Records Common to Most Offices, City of Santa Barbara, CA

24


CITY OF SANTA BARBARA, CA

RECORDS COMMON TO MOST OFFICES

The recommended retention periods in these schedules apply to records series maintained in governmental offices in the City of Santa Barbara, California (the City).  The first schedule covers records which are not unique to a particular office and are found in many offices throughout the City.  The remaining schedules pertain to the program records for each City department or division.  Each entry below constitutes a separate records series with a particular retention period and disposition instructions.  Schedules also identify the City’s vital records.  A list of definitions for terms used throughout is attached.  If no legal retention authority is cited, retention period is based on standard records management practice and experience of History Associates Incorporated.

1.
Affidavits of Publication of Ordinances and Legal Notices

Notarized certificates and newspaper clippings attesting to the publication of legal notices.

(a) Publication of Ordinances.  Disposition:  Permanent, photocopy clipping and retain with certificates.  (California Government Code (GC) 40806)

(b) All others.  Disposition:  Place with related project file and dispose of accordingly.  If no project file exists, retain 3 years.  (GC 34090.7)

2.
Agendas

Posted agendas and notices for meetings of the City Council.  Record copy is in the Administrative Services Department, City Clerk’s Office.


(a)
Record copy in the City Clerk’s Office.  Disposition:  Retain one copy permanently.


(b)
All other copies.  Disposition:  Discard after meeting.

3. Audiovisual Materials

(a) Audio or video recordings of meetings.
(1) Audio or video recordings for which no written minutes are prepared.  Disposition:  Permanent.
(2) Audio or video recordings for which official written minutes are prepared.  Disposition:  May erase/discard after 30 days (GC 54953.5), but retain no longer than 2 years. 
(b) Promotional and public relations tapes concerning Santa Barbara.  Disposition:  May erase/discard after 2 years. 

(c) Motivational and training audiotapes purchased for use by City personnel.  Disposition: Retain as long as administratively needed. 

4.
Bids and Proposals

(a) Successful and unsuccessful bids and proposals for awards and contracts under $25,000.00.  Record copy is in Finance Department, General Services Division. Disposition:  Retain 1 year after opening of bids or ordering of products/services.  (Santa Barbara Municipal Code  (SBMC) 4.52.040)


(b)
Successful bids and proposals for awards and contracts over $25,000.00.  

(1) Record copy is in Finance Department, General Services Division.  Disposition: Discard 10 years after completion of project.  (California Code of Civil Procedure (CCP) 337.15)

(2) Departmental copies.  Disposition:  Retain with related bid award or contract file and dispose of accordingly. 

(c) Unsuccessful bids and proposals for awards and contracts over $25,000.00.  Disposition: Discard after 5 years.  (GC 26202.1)

(d)
Unopened Bids.  Disposition:  Return to bidder after award.

5.
Bid Awards, Contracts, and Agreements 

This file includes bid awards, contracts, agreements, and related procurement records including legal notices, affidavits of publication, certificates of insurance, surety bonds, requests for proposals, proposals, technical specifications, reports, correspondence, and similar records relating to the negotiation, administration, renewal, and termination of awards, contracts, and agreements to which the City is a party.


(a)
Bid awards, contracts, and agreements approved by the City Council. 

(1) Record copy is in Administrative Services Department, City Clerk’s Office. Disposition: Retain 15 years after termination or completion and final payment.  (CCP 337.15)



(2)
All other copies.  Disposition:  Discard upon termination or completion and final

 payment.

(b)
Bid awards, contracts, and agreements not requiring City Council approval.

(1) Record copy is in originating department.  Disposition:  Retain until termination or completion and final payment plus 5 years.  (41 CFR 105-71.142 and California Government Code (GC) 34090)

(2) All other copies.  Disposition:  Discard upon termination or completion and final payment.
(c)
Routine procurement records including legal notices, affidavits of publication, certificates 

of insurance, surety bonds, requests for proposals, proposals, technical specifications, reports, correspondence, and similar records relating to the negotiation, administration, renewal, and termination of awards, contracts, and agreements to which the City is a party.  Active records are vital.

(1) Procurement records related to bid awards, contracts, and agreements approved by the 

City Council. 

(a) Record copies are retained with record copy of bid award, contract, or agreement in Administrative Services Department, City Clerk’s Office.  Disposition: Retain 15 years after termination or completion and final payment.  (CCP 337.15)




(b)
All other copies.  Disposition:  Discard upon termination or completion and final

 payment. 

(2) Procurement records related to bid awards, contracts, and agreements not requiring 

City Council approval.

(a) Record copies are retained in originating department.  Disposition:  Retain until termination or completion and final payment plus 5 years.  (41 CFR 105-71.142 and GC 34090)

(b) All other copies.  Disposition:  Discard upon termination or completion and final payment.

6.
Budget working papers

Records created and used in the preparation of the annual budget, including departmental requests and budget submittal packets, estimates, spreadsheets, handwritten notes, and related correspondence and memoranda.  Record copies are in Finance Department.

(a) Record copy in the Finance Department.  Disposition:  Retain 3 years after the fiscal year to which the records relate, per Finance Department policy.  (GC 34090)

(b) All other copies.  Disposition:  Discard after 2 years, per Finance Department policy.  (GC 34090.7)

7.
Calendars

Desk calendars and notebooks maintained by city staff.  Disposition:  Retain 1 year.

8. Complaints 

(a) Original complaints received from citizens concerning city government, services, and ordinances which lists name, address, phone number, location of complaint, nature of complaint, responsible department, and steps taken.  Excludes those that become part of a subsequent Board of Appeals, Adjustment, or Planning case file; pertain to emergency response; or relate to environmental violations.  Disposition:  Retain 2 years after complaint is resolved.  (GC 34090)

(b) Complaints that become part of a subsequent Board of Appeals, Adjustment, or Planning case file.

(1) Record copy in the City/County Planning Office.  Disposition:  Retain with related case file and dispose of accordingly.



(2)
All other copies.  Disposition:  Retain for 2 years.  (GC 34090.7) 


(c)
Complaints relating to environmental violations. 

(1) Record copy in the Public Works, Engineering Division, Environmental Programs Section. Current files are vital records.  Disposition:  Discard 5 years after final action.  (California Public Utilities Commission (CA PUC Res.) Resolution #A-4691 and GC 25105.5)




(2)
All other copies.  Disposition:  Retain 2 years.  (GC 34090.7)


(d)
Complaints relating to city improvements.

(1) Record copy in the Public Works, Streets, Parking, and Transportation Operations.  Disposition:  Discard 10 years after the complaint is resolved.  (CCP 337.15)

(2) All other copies.  Disposition:  Retain 2 years.  (GC 34090.7)

9.
Correspondence

(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 a City department, division, or office.  Program and policy correspondence is generally maintained in the office of the department or division director.  Disposition:  Permanent
(b) Routine Correspondence.  Incoming and outgoing letters pertaining to the normal and routine administrative functions of a City department, division, or office.  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 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.

10.
Council Packets

Material assembled and distributed to Council members containing documents pertaining to a Council meeting as well as informational material.

(a) Record copy in the Administrative Services Department, City Clerk’s Office.  Disposition:  Permanent
(b) All other copies.   Disposition:  Discard after City Council meeting to which the package pertains.

11.
Equipment Records

Original operating instruction booklets, service agreements, warranty information, replacement part information, technical reference booklets, purchasing information, and owners manuals which document the use and maintenance of equipment purchased by a City office.  Disposition:  Life of the equipment, as needed for reference.

12.
Financial Files

Files relating to the expenditure of funds, such as cost estimates for travel, receipts and receipt stubs, purchase orders, invoices, and vouchers, except those for the payment of taxes, special assessments, utility deposits, and any receipts noted elsewhere in these schedules.  Record copies are in Finance Department.  

(a) Record copy in the Finance.  Disposition:  Retain 7 years after end of fiscal year to which the records relate.  (26 Code of Federal Regulations (CFR) 1.6001-1 and California Code of Regulations (CCR) §19141.6)

(b) All other copies.  Disposition:  Retain for 2 years (GC 34090.7); retain for 3 years in City departments that operate on a three-year budget cycle.

13.
General Administrative Files 

Records relating to the internal management or general administration of a department rather than the functions for which the office exists.  In general, these records relate to the office organization, staffing, procedures, and communications; the expenditure of funds, including budget records; day-to-day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities.  They may also include copies of reports and correspondence officially filed elsewhere, copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.  Disposition:  Discard when 2 years old or sooner if purpose is served.

14.
Insurance Policies

Liability, theft, fire, accident, health, life, and other policies for City property and personnel, including supporting documentation regarding implementation, modification, or replacement of policies.  Record copy is in the Finance Department, Risk Management Office or Administrative Services Department, Human Resources Office.

(a) Record copy in the Finance Department, Risk Management Office or Administrative Services Department, Human Resources Office.  Disposition:  Permanent.  (CCP 337 and California Insurance Code (CIC) 10508.5)


(b)
All other copies.  Disposition:  Discard when policy expires or is superseded.  

15.
Leases

Legal instruments, signed leases, correspondence, memoranda, and other records pertaining to the negotiation, administration, renewal, and termination of a lease to which the City is a party. 

(a) Leases approved by the City Council and associated documents.

(1) Record copy of leases approved by the City Council and associated documents is in Administrative Services Department, City Clerk's Office.  Disposition:  Retain for life of lease plus 4 years; then discard.  (CCP 337.2)

(2) All other copies of leases approved by the City Council and associated documents. Disposition:  Retain for life of lease plus 2 years; then discard.  (GC 34090.7)

(b) Leases not requiring City Council approval and associated documents.

(1) Record copy of leases not requiring City Council approval and associated documents is in originating department.  Disposition:  Retain for life of lease plus 4 years; then discard.  (CCP 337.2)

(2) All other copies of leases not requiring City Council approval and associated documents.  Disposition:  Retain for life of lease plus 2 years; then discard.  (GC 34090.7)

16. Membership in Associations, Societies, and Committees

(a) Records documenting participation in external governmental and professional committees in which Santa Barbara staff are members in their official capacity as City representatives.

(1) Official copies of committee records such as meeting minutes, declarations, newsletters, speeches, correspondence.  Disposition:  Permanent 
(2) Background information, correspondence of minor administrative character, and drafts.  Disposition:  Discard when 5 years old or when no longer needed for reference, whichever is sooner.  (GC 34090)

(b) Records documenting membership of Santa Barbara staff in professional organizations,

however, not in an official capacity as a City representative.  Includes correspondence, copies of speeches, newsletters, copies of minutes, and miscellaneous materials.  These records do not reflect official City positions.  If membership is paid for with City funds, then these are City records.  If membership is paid for by employee, they are personal papers, not City records.  Disposition:  Discard when 3 years old or when no longer needed for reference, whichever is sooner.  (GC 34090)

17. Master Plans

Master plans and comprehensive plans developed by City departments and divisions.  Forward one copy to the City Clerk who maintains the City's record copy.  (Santa Barbara Municipal Code (SBMC) 16-104)

(a)
City Clerk maintains City's record copy.  Disposition:  Permanent

(b)
Library use copies.  Disposition:  Permanent  (GC 50115)

(c)
Departmental record copy maintained by originating department.  Disposition:  Retain 25 years.


(d)
All other copies.  Disposition:  Discard when no longer needed for reference.

18.
Personnel Files

Unofficial personnel folders for both temporary and permanent employees maintained by departments consisting of documents which are duplicates of papers placed in official personnel folders.   

(a) Departmental copies.  Disposition:  Discard after separation, transfer, or termination of 

employee.

(b) Official personnel folder is in Administrative Services Department, Human Resources 

Division.  This is a vital record.  Disposition:  Retain 25 years after termination or separation of employee.  (29 CFR 1627.3 and GC 12946)

19.
Personnel Recruitment Files
(a) Records of job classifications and other terms and conditions of city employment.  Disposition:  Discard after 3 years.  (California Labor Code 1197.5)


(b)
Resumes of prospective employees and personnel recruitment material.  

(1) Materials of unsuccessful applicants.  Disposition:  Discard 3 years after receipt. (GC 12946)

(2) Materials of applicants who are hired.  Disposition:  Retain in employee personnel file.  See item 18, Personnel Files, for explanation.

20.
Policy and Procedure Files

Consists of manuals, directives, handbooks, and other formal policy and procedural issuances.

(a) Formal issuances created by department or division for which the policy or procedure is a program function.



(1)
Master set.  Disposition:  Permanent


(2)
Use copies and extra copies.  Disposition:  Retain until superseded.

(b) Copies of City operating policies and procedures used for reference.  Disposition: Discard when obsolete or superseded.

21.
Publications

(a) City Publications approved by the City Council or by City commissions, boards, and committees. City publications, including, but not limited to, annual reports, codification of ordinances, administrative codes, codes of regulatory commissions, publications issued by special authority such as housing, transit, water district, etc.  Also included are research papers created on behalf of or for the use of the City such as urban and regional land use, planning, zoning, air and water pollution, transportation, public utilities, urban geography, surveying, and mapping and semiofficial publications such as city planning reports prepared by a commercial firm, or in partnership or consultation with, any City planning agency.

Originating department forwards four copies to the City Clerk’s Office which sends one copy to the California State Library; one copy to the Institute of Governmental Studies of the University of California, Berkeley; and one copy to the Public Affairs Service of the University of California, Los Angeles to be preserved for reference use in those institutions.  (GC 50110 and 50115)



(1)
City Clerk’s Office maintains City's record copy.  Disposition:  Permanent


(2)
Library use copies.  Disposition:  Permanent  (GC 50115)

(3) Departmental record copy maintained by originating department.  Disposition:  

Retain 25 years.



(4)
All other copies.  Disposition:  Discard when no longer needed for reference.

(b)
Reference Publications.  Copies of internal or external publications maintained for reference.  Disposition:  Discard when obsolete or no longer needed.

22.
Purchase Orders

See item 12, Financial Files, for explanation.

(a) Record copy in the Finance Department.  Disposition:  Retain 7 years after end of fiscal year to which the records relate.  (26 CFR1.6001-1 and CCR §19141.6)

(b)
All other copies.  Disposition:  Retain for 2 years (GC 34090.7); retain for 3 years in City departments that operate on a three-year budget cycle.

23.
Reading or Chronological Files

Copies of correspondence and other papers maintained by the originating department used solely as a reading or reference file for convenience.  Disposition:  Retain for 2 years.  (GC 34090)

24.
Records Retention and Disposition Schedules

(a) Record copy in the Administrative Services Department, City Clerk's Office.  Disposition:  Permanent
(b) Departmental use copies.  Disposition:  Retain until superseded.

25.
Reports and Studies

(a) Reports and Studies approved by the City Council or by City commissions, boards, and committees.  Reports and studies commissioned by or conducted by the City, funded by City monies, pertaining to City facilities, operations, and services.  Studies and reports are usually performed by City staff and/or consultants.  Also includes studies and surveys commissioned by the City, those in which the City is a participant, or those which affect the City.  Some, but not all, are conducted under the supervision of a City department.  Includes research papers created on behalf of, or for the use of the City such as urban and regional land use, planning, zoning, air and water pollution, transportation, public utilities, urban geography, surveying, and mapping and semiofficial publications such as city planning reports prepared by a commercial firm, or in partnership or consultation with any City planning agency. 

Originating department forwards four copies to the City Clerk’s Office which sends one copy to the California State Library; one copy to the Institute of Governmental Studies of the University of California, Berkeley; and one copy to the Public Affairs Service of the University of California, Los Angeles to be preserved for reference use in those institutions. (GC 50110 and 50115)

(1) City Clerk’s Office maintains City's record copy.  Disposition:  Permanent
(2) Library use copies.  Disposition:  Permanent  (GC 50115)

(3) Departmental record copy maintained by originating department.  Disposition:  Retain 25 years.

(4) All other copies.  Disposition:  Discard when no longer needed for reference.  (GC 34090.7)

(b) Internal Reports and Studies.  Reports, studies, surveys, and analyses conducted or commissioned by City departments for internal information or planning purposes, and not transferred to the City Clerk’s Office.

(1) Final report.  Record copy maintained by originating department.  Disposition:  Discard when 10 years old, unless listed otherwise in the City schedules.

(2) All backup data and documentation necessary to support final report's validity.  Disposition:  Discard 2 years after completion of survey document, unless listed otherwise elsewhere in the City schedules.

(3) Working files including drafts, notes, and reference materials.  Disposition:  Discard 1 year after completion of survey document, unless listed otherwise elsewhere in the City schedules.

26.
Staff Working Papers

Reference files and duplicate copies of documents accumulated during preparation of a report or work on a project.  Disposition:  Retain 1 year after completion of report or project, or discard sooner if no longer needed for reference.

27.
Subject Files 

Subject files consisting of a mix of administrative and technical material, the value of which varies depending on the organizational level at which they are created and the purpose they serve.  

(a) Subject Files of Department and Division Heads.  Files arranged by subject relating to the projects, administration, and procedures maintained by City department and division heads.

(1) 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 any City office.  Disposition:  Permanent
(2) Administrative Procedural Files.  Administrative announcements, routine correspondence and memoranda, statements, reports, and other records of City offices pertaining to office procedures and distributed within the department or among City offices.  Disposition:  Retain in office 5 years or when superseded.  (GC 34090)

(b) Staff Subject Files.  Documents generated by City department and division offices in the course of routine office administrative functions have short-term value.  These records include correspondence, general information about city activities and programs, budget and appropriations, training, legislation, and associations and societies.  Disposition:  Transfer to storage when 1 year old.  Discard when 3 years old.  (GC 34090)

28.
Telephone Messages

Telephone messages and notes recording name of caller, date, time, and message.  Maintained both in paper and electronic format.  Disposition:  Discard when message is relayed.

29.
Time Sheets

Current time sheets are a vital record.  Record copy is located in the Finance Department.

(a) Record copy in the Finance Department.  Disposition:  Retain 7 years after the fiscal year to which the records relate; then discard.  (26 CFR 1.6001-1, 29 CFR 516.5, CCR §19141.6, and California Labor Code 1174)

(b) All other copies.  Disposition:  Discard when 2 years old or when no longer needed for

reference, whichever is sooner.  (GC 34090.7)

30.
Training Records

(a) Departmental correspondence, memoranda, reports, and other records pertaining to the availability of training and employee participation in training programs sponsored by other government or non-government agencies.  Disposition:  Discard when 5 years old or when superseded or obsolete, whichever is sooner.

(b) Certificates of completion, certificates of passing training requirements, and other documentation of successful training completion retained by City departments.  Includes test scores of final tests taken by employee.  Disposition:  Discard after separation, transfer, or termination of employee.

31.
Travel Expense Records

See item 12, Financial Files for explanation.

(a) Record copy in the Finance.  Disposition:  Retain 7 years after end of fiscal year to which the records relate.  (26 CFR1.6001-1 and CCR §19141.6)

(b)
All other copies.  Disposition:  Retain for 2 years (GC 34090.7); retain for 3 years in City departments that operate on a three-year budget cycle.

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.

Inactive Records.  Records infrequently referred to, generally used less than once every three 


months.

Noncurrent Records.  Records no longer required in the conduct of active business.

Office of Record.  Office which maintains the record copy of a document for the City of Santa 


Barbara.

Program Records.  Records relating to the mission or the unique, substantive functions of an 


office.

Project Files.  Material related to a specific action, event, person, organization, location, or 


project.  Also known as case files.

Reading Files.  Material such as correspondence and reference materials filed in chronological 


order, generally used for reference and convenience.

Records.  Records include all books, papers, maps, photographs, machine-readable materials, or 

other documentary materials, regardless of form or physical characteristics, made or received by the City of Santa Barbara in connection with the transaction of City business as evidence of the City's functions, policies, decisions, procedures, operations, or other activities or because of the informational value of data in them.

Record Copy.  The record copy is the principal copy of any letter or document.  Also referred to 


as the official file copy.

Records Series.  File units or documents arranged according to a filing system or kept together 

because they relate to a particular subject or function, resulting from the same activity, or take a particular form.

Retention Period.  The period of time records must be kept before they may be disposed of or 


discarded.

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 meeting notices.

Vital Records.  Records that are essential to resume or continue operations during and after an 

emergency; records necessary to recreate the City's legal and financial position; and records necessary to preserve the rights and interests of the City, its employees, residents, and other individuals directly affected by the City's activities.

Approved by Resolution No. 07-___, Adopted on July __, 2007                 
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