From: Mindy Nguyen <Mindy.Nguyen@]lacity.org>

Sent time: 03/31/2020 05:13:11 PM

To: undisclosed-recipients:;

BCc: luciralia.ibarra@lacity.org

Subject: Hollywood Center Project Correspondence Follow-Up Request
Attachments: Revised Instructions for Gmail Labeling and Archiving.docx
Hello,

By now, you should have already received an email on or after February 4, 2020, requesting all electronic communications, such
as emails (including personal emails) and text messages pertaining to the Hollywood Center Project, located at 1720-1770
North Vine Street; 1746-1760 Ivar Avenue; 1733 and 1741 Argyle Avenue; and 6236, 6270, and 6334 West Yucca Street.

If you have already responded to the first email by indicating that you did not have any correspondence, or by providing all
correspondence in your possession, this email is to request any additional correspondence from, to, or between any City staff

relating to the Hollywood Center Project, from the date of your initial response to present.

If you did not respond to the first email, this email is to request any written or email correspondence from, to, or between any City
staff relating to the Hollywood Center Project, dating back from October 12, 2017 to present.

Please note that as an Environmental Leadership Development Project (ELDP), the City is required to collect and upload all
relevant public records of proceedings regarding the Project at the time the Draft EIR is published, until the administrative record
for this Project is certified. That said, I ask that, following compliance with the subject request, you continue to upload any
correspondence on this Project, as you receive it, to the following Dropbox link:

https://www.dropbox.com/sh/lufus38k150pOhe/AACAIMR7C-Gs7RtPgvuh]JdHba?dI=0, within a folder titled under your Full

Name, using the following instructions:

1. All email (digital) correspondence should be submitted, per the Office of the City Attorney's request, in the format
outlined in the instructions attached to this email.

2. Any written (non-digital) correspondence should be submitted via a scanned PDF file.

3. Any text messages should be screenshot and forwarded to your "lacity.org" email address, and compiled based on
the instructions attached to this email.

At a minimum, please conduct a search using the following key words/phrases:

CPC-2018-2114

CPC-2018-2115

ENV-2018-2116

VIT-82152

Tract Map 82152

Hollywood Center Project

Hollywood Center

HCP

Millennium

1720-1770 North Vine Street (any address in the range)
1746-1760 Ivar Avenue (any address in the range)

1733 and 1741 Argyle Avenue (any address in the range)
6236, 6270, and 6334 West Yucca Street (any address in the range)
MCAF Vine LLC

Please submit all documents to me no later than Thursday, April 2, 2020.

If you are aware of other City staff who may have worked on this Project but has not been included in this email, please let me
know as soon as possible. If you do not have any correspondence regarding this matter, you do not need to respond.


https://www.dropbox.com/sh/lufus38kl50p0he/AACd9mR7C-Gs7RtPqvuhJdHba?dl=0
http://lacity.org/

Thank you in advance for your time and cooperation.

Mindy Nguyen

City Planner

Los Angeles City Planning
LOS ANGELES 221 N. Figueroa St., Suite 1350

Los Angeles, CA 90012

Planning4LA.org

T: (213) 847-3674

[0y O O EE8


https://planning4la.org
https://www.facebook.com/Planning4LA/
https://www.instagram.com/planning4la/
https://twitter.com/Planning4LA
https://www.youtube.com/channel/UChl2PmRhAzUf158o0vZjnHw/videos
https://www.linkedin.com/company/los-angeles-department-of-city-planning
http://bit.ly/DCPEmail

Revised Instructions for Gmail Labeling and A.docx

INSTRUCTIONS FOR LABELING AND DOWNLOADING GMAIL EMAILS

Below are step-by-step Gmail “labeling” instructions for DCP staff who were
meaningfully involved on a project certified as an Environmental Development
Leadership Project for which the administrative record must be prepared and made
available to the public at the time the Draft EIR is published. Per this email search
protocol of the Land Use Division of the City Attorney’s Office, key City staff are
requested to label all emails pertaining to the project in their lacity.org email accounts
using Gmail’s labeling function. This approach is intended to reduce the number of
irrelevant emails in administrative records by having key DCP staff proactively identify
and label relevant emails, and then download the labeled emails into a folder that is
provided to the Land Use Division to review for privilege and relevance. Major
Projects should work with the City Attorney’s Office request that ITA perform an email
search for those custodians who fail to identify, label and download emails pursuant to
these instructions.

The Lead Planner shall provide City staff with the specific Gmail label they are to
use, as well as search terms City staff should use to find relevant, project-related emails.
City staff will then apply the provided Gmail label to those emails. Email search terms
will generally consist of the ENV, CPC, and/or Council file numbers for the project,
project site address(es), and frequently used acronyms and shorthand names. For
example, in a recent search related to the Permanent Supportive Housing ordinance the
following search terms were used: “Permanent Supportive Housing”, “PSH”, “CPC-
2017-3136”, “ENV-2017-3137", and “17-1422".

For purposes of uniformity and to avoid any gaps in the email search, please
only use the email search terms and Gmail label provided to you by the City Attorney’s
Office. In the below example, relevant emails have already been identified and the
Gmail label used is “MAJOR CEQA PROJECT”. However, the Lead Planner should
identify a label name specific to the project for which the emails are being gathered.
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1. STEPS TO LABEL GMAIL EMAILS

Step 1-1: To create the Gmail label you'll be using, open your lacity.org Gmail account
to the main page. In the column on the lefthand side (under the red “COMPOSE”
button), click on the “More” dropdown menu and then the blue “Create new label”
link.

/M Inbox (6) - lenaslaniane X Lol | 69 )

< C O | @ secure | httpsy/mailgoogle.com/mail/u/0/#inbe ® a

CEQA resources

- I °c0
- c More ~ 1-48 0f 48 < < -
me Relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:56 am
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:56 am
| L"::’u:]’l me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:55 am
IADMIN - me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:55 am
» IARCHIVED PROJEC me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:55 am
ENCES [ ]

@ me Relevant email Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:55 am
me Relevant email Leonard P Aslanian| Deputy City Attorney Los Angele: 11:55 am
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:55 am
me Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:55 am

CLICK THIS MENU, me Non-relevant email Leonard P. Aslanian| Deputy City Attorney Los Ang 11:54 am

THEN... me Non-relevant email Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am
me Relevant email Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:54 am
me Relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los Angele 11:54 am
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:54 am
me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele 11:54 am
me Relevant email - -— Leonard P. Aslanian| Deputy City Attorney Los Angele 11:54 am

m me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:54 am
me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An 11:53 am

Signing in will sign you into . =
Hangouts across Google me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los Ang 11:53 am

Learn more

me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:53 am
me Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An 11:53 am
me Relevant email Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:53 am
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:53 am
[++] [ 3 me Relevant email Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:53 am
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_
/M Inbox (6) - enaslaniane X | - - &) o [
< C () | @ Secure | https;//mail.google.com/mail/u/0/#inbox ® Q%

CEQA resources.

Connect

Create
.Colk\bor.ate - “ o °
Mail ~ > c More 1-480f48 < ) Q-
me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:56 am
m me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:56 am
I ISn:n‘;);\/I(ael)l me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:55 am
IADMIN ] me Non-relevant email - —- Leonard P. Aslanian| Deputy City Attorney Los Ang 11:55 am
» IARCHIVED PROJEC me Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:55 am
IREFERENCES |
Less me Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:55 am
Starred me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:55 am
ICrT;];;(t):anl me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:55 am
Drafts (39) me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:55 am
::2’:“(16) me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am
Trash me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am
» Categories me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:54 am
Label 1 | | me Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:54 am
» I[:gz:i me »:CLICK THIS LINK Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am

» Label 4 ] me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:54 am

» Label 5 Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:54 am

Labalg me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am

me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:53 am

Cern me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:53 am

me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:53 am

Signing in will sign you into me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:53 am
Hangouts across Google

Learn more me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:53 am

me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:53 am

Q % me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:53 am

Step 1-2: A pop-up menu titled “New Label” will appear. In the box under “Please
enter a new label name:” type the label name provided by your Deputy City Attorney
contact (here, “MAJOR CEQA PROJECT”). There is no need to “nest” the label under
any other Gmail labels you previously created, although you can do so if it's helpful for
your own internal organization.
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/M Inbox (6) - lenastanian@ X [8]l= | O |

&« C () | @ secure | https;//mail.geogle.com/mail/u/0/#inbox ® Q%

CEQA resources

New Label TYPE LABEL HERE

Please enter a new label name:
MAJOR CEQA PROJECT

Create Cancel

Step 1-3: Once you've created the new label you can start applying it to specific emails.
To do so, return to your Inbox and, using the checkmark boxes on the lefthand side of
the screen, check all emails relevant to the project. (Note: you may need to scroll
through multiple pages of your Gmail inbox, or use the search box at the top of the
Gmail screen, to find and label all of your project-relevant emails.)
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/M Inbox (6) - lenasianiane X — e o 5.

£ C ) | @ Secure | https//mail.google.com/ma #inbox 8

°c0

CEQA resources

The label "MAJOR CEQA PROJECT" was created.

Mail ~ =R a 0 i | "R (¢ ] More ~ 1-48 0f 48 > Q-
v me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele 11:56 am
COMPOSE
me Non-relevant email - - Leonard P Aslanian| Deputy City Attorney Los Ang 11:56 am
P IRRU YLD R
IREFERENCES > me Non-relevant email - - Leonard P. Aslanian| Deputy City Attomey Los Ang 1155 am
:MJOR CEQAPROJ me Non-relevant email - — Leonard P Aslanian| Deputy City Attorney Los An¢ ~ 11:55 am
ess «
Starred v me Relevant email - - Leonard P Aslanian| Deput Attorney Los Angele 11:55 am
Important i me Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los Angele 11:55 am
g’::‘ (39) v me CHECK THESE  Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele 11:55 am
All Mail me  BOXES Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 1155 am
?par: (16) 7 me Relevant email - - Leonard P Aslanian| Deputy City Attorney Los Angele 11:55 am
ras
N s Non-relevant email Leonard P. Aslanian| Deputy City Attorney Los Any 1154 am
» Categories
Label 1 R fne Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An 11:54 am
» Label 2 j2 v e Relevant email - — Lec nian| Deputy City Attorney Los Angele 11:54 am
3 -
Label 7z Ine Relevant email - — Leonard P. Aslanian] Deputy City Atiorney Los Angele  11:54 am
» Label 4 E
» Label 5 e Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am
» Label 6 | o me Relevant email - - Leonard P Aslanian] Deputy City Attorney Los Angele 11:54 am
M, > labels
e v me Relevant email - - Leonard P. Asianian| Deputy City Attorney Los Angele 1154 am
Sign in me Non-relevant email - - Leonard P. Aslanian| Dept 11:54 am
me Non-relevant email - — Leonard P Aslanian| Depu Los Ang 11:53 am
Signing in will sign you into
Hangouts across Google me Non-relevant email rd P. Aslanian| 11:53 am
Leam more
me Relevant email - — Leonard P Aslanian| Deputy City Attorney | 11:53 am
me Non-relevant email - - Leonard P. Aslanian| Deput; 11:53 am
me Relevant email - — Leonard P. Aslanian| Deputy City Attc 11:53 am
me Non-relevant email rd P. Aslanian| Deput: 11:53 am
Relevant email - -— Leonard P Aslanian| Deputy City Attorney Los Ange! 11:53 am

Step 1-4: Once you have checked all the relevant emails, click on the “label” icon at the

top of the screen. A dropdown menu titled “Label as:” will appear — in that menu, click
the “Major CEQA Project” label you previously created:
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7'M tnbox (6) - lenastani
o

&l B e

< C 1) | & secure | httpsy//mail.google.com/mail/u/0/#inbox
CEQA resources
Gonnect

T
ra)ic .
L J

Mail ~ =i
[_owwos [N
me
| inbox(e) m
Sent Mail
IADMIN ] me THEN...
» IARCHIVED PROJEC. .- v me
IREFERENCES
MAJOR CEQA PROJ &l me
Less« ¥ me
Starred .
Important
Chats 4 me
Drafts (39) me
All Mail
Spam (16) me
Trash v me
» Categories w1 me
Label 1 [ ]
+ Label 2 me
Label 3 1 me
» Label 4 u i me
BN -
me
Signing in will sign you into
Hangouts across Google me
Learn more
w1 me
me
w1 me
me
29 ¥om

@ Q&

More 1-480f48 <

Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An(

e CLICK THIS ICON, Non-relevantemail - — Leonard P. Aslanian| Deputy City Aftorney Los An¢

Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An¢

Relevant email - -- Leonard P. Aslanian
Relevant email - — Leonard P. Aslanian|

Relevant email - — Leonard P. Aslanian

Deputy City Attorney Los Angele:
Deputy City Attorney Los Angele:
Deputy City Attorney Los Angele:

Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢

Relevant email - — Leonard P. Aslanian|

Non-relevant email

Deputy City Attorney Los Angele:

- Leonard P. Aslanian| Deputy City Attorney Los An¢

Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢

Relevant email - — Leonard P. Aslanian|

Relevant email - — Leonard P. Aslanian

Deputy City Attorney Los Angele:
Deputy City Attorney Los Angele:

Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢

Relevant email - — Leonard P. Aslanian|

Relevant email - — Leonard P. Aslanian

Deputy City Attorney Los Angele:
Deputy City Attorney Los Angele:

Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An¢

Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An¢

Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢

Relevant email - — Leonard P. Aslanian|

Deputy City Attorney Los Angele:

Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An(

Relevant email - — Leonard P. Aslanian|

Non-relevant email

Relevant email - — Leonard P. Aslanian|

Deputy City Attorney Los Angele:

- Leonard P. Aslanian| Deputy City Attorney Los An¢

Deputy City Attorney Los Angele:

c0

o 24
11:56 am
11:56 am
11:55 am
11:55 am
11:55 am
11:55 am
11:55 am
11:55 am
11:55 am
11:54 am
11:54 am
11:54 am
11:54 am
11:54 am
11:54 am
11:54 am
11:54 am
11:53 am
11:53 am
11:53 am
11:53 am
11:53 am
11:53 am
11:53 am
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J/M Inbox (6) - lenasianian@ X | s @
&« C )} | & Secure | hitps:;//mail.google.com/mail/u/0/#inbox ® Q
CEQA resources
EXciaeia
.. Callahor.als - n EEE o o
Mail - = - o B m- - C More = 1-48 of 48 Q-
¥ me Label as ymey Los Angele 11:56 am
m me | a | |Attorney Los Ang 11:56 am
I ISn:not);r’l[:ll me Label 5/Sub-label 1 Attorney Los Ang 11:55 am
IADMIN | | me Label & Attorney Los Ang 11:55 am
» IARCHIVED PROJEC... v me oS ymey Los Angele 11:55 am
IREFERENCES | |
MAJOR CEQA PROJ v me ymey Los Angele 11:55 am
More = v me Promotions ymey Los Angele 11:55 am
me oPaale  ..CLICK THIS LABEL fomeytos e Tresam
v me ey Los Angele: 11:55 am
me Create new Attorney Los Ang 11:54 am
me Manage labels Attorney Los An 11:54 am
4 me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele 11:54 am
vl me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele 11:54 am
me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los Ang 11:54 am
>l me Relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:54 am
v me Relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:54 am
m me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:54 am
Sianing inwill sign you 1o me Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los Ang 11:53 am
Hangouts across Google me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los Ang 11:53 am
Learn mare >l me Relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:53 am
me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los Ang 11:53 am
4 me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele 11:53 am
me Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los Ang 11:53 am
2 Q g v me Relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los Angele 11:53 am

=S

The relevant emails you selected should now all be labeled “MAJOR CEQA PROJECT”:
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—_—
/M Inbec (6] - lenastaniane x| - - () o D

B —
< C (Y | @ Secure | https:/mail.google.com/mail/u/0/#inbox ® @ I

CEQA resources

Connect

- ) ;S’S‘.iw.m . n o °
Mail - - - (1] 1 - C More ~ 1-48 of 48 -

i~ me MAJOR CEQA PROJECT Relevant email - — Leonard P. Aslanian| Deputy 11:56 am
m me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:56 am
I IEI-.':nT;\A(:i)I me Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:55 am
IADMIN ] me Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:55 am
» IARCHIVED PROJEC... =i me MAJOR CEQA PROJECT  Relevant email - - Leonard P. Aslanian| Deputy 11:55 am

IREFERENCES | | .
MAJOR CEQA PROM.. Vv me MAJOR CEQA PROJECT Relevant email - — Leonard P. Aslanian| Deputy 11:55 am
More ~ v me MAJOR CEQA PROJECT Relevant email - — Leonard P. Aslanian| Deputy 11:55 am
me Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:55 am
Vv me MAJOR CEQA PROJECT Relevant email - — Leonard P. Aslanian| Deputy 11:55 am
me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:54 am
i me MAJOR CEQA PROJECT Relevant email - — Leonard P. Aslanian| Deputy 11:.54 am
v me MAJOR CEQA PROJECT Relevant email - — Leonard P. Aslanian| Deputy 11.54 am
me Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am
W me MAJOR CEQA PROJECT Relevant email - -- Leonard P. Aslanian| Deputy 11:54 am
W me MAJOR CEQA PROJECT Relevant email - -- Leonard P. Aslanian| Deputy 11:54 am
m me Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am
me Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:53 am

Signing in will sign you into

Hangouts across Google me Non-relevant email - — Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:53 am
Leam more v me MAJOR CEQA PROJECT Relevant email - — Leonard P. Aslanian| Deputy 11:53 am
me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:53 am
i~ me MAJOR CEQA PROJECT Relevant email - — Leonard P. Aslanian| Deputy 11:53 am
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:53 am
2 9 4 i~ me MAJOR CEQA PROJECT Relevant email - — Leonard P. Aslanian| Deputy 11:53 am

Step 1-5: Alternatively, you can label a relevant email from within the individual email
itself. To do so, click on the email you wish to label, then follow the same procedure
outlined in Step 4:
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lenasla X

M Relevant email

® QW E

& © C | @ Secure | https/mail.google.com/mail/u/0/#inbox/1:

CEQA resources

s a L] [ ] ] Wore 10748 > O
Relevant email inoox x —

I g‘:r:’;\«‘\'s\)\ Len Aslanian <len aslanian@lacity.org> 11:56 AM (1 hour ago) - -

IADMIN ] tome [ CLICK THIS ICON,

» IARCHIVED PROJEC.- THEN...

IREFERENCES

MAJOR CEQA PROJ -

More + Leonard P, Aslanian | Deputy City Attorney

I Ci s Office | Land Use Division

213.978.8195 (Dizect) | 213.978.8090 (Fax)

12% full Program Policies Last account activity- 47 minutes ago
Using 3.88 GB of your 30 GB
powerea oy Google

Signing in wil sign you into
Hangouts across Google
Learn more

1:50PM
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M Relevant email - lenasla- X

&« C {} & Secure | hitpsy//mail.google.com/mail/u/0/#inke ® Q

CEQA resources

Connect

‘KM =00
Mail ~ - a (1] [ [ @ - More 10f 48 > o
. Label as: -
m Relevant email inbox  x i L]
I g':nc{ﬁ:j Len Aslanian <len.aslanian@|acity.org> Label 5/Sub-label 1 - =
IADMIN ] tome [z Label 6

«:CLICK THIS LABEL Lahais

» IARCHIVED PROJEC. .. T
IREFERENCES MAJOR CEQA PROJECT
MAJOR CEQA PROJ - ici
More + Leonard P. Aslanian | Deputy City Attorney

s and Use Division Promaotions
rorg | 2139788195 (Direct) | 21: Updates

Forums
- ck here to Repl Create new
Manage labels
12% full Program Policies Last account activity: 47 minutes ago

Using 3.88 GB of your 30 GB Details

rowered by GO gle

Signing in will sign you into
Hangouts across Google
Learn more

; B’ M =y S e o
The relevant email you selected should now be labeled “"MAJOR CEQA PROJECT”:

10
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/M Relevant email - lenasiar X \ &l | 5

< C {Y | & Secure | httpsy//mail.google.com/mail/u/0/#inbox/

CEQA resources.

Connect
Create
o Collaborate o
@oe*

The conversation has been added to "MAJOR CEQA PROJECT". Learn more Undo

Mail ~ a o [ | M| - More - S a-
m Relevant email  inbex < MAJOR CEQA PROJECT  x > - B
I mnbox (7 ]
Sent Mail Len Aslanian <len aslanian@Iacity.org= 11:55 AM (1 hour ago) - =
IADMIN ] tome
+ IARCHIVED PROJEC...
IREFERENCES
MAJOR CEQA PROJ -
More Leonard P. Aslanian | Deputy City Attorney
Los An ity Attorney's Office | Land Use Division
Len.Aslanian@lacity.org | 213.978.8195 (Direct) | 213.975.8090 (Fax)
a (
12% full Program Policies Last account activity: 52 minutes ago
Using 3.88 GB of your 30 GB Details

Powered by Go gle )

Signing in will sign you into
Hangouts across Google
Learn more

2lg W% '™ S s
Step 1-6: Once you have labeled all project-relevant emails, you can view them all

together by clicking on the project label listed on the lefthand side of your Gmail
account:

11
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/M Inbox (6 - lenasianiane x \ - - e loco - [

- —
& C Y | & Secure | httpsy//mail.google.com/mail/u/0/#inbax ® Q % H

CEQA resources

N Croste

o®) Sty -IEN
Mail ~ - (6] More ~ 1-47 of 47 f o 29
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:56 am
m me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:55 am
I g‘:not);/\(aewll me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:55 am
IADMIN me MAJOR CEQA PROJECT  Relevant email - — Leonard P. Aslanian| Deputy 11:55 am
> 'ARCHVED PROJEC. me MAJOR CEQA PROJECT  Relevant email - — Leonard P. Aslanian| Deputy 11:55 am
me MAJOR CEQA PROJECT  Relevant email - - Leonard P. Aslanian| Deputy 1155 am
oFe me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:55 am
me MAJOR CEQA PROJECT  Relevant email - — Leonard P. Aslanian| Deputy 11:55 am
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am
CLICK THIS LABEL me MAJOR CEGAPROJECT Relevant email - — Leanard P Aslanian| Deputy ~ 11:54 am
me MAJOR CEQA PROJECT Relevant email - — Leonard P. Aslanian| Deputy 11:54 am
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:54 am
me MAJOR CEQA PROJECT  Relevant email - —- Leonard P. Aslanian| Deputy 11:54 am
me MAJOR CEQA PROJECT Relevant email - - Leonard P. Aslanian| Deputy 11:54 am
me Non-relevant email - —- Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:54 am
m me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:53 am
Signing inwil sign you into me Non-relevant email - — Leonard P. As\anrwan\ Deputy City Attorney Los An¢ 11:53 am
Hangouts across Google me MAJOR CEQA PROJECT  Relevant email - —- Leonard P. Aslanian| Deputy 11:53 am
Leam more me Non-relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los An¢ 11:53 am
me MAJOR CEQA PROJECT  Relevant email - -- Leonard P. Aslanian| Deputy 11:53 am
me Non-relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Ang 11:53 am
me MAJOR CEQA PROJECT  Relevant email - — Leonard P. Aslanian| Deputy 11:53 am
. Q ¢ me Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los Angele: 11:53 am

A Gmail screen showing only those relevant emails you have marked with the label will
appear:
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/' M “MAIOR CEQA PROJECT  x e o DS

+PROJECT ® Q@

<« C 1) | & secure | https//mail.google.com/mail/u/0/#label/MAJOf

CEQA resources

Connect
chee«e
o ® it label:major-ceqa-project - “ ® 0 G

Mail ~ = More 1-12 012 o}
me Inbox  Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los 11:56 am
m me Inbox Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los 11:55 am
IS’.‘:nT;\A(:)I me Inbox Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los 11:55 am
IADMIN n me Inbox Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los 11:55 am
» IARCHIVED PROJEG... me Inbox  Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los 11:55 am
IREFERENCES
I MAJOR CEQA PROJ me Inbox  Relevant email - — Leonard P. Aslanian| Deputy City Attorney Los 11:54 am
More ~ me Inbox  Relevant email - —- Leonard P. Aslanian| Deputy City Attorney Los 11:54 am
me Inbox  Relevant email - —- Leonard P. Aslanian| Deputy City Attorney Los 11:54 am
me Inbox  Relevant email - —- Leonard P. Aslanian| Deputy City Attorney Los 11:54 am
me Inbox Relevant email - - Leonard P. Aslanian| Deputy City Attorney Los 11:53 am
me Inbox  Relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los 11:53 am
me Inbox  Relevant email - -- Leonard P. Aslanian| Deputy City Attorney Los 11:53 am
12% full Program Policies Last account activity: 55 minutes age
Using 3.88 GB of your 30 GB Details

powered by GO glE

Signing in will sign you into
Hangouts across Google
Learn more

Finally, once you have completed the labeling process as to all relevant emails, follow
the steps below to download the labeled emails into a single folder and to provide a link
to the folder to the Deputy City Attorney requesting your emails.

2. STEPS TO CREATE AN ARCHIVE FOLDER FOR LABELED GMAIL EMAILS

Step 2-1: Go to takeout.google.com. Enter the Google Takeout site using your City
email credentials. If you are already logged into Gmail on your internet browser, you
should automatically be logged into Google Takeout.
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[

=
- " xn

G Signin - Google Accounts

File Edit View Favorites Tools Help

Google
Signin

with your Google Account
Email or phone
Forgot email?

Not your computer? Use InPrivate windows to sign in
Learn more

English (United States) ~ Help Privacy Terms

Step 2-2: Under “Create A New Archive,” scroll down to “Products” and on the right
hand side of the screen, click “Deselect all.”

14



Revised Instructions for Gmail Labeling and A.docx

P e 2-M-B -0 " >

- @ || search..

c .
e )| G hitps://tskeout google.com/Tpii=1

G Download your data |

B et View Favorites Tools Help

=

Google Account

< Download your data

Contains commands for working with the selected items.

.Y

DOWNLOAD YOUR DATA

Your account, your data.
Export a copy of content in your Google Account if you want to
back it up or use it with a service outside of Google.

CREATE A NEW ARCHIVE

1 Select data to include

Choose the Google products to include in your archive and configure the settings for each CLICK HERE
product. This archive will only be accessible to you. Learn more

Deselect all
Android Device Configuration Service

Android device attributes, performance data, software versions, and account
identifiers. More info

(0

B HTML format

Calendar
Your calendar data in iCalendar format.

15
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Step 2-3: Scroll down towards the bottom of the page and click the “Mail” checkbox.
Then click the “All Mail data included” option.

G hitps://takeaut google.com/pl=1 - || search..
G Download your data il -
File Edit View Favorites Tools Help
w5
. A
Google Account i 5 G
<« Download your data
1 Select data to include
Keep
All notes and media attachments stored in Google Keep. D

CHECK THIS BOX, THEN...

M Mail
All of the messages and attachments in your Gmail account in MBOX format

More info
= All Mail data included

B MBOX format

...CLICK HERE

£0) My Activity

Records of your activity data, along with image and audio attachments. More [
info

My Maps
Maps, layers, features and media stored in your My Maps. O

@ News

Data about the magazines, categories, and sources you are interested in (m]

#100% ~

Elad=A

Step 2-4: A pop-up screen will open showing your various “Mail content options,”
which includes all of your labels in Gmail. Click “Deselect all” to clear out any pre-
selected labels.
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‘\@ G https:/takeout.google.com/

G Download your data x| [‘"'TL‘—

File Edit View Favorites Tools Help

5

Mail content options

Choose specific Label for your archive ~

CLICK HERE

Archived

<]

Chat

[}

Drafts

O

Important

<]

Inbox

LABEL 1

LABEL 1/Project
LABEL 2

LABEL 3

LABEL 4

LABEL 4/A Project
LABEL 4/B Project

LABEL 4/C Project

O
[m]
O
m}
O
O
O
O
O

LABEL 4/D Project

Cancel

Step 2-5: Click the checkbox next to the related Project label and then click “OK.” This
will close the pop-up screen and return you to the “Download your data” page.
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@ G https://takeout.google.com/

G Download your data x

File

b

Edit View Favorites Tools Help

Mail content options

LABEL 6/M Project
LABEL 6/N Project
LABEL 6/0 Project
LABEL 6/P Project
LABEL 6/Q Project
LABEL 6/R Project
LABEL 6/S Project
LABEL 7

LABEL 7/Q Project

(]
(]
(]
O
O
(]
(]
(]
O
O

LABEL 7/T Project

MAJOR CEQA PROJECT

Sent CHECK THIS BOX,
THEN...

Spam

Starred

e ...CLICK HERE

Unread
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Step 2-6: Scroll down and click on “Next step.”

anex

<« - Y ¥ S & K o

G Download your data

-ac

File Edit View Favorites Tools Help

=

p A
Google Account H i o
¢« Download your data
1 Select data to include

P Street View

Images and videos you have uploaded to Google Street View D
Tasks
Your open and completed tasks D
V Textcube
Your images and other files from Textcube.com. More info D
CLICK HERE
2 Customize archive format
Archive progress
Privacy Policy - Terms of Service - Help v
https:// le.com/SignOut0 le.com/ ®100% v

€ BSGEONE E— i
- - 11:08 AM
9 E wg 42200

Step 2-7: You should now be at the “Customize archive format” section. Here, you can
select the delivery method for your labeled emails. Under “Delivery Method,” click the
dropdown menu and then select “Add to Drive.” Then click “Create archive” at the
bottom righthand corner of the page. This will allow you to store a copy of the archive
file in your City Google Drive account. When the archive is created, Google will email
you a link to its location in Google Drive.
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G Download your data . ve - i__- LAl L o .

- e T TR . T T W

G hitps/abeaut google.com - G || search...

File Edit View Favortes Tooks Help

=

Google Account £

¢ Download your data

¥ Selectdata to Include

2 Customize archive format

ose your archive's file type and whe u want to download it or save it in the cloud

Delivery method
Send download link via email _, SELECT THIS DELIVERY METHOD, THEN...

‘Add to Drive \wellemalla |l
teek 1o 1

Add to Dropbox

Add to OneDrive
Add to Box
ZIpTiles €an be opened on SIMBst any computer
P AN e opene Y P «.CLICK HERE

Archive size

Create

#100% ~
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Step 2-8: Return to your lacity.org Gmail inbox. Once you receive the email notification
that your archive file is ready (titled “Your Google data archive is ready”), open it and
click the blue “Download Archive” link.

l M Your Google data archive is reac X c O S
< C {d @& httpsy//mailgoogle.com, LcTVbNZhrrvLjnF * H
MR City of Los Angeles. L LACityClerk Connect (@ California nln | CEB Westlaw @@ NavigateLA  fi InsidelA CEQA resources Personal emails PSH stuff Sunset Gordon %
= M Gmail Q  searchma - 5 Qv @
¢« 8 0 § [ B ® of 38 > @
|- Compose
Your Google data archive is ready inbox x & 2
3 inbox 10
> Sent Google Download Your Data <noreply@go om 11:11 AM (Sminutes ago) Yy & © °
LABEL 2 fo.me:=
B LABEL3
4 LABEL 4 Your account, your data. Ll O g
L4 -
B MAJOR CEQA PROJECT The Google data archive you star pr
v More A 2 ‘

Manage archives ®

« Reply ®» Forward

117AM | |
4/12/2019

= )

Step 2-9: You will then be taken to a Google webpage titled “Manage Archives”. The
project-related emails that you labeled will automatically download as a .zip file. Please
send this file to the Deputy City Attorney requesting your emails.
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City of Los Angeles L LACityClerk Connect (@) California Sign s Westlaw @ Na fi InsidelA | Personal emails PSH stuff »
Google Account H

< Manage archives

MANAGE ARCHIVES

If you have decided to take your data elsewhere, please research the data export policies of
your destination. Otherwise, if you ever want to leave the service, you may have to leave
important stuff like your photos behind

Do not download your archives on public computers or upload them where others can see
them

Once you download your data, if you'd like to explore other options to manage your account,
including account deletion, please visit Google Account.

Archive Created on Available until Details
Mail

April 12,2019 April 19,2019 @ Download v
428MB

SEND THIS FILE TO DCA

Showall | X

128AM |
41212009

=R

If you have any questions about this process, please do not hesitate to contact us. Thank
you!
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