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The Municipal Technical Advisory Service (MTAS) was created in 1949 by the state legislature to enhance
the quality of government in Tennessee municipalities. An agency of The University of Tennessee’s
Institute for Public Service, MTAS works in cooperation with the Tennessee Municipal League and
affiliated organizations to assist municipal officials.

By sharing information, responding to client requests, and anticipating the ever-changing municipal
government environment, MTAS promotes better local government and helps cities develop and sustain
effective management and leadership.

MTAS offers assistance in areas such as accounting and finance, administration and personnel, fire, public
works, law, ordinance codification, communications, and wastewater management. MTAS houses a
comprehensive library and publishes scores of documents annually.

All MTAS publications are free to Tennessee city, county, state, and federal officials. There is a charge
for all private sector requests.

Photocopying of this publication in small quantities for educational purposes is encouraged. For
permission to copy and distribute large quantities, please contact the MTAS Knoxville office at
(865) 974-0411.

The University of Tennessee
Municipal Technical Advisory Service
Conference Center Building, Suite 120

Knoxville, Tennessee 37996-4105
Knoxville: (865) 974-0411

Nashville: (615) 532-MTAS (6827)
Jackson: (731) 423-3710
Martin: (731) 587-7055

Johnson City: (423) 854-9882

To learn more about MTAS,
visit our Web site at
www.mtas.utk.edu

For quick answers to short questions,
call our Answer Line at

1-888-667-6827
9:00 a.m.- 5:00 p.m. (Eastern Time)
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Dear City Official:

This manual is presented as a basic summary of laws, regulations and practices regarding
records management by city governmental offices. It is intended to replace the previous
publication of this office written in 1987 by Harold Yungmeyer entitled Records: What to
Save, What to Toss...and When. This more comprehensive manual contains additional
information on records management, including new provisions addressing the many changes
in technology in recent years.

We have tried to make this publication as timely and accurate as possible. Please be aware,
however, that laws and regulations affecting local governments are in a constant state of
change. When relying on information in this publication about a specific law or regulation,
one should always consult the specific statute or regulation itself to ensure that the law
has not been amended or repealed. Consult with your city attorney or other legal counsel
when necessary.

The MTAS staff hopes this manual will be useful to you and will help increase the efficiency
and effectiveness of your offices. Please contact us if you have questions or comments
regarding this publication. As you will note in the Acknowledgments, a number of people
have assisted us in the preparation of this document. We are indebted particularly to the
County Technical Assistance Service, whose Records Management Manual for County
Governments we have adapted here for use by cities.
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