City of Clanton

Post Office Box 580 « Clanton, Alshams A5045-0580 « Telephone ( 205) 755-1105

Billy Joe Driver, Mayor == COUMNCIL -
Betty Wil Ciry Clerk Arn Haker Bilty B. Heys .
Morgen Reymolds, Ciry Afforney Dromald Nelson Robert K. Exstering, Pro Tem.

December 29, 1994

Mr. Thomas A. Turley

Municipal Government Records Archivist
Government Records Division

P. 0. Box 300100

Montgomery, Alabama 36130-0100

RE;: Alabama Dept. of Archives and History
Grant & 94-1-17 FINAL REPORT

Dear Mr. Turley.,

I am forwarding to you the Final Report of our activities
involving our municipal government records grant. I very
much appreciate your consideration and assistance throughout
this project. We are all very pleased with the outcome.

If you need any other information, please call me. My
number is 205-755-6840.

Sincerely.,

Gat Condu

Pat Conlee
Office of the City Clerk
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FINAL REPORT
12/29/94
City of Clanton

Local Government Historical Records Program
BACKGROUND:

The City of Clanton wase approved for a grant under the
Local Government Historical Records Program under the first
round of funding. The goals of the project are 1) to protect
and preserve the municipal records and 2) improve accessibility
to municipal records. In order to accomplish these goals, the
project has as its objectives, the following: 1) inventory all
records, 2) disposition of records no longer to be retained,

3) follow disposition schedules for future organization, and
4) organize, file and label those records to be retained.
PROJECT ACTIVITIES:

The project has been implemented according to schedule and
there was no need for revision of the work plan or staffing
pattern. However, it was necessary to amend the budget to
include the,purchase of additional supplies for large documents
including m;na and blueprints.

Two factors orompted the budget revision. The first factor
was the original estimation of staff time was tooc high. Due to
the volume of records that could be disposed of according to
the schedule with State approval, filing, labeling, and boxing

time was reduced. The second factor was not budgeting funds _1'
T, N

for suppliee for map and blueprint storage in the original ¥

budget.



Interim Report Activities - The following activities were
accomplished and reported in the Interim Report indicating
completion by B8/30/94 as noted in the Application:

1. Two interns were hired to work with City staff on the
implementation of the project for a peried of 13 wveeks.

2. The ADAH Workshop was attended by two representatives

from the City of Clanton - Ms. Betty Wilson and Ms. Pat Conlee.
3, Using a City employee to assist with labor involved (Mr.
Emanuel Mason), all records from various locations from within
City Hall were moved inte the old auditorium space at City Hall
to be lnviﬂturieﬂ.

4. The City purchased all materials, supplies, and equipment
detailed in the original project budget which included boxes,

labels,file folders, and shelving.

Final Report Activities - The following activities were
initiated prior to the Interim Report, but have now been
completed: r

1. All records have been inventoried and contents identified.
Requests for disposition of records had been filed, approved, and
all records appropriate for disposition have been disposed of in
an approved manner.

2. Clanton has completed the renovation of a room within City
Hall to be a records storage room. The room has been cleaned
put, painted, and new carpet installed. The shelving has been
purchased and installed within the room.

3. All permanent records have been filed, labeled, boxed,

and stored in the records room and vault.



4., All nonpermanent ;iburda within retentien period have
been filed, boxed, and stored in the records room.

5. A system is in place for future Storage and disposition
of permanent and nonpermanent records.

6. The City revised the budget with approval from ADAH to
include large document storage supplies. These supplies have

been ordered and final payment vwill be made within 30 days.

RESULTS :

The goals of the project have been accomplished through
the implementation of activities identified in the Application.
The Ei}ut goal to protect and preserve the municipal

records has been accomplished. Prior to the grant program,
records were stored haphazardly in wvarious locations in all

types of boxes and containers. Records were in danger of being
lost or destroyed. The City has established a central records
storage room within City Hall which has been renovated and
equipped to protect and preserve municipal records. The

records hnvé been filed, labeled, boxed, and stored in sturdy
storage containers made for record protection on metal shelving
within the storage room. The preparation of the room for storing
records took longer than anticipated. However, the City at its

own expense has done a more comprehensive job than originally

‘expected when the Grant Application wvas prepared.
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The second goal ta“inprnvh accesgibility to municipal
records has been accomplished. Again, prior to the grant program;
records were stored haphazardly in various locations and inappropriate
boxes and containers. It was a time consuming process to locate
older records by both the staff and the public. Therefore, early
in the grant program a significant amount of time was spent in
identifying the records to be retained and those that can be
destroyed. Care wvas taken to file appropriate destruction notices
with the Local Government Commission. Having accomplished this
task, the sheer volume of records has been reduced by an estimated
75% resulting in a manageable volume of records. Proper. and
consistent ;tnrage with clear labeling will allow both the
staff and public to readily identify and access municipal records.

During the implementation of the grant, the City has learned
from both the positive aspects of implementation and the problems
encountered. Some activities took longer than anticipated,
including the renovation of the storage room and the inventorying
af records: but these activities were accomplished, exceeding
e:pectntinna:in the Grant Application. Another concern was on
just how to destroy records. The City of Clanton rented a
shredding machine for one week, but the bulk or volume was
just too great and this slowed activity. The City found that
the best option for destruction was simply to carefully transport

the boxes to the landfill. This speeded operations by reducing

the time spent in the process of shredding documents.
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There have also been anﬁn unanticipated, but very positive
benefits from the implementation of the project. The City Clerk
felt that the ADAH Workshop was very interesting and worthwhile.
It has assisted the City in effective implementation of the
project.

IMPACT =

This project has been one of the most beneficial grants

e

ever received by the City of Clanton in terms of administration

of the City government. A tremendous time savings is anticipated
as records are clearly labeled and filed with the retention period
marked. MNever again should the records of the City be in such

el o

major disorganization as a result of this grant.

POST-GRANT ACTIVITIES:

Now that the records are filed and labeled in boxes
stored in one room within the City Hall, maintenance of the
system will continue. Each year the City will analyze the
records stored and marked with disposition dates. Those records
appropriate for disposition can be readily identified and the
process followed for approved disposition can be guickly
initiated. New records to be stored can immediately be placed
within the system.

Without the grant, the time intensive inventory might
never have been accomplished. The grant also prompted the
City to renovate a room for storage. This was activity that
also might have been delayed for years. The grant support
allowed the local funds and local staff time spent to be
tremendously successful in terms of reorganizing the records

system for the City of Clanton.



COMMENTS AND SUGGESTIONS:

The Clanton project was very successful and only three
comments or suggestions have been identified relating to the
grant program.

1) As mentioned in the Interim Report, in preparing an
Application in the future, it would be helpful to schedule
activities so that the timing of implementation is consistent
with the filing of the Interim Report. This would assist in
preparing the Narrative Section of the Interim Report.

2) A more complete preliminary inventory or survey of
the documents on hand prior to the grant application might
have allnuid the City to more accurately evaluate the amount
of staff time reguired preventing the need for a budget revision.

3) A more careful analysis of the type of documents to be
retained prior to the grant application might have prompted
the City to include large document storage supplies in the

original budget preventing the need for a budget revision.



FINANCIAL STATUS REPORT

1. Grantee: 2. Grant Number:
Office of City Clerk
city of Clanton 94-1-17
3. Grant Period: 4. Federal Employee
4/1/94 [ 12/31/94 Identification Number (FEIN):
63-6001226
5. Address:

F. 0. Box 580
Clanton, Alabama 35045

6. Type of Report: 7. Name and Title of Person
Completing Report:
_____ Interim
_ % Final Betty M. Wilson, City Clerk

8. Total Expenditures to date; $12.831.33
See attached Report of Expenditures (Form LGG-09) for Details)

9. Remarks:

10. Certification: I certify to the best of my knowledge and belief that this report is

correct and complete and that all outlays and unliquidaled obligations are for the purposes
set forth in the award documents,

Billy Joe Driver, Mayor 205-755=-4051
Name and Title (Typed or Printed) Telephone

%&E_S"«M [12-29- /994
Signature of County Commission Chairman Enym‘ ) Date Report Submitted

(Form LGG-08)




(Attach copies of all checks, receipts, and explanation of local matching funds.

REPORT OF EXPENDITURES

If you need more space, attach additional sheets and identify budget

category.)
1. Salaries and Wages Amount Budgeted | Grant Fund | Local Fund | Total

(List each employee) (5oe ﬁulr;-alﬁi-‘m Expenditures | Expenditures

Mame/Social Security Fsiﬂ:mldlw,{:dmn Oue

Mumber Corand Funds)

- dsPeEoEREy

Batty M. Wilson 908.90 908.90
2

Amy Conlee 3,120.00 2:;353.00 2:;353.00

" Jana Conlee 3,120.00 2;382.00 2;382.00

g 200.00

EIII-EI'.I.U.E']. Husnn :

s - noAdtat i

2. Ftlng-t Benefits
{State total amount)

Amount Budgeted

(S Form LGG-0H
Section Il Budgel

four, Colummn Cne
CGrant Funds)

504.00

Eupendihlres

378.80

Local Fund |

Expenditures

251.72

IDG+DD
Total

630.52

3. Consuliant Fees
{List each payment)
Mame/Social Security
Mumber

Amnunl Budgﬁed
{5ce Form LGG-01
Section Il Budgel

page lour, Column One
Crand Fumnads)

: G rant Fund
Expenditures

Local Fund |

Expenditures

Total

on

(Form LGG-09)
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4. Travel (List each recipient and aftach copy of documentation)

Amount Dudgeled] Grant Fund Local Fund Total

{See Form LGG-0) Expenditures Expendilures

Soction 1] Budge

e fonar, Column Owe

Carand Funals)
1. Betty M. Wilson 102.63 102.63
2. Pat Conlee 325.00 75.68 75.68

5. Equipment, Supplies, and Malerials
{List each purchase separalely)

[ Sy AR AR arrir

Amount Budgeted| Grant Fund Local Fund Total

fee Form LGCO1 Expenditures Expendilures

Sectlon 11 Hudgo pe

page four, Columm Owe

: Cram Fiands

Boxes BE lblﬂ.l:!ﬂ 110.00 40 .00 150.00
Boxes 6E49.00 649 .00 26.00 675.00
Labels a5.00 B8 .00 BA .00
' Filﬁ Foldore 1 8% 00 168 S0 1LER .50
Shelving 3,000.00 | 3,000.00

3 See attached form for

———additional gunolloc
ordered as per letter

LY L L

87.31

897.70

6. Services
(Lisl each purchase separalely)

Amount Dudgeted| Grant Fund Local Fund Total
Soe Form LOG-01 Expendilures Expenditures
Section 1 Dudgd
g foag, Cidisnvn Oine |
Cormend Fumils)

A

J.

7. Tolals Amount Budgeted
S Foem LGG-O
Secllon |1 Dudgel
page four, Column One
i
$8,118.00 e s
1 Grant Funds

Grant Fund
Expendilures

8,118.00

Local Fund Total
Expenditures
4,513.93 12,631.93

(Form LGG-09)
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ORDER FORM

Gaylord

Enter Key Code
From Mailing Label

Gaylord Bros.

Box 4901 « Syracuse, NY 13221.4901
Toll-free Ordering 71.800.448.6160
Toll-free FAX 1.800.272.3412

Office Hours Monday-Friday 8:00 a.m. to 7:00 p.m. EST

Date

OIMasterCasd  EJVISA  [[] American Express
Account No. Exp. Dale

TR NN .

Print Cardholder's Name

Terma: Shipmenis on open account can be made lo {ibraries. schools, colieges, universities,
and other publicly funded instilulions. Paymant within 30 dnys ¢! invoice date is axpecled.
Individuals should send paymen with order by check or credil card.

HOTamE “ZTME-<C® T

InstilulioniCompany/Library b Purchase Oider Na.
Mmgit¥ af Clanton § 0222 12/19/94
Carla Mims ; Tax Exempt No. Amount Enclosed
B [ Depariment )
I N #
L Mavor's QOffice
L | Sireet Address Orders are invoiced al prices prevailing at time of order,
1 P. 0. Box 580 The minimum shipping charge ts $4.75. FOB poinls {shipping localions) are
O | Gily Stakn Zip Code + 4 shown in the catalog it other than our Syracuse, New York dislibulion center.
Clanton AL 35045
Teieghone
{ 205) 755-9124
[]Same as Bill-To [ 1same as Ship-To
Inslitutios/Gompassy Library ': InslilutisrCompany/|ibrary
_City of Clanton - !
Atention Altertion
Pat Conlee c
—_— A
Daparlmen| 1 { Deparimenl
_Mayor's Qffice —
Gheat Addines o | Stent Address
502 sSecond Avenue N. . ___ 1|
oy Sin Zip Cote v 4 s Gily Slale Zip Code « 4
Clanton AL | 35045 !
1 hon !
e 205 ) 755-6840 e )
** |f dilferent trom Bill To
Please ship UPS - Thank You!
Size, Slyle, Quantily
Page Catalog No. Color, Finish Description (Pkq., Box, Ea.}} Unit Price Total
YAM3648 36"x48" | Map & Print Folders | 12 pkg.| 42.10¢1 505.20
YAARE1] 3g"x48" Heavy Duty Flatfile | 30 Ea. 26 .58 _796.50
YAARES 24"x36" Heavy Duty Flatfile [ 10 Ea. 17.50) 17%.00
YA4316 3/16 x 4'l Storage Tubes 2 box [106,00f 212.00
Yap203 b3 Storage tube plugs 3 pkg. Q.00 27.00
YABT40500R 500 ft. | Acid free tissue 1 roll)] 97.35 97.35 |
YAFF343 File Folder labels 1 pkg. | 12.95 12.95
YA1Q097-509 13/4" x 5Yd. Velcro tape 1 ea. 20.70 2070
YANP2436 24"x36" Mylar Map envelopes 1 _pkg. | 51.00 51.00
TOTAL  {1,897.70
Siale & Local Taxes snd Shipping
[XBil Me (Net 30 Days)  [JCredi Card  CJ Ghieck Enclosed Wil be added ta your Involce

Thank you
for your Order!

Name Pat Conlee

Signed p ax C ol

Tille Secretary
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Thu dueg 4, 1994 City of Clanten
PAYROLL CHECK REGISTER REPOR!

02 CITY OF CLANTON
Enployee § Erployee Name Pay Period

Total Hours 83.00 Tlotal Pay 42250 Tota

1039 JANA M. COMLEE 0B/04 /94
Hutti Flag 1 Check § 35271 Cost Center 40 Hours Pay Ant
Rate  6.0000 Reg Hrs 32.00  Reg Pay 192,00 Feder
FICA
ALASA

Total Hours 32.00 Total Pay 192.00 Total

4040 AMY K. COMLEE 08/04/94

Kutti Flag 1 Check # 35272 Cost Center 40 Hours Pay Ant
Rate  6.0000 Reg Hrs 32,00 Reg Pay 192,00 Feder,
FIcA
. ALABA!

Total Hours 32,00 Total Pay 192.00 Total

5006 RICHARD L. HCCULLAR 08/04/94
Mutti Flag I Check # 35273 Cost Center 50 Hours Pay Ant
Rate 10,5000 Peg Hrs 56.00  Reg Pay 588.00 Federa
0T Hrs 8.00 0T Pay 126.00 FICA
Yac Hrs 24.00  Vac Pay 252.00  ALABAY

UNIFORK 65.00

Tota! Hours 88.00 Total Pay 1031.00 Total |

5008 RAYBURN €. MAM{ 08/04/94
Pulti Flag 1 Check § 35274 Cost Center 50 Hours Pay Ant
Rate 12.5300 Reg Hrs 80.00 Reg Pay 1002.40 Federa
01 Hrs 10.75 07 Pay 202.05 FICA

UNIFORM 65.00 ALABAN

Total Hours 90.75 Total Pay 1269.45 Total |

5025 GLENH &. BAKER 08/04/94
Wulti Flag 1 Check # 35275 Cost Center 50 Hours Pay Ant
Rate 10,2400 Reg His 12,00 Reg Pay 137,28 Federal
0T Hrs 200 07 Pay 30,72 FicA

Vac Hrs B.0D  Vac Pay 81,92 ALABAMA
~ \NIFORM 65,00
G e

U e e

PESETOT: © (Lap L) RS
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Alabama Filing Systems

1825 Mt. Meigs Rd.
P.O. Box 70069

Montgomery, AL 36107
Phone (205} 263-9300

S

6-20-94

_.l —z<°—ﬁm Il_ ’l SHIFPED TO J
City of Clanton
) PO B ox 580
0s° Clanton, al. 35045 same
L J L =
SUN OADER RO. | YOUR GRBER MO, _ SALESMAN TeRNS SHiPPER —:Wl m_uu.,ﬁn_mﬁnm L4ALE -.Mln.o.'l.
0626-4 -| 7348 net 5 days Lruck/truck e XX
_ovawrite DERCAIFTION RICE xj-xoc.:
ORDEMLD BACK oRDERED HirreD
10 unilts steel shelving, 8 shelves 300.00 qa 3000.00
9 pks] storage boxes, 25/pk 75.00 da mwm.mo
3675.00

feing

A cherge of 1% % wi be placed on all sccounts 30 days pest due.



INVOICE

iN ACCOUNT WITH State Records Center

ALARAMA DEPARTMENT OF ARCHIVES AND HISTORY
RECORD SEAVICE CENTER

EDWIN C. BROGES. OIRECTOR P.O. 87344
Monigamery, Alabsss 36130

Ms. Pat Conlee

7« City of Clanton Date  5/17,/94
P O Box 580
Clanton, AL 35045

Oeszripbon of Work Amaunt

200 standard records center boxes
@ 75¢ aach £150.00

Make chech payable 1o ALASAMA DEPARTMENT OF ARCHIVES AND HISTORY and retura with
COPY OF INVDICE 1o Recoed Service Center, 715 Shady Sirest. Monigemery, Alsbass 26130

AGCY 0230004



Dunn Business Services Invoice NE 2179

P.0. Box 19753 o e
Birmingham, Alabama 35219 Date: Suese 25 107
Telephone 205-945-0788 :

Bill 10: Crr‘-_f oE a,q@y Account #

_PO. Box SO ‘,
- 35045 P.O.# _ TY¥if
v’ﬂﬂﬂ. L fﬂﬁ.ﬂ r";-::;ﬂ T

iz

Mac e Renzae

[ S ——

D&STEHH‘ fror 3 n"*]r‘ Reriar (O F‘r’:a_ l'-:)lv'-'-;f PEE.%{__::E_D

TF?RI--L. jl'll::.llq_r:\_'lﬂ

Due net 30 days.

( THANK YOU ——
_'—'_'_'_._'_F'}

WHITE-DRIGINAL CANARY-DUPLICATE PINE-FILE COPY



H0RS AW W (ENSLEY) P.O. BOY 5853 T81-2611

Zen, ALABAMA PAPER & METAL WARE CO.INC. e

lEHHITﬁMHA BL¥.-44 ﬁt"{, r.'lut'[l..[ ﬁfﬂgﬁl

LLLL A S [

I' v IJ.-’" DATE SHIPPED SHIP v

Cﬂ'h P f.a?qf ;'Enr:,ns 1% 1nr}mr$,:3nm\'$wsr
~PscripTion  { 0] P{.C'i!.-" wron AMOUNT
¢s 1O C'LE{&?ZJ Ohas ;} 7 } 'Ejr 1|5[
£l I_.{ ,..-,r,d AP oy d ¥ 5.4
e | o

K= L 5 1700000 S @ﬂm |

Tl é ] 4 300|43.0¢

44 luy.oC

i JUE o (- dﬂﬁf?ﬁ‘m,&[z,‘,_MA_ 37
Llles 190 f“}p*SH’ £S5l da &
IXLGlE 55 757 A Gt il (,3.‘/ O NAKY S ES
3.8

‘L T L OO MG T BR0N FOR GOODSE LKL ERS
v RECEVE THEM

DRIGINAL INVOICE
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