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CITY OF SANTA BARBARA, CA

PARKS AND RECREATION DEPARTMENT

Unless specifically indicated otherwise, the record copy of all records listed in this records schedule is located in the Department of Parks and Recreation.   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.

Administrative Services Division

1.
Administrative Staff Meeting Agendas and Minutes

These are the agenda, agenda item documentation, and minutes for administrative staff meetings.  Disposition:   Permanent

2.
Advisory Committee Binder

Binder contains listings of committee appointees, member contact information, member appointment and term expiration information, and policies that govern committees.  Disposition:  Discard when superseded.

3.
Alcohol Ban on Beaches Binder

Binder contains information that documents departmental implementation of the state law that bans alcohol use on California's beaches and includes a copy of the statute, correspondence, and other related materials.  Disposition:  Discard after 5 years.  (California Government Code (GC) 68152)

4.
Annexation of Goleta Valley Binder

Binder contains duplicate information regarding an attempt by the City to annex Goleta Valley and the effects that annexation would have on the Parks and Recreation Department.  Disposition:  Discard after 2 years.  (GC 34090.7)

5.
City/County Regional Issues Binder

Binder contains duplicate meetings minutes and agendas, reports, recommendations, correspondence, and other materials related to a Parks and Recreation study that identified areas throughout Santa Barbara County where the Parks and Recreation Department could develop activities for the City.  Disposition:  Discard after 2 years.  (GC 34090.7)

6.
Elings Park Annexation Binder

Binder contains duplicate correspondence, reports, and other documentation of the Elings Park Annexation by the City.  Disposition:  Retain while needed for reference, then discard.

7.
Park and Recreation Commission Minutes

These are Park and Recreation Commission meeting packets, including agendas, minutes, documentation for agenda items, and other related materials.  Disposition:  Permanent
8.
Parks and Recreation Department Files

Files contain correspondence, reports, notes, proposal, parks and recreation agreements, park master plans, and other materials relating to parks and recreation issues such as park expansion, Chase Palm Park, Las Positas Park, the skateboard park, and golf.

(a) Organizational and Project Files.  Files containing administrative directives, policy studies and reports, formal memoranda, reports of special advisory committees and task forces, and similar records documenting the formulation and implementation of projects, policies, programs, and operations of the Parks and Recreation Department.  Disposition:  Permanent
(b) Administrative Procedural Files.  Administrative announcements, routine correspondence and memoranda, statements, reports, and other records pertaining to office procedures and distributed within the department or among City offices.  Disposition:  Retain in office 5 years or until superseded.

Business Services Section

9.
Contract Files

Files contain agreements, memoranda of understanding (i.e., with employee union), and contracts with other agencies and private non-profit organizations that provide a service to the City for in-kind contributions or payment.  

(a) Contracts approved by City Council.  Record copy of contracts is in Administrative Services Department, City Clerk's Office.  Disposition:  Discard 2 years after termination or completion and final payment.  (GC 34090.7)
(b) Contracts not requiring approval by City Council. Record copy is in Parks and Recreation Department. Disposition:  Retain until termination or completion and final payment plus 5 years.  (41 Code of Federal Regulations (CFR) 105-71.142 and GC 34090)

10.
PARC Foundation Files

Files contain Parks and Recreation Commission Foundation meeting minutes and agendas, correspondence, reports, and other materials documenting foundation activities.  Corporate documents are vital records.  Disposition:  Permanent
Marketing and Communications Section

11.
Final Samples

These are samples of the final products of every project undertaken by the Marketing and Communications Office.  Disposition:  Permanent
12.
Photographs

These photographs document Parks and Recreation facilities, programs, activities, and staff.  Disposition:  Permanent

13.
Scrapbooks

The scrapbooks contain photographs and clippings of newspaper articles related to Parks and Recreation Department (and Marketing and Communications Section) activities.  Disposition:  Permanent
14.
Slides

Slides document Parks and Recreation programs, staff, facilities, and activities.  Disposition:  Permanent
15.
Work Orders

Files contain work orders requesting that the Marketing and Communications Section prepare flyers, banners, posters, invitations, photographs, and other publicity materials for the divisions and sections of the Parks and Recreation Department.  Disposition:  Retain 2 years after work is completed, then discard.  (GC 34090)

Park Design and Planning Section

16.
Blueprints

These are the conceptual construction blueprints for completed park projects.  Some of these are as-built plans.  The as-built plans for existing park facilities are vital records.  Disposition:  Permanent
17.
Plans/Drawings

These are the plans for all park projects, including park improvements, structures, plantings, playgrounds, creek restorations, and other related projects.  Plans for existing park facilities are vital records.  Disposition:  Permanent
18.
Project Files

Files contain correspondence, reports, drawings, and other materials related to parks projects that are both completed or still in the planning stages.  

(a) Maps, plans, reports, correspondence, photographs, specific plans, and other original construction related materials.  Active files are vital records.  Disposition:  Permanent
(b) Duplicates of records retained in other City departments and routine materials such as correspondence and records of minor administrative character that contain no substantive information.  Disposition:  Discard 10 years after project is complete.  (California Code of Civil Procedure (CCP) 337.1 and GC 34090.7)

Creeks Division

19.
Creeks Files

Files contain meeting minutes and agendas, correspondence, maps, negotiation notes, contracts, and other related materials about creeks in Santa Barbara and their role in parks and recreation.  Current files are vital records.  Disposition:  Permanent
Golf Division

20.
Capital Expense and Budget Files

Files contain working capital expense and budget papers including bid specifications for purchases, project information, financial reports, spreadsheets, notes, and other related materials.  Record copy of capital expense documentation and budgets is in Finance Department.  Disposition:  Discard after 2 years.  (GC 34090)

21.
Golf Advisory Committee Files

Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Golf Advisory Committee.  Disposition:  Permanent

22.
Incident Reports and Safety Information

Files contain reports of incidents on the golf course such as thefts or incidents that result in damage to property or injury to persons.  Record copy is in Finance Department, Risk Management Division.  Disposition:  Retain in office 1 year, then transfer to Finance Department, Risk Management Division.

Parks Division

23.
Andree Bird Refuge Files

Files contain meeting minutes and agendas, contracts, negotiation notes, correspondence, maps, soils and water data, and other materials related to the Andree Bird Refuge.  Current files are vital records.  Disposition:  Permanent

24.
California Coastal Conservancy Grant Files

Files pertain to grants for parks programming and services received by the Parks Division from the California Coastal Conservancy, a state public agency that protects, restores, and enhances coastal resources.  The California Coastal Conservancy Grant provides funds in support of the Douglas Family Preserve and contains grant proposal and supporting correspondence and reports. 

(a) Grant agreements approved by City Council. Record copy of grant agreements approved by City Council is in Administrative Services Department, City Clerk’s Office. Disposition:  Retain 3 years after grant project is completed and final payment is made.

(b) Grant agreements not requiring approval by City Council. Record copy is in Parks and Recreation Department.  Disposition:  Retain 3 years after grant project is completed and final payment is made.  (GC 34090)

25.
Chase Palm Park Files

Files contain correspondence, reports, and other materials related to the expansion of Chase Palm Park.  Current files are vital records.  Disposition:  Permanent
26.
Douglas Family Preserve Files

Files contain contracts, minutes and agendas, negotiation notes, correspondence, maps, and other materials related to meetings of the Douglas Family Preserve Advisory Committee.  Current maps, contract negotiation notes, and correspondence are vital records.  Disposition:  Permanent

27.
FEMA Grants 
Documentation pertaining to the administration and expenditure of grant monies received from the Federal Emergency Management Agency (FEMA) for brush clearance and fire prevention.  Files contain records documenting reimbursement by FEMA for City brush clearing expenses.   Record copy of grant agreement is in Administrative Services Department, City Clerk’s Office and record copy of financial records is in Finance Department.

(a) Grant agreements approved by City Council.  Record copy in Administrative Services Department, City Clerk’s Office.  Disposition:  Retain 3 years from the day the grantee or subgrantee submits its single or last expenditure report for the period if renewed at an annual or other interval; or from the day the grantee submits its expenditure report for the last quarter of the federal fiscal year if grant support is continued or renewed quarterly; or on the day the grantee submits its final expenditure report, in all other cases; or on the day the report would have been due, if expenditure report is waived; however, if any litigation, claim, negotiation, audit, or other action has started before the expiration of the three-year period, after closeout, the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the three year period, whichever is later.  (44 CFR 13.42)

(b) Grant agreements not requiring City Council approval. Record copy is in Parks and Recreation Department.  Disposition:  Retain 3 years from the day the grantee or subgrantee submits its single or last expenditure report for the period if renewed at an annual or other interval; or from the day the grantee submits its expenditure report for the last quarter of the federal fiscal year if grant support is continued or renewed quarterly; or on the day the grantee submits its final expenditure report, in all other cases; or on the day the report would have been due, if expenditure report is waived; however, if any litigation, claim, negotiation, audit, or other action has started before the expiration of the three-year period, after closeout, the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the three year period, whichever is later.  (44 CFR 13.42)

(c) All financial and programmatic records, supporting documents, and statistical records, relating to the reimbursement by FEMA. Record copy in Finance Department includes reports, correspondence, purchase orders, invoices, and other financial documentation chronicling expenditure of federal funds.  Disposition:  Retain 3 years from the day the grantee or subgrantee submits its single or last expenditure report for the period if renewed at an annual or other interval; or from the day the grantee submits its expenditure report for the last quarter of the federal fiscal year if grant support is continued or renewed quarterly; or on the day the grantee submits its final expenditure report, in all other cases; or on the day the report would have been due, if expenditure report is waived; however, if any litigation, claim, negotiation, audit, or other action has started before the expiration of the three-year period, after closeout, the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the three year period, whichever is later.  (44 CFR 13.42)


(d)
Parks Department Copy.  Disposition:  Retain 3 years after grant project is completed 

and final payment made.   (44 CFR 13.42)

28.
Park Files

These files deal with particular parks and park issues in the City of Santa Barbara and contain correspondence, staff reports and notes, and other materials documenting the formulation of park policies, projects, and programs.  Disposition:  Permanent
Recreation Division

29.
Project Files

Files contain correspondence, reports, mailing lists, and other materials relating to project activities.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090)

30.
Project History Files

Files contain correspondence, reports, and other materials related to the history of recreation projects.  Disposition:  Permanent

31.
Section Files

Files contain correspondence, reports, and other materials relating to the sections of the Recreation Division and their activities.  Disposition:  Retain 2 years, then discard.  (GC 34090.7)

Adapted Recreation Section

32.
Adapted Recreation Advisory Committee Files

Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Adapted Recreation Advisory Committee.  Disposition:  Permanent 

33.
Camp Files

Files contain flyers, correspondence, shopping lists, and other information pertaining to camps operated by the Adapted Recreation Section.  Disposition:  Retain 2 years after event or until no longer needed for reference, then discard.  (GC 34090)

34.
Personnel and Payroll Files

Files contain personnel and payroll records for Adapted Recreation temporary employees including employee applications, evaluations, personnel action forms, correspondence, timesheets, and other personnel-related materials.

(a) Duplicate Payroll Files.  Record copy of payroll information is in Finance Department. Disposition:  Retain 2 years or when no longer needed for reference, whichever is sooner, then discard.  (GC 34090.7)

(b) Duplicate Personnel Files.  Record copy of personnel records is in Administrative Services Department, Human Resources Division.  Disposition:  Retain until employee termination or separation plus 1 year; then discard.  (GC 34090.7)

35.
Photographs

Photographs show Adapted Recreation program activities.  Disposition:  Permanent
36.
Program Files

Files contain flyers, newsletters, receipts, correspondence, and other materials related to Adapted Recreation programs.

(a) Section correspondence and reports concerning the planning and evaluation of programs, and other policy-related materials.  Disposition:  Permanent

(b)
Publicity materials such as flyers and newsletters.  Disposition:  Retain one copy of each

 permanently. 

(c) Accounting records such as invoices and receipts.  Record copy is in Finance Department.

Disposition:  Discard after 2 years.  (GC 34090.7)

(d) All forms or documents related to activity participants, including but not limited to activity registration forms, parent authorization forms, participant health screening documents, medical releases, and staff records on specific participant physical/mental conditions as related to proper placement into activities, supervision requirements, or modification of activities.  Disposition:  Retain 5 years after event, then discard.  (GC 34090)

Aquatics Section 
37.
Aquatics Advisory Committee Files

Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Aquatics Advisory Committee.  Disposition:  Permanent
38.
Aquatics Facilities Files

Files contain facility use schedules, pool attendance records, environmental health inspection reports, pool daily logs, maintenance records, safety meeting agendas and minutes, correspondence and other materials related to maintenance and operation of City pool facilities.  Disposition:  Retain 5 years after event, then discard.  (GC 34090)
39.
Camp Files

Files contain flyers, correspondence, shopping lists, and other information pertaining to camps operated by the Aquatics Section.  Disposition:  Retain 2 years after event or until no longer needed for reference, then discard.  (GC 34090)

40.
Personnel and Payroll Files

Files contain personnel and payroll records for Aquatics temporary employees including employee applications, evaluations, personnel action forms, correspondence, timesheets, and other personnel-related materials.

(a)  Duplicate Payroll Files.  Record copy of payroll information is in Finance Department. Disposition:  Retain 2 years or when no longer needed for reference, whichever is sooner, then discard.  (GC 34090.7)

(b) Duplicate Personnel Files.  Record copy of personnel records is in Administrative Services Department, Human Resources Division.  Disposition:  Retain until employee termination or separation plus 1 year; then discard.  (GC 34090.7)

41. Program Files

Files contain correspondence, newsletters, correspondence, receipts, and other materials related to aquatics programs.

(a) Section correspondence and reports concerning the planning and evaluation of programs, and other policy-related materials.  Disposition:  Permanent
(b)  Publicity materials such as flyers and newsletters.  Disposition:  Retain one copy of each

 permanently. 

(c)  Accounting records such as invoices and receipts.  Record copy is in Finance Department.  Disposition:  Discard after 2 years.  (GC 34090.7)

(d)  Activity registration forms and facility use applications and permits. Disposition:  Retain 5 years after event, then discard.  (GC 34090)

Adult Sports Section

42.
Contractor Payroll Files

Files contain payroll records for contractors employed by Adult Sports.  Record copy is in Finance Department.  Disposition:  Retain 2 years or when no longer needed for reference, whichever is sooner, then discard.  (GC 34090.7)

43.
Field and Facility Reservation Files

Files document special events reservations and sports field permits, and contain correspondence, applications, forms, permits, and other associated materials.  Disposition:  Retain applications and permits 5 years after the event, then discard.  Retain all other materials 2 years after event, then discard.  (GC 34090)

44.
Sports League Files

Files document the activities and membership of adult sports leagues and contain rosters, player sign-in sheets, correspondence, schedules, and other associated information.  Disposition:  Retain team rosters and player sign-in sheets 5 years after event, then discard.  Retain all other materials 2 years, then discard.  (GC 34090)

59.
Vehicle Files

Files document the use of City vans, buses, and cars and contain contact and insurance information on drivers, vehicle check lists, correspondence, and other related information.  Current driver contract and insurance information is vital.  Disposition:  Discard when superseded.

Community Services Section

45.
Center Information Files

File contains correspondence and information related to the historical activities of the community centers.  Disposition:  Permanent
46.
Correspondence Files

Files contain correspondence and other materials related to Parks and Recreation Department issues as well as correspondence between Community Services and other Parks and Recreation divisions and various City departments.

(a) Program and Policy Correspondence.  Incoming and outgoing letters and memoranda pertaining to the formulation, planning, and implementation of the mission, policies, programs, operations, and projects of the Community Services Section.  Disposition:  Permanent

(b)
Routine Correspondence.  Incoming and outgoing letters pertaining to the normal and 

routine administrative functions of the Community Services Section.  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)

(c) Transitory Correspondence.  Requests for information and copies of replies involving no 

administrative actions, no policy decisions, and no special compilations or research.  Also letters of transmittal and thanks.  Disposition:  Retain 1 year, then discard.

47.
Facility Use Permit Files

Files contain correspondence, applications for permits, and permits that authorize the use of community center facilities for meetings and events.  Disposition:  Retain 5 years after event, then discard.  (GC 34090)

48.
Reports and Surveys

Reports pertain to historical Community Service activities.  Disposition:  Permanent
49.
Special Project Files

Files contain reports, correspondence, studies, maps, and other materials related to special projects originated by the community centers.  Disposition:  Permanent
50.
Tenant Files

Files contain lease agreements, correspondence, insurance forms for tenants, and other tenant and lease-related materials and information.  Record copy of lease agreements is in Administrative Services Department, City Clerk's Office; record copy of other records is in Recreation Division Office.  Disposition:  Retain for life of lease plus 2 years, then discard.  (GC 34090.7)

51.
Westside, Franklin, and Lower Westside Community Center Advisory Committees Files

Files contain the minutes and agendas, correspondence, rosters, and other materials of the Westside, Franklin, and Lower Westside Community Center Advisory Committees.  Disposition:  Permanent

Cultural Arts Section

52.
Arts and Crafts Show Files

Files contain correspondence, reports, rules and regulations, applications, permits, sign-in sheets, annual reports, flyers, citations, publicity, and other materials related to planning and holding arts and crafts shows.

(a) Section correspondence and reports concerning the planning and evaluation of arts and crafts shows, rules and regulations, annual reports, and other policy-related materials.  Disposition:  Permanent

(b) Publicity materials such as flyers and press releases.  Disposition:  Retain one copy of

 each permanently.

(c) Routine administrative records such as sign-in sheets.  Disposition: Retain 2 years after event or when no longer needed for reference, then discard.  (GC 34090)

(d) Applications and permits.  Disposition:  Retain 5 years after event, then discard.  (GC 34090)

53.
Arts and Crafts Show Advisory Committee Files

Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Arts and Crafts Show Advisory Committee.  Disposition:  Permanent
54.
Class Files

Files contain class registration forms, instructor files with payment information, correspondence, reports, and other class-related information and materials.  Disposition:  Retain class registration forms for 5 years after event, then discard.  Retain all other materials  2 years  or until no longer needed for reference, then discard.  (GC 34090)

55.
Cultural Arts Accounting Records

Files contain treasury receipts, purchase orders, duplicating requests, business applications, quarterly reports, accident/injury reports, and other accounting materials.  Record copy of accounting records is in Finance Department.  Disposition:  Retain 2 years.  (GC 34090.7)

56.
Facility Use Permit Files

Files contain facility use applications and permits, payment records, vendor information, facility monitor check sheet, and refund information.  Disposition: Retain facility use applications and permits 5 years after event, then discard.  Retain all other materials 2 years or when no longer needed for reference, then discard.  (GC 34090)

Facilities And Program Registration Section

57.
Facilities Use Permits 

Files/binders document rental of community buildings and park facilities for meetings and events.  Files contain correspondence, facility use applications and permits, and other related materials.  Current files are vital records.  Disposition:  Retain facility use applications and permits 5 years after event, then discard.  Retain all other materials 2 years or when no longer needed for reference, then discard.  (GC 34090)

58.
Special Events Files

Files contain correspondence, worksheets, special event applications, facility use permits,  and other materials related to special events held in the City's parks and on its beaches.  Disposition:  Retain special event applications and facility use permits 5 years, then discard.  Retain all other materials 2 years after event or when no longer needed for reference, then discard.  (GC 34090)

Senior Recreation Services Section

60.
Administrative Subject Files

Files contain work orders, reports, correspondence, notes, facility inspection records, and other materials concerning Senior Recreation Services activities and facilities.  

(a) Senior recreation facilities investigation and inspection materials.  Disposition:  Discard after 7 years.  (California Labor Code (LC) 6429)

(b) All other materials.  Disposition:  Discard when 2 years old or sooner if purpose is served.  (GC 34090)

61.
Facility Use Permit Files

Files contain correspondence, facility use applications and permits, payment receipts, cash register tapes, facility use schedules, and other facility related materials.  Record copy for receipts is in Finance Department; record copy for other records is in Parks and Recreation Department, Recreation Division, Senior Recreation Services Section.

(a) Duplicate financial records such as cash register tapes.  Disposition:  Discard after 2 years.  (GC 34090.7)

(b) Record copy of financial records such as payment receipts.  Disposition:  Retain 7 years after end of fiscal year to which the records relate.  (26 CFR 1.6001-1 and California Code of Regulations (CCR) §19141.6)

(c) Facility use applications and permits.  Disposition:  Retain 5 years after event, then discard.  (GC 34090)

(d) All other facility records such as schedules.  Disposition:  Discard after 2 years.  (GC      34090)

62.
Program Files

Files contain correspondence, reports, notes, activity participation documentation, and other materials documenting the programs of the Senior Recreation Services Section.  Disposition:  Permanent

(a) Senior recreation services membership applications. Disposition: Retain 5 years after event, then discard.  (GC 34090)

(b) Activity registration forms, including the Gym Open Program Waiver, and other drop-in activity registration and waiver forms. Disposition: Retain 5 years after event, then discard.  (GC 34090)

63.
Senior Recreation Services Advisory Committee Files

Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Senior Recreation Services Advisory Committee.  Disposition:  Permanent
64.
Tour Files

Files document tours planned and offered by the Senior Recreation Services office and include correspondence, flyers, copies of paid checks, accounting information, release forms, and other related materials.

(a) Accounting records including duplicate purchase orders and receipts, copies of paid checks, and other related materials.  Disposition:  Discard after 2 years.  (GC 34090.7)

(b) Tour planning records including correspondence, flyers, rosters, reservation information, and other such materials.  Disposition:  Discard 2 years after event.  (GC 34090)

(c) Release Forms.  Forms release the City of Santa Barbara from liability if a tour participant is injured during the tour.  Disposition:  Discard 5 years after event.  (CCP 340 and 337)

Teen Programs Section

65.
Incident and Accident Reports

Files document incidents and accidents occurring during City-sponsored teen programs and contain correspondence, staff notes, and incident and accident reports.  Record copy is in Finance Department, Risk Management Division.  Disposition:  Retain in office 1 year, then transfer to Finance Department, Risk Management Division.

66.
Program Files

Files contain participant registration information, event evaluations and descriptions, correspondence, invoices, receipts, flyers, check copies, planning notes, permits, and other materials related to Teen Programs activities such as dances, skate parks, haunted houses, and other events.  Disposition:  Retain activity registration forms and permits 5 years after event, then discard.  Retain all other materials 2 years after event or until no longer needed for reference, then discard.  (GC 34090)

67.
Reports

These are the quarterly reports and general reports of Teen Program activities.  Disposition:  Permanent
68.
Youth Council Files

Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Youth Council.  Disposition:  Permanent
Tennis Services Section

69.
Facility Management Files
Files contain information related to facility management, including schedules, facility use applications/permits, capital improvements, maintenance records, use policies and other related documents.

(a) Facility use applications and permits.   Disposition: Retain 5 years after event, then discard.  (GC 34090)

(b) All other facility documentation.  Disposition:  Retain 2 years after event or when no longer needed for reference, then discard.  (GC 34090)

70.
Program Files 

Files contain correspondence, information related to tennis programs taught by independent contractors for the City, including instructor payroll percentage reports, activity registration forms, class enrollment lists, and documentation of payment of independent contractors.  Record copy is in Finance Department.  Disposition:  Retain activity registration forms and class enrollment lists 5 years after event, then discard.  Retain all other materials 2 years after event or until no longer needed for reference, whichever is sooner, then discard.  (GC 34090.7)

71.
Tennis Advisory Committee Files

Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Tennis Advisory Committee.  Disposition:  Permanent
Youth Activities Section

72.
Administrative Files ("Clerical Files")

Files contain program co-sponsorship information, conditions of permits, beach cleanup contracts and information, correspondence, school facility use permits, accident and incident reports, and other administrative information and materials.  Record copy for accident and incident reports is in Finance Department, Risk Management Division; record copy for other materials is in Parks and Recreation Department, Recreation Division, Youth Activities Section.

(a) Co-sponsorship Files.  Files contain correspondence, agreements, and information about youth activities sponsors.  Current co-sponsorship files are vital records.  Disposition:  Retain 2 years after completion of co-sponsorship program, then discard.  (GC 34090)

(b)
Incident Reports.  Record copy is in Finance Department, Risk Management Division. 

Disposition:  Retain in office 1 year, then transfer to Finance Department, Risk Management Division.
(c)
General Administrative Records.  Files contain conditions of permit, beach cleanup

contracts and information, school facility use permits, and other administrative records.  Disposition:  Retain 2 years after event or when no longer needed for reference, then discard.  (GC 34090)

73.
Camp Files

Files contain activity registration forms, parent program evaluations, parent correspondence, calendars, and other related materials documenting the Youth Activities summer camp programs.  Disposition:  Retain activity registration forms and various parent authorization forms related to summer camp participation 5 years after event, then discard.  Retain all other materials 2 years after event or until no longer needed for reference, then discard.  (GC 34090)
74.
Program Files

Files contain sport league schedules, activity rosters, activity registration forms, publicity, correspondence, staff schedules, and information related to other activities coordinated by the Youth Activities section. Disposition: Retain activity registration forms and rosters 5 years after event, then discard.  Retain all other materials 2 years after event or until no longer needed for reference, then discard.  (GC 34090)
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