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Introduced by: Cooper at the Request of the 

Borough Clerk 
Date: 11/22/16 

Action: Adopted 

Vote: 9 Yes, 0 No, 0 Absent 

KENAI PENINSULA BOROUGH 
RESOLUTION 2016-069 

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, and corrects inadvertent omissions. 

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 
22ND DAY NOVEMBER, 2016. 

ATTEST: 

~~~~-I.L~ 
J~lankenship, MMC, Borough Clk 
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Yes: 

No: 

Absent: 

Bagley, Dunne, Fischer, Gilman, Holmdahl, Knopp, Ogle, Welles, Cooper 

None 

None 
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KP~ R'ECORDS RETENTION SCtiE[)lilE 
REVISION. RIEQUESJ 

Is requestfor a New)~e~grd:serit;!S Nw:nber? 
-• X Yes 

I Nq :(~fno~ ptovi«:le re~ord series>numberyou;wish to. revise) .. 
~ J Years Ret~ined: 

1 OffiGe; 

z Record Center' 
3. TotaJ 

Desqiption: 

Record Sede.s Number:. 
ASG~-~8 

· Medi~: 
-~-- JA) Aydio Tapes p. :(P},Paper 
~-- •(V).V:ideo.Tapes ___ (_R) Film 

(M) iVJicrofiche {E) Electronic 

Record Tit.! e.: 
SPECIAL ASSESSMENT DlSJRICTS

FAILED PROJ.ECTS {051\D/RIAD) 

Records,, as~essor~~ rna ps, eqgil]e·ers estTmates~ commitiTientJetters, estima_te :assessment:roll· 
spr~c:rdshee:ts1 ari.d correspqnde:A_Ces pe'rtaihing to·failed.spgc;:iaJ a.ssess.ment districts; pr:qJects. 

. tfl Fff/ llo 

;_~~ ; . v A,pp'r'bl',l$q (D~Pilr.tmeiltal needsare;Q,et)' Director/M~nagE!r Name:· 
~: [)e:Jlled o 16suffici.enfReJentiori oEXcessive.Retentiort Chtis Tilly, Admrnistrc;~tiVe Manager 
1111111""1---

Comments: 

J . J •: I 

Signature: 1~'/_~- Date: 

''--.../ _ aO.ROUG_H ATIQRI\!EY l)SE OJ)JLY 
/. Approve~:L(~e~al i:reeds are·~et~ Bo:roughAtt:Q,rney: 

Denied. El lns"'fflci¢ritReteni:ion DExcessive_Retention --- (Prjnt Narp~) 

com.r:n:e.nts: 

Signature: 

'Wib·t{{lResolution Number ../ RecO'rds Manage!Jlent Software Updated 
11..-1:2-IGDCite Approve·d byAss:ernbly· 7 Revisec! Retention Schedule Distributed 

!Prin; Name) 

;/ I 
. 11 ' () () .....-: 

~~~~--~---L/~~UY-r~/7.~/~;~~~~~~~7~7d~/~-~~~--------~ .. ~f7----------------~ 
J Signature: f - IJl 1 A Jt1 ]Jfl !Jd~/ t/U/( bate: I Z..-'25 .// h 

Apprcive~bY,.Res.olution2DI:S;045 
October,27, 2615 



KPB. RECORDS RETENTION SCHEDULE 
REVIS'iON- REQUEST 

Is request for a New Record Series N.umber'P Recqrd-Series Number: 
X Yes AS'G~37 

No (If· no! provide ~ecord series.:nu'(11ber you.wistr(o:'n!vis~) 

Years· Retained: Meqia: 
2 Office (A):Audio Tapes· p _ (P).Paper 

12 R_ecord <Z~nte~ _(V} Video Tap_es: .. (F) Film 
14 Total . (fv'!): Microfiche (E),.Eiectronic 

De pa rtm ent of Record: Recorg Titl~: 

ASSESSING DEPARTMENT 
SPECIAL ASSESSMENT DISTRICTS-

APPROVED/CONSTRUCTED (USAO/RIAD} 
Description: 

Records, assessor's maps, engineers estimates, commitment letter-s, final ass.essment roll 
spreadsheets, contract~, inyoices/bllllogs, and correspor.1den.ces pertaJn·ing to assembly 
approved and constructed special asses'sment districts. 

I 

Requested by:. Marie Payfer, SpeciaiAssessin~nt Co.otd. D.ate: ??lig:J I b 
DE~ARTMENTDIRECTOR/MANAGER USE.ONLY 

Approved (Departmental n_eeds (Ire met) Director/Manager Name: 
Denied b IDsllfflcien~·Reter~tion tJ Excessive-8e~ention C::hrisT,illy, Adm,inlstratiVe MaM_ger 

(!',ifni Nii_meJ 

comments: 

/l; 
' ~4 I J 

Signature: ( '~j__ ) .l~ ...;/' Date: ~/5:1 18:/l (o 
( B0ROUGH ATIORNEY USE ONLY 

'y Approved (Legal.needsare·met)· - Borough Attorney: 
Denied D Insufficient Retention DExc.essive Retention· 

(Print Name) 

Comments: 

Sign<1ture: U7U -:;r\.1/:-~<:--~-- Date: !o<~ ?.>.r~l t .. 
·r 

REC:ORDS. MANAGEMENT USE,ONLY 
Wlh--oh9Resolution Nqrnber 

11~1.-~b Date Approved by Assembly 

Comments: 

lA (/// 
r 

17~ I IJ 

Signature: 1 VUWUill lrut_t/Wl 
-

Approved by Resolution 2015:045 
October-27, 2015 

~ 

v Records Mana~emeritSoftware Updated 

v Revised Retentii:>n-Sthedule Distributed 

Records ~aghe,. -rL. 
IC l-t lAVnfiV 

(~rh\INanie) 

-
Date: r~--o/tt/ 

c 

c 

J 



K'PB: RECORDS RET~NTION ~CHEDUlE 
REVISlON REQUEST 

Is ~equestfqr·a New·Repord:series Nymber? 
Yes """"""',------... , )( . N 0 {lf.no, provloerecord series.n~r:nber you wish toe revise) 

I 

___ J Years Retairted: 
C[!J Office 

1 Record center 
1 Total 

. Depa rtmentm[R¢cgp::t: 
clerk's Office 

Description: 

Recor.d Series-Number: 

CLK .. 08 

Media: 
(A) Aut!i.o Tap~s X (P) Paper 

--- (Y,} \lig_g.QTii~pe~ __ __, . .(F) Fjlm 
(M) MiCrofiche (E) Electronic 

Record Title: 
Public R~corq~ Reque,sts 

Written reqqests'for puplicrecords and copies ofthe·recordsp.ro.duced. . . . . . . .. ·- . ;. 

c =.Until :aci'min'istrative need is met. 

Requested 'by: Micl:iele;Turner; Records Manager 10i26/1fi 

DEPARTMENT DJRECTO~/MANA_GI:R US.E ONLY 
. X . Approved (Deparir:nentill needs~ar!:! me~)' Director/Manqger Na·rru~: 

'-----
De:rtie,e:l o>ln~uff!Cient·.R.et¢n~iofl DExcess_iii_e Re~ef')fion Johni Blankenship 

'(Piint Name) 

BOROUGH~TIORNEYVSEQNLY 
v Approved (L~gal nE!e.ds afe me~) Borough .Attorney: 

De.riied D Insufficient Retention DExi:esshie Retention --- [P.~rltName) 

Comments:, 

Signature: Date:· 
v ~ECORD~ .MANAGEMENT .lJSE;bN~Y 

2Dibi>,lJ Resolution Number 
11'1,;1. -fb Date:Approved by Assembly 

Comments: 
. Reducing the ove~all:reterition ofthese,records adheres 
to the state's local gWernmerrtr:etention mo.del. 

ij ~; Signature: 

Approved: by'Ri!solutjon 20f5-04S 
Octobe(2i'; 2015: 

-

../ RecordsM<H:i9gement SoJtware Updated 
v Revised RetehtJon Sched~ule Oi~tributed 

lPrint Name). 

Oate: 



KPB RECORDS RETENTION SCHEDULE 
REVISION RE0:UEST 

Is reqqest for a New Record-Serie_s Number? Rec.ord Series Number: 

Ye~ CLK,.3~ x No (If no, provide record serh~s number you wish'to r~vise) 

Years_ Retained: Media: 
C+l Office (A) Au.dio nfp~s X (P) Pape·r 

Record Center (V}'VideoT~p,es: (F) Film· 

1 Total (M) Microfiche .(E) Electronic 

Departmentof Record: .Record Title: 

Clerk's Office Elections- Voted .Ballots 
Description: 

All voted ballots induding questioned, com~leted, challenged[ rejected, abs.entee and 
special needs ballots. B.allot stubs; ~recinct election certificates1 tallies1 and recei~ts for 
balLots. 

C = Once elec~ion is certified, L!nless contested c,~nd stc,~yed by an order·o{the court; 

Requested by: Michele Turner;- Recqrds Manager Date: 10/19/16 

DEPARTM.ENT DIRECTOR/MANAuER USE.ONLY 

X Approved (Departmental needs are met) .Director/Mapag·er Name: 

Denied 0 Insufficient Retention OExcessive Retention Johni Blankenship. 
{Print. Na.me) 

Comments: 

This revision updates the series definition to coincide wJth borough code and state's.local 
government retention modeL ' 

~ 

_.---.. 
Signature: · ......._ / ~.A 1 Ktl J? b _~~_./A .. /?- D.ate: /t:J/c;J-7//.h 

... 
BOROUGH Al'tOBI\JEY US.E ONLY· 

./ Approved (Legal. needs are met) Borough Attorney: 
Denied o Insufficient Retention OExcessiveRetention 

(Print Name) 

Comments: 

kPB Lt. IO.llfo 

Signature:. 
:;/, ,. 

Mftn ,(,) ~------'4~-· Date: /CJ "31- i/., 
" . 

(/ RECORDS, MANAGEMENT USE ONLY 

'WiltV0cl Resolution Number 
11,~2-/fl 'Date Approved by Assembly 

Comments: 

" 
r 

)/ .. i /;~7 . 
A 

Signature: - f llJ f J/ P t/fl I 

Approved by Resolution 2"0.15-045 
October 27, 2015 

t/ /,1, ',_ ~~ 

~ 

1/1/0{~ 

v Records ManagernentSoftware U!J.dated 

v Revi$ed Retention-Schedule Distributed 

R.ecords Manager: 
Michele Turner 

(~rlnfName) 

D.ate: I'L-~,---fk 

.. 

.-

-
.-

.. 
l 




