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SECTION 1
Adoption of Records Management Program

The Town Board of the Town of Delaware hereby enacts a records management
program as follows:

Section 1. Department_Officer. There shall be a records management program
established under the aegis of the Town Board of the Town of Delaware and headed by a
records management officer (RMO). The officer will be responsible for administering the
non-current and archival public records and storage areas for the Town of Delaware in
accordance with local, state and federal laws and guidelincs. The RMO shall be the Town
Clerk of the Town of Delaware.

Section 2. Powers and Duties. The officer shall have all the necessary powers 1o
carry oul the efficient administration, determination of value, use, preservation, storage and
disposition of the non-current and archival public records kept, filed or received by the offices
and departments of the Town of Delaware.

(A)  The Records Management Officer shall continually survey and examine public
records to recommend their classification so as to determine the most suitable methods (o be
used for the maintaining, storing and servicing of archival material:

(1) Obsolete and unnecessary records according to New York State Records
Retention and Disposition Schedules thereby subject to disposition; or

2) Information containing administrative, fegal, fiscal, research historical or
educational value which warrant their permanent retention; or

(3) Records not subject to disposition according to State Law.

. . . . . ' -

(B) Establish guidelines for proper records management in any department or
agency of the Town of Delaware in accordance with local, state and federal laws and
guidelines.

(C)  Rcport annually to the chief executive official and the governing body on the
powers and dutics herein mentioned including, but not limited to, the cost/benefit ration of
programs elfectuated by the department.

(D) The officer shall operate a Records Management Center for the storage,
processing and servicing of all non-current and archival records for all T own of Delaware
depariments and agencies.

() The officer shall establish a Town of Delaware Archives and perform the
following functions:



2) Continually survey and examine public records to determine the most

suilable methods to be used for the creating, maintaining, storing, and servicing ol archival
malerials.

(3)  Establish and maintain an adequate repository for the proper slorage,
conservalion, processing, and servicing of archival records.

4) Promulgate rules governing public access to and use of records in the
archives, subject to the approval of the Records Advisory Board.

(5 Develop a confidentiality policy for archival records designated
confidential, providing such policy does not conflict with any Federal or State statutes.

(6) Provide information services to the Town of Delaware officers.

)] Collect archival materials which are not official Town of Delaware
records but which have associational value to the Town of Delaware or a close relationship to
the existing archival collection. Such collecting shall be subject to archive space, staff, and
cost limitations, and to the potential endangerment of such materials if they are not collected
by the Archives.

(8) Develop a procedure whereby historically important records are to be
identified at the point of generation.

Section 3. Records Advisory Board. There shall be a Records Advisory Board
designated to work closely with and provide advice to the Records Management Officer. The
Board shall consist of the Supervisor of the Town of Delaware, one Town councilman
designated by the Town Supervisor, the Town of Delaware Building Inspector, the Assessor
Chairman of the Town of Dclaware, the Town Historian and a resident of the Town of
Delaware as appointed by the Town Supervisor. The Board shall meet periodically and have
the following duties:

(A)  Provide advice (o the Records Management Officer on the development of the
records management program:

(B)  Review the performance of the program on an ongoing basis and propose
changes and improvements;

(C)  Review retention periods proposed by the Records Management Office for
records not covered by State Archives’ schedules;



(A) A Town of Delaware department is the legal custodian of its records and shall
retain custody of records deposited in the Records Center. Records transferred to or acquired
by the Archives shall be under the custody and control of the Archives rather than the
department which created or held them immediately prior to being transferred to the Archives.

(B)  Records shall be transferred to the Archives upon the recommendation of the
RMO, with the approval of the head of the department which has custody of the records and
the approval of the Records Advisory Board.

(C)  Records may be permanently removed from the Archives at the request of the
RMO or the head of the department which had custody of the records immediately prior to the

transfer of those records to the Archives, subject to the approval of the Records Advisory
Board.

Section 3. Replevin. The Legal Department may take steps to recover local
government records which have been alienated from proper custody, and may, when
necessary, instilute actions of replevin.

Section 6. Disposal of Records. No records shall be destroyed or otherwise
disposed of by a department of the Town of Delaware unless approval has been obtained from
the Records Management Officer. No records shall be destroyed or otherwise disposed of by

the Records Management Officer without the express writlen consent of the department head
having authority.

Section7.  Definitions.

(A)  "Archives" means those official records which have been determincd by the
Officer and Advisory Commillee to have sufficient historical or other value to warrant their
continued preservation by the local government.

(B) "Records” means any documents, books, papers, photographs, sound
recordings, microforms, or any other materials, regardless of physical form or characteristics,
made or received pursuant to law or ordinance or in connection with the transaction of official
Town ol Delaware business.

(C)  "Records management" means the planning, controlling, directing, organizing,
training, promotion and other managerial use and records disposition including, records

preservation, records disposal and records centers or other storage facilities.

(D) "Records disposition" means:



(1) the removal by the Town of Delaware, in accordance with approved
records control schedules, of records no longer necessary for the conduct of business by such
agency through removal methods which may include:

(1) the disposal of temporary records by destruction or donation; or
' i
(i) the transfer of records to the Record Center/Archives for
lemporary storage of inactive records and permanent storage of records determined to have
historical or other sufficient value warranling continued preservation; and

(2) The transfer of records from one Town of Delaware agency Lo any other
‘Town of Delaware agency.

() "Records center" means an establishment maintained by the Town of Delaware
primarily for the storage, servicing, security and processing of records which must be
preserved for varying periods of time and need not be retained in office equipment or space.

(F)  "Servicing” means making information in records available to any Town of
Delaware agency for official use or to the public.

SECTION 11
Effect of Invalidity

If any clause, sentence, phrase, paragraph or any part of this local law shall for any
reason be adjusted finally by a court of competent jurisdiction to be invalid, such judgment
shall not affect, impair or invalidate (he remainder of this local law, but shall be confined in its
operation and effect to the clause, sentence, phrase, paragraph or any part thereof, directly
involved in the controversy or action in which such judgment shall have been rendered. It is
hereby declared to be the legislative intent that the remainder of this local law would have been
adopted had any such provisions not been included.

SECTION I11
Effective Date

This local law shall take effect immediately upon filing in the office of the Secretary of
Slate.
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1. (Final adoption by local legislative body only.)

I'hereby certify that the local law annexed hereto, designated as local law No. 1 of 1929
[ the {UEXEXIHEHIN Town )(XAHXFENof } Delaware was duly passed by the
Tewr Bosan on fesprf (¥ 19 95, in accordance with the applicable provisions of law.

{Name of Legislalive Body)

~%.~(<I‘nssage'by—ioeal~~legis|a|ive—bo&3hwi{h‘tmm*rno—disappml—m-rcpmagc1ﬂu tismpprovat -
by the Elective Chief Executive Officer*.) *

I hereby certify that the local law annexed hereto, designated as local law No. of l(i__
of the (County)(City)(Town)(Village) of was duly passed By the
on 19 | and was (approved)(not disapproved)(repas

‘{Name of Legisiative Body)

disapproval) by the and was deemed duly adopted on 19

(Elective Chiel Executive Officer™) ___..
in accordance with the applicable provisions of law. ' !

L
Y. (Final adoption by referendum,)
I hereby certify that the local law annexed hereto, designated as local law No of 19
of the (Count)')(City)('l'ov.'n)(Village) of ‘ was duly passed by the
on 19___, and was (appr6ved)(not disapproved)(repassed after

(Name of Legisiative Body)
disapproval) by the on 19
(Elective Chiel Executive Officer?)

sbmitted to the people by reason of a (mandatory)(permissiv/ej referendum, and received the affirmative
vote of a majority of the qualified electors voting thereon af the (general)(special)(annual) election held on
19 | in accordance with the applicablg’provisions of law.

Such local law was

4. (Subject to permissive referendum and fina adoption because no valid petition was filed requesting

referndum,)
I hereby certify that the local law annexéd hereto, designated as local law No. of 19
of the (County)(City)(Town)(Village) 6l was duly passed by the

19 | and was (approved)(not disapproved)(repassed after

Name of Legisiative Body}

disapproval) by the on 19 . Such local law was subject 1o

(Electiye Chief Executive Officer”)

permissive referendum
in accordance with t

nd no valid petition requesting such referendum was filed as of 19
applicable provisions of law.

'lilmr(i)n’/(?hief Executive Officer means or Includes the chief executive officer of a county elected on a
county-wide basis or, if there be none, the chalrman of the county legislative body, the mayor of a clty
n;/\illnge, or the supervisor of a town where such officer Is vested with the power to approve or veto local
Inws-or-erdinanees,

)



-5—( GHJ_Hoeal—!ew—eeneeﬂﬁng@haf&ef—rﬂ'ision—pfeﬂmd—by—pe{iﬁﬁ.. )

—
I hereby certify that the local law annexed hereto, designated as local law No. /aiyﬁ
of the City of having been submitted to referepdam pursuant 1o
the pravisions of section (36X37) of the Municipal Home Rule Law, and having receive e affirmative volte
of a majority of the qualified electors of such city voting thereon at the (special) eﬂﬁli;‘election held on
19___, became aperative.

6. (County local law concerning adoption of Char

I'hereby certify that the local law annexer ereto, designated as local law No. of 19
of the County of » State of New York, having been submitied 10

the electors at the General Eleetion of November _ 19___, pursuvant to subdivisions 5 and 7 ol
section 33 of the Munjcial Home Rule Law, and having received the affirmative vote of a majority of the

qualified elector the cities of said county as a unit and of a majority of the qualified electors of the towns
o'fsaiym considered as a unit voting at said general election, became operative.

“(H-any-other-autho r-iied—ﬁerm—e-f—ﬁnal—adep(»isn—has—lwen-ﬁeuowod,_ploase—provids—an—appmpruam—cum ication.).

I further certify that I have compared the preceding local law with the original on file in this office and that
the same is a correct transcript therefrom and of the whole of such original local law, and was finally adopted
in the manner indicated in paragraph 1, above.

kﬁ/ y < /

Ll g g NS4 (¢8RS0 £

Clerk of'the County legislative body City, Town or Village Clerk
) or officer designated by lacal Ie?}!aative body

LILLIAN BAUERNITIND, Town Clerk
(Seal) Date; s £ 48T rgeg T

(Certification to be executed by County Attorney, Corporation Counsel, Town Attorney, Village Altorney or
other authorized Attorney of locality.)

STATE OF NEW YORK
COUNTY OF SULLIVAN

I, the undersigned, hereby certify that the foregoing local law contains the correct text and that all proper
proceedings have been had or taken for the enactment of the local Jaw annexed hereto.

(

Signature KENNET}'{ C. KLEIN o

Town Attorney

Title

ooy
i of Delaware

Town —

Xiikvge
Date: 'Llci//‘?s—'.
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