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ABSTRACT
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FURPOSE

The purpcse of this bibliography is to provide
librariarns arnd lcoccal goverwmernt officials with informaticr cn
marnaging local records, both curremt arnd histerical. Thisg
biblicgraphy is selected, rnct comprehersive, and there is an
emphasis or Alaskar scurces. A star desigrnates the most
impertant item ivm the categeory. Uriless ctherwise ricted, all
of the material is available irn the Alaska State Archives
Library. Additicmal copies of the books (see Szctior IV.
Books) car be fourd iwm the libraries cited.
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I111. BIBLIOGRAFHIES

*A, HMcBee, Laura. Reccrds Management Rescurces: An
Armctated Biblicgraphy for Local Governments. Rev. ed.
Fasaderna, Califocrrnia: Interrnational Institute of
Muriicipal Clerks, 1387. 78p. Arn armocotated biblicgraphy
of published local, provincial and state records

mariagemert and records retention manuals.

E. "Bibliography for Certified Records Manager
Examivation, " irn Preparing for the CRM Examinaticn: A
Harndbook by Mary F. Robek and Eldon L. Jores.

Washirgtor, D.C.: Institute of Certified Recaords
Maragers, 1983.
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IV. BOOKS

A. Barber, Dcrald R. and Langemc, Mark. Filing
Dyriamics: Developments in Color Coding for Filing
Systems. Emeryville, California: Marsdale Fublishirng
Co., 1987.

" B. BRernedcn, William. Records Maviapemert. :
Frentice-Hall, Inc.: Ernglewccd-Cliffs, New Jersey, 13693.
This cut of print book is rnot irn the State Archives.
69—010509
AK Pversize HFS736.H37
AkRL HFS736.H37
AkU HFE736. B37

*C. Dearstyrie, Bruce. The Management of Local
Goverrmert Records: A Guide for Local Officials.
Nashville, Terrmessee: RAmericarn Asscociation for State and
Loecal History, 1988.

88004004
Ak J5344.F77D4 13568

D. Jores, H.G. Local Goverrnment Records: An
Irtroduction to Their Management, Freservation and Use.
Nashville, Americarn Asscciaticn for State and lLocal
History, 197S5.

79-024743

Ak CD3024.J66
AkALl  CD3024.J66
Ak S35&2. 16 JON

E. Pedersorn, Arn, ed. HKeeping Archives. Sydriey,
Australias PAustralian Scciety of Archives, Inc., 1987.
88-147301
AKAU CD3S50. K44 1987
AKU CD371.K43 1387

#F. Ricks, Betty R. and Kay F. Bow. Informaticn
Resouwrce Management. &nd ed. Cincinmati, Ohic: Socuth-
Western Fublishing Co., 1988,

5. Raobek, Mary F., Gerald F. and Maedke, Wilmer 0.
Information and Records Marnmanement. ird ed. Ericinc,
Califocrnia: Glencoe Fublishing Co., 1987.

H. Schelleriberg, Thecodcre R. Madern Archives:
Frinciples and Techrnigues. Chicagce, Illircis:
Uriiversity of Chicagce Press, 1975,

80-083302

AkAL CD350.82 19356b
AkSJ CD350. 53
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Akl CD350. 83

*I. Skupsky, Dorald 8. Recordkeeping Reguirenerts.

Derver, Colorado: Information Requiremerts
Clearinghouse, 1988. Analyzes federal and state
(including Alaska) statutes and regulations related tao
recardkeeping requirements, records retenticorn, :
micrafilm, computer records, and digitized images.
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V. JOURNALS

A. Reccords Mavagement Ruarterly. Frairie Village,
Karsas: RAsscaciaticn of Records Managers and
Administrators, Inc. Quarterly.

K. News Notes & Quotes: A Newsletter for Records
and Informaticrw Managemert Frofessicrnals. Frairie
Village, Kansas: Asscociation of Records Maragers and
Admiviistrateors, Inec. Bi-Maomthly.

C. The Turnagaiyn ARMA News. Anchorage, Alaska:

Asscciaticn of Records Managers and Administrators,
Inc., Anchorage Chapter. Monthly. fAvailable fyrom F.O.
Bax 100739, Anchcrage, Alaska 99510,
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vi.

VIDEOB/AUDIO VIBUALS

A. Guardians of the Fublic Record. VHS
Videocassette. Nashville, TN: Naticonal Infooemation
Cernter for Lacal Goverrment Records, a service of the
American Asscciation for State and Local History., This
13 minute program urges local officials to improve the
managemernt of records in their area and describes basic
steps to do sc. It is available for locan from the State
fAirchives. The VHS Videocassette or slide-~tape praogram
is available for rent for one week forr $10.00 fraom
NICLOG/AASLH, 172 Second Averiuwe Narth, Suite 102,
Nashville, TN 37201. The program may alsc be purchased
{(slide/tape is $45.00; 3/4 inch videccassette is $85. 0035
Betamax videccassette is $67.50 and VHS videccassette is
$67.350) '

H. Nebraska State Archives has several videas
(VHS) available for loan. Contact Rill Ptacek,
Director, Records Marnagement Divisicon, Nebraska State
Archives, F.0. Box 9421, Lirncolrwn, NE 68503, (Tel.402-
471--2539). Titles of the videos are as folloaws:

COM & Cents

Raiders of the Lost File
Right con Schedule

Het Times in the Courthouse
Quest for the Laost Ledgen

1
B
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VI1. FEDERAL GOVERNMENT FUBLICATIONS

The follawing publicaticrns are fras from Naticonal
Archives and Records Rdministraticrm. Office of Records
Administraticr. Reccrds Rdministraticn Informaticr Center,
Washirngton, D.C. 20408, tel. (202) 7284-1471.

A. Records Marmgenmert Hardbooks

1. Case Filirng. Frovides Federal agencies
with proceduwres and guidelirnes for maragivng case files.
Describes how ta marnage their creaticn, mainterarnce, and
dispasiticrn. Rlsoe discusses how to select related
equipment and supplies. 1983, NSN 76-01-118-8584

2. Dispositicrn of Federal Records. Describes
how to develap, implement, and evaluate records
dispositicn programs in federal agercies. Iricludes the
texts of federal laws and regulaticns affecting records
dispasitica. 1981. NSN 7610-01-035-8704

2. File 8taticrns. Explains how tc establish
arnd manage a coordirnated retwork of file stations that
will erswe better documentaticon and aid iv records
retrieval. 1980. N8N 76100-00-326-2129

4. Files Equipment and Supplies. FProvides
federal agercies with guidarce in the selectiorn and
maniagemernt of equipmert and supplies appropriate for use
in filing and retrieving textual and rnortextual records.
1981. NSN 78510-01-08508703

T Files QOperaticns. Explains hoaw to arrarnge
arid mairtain records effectively arnd efficiently.
Ircludes guidelires for files caperaticns, rules and
capticns for alphabetic filing, and a glassary of files
terms. 1381. NSN 7610-00-385-6373

£. Subject Filivig. Explains bhow to arrarnge
gerneral correspondence and related records. Ircludes a
model subject file classification system foor
admirnistrative records ccnmon to mest federal agercies.
1381. NSN 7610-00-326-2128

7. Federal Archives and Records Cernters.
Assists agencies in using federal records centers.
Frovides informaticn about retiring record, using
records in center custody, and disposal and transfer to
the Naticrnal Archives. 1970, NSN 7610-00~-238-6304

E. Dther Publications 12
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1. Evaluatirng Files Mainternarnce and Records
Dispcsiticn Frograms. A self-inspection guide for
federal agerncies. R series of questicns to help
agercies evaluate filing and records dispasition
pragrams and practices. 1988.

2. Evaluating a Vital Records Frogram. A
self—-irspecticn guide for federal agencies. Explains
hew to assess the marmagement of an agerncy’s vital
recerds, irncluding both emergency operating records and
records essertial to protectiorn of the rights and
interests of the agenrcy. 1385,

3. Gerieral Records Schedules (with
supplemerts.) These schedules provide dispasiticon
standards for reccrds commors to several or all agencies
af the federal goverrmert. 1988.

4. For the Reccrd: Guidelines for QOfficial
Recerds arnd Fersornal Fapers. A brief introduction to
federal reccords, primarily foer the use of riewly
appcinted federal officials. 1388.

S. RECORLFACTS. Spells cut basic
recordkeeping responsibilities and lists sources of
further informatior. 1986.

&. Your Records and the National Archives.
The pamphlet discusses the differences betweern storing
recards in a federal records cernter and transferring them
to the Natiornal Archives?! legal custody. 1987 edition.

7. RECORDFACTS UFDATE. Newsletter issued
three times a year. Contains repocrts on records
maragemernt activities of the Naticnal Archives and
federal agerncies, a calerdar of events, helpful hints,
and other features.

o
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VIII. ALABKA BTATE ARCHIVES AND RECORD8 MANAGEMENT SERVICES
A. Gereral Irnfornation Fublications
1. Leaflets
a. Gereral Informatign. Brief

descripticr of the Archives and Records Mamagement
Services Frogram.

b. Managemerit arnd Pressrvaticnm of Fublic
Reccrds Act: AS 49.21. A copy of the statute
establishing the state's public records progranm.
Includes purpose; archives and records management progranm
creatiorn and administraticr; duties of the state
archivist; duties of executive officer of state agernciesj
reccrds management for lacal records; dispesal and
transfer of public records; assistarnce to legislative and
judicial brarnches standards of clarity, accuracy ard
permanercy of copies, alteraticn and replacement of
public recards; use of copies and replacements as
eviderice; and definiticons.

c. Readirig Rocm Rules. Describes rules
and procedures for usirng archival reccords at the Archives
reading racam.

d. Reccrds Management Services. Briefly
describes records management services assistarnce
available from th.,. State Archives and Records Management
Services.

2. Reports

a. Needs and Rescurces of Histcorical
Records Repositories in Alaska: Fiwmal Report, 1984,
Alaska State Histcrical Records Rdviscory Beoard. €1 p. In
1982 the Alaska State Historical Records Advisory Eecard
surveyed and assessed the reeds arnd rescurces of agerncies
arnd crgarnizaticons maintaining historical records in
Alaska. The survey examined state goverrmernt reccords,
local goverrnment records, historical records
repositories, arnd furnctions of state-wide importance.

E. Retcords Management Publications

1. Alaska Local Gaverrviment: General Records
Retenticri Schedules, 1387. Gereral records retention
schedules to guide local officials in oreating schedules.
Frepared by the Alaska State Archives Gtaff and a Records
Marmagemert Steering Committee of the Alaska Asscciation

14
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of Muricipal Clerks. Schedules include: Acccocunting and
Firance; Rick Mamagemert; Furchasing and Froperty
Maragement ; Ferscormel Marapgement: office Services; Legal
(City Attorrney); Mayor or Marnager; Clerk and Baverring
Bodys; Flarming and Zoningi Assessor, Fermitting and
Licemnsing; Buildirgs and Fublic Works; Folice and Fire
Frotecticory Library/Museum; FParks and Recreaticor.

2. Checklist for Use in Appraising Files
Operations. 15 p. A "do—-it-yourself" guide to
appraising a filing system.

3. Marnagemernt of Records: Records Retenticn
Schedules. A leaflet to assist agercy records perscrrnel
i establishirng or revising reternticrn schedules.

4.  Marnagemert of Recards: Guidelines for
State Officials. A leaflet to assist agency executive
cfficers with their records maragemewnt pragram. Topics
include archives and records legislatiorg
responsibilities of state officials;y definitions of
records, perscrnal papers, and confidential records;
records used in eviderce; caomputerized records) records
dispasiticorn; records officers; records reterntion
schedules.

5. Managemernt of Recerds: Cermtral Microfilm
Services. R leaflet describing the Certral Microfilm
Services irmcludirng systems analysis and design, source
ducument micrcafilming, and repair or mainternance of
equipment. Alsc corntains a glossary of terms.

6. Records Management Manual, 1383. 43 p.
A procedures marual for use by state agercies. Topics
include: why RAlaska has an archives and records
maragemernt program; records retenticr schedules; trarnsfer
cf records; refererice services; disposition of records;
certral micrafilm services; vital recards pragram,
archival services, commercial records centers.

Apperdices include: gereral administrative records
schedule; vital records checklist; file equipment
cperating castsy and files management tips.

7. Records Mananpement Handbeook: Files and
Filing. 1987. 75p. Origirnally prepared in 1383 by
Uriiversity of Alaska, Jureau Scheoaol af Busiress under
cartract with the Alaska State Department of
Administration, Divisiorn of Perscormel. Training Sectian.
Edited by the Alaska State Archives and Records
Mariagemernt Services in 1987. Fractical handbacok on

filirng. Ircludes: Introducticorn to filing and records

15
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mariagemert; filing systems (alphabetic, gecgraphic,
chrarnclagical, number, subject, special); methods and
pracedures; plarming, organizing and controlling a filing
system. i

C. Archival Finding ARids

1. Alaska State Archives: A BGuide. 1287.
This guide is a comprehernsive finmding aid to the
permareritly valuable records (i.e., archives) and will be
updated as records are processed. It is compcsed of
individual reccord group inventories. Record groups
ircluded are: Department of Reverwej; Department of Labor;
Department of Commerce arnd Ecoromic Development;
Department of Eccncmic DRevelopment; Department of
Commurniity arnd Regicrnal Affairs; Territorial Barking
Euard; State Lepgislatures; Legislative Agerncies; United
States District Court.

= Archives Leaflets Series

Statehood Cammittee Recoirds iv the State Archivess

Constituticonal Cormvention Records in the State
Archivess

Electiorn Returwns and Carwvass Board Reccordssi

Fax Brand Program, 1923-1943;

Nerth Slape Hawl Road Froject. 1969-1974:

Fishermar’s Work and Assistance Frogram, 1363—19841%

The Alaska Develapmerit Rcard, 1945-19613;

Fublic Wel fare Records, 1937—1963;

Womer's Suffrage in Alaskas;

Capital Move Records, 13975-19823%

Departmernt of Cemmunity and Regicnal Affairs, 19539-1982;

Alaska Court Records, 1884-1960;

1925 Serum Relay to Nomes

Rural Develacpment Board, 1355-1933;

Documented Hear Stories in the Alaska State Archivess

Department of Reverwe, 19353-1982;

Department of Labcor, 1937-1382.

-y

3. Index to Corporaticor Recards. Arn alpha
name index to appraximately 30,000 defurnct foreigrn and
domestic corporation reccords located in the RAlaska State
Avchives. The records date fram 1300 to the present. The
imdex is available fcr distribution on micrafiche.

16
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IX. DOTHER RALABKA BTATE GOVERNMENT FUEBLICATIONS

Alaska. Dept. of Law.

S5tatutes Contaivivin Refererces to Fublic Records,.
Confidentiality, Disclesure, etc. 1988.

223p. A marmal citing all statutes relating to
cenfidentiality and disclosure of public records in
Alaska. Updated arrually.

4

~1
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X. LOCAL GOVERNMENT RESOURCES IN ALABKA
A. Ordiviances /Codes/Rescluticors/8chedules/Marivals

1. Anchorage Municipality.
Recards Marnapemerit Falicy. (Folicy/Fracedure 52-1)
Reccrds Reteriticri Schedule. (Folicy/Frocedures 32-2)
Dispasal of Records. (Policy/Frocedure S52-3)
Filirig of Records. (Falicy/Frocedure S2-4)
Custody of Records. (Folicy/Procedure S2-3)
Filminmg of Records. (Policy/Frocedure S2-6)
Archival Reecords. (Ralicy/Frocedure S2-7)
Fublic RAccess to Records and Fublications. (Falicy/
Frocedure S2-8) 1386.

2. EBattleas. (City)
Chapter 2.7 Documents and Record (sic). Irncludes
Doacumernt Appraval; Documernts to be filed with the
State; Retenticny Disposal of FPublic Records. Recards

Reterticrm Schedule. 13930,

3. Dalta Jurction. (City?)
Records Classificaticn. 1988. 10p.
A draft list of recards series with retention pericds.

4. Elim, (City).
Ovrdiriarnce Number 86-6. Chapter 4. Fublic Reccrds.
Sections: Definitions; Ownership and Custody of
Reccrdss; Duties of City Clerk; Fublic Records,
Irspecticori and Copying; Confidential Records;
Reterticrs and Dispasal.

3. Fairbanks North S8tar Borough.
Records Marnagement Marnual. 1989. 77p.
Iricludes resclutiorn, ocrdinarnce, vespoarnsibilities
(records manager, records clerk, departmernt records
caoordinator) ;3 policies and procedures; records
reterticrn schedules.

6. Haives Borough.
Gerieral Reccords Retenticrn Schedule. Adapted by the
Hairmes Borough Assembly, October 18, 1388. FMrepared
by Shiela Smith/Bcrcugh Clerk. Adapted from Alaska
Lacal Goverrmernt Records Retenticr Schedule (1387).
Ircludes Accourting and Fivarnce; Risk Maragemert;
Furchasing and Property Management; Ferscnrel
Mariagemerit; Office Services Furctiones; Legal; Office
Maragemerit; Clerk and Governing Body; Flanming and
Zerinigy Assesscor, Fermitting and Licermsing; Buildings
ard Fublic Worksi RBorough Facilities arnd Fire
Districts.

18
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Drdiriance B8-14. Ar Drdinarce of the Haines Borough
Froviding Guidelives for the Reternticgn, Dispasal and
Microfilmivrg of Fublic Records. Adopted July 19,
1988.

Code Chaptew @1, Secticorn 01.30.240. Retenticr,

Disposal and Micrcefilming of Fublic Recerds, July 19,
1988,

Rescluticrn #270. A Rescluticn of the Haines Borough
Establishirng Records Reternticon Schedules as
Authorized in Sec. 01.40.010 of the Haines Hcroungh

Code. DOetober 18, 19588

7. ‘Haktovik. (City)
Chapter 1.&84. PFublic Records. Sections: Definitionsg
Owriership and Custady of Reccrds; Duties of City
Clerks; FPublic Recerds; Inspecticrn and Copying;
Confidential Records; Reterntion and Disposal.

8. HKarnai. (City)
Records Mavuwal and Retenticr Schedule. 138%5.
Ircludes instructicons, file patterns; alpha-index;
retenticr schedules; storage; and crdinance.

9. HKenai Perninsula Boroupgh.
Records Maragemernt: a Reference Guide. 19580.
Includes rescluticn, ocrdinarce, files classification
arnd procedures, micrographics and reccords procedures,
alpha-rnumeric index, reccrds retenticn schedules.

10, HKeodiak. (City)
Code Chapter 2.36. PFublic Records. Jure, 1988.

Rescluticr 8-87. A Rescluticon of the Eouncil of the
City of HKodiak Reestablishivig a Reccrd Reternticn
Schedule as Authorized by Kodiak City Code 2. 36.

February 12, 1387.

- 11. Keodiak Imlard Borough.
Rescluticn Number 89-22-R. A Rescluticri Approving a
Recards Retenticon Schedule. May, 1389.

Ordivance Number 75-2-0. Ar Drdinarnce of the Assembly
of the Keodiak Islarnd Heorcugbh Froviding forr the
Reternticr, Disposal and Micrefilming of Fublice
Recerds. April, 1373.

Resclutior Number 75-14~R. A Rescluticm of the
Assembly of the Hodiak Island Borough Adopting Reccrd

19
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Reternticn Schedules as Authorized by the Code of the
Kodiak Islarnd Borcugh Chapter 2.16 and by Ordinarnce
Number 75—2-0.

Resaluticrn Number 76—-23-R. A Rescluticrn of the
Assembly of the Kadiak Island Borough Autherizing the
Ecrcugh Clerk to Dispase of Certain Borcough Records..

_ 12. Kotzebue. (City)

* Ordinavce 81-14. An Ordinance Addirng Chapter .76,
Documernts—Reports—Records to the Kaotzebue City Coade.
December 10, 1981.

13. MeBrath. (City)
Chapter 2.4. City Council Frocedures. Section 3
Mirmtes; Sectiuvr 4 Recording Meetings.

14, Falmer. (City)
Murnicipal Code. Chapter Z.44. Reccrds Retentian.
Iricludes Establishinmg Records Marnagemert Hrogramg
Records Marnagement Officer; Recowds PManagement
Committee; General Records Retenticw Schedule.

15. Beward. (City)
Gerieral Reccrds Retention Schedule. 1386,

Code Chapter &.035. Recocrds. 1988.

16. Bkagway. (City)
Ordiviarce Number B84-—-14. Title 3. Section 3.01.030.
Books arnd Records.

17. Valdaez. (City)
Reszluticon No. 8766. A Rescluticon of the City Council
of the City of Valdez, Alaska, Adeptirg a City Records
Reternticr Schedule. December &1, 13987.

18. Wawmilla. (City)
Code Ordinance. Serial No. 88-37. Arn Orndinance of
the City of Wasilla, Alaska, Addirng Chapter £.76
Reccrds Marnagemert Frogram to the Wasilla Municipal
Cade. January 9, 1989.

oW ]
<
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XI. REBOURCE FERBONS IN ALABKA
R. Laoral Baverrment Employers

The followirng perscrms indicate they have records
maragemert expertise and are willing to be contacted for
assistarnce.

Fetty J. (Betz) Banmin
Borough Clerk

Eristal Bay Rorough
F.0. Baox 189

Nakrek, Alaska 939633
Tel., 2464234

Marcella H. Dalke, CMC/ARE
City Clerk

City of Kadiak

F. 0. Bax 1337

Hodiak, RAlaska 939615

Tel. 486-8636

Iris Johrnisar

Reconrrds Marager

Fairbariks Narth Star Borough
809 Fioneer Road

F. 0. Bax 1267

Fairbanks, Rlaska 93707
Tel. 452-4761

Lema E. Lincalr

City Clerk

City of HKotzebue

Kot zebue, RAlaska 39732
Tel. 442—-3401

Lirnda S. Murphy, CMC/AARE
City Clerk

City of Seward

F.0. Box 67

Seward, Alaska 593664
Tel. &24-3331

e
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B. dtate Archives Emplcayees

Alaska State Archives arnd Records Mawnagement Services (ARMS)
141 Willeughby Averue

Jurmeauw, AK 99801-1720

FAX 4652465

Charles Childress
Recards Arnalyst
Tel. 465-2276

Larry Hibpshmar
Archivist
Tel. 465-2270

Virgirnia Newtaon

State Archivist and

Poardivator, State Historical Records Adviscry Board
Tel. 465-22875

22
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XII. FROFEBSIONAL ABBOCIATIONS

Excellent publicaticdrns orn records manapement are
available fraom several of these asscciatiors. Ir particular
MASLH, AIIM, ARMA, TIMC should be contacted for their
catalapgs.

A. AARSLH Americarn Assaciaticr for State arnd
Local History
172 Seccrnd Averuwe Neoth, Suite 102
Nashville, TN 37201
(613) &55-2371

E. AIIM fsscciatiorn forr Informaticon and Iwage
Mariagement
Fublications Sales
1100 Wayrne Avernue, Suite 1100
Silver Spring, MC 20310
(301) 587-8z02

C. ARMA Asscciatiorn of Records Marapgers and
Administrators
4200 Samerset, Suite 15
Frairie Village, K& 66208
(913) 341-~-3808 oo 1-800-422~-ARMA
FAX 3913~341-3742

D. ICHMA Internaticnal City Marnapgement
Associatian
1120 "G" Street, N.W.
Washingtern, D.C. 20005
(203) 626—-4628

E. 1IIMC Internaticral Institute for Munmicipal
Clerks
160 North Altadena Drive
Fasadena, CA 381107
(818) 735-6153

F. IRMC International Records Management
Courncil
22243 Miston Drive
Wocdland Hills, CA 31364

G. NACRC Naticrial Asscciation of County
Recorders and Clerks
Cantact:
Naticrial Association of Cournties
440 First Street, N.W.
Washingtorn, D,C. 20003Z
~
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K.

NAGARA

NEDCC

NL.C

OAH

BAA

Naticral Asscciaticrn aof Goaverrmernt
Archives arnd Records Administrators
o/a Bruce Dearstyre

Executive Divrector

New York State Archives

Albanrny, NY 12230

(518) 473-8037

Nevtheast Document Conmservaticonm Cenmter
Abbat Hall

Schoxl Street

Ardaver, MA QB10-4093

(617) 470-1010C

Naticrial League of Cities
1301 Permsylvarnia Ave., N.W.
Washirngton, D.C., 20004
(202)  6E6—-3210

Organizatiorn of American Historians
112 N. Eryan

Bloomingtorn, IN 47401

(812) 337-7311

Scociety of American RArchivists
600 South Federal, Suite 504
Chicago, IL 60605

(312) 922-0140

Alaska State Archives and Records Maragemert Services (ARMS)
Divisicrn of Libraries, Archives, ard Museums

Departmert of Educatiaon

State of Alaska
Jurieau, RAlasha
3rd ed. 19351
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