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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
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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has not been amended or repealed.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 staft 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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