
The Corporation of the Town of The Blue Mountains 

By-Law Number 2024-JZ. 

Being a By-law to Provide a Schedule of Retention Periods 

for the Records of The Corporation of The Town of The Blue Mountains 

WHEREAS 255(1) of the Municipal Act 2001, 5.0. 2001, Chapter 25 provides that except 

as otherwise provided, a record of a municipality or local board may only be destroyed 

in accordance with this section; 

AND WHEREAS subsection 255(2) of the Municipal Act 2001, 5.0. 2001, Chapter 25 

provides that a record of a municipality may be destroyed if a retention period for the 

record has been established under this section; 

AND WHEREAS subsection 255 (3) of the Municipal Act 2001, 5.0. 2001, Chapter 25 

provides that a municipality may establish retention periods during which the records of 

the municipality and local boards of the municipality must be retained and preserved; 

AND WHEREAS Council of the Town of The Blue Mountains has received staff report 

FAF.24.112 "Update to Record Retention By-law 2023-80" and deems it expedient to 

repeal and replace the current Records Retention By-law 2023-80 for the retention of the 

records of The Corporation of the Town of The Blue Mountains; 

NOW THEREFORE, Council of The Corporation of the Town of The Blue Mountains hereby 

enacts as follows: 

1. THAT the retention periods set out in Schedule "A" attached hereto shall be

administered, in coordination with the provisions of the "Records and

Information Management Policy, POL.COR.22.01"

2. THAT By-law 2023-80 being a by-law to establish schedules of retention periods

for records of The Corporation of the Town of The Blue Mountains be repealed.

And Further that this By-law shall come into force and take effect upon the enactment thereof. 

Enacted and passed this 16th day of December, 2024 
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Town ofThe Blue Mountains 

Records Retention Schedule 

By-law 2024-fs 2-. 
SCHEDULE "A" 

Includes invitations, approvals, agenda, notes on proceedings, and other 

records regarding conferences, conventions, seminars and special 

functions attended by staff, or sponsored by the municipality. Includes all 

travel and accomodation arrangements for conferences and seminars. 

EXCLUDES: 

Speeches and Presentations - see MOS 

Employee and Council Expenses - see F09 

Ceremonies and Events - see M02 

Invoices - see F0l 

Rental Agreements - see L14 

Category removed. Records contained should be filed in other 

classification categories. 

For: 

Reports - file by subject 

Consulting relationship management and evaluation - see A15 

Project based monitoring of consultant activities - see project file 

Procurement, Quotations and Tenders - see F18 

Invoices - see F0l 

Includes inventory statements and reports, and all other records regarding 

the control of supplies, furnishings and office and small equipment stock 

levels. 

EXCLUDES: 

Assets - see F06 

Petroleum Products - see E24 

Includes records regarding the design and maintenance of owned and 

leased office equipment and furniture. Includes chairs, desks, tables, 

photocopiers, printers, scanners, etc. Records are retained until the item 

is disposed of, plus one year. 

EXCLUDES: 

Computer Hardware and Software - see A03 

Service Agreements - see L14 

Assets - see F06 

Includes records regarding rates and services provided by courier, mail 

and postage firms. Also includes records regarding the inter-office mail 

system, internal printing, and management of forms and templates. 

Contains records regarding the development of policy and procedure 

manuals, work instructions, protocols, Standard Operation Procedures, 

guidelines and directives. Also includes the actual manuals, supporting 

documentation, etc relating to administrative, governance and 

operational processes. 

EXCLUDES: 

Training and Development - see H12 

Includes information regarding the management of corporate records, 

regardless of medium. Specific records include file listings, classification 

structures, feasibility studies, and records centre operations. 

E= Retain until superseded, plus 2 

EXCLUDES: 

Retention By-Law - see COl 

Policies and Procedures - see A09 

Records Disposition - see All 

Includes records regarding the disposition of municipal records. Includes 

the disposal method used and forms authorizing and describing the 

destruction of records. 
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