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I.

PURPOSE

The City hereby establishes a Records and Information Management Program
(“Program”) with policies and procedures that will ensure the records of the City are
being effectively, efficiently and properly managed and that the City is in compliance
with State law and City Ordinance. This Program will help the City manage all records at
each stage of their lifecycle, from creation to destruction or permanent preservation. The
Program and its policies and procedures, however, shall establish guidelines only and
shall not be deemed to legally bind the City except as otherwise provided in State law and
City Ordinance.
Chapter 2.65 of the Murray City Municipal Code (SEE ATTACHMENT 1) states that it
is the intent of the City to:




maintain and preserve accurate records;
upon request, provide access to City records, which are defined by law as
open to public, within a reasonable time and at a reasonable cost; and
retain the security of City records, which are “private”, “protected”, or
“controlled”; and records to which access is “restricted” pursuant to a state or
federal statute, a state or federal regulation or a court rule.

The City has to adhere to specific requirements provided in Title 63A, Chapter 12 of the
Utah Code. These requirements include the following:












establish and maintain an active, continuing program for the economical and
efficient management of the City’s records as required by the Government
Records Access and Management Act (GRAMA);
appoint one or more records officers who will be trained to work with the state
archives in the care, maintenance, scheduling, disposal, classification,
designation, access, and preservation of records;
ensure that officers and employees of the City who receive or process records
requests receive required training on the procedures;
make and maintain adequate and proper documentation of the City’s
functions, policies, decisions, procedures, and essential transactions ;
submit to the State Archives proposed schedules of records for final approval
by the State records committee;
cooperate with the State Archives in conducting surveys made by the State
Archives;
comply with rules issued by the Utah Department of Administrative Services;
report to the State Archives the designation of record series that it maintains;
report to the State Archives the classification of each record series that is
classified;
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establish and report to the State Archives retention schedules for objects that
the City determines are not defined as a record but that have historical or
evidentiary value.

The City Recorders Office is charged with ensuring that these standards are maintained
by each of the City departments. In addition to these standards, the City must adhere to
standards specified in Title 63A, Chapter 12 of the Utah Code which include:







all records created or maintained by the City are the property of the State and
shall not be mutilated, destroyed, or otherwise damaged or disposed of, in
whole or in part, except as provided in GRAMA;
records which constitute a valuable intellectual property shall be the property
of the City;
the State Archives may, upon request from the City, take custody of any
record series of the City. If the City no longer wants to maintain custody of a
record which must be retained under the City’s retention schedule, the City
shall transfer the record to the State Archives for safekeeping and
management;
The intentional mutilation, destruction, damage, or disposal of a record by a
person in violation of the retention schedule may result in a class B
misdemeanor and may subject the person to disciplinary action.

This Program will assist each employee and department within the City to adhere to these
standards. There will be ongoing training and collaboration by the City Recorders office
to ensure that the City is following all of the necessary requirements of the State law and
City Ordinance and being proactive in the City’s records management efforts.
II

NON PUBLIC RECORDS

Records to which access is restricted pursuant to court rule, another state or federal
statute, or federal regulation are not considered public records. This also includes records
for which access is governed or restricted as a condition of participation in a state or
federal program or for receiving state or federal funds. These records are governed by the
specific provisions of their respective statute, rule or regulation.
Under GRAMA, records that are classified as private, controlled, or protected are not
public.
Traffic and motor vehicle reports are governed under Title 41, Chapter 6a of the Utah
Code. Paramedic reports maybe governed by the Health Insurance Portability and
Accountability Act (HIPPA). Once a record is the subject of litigation, GRAMA no
longer applies and requests for records should be referred to the City Attorney’s office.
Subpoenas are not GRAMA requests and should be referred to the City Attorney’s office.
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III

DEFINITION OF CITY RECORDS

Section 63G-2-103 GRAMA defines a record as a book, letter, document, paper, map,
plan, photograph, film, card, tape, recording, electronic data, or other documentary
material regardless of physical form or characteristics that is prepared, owned, received,
or retained by the City and where all of the information in the original is reproducible by
photocopy or other mechanical or electronic means. Some examples of records are:
-

laws (City ordinances);
meeting minutes of open meetings;
agreements;
records pertaining to compensation paid to a contractor;
records of administrative staff manuals;
records pertaining to contact information for elected officials.

GRAMA defines all of the standards regarding what is considered a public, private,
controlled, or protected record (SEE ATTACHMENT 2). The City will take all
necessary steps to ensure adherence to the GRAMA standards. If there are any questions
regarding GRAMA, the City Recorder or Attorney’s office staff may be contacted.

IV

RECORDS AND INFORMATION MANAGEMENT POLICIES

The following are administrative policies for records management in the City.
Policy 1

City records declared public property

All City records are property of the State. No City official or employee has, by virtue of
his or her position, any personal or property right to such records even though he or she
may have developed or compiled them. The unauthorized destruction, removal from files,
or private use of such records is prohibited.
Policy 2

Effective records management practices

The City will provide for efficient, economical, and effective controls over the creation,
distribution, organization, maintenance, use, and disposition of all City records through a
comprehensive system of integrated procedures for the management of records.
Periodically the City Recorder, in collaboration with City Department Directors and
others, will review or examine filing systems in each department/division, make transfers
of records, arrange for disposition of outdated records and otherwise assist in complying
with the City records policies.
Policy 3

Recorder’s office records management functions

The City Recorder is designated as the City’s Records Officer and is responsible for
directing and coordinating records management operations in the City. The City Recorder
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is responsible for City-wide files management and the direction and control of the City's
records disposition. The City Recorder will:
A. Plan, formulate, and prescribe basic files management and records disposition
policies, systems, standards and procedures;
B. Prepare records retention and disposition schedules in cooperation with all City
departments. The City Recorder will also define and identify vital, historical
and/or permanent records and establish retention periods for all records. Retention
periods shall be no shorter than desired by the originating office, but shall be as
long as deemed necessary by the City Recorder pursuant to guidelines established
by the State Archives;
C. Review schedules annually and update or amend as needed;
D. Coordinate the City-wide files management and records disposition programs
and report annually to the Mayor on program effectiveness;
E. Provide records management advice and assistance to all City departments, by
preparation of a policies and procedures manual and by on-site consultation;
F. Develop, disseminate, coordinate files maintenance, records disposition
procedures and computer assisted retrieval programs including, but not limited, to
those prescribed by these policies, in order to meet the current and long-term
information needs of the City;
G. Train Records Coordinators assigned by each City Department and other
personnel in records management and their duties in the records management
program;
H. Implement at the proper time such actions as destruction and transfers of
records that are required by records schedules;
I. Establish and monitor compliance with standards for filing in all City
departments;
J. Suggest departmental changes to enable management to realize the greatest
efficiency and effectiveness in their Records Management programs;
K. Establish measures to mitigate the effects of a disaster on the City’s records
and to ensure maximum availability of records for re-establishing operations
quickly and with minimum disruption and expense;
L. Develop procedures to ensure the preservation of the historically valuable
records of the City.
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Policy 4

Responsibilities of City Department Directors

All City department directors are responsible for the implementation and operation of
effective file operations, records transfers and dispositions, and other activities in
accordance with the provisions of these policies within their department. They shall
designate records coordinators within their departments and provide the City Recorder
the names of such designees.
Policy 5

Responsibilities of Records Coordinators

The records coordinator in each department is responsible for providing coordination
between the City Recorder and personnel in his or her department to ensure compliance
with the provisions of the policies. This responsibility shall include supervising the
application of records schedules within the department.

Policy 6

City departments to use retention schedules

All City departments shall utilize records retention and disposition schedules provided by
the City Recorders Office and destroy, transfer, or otherwise dispose of records in
accordance with policies set forth by the records schedules.
Policy 7

Development of records retention and disposition schedules

The City Recorder, in conjunction with the City Attorney’s Office, will facilitate the
process for the records retention and disposition. State Archives has a general retention
schedule which represents the minimum requirements for records retention. The retention
schedules for the majority of the records that the City maintains can be found in the City
retention schedule that will be reviewed by the City’s Records Committee and submitted
to the State Records Committee. In the event a record does not fall under any category
within the retention schedule, the record may be added to the retention schedule. Any
department wishing to add a record to the retention schedule must do so through the City
Recorder’s office by filling out a Record Series Inventory Worksheet, (SEE
ATTACHMENT 3) and have it signed by the respective Department Director. The City
Recorder will review the Record Series Inventory Worksheet to verify that the record
being added is not on the current retention schedule and the request meets minimum
retention requirements. Final approval must be granted by the City Recorder before a
record may be added to the retention schedule.
Prior to the destruction of any department records, the departments Records Coordinator
shall list on destruction log (SEE ATTACHMENT 4) the records to be destroyed. The
Records Coordinator will submit the destruction log along with the Statement of Records
Disposition (SEE ATTACHMENT 5) to the City Recorder. The Statement of Records
Disposition must be signed by the respective Department Director and the City Recorder
before the records can be destroyed. The City Recorders Office will maintain
documentation of all records that have been destroyed.
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Policy 8

Archives and preservation of permanent records

The Archival operation shall utilize one or more buildings to store inactive records; to
ensure the security of such records from deterioration, theft, or damage during the period
of storage and to permit fast, efficient retrieval of information from stored records.
The City Recorder shall develop procedures to ensure the permanent preservation of the
historically valuable records of the City. The City Recorder shall provide housing for
such records in a City facility and in such manner that the records, unless their use is
restricted by law or regulation, are open to the public for research purposes. In no
circumstances shall the permanent records of the City be transferred to private
individuals, or to private historical societies or museums.

Policy 9

Non-current records not to be maintained in office files

Records no longer required to support current operations of the City shall be transferred
to less costly off-site storage, or be destroyed, when such action is indicated by an
approved records schedule.
Policy 10

Records using photographic and digital media

The City may reproduce and retain documents in a photographic, digital or other nonpaper medium. The medium in which a record is retained shall accurately reproduce the
document in paper form during the period for which the record must be retained and
shall preclude unauthorized alteration of the record. A record retained by the City in any
form or medium permitted under this section shall be deemed an original public record
for all purposes.
Once a record is retained in a non-paper medium as authorized by this policy,
the original paper document may be disposed of or returned to the sender, except in the
case of permanent records, as defined in Utah law. Paper originals of permanent records
shall be retained by the City in perpetuity, or may be transferred to the State Archives.
Policy 11

Electronic mail and electronic documents

The use of electronic mail (email) and electronic documents to conduct City business is
continually increasing and for many employees, the preferred method to conduct
business. Although these communications are electronic and many times no hard copy
exists, emails and electronic documents are considered records. GRAMA is concerned
with the content of records regardless of their physical form or how they are transmitted.
Therefore, email and other electronic documents are subject to GRAMA and must be
held to the same retention schedules that a hard copy of a document would be. Emails
should be retained per retention schedules.
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The following types of email are not considered a record and are not required to be
retained:
-

personal notes or communications;
drafts;
junk mail;
copyrighted material;
commercial publications;
proprietary software;
personal daily calendars.

Emails and electronic documents that are not records should be deleted when the user no
longer has a need for the email or document.
Once it is determined that a particular email is a record, City personnel must decide if the
email is the “record copy” of a particular correspondence. The record copy is the City’s
official copy of a record and the retention schedule only applies to the record copy.
Duplicate copies of the correspondence can be deleted at any time, as long as the record
copy is kept until retention is met.
Employees should store emails that need to be retained in folders within the email
system. The City Recorder’s office will work in conjunction with the City records
committee members in each department to ensure all employees have an email filing
system in place. The City’s IT division also maintains email backups. Although these
backup files should primarily be used in an emergency, the IT division can assist City
departments in locating emails they may need in order to respond to GRAMA requests or
for litigation.
An employee who originates an email communication is responsible to determine if the
email is a record. If it is determined to be a record, the employee must also determine the
appropriate retention period. Likewise, when an email is received from an outside
agency, the recipient of the incoming email must determine if that particular email is a
record that is subject to retention.
Email that is created, sent, or received on City owned computers and networks is the
property of the City. There should be no expectation of email privacy when using the
City’s email system and personal email should be limited.
Any questions on whether an email or electronic document should be retained or
destroyed should be referred to the City Recorder’s office.
Policy 12

Social media

Social media includes blogs, micro blogs (Twitter), vikis, video sites (YouTube), photo
libraries (Flickr), networking sites (MySpace and Facebook), virtual worlds (Second
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Life), and other interactive sites. Content posted to a social media site that relates to City
business is a record and is subject to GRAMA.
Content posted on social media sites must be maintained in accordance with the City’s
retention schedule. Social media sites that are maintained by the City will be treated as
one record. Therefore, no information should be deleted until its retention has been met.
Policy 13

Text and instant messages

A text or instant message is considered a City record only if the content of the text or
instant message refers to City business, functions, and/or programs. Most text and instant
message communications sent or received by City employees will be transitory, meaning
that the text message will only need to be kept until the business need ends. Generally,
these text or instant messages can be deleted the same day they are received.
If the content of a text or instant message contains any policy or program
correspondence, it is considered a permanent record and would need to be retained
accordingly. It would be difficult to retain this type of message in a way that would
preserve the legally required metadata.
Due to the difficulty of retaining text and instant message data, no communications
regarding policy or program correspondence may be conducted via text or instant
message. The only text or instant message communication that should be communicated
by employees should be transitory in nature. This will eliminate the need to store most
text and instant messages and save the City from having to purchase costly software to
store text and instant messages.
Policy 14

Public disclosure of records

All records are considered public unless classified otherwise and must be disclosed if
they are requested as required by GRAMA. Anyone wishing to request a record must do
so by submitting a GRAMA Request Form (ATTACHMENT 6) or similar written
request to the City Recorder’s office. All GRAMA requests (with the exception of police
reports/records) must be submitted through the City Recorder’s office. Section 63G-2203 of GRAMA states that a government agency can charge a reasonable fee to cover
the entity’s actual cost of duplicating a record and shall establish fees by ordinance or
written formal policy (SEE ATTACHMENT 7). The steps for GRAMA requests can be
found under procedure 5.
IV.

RECORDS MANAGEMENT PROCEDURES

The Recorder’s Office will administer five procedures outlined below:
Procedure 1 Routing Contracts and Agreements
The following outlines the procedure for routing contracts and agreements.
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1. A minimum of two (2) originals should be submitted to the Recorder’s Office:
2. All contracts and agreements should contain a stamp “approved as to content”
on the signature page, and be signed by the department/division head or
designee;
3. Once the contract or agreement has been approved as to content by the
department/division head or designee, the department/division head or
designee will complete a yellow routing cover sheet and forward the contract
or agreement to the City Recorder’s office (NOTE: If the routing sheet is not
completely filled out, it may delay the processing of the contract or
agreement);
4. The Recorder’s office will log the contract or agreement into a log sheet and
route it to appropriate departments for signatures. The individuals that are
involved in signing contracts and agreements include at a minimum: City
Attorney, City Purchasing Officer, Finance Director, Mayor, and City
Recorder;
5. If signatures are needed from a third party (a party not within the City) to
complete the contract or agreement, the Recorder’s office will retain a copy of
the contract or agreement and return the original(s) to the department/division
who originated the contract or agreement. That department/division will obtain
the signatures from such party within 30 days and return one executed original
contract or agreement to the Recorder’s office. The Recorder’s office will keep
an original for its files. It is preferred that Mayor or designee sign after third
party signatures are secured;
6. If a contract or agreement that was sent out for signatures from a third party is
not returned to the Recorder’s office within 30 days from the day it was sent
back to the department/division who originated it, the Recorder’s office will
follow up weekly on the status of that contract or agreement until one executed
original contract has been returned to the Recorder’s office.
Procedure 2 Routing Deeds and Easements and Other Recorded Instruments
The following outlines the procedure for routing deeds and easements.
1. Complete a yellow routing cover sheet and forward the deed or easement to the
Recorder’s office;
2. The Recorder’s office will log the deed or easement into a log sheet and route it to
appropriate departments for signatures. The individuals that are involved in
signing deeds and easements include at a minimum: the City Attorney, City
Purchasing Officer, Finance Director, Mayor, and City Recorder;
3. Once all signatures have been collected, the executed deed or easement will be
submitted to the Attorney’s Office who will ensure that it gets recorded with Salt
Lake County or other appropriate office. After it has been recorded, the original,
recorded deed or easement will be returned to the Recorder’s office for permanent
retention.
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Procedure 3 Transferring Records to the Utah State Archives
The following outlines the procedure for preparing your departments records to be
transferred.
1. Obtain archival boxes from Office Depot (item # 285052). These boxes have been
specially contracted to the specifications required by the State Archives.
2. Pack records in the same arrangement which they are maintained and created in
the department’s files. Do not create a new filing system;
3. Avoid over-packing boxes. Retrieving, shelving, and filing information is difficult
in an over packed box;
4. Limit box contents to one record series;
5. Replace any Penda flex folders (hanging file folders), binders, or three-ring
notebooks with labeled manila folders;
6. Contact the Records Center (801) 975-4016 to make special arrangements if
materials will not fit in a records center box;
7. Label boxes with a large black pen with indelible ink and include the following
information directly on the box: City name, City-assigned box number (e.g. 99-1,
99-2, etc.), and record series number;
8. Once your records are boxed up and ready to be sent to the State Archives, send
the following information on a Microsoft Word document to the Recorder’s
Office: line number, your box number, dates of contents (from and to, by
month/year), and box contents summary (no need to list files). The following is an
example of how it should look:
1. 2004-1, from 8/1998 to 8/2000, invoices 100-200
2. 2004-2, from 9/2000 to 9/2002, invoices 201-300
3. 2004-3, from 10/2002 to 10/2004, invoices 301-400
The Recorder’s Office will arrange a date and time for your department to deliver the
boxes to the Utah State Archives Records Center which is located in Clearfield Utah.
Procedure 4 Destruction of Records
The City Recorder along with assistance from the City Records Committee will help
departments determine the correct retention of records. Once it is determined that a
record has met its retention, has no historical value and is not needed for litigation, or
audit, it should be destroyed. The following lists the steps for destroying records.
1. Obtain a Statement of City Records Disposition form and a Destruction Log from
the Recorder’s office or a member of the Records Committee;
2. Fill out the destruction log in its entirety;
3. Fill out the Statement of Records Disposition form and have the Department
Director sign it;
4. Forward the Statement of Records Disposition form and a copy of the destruction
log to the Recorder’s office;
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5. The City Recorder ultimately decides if a record is destroyed.
Once those steps are complete, you may have the records destroyed. You can contact the
Record’s office for assistance.
Procedure 5 Government Records Access and Management Act (GRAMA)
Requests
In order for the City to centralize all GRAMA requests, the following procedure shall be
followed:
1. All GRAMA requests, with the exception of requests submitted to the police
department, will be received by the City Recorder’s Office. The police
department will follow a similar process administered by police personnel;
2. The City Recorder will date stamp and log in all GRAMA requests;
3. If the request requires information from another department, the City Recorder
will route a copy of the GRAMA request to that department;
4. The department will give the information along with a copy of the GRAMA
request back to the City Recorder within 5 business days;
5. The City Recorder will look over the GRAMA request, determine if it is a public
or nonpublic record, redact any private or protected information, and mail out the
completed GRAMA response;
6. The City Recorder will send a copy of the City’s response and corresponding
documents to the Attorney’s office prior to the response being sent to the
requestor. (The City is required to respond to all GRAMA requests within ten (10)
business days unless it is able to show “extraordinary circumstances” as specified
in GRAMA).
7. Responses to records requests may be appealed to the Mayor on 30 days written
notice.
IV.

CITY RECORDS COMMITTEE

These policies and procedures affect all City personnel. Each department within the City
will have a representative on the Records Committee. The Records Committee members
will:
1. Meet at least quarterly to discuss questions and issues related to records
management;
2. Review and approve the City’s retention schedule;
3. Train department staff on the records management policies and procedures;
4. Work as a liaison between their department and the Recorder’s office to
ensure proper records management procedures are being followed.
5. Create and maintain a filing system within their department for any records
that their department may have;
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6. Provide the Recorder’s office a list of all records (originals and/or copies) that
are being kept in their department;
7. Work with the Recorder’s office to ensure records (originals and/or copies)
are being destroyed, in a timely manner, per the City’s retention schedule;
8. Work in conjunction with the Recorder’s office and the State Archives to
transfer records to the State Records Center;
9. Provide information for GRAMA requests to the Recorder’s office within the
designated time frame.
10. Review GRAMA classification issues to ensure that determinations on
whether a record is public or non-public are consistent City-wide.
11. Develop guidelines as to classification of records.
V.

CONCLUSION

The City has a responsibility to maintain all records by creating and implementing
records management policies and procedures and to ensure that they are being followed
by all City departments. The City is required to comply with GRAMA and Chapter 2.65
of the Murray City Municipal Code by managing the City’s records. Having an effective
and efficient records management program in place will ensure the City is in compliance
with the law.
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ATTACHMENT 1

Chapter 2.65
PROCEDURES GOVERNING RECORDS PRACTICES
2.65.010: PURPOSE:
A. The purpose of this chapter is to provide, consistent with the Utah government records access
and management act (the "act"), and other state and federal law, criteria and procedures relating
to the records practices of the city including:
1. Classification and designation of city records pursuant to the act;
2. Procedures to access public city records;
3. Procedures to deny requests for access to nonpublic city records;
4. Process to appeal decisions regarding city records;
5. Management and retention of city records; and
6. Amendment to city records.
B. It is the intent of the city to:
1. Maintain and preserve accurate records;
2. Upon request, provide access to city records, which are defined by law as open to the
public, within a reasonable time and at a reasonable cost; and
3. Retain the security of city records which are "private", "protected", or "controlled"; and
records to which access is "restricted" pursuant to a state or federal statute, a state or
federal regulation or a court rule. (Ord. 05-21 § 2)

2.65.020: DEFINITIONS:
As used in this chapter, the following definitions shall be applicable:
ACCIDENT REPORT(S): A law enforcement record regarding a traffic and motor vehicle
accident. Accident reports are records governed by section 41-6a-404 of the Utah code.
ACT: The government records access and management act, sections 63G-2-101 et seq., of the
Utah code, as amended.
CHRONOLOGICAL LOGS: The regular and customary summary records of the city's law
enforcement and public safety departments that show the time and general nature of police, fire
and paramedic calls, and any arrests or jail bookings made by the city.
CLASSIFICATION, CLASSIFY (And Their Derivative Forms): Determining whether a record
series, record or information within a record is "public", "private", "controlled", "protected" or
"restricted".
COMPUTER PROGRAM: A series of instructions or statements that permit the functioning of a
computer system in a manner designed to provide storage, retrieval and manipulation of data
from the computer system, and any associated documentation and source material that explain
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how to operate the computer program.
"Computer program" does not mean:
A. The original data, including numbers, text, voice, graphics and images;
B. Analysis, compilation and other manipulated forms of the original data produced by use of
the program; or
C. The mathematical or statistical formulas (excluding the underlying mathematical
algorithms contained in the program) that would be used if the manipulated forms of the
original data were to be produced manually.
CONTRACTOR:
A. Any person who contracts with the city to provide goods or services directly to the city; or
B. Any private nonprofit organization that receives funds from the city.
"Contractor" does not mean a private provider. "Private provider" is any person or entity who
contracts with the city to provide services directly to the public.
CONTROLLED RECORDS: Records containing data on individuals that are controlled as
provided by this chapter and the act.
DATA: Refers to individual entries in the records.
DEPARTMENT OR DEPARTMENTS: The separate administrative departments in the city as
defined in this chapter.
DESIGNATE OR DESIGNATION: To give an initial or primary classification to a record or
record series indicating the likely classification that a majority of such records or record series
would be given if classified.
GOVERNMENTAL AUDIT AGENCY: Any governmental entity that conducts an audit.
GOVERNMENTAL ENTITY: The state of Utah and its political subdivisions including every
office, agency, board, bureau, committee, department, advisory board, advisory committee or
commission of an entity that is funded or established by the government to carry out the public's
business.
GROSS COMPENSATION: Every form of remuneration payable for a given period to an
individual for services provided including salaries, commissions, vacation pay, severance pay,
bonuses, and any board, rent, housing, lodging, payments in kind and any similar benefit
received from the individual's employer.
INITIAL CONTACT REPORT: An initial written or recorded report, however titled, prepared
by police officers engaged in law enforcement duties describing official actions initially taken in
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response to either a public complaint about or the discovery of an apparent violation of law,
which report may describe:
A. The date, time, location, and nature of the complaint, the incident, or offense;
B. Names of victims;
C. The nature or general scope of the agency's initial actions taken in response to the
incident;
D. The general nature of any injuries or estimate of damages sustained in the incident;
E. The name, address, and other identifying information about any person arrested or charged
in connection with the incident; or
F. The identity of the public safety personnel, except undercover personnel or prosecuting
attorney involved in responding to the initial incident.
"Initial contact reports" do not include followup or investigative reports prepared after the initial
contact report. However, if the information specified in subsection A of this definition appears in
followup or investigative reports, it may only be treated confidentially if it is private, controlled,
protected, or restricted from disclosure.
NONPUBLIC RECORD: A record defined as "private", "controlled", "protected", or those
records restricted by a state and federal statute, federal and state regulations or court rules.
NOTICE OF COMPLIANCE: A statement confirming that a government entity has complied
with a records committee order.
PRIVATE RECORD: A record classified as "private" under the provisions of this chapter and
the act.
PROTECTED RECORD: A record classified as "protected" under the provisions of this chapter
and the act.
PUBLIC RECORD: A record that is not private, controlled, or protected under the act and this
chapter and is not restricted from disclosure by a state and federal statute, federal and state
regulation or court rule.
RECORD: A book, letter, document, paper, map, plan, photograph, film, card, tape, recording,
electronic data, or other documentary material regardless of physical form or characteristics:
A. That is prepared, owned, received, or retained by a governmental entity or political
subdivision; and
B. Where all of the information in the original is reproducible by photocopy or other
mechanical or electronic means.
"Record" does not mean:
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A. A temporary draft or similar material prepared for the originator's personal use or
prepared by the originator for the personal use of an individual for whom the originator is
working;
B. Material to which access is limited by the laws of copyright or patent unless the copyright
or patent is owned by a governmental entity or political subdivision;
C. Proprietary software;
D. Junk mail or a commercial publication received by a governmental entity or an official or
employee of a governmental entity;
E. A book that is cataloged, indexed, or inventoried and contained in the collections of a
library open to the public;
F. Material that is cataloged, indexed, or inventoried and contained in the collections of a
library open to the public, regardless of physical form or characteristics of the material;
G. A daily calendar or other personal note prepared by the originator for the originator's
personal use or for the personal use of an individual for whom the originator is working;
H. A computer program that is developed or purchased by or for any governmental entity for
its own use; or
I. A note or internal memorandum prepared as part of the deliberative process by:
1. A member of the judiciary; or
2. A member of any other body charged by law with performing a quasi-judicial
function.
RECORD SERIES: A group of records that may be treated as a unit for purposes of designation,
description, management, or disposition.
RECORDS COMMITTEE: The state records committee created in section 63G-2-501 of the act.
RECORDS OFFICER: The city recorder.
RESTRICTED RECORD: Records whose access is restricted by a specific state or federal
statute, court rule or federal regulation.
SUMMARY DATA: Statistical records and compilations that contain data derived from private,
controlled, and protected information as defined in the act and this chapter but that do not
disclose private, controlled or protected information. (Ord. 10-01 § 2: Ord. 05-21 § 2)

2.65.030: ACCESS TO PUBLIC RECORDS:
A. Every person shall have the right, during normal business hours, to inspect, review, examine
and take copies of city records designated as "public", under this chapter and the act, upon
compliance with the procedures provided in this chapter.
B. The city has no obligation to create a new record or record series in response to a request if
the record requested is not otherwise regularly maintained or kept. (Ord. 05-21 § 2)

2.65.040: PUBLIC RECORDS:
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A. All city records are considered public unless they are designated or classified otherwise in
accordance with procedures established by this chapter consistent with the act, or made
nonpublic by other applicable law. Public records are those records defined in section 63G-2301 of the act and shall be made available to any person.
B. The city, through its employees, may not use the physical form, electronic or otherwise, in
which a record is stored to deny, or unreasonably hinder the rights of persons to inspect and
receive copies of a record under this chapter. (Ord. 10-01 § 2: Ord. 05-21 § 2)

2.65.050: PRIVATE RECORDS:
A. "Private" records shall include the following:
1. City records defined as "private" in section 63G-2-302 of the act;
2. As provided in section 63G-2-303 of the act, city records that contain private information
concerning certain at risk city employees such as the city employee's or the employee's
family members' home address, home telephone number, social security number, insurance
coverage, marital status or payroll deductions;
3. City records classified or designated as private in accordance with procedures established
in this chapter and the act;
4. As provided in section 63G-2-302 of the act, private records include records containing
data on individuals the disclosure of which constitutes a clearly unwarranted invasion of
personal privacy.
B. Private records shall be made available to the following persons:
1. The subject of the record;
2. The parent or legal guardian of an unemancipated minor who is the subject of a record;
3. The legal guardian of a legally incapacitated individual who is the subject of the record;
4. Any person who has a power of attorney or notarized release, dated not more than ninety
(90) days prior to the request, from the subject of the record or the subject's legal
representative;
5. If the record is a medical record prepared by a healthcare provider, release of the record is
consistent with normal professional practice and medical ethics; or
6. Any person presenting an order issued by a court of competent jurisdiction. (Ord. 10-01
§ 2: Ord. 05-21 § 2)

2.65.060: CONTROLLED RECORDS:
A. "Controlled" records shall be those city records defined as "controlled" in section 63G-2-304
of the act or as classified or designated as "controlled" pursuant to procedures established in
this chapter consistent with the act.
B. Controlled records shall be made available to:
1. A physician, psychologist, certified social worker, insurance provider or producer, or a
government public health agency upon submission of a release from the subject of the
record that is dated no more than ninety (90) days prior to the date the request is made and
a signed acknowledgment of the terms of disclosure of controlled information; or
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2. Any person presenting an order issued by a court of competent jurisdiction. (Ord. 10-01
§ 2: Ord. 05-21 § 2)

2.65.070: PROTECTED RECORDS:
A. Protected records shall be:
1. City records defined as "protected" in section 63G-2-305 of the act;
2. City records designated or classified as "protected" according to the procedures established
in this chapter consistent with the act;
3. "Drafts", as provided in section 63G-2-305(22) of the act, which may include records
relating to budget analysis and fiscal notes of proposed budgets before issuance of their
final recommendations;
4. As provided in section 63G-2-305(9) of the act, records which, if released, could
reasonably be expected to interfere with investigations undertaken for discipline purposes
including city records pertaining to internal investigation of city employees such as
investigations by the internal affairs division of the city's police department;
5. a. As provided in section 63G-2-305(9) of the act, records created or maintained for
discipline purposes against city employees unless:
(1) All available remedies have been exhausted by the employee, including the internal
grievance procedures and proceedings before administrative agencies,
(2) All time periods for appeal have expired, and
(3) The disciplinary action was sustained,
b. Notwithstanding subsections A5a(1), A5a(2), and A5a(3) of this section, a record or
parts of a record maintained for discipline purposes shall not be disclosed if the release of
the record or part of the record:
(1) Reasonably could be expected to interfere with investigations undertaken for
discipline or enforcement purposes;
(2) Reasonably could be expected to disclose the identity of a source who is not generally
known outside of government or disclose information furnished by a source not
generally known outside of government if disclosure would compromise the source;
(3) Reasonably could be expected to disclose investigative techniques, procedures,
policies or orders not generally known outside of government if disclosure would
interfere with enforcement or audit efforts; or
(4) Reasonably could be expected to jeopardize the life or safety of an individual;
(5) Constitutes a clearly unwarranted invasion of personal privacy.
B. Protected records shall be made available to:
1. The person who submitted the information in the record;
2. A person who has a power of attorney or notarized release, dated not more than ninety (90)
days prior to the request, from all persons or governmental entities whose interests were
sought to be protected by the protected classification.
3. Any person presenting an order issued by a court of competent jurisdiction. (Ord. 10-01
§ 2: Ord. 05-21 § 2)

2.65.080: RESTRICTED RECORDS:
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Restricted records shall be those records whose access is restricted by a specific state or federal
statute, state or federal regulation or court rule, including section 10-3-1212 of the Utah code, or
its successor. Restricted records shall be made available as provided in the specific statute,
regulation and/or rule which protects the record. (Ord. 10-01 § 2)

2.65.090: ACCIDENT REPORTS:
A. Under section 41-6a-404 of the Utah code, accident reports are protected and for the
confidential use of the city and other state, local, or federal agencies having use for the
records for official governmental statistical, investigative, and accident prevention purposes
and may be disclosed only in a statistical form that protects the privacy of any person
involved in the accident.
B. Subject to the provisions of this chapter, the city shall disclose accident reports to:
1. A person involved in the accident, excluding a witness to the accident;
2. A person suffering loss or injury in the accident;
3. An agent, parent, or legal guardian of a person involved in an accident including the
person's attorney, insurer, or any other individual or entity with signed permission from the
person;
4. Subject to subsection D of this section, a member of the press or broadcast news media;
5. A state, local, or federal agency that uses the records for official governmental
investigative or accident prevention purposes;
6. Law enforcement personnel when acting in their official governmental capacity; and
7. A licensed private investigator.
C. The city may withhold an accident report, and any of its accompanying data, if disclosure
would jeopardize an ongoing criminal investigation or criminal prosecution.
D. Information provided to a member of the press or broadcast news media may only include:
1. The name, age, sex and city of residence of each person involved in the accident;
2. The make and model year of each vehicle involved in the accident;
3. The location of the accident; and
4. A description of the accident that excludes personal identifying information. (Ord. 10-01
§ 2: Ord. 05-21 § 2)

2.65.100: SHARING RECORDS:
The city may disclose a record classified as private, controlled or protected to another
governmental entity if the other governmental entity complies with section 63G-2-206 of the act.
The city may provide a private, protected or controlled record to another governmental entity if
the record is necessary to the performance of the governmental entity's duties and functions; the
record will be used for a purpose similar to the purpose for which the information in the record
was collected or obtained; and the use of the record produces a public benefit that outweighs the
individual privacy right that protects the record. (Ord. 10-01 § 2)
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2.65.110: SUBPOENAS; COURT ORDERED DISCLOSURE FOR
DISCOVERY:
Subpoenas and other methods of discovery under state or federal statutes, or rules of civil,
criminal, administrative, or legislative procedure are not written requests under the act and this
chapter. Records that are classified as private, protected or controlled under the act and this
chapter shall not be disclosed until the court or administrative law judge orders disclosure. (Ord.
05-21 § 2)

2.65.120: PRIVACY INTEREST IN A CITY RECORD:
A. The city recognizes and upholds the personal right of privacy retained by persons who may be
the subject of government records. The city also recognizes that the act establishes a
presumption that governmental records will generally be considered open and public with
certain exceptions. The city may, at its discretion, disclose records that are "private" or
"protected" as defined in the act and this chapter to persons other than those specified in
sections 2.65.050 and 2.65.070 of this chapter, if the city determines that there is no interest
in restricting access to the record, or that the interest favoring access outweighs the interest
favoring restriction of access. Public access is favored when countervailing interests are of
equal weight. The city shall not release any record when to do so would constitute a clearly
unwarranted invasion of privacy in accordance with the act and procedures established in this
chapter. Under circumstances and procedures established by this chapter, certain data in a
record may be rendered nonpublic, although the record itself may be classified or designated
as "public".
B. If the city receives a request for access to a record that contains both information that the
requester is entitled to inspect and information the requester is not entitled to inspect under
this chapter and the act, the city shall allow access to information in the record that the
requester is entitled to inspect under this chapter and the act. The city may deny access to
information in the record if the information is not subject to disclosure under this chapter and
the act.
C. The city may require that the requester of the private and controlled records provide a written
release dated not more than ninety (90) days prior to the date of the request, from the subject
of the record in question before access to such record is provided. (Ord. 05-21 § 2)

2.65.130: CLASSIFICATION, DESIGNATION AND RETENTION OF
RECORDS:
All city records and records series shall be evaluated, designated, classified and scheduled for
retention consistent with the provisions of the act and this chapter. The city may classify a
particular record, record series or information within a record at any time, and is not required to
classify a particular record, record series or information until access to the record is requested.
The city may redesignate or reclassify records at any time. Any record or record series generated
in the future shall also be so designated, classified and scheduled for retention. Records
classification, designation and scheduling for retention shall be conducted under the supervision
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of the city records officer. Classification, designation and retention guidelines shall be prepared
and promulgated by the city records officer. (Ord. 05-21 § 2)

2.65.140: RESPONSE TO REQUEST FOR RECORDS:
A. Requests, either verbal or written, for a city record shall be made to the city department
maintaining the record in question. The city department may respond to a verbal request
consistent with the provisions of this chapter. The city department may require the requester
to fill out and present a written request. The written request shall include the name, mailing
address, daytime telephone number, if available, of the requester, and a description of the
records requested that identifies the record with reasonable specificity. Requesters of
nonpublic records shall adequately identify themselves and, if applicable, their status when
requesting access to nonpublic records. The date and time of the request shall be included on
the written request and all time frames provided under this chapter shall commence from that
time and date. Request for records shall, to the extent possible, be responded to within ten
(10) business days after receipt of the written request or within five (5) business days after
receiving a written request if the requester demonstrates that an expedited response benefits
the public rather than the person. Any person who requests a record to obtain information for
a story or report for publication or broadcast to the general public is presumed to be acting to
benefit of the public rather than a person. If the city department does not have custody of the
record, it shall request the appropriate city department to respond.
B. In response to a request, the city is not required to:
1. Create a record;
2. Compile, format, manipulate, package, summarize or tailor information;
3. Provide a record in a particular format, medium, or program not currently maintained by
the governmental entity;
4. Fulfill a person's records request if the request unreasonably duplicates prior records
requests from that person; or
5. Fill a person's records request if:
a. The record requested is accessible in the identical physical form and content in a public
publication or product produced by the city;
b. The city provides the person requesting the record with the public publication or
product; and
c. The city specifies where the record can be found in the public publication or product.
C. Upon request, the city shall provide a record in a particular format if the city is able to do so
without unreasonably interfering with the city's duties and responsibilities and the requester
agrees to pay the city for its costs incurred in providing the record in the requested format.
D. The city is not required to fulfill a request if the request unreasonably duplicates prior records
requests from that person.
E. The city may allow a person requesting records to copy the records if the requester requests
copies of more than fifty (50) pages of records from the city; the records are contained in
files that do not contain records that are nonpublic or the records may be segregated to
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remove the nonpublic information from disclosure; and the city supervises the copying
process to protect the public from the potential for loss of a public record.
F. If the requirements in subsection E of this section are met, the city may require that the
requester make the copies or allow the requester to provide the requester's own copying
facilities and personnel to make the copies at the city's offices and waive the fees for copying
the records.
G. The city may provide access to an electronic copy of a record in lieu of providing access to its
paper equivalent.
H. The appropriate city department shall respond to a request for a record by:
1. Approving the request and providing copies or inspection of the records;
2. Denying the request;
3. Notifying the requester that the city does not maintain the record;
4. Notifying the requester that it cannot respond to the request within the period of time
specified in subsection A of this section stating the reason or reasons for the delay as
provided in this section; or
5. Such other appropriate response as may be established in the act or this chapter.
I. 1. In most circumstances and excepting those eventualities set out in subsection I2 of this
section, the appropriate city department or the city attorney's office shall respond to a written
request for a public record within the time period specified in subsection A of this section.
2. The following extraordinary circumstances shall justify the city's failure to respond to a
written request for a record within the specified time period and shall extend the time for
response thereto to that time reasonably necessary to respond to the request:
a. Another governmental entity is currently and actively using the record requested;
b. The record is being used as part of an audit, and returning the record before the completion
of the audit would impair the conduct of the audit;
c. The request is for a record series containing a substantial number of records; the requester
seeks a substantial number of records or records series; or the requester seeks a substantial
number of records or records series in requests filed within five (5) working days of each
other;
d. The request requires the city to review a large number of records to locate the records
requested;
e. The appropriate city department is currently processing either a large number of records
requests or is subject to extraordinary seasonal workloads;
f. The request involves legal issues that require an analysis by legal counsel to determine the
proper response to the request;
g. The request involves extensive editing to separate public information in a record from that
which is nonpublic; or
h. Segregating information that the requester is entitled to inspect from information that the
requester is not entitled to inspect requires computer programming.
J. If the time limits are extended based on extraordinary circumstances provided in this chapter
and the act, the response to the request shall be made within the following time limits:
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1. For the extraordinary circumstance provided in subsection I2b of this section, the city shall
provide the requester with an estimate of the amount of time it will take to finish the work
required to respond to the request and complete the work and disclose those records that the
requester is entitled to inspect as soon as reasonably possible.
2. For the extraordinary circumstances provided in subsections I2c, I2d and I2e of this
section, the city shall disclose the records that it has located which the requester is entitled
to inspect; provide the requester with an estimate of the amount of time it will take to finish
the work required to respond to the request; and complete the work and disclose those
records that the requester is entitled to inspect as soon as reasonably possible.
3. For the extraordinary circumstance provided in subsection I2f of this section, the city shall
either approve or deny the request within five (5) business days from the date of the
original request.
4. For the extraordinary circumstance provided in subsection I2g of this section, the city shall
fulfill the request within fifteen (15) business days from the date of the original request.
5. For the extraordinary circumstance provided in subsection I2h of this section, the city shall
complete its programming and disclose the requested records as soon as reasonably
possible.
6. For any requester that does not establish a right to an expedited response, the city may
choose to require the requester to provide for copying the records or treat a request for
multiple records as separate records requests and respond sequentially to each request.
K. If the city fails to provide the requested records or issue a denial within the specified time
period, that failure is considered the equivalent of a determination denying access to the
records.
L. The city and requester may, by agreement, extend the time periods specified in this section.
M. In response to a request for access, the city may redesignate or reclassify the record or
segregate data in the requested record in accordance with this chapter and the act. (Ord. 1001 § 2: Ord. 05-21 § 2)

2.65.150: COMPUTERIZED RECORDS:
A. The city retains and reserves to itself the right to use any type of nonverbal or nonwritten
formats to store, maintain or retrieve city records which are not prohibited by state statute,
and does not compromise legal requirements for record storage, retrieval, security and
maintenance. All computerized and nonwritten format records and data which are properly
designated and classified as "public" in accordance with the act and this chapter shall be
made available to a requester as provided in this chapter and the act.
B. The public shall have the right to access records, in accordance with the act and this chapter,
contained in nonwritten formats or data processing systems. The method of access to such
public records shall be as determined appropriate by the city. Access may include, but not be
limited to, the following:
1. By using a city computer terminal or other viewing or listening device to retrieve data
directly from the terminal screen; provided, however, that due regard shall be exercised to
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ensure that any nonpublic records will not be accessed, retrieved or displayed on the device
and that records are not erased or damaged;
2. By providing paper or "hard" copies of record printouts or by providing magnetic tapes,
disks or other means of electronic storage containing the computer, data processing or other
electronic information system records; or
3. By the use, where appropriate, of remote terminals which have access to city computer,
data processing or electronic information systems permitting such remote terminal access
and provided that due regard shall be exercised to ensure that nonpublic records will not be
available by remote terminal access.
C. All data retained on computer, data processing or electronic information systems shall be kept
and maintained with due diligence to protect the security of any record which is considered
nonpublic under the act and this chapter. (Ord. 05-21 § 2)

2.65.160: ACCOMMODATIONS FOR PERSONS WITH DISABILITIES:
Reasonable accommodations regarding access to city records shall be provided to persons with
disabilities. (Ord. 05-21 § 2)

2.65.170: AMENDMENT OR CORRECTION OF RECORD:
Records held by the city may be amended or corrected as needed. Requests for amendments,
correction or other charges shall be made in writing, to the department or the city council office,
if applicable, maintaining the record in question, setting forth, with specificity, the amendment or
correction requested and the reason for the change. When an amendment or correction of a city
record is made, generally only the amended or corrected record shall be retained, unless the
nature of the record indicates otherwise or as may be provided by policies and procedures
adopted under the provisions of this chapter. (Ord. 05-21 § 2)

2.65.180: DENIALS:
A. If the request for records is denied in whole or part, the city shall provide a notice of denial to
the requester either in person or by sending the notice to the requester's address.
1. The notice of denial shall contain the following information:
a. A description of the record or portions of the record to which access was denied;
provided, that the description does not disclose private, controlled, protected, limited or
other nonpublic information as defined in the act and this chapter;
b. Citations to the provisions of the act, this chapter, ordinance, state statute, federal statute,
federal regulation or court rule that restricts the record or portions of the record from
disclosure; provided, that the citations do not disclose private, controlled, protected,
restricted or other nonpublic information; and
c. A statement that the requester has the right to appeal according to the provisions of this
chapter, the time limits for filing an appeal, and the business address of the mayor's
office.
2. Unless otherwise required by a court of competent jurisdiction, the city may not, during
the appeal process, destroy or give up custody of any record to which access was denied
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until the period of an appeal has expired or the end of the appeals process, including
judicial appeal. (Ord. 05-21 § 2)

2.65.190: FEES OR CHARGES FOR RECORD SERVICES:
A. A fee may be charged, pursuant to the schedule determined by the mayor in a written policy,
to cover the actual cost of duplicating a record.
B. When the city compiles a record in a form other than that normally maintained by the city, the
actual costs under this section may include:
1. The cost of staff time for summarizing, compiling, or tailoring the record either into an
organization or media to meet the requester's request.
2. The cost of staff time for search, retrieval, and other direct administrative costs for
complying with a request.
3. In case of fees for a record that is the result of computer output other than word
processing, the actual incremental cost of providing the electronic services and products
together with a reasonable portion of the costs associated with formatting or interfacing the
information for particular users and the related administrative costs.
4. An hourly charge under this subsection B may not exceed the salary of the lowest paid
employee who, in the discretion of the city recorder, has the necessary skill and training to
perform the request.
5. No charge may be made for the first quarter hour of staff time.
6. The judiciary shall establish fees by rules of the state judicial council.
C. The city may fulfill a request, without charge, if it determines that:
1. Releasing the record primarily benefits the public rather than a person;
2. The person requesting the record is the subject of the record, or an individual specified in
subsection 2.65.050B of this chapter.
3. The rights of persons requesting the records are directly implicated by the information in
the record, and the requester is impecunious.
D. A person who believes that there has been an unreasonable denial of a fee waiver may appeal
the denial in the same manner as a person appeals when inspection of a public record is
denied under this chapter.
E. If a person requesting a record does not establish a right to an expedited response, the city
may charge a person for the actual cost of any city supervision provided under section
2.65.120 of this chapter and for the actual cost of segregating nonpublic information from
public information.
F. The city may not charge a fee for:
1. Reviewing a record to determine whether it is subject to disclosure; or
2. Inspecting a record.
G. All fees received under this section shall be retained as a dedicated credit to recover the actual
costs and expenses incurred by the city in providing the requested record or record series.
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H. The city may require payment of past fees and future estimated fees before beginning to
process a request if the fees are expected to exceed fifty dollars ($50.00) or the requester has
not paid fees from previous requests. (Ord. 05-21 § 2)

2.65.200: APPEALS BY PERSONS AGGRIEVED BY CITY'S
CLASSIFICATION OR RESPONSE:
A. Persons aggrieved by the city's classification of a record or by a response to a records request,
including a determination that extraordinary circumstances exist under section 2.65.140 of
this chapter, may appeal the determination within thirty (30) days to the office of the mayor
by filing a notice of appeal. The notice of appeal must be in writing and shall set forth the
relief sought, the nature and date of the request, if applicable, attaching a copy of the request
form, if available, and stating the basis and legal authority to support the relief sought.
B. After receiving notice of appeal, the mayor shall schedule a hearing to hear the appeal which
shall be held within fifteen (15) business days from the date of the filing of the appeal. The
mayor may hear the appeal or the mayor may appoint a person to hear the appeal and prepare
recommended findings and conclusions to the mayor. The mayor shall make the final
decision. If the mayor or his designee fails to hear the appeal within the time limits described
herein, the appeal shall be deemed denied.
C. The mayor's office shall send a written notice of the date and location of the hearing to the
requester. The hearing shall be conducted in accordance with policies adopted by the city and
the Utah public and open meetings act.
D. At the hearing, the parties shall be allowed to testify, present evidence and comment on the
issues. If the appeal involves a record that is claimed to be a nonpublic record, the review
shall be in camera. No later than five (5) business days after the hearing, the mayor shall
issue a decision.
1. The decision of the mayor shall include:
a. A statement of the reason for the decision including citations to this chapter and the act
that govern disclosure of the record, provided, that the citations do not disclose private,
controlled, protected, restricted or other nonpublic information;
b. A description of the record or portions of the record to which access was ordered or
denied, provided, that the description does not disclose private, controlled, protected,
restricted or other nonpublic information; and
c. A statement that any party to the appeal may appeal the mayor's decision to the state
district court under section 63G-2-404 of the act or the state records committee, under
section 63G-2-403 of the act, within thirty (30) calendar days after the date of the mayor's
written decision.
2. If the mayor fails to issue a written decision and forward it to the requester within five (5)
business days after the hearing, the appeal shall be deemed to be denied.
3. The mayor may, upon consideration and weighing of the various interests and public
policies pertinent to the classification and disclosure or nondisclosure of records, order the
disclosure of information properly classified as "private" or "protected" if the interests
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favoring access outweigh the interests favoring restrictions of access. (Ord. 10-01 § 2: Ord.
05-21 § 2)

2.65.210: LIMITATION OF LIABILITY:
Neither the city, its elected officials, its employees, agents and members of its boards or
commissions shall be liable for damages resulting from the release of a record where the
requester has presented evidence of authority to obtain the record, even if it may be subsequently
determined that the requester had no such authority or that the release resulted in a clearly
unwarranted invasion of privacy. Neither the city, its elected officials, employees and members
of its boards and commissions is liable for damages arising from the negligent disclosure of a
nonpublic record unless the disclosure was of employment records maintained by the city or the
current or former city employee had previously filed the notice required by section 63G-2-303 of
the act and the city did not take reasonable steps to preclude access or distribution of the record;
or the release of the record was otherwise wilfully or grossly negligent. (Ord. 10-01 § 2)

2.65.220: CITY'S RECORD ADMINISTRATOR:
A. The city recorder shall oversee and coordinate the city's records access and management
activities.
B. Property rights to city records may not be permanently transferred from the city to any private
individual or entity, including those legally disposable as obsolete city records. This
prohibition does not include the providing of copies of city records otherwise produced for
release or distribution under this chapter. (Ord. 05-21 § 2)

2.65.230: RECEIVING, STORING AND PRESERVING CITY RECORDS:
(Rep. by Ord. 10-01 § 3)

2.65.240: DISCIPLINARY ACTION FOR KNOWING VIOLATION OF
THIS CHAPTER:
A city employee who knowingly refuses to permit access to records in accordance with the act
and this chapter, or who permits access to nonpublic records knowing that such access is
prohibited, or who knowingly, without authorization or legal authority, disposes of, alters, or
removes records or allows other persons to do so in violation of the provisions of the act, this
chapter, or other law or regulation, may, in addition to the penalties established in the act, be
subject to disciplinary action, including termination. (Ord. 05-21 § 2)

2.65.250: APPLICABILITY TO THE JUSTICE COURT:
The justice court is subject to this chapter only as provided in section 63G-2-702 of the act and
according to rules adopted by the state judicial council and the state administrative office of the
courts. (Ord. 10-01 § 2)
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UTAH STATE CODE
TITLE 63G - CHAPTER 2
Section 63G-2-103 UCA defines a record as a book, letter, document, paper, map, plan,
photograph, film, card, tape, recording, electronic data, or other documentary material regardless
of physical form or characteristics that is prepared, owned, received, or retained by a
governmental entity or political subdivision and where all of the information in the original is
reproducible by photocopy or other mechanical or electronic means.
A record does not mean:
- a personal note or personal communication prepared or received by an employee or
officer of a governmental entity in a capacity other than the employee’s or officer’s
governmental capacity or that is unrelated to the conduct of the public’s business;
- a temporary draft or similar material prepared for the originator’s personal use or
prepared by the originator for the personal use of an individual for whom the originator is
working;
- material that is legally owned by an individual in the individual’s private capacity;
- material to which access is limited by the laws of copyright or patent unless the copyright
or patent is owned by a governmental entity or political subdivision;
- proprietary software;
- junk mail or a commercial publication received by a governmental entity or an official or
employee of a governmental entity;
- a book that is catalogued, indexed or inventoried and contained in the collections of a
library open to the public;
- material that is cataloged, indexed, or inventoried and contained in the collections of a
library open to the public, regardless of physical form or characteristics of the material;
- a daily calendar or other personal note prepared by the originator for the originator’s
personal use or for the personal use of an individual for whom the originator is working;
- a computer program that is developed or purchased by or for any governmental entity for
its own use;
- a note or internal memorandum prepared as part of a deliberative process by a member of
the judiciary, an administrative law judge, a member of the Board of Pardons and Parole,
or a member of any other body charged by law with performing a quasi-judicial function;
- a telephone number or similar code used to access a mobile communication device that is
used by an employee or officer of a governmental entity, provided that the employee of
officer of the governmental entity has designated at least one business telephone number
that is a public record;
- information provided by the Public Employees Benefit and Insurance Program to a
county to enable the county to calculate the amount to be paid to a health care provider;
- information that an owner of unimproved property provides to a local entity.
Records can have different classifications. A record can be public, private controlled or
protected. The following breakdown lists the type of records that can be considered public,
private, controlled, or protected. This list is not all inclusive and should not be used to limit
access to records. Any questions should be referred to the City Recorder or Attorney’s office
staff.
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Public Records (63G-2-301 UCA)
All city records are considered public unless they are designated or classified otherwise. Public
records include the following:
- laws;
- the name, gender, gross compensation, job title, job description, business address,
business email address, business telephone number, number of hours worked per pay
period, dates of employment, and relevant education, previous employment, and similar
job qualifications of a current or former employee or officer of the governmental entity
excluding undercover law enforcement personnel and investigative personnel if
disclosure could reasonably be expected to impair the effectiveness of investigations or
endanger any individual’s safety;
- final opinions, including concurring and dissenting opinions, and orders that are made by
a governmental entity in an administrative, adjudicative, or judicial proceeding except
that if the proceedings were properly closed to the public, the opinion and order may be
withheld to the extent that they contain information that is private, controlled, or
protected;
- final interpretations of statutes or rules by a governmental entity unless classified and
protected;
- information contained in or compiled from a transcript, minutes, or report of the open
portions of a meeting of a governmental entity, including the records of all votes of each
member of the governmental entity;
- judicial records unless a court orders the records to be restricted under the rules of civil or
criminal procedure or unless the records are private.
- unless otherwise classified as private, records or parts of records filed with or maintained
by county recorders, clerks, treasurers, surveyors, zoning commissions, the Division of
Forestry, Fire, and State Lands, the School and Institutional Trust Lands Administration,
the Division of Oil, Gas, and Mining, the Division of Water Rights, or other
governmental entities that give public notice of titles or encumbrances to real property,
restrictions on the use of real property, the capacity of persons to take or convey title to
real property, tax status for real and personal property;
- records of the Department of Commerce that evidence incorporations, mergers, name
changes, and uniform commercial code filings;
- data on individuals that would otherwise be private if the individual who is the subject of
the record has given the governmental entity written permission to make the records
available to the public;
- documentation of the compensation that a governmental entity pays to a contractor or
private provider;
- summary data;
- voter registration records, including an individual’s voting history, except for those parts
of the record that are classified as private;
- for an elected official, a telephone number, if available, and email address, if available,
where that elected official may be reached;
- for a school community council member, a telephone number, if available, and email
address, if available, where that elected official may be reached directly;
- annual audited financial statements of the Utah Educational Savings Plan.
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The following records are normally public, but to the extent that a record is expressly exempt
from disclosure. Access may be restricted pursuant to court rule, another state statute, federal
statue, or federal regulation, including records for which access is governed or restricted as a
condition of participation in a state or federal program for receiving state of federal funds.
Access may also be restricted if the record is classified as private, controlled, or protected.
- administrative staff manuals, instructions to staff and statements of policy;
- records documenting a contractor’s or private provider’s compliance with the terms of a
contract with a governmental entity;
- records documenting the services provided by a contractor or private provider to the
extent the records would be public if prepared by the governmental entity;
- contracts entered into by a governmental entity;
- any account, voucher, or contract that deals with the receipt or expenditure of funds by a
governmental entity;
- records relating to government assistance or incentives publicly disclosed, contracted for,
or given by a governmental entity, encouraging a person to expand or relocate a business
in Utah, except those that are classified as protected;
- chronological logs and initial contact reports;
- correspondence by and with a governmental entity in which the governmental entity
determines or states an opinion upon the rights of the state, a political subdivision, the
public, or any person;
- empirical data contained in drafts if the empirical data is not reasonably available to the
requester elsewhere in similar from and the governmental entity is given a reasonable
opportunity to correct any errors or make nonsubstantive changes before release;
- drafts that are circulated to anyone other than a governmental entity, a political
subdivision, a federal agency if the governmental entity and the federal agency are jointly
responsible for implementation of a program or project that has been legislatively
approved, a government-managed corporation, or a contractor or private provider;
- drafts that have never been finalized but were relied upon by the governmental entity in
carrying out action or policy;
- original data in a computer program if the governmental entity chooses not to disclose the
program;
- arrest warrants after issuance, except that, for good cause, a court may order restricted
access to arrest warrants prior to service.
- search warrants after execution and filing of the return, except that a court, for good
cause, may order restricted access to search warrants prior to trial;
- records that would disclose information relating to formal charges or disciplinary actions
against a past or present governmental entity employee if the disciplinary action has been
completed and all time periods for administrative appeal have expired and the charges on
which the disciplinary action was based were sustained;
- records maintained by the Division of Forestry, Fire, and State Lands, the School and
Institutional Trust Lands Administration, or the Division of Oil, Gas, and Mining that
evidence mineral production on government lands;
- final audit reports;
- occupational and professional licenses;
- business licenses
3
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a notice of violation, a notice of agency action, or similar records used to initiate
proceedings for discipline or sanctions against persons regulated by a governmental
entity, but not including records that initiate employee discipline.

Private Records (63G-2-302 UCA)
Private records include the following:
- records concerning an individual’s eligibility for unemployment insurance benefits, social
services, welfare benefits, or the determination of benefit levels;
- records containing data on individuals describing medical history, diagnosis, condition,
treatment, evaluation, or similar medical data;
- records of publicly funded libraries that when examined alone or with other records
identify a patron;
- records received by or generated by or for the Independent Legislative Ethics
Commission except for the commission’s summary data report that is required under
legislative rule and any other document that is classified as public under legislative rule
or a Senate or House Ethics Committee in relation to the review of ethics complaints,
unless the record is classified as public under legislative rule;
- records received or generated for a Senate confirmation committee concerning character,
professional competence, or physical or mental health or an individual if prior to the
meeting, the chair of the committee determines release of the records reasonably could be
expected to interfere with the investigation undertaken by the committee or would create
a danger of depriving a person of a right to a fair proceeding or impartial hearing and
after the meeting , if the meeting was closed to the public;
- employment records concerning a current of former employee of , or applicant for
employment with, a governmental entity that would disclose that individual’s home
address, home telephone number, Social Security number, insurance coverage, marital
status, or payroll deductions;
- records or parts of records containing private information concerning certain government
employees that a current or former employee identifies as private according to the
requirements of the section on private information concerning certain government
employees (63G-2-303 UCA);
- that part of a record indicating a person’s Social Security number or federal employer
identification number;
- that part of a voter registration record identifying a voter’s driver license or identification
card number, Social Security number, or last four digits of the Social Security number, or
email address;
- a record that contains information about an individual, is voluntarily provided by the
individual and goes into an electronic database that is designated by and administered
under the authority of the Chief Information Officer and acts as a repository of
information about the individual that can be electronically retrieved and used to facilitate
the individual’s online interaction with a state agency;
- information provided to the Commissioner of Insurance under Subsection 31A-23a115(2)(a), Subsection 31A-23a-302(3), or 31A-26-210(3);
- information obtained through a criminal background check under Title 11, Chapter 40,
Criminal Background Checks by Political Subdivisions Operating Water Systems (UCA),
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information provided by an offender that is required by the registration requirements of
Title 77, Chapter 41, Sex and Kidnap Offender Registry (UCA), and not required to be
made available to the public under Subsection 77-41-110(4) UCA;
a statement and any supporting documentation filed with the attorney general in
accordance with Protection of Activities in Private Vehicles – Exceptions – Limitations
on chapter – School premises – Government entities – Religious organizations – Single
family detached residential units (UCA 34-45-107), if the federal law or action
supporting the filing involves homeland security;
electronic toll collection customer account information received or collected under
Establishment and operation of tollways – Imposition and collection of tolls – Amount of
tolls – Rulemaking (UCA 72-6-118), including contact and payment information and
customer travel data;
an email address provided by a military or overseas voter;
a completed military overseas ballot that is electronically transmitted under Title 20A,
Chapter 16, Uniform Military and Overseas Voters Act (UCA);
records received by or generated by or for the Political Subdivisions Ethics Review
Committee except for the commission’s summary data report that is required and any
other document that is classified as public in accordance with Title 11, Chapter 49,
Political Subdivisions Ethics Review Commission.

The following records are private if properly classified by a government entity:
- records concerning a current or former employee of, or applicant for employment with a
governmental entity, including performance evaluations and personal status information
such as race, religion, or disabilities, but not including records that are public under
Subsection 63G-2-301(2)(b) or 63G-2-301(3)(o) (UCA), or private because they contain
date on individuals medical history, diagnosis, condition, treatment, evaluation, or similar
medical data;
- records describing an individual’s finances, except that the following are public: records
that are described and public; information provided to the governmental entity for the
purpose of complying with a financial assurance requirement, or records that must be
disclosed in accordance with another statute;
- records of independent state agencies if the disclosure of those records would conflict
with the fiduciary obligations of the agency;
- other records containing data on individuals the disclosure of which constitutes a clearly
unwarranted invasion of personal privacy;
- records provided by the United States or by a government entity outside the state that are
given with the requirement that the records be managed as private records, if the
providing entity states in writing that the record would not be subject to public disclosure
if retained by it;
- any portion of a record in the custody of the Division of Aging and Adult Services, that
may disclose, or lead to the discovery of, the identity of a person who made a report of
alleged abuse, neglect, or exploitation of a vulnerable adult;
- medical records (medical reports, records, statements, history, diagnosis, condition,
treatment, and evaluation) in the possession of the University of Utah Hospital, its clinics,
doctors, or affiliated entities are not private records or controlled records when the
records are sought in connection with any legal or administrative proceeding in which the
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patient’s physical, mental, or emotional condition is an element of any claim or defense
or after a patient’s death, in any legal or administrative proceeding in which any party
relies upon the condition as an element of the claim or defense;
medical records are subject to production in a legal or administrative proceeding
according to state or federal statutes or rules of procedure and evidence as if the medical
records were in the possession of a nongovernmental medical care provider.

Controlled Records (63G-2-304)
A record is controlled if:
- the record contains medical, psychiatric, or psychological data about an individual;
- the governmental entity reasonably believes that releasing the information in the record to
the subject or the record would be detrimental to the subject’s mental health or to the
safety of any individual or releasing the information would constitute a violation of
normal professional practice and medical ethics;
- the governmental entity has properly classified the record.
Protected Records (63G-2-305 UCA)
The following records are protected if properly classified by a governmental entity:
- trade secrets as defined in Section 13-24-2 (UCA) if the person submitting the trade
secret has provided the governmental entity with the information specified in Section
63G-2-309 (UCA);
- commercial information or nonindividual financial information obtained from a person if
disclosure of the information could reasonably be expected to result in unfair competitive
injury to the person submitting the information or would impair the ability of the
governmental entity to obtain necessary information in the future, the person submitting
the information has a greater interest in prohibiting access than the public in obtaining
access, and the person submitting the information has provided the governmental entity
with the information specified in Section 63G-2-309 (UCA);
- commercial or financial information acquired or prepared by a governmental entity to the
extent that disclosure would lead to financial speculations in currencies, securities, or
commodities that will interfere with a planned transaction by the governmental entity or
cause substantial financial injury to the governmental entity or state economy;
- records the disclosure of which could cause commercial injury to, or confer a competitive
advantage upon a potential or actual competitor of, a commercial project entity as defined
in Subsection 11-13-103(4);
- test questions and answers to be used in future license, certification, registration,
employment, or academic examinations;
- records the disclosure of which would impair governmental procurement proceedings or
give an unfair advantage to any person proposing to enter into a contract or agreement
with a governmental entity, except, subject to Subsections (1) and (2) (UCA), that the
Subsection (6) (UCA) does not restrict the right of a person to have access to, once the
contract or grant has been awarded, a bid, proposal, or application submitted to or by a
governmental entity in response to a request for bids, a request for proposals, a grand, or
other similar document;
- records that would identify real property or the appraisal or estimated value of real or
personal property, including intellectual property, under consideration for public
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acquisition before any rights to the property are acquired unless public interest in
obtaining access to the information is greater than or equal to the governmental entity’s
need to acquire the property on the best terms possible, the information has already been
disclosed to persons not employed by or under a duty of confidentiality to the entity, in
the case of records that would identify property, potential sellers or the described
property have already learned of the governmental entity’s plans to acquire the property,
in the case of records that would identify the appraisal or estimated value of property, the
potential sellers have already learned of the governmental entity’s estimated value of the
property, or the property under consideration for public acquisition is a single family
residence and the governmental entity seeking to acquire the property has initiated
negotiations to acquire the property as required under Section 78B-6-505 (UCA);
records prepared in contemplation of sale, exchange, lease, rental, or other compensated
transaction of real or personal property including intellectual property, which, if disclosed
prior to completion of the transaction, would reveal the appraisal or estimated value of
the subject property, unless the public interest in access is greater than or equal to the
interests in restricting access, including the governmental entity’s interest in maximizing
the financial benefit of the transaction, or when prepared by or on behalf of a
governmental entity, appraisals or estimates of the value of the subject property have
already been disclosed to persons not employed by or under a duty of confidentiality to
the entity;
records created to maintained for civil, criminal, or administrative enforcement purposes
or audit purposes, or for discipline, licensing, certification, or registration purposes, if
release of the records reasonably could be expected to interfere with investigations
undertaken for enforcement, discipline, licensing, certification, or registration purposes,
reasonably could be expected to interfere with audits, disciplinary, or enforcement
proceedings, would create a danger of depriving a person of a right to a fair trial or
impartial hearing, reasonably could be expected to disclose the identity of a source who is
not generally known outside of government and, in the case of a record compiled in the
course of an investigation, disclose information furnished by a source not generally
known outside of government if disclosure would compromise the source, or reasonably
could be expected to disclose investigative or audit techniques, procedures, policies, or
orders not generally know outside of government if disclosure would interfere with
enforcement or audit efforts;
records the disclosure of which would jeopardize the life or safety of an individual;
records the disclosure of which would jeopardize the security of governmental property,
governmental programs, or governmental recordkeeping systems from damage, theft, or
other appropriation or use contrary to law or public policy;
records that, if disclosed, would jeopardize the security or safety of a correctional facility,
or records relating to incarceration, treatment, probation, or parole, that would interfere
with the control and supervision of an offender’s incarceration, treatment, probation, or
parole;
records that, if disclosed, would reveal recommendations made to the Board of Pardons
and Parole by an employee of or contractor for the Department of Corrections, the Board
of Pardons and Parole, or the Department of Human Services that are based on the
employee’s or contractor’s supervision, diagnosis, or treatment of any person within the
board’s jurisdiction;
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records and audit workpapers that identify audit, collection, and operational procedures
and methods used by the Sate Tax Commission, if disclosure would interfere with audits
or collections;
records of a governmental audit agency relating to an ongoing or planned audit until the
final audit is released;
records that are subject to the attorney client privilege;
records prepared for or by an attorney, consultant, surety, indemmitor, insurer, employee,
or agent of a governmental entity for, or in anticipation of, litigation or a judicial, quasijudicial, or administrative proceeding;
personal files of a state legislator, including personal correspondence to or from a
member of the Legislature and correspondence that gives notice of legislative action or
policy may not be classified as protected, and an internal communication that is part of
the deliberative process in connection with the preparation of legislation between
members of a legislative body, a member of a legislative body and a member of the
legislative body’s staff, or members of a legislative body’s staff, a communication that
gives notice of legislative action or policy may not be classified as protected;
records in the custody or control of the Office of Legislative research and general
counsel, that, if disclosed, would reveal a particular legislator’s contemplated legislation
or contemplated course of action before the legislator has elected to support the
legislation or course of action, or made the legislation or course of action public and the
form to request legislation submitted to the Office of Legislative Research and General
Counsel is a public document unless a legislator asks that the records requesting the
legislation be maintained as protected records until such time as the legislator elects to
make the legislation or course of action public;
research requests from legislators to the Office of Legislative Research and General
Counsel or the Office of the Legislative Fiscal Analyst and research findings prepared in
response to these requests;
drafts, unless otherwise classified as public;
records concerning a governmental entity’s strategy about a collective bargaining or
imminent or pending litigation;
records of investigations of loss occurrences and analyses of loss occurrences that may be
covered by the Risk Management Fund, the Employers’ Reinsurance Fund, the
Uninsured Employers’ Fund, or similar divisions in other governmental entities;
records, other than personal evaluations, that contain a personal recommendation
concerning an individual if disclosure would constitute a clearly unwarranted invasion of
personal privacy, or disclosure is not in the public interest;
records that reveal the location of historic, prehistoric, paleontological, or biological
resources that if know would jeopardize the security of those resources or of valuable
historic, scientific, educational, or cultural information;
records of independent state agencies if the disclosure of the records would conflict with
the fiduciary obligations of the agency;
records of an institution within the state system of higher education defined in Section
53B-1-102 (UCA) regarding tenure evaluations, appointments, applications for
admissions, retention decisions, and promotions, which could be properly discussed in a
meeting closed in accordance with Title 52 Chapter 4, Open and Public Meetings Act,
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provided that records of the final decisions about tenure, appointments, retention,
promotions, or those students admitted, may not be classified as protected;
records of the governor’s office, including budget recommendations, legislative
proposals, and policy statements, that if disclosed would reveal the governor’s
contemplated policies or contemplated courses of action before the governor has
implemented or rejected those policies or courses of action or made them public;
records of the Office of the Legislative fiscal Analyst relating to budget analysis, revenue
estimates, and fiscal notes of proposed legislation before issuance of the final
recommendations in these areas;
records provided by the United States or by a government entity outside the state that are
given to the governmental entity with a requirement that they be managed as protected
records if the providing entity certifies that the record would not be subject to public
disclosure if retained by it;
transcripts, minutes, or reports of closed portion of a meeting of a public body except as
provided in Section 52-4-206 (UCA);
records that would reveal the contents of settlement negotiations but not including final
settlements or empirical data to the extent that they are not otherwise exempt from
disclosure;
memoranda prepared by staff and used in the decision-making process by an
administrative law judge, a member of the Board of Pardons and Parole, or a member of
any other body charged by law with performing a quasi-judicial function;
records that would reveal negotiations regarding assistance or incentives offered by or
requested from a governmental entity for the purpose of encouraging a person to expand
or locate a business in Utah, but only if disclosure would result in actual economic harm
to the person or place the governmental entity at a competitive disadvantage, but this
section may not be used to restrict access to record evidencing a final contract;
materials to which access must be limited for purposes of securing or maintaining the
governmental entity’s proprietary protection of intellectual property rights including
patents, copyrights, and trade secrets;
the name of a donor or prospective donor to a governmental entity, including an
institution within the state system of higher education defined in Section 53B-1-102
(UCA), and other information concerning the donation that could reasonably be expected
to reveal the identity of the donor, provided that the donor requests anonymity in writing,
any terms, conditions, restrictions, or privileges relating to the donation may not be
classified protected by the governmental entity under this Subsection, and except for an
institution within the state system of higher education defined in Section 53B-1-102
(UCA), the governmental unit to which the donation is made is primarily engaged in
educational, charitable, or artistic endeavors, and has no regulatory or legislative
authority over the donor, a member of the donor’s immediate family, or any entity owned
or controlled by the donor or the donor’s immediate family;
accident reports, except as provided in Sections 41-6a-404, 41-12a-202, and 73-18-13
(UCA);
a notification of workers’ compensation insurance coverage described in Section 34A-2205 (UCA);
the following records of an institution within the state system of higher education defined
in Section 53B-1-102 (UCA), which have been developed, discovered, disclosed to, or
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received by or on behalf of faculty, staff, employees, or students of the institution:
unpublished lecture notes, unpublished notes, data, and information relating to research
and of the institution within the stat system of higher education defined in Section 53B-1102 (UCA) or a sponsor of sponsored research, unpublished manuscripts, creative works
in process, scholarly correspondence, and confidential information contained in research
proposals; this section may not be construed to prohibit disclosure of public information
and may not be construed to affect the ownership of a record;
records in the custody or control of the Office of Legislative Auditor General that would
reveal the name of a particular legislator who requests a legislative audit prior to the date
that audit is completed and made public and a request for a legislative audit submitted to
the Office of the Legislative Auditor General is a public document unless the legislator
asks that the records in the custody or control of the Office of Legislative Auditor
General that would reveal the name of a particular legislator who requests a legislative
audit be maintained as protected records until the audit is completed and made public;
records that provide detail as to the location of an explosive, including a map or other
document that indicated the location of a production facility, a magazine, information
contained in the statewide database of the Division of Aging and Adult Services or
received or maintained in relation to the Identity Theft Reporting Information System
(IRIS);
information contained in the Management Information System and Licensing Information
System for Child and Family Services;
information regarding National Guard operations or activities in support of the National
Guard’s federal mission;
records provided by any pawn or secondhand business to a law enforcement agency or to
the central database in compliance with Title 13, Chapter 32a, Pawnshop and Secondhand
Merchandise Transaction Information Act;
information regarding food security, risk, and vulnerability assessments performed by the
Department of Agriculture and Food;
except to the extent that the record is exempt from this chapter pursuant to Section 63G2-106 (UCA), records related to an emergency plan or program, a copy of which is
provided to or prepared or maintained by the Division of Emergency Management, and
the disclosure of which would jeopardize the safety of the general public or the security
of: governmental property, governmental programs, or the property of a private person
who provided the Division of Emergency Management information;
records of the Department of Agriculture and Food that provides for the identification,
tracing, or control of livestock diseases, including any program established under Title 4,
Chapter 24, Utah Livestock Brand and Anti-theft Act or Title 4, Chapter 31, Control of
Animal Disease;
as provided in the Utah Child Care Licensing Act – Investigations – Records; information
or records held by the Department of Health related to a complaint regarding a child care
program or residential child care which the department is unable to substantiate and
information or records related to a complaint received by the Department of Health from
an anonymous complainant regarding a child care program or residential child care;
unless otherwise classified as public under Section 63G-2-301 (UCA) and except as
provided under Section 41-1A-116 (UCA), an individual’s home address, home
telephone number, or personal mobile phone number if the individual is required to
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provide the information in order to comply with a law, ordinance, rule, or order of a
government entity and the subject of the record has a reasonable expectation that this
information will be kept confidential due to: the nature of the law, ordinance, rule, or
order and the individual complying with the law, ordinance, rule or order;
the name, home address, work addresses, and telephone numbers of an individual that is
engaged in, or that provides goods or services for, medical or scientific research that is
conducted within the state system of higher education and conducted using animals;
an initial proposal under Title 63M, Chapter1, Part 26, Government Procurement Private
Proposal Program, to the extent not made public by rules made under this chapter;
in accordance with Section 78A-12-203, any record of the Judicial Performance
Evaluation Commission concerning an individual commissioner’s vote on whether or not
to recommend that the voters retain a judge;
information collected and a report prepared by the Judicial Performance Evaluation
Commission concerning a judge, unless Section 20A-7-702 (UCA) or Title 78A, Chapter
12, Judicial Performance Evaluation Commission Act, requires disclosure of, or makes
public, the information or report;
records contained in the Management Information System created in Section 62A-4a1003 (UCA);
records provided or received by the Public Lands Policy Coordinating Office in
furtherance of any contract or other agreement made in accordance with Section 63J-4603 (UCA);
information requested by and provided to the Utah State 911 Committee under Section
53-10-602 (UCA);
recorded Children’s Justice Center investigative interviews, both video and audio, the
release of which are governed by Section 77-37—4 (UCA);
in accordance with the Board of Water Resources – Division of Water Resources –
Management plan for water conveyance facilities: a management plan for a water
conveyance facility in the possession of the Division of Water Resources or the Board of
Water Resources or an outline of an emergency response plan in possession of the state
or a county or municipality;
the following records in the custody or control of the Office of Inspector General of
Medicaid Services created in Section 63J-4a-201 (UCA): records that would disclose
information relating to allegations of personal misconduct, gross mismanagement, or
illegal activity of a person if the information or allegation cannot be corroborated by the
Office of Inspector General of Medicaid Services through other documents or evidence,
and the records relating to the allegation are not relied upon by the Office of Inspector
General of Medicaid Services in preparing a final investigation report or final audit
report; records and audit workpapers to the extent they would disclose the identity of a
person who, during the course of an investigation or audit, communicated the existence
of any Medicaid fraud, waste, or abuse or a violation or suspected violation of a law, rule,
or regulation adopted under the laws of this state, a political subdivision of the state, or
any recognized entity of the United States, if the information was disclosed on the
condition that the identity of the person be protected; before the time that an investigation
or audit is completed and the final investigation or final audit report is released, records
or drafts circulated to a person who is not an employee or head of a governmental entity
for the person’s response or information; records that would disclose an outline or part of
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any investigation, audit survey plan, or audit program; or requests for an investigation or
audit, if disclosure would risk circumvention of an investigation or audit;
records that reveal methods used by the Office of Inspector General of Medicaid
Services, the fraud unit, or the Department of Health, to discover Medicaid fraud, waste,
or abuse;
information provided to the Department of Health or the Division of Occupational and
Professional Licensing under Subsection 58-68-304(3) or (4) (UCA);
a record described in the Utah Immigration Accountability and Enforcement Act –
Verification of valid permit – Protected status of Information (63G-12-210 UCA)
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RECORD SERIES INVENTORY WORKSHEET

Archives Building, P.O. Box 141021, Salt Lake City, UT 84114-1021

Establish record series retention
Revise records series #
1. Governmental Entity (Please include division, bureau or section):

2. Address (including box number):

3. Zip Code:

5. Records Officer:

4. Date:

6. Phone:

7. Person Completing Form:

8. Title:

9. Phone:

ARCHIVES USE ONLY
Date Received: _____________

Agency Number: _____________

Date sent to agency for approval: _____________

Series Number: _____________

RECORD SERIES INFORMATION
10. Record Series Title (no abbreviations):
11. Variant or Alternate Titles (abbreviations ok):
12. How is this record series filed? Number the main and secondary (sub) arrangements:
Alphabetical by _____________________________________________________________________________________
Alphanumerical by __________________________________________________________________________________
Chronological by ____________________________________________________________________________________
Numerical by _______________________________________________________________________________________
Other ____________________________________________________________________________________________
13. If these records are similar to any in an Archives general schedule, indicate the schedule type (state, county, municipal, special
district, or agency specific)
, Year
, Schedule number
, and item number
.
14. Record Series Description. Include the purpose of this record series (why you collect the information, how you use it, etc.) and
the data included in this record series (you may attach representative documents):

15. Approximately when did your office begin creating this record series?
Is this record series still being created?
Yes
No
If not, when was it discontinued? ___________________________________________________________________________
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16. Compute the amount of cubic feet in this record series (1 cubic feet = Records Center box):
How many cubic feet are created during a calendar year?
cubic feet
What is the total volume of this record series?
cubic feet
17. In the event of a disaster, is this record series vital to the operation of your office?
Yes
No
18. What is the primary value of this record series?
Administrative
19. Are these records subject to

Legal

Fiscal
audit or

Historical
litigation?

20. List all specific legal citations which govern this series:
21. What format types (e.g. paper, computer data, microfilm, videos, etc.) are included in this series?
22. Is this record series the original or “record” copy?
Yes
No
If not, where can the official copy be found? __________________________________________________________________
Does this copy have an index or another finding aid?
Yes
No

RETENTION AND DISPOSITION
23. How long are these records kept before they become semi-active (used once or less a month)?
24. After these records have become semi-active, how long would you like to store them off-site?
At your Agency Records Center
Months/Years or Until/After__________________________________________________
At the State Records Center
Months/Years and then_____________________________________________________
Please add Box 23 and Box 24 together to obtain the total retention period:
25. Please indicate the disposition of this record series.
Destroy
Permanently in Office
Transfer permanently to the State Archives
26. Will these records ever be
microfilmed or
scanned into an optical imaging system?
If so, at what point in the retention will this happen?
27. A governmental entity may classify a record series at any time. To report the classification of this record series, please complete
the Classification Worksheet and attach it to the Inventory Worksheet.
The Classification Worksheet is attached.

The record series classification is not being reported at this time.
Signature of Agency Records Officer:____________________________________________________________________________
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ATTACHMENT 4

Murray City Corporation Records Destruction Log
Destruction
Date
5/30/2012

Record Title/Description
ACME Company

Date(s)
3/1/2000-4/15/08

1

Volume and Number of
Records
1 file

Legal Authority
Schecule 6 Item 6-2 Utah Municipal
General Records Retention

ATTACHMENT 5
MURRAY CITY CORPORATION

B. Tim Tingey, Director

ADMINISTRATIVE &

Building Division
Community & Economic Development
Geographic Information Systems

DEVELOPMENT SERVICES

Information Technology
Recorder Division
Treasurer Division

MURRAY CITY STATEMENT OF RECORDS DISPOSITION
I, Insert Employee’s Name, do hereby authorize the destruction of the following records in the
manner described herein and as listed below:

TITLE OF RECORD:

List the records along with the retention.
Example:
Business License Files (4 year retention)

DEPARTMENT DIVISION:

Community & Economic Development

DESTRUCTION METHOD:

Shred

RETENTION SCHEDULE:

Schedule 6 Item 2

RETENTION:

4 years

Dated this ______ of May, 2012
__________________________________
Department Head Signature

Recorded this _______ of May, 2012
__________________________________
City Recorder Signature

Murray City Municipal Building

5025 S State Street

Murray, Utah 84107-4824

ATTACHMENT 7
See attached Executive Order 04-02

Fees for Records Services
Charge Per Service

No Charge

0.10 Per Sheet

Description of Service
For the City to review and make a determination whether a record it is
subject to disclosure.
For someone to inspect a record unless it is necessary to copy a record in
order to redact parts of the record that are private, protected, or controlled in
which case a fee can be charged.
Paper to paper photocopying.
The City may have a copying company make copies of voluminous amounts
(The requestor may reimburse the City for the costs charged by the copying
company).

The fee cannot excede more than $10.00 per hour for staff to compile record
information. No charge may be made for the first quarter hour of time.
Staff time incurred for summarizing or compiling the record into
organization or media to meet the person's request.
Staff time incurred for search, retrieval, and other direct administritive time
$10.00 Per Hour
incurrec for complying with a request.
In the case of a record that is the result of computer output other than work
processing , the actual incremental staff time incurred in providing the
electronic services and products together with a reasonable portion orf the
staff time associated with formatting or interfacing the information for
particular users.
Mylar or vellum prints 24" X 36".
$5.50
$2.00 Per Square Foot Prints made on mylar or vellum sheets larger than 24" X 36".
A copy of a size C blueprint
$1.25
$2.25
A copy produced on a microfilm printer which utilizes silver paper.
$0.10
A copy made from microfilm utilizing a plain paper printer.
$5.00
A copy from a photograph.
A fee, not to exceed the actual costs of the recording meedia and $10.00 per hour of an employee's
time, may be charged to copy recording tapes or, to copy computer readable records to a computer
readable form.
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A
A
A

Vicki Mackay
Scot Woodbury
Maren Patterson

Motion passed, 7-0.
CAMTER DEVELOPMENT – 6271 South 900 East – Project # 13-24, #13-21
Terry Seiter and Jarred Cameron were the applicants present to represent this
request. Chad Wilkinson reviewed the location and request for a Murray General
Plan Map amendment from Residential Single Family Low Density to Residential
Business and a zoning map amendment from A-1 (Agriculture) to R-N-B (Residential
Neighborhood Business) for the property addressed 6271 South 900 East. The
request for Murray General Plan amendment and zone change is not consistent with
the General Plan direction which calls for the change from agriculture to residential
single family low density. The applicants are requesting the General Plan amendment
and zone change to develop a residential neighborhood business use on the property.
The A-1 agricultural zone allows agricultural uses, parks, open spaces, and
residential single family dwellings. Other compatible uses require a Conditional Use
Permit to include schools, churches, and public parks. The proposed R-N-B zone
allows various permitted uses including medical offices, art, drama and music
schools, travel agencies, beauty and barber services, real estate and insurance
offices, portrait photography business and retail sales for florists and optical goods.
Other uses require a Conditional Use Permit including retail sales antiques, furniture
and glassware, books, art and hobbies supplies, gift shop and boutiques, health foods
and lunch facilities, banks and credit union services, schools, tanning, sauna, and
massage salon. As staff reviewed the criteria for a General Plan Map amendment,
they did not feel there had been a change of circumstances that would warrant a
change to the General Plan designation. Based on the findings in the staff report,
staff recommends that the Planning Commission forward a recommendation of denial
to the City Council for the requested Murray General Plan amendment and zone map
change.
Mr. Taylor asked Mr. Wilkinson what the hatching on the General Plan Map is on 900
East. Mr. Wilkinson explained that when the General Plan was adopted there were a
few areas that were designated a transportation corridor with some special
considerations. The General Plan calls for a certain landscape treatment in those
areas, so the hatching relates to the design of the streets. The ordinance
implementing these changes however has not been adopted by the City Council at
this time.
Terry Seiter, 1919 East Vintage Woods Court, stated that they started to develop the
property in 1999 at which point was zoned A-1. At that time he went through the
county, got a zone change approved and put in a seven lot subdivision. Most of the
lots were sold off between the years of 2001-03 and homes were built. He then
purchased the property in regards to this project and asked the residents in the
community whether or not they would be in favor of him building 4 homes. All the
residents turned down that idea. Mr. Seiter stated that he has the money to develop
the property, but since the residents have turned down the idea of 4 more homes he
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is now trying to come up with the best way to develop this property to its highest and
best use.
Jarred Cameron, 7533 South Lincoln Street, stated that he feels the circumstances
have changed and there are justifiable reasons for approval. The first reason is that
Murray City Zoning states under Residential Neighborhood Business; the purpose of
the residential neighborhood business zone is to provide a variety of mixed use, low
scale, low intensity, residential commercial office and business operations as
appropriate transition between high traffic arterial streets to adjacent residential
neighborhoods. Mr. Cameron feels that this property is located in a conflicting
transitional area. He stated that the second reason is that the Murray City General
Plan has not been updated in this area for the past 10 years to reflect the additional
northbound lane on 900 East. This additional lane is the only spot along 900 East
that had a single lane. Every other part of 900 East was already two lanes in each
direction. Mr. Cameron stated that the map also shows this property is future zoned
single-family residential in this area which is one of the only areas along 900 East that
is zoned single-family. The other 80% has been zoned for other uses as the traffic
increases. The Murray City General Plan doesn’t show the added amount of traffic,
the additional lane, or the 45 MPH speed limit, yet still has this area future zoned for
single-family residential. Mr. Cameron noted that 900 East has a large impact on this
property as it has 125 feet of frontage. Some concerns that Mr. Cameron expressed
when looking at a residential single-family area are: the amount of traffic, high traffic
speeds, noise and safety. Mr. Cameron mentioned that in no other place does it
show in the Murray City General Plan that all the R-N-B needs to be used up before
they can add more. Mr. Cameron also brought up that on the Murray City Suitability
Analysis Map it does not show wetlands in the area of his property.
Ms. Daniels asked Mr. Cameron to confirm his acreage as 1.352 acres and the
majority of the property goes eastward, away from 900 East. Mr. Cameron replied in
the affirmative. Ms. Daniels then stated his property really isn’t along the 900 East
corridors where it is busy. Mr. Cameron stated that was partially true as they are in
the transitional area.
The meeting was opened for public comment.
Joyce Swan, 989 Wheeler Farm Cove, stated she is representing the neighboring
residential community. The residents that live in the Wheeler Farm area have not
wavered in what they would like to see built next to their homes. They feel like they
have stuck to their initial agreement to allow for the development of appropriate
housing. Currently the land is zoned A-1 (Agricultural) which is single-family
residential low density. The concerns to change this zoning to residential business
would be an increase in traffic, escalating crime and building on wetlands. Ms. Swan
stated that the residents are not opposed to something going into that lot, but that it
should be single-family residential low density as per the Murray City General Plan.
James Pollock, 980 Wheeler Farm Cove, stated he is a neighboring resident. Mr.
Pollock stated that when he bought his house in 2011 he learned that Mr. Seiter
(original owner of the home) had elevated the home 10 ft. due to water issues on the
property. There is an 18” pipe that surrounds his property and drains into his back
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yard which is adjacent to a pond and wetlands on Wheeler Farm property. Mr. Pollock
stated he does not feel there should be a zone change.
Pat Stutzman, 968 East Wheeler Farm Cove, stated he is a newer resident to the
area. He feels the developer has the right to build, but believes any development
should remain as a residential development. Mr. Stutzman stated he believes the
parcel is zoned properly and the Murray City Master Plan makes sense.
LaVerle Christenson, 1005 Wheeler Farm Cove, states she is representing Wheeler
Farm, on behalf of the Executive Director, Sue Lind. She reiterated that there was a
letter submitted at the last Planning Commission hearing stating the concerns and
objections in regards to a zoning change and development of this parcel indicating
their opposition to changing the zoning and general plan.
Robert Nielson, 986 East Wheeler Farm Cove, stated he is a neighboring resident
and feels that preserving open space should be done for as long as can be done. Mr.
Nielson doesn’t object to development, but is against any multi-family or commercial
development.
Mike Cameron, 1014 Wheeler Farm Cove, stated he is a neighboring resident. Mr.
Cameron wanted to remind the other neighbors that when Mr. Seiter bought the
property it was zoned A-1 and it didn’t meet the requirements for a full city road, so he
obtained approval for planned unit development so that the property could
accommodate the ability to build seven homes, which they all live in now. Many of the
negotiations between the developer and the HOA have been turned down. Mr.
Cameron does recall hearing his neighbors say how nice it is to have that parcel
vacant, but also he has heard them acknowledge there is a new owner and they are
open to development. Mr. Cameron made note that there is no indication on any plats
that there is a wetland designation. Mr. Cameron wanted to address the maintaining
of open space, green space, and the possible conflicts with a small neighborhood
business being adjacent to Wheeler Farm. Mr. Cameron pointed out that Wheeler
Farm does have a two page price list for commercial activities on and around the
Wheeler Farm property. He stated that those activities are far more disruptive to
these neighbors than a small residential business would be.
Mr. Harland stated that this property is currently zoned A-1. He then asked Mr.
Wilkinson if the zoning were to change, does the General Plan call for it to be
changed to residential. Mr. Wilkinson replied in the affirmative, adding that it is
designated for single-family residential low density in the future, but would still need to
go through a re-zone process to get to that point.
Ms. Daniels asked Mr. Wilkinson if Wheeler Farm is currently zoned A-1. Mr.
Wilkinson stated they are zoned OS (Open Space). Ms. Daniels asked what is the
zoning is for the residents at Wheeler Farm Cove. Mr. Wilkinson responded the
Wheeler Farm Cove properties are zoned A-1 and is a planned unit development
(PUD) that was approved while it was within the Salt Lake County’s jurisdiction.
Ms. Mackay asked if this parcel were to continue to be A-1 residential, would there
need to be a minimum parcel size. Mr. Wilkinson stated in A-1 residential the parcel
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size needs to be a minimum of one acre for a single family home. PUD does allow for
some flexibility in lot sizes and development standards and that is why the existing
subdivision does not have one acre lots. The current PUD ordinance requires a 2
acre minimum total acreage for development.
Mr. Harland asked Mr. Wilkinson to reiterate, if the zoning stayed the same and
remained A-1 residential, could the developer only build one house. Mr. Wilkinson
responded in the affirmative.
Mr. Woodbury asked Mr. Wilkinson if there are other uses under A-1 without there
being a zoning change. Mr. Wilkinson stated there are several agricultural uses,
schools and other things that are residentially compatible.
Addressing the wetland issue, Mr. Seiter stated that Wheeler Farm flood irrigates and
all the water in that area flows from the southeast to the southwest and accumulates
in a pond. This is not a wetlands area. Mr. Seiter noted when he built his house in the
subdivision he raised it 12 feet and put a drainage pipeline around the outside of the
yard just so that when Wheeler Farm flood irrigates, his property wouldn’t be flooded.
That water goes into a storm drain and into the creek. He stated that there is some
drainage through the subject parcel that is being discussed, but it is merely flood
irrigation water.
The public comment portion of the meeting was closed.
Mr. Taylor stated the R-N-B designation is meant to be a buffer between a busy street
and a neighborhood. The challenge with this property is it’s almost 500 ft. deep. Mr.
Taylor doesn’t feel the intent of the R-N-B zone is for a development to go that deep
into the existing residential neighborhood. Mr. Harland made note there are a number
of vacancies on the west side of 900 East where the zoning is R-N-B. Therefore, he
doesn’t feel that there is a need to go against the General Plan for a change in zoning
on the east side of 900 East. Mr. Woodbury stated he feels by having an extra travel
lane on 900 East, this creates a larger buffer from the R-N-B to the A-1 zones. Thus,
following the General Plan.
Mr. Wilkinson made note that even though this was presented as one item, there will
need to be two motions. One for the General Plan and one for the zone change.
Mr. Markham made a motion to forward a recommendation of denial to the City
Council for the requested Murray General Plan amendment from Single-Family Low
Density to Residential Business for the property addressed 6271 South 900 East
because it is not consistent with the current General Plan. Mr. Harland seconded the
motion.
Call vote recorded by Chad Wilkinson.
A
A
A
A

Karen Daniels
Tim Taylor
Jim Harland
Phil Markham
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A
A
A

Vicki Mackay
Scot Woodbury
Maren Patterson

Motion passed, 7-0.
Mr. Woodbury made a motion to forward a recommendation of denial to the City
Council for and zone map amendment from A-1 (Agricultural) to R-N-B (Residential
Neighborhood Business) for the property addressed 6271 South 900 East. Mr. Taylor
seconded the motion.
Call vote recorded by Chad Wilkinson.
A
A
A
A
A
A
A

Karen Daniels
Tim Taylor
Jim Harland
Phil Markham
Vicki Mackay
Scot Woodbury
Maren Patterson

Motion passed, 7-0.
OTHER BUSINESS
Mr. Wilkinson commented that there will be an open house Tuesday, February 26,
2013 from 6-8 p.m. in the Murray City Council Chambers to discuss chicken, bees
and park strip ordinances. The issue of allowing chicken’s and bees in a residential
neighborhood will be addressed by the City in the future and this open house is
designed for the public to attend and give us their feedback.
Meeting adjourned.

_________________________
Chad Wilkinson, Manager
Community & Economic Development

