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CITY OF SANTA BARBARA, CA

AIRPORT DEPARTMENT

Unless specifically indicated otherwise, the record copy of all records listed in this records schedule is located in the Airport 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/Property Management Division

1.
Administration Financial Files

Files contain reports, correspondence, and other materials on budgeting and Federal Aviation Administration Airport Improvement Project grants; also, financial records for the Airport's public parking lots. 

(a) Reports, correspondence, and general budgeting materials.  Disposition:  Discard 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) Airport Improvement Project grant financial expenditure records and related materials including invoices, cost estimates, payroll, and payment reports.  Disposition:  Discard 7 years after final grant payment. (14 CFR 151.55) 

(c) Public Parking Receipts and Financial Documents.  Disposition:  Discard after 2 years.  (GC 34090.7)
2.
Airport Audiotapes

Audiotapes contain radio broadcasts and radio promotion spots concerning the airport.

Disposition:  Retain until superseded or no longer needed for reference.

3.
Airport Commission Files

Files contain Commission minutes, agendas, correspondence, and other documentation of Airport Commission activities.  These materials are kept in the General File.  Disposition:  Permanent
4.
Airport History Files

Files contain newspaper clippings, leases, contracts, correspondence, reports, and other materials related to the history of the airport.  Disposition:  Permanent

5.
General Files

The General Files are the central files for the Airport Department.  Files contain closed project and lease files, completed engineering files, Airport Commission files, consultant files, files related to outside agencies such as the Federal Aviation Administration and the California Department of Transportation, and other files related to airport issues.

(a) Inactive Engineering project files.

(1) Maps, plans, reports, correspondence, photographs, specific plans, and other original construction related materials.  Disposition:  Permanent 

(2) Duplicate of records in other City departments and routine materials such as correspondence and records of minor administrative character which contain no substantive information.  Disposition:  Discard 10 years after project is complete.  (CCP 337.15; CCP 337.1)

(b) Inactive Lease files contain closed leases and concession management agreements, and related correspondence.  Disposition:  Retain for 2 years or until no longer needed for reference, then discard.  (GC 34090.7)

(c) Inactive Airport Commission Files.  Disposition:  Retain for 2 years, then discard. (GC 34090.7)

(d) Duplicates of records in other City departments and routine materials such as correspondence and records of minor administrative character which contain no substantive information.  Disposition:  Discard after 2 years.  (GC 34090 and 34090.7)

6.
Maps and Plans

These are maps and plans of airport facilities.  Included are original pencil drawings.

Disposition:  Permanent
7.
Marketing Subject Files

Files contain the working and subject files of the marketing office and document airport marketing activities and information.  Also included in the files are historical marketing materials dating back to the 1960s.


(a)
Historical marketing files dating back to the 1960s.  Disposition:  Permanent

(b)
Subject and Reference Files.  Disposition: Discard after 2 years.  (GC 34090 and 

34090.7)

24.
Notice to Airmen

File documents the airport's issuance of notices to airmen regarding obstructions to flight (i.e., tall derricks, etc.) and unusual flying conditions.  Disposition:  Discard after 7 years.  (Code of Civil Procedure (CCP) 340) 

8.
Permit Files

Files contain airline operating permits, shuttle permits, temporary permits, and other types of permits.  Disposition:  Retain until expiration of permit plus 2 years; then discard. (GC 34090)

9.
Photographic Materials

Photographs and slides show airport facilities, famous people at the airport, and airport 

events and staff.  Some of the slides are duplicates of historic photographs.  Disposition:  Permanent
10.
Requisitions

Binders contain requisitions related to administration, maintenance, capital support, 

grants, and other airport functions.  Record copy is in Finance Department.  Disposition:  Discard after 2 years. (GC 34090.7)

11.
Terminated Accounts

Binders document airport business or service accounts that have been terminated.  Disposition:  Discard 7 years after end of fiscal year to which the records relate.  (26 CFR 1.6001-1; 

CCR § 19141.6)

Airport Operations

12.
Aircraft Incident Reports

Files contain correspondence, photographs, reports, and other materials documenting every incident involving an airplane such as plane crashes and emergencies.  Files for prior 5 years are a vital record.  Disposition:  Retain until investigation is complete plus 5 years; then discard. 

(14 CFR 107.23)

13.
As-Built Plans

These are as-built plans for all airport facilities.  Disposition:  Permanent
14.
CalTrans (California Department of Transportation)  – Operating Permit

State of California Airport Operating Permit.  Disposition:  Permanent

15.
Citizen Injury Reports

Reports document injuries to civilians on airport property.  Disposition:  Discard after 5 years. (CCP 337.1 and 340)

16. FAA (Federal Aviation Administration) – Certification 

Federal government certification documentation including the certification manual and correspondence.  Disposition:  Permanent

17. FAA – Letters of Agreement

Letters of Agreement with the FAA covering the topics of airfield lighting, aircraft movement, and procedures for alerting emergency equipment.  Disposition:  Discard 15 years after termination or completion (CCP 337, 337.1, 337.15, 337.2, 338, and 338.1)

18.
Facilities File

Files contain maps, remodel drawings, specifications, correspondence, and other materials concerning each airport facility. Current maps, drawings, and specifications are vital.  Disposition:  Permanent
19.
Found Items Binder

Binder documents disposition of property found on airport grounds and describes that property.  Disposition:  Discard 7 years after property is reported to the State Controller.  (CCR § 1175)

20.
General Incident Reports

Reports document incidents such as thefts, break-ins, and other occurrences on airport property.  Current files are vital records.  Disposition:  Discard after 3 years.  (14 CFR 107.23)

21.
Identification Badge Files

Files contain applications for identification badges for any person having regular business on airport grounds and contain information on the date the badge was issued.  This is a vital record. Disposition:  Retain until canceled plus 6 months; then discard.  (14 CFR 108.33)

22.
Noise Abatement Files

Files contain minutes of Noise Abatement Committee meetings, noise reports, and other related materials.

(a) Noise Abatement Committee Minutes.  Disposition:  Permanent

(b) Noise Reports.  Disposition:  Permanent


(c)
All other materials.  Disposition:  Retain 7 years, then discard.

23.
Noise Abatement Subject Files

Files contain correspondence, reports, statistics, reference information, and other materials related to airport noise and miscellaneous issues such as bird strikes, emergency information, administrative information, and runway incursions.

 (a)
Correspondence, reports, statistics, and other materials related to noise issues at Santa 


Barbara Municipal Airport.  Disposition:  Permanent


(b)
Reference Files.  Disposition:  Discard after 2 years.  (GC 34090 and 34090.7)

25.
Parking Permit Applications

Applications for permits to park in the airport parking lot.  Disposition:  Discard after 2 years. (GC 34090)

26.
Patrol Officer's Daily Logs

Logs document the daily activities of the Airport patrol officers.  Disposition:  Discard after 3 years.  (GC 34090)

27.
Responsible List

This is a list of employees of businesses leasing airport property to be contacted in case there is a problem.  Disposition:  Discard when superseded.

28.
Runway Inspection Sheets

Sheets document that the security patrol inspects the runway for obstructions as required by the Federal Aviation Administration. This is a vital record.  Disposition:  Retain 6 months unless there is a major incident and pending possible litigation; then discard.  (14 CFR 139.327)

29. Security Correspondence

FAA/CASFO (Civilian Aviation Security Field Office) correspondence regarding security issues.  Disposition:  Retain until no longer needed then destroy after 2 years.  (GC 34090)
30.
Security Office Subject Files

Files contain inspection reports, correspondence, notes, reports, and other materials related to subjects such as risk management, vehicles warned prior to towing, stolen vehicles, and other topics.  Disposition:  Discard after 2 years.  (14 CFR 107.23, GC 34090 and  68152)

31. Security Plan

The Airport Security Plan.  Disposition:  Permanent

32.
Stormwater Discharge Reports

Reports related to stormwater run-off quality at the Santa Barbara Municipal Airport.  They are prepared annually and submitted to the California State Water Quality Control Board. Disposition:  Permanent
33.
Taxicab Files

Files contain correspondence, statistics, activity logs, taxicab permits, and other materials related to taxicabs serving the airport.  Disposition:  Discard 7 years after end of fiscal year to which the records relate.  (26 CFR 1.6001-1; GC 34090; CCR § 19141.6)

34. Terminal Building Surveillance Video Tapes

Video tapes containing time lapse video of the interior of the airline terminal building, the commercial airline ramp, terminal vehicle loading zone, and the front of the Security Operations Center.  Disposition:  If the tape contains no incidents, erase/discard after 2 years (GC 34090.6); if tape contains incident likely to lead to civil litigation, erase/discard after 5 years (CCP 338, 338.1, CCP 340); and if tape contains incident likely to lead to criminal prosecution, turn tape over to the law enforcement agency handling the case. 

35.
Towed Vehicle Files

Files document the towing of vehicles by airport security.  Disposition:  Discard after 2 years. (GC 68152)

36.
Work Orders

Work orders document work performed by maintenance staff at the airport.  Disposition:  Retain until work order is complete plus 6 months; then discard.  (14 CFR 139.327)

Capital Support

37.
Airport Design and Construction Project Files

Files contain maps, plans, reports, correspondence, photographs, specific plans, construction information and other materials related to airport design and construction. 

(a)
Maps, plans, reports, correspondence, photographs, specific plans, and other original construction related materials.  This is a vital record.  Disposition:  Permanent


(b)
Duplicates of records retained in other City departments and routine records such as 

correspondence and other materials of minor administrative character which contain no substantive information.  Disposition:  Discard 10 years after project is complete.  (CCP 337.15; CCP 337.1)

38.
Engineering Project Files (inactive)

Files contain plans, reports, correspondence, and other materials related to airport engineering projects. 

(a)  Maps, plans, reports, correspondence, photographs, specific plans, and other original construction related materials.  Disposition:  Permanent

(b)
Duplicate of records retained in other City departments and routine materials such as correspondence and records or minor administrative character which contain no substantive information.  Disposition:  Discard 10 years after project is complete.   (CCP 337.15; CCP 337.1)

39.
Drawings (current)

These are current drawings of airport grounds and facilities.  This is a vital record.  Disposition:  Permanent

40.
Engineering Subject and Open Project Files

Files contain maps, plans, reports, correspondence, and other materials related to airport engineering topics such as runways, lighting, resurfacing, the terminal, and grading.

(a) Maps, plans, reports, correspondence, photographs, specific plans, and other original construction related materials.  Disposition:  Permanent
(b) Duplicate of records retained in other departments and routine materials such as correspondence and records of minor administrative character which contain no substantive information.  Disposition:  Discard 10 years after project is complete.  (CCP 337.15; CCP 337.1)

41. Hazardous Material Files

These files contain MSDS data sheets, manifests, and incident and exposure reports.

(a) Material Safety Data Sheets (MSDS).  List of each hazardous chemical containing

information on the manufacture, proper, use, storage, and other relevant safety information.  Disposition:  Discard 30 years after the last use of the chemical.  (29 CFR 1910.1200 (g) and 29 CFR 1910.1020 (d))

(b) Incident and Exposure Reports. These document incidents related to hazardous materials and hazardous materials exposures.  Disposition:  Retain 5 years following the end of the year to which they relate.  (29 CFR 1904.6)

(c) Manifests. These are workplace chemical lists of hazardous materials used at the Airport Department.  Disposition:  Update annually; discard when superseded.

42.
Plans and Layouts

These are working and final plans for airport facilities. Working plans and layouts are vital records.  Disposition:  Permanent
43.
Plans, Maps, and Aerial Photographs (original)

These are the original final plans and as-built plans for airport facilities.  Also included are aerial photographs and blueprints. Current as-built plans are vital records.  Disposition:  Permanent
44.
Specifications

These are construction specifications for airport facilities.  Disposition:  Permanent
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