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Obviously, your city or town must already have some kind of records management 

system in place. After all, it’s the law for municipalities to keep records, respond to 

Open Records Requests, and supply information for audits and investigations. But 

many cities and towns don’t have a records management system in place beyond 

paper and cabinets, or they use a subpar records management system that 

frustrates more than it helps. 

The benefits to city and town clerks of a modernized system include: 

• Scanning and Storing: Cities and 

towns can scan and store all their 

documents electronically, eliminating 

reliance on paper. 

• Document Backup and Disaster 

Recovery: If a fire or natural disaster 

destroyed your city or town hall, your 

documents would be safe. 

• Archiving for Open Records 

Requests: You need to archive your 

email and documents for any Open 

Records Requests. 

• Remote Anytime/Anywhere Access: 

Instead of having to go to city hall to 

access a document, a document 

management solution allows you to 

access your documents 

anytime/anywhere—even if you're 

working from home or traveling. 

• Authorization and Access Rights: 

You can set up permissions to make 

sure that only those with authorization 

can access documents. Documents can 

also be encrypted and protected from 

malicious access. 
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• Automated Workflows: Document 

management systems allow you to 

implement to improve operational 

efficiency. It's very reassuring to know 

that a document will be processed in 

the same way—with appropriate checks 

and balances—every time. 

• Audit Readiness: When auditors come 

calling or regulations must be followed, 

it's a lot easier to know that your 

document management system 

provides a transparent, automated 

methodology for storing, archiving, and 

authorizing access to all documents. 

While a city or town clerk might not be able 

to change an existing records management 

system overnight, there are a series of steps 

they can take to help them modernize and align their city or town with records 

management best practices. 
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1. Review any city or town clerk handbooks for your state. 

As a baseline, review your state’s city or town clerk handbook (if it exists). If you 

cannot find an official handbook, then contact your state’s municipal league to see 

if any equivalent materials are available. Review any sections related to records 

management to make sure that your city or town is—at a minimum—following the 

law and any best practices that would be easy to implement. That includes: 

• Creating a records management plan. 

• Understanding and following your state’s 

records retention schedules. 

• Maintaining records on an ongoing basis while 

following consistent policies. 

• Ensuring that records are secure, including both 

paper and electronic records. 

It never hurts to refresh your knowledge about your state’s records retention laws. 

We find that many cities and towns default to retain records indefinitely because of 

either uncertainty or busyness. 

While it can seem easier to just keep everything indefinitely or for a long time, it’s 

better in the long-term to follow state records retention policies for each record 

type. For reference, we’ve provided a few records retention schedules for states 

where cities and towns we serve are located. 

Georgia Local Government Record Retention Schedules 

Kentucky Municipal Government Records Retention Schedule 

The Arkansas General Records Retention Schedule 

Alabama Municipalities Records Disposition Authority 

General Records Retention Schedules for Connecticut Municipalities 

Record Retention Manual for Iowa Cities 
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https://www.georgiaarchives.org/records/local_government/schedules/86
https://www.georgiaarchives.org/records/local_government/schedules/86
https://kdla.ky.gov/records/recretentionschedules/Documents/Local%20Records%20Schedules/MunicipalGovernmentRecordsRetentionSchedule.pdf
https://kdla.ky.gov/records/recretentionschedules/Documents/Local%20Records%20Schedules/MunicipalGovernmentRecordsRetentionSchedule.pdf
https://www.dfa.arkansas.gov/images/uploads/intergovernmentalServicesOffice/rec_retention_schedule.pdf
https://www.dfa.arkansas.gov/images/uploads/intergovernmentalServicesOffice/rec_retention_schedule.pdf
https://archives.alabama.gov/officials/rdas/local/municipalities_rda.pdf
https://archives.alabama.gov/officials/rdas/local/municipalities_rda.pdf
https://ctstatelibrary.org/publicrecords/general-schedules-municipal/
https://ctstatelibrary.org/publicrecords/general-schedules-municipal/
https://www.legis.iowa.gov/docs/publications/SD/402945.pdf
https://www.legis.iowa.gov/docs/publications/SD/402945.pdf
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2. Make sure you can easily locate all public information—

electronic or otherwise. 

Can you easily search for and retrieve documents with ease? That includes 

documents such as Word files and PDFs along with emails. 

In case of an Open Records Request, you need to provide any public information 

on demand. How easily can you do it? Public information includes paper documents, 

electronic documents, emails, and other 

computer-based information. 

• Where is that information stored? 

• Is it in a cabinet or on a server 

where authorized personnel have 

access? 

• Is it only on one person’s 

computer? 

• Do you even know? 

It’s good to assess where all public 

information is located, note any 

unknowns, and identify any challenges in case you need to access it. 

To help, you need a document management system with built-in search capabilities 

such as searching for keywords within common document formats and bringing up 

the most relevant results (like how Google returns search results). This keyword 

capability can be applied to paper documents scanned with optical character 

recognition (OCR). You can also apply custom metadata to your documents to make 

them more findable. (Read our blog post about metadata to learn more.) 
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https://sophicity.com/ResourcesBlog.aspx?CNID=772
https://www.vc3.com/metadata-the-backbone-of-your-document-management/
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3. Identify weaknesses in your records management system that 

you need to remedy. 

If going through an Open Records Request is a time-consuming nightmare, then 

you need to consider a modern document management system that helps you 

organize, access, and retrieve documents in a more efficient way. Some things to 

consider include: 

• Data backup and disaster recovery. What happens in case of a disaster to 

your paper and electronic information? Have you scanned your important 

paper documents and converted them into electronic files? An offsite disaster 

recovery plan is critical and, in some states, the law for electronic documents. 

• Records retention schedules. Are your records retention schedules 

automatically applied to documents so that you consistently follow state law 

and municipal ordinances? 

• Security. Are you applying information security best practices to secure your 

records from hackers and prevent unauthorized access, including 

unauthorized access by employees? It’s a best practice to set permissions for 

access to specific files and folders. A good document management system 

will allow you to set and manage these security controls. Setting up restricted 

access can also help prevent undesired user access and data breaches. 

Consult with your state’s clerks’ 

association and municipal league to 

consider recommended document 

management systems that shore up 

your weaknesses and modernize your 

technology. 
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4. Get records management training. 

To keep up on new laws, trends, and best practices, 

consider receiving ongoing records management 

training. If available, take basic courses that lead to 

certification. Then, take any ongoing training classes 

and attend sessions at conferences. In some states, you 

will be required as a city or town clerk to take ongoing 

records management courses. 

 

Consider using a cloud-based solution to store 

documents. 

Some cities and towns are not comfortable storing documents in the cloud 

and want to keep documents onsite. However, a cloud solution may be 

your best option for many key reasons. 

• Security: Cloud data centers boast some of the best security in 

the industry. Engineers staffed 24/7 at these data centers spend 

enormous amounts of effort securing and monitoring cloud servers. 

• Reliability: High service level agreements (SLAs), multiple internet 

connections, and data distributed across different cloud hosting 

facilities means you experience highly reliable access to your 

documents (anytime, anywhere). 

• Redundancy: Cloud data centers offer redundant backup power 

that ensures continuity in case of power outages. 

To use the cloud, cities and towns need a business-class fiber connection 

with 99.9% or higher uptime and high speeds. 
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5. Connect with municipal clerk associations and fellow 

municipal clerks. 

Other city and town clerks will have years and even decades of experience with 

records management. Learn from them by attending municipal clerk conferences 

and events. Network with municipal clerks and give them a call with questions. In 

many cases, they will reinforce the points we’ve made above and help you dig into 

deeper detail about what works for them. 

 

Start scanning paper documents.  

Figuring out what to do with a mountain of paper documents often worries 

and intimidates cities and towns. Where to begin? We encourage cities to 

just dive into this process. Some approaches to tackling your paper 

documents might involve: 

• Scanning and uploading your paper documents one box at a 

time. Setting goals and milestones by box can help you complete this 

task in bite-sized chunks. 

• Leverage interns, temps, and/or free labor. This is a perfect job 

for interns and low-cost labor. Just remember that, as the official 

recordkeeper, records are ultimately your responsibility, so check 

these employees’ work daily.  

• Pick a date and start your document capture moving forward. 

From that date forward, start scanning any paper document you 

receive. Make sure you stick to this process moving forward. 
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IT in a Box protects your municipal records, documents, and email. We’ll apply 

your records retention schedules to your documents so that you can reliably 

archive, retain, access, and delete information—and we even help you process 

Open Records Requests.  

Reach out to us today to 

start modernizing your 

records management. 
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• Iowa Municipal Finance Officers Association (IMFOA)

• Connecticut Town Clerks Association

• Alabama Association of Municipal Clerks and Administrators

• Alabama League of Municipalities Municipal Clerk’s Manual

• Arkansas City Clerks, Recorders and Treasurers Association (ACCRTA)

• Kentucky Municipal Clerks Association

• Georgia Municipal Clerks Association

• Georgia Municipal Association’s City Clerk Handbook

For additional information, consider the following resources:

Additional Resources

http://www.gmanet.com/Advice-Knowledge/City-Clerk-Handbook.aspx
http://www.gmanet.com/Advice-Knowledge/City-Clerk-Handbook.aspx
http://www.gmcfoa.com/
https://www.gamunicipalclerks.com/
http://kyclerks.com/
http://kyclerks.com/
http://www.accrta.org/
http://www.accrta.org/
https://alalm.org/Assets/Files/TrainingAndResources/Clerks-Manual-2017.pdf
https://alalm.org/Assets/Files/TrainingAndResources/Clerks-Manual-2017.pdf
http://www.aamcaonline.com/
http://www.aamcaonline.com/
http://www.ctclerks.com/
http://www.ctclerks.com/
https://www.imfoa.org/
https://www.imfoa.org/
https://www.vc3.com/it-in-a-box/records-document-management-and-email/
https://www.vc3.com/it-in-a-box/records-document-management-and-email/
https://www.vc3.com/it-in-a-box/records-document-management-and-email/
https://www.vc3.com/it-in-a-box/records-document-management-and-email/

