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CITY OF SANTA BARBARA, CA

LIBRARY DEPARTMENT
Unless specifically indicated otherwise, the record copy of all records listed in this records schedule is located in the Library Department.  If no other instructions exist, copies other than the record copy may be treated as duplicates and discarded when obsolete or no longer needed for reference.

Retention and disposition instructions for records commonly found in most City offices, including routine administrative and housekeeping records are listed in a separate schedule entitled "Records Common to Most Offices."

If no legal retention authority is cited, retention period is based on standard records management practice and experience of History Associates Incorporated.

1.
Cash Receipts

Receipts for money received from patrons for overdue book fines and other fees. Disposition: Discard after 2 years.  (California Government Code (GC) 34090)

2.
Encumbrance and Expenditure Reports

Reports documenting the library's encumbrances and expenditures.  Record copy is in Finance Department.  Disposition: Discard after 2 years.  (GC 34090.7)

3.
Gift Fund

Binder contains original gift forms, copies of checks, and other information on gift fund expenditures. Disposition: Discard 7 years after end of fiscal year to which the records relate. (26 Code of Federal Regulations (CFR) 1.6001-1; California Code of Regulations (CCR) 19141.6)

4.
Gifts Files

Files document gifts of money made to the library by the Friends of the Library, the Library Foundation, and other donors.  Files also document purchases of materials made by the library with gift money.  Files are vital records.  Disposition:  Permanent

5.
Inter-Library Loan Borrowed Item Files

Files document items borrowed from other libraries.  Files for current year are vital records. Disposition: Discard after 5 years. (GC 34090)

6.
Inter-Library Loan Cancellations

Files document inter-library loan request cancellation notices sent to patrons. Disposition: Discard after 2 years. (GC 34090)

7.
Inter-Library Loan Files

Files document the return of loans made by Santa Barbara Public Library System to other libraries.  These files only pertain to loans made outside the cooperative system that includes libraries in San Luis Obispo, Santa Barbara, and Ventura counties.  Pre-audit files are vital records.  Disposition: Discard after 5 years. (GC 34090)

8.
Library Board of Trustees Meeting Minutes

Minutes of the Library Board of Trustees meetings.  Current minutes are vital.  Disposition:  Permanent
9.
Library History File

Files document the history of library facilities and services.  Disposition:  Permanent

10.
Monthly and Yearly Reports

Reports document activities of library systems including circulation, registration, reference status, and other activities.  Disposition:  Permanent
11.
Monthly Circulation Statistics Report

Reports are printed monthly from a database and distributed to other libraries in the system. Disposition: Discard after 1 year.
12.
Order Files

Files document book, audiotape, videotape, and CD purchases by the library and contain purchase orders, invoices, vouchers, packing lists, and other materials.  Record copy of purchase orders is in Finance Department.  Disposition: Discard after 2 years.  (GC 34090.7)

13.
Payroll Reports

Payroll logs track the hours worked by full-time and part-time employees and the balance of sick time remaining for each employee.  Disposition: Discard after 3 years. (29 CFR 516.5 and Labor Code 1174)

14.
Photocopy Requests

Files document photocopies of items received from other libraries in response to inter-library loan requests.  Disposition: Discard after 3 years. (GC 34090)

15.
Requisition Log

Binder contains the original requests for purchase of services and materials.  Disposition: Discard after 3 years. (GC 25501.5)

16.
Treasury Receipts

Receipts for money received by the library from all sources.  Record copy is in Finance Department.  Disposition: Discard after 2 years. (GC 34090.7)

Obsolete Records

17.
Library Card Applications Book (“Ledger”)
Bound volume contains documentation for library card applications including application dates and contact information for applicants.  Disposition:  Permanent
18.
Library Expenditures Ledger ("Record")

Record of library expenditures.  Disposition:  Permanent
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