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Submitted by: Chairman of the Assembly
at the Request of the Mayor
Prepared by: Information Technology
CLERK’S om For reading: March 16, 2004

APPRO

Date: 3~/l-g o ANCHORAGE, ALASKA

AR NO. 2004- 62

A RESOLUTION OF THE ANCHORAGE MUNICIPAL ASSEMBLY APPROVING
THE REQUEST TO CREATE THE RECORDS RETENTION SCHEDULE FOR THE
REAL ESTATE SERVICES DEPARTMENT, IN ACCORDANCE WITH MUNICIPAL
POLICY AND PROCEDURE 52.2.

THE ANCHORAGE MUNICIPAL ASSEMBLY RESOLVES:

Section 1. That the Real Estate Services Department will create a Records
Retention Schedule, with item #'s 1, 2, 3, 4, 5, and 10, to accommodate the storage of
the following Records Series Titles

1. TAX SALES OF FORECLOSED PROPERTY

2. MUNICIPAL PROPERTY SALES

3. MUNICIPAL PROPERTY PURCHASES

4. MUNICIPAL PROPERTY LEASES

5. PRIVATE SECTOR LEASED PROPERTY

10. REAL ESTATE SERVICES CORRESPONDENCE

Section 2. That the Real Estate Services records which were formerly included under
Finance/Treasury/Tax Section’s Retention Schedule (items numbers 4, 9, and 11), are
now listed on Real Estate Services draft Records Retention Schedule as Iltem Numbers
6,7, 8, and 9. Items to be removed from the Finance/treasury/ Taxes Records
Retention Schedule are:

4. LITIGATION REPORTS AND DOCUMENTATION

9. TAX FORECLOSURE RECORDS, JUDGMENT OF DECREE, CLERK'S DEED,
PUBLICATIONS, COST WORKSHEETS, REDEMPTION CERTIFICATES,
VOUCHER REQUESTS.

11. CERTIFIED MAIL RETURN RECEIPTS, FORCLOSURE AND DEED,
CERTIFIED POSTAGE LIST.

Items included in the Real Estate Services Record Retention in place of
Finance/Treasure/Taxes ltems Numbered 4, 9, and 11 are:

6. FORECLOSURE/DEED

7. REPURCHASED/SOLD DEEDED PARCEL FILES

8. TAX DEEDED PROPERTY SALES ACCOUNTING FILES
9. CERTIFICATES OF REDEMPTION

AM 253-2004
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PASSED AND APPROVED by the Anchorage Assembly this /(44 _day of
Mar , 2004

Ll

Chair |

Municipal Clerk
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MUNICIPALITY OF ANCHORAGE

ASSEMBLY MEMORANDUM
No. AM 253.2004

Meeting Date: March 16, 2004

FROM: Mayor

SUBJECT: Assembly Resolution Accepting a Request to Create the Records
Retention Schedule for the Real Estate Services Department, in
Accordance with Municipal Policy and Procedure 52-2

The Real Estate Services Department has created a separate Records Retention Schedule, due to
the reorganization of their department which as resulted in records which were under the control
of the Finance department, Treasury/Taxes division, now being administered by the Heritage
Land Bank, Real Estate Services division as of January 2001.

Real Estate Services is creating a new Records Retention Schedule and adding item numbers 1,
2, 3,4, 5, and 10 which are being established to accommodate storage of the following Records
Series Titles:

Retention

Schedule Records

Item No.  Record Series Title Office Center Destroy Vital
1. TAX SALES OF FORECLOSED PROPERTY P
2. MUNICIPAL PROPERTY SALES 5 X

3. MUNICIPAL PROPERTY PURCHASES 7 X

4, MUNICIPAL PROPERTY LEASES 3 X

5. PRIVATE SECTOR LEASED PROPERTY 3 X

10. REAL ESTATE SERVICES CH1 3 X

CORRESPONDENCE

Real Estate Services records that were included under Finance/Treasury/Tax Section’s Retention
Schedule (Item Numbers 4, 9, and 11), are now listed on Real Estate Services draft Records
Retention Schedule as Item Numbers 6, 7, 8, and 9. The documents are organized by parcel
activity instead of by document type, which resulted in 4 (four) items on the Real Estate Services
Records Retention Schedule instead of the original 3 (three) from the Finance/Treasure/Taxes
Records Retention Schedule.

Items to be removed from the Finance/treasury/ Taxes Records Retention Schedule are:

Retention
Schedule Records
ltem No.  Record Series Title Office Center Destroy Vital
4 LITIGATION REPORTS AND C+3 7 X
DOCUMENTATION
9 TAX FORECLOSURE RECORDS, JUDGMENT C+3 7 X

OF DECREE, CLERK'S DEED, PUBLICATIONS,
COST WORKSHEETS, REDEMPTION
CERTIFICATES, VOUCHER REQUESTS.
1 CERTIFIED MAIL RETURN RECEIPTS, C+3 7 X

AR 2004-62
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FORCLOSURE AND DEED, CERTIFIED
POSTAGE LIST.

Items included in the Real Estate Services Record Retention in place of Finance/Treasure/Taxes
Items Numbered 4, 9, and 11 are:

Retention
Schedule Records
temNo.  Record Series Title Office Center Destroy Vital
6 FORECLOSURE/DEED C+3 7 X
7 REPURCHASED/SOLD DEEDED PARCEL C+3 7 X
FILES
8 TAX DEEDED PROPERTY SALES C+2 8 X
ACCOUNTING FILES
9 CERTIFICATES OF REDEMPTION C+3 7 X

THE ADMINISTRATION RECOMMENDS APPROVAL OF THE REQUEST FOR
REVISION TO THE RECORDS RETENTION SCHEDULE FOR THE REAL ESTATE
SERVICES DEPARTMENT.

Prepared by: Troy W. Swanson, Director, Information Technology Department

Concur: Denis C. LeBlanc, Municipal Manager
Respectfully submitted: Mark Begich, Mayor

Attachment




MUNICIPALITY OF ANCHORAGE
MEMORANDUM

DATE: October 6, 2003
TO: Terry L. Daniels, Acting Manager, IT
FROM: Carla Johnson, FRCL Specialist, Real Estate Services

SUBJECT: Draft Records Retention Schedule for Real Estate Services

As provided in the Municipal Policy/Procedures, please process Real Estate Service’s “Draft
Records Retention Schedule”.

The Draft Retention Schedule Item Numbers 1, 2, 3, 4 and 5 are being established to accommodate
storage of the indicated Records Series Titles.

Real Estate Services records that were formerly included under Finance/Treasury/Tax Section’s
Retention Schedule Itemm Numbers 4, 9, and 11 are listed on Real Estate Services Draft Records
Retention Schedule as Item Numbers 6, 7, 8, and 9. In addition, the draft schedule includes a new
Records Series Title ‘Correspondence’ under Retention Schedule Item Number 10, to
accommodate storage of general correspondence.

If you have any questions, do not hesitate to contact me at X4053.



Municipality of Anchorage

5 i, ;
MUN@,FAL—,I,;{,L!;,{;Q@&OMGE Management Information Systems
Intormation fechnology Account’ng & Off’ce serv’ces
Records Management Mark Begich
Mayor
Date: QOctober 28, 2003
To: Municipal Clerk Office — Barbara Gruenstein

/Internal Audit — Peter Raiskums
Municipal Controller — Glenda Gibson

Thru: ¢ Chief Technology Officer — Terry Daniels
From: ITD Records Management — Dale Mayfield
Subject: Records Retention Approval

In Accordance with Municipal Policy and Procedure 52-2.

The {Real Estate Services} Department has requested a revision to their Retention Schedule, due to the
reorganization of the Dcpa.mnent This agency has prepared a draft Records Retention Schedule which is
attached for your review and approval. If you have any quesnons, or find needed changes, the draft
schedule must be sent back to the Department for revision. It should then be re-routed for signature. Once
all approvals are received, the retention schedule should be returned to the Records Management Officer
who will then submit the schedule to the Assembly for adoption. Upon final action by the Assembly the file
copy of the schedule will be returned to Records Management and forwarded to agency.

I, the undersigned, have reviewed and approved this new retention schedule in accordance with
Municipal Policy and Procedure 52-2:

=2 Dosea? B 2903

Municipal Records Management Officer Date
/Zﬁjﬁ«.— 9 M 4 _ ‘ / 10 /0 X 4
Municipal Clerk Date |
! ‘ I

Internal Audit : Date

%ﬁld@w 11 /i%e
Contfo ’ Date

901 Orca Street, Anchorage, AK 99501 Municipal web: http//www.ci.anchorage.ak.us
TEL: (907) 343-4852 FAX (907) 343-6008
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A Resolution of the Anchorage Municipal Assembly Approving the
Title: request to create the records retention schedule for the Real Estate
" Services Department, in accordance with Municipal Policy and
Procedure 52.2
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Description: New Records Retention Schedule for HLB/Real Estate Services.
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