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CITY OF SANTA BARBARA, CA

ADMINISTRATIVE SERVICES DEPARTMENT

Unless specifically indicated otherwise, the record copy of all records listed in this records schedule is located in the City Clerk’s Office of the Administrative Services 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.

City Clerk’s Office

1.
Advisory Group Member Information

Files and binders contain information about applicants and members of each of the City's advisory groups.  Disposition:  Retain for 2 years or when no longer needed for reference, then discard.  California Government Code (GC) 34090)

2.
Annexation Files

Files contain correspondence, ordinances, reports, and other materials related to annexations by the City of Santa Barbara.  Disposition:  Permanent
3.
Charter of the City of Santa Barbara

These are various versions of the Santa Barbara City Charter.  Current Santa Barbara City Charter is a vital record.  Disposition:  Permanent
4.
City Council Meeting Audio or Video Recordings
Audio and video recordings contain recorded City Council meetings.  Disposition:  Retain for 10 years. 
5.
City Council Meeting Minutes

Volumes contain the minutes of City Council meetings.  Disposition:  Permanent

6.
City Council Meeting Minutes, Index to

These indices provide subject and chronological access to the City Council Minutes.  Minutes for 1904-1937 are contained in 12 volumes in chronological order; 1937-1973 minutes are contained in 78 volumes in alphabetical order, 1972-1990 minutes are indexed by file cards, and beginning with 1988, minutes are also indexed in electronic format.  Disposition:  Permanent
7.
Contracts, Agreements and Leases
Files contain contracts, agreements, leases, legal notices, certificates of insurance, surety bonds, requests for proposals, proposals, technical specifications, change orders, and similar records related to the administration, renewal, and termination of contracts, agreements and leases to which the City is a party.  Disposition:  Contracts:  Retain 15 years after completion or termination; Leases:  Retain for life of lease plus 4 years.
8.
Contracts/Agreements/Leases Indices
Logs contain information about each City agreement.  The logs are supplemented by index cards.  These have not been created since 1998, when agreement information began to be kept in electronic format.  Disposition:  Permanent

9.
Council Agenda Report Files

Files contain petitions, correspondence, financial statements and bank books, ordinances, resolutions, affidavits of publication, survey maps and reports, reports on various issues, claims, patents and deeds, oaths of officers, bond records, City Clerk reports, department reports, land petitions and requests, abstracts of title, and other materials submitted to the City Council as back-up documentation for agenda items.  Some of the earliest documents are in Spanish.  Disposition:  Permanent

10.
Council Agendas

These agendas for City Council Meetings are numerically coded for filing purposes.  Agendas prior to July 2006 include information on the actions taken by the Council.  Agendas for 1967-1971 are on microfilm in a bank safety deposit box, agendas beginning with 1975 are in file format, and agendas beginning with 1998 are also in electronic format.  Disposition:  Permanent

11.
Deed Logs

Logs contain information about all the City's deeds.  There is a special volume for water 

deeds.  Disposition:  Permanent
12.
Election Ballots, Assessment Districts:
Ballots mailed to property owners in elections held to establish assessment districts; election proceedings must follow requirements of Proposition 218/California Constitution Article XIIID.  Disposition:  3 years from the date of the public hearing held to consider formation of the assessment district.  (City Council Resolution No. 06-023)
13.
Election Information Binders

(a) Binders consisting of historical election information, including the names of candidates/officeholders and language of ballot measures, as well as statistics regarding votes cast.  Disposition:  Permanent.

(b) Binders containing duplicate copies of information filed in Election Records files (Schedule No. 12), including sample ballots from specific elections and the County Clerk's Statement of Votes Cast.  Disposition:  Discard after 2 years or when no longer needed for reference.

14.
Election Records
Files contain records documenting elections held within the City, both those consolidated with and conducted by the County of Santa Barbara, and those conducted by the City itself; Nomination Documents (declaration of candidacy and nomination papers); Campaign Statements (financial disclosure); and Initiative Petitions.
(a) Files, Elections Consolidated With and Conducted by the County of Santa Barbara:
(1)
Council Agenda Reports, resolutions, legal notices, affidavits of publication and posting, and City Clerk correspondence documenting the election process.  Disposition:  Permanent
(2)
Sample ballots.  Disposition:  Retain one copy of each sample ballot permanently.


(b)
Files, Elections Conducted by the City of Santa Barbara:



(1)
Council Agenda Reports, resolutions, legal notices, affidavits of publication and posting, and City Clerk correspondence documenting the election process.  Disposition:  Permanent


(2)
Sample ballots.  Disposition:  Retain one copy of each sample ballot permanently.



(3)
Ballots, Applications for Vote by Mail Ballots, Vote by Mail Voter Identification Envelopes, Vote by Mail Challenge List, Precinct Official material, Ballot Processing Logs, Ballot Counter Printouts; Logic & Accuracy Certifications, Ballot Counter Program Cards, Ballot Statements from Precincts, Street Indexes, Daily Summary Reports, Manual Tally Sheets, Voter ID and Polling Place Location Reports, Log of Observers of Vote by Mail Ballot Board, working copy of Precinct Map of Santa Barbara area, and Report:  "Voter Listing with Comments."  Disposition:  Retain for 6 months from the date of the election, then destroy.  (EC Sections 17302, 17304, 17503 and 17505)


(4)
CD of Voter Information, Rosters of Voters, and Applications for Registration Information.  Disposition:  Retain for 5 years from the date of the election, then destroy.  (EC Sections 17001, 17300, and 2188(f), respectively.)

(c)
Nomination Documents (Declaration of candidacy and nomination papers).  Disposition:  Discard after expiration of term of office for which they are filed plus four years.  (EC 17100)


(d)
Campaign Statements:


(1)
Statements of Mayor, City Councilmembers, candidates for these offices who are elected, and committees supporting any officeholder or elected candidate.  
Disposition:  Permanent.  (GC 81009)


(2)
Statements of candidates for Mayor or City Councilmember who are not elected, and of committees supporting any candidate for these offices who is not elected.  Disposition:  Discard after 5 years.  (GC 81009)

(3)
Statements of committees formed to support or oppose ballot measures or for general purposes.  Disposition:  Discard after 7 years.  (GC 81009)

(e)
Initiative Petitions.  Disposition:  Discard 8 months after certification of results of the election for which the petition qualified, or, if the measure for any reason is not submitted to the voters, 8 months after the final examination of the petition by the elections official.  (EC 17200)


15.
Ethics Training Logs

These logs document training taken by local agency officials in general ethics principles and ethics laws relevant to public service.  Training is required by AB 1234.  The logs record (1) the dates that local officials satisfied the training requirement; and (2) the entity that provided the training.  Disposition:  Retain logs for 5 years after the date of the training, then discard.  (GC 53235.2.)
16.
Grant Deeds, Easements
Deeds and easements were recorded for property transactions in the City of Santa Barbara.  Deeds and easements for current City property are vital records.  Disposition:  Permanent
17.
Ordinances

Official ordinances of the City of Santa Barbara.  Ordinances enacting laws are codified into the City's Municipal Code.  Current Municipal Code is a vital record.  Disposition:  Permanent
18.
Ordinances Index
Index provides access to City Ordinances in alphabetical order by subject.  Disposition:  Permanent

19.
Reference Files

Files contain copies of documents to which staff and the public often refer, including ordinances, resolutions, advisory group information, campaign statements, agendas and staff reports, the Municipal Code, financial plans, and policy and procedures manuals.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090.7) 

20.
Reports

Bound reports and environmental impact reports submitted to the City Council.  These are part of the Council files, but are stored separately due to their volume.  Disposition:  Permanent

21.
Resolutions

Official resolutions of the Santa Barbara City Council.  Disposition:  Permanent
22.
Resolutions Index
Logs contain information about each City Council resolution.  Disposition:  Permanent
23.
Statements of Economic Interest

Statements disclose financial interests of officials to ensure that they are not involved in a conflict of interest.  These statements must be filed by advisory group members, and certain other employees.  Disposition:  Discard after 7 years.  (GC 81009)

Obsolete Records of City Clerk and Various City Departments

24.
Abstracts of Title

Volumes contain abstracts of title for property transactions in the City of Santa Barbara.  Disposition:  Permanent

25.
Acts of the State of California

These are acts that confer powers on the Common Council of Santa Barbara (1878) and that amend the original incorporation act (1861-1878).  This is not a City record.  Disposition:  Permanent

26.
Annual Financial Statements

Binders contain a published record of the City's financial situation, compiled yearly.  Included are year end balances for all funds, the City's debt, and other related financial information.  Disposition:  Permanent

27.
Assessment Rolls

Volumes contain lists of property owners and descriptions of their property.  Some volumes also contains maps that show the location of the property owned by each person.  Disposition:  Permanent

28.
Assessment Rolls, Delinquent

Volumes provide information about City residents that are delinquent in paying their tax 

assessments.  Disposition:  Permanent

29.
Assessor's Block Books

Books contain a map of each City block and provide information about property ownership.    These maps were created by the City Assessor.  After 1960, the County Assessor assumed the function and created Parcel Maps.  Disposition:  Permanent

30.
Assessor’s List of Mortgages

Volume contains information on property owner names, mortgage amount, name of mortgage holder, and lot and block numbers affected.  This is a county record.  Disposition:  Permanent

31.
Auditor Report

Volume contains reports of the City Auditor for fiscal years 1917-1918 and 1918-1919.  Disposition:  Permanent

32.
Board of Equalization Minutes

Volumes contain the minutes of Board of Equalization meetings.  Disposition:  Permanent
33.
Bond Books

Volumes contain a record of bond purchases.  Included are records of street improvement bonds for Eastern and Ocean Boulevards, bridge bonds, sewer bonds, fire house bonds, Mission Tunnel bonds, waterworks extension tunnel bonds, registered bonds, City waterworks system bonds, City hall bonds, municipal improvement street bonds, and the cash bond fund.  Also included are water bond registers and bond registers.  Disposition:  Permanent

34.
Book “A” Grants

Volume contains information about land grants in Santa Barbara.  Disposition:  Permanent
35.
Budget Apportionment Book

Book documents monies disbursed for the operation of City departments such as Police, Fire, City Attorney, Assessor, Sanitation, and Dog Pound during fiscal year 1917-1918.  Disposition:  Permanent
36.
Building Ledger

Volume documents building construction permits issued by the City for building remodeling, plumbing installation, natural gas hook-ups, electrical fixture installation, or building relocation and contains information on date permit was issued, name of contractor, street address where work performed, structure owner's name, cost of improvements, and permit fee.  Disposition:  Permanent
37.
Business Licenses

Volumes contain information on names of persons applying for licenses, description of types of licenses applied for, and amount of fee paid.  Disposition:  Permanent
38.
Cash Books

Books document monies received into and paid from various City funds from 1884 to 1919.  Information varies from book to book, with some volumes including financial fund balance information, as well as itemized expenditure and income information.  The information within each volume is arranged by type of fund (i.e., Sewer Board Fund, Library Building Fund, General Fund, and Fifth Ward Improvement Fund).  Disposition:  Permanent
39.
Charter Review Task Force Minutes

Binder contains the hard copy meeting minutes of the 1982 Charter Review Task Force.  Disposition:  Permanent
40.
City Electrician's Record Book

Books documents payments issued by City electrical services for work performed by private contractors and contains information on permit issue date, contractor name, type of electrical service performed, fee charged, location of residence, and owner's name.  Disposition:  Permanent
41.
City of Santa Barbara Parking Corporation Minutes

Volume contains City of Santa Barbara Parking Corporation meeting minutes.  Disposition:  Permanent
42.
City Treasurer Books/Journal

Volumes document City expenditures and income.  The earliest entries are in Spanish.  The volumes also document cash expenditures and bank statements.  Disposition:  Permanent
43.
Day Book

Book contains an account of payments received and made by the City.  There is a partial index of persons who received funds from the City on the inside front cover.  Disposition:  Permanent

44.
Fire Company Records

Volumes contain the minutes, constitution, and bylaws of the Hall Washington Fire Company, 

No. 2 and the Pioneer Engine Company, No. 1.  Disposition:  Permanent
45.
Fire Department Expenditures Book

Volume documents expenditures of the Fire Department for fiscal year 1916-1917.   These expenditures were made in response to claims for goods and services provided by the claimants.  Disposition:  Permanent

46.
Garden Street Fund Account

Volume documents expenditures and income for the Garden Street Fund.  Disposition:  Permanent
47.
Gas Permit Record

Volume documents natural gas permits issued by the City and contains information on location of hook-up, owner of residence, contractor providing service, inspection dates, and fee charged.  Disposition:  Permanent
48.
General Ledgers

Ledgers contain information about cash and general expenditures, bank accounts, meter billing, journal vouchers, and other financial matters.  Disposition:  Permanent
49.
Historical Research

This is a compilation of information from the City Council minutes prepared with funding from the Civil Works Administration (a New Deal agency of the federal government).  Disposition:  Permanent
50.
Map Negatives

These photographic negatives are of early maps of Santa Barbara.  They were surveyed and drawn by V.  Wackenreuder and A. S.  Cooper.  The originals for two of these maps hang in the hallway of the Public Works Department.  In addition to the negatives, there are two blueprint copies of one of the Wackenreuder maps.  Disposition:  Permanent
51.
Maps

Maps relate to precincts, water main locations, forest reserve cabin sites, school districts, subdivisions, tracts, annexations, City property, zoning districts, streets, Stearns Wharf, wards, general plans, fire hazard areas, assessment districts, Pueblo lands, and other topics.  Also included are real estate atlases featuring aerial photographs of Santa Barbara.  Disposition:  Permanent
52.
Meter Billing Books

Volumes document water bills based on meter readings from 1916 to 1918.  Disposition:  Permanent
53.
Meter Book

Volume contains records of water tank, weight, and pulsation.  Disposition:  Permanent
54.
Mission Tunnel Contracts

Volume contains a record of contracts issued by the City to private contractors for work done on Mission Tunnel.  Disposition:  Permanent
55.
Old Town, Santa Barbara:  A Narrative History of State Street from Gutierrez to Ortega, 1850-1975

This a historical report edited and compiled by James C.  Williams, a student at the University of California, Santa Barbara.  This is not a City record.  Disposition:  Permanent 

56.
Parking District Assessment Rolls

Volumes contain lists of property owners and descriptions of their property in the parking assessment district.  Disposition:  Permanent

57.
Photographs

Framed black and white photographs of City mayors.  Disposition:  Permanent

58.
Property Grants and Petitions

The original "Grant of Pueblo Lands of Santa Barbara" (5/31/1872) signed by President U.  S.  Grant, petitions by the Southern Pacific Railroad for land to build tracks, and a grant of land to the Railroad (1886, 1892).  Disposition:  Permanent
59.
Record of Contracts

Volumes contain information on contracts issued by the City of Santa Barbara, Superintendent of Streets.  The older two volumes contain an index to contractors at the front of the volume and some street maps.  Disposition:  Permanent
60.
Record of Improvement Bonds and Indices

Volumes contain information on improvement bonds sold, such as property owner names and issue dates of bonds.  Most volumes contain an alphabetical name index of property owner's in the front of the volume.  Disposition:  Permanent
61.
Register of Warrants

Volumes include the record of warrants issued to authorize payments from various City funds, including the General Fund, Fire Department Fund, Water Works Fund, and other such funds.  Information in the volumes includes the date of issue, payee, service rendered, total amount due, and date warrant holder paid.  Disposition:  Permanent
62.
“Report of Commissioners in the Matter of Closing Up of Portions of Certain Streets in the First Ward of the City”

This report deals with the realignment of Santa Barbara's streets.  Disposition:  Permanent
63.
Santa Barbara American Revolution Bicentennial Committee Records

Files contain scrapbooks, newspaper clippings, and other records documenting the activities of the committee.  Disposition:  Permanent
64.
Santa Barbara Board of Examining Engineers

Volume contains minutes of Santa Barbara Board of Examining Engineers meetings.  Disposition:  Permanent
65.
Santa Barbara Municipal Codes

Volumes contain various versions of the municipal code of the City of Santa Barbara.  Disposition:  Permanent
66.
Sewer Record Book

Book contains resolutions of City Council related to sewer system work and includes information on the awarding of contracts for such work.  Disposition:  Permanent
67.
Street Department Records

Volumes contain warrants, plans, assessments, and other materials related to street construction and maintenance.  Disposition:  Permanent
68.
Subject Files

These are microfilmed City Clerk subject files.  Disposition:  Permanent

69.
Tax Collection Receipts

Volume contains information on the names of debtors and the location of their property from 1924 to 1925.  Disposition:  Permanent
70.
Time Roll and Daily Time Book

Books date from 1915 and 1923, documenting the hours worked by City employees and their wages.  Disposition:  Permanent
71.
Treasury Invoices

Volumes contain receipts for payments made to the City Treasurer's Office by individuals and institutions from 1902 to 1910.  Disposition:  Permanent
72.
Water Works Cash Books

Volumes document financial transactions in the Water Works Extension Account (1903), as well as refunds related to water works, pipe lines, and taps (1898-1913).  Disposition:  Permanent

HUMAN RESOURCES DIVISION

73.
Claims

Files contain claim forms that allow division to encumber the funds to pay invoices.  Record copy is in Finance Department.  Disposition:  Discard after 2 years.  (GC 34090.7)

74.
Closed Eligibility and Examination Files ("Abolished Files")

Files contain employee applications, certified eligibility lists, job flyers, examinations, and other information regarding individuals on the eligibility lists.  These files are formed by combining examination and eligibility files once the eligibility lists are closed.  Disposition:  Discard after 2 years.

75.
Department Files

Administrative subject files for the department containing information regarding policies and procedures, personnel studies, meeting and hearing records, budgets, memoranda of understanding, negotiation files, correspondence, and other materials related to human resources issues.

(a) Organizational and project files including information and correspondence regarding 


policies and procedures, personnel studies, meeting and hearing records, memoranda of understanding, negotiation files, and related records documenting the division’s formulation and implementation of projects, policies, programs, and operations.  Disposition:  Permanent.  (GC 34090)

(b)
Administrative procedural files including administrative announcements, routine 


correspondence and memoranda, statements, reports, and other division records pertaining to office procedures and distributed within the division or among City offices.  Disposition:  Retain in office 5 years or when superseded.  (GC 34090)

(c)
Duplicate records including budget, and correspondence and reports maintained by other City divisions and departments.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090.7)

76.
Department of Motor Vehicles Pull Files

Files contain Division of Motor Vehicles (DMV) notices to the City of Santa Barbara about the driving records and suspended licenses of employees who drive on the job.

(a) Violation records designated as two points.  Disposition:  Discard after 7 years.   


(California Vehicle Code (CVC) 1808)

(b)
Accident records and all other violations.  Disposition:  Discard after 3 years.  (CVC 1808)

(c)
Suspensions and revocations of driving privilege.  Disposition:  Discard after 3 years 

following termination of the action or reinstatement of the privilege.  (CVC 1808)

77.
Employment Eligibility Forms (I-9)

Forms document that employees are U.S. citizens or resident aliens and are permitted 

to work in the United States.  Disposition:  Discard 3 years after hire or 1 year after employee termination, whichever is later.  (8 CFR 274a.2)

78.
Exit Interviews

Files contain exit interviews with terminating or separating employees.  Disposition:  Discard after 5 years or when no longer needed for reference.  (GC 34090)

79.
Payroll Records

This is a duplicate file of payroll records for City employees.  Record copy is in Finance Department.  Disposition:  Discard after 2 years.  (GC 34090.7)

80.
Personnel Folders (active and inactive)

Files document the employee history of all City's active and inactive permanent and 

temporary employees.  They contain job applications, evaluations, personnel action forms, W4 forms, benefit forms, and other employee information.

(a) Employee files containing job applications, evaluations, personnel action forms, benefit 


forms, and correspondence and reports related to employees.  Disposition:  Discard 25 years after employee termination or separation.  (29 CFR 1627.3 and GC 12946)

(b) Leave requests.  Disposition:  Discard after 3 years.

(c) W-4 forms.  Disposition:  Discard 4 years after the due date of the tax to which the 

records relate or after tax is paid, whichever is later.  (26 CFR 31.6001-1; 29 CFR 516.5)

81.
Recruitment and Selection Files

Files contain materials documenting the history of recruitment for City positions and include job announcement flyers, copies of tests used, notes on which tests were used when and when last given, job descriptions, and other related information.  Disposition:  Permanent
82.
Tuberculosis Records

Files contain records of tuberculosis testing of recreation employees.  This is a vital record.  Disposition:  Discard 30 years after employee termination or separation.  (29 CFR 1910.1020(d))

83.
Vacancy Files ("Green Sheets")

Files contain the green sheets that contain information on City vacancies.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090)

Benefits Office

84.
Benefit Files

Files document benefits received by retired City workers and contain correspondence, benefit forms, retiree payment information, benefit information, and related materials.  This is a vital record.  Disposition:  Discard 10 years after employee termination or separation, or 10 years after last year enrolled in the plan.  (29 CFR 1627.3)

85.
Benefit Subject Files

Files contain reports, memoranda, correspondence, and other records on benefits and related subjects.  Disposition:  Discard after 5 years or when superseded.  (GC 34090)

86.
COBRA Files

Files document terminated and retired employees who receive COBRA (Consolidated Omnibus Budget Reconciliation Act) benefits and contain correspondence, insurance forms, payment information, and other related information.  This is a vital record.  Disposition:  Discard 10 years after employee termination or separation, or 10 years after last year enrolled in the plan.  

(29 CFR 1627.3)

87.
Deferred Compensation Program Correspondence

Files contain withdrawal forms and correspondence between benefits office and deferred compensation providers.  Disposition:  Discard 20 years after expiration, termination, or cancellation of program.

88.
Drug and Alcohol Program Records

Files document the activities of the United State Department of Transportation Drug and Alcohol Program.  This program is the result of federal regulations that require that City employees who drive vehicles covered by the Department of Transportation must submit to drug and alcohol testing.  The files contain correspondence, test results, regulations, and other related materials.  

(a) Records of positive drug test results and alcohol test results indicating an alcohol 


concentration of 0.02 or greater, documentation of refusals to take required tests, calibration documentation, employee evaluations and referrals, and MIS reports submitted to FTA.  Disposition:  Discard after five years.  (49 CFR 653.71 and 49 CFR 654.51)

(b)
Records related to the collection process and employee training.  Disposition:  Discard 


after 2 years.  (49 CFR 653.71 and 49 CFR 654.51)

(c)
Records of negative drug test results and alcohol test results indicating an alcohol concentration of less than 0.02.  Disposition:  Discard after 1 year.  (49 CFR 653.71 and 49 CFR 654.51)

INFORMATION SYSTEMS DIVISION

89.
Access Request Forms

Files contain a form requesting rights and permissions for each open user or resource account in the city, records of changes to those rights/permissions, and requests to close/delete every account when applicable.  Disposition:  Retain until account has been closed for 6 months, then discard.



90.
Computer Project File

File contains documentation regarding the city's computer/operating systems project.  Disposition:  Retain for life of project or until no longer needed for reference, then 

discard.


91.
System Documentation

Records provide documentation for the city's computer systems.  Electronic file is a vital record.  Disposition:  Retain for life of computer system, then delete.
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