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CITY OF SANTA BARBARA, CA

CITY ADMINISTRATOR’S OFFICE
Unless specifically indicated otherwise, the record copy of all records listed in this records schedule is located in the City Administrator's office.  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.
City Administrative Office Departmental Files

Files contain memoranda, correspondence, studies, reports, and other materials related to the activities of City departments and agencies.  Many files contain information on historically  significant issues and events in Santa Barbara. 

(a) Memoranda and Correspondence. 
(1) Program and Policy Correspondence.  Incoming and outgoing letters and memoranda pertaining to the formulation, planning, and implementation of policies, programs, operations, and projects of a City department, division, or office.  Disposition:  Retain for 25 years.
(2) Routine Correspondence.  Incoming and outgoing letters pertaining to normal and routine administrative functions.  Consists of correspondence providing general information, replying to complaints and requests for information, referring inquiries elsewhere, forwarding materials, acknowledging incoming letters, making arrangements for routine meetings or other events, and similar matters of minor administrative character which contain no substantive information.  Disposition:  Discard after 2 years.  (GC 34090)
(3)
Transitory Correspondence.  Requests for information and copies of replies thereto involving no administrative actions, no policy decisions, and no special compilations or research, and requests for and transmittal of publications, photographs, and other informational literature.  Also letters of transmittal and thanks.  Disposition:  Retain in office 1 year, then discard.


(b)
Studies completed by City Administrator staff. 
(1) Departmental record copy of reports and studies approved by City Council.  Record copy is in Administrative Services Department, City Clerk’s Office.  Disposition:  Retain for 2 years.

(2) Internal Reports and Studies.  Reports, studies, surveys, and analyses conducted or commissioned by the City Administrator for internal information or planning purposes, and not transferred to the City Clerk’s Office. Disposition:  Discard when 10 years old, unless listed otherwise in the City schedules.

2.
City Administrator Files

Files contain correspondence, reports, and reference information used by the City Administrator.  Included are directives to staff. 

(a) City Administrator Directives to Staff.  Disposition:  Permanent

(b)
Duplicate correspondence and reports.  Disposition:  Discard after 2 years.  (GC 34090

and 34090.7)

3.
Confidential Files

Files contain correspondence, reports, reference information, and court records and reports concerning municipal issues or problem situations such as Grand Jury investigations and employee matters.

(a) Grand Jury Investigation files.  Current files are vital records.  Disposition:  Retain until issue is resolved plus 2 years, then discard.  (GC 68152)

(b) Employee files.  These files deal with problem situations involving particular employees.  Current files are vital records.  If case goes to court retain:

(1)
Civil action files.  Disposition:  Discard after 10 years.  (GC 68152)

(2)
Misdemeanor case files.  Disposition:  Discard after 5 years.  (GC 68152)

(c) Employee files.  If case does not go to court.  Disposition:  Retain materials until issue is resolved plus 4 years, then discard.  (Code of Civil Procedure 337, 337.1, 338, 339, and 340)

4.
Finance Subject Files

Files contain correspondence, reports, budgets, bonds, studies, audits, claims and other materials related to accounting and billing, budgeting, debt service, investments, revenue and taxation, assessment districts, and other financial topics.  Record copy is in Finance Department.  Disposition:  Discard after 2 years.  (GC 34090.7)

5.
Human Resources Subject Files

Files contain reports, correspondence, policies and procedures, studies, grievance files, and other materials concerning Human Resource issues and policies, labor relation and negotiation records, and other related topics.  Current Grievance Files are vital records.  Disposition:  Discard original grievance and labor materials after 10 years; discard other materials and duplicates after 2 years.  (GC 34090 and 34090.7)

6.
Municipal Government Subject Files

Files contain correspondence, reports, charts, indices, resolutions, proclamations, committee/ advisory board/task force records, policies and procedures, newsletters, bulletins, and other materials concerning the City council, mayor, commissions, committees, task forces, and other units of government.  The files concern the administration of the municipal government. 

(a) City Administrator policies and procedures relating to City administration.  Disposition:  Retain for 10 years.
(b) Duplicate records maintained in other City departments.  Disposition:  Discard duplicates after 2 years.  (GC 34090.7)

7.
Municipal Operations Subject Files

Files contain correspondence, reports, studies, leases, policies and procedures, agreements, and other materials related to maintenance and improvement of City properties, City property leases, purchasing, risk management, and utilities.  Record copy of leases and agreements approved by the City Council is in Administrative Services Department, City Clerk’s Office.  

(a) City Administrator Correspondence. 
(1) Program and Policy Correspondence.  Incoming and outgoing letters and memoranda pertaining to the formulation, planning, and implementation of policies, programs, operations, and projects related to city properties.  Disposition:  Retain for 10 years.
(2) Routine Correspondence.  Incoming and outgoing letters pertaining to normal and routine administrative functions.  Consists of correspondence providing general information, replying to complaints and requests for information, referring inquiries elsewhere, forwarding materials, acknowledging incoming letters, making arrangements for routine meetings or other events, and similar matters of minor administrative character which contain no substantive information.  Disposition: Discard after 2 years.  (GC 34090)

(3) Transitory Correspondence.  Requests for information and copies of replies thereto involving no administrative actions, no policy decisions, and no special compilations or research, and requests for and transmittal of publications, photographs, and other informational literature.  Also letters of transmittal and thanks.  Disposition:  Retain in office 1 year, then discard.

(b) City Administrator policies and procedures related to municipal operations.  Disposition:  Retain for 25 years.
(c)
Duplicate records maintained in other City departments.  Disposition:  Discard after 2

 years. (GC 34090.7)

8.
Municipal Planning and Development Subject Files

Files contain correspondence, reports, grant information, policies and procedures, and plans related to community development and planning topics and issues such as administration, commissions, redevelopment, the environment, land use, planning, housing, and transportation.  The record copy for 80 percent to 90 percent of these records is in the Community Development Department.

(a) City Administrator Correspondence.  Disposition:  Retain for 10 years.
(b) City Administrator policies and procedures related to municipal planning and 

development.  Disposition:  Retain for 10 years.
(c) Duplicate records maintained in other City departments.  Disposition:  Discard after 2 

years. (GC 34090.7)

(d) Reference Materials such as grant information files.  Disposition:  Discard when superseded.  (GC 34090.7)

9.
Photographs

Color photographs document the 150th anniversary celebration of the incorporation of the City of Santa Barbara.  Disposition:  Permanent
10.
Services Airport Subject Files

Files contain correspondence, reports, plans, and policies and procedures related to airport issues such as administration, noise, maintenance, planning, security, and facilities.  The record copy for the majority of these records is with the Airport Department.  

(a) City Administrator Correspondence.  Disposition:  Retain for 5 years.
(b) City Administrator policies and procedures related to Municipal Airport.  Disposition:  

Retain for 5 years.
(c) Duplicate records maintained in other City departments.  Disposition: Discard after 2

years.  (GC 34090.7)

11.
Services Parking Subject Files

Files contain correspondence, reports, and other materials related to parking and parking district topics such as policies and procedures, administration, commissions, districts, and facilities.  The record copy for the majority of these records is in the Public Works Department.


(a)
City Administrator Correspondence.  Disposition:  Retain for 5 years.
(b) City Administrator policies and procedures related to parking operations in Santa Barbara.  Disposition:  Retain for 5 years.
(c) Duplicate records maintained in other City departments.  Disposition:  Discard after 2 years. (GC 34090.7)

12.
Services Public Safety Subject Files

Files contain correspondence, reports, policies and procedures, regulations, inspection plans, and other materials related to emergency services, fire protection, police protection, and animal control issues.  The record copy for the majority of these records is in the Office of Emergency Services, the Fire Department, and the Police Department. 


(a)
City Administrator Correspondence.  Disposition:  Retain for 5 years.
(b) City Administrator policies and procedures related to public safety in Santa Barbara. Disposition:  Retain for 5 years.

(c)
Duplicate records maintained in other City departments.  Disposition:  Discard after 2 

years.  (GC 34090.7)

13.
Services Public Works Subject Files

Files contain correspondence, reports, studies, policies and procedures, and agreements related to public works issues and topics such as streets, sidewalks, traffic, and utilities.  The record copy for the majority of these records is in the Public Works Department. 


(a)
City Administrator Correspondence.  Disposition:  Retain for 5 years.
(b)
City Administrator policies and procedures related to City public works.  Disposition: 

Retain for 5 years.
(c)
Duplicate records maintained in other City departments.  Disposition:  Discard after 2 

years.  (GC 34090.7)

14.
Services Recreational Resources Subject Files

Files contain correspondence, reports, and policies and procedures related to recreation topics such as recreation programs and facilities.  The record copy for the majority of these records is in the Parks and Recreation, Waterfront, and Fire departments.

(a) City Administrator Correspondence.  Disposition:  Retain for 5 years.
(b) City Administrator policies and procedures related to recreational resources.  Disposition: Retain for 5 years.
(c) Duplicate records maintained in other City departments.  Disposition: Discard after 2 

years. (GC 34090.7)

15.
Services Social Services Subject Files

Files contain correspondence, reports, and leases related to social service topics such as administration and facilities.  The record copy for the majority of these records is in the Parks and Recreation Department service centers (i.e., Senior Centers).

(a) City Administrator Correspondence.  Disposition:  Retain for 5 years.
(b) City Administrator policies and procedures related to social services in Santa Barbara. Disposition:  Retain for 5 years.
(c)
Duplicate records maintained in other City departments.  Disposition: Discard after 2 

years.  (GC 34090.7)

16.
Services Water Resources Subject Files

Files contain correspondence, reports, plans, and meeting records related to water resources issues such as policies and procedures, rates, commissions, bonds, water supply, water distribution system, water districts, reservoirs, water treatment, water connections, and wastewater management.  The record copy for the majority of these records is in the Public Works Department.

(a) City Administrator Correspondence.  Disposition:  Retain for 5 years.
(b) City Administrator policies and procedures related to municipal water resources.  Disposition:  Retain for 5 years.

(c)
Duplicate records maintained in other City departments.  Disposition:  Discard after 2

 years. (GC 34090.7)

17.
Visioning Project Files

Files contain reports, studies, memoranda, meeting minutes, and other materials documenting the activities of the City's Visioning Committee.  The Visioning Committee studied how Santa Barbara's citizens envision the future development and growth of their City, especially as regards the downtown and waterfront areas.  The files document what is important to citizens about the physical aspects of Santa Barbara.  Disposition:  Permanent
CITY TV
18.
Airlogs (Programming Logs)

Logs list what was aired at any given time by Channel 18 (government access television channel).  Disposition:  Retain for 5 years.
19.
Channel 18 Documentaries

Videotapes are documentaries produced by Channel 18 and relate to natural disasters such as droughts, fires, floods, and earthquakes in Santa Barbara, as well as other issues of interest to the citizens of Santa Barbara.  Disposition:  Permanent
20.
Field Footage

Footage is that which was shot in the field and documents natural disasters such as major storms and earthquakes, special events, and issues of importance to the City.  Disposition:  Retain for 2 years.
21.
Impressions in Time
Videotape is a 2-1/2-hour-long documentary history of Santa Barbara.  Disposition:  Permanent
22.
Inside Santa Barbara
Videotapes contain episodes of "Inside Santa Barbara," a newsmagazine produced by Channel 18 that deals with Santa Barbara issues.  Disposition:  Permanent
23.
Meeting Tapes

Videotapes contain recorded meetings of the City Council and the City boards, commissions, and committees that are advisory to the City Council, and for which written minutes are prepared. Disposition:  May erase/discard after 30 days (GC 54953.5); but retain no longer than 2 years.  

24.
Subject Files

Files relate to issues, division administration, and division projects and contain correspondence, notes, reports, budgets, personnel information, requisitions, and other administrative materials.  Disposition:  Discard after 5 years or when superseded.  (GC 34090)

Office of Mayor and City Council

25.
Councilmember Subject Files

Files contain correspondence, reports, and information on topics and issues of interest to the City Councilmembers and to the City.   The record copy for departmental reports is in Administrative Services Department, City Clerk’s Office.

(a) Councilmember Correspondence.  Disposition:  Retain for 5 years after the expiration of the Councilmember's term during which the document was produced, then discard.
(b)
Duplicate correspondence and reports maintained in other City departments. 

Disposition:  Discard after 2 years. (GC 34090.7)

(c)
Reference information.  Disposition:  Discard after 2 years.  (GC 34090.7)

26.
Mayor's Correspondence Files

These files contain the correspondence of the current mayor of Santa Barbara.  Disposition:  Retain for 10 years after the expiration of the Mayor's term during which the correspondence was produced, then discard; if correspondence has historical significance, transfer to City Clerk's Office for permanent retention.
27.
Mayor's Subject Files (current)

Files contain correspondence, reports, newspaper clippings, and other materials related to topics and issues of interest to the current mayor, City, and Santa Barbara residents.


(a)
Mayor’s Correspondence.  Disposition:  Retain for 10 years after the expiration of the Mayor's term during which the document was produced, then discard; if correspondence has historical significance, transfer to City Clerk's Office for permanent retention.
(b) Duplicate of records maintained in other City departments and newspaper clippings. Disposition:  Discard after 2 years.  (GC 34090.7)

(c) Mayor’s Personal Papers. These are not City records.  Disposition:  Retain until end of 

current mayor’s term.

28.
Proclamations and Letters of Recognition

Record copy of proclamations and letters of recognition issued by the City of Santa Barbara to its citizens and employees.  Disposition:  Discard after 5 years.
29.
Sister Cities Information Files

Files contain correspondence, reports, and information concerning Santa Barbara's sister cities. Disposition:  Permanent
Obsolete Records

30.
Mayor’s Subject Files

Files contain correspondence and other materials related to the Sister Cities program. Disposition:  Permanent
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