
Introduced by: 
( 

Date: 

Action: 

Vote: 

KENAI PENINSULA BOROUGH 
RESOLUTION 2016-042 

Gilman at the Request of the 
Borough Clerk 

07/26/16 

Adopted 

8 Yes, 0 No, 1 Absent 

A RESOLUTION APPROVING A QUARTERLY UPDATE 
TO THE BOROUGH RETENTION SCHEDULE 

WHEREAS, sound administrative practices require the borough to keep the retention schedule 
updated and current; and 

WHEREAS, KPB 2.52.030(F) allows for the review and quarterly update of the retention 
schedule; and 

WHEREAS, the records manager continues to address inconsistencies and updates throughout 
the schedule; 

NOW, THEREFORE, BE IT RESOLVED BY THE ASSEMBLY OF THE KENAI 
PENINSULA BOROUGH: 

SECTION 1. The attached revision request forms approved by their respective department 
directors, amend several record series throughout the schedule that expand 
definitions, corrects inadvertent omissions and amends the schedule to stay 
consistent with recent changes in code. 

SECTION 2. That the attachments referenced above are approved for adoption into the current 
Kenai Peninsula Borough Records Retention Schedule. 

SECTION 3. This resolution becomes effective immediately upon adoption. 

ADOPTED BY THE ASSEMBLY OF THE KENAI PENINSULA BOROUGH THIS 
26TH DAY JULY, 2016. 

Blaine Gilman, Assembly President 
ATTEST: .... 
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Yes: 

No: 

Absent: 

Bagley, Cooper, Dunne, Holmdahl, Johnson, Knopp, Ogle, Gilman 

None 
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Resolution 2016-042 
Page 2 of2 

Kenai Peninsula Borough, Alaska 

D 

D 

0 



·. KPB RECORDS RETENTION SCHE.DULE 
• ' t I!;·' 'I•' \' ,. '., , ., •. o•. , 

_ ... ; ... · .. ·- ... /REVISION:.REQUEST-- ·-- · ... · -k ...... ~ -~· ··-··· .. _..~--· 

Is .request for a New Record Series Number? 
Yes 

D --X.- No (If n~, p~ovlde record series number you wish to revise) 

Years Retained: ... 
: __ [11¥ · . Office 

[5]§. . ·: R~cord center 

Record ~ert~s Numb~r: -.- , 

Media: 

CLK-16 

--=X..::.__ (P) P.aper 
_._ .. ..;..._. (F). Film 

. ·. 6 Total 

__ (A} Audio Tapes 
___ {V) Vid.eo ~f:ipes 

('1"1) Microfiche (E) Electronic 

Department of Record: Record Title: 

Clerk's Office ELECTED/APPOINTED DISCLOSURE FORMS 

Desc;rtptlon: Add condition to the record :series,descriptfon: .. 
. .... 

c·::; notice.of intent to do busin·ess .shall be. ·kept on.:file' with the bor~ugh. clerk'until any 
_ ·: business or ·contractual .relationship in connection-- with the notice . is. completed .. KPB 
- 2.58.0'50(CU4). , 

Change years retained as noted above. .: .\ .. 
_Requested by: Colette Thompson,- Boro_ugll Att_omey· :·. . Date: .. 0.~/30/16 

· . .- DEPARTMENT DIREcTOR/MANAGER USE ONLY,:._ 
/. . ApprQved (Departmentalneedsare_inet) _. : • .Dire-ctor/Manager N~ine: 

·--:---
·Deni~d o lnsufflclent·Retentlon QEicessive Retention 

0 Comn\ents: 
_ . (Print Name) 

,. Signatur"":....._ ·· · .L ./~- . 7'"\ ·IL~- .If. • · ~ ; / Pate: 7 - .B -lh 
'! BOROUGJ\-AITORNEY USE. ONLY ·-

,;.(' Approv~~ '(Legal needs qre m~t) : -: Borough Attorney: 
Denied · c Insufficient Retention oE)cces'slve Retention t.D./~fk_ -rh 6'JN!-'/J SDJ'L. -· 

--:--- ·- .. /(PllntNama) 

Comments: 

Signature: 
v. 

Resolution Number 
--- Date App~oved by Assembly 

. Comments: 

Date: . 

. RECORDS.MANAGEMEI",,TUSE ONLY. • • . ·, 
- • · · Records Management Software Updated 

Revised Retention Schedule Distributed 

Records Manager: 

. 

.. 
•' 

. 

LJ~~------~-~~-------------·~~-------~--~~~--Na-ma_) __ - ______ · ____ ~ 
Signature: Date: 

Approved by Resolution 2015-045 
· October 27, 2015 



' 

KP.B 'RECORDS. RETEN·TION· SCHEDULE 
o - • • I 

-·· "'~ ... ~~ 'oO 'o I o ••,.i- ..... :· · 'REVISION REQUEST 
Is request for a New Record Series ~umber?- · Record Series Number: 

Yes CLK-17 
X No (If no, provide record series number you wish t!)_revlse) ... 

Years Retained: .. Media: 
C+l ·office (A) Audio Tapes X (P.) .Paper ,. 

'(F) Film. ·. Record ;Center .. \ (V.) Video Tapes 
:1' .. Total '· (M) Microfiche· (E) Electronic . 'I 

Department of Record: .., ~: ~ I 
., 

' Record Title: 
Clerk's Office:. .. . . \ License.and Permit Administration . 

. . . 
Descrlptlpn: Since enactment of KPB .. Chapters- 7·2~)'and 7.30 regardi~g the proces$in~ of state 
marijuana ·n~ense applica.tions, nee~ to change record series description-to read: · 
Alco~ol[ic] a_nd ~ariluana :contr.qf[Bo~ard] Office li'cen.se:applic'a~ion.§:(liquor and·mariiuana 
li.cense.§); res~aurant designation perm.i~s; GCJmes af.SkUI. & Chance permits •. . . 

' : 

c =.Expiration of permit/license. 
.... ... . .' ... 

.._.(t/ ill\' 
. .... 

.. . .. ' .. 
·.· .. .• • . 

· Re·quested by: Mlch~le·Turner,;_Records Mahagef\. 
I ·~~~·~bate: ()6/28/16. ., 

.. . . 
DEPARTM~NT Dl~ECTOR/MA~AGER l:JSE ONLYf 

0· A~proved (Departmental needs are met) 
I • 

Dlr.e~or/Mao~ger Name:. : : 
Denied lJ Jnsuffl~ient Re~entlon DExc~s5Jve Retention ! ·. .. '· 

IPrlntNamel 

.Comments: 

.. - . ,. . I. , 
Signature: .L . . I~· 6..17.·.-. ..t~ _,~ t: Date: . .,..-:f_LP/Ih 

y .. .. BOROUGH ATrORNEY U$E ONLY 
v _ Approved (Legal' needs are met) Bor9ugh Attorney: · W 

penied 
.. . .. . . , . 

6kil~ ~5 . 0 Insufficient Rete~tlon DExcesslve Retention . . . ' .. (Print Name) 

Comments: 
< 

.. 
' -. . .. 

signature:•. . c:ij/,-J,;) .~ \.<'.U_ A . . . ' ... Date: 9--ll-"1 c, . V"' .. ... 

. • v . RECORDS MANAGEMENT USE·ONLY : 

.. Resolution Number Records Management Software Updated 
· Date Approved by Assembly 

Comments: 

Signature: 
.. 

.. 

Approved by Resolution 2015-045 . 
October 27, 201;5 

-. 

... 

-Revised Retention Schedule Distributed 

Records Manager: ·.' 

IPrlntNamel 

.. 

Da.te: -

. .. 

. -·· 

; 

' 

~ 

'--

~ 
I 
L 

~ 

~ 



.KPB .. RECP.RQS JlETENT.ION.SCHED.U'LE .. • ... ,. • .: If ... 0 .,._. ~ 

REVISION ~EQ_UE~r 
Is request for a New Record Series Number? Rei:o.rcrseries Number: 

0 Yes . . . : PWK-o1 thru PWK-13 

~-~-~-X~·~.;._N_o;(~lfn~o~,p~~~vld~e_re_w_rd_~_r~les_·n_um_b~~r~~-u_w_~h~w-~--~~~----·~~~~--~-------~--------.----------~--4 
Years Retained: , . Media:·· 

Office · ·(A) Audl.o TC!pes ----- -----
----- Record C~nter ____ (V). VIdeo Tape~. 

Total (M) Microfiche 

·Department of Record: Record Title: 
currently: capitai.Projects 

. Re.;Assfgn·to Pu~haslr.ig and Contracting, D~pt. 
bescrlptlcn: ' ·· 

__,;,.xof-. _ (P) Paper 
__ (F) Film 

€Eie~ronlc 

various 

Since enactme~u;f Ordinance 20.16-13; lnoorporatlng the Capital Projects. Department hit~· the Purchasing 
and Contracting Department, their records should be handled ·Jn'the·same· fashion. 

. :· . ... 

Relocate Capitai'Projects record series PWK-01 through PWK-13 under Purchasing an.d Contracting 
. pepartment In the retenti?~ schedule. .. (IJ( IJlJ - . . .. . . -
Requested by:~ Michele Tl.!rner., Records . .Manage~- . ll1. 'l.,Date: 06/29/iG·: -· : .. . .. . .. . 

. . . · · .. DEPARTMENTJ)II~_ECTOR/MANAGt=R U.~E ONLY . . .. 
.. V. Approved (Departmental needs are met). Dlrector/M'an~ger Na~e: . . . :. . .. 

0 
Denied- '"crtnsufficl~~tRetentlon CJExcesslveRetentlon VAt.~ N77NA- su..s'*"'~ 

--- , - (Pdnt Name) .. 

. ~C~o-m_m_e_n-~-=----~·~· ----~--. ---------------~-----~----------------------~-.~~--~ 

0 

/]_ . '""/ /)t -) -~ ,n. , ... :. .,. .. 
Signature: · -·_. · ~ · V · {}Vy-'t?,Y ~ "_ ) Date: - .. o;:-lf~l '>-'~ ... ::-

. · · '(JO~O~GH ATIO.RNEY USE PN.~Y 
/ Approved: (!.Ileal needs \Ire met). ·· · · · _Bor9ugh ~:ttorney: . · ~ · 

___ Denied _ o l~cle~t Retention CJExcesslve Retention .. · . ~. Co /~e.. ~--~ JA't~amul .. ~ 

Comments: 

Signatu_re: Date: 

·.RECORDS MANAG.EMENT USE ONLY ·. 
.Resolution Number Records Management Software Updated· 

---- ·Date Ap~roved by Assembly· 

Comments: 

Signature: 

Approved by. Resolution 2015-045 
October27, 2015 

------ R~vf~ed Retimtlon Schedule Distributed 

Records Manager: 

[Print Ni1mel 

Date: . •' ...... 



KPB RECORDS RETENTION, SCI:tEDULE 
............ ..... ........ • • .... ;1, ... ...... r,·.,. ........... , ··· : . . REV,S.ION REQU~St ~ !"r;·~·· 'I~ J'•'\ • •.~ • • . . .. ..... 

Is r.equest.for a New Reco.rd Series Number? . Record ~eries Number: -
X· Yes ,, .. PLN-23 

No (If no, provide record series number you wish to revise) 

Years Retained: Media: 
c Office (A) Audio Tapes X. (P) Paper 

Perm · ·Record Center ~*PERMANENT~* (V) Video Tapes (F) Film 
Perm Total 

. (!Yl) Microfiche (E) Electronic .. ·' 

Department of Record: Record Title: 

Planning Department MAPS & DRAWINGS . 
Description: cu·rrent retention·sched~le does not reference maps and dra,wings· for Planning 
Department. Add new record series; descript!on to read: . . -
Ma1;2s, drawin~s and as-builts. .. .. 

' 

C = Reference co12ies. rna~ be. dis12osed after administrative need is me.t.' 
' ' ·--~---. 

.. 
" 

,fr'irA -! \. . I - -_ .. - - ·- '. .... - . .. }' -
~--

Requested by: Michele Turner, Records Manag\t I V' I Date: 07/08/16 
-. --

\ . DEPARTMENT DIRECTOR/MANAGER USE ONLY 

X Approved (Departmental needs are met) Director/Manager Name: 
Denied 0 Insufficient Retention DExcessive Retention Max Best 

(Print Name) 

Comments: 

--- -

~/1/' d~ ~-;,;___ 
-

Date: Sig,nature: '7-8-Zo/(d ' -' 

v-v BOROUGH ATTORNEY USE ONLY 
/" .Ap~roved (regal needs are met) Borough-Attorney:. . rJ 

Denied D Insufficient Retention· DExcesslve Retention 6 /e-lk-· 1&?7:: .s~ 
.. .. - • (Print Name) : 

Comments: 

--... 
~ignature: /~~~-- ~-~.- .:..- .. ·Date: 2 Il-L& 

-· .. 'I RECORDS MANAGEMENT USE:ONLY -
Resolution Number Records Management Software Updated 
Date Approved by Assembly 

.comments: 

Signature: .. 

Approved by Resolution 2015-045 
October 27, 2015 

' .. 

Revised Retention Schedule Distributed 
.. Records Mana~er: 

\' ., 

(Print Nome) • 

Date: 

. 

'• 

L 

-

-

~·-

'--

-

,.... 

'--f 

- I 




