

Public Works Department, City of Santa Barbara, CA                                                                            	         143

CITY OF SANTA BARBARA, CA
PUBLIC WORKS DEPARTMENT


UNLESS SPECIFICALLY INDICATED OTHERWISE, THE RECORD COPY OF ALL RECORDS LISTED IN THIS RECORDS SCHEDULE IS LOCATED IN THE ADMINISTRATION DIVISION OF THE DEPARTMENT OF PUBLIC WORKS.  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.


ADMINISTRATION DIVISION

1.	Administrative Chronological Files
Files contain department correspondence, reports, maps, and other materials related to department functions.

(a)	Reports.  Copies of internal staff analytical reports created by various Public Works divisions, sections, and offices relating to current Public Works projects.  They are used for reference by the Department director.  Record copy is in the originating division, section, or office of Public Works Department.  Disposition:  Retain 2 years, then discard.  (GC 34090.7)

(b)	Maps.  Duplicate construction plans and maps.  Record copy is in the Engineering Division.  Disposition:  Retain until no longer needed, then discard.  (GC 34090.7)

2.	"Clean Cities" Files
Files contain reference materials related to the "Clean Cities" project and include correspondence, reports, newsletters and other materials.  Disposition:  Discard when superseded.

ENGINEERING DIVISION

3.	Assessor's Parcel Maps
County assessor's parcel maps are used in numerous ways, including those related to boundary changes and to plotting the location of bridges, by the Engineering Division and other Public Works divisions.  They are not City records.   Record copy is in the County Assessor's Office.   Disposition:  Retain one copy of the superseded Assessor’s Parcel Maps permanently for review of boundary changes, discard all other copies of superseded Assessor’s Parcel Maps. 

4.	Capital Project Files
Files contain contracts, construction specifications, correspondence, reports, notes, claim forms, consulting agreements, Notices of Completion, purchase orders, and other materials documenting the design, construction, and payments related to the City's engineering construction projects.  The correspondence documents the decisions the City made regarding construction engineering.  Record copy of payment records is in Finance Department; record copy of reports, specifications, contracts, and agreements approved by the City Council is in the City Clerk’s Office, Administrative Services.  Record copy of Purchase Order (Maintenance and Repair) specifications not requiring Council approval is in Finance Department.  Current files are vital records.

(f)(a)	Design Files (active).  Files contain construction designs and correspondence and are used to document construction design (Agreements, Technical Reports, Key Correspondence).  
12)	Final Cconstruction designs and plans (final).  Disposition:  Permanent
21)	Preliminary Cconstruction designs and plans (preliminary).  Disposition:  Discard 1 year after completion of project or when no longer needed for reference.  (GC 34090)
3)	Correspondence concerning construction design decisions.  Disposition:  Discard after 10 years.  (California Code of Civil Procedure (CCP) 337.15)

(a)(b)	Engineer’s Working Files.  Duplicate contracts, agreements, reports, bid specifications, purchase orders, and other duplicate records.  Disposition:  Retain until project completion plus 2 years, then discard.  (GC 34090.7)

(b)	Engineering Division correspondence, notes, Notices of Completion, and Engineering Division records.  Disposition:  Permanent

(c)	Bid Specifications for completed construction bids.  Files contain a description of the project, maps, and bid information.  The specifications are retained for reference in the event additional work becomes necessary on completed projects.  Current Final specifications are vital records.  Disposition:  Permanent.

(d)	Construction Plans and Index.  Construction plans contain the information needed by contractors to construct projects.  Current plans are vital records.  Index cards provide descriptions and a map/plan number for each Engineering map and plan.  The index is now superseded.  Disposition:  Permanent.

(e)	Construction Subject Files.  Files contain correspondence, reports, notes, Notices of Completion, and other materials concerning budgeting, personnel, and related subjects, from outside agencies and consultants.  Disposition:  Discard after 5 years or when superseded.

(g)	Water Resources Design Files.  Files contain correspondence, plans, reports, completed engineering design files, and other materials related to "hot" water resources topics, dead projects, and other issues.  The files are used to document design decisions.  Current plans are vital records.
1)	Final design maps, plans, photographs, staff reports and correspondence documenting design decisions.  Disposition:  Integrate into Engineering Project Files and retain permanently.
2)	Duplicate reports, bid specifications, purchase orders, and other duplicate records.  Disposition:  Retain until project completion plus 2 years, then discard.  (GC 34090.7)

65.	Drainage and Mission Creek Subject Files
Files contain maps, reports, correspondence, engineering calculations, and other materials related to drainage issues in Santa Barbara, and technical data on water quality and flow, and other materials related to Mission Creek.  Disposition:  Retain Drainage Subject Files 10 years or until superseded; retain Mission Creek Subject Files permanentlyPermanent.  (GC 34090)

76.	Engineering Administrative Subject Files and Studies (Ongoing Projects)
General engineering file information and files containing management and reference information about ongoing projects and issues, such as:

(a) Underground Utility Assessment Districts and Underground Utility Districts (UUAD/UUD).  Disposition:  1) Retain files for completed projects for 5 years after completion; 2) Retain files for uncompleted projects permanently.

	(cb)	Laguna Channel.  Disposition:  1) Retain files for completed projects for 5 years after completion; 2) Retain files for uncompleted projects permanently.Permanent.

	(c)	Mission Creek.  Disposition:  1) Retain files for completed projects for 5 years after completion; 2) Retain files for uncompleted projects permanently.

	(bd)	Conejo Slide Area.  Disposition:  Permanent.


	(de)	Studies related to assessment, design, and construction of City-specific buildings and facilities in Santa Barbara.  They include Environmental Impact Reports (reference only), proposals, design reports, engineering reports, technical reports, and other related reports.  Disposition:  Permanent5 years.

	(ef)	Bridge Inspection Reports and Correspondence.  Reports are used to track bridge conditions and include correspondence and photographs of bridges.  Record copy is with Caltrans.  Current files are vital records.  Disposition:  Permanent5 years.

	(g)	Road Map.  The Road Map contains information associated with public right-of-way infrastructure such as access ramp information, bridge inventory, priority access corridors, storm drain priority projects, etc.  These documents assist staff in budget preparation for Streets Capital infrastructure maintenance and improvements.  Disposition:  5 years, per Caltrans)

87.	Maps
Engineering Mmaps include flood maps, site plans, USGS quadrangle maps, oil field maps (California Department of Oil and Gas), geologic maps, topographical maps, and other maps for the Santa Barbara area.  Record copy for engineering maps is in Public Works Department, Engineering Division; record copy for planning maps is in Planning Division.  USGS maps, oil field maps, geologic maps, and other maps produced by outside agencies are not cCity records.
 
(a) Engineering maps.  Disposition:  Discard when superseded or no longer needed for reference.

(b) Planning maps.  Disposition:  Discard when superseded or no longer needed for reference.

(c) USGS, oil field, and other maps produced by outside agencies.  Disposition:  Discard when superseded or no longer needed for reference.

58.	Certain Dedicated and Undedicated Streets in the City
Recorded deeds and Mmaps document streets dedicated by private owners to public use.  Additional formerly private undedicated streets were identified and depicted on the Official Street Map by the City Engineer, as originally directed by City Council Resolution No. 2736, and as subsequently and accepted by the City in Resolution No. 2737, .  Record copiesy is of which are in the Administrative Services Department, City Clerk’s Office.  Disposition:  Permanent

9.	Official Street Map of Santa Barbara, California
Map shows all streets in Santa Barbara.  These maps are periodically updated and readopted to reflect any changes such as new streets, street abandonments, and street realignments. Current map is a vital record.  Disposition:  Retain one copy of superseded street maps permanently.



10.	Storm Drain, Water, and Sewer Atlases
Maps show the City's storm drain, water distribution and sewer locations.  They document the City's water system, although they do not differentiate between city-owned and private facilities. The maps are updated to incorporate new information and to demonstrate which facilities may be maintained by the City.  Current atlases are vital records.

(a)	Water Department Water Plat Maps.  Maps document the location and boundary lines of City water department property.  Disposition:  Permanent

(b)	Water Valve Book.  Books document the location of the City's water valves and are used to locate valves if they need to be shut off.  Current books are vital records.  Disposition: Discard maps when superseded and no longer needed for reviewPermanent.

(c)	Drainage Facilities MapsMapping Project.  Maps document the location of storm drains and outlets, although they do not with intent to differentiate between City-owned and private facilities.  The maps are updated to incorporate new information and to demonstrate which facilities may be maintained by the City.  Electronic file is a vital record.  Disposition:  Discard paper copy when superseded.

(d)	Topographic Maps.  Maps show City topography.  They are part of the Permanent Control Network and Digital Topographic Mapping Project.  Electronic file is a vital record.  Disposition:  Permanent


Accounting 

11.	Engineering Accounting Files
Files concern open and closed construction contracts and contain purchase orders, consulting agreements, and accounts payable materials.

(a) Duplicates of Consulting Agreements not requiring City Council approval.  Record copy is in the Finance Department.  Disposition:  Retain until termination or completion and final payment and until no longer needed for reference, then discard.  (41 Code of Federal Regulations (CFR) 105-71.142 and GC 34090)

(b) Consulting Agreements approved by the City Council.  Record copy is in the Administrative Services Department, City Clerk’s Office.  Disposition:  Retain until termination or completion and final payment and until no longer needed for reference, then discard.

(c) All other accounting records.  Record copy is in the Finance Department.  Disposition:  Discard after 2 years.  (GC 34090.7)
12.	Payroll Files
Files contain original leave requests, duplicate timesheets, and original project timesheets and are used to track employee hours and to charge back employee time to other departments. 

(a) Employee requests for annual, sick, personal, or other types of leave.  Disposition: Discard after 2 years.

(b) Timesheets (duplicate).  These document the hours worked by each division employee. Record copy is in the Finance Department.  Disposition:  Discard after 3 years.  (29 CFR 516.5, California Labor Code (CLC) 1174, and GC 34090.7)

(c) Project Timesheets.   These are internal Division timesheets that document the hours worked by employees on particular projects.  Disposition:  Discard after 3 years.

Environmental Programs

13. Project Files 
Files contain correspondence, memoranda, reports, notices, maps, plans, photographs, phase I and II site assessments, and other materials related to hazardous materials contamination and cleanup, the removal of leaking storage tanks, solid waste complaint and response, vector control, waste soil grants, asbestos assessment and removal, permitting, and other related issues.  Record copy for reports, contracts, and agreements approved by the City Council is in the Administrative Services Department, City Clerk’s Office; record copy for financial records is in the Finance Department.  Current files are vital records.

(a) Asbestos assessment and removal records.  Disposition:  Retain for 30 years, then discard.  (40 CFR 763.121)

(b)	Solid waste permit and contract records.  Disposition:  Retain 2 years after expiration of 
the permit or contract, then discard.  (Santa Barbara County Code 17-13) 

(c)	Duplicate contracts, agreements, reports, bid specifications, purchase orders, maps, plans,
financial records, and other duplicate records.  Disposition:  Retain until project completion plus 5 years, then discard.  (40 CFR 60.153, 40 CFR 122.21, 40 CFR 270.10, 40 CFR 280.45, 40 CFR 372.10, 40 CFR 403.12, California Health and Safety Code (HSC) 25200.3, and GC 34090.7)

(d)	Engineering Division correspondence, memoranda, notes, photographs, notices of 
completion, and site assessments.  Disposition:  Permanent

14.	Project Reports
These are environmental impact and assessment reports prepared in association with environmental projects.  Many of these reports were prepared by outside consultants.  Disposition:  Permanent
Land Development

1513.	Land Development Files
Files contain maps, plans, photographs, correspondence, reports, studies related to land development projects (earliest related to 1911 Improvement Bonds; later relate to Crosstown Freeway utility relocations).  Files are used to plan, determine, and document land development.  Current files are vital records.

(a) Final mMaps and and Parcel Maps are maintained permanently by the County of Santa Barbara following their recordation.  Project plans, photographs, correspondence regarding land development decisions, and reports and studies related to Final Maps, Parcel Maps, and land development projects are maintained by the City.  Disposition:  Permanent

(b)	Reports and studies approved by the City Council.  Record copy is in the Administrative Services Department, City Clerk’s Office.  Disposition:  Retain 1 year after completion of report or project, or discard sooner if no longer needed for reference.  (GC 34090.7)

16. (f)(c)	Lot Split Records.  Tentative lot split Mmaps and documents relating to the subdivision ("splitting") of City lots and are the product of the City’s review of lot splits and subdivisions.  Disposition:  Permanent

16. (g)(d)Subdivision Maps.  Tentative subdivision Mmaps document mergers and subdivisions, the changing and creation of street alignments, road abandonmentvacations, and land subdivision, and facilitate property development in Santa Barbara.  They are the product of the City’s review of lot splits and subdivisions.  Disposition:  Permanent

Real Property

1614.	Real Property Files
Files contain project design and right-of-way maps, public project plans, photographs, correspondence, reports, deeds, legal documents, chain of title information, insurance forms, risk management items, leases, licenses, easements, encroachment permits, and other materials related to the acquisition, management, and disposal of City-owned land and public rights-of-way inside and outside the City.  Current files are vital records.

(a) Final revised design and right-of-way maps, public project plans, photographs, correspondence, significant reports having long-range importance, deeds, legal documents, chain of title data, leases, licenses, encroachment permits, and other materials regarding decisions related to City‑owned real property and public rights-of-way matters.  Disposition:  Permanent

(b) Staff working papers and preliminary maps.  Disposition:  Retain 1 year after completion of project, or discard sooner if no longer needed for reference.
(c) Reports and studies having short-term significance, and deeds, title data, leases, licenses, easements, encroachment permits and other materials (duplicate).  Record copy is in the Administrative Services Department, City Clerk’s Office.  Disposition:  Retain 1 year after completion of task, report or project, or when no longer needed for reference.  (GC 34090.7)

(d)	Insurance forms and risk management materials (duplicate).  Record copy is in the Finance Department, Risk Management Division.  Disposition:  Retain 2 years after close of project, then discard.  (GC 34090.7)

(e)	All other materials having no long-term significance for future reference.  Disposition:  Retain 2 years after close of project, then discard.  (GC 34090 and GC 34090.7)


Survey Office

1715.	City Monument Books
Books document the existence or absence of City block monuments and movement of monuments to other sites.  There should be a monument at each intersection.  Current books are vital records.  Disposition:  Permanent

1816.	Index of Water Department Field Books
Volume indexes the contents of the "Water Department Field Books" and contains information on transmission mains, reservoir projects, rights-of-way, and other Water Department surveys.  Disposition:  Permanent

1917.	Survey Control Files
This is a reference file with data on survey monumentation within the City limits that was set by other agencies, including the U.S. Geological Survey and CalTrans.  The data comes from various agencies including the United States Geological Survey and the County Surveyor.  Record copy is with various agencies including the U.S.  Geological Survey, the County Surveyor, and other outside agencies.  Current files are vital records.  Disposition:  Permanent

2018.	Survey Engineering Maps and Plans (oversize)
These are original maps, plans, and aerial photographs of City subdivisions, tracts, and 
areas.  Current maps and plans are vital records.  Disposition:  Permanent

2119.	Survey Field Books
Books contain survey information and other basic engineering data on the City's 
infrastructure (i.e., roads, bridges, harbor, airport).  The books also show the location of survey monuments, parks, and water lines (Water Department Field Books).  The airport field book is a photocopy.  This is a vital record (documents engineering data for City infrastructure and buildings).  Disposition:  Permanent
2220.	Survey Files
Files contain survey drawings, field notes, correspondence, survey research documents on coordinates, and other information used to provide information to engineers and to ensure that future surveys use the same coordinates.  The files document survey activities.  Current files are vital records.  Disposition:  Permanent 

2321.	Survey Network Documentation
These records document the location and construction of survey monuments used in topographic mapping.  Included are aerotriangulation reports containing point coordinates, control points, and calculations.  Current records are vital.  Disposition:  Permanent


Engineering Division Obsolete Records

2422.	Assessment and Improvement District Record Books
Volumes contain maps, correspondence, reports, and other documentation of assessment and improvement districts such as sewer districts and lighting districts.  Disposition:  Permanent

2523.	Assessment District Maps
Maps document projects funded by the 1911 and 1913-1915 assessment acts.  This is a vital record.  Disposition:  Permanent

2624.	City Block Maps
Volumes contain maps of City blocks created by the City Assessor.  After 1960, the County Assessor assumed this function and created Parcel Maps.  Some duplicate Block Maps are officially retained in the Administrative Services Department, City Clerk's Office.  Disposition:  Permanent

2725.	City Engineer's Record Book of Surveys
The maps document street alignments, property ownership, and other property information.  Earliest books contain hand-drawn and colored survey maps of kraft paper with linen backing and blueprints that show previous locations of historic buildings using the same color coding to indicate construction methods as the Sanborn Fire Insurance Maps (i.e., whether buildings are made of adobe or wood).  Only the first volume is titled.  These volumes continue the "Public Surveys Book, no.  1." Disposition:  Permanent

2826.	Field Book Index
Index cards provide information about private surveys and surveys for City projects.  Disposition:  Permanent

2927.	Index to Plans
Index cards provide descriptions and a map/plan number for each Engineering map and plan.  The index is now superseded.  Disposition:  Permanent
3028.	Sewer Book and Index
Book contains sewer profile drawings and information on applicable ordinances and dates for sewer grading (leveling).  Disposition:  Permanent

3129.	Street Numbers
Index cards contain official street numbers (now superseded) for structures in Santa Barbara.  Disposition:  Permanent

FACILITIES MAINTENANCE DIVISION

Building Maintenance

3230.	Backflow Device Files
Files contain inspection maintenance reports and other materials documenting every 
backflow device in City facilities.  The backflow devices protect the City's water system by preventing contaminated water from backing up into water lines.  Record copy is in the Water Resources Division. Disposition:  Retain for life of device; then discard.  (California Public Utilities Commission Resolution (CA PUC Res.) #A-4691)

3331.	Facility Files
Files document maintenance at each City facility.  Disposition:  Retain for life of facility; then discard.

3432.	Project Files
Files document maintenance projects such as those making restrooms handicapped accessible or improving lighting.  Files pertain to open, closed, and dormant projects.  Current files are vital records.  Disposition:  Discard 10 years after project is complete.  (CCP 337.15 and 337.1)

3533.	Street Light Petition Files
Files contain street light petitions, engineering drawings, surveyor's records, and other 
materials related to the addition of street lights.  Current files are vital records.  Disposition: Discard materials after 5 years.  (GC 34090)

3634.	Work Order Reports
Reports contain information on work order numbers, location of work, problem leading 
to work order, trade required to repair problem (i.e., carpenter, electrician, etc.), and 
other related information. Reports are prepared daily, monthly, and for each trade.  Disposition: Discard after 2 years.  (GC 34090)

3735.	Work Orders
Work orders document maintenance requests for City facilities.  Disposition: Discard after 2 years.  (GC 34090)
Custodial

3836.	Custodial Maintenance Subject Files
Files contain job descriptions, custodial evaluations, vacation schedules, Fiesta information such as portable toilet requisitions, custodial equipment information, accident reports, and custodial requisitions.  Disposition:  Discard after 5 years or when superseded.  (GC 34090)


Electrical Maintenance

3937.	Project Files (open)
Files contain materials documenting current traffic signal projects.  Disposition:  Discard 10 years after project is complete.  (CCP 337.15 and 337.1)

4038.	Radio Licensing Files
Files contain one, two, and five year licenses for every City-owned radio frequency and provide information on the location of the radio and the frequency assigned to it.  Disposition:  Discard 2 years after expiration of license.  (GC 34090)

4139.	Site Project Files
Files contain correspondence, contracts, maintenance requests, and other materials documenting maintenance work done on radios, computers, telephones, traffic signals, and facilities. Disposition:  Retain for life of equipment or as needed for reference, then discard.

4240.	Traffic Signal General Project Files
This is a reference file containing correspondence, pricing data, and technical information on traffic signals, the Opticon project, fire truck preemption, new intersections, relamping, signal painting, loop replacements, and other such topics.  Disposition:  Discard after 5 years or when superseded.  (GC 34090)

4341.	Traffic Signal Monthly Work Orders
The work orders document maintenance work completed on traffic signals on a quarterly and annual basis.  Disposition:  Discard after 2 years.  (CCP 340)

4442.	Work Order Reports
Reports document the work completed each month by each employee, including information on which City department required the work.  Disposition:  Discard after 2 years.  (GC 34090)


Motor Pool

4543.	Accounts Payable
Files contain the original purchase orders for the Motor Pool.  Disposition:  Discard after 2 years.  (GC 34090.7)
4644.	Biennial Inspection of Terminals
Files contain safety inspection information on vehicles, generators, and pumps.  Current files are vital records.  Disposition:  Retain for life of vehicle/equipment or as needed for reference, then discard.

4745.	Flood Files
Files document the impact of the 1995 Santa Barbara flood on the Motor Pool.  Disposition: Discard when superseded or when no longer needed for reference.

4846.	Reference Files
Files contain vehicle information, vendor brochures and catalogs, and other related materials. Disposition:  Discard after 2 years or when superseded.  (GC 34090.7)

4947.	Smog Records
Records document smog tests on City vehicles.  Current records are vital.  Disposition:  Retain for life of vehicle or as needed for reference; then discard.

5048.	Vehicle Records
Files document the history of each City-owned vehicle including all work completed on each vehicle, smog test documentation, and other vehicle-related information.  Current records are vital.  Disposition:  Retain for life of vehicle or as needed for reference; then discard.


STREETS, PARKING, AND TRANSPORTATION OPERATIONS DIVISION

Parking

5149.	Billing Files
Files document money owed by the public for parking in parking structures.  Disposition:  Discard after 2 years.  (GC 34090.7)

5250.	Downtown Parking Committee Agenda and Minutes
Files contain the agendas and minutes for Downtown Parking Committee meetings, as 
well as audiotapes of meetings.  This Committee was appointed by the City Council.  Written minutes and agendas.  Disposition:  Permanent

5351.	Location Files
Files document the resident parking program that issues permits to residents allowing 
them to park on the street outside their residence and contain correspondence and tracking paperwork.  Disposition:  Discard 2 years after expiration of permit.  (GC 34090)
5452.	Monthly Parking Program Information
Files contain contact and car registration information on parking permit holders.  Disposition: Discard 2 years after expiration of permit.  (GC 34090)

5553.	Other Parking Program Files
Files contain contact and car registration information on permit holders for bike lockers, carpools, and other programs.  Disposition:  Discard 2 years after expiration of permit.  (GC 34090)

5654.	Parking Business Improvement Area Files
Files contain annual reports submitted to the City Council in accordance with the Streets and Highways Code, correspondence, engineer's reports, and other materials related to the Parking Business Improvement Area assessment district files.  Record copy of annual report is in the Administrative Services Department, City Clerk’s Office; record copy of financial records is in the Finance Department; record copy of engineer’s reports is in the Engineering Division. 

(a) Assessment District correspondence regarding activities and policies of assessment district.  Disposition:  Permanent

(b) Duplicate reports and records for which record copy is maintained by other City departments.  Disposition:  Discard after 2 years.  (GC 34090.7)

5755.	Parking Expansion North of Carrillo Project Files
Files contain correspondence, reports, payment information, agreements, and other materials that document activities related to expanding parking facilities north of Carrillo Street.  Record copy of payment information is in the Finance Department; record copy of agreements approved by the City Council is in the Administrative Services Department, City Clerk’s Office.

(a) Division correspondence and reports regarding project activities.  Disposition:  Permanent

(b) Duplicate correspondence, reports, payment information, and agreements for which record copy is maintained by other City departments.  Disposition:  Discard after 2 years. 
(GC 34090.7)

(c) Routine correspondence such as that providing general information, replying to requests for information, referring inquiries elsewhere, forwarding materials, or acknowledging incoming letters.  Disposition:  Discard after 2 years.  (GC 34090)



5856.	Parking Project Files
Files contain copies of redevelopment agreements to operate parking lots and related 
correspondence.  Disposition:  Retain for life of agreement plus 2 years, then discard. 
(GC 34090)

5957.	Parking Supervisor Maintenance Files
Files contain accident and incident reports, equipment information, program information, temporary personnel files, correspondence, and other parking-related information. 

(a) Personnel Material.  Disposition:  Retain until employee termination or separation plus 1 year, then transfer to Human Resources for integration into official personnel file. 
(GC 34090.7)

(b) Accident and incident reports.  Disposition:  Discard after 5 years.

(c)	All other material.  Disposition.  Discard after 5 years or when no longer needed for
reference.  (GC 34090)

6058.	Parking Supervisor Operation Files
Files contain correspondence, data, reports, flyers, newspaper clippings, and other 
parking-related materials and information.  Disposition:  Discard after 2 years. 
(GC 34090)

6159.	Residential Parking Program Resident Information Sheets
Sheets contain contact and other information about residential parking program permit 
applicants.  Disposition:  Discard 2 years after expiration of permit.  (GC 34090)

6260.	Treasury Reports
Files document daily revenue bank deposits.  Record copy is in the Finance Department.  Disposition:  Discard after 2 years.  (GC 34090.7)

6361.	Vendor History Files
Files document vendor interactions.  Disposition:  Discard 2 years after expiration 
of vender permit or when no longer needed for reference.  (GC 34090)


Streets

64.	Sidewalk Repair Files
Files contain correspondence, reports, complaints, and other materials related to sidewalk repair work.  Current files are vital records.  Disposition:  Discard 10 years after completion of project or when no longer needed for reference.  (CCP 337.15 and 337.1)
62.	Street Maintenance Location Files. 
Files contain correspondence, reports, complaints, and other materials related to repairs and maintenance of sidewalks, including pedestrian walkways and bridges; curbs; pavement; pavement markings and striping; curb markings; traffic and street signage; storm drains; and graffiti abated on public right-of-way property.  Current files are vital records.  
Disposition:  Discard after 10 years or when no longer needed for reference.

65.	Storm Drain File
Files contain correspondence, photographs, maps, and plans related to the City's storm drains.  Current records are vital records.  Disposition:  Permanent

63.	Street Maintenance Subject Files. 
Files contain correspondence, reports, complaints and other materials related to specific subjects.  Current files are vital records.

(a) Laguna Pump Station, Laguna Channel, and Laguna Tide Gates.  Files include contracts and purchase orders for maintenance of equipment and facility; vegetation and/or silt clearing; and related permit files from agencies such as the California Department of Fish and Game.  Disposition:  Permanent. 

(b) Street Sweeping Subject Files.  Files contain maps of routes, sweeping schedules, records of debris collected, mileage swept, and street sweeping parking citations. Also included are bid specifications and contracts with street sweeping contractors.  Disposition:  Discard after 10 years or when no longer needed for reference. 

(c) Graffiti Abatement files.  Files include locations of private property given 3‑Day Notices by Streets staff to remove graffiti, graffiti removal permission forms from private property owners, and billing records for graffiti abatement for private property owners. Disposition:  Discard after 10 years or when no longer needed for reference.

(d) City Annex Yard (401 E. Yanonali St).  Files include records of agreements with other City divisions which use and share costs for utilities, repairs and maintenance, yard monitoring, and disposal services, and agreements with outside agencies for use of the Annex Yard.  Disposition:  Discard after 10 years or when no longer needed for reference.

66.	Street Files
Files contain photographs, correspondence, complaint forms, work orders, and other materials related to street maintenance.  Current files are vital records.  Disposition:  Discard 10 years after completion of project or when no longer needed for reference.  (CCP 337.15 and 337.1)

64.	Project Files. 
Files include contracted maintenance and/or repair project files, bid specifications, purchase orders, insurance certificates, and correspondence regarding concrete sidewalk replacements, planned or emergency storm drain pipe or inlet repairs, debris clearing, masonry wall repairs, and guardrail repairs.  Disposition:  Discard after 10 years or when no longer needed for reference.  (CCP 337.15 and 337.1)

67.	Street Maintenance Reports
Files contain reports of labor, equipment, and materials used for street and sidewalk repairs.  Disposition:  Discard 10 years after completion of project or when no longer needed for reference.  (CCP 337.15 and 337.1)

65.	Supervisor desk files.  
Files include supervisors’ notes regarding ongoing projects and personnel issues.  Disposition:  Discard after 10 years or when no longer needed for reference.

68.	Street Work Reports
Reports track materials, equipment, and labor hours used for street maintenance. 
Included is work on stormdrains, paving, and sidewalks.  Current files are vital records. Disposition:  Discard 10 years after completion of project or when no longer needed for reference.  (CCP 337.15 and 337.1)


Transportation Operations

6966.	Location Files
Files contain correspondence, reports, studies, and investigations of traffic operations, signage, visibility, signal information, and other factors used to make intersections safer and improve traffic flow.  Current files are vital records. 
(a) Reports, studies, and investigations of traffic operations, signage, visibility, signal information, and other materials documenting traffic flow and traffic safety improvements. Disposition:  Retain for the life of the structure, or when information becomes obsolete, then discard.  (GC 34090)

(b) Transitory administrative and supporting documentation such as requests for information and for transmittal of publications, photographs, and other informational literature.  Disposition:  Discard after 1 year.  (GC 34090)

7067.	Schools Subject Files
Files contain studies concerning school pick-up and drop-off patterns, safest pedestrian paths, and other issues and are used to set traffic patterns for schools (i.e., by siting traffic signals or restricting left or right turns).  Disposition:  Retain studies and other materials regarding school pick-up and drop-off patterns, safest pedestrian paths, and other materials documenting school traffic patterns for the life of the structure, or when information becomes obsolete; discard transitory administrative and supporting documentation after 1 year.  (GC 34090)

7168.	Speed Surveys Subject Files
Files contain speed surveys.  These were conducted every 7 years, but now are conducted every 5 years.  They are used to set legal speed limits and are used in court cases. Current files are vital records.  Disposition:  Discard after 10 years or when no longer needed for reference. 

7269.	Traffic Collision Reports/Traffic Accident Reports
Reports describe collisions in Santa Barbara and are used to determine whether intersections should be designated "problem" intersections.  Record copy is in the Police Department.  Disposition:  Discard after 2 years.  (GC 34090.7)

7370.	Transportation and Parking General Files
Files contain Parking Committee minutes and meeting audiotapes, materials related to 
construction of the cross town freeway and freeway interchange construction, accident reports, and other materials related to transportation and parking. 

(a) Correspondence, reports, and other records related to the construction of the Crosstown Freeway and freeway interchanges.  Disposition:  Permanent

(b)	Duplicate correspondence, reports, and materials maintained by other City divisions and departments.  Disposition:  Discard after 2 years.  (GC 34090.7)

(c) Accident reports regarding accidents in parking and transportation facilities.  Disposition: Retain 3 years after last activity.

7471.	Transportation Operations Files
Files contain correspondence, reports, notes, maps, street plans, traffic signal studies, and other materials related to transportation operations. 

(a)	Transportation Operations Section correspondence, reports, notes, and street plans documenting section activities.  Disposition:  Permanent

(b)	Duplicate records such as maps, correspondence, and reports maintained by other City divisions and departments.  Disposition:  Discard after 2 years.  (GC 34090.7)

(c)	Traffic Signal Studies.  Disposition:  Discard after 5 years or when superseded. 
(GC 34090)




TRANSPORTATION PLANNING/ALTERNATE TRANSPORTATION DIVISION

7572.	Subject Project Files
Files contain maps, plans, reports, correspondence and other materials related to larger transportation land development files.  These are a portion of the transportation planning land development files. 

(a) Plans, maps, drawings, and reports related to transportation planning.  Disposition: 
Permanent  (California Streets and Highways Code (SHC) 128)

(b) Division records such as correspondence, engineering calculations, and other materials related to transportation planning issues.  Disposition:  Permanent

(c) Duplicate correspondence, reports, resolutions, environmental impact reports, and other materials maintained by other City divisions and departments.  Disposition:  Discard after 2 years.  (GC 34090.7)

7673.	Transportation Planning Land Development Files
Files contain maps, drawings, resolutions, correspondence, engineering calculations, reports, environmental impact reports, and other materials related to transportation planning land development projects. 

(a) Plans, maps, drawings, and reports related to transportation planning.  Disposition: Permanent  (SHC 128)

(b) Division records such as correspondence, engineering calculations, and other materials related to transportation planning issues.  Disposition:  Permanent
(c) Duplicate correspondence, reports, resolutions, environmental impact reports, and other materials maintained by other City divisions and departments.  Disposition:  Discard after 2 years.  (GC 34090.7)


WATER RESOURCES DIVISION

7774.	Board of Water Commissioners Minutes
Files contain minutes of Board of Water Commissioners meetings.  Disposition:  Permanent

7875.	Water Resources Project and Location Subject Reports
Files contain Water Commission minutes and agendas (1900-2000), reports, studies, correspondence, annual reports, water production logs for the Cater Water Treatment Plant, water supply operations plans and agreements, reservoir rainfall data (1914-1950s), pumping plant records, land leases, brochures, flyers, contracts, and other materials related to water resources issues such as water development, and distribution, dams, water reclamation, desalination, waste disposal, and revenues.  Record copy of contracts, agreements, and leases approved by the City Council is in the Administrative Services Department, City Clerk’s Office; record copy of materials documenting revenue is in the Finance Department.

(a) Water Commission minutes and agendas, division staff reports and studies, annual reports, water production logs for the Cater Water Treatment Plant, water supply operations plans and agreements, reservoir rainfall data, pumping plant records, and correspondence concerning policy setting, division actions, desalination, and waste disposal.  Disposition:  Permanent

(b)	Brochures and flyers regarding water resources issues.  Disposition:  Discard when no
 longer needed for reference.

(c) Duplicate agreements, contracts, land leases, and revenue records.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090.7)

(d) Duplicate reports, correspondence, and records maintained by other departments or outside agencies.  Disposition:  Discard after 2 years.  (GC 34090.7)

(e)	Routine correspondence such as that providing general information, replying to requests
for information, referring inquiries elsewhere, forwarding materials, or acknowledging incoming letters.  Disposition:  Discard after 2 years.  (GC 34090)

7976.	Water Resources Subject Files
Files contain reports, correspondence, maps, policies, permits, council agendas, administrative records, technical data logs, and other materials related to subjects such as water contamination, desalination, and other water resources issues.  Record copy of building permits for water resources facilities are in Community Development Department, Building and Safety Division; record copy for Council agendas is in the Administrative Services Department, City Clerk’s Office.

(a) Desalination records containing information on the planning and construction of a desalination plant.  Disposition:  Permanent

(b) Technical data logs on Santa Barbara’s water resources and quality.  Disposition: Permanent

(c) Water Resources Division correspondence documenting policies, procedures, and administrative decisions.  Disposition:  Permanent



(d) Duplicate correspondence, reports, permits, maps, Council agendas, and records maintained by other City departments.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090.7)

(e) Routine correspondence such as that providing general information, replying to requests for information, referring inquiries elsewhere, forwarding materials, or acknowledging incoming letters.  Disposition:  Discard after 2 years.  (GC 34090)


Distribution and Collection

8077.	Backflow Device Files
Files document the yearly testing of backflow devices.  Current files are vital records.
Disposition:  Discard after 6 years.  (CA PUC Res. #A4691)

8178.	Completed Work Orders and As-Built Files
Files document replacement or installation work done on the City's water and sewer system and include work orders showing what changes need to be made to the City's sewer atlas.  Also included are as-built files documenting the changes made during replacement or installation work.  Current files are vital records.

(a) Equipment repair records.  Disposition:  Retain equipment repair records for life of equipment or as needed for reference, then discard.  (CA PUC Res. #A-4691)

(b) Work orders for replacement or installation work on the City’s water and sewer system and work orders showing what changes need to be made to the City’s sewer atlas.  Disposition:  Discard work orders 6 years after completion of work.  (CA PUC Res. 
#A-4691)

(c)	As-Built Files.  Disposition:  Discard 6 years after the City’s sewer atlas has been
changed to reflect the completed replacement and installation work on the water and sewer system.  (CA PUC Res. #A-4691)

8279.	Fire Hydrant and Waste Water Meter Files
Files document use of fire hydrant water by private contractors.  There is a folder for each meter.  Current files are vital records.  Disposition:  Discard after 2 years.  (GC 34090)

8380.	Geological Log
Logs record calculations and geological information associated with the construction of 
Mission Tunnel.  Disposition:  Permanent

8481.	Gibraltar Dam Subject File
Files document modifications to Gibraltar Dam, including inspection, desilting, and federal grant information.  Current file is a vital record.  Disposition:  Permanent
8582.	Gibraltar Reservoir Daily Report
Reports contain data on turbidity of the water, elevation of the lake, evaporation from the lake, diversion of water into the Gin Chow Diversion and the Devil's Canyon Diversion.  The reports also contain temperature and rainfall data.  Disposition:  Permanent

8683.	Operational Log of Gibraltar Dam Storm Conditions
Logs document the operation of Gibraltar Dam during storm conditions.  They include information on the opening of the four gates on the dam and of the skimmer gate, as well as on the elevation of the lake, weather status, number of crew on hand, time crew arrived at and left the dam, and the number of gates working.  Disposition:  Permanent

8784.	Sewer Installation Files
Files document the installation of the City's sewers and include information on crew members involved, materials used, and location.  Disposition:  Permanent

8885.	Street Files
Files contain information on water main replacement, including when the main was installed, crew members involved, and materials used.  Current files are vital records.  Disposition:  Permanent

8986.	Vehicle Inspection Sheets
Sheets document the inspection of Water Resources vehicles.  Current sheets are vital records.  Disposition:  Retain for life of vehicle, then discard.  (CA PUC Res.  #A-4691)

9087.	Vehicle Maintenance Slips
Files document repairs to Water Resources vehicles.  Disposition:  Retain for life of vehicle, then discard.  (CA PUC Res.  #A-4691)

9188.	Vendor Catalog Files
Files contain equipment catalogs from vendors.  This is reference file, not a City record.  Disposition:  Discard when superseded or no longer needed for reference.

9289.	Waste Water Incident Reports
Reports document Public Works response to sewer leaks or sewer lateral breaks and contain information on crew members and materials used and location and description of the problem.  Current report plus one is a vital record.  Disposition:  Discard after 20 years.

9390.	Water Incident Reports
Files document the division's response to problems with water lines (i.e., water leaks and line breaks) and contain information on the staff and materials used, work completed, source of the problem and other related issues.  Current files are vital records.  Disposition:  Discard after 20 years.

Laboratories

9491.	Annual Water Quality Report
These reports are submitted to the California State Department of Health, Office of  Drinking Water, and document the quality of Santa Barbara's waste water and drinking water.  Separate reports are generated for waste water and drinking water.  Current reports are vital records.  Disposition:  Permanent.

9592.	Laboratory Equipment Maintenance Files
Files are used for quality control monitoring and document repairs to laboratory equipment.  Files include correspondence, work orders, reports, and other related materials.  Current files are vital records.  Disposition:  Retain for life of equipment or as needed for reference, then discard.  (CA PUC Res.  #A-4691)

9693.	Raw Data Files
Waste water and drinking water monitoring data.  Reports to the California Department of Health Services are based on this data.  Current raw data is a vital record.

(a) Waste water files.  Disposition:  1) Data dated prior to 2000:  Retain permanently; 2) Data dated after 2000:  Discard after 5 years.  (HSC 25200.3)

(b) Drinking water files.  Disposition:  1) Data dated prior to 2000:  Retain permanently; 2) Data dated after 2000:  Discard after 10 years.  (CA PUC Res.  #A-4691)

9794.	Waste Water Metal Files
Files contain raw data documenting metal found in waste water.  Current files are vital records.  Disposition:  Discard after 5 years.  (HSC 25200.3)


Wastewater Treatment

9895.	Air Pollution Control District/Environmental Protection Agency/Tri-Counties Files
Files contain memoranda, correspondence, reports, inspection records, permit orders, regulations, and other materials that document the City's air pollution control activities and compliance.   Current files are vital records.  

(a) Organizational and Project Files.  Files containing administrative directives, policy studies and reports, formal memoranda, and similar records documenting the formulation and implementation of projects, policies, and programs.  Disposition:  Permanent 



(b)	Administrative Procedural Files.  Administrative announcements, routine correspondence 
and memoranda, statements, reports, and other records of Division management pertaining to office procedures and distributed within the division or among City offices.  Disposition:  Discard after 5 years or when superseded.  (GC 34090) 

(c) Monitoring and inspection data documenting City’s compliance with state air pollution regulations.  Disposition:  Discard after 3 years.  (40 CFR 61.14, HSC 42705 and 44019)

9996.	Discharge Self-Monitoring Reports
Files contain monthly Discharge Self-Monitoring Reports to the Environmental Protection Agency and the California Water Quality Control Board.  Current report plus one are vital records.  Disposition:  Retain permanently.  (40 CFR 122.41)

10097.	Water Reclamation Plant Reports
Files contain quarterly Water Reclamation Plant Reports to the California Water Quality 
Control Board.  Current report plus one are vital records.  Disposition:  Permanent
Water Treatment

10198.	Annual Reports
Annual reports of the activities of the Cater Water Treatment Plant.  Disposition:  Permanent

10299.	Billing Files
Files contain documentation for billings sent to South Coast water users, including 
Carpenteria and Montecito.  Record copy is in the Finance Department.  Disposition:  Discard 7 years after end of fiscal year to which the records relate.  (26 CFR 1.6001-1 and California Code of Regulations (CCR) § 19141.6)

103100.	Daily Logs of Water Treatment Facility
Reports contain daily information on water temperature, turbidity, chlorine levels, amount of chemicals used, odor, taste, and other water quality data.  Daily logs for current month plus one are vital records.  Disposition:  Retain for life of facility.  (CA PUC Res.  #A-4691)

104101.	Drawings and Specifications for Water Treatment Facilities
Files contain copies of maps, drawings, and specifications for the construction or modifications of water treatment facilities.  Current drawings and specifications are vital records.  Disposition:  Permanent

105102.	General Information Files
Files contains reservoir specifications for Sheffield Dam, annual reports, and information on water treatment and related issues.  

	(a)	Sheffield Dam Specifications.  Disposition:  Permanent
(b) Annual Reports for Water Treatment Section and reservoirs.  Disposition:  Permanent

(c) Reference information concerning to water treatment and related issues.  Disposition: 
Retain for life of the facility.  (GC 34090)

106103.	Maintenance Files
Files contain information and maintenance documentation for each piece of equipment 
and each facility associated with treatment of the City's water.  Current files are vital records.  

(a) Facility-related materials.  Disposition:  Retain for life of the facility.  (CA PUC Res.  #A-4691)

(b)	Equipment-related materials.  Disposition:  Retain for life of equipment or as needed for 
reference, then discard.  (CA PUC Res.  #A-4691)

107104.	Mission Industries Site Characterization Files
Files contain correspondence, monthly and annual reports, studies, sampling reports, and other information on soil and water quality at the Mission Industries Site.  Included is information on the distribution of solvents in the ground and soil.  Disposition:  Permanent

108105.	Monthly Report Work File
Files contain summarized information from the Daily Logs.  The first year of the file's existence the summary was handwritten, since then, the file has been maintained in electronic format.  Disposition:  Retain for life of the facility.  (CA PUC Res. #A-4691)

109106.	Plant Operator Daily Logs
These are logs of daily activities of Cater Water Treatment Plant operators.  Disposition:  Retain for life of the facility.  (National Association of Regulatory Utility Commissioners 23.3a)

110107.	Safety Meeting Minutes
These are minutes of staff safety meetings at which safety procedures are discussed.  Disposition:  Discard after 3 years.

111108.	Specification Sheets
These are as-built records for all the City's water treatment facilities.  Specification sheets for existing facilities are vital records.  Disposition:  Permanent

112109.	Well and Water Quality Files
Files contain data on wells, water levels, and water quality in Santa Barbara.  Disposition:  Permanent


WATER SUPPLY MANAGEMENT DIVISION

113110.	Meter Test Reports
Reports contain information on meter flow rates collected in response to citizen inquiries. Disposition:  Discard after 6 years.  (CA PUC Res. #A-4691)

114111.	Water Check-Up Reports
Files contain water check-up reports on properties around the City and water consumption evaluations and recommendations to customers.  Disposition:  Discard after 5 years.  (CA PUC Res. #A-4691)

115112.	Water Supply Management Subject Files
Files contain reports, correspondence, technical logs, well data, hydrology data, water supply data for various rivers/creeks, and other materials related to water supply planning, water districts, water reclamation, and related topics. 

(a) Division staff reports, correspondence relating to policy and water supply planning, water reclamation, and water district decisions, as well as technical logs, well data, hydrology data, and water supply data for various rivers/creeks.  Disposition:  Permanent

(b) Duplicate reports, correspondence, and reference information maintained by other City departments or received by the Water Supply Management Division by outside agencies. Disposition:  Discard after 2 years.  (GC 34090.7)
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