City Of Minneapolis

Guide to Records Retention Schedules
Introduction

The City of Minneapolis Records Retention Schedules have been created to provide departments with uniform guidelines for the definition, retention and disposition of records found throughout the City.

Records provide comprehensive documentation of City transactions and affairs and they are the foundation for government accountability. Departments need to maintain adequate documentation of transactions and activities to meet internal administrative needs, for legal purposes and for program and government compliance requirements.

The purpose of a records retention schedule is to provide a plan for managing governmental records by giving continuing authority to dispose of records under Minnesota Statutes Section 138.17 which states:
…Public officials shall prepare an inclusive inventory of records in their custody, to which shall be attached a schedule, approved by the head of the governmental unit or agency having custody of the records, establishing a time period for the retention or disposal of each series of records. When the schedule is unanimously approved by the records disposition panel, the head of the governmental unit or agency having custody of the records may dispose of the type of records listed in the schedule at a time and in a manner prescribed in the schedule for particular records which were created after the approval…
The authority and responsibility for managing the City records resides with the City Clerk’s Office.  City Charter Chapter 3 Section 5 states that:

…The Clerk shall keep the corporate seal and all the papers and records of the City,
Purpose of Retention Schedules
The purpose of these schedules is to:

· Provide a plan for managing governmental common records as required under Minnesota Statutes 15.17, 138.225 and 138.161-.21.

· Provide departments with uniform guidelines for the definition, retention and disposition of records found throughout the City.

· Ensure that departments retain City records as long as needed for administrative requirements and to meet legal, fiscal, historical and other state of Minnesota and federal requirements.

· Promote cost-effective management of records.

· Provide the legal authorization to dispose of obsolete records on a regularly scheduled basis after meeting stated retention periods.

Three Sets of Retention Schedules

The City uses three sets of retention schedules to account for the records across the enterprise.  In determining the retention of specific records, users should first consult the Minnesota Cities Schedule as it provides the most comprehensive listing of records series.  If a user is unable to find a record series that covers the records in question, then the user should use Minneapolis General Retention Schedule for questions on common records or the Minneapolis Department Operational Schedules for department specific functions.
1. General Records Retention Schedule for Minnesota Cities.  This is a State of Minnesota schedule that the City has adopted.  It provides basic retention information for functions found in most cities including:
· Administration

· Assessing 

· Attorney 

· Bonds 

· Building Inspections 

· Cemetery

· Contracts/Agreements

· Courts

· Elections

· Financial/Accounting 

· Fire 

· Health Services 

· Housing and Redevelopment Authority

· Human Resources

· Insurance

· Library 

· Liquor 

· Parks and Recreation

· Payroll 

· Permits and Licenses 

· Planning and Zoning 

· Public Safety – Fire 

· Public Safety – Police

· Public Works – Engineering 

· Public Works – Maintenance/Operations 

· Records Management

· Utilities

· Vital Statistics 

· Waste Management
Sample Minnesota Cities Retention Schedule:
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2. City of Minneapolis General Retention Schedule.  This schedule was developed by the Records Management Division and includes detailed listings for records commonly found throughout the City in the following major sections:
· Administrative Schedule

· Finance Schedule

· Health and Safety Schedule

· Human Resources Schedule

· Legal Schedule

· Property and Equipment Schedule

Sample City of Minneapolis General Retention Schedule:
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3. City of Minneapolis Department Operational Schedules.  These are very detailed schedules produced for departments and functions of the City that are not covered by a general retention schedule.  These schedules cover the following areas:

· Development Schedule - CPED

· Public Health and Community Services

· Public Safety – MPD and 911

· Public Works
Sample City of Minneapolis Department Operational Schedule
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Record versus Non-Record

The schedule applies to only those materials that are considered records.  While many of the documents that individuals maintain are records, some documents can be classified as non-record material.  Before scheduling any material, the user must first determine whether the material is a record.

Record

A record is any material that meets the definition found in MN Statute 138.17:


The term “government records” means state and local records, including all cards, correspondence, discs, maps, memoranda, microfilms, papers, photographs, recordings, reports, tapes, writings, optical disks, and other data, information, or documentary material, regardless of physical form or characteristics, storage media or conditions of use, made or received by an officer or agency of the state and an officer or agency of a county, city, town, school district, municipal subdivision or corporation or other public authority or political entity within the state pursuant to state law or in connection with the transaction of public business by an officer or agency;

Generally speaking, a record is any material that is used for, captures or is a part of the official business of the City and has administrative, fiscal, legal or historical value.

Non-Record

A document that does not meet the definition above is considered a non-record.  Non-record material is usually data and information that is not part of an official transaction, has no substantial value, and does not contribute to an understanding of City operations or decision-making processes.

Examples of non-records include:

· Extra copies of official record documents kept solely for ease of access and reference

· Information/reference copies of records sent to you for interest only

· Temporary drafts that were not circulated, reviewed or used to make decisions or complete transactions

· Electronic version of documents, transactions or reports, when the record is retained on paper or other media to provide evidence or for legal or audit purposes

· Stocks of publications

· Catalogs from vendors

· Blank forms

· Junk Mail

· Personal messages
Use of the Schedules
The Records Retention Schedules apply to all City departments.  Departments will find the record series categories and retention periods listed in these schedules relevant in managing the records found in their respective business units.  It is understood that departments may not have all types of the records listed in these schedules.  A records retention schedule does not require records to be created if they do not exist or are not required for departments.
The first step in using the Retention Schedules is to review the types of records included on the schedule by looking at the major sections, the functional groupings, record series names and descriptions.  Compare the records found in offices with the records listed on the schedule.  Retention periods listed on the schedule represent the length of time that these records must be retained.  Once that retention period has been reached, the records will be destroyed.

If you are unable to find a records series that matches the records you are attempting to schedule, please contact the Records Management Division at 673-3282 for assistance.
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