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CITY OF SANTA BARBARA, CA

COMMUNITY DEVELOPMENT DEPARTMENT
Unless specifically indicated otherwise, the record copy of all records listed in this records schedule is located in the Community Development 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.

Administration

1.
Arts Commission Files

Files contain correspondence, reports, plans, and meeting agendas and minutes documenting the activities of the Arts Commission.  Disposition:  Permanent
2.
Economic Development Files

Files contain reference materials on economic development in the city of Santa Barbara. 

(a) Economic Forecast Reports.  Disposition:  Permanent
(b) Reference materials on economic development.  Disposition:  Discard when no longer needed for reference.  (California Government Code (GC) 34090)

3.
Excellence in Customer Service for Land Development Budget Program Files

Files contain reports, studies, correspondence, and records of quarterly Land Development Program Task Force meetings.  Also included are Land Development Management Audit records.  Disposition:  Permanent
4.
Excellence in Customer Service Task Force/Land Development Team Files

Files contain task force and team meeting minutes, training records, correspondence, reports, surveys, and other materials related to this program whose mission was improvement of the departmental budget process and departmental customer service.  This was a pioneering effort in Community Development customer service and served as a pilot project that was used as a model by other jurisdictions.  Disposition:  Permanent
5.
Project Files

Files contain correspondence, studies, reports, and other materials related to the annexation of Goleta, excellence in customer service program, and city creeks.

(a) Records related to the attempted annexation of Goleta.  Disposition:  Discard after 15 years or when no longer needed for reference.  
(b) All other materials.  Disposition:  Discard after 5 years or when no longer needed for reference.  (GC 34090)

6.
Reference and Presentation Files

Files contain the reference and presentation materials of the department manager.  Disposition:  Discard after 5 years or when no longer needed for reference.  (GC 34090)

Building and Safety 

Administration/Building Official

7.
Administrative Subject/Correspondence Files

Files serve as a reference for the Building Official and contain personnel information, forms, timesheets, correspondence from FEMA and other related materials.  

(a) FEMA Materials

(1) FEMA financial materials.  Disposition:  Discard after 7 years. (26 Code of Federal Regulations (CFR) 1.6001-1 and CCR § 19141.6)

(2) FEMA correspondence and related materials.  Disposition:  Discard after 3 years.  (44 CFR 13.42)

(b) All other materials.  Disposition:  Discard after 2 years.  (GC 34090 and 34090.7)

8.
Code Books and Technical Manuals

This is a reference file used to check on codes that applied at the time a building was constructed.  Included are uniform building codes, plumbing and mechanical codes, administrative policies and other related materials.  These are not city records.  Disposition:  Retain until no longer needed for reference.

9.
Litigation Files

Files contain correspondence, official memoranda, notes, photographs and slides, letters of complaint, depositions and other legal documents, and other materials concerning litigation matters.  Record copy is in City Attorney’s Office.  Disposition:  Discard after case is closed.

10.
Seismic Safety Bond Files 

Files contain seismic safety bond claims for Santa Barbara commercial properties, maps, charts, reports, financial records, memoranda, bond statements, engineers' reports, and other materials related to the seismic retrofitting of commercial structures and residential structures with three or more units.  The files document whether retrofits meet building codes.

(a) Building and safety staff reports, correspondence and notes, as well as maps, charts, and other materials regarding whether seismic safety retrofits meet building codes.  Disposition:  Permanent. 

(b) Financial records, including bond statements and materials documenting Seismic Safety Bond expenditures.  Record copy is in Finance Department.  Disposition:  Discard  7 years after project is completed and final payment is made and audited.  (26 CFR 1.6001-1 and CCR §19141.6)

11.
Seismic Safety Program Files

Files contain newspaper clippings, correspondence, memoranda, reports, code information, maps, notices of building classification, workshop information, seismic revenue account information, and other materials used to track seismic retrofits to buildings in the city's downtown area.

(a) Materials documenting the policies and actions of the Seismic Safety Program, including 

correspondence, memoranda, staff reports, notices of building classification, workshop information, records tracking seismic retrofits to buildings in the downtown area, and other related materials.  Record copy is in Housing and Redevelopment, Redevelopment Program/Agency.  Disposition:  Retain until no longer needed for reference.
(b) Duplicate maps, seismic revenue account information, correspondence, and other

duplicate materials.  Record copy for financial materials is in Finance Department.    Disposition:  Retain until no longer needed for reference.  (GC 34090.7)

(c)
Reference information, including code information.  Disposition:  Retain until no longer 

needed for reference.

12.
Seismic Safety Program Publicity Records

Materials include overhead transparencies, technical information reports, handouts, and slides and photographs of work in progress.  Disposition:  Retain until no longer needed for reference.

Building Inspector

13.
Building Inspector Enforcement Case Files

Files contain correspondence, notices of noncompliance, notices of violation, notices of administrative citations; appeal request letters, administrative appeal requests and final decisions; copies of permits, digital photographs, other materials that document violations, and orders of the Building Official regarding dangerous, substandard, or illegal structures.  Current files are vital records.  Disposition:  Discard 2 years after resolution of case.

Plan Check

14.
County Assessor’s Parcel Books

Books contain maps of all city parcels and are used for reference by plan checkers.  Record copy is in County Assessor’s Office.  This is not a city record.  Disposition:  Retain until superseded or no longer needed for reference.

Records

15.
Building and Safety Records Center Inventories

Included are the Consolidated Planning File Inventory, Land Development File Inventory, 

MacKenzie Storage Inventory, Real Property File Inventory, and the Street File Inventory.  The inventories list files stored in the Community Development Department Records Center, the MacKenzie Records Storage Center, and off-site records storage facility. Disposition:  Retain until superseded.  (GC 11011.15)

16.
Cashier Journal Summary Reports

Reports document fees paid by the public for permits, copies of plans, and other materials.  Also included are cash register receipts.  Disposition:  Discard after 2 years.  (GC 34090.7)

17.
Counter File Pulls (Records Center Log Sheets)

Files document every file pulled for the public at the Building and Safety Records Counter and contain information on the subject property address, requestor's contact information, and the type of record requested.  Disposition:  Discard after 3 years.  (GC 34090)

18.
Drawings

These are approved final drawings.  Files for existing facilities are vital records.  (Retain the preliminary drawings in the “Planning Files” until superseded or no longer needed for reference.)    Disposition:  Permanent

19.
Drawings (oversize)

These are approved final oversized drawings.  These drawings were too large to hang with the other approved drawings.  Files for existing facilities are vital records.  (Retain the preliminary drawings in the “Planning Files” until superseded or no longer needed for reference.)  Disposition:  Permanent 

20.
Monthly Report of Building Statistics

Files document the activities of the Building and Safety Division. Disposition:  Retain 7 years after the fiscal year to which the records relate; then discard.  (26 CFR 1.6001-1 and 

CCR §19141.6)

21.
Permit Log Books

Books document the issuance of building permits (1902-1925).  They contain information on properties for which building permits were issued, names of property owners, names of builders, street addresses, costs of improvements, dates permits granted, and comments about the projects.  Disposition:  Permanent   (Santa Barbara County Code (SBCC) 10-2.4)

22.
Street Files (Permit/Enforcement Files)

Files contain building permit applications, correspondence, master applications, maps, copies of permits; building & safety and zoning enforcement documentation, including notices of noncompliance, administrative citations, administrative citation appeal requests and final decisions, Field Investigation Reports (FIR), photographs, and other materials that document violations; enforcement actions and orders of the Building Official regarding dangerous, substandard, or illegal structures; and Plan View Request forms that are used to process requests to view or copy plans containing the subject property.  These files supersede and continue the “Permit Log Books.”  Active files are vital records.  Disposition:  Permanent  (SBCC 10-2.4)

23.
Structural Calculation Files

Files contain structural calculations for the engineering of buildings concerning such matters as floor loads, weight bearing walls, size of rebar needed, and other related issues.  Disposition:  Retain for life of the building plus 1 year or 10 years after construction is complete, whichever is longer.  (California Code of Civil Procedure (CCP) 337.1, 337.15, and 340)

Housing and Redevelopment

24.
Annual Report to State Controller

This report describes the activities of the Redevelopment Agency during the fiscal year and provides information on financial matters of the Agency.  Current report is a vital record.  Disposition:  Permanent.  
Redevelopment Program/Agency

25.
Development Subject File

Files contain correspondence, reports, studies, maps, and other materials related to property acquisition and management, relocation of property owners in redevelopment areas, and disposition of property.  Current files are vital records.  Disposition:  Permanent
26.
Redevelopment Agency Administration Formation Files

Files contain incorporation papers, bylaws, correspondence, reports, resolutions, and other materials documenting the formation of the Redevelopment Agency.  These are vital records.  Disposition:  Permanent

27.
Redevelopment Agency Agenda Packets

Packets contain meeting agendas and attached documentation.  Disposition:  Permanent

28.
Redevelopment Agency Agendas (Finished)

These agendas are prepared immediately after agency meetings and document who attended, length of meeting, and resolutions passed.  Disposition:  Permanent
29.
Redevelopment Agency Budgets and Financial Statements

These are budgets and financial statements for the Redevelopment Agency.  Disposition:  Permanent
30.
Redevelopment Agency Meeting Minutes

These are the minutes for Redevelopment Agency meetings and special meetings.  Community Development, Housing and Redevelopment, Redevelopment Program.  Disposition:  Permanent

31.
Redevelopment Agency Plan File

File contains information on the Redevelopment plan of action, plan amendments, and plan implementation.  Current plans are vital records.  Disposition:  Permanent

32.
Redevelopment Agency Project Files

Files contain correspondence, memoranda, reports, studies, maps, photographs, plans, and other materials related to various redevelopment projects, including those involving schools and businesses in redevelopment areas.  The files pertain to housing, demolition, land acquisition, and redevelopment by the Redevelopment Agency.  Major projects include Central City, Paseo Nuevo retail expansion, and downtown retail revitalization.  Current files are vital records.  Disposition:  Permanent

33.
Redevelopment Agency Resolutions

These official resolutions of the Redevelopment Agency document agency actions.  Current resolutions are vital records.  Disposition:  Permanent
34.
Rental Housing Mediation Task Force Records
Records include contact information and statistical reports regarding clients served by this program, the purpose of which is to mediate rental housing disputes.  The statistics are maintained in accordance with the requirements of contracts the City has with other municipalities to provide these services.

(a)
Intake Forms.  The data on these forms is entered into an Access database.  Disposition:  Retain for 5 years, then destroy.


(b)
Statistical Reports.  Disposition:  Monthly and Quarterly Reports:  Discard after 5 years; Annual Reports:  Retain for duration of Rental Housing Mediation Program plus 5 years.
35.
Seismic Safety Program Files

Files contain documentation of the Redevelopment Agency's involvement in the seismic safety program.  They document money loaned by the Redevelopment Agency to downtown property owners to seismically retrofit their buildings and contain financial expenditure and repayment information, correspondence with property owners, staff reports, and other related materials.  

(a) Seismic safety bond files including seismic safety bond claims, bond statements, and seismic revenue account information.  Record copy is in Finance Department.  Disposition:  Discard 2 years after end of program and last payment.  (GC 34090.7)

(b) Redevelopment Agency correspondence, memoranda, reports, and other related materials. 

Disposition:  Permanent
(c) Reference information including newspaper clippings and code information.

Disposition:  Retain until no longer needed for reference.

36.
Tax Allocation Files

Files contain tax increment information, funding reports and related items.  Disposition:  Permanent.
HOUSING DEVELOPMENT PROGRAM
37.
Affordable Housing Development Files

Files contain correspondence, maps, reports, and other materials that document project completion and financial assistance to developers by the Redevelopment Agency.  Current files are vital records.

(a) Project correspondence, staff reports and notes, and other materials documenting project policies and activities.  Disposition:  Permanent

(b) Materials documenting housing costs and grant funding.  Disposition:  Permanent.
(c)
Duplicate maps, correspondence, reports, and other records maintained by other city departments.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090.7)

(d)
Compliance Monitoring Files.  Records of housing developers' compliance with affordability requirements.  Disposition:  Permanent.

(e)
Individual Tenant Information.  Rent rolls data.  Disposition:  Discard after 2 years or when no longer needed for reference.
38.
HOME Fund Administrative File

Files contain administrative records concerning the HOME program, a federal funding program for housing, and contain reports, correspondence, financial records, notices, and other related materials.  Current files are vital records.  

(a) Files involving any litigation, claim, audit, or other action.  Disposition:  Retain until completion of the action and resolution of all issues or until the end of the most recent five year period, whichever is later.  (24 CFR 92.508)

(b) All other files.  Disposition:  Retain for the most recent 5 year period.  (24 CFR 92.508)

39.
Project Agreements
These are project agreements for the Waterfront Park Hotel and Hostel projects.  Record copy is in Community Development Department, Redevelopment Program/Agency.  Disposition:  Retain 15 years after termination or completion and final payment.  (CCP 337.15)

Housing Rehabilitation Loan Program

40.
Housing Rehabilitation Loan Program and Project Files

Files contain financial records, correspondence, notices of completion, loan applications, records related to loans, and records of individuals who did not qualify for loans.  Record copy of financial materials is in Finance Department.  

(a) Records related to loans, including photographs.  Disposition:  Discard 5 years after loan is repaid. 

(b) Records related to individuals who did not qualify for loans.  Disposition:  Discard 2 years after disqualified.

CDBG Administration Program

41.
Community Development Block Grant Files

Files contain reports, studies, correspondence, and other general reference information related to the CDBG program.  Current files are vital records.  

(a) CDBG Files.  Disposition:  Discard 5 years after expiration of the contract and any amendments, completion and resolution of the audit and/or any litigation, whichever is later.  (Housing and Urban Development (HUD) requirement)

(b) CDBG files involving litigation, claims, or audit findings that extend beyond the initial five-year period.  Disposition:  Retain records until all litigation, claims, or audit findings involving the records have been resolved.  (24 CFR Part 85)

(c) CDBG files containing records regarding property acquired with grant funds.  Disposition:  Discard 5 years after final disposition.  (Housing and Urban Development (HUD) requirement)

(d) CDGB files containing records for any displaced person.  Disposition:  Discard 5 years after the person has received a final relocation payment or until the loan has been repaid, whichever is longer.  (Housing and Urban Development (HUD) requirement)

(e) Integrated Disbursement and Information System (IDIS) Logs.  Logs of online drawdown submittals for distribution of funds to non-profit organizations that have been granted CDBG funds.  Disposition:  Retain for 5 years after final grant payment.
42.
Community Development Block Grant Project Files (active)

Files contain reports, studies, correspondence, and other general reference information related to CDBG projects.  Current files are vital records.  

(a) CDBG Files.  Disposition:  Discard 5 years after expiration of the contract and any amendments, completion and resolution of the audit and/or any litigation, whichever is later.  (Housing and Urban Development (HUD) requirement)

(b) CDBG files involving litigation, claims, or audit findings that extend beyond the initial five-year period.  Disposition:  Retain records until all litigation, claims, or audit findings involving the records have been resolved.  (24 CFR Part 84)

(c) CDBG files containing records regarding property acquired with grant funds.  Disposition:  Discard 5 years after final disposition.  (Housing and Urban Development (HUD) requirement)

(d) CDGB files containing records for any displaced person.  Disposition:  Discard 5 years after the person has received a final relocation payment.  (Housing and Urban Development (HUD) requirement)

Human Services Program

43.
Human Services Project Files

Files contain correspondence, reports, studies, and other materials related to the expenditure of city general fund monies for Human Services projects.  Disposition:  Retain 7 years after the fiscal year to which the records relate; then discard.  (26 CFR 1.6001-1 and CCR §19141.6)

Planning

44.
Aerial Photographs

Aerial photographs document Santa Barbara’s development status by showing changes over time to the built environment, particularly to the city’s cultural and historical resources.  The photographs are also used to document natural disasters such as floods and the 1969 Santa Barbara Oil Spill.  Current aerial photographs are vital records.  Disposition:  Permanent
45. City Maps

Maps are used to document past land use patterns in Santa Barbara, as well as to plan future land use patterns.  Included are a variety of first generation maps on Mylar, paper, and vellum, as well as a variety of reproducible and reproduced maps including blueprints, bluelines, sepias, electronic files, and photocopies.  Current maps are vital records.

(a) Master and general plan maps including the various versions of the Shoreline Master 

Plan.  Disposition:  Retain one copy of each map permanently.

(b) Zoning maps including, zoning base, sectional zone, coastal zone, and land use maps.

Included are special purpose zoning maps related to parking, open space, the downtown area, and other zones.  Disposition:  Retain one copy of each map permanently.

(c)
Downtown planning and redevelopment maps including those related to the Paseo, Las 

Positas, and the Presidio.  Disposition:  Retain one copy of each map permanently.

(d) Maps related to particular uses such as the airport, schools, hospitals, and parks.  Included are special purpose maps like hazard overlays.  Disposition:  Retain one copy of each map permanently.
(e) Special district maps including water district maps.  Disposition:  Retain one copy of each map permanently.
(f)
Transportation planning maps including those related to roads, freeways, and railroads.
Disposition:  Retain one copy of each map permanently.

(g)
Cultural resource planning maps documenting the cultural resources of Santa Barbara. 

Disposition:  Retain one copy of each map permanently.

(h)
Olmsted/Chaney Plan (1924).  Disposition:  Retain one copy of each map permanently.

46.
Reference Maps

These maps include oil field maps produced by the California Division of Mines and Gas, topography maps produced by the United States Geological Survey, and other maps produced by agencies of the county, state, and federal government.  Disposition:  Retain while needed for reference.

Long Range Planning/Special Studies

47.
General Plan Documents

Documents include reports, surveys, and plans related to the Santa Barbara General Plan.  Current files are vital records.  Disposition:  Permanent
Development Review Program

48.
Planning Commission Minutes and Resolutions
These minutes and resolutions document the meetings and actions of the Planning Commission.  Community Development, Planning, Development and Design Review Program.  Current files are vital records.  Disposition:  Permanent
49.
Planning Files

These project files contain preliminary and final plans and maps (i.e., tentative subdivision maps and other maps) as well as project-related correspondence and planners' notes, petitions from neighbors, newspaper clippings, Planning Commission and Staff Hearing Officer Staff Reports, resolutions, photographs, environmental documentation, and other project-related materials.  Current files are vital records.  Disposition:  Permanent
50.
Special Project Files

These are planning files that relate to larger projects, rather than to single properties.  Included are files relating to the Railroad Depot, Cypress Point, Entrada de Santa Barbara, Waterfront Park, Gibraltar Dam, and Rancho Arroyo.  Current files are vital records.  Disposition:  Permanent

Design Review Program:

51.
Architectural Board of Review, Single Family Design Board, and Historic Landmarks Commission Minutes

These minutes document the meetings and actions of the design review boards and commissions.  Current minutes are vital records.  Disposition:  Permanent
52.
Design Review Case Files

Files contain Architectural Board of Review, Single Family Design Board, and Historic Landmarks Commission Master Applications, maps, plans, and photographs for design alterations, case summaries, and other related materials.  Current files are vital records.  

(a) Architectural Board of Review, Single Family Design Board, and Historic Landmarks Commission Master Environmental Checklists and Master Applications.  Disposition:  Permanent
(b)
All other materials.  Disposition:  Insert original records into subseries (a) file; discard duplicate records 2 years after original approval date or after building permit is issued.
53.
Design Review Subject Files

Files contain reference and subject materials in support of design review and special projects including correspondence, reports, ordinance amendments, guidelines, complaints, and other related materials.

(a) Ordinance Amendments and Special Study Files.  Disposition:  Permanent
(b) All other materials.  Disposition:  Discard after 5 years or when no longer needed for reference.  (GC 34090)

Environmental Review Program

54.
Environmental Impact Reports

Environmental impact reports document the development of Santa Barbara and the impact of that development on the city's cultural and natural environment.  The Master Environmental Assessment for the city is in this file.  Current reports are vital records.  Disposition:  Permanent

55.
Environmental Review Committee Files – 1976 - 1990
These archive files contain meeting minutes and agendas, correspondence, studies, reports, maps, and plans related to environmental assessments, and environmental documentation submitted to the committee in support of projects seeking approval.  Disposition:  Permanent
Historic and Cultural Resources Program

56.
City Landmarks Files
Files contain maps, photographs, correspondence, reports, and other materials documenting historic city landmarks, designated city structures of merit, and potential city landmarks or structures of merit.  Current file is vital record.  Disposition:  Permanent
57.
Historic and Archaeological Resources Files

Files contain correspondence, Historic Landmarks Commission minutes, Archaeological and Historic Structures Reports, Phase I and Phase II reports related to cultural resources both above and below ground in Santa Barbara.  Current files are vital records.  Disposition:  Permanent
58.
Historic Survey Files

Binders contain historic resources inventory forms, site photographs, architectural and historic inventory forms, and architectural and historic worksheets documenting the inventory of all historic structures in the El Pueblo Viejo ("the old town") District of the city.  Disposition:  Permanent
59.
Photographs of Historic Structures

Photographs show historic buildings that have been demolished, as well as current historic structures.  They are used to review streetscape changes over time.  Disposition:  Permanent
60.
Required Documentation of Buildings

These files document structures that have been demolished and include Phase I Historic Resources Reports, photographs of structures, floor plans, and other related materials.  Disposition:  Permanent

Sign Review Program

61.
Sign Committee Minutes

These minutes document the meetings and actions of the Sign Committee.  Community Development, Planning, Development and Design Review Program.  Current files are vital records.  Disposition:  Permanent
62.
Sign Review Case Files

Files contain sign programs and sign applications (Master Application), sign drawings and plans, color chips, correspondence, and photographs documenting Sign Committee actions on specific projects.
(a)
Master Application, drawings and plans, and color specifications.  Disposition:  Insert into Street File (Series No. 22) and retain permanently.

(b)
All other materials.  Insert original records into subseries (a) file; discard duplicate records after 2 years.

Ordinance Information/Enforcement Program

63.
City Attorney Files

Files pertain to zoning enforcement cases referred to the City Attorney.  They also provide background reference information on "recidivist" cases.  Record copy is in City Attorney's Office.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090.7)

64.
Historic Zoning Records

These are early zoning maps and ordinances for the City of Santa Barbara.  Disposition:  Permanent
65.
Staff Hearing Officer Minutes and Resolutions
These are the minutes of Modification Hearings.  They document modifications in zoning and requirements.  Current files are vital records.  Disposition:  Permanent

66.
Zoning Enforcement Case Files

Files contain correspondence, reports, zoning enforcement staff notes, and other information related to zoning enforcement cases.  Current files are vital records.  Disposition:  Transfer to Street Files after case is closed.
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