Introduced: Mayor at request

of Borough Clerk
Date: 01/03/95
Action: Adopted
Vote: Unanimous

KENAI PENINSULA BOROUGH
RESOLUTION 95-002

A RESOLUTION AUTHORIZING THE UPDATE OF RETENTION ITEMS
CREATED THROUGHOUT THE YEAR OF 199%4

WHEREAS, sound, administrative practice requires the borough to revise current retention
schedules; and

WHEREAS, the Records Management Division has continued to revise the retention schedules
throughout the year of 1994; and

WHEREAS, in accordance with Resolution 93-133 and KPB Chapter 2.52.040, the various
Borough Departments have revised its retention schedules;

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

SECTION 1. That the enclosed records retention schedules should be included with the list
submitted with Resolution 93-133 dated December 7, 1993.

SECTION 2. That this resolution takes effect upon its adoption.
ADOPTED BY THE ASSEMBLY OF THE KENAI PENINSULA BOROUGH THIS 3rd

DAY OF JANUARY, 1995.
‘A? M@ﬂ?(

rew 'P. Scal#; Asserixbly President

ATTEST:

Y- WN

@aye(l/Vhughan, Bdrough Clerk
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Kenai Peninsula Borough Clerk's Office

Gaye J. Vaughan, CMC/AAE, Borough Clerk
Shirley Olsen, Deputy Clerk

TO: Drew Scalzi, Assembly President
Kenai Peninsula Borough Assembly

FROM: Gaye J. Vaughan, Borough Clerk
DATE: January 3, 1995

SUBJECT: Resolution 95-002, Authorization of Update Retention Schedules

In accordance with Resolution 93-133 and KPB Chapter 2.52.04, the Mayor approved regulations
and procedures which allows the Clerk, per approval of the Borough attorney, to make revisions
throughout the course of the year to the Borough's Retention Schedules.

Enclosed are the various department's requesting revisions to be made for the year of 1994. The
Records Management Division of the Borough Clerk's Office has made these revisions and at this
time are making the Assembly aware of these changes.



Kenai Peninsula Borough
Records Retention Schedule
Revision Regulations

KPB Chapter 2.52
Records Management System

A. Scope. The following regulations are adopted under the authority of KPB 2.52.040
to set out the administrative requirements and procedures pertaining to the revision of the "Kenai
Peninsula Borough Records Retention Schedule,” approved by the Kenai Peninsula Borough
Assembly through Resolution 93-133.

1. Revision Request Form. A revision request form will be prepared by the
Borough Clerk’s Office which will include:
a. the record series number to be revised or added;
b. the number of years the record is to be retained in the user’s
department and in the records center;

c. the media the record is kept on (i.e. paper, audio, video, etc.);

d. the status of the record (open or closed file);

e. the name of the record system;

f. the name of the record series;

g. a description of the record;

h. the name, department and division of the person requesting the
change;

i a space for the signature of the applicable department head and the
borough attorney indicating either approval or denial of the
request;

j. a space for Records Management staff to indicate the date the

record series was revised.

2. Revision Request Requirements. The revision request must be completed and
processed in the following manner:

a. the person making the request obtains a revision request form from
Records Management and is responsible for completing the form
and obtaining the signature of the applicable department head;

b. the revision request form is returned to the Clerk’s Office;

c. the Clerk’s Office is responsible for obtaining the borough
attorney’s signature and approval/denial.

3. Retention Schedule Revision. The retention schedule is revised in the
following manner:
a. upon approval by the borough attorney and under the direction of
the Deputy Clerk, Records Management staff make the requested
revision to the retention schedule program software;



b. Records Management staff will record on the revision request form
‘the date the software was revised;

C. the Deputy Clerk, acting as the Records Manager, will maintain a
file of all revision requests and the action taken.

4. Resolution to Revise. A Resolution Revising the Borough Records Retention
Schedule shall be prepared annually by the Mayor at the request of the Borough Clerk for

consideration by the Assembly. The resolution shall include all revisions made to the Records
Retention Schedule within the year indicated.

, PR
Approved by the Mayor of the Kenai Peninsula Borough this /{(’ day of

(4 En/wug , 1994.
: ,
4’//14 1 %[’L WA

“ Don Gilman, Borough Mayor




| " KPB Records Retention Schedule
| Revision Request

Is request for a new record series? Yes ___No (If you answered no, please attach a copy of the existing

records series you wish to revise.

RECORD SERIES NO: LN O L{
YRS RETAINED: OFFICES  CENTERI9 TOTAL___ MEDIA___  STATUS()
RECORD SYSTEM:
RECORD SERIES:

DESCRIPTION: fg?u\\q\ Lo / Census  Dota

I Requested By: tracya S\.UQQPU\ Date: L\lzs(%
A) O \ \ R

Department: DKC\ "PAN\A_— Division:

‘ oA LTy -

Department Head Signature

FOR RECORDS MANAGEMENT USE ONLY

Approved_( Denied

Borough Attorney

Dept Diy Record Series No Date Revised
Comments

1 . 01/94



TABLE OF CLASSIFICATIONS/RECORD SERIES NUMBERS

RESOURCE PLANNING/LAND MANAGEMENT

CL NO RS NO 1979 RECORDS DESCRIPTION

PLN 15-5 PLNO2 SOLDOTNA

J_PLN 15-8 PLNO2 HOPE

DEV 5-4 PLNO2 GOALS/GENERAL PROGRAM

DEV 6 PLNO3 STATISTICS/BACKGROUND

DEV 6-1 PLNO4 POPULATION/CENSUS

DEV 8 PLNO2 DEVELOPMENT

DEV 8-1 PLN16 COMPREHENSIVE DEV PLANS

DEV 8-2 PLNO7 OIL

DEV 8-4 PLNO7 COAL

DEV 8-13 PLNO2 DEV -~ HOUSING

DEV 9-4 PLN1O RIVERS/FLOOD PLAINS

DEV 9-5 PLN12 MARINE/COASTAL ZONE/OUTER CONTINENTAL
SHELF

DEV 9-6 PLNO7 WATER RESOURCES

LND 2 PLNO1 LEGISLATION/REGULATIONS

LND 3 PLNO2 REPORTS/STUDIES

LND 5 PLN19 BOROUGH DEEDS

LND 5-1 PLN19S LAND GIFTS

LND 5-2 PLN19S LAND PURCHASE

LND 5-4 PLN19S LAND TAX FORECLOSED

LND 6 PLN19S LAND SELECTIONS MUNICIPAL

LND 7 PLN19 LAND SALES/DISPOSAL MUNICIPAL

ILND 7-1 PLN19 LAND LISTS/MAPS

LND 8 PLN19 LAND SELECTIONS

LND 8-1 PLN19 LAND SELECTIONS FEDERAL



Is request for a new record series? ___Yes yyNo (If you answered no, please attach a copy of the existing
records series you wish to revise.
RECORD SERIES NO: DpEL11
YRS RETAINED: OFFICE_1 CENTER9 TOTAL_%° MEDIA__P  sTATUS_°
RECORD SYSTEM: Cash Mgmt-Delingquent Accounts

RECORD SERIES: Change Land Sales Admin to: REAL PROPERTY FORECLOSURE

JUDGMENT
DESCRIPTION: Real Property Jndgment and mastery foreclosiure records

Note:
Land sale info will be transferred from land management-DEL1l already
.l Requested By: Linda Barclay Date: 6/28/94
‘_ 'Department: Finance Division: cash Mgmt-Delinguent Acqount:
i /i >
N~
Department Head Signature

Approved__—_

e

Borough Attorney

Record Series No Date Revised




KPB Records Retentwn Schedule """
Revision Request

Is request for a new record series? ___Yes X No (If you answered no, please attach a copy of the existing
records series you wish to revise.
RECORD SERIES NO:  PAYOl
YRS RETAINED: OFFICE_! CENTER 1! TOTAL_2_  MEDIA_P_ STATUS__O
RECORD SYSTEM: ACCOUNTING DIVISION ADMIN - PAYROLL

RECORD SERIES: PAYROLL CHECK COPIES & STUBS
DESCRIPTION: COPIES OF PAYROLL CHECKS PAID TO BOROUGH EMPLOYEES & STUB

SHOWING GROSS, DEDUCTIONS AND NET PAID.

Requested By: BEVERLY ROGERS Date:  3/25/94
Department: FINANCE Division: PAYROLL
Department Head Signature
Dwision

—

FOR RECORDS MANAGEMENT USE ONLY

Approved i~ Detue

o () //

Borough Attorney

Dept Div Record Series No Date Revised
Comments

RS.1 01/94

ABL 20 o



KPB Records Retentzon Schedule
Revision Request |

Is request for a new record series?

_Yes X No (If you answered no, please attach a copy of the existing
records series you wish to revise.

RECORD SERIES NO:

ACClO

YRS RETAINED: OFFICE_%1

CENTER 92 TOTALO3

MEDIA P

STATUS_9_

RECORD SYSTEM: ACCOUNTING DIVISION ADMIN
RECORD SERIES: BANK STATEMENTS & BANK DEPOSIT SLIPS/ADJUSTMENTS
DESCRIPTION: MONTHLY RECONCILED BANK STATEMENTS

BANK DEPOSIT SLIPS/ADJUSTMENTS

Requested By: ROBIN ADAMS Date: 3/25/94
Department:__ AcCOUNTING Division:  FINANCE

Department Head Signature

FOR RECORDS MANAGEMENT USE ONLY
Approved _(_— De 3 f
~7{ 477///.,/ o
Borough Attorney
Dept Div Record Series No Date Revised

Comments

RS.1 /d& %, 7,/7/?5/ 01/94



Is request for a new record series? ___Yes xx No (If you answered no, please attach a copy of the existing
records series you wish to revise.

RECORD SER]TS NO: DELO7
YRS RETAINED: OFFICE_ o CENTER_g TOTAL__g MEDIA p_ STATUS o

RECORD SYSTEM: cash Mgmt-Delinquent Accounts
RECORD SERIES: Personal Property/Sales Tax judgments

DESCRIPTION: Personal Property and Sales tax filegs caontaining

information obtaining and collecting judgment

and satisfaction.

Requested By: Linda Barclay Date: 3/22/94

Department: Finance Division: Cash Mgmt-Delinquent A¢coun

e r@

Department Head Signature

Approved__L~_ 1
- /// '/." '/ /

/j/—// /1,’ =i, SR N
Borough Attorney

Record Series No Date Revised

RS.1 /@ % e ////‘7/7 i 01/94




‘;A KPB Records Retenzwn S_chedule

Revzszo n Request

RECORD SERIES NO: — /2 = i

YRS RETAINED: OFFICE ”/ CENTER/ﬂ TOTAL//( } MEDIA /) STATUS____

RECORD SYSTEM:

RECORD SERIES:

DESCRIPTION: 7(/<//12 7 P72 S J/ [ 3y K
NIV, /’-///7 ol ’

PRequested By: /@{7 et Le Date: QS /57¢/

, lepartment: (7?7 < 5E—~ Division:

Depa%ent %ead Signature =

FOR RECORDS MANAGEMENT USE ONLY

Approved_; Denied

D oA

Borough Attorney

Dept Diy Record Series No Date Revised
Comments

RS.1 w o /&77 /’/7//"/

01/94



RECORD SERIES NO: /7 56 3¢
YRS RETAINED: OFFICECL CENTERCY/TOTALL.(p MEDIA £~  STATUS_

RECORD SYSTEM:

RECORD SERIES:

DESCRIPTION: 5@2/ = Meygvate A 0T ST R P o
Qooral v aoseni Jelders /
aoyal ARt |

[}

[ /

Requested By: Kay \J¢ o /f’ _ Date: /25 /5¢/
)epartment: R Division:

Depaﬁment Head Signatu%

FOR RECORDS MANAGEMENT USE ONLY

Appmved_z_/_ w—ﬁ/_

Borough Attorney

Dept Div Record Series No Date Revised
Comuments

RS.1 . M £ W) /,/7/7% 01/94




KPB Records Retention Schedule
Revision Request

L%

Is request for a new record series? Yes ___No (If you answered no, please attach a copy of the existing

records series you wish to revise.

RECORD SERIES No: & M R 1 (@

YRS RETAINED: OFFICE_|  CENTER o TOTAL_D MEDIA___  STATUS.(
RECORD SYSTEM: (/C o1 Adr~ra~ .

RECORD SERIES: /(\OCM gywbk?irvx(‘,zj I (ﬂ/\k/vu,/v\g Cﬂ/\%«/vvxij,u
DESCRIPTION: /) G2 Gt L

| Requested By: D'C/‘@/ % Date: | O] N |AY
Department: O T4/ - Division:

Depaftfment Head/Signature

m— -
——

FOR RECORDS MANAGEMENT USE ONLY

Approved - Denied
= ,,,
Borough Attorney RSN
Dept Div Record Series No Date Revised ;- 19 -7 ‘/

Comments o

w1 01/94



/i/ézu — ASG3Y -HADNU

" KPB Records Retention Schedule
Revision Request

Is request for a new record series? X_Yes __No (If you answered no, please attach a copy of the existing
records series you wish to revise.
RECORD SERIES NO: o 55,/ zu’%
YRS RETAINED: OFFICEQ| CENTERQ4 TOTALﬁg_ DIA_ £ STATUS G

RECORD SYSTEM: AsséssSme DEPT ADmia

RECORD SERIES: INACTIWVE ’8 USINES S PeprscnNac QQQPEQT\/

DESCRIPTION: gE—QOf&DS LIS TIN G FIXED ASSETS CWAMED

BY CcmmeRCIAL 4T RPRISES

’ Requested By: ét,lp/ruﬁi ///VM Date: ¥-2( -9

Department: 4: AL XL [ Division: \ﬂ(ﬂ/ (V2O

J < ;
Departpent Head Sign

FOR RECORD MANAGEMENT USE ONLY

Borough Attomey

Dept ASC  Div AN Record Series No 525 G AY  Date Revised

Comments

nl 01/94



KPB Records Retention Schedule
Revision Request

Is request for a new record series? X _Yes ___No (If you answered no, please attach a copy of the existing
records series you wish to revise.

RECORD SERIES NO: PAY23
YRS RETAINED: OFFICE_ ! CENTER 6 TOTAL_7 MEDIA_P STATUS

RECORD SYSTEM: ACCOUNTING DIVISION ADMIN - PAYROLL
RECORD SERIES: GREAT-WEST MONTHLY REPORTS

DESCRIPTION: Monthly Administrative Statement, Monthly Depository

Transfer, Issued Check Listing, Basic Summary of Expenses

Report, Individual Claims Listing

Requested By: Beverly Rogers Date: 3-23-94
Department: Finance Division:  payroll
Department Head Signature
Divrsion U demirsn s

FOR RECORDS MANAGEMENT USE ONLY

Approved . Denied

I /AQ\Q»

" Borough Attorney

Dept F¢ A Div PA‘;{ i Record Series No PﬂﬁZB Date Revised 2 _2>4-~ ?’7‘
Comments__ S, . sl 214440 ) Ao are ad T seversN) aoan. This gpisnh
Seoas 00, 0 oxcnnd ons) STIATDS ' L £Q .

' -y (<’
A VO -2 A fo)

"

RS.1 01/94





