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Introduction

2
Municipal Records

T h is  t utor ia l  p r ov ides  a n  ov erv iew of  munic ipa l  r ecords  a nd ex p la ins  
your  r o l e  a nd r espons ib i l i t ies  i n  ma naging  t hem.

Terms State Statutory 
Requirements 

Records Retention and 
Destruction Schedule (RRDS)

Records and Information 
Program (RIM)

State of Alaska Local 
Government Model General 

Administrative Records 
Retention and Disposition 

Schedule #300.1 

Resources and More 
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Introduct ion 
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“The information contained in public records is a valuable resource
to the municipality and its citizens, but to be effective and efficient,
a comprehensive records management program is needed.” 1

1 AAMC Clerks Handbook, Chapter 4: Public Records, p. 21

Municipal Records
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Statutory Def ini t ions – Publ ic  and Local  Publ ic  Record 

4
Municipal Records

AS 40.25.220 (3) “public records means 
books, papers, files, accounts, writings, 
including drafts and memorializations of 
conversations, and other items, regardless of 
format or physical characteristics, that are 
developed or received by a public agency, or 
by a private contractor for a public agency, 
and that are preserved for their 
informational value or as evidence of the 
organization or operation of the public 
agency; “public records” does not include 
proprietary software programs.”

AS 40.25.220(5), “local record means a 
public record of a city or borough of any 
class, villages, district, authority, or other 
political subdivision unless the record is 
designated or treated as a state record under 
state law.”
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Terms- Transi tory Records vs .  Non-Records

Transitory Records
Short-term value

Used briefly for routine actions
Still considered records

Examples:
• Meeting reminders
• FYI emails
• Temporary notes
• Drafts with minor edits

Non-Records
Not evidence of business activity

Informational or personal materials
Not official records at any time

Examples:
• Personal emails
• Lunch menus
• External newsletters
• Convenience copies
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Terms- Transi tory Retent ion vs .  D isposit ion

Retention
Retention refers to the 

length of time that records 
need to be kept.

Disposition
Disposition refers to the process 

by which a record is either 
destroyed or transferred as 

prescribed by a records 
retention schedule and 

program.

Municipal Records
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Municipal Records

Terms-Records  L i fecycle

Inactive
Retained, for 

legal, fiscal, or 
other purposes

Archival 
Significant historical 

or other value

Active
Needed for day-
to-day business 

operations. 
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Statutory Requirements

Statutory Requirements:
AS 29.20.380 (a)(4)(5). Municipal Clerk 

“The municipal clerk shall 
(4) manage municipal records and develop retention schedules and procedures for 
inventory, storage, and destruction of records as necessary.
(5) maintain an indexed file of all permanent municipal records, provide for 
codification of ordinances, and authenticate or certify records as necessary.”

8Municipal Records
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Statutory Requirements

Statutory Requirements:
AS 40.21.070. Records management for local records. 
“The governing body of each political subdivision of the state shall promote the 
principles of efficient records management for local public records kept in accordance 
with state law. The governing body shall, as far as practical, follow the program 
established for the management of state records. The department shall, upon request 
of the governing body of a political subdivision, provide advice and assistance in the 
establishment of a local records management program.”

9Municipal Records
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Statutory Requirements

Statutory Requirements: 
AS 40.25.295. Short Title 
“AS 40.25.100 — 40.25.295 may be cited as the Alaska Public Records Act.”

10

Alaska Public Records Act

 Disposition of tax information 

 Electronic formats

 Exceptions

 Certified copies 

 Fees and who is exempt from fees

 Litigation disclosure

 Appeals
 Enforcement: injunctive relief

 Definitions

Provides regulations for….. and more! 

Municipal Records
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Statutory Requirements

Statutory Requirements: AS 40.25.110(a) Public records open to inspection and copying; 
fees
“(a) Unless specifically provided otherwise, the public records of all public agencies are open 
to inspection by the public under reasonable rules during regular office hours. The public 
officer having the custody of public records shall give on request and payment of the fee 
established under this section or AS 40.25.115 a certified copy of the public record.”

AS 40.25.220 (G) (2) “public agency” means a political subdivision, department, institution, 
board, commission, division, authority, public corporation, council, committee, or other 
instrumentality of the state or a municipality; “public agency” includes the University of 
Alaska and the Alaska Railroad Corporation;”

11

Public Records “Request” 

Municipal Records

https://www.akleg.gov/basis/statutes.asp#40.25.115
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Records  Retent ion and Destruct ion Schedule (RRDS)
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What is it? 

A Records Retention and Destruction Schedule (often simply called a 
Retention Schedule or a RRDS) is a formal policy document that specifies 
how long the city must keep each type of record and when and how it should 
be destroyed.

A retention schedule is only one part of a local 
records management program as required by 
Alaska Statute.

Destroying a public record for which there is no records retention schedule 
may pose legal or risk issues.

Municipal Records
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Records  and Information Program (RIM)
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What is it?

A Records and Information Program (RIM Program) is a coordinated set of 
policies, procedures, tools, and activities an organization uses to create, 
manage, protect, store, retrieve, and dispose of its records and information 
throughout their entire lifecycle.

Simply: It is the framework an organization uses to 
ensure that information, whether physical or digital, 
is accurate, accessible, secure, compliant, and 
useful.

Municipal Records

To retrieve records for a 
records request you 
should have a RIM 
program in place.
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RIM Program - Purpose
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A RIM Program Ensures 

RIM 
PROGRAM 

Efficient Access
to accurate and 

reliable 
information

Compliance with 
legal, regulatory, 

and industry 
requirements

Proper 
Retention and 
timely disposal 

of records Protection of 
sensitive or 
confidential 
information

Operational 
Efficiency and 
reduced risk

Municipal Records
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R IM Program Ownership
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Program Ownership = Oversight of the records-management program.
Record Ownership = Responsibility for specific records.

Program Ownership refers to the 
responsibility for overseeing and 
ensuring that the organization’s 
records-management procedures, 
policies, and standards are correctly 
followed. Program Owners do not 
own individual records; instead, they 
ensure that the program (the 
records-management system) is 
used properly.

Record Ownership refers to the 
responsibility for creating, 
maintaining, protecting, and 
managing specific records 
throughout their lifecycle.
Record Owners are the individuals 
or departments that generate or use 
the records as part of their work.

Municipal Records
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RIM Program - Core Components  

16

Policy and 
Procedures

Records 
Inventory

Retention and 
Disposition Vital RecordsTraining

Record 
Storage Compliance Legal Holds Audits

Municipal Records
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RIM Program-Developing
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Municipal Records

Adopt 
Clerk Authority 

and 
Responsibilities

Step 
1

•Inventory
•Appraise

Step 
2

Establish 
Retention 

and 
Destruction 

Schedule

Step 
3

Transfer 
Records

Step 
4

Index 
Records

Step 
5

Adopt 
Records 
Program 

Step 
6
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Po l icy and Procedures  

Governing policy establishing a records policy.

18
Municipal Records

“It is the policy of the City to provide access to public records and information 
so that the right of the people to remain informed is protected. In enacting this 
measure, the City Council recognizes the competing interests of personal 
privacy as well as the need for confidentiality in limited areas of City affairs, 
and the right of the public to have access to information concerning the 
conduct of the people’s business. In balancing these interests, this chapter 
shall be construed to require disclosure of all public records in the possession 
or control of the City, except those specifically exempted under 
HMC 2.50.050.”1 1 City of Houston Municipal Code 2.50.010

https://www.codepublishing.com/AK/Houston/html/Houston02/Houston0250.html#2.50.050
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Po l icy and Procedures  

Governing policy establishing the Clerks authority and responsibility. 
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Municipal Records

“Overall accountability for the City’s RIM program lies with the City Clerk, as 
directed by the Mayor. The City Clerk’s duties and responsibilities with respect to 
the RIM program include but are not limited to…” 1

1 City of Houston Municipal Code 2.50.090 (B)

“The mission of the Clerk’s office is to serve as liaison between the public 
and the Council. The City Clerk shall: (E) Have major responsibility for the 
records management program of the City. The City Clerk is designated as 
the records manager with City-wide responsibility for the overall program as 
outlined in Chapter 2.50 HMC, City Records.” 2

2 City of Houston Municipal Code 2.14.050 (E)

https://www.codepublishing.com/AK/Houston/#!/Houston02/Houston0250.html#2.50
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Po l icy and Procedures  - Budget  

20
Municipal Records
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Records  Inventory - Foundat ion 

Role of Inventory 

21

1. Establishes a Clear Understanding of What Information Exists
2. Supports the Development of A Records Retention Schedule.

3. Improves Compliance and Risk Management. 
4. Enables Efficient Organization and Classification.
5. Helps Plan for Storage, Technology and Resources.
6. Supports Disposition. 

Inventorying records is the foundation of a RIM 
program. It provides the information needed to 
control, retain, protect, dispose of, and govern 
organizational records in a compliant and efficient 
manner.

Municipal Records 
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Records  Assessment - Evaluat ion  

Process in RIM to analyze, evaluate, and manage records throughout their lifecycle.

22

1. General Storage
2. General Handling

3. Mixed Collections
4. Security & Access
5 External Threats & Water Protection
6. General Building/Storage Areas
7. Disaster Planning

Inventory = what you have. 
Assessment = what you do with it based on value/usage.

Municipal Records
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Records  Assessment – Vi tal  records   

23
Municipal Records

Vital records may be different for each 
community. 

Exercises on next three slides!

A vital record is a record essential for an 
organization to continue government  
operations, protect legal and financial 
rights, or recover after an emergency or 
disaster. These records are necessary for 
the agency’s survival and must be 
protected, backed up, and quickly 
accessible.

Municipal clerks often maintain a “go bag” that 
contains copies of vital records and essential tools 
needed to continue government operations during 
an emergency or evacuation. Contents vary by 
municipality. See resources at the end of this 
presentation. 
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Exerc ise – Inventory Tasks  
Use the Sample #300.1 Cash Books and Journals 

24
Municipal Records

Identify Identify all cash books and 
Journals.. What do call them? 

List
Where are the 

records stored? 
Ask/Look 
Physical/Digital?

Confirm What fiscal years 
you have.
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Exerc ise – Assessment  Tasks  
Use the Sample #300.1 Cash Books and Journals 

25
Municipal Records

Determine Which records meet 
the CFY + 3 retention.

Verify
Budget adoption. 
Audit and or financial statement 

certification.
•Value= Financial 

Identify Records that are eligible 
for destruction. 
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Exerc ise - Value of  Records 1

Administrative/Operational: Records that are needed for current operations of the city.

26
Municipal Records

Financial: Records that document fiscal transactions needed for tax and audit purposes 
Legal: Records with legal value that document the rights of citizens or employees or pertain 
to contractual obligations. 
Historical: Records that have historical value if they document policies, procedures or 
historical activities. 

Using the same record series could you 
make an assessment that this record 
would have a different value or be 
considered a vital record ?  

1 State of Alaska Local Government Model 
General Administrative Records Retention 
and Disposition Schedule #300.1 p.10
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Sample Publ ic  Record Process
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Municipal Records

Request Received 

Log and Date Stamp Request 

Determine who owns the record series 

Determine if records are disclosable 

Forward request to department 

Fully disclosable Partially exempt
Apply redactions

fully exempt
Provide written denial

Calculate fees if applicable 

Certify and release records

Update log

Is the request 
complete and 

clear?

Provide 
department with 

a deadline
AS 40.25.110

& 
AS 40.25.115
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RIM Program-Training 
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Municipal Records

Train Everyone: All staff, leadership, and contractors responsible for creating or handling records.

Clear Roles & Policies: Define responsibilities, retention schedules, and disposition procedures.

Lifecycle Management: Teach what a record is, how to classify it, store it, secure it, and disposal.

Digital + Paper: Include email, electronic documents, databases, social media, and physical files.

Legal Compliance: Emphasize public records laws, privacy, access, and audit requirements.

Ongoing Program: Integrate into onboarding, provide regular refreshers, and update with system or 
policy changes.

Dedicated RIM Lead: Assign a records coordinator to oversee training, compliance, and support.

Culture of Stewardship: Promote shared responsibility, transparency, and efficient information 
management.
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RIM Program-Record Storage 

Refers to the structured process of storing, organizing, securing, and managing records 
throughout their entire lifecycle—from creation to final disposition.

29
Municipal Records

Secure 
StorageClassification Retention & 

Compliance
Access & 
Retrieval Disposition

Function 
Type 

Retention
Security

On-site
Off-site
Digital 

Repositories

How long
Regulatory 

requirements
Legal holds

Destruction timelines

Barcodes
Indexing

Checkout Systems
Audit Trails 

Approvals
Certified Destruction

Transfer
Permanent Retention
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R IM PROGRAM-Compl iance

Refers to the set of policies, processes, and controls the city uses to properly create, store, 
secure, retain, and dispose of records and information in accordance with legal, 
regulatory, and business requirements.

30
Municipal Records

Governance 
&

Policies 

Records 
Lifecycle 

Management

Legal
&

Regulatory 
Requirements 

Security
Technology 

Systems 
Risk 

Mitigation 

WHY DOES IT MATTER? Reduces legal and financial risk.

Improves operational efficiency.

Protects municipal history.

Ensures reliable access to information.

Supports audits and litigations.
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RIM Program-Legal  “L i t igat ion Holds”

A process used to preserve all forms of relevant information when litigation, an audit, or 
an investigation is reasonably anticipated. Legal holds ensure that records—physical and 
electronic—aren’t deleted or altered.

31
Municipal Records

ScopeTrigger Communication Preservation
Monitoring & 
Compliance

Knows or 
anticipates a 
legal claim or 
investigation.

Applies to ALL 
relevant 
records 

regardless of 
format. 

Staff and Council 
are notified of 
legal holds by 
Clerk and or 

Attorney. 

MUST cease normal 
destruction. 
Records are 
preserved 

(usually moved to a 
secure location).

Periodically 
review hold 
until lifted, 

Communicate 
with staff. 

Release

Normal 
retention 

& 
disposal 
policies 
resume.
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New record series creation. 

32
Municipal Records

RIM Program
Legal  “L i t igat ion Holds”
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RIM Program-Audit  

The purpose of a RIM audit is to assess the effectiveness, compliance, and efficiency of the 
information and records management practices.

33
Municipal Records

 Maintain an Up-to-Date Record Inventory.

 Standardized Classification and Naming

 Provide Regular Staff Training.

 Schedule Periodic Audits.

 Document Findings and Action.
 Report Findings to Council.
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Municipal Records

Adopting the Local  Government  
Model  General  Administrat ive  
Records  Retent ion and Disposi t ion 
Schedule   #  300.1  - State of  Alaska 
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Model  General  Schedule  300.1  - Purpose

35Municipal Records

The purpose of this Model General Schedule is to list and describe 
common records series that Alaskan local governments (including 
cities/boroughs, villages, districts, authorities, other political subdivisions) 
administer and to recommend minimum retention periods. The Model 
General Schedule is meant to be a guide only - each governing body 
should inventory its records and develop its own fully approved Records 
and Information Management Service that addresses each locality’s 
unique requirements. As a result of such a service, unneeded 
documents may be discarded and less active records may be transferred 
to cheaper offsite storage, freeing up prime office space. 1

State of Alaska Local Government Model 
General Administrative Records Retention 
and Disposition Schedule #300.1 p.10
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Municipal Records

Model  General  Schedule  300.1  - Purpose

The Model General Schedule # 300.1 
is meant to be a guide only. Each 
governing body should inventory its 
records and develop its own adopted 
Records Retention Schedule.

Every community has a records 
series that is specific to that 
communities needs.
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Guide To Adopt ing the Local  Government  Model  General  
Administrat ive  Schedule  300.1 1

This is intended as a model schedule and 
contains recommendations for the minimum 
retention periods. This is a guide as to the issues 
that you need to consider when adopting this 
schedule for your own use. 

 Decide whether all the records series listed in 
the Model General Schedule cover all the 
records that you hold. If not, then add them 
and decide how long they are to be kept.

 Decide whether you are going to accept and 
use the suggested retention periods. If not, 
why not? Then decide on a period that is 
appropriate to you and is justifiable. 

 Identify records that are business essential 

 Identify whether a department holds an “Official 
Record Copy” and if so, how long “duplicates” 
need to be kept for. 

 Identify a secure location for records that have 
been identified as having “permanent” historical 
value.

State of Alaska Local Government Model 
General Administrative Records Retention 
and Disposition Schedule #300.1 p.13
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Glossary #300.1 

State of Alaska Local Government Model 
General Administrative Records Retention 
and Disposition Schedule #300.1 p.12
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Municipal Records

Sample Resolut ion C lauses Adopt ing the #300.1

A RESOLUTION OF THE RUBAVILLE CITY COUNCIL ADOPTING THE STATE OF ALASKA LOCAL 
GOVERNMENT MODEL GENERAL ADMINISTRATIVE RECORDS RETENTION SCHEDULE #300.1 AS THE CITIES 
RECORDS RETENTION SCHEDULE. 

WHEREAS, the City Clerk recommends that the City Council adopt the newest and most current Local Government Records
Retention Schedule 300.1 (Exhibit A) .

WHEREAS, Alaska Statutes 29.20.380(a) requires the municipal clerk to manage municipal records and develop retention
schedules and procedures for inventory, storage, and destruction of records as necessary; and

WHEREAS, Alaska Statutes 40.21.070 provides that the city shall promote the principles of efficient records management for
public records; and

WHEREAS, the State of Alaska has approved a model records retention schedule #300.1 for local governments; and

WHEREAS, the city has not adopted a municipal records retention schedule; and

WHEREAS, Rubaville Municipal Code requires that the Clerk will follow a records retention schedule, and said schedule will
meet all requirements set by state and federal law; and

WHEREAS, the City of Rubaville values effective public records management that promote access to records for the public;
and
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• Alaska State Archives Contact 
information

• IIMC - Local Government 
Records  Management Technical 
Publication Series 

• Sample Records Request 
• Sample Certification Stamps
• Sample Response Letter
• Sample Public Request Log 
• Sample Records Transfer Form
• Sample Certificate of 

Destruction

• Sample Emergency Go Bag Vital 
Records List

• A Clerks Records Story

40
Municipal Records

Resources  and More 
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Alaska State Archives 

41Municipal Records

Records Retention #300.1
Local Government Model

Records & Information Management 
Service (RIMS)
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I IMC - Local  Government Records  Management  Technical  
Publ icat ion Ser ies 
These publications are a joint effort of the IIMC Foundation, the International Institute of 
Municipal Clerks (IIMC), and the National Association of Government Archives and Records 
Administrators (NAGARA). Funding for this project was made available, in part, by a grant 
from the National Historical Publications and Records Commission.

42
Municipal Records
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Municipal Records
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Municipal Records
44

Sample Certification Stamps 
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Sample Response Letter 

Municipal Records
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Sample Public Records Request Log

Municipal Records
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Sample Records Transfer Form

Municipal Records
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Sample Certificate of Destruction

Municipal Records
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Sample Emergency Go Bag With Vital 
Records List

Municipal Records
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Final few boxes 1st city 
records destruction 47 years 

Municipal Records
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Municipal Records
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Example Funding

Municipal Records
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Additional Resources

53

• https://arma.org/

ARMA International 

• https://www.nagara.org/

NAGARA

Municipal Records
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Thank you!

Division of Community and Regional Affairs 54

S onya  Pev an
L oca l  Gov ernment  S p ec ia l i s t  4  

S onya .Pevan@alaska . gov
( 907)  269 -8159

Remember to reach out to your LGS.
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