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CITY OF SANTA BARBARA, CA
WATERFRONT DEPARTMENT


UNLESS SPECIFICALLY INDICATED OTHERWISE, THE RECORD COPY OF ALL RECORDS LISTED IN THIS RECORDS SCHEDULE IS LOCATED IN THE WATERFRONT 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.


Business Office

1.	Administrative Files
Files contain correspondence, memoranda, reports, plans, maps, and other materials related to Waterfront manager activities and topics such as personnel, management, harbor events, harbor publicity, dredging, boat slips, and marine issues.

(a) Waterfront manager correspondence, memoranda, and reports concerning departmental policies, programs, events, personnel, and related administrative issues.  Disposition:  Retain 5 years or until no longer needed for reference.  (California Government Code (GC) 34090)

(b) Duplicate plans and maps of Waterfront facilities.  Record copy is in the Public Works Department, Engineering Division.  Disposition:  Retain 2 years or until no longer needed for reference.  (GC 34090.7)

2.	Business Activity Reports
Yearly permits to conduct business (i.e., clean boats, repair boats, or run charter boats) in the harbor area.  Disposition:  Discard 2 years after termination of permit.  (GC 34090)

3.	Cash Register Tapes
These cash register receipt tapes are from parking kiosks, the department's front counter, and the Harbor Patrol Office and serve as backup documentation to the Treasury Reports.  Disposition:  Discard after 2 years.  (GC 34090)


4.	Commemorative Plaque Program
Files contain records related to the placement of commemorative plaques at trees or on benches located in the Waterfront area.  Records also document a funding mechanism for the planting of trees and placement of benches in specified locations in the Harbor.  Disposition:  Retain for 10 years, then discard.

5.	Daily Parking Kiosk Revenue Reports ("Tear Sheets")
These are internal daily reports on money collected at the Parking/Information Kiosks.  They are used for internal audits on monies received.  Disposition:  Discard after 2 years.  (GC 34090)

6.	Engineering Project Files ("Facility Location Files")
These are engineering project files that consist of project design, construction, and accounting files and include correspondence, reports, photographs, plans, maps, copies of contracts, and other related materials.  The files document dredging in the harbor, marina expansion, harbor maintenance, and other harbor construction related activities.  Current files are vital records.  

(a) Final maps, plans, designs; photographs; staff reports; project correspondence; and construction files.  Record copy is in the Public Works Department.  Disposition:  Discard when no longer needed for reference.  (GC 34090.7)

(b) Accounting Files.  Record copy is in the Finance Department.  Disposition:  Retain until project completion plus 2 years.  (GC 34090.7)

(c) Contracts (duplicates). These are duplicates of Public Works contracts that require City Council approval. Record copy is in the Administrative Services Department, City Clerk’s Office.  Disposition:  Discard upon termination or completion and final payment. 

7.	Environmental Impact Reports
Environmental impact reports contain historical and environmental information about projects in the Harbor Area.  They are retained for reference purposes.  Record copy is in the Community Development Department.  Disposition:  Discard when no longer needed for reference.  (GC 34090.7)

8.	Film Permit Files
Files contain permits for production companies to film in the waterfront area, as well as 
correspondence and other related materials.  Disposition:  Discard after 4 years.  (California Code of Civil Procedure (CCP) 337)

9.	Harbor Commission Files
Files contain Harbor Commission meeting minutes and agendas, agenda packets, correspondence, reports, studies, and other materials related to harbor issues such as Stearns Wharf, grand jury investigations, and commission activities.  Disposition:  Permanent


10.	Harbor and Outer Lot Permits
These are annual parking permits for the Waterfront parking lots.  Disposition:  Discard 2 years after expiration of permit.  (GC 34090)

11.	Litigation Files
Files contain notes, drafts, backup information, and other materials related to litigation cases.  Some information is duplicate of City Attorney records.  Disposition:  Retain for 10 years for reference, then discard.

12.	Parking ("Honor Fee") Cash Records
These are daily parking cash records for the "honor" lots that are not controlled by kiosks.  Disposition:  Discard after 2 years.  (GC 34090)

13.	Permanent Employee Benefit Accrual Usage Reports
Reports document the benefits accrued by each permanent Waterfront Department employee.  Record copy is in the Finance Department.  Disposition:  Discard after 2 years.  (GC 34090.7)

14.	Slip Files
Files contain correspondence, forms, contact information, payment records, reports, notes, and other information documenting active and terminated (boat) slips and their tenants.  Current files are vital records.  Disposition:  Discard 4 years after termination or breach of slip agreement.  (CCP 337)

15.	Slip Waiting List
Files contain contact information for individuals on the waiting list to acquire a slip permit or rent a slip, as well as associated correspondence and related materials.  Disposition:  Retain until superseded.

16.	Special Event Files
Files document parking and other activities related to special events, especially those that involve the harbor area, and consist of correspondence, reports, notes, and other associated materials.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090)

17.	Stearns Wharf Fire Records
Files document the Stearns Wharf fire and its aftermath.  They contain correspondence, reports, photographs, and other related materials.  Disposition:  Permanent

18.	Tenant Billing Records
Monthly billing records for business tenants on Stearns Wharf and in the Harbor area.  Included are invoice copies and payment records.  Record copy is in the Finance Department.  Disposition:  Discard after 2 years.  (GC 34090.7)

19.	Transfer Receipt Book
Receipt book contains documentation for the transfer of boat slips from one tenant to another.  Record copy is in the Finance Department.  Disposition:  Discard after 2 years.  (GC 34090.7)



20.	Treasury Reports/Receipts
Treasury reports document money collected at the parking kiosks, department front counter, and Harbor Patrol office.  The original receipts are sent to the Finance Department; copies and the validation receipt are returned to the Waterfront Department.  Record copy is in the Finance Department.  Disposition:  Discard after 2 years.  (GC 34090.7)

21.	Waterfront Department Files
Files contain correspondence, reports, merchant lease agreements, planning documents, event files, and other materials related to Stearns Wharf, the harbor, boat slips, merchants in harbor and wharf areas, and the development of mooring and anchoring regulations.

(a) Correspondence and reports concerning the development of Santa Barbara’s waterfront area, waterfront planning documents, correspondence and reports concerning merchant lease policies in the waterfront area.  Disposition:  Permanent

(b) Merchant Lease Agreements.  Agreements between the City and merchants who wish to establish businesses in the waterfront area. These leases require City Council approval. Record copy is in the Administrative Services Department, City Clerk’s Office.  Disposition:  Retain for life of lease plus 2 years; then discard.  (GC 34090.7)

	(c)	Mooring and Anchoring Regulations.
		(1)	Information compiled and used to enact rules and regulations for the issuance of mooring permits, setting of minimum specifications for the installation, inspection and repair of such moorings, and the establishment of a list of contractors approved to install and inspect moorings.  Disposition:  Permanent
		(2)	Mooring Permits.  Disposition:  Retain 4 years after termination, then discard.


Facilities Management

22.	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 Code of Federal Regulations (CFR) 1910.1200 (g) and 29 CFR 1910.1020 (d)) 

23.	Stearns Wharf Administrative Subject Files
Files contain equipment maintenance records, work and maintenance schedules, procedures, ongoing project files and status reports, specifications, California codes, waste manifests, and pile driving contracts. 

(a) Pile Driving Contracts. These contracts do not require City Council approval. Current pile driving contracts are vital records.  Disposition:  Retain until termination or completion and final payment plus 5 years.  (41 CFR 105-71.142 and GC 34090)

(b) Project Files. Disposition:  Permanent

(c) Equipment Maintenance Files.  Disposition:  Retain for the life of the equipment, as needed for reference.

(d) Specifications.  Current specifications are vital.  Disposition:  Retain until termination or completion of project and final payment plus 5 years.  (41 CFR 105-71.142 and GC 34090)

(e) All other records.  Disposition:  Transfer to storage when 1 year old.  Discard when 3 years old.  (GC 34090)

24.	Stearns Wharf Plans
These are as-built and working plans for Stearns Wharf.  Current plans are vital records.
Disposition:  Permanent (hard copy)

25.	Stearns Wharf Safety Files
Files contain training, meeting, and incident documentation including correspondence, reports, and other related materials.

(a) Training and meeting materials.  Disposition:  Discard after 5 years or when superseded.  (GC 34090)

(b) Incident records including reports and correspondence.  Disposition:  Discard 5 years after the end of the year to which they relate.  (29 CFR 1904.6)


Harbor Operations

26.	California Law Enforcement Telecommunications System ("CLETS") Forms
Forms and associated correspondence document which employees have access to the telecommunications system.  Disposition:  Discard when superseded.

27.	Case Logs
Logs document incidents on the waterfront that require Harbor Patrol involvement.  Disposition:  Discard 10 years after the case is closed.  (California Harbors and Navigation Code (HNC) and GC 68152)

28.	Case Reports
Reports contain information on incidents in the harbor that required Harbor Patrol involvement.  Disposition:  Discard 10 years after the case is closed.  (HNC 1180.3 and GC 68152)

29.	Citation Logs
Logs document citations written by the Harbor Patrol for infractions (disturbing the peace, littering, etc.) in the waterfront area.  Disposition:  Discard after 5 years.  (GC 68152)



30.	Cruise and Race Files
Files contain correspondence, memoranda, reports, information sheets, newspaper clippings, and other materials documenting cruises and boat races in the harbor area.  Disposition:  Discard after 2 years.  (GC 34090)

31.	Harbor Patrol Subject Files
Files contain correspondence, memoranda, reports, ride along program information, permits for buoys, contract surveys, high surf warning signs, MSDS inspection sheets, and other materials related to Harbor Patrol functions.

(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)	Buoy Permits.  Disposition:  Discard after 5 years or when superseded.  (GC 34090)

(c) All other records.  Disposition:  Retain in office 2 years, then discard.  (GC 34090) 

32.	Impound and Found Property Reports
Reports document items found or impounded (i.e., boats) in the harbor.  Items of minimal value are kept in the Harbor Patrol Office; valuable items are sent to the Police Department.  Disposition:  Retain 1 year after property is found or impounded.  (CCP 340)

33.	Permits for Vessel Storage
Records document permission to store boats on an annual or seasonal basis on West Beach, Cat Beach, Skiff Row, and East Beach mooring areas.  Disposition:  Discard 2 years after permit is terminated.

34.	Photographs
Photographs and slides document wrecks, fires, floods, harbor patrol activities, and other incidents and disasters in the harbor.  They are used for historical and presentation purposes.  Disposition:  Permanent

35.	Radio License Files
These are licenses for radios operated by the Harbor Patrol.  Record copy is in the Public Works Department, Electrical Maintenance Division.  Disposition:  Discard 2 years after expiration of license.  (47 CFR 80.405)

36.	Slip Checks
The slip checks document that the Harbor Patrol checks twice per day whether visitor slips have been vacated.  Disposition:  Discard after 2 years.  (GC 34090)

37.	Vessel Lien Sale Records
Records document the sale of impounded vessels through a lien sale process.  Disposition:  Retain for 4 years.
38.	Visitor Registration Cards 
Cards contain identifying information on visitors renting visitor boat slips and an agreement to pay the rental on these slips.  Disposition:  Discard after 4 years.  (CCP 337)

39.	Watch Logs
Logs contain information on activities during each Harbor Patrol "watch" (i.e., shift), as well as on the weather during that watch.  Disposition:  Discard after 5 years.  (GC 34090)

Approved by Resolution No. 14-, Adopted on , 20124	136


Approved by Resolution No. 14-, Adopted on , 20124
