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CITY OF SANTA BARBARA, CA
CITY ATTORNEY


UNLESS SPECIFICALLY INDICATED OTHERWISE, THE RECORD COPY OF ALL RECORDS LISTED IN THIS RECORDS SCHEDULE IS LOCATED IN THE CITY ATTORNEY'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.	Certificates of Participation/Bond Transcript
City-issued certificates of participation in bond measures.  Record copy is in Finance Department.  Disposition:  Discard after 5 years or if refinanced.

2.	City Attorney Opinions
Volumes contain the opinions of the City Attorney relative to legal questions referred by City departments.  Records contain original requests from departments, legal opinions issued by City Attorney, memoranda, correspondence, reports, and other related materials.  Disposition:  15 years.

3.	City Ordinances
Copies of the ordinances of the City of Santa Barbara. Record copy is in Administrative Services Department, City Clerk's office.  Disposition:  Permanent.

4.	Departmental Files
Files contain correspondence, reports, and City Attorney opinions related to issues of interest to City departments, as well as to questions on which City departments need legal opinions. Disposition:  Discard when superseded.

5.	Litigation Files (active and inactive)
Files contain correspondence, reports, memoranda, attorney notes, and other materials related to litigation cases.  Current files are vital records.

(a) Formal judgments.  Disposition:  Permanent

(b) All other associated case files.  Disposition:  Discard after 5 years. 

6.	Santa Barbara Municipal Code
The Santa Barbara Municipal Code contains the ordinances adopted by the City Council.  Record copy is in Administrative Services Department, City Clerk's office.  Disposition:  Discard when superseded.
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