CODE ORDINANCE Introduced: February 1, 2018
Public Hearing Scheduled for: March 1, 2018
Enacted: March 1, 2018

CITY OF DILLINGHAM, ALASKA
ORDINANCE NO. 2018-01

AN ORDINANCE OF THE DILLINGHAM CITY COUNCIL AMENDING TITLE 4.15.200
FORECLOSURE LIST, TIMEFRAME TO PRESENT THE FORECLOSE LIST TO COUNCIL

WHEREAS, the existing timeframe isn’t in line with the collection process making it difficult to
get a current and true list to Council, and

NOW, THEREFORE, BE IT ENACTED by the Dillingham City Council:
Section 1. Classification. This is a code ordinance.

Section 2. Amendment of Section 4.15.200. Section 4.15.200 A of the Dillingham
Municipal Code is hereby amended as follows with new language underlined and emboldened
and deleted text displayed in strike out font.

A. The clerk shall, after taxes have become delinquent and due, prior to Becember January 31st
of each year, make up a roll of all property then subject to foreclosure and present the list to the
city council. The city council shall direct that the city:

Section 4. Effective Date. This ordinance is effective as of the date of passage.

PASSED and ADOPTED by a duly constituted quorum of the Dillingham City Council on
March 1, 2018.

Alice Ruby, Mayor

ATTEST: [SEAL]

Lori Goodell, City Clerk
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CITY OF DILLINGHAM, ALASKA
RESOLUTION NO. 2018-02
A RESOLUTION OF THE DILLINGHAM CITY COUNCIL ADOPTING THE STATE OF

ALASKA LOCAL GOVERNMENT MODEL GENERAL ADMINISTRATIVE RECORDS
RETENTION SCHEDULE

WHEREAS, Alaska Statute 40.21 and DMC 2.01.100 requires municipalities to adopt a records
retention and disposal schedule; and

WHEREAS, the Dillingham City Council passed Resolution 86-56 adopting a records retention
schedule; and

WHEREAS, city staff have found that the existing schedule is outdated and changes to that
records retention schedule are warranted; and

WHEREAS, the State of Alaska has an established records program that is updated as needed;
and

WHEREAS, staff has proposed adopting the State of Alaska Local Government Model General
Administrative Records Retention Schedule;

NOW, THEREFORE, BE IT RESOLVED that the Dillingham City Council adopts the State of
Alaska Local Government Model General Administrative Records Retention Schedule and
directs the City Clerk to manage the city records in accordance with DMC 2.27.020(1);

BE IT FURTHER RESOLVED that this Resolution shall supersede Resolution No. 86-56.

PASSED AND ADOPTED by the Dillingham City Council February 1, 2018.

Alice Ruby, Mayor

ATTEST: [SEAL]

Lori Goodell, City Clerk
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Local Government Model General Administrative Records Retention Schedule

#300.1
CONTENTS
Preface 11
Contact Details 11
Approval 11
Introduction 12
Glossary 14
Guide to Adopting the Model General Schedule 15
RECORDS SERIES
1. GENERAL ADMINISTRATIVE
Item No. Records Series Title
1.1 General Correspondence 16
1.2 Reading Files 16
1.3 Policies & Procedures 17
1.4 Reports 17
1.5 Administrative Studies/Special Projects 18
1.6 Department History Files 18
1.7 Equipment Records 18
1.8 Property Control Files 18
1.9 Automotive Management 19
1.10 Injury & Accident Records 19
1.11 Transitory & Miscellaneous Administrative Information 20
1.12 Drafts & Working Papers 20
1.13 Technical Reference Files 20
1.14 Public Records Log & Requests for Information 21
1.15 Website Content, Management & Operations Records 21
1.16 Records & Information Management Files 21
1.17 Automatic Data Processing & Electronic Data Processing Media 22
1.18 Officials’ Bonds 22
1.19 Visitor Logs 22

2

Page 64 of 79



Local Government Model General Administrative Records Retention Schedule
#300.1

2. CLERK & GOVERNING BODY
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Item No. Records Series Title
2.1 Meeting Files 23
2.2 Public Hearing Files 23
2.3 Petitions 23
2.4 Proclamations 23
2.5 Codes, Ordinances & Resolutions 24
2.6 Oaths of Office & Appointments 24
2.7 Conflict of Interest Statements 24
2.8 Incorporation Files 24
2.9 Annexation Files 25
2.10 Reapportionment & Redistricting Boards 25
2.11 Census Records 25
2.12 Cemetery Master Files 25
2.13 Fixed Asset Inventories 26

3. FINANCE & AUDIT

Item No. Records Series Title
3.1 General Accounting Records 27
3.2 Travel Accounting 27
3.3 Department Budget Files 27
3.4 Financial & Accounting Reports 28
3.5 Ledgers & Journals 28
3.6 Vendor Files 28
3.7 Banking Records 29
3.8 Cancelled Checks & Check Registers 29
3.9 Cash Books & Cash Journals 29
3.10 Revenue Sharing/Safe Communities Files 29
3.11 Bond Records 30
3.12 Bond Registers 30
3.13 Bills of Sale 30
3.14 Foreclosure Files 30



Local Government Model General Administrative Records Retention Schedule

#300.1
4. PAYROLL
Item No. Records Series Title
4.1 Payroll Warrant Register 31
4.2 Payroll Journal 31
4.3 Payroll Case Files 31
4.4 Payroll Deduction Authorizations 31
4.5 Leave Accounting 31
4.6 Employer W-2 Copy 31
4.7 Employee Pay Record Cards 31
4.8 Employee Withholding Exemptions (W-4) 31
4.9 Garnishment & Payroll Deduction Court Orders 31
4.10 Notification of Pay Step Increases 31
4.11 Payroll Reports 32
4.12 Electronic Federal Tax Payment (EFTPS) Documentation 32
4.13 Internal Revenue Service Reports & Reconciliations 32
4.14 Savings Bond & 401k Accounting Records 32
5. PROCUREMENT, CONTRACTS & GRANTS
Item No. Records Series Title
5.1 Procurement Records 33
5.2 Contract Administration 33
5.3 Grant Administration Files 33
5.4 Grant Applications (Not Awarded) 33
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Local Government Model General Administrative Records Retention Schedule

#300.1

6. HUMAN RESOURCES ADMINISTRATION

Item No. Records Series Title
6.1 Individual Personnel Files 34
6.2 Service Record Card/Employment History 34
6.3 Recruitment, Selection & Appointment Records 34
6.4 Job Applications (Unsolicited) 34
6.5 Master Examination Files 34
6.6 Organization Charts 34
6.7 Salary Schedules 34
6.8 Job Descriptions 35
6.9 Job Class Specifications 35
6.10 Classification/Reclassification Action Case Files 35
6.11 Grievance Case Files 35
6.12 Collective Bargaining Negotiation Files 35
6.13 Contract Interpretation & Arbitration Decisions 35
6.14 Unfair Labor Practices Case Files 36
6.15 Training Course Files 36
6.16 Training Course Development Files 36
6.17 EEO Administration Records 36
6.18 EEO Complaint Case Files 37
6.19 Employee Medical Records 37
6.20 Hazard Communication & Material Safety Data Sheets 37
6.21 Immigration Reform & Control Act (1986) I-9 Forms 37
6.22 Alaska Human Rights Act Records 37

7. RISK MANAGEMENT

Item No. Records Series Title
7.1 Insurance Policies & Endorsements 38
7.2 Risk Management Claim Files 38
7.3 Worker’'s Compensation Claims 38
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Local Government Model General Administrative Records Retention Schedule

#300.1

8. ELECTIONS

Item No. Records Series Title

8.1 Voting Ballots (Completed, Challenged, Rejected, Absentee & 39
Special Needs)
8.2 Certificates of Election 39
8.3 Certificates of Election Returns (Regular & Special) 39
8.4 Election Registers & Tally Books 39
8.5 Election Contest/Runoff Information 39
8.6 DOJ Preclearance Records 39
8.7 Declarations of Candidacy 39
8.8 Financial Disclosure Statements 40
8.9 Affidavits 40
8.10 Recount Petitions 40
8.11 Candidates Lists 40
8.12 Candidate Withdrawals 40
8.13 Election Officials’ Records 40
8.14 Voting District Descriptions, Maps & Street Books 41
8.15 Campaign Disclosure 41
9. INFORMATION TECHNOLOGY

Item No. Records Series Title
9.1 Computer System Files 42
9.2 IT Service Requests 42

10. LEGAL

Item No. Records Series Title
10.1 Municipal Attorney Opinions 43
10.2 Regulations Files 43
10.3 Litigation Case Files 43
10.4 Investigation & Matter Files 43
10.5 Franchises 43
10.6 Right of Ways & Easement Files 44
10.7 Notice to Comply and/or Violation Reports 44
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Local Government Model General Administrative Records Retention Schedule

#300.1

11. PUBLIC SAFETY

Item No.

11.1
11.2
11.3
11.4
11.5
11.6
11.7
11.8
11.9
11.10
11.11
11.12
11.13
11.14
11.15
11.16
11.17
11.18
11.19
11.20
11.21
11.22
11.23
11.24
11.25
11.26
11.27
11.28
11.29
11.30
11.31
11.32
11.33
11.34
11.35
11.36
11.37
11.38
11.39
11.40
11.41
11.42
11.43
11.44

Records Series Title

Complaint Cards

Police Reports (Major & Minor)

Field Interrogation Cards

Investigation Case Files

Arrest Records

Outstanding Warrants

Use of Force Investigations

Internal Affairs Investigations
Confidential Informant Files
Logs/Indices

Property Records

Stolen Property Lists

Criminal Background Checks

Sex Offenders Information

Juvenile Arrest Files

Juvenile Prosecution Case Files
Abused/Neglected Child Notification
Holding Facility Records

Traffic Records

Radar Reports

Uniform Crime Report (UCR)

Crime Statistics

Accreditation Files

Animal Control Files

Fire Investigation Files

EMS Incident Reports

Fire Inspection/Compliance Files
Permits/Licenses Issued

Variances

Violation/Complaint Files

Fire & Rescue Response Dispatch Tapes
Fire & Rescue Response Dispatch Cards & Logs
Fire & Rescue Alarm Response Tapes
Fire & Rescue Alarm Response Cards
Fire & EMS Training Files

Fire Prevention Education Programs
Fire & Rescue Response Circuit/Radio Box Records
Equipment Inspection Records
Apparatus Accident Files

Fire Hydrant Identification Files

Oil Spill Preparedness Files

Hazardous Materials/Hazardous Substances Right to Know Files
Hazardous Materials Incident Files
Contingency & Emergency Services Plans
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45
45
45
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46
46
47
47
47
47
48
48
48
48
49
49
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50
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51
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Local Government Model General Administrative Records Retention Schedule

#300.1

12. PLANNING, ZONING & COMMUNITY DEVELOPMENT

Item No. Records Series Title
12.1 Planning Commission Files 56
12.2 Planning & Zoning Enforcement Case Files 56
12.3 Land Classification Case Files 56
12.4 Land Management Case Files 56
12.5 Conditional & Temporary Use Permits 57
12.6 Site Selection Files 57
12.7 Coastal Management Programs Files 57
12.8 Flood Control Program Files 57
12.9 Capital Improvement Request Files 57
12.10 Geographic Names Files 57
12.11 Road Name Changes 58
13. ENGINEERING, BUILDINGS & PUBLIC WORKS
Item No. Records Series Title
13.1 Plans, Maps & Drawings 59
13.2 Construction Project Files 59
13.3 Engineering Field & Bench Mark Books 59
13.4 Permit Application Files 60
13.5 Inspection Files (Miscellaneous) 60
13.6 Permits Register 60
13.7 Right of Way & Easement Files (Originals) 60
13.8 Subdivisions & Land Development Project Files 61
13.9 Regulatory Compliance Files 61
13.10 Bridge Files 61
13.11 Work/Repair Requests & Complaints 62
13.12 Maintenance Work Orders & Logs 62
13.13 Facility Maintenance Files 62
13.14 Fuel Summaries & Receipts 63
13.15 Traffic Light Records 63
13.16 Snow Plow Files 63
13.17 Tree Files 64
13.18 Sanitation Files 64
13.19 Landfill Records 64
13.20 Underground Storage Tank Records 65
13.21 Geologic Data 65
13.22 Sewer & Water Assessment Records 65
13.23 Sewer Location & Connection Records 65
13.24 Water Service & Valve Location Records 66
13.25 Water System Monitoring Charts & Logs 66
13.26 Water System Repair & Maintenance Records 66
13.27 Well Information 66
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Local Government Model General Administrative Records Retention Schedule

#300.1

13. ENGINEERING, BUILDINGS & PUBLIC WORKS CONT'D

Item No. Records Series Title
13.28 Water Testing Records 67
13.29 Water Management Plans 67
13.30 Water Service Applications & Agreements 67
13.31 Meter Reading Books & Cards 68
13.32 Recycling & Hazardous Waste Records 68

14. LICENSES

Item No. Records Series Title
14.1 Business Licenses 69
14.2 Licenses & Permits (Non-Business) 69
14.3 Permits Register 69
14.4 Sales Tax Registrations & Reports 69

15. ASSESSMENTS

Item No. Records Series Title
15.1 Annual Tax Assessment Rolls 70
15.2 Notices of Assessment 70
15.3 Certification Files 70
15.4 Tax Appeal Files 70
15.5 Real Property Parcel Master File 70
15.6 Section Land Files 70
15.7 Personal Property Files 71
15.8 Reports of Collection 71
15.9 Building & Land Inventory Records 71
15.10 Market Sales Program Records 71

16. LAND MANAGEMENT

Item No. Records Series Title
16.1 Land Township/Range/Section Files 72
16.2 Land Lottery Records 72
16.3 Municipal Entitlement Records 72
16.4 Property Tax Foreclosure Records 72
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Local Government Model General Administrative Records Retention Schedule

#300.1

17. PARKS & RECREATION

Item No. Records Series Title
17.1 Recreation Program Records 73
17.2 Coach/Instructor/Lifeguard Records 73
17.3 Recreation Facility Records 73
17.4 Maps, Plans & Drawings 74
17.5 Horticulture Project Files 74
17.6 Harbor Master Files 74
17.7 Cultural Resources Records 74

18. LIBRARIES & MUSEUMS

Item No. Records Series Title
18.1 Accession Records 75
18.2 De-Accession Records 75
18.3 Circulation Records 75
18.4 Shelf Lists, Inventories & Information Systems 75
18.5 Accreditation Files 75
18.6 Reference Request Files 75
18.7 Conservation Reports 76

RECORDS SERIES INDEX 77
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CITY OF DILLINGHAM, ALASKA
RESOLUTION NO. 2018-03

A RESOLUTION OF THE DILLINGHAM CITY COUNCIL EXPRESSING SUPPORT FOR
PREFERRED ROUTES FOR A MANOKOTAK-DILLINGHAM ROAD

WHEREAS, the City of Dilingham cooperated with other agencies, including the City of
Manokotak to develop a feasibility study to explore the development of a road between
Manokotak and Dillingham; and

WHEREAS, the organizations that cooperated in the funding and development of the study
included the City of Dillingham, City of Manokotak, Manokotak Natives Ltd., Manokotak Village
Council, Choggiung Ltd., Clarks Point Village Council, Bristol Bay Native Corporation, GCI, and
Nushagak Cooperative with the Bristol Bay Native Association providing accounting and fund
management services; and

WHEREAS, Bristol Engineering Services Corporation, completed the study in June of 2017; and

WHEREAS, the scope of work included 2 community meetings in Dillingham, Clarks Point and
Manokotak as well as a survey of the residents of each community; and

WHEREAS, the study identified 5 alternative routes for a road between the communities of
Manokotak and Dillingham; and

WHEREAS, the next step in the future development of a road is to identify the preferred routes
and then cooperatively explore future funding; and

WHEREAS, the majority of the surveys and Dillingham residents favored Route 4 as their first
choice; and

WHEREAS, Route 4 is also favored by the City of Manokotak as demonstrated by their
Resolution 17-29;

NOW, THEREFORE, BE IT RESOLVED that the Dillingham City Council supports the selection
of Route 4 as the preferred route for further research and development of a road between
Manokotak and Dillingham.

PASSED and ADOPTED by the Dillingham City Council on February 1, 2018.

Alice Ruby, Mayor

ATTEST: [SEAL]

Lori Goodell, City Clerk
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CITY OF MANOKOTAK
RESOLUTION 17- X 9

A RESOLUTION BY THE CITY COUNCIL OF THE CITY OF MANOKOTAK APPROVING A
PRIMARY AND SECONDARY ALTERNATE ROUTE TO ROAD TO DILLINGHAM STUDY.

WHEREAS,

WHEREAS,

WHEREAS,

WHEREAS,

WHEREAS,

WHEREAS,

the community of Manokotak is a major stakeholder in the Road To Dillingham Feasibility
Study where City of Manokotak, Manokotak Village Council and Manokotak Native’s Ltd.
supported the Study; and

the City of Manokotak initially determined Route 1 of the Study to be the primary route
and Route 4 the secondary route; and

the City of Manokotak met with Saguyak, Inc. in Dillingham with other stakeholders on
November 6, 2017 to discuss possible comprehensive agreement to Route 1 that goes on
their land; and

Saguyak, Inc. strongly opposed to Route 1 of the Road to Dillingham Study citing several
potential negative impacts on their land; and '

Alternate Route 4 is the more cost effective route to construct as determined by the
feasibility study with less impact on wetlands and land owners; and

Alternate Route 5 is the second more cost effective route to construct as determined by the
feasibility study with less impact on wetlands and land owners; and now be it

BE IT RESOLVED that the City of Manokotak select Route 4 of the Road To Dillingham Feasibility
Study as their primary alternate route and Route 5 as it’s secondary alternate route.

PASSED and APPROVED by the Manokotak City Council this \ T day of De Copnney |, 2017.

Al Dk

ATTEST:

RS S

Melvin Andrew, Mayor

i
Stella Pauk, City Clerk
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City of Dillingham
Elected Officials Training Outline — Proposed
February 15, 2018

OVERVIEW OF GOVERNMENT

The Creation of Municipal Government in Alaska

Duties & Classifications of Local Government

ROLES AND RESPONSIBILITIES

Authority of Municipal Government in Alaska / Title 29
The Role of Elected Officials

Ethics in Government

How to Be an Effective Council Member

Council and the Administrative Staff

Council and the Public

The Mayor

Manager Form of Government

The Municipal Clerk, Treasurer, Attorney

Council Conduct

Social Media

MEETINGS

Alaska's Open Meetings Act
Types of Meetings

Notice of Meetings & Agendas
Parliamentary Procedures

Meeting Minutes
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ORDINANCES AND RESOLUTIONS

Ordinances

Codifying Your Ordinances

How to Develop a Code

How to Amend & Repeal an Ordinance
Fiscal Notes

Resolutions

HANDOUTS

Communities & Regions of Alaska Map

Local Government in Alaska

Powers and Duties of Cities

Alaska Statutes: Title 29 Municipal Government 2017 Update
A Primer for City Council Members

Parliamentary Procedure Handbook
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Open-house discussion on state opioid
epidemic to be held in Dillingham

By AVERY LILL (/PEOPLE/AVERY-LILL) & LIAM WRIGHT (/PEOPLE/LIAM-WRIGHT) - JAN 23, 2018

The state is seeking input from Bristol Bay residents on Alaska's response plan to the
opioid epidemic.

State representatives are seeking local input on Alaska’s response plan to the opioid
epidemic.

Last January, a statewide opioid task force published broad recommendations
(http://dhss.alaska.gov/AKOpioid TaskForce/Documents/AOPTF-Recommendations-1-19-
17 .pdf) to prevent, treat and support recovery from opioid misuse and addiction. Now
state representatives are holding meetings across Alaska, asking people about barriers to
treatment and the impact of opioid addiction in their communities.

The Bristol Bay Opioid Task Force and the state Office of Substance Misuse and
Addiction Prevention will co-host an open house discussion in Dillingham on January 31.

“It's an opportunity to share ideas, perspectives, and to share with the state what they
think about Alaska task force recommendation, to address the complex opioid issue,” said
Carole Wren, a member of the BBOTF, which is a partnership of local organizations
dedicated to dealing with opioid addiction in the region.

These meetings, Wren explained, are designed to help the state prioritize its immediate
response efforts.

“The state wants to hear more from communities about the areas that need to be more
immediately addressed and where to put much of its immediate focus,” said Wren.

The open house discussion will be at the Dillingham Bingo Hall on Wednesday, Jan. 31,
from 9 a.m. t0 4:30 p.m.

Contact the author at 907-842-5281.

W Tweet (http:/itwitter.com/intent/tweet?url=http%3A%2F % 2Fwww.tinyurl.com%2Fy8mtrukv&text=Open-

house%20discussion%20on%20state%20opioid%20epidemic%20to%20be%20held%20in%20Dillingham)

£ Share (http://facebook.com/sharer.php?u=http%3A%2F%2Fwww.tinyurl.com%2Fy8mtrukv&t=Open-

house%20discussion%20on%20state%20opioid%20epidemic%20t0%20be%20held%20in%20Dillingham)

& Google+ (https:/iplus.google.com/share?url=http%3A%2F%2Fwww.tinyurl.com%2Fy8mtrukv)

Email (mailto:?subiect=0pen-house%20discug‘ion%?zg%%205tate%2009ioid%20epidemic%ZOto%

20be%20held%20in%20Dillingham&body=http%3A%2F%2Fwww.tinyurl.com%2Fy8mtrukv)






