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1.1.	MISSION STATEMENT
	The goal of the City of Santa Barbara’s records management program is to promote efficiency in the management of Santa Barbara City records.  The records management program will provide for economical and efficient creation, organization, use, maintenance, and disposition of records.  The City will assure the preservation of records with enduring or archival value and ensure the retirement and destruction of records with short-term value.
	All Santa Barbara City offices are required to participate in the City’s records management program detailed in this manual.  This program is designed to comply with legal requirements thereby protecting City offices during litigation and audit.  Failure to adhere to these requirements may result in the imposition of fines, penalties, and loss of rights in court proceedings or the loss of documentation required to justify actions and decisions.  
	The policies, procedures, and retention and disposition schedules in this manual apply to all record formats, except electronic records.  The City’s electronic records are not addressed in this manual and are excluded from the retention and disposition schedules.  In order to insure compliance with legal retention requirements for electronic records, the City must survey and schedule their electronic records independently of the policy and procedures set forth in this manual.

1.2.	OFFICIAL CITY RECORDS
	Official records consist of all recorded information, created or received and maintained by the City in pursuit of its legal obligations or in the transaction of business.  All records created and received in the normal course of business activities in Santa Barbara City departments are the property of the City of Santa Barbara.  Records are created in a variety of physical formats including paper, and photographic and electronic media.
	Information gathered from other sources, such as outside publications, newspaper clippings, catalogs, professional and trade journals, and information copies of correspondence are considered reference files and not official records.

1.2.1.	Record Copy
	The record copy is the principal copy of any document.  Throughout City departments, duplicate or information copies of the record copy may exist.  Duplicates and information copies held in an office other than the office of record should be retained only as long as administratively valuable.  However, they should never be retained longer than the record copy and, in most cases, should be retained for significantly less time than the record copy.
· Records created by the City of Santa Barbara
	For most records created by Santa Barbara City departments, the record copy is retained by the originating office.  For example, the record copy of outgoing correspondence is generally found in the office of origin.
	The record copy of some records generated by Santa Barbara City departments is retained by the office that receives it because its purpose is not served until the record reaches another office.  For example, time and attendance reports originate in all departments but are filed for record in the Finance Department.  The recipient of official reports within the City of Santa Barbara is the office of record.
· Records created outside the City of Santa Barbara
	The record copy of documents created or generated outside Santa Barbara City departments, such as incoming correspondence, is retained by the office that receives it.

1.2.2.	Active Records
	Active records are those records frequently referred to and used on a daily, weekly, or monthly basis.  Active records remain in office areas when they receive frequent use.  In time, their use will diminish and the records will become inactive.

1.2.3.	Inactive Records
	Some inactive records may be discarded as soon as they cease to be useful.  These records should never be placed in storage.  	Many inactive records, however, are required to be retained for legal, fiscal, or administrative purposes.  For this reason, the records are moved from expensive office space to low-cost storage when they become inactive.  They are retained in storage until their retention periods expire, when records of short-term value are destroyed.

1.2.4.	Permanent Records
	A small percentage of records have permanent value.  Permanent records are those records that have enduring administrative, evidential, legal, fiscal, or historical value.  Permanent records should be sent to storage when they become inactive.

1.3.	RECORDS RETENTION AND DISPOSITION SCHEDULES
	Records retention and disposition schedules are comprehensive listings of records created or maintained for record by an institution.  Schedules list the length of time each record should be retained (retention period) and provide direction on its final disposition.
	Implementation of records retention and disposition schedules should be suspended when records are involved in litigation or potential litigation (e.g., when Human Resources suspects a former employee may file suit).  The City Attorney must be consulted concerning the disposition of these records.

1.3.1.	Retention Periods
	Retention periods are based on an office's need for a document, duplication of information elsewhere, archival value, and legal and fiscal guidelines.  Retention periods also provide guidance in the periodic removal of inactive records (i.e., retirement) from office areas to records storage areas.
	The majority of retention periods in this manual apply to the record copy of a document.  In certain cases, however, a retention period applies to a department's duplicate or information copy which is necessary to the operation of a particular department.  These copies are identified in the schedules as department copies.

1.3.2.	Records Retention and Disposition Schedules in Part 2 of this Manual
· The first schedule contains retention and disposition guidelines for records common to most offices (i.e., office administrative files and general program correspondence files).  This Schedule should be used by all offices.
· The remaining schedules contain retention and disposition guidelines for records created or maintained by individual departments or divisions.

1.3.3.	Review of Records Retention and Disposition Schedules
	Each department should review its records retention and disposition schedule biennially to ensure that it is current.  Schedules should be revised to accommodate newly created records and forms, including those records that are maintained solely electronically, and reflect any changes resulting from implementation of new systems and procedures.  Obsolete record categories should be deleted when the records are no longer retained in the office or in inactive storage.

1.3.4.	Recommendations for Schedule Changes 
	Staff should also consider whether retention periods are adequate and are being followed.  Changes in retention periods are recommended only when the need is clearly indicated and justified.  Requests to add, delete, or change records retention and disposition schedules should be made when biennial reviews disclose:
· Record is not covered by the schedules.
· Record should be deleted from the schedules because it is no longer being created or maintained.
· Retention period needs to be changed.

1.3.5.	Submission of Proposed Schedule Changes  
	Requests for schedule changes should be submitted to the City Clerk Services Manager who will then present them to the City Attorney for review and approval by the City Council.  Recommendations should contain the following information:
· Organizational department(s) maintaining the records.
· A clear and meaningful description of the records, including the purpose for which the records were created; their relationship to the program activities of the department creating them; and their relationship to other records, including duplication elsewhere in content or in substance.
· A proposed period of retention no longer than necessary to satisfy normal administrative, historical, legal, and fiscal requirements, with full justification for the new retention period.

1.4.	RECORDS DISPOSITION 
	Records disposition refers to the retirement, transfer, destruction, or permanent retention of records.  Records disposition is based on the content of the records and not necessarily on the format (i.e., paper, microform, or electronic). Permanent records should be retained in their original format or in microform format only. Records should be digitized for access purposes only. They are generally not considered permanent records.  Always retain a record in its original format or as a microform copy, rather than a digitized copy. 

1.4.1.	Retirement of Records
	Records are considered "retired" when they are sent to the records center for temporary storage, servicing, and ultimate destruction or sent for permanent retention.  Records with a retention period longer than three years are eligible for retirement to the records center.  Records with a retention period of less than three years should remain in the office until the retention period expires and should then be destroyed.
	Prior to retirement, records should be purged of routine, duplicate, and published material.  Rubber bands, large paper clips, and other bulky binders should be removed.  Large documents requiring binders should be placed in a separate folder and labeled for easy access.

	Each type of record listed on the records retention schedule should be placed in a separate box in the department’s designated records center storage area.  Optimally, boxes should be full or nearly full.  Records not on the approved records schedule are not eligible for retirement in records center storage.
	When preparing records for retirement, standard-sized record storage boxes (one cubic foot) must be used to store the records, unless otherwise approved by the City Clerk Services Manager.  Boxes should be clearly labeled with the department/office of origin, record title as listed on the records schedule, alphabetical or numerical sequence of files (if applicable), date span, destruction date, name of sender, and individual box number of the total sequence of boxes in a record series (i.e., Invoices, Box 2 of 6).  A file folder inventory of contents must be inserted in the front of the box.  Each department is also required to retain a duplicate of all their file folder inventories in their office.

1.4.2.	Transfer of Records
	Disposition includes the transfer or a change of custody of records from one department to another.  The City Clerk Services Manager should be notified when records are transferred to another department.

1.4.3.	Destruction of Records
	The destruction of records involves the physical destruction of the record itself.  Records authorized for destruction in Part 2 of this manual should be recycled or placed in wastebaskets or dumpsters.  Records consisting of magnetic or comparable media should be erased and reused.  However, if the records are confidential (i.e., personnel files) they must be shredded prior to disposal.  
	Records listed in the records retention and disposition schedules may not be destroyed without City Council approval, unless otherwise provided by law, provided the department director submits the request for records destruction to the City Clerk Services Manager. The City Clerk Services Manager will obtain concurrence from the City Attorney to ensure the retention of records involved in foreseeable, pending, or actual litigation. 
1.4.4.	Permanent Retention
	Records are retained permanently when they are considered to have enduring administrative, legal, evidential, or historical value.

1.5.	FILES MANAGEMENT 
	Files management is an important component of records management and involves the arrangement of documents in an orderly manner so that they can be located easily and quickly.  This also refers to the efficient management of documents within files so that City departments do not waste file space on unnecessary documents.

1.5.1. 	Appraisal Guidelines
     	The following guidelines for appraisal are provided to facilitate the regular destruction of unnecessary records and the retirement of documents.
	RETAIN:
· Official file copies that provide information on the organization, function, policy, procedures, or operation of the department.
· Material that documents the mission of the department.
· Lists of records that are transferred to storage.
· Backups of all electronic records, especially when a paper copy is not retained.
	DISCARD ACCORDING TO SCHEDULE:
· Duplicate copies maintained in addition to the official file copy (i.e., purchase orders or expense vouchers).
· Courtesy letters and routine transmittal letters.
· Notices of routine departmental meetings.
· Convenience, tickler, or reader files.
· Outdated reference material.
· Obsolete publications, circulars, or blank forms.
· Surplus copies of publications.

SEPARATE:
· Housekeeping records (general administrative and financial operating records such as budgets, travel expenses, personnel files and all material filed for record elsewhere) from your program records.
· Personal files from official files.

1.5.2.	File Types
· General correspondence or subject files.  These files contain program records that are arranged by subject.
· Transitory correspondence.  These files contain routine requests for information, letters of transmittal, and notices of routine departmental meetings.
· Case files or project files.  These files contain material related to a specific action, event, person, organization, location, or project.  Case files are usually arranged by name or number.
· Technical and reference material.   Includes such material as printed reports, periodicals, catalogs, and manuals.
· Administrative files.   These files contain departmental and/or personal copies of expense reports, purchase orders, and personnel files that are filed for record elsewhere.
	To facilitate retirement of records, program records should be filed separately from transitory correspondence, administrative records, and reference material.  Additionally, documents of a private or unofficial character pertaining to an individual's personal affairs should be clearly designated as personal and should at all times be filed separately from official records of the City.  

1.5.3.	Files Cutoff
	Files "cutoff" is the termination of files at regular intervals to permit their transfer, retirement, or destruction in complete file blocks.  Files must be regularly cut off at the end of a specified time or an event and a new file must be established.
	Establishment of periodic cutoff of files is essential in controlling record accumulations and facilitating economical disposition in convenient blocks.  At least annually, file custodians should cut off files and segregate inactive files from active files; dispose of files eligible for retirement or destruction; and destroy all non-current reference material.  
	Cutting off files is important because it allows the file custodian to control the size of the folders.  If not cut off periodically, folder contents will grow until individual papers become difficult to find.  If the files are cut off periodically, older files can be progressively moved from active file space to storage space as their reference activity declines.  Cutoff standards are based on the following criteria for the various types of records:
· Chronologically Sequenced Files.   These files include accounting records, are filed by period of account (fiscal year), and can be readily cut off and retired in convenient annual blocks.
· Subject Files.   These files should be cut off at planned intervals; there is no natural cutoff as with case files or chronologically arranged records.  Subject files should be maintained on a calendar or fiscal year basis.  Subject files without an annual cutoff, containing many different types of records (i.e., correspondence mixed with accounting files, reference files, and other types of records) are commonly used in many City departments.  The mixture of records with differing retention periods and the lack of a chronological cutoff date makes these files difficult to retire.
· Case or Project Files.  These files are often cut off upon the termination of a transaction or expiration of an event, such as termination of personnel, final contract payment, or completion of a project.  When closed, the case file should be marked with the date of closing and placed in an inactive file apart from the active files.  The inactive files can then be retired or destroyed in convenient calendar or fiscal year blocks.  Case files that continue over a long span of years can be cut off by setting up a new folder each year and retiring the folders of the prior year which have little reference activity.
· Reference Materials.  These files have no established cutoff and should be destroyed when they are superseded, obsolete, or no longer needed.  These files should be reviewed at least annually to determine if they are current and still useful.  Reference files are not official records and should never be sent to inactive records storage.

1.5.4.	General Housekeeping
· Removal of rubber bands and fasteners.  Prior to filing documents or folders, rubber bands and fasteners should be removed and replaced with staples, if needed.  Paper clips are especially troublesome since they add to the bulk of the files, slip off, and catch on other documents.
· File Drawers and Boxes.  In order to ensure efficient file retrieval, overcrowded file drawers and boxes should be avoided as this encourages tearing of documents, loss of adhesive file labels, and diminished visibility of file labels.
· Charge-out System.  A file charge-out system should be utilized in order to control the occurrence of misfiles and allow for easier and faster refiling. A charge-out slip should be placed in the location that the file was removed in order to assist the records custodian in refiling folders upon return.  The charge-out slip should include employee name and the date of removal in order to assist the records custodian in tracking the location of files that have been removed from file drawers or boxes.  
 
1.6.	VITAL RECORDS
	A vital record is the recorded information needed by the City of Santa Barbara to: 
· Continue operations under crisis or emergency conditions and resume operations after a disaster.
· Recreate the City’s legal and financial status.
· Protect the rights and interests of its personnel and constituents.

	Emergency plans and any records that must be presented as evidence to owners, creditors, debtors, and governments are vital records.  These are records of ownership interest, legal status, party to a contract, and employment.  In the event of disaster, vital records are needed to collect outstanding receivables; protect the City against unjust claims; comply with regulations; and minimize interruption of operations.
	Records which change frequently are vital only as long as they are current.  Records that are currently vital and essential may be superseded and thus not vital after a period of time.  Financial records and contracts fall into this category.  Other records, such as articles of incorporation which establish legal status, are both permanent and vital.
	Current vital records are identified in the records schedules.  However, identification of vital records is an ongoing process and should be considered when schedules are reviewed and revised.
	At present, the City of Santa Barbara vital records are decentralized throughout the organization.  The identification of vital records in this manual is the first step in the development of a vital records program.

1.7.	Staff Responsibilities

1.7.1. 	City Clerk Services Manager
	The City Clerk Services Manager administers the City of Santa Barbara records management program.  This responsibility includes the following functions:
· Planning, formulating, and recommending basic records disposition policies, system standards, and procedures.
· Coordinating the overall records management program and evaluating program effectiveness.
· Providing advice and assistance to all organizational levels. 
· Analyzing, developing, coordinating, and implementing records disposition procedures, including those prescribed in this manual, to meet the operational needs of the City of Santa Barbara.
· Supervising records center operations. 

1.7.2.	Department Director
	The Director of each City department is responsible for the implementation and operation of an effective records management program in accordance with the standards and procedures in this manual within his/her area of responsibility.  They must approve all changes in their records retention and disposition schedules.
	The department director must submit the request for records destruction to the City Clerk Services Manager. The City Clerk Services Manager will obtain concurrence from the City Attorney to ensure the retention of records involved in foreseeable, pending, or actual litigation. 

1.7.3.	Records Coordinator
	A records coordinator for each department, division, or office must be appointed by its department director.  Coordinators are responsible for the establishment, maintenance, and operation of files within their departments in conformity with the standards and procedures in this manual.  This responsibility includes:
· Insuring ongoing implementation of records retention schedules. 
· Selecting, organizing, packing, labeling, and listing of records sent to storage.
· Reviewing departmental schedules for currency and submitting proposed changes to the City Clerk Services Manager who will then present them to the City Attorney for review and approval by the City Council.
· Submitting the request for records destruction to the City Clerk Services Manager. The City Clerk Services Manager will obtain concurrence from the City Attorney to ensure the retention of records involved in foreseeable, pending, or actual litigation. 


1.8.	DEFINITIONS
Active Records.  Records frequently referred to and used on a daily, weekly, or monthly basis.
Administrative Records.  Records relating to office operations such as travel 	and time and attendance.
Case Files.  Material related to a specific action, event, person, organization, location, or project.  Also known as project files.
Chronological Files.  Material filed in chronological order.
Files Custodian.  Individual responsible for maintaining a particular file in an office.
Files Cutoff.  The termination of files at regular intervals to permit their transfer, retirement, or destruction in complete file blocks.
Files Management.  The orderly arrangement and maintenance of records in office areas.
Files Termination.  Ending, closing, or cutting off a file at regular intervals such as at the conclusion of a fiscal or calendar year, project, event, or program.
Inactive Records.  Records infrequently referred to, generally used less than once a month.
Information Files.  Unofficial copies of documents kept for convenience or reference, stocks of publications, and other material intended solely for reference.  Also known as reference, convenience, or reader files.
Non-current Records.  Records no longer required in the conduct of active business.
Office of Record.  Office which maintains the record copy of a City of Santa Barbara document.
Official Records.  Records created by or received and maintained by the City of Santa Barbara in pursuit of its legal obligations or in the transaction of business.  Reference files are not official records.
Permanent Records.  The non-current records of the City of Santa Barbara preserved because of their permanent value.
Program Records.  Records relating to the mission or function of an office.
Record Copy.  The record copy is the principal copy of any letter or document.

Records.  Records generally consist of all recorded information, regardless of media or characteristics.  Records are created in a variety of physical formats including paper, and photographic and electronic media.
Records Coordinator.  Individual identified in a particular office as responsible for implementation of the records management program in that office.
Records Disposition.  Actions taken when a record becomes inactive.  Such actions include transfer to an archives, storage in a records storage facility, or destruction.
Records Manager.  Individual within the City of Santa Barbara assigned the responsibility of administering the records management program.  The City of Santa Barbara’s records manager is the City Clerk Services Manager.
Records Retirement.  Removal of an inactive record from an office and movement to a storage facility for permanent or short-term retention.
Records with Short-term Value.  Records which do not have permanent value but require retention for a period of time for legal, fiscal, or administrative reasons.
Retention Period.  The period of time for which records must be retained before they may be recycled or destroyed.
Subject Files.  Material filed by subject, usually in alphabetical order.
Transitory Records.  Records which do not have value beyond the immediate purpose for which the document is created, such as transmittals and routine meeting notices.
Vital Records.  Records that are essential to resume or continue operations; records necessary to recreate the City of Santa Barbara's legal and financial position; and records necessary to preserve the rights of its personnel and residents.
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