liquor




