
March 14, 2018
Records Management 
Advisory Commission



Purpose:

 Oversee the implementation of records management policies

 Oversee the implementation/revision of retention schedules and the transfer of 

inactive records to the City Clerk’s Office’s custody

 Facilitate communication between the City Clerk’s Office and each City department 

on all records management issues 

Commission Overview



 Introduction to new vendor: Iron City Workplace Services

Processes and Procedures

Fee structure

Contacts

Record Destruction Services



First drafts

 Record Series: group of related records filed/used together as a unit

 Personnel file consisting of application, reference letters, etc.

 Format of records (i.e. electronic or paper) does not matter 

Next Steps:

 Law review (approval/recommendations)

 Department Head approval

 City Council 

Initiative #1: Retention Scheduling
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 Inventory inactive records

What do you want to do with them?

 Retain offsite

 Destroy 

 Archive

Initiative #2: Inactive records



Removing the creation of paper records from all business 

processes

U.S. Federal Records Administration goal by 2023

Going paperless does not mean digitizing every piece of 

paper

“Going Paperless”



General guidance

Do it—but be intentional

Should support/enhance business processes or access

Set priorities – project-based 

Please reach out to Clerk’s Office for support!

 Scope of project

 Outsourcing or in-house?

 RFP creation/review

Digitization Projects


