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	1
	What is the expected number of Public Records Request (PRR) for the City in 2017?

	Answer
	200

	2
	When a PRR comes in how does the City search for relevant documents and where do they look?


	Answer
	The City searches through all applications, shared drives, personal drives and email.  The search is done by key words or phrases.  This may pull personal as well as City records located in these areas.

	3
	Are there any documents exempt from a PRR?

	Answer
	Yes, there are many different types of documents that the City does not have to disclose such as personally identifiable information, working notes, drafts, etc.  Please check with the City Clerk’s Office for clarification or a full list.

	4
	Who is responsible for the PRR process?

	Answer
	
The City Clerk’s Office and City Attorney are responsible for the process, but it is every employee’s responsibility to provide any documents relevant to the request.

	5
	Is every document in the City a record?

	Answer
	No, not all documents are records.  Drafts, duplicates, transitory correspondence, vendor catalogs, etc.  are not records and not subject to the Retention Schedule.  These are called Convenience Information.  A full list of documents that are considered Convenience Information can be found on the Records Management webpage.

	6
	Are we required to have records approved by Resolution before they can be destroyed?

	Answer
	No, records eligible for destruction or deletion must be approved by the City Clerk and the City Attorney only.

	7
	Who can I contact about the Records and Information Management (RIM) Program?

	Answer
	Each department has an assigned RIM Coordinator.  You may go to that person with questions or contact the City Clerk’s Office.  The list of Coordinators can be found on the Records Management webpage.

	8
	Is there a timeline for fully implementing the Retention Schedule?

	Answer
	There is not an official timeline.  It is every employee’s responsibility to review their records both paper and electronic on an annual basis to determine if any of the records have passed their retention requirements and process them for deletion or destruction.
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	9
	Is there a file guide to help departments organize their files or documents?

	Answer
	Part of the overall improvements for managing City records is the plan to develop folder structures that each department can use for both paper and electronic documents.  This will not be implemented until 2018.

	10
	Is the Retention Schedule a policy level documents?

	Answer
	Yes, and employees are expected to follow the requirements.  The retention period on the Schedule is an absolute value and not a minimum period.  

	11
	How can I make changes to the Retention Schedule if I need to?

	Answer
	Work with your Records Coordinator to determine what changes are needed, prepare a simple justification and send to the City Clerk.  On a routine basis, the Retention Schedule will be updated.

	12
	Are emails considered records?

	Answer
	Emails that discuss City business and/or provide direction to employees are considered records.  They must be retained for the appropriate retention period.
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