b

Dlemmie s,

AGENDA OF THE SPECIAL MEETING OF
THE CITY COUNCIL
CITY OF BIRCHWOOD VILLAGE
WASHINGTON COUNTY, MINNESOTA
March 21, 2017
7:00 P.M.

CALL TO ORDER

CITY BUSINESS — REGULAR AGENDA

0w >

D.

ADJOURN

Discussion of I.P.A.D. investigation* (pp. 2-21)
Discussion of legal representation* (p. 22)

Discussion of Data Retention* (pp. 23-125)
Discussion of office staffing needs* (p. 126-127)

* Denotes items that have supporting documentation provided.
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ADMINISTRATION

m

March 16, 2017

Mary Wingfield, Mayor
City of Birchwood Village
207 Birchwood Avenue, Birchwood, MN 55110 By email

Notice of Commissioner of Administration advisory opinion request

Dear Mayor Wingfield:

The purpose of this letter is to inform you that Alan Mitchell has asked the Commissioner of
Administration to issue an advisory opinion regarding the City of Birchwood Village’s conduct
under the Minnesota Open Meeting Law (OML), Minnesota Statutes, Chapter 13D. The
Commissioner’s authority to issue advisory opinions is found in Minnesota Statutes, section
13.072. This office, the Information Policy Analysis Division (IPAD), prepares advisory
opinions for the Commissioner. 1am writing to you because we believe that you are the chair of
the Council. If this is not correct, please advise us as soon as possible so that we may forward
this letter to the person who fills that role.

The Commissioner of Administration will address the following issue in the advisory opinion:

Did the City of Birchwood Village City Council comply with the Open Meeting
Law, Minnesota Statutes, Chapter 13D, when it closed a portion of its meeting on
September 8, 2015, on the basis of the attorney-client privilege?

In preparing and issuing this advisory opinion, the Commissioner will consider only the
comments Mr. Mitchell provided, which are enclosed, and those that members of the public body
submit in response to this letter. Thus, we invite you, or an attorney representing you, to provide
us with information about the Council’s conduct. In your comments, please provide information
that will help the Commissioner understand your position and the legal basis for your actions.

Although the advisory opinion will not be binding on the Council, a court must give the opinion
deference. In addition, the opinion may offer some legal protection if you choose to follow the
conclusion the Commissioner reaches in the opinion.

Please note the following. If vou are involved or become involved in a legal dispute regarding
the data at issue and litigation has commenced, please contact us vight away. The
Commissioner will not issue an advisory opinion regarding a matter that may be part of
litigation that it is in progress.

All advisory opinions are public and are posted on our web site at www.ipad.state.mn.us. If you
are unfamiliar with the opinion process, you may find it helpful to look at some previously-
issued opinions.

Department of Administration — Information Policy Analysis Division
200 Administration Building, 50 Sherburne Avenue, Saint Paul, MN 55155
651-296-6733| info.ipad@state.mn.us |ipad.state.mn.us
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While section 13.072 requires that opinions be issued within twenty days of the receipt of the
request, the Commissioner may extend the deadiine for one thirty-day period for good cause.
Based on limited resources, the Commissioner will be taking the thirty-day extension for
issuance of the opinion. Therefore, the Commissioner must issue the opinion by May 4, 2017,

Please submit any comments that you or your attorney choose to provide by close of
business on March 31, 2017. You may submit comments via email or US Post.

If you have any questions, please contact Janet Hey, by phone at 651-201-2505 or email at
janet.heyf@state. mn.us.

Sincerely,

STACIE CHRISTENSEN
DIRECTOR, INFORMATION POLICY ANALYSIS DIVISION
MINNESOTA DEPARTMENT OF ADMINISTRATION

"/

By:. Jan€t Hey, Senior Policy Ahalyst

C: Tobin Lay, City Clerk

Attachments
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REGCEIVED

23 Qakridge Drive ' FEB 24 2007
Birchwood, Minnesota ;

OFFICE OF THE COMMISSIONER

Commissioner Matt Massiman

Minnesota Department of Administration R E C E l V E D

50 Sherburne Ave,

201 Administration Building

St. Paul, MN 55155 F’,EB 24 207
BY: W’K -

Dear Commissioner Massman ADMINIPAD

[ am writing to request an advisorfy opinion from the Department of Administration, Information
Policy Analysis Division, on the question whether the City Council of the City of Birchwood
Village violated the Open Meeting Law, Minnesota Statutes, ch. 13D, when it closed a portion of
the regular city council meeting on September 8, 2015,

The last item on the Birchwood City Council’s agenda for its regular monthly meeting on
September 8, 2015, was entitled City Attorney’s Report. When this item on the agenda came up,
the mayor moved, without any discussion, that the last portion of the meeting be closed for
attorney client privilege. The City Council voted 4-0 (one member was absent) to close that
portion of the meeting. The item to be discussed in the closed session was not identified, no
balancing of the public’s right to know versus the need for confidentiality was conducted, and no
statutory authority for closing the meeting was cited.

The closed session lasted about 45 minutes. Upon return to public session, the mayor called on
the attorney to summarize the discussion in the closed session. The attorney said, “We did talk
gencrally about what the city’s options are with respect to zoning codes and things like that.” A
complete transcript of the discussion both before closing the meeting and afier coming back into
public session is attached. In addition, a video recording of the entire meeting is available on the
City’s webpage at hitp://www.cityofbirchwood.com/

Shortly after the meeting, on September 14, 2015, 1 wrote to the Mayor and City Council and
advised them why I thought that the council had violated the Open Meeting Law. A copy.of my
fetter is included with this request. My letter includes citations to relevant statutes, caselaw, and
the City’s own procedural rules.

I requested that the Council include a discussion of this matter at its next regular meeting in
October, which it did. A video recording of that meeting is also available on the webpage, and a
transcript of the pertincnt parts of the discussion is attached. But licre’s an especially telling part
of the attorney’s analysis from the transcript of the meeting,
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In some cases, it actually lets the cat kinda out of the bag when you are too
obvious about what you arc meeting about, so it’s a case by case basis. Of course,
it is better, I will say, to get as much information out as you can to announce what
you're basically talking about in private. With respect to the last meeting that T
think he (Alan Mitchell) was most concerned about, I didn’t even know that we
were going to be going into that session before we met. (Emphasis added.)

Here is the issue [ am requesting the Commissioner to address:

Did the Birchwood City Council violate the Open Meeting Law, Minnesota Statutes
chapter 13D, when it closed a portion of its meeting on September 8, 2015, without
any notice to the public, to discuss with its attorney certain unidentified matters?

[ haven’t attemipted to separate various requirements of the Open Meeting Law into individual
questions, like did the council give adequate notice, did it identify the particular matter to be
discussed, did it balance the interests of the city for confidentiality with the rights of the public to
be informed, and did the mayor as presiding officer state with specificity the grounds for
authorizing the closure, beyond a simple statement that it was attorney client privilege? I did
discuss these issues in my September 2015 letter, and if the Commissioner is so inclined to
separate these issues into individual questions, that is certainly acceptable.

In my letter to the Council on September 14, 2015, I suggested that the City might want to ask
the Information Analysis Division for an opinion regarding the legitimacy of its closure of the
meeting. Of course, the Cily decided not to pursue that option. The fact that a year and a half
has passed since this event occurred, however, does not eliminate the importance of an opinion
from the Commissioner.

The need for an opinion from the Commissioner was made evident just at the last Birchwood
City Council meeting on February 14, 2017, when, after new councilmember Megan Malvey
stated that she had been receiving complaints from residents about the council closing the city
council meetings, both the mayor and the city attorney indicated that they were not aware of any
open meeting law violations. T have transcribed the pertinent part of the discussion regarding
open meeting law violations and it is attached. As with the other city council meetings, a video
of the entire meeting is available on the city’s webpage.

The city attorney stated that he has never obscrved a violation during his three years as the
Birchwood attorney and never been asked to look into whether the city has violated the law. The
mayor said, “So if somebody makes an allegation, I need proof.” “I’'m willing to abide by that if
I get some proof but these allegations are casting aspersions on us as a body that I think are
unwarranted.” “We do not violate the open meeting law.” “I want to be able to confront our
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accusers if that happens.” 1t is apparent that the mayor and those same councilmen who are stiil
on the council do not consider their actions to be in violation.

Also, the fact that the violation is readily apparent and blatant suggests that an opinion from the
Commissioner would serve to dissuade the Birchwood City Council from so cavalierly shutting
the public out from its deliberations. This situation provides an excellent opportunity for the
Commissioner to emphasize the importance of cities complying with all the requirements of the
Open Meeting Law, as the Commissioner did in its June 2016 Advisory Opinion 16-003, where
the closure of a meeting by the Motley City Council was actually upheld.

Significantly, this is the second time that I advised the mayor and city council that I thought it
had violated the Open Meeting Law when it closed a portion of a city council meeting. In
September 2009 Mayor Wingfield and the Council closed a portion of a public meeting to
discuss whether to file an amicus brief in a lawsuit from which the city had been dismissed as a
party. My letter to the Council of September 26, 2009, stating why that action violated the Open
Meeting Law, is also attached, although I am not requesting a second opinion about the
Council’s conduct on that occasion,

[ can inform you also that no litigation has resulted from this alleged violation of the Open
Meeting Law, and nor has any litigation resulted from any actions taken since September 2015
by the Council related to building height restrictions or any other zoning issue. One other piece
of information that the Commissioner should be aware of, that the City Council certainly knows,
is that I am an attorney with experience regarding the Open Meeting Law and the Data Practices
Act and I am the former mayor of Birchwood (2011 — 2012} and a former councilman (2001 -
20006).

I hope that the Commissioner will accept this opinion request. I will promptly pay the $200 fee
upon notice that my request has been accepted.

If there is any other information that I can provide, please certainly let me know. The present
Birchwood City Clerk is Tobin Lay, who just became the clerk a few months ago. Mr. Lay can
be reached at birchwoodvillage@comcast.net or 651-426-3403.

Thank you very much for your consideration of my request.
Sincerely,

[4’4‘\/"\ ﬁ— m
Alan R, Mitchell _

Email: alanshari@comcast.net
Phone: 651-334-8273
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Altachments:

Letter of September 14 2015 from Alan Mitchell to the Birchwood City Council
Letter of September 6, 2009 from Alan Mitchell to the Birchwood City Council
Transcript of Portion of Birchwood City Council Meeting, February 14, 2017
Transcript of Portion of Birchwood City Council Meeting, September 8, 2015
Transctipt of Portion of Birchwood City Council Meeting, October 13,2015
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September 14, 2015

Mayor Mary Wingfield
Councilman Randy LaFoy
Councilman Bill Hullsiek
Councilman Kevin Woolstencroft
Councilman Mark Anderson

Dear Mayor Wingfield and City Council Members,

I am writing this letter to object to the City Council’s decision to close a portion of the
September 8 city council meeting. In my opinion, the decision to do so was in violation of the
Open Meeting law (Minnesota Statutes chapter 13DD), was not made in accordance with the steps
required by the Minnesota Supreme Court to close a meeting, even for a meeting with the city’s
attorney to discuss threatened litigation, and violated the Council’s own Rules of Procedure,
(The Rules of Procedure are available on the City’s webpage.) While some meetings between a
city council and its lawyer are permitted to be closed, Minn. Stat. § 13D.05, subd. 3(b), this is
not one of those situations that fits the narrow requirements for closing a city council meeting to
talk with the lawyer, and, moreover, specific procedures must be followed before a meeting may
be closed, and the Council failed to do that here.

The Open Meeting Law provides that with only a very few exceptions, public bodies, like city
councils, are required to hold all their meetings in public. Minn, Stat. § 13D.01 (All meetings of
the governing body of a statutory city shall be open to the public.) The city’s own Rules of
Procedure (Article 2.01) recognize that “No meeting of the city council shall be closed to the
public except in conformance with the requirements of the Open Meeting Law.” The League of
Minnesota Municipalities Handbook, which was just updated in August 2015, is a good source of
guidance on how cities should conduct open meetings. The Handbook says, at chapter 7, page
12, “Under the Minnesota open mecting law, all city council meetings and executive sessions
must be open to the public with only a few exceptions.” (The Handbook is available on the
League’s webpage. )

Even when meetings may be properly closed by a governing body, certain procedural
requirements must be followed. The City Council came up short here. The first procedural step
the Council failed to follow is the requirement to provide notice that a meeting might be closed.
Minn, Stat. § 13D.04, subd. 5 says that for closed meetings, “The notice requirements of this
scction apply to closed meetings.” At a minimum the Council is required to post notice at least
three days before the meeting. Section 13D.04, subd. 2(b). Article 2.10(b) of the City’s Rules of
Procedure provides the same thing. The League’s Handbook says that “The same notice
requirements that apply to open meetings also apply to closed meetings.” Chapter 7, page 13. In
this case, there was no advance notice at all that the Council was going to go into closed session,
The Mayor simply announced near the end of the meeting that the Council would now go into
closed session to discuss attorney-client privilege matters.
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It isn’t even clear what the subject of the discussion at the closed meeting was going to be about.
Presumably, the subject was the possibility of the Council amending the height restrictions in the
building code, but that was never made clear. In fact, amendment of the height restriction was
not even on the agenda that was noticed. The Open Meeting law states, “Before closing a
meeting, a public body shall state on the record the speoific grounds permitting the meeting to be
closed and describe the subject to be discussed.” Minn, Stat. § 13D.02, subd. 3. There was no
statement here by the Council what the grounds were for closing the meeting. The city attorney,
as a last minute remark, stated the meeting was to discuss perceived or threatened litigation.
That was it. The Minnesota Court of Appeals has held that a statement that the governing body
was closing a meeting under the attorney-client privilege to discuss “pending litigation,” which
purportedly is what the Birchwood City Council did here, did not satisfy the requirement of
describing the subject to be discussed at the closed meeting.” The Free Press v. County of Blue
Earth, 677 N.W.2d, 471, (Minn. Ct. App. 2004). You can find the Free Press case and other
cases cited in this letter by going to this webpage and doing a search for the case.

http://mn. gov/lawlib/search/

The lLeague says in its Handbook that “The commissioner of the Minnesota Department of
Administration has advised that a member of the public bedy (and not its attorney) must make
the statement on the record.” The League cited Information Policy Analysis Opinion 14-003,
which relies on the Free Press case. (These opinions are available on the Department of
Administration’s webpage.) In its opinion, the Department said, “The Board, not its attorney,
has the authority to close a meeting, and it is the Cominissioner’s opinion that the Board’s
reliance on its attorney’s statements did not meet the strict statutory requirement,” Failure by the
presiding officer — here the Mayor — to make such a statement on the record is a violation of the
Open Meeting Law.

A more cgregious failure by the City Council, however, was its failure to properly analyze
whether or not it was proper to close the meeting under the limitations established by the
Minnesota Supreme Court. It is not enough to simply say that the meeting will be closed to mest
with the attorney to discuss threatened litigation. In this case the Council didn’t even sufficiently
identify what the matter was, or what litigation was threatened, let alone conduct the proper
analysis to determine whether on balance the Council needed absolute confidentiality in this

casc.

The test for determining whether a meeting of a governing body can be closed to discuss
threatened litigation was established by the Minnesota Supreme Court in Prior Lake American v.
Mader, 642 N.W.2d 729 (Minn. 2002). In that case, the Prior Lake city council decided to go
into a closed meeting to discuss with its attorney a matter where there was a threat of litigation,
The Supreme Court in that case, while recognizing that section 13D.05, subd. 3(b) might be
closed to protect the attorney client privilege, overturned the district court and the Court of
Appeals, and held that the decision violated the Open Meeting Law. The Court said;

To determine whether the attorney-client privilege exception to the
Open Meeting Law applies, we balance the purposes served by the
attorney-client privilege against those served by the Open Meeting
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Law. The exception applies when this balancing dictates the need
for absolute confidentiality. In this case, the balancing does not
dictate the nced for absolute confidentiality and, therefore, we
reverse and remand,

The Court recognized that the threat of litigation was not alone sufficient reason to close a
meeting.

Threats of litigation notwithstanding, the public has a right to be
informed of all actions and deliberations that affect the public
interest. Balancing the policies behind the attorney-client privilege
and the Open Meeting Law, it is clear to us that when a public
body is deciding a matter within its jurisdiction, the threat that
litigation might be a consequence of deciding the matter one way
or another does not, by itself, justify closing the meeting.

In this case there was no demonstration by the City Council that absolute confidentiality was
justified. The Council did not even identify what the threat was, or who made it. In the Prior
Lake American case, it was at least clear who made the threat.

In fact, the Birchwood City Council had not even made a final decision regarding the amendment
of the height restriction in the building code, if that indeed was the underlying matter that
generated a litigation threat, before closing the meeting. In Prior Lake American, where the city
there had not made a final decision on the underlying matter either, the Supreme Court cautioned
that closing a meeting to discuss threatencd litigation before a final decision on a matter was
made, was “fraught with peril.”

There was no discussion here by the Birchwood City Council regarding how a closed meeting
would allow the council to discuss litigation strategy. In Prior Lake American, the Court said:

The record here is devoid of information about how, or whether,
the private meeting would confribute to litigation strategy.
Respondents did not identify, even in general terms, the type of
information whose public disclosure would damage the City's
position in future litigation with Ryan.”

It is readily evident that the Birchwood City Council failed to conduct any balancing that would
establish the need for absolute confidentiality in this case.

Upon closure of the closed meeting on Tuesday night, which lasted about 45 minutes, the Mayor
said she would defer to the attorney to wrap up what we’ve done. The city attorney reported that
vou all talked generally about the city’s options with respect to zoning codes and things like that.
That hardly sounds like a discussion of litigation strategy; nor does it sound like something that
required absolute confidentiality.

The question for the Council is what to do now that it may have violated the Open Meeting Law.
Certainly, the Council wants to be more cautious in future deliberations before deciding it is
appropriate to close a meeting. The Council may consider asking the Department of

10
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Administration’s Information Policy Analysis Division to issue an opinion in this case, It costs
$200 to ask for an opinion. While any member of the public could elect to do that, the Council
might want to be the one to decide to seek such an opinion, to provide guidance for the Council
going forward.

[ intend to request under Article 3.03 of the Rules of Procedure (Public Agenda Items) that the
clerk place on the agenda for the October meeting a discussion of Open Meeting Law
requirements. 1 think such a discussion would give the councilmembers a better understanding
of what the Open Meeting Law requires. 1 will also request that my letter be included in the
agenda packet for the October meeting so the public can be made aware of the concerns I have
raised,

I want to bring to your attention one other matter of concern. Apparently, the City Council has
decided to ignore the City’s Rules of Procedures on the requirements for adopting new
ordinances or amendments to existing ordinances and has taken such action in the last year and a
half on a number of ordinances. Rather than give notice that a public hearing will be held on any
proposal to adopt or amend an ordinance, as required by Article 7.02 of the Rules, the Council
has simply held one or two readings of the proposed ordinance language and then adopted the
final version. The city attorney has advised the Council that it may “suspend” the applicable
Rule requirement and not hold a public hearing. See Minutes of the April 2014 City Council
meeting. Notably, the city attorney provided no analysis of the law allowing a city council to
simply ignore a city policy that was duly adopted, at least nothing is shown in the Minutes, and
the attorney advice, according to the Minutes, was that “that the City could suspend its rules in
the case of an emergency.”

Following the attorney’s advice apparently, the Council did in May 2014, suspend the city policy
requiring a public hearing and adopt ordinances without a public hearing and without any
determination of an emergency. See May 2014 Minutes. However, later that year, in September
2014, the Council adopted a pot-bellied pig ordinance without a public hearing and without
suspending the city policy requiring a hearing, The Council continued this practice several times
in 2015 — no hearing, no suspension, no emergency, simply adopting the ordinance. See March
2015 Minutes, In fact, the Council adopted a parking ordinance on September 8 with no public
hearing and no motion to suspend the rules or declare an emergency.

Why do you want to do this? It is not good government to take the position that the City’s Rules
of Procedure can be sxispended, i.e., ignored, at any time, for any reason, without any notice,
simply by passing a motion to suspend any procedural requirement the Council doesn’t want to
comply with. The Legislature has recognized that city councils “have power to regulate their
own procedures.” Minn. Stat. § 412,191, subd, 2. With regard to adopting ordinances, it doesn’t

take any longer to hold a public hearing the month after an ordinance is infroduced than to have

two readings of the proposal, yet it just smacks of an attempt to avoid providing the public with
an opportunity to be heard if no hearing is held.

11
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It is interesting that in April 2014 the Mayor proposed that Article 7.02 be amended to
supposedly eliminate the requirement to hold a public hearing on proposed ordinances, That
proposal was defeated by the City Council, on a 2-3 vote, with the Mayor and Councilman
Woolstencrofl voting to make the change and the other three opposed. That sounds like a
majority of the Council would prefer that you follow the rules.

A more serious issue is the fact that with each ordinance proposal in the last couple years, there
is no written material in the agenda packets describing the rationale for the ordinance language
or explaining how the new language will be administered. There might be a little discussion in
the meeting Minutes but generally no documents are included in the agenda packets providing
any background about the proposed language. You need look no further than the confusing
discussion the Council had about amending section 302.405 on Tuesday night to see that putting
more deliberation and thought into your ordinance adoptions would not only make for better
decisions, but would help the public and the Council alike.

The Council is also cutting corners in developing Findings of Fact to go along with the adoption
of new ordinance language. It is not enough of a finding, for example, to have a one sentence
Whereas clause adopting parking restrictions in section 607.800 of the code that says, “Whereas,
the City of Birchwood Village seeks to preserve open space.” Nor is it enough to have one
Whereas clause relating to a change in the height restrictions in the building code that says
“Whereas the City of Birchwood Village seeks to promote sound development projects.” Those
cryptic sentences provide the public with no information regarding the reasons for the ordinance
adoptions or any explanation of what is being regulated.

The League recommends that “An ordinance should provide an explanation or findings of fact
stating the rcasons and authority for adopting the ordinance and describing ifs purpose.
Handbook, chapter 7 at page 40.

I think the Council would be well-advised to improve its work on ordinance development. A
public hearing is not difficult to schedule or hold, and it would be helpful for the Council to
spend a little more time developing findings that would explain the rationale and meaning of the
new ordinances being drafted and adopted.

Finally, [ want to emphasize that I have not taken a position on the merits of any of the
underlying decisions related to the concerns I have raised. My intent is to urge the Birchwood
City Council to operate in a transparent fashion and to provide adequate information to the
residents of Birchwood and the general public when it is proposing to act on behalf of all of us.

Sincerely,

Alan Mitchell

12
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23 Oakridge Drive
Birchwood, Minnesota 55110
September 26, 2009

Mayor Mary Wingfield
Councilman Jay Brunner
Councilwoman Barb Carson
Councilman David Jann
Councilwoman Jane Harper

Re: Open Meeting Law Issue
Dear Mayor and Council:

I am writing to express a concern I have about the City Council’s decision at its
September 8, 2009, mecting to close a part of the meeting in order to meet with the city
attorney to discuss whether the City of Birchwood should file an amicus brief in a case
pending before the Minnesota Supreme Court that was brought by the Sampairs over a
title issuc. In the Matter of the Application of Anthony L. Sampair and Laurie K.
Sampair (o register the title to the following described real estate situated in Washington
County, Minnesota, namely: Lots 1 and 2. Block 1, Lakewood Park Third Division,
unpublished decision, (Minn.Ct.App. June 9, 2009). You should be able to find the Court
of Appeals decision by going to this-website.
htm://www.lawlibrarv.state.mn.us/archive/ctapun/0906/0pa081494-0609.ndf

It is questionable whether closure of the meeting to discuss filing an amicus brief was
proper under the Open Meeting Law (Minnesota Statutes chapter 13D). I would like to
suggest that the City Council place the matter of filing an amicus brief on its agenda for
the October 13 regular meeting, provide notice of the agenda, and discuss the matter in an
open forum before taking final action. Under Court rules the brief of an amicus party is
not due until after the appellant has filed its brief so there still is time to consider whether
to authorize the expenditure of funds to file an amicus brief. And reconsidering the
matter in a public forum after notice will eliminate any concerns about whether the Open
Meeting Law allowed the Council to meet privately.

There are four appellate court decisions that are of particular relevance to the issue of
whetlicr the attorney-client privilege allows a public body to meet with its attorney in
private. 1 provide Intetnet links where you should be able to find all but the 1976 HRA
case. 1 insert below some quotations from these court decisions but it would be well
worth your while to read over these cases and get your own sense of whether it was
proper to hold your discussion about the amicus brief in a closed session. The cases are:

Prior Lake American v. Mader, 642 N.W.2d 738 (Minn, 2002). The Minnesota
Supreme Court held that the Prior Lake City Council violated the Open Meeting Law in
holding a closed meeting with the attorney regarding an upcoming decision over
environmental review of a proposed project needing a city conditional use permit. This

13
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City Council
September 26, 2009
Page 2

case is the leading case on attorney-client privilege and the Open Meeting Law. You can
find that case at:
http:.//www.lawlibrary.state. mn. us/archive/supct/0205/c7001909.htm

Minneapolis Star & 1ribune Co. v. Hous. & Redev. Auth., 323, 251 N.-W.2d 620,
(Minn. 1976). This is an older case in which the Supreme Court recognized a right of
public bodies to meet with their attorney in private under certain situations, even though
therc was no language in the Open Meeting Law at that time allowing for such closed
meetings.

Brainerd Daily Dispatch v. Dehen,  NW.2d _ (Minn.Ct.App. 2005). The
Court of Appeals held that the Brainerd City Council did not violate the Open Meeting
Law in meeting with its attorney when litigation was threatened over the denial of a
permit to participate in a Fourth of July parade.

hitp://www lawlibrary.state.mn.us/archive/ctappub/0503/0pa040909-0322 htm

The Free Press v. Counly of Blue Earth, 677 N.W.2d 471 (Minn.Ct. App. 2004).
Another violation of the Open Meeting Law was found when the county board failed to
provide a specific description of the subject to be discussed in the closed meeting with
the attorney.

http://'www.lawlibrary.state.mn.us/archive/ctappub/0404/0pa03 1152-0413 htm

In the Prior Lake American case, the Supreme Court established that before a
public body can close a meeting to discuss a matter with its attorney, the body must
balance the public’s right to know with the city’s need for secrecy in discussing its
litigation strategy. The following language from the Supreme Court makes it clear that
just the fact that litigation is threatened or pending does not mean that a meeting can be
closed.

Pursuant to the tule of HRA, the attorney-client privilege exception to the
Open Meeting Law applies when the balancing of the purposes served by
the attorney-client privilege against those served by the Open Meeting
Law dictates the need for absolute confidentiality. . . .

Because the Open Mecting Law was enacted for the public benefit, we
construe it in favor of public access. . . .

Because the attorney-client privilege exception to the Open Meeting Law
applies only when there is a need for absolute confidentiality, the scope of
the privilege is narrower for public bodies than it is for private clients. . . .

Threats of litigation notwithstanding, the public has a right “to be
informed of all actions and deliberations” that affect the public
interest. Balancing the policies behind the attorney-client privilege
and the Open Meeting Law, it is clear to us that when a public body

14
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City Council
September 26, 2009

Page 3

is deciding a matter within its jurisdiction, the threat that litigation
might be a consequence of deciding the matter one way or another
does not, by itself, justify closing the meeting,

The fact that the matter under review here involved litigation is not decisive
in this instance. The City had already been dismissed from the underlying action.
The “litigation strategy” that was being discussed was whether to file an amicus
brief in the Supreme Court, hardly a question that requires absolute
confidentiality. On balance, the courts might very well find that closing the

meeting to discuss filing the brief was not justified.

In sum, the Supreme Court made it clear that public bodies should not be quick to

close mectings, even to meet with their attorney. The Court in the f/RA case said:

Public board members, sworn to uphold the law, may not arbitrarily or
unnecessarily inflate confidentiality for the purpose of deflating the spread
of the public meeting law. Neither the attorney’s presence nor the
happenstance of some kind of lawsuit may serve as the pretext for secret
consultations whose revelation will not injure the public interest

251 N.W.2d 620, 625 (1976)

The Court of Appeals in the Brainerd Daily Dispatch case said;

In analyzing the issue, the supreme court in Prior Lake first rejected the
argument that there should be a per se exception to the open-meeting law
when there is threatened or pending litigation. Jd at 738. The court
explained that there is no bright-line rule in the area but instead the
exception must be addressed on “a case-by-case determination.” /d.
Second, a balancing fest must be employed to analyze whether the
exception applies. fd. Third, the exception will be invoked “cautiously
and seldom in situations other than in relation to threatened or pending
litigation.” Jd. (quoting HRA, 310 Minn. at 324, 251 N.W.2d at 626).
Finally, the fact of threatened litigation in itself does not show the need for
absolute confidentiality, instead, the “overriding message” in HRA was
that “[t]he need for absolute confidentiality is the justification for closing
an otherwise open meeting.” /d.

Another problemn with the Council’s decision to close the September 8 meeting is
that there was no notice given about the matter or the intent to close the meeting. The
matter was added to the agenda at the last minute during the City Council meeting, The
Court of Appeals in the Brainerd Daily Dispatch case made it clear that a public body

must give notice that it intends to close a portion of a meeting.
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City Council
September 26, 2009
Page 4

The open-meeting law is designed to avoid secret meetings, to allow the
public to be informed about public officials’ decision-making, and to
allow members of the public to present their views to their public
officials. St. Cloud Newspapers, Inc. v. Dist. 742 Cmiy. Sch., 332 N.'W.2d.
1, 4 (Minn, 1983). We note that the legislature has largely eliminated
concerns about secret meetings by specifically requiring notice for all
closed meetings, which would include those closed pursuant to the
attorney-client privilege. Minn, Stat. § 13D.04, subd. 5 (2002). Even
when the meeting is closed under the attorney-client-privilege exception,
the city council must inform the public of the subject of the closed
meeting and the grounds for closure. Minn. Stat. § 13D.01, subd. 3
(2002). Further, the statement as to the grounds for the closure must be
made with particularity. ['ree Press v. County of Blue Earth, 677 N.W.2d
471, 477 (Minn. App. 2004).

The Minnesota League of Cities provides the following description in its
handbook Meetings of City Councils, August 2008, at page 9, for the procedure to follow
when closing a meeting.

Procedure. The following must be done to use [the attorney-client] exception

i. Before closing the meeting, the council must state on the
record the specific grounds permitting the meeting to be closed
and describe the subject to be discussed. The council should also
describe how a balancing of the purposes of the attorney-client
privilege against the purposes of the open meeting law
demonstrates the need for absolute confidentiatity.

ii. The council must actually communicate with its attorney at the
meeting.

All in all, it appears that there are some good reasons why the City Council should
not have discussed the filing of an amicus brief in private. Rather than arguc about
whether the Open Meeting Law was violated, I think a better approach is to place the
item on the October 13 agenda, allow the public an opportunity not only to comment but
to hear the arguments of the Council members on why the City should authorize $3500
for preparation of an amicus brief, and then make a decision.

Thank you very much for taking a close look at this important issue.

Sincerely,

Alan Mitchell
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Transeript of September 8, 2015 City Council meeting
Beginning at time 1:27:30 on the video.

Mary is mayor Mary Wingfield. Alan is city attorney Alan Kantrud. Mark is counciliman Mark
Anderson. Kevin is counciliman Kevin Woolstencroft,

Mary: So now we need to go into our attorney’s report and I think, Alan, we need to go into private
session for that.

Alan; Mayor and council, if you would like to, you can try to caption, I guess, whatever rationale
for that you would like to and ask permission to close regarding attorney client privilege
information.

Mary: So with that I would move that we close this portion of the meeting for altorney client
privilege . . .(brief interruption to ask another speaker whether she wanted to be heard on
another matter before the meeting is closed). So I make the motion that we close this
portion of the meeting for attorney client privilege. Is there a second?

Mark: Second.
Mary: All those in favor, (All ayes. 4-0, Councilman Randy LaFoy absent.}

Alan: ... And, mayor and council, I will just note the time that it is 8:28 p.m., by my phone
anyway, and that this is a closure for attorney client privilege commnunication (and recording

ceased and speaker was cut off)

[None of the council members stated on the record how long the Council remained in closed
session, but the Minutes say the September city conncil meeting closed at 9:30 and the city attorney
said they went into closed session about 8:28 so the closed meeting lasted nearly an hour. Upon the

Council’s return, the following discussion took place.]
Mary: So we’re back in session and, Alan, 1 would defer to you, you can wrap up what we’ve done,

Alan: Mayor and council, thank you, we did talk generally about what the city’s options are with
respect to zoning codes and things like that. [believe it was decided that next week, either
Monday or Tuesday, that a special meeting will be called to consider an interim ordinance to
study the heights determination for purposes of your building and planning of houses in
Birchwood, If that’s fair to say?

Mary: Yes.

Kevin: Yes
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Transcript of October 13, 2015 City Council meeting -

Beginning at time 1:11 on the video.

Mary is mayor Mary Wingfield. Alan is city attorney Alan Kantrud. The “Al” referenced in the
narrative is Alan Mitchell, a resident of Birchwood.

Mary: Alright. Open Meeting Law. Alan, did you want to have any discussion on that?

Alan: Mayor, members of the council. T don’t know where We would actual!y' start' Al’s letter

Mary:

certainly brings up some valid concerns. 1 view the atiorney client privilege a little bit
differently than he takes on in his correspondence. In some cases, it actually lets the cat
kinda out of the bag when you are too obvious about what you are meetmg about, so it’s
a case by case basis. Of course, it is better, I will say, to get as much information out as
you can to announce what you’re basically talkmg about in private. With respect to the
last meeting that [ think he was most concerned about, I didn’t even know that we were
going to be going into that session before we met. So those things kinda come up and as
far as putting notice and things like that in your agendas, very rarely is that the case.

If there is something that is active, like we’ll take the Kay Beach incident or situation as a
good example . In that case there is an active case and when we notice it on the agenda
it’s because something has happened in the case and I want to tell you about what’s it
been or what the strategy is for the city. And in that case, it’s very easy to put that on
your agenda, as (a) we’re going to go into closed session, here’s what it’s about, you
know, anyone can go into court and see what’s been filed, But the conversation that |
had with you about where we’re going with the case is not open. Right?

But in the case of this last meeting, it was sort of ad hoc and sort of free style to go into
that closed session and again, I don’t apologize for that, you know, it was appropriate and
I can’t tell the audience what we talked about because then it’s out and that’s the whole
idea of the privilege. So reasonable minds can differ about how much notice to give and
again, I would defer to the side of less is more in that case but generally speaking I do
like to give a little more than what we did last time. So, [ stand for any questions, and I
certainly wouldn’t let you guys have conversations that weren’t protected. In other
words, we can’t just turn the cameras off and talk about whatever we want. But again,
you know, that’s my job to make sure the conversation stays focused .

You know, and one of the reasons that you come fo our meetings when we hired you,,
you just said, well, I'll just guide you with regard to what you should do and shouldn’t
do. Randy and I are both lawyers but neither one of us practices in that area . I'm
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deferring to you . . . Al has some points and whatever you think we need to do to address
any issues . Again [ think we all just defer to you as our guide and leave it at that,

Alan: Mary, [ appreciate that and I'm happy fo do that. Obviously 1 do that for several other
cities and Ive done it for many others and incidentally, you hired me but you know I
come here basically as sport, you know. I haven’t billed the city since I started . So I
think I told you Mary that I would rather come here and try to head things off at the pass
instead of creating litigation that does cost you guys money in the long run. Yeah. So
that being said, I’m happy to be that sort of parliamentarian and watchdog. Saine thing is
true with Al’s letter when it comes to ordinances, There aren’t that many requirements in
state law to passing ordinances, and so whatever policies you are violating, if you are
violating, are your own , you know, you only have to do about three things in the state to
pass law as a statutory city. So as far as I can tell you’re doing them all. You’re
considering thein, you’re passing them, you’re signing them, and you’re publishing them.
So there’s no public hearing requirement that ’'m aware of .

Mary: Okay.
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Transcript of February 14, 2017 City Council meeting
" Beginning at time 2:14 on the video. ' ’ o

Megan is councilwoman Megan Malvey. Mary is mayor Mary Wingfield. Kevin is councilman
Kevin Woolstencroft. Alan is city attorney Alan Kantrud, Trilby is cotncilwoman Trilby White,
who was just appointed on February 14, 2017, to filt a council vacancy.

Megan: [ guess what I'm getting at is I think there have been concerns raised by community
members for quite some time about open meeting law and procedures and clearly I’m not the
expert in those things but if there are people in the community who do have questions or want
to participate in that as a workshop, I guess that’s what I'm . . . going to suggest.

Mary: What questions do they have about the open meeting law?

Megan: I don’t have specifics to give right now. 1think there have been concerns that we haven’t
followed open meeting law as a city and [ think that’s in part why the League of Minnesota
Cities is coming in to do this workshop and certainly I need to be educated on the topic.

Kevin: No, it’s an educational thing is what is.

Mary: Have we violated the open meeting law, to your knowledge Alan? Tmeanli thought
everything we’ve done has been . . . Wait, wait, wait, I’'m just asking a question of Alan. 1
know somebody has raised the question but it’s never actually, I mean, anybody can make an
allegation but is there any factual basis for that?

Alan: Mayor and council, I mean of course as the city attorney I can’t say as I've observed an open
meeting law violation and I’ve never been asked to look into whether or not the city has
comimitted one, so they’re largely reactionary. So if someone came and said, oh, you must
have violated the open meeting law, then we would look into that but since I've been here |
haven’t been asked to do that.

Trilby: How long have you been here?
Alan: ... Three years

Mary: I think it’s really important when these, it seems to me that we’re having a conversation where
information comes to Megan, and it comes over to us, and I really think it’s important that we
set the tone to say you know what, we are following everything that we are supposed to do .
So if somebody makes an allegation, I need proof. Before I am going to actually give it any
weight because we have had that come, where people come in and say, You know I don’t like
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that and we say great. My philosophy now after hearing.that happen a few times is say, 'm
willing to abide by that if T get some proof but these allegations are casting aspersions on us
as a body that I think are uawarranted. . . . . We do not violate the open meeting law. . .. I
want to be able to confront our accusers if that happens. And so, if somebody is saying to
you, they didn’t do this, I want to know, as it reflects on all of us.
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MEMORANDUM

DATE: ' March 21, 2017
TO: Birchwood City Council
FROM: Tobin Lay, City Administrator e
. \:-n-—u—'—‘-"
SUBIECT: Legal Representation

Birchwood Village

Dear Mayor and Council Members,

In preparation of tonight’s meeting, staff contacted the League of Minnesota Cities to ask about legaf
representation during the IPAD investigation and/or subsequent legal action, if any. Following is the
Leagues reply:

“From: Richardson, Darin

Sent: Tuesday, March 21, 2017 4:17 P
To: O'Reilly, Quinn

Subject: RE: Birchwood Village

Quinn,
No, an IPAD decision does not constitute a claim as there has to be a lawsuit to trigger the coverage.

For an Open Meeting Law violation, our Defense Cost Reimbursement Coverage provides for defense
costs incurred by the city official in defending a covered lawsuit. A covered lawsuit is defined as an
Open Meeting Law lawsuit or a bankruptcy lawsuit. Open Meeting Law lawsuit is defined as a lawsuit
seeking penalties against a city official based on an allegation that the city official has violated M.S.
Chapter 13D, commonly known as the Minnesota Open Meeting Law.

Hope this helps. If the city wants to contact me to discuss what is occurring, please make sure they feel

free to do so.

Darin Richardson | Claims Manager

Tel: (651) 281-1283 | Fax: (651) 281-1297
drichard@Imc.org | www.Imc.org

League of Minnesota Cities

145 University Ave. West | St. Paul, MN 55103

Connecting & Innovating since 1913”

Thanks!

Regards,
Tobin Lay
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CITY OF BIRCHWOOD VILLAGE
ELECTRONIC MAIL RETENTION POLICY
Effective Date : Retention Schedule Effective 8/1/2017

Introduction

The City of Birchwood Village is subject to multiple laws regulating City information and
records, including electronic mail (email). Email is a means of exchanging messages and
documents using telecommunications equipment and computers. A complete email
message not only includes the contents of the communication, but also the transactional
information (dates and times that messages were sent, received, opened, deleted, etc.; as
well as aliases and names of members of groups), and any attachments.

If an email message is an official record, as defined below, the responsible party must
retain said record and the transactional information pursuant to the retention schedule and
the user departments” document management filing system or repository.

Records

Minnesota law requires the City, its employees and officials “make and preserve all
records necessary to a full and accurate knowledge of their official activities.” Minn.
Stat, §15.17 (Official Records). An official record is recorded information that is
prepared, owned, used, in the possession of, or retained by the City in performance of an
official function. The record of the official function may be the email message,
attachments to the email, or both. The law requires that all official records be listed on an
approved retention schedule that identifies how long the records must be kept, and when
they may be destroyed. Just like paper records, senders and recipients of email messages
must evaluate each email message to determine if they need to keep it as documentation
of their role in the business process. Not all email is an official record. Just like paper
records, the retention period for an email message is based upon its content and purpose,
and it must be retained in accordance with the approved retention schedule.

Official Records: If the email message itself has been determined to be an “official
record,” it may be correspondence. Official correspondence can be destroyed pursuant to
the adopted records retention schedule.

Non-Official Records: If the email message is not an official record it may be a 1)
transitory record 2) non-record or 3) personal record.

1) Transitory records are non-vital records relating to City business or activities
which have a temporary value and do not need to be retained once their intended

purpose has been fulfilled.

2) Non-records are emails or information in the possession of the City that is not
needed to document the performance of an official function. These records are
not subject to any record retention schedule and do not need to be retained.
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CITY OF BIRCHWOOD VILLAGE

ELECTRONIC MAIL RETENTION POLICY

Effective Date : Retention Schedule Effective 8/1/2017
Page Two

3) Personal records are emails that document non-government business or activities.
These records are not subject to the records retention schedule and do not need to
be retained.

Data Requests and Litigation

In accordance with the Minnesota Government Data Practices Act (MGDPA) (Chapter
13, Minnesota Statutes), email messages created or received as part of a public
employee’s official duties are government data and are subject to requests for review
and/or copying pursuant to the MGDPA. If a government data request is received for
email relating to a particular subject, emails will be identified and produced without
regard to whether they are official records or non-official records. If an employee is
responding to a government data request, and that data is contained within the City’s
email system, the employee must identify and produce the relevant email. Just like paper
records, email messages may be subject to disclosure during the discovery phase of
litigation. Attorneys representing the City are responsible for identifying if the records
requested through the discovery process are stored in email. Attorneys are responsible
for ensuring information technology staff is notified that a discovery order involving
email was received to prevent the destruction of relevant messages.

Employee Responsibilities

As public sector employees subject to MGDPA and Official Records Act, City
employees are responsible for identifying emails that are official records and keeping the
official record in the location and format their department has identified for that type of
document. Official records should not be maintained solely as emails in the email
system, unless the department has established an email account for that particular

purpose.

Email Retention Schedule

Inbox 180 days
Drafts 180 days
Sent Items 180 days
Deleted Items 14 days
Cabinet/Folders 3 years
Junk Email 14 days
Calendar 1 year
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Proposed standards help staff responsibly manage data

This is a proposal to implement a new email management and storage policy for the City of Birchwood Village. This policy
allows staff to save emails in the city’s system for up to 3 years. It also requires official records to be stored in a system of
record, not the email system. This policy helps to set technology standards and is a business best practice that balances

transparency and data management.

With just one full-time employee, Birchwood Village currently has emails on our server. Staff receive
new emails per month. Without change, email growth and cost is exponential.

New standards are based on public and private industry standards

Prior to March 21, 2017, the City of Birchwood Avenue had no formal email management policy or standards in place. With
this new policy, the City of Birchwood Village is further formalizing the management of email. This ensures that email is
not used as a system of record or long-term storage tool. The new policy and standards are based on:

« IT Advisory Board recommendations—a group of Twin Cities based chief information officers who help guide
Hennepin County to keep current with industry standards.

« Successful similar policies created by our peer public agencies both regionally and across the nation.

Policy and standards improve our data management for many reasons

The City of Birchwood Village’s transparency and ability to provide pertinent information will improve after removing
old emails that currently bog down the system. Our staff will be able to better respond to information requests of all

types.
We are implementing this email policy and standards for two key reasons:

« Efficient and reliable systems — Large attachments and too many emails cause performance and reliability problems
for the email system.

- Email is not a safe or secure way to retain important city data. Employees must begin to use other methods, in
line with each department’s data policy.

The new standards of retaining emails for 3 years or less will reduce taxpayer burden related to storage costs.

Standards created after extensive research

The City of Birchwood Village identified best practices from other public agencies. This ensures email remains a cost-
effective and reliable service.

Email retention schedule allows staff to save email up to 3 years

Email location Moved to archive folder Auto-delete if not official Auto-delete if moved to

record or business need folder for business need

Inbox . | 90 days after receiving - | 180 days after receiving = .. | 3 years after receiving
| Sent 90 days after sending - 180 days after sending 3 years after sending
(Deleted/lunk  [N/A - |l4days afterreceiving | NA

i

Standards are compliant with state law

The City of Birchwood Village remains compliant with the Minnesota Government Data Practices Act.
Employees must keep official records in other systems of record, such as personnel documents, contracts,

financial information, security reports, injury reports, correspondence from clients and others.

Email accounts under litigation holds or preservation holds are exempt from the automatic deletion schedule. 25
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d20/2017 Records Refention

Records Retention

Government records must be preserved according to state law. In Minnesota, local governments may only destroy
government records pursuant to:
» An "Application for Authority to Dispose of Records” submitted to and approved by the State Records Disposition

Panel: or
« A records relention schedule adopted by the governing board and approved by the State Records Disposition Panel.

If the governmental entity adopts one of these general records retention schedules and that schedule is subsequently
updated by the State Records Disposition Panel, the governmental entity does not have to adopt the new version of the
general schedule. Instead, the State Records Disposition Panel will assume the governmental entity will use the most

recent version of the general schedule

Links to the general records retention schedules for Minnesota governmental entities, including counties, cities, townships,
and school districts, are found on the Minnesota Historical Society’s website at:
http:/fwww.mnhs.org/preservefrecordsiretentionsched. html,

tn addition, the Minnesota Histarical Society and State Archives website offers guidelines, information leaflets and forms
to assist governmental entities in managing their paper and electronic records. For example, the site provides information
leaflets for records of watershed districts, soil and water conservation districts, law enforcement, county auditors, public
libraries, public health care facilities, heritage preservation commissions, fowns, cities, and school districts. The information
can be found on the Minnesota Mistorical Scciety website at:

http:/fwww. mnhs, org/preserve/records/recser.html.
Date this Avoiding Pitfall was most recently published: 10/08/2015

Privacy Policy | Accessibility Information | @ 2017 Office of the Minnesota State Auditor

https:#www,auditor state.mn.us/defaudl.as px ?page=20090724.021
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GENERAL RECORDS RETENTION SCHEDULE FOR MINNESOTA CITIES

Purpose of the General Records Retention Schedule

The purpose of a records retention schedule is to provide a plan for managing governmental records by giving
cantinuing authority to dispose of records under Minnesota Statutes section 138.17.

This City General Records Retention Schedule establishes minimum retention periods for city records based on
their administrative, fiscal, legal and historical value. It lists records series common to cities and identifies how

long to retain them.

This schedule was originally developed by the Minnesota State Department of Administration, Information Policy
Analysis Division and the Minnesota Historical Society, Division of Archives and Manuscripts and was funded in
part by a grant from the National Historical Publications and Records Commission.

The revised schedule was updated by city clerks and officials representing the Minnesota Clerks and Finance
Officers Association (MCFOA).

Adopting and Using the General Schedule

1. A city that has adopted the previous version of this general schedule does not need to notify the Minnesota
Historical Society that it is adopting this revised edition of the General Records Retention Schedule for
Cities. It will be assumed that cities that have adopted the previous version will now utilize this revised

version.

If you have not previously adopted the general schedule, to begin disposing of records, you must notify the
State Archives of the Minnesota Historical Society that your city has adopted the schedule. The enclosed
form, “Notification of Adoption of City General Records Refention Schedule”, is used for this purpose.

2. You may adopt the schedule even though your office may not have all the records listed onit. We
recommend that you adopt the entire schedule. However, if this is not possible you may adopt individual
sections.

3. The Minnesota Historical Society will sign and return the Notification form to you. You will then have the
authority to dispose of your government records as indicated on the schedule,

4. Compare the records in your office with the records listed on the schedule. Retention periods listed on the
schedule represent the minimum lenath of timg that you must retain your records. Once that retention
period has been reached you may destroy the records as indicated on the schedule. If you need to retain
some records series longer than the listed retention, you should establish an agency policy for those

records.

5. Records identified on the schedule as archival may be transferred to a local/county historical society or other
appropriate repository with the specific, written permission of the state Records Disposition Panel. Contact
the State Archives at 651.259.3260 for guidelines. For further information, see the State Archives’ web site

at http://imww.mnhs.crg/preservefrecords/index.html.

6. The retention stated on the schedule applies to any form of the record (paper, computer tape or disk,
microfilm, optical disk, electronic media, etc.).

7. Data Practices Classifications are effective as of the printing of this Retention Schedule. Because data
practices issues change regularly, classifications may have changed. For current information on data
practices, consult Minnesota State Statutes, Chapter 13, or call the State of Minnesota, Department of
Administration, Information Policy Analysis Division at 651-296-6733 or 1-800-657-3721.
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Destruction Reporting

After you destroy records according to the general schedule, maintain a list of destroyed items.

Records not on the General Schedule |

Records not listed on this schedule cannot be destroyed without submitling either an "Application for Authority to

Dispose of Records” (PR-1)} or a “Minnasota Records Retention Schedule form”. Both of these forms are available
on the State Archives’ web site at; hitpJ//www.mnhs.org/preservelrecords/recser html#forms.

The PR-1 form is used to request one-time authority to dispose of records. A reproducible copy of the PR-1 form
is enclosed. Since an approved PR-1 gives you authority to dispose of only those records listed on the form, we
recommend that you use the PR-1 only for obsolete records (records na longer being created).

For ongoing authority to dispose of records not listed on the general schedute, complete a “Minnesota Records
Retention Schedule”.

Duplicate Records

This retention schedule concerns itself only with the city's official record copy and the retention periods assigned
reflect that. It is each city's responsibility to identify the official record copy and to identify when to destroy any
other copies of identical records, after they have lost their legal, fiscal, historical and administrative value.
Duplicate copies should not be retained as fong as the official record. Normally the retention period on duplicate
records will not exceed two years.

Records Reproduced on Optical Image Storage System

For information regarding imaging systems, refer to the standards (IRM 12 and IRM 13} issued by the Minnesota
Office of Technology, “Repraduction of Government Records Using Imaging Systems” available on the Office of
Technology website at: http://www state. mn.us/portalymn/jspicontent.do?subchannel=-
536891918&programid=536911146&sc3=null&sc2=null&id=-536891917&agency=0ETweb

Category Definitions for the General Schedule

Record Series Description: A record series is a group of records clustered together because they all relate to
the same topic and have the same retention period.

Retention Period/Statute: The retention cited is the minimum amount of the time a record must be kept. A
number printed alone, e.g. 10, means fen years. If months or days are meant the entry will display that, e.g. 6
months or 30 days. The stated retention does not include the year the record originates. For example, if Record
A is filed by calendar year and it has a retention of 3 years, the disposal date for 2000 records is January, 2004.
Statutes listed here cite specific retention periods for the records series.

Archive: If a 'Y or “yes” appears in this column, these records have historical value and must be permanently
retained by the city. If the city wishes to otherwise dispose of the records, the city should contact the State
Archives of the Minnesota Historical Society at 651-259-3260 for guidelines and assistance. These records may
be eligible for transfer to a county or local historical saciety, or other repository, and the State Archives can assist
in this process. For further information see the State Archives Department's web site at
<http:/Awww.mnhs.org/preserve/recordsf/index.html>.

Data Practices Classification: This phrase refers to records classified by the Minnesota Government Data
Practices Act or other state or federal laws. The classification system includes: public, private, confidential,
nonpublic or protected nonpublic. More than one classification may apply.

Data Practices Statute: This phrase refers to the statute or iaw which cities the data practices classification of
the record series.
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Resources
Questions about archival records:

Minnesota Historical Society

State Archives Department

Minnesota History Center

345 Kellogg Boulevard West

St. Paul, MN 55102-1906

Voice: 651-259-3260

Fax: 651-296-9961

Email: http://www mnhs.org/preserve/recordsfindex.html

Revised: March 2008

- Questions about data practices:

Department of Administration
Information Policy Analysis Division

201 Administration Building
50 Sherburne Avenue

St. Paul, MN 55155

Voice: 651-296-6733
1-800-657-3721

Fax: 651-205-4219

Email: info.ipad@state.mn.us
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Minnesota Historical Society
State Archives Department
Minnesola History Center
345 Kellogg Boulevard West
St. Paul, MN 55102-1906

651-259-3260 Fax: 651-296-9961

1.

NOTIFICATION OF ADOPTION

CITY GENERAL

RECORDS RETENTION SCHEDULE

Complete this form and send the original and one copy to the State Archives Department at the above address.

2. Destruction of records according to the general schedule is NOT permitted until this form is signed by the Minnesota Historical Society.
City Telephone (include area code)
Street Address City._Zp Code

This is to nolify the Minnesota Historical Society that the city named above has officially adopted the Minnesota City General Records
Retention Schedule {revised 2008). Cilies are advised to adopt the entire schedule. [T this is not possible, individual sections may be

adopted. ("X the appropriate items)

Administration

The City adopis the entire schedule

Financial/Accounting

The City adopts only the follawing seclions:

Payroll

Assessing Fire Permits & Licenses
Attomey Health Services Planning & Zoning
Bonds Housing and Redevelopmeant Autharity/ Public Safety — Police

Building Inspections

Economic Development Authority

Human Resources

Public Works

Records Management

Cemetery Insurance

Contracis/Agreements Library Utilities

Courts Liquor Store Vital Statistics
Elections Parks & Recreation Waste Management

NamefTitle of City Official (print) Signature of City Official Date

Email Address of Person With Records Management Responsibility:

The Minnesota Historical Society acknowledges your Notification of
Adoption of the City General Records Retention Schedule. You are
authorized to retain and dispose of records as indicated on the
schedule.

Director or Designee, Minnesota Historical Society Date

Revised: March 2008
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STATE ARCHIVES DEPARTMENT

APPLICATION FOR AUTHORITY
TO DISPOSE OF RECORDS

Instructions:

/
E MINNESOTA HISTORICAL SOCIETY. o .

FOR USE BY RECORDS PANEL

Application No. Date

1. This form does not provide continuous authority to dispose of similar records and cannot be used to approve a recordsretention

schedule.

PR EN

retained permanently.

Complete original and three copies. Photocopies are acceptable.
Complete items 1 through 6 and item 8. Use reverse side to continue records description. If more space is needed, use plain paper.
Send original and two copies to the State Archives Department, 345 Kellogg Boulevard West, St. Paul, MN 55102-1906.

Retain one copy until your approved copy is returned. The approved copy will be your authority to dispose of records. 1t should be

I'4

6. Additional copies of this form are available from the address above or by telephoning (651) 297-4502. (FAX: (651) 296-9961).

NOTE: Laws of 1971, Chapter 529, Section 3 reads as follows: “It is the policy of the legislature that the dispesal and preservation
of public records be controlled exclusively by Minnesota Statutes, Chapter 138 and by this act, thus, no prior, special or general

statute shall be construed to authorize or prevent the disposal of public records af a time or in a manner different than prescribed by
such chapter or by this act and no general or special statute enacted subsequent to this act shall be construed to authorize or prevent

the disposal of public records at a time or in a manner different than prescribed in chapter 138 or in this act unless it expressly
exempts such records from the provision of such chapter and this act by specific reference to this section.”

i.  Agency or Office

2. Division or Section

3. Quantity of Records

Cubic Feet

4. Location of Records

5. Laws other than M.S. 138.17 that relate to the destruction or safekeeping of the
records:

6. 1certify that the records listed on this application are accurately described, and
that they have no further administrative, legal, or fiscal value for this agency.

AUTIIORIZATION: Under the authority of M.S. 138.17, it is hereby ordered that
The records listed on this application be destroyed, except as shown in item 7.

Autherized Signature  (Type name below) Director, Minnesota Historical Society Date
Name Date Legislative or State Auditor Date
Title Phone Attorney General Date

7. Exceptions to Destruction. (For use by Records Disposition Panel).

8. Description of Records. Describe each record series or type of record separately. Number each series, beginning with <17,

A. ltetn No.
duplicate, or microfilmed.

B. Name of record, form numbers, content, usage, arrangement, original

C. Tnclusive Dates

31
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A. Item No.

B. Name of record, form numbers, content, usage, arrangernent, original
duplicate, or microfilmed.

C. Inclusive Dates

PR1 (6/97)
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General Records Retention Schedule for Minnesota Cities Index

RECORD SERIES TITLE

RECORD SERIES CODE

1099 MISCELLANEOUS INCOME

911 RECORDINGS

911 RECORDINGS

ABANDONED MAINS AND SERVICES AS BUILT
ABSENTEE BALLOT APPLICATION

ABSTRACT & CERTIFICATES OF TITLES:
ABSTRACT OF ELECTION RETURNS

ACCIDENT REPCRTS

ACCOUNT REPORTS - DELINQUENT & UNCOLLECTIBLE

ACCOUNTS PAYABLE LEDGERS & JOURNALS
ACCOUNTS RECEIVABLE - LEDGERS & JOURNALS
ACKNOWLEDGMENT & WAIVER OF LIABILITY
ACTIVITIES - BROCHURES

ACTIVITIES FLYERS

ADJUSTMENT REPORTS

ADMINISTRATION FILES

ADMISSION RELEASE RECORDS

ADVERTISING FLYERS

AERIAL PHOTOGRAPHS

AFFIDAVIT OF MAILING

AFFIDAVIT OF PUBLICATION FOR JOB OPENING
AFFIDAVITS (ELECTRICAL CONTRACTORS)
AFFIDAVITS OF CANDIDACY

AFFIDAVITS OF OWNERSHIP

AFFIDAVITS OF PUBLICATION

AFFIDAVITS OF PUBLICATIONS

AFFIDAVITS OF PUBLICATIONS GENERAL NOTICES
AFFIRMATIVE ACTION FILES

AFFIRMATIVE ACTION RECRUITMENT FORM

PAY 02000
FIR 01500
POL 02700
UTL 00100
ELE 60100
ADM 00100
ELE 00200
POL 02900
FIN 001C0
FIN 00200
FIN 00300
P&R 00100
P&R 00200
P&R 00300
UTL 00200
ATT 00100
POL 05200
LIQ 00100
PWE 00100
ADM 00200
HRS 00100
UTL 00300
ELE 00300
CEM 00100
ELE 00400
ADM 00400
ADM 00300
HRS 00200

HRS 00300
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RECORD SERIES TITLE

RECORD SERIES CODE

AFFIRMATIVE ACTION REPORTS

AGENDA PACKETS - MISCELLANEQUS

AGENDA PACKETS - MISCELLANEQUS

AGENDA PACKETS -CITY COUNCIL

AGREEMENTS - TRUST
AGREEMENTSICONTRACTSALEASES/JOINT POWERS
AIRPORT DEVELOPMENT/PLANNING

AIRPORT OPERATIONS/ MAINTENANCE
AMBULANCE BILLING/HIPPA AUTHORIZATION FORM
AMBULANCE EMERGENCY ROOM RECORDS
AMBULANCE MASTER SCHEDULES

AMBULANCE PATIENT CARE REPORT - EMSRB/STATE FORM
AMBULANCE PRE-HOSPITAL PROTOCOLS

ANIMAL & PET LICENSES OR PERMITS

ANIMAL CONTROL STATISTICAL REPORTS

ANIMAL IMPOUNDVRELEASE

ANNEXATION RECORDS

ANNUAL REPCRT OF THE LIBRARY BOARD
ANNUAL REPORTS

ANNUAL REPORTS

ANNUAL REPORTS

ANNUAL REPORTS - POLICE DEPARTMENT

APPARATUS/EQUIPMENT MAINTENANCE & INSPECTION
RECORDS:

APPEARANCE BONDS

APPLICATION FOR TEMPORARY EMPLOYMENT
APPLICATIONS FOR CLASSIFICATION
APPLICATIONS FOR EMPLOYMENT-NOT HIRED
APPLICATIONS FOR INSURANCE

APPLICATIONS FOR PERSONS CON ELIGIBILITY LIST
APPOINTMENT FILES

APPRAISALS - PROPERTY

HRS 00400
ADM 00650
ADM 00600
ADM 00500
ADM 00700
CON 00050
ADM 00800
ADM 00900
FIR 00010
FIR 00020
FIR 00030
FIR 00040
FIR 00050
PER 00100
POL 01800
POL 01900
PLZ 00100
LIB 00100
HRA 00100
ADM 01000
P&R 00400
POL 00100

FIR 00100

BOCN 006100
P&R 00500
ASG 00100
HRS 00500
INS 00100

HRS 00600
ADM 01100

ASG 00200
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-RECORD SERIES TITLE

RECORD SERIES CODE

ARBITRATION DECISIONS

ARBORCULTURE

ARREST & CHARGE

ARREST REPORTS

ARSCN REPORTS/INVESTIGATIONS
ARTICLES OF INCORPORATION

ASPHALT MIXING LOG

ASSESSMENT NOTIFICATION LETTERS
ASSET RECORDS

ATTORNEY OPINIONS

ATTORNEY OPINIONS-OFFICIAL COPY
AUCTION

AUDIO & VIBEO RECORDING INVENTORY LOG
AUDIO VISUAL EQUIPMENT CHECKOUT RECORDS
AUDIT REPORTS - EXTERNAL

AUDIT REPORTS - INTERNAL

AUTHORITY TO DISPOSE OF RECORDS STATE FORM (PR - 1)
AUTHORIZATION CARDS

BACKGROUND CHECK

BACKGROUND CHECK

BACTERIOLOGICAL TEST/ANALYSIS

BAIL RECEIPTS

BALLOTS

BALLOTS - UNVOTED

BANK STATEMENTS

BANKRUPTCY RECORDS

BENEFITS ENROLLMENT FORMS

BENEFITS PLAN

BICYCLE LICENSE OR PERMIT

BICYCLE SAFETY

BIDS & QUOTATIONS ACCEPTED

HRS 00700
PWM 00100
POL 05840
POL 03000
FIR 00200
ADM 01200
PWM 00200
ASG 00300
FiN 00400
ATT 00200
ADM 01300
FOL 00200
FOL 05810
LB 00200
FIN 00800
FIN 60900
RMG 00100
PAY 00100
POL 00240
POL 00260
UTL 00500
POL 03100
ELE 00600
ELE 00600
FIN 01000
FIN 01100
HRE 00750
HRS 00800
PER 00300
POL 02100

ADM 01400
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STRTENES

RECORD SERIES TITLE

RECOQORD SERIES CODE

BIDS & SPECIFICATIONS & SUPPORTING PAPERS - NOT
ACCEPTED

BIDS & SPECIFICATIONS FOR CAPITAL IMPROVEMENT -
ACCEPTED

BIDS & SPECIFICATIONS FOR SERVICES & SUPPLIES - ACCEPTED
BILLIARD (POOL HALL) LICENSE

BILLING STATEMENTS

BILLINGS (REGISTER)

BILLS OF SALES

BIRTH RECORDS

BLOOD PRESSURE PATIENT RECORDS

BOND & INTEREST COUPON REGISTER

BOND SALE TRANSCRIPTS

BONDS - CITY OFFICIALS

BOOKMOBILE RECORDS

BOWLING ALLEY LICENSE

BRIDGE/CULVERT INVENTORY
BRIDGE/CULVERT MAINTENANCE REPORTS
BUDGET - ANNUAL

BUDGET - RECORD COPY

BUDGET - SUPPORT/WORKING PAPERS
BUDGET REPORTS

BUDGET WORKPAPERS - DEPARTMENT
BUDGET WORKPAPERS - MASTER

BUILDING INSPECTION RECORD

BUILDING PERMITS - COMMERCIAL

BUILDING PERMITS - RESIDENTIAL

BUILDING PLANS: COMMERCIAL, INDUSTRIAL
BUILDING PLANS: RESIDENTIAL

BUREAU OF CRIMINAL APPREHENSION REPORTS
BURIAL PERMISSION FORM

BURIAL PERMITS

BURNING PERMITS - RESIDENTIAL

ADM 01500

CON 00100

CON 00200
PER 00400
FIN 01200
UTL 00600
ADM 01600
VIT 00100
HEA 00100
BON 00200
BON 00300
ADM 01700
LIB 00300
PER 00500
PWM 00300
PWM 00400
FIN 01310
ADM 01800
ADM 01900
FIN 01320
FIN 01400
FIN 01500
BUI 00100
PER 00600
PER 00700
BUI 00200
BUI 00300
POL 00300
CEM 00300
CEM 00200

PER 00800
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RECORD SERIES TITLE

. RECORD SERIES CODE

BYLAWS - COMMISSIONS AND BOARDS
CAFETERIA PLAN RECORDS

CAMPAIGN FINANCIAL REPORTS

CANCELED PAYROLL CHECKS
CANCELED/PAID BONDS, COUPONS & CERTIFICATES
CAPITAL IMPROVEMENT PROGRAM
CARNIVAL LICENSE APPLICATIONS

CASE FILES/OFFENSE REPORTS - ADULT
CASE FILES/OFFENSE REPORTS - JUVENILE
CASH REGISTER TAPES

CATALOGS

CENSUS REPORTS - CITY GENERATED
CERTIFICATE OF FILING LAND USE CONTROL
CERTIFICATE OF OCCUPANCY

CERTIFICATE OF REAL ESTATE VALUE (CRV)
CERTIFICATE OF SURVEY

CERTIFICATES OF ELECTION

CERTIFICATES OF INSURANCE

CERTIFICATION FOR PEACE OFFICERS FOR STATE AID
APPLICATION

CERTIFICATION OF TEST/EXAMINATION RESULTS
CHANGE FORM {PAYRCLL COPY)

CHART OF ACCOUNTS

CHARTER

CHECK REGISTER

CHECK REGISTER

CHECKS (CANCELED & VOIDED) ACCCUNTS PAYABLE
CHECKS (CANCELED & VOIDED) PAYROLL
CHECKS (DUPLICATE)

CHECKS (NSF) BAD CHECKS & BAD CHECKS LISTS
CHEMICAL ANALYSIS

CIGARETTE/TOBACCO/ETC. LICENSES & APPLICATIONS

ADM 02000
PAY 00200
ELE 00700
PAY 00300
BON 00400
FIN 01800
PER 00900
POL 03300
POL 03400
FIN 02000
LIB (0400
ADM 02100
PLZ 00200
BUI 00400
ASG 00400
BUI 00410
ELE 00800
INS 00400

POL 00350

HRS 00900
PAY 00400
FIN 02006
ADM 02200
FIN 02010
LIQ 00700
FIN 02020
FIN 02030
FIN 02050
FIN 02040
UTL 00800

PER 01000
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.- .RECORD SERIES TITLE

.. RECORD SERIES CODE

CIRCULATION RECORDS
CITATIONITICKETS

CITY CODE/CODE OF CRDINANCES
CITY ORDINANCE VICLATIONS
CITY SEAL

CIVIL DEFENSE FILES

CIVIL LITIGATION FILES
CLAIMS

CLASSIFICATION LISTS
CLASSIFICATION STUDIES
GLEAN-UP DAY INFO/PERMITS
CLIENT INCIDENT REPORTS
CLIENT INCIDENT REPORTS
CLIENT INCIDENT REPORTS
CLIMATOLOGICAL GRAPHS

CODE COMPLIANCE INSPECTION

COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG)

COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG)

APPLICATIONS
COMPENSATION PLAN

COMPLAINTS - GENERAL

COMPLAINTS - REAL PROPERTY
COMPOSTING/YARDWASTE REGULATIONS
COMPREHENSIVE PLAN

CONDITIONAL USE PERMIT FILE
CONSTRUCTION BLUEPRINTS ORIGINAL
CONSULTING SERVICES

CONTRACTED SERVICES

CONTRACTOR LICENSE BONDS
CONTRACTOR'S LICENSE
CONTRACTS/AGREEMENTS - LABOR UNIONS

COPYRIGHT COMPLIANCE RECORDS

LIB 00500
POL 03500
ADM 02300
ADM 02400
ADM 02500
POL 02000
ATT 00300
INS 00450
ASG 00500
HRS 01100
WST 00100
HEA 00200
HEA 00300
HEA 00400
PWM 00500
BUI 00500
HRA 00300

HRA 00200

HRS 01150
ADM Q2700
ADM 02600
WST 00200
PLZ 00300

PLZ 00400

PWE 00200
HEA 00500
HEA 00600
BON 00500
FER 01100
HRS 01200

LIB 00600
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RECORD SERIES TITLE

- .-~ RECORD SERIES CODE

COPYRIGHTS & PATENTS
CORRESPONDENCE
CORRESPONDENCE - ATTORNEY
CORRESPONDENCE - GENERAL
CORRESPONDENCE - HISTORICAL
CCRRESPONDENCE - MESSAGES
COURT RECORDS

CREDIT CARD RECEIPTS

CRIMINAL LITIGATION FILES

CRIMINAL RECCORD CHECK LOG

CURB STOP REQUESTS

CURBSIDE RECYCLING PROGRAM
CUSTOMER DATA/MUNICIPAL UTILITIES
DARE.

DAILY CASH REPORTS

DAILY REPORTS (DEPARTMENT COPY)
DAILY TRANSACTION REPORTS

DAILY WORK SCHEDULES, CREW SCHEDULES
DANCE/PARADE/PUBLIC GATHERING PERMITS
DEATH INVESTIGATION

DEATH RECORDS

DEATH REGISTRY

DEEDS

CEEDS

DEFERMENT APPLICATICN
DELINQUENT REPORTS

DEMOLITION RECORDS

DEPARTMENT OF CORRECTIONS - ANNUAL REPORT
DEPARTMENT RULES & REGULATIONS
DEPARTMENTAL REPORTS
DEPARTMENTAL REPORTS

DEVELOPERS AGREEMENTS

ADM 02800
CEM 00400 ,
ATT 00400
ADM 02900
ADM 03000
ADM 03050
CTS 00000
FIN 02080
ATT 00500
POL 03600
PWM 00600
WST 00300
UTL 00850
POL 02300
FIN 02100
P&R 00700
UTL 00900
PWWM 00700
PER 01200
POL 03700
VIT 00200
HEA 00700
CEM 00500
PLZ 00500
ASG 00600
UTL 01000
PWE 00300
POL 00400
P&R 00900
ADM 03100
ADM 03200

CON 00400
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-RECORD SERIES TITLE

- RECORD SERIES CODE

DIAGNOSTIC DISEASE INDEX
DICTATED & AUDIG RECORDED REPORTS
DIETARY RECORDS

DIGITIZED ALARM RESPONSES

DIKE MAINTENANCE RECORDS

DIRECTED PATROLS

DISPOSAL OF PROPERTY

DISTRIBUTION REPORTS

DIVISIONS AND COMBINATIONS OF REAL PROPERTY
DOCK LICENSES

DONOR RECORDS

DRIVEWAY GUTTER PATCRING RECORDS

DROP OFF SITE/RECYCLING YARD WASTE

DRUG AND ALCOHOL TESTING RESULTS

DUTY ROSTER

EASEMENTS

EASEMENTS - TEMPORARY

ELECTION BOUNDARIES & PRECINCT MAP
ELECTION DAY FORMS

ELECTION JUDGE WORKSHEET

ELECTRICAL INSPECTION RECORD

ELECTRICAL PERMIT

ELIGIBILITY REGISTER

EMERGENCY PLAN

EMERGENCY STORM DAMAGE

EMPLOYEE DISHONESTY/SURETY BONDS
EMPLOYEE MEDICAL RECORDS

EMPLOYEE RECOGNITION & AWARDS PROGRAM
EMPLOYEE SUGGESTION FORM

EMPLOYERS QUARTERLY FEDERAL TAX RETURN
EMPLOYMENT ELIGIBILITY VERIFICAITON/I-9 FORM

ENCUMBRANCES/REVERSALS - ORDERS ISSUED

HEA 00800
POL. 05820
HEA 00900
FIR 00300
Pwi 00800
POL 00410
FIN 02200
UTL 01100
ASG 00700
PER 01300
LiB 00700
P\WM 00900
WST 00400
HRS 01650
POL 00420
PLZ 00600
PLZ 00700
ELE 00900
ELE 01000
ELE 01100
BUI 00600
PER 01410
HRS 01300
PCL 00450
PWM 01000
INS 00500
HRS 04200
HRS 01500
HRS 01600
PAY 00450
HRS 02000

FIN 02400

\RR\;\L\
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RECQORD SERIES TITLE . .

- -RECORD SERIES CODE

ENGINEERING DESIGN BOCKS, PRODUCT DEVELOPMENT
STANDARDS, SPECIFICATION BOOKS, DRAWINGS

ENVIRONMENTAL ASSESSMENT WORKSHEET
ENVIRONMENTAL COMPLAINTS REPORTS
EPA REPORTS

EQUAL EMPLOYMENT OPPORTUNITY REPORTS/SUMMARY DATA
(EEO REPORTS}

EQUIPMENT CONTRACTS

EQUIPMENT INVENTORIES

EQUIPMENT REPORTS

EVIDENCE/PROPERTY INVENTORY REPORTS
EVIDENCE/PROPERTY LOGS

EXAMINATICN FILE

EXCAVATION/RIGHT-OF-WAY PERMITS
EXCEPTION REPORTS

EXPENDITURE REPORTS - MONTHLY SUMMARIES
EXPENDITURE REPORTS - YEAR END SUMMARIES
EXTRANEOUS AUDIO & VIDEO RECORDINGS

FA-1 FORM, APPLICATION OF STATE AID FIRE EQUIPMENT
CERTIFICATE

FAMILY MEDICAL LEAVE DOCUMENTS (FMLA)
FEE WAIVER SHEETS

FIDELITY BONDS

FILL MATERIAL REQUESTS

FINANCIAL REPORTS

FINANCIAL REPORTS/STATEMENTS (ANNUAL})
FINES & SERVICE CHARGE RECORDS
FINGERPRINT CARDS

FINGERPRINT CARDS

FINGERPRINT CARDS

FIRE CODE

FIRE EXTINGUISHER SERVICE LICENSE

FIRE FIGHTER MEDICAL STANDARDS

FIRE HYDRANT MAINTENANCE

PWE 00400

WST 00500
PWM 01100
UTL 01200

HRS 01700

CON 00500
FIN 02450

UTL 01300
POL. 03750
POL. 03740
HRS 01800
PER 01600
WST 00600
FIN 02500

FIN 02600

POL 05830

FIR 00350

HRS 01860
P&R 41000
BON 00600
PWM 01200
FIN 02610
FIN 02620
LIB 00800
POL 00510
POL 00500
POL 03800
FIR 00400
PER 01700
FIR 00500

UTL 01400
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RECORD SERIES CODE

FIRE INSPECTION RECORD-ANNUAL

FIRE INVESTIGATION REPORT

FIRE PREVENTION WEEK TOURS & DEMONSTRATION DATA
FIRE RELIEF ASSOCIATION

FIRE RELIEF ASSOCIATION

FIRE RELIEF ASSCCIATION

FIRE RELIEF ASSQCIATION

FIREARM APPLICATION/PERMITS
FIREARM TRANSFER

FIREWORKS PERMIT & LICENSE

FIRST REPORT OF INJURY

FLGOD CONTROL RECORDS

FOOD ESTABLISHMENT LICENSE

FOOD SERVICE RECORDS

FORFEITURE FORMS

FRANCHISES GRANTED BY MUNICIPALITY
FREEZING CONDITIONS EMERGENCY LOG
FROZEN WATER LINES LOG BOOK
GAMBLING LICENSES & REPORTS
GAMBLING/LOTTERY MATERIAL
GARNISHMENTS

GAS FITTERS LICENSE

GENERAL CITIZEN CONTACTS

GENERAL JOURNAL

GENERAL LEDGERS

GOPHER STATE ONE RECCRDS

GRANTS

GREEN ACRE LAND & AGRICULTURE PRESERVE APPLICATIONS
GRIEVANCE FILES

GRIEVANCE MECHANISM

HAZARDOUS MATERIAL ACCIDENT REPORT

HEALTH DEPARTMENT REPORTS

BUI 00700
FIR 00600
FIR 00700
FIR 00800
FIR 00300
FIR 01000
FIR 01100
POL 03900
POL 04000
PER 01800
INS 00650
PWE 00500
PER 01850
POL 05300
POL 03820
CON 00600
PWM 01300
UTL 01500
PER 01800
FIN 02800
PAY 00500
PER 01920
POL 05860
FIN 02900
FIN 03000
UTL 01600
ADM 03300
ASG 00750
HRS 01500
HEA 01000
FIR 01200

UTL 01700
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RECORD SERIES TITLE

..RECORD SERIES CODE

HEALTH FAIRSMVORKSHEET HEALTH PROGRAMS
HEALTH STAFF REPORTS

HEALTH/MEDICAL PATIENT RECORDS

HEARING SCREENING RECORDS

HEATING, VENTILATION, AIR CONDITIONING PERMIT
HEATING/ VENTILATION INSPECTION RECORD
HISTORICAL DATA/PHOTOGRAPHS

HOME HEALTH CARE RECORDS

HOME IMPROVEMENT VALUE EXCLUSION (THIS OLD HOUSE LAW)

HOMESTEAD APPLICATION REQUESTS

HOMESTEAD APPLICATIONS CARDS

HOMESTEAD PRINT-CUT LIST

HOMESTEAD TRANSFER

HOMICIDES

HOSPITAL LISTS OF BIRTHS AND DEATHS

HOTEL & MOTEL LICENSES

HOUSEHOLD HAZARDOUS WASTE COLLECTION CENTER
HOUSING INSPECTION RECORD

HOUSING PROGRAM GUIDELINES

HRA PROJECT MANAGEMENT & RENTAL AGREEMENTS
HUD ADMINISTRATIVE DCCUMENTS

ICR's

IDENTIFICATION NUMBERS

IMMUNIZATION RECORDS

INCIDENT FORM (STATE MFIRS -1)

INCIDENT REPORTS/FIRE RUNS

INCOME INFORMATION

INCOME SALES TAX RETURNS/RECEIPTS

INDEMNITY BONDS

INFECTIOUS DISEASE & QCCUPATIONAL EXPOSURE FILES

IN-SERVICE/IN-HOUSE SUMMARIES

INSPECTION & TESTING RECORDS

HEA 01100
HEA 01300
HEA 01200
HEA 01400
PER 01830
BUI 00800

RMG 00200
HEAD1500
ASG 00780
ASG 00800
ASG 00900
ASG 01000
ASG 01100
POL 05870
VIT 00300

PER 02000
WST 00700
BUI 00900

HRA 00400
HRA 00500
HRA 00600
POL 04100
WET 00800
HEA 01600
FIR 01300

FIR 01400

ASG 01200
FIN 03100

BON 00700
HRS 04400
HEA 01700

PWE 00600

Page 11 of 23

113


tobin.lay
Typewritten Text
113


- I

JR———

RECORD SERIES TITLE

.. RECORD SERIES CODE

INSPECTION NOTICES TO HOMEOWNER, VIOLATOR, ETC.
INSPECTION RECORDS OF LICENSED FACILITIES
INSPECTHONS-SERVICE NEW MAINS

INSPECTOR REPORTS

INSTRUCTION BOOKS FOR JUDGES

INSURANCE AGENTS' SERVICE AGREEMENT
INSURANCE PREMIUM REPORT

INTERNAL INVESTIGATION

INTERNAL INVESTIGATIONS

INTERVIEWS - AUDIO & VIDEO RECORDINGS
INTOXILYZER TEST RESULTS

INVENTORIES

INVENTORY SHEETS

INVESTIGATIVE FILES

INVESTMENT DOCUMENTS

INVOICES - CLAIM VOUCHERS & VERIFIEDS (AR & AP)
JAIL REGISTER

JOB/POSITION DESCRIPTIONS

JOURNAL ENTRY SUPPORT

LABOR UNION - DISPUTES

LABOR UNIONS - NEGOTIATING DATA
LABORATORY ACTIVITIES

LANDFILL/GARBAGE DUMP SITES

LEASE OF REAL PROPERTY

LIABILITY RELEASES

LIBRARY CARD

LICENSE BONDS

LICENSING, CERTIFICATION AND ACCREDITATION
LIENS

LIQUOR LICENSE

LOANS-INTER LIBRARY

LOG SHEETS

BUI 01000
PER 02050
UTL 01800
BUI 1100
ELE 01200
INS 00700
PAY 00600
POL 00600
POL 05880
POL 05500
POL 04200
ADM 03400
LIQ 01000
ATT 00600
FIN 03200
FIN 03300
POL 06400
HRS 02200
FIN 03400
HRS 02300
HRS 02400
HEA 01800
WST 00900
CON 00700
POL 00700
LIB 00900
BON 00800
HEA 01900
ADM 03700
PER 02100
LIB 01000

POL 00800
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RECORD SERIES TITLE

- RECORD SERIES CODE

LONG TERM DSABILITY (LTD)
LOST ITEM REIMBURSEMENT RECORDS
MAILING LISTS

MAINTENANGE PUMP STATIONS
MAINTENANCE RECORDS - CITy EQUIPMENT
MAINTENANCE RECORDS - CITY PROPERTY
MAJNTENANCE/INSPECTION OF FACILITIES
MANHOLE CONDITION FIELD REPORTS/SUMMARY SHEETS
MANHOLE REPAIR REPORT

MANUALS - i1y EQUIPMENT

MAPS - AS BUILTS

MAPS - TOPOGRAPHICAL

MAPS & HALF SECTION

MASSAGE LICENSE

MASTER NAME FILE

MASTER NAME FILE

MATERIAL SAFETY DATA SHEETS

MCGRUFF HousE

MECHANICAL AMUSEMENT DEVICE LICENSE
MEETING ROOM REQUEST

METER READING CARDS/SHEETS

METER RECORDS

MICROFILM INDEX

MILL RATE

MINNESOTA HOUSING FINANCE AGENCY {MHFA) HOME
IMPROVEMENT LOANS

MINNESOTA HOUSING FINANCE AGENCY (MHFA) HOME
PURCHASE LOANS

MINUTES
MINUTES - cITy COUNCIL

MINUTES - vARIOUS BOARDS, COMMISSIONS, COMMITTEES &
COUNCILS

MNDOT CORRESPONDENGCE

MOTOR VEHICLE LICENSE

.

INS 01100
LIB 01100
P&R 01100
UTL 01900
ADM 03900
ADM 03800
PWM 01350
PWM 01400
PWM 01500
ADM 04000
PWE 00700
PWE 00800
PLZ 00800
PER 02200
POL 04500
FPOL 04800
WST 01000
POL. 02400
PER 02300
LiB 01200
UTL 02000
UTL 02100
RMG 00300
ASG 01300

HRA 00700
HRA 00800

CEM 00800
ADM 04300

ADM 04400

PWM 01600

PER 02400
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RECORD SERIES TITLE

RECORD SERIES CODE

MOVING PERMIT

MUG SHOTS-ADULT

MUG SHOTS-JUVENILE

NEIGHBORHOOD CRIME WATCH
NEWSLETTERS

NEWSLETTERS - CITY GENERATED
NEWSPAPER CLIPPINGS / SCRAPBOOKS
NOMINATING PETITIONS

NOTICE OF MEETINGS

NOTICE OF SPILL(S)

NOTICES OF COMMERCIAL HAZARDOUS SUBSTANCE
OATH OF OFFICE

OATH OF OFFICE

OATH OF OFFICE - ELECTED & APPOINTED OFFICIALS
OATH OF OFFICE - POLICE OFFICER OATHS
OATH OF RESIDENCENOUGHER CARDS
OCCUPANCY PERMITS/INSPECTION FILES
OPEN BURNING PERMITS

OPERATION I.D.

ORDINANCE & RESOLUTIONS ADOPTED
ORDINANCES & RESOLUTIONS
ORGANIZATIONAL GHARTS - CITY

OSHA - CITATIONS OF PENALTY

OSHA - EMPLOYEE EXPOSURE RECORDS
OSHA REPORTS

OUTAGE REPORTS

OVERDUE & DAMAGED LIBRARY MATERIAL RECORDS
OWNER INDEX

PARK ACQUISITIONS

PARK MASTER PLAN

PARKING METER REPORTS/RECORDS

PARKING PERMIT

PER 02500
POL 04700
POL 04720
POL 02500
LIB 01500
ADM 04500
ADM 04600
ELE 01300
ADM 04700
WST 01200
WST 01100
ELE 01400
POL 00500
ADM 04800
ADM 04900
ELE 01500
FIR 01600
WST 01300
POL 02600
ADM 05000
ADM 05100
ADM 05200
HRS 04500
HRS 04700
HRS 04600
UTL 02160
LIB 01600
CEM 00700
P&R 01400
P&R 01500
PER 02510

PER 02520
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RFECORD SERIES CODE

PARKLAND DEDICATION VALUATIONS
PARTICIPATION LOG

PATIENT MASTER INDEX

PAWN SHOP RECORDS
PAWNBROKERS LICENSE

PAY EQUITY IMPLEMENTATION REPORT
PAY EQUITY PLAN/SUMMARY

PAY EQUITY PROFILES

PAY EQUITY QUESTIONNAIRE BOCKS
PAY EQUITY WORKPAPERS

PAYMENT BONDS

PAYROLL HISTORY CARD

PAYROLL JOURNAL

PAYROLL LEDGER

PAYROLL REPORTS

PAYROLL WORKSHEETS

PEAK DEMAND REPORTS
PEDDLER'S, TRANSIENT MERCHANTS & SOLICITORS LICENSE
PENSION & RETIREMENT REPORTS
PENSION FILES

PERA REPORTS

PERFORMANCE BONDS

PERMIT BONDS

PERMITS

PERMITS - STREET OPENING
PERMITS - STREET SERVICE LINES
PERPETUAL CARE FLOWER FUND CERTIFICATES
PERPETUAL CARE SERVICE LEDGER
PERSONNEL FILES

PETITIONS

PETITIONS (COURT) - VALUATIONS

PETITIONS RELATING TO ZONING REQUESTS

ASG 01400
P&R 01600
HEA 02000
POL 00910
PER 02600
HRS 02700
HRS 03000
HRS 02800
HRS 02900
HRS 03100
BON 00800
PAY 00700
PAY 00800
PAY 00900
PAY 01000
PAY 01100
UTL 02130
PER 02700
PAY 01200
HRS 03200
PAY 01300
BON 01000
BON 01100
P&R 01700
PWE 00900
PWE 01000
CEM 00900
CEM 00800
HRS 03200
ADM 05300
ASG 01500

PLZ 01100
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RECORD SERIES TITLE

RECORD SERIES CODE

PETTY CASH REPORTS

PHARMACY DATA

PHARMACY INSPECTION REPORTS

PHOTOGRAPHS

PLANNING CASE FILE

PLANS & SPECIFICATIONS

PLASTERING LICENSE

PLAT

PLAT FILES - FINAL PLAT

PLAT FILES - PRELIMINARY PLAT

PLUMBER'S LICENSE

PLUMBING INSPECTION RECORD

PLUMBING PERMITS

POLICE CLEARANCE LETTERS

POLICE DEPARTMENT RELIEF ASSOCIATION RECORDS
POLICE DEPARTMENT RELIEF ASSOCIATION RECORDS
POLICE DEPARTMENT RELIEF ASSOCIATION RECORDS
POLICE DEPARTMENT RELIEF ASSOCIATICN RECCRDS
POLICIES - ALL INSURANCE POLICIES

POLICIES & PROCEDURES

POLICIES & PROCEDURES/RULES & REGULATIONS
POLLING PLACE AGREEMENTS

POLLING PLACE ROSTERS

POOL LICENSE

POOL TICKET APPLICATION FORMS

PRECINCT BOOKS & PRINTOUTS FROM COUNTY
PRESS RELEASES

PRICE LIST

PRISONER PROPERTY RECEIPTS

PROBLEM STREET AREA REPORTS

PROCCEDURES

PRGCLAMATIONS

LiB 01700
HEA 02100
HEA 02200
POL 05930
PLZ 01200
PWE 01100
PER 02800
CEM 01000
PLZ 01300
PLZ 01400
PER 02810
BUI 01200
PER 02900
POL 01000
POL 01100
POL 01200
POL 01300
POL 01400
INS 01240
ADM 05400
HRS 03400
ELE 01600
ELE 01700
PER 03000
P&R 01800
ELE Q1800
ADM, 05500
LIQ 01100
POL 05500
PWM 01700
RMG 00400

ADM 05600
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RECORD SERIES TITLE

- RECORD .SERIES CODE

PROGRAM DESCRIPTIONS

PROGRAM FILES

PROGRAM FILES

PROJECT CORRESPONDENCE

PROJECT FILES - SPECIAL ASSESSMENTS
PROJECT RECORDS

PROJECT RECORDS

PROJECT RECORDS

PROPERTY - CODES AND DEFINITIONS
PROPERTY - LEASES

PROPERTY - MORTGAGES

PROPERTY - OPTIONS

PROPERTY - PURCHASE OF

PROPERTY - RECORD CARDS/ASSESSMENTS
PROPERTY - TAXES

PROPERTY ACQUISITION
PROPERTY/ADDRESS FILES
PROSECUTIONAAW ENFORCEMENT FILES
PUBLIC ASSISTANCE VOUCHER RECORDS
PUBLIC HEARING RECORDS

PUBLIC PROPERTY USE APPLICATIONS
PUBLICATIONS - CITY-GENERATED
PUBLICITY

PUMPING REPORTS

PURCHASE ORDERS

PURGE LISTS

QUARTERLY WITHHOLDING TAX RETURN
RADIO LOGS

REAL ESTATE DATA CARDS

REAL PROPERTY - BIDS & ESTIMATES
REAL PROPERTY APPRAISALS

RECEIPTS

HEA 02300
P&R 01950
HRA 01100
ADM 05700
ASG 01600
PWE 01200
PWE 01300
PWE 01400
ASG 01700
ASG 01800
ASG 01900
ASG 02000
ASG 02100
ASG 02200
ASG 02300
HRA (1200
ATT 00700
ATT 00800
POL 01500
ADM 05800
PER 03010
ADM 05800
LIB 01800
UTL 02200
FIN 03800
ELE 01800
PAY 01350
POL 02800
ASG 02400
PLZ 01600
PLZ 01500

ASG 02500
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RECEIPTS & RECEIPT BOOKS Fil 04000

| RECLAMATION AGREEMENTS WST 01400
RECORD OF BURIALS, TRANSFERS, ETC CEM 01100
RECORDINGS - AUDIO ADM 05960

; RECORDINGS - AUDIO/VIDEO ADM 05950

: RECORDS CHECKQUT REQUEST RMG 00600
RECORDS DISPOSITION AUTHORIZATION RMG 00700
RECORDS INVENTORIES RMG 00500
RECORDS INVENTORY REPORT RMG 00800
RECORDS MANAGEMENT MANUAL RMG 00900
RECORDS RETENTION SCHEDULES RMG 01000
RECORDS TRANSFER/TRANSMITTAL LIST RMG 01100
RECRUITMENT FILES HRS 03500
RECYCLING BINS & ACCESSORIES PRICE SHEET WST 01500
RECYCLING BROCHURES WST 01600
REFORESTATION PROGRAM PWM 01800
REGISTRATION CARDS ELE 02000
REGISTRATION CARDS - INACTIVE ELE 02100
REGISTRATION CARDS - INGOMPLETE ELE 02050
REGISTRATION FORMS P&R 02000
RENTAL AGREEMENTS P&R 02100
RENTAL APPLICATION/LICENSE PER 03020
RENTAL INSPECTION RECORDS BUI 01210
REPORTS WST 01700
REPORTS AND STUDIES UTL 02400
REPORTS OF INJURIES OF PARTICIPANTS P&R 02200
REFOSSESSION LOGS POL 04840
REPRIMANDS/DISCIPLINARY ACTION HRS 03600
REQUEST TO INSPECT POLICE REPORT POL 01600
REQUISITIONS - DEPARTMENT COPY FIN (4300
REQUISITIONS FOR PERSCNNEL HRS 03700
RESEARCH & SUBJECT FILES ATT 00900
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...RECORD SERIES CODE

RESEARCH DATA

REVENUE REPORTS - MONTHLY SUMMARIES
REVENUE REPORTS - YEAR END SUMMARIES
REZONING FILE

RIGHT - OF- WAY DOCUMENTS

ROSTER

RULES & REGULATIONS, FIRE DEPT
SAFETY COMMITTEE AGENDA & MINUTES
SAFETY MANUAL

SALARY DETERMINATION FOR NON-UNION EMPLOYEES
SALES

SALES REPORTS

SALES STUDIES

SALES TAX

SAUNA LICENSE

SCHEDULES

SEARCH COPIES

SECTION 8 CLIENTS

SECTION 8 REIMBURSEMENT REQUESTS
SERVICE LINE AND ADDRESS CARDS
SERVICE REQUESTS

SEWER BACKUP RECORDS

SEWER CLEANING REPORTS

SEWER DISCHARGE PERMITS

SEWER MAIN BREAK RECORDS
SEXUALLY ORIENTED BUSINESS LICENSE
SHELF LIST

SHORT TERM DISABILITY (STD)

SHUT OFF LIST

SIDEWALK REPAIR RECORDS

SIGN INSPECTION RECORD

SIGN PERMIT

HEA 02400
FIN 04400
FIN 04500
PLZ 01700
PWE 01500
P&R 02300
FIR 01700
HRS 04800
HRS 04900
HRS 03750
ASBG 02600
LIk 01400
ASG 02700
FIN 04550
PER 03100
P&R 02400
ASG 02800
HRA 01300
HRA 01400
UTL 02500
UTL 02600
UTL 02630
UTL 02700
UTL 02800
UTL 02830
PER 03110
LIB 01900
INS 01450
UTL 02500
PWM 02000
BUI 01300

PER 03120
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SIGN PLAN VARIANCES/APPROVALS
SIGN UP SHEETS

SITE PLAN FILE - APPROVED

SITE PLAN FILE - NOT APPROVED
SLUDGE DISPOSAL

SNOW REMOVAL EMERGENCY PLANS
SNOW REMOVAL LOGS

SOLID WASTE, GARBAGE, REFUSE AND RECYCLERS
LICENSE/PERMIT

SPECIAL ASSESSMENT PROJECT APPROVALS & SPECIAL
BENEFIT VALUATIONS

SPECIAL ASSESSMENT ROLLS

SPECIAL COMMITTEE REPORTS

SPECIAL EVENTS & PROGRAMS

SPECIAL USE PERMIT FILE

STATEMENT OF ECONOMIC INTEREST
STATISTICAL REPORTS

STATISTICAL REPORTS

STORM SEWER LIFT STATIONS PUMP REPORTS
STORM WATER MANAGEMENT RECORDS
STREET COMPOSITICN REPORTS
STREET INDEXES

STREET INVENTORY/CONDITION RECORDS
STREET NAME CHANGE (APPROVED)
STREET NAME CHANGE (NOT APPROVED)
STREET PATCH REQUESTS

STREET REGULATIONS

STREET REGULATIONS

STREET RESURFACING LCGGS

STREET USE PERMIT

STUDIES & REPORTS

SUMMARY STATEMENT

SUPPLY EQUIPMENT LISTS

PLZ 01800
HRS 05100
PLZ 01900
PLZ 02000
WST (1800
PWM 02100
PWM 02200

PER 03200

ASG 02900

ASG 03000
ADM 06000
1B 02000
PLZ 02100
ELE 02200
HEA 02500
POL 01700
P 02700
PWE 01600
PWM 02300
FIR 01800
PWM 02400
ADM 06100
ADM 06200
PWM 02500
PWE 01700
PWE 01800
PWM 02600
PER 03300
LIB 02100
ELE 02300

P&R 02500
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SURCHARGE REPORT

SURVEYS, PROPERTY

TAX ABATEMENT AND AFFIDAVIT {CURRENT)
TAX ESTIMATE FiLg

TAX FORFEIT FILES

TAX INCREMENT FINANCE (TIF} DISTRICT RECORDS - DISTRICT
CREATION RECORDS

TAX INCREMENT FINANCE (TIF} DISTRICT RECORDS - FINANCIAL
RECQRDS

TAX INCREMENT FINANCE {TIF} DISTRICT RECORDS - FINANCIAL
RECGRDS - AUDITED

TAXILICENSES
TELEPHONE SYSTEM

TESTRESULTS

THEATER LICENSE

TICKET SALES REPORTS

TIME SHEETS

TITLES 10 MUNICIPAL VEHICLES & EQUIPMENT
TRAFFIC MONITORING DEVICES

TRAINING MANUAL

TRAINING MATERIALS

TRAINING RECORDS - FOR EACH INDIVIDUAL
TRAINING RECORDS - SEXUAL HARASSMENT
TRAINING RECORDS FOR EACH OFFICER
TRAINING RECORDS-RIGHT TO KNOW
TRAINING REPORT

TRANSFER SHEETS - STOCK

TRANSPORT INFORMATION
TRANSPORTATION SERVICE

TRAVEL EXPENSE RECORDS

TREASURER'S REPCRT - MONTHLY

TREE DISEASE CONTROL

TREE TRIMMING/REMOVAL LICENSE

TUBERCULOSIS PREVENTION & CONTRCL

—ﬁiiii——_i___k_i——“\\__

BUI 01310

PLZ 02200
ASG 03100
ASG 03200
ASG 03300

FIN 04600
FIN 04650
FIN 04660

PER 03400
ADM 06300
WST 01800
PER 03410
P&R 02600
PAY 01400
ADM 08400
POL 04820
HRS 05260
HRS 05300
HRS 05400
HRS 05600
POL 05700
HRS 05500
POL 05800
LIG 01500
WST 02000
P&R 02700
FIN 04700
FIN G471¢
PWM 02800
PER 03420

HEA 02600

—
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TUBERCULOSIS PREVENTION & CONTROL
UNEMPLOYMENT CLAIMS/COMPENSATION
UNIFORM HAZARDOUS WASTE MANIFESTS
USE OF FORCE

UTILITY ACCOUNT CHANGE ORDERS
UTILITY PAYMENT STUB

VACATION & LEAVE REQUESTS

VACATION FILES

VALIDATION REPORTS (from State)
VALUATION LISTS

VALUE IN EXCESS OF PURCHASE PRICE (VIEPF)
VARIANCE FILES

VEHICLE IMPCUNDS

VERICLE SAFETY INSPECTION REPORTS
VETERANS PREFERENCE ELECTION FORM
VIDECQ TAPE OF BOOKING

VIDEO TAPES - GENERAL

VIDEO TAPES - HISTORICAL

VIDEO TAPES - PROJECTS

VIDEO TAPES OF PUBLIC MEETINGS
VOLUNTARY PERMISSION & CONSENT TO SEARCH AND SEIZE
VOLUNTEER GROUPS RECORDS
VOLUNTEER PERSONNEL RECORDS
VOLUNTEER RECORDS

VOTER RECEIPTS

W-2 STATEMENTS - EMPLOYERS COPY
W-3 STATEMENTS

W-4 FORM - ORIGINALS

WAGE ASSIGNMENTS

WARRANT REQUESTS

WASTEWATER MANAGEMENT RECORDS

WATER & SEWER ANALYSIS REPORTS

HEA 02700
HRS 04000
WST 02100
POL 05920
UTL 63000
UTL 03050
PAY 01500
PLZ 02300
POL 04870
ASG 03400
HRA 01600
PLZ 02400
POL 04900
PWM 02900
HRS 04050
POL 05600
ADM 06420
ADM 06440
ADM 06460
ADM 06500
FIR 01800
LIB 062200
LIB 02300
HEA 32800
ELE 02400
PAY 01600
FAY 01700
PAY 01800
HRS 04100
HRA 01700
PWE 01900

PWE 02000
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WATER AND SEWER ANALYSIS

WATER MAIN BREAK RECORDS

WATER METER REPLACEMENT SHEETS
WATERSHED DISTRICT RECORDS

WEED COMPLAINT & REPORTS

WEIGHT TICKETS

WELL PERMITS

WETLAND RECORDS

WOMEN, INFANTS & CHILDREN (WIC} HEALTH PROGRAM
WORK ORDERS

WORK SCHEDULE FILES

WORKERS COMP PROOF OF PAYMENT
WORKERS' COMPENSATION CLAIM REGISTER
WORKERS' COMPENSATION CLAIMS
WRECKING PERMIT

WYC

ZONING FILES

UTL 03100
UTL 03200
UTL 03300
PWE 02100
PWM 03000
PWE 02200
UTL 03400
PER 03450
HEA 02900
FiN 05000
LiB 02400
PAY 01900
INS 01600
INS 01550
PER 03500
POL 02200

PLZ 02500
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MEMORANDUM L,
et

o
DATE: * March 21, 2017 - i
TC: Birchwood City Council
e
FROM: Trilby White, Council Member » ,‘{5".;5:-—__ —— e
SUBIJECT: Immediate Office Staffing Needs

Birchwood Village

Dear Mayor and Council Members,

| have asked Tobin to provide the Council with an overview of the immediate staffing needs facing the
city. This includes breaking out routine tasks from what we hope is a temporary, but significant increase
in administrative demands taxing Birchwood Village staff. Since Tobin’s hiring in November, the Village
has seen a dramatic increase in daily and unique administrative demands. These include special
projects/tasks:

- Organizing, preparing, and attending Special Meetings and workshops

- Responding to detailed, legal data practice requests (DPR),

- Correspondence regarding concerns and questions about DPR’s from various city committees and
residents

- Fielding high volume email campaigns directed toward the city

- CTAS software upgrade (accounting} issues

- Election audits

- Water main break storage issues

- Bank safe deposit box investigation and concerns

- Retrofit City vault

- Managing ice rink staff.

Despite staff working up to 20 hrs overtime per month under current budget constraints, we are not
able to complete the baseline duties of the City while being as responsive to special requests or make
progress on additional projects on the waiting list. Specifically:

- Correct the CTAS v8 problems

- Recycling grant report and application

- Comp Plan and Local Water Plan

- Search for permanent plan reviewer

- Code book and policy manual updates

- Comprehensive website updates

- Digitizing records

- Filing ordinances and records with county

Beyond needing to provide adequate resources for our Administrator/Clerk and Treasurer; as well as be
responsive to private citizens/group’s reasonable and legal requests of the City, | submit the following to
the Council’s consideration in support of my motion to:

- Increase the ceiling on the Treasurer’s time limit per Tobin’s recommendations to allow for increased

demands and enhanced City responsiveness. And,
- Hire temporary office staff or administrative interns to assist the City in completing backlogged

projects and assist during times of surges.
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Thank you Mayor and Councii for your consideration of this matter. Tobin and | look forward to your
questions.

Sincerest regards,
Trilby White
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