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POLICY TITLE:  

Records Retention and Destruction Policy 

ADOPTED BY BOARD OF HARBOR COMMISSIONERS:  

 May 14, 2018     

EFFECTIVE DATE:    

This Administrative Policy is effective upon approval by the Board of Harbor Commissioners.   

BACKGROUND/PURPOSE 

The purpose of this Policy is to authorize guidelines regarding the retention of records of the Oxnard 
Harbor District (the “District), including electronic records, the destruction of records in the normal 
course of business; the  prompt and accurate retrieval of records; and ensure compliance with legal 
and regulatory requirements.  

AUTHORIZATION 

(1) Under Government Code sections 60200 et seq., the Board of Harbor Commissioners is 
authorized to provide for the destruction of any category of records by complying with a records 
retention policy that has been adopted by resolution.   
 
(2) Pursuant to the resolution adopting this Policy and except where prohibited by State or 
federal law, the Board of Harbor Commissioners approves the destruction of any original document 
without retaining a copy of the document as long as the retention and destruction of the document 
complies with the District’s Administrative Guidelines and Procedures for Records Management 
authorized by this Policy and promulgated hereunder. (Gov. Code § 60201.) 
 
(3) Pursuant to the resolution adopting this Policy, the CEO/Port Director and the Clerk of the 
Board have ongoing authorization to destroy any duplicate record, paper or document, in 
accordance with Government Code sections 53161 and 60200. 
 

 IMPLEMENTATION PROCESS 

The CEO/Port Director, upon the advice and consent of the General Counsel, shall promulgate and 
revise as necessary a set of Administrative Guidelines and Procedures for Records Management 
for the District in compliance with applicable law.  Upon such promulgation and upon substantive 
revisions, the CEO/Port Director shall provide a copy to the Board of Harbor Commissioners as part 
of the CEO/Port Director’s regular report to the Board at a regular meeting of the Board.   
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GENERAL INFORMATION AND GUIDELINES 

The Administrative Guidelines and Procedures for Records Management promulgated by the 
CEO/Port Director in accordance with this Policy shall include the types of records that may be 
destroyed or disposed of, and reasonably identify the information contained in the records of each 
category, including the category of electronic records which include any form of electronic 
communication including but not limited to emails, text messages, or instant messages regardless 
of the medium that they are stored on or transmitted by.  

 

RELATED POLICIES AND PROCEDURES: 

Administrative Guidelines and Procedures to be promulgated by the CEO/Port Director, 
incorporated herein as though fully set forth. 

 












