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A Records Management Manual 
 

The purpose of this manual is to provide a listing of all records management policies and procedures in 

the town of West Sparta.  The manual will outline the records management services provided to town 

departments (i.e. town supervisor, property assessment, building and zoning, and highway) through the 

office of the Town Clerk.  The Records Management Officer/Town Clerk will distribute the Policies and 

Procedures Manual to each department. 

 

B Records Management Program Explanation 

 

1. Concept of Records Management 

 

Record management, in formal terms, is the systematic creation, organization, maintenance, use and 

periodic legal disposition of records. Managing the flow of records cuts costs while increasing 

government efficiency. 

 

It is important to manage these records because they belong to the public and the records need to be 

made public accessible. Public records protect the interests and rights of all taxpayers and residences 

within the Town of West Sparta. As government officials, we are responsible for the maintenance and 

preservation of these records.  

 

2. Benefits of a Records Management Program 

 

A strong program insures that records management is a continuing administrative function of the 

departments within the town governments and not just a periodic housekeeping function. 

 

It provides a clear, legal basis for actions pertaining to records, and a clear definition of who is 

responsible for the varying aspects of the record management program. 

 

It demonstrates to all town employees the commitment to, as well as the significance and legal basis of, 

the records program. 

 

It shows the public and taxpayers the serious intent of the town governments to maintain accessible, 

usable and reliable records. 

 

C Records Management Officer 

 

The town will maintain the position of Records Management Officer (RMO) with the responsibilities of:  

 

1. Directing and implementing the records management program. 

 

2. Working with and supervising all full and any temporary part-time employees in the records 

management program. 

 

3. Attend training seminars provided by the State Archives that relate to the town records management 

program. 

 

4. Identifying and disposing of all appropriate records according to established guidelines with respect 

to record retention. 
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5. Preparing reports to the town board on the records management program’s progress, cost avoidance, 

and problems. 

 

6. Providing support to town personnel with advice and assistance for any records management issues. 

 

D Role of Records Management Officer 

 

 The duties of the Records Management Officer (RMO) will be to 

 

1. Initiate, coordinate, and promote the systematic management of the Town of West Sparta records by 

consulting and cooperating with town officers and town staff. 

 

2. Work with departments heads to guide the development and application of records management 

practices for the town. 

 

3. Ensure the systematic legal disposition of obsolete records that have reached their retention date. 

 

4. Provide appropriate storage for inactive records that have not met their legal retention date. 

 

5. Ensure the preservation of archival records, along with the sound management of these records, and 

their availability for research.  

 

7. Consult as necessary with the State Archives and other state agencies involved in the supervision or 

records management or in the creation of records. 

 

E Creation of Records 

  

Each record in the town is either 

 

1. The official copy (sometimes called “record copy”) which needs to be kept for meeting official 

retention periods or 

  

2. A duplicate copy that may be destroyed whenever the office no longer needs the copy. 

 

 Designation of Records as the Official Copies 

 

It is important that each record in the town have an official copy designated for retention purposes.  

Town personnel need to know which copies of their records are “official” copies.  It is recommended 

that duplicate copies be stamped COPY to assist in identification. A document not stamped can be 

assumed to be the “official” copy 

 

The town uses the following criteria to determine the “official” (a.k.a. “record”) copy: 

 

1. Any record officially filed with the Town Clerk will be the official copy for that record. 

 

2. In any other case, the original copy will almost always be the official copy. 

 

Contact the Town Clerk in cases where you are unsure if you are retaining the official copy of a record. 
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F Custody of Government Records 

 

 Ownership of Government Records 

 

All departments and staff must understand that the records they use in their daily work are not 

their personal records. These records belong to the Town of West Sparta and are maintained by 

Town and staff for the benefits of the public. 

 

Custody of Active Records 

 

The department that originally created the records will own all active records of the Town.  By law, the 

Town Clerk has ultimate responsibility for all records of the town, but the Town Clerk does not maintain 

ownership of these records. 

 

Custody of Court Records 

 

Court records are officially records of the State of New York, under the oversight of the Unified Court 

System. Under the Uniform Justice Court Act, town justices have custody of their own records. 

 

G Retention and Disposition of Records 

 

 Adoption of retention schedules 

 

The Town of West Sparta, by resolution of the town board, has adopted and follows the MU-1 Records 

Retention and Disposition Schedule, as developed by the New York State Archives.  Each town 

department adheres to the retention periods outlined in this publication. 

 

Documenting extension of minimum retention period 

 

The town departments, working with the Town Clerk, may formally extend the minimum retention 

period for certain record series. 

 

Each of these extensions must be documented in the town’s office retention schedules, and each 

extension is carefully noted in the records database as an extension beyond the minimum. 

  

H Exceptions to General Retention Rules 
 

In some situations, the general rules concerning the retention of records do not apply. Town departments 

must keep in mind the following exceptions: 
 

1. Records created before 1910 (even those which have been microfilmed) cannot be disposed of 

without authorization from the New York State Archives. 
 

2. If the town has been informed that a state or federal audit is pending, the town must maintain those 

records until the audit has been completed. 

 

3. If the records have been microfilmed, the town may dispose of the original records unless the 

records were created before 1910. 
 

4. If the record is not covered by any state retention schedule, the town must retain the record (or a 

microfilm copy of it) until a retention period has been set. 
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5. If a town department has decided to retain its records for longer than the mandated minimum, the 

town will retain the records longer and note this in the office retention schedule for that department. 

  
I Records Disposition 

 

Authority to Dispose of Government Records 

 

Town personnel will not destroy or otherwise dispose of records before obtaining a Records Destruction 

Authorization Form signed by the Records Management Officer and the appropriate department head. 

 

 Importance of Documenting Disposition 

 

The Town of West Sparta documents all records dispositions to document that the Records Management 

Officer authorized the disposition and to document that the records were disposed of in accordance with 

records retention requirements. 

 

Methods of Destruction 
 

The Town of West Sparta will make every attempt to see that all obsolete town records that have been 

authorized to be disposed will be disposed of through landfill or shredding.  All confidential records that 

need to be disposed of will be shredded.  Bonds and notes will be disposed of according to state law. 

 

Disposition Day 

 

In April of every year, the Town Clerk of the Town of West Sparta will announce a “Disposition Day” 

to encourage people to check the records in their offices and dispose of unnecessary records.  

 

J Fire Prevention and Suppression 

 

The town of West Sparta will use a system of levels of fire protection to protect its records.   

 

1. All official copies of records will be stored/maintained in the town hall building as directed by the 

Records Management Officer. 

 

2. The town hall where records are maintained will conform to all applicable fire codes and be 

equipped with working fire alarms. The fire alarm system will tie into an emergency response 

system.  

    

3. All material that may potentially cause a fire will be kept out of records storage areas.  

 

4. Records storage areas and containers for vital and archival (i.e. permanent) records will provide 

extra fire protection   

 

K Environmental Controls 

 

Although it is economically unfeasible for the Town of West Sparta to maintain perfect environmental 

controls for the storage of its records, the town must ensure the storage conditions for archival records 

maintain at least a relatively consistent and moderate temperature and humidity throughout the year. 
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Environmental controls for non-permanent records, especially for records with short retention 

requirements, may be less stringent. 

 

L Records Security Procedures 

 

 Facility Security 

 

The Town of West Sparta will use a system of levels of security to protect its records and property 

 

1. Each office in the town hall will be locked at the end of the workday 

 

2. The record storage area (a.k.a. “vault”) located in the town clerk’s office will be locked at the end of 

each day and whenever there is no ongoing need to enter this area during the day. 

 

M Confidentiality of Records 

 

 Personnel Records 

 

Because some of the information in personnel records is sensitive and confidential, no information 

should be released from such files without first determining that the information is indeed public. 

 

N Public Access to Records 

 

The Town of West Sparta provides public access to records in accordance with the New York State 

Freedom of Information Law.  The Town Board has appointed the Town Clerk as records access officer.  

As such, departments should refer all Freedom of Information Law (FOIL) requests to the town clerk’s 

office. 

The MU-1 Retention Schedule will serve as the town’s “subject matter list” of records maintained by the 

town, as required by New York’s Freedom of Information Law. 

 

O Inactive Records Review 

 

 Determining What Records to Transfer to the Records Center 
 

Each individual department (town clerk's office, assessor's office, accounting department,  building and 

zoning office, supervisor's office, and highway department) in the Town of West Sparta will periodically 

determine which records in its offices are inactive and can be transferred to the archival records storage 

area.  Departments may also seek advice from the RMO/Town Clerk regarding retention schedules or 

refer to the State Archives’ MU-1 schedule. 

 

P Records Management Software  
 

The Town Clerk’s office maintains the information in the town’s records management software 

program, Microsoft Excel and/or Microsoft Access. The Town Clerk's office will maintain an up-to-date 

and accurate database, index, and backup data files for the existing records that are located in the 

individual departments.  The Town Clerk will maintain and update a procedures manual that covers the 

following topics:  

 
1. Functionality of the Records Management Software 
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2. Adding Data to the Database 
 

3. Updating the Database 
 

4. Backing up the Database 
 

Q Public Hours for Research 
 

The archival records of the Town of West Sparta will be available for reference during the town office's 

regular business hours. 
 

In addition, the town clerk is available on an appointment only basis and only in emergency type 

situation. 

 

No official copies of Records Management may be removed from the Town Clerk’s office. 

 

R Preservation 
 

To ensure that the town’s archival records are protected.  The town will follow these preservation rules: 

 

1. The town will ensure that archival records are stored in an area that provides protection from fire.  

 

2. The town will ensure that mold, vermin and other things that damage records are not present in the 

archival vault. 

 

3. Pressure sensitive tape should never be used to repair torn documents. 

 

4. The town will ensure that records are not stored in such a way that they will be damaged. For 

instance, large volumes will be stored flat to reduce strain on the books. 
 

S Use of the Record Storage Area (“Vault”) 
 

The town’s archival vault will be used for the storage of only the following records: 
 

1. The town’s archival records.   
 

2. The town’s vital records 
 

3. Certain active records that must be stored in a secure area close to the Town Clerk’s office 

 


