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Poll #1
WHAT TYPE OF ORGANIZATION DO 
YOU WORK FOR?



Hi, I’m Megan...
• Ultimate Records Nerd!
• Bachelors in English from Willamette University
• Masters in Library and Information Science from University of 

Illinois Urbana-Champaign  
• Was a Clerk from 2012-2022
• Received CMC in 2015
• Worked for 3 different WA cities
• Worked for Laserfiche Vendor from 2022-2023 
• Started LLC in 2023
• Have the honor of being an IIMC educator
• Currently have clients in OR, WA, and AK
• Live in Maple Valley, WA with husband, 2 kids, 2 dogs, & 1 

snake!



Housekeeping

• I am not a lawyer! 

• This presentation is geared toward all IIMC members, some things may not be 
applicable to your specific location

• I apologize ahead of time if I get the laws in your area wrong

• I use stories to explain scenarios

• There will be lots of repetition of concepts

• There is a lot to share, in a little time – please save questions for the break or the 
end (if there is time) – if there isn’t time, please don’t hesitate to email me

• I don’t get to see all the chats, so I may not be able to respond directly to you

• My email is megan@megangregorconsulting.com – contact me with any questions
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mailto:megan@megangregorconsulting.com


Records 
Management in 
Local 
Government
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So, why is records management even important?
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Legal Compliance

Accountability



Our Goal as Records Managers
• Inform and educate (and gather proof of training!)

• Implement policies and programs to clearly define correct compliance

• Provide tools to assist with the ease of implementation

• Be a resource for questions (aka. Records Expert)

• Ensure staff members have what they need to ensure correct compliance

• Responsible for final disposition
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What We Can NOT Control
• The records that people create

• When/How/Why people access certain records

• Whether or not others view records retention/disposition as important

• The secret places people keep their records

• The random records people destroy!
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Records Explained
“Any recorded information, regardless of medium, made or received 
and retained by an organization in pursuance of legal obligations, 
value to the government, or in the transaction of business,” –Association of 
Records Managers and Administrators (ARMA) 
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The full definition on a “record” varies across different States/Institutions, with each having its own statutes and regulations 
that define what constitutes a record

Oregon: According to Oregon Revised 
Statutes (ORS) 192.005, a record is any 
information prepared, owned, used, or 
retained by a state agency or political 
subdivision that relates to an activity, 
transaction, or function of the state 
agency or political subdivision and is 
necessary to satisfy fiscal, legal, 
administrative, or historical policies, 
requirements, or needs.

In British Columbia, the definition of a 
"record" is primarily governed by the 
Freedom of Information and Protection 
of Privacy Act (FIPPA). Under this 
legislation, a "record" is defined broadly to 
include any document or data that is 
recorded in any form and is in the 
custody or under the control of a public 
body. This includes written documents, 
photographs, maps, audio recordings, 
electronic data, and more. The FIPPA 
applies to almost all records held by 
public bodies, with certain exceptions 
such as records related to exams or 
teaching materials.

North Carolina: Under Chapter 132 of 
the North Carolina General Statutes, 
"public records" are defined as all 
documents, papers, letters, maps, books, 
photographs, films, sound recordings, 
magnetic or other tapes, electronic data-
processing records, artifacts, or other 
documentary material made or received 
pursuant to law in connection with public 
business by any agency of the state 
government



Types of Records
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• Transitory Records: Records with minimal to no retention value; temporary information use.

• Short-Term Records: Records that are required to be kept for a certain amount of time due 

to legal or regulatory reasons, but that are eventually destroyed. 

• Permanent Records: Records that have been identified as having enduring value; typically, I 

refer to records that are permanently kept on site as “permanent.” 

• Vital Records: Records of significant life events such as birth, marriage, divorce, death.

• Archival Records: Records that possess enduring legal and/or historical value and must not be 

destroyed; typically, I refer to records that go to the archives as “archival” records. 

• Historical Records: Records that document local events/happenings/history that cannot be 

found elsewhere, that your organization doesn’t need, and your archives don’t want.*
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The Records Lifecycle

The record is either 
accessioned by another 
entity or archived 
/preserved onsite for 
permanent retention. 

The record is done living 
out its retention and is 
ready for disposition – 
destroy or preserve.

The record is now being 
stored somewhere to live 
out its retention.

Item is 
Cutoff/Closed

Inactive storage
and Retention

Archival 
Preservation



Cutoff/Closure
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Retention officially starts when a record is no longer active – meaning, you will 
not be adding anything more to a record (e.g. the contract expired, the 
project was completed, the ordinance was passed, the minutes were 
approved, the fiscal year came to an end and the ‘books’ closed, the employee 
is no longer employed by the agency, the asset is no longer owned, etc.)

*From the Arkansas Retention Schedule

the record’s retention begins



16

the record ‘lives out its retention’
Retention

The retention of an item is the specified amount of time it must be kept for. Typically, I have found that this is 
strongly related to the statute of limitations, audit timelines, or some other very specific need. 

*From the Arkansas Retention Schedule
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the record is dispositionedDisposition
The disposition action is what you do to a record once it is no longer required to be retained. Sometimes, the 
disposition is “permanent storage” – other times it is to destroy, or to give or offer to another collection. 

*From the 
Mississippi 
Retention 
Schedule

With many 
schedules, if 
no disposition 
is listed, then 
you can 
destroy

Keep forever
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“the record is dispositioned”Disposition
The disposition action is what you do to a record once it is no longer required to be retained. Sometimes, the 
disposition is “permanent storage” – other times it is to destroy, or to give or offer to another collection. 



Poll #2
HOW WOULD YOU BEST EXPLAIN 
YOUR UNDERSTANDING OF 
MUNICIPAL RECORDS RETENTION 
AND DISPOSITION?



Records 
Retention



What is Records Retention?

The practice of managing and storing records for a specifically 

defined period of time based on a variety of factors.

Explained via the 
Retention Schedule

Reasons for why/how 
records are kept
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Role of the Retention Schedule

• Ensure legal and regulatory compliance

• Establishes records required for business or produced while conducting business

• Guarantee consistency (and therefore provides greater transparency)

• Explains:
• Title and Description of record
• When a record closes or is cutoff
• How long to keep a record once it's been closed
• What to do with the record (keep/destroy/archive)
• (Megan’s Preference) Where a record is kept
• (Megan’s Preference) Responsible Department / Holder of Original or Main record
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Poll #3
DOES YOUR ORGANIZATION HAVE A 
RETENTION SCHEDULE THAT THEY 
FOLLOW?



Writing Your Own Schedule
ALASKA, CALIFORNIA, SOUTH CAROLINA, NEW MEXICO, 

AND MORE…



What is Records Retention?

The practice of managing and storing records for a specifically 

defined period of time based on a variety of factors.

Explained via the 
Retention Schedule

Reasons for why/how 
records are kept
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How are Records Retention Period’s Determined?
• Agency Business Need – how long do you need to access the record to fulfill 

specific work functions
o Example: A Building Permit is needed at least throughout the entirety of the building 

process. 

• Laws or Standards – state statutes, local ordinances, or other professional standards 
that govern an agency or body of work may mandate the retention period. 
o Example: the FAA requires you to keep records related to grants for at least a period of 

three years after the date of the final reimbursement. 

• Statutes of Limitations – state laws that govern the amount of time a party has to 
take legal action after an event as occurred.
o Example: Statutes of limitations in Colorado for Breach of Contract is three years, so all 

contracts in Colorado must be kept for at least three years following the end of the 
contract. 

• Audit Examination Periods – State Auditor’s Office requires government agencies to 
retain certain financial documentation for auditing examinations. 
o Example: Depending on the type of record, agency, audit and risk assessment the time 

required to keep financial records in Washington State can vary between 1-6 years. 
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When Writing Your Retention Schedule… 
• Take inventory: who has what records, what format do they keep them in?

• Who is doing what to whom: is the agency creating the record for someone else, 
or are they receiving the record from someone else?

• What are the records: be able to give specific examples of records that fall under 
each series.

• When does retention start: when does the record close?

• What is the rationale for the retention period: legal requirements, etc. 

• What is its disposition: what happens to the record once the retention is met?
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Best Way to Organize Your Retention Schedule

Number 
(DAN*)

Department Title Description
Cutoff / 
Closure

Retention/
Disposition

Record Location 
and Format

166-200-0210(1) Finance
Accounts Payable 
Records

Payment transactions 
of city purchases.

After Annual 
Audit

3 years then Destroy Eden; electronic

166-200-0210(2) Finance Credit Slips
Proof of funds 
credited to the city.

After credit 
expired or 
redeemed.

3 years then Destroy
Finance Network Drives; 
electronic

166-200-0210(3)
Emergency 
Management

Emergency 
Management 
Assistance 
Expense Records

Expenditure reports 
used during 
emergency events

After annual or 
final expenditure 
report submitted

3 years then Destroy
EM Network Drives; 
electronic

166-200-0210(4) Finance
Purchasing 
Records

Purchasing 
transactions of city 
purchases.

End of Fiscal Year 3 years then Destroy Finance File Cabinets; paper

28

*DAN = Disposition Authority Number; also known as the Record Series Number



Deciphering a Schedule Written by 
a Higher Authority (e.g. the State)

WASHINGTON, NEW YORK, TEXAS, COLORADO, NORTH 
DAKOTA, SOUTH DAKOTA, AND MORE…



Learning How to Assign Pre-Defined Retention

Learning how to determine which record series your record falls 
under to know what its retention and disposition requirements are 
– sadly it is not the simplest thing to do. 

State issued Retention Schedules are often vague and high level due 
to the individual differences of each different entity. Therefore, 
learning how to apply appropriate designations can get a bit fuzzy. 

Also, don’t forget that sometimes there are multiple retention 
schedules to refer to!
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Don’t be afraid to reach out to your Archivist when you 
have questions! But when you do, be sure to explain:
• Purpose of the Record
• What your agency calls the record
• What record series you think applies (or list all if more 

than one)
• What your preference is, and why



Deciphering Retention
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Analyze the Process:
Think beyond titles
Think beyond any “agency speak” or specific agency terms
Think beyond “who” in your agency is responsible for the record
Think “what does this record DO and what is the purpose of its 
creation, receipt, or use”

Look at the DESCRIPTION of what the 
function and activity is and how it is 

related to a business process!



Deciphering Retention
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Ask Yourself:
• Who created the record?
• Who uses or needs access to this record?
• Why do they use the record? And, why might it be useful for someone to have access to this record?
• What is a different name for this record, or could it be called something else?
• What is this record representing (owned asset, approved/permitted activities, council action, etc.)?
• Is this record kept in other places by other people?

Don’t Limit Your Thinking by Only Considering:
• What the record is called by the user
• What the record is called by the retention schedule
• What you believe the record should be used for
• The way the department keeping the record uses it

If your record potentially falls under two different record series, its 
best to keep it according to the longer of the two!



Lets Try One from Arizona…
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https://azlibrary.gov/sites/default/files/all_general_schedules_searchable.pdf

“I just found a Union Contract from 2009. It looks like it’s the original signed contract – what should I 
do with it?”



Lets Try One from Arizona…
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https://azlibrary.gov/sites/default/files/all_general_schedules_searchable.pdf

“I just found a Union Contract from 2009. It looks like it’s the original signed contract – what should I 
do with it?”



Lets Try One from Arizona…
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https://azlibrary.gov/sites/default/files/all_general_schedules_searchable.pdf

“I just found a Union Contract from 2009. It looks like it’s the original signed contract – what should I 
do with it?”



Let’s Try One from Washington …

36

https://www2.sos.wa.gov/_assets/archives/recordsmanagement/local-government-common-records-retention-schedule-core-v.4.2-(august-2021).pdf

“We have a whole closet full of boxes of timesheets. Can you please store them for long term retention?”
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Let’s Try One from Washington …
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https://www2.sos.wa.gov/_assets/archives/recordsmanagement/local-government-common-records-retention-schedule-core-v.4.2-(august-2021).pdf

“We have a whole closet full of boxes of timesheets. Can you please store them for long term retention?”



Make Cheat Sheets!

39

Don’t Forget! 
If you make these, 

you need to maintain them! 
(list version at bottom)



10 Minute Break
DON’T FORGET TO COME BACK!! 



Records
Disposition



What is Records Disposition?

Disposition: super fancy way of saying “what happens to the record 
once you are no longer required to keep it” – usually this is either 
destroy or transfer (aka. deaccession) to another facility for 
permanent retention. 

What you do to the record when it has MET its retention requirements!
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Types and Methods of Disposition
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Legal and Ethical Considerations

Legal Considerations

• Compliance with Retention Schedule

• Authorization for Disposition

• Preservation of Historical Records

• Local Government Records Law (Public 
Disclosure / Right to Know)

 Does your state/local govt provide disposition guidance

 Do you need to request authorization? Internal Sign-off?

 What type of preservation is required? Historical Value?

 What are the State/Local laws regarding public disclosure / 
Right-to-Know / records requests and how do they impact 
disposition?
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Legal and Ethical Considerations

 Protect the privacy and confidentiality of individuals whose 
information is contained in your records

 Ensure the records are authentic, reliable, and unaltered

 The process should be transparent and consistent

 Records professionals should act without personal or 
political bias
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Ethical Considerations

• Privacy and Confidentiality

• Integrity and Authenticity

• Transparency and Accountability

• Avoidance of Conflicts of interest



The When and How of Disposition

Physical Records

Start with one big purge – go 
through all physical records and then log 
and destroy ANY that have met their 
retention, and log and deaccession ANY 
that can be archived.

Then...at minimum – Yearly (and I would 
follow your fiscal year).

*This is where an inventory comes in 
handy!
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The When and How of Disposition

Electronic Records

As time allows, but at minimum Monthly. 
Preferably weekly or even daily if possible – 
even if only for 10 mins a day. 

Consider how you organize your records:

• Place all transitory records into the same 
folder

• Consider keeping all records for the 
longest minimum retention, if easier

• Automate disposition notification

Work with your IT department to ensure 
permanent deletion! 
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Benefits of (Consistent) Disposition

48

Reduces Risk

Increases Efficiency
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When it comes to disposition, the number 
one thing to remember is……

*Except for Transitory Records Destruction!

From Page 12
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*Also, many states 
offer templates, so 
you can check 
with your archives 
too!



Destruction Log Do’s and Don’ts 
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• Do NOT list transitory records.

• Do NOT list records that were tossed after scanning (or if you do, then clearly represent on the 

log that they were scanned and where the electronic files are kept).

• DO mention the method of destruction.

• DO state the volume of records.

• Do NOT go into detail – only list the types of records and their years, do not call out specific 

record names/project names/ etc. When the log asks to provide a description simply state the 

general description (e.g. Conditional Use Permits).

• DO provide a date range, avoid exact dates.

• DO save all logs permanently. 



Food for Thought



Prioritize Review & Disposition
• Ask Administration for a “Records Health Day” (or even half a day!)

• Make it fun! Competition? Biggest Loser?

• Incorporate electronic records disposition into daily operations for your team (and 
encourage other depts to do the same)

• Begin with print records first to save space and because they are the hardest to search, 
then move to electronic records

• Decide what needs to stay in paper, what could be destroyed, and what should be 
scanned (and tossed)

• Consider: space, access frequency, request frequency, and of course retention value and 
requirements. 
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Best Practices with Retention & Disposition

• Implement Retention and Disposition policies (no need to reinvent the wheel!)

• Create and inventory of all records, regardless of format

• Include Updating/Evaluating/Gathering Input on your retention schedule as part of your 
yearly procedures

• Create a regular schedule for destruction, allow employees easy access to destruction

• Provide training; make the WHY mean something to the record user!

• Don’t make it too complicated – when compliance is required, make it easy!

• Create cheat sheets for colleagues, and don’t place too much responsibility on them

• Make destruction logs easy for others to fill out and make the process of destruction 
easy
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Additional Resources / Recommendations*

• Electronic Content Management System – one that allows you to apply retention to records

• Scanning / Digitization – spend the big bucks on a reliable scanner

• Consider Interns for Inventory – check local colleges; this is easy, but time-consuming!

• Shredding – shred on site is preferred! You want proof the items were shredded. 

• Training – check your state archives, clerk’s associations (other states’ too), and IIMC 

• NARA – National Archives and Records Administration

• ARMA – Association of Records Managers and Administrators

• Other State’s Archives
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It’s NOT the End of the World!

Do your best.
Try your hardest.

Train/Learn/Teach.
Ask your archivist for help.
Mistakes will happen.

Things will get destroyed. 
Everything will be OKAY. 
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Don’t Panic! 
Records are FUN!!!!
And managing them is actually more intuitive than you think...!

• Don’t fall into one of the two common records traps! 
(deep everything or destroy everything!)

• Contact your Archives when you have questions
• Connect with your fellow Clerks
• Get involved: ARMA, NARA, State Clerks Association, IIMC



Questions?



Thank you!

MEGAN GREGOR

847-858-6210

megan@megangregorconsulting.com

www.megangregorconsulting.com

      megan-gregor

*Feel free to contact me for my specific recommendations

http://www.megangregorconsulting.com/
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