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CITY OF MERRITT

BYLAW 2404

ABYLAW TO PROVIDE FOR THE MANAGEMENT, RETENTION AND

DISPOSITION OF RECORDS

The Council of the City of Merritt in open meeting assembled, enacts as follows:

Citation

1.

This bylaw shall be cited for all purposes as “City of Merritt Records Retention Bylaw No.
2404, 2025”.

Repeal

2.

The” CITY OF MERRITT RECORDS RETENTION BYLAW NO. 1828, 2002” and all
amendments thereto are hereby rescinded.

Interpretation

3.

In this bylaw, unless the context otherwise requires:

“Corporate Officer” means the person designated and authorized to act on behalf of the
municipality to manage and maintain the records management system.

“Municipality” means the City of Merritt

“Record” includes books, documents, maps, drawings, photographs, letters, vouchers,
papers and any other medium on which information is recorded or stored hy graphic,
electronic, mechanical or other means, but does not include a computer program or any
other mechanism that produces records.

“Records Management System” includes all tools authorized by the Corporate Officer
and used to manage the records of the City of Merritt from record creation through to

record disposal.

“Records Retention Schedule” means the schedule approved by the Corporate Officer

Récords Management System Established

4.

The records management system of the City of Merritt is established and authorized.

Records Retention Schedule
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5. The Records Retention Schedule must prescribe the period of time that records are kept
to meet the operational, legal, regulatory, financial or other requirements of the City of
Merritt. The Records Retention Schedule must also provide instructions as to the manner
and time of the disposition of a record.

Corporate Officer

6. The Corporate officer is designated and authorized to prepare, review, amend and
manage the Records Management System, including the Records Retention Schedule.

Custody and Control

7. All records pertaining to the business of the Municipality in the custody and control of
employees and elected officials of the Municipality are the property of the City of Merritt.
All employees and elected officials of the City of Merritt must comply with this bylaw.

Disposal Ordered by Corporate Officer

8. When the Corporate Officer determines that the retention period for a given record
described in the Records Retention Schedule has ended, the Corporate Officer may
order the record to be destroyed or otherwise disposed of in accordance with the
instructions in the Records Retention Schedule.

READ A FIRST TIME this 9" day of September, 2025
READ A SECOND TIME this 9" day of September, 2025
READ A THIRD TIME this o™ day of September, 2025
ADOPTED this 14* day of October, 2025
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