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. '

Kely Cooper, Assembly Pr@gn\t\
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Yes: Bagley, Dunne, Fischer, Gilman, Holmdahl, Knopp, Ogle, Welles, Cooper

No: None

Absent: None
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KPB RECORDS RETENTION SCHEDULE
REVISION REQUEST

Is request for a New'Record Series'Number?
X Yes

NO(itno, grovide récord seriesinuinber you:wish to, revise)

Record Series Number::

ASG-38

J Yeaks Retained:
1 Office:
2 Record Center’
3 Total

Media:

(A) Audio Tapes p-
{V) Video Tapes:
{M) Microfiche

{(P}.Paper
(F) Film

' Depatrtment of Record:

ASSESSING DEPARTMENT

" Record Title::

(E) Electronic

SPECIAL ASSESSMENT DISTRICTS -
FAILED PROJECTS (USAD/RIAD)

Description:

Records, assessor's maps; engineers estimates, commitme nt.letters, estimate assessment-roll
spreadsheets, afd correspondences pertaining tofailed special assessment districts.projects.

t/ Approved (Departmental neédsiare met)

Denied. O insifficient Rétention CIEx¢essive:Reténtior

Reiqu,estéd’, by: _Marie Payfer, Special Assessment Coord. Date: Z:[ [&/ )4
‘ = . DEPARTMENT DIRECTOR/MANAGER USE ONLY:

Drrector/Manager Name:
Chris Tilly,. Admlmstratlve Manager

J Comments:

-{Print Name)

Signature:

Date: 7

25//25/110

BOROUGH ATTORNEY. USE ONLY

o~ Approved;{tegatneedsaremet]

Denied. Insufficient-Retention  [CJExcessive:Retention

Borough Attorney:

" (Print Namia)

Comments:

Signature: 2t NS Date: s 31 /L,
Y RECORDSMANAGEMENT USE.ONLY

101ty fResolution Number

1121 -1(,Date Approved by Assembly:

v

Records Management Software Updated
Revrsed Retentron Schedule Dlstrlbuted

" Commerits:

Records Manager:

Mrchck/ ’ITAWIW

{Print:Name)

VK

IAOC

Date:

[Z-FL

VLA —

0ctober 27 2015



KPB RECORDS RETENTION SCHEDULE
REVISION REQUEST

is request for a New-Record Series:Number? ' Record Series Number:

X__ves _ASG-37

] No (lf(nc;! provide record ,series;.nu‘r,h?':e‘r ybu.wish't‘pfréyi‘s_é) i

Years:Retained: Media:

2 Office {A)-Audio Tapes p__ {P)Paper

12 Record Center ) (V)VideoTapes: _~  (F)Film

14  Total ‘ _(M):Microfiche (E):Electronic
Department of-Record: ' Record Title:

e ,_ - SPECIAL ASSESSMENT DISTRICTS —
ASSESSING DEPARTMENT APPROVED/CONSTRUCTED (USAD/RIAD)

Description:
Records, assessor’s maps, engineers estimates, commitment letters, final assessment roll

spreadsheets, contracts, ivoices/billings, and correspondences pertaining to-assembly
approved and constructed special assessment districts.

.- . . ! ; )
Requested by: Marie Payfer, Special Asséssment Coord. Date: 1151 b
DEPARTMENT DIRECTOR/MANAGER USE.ONLY
Approved (Departmenital needs are mief)- Director/Manager Name:
Denied OinsufficientRetention CIExcessive Retention - Chris Tilly, Administrative Manager
{Print Narme)
Comments:

~ Signature: [ ) [\ Date: é/ [g/ [ {s

¢~ BOROUGH ATTORNEY USE ONLY

\¢ Approved (Legal needsaremet) Borough Attorney:
Denied O nsufficient Retention OExcessive Ret&ntion

{Print Namé}
Comments:
Signature:: /,}f/:’j “ \/:/,W;ﬂ(“——'“’ Date:  /jo-2mi L
K RECORDS MANAGEMENT USE:ONLY
20J- 0l Resolution Number _ v/ Records Managemerit:Software Updated
I122-1b Date Approved by Assembly: v * Revised Retention Sehedule Distributed

Comments: Records/\/r ‘i/%[ Tl ” »
< (/V U

e

Signature: VMLL/[// V/’ WW Date: 17371k
~J

Approved by.Resolution 2015-045
October:27, 2015



'KPB RECORDS RETENTION SCHEDULE
REVISION REQUEST

1s requestfora New:Record Series Number? - Record Series:Nuniber:
__Yes CLK-08
X No:(ifno, provide record seriés,nimber you wish-to:revise)
J Years Retalned " Media:
. cf1) Office (A) AUdIO Tapes: X (P)Paper
1 Record Cefiter _ Y apes (F) Film
1 Total | (M): Mlcroﬁche ___ (E) Electronic.
DepartmentofRecord: Record Title: '
~_Clerk's Office , Public Records: Requests
Description; ' - ‘
Written requests:far publicrecords and copies of the records produced.
€ = Until administrative need is met.
‘Requested by: _ ,fl\/liic;ﬁe'l'e:iTu"r,h”e',r.‘,j Records Manager -  Date: \ '10[26/ 16.
' V ___DEPARTVIENT DIRECTOR/MANAGER USE ONLY
X Approved (Iepartmental needs:are met) Dlrector/Manager Name:
Denied o lnsufﬁcnent Refention DExcessive Rétention . JohniBlankenship
g : ’ - il : {PHnt-Name)
., Comments:.
D Signature: ___ L bate Jp /2 A Vi /é
- rXa— > -
N BOROUGH“A'IT@RNEY USE ONLY
v Apprpve (Legal needs aéfe.~meg)f Borough‘Attorney»: '
Deriied O hsufficientRetention  [IExcessive Retention
L {Print Name)
Comments:
Signature: Sri il \C,f//j, _bate  a-3/-/0
v | RECORDS MANAGEMENT USEONLY
YLD Resolution Number | v/ Records Mafagetnent Software Updated
({-11-1\, Date:Approved by Assembly » v/ Revised Retention Schedule Distributed
Comments: ‘ Records Manager: -
. Reducing the overallretention of'these,records adheres S Mic ‘/\A’,L{’, Iu ymev”
to the state’s local gpvernment retention mogdel. (Brint Name),
{ /’i/ ! , / 4 R 2

Signature: l I/L J/ M L\/L’ L Date: l'L'%l’lb

Approved by-Resolution 2015-045
Octobir27; 2015:



KPB RECORDS RETENTION SCHEDULE
REVISION REQUEST

Is request for a New Record Series Number?
Yes

X NO (If no, provide record seriés number you wish to revise)

Record Series:Number:

CLK-33

Years Retained:

Media:

C+1  Office (A) Audio Tapes: X (P) Paper
Record Center ,(Vy)fVid\é\o*Tapes? {F) Fili
1 Total '(M.) Microfiche {E) Electronic
Department-of Record: Record Title:
Clerk’s Office Elections — Voted Ballots
Description:

All voted ballots including questioned, completed, challenged, rejected, absentee and
special needs ballots. Ballot stubs, precinct election certificates, tallies, and receipts for
ballots.

C = Once election is certified, unless contested and stayed by an orderof-the court.

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

DEPARTMENT DIRECTOR/MANAGER USE.ONLY’

X Approved (Departmental needs-are met)

Denied O Insafficient Retention  ClExcessive-Retention

" Director/Manager Name:;

Johni Blankenship.

{Print:Name)

Comments:

" This revision updates the series deéfinition to coincide with borough code and state’s.local

government retention model. |

Signature: Mﬁ - A,_,,,/P‘Date

Jo ]S 7] 74

BOROUGH ATTORNEY USE ONLY:

.~ Approved (Legalneeds are met)

Denied. O insufficient Retention OIExcessive.Retention

Boroughi Attorney:

(Print Name)
Comments:
Kpp W 10.14o
Signature:. Ledgthe) O \Hmme— - Date'_:. SR/ i
v RECORDS:MANAGEMENTUSE:ONLY'

Wl DpY Resolution Number
{221, 'Date Approved by Assembly

v/ Records ManagementSoftwate Updated

v/ Revised Retention:Schedule Distributed

Comments: Records Manager:
Michele Turner
(Print:Name)
~
~
/ . (
— /i N . / /, -7 2 : - . . vy A
Signature: L Lw, Z (A AL Date: 125 (L
Ny

Approved by Resolution 2015-045
October 27, 2015
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