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Action: Adopted 
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KENAI PENINSULA BOROUGH
 
RESOLUTION 97-008
 

A RESOLUTION AUTHORIZING THE UPDATE OF RETENTION ITEMS
 
CREATED THROUGHOUT THE YEAR OF 1996
 

WHEREAS,	 sound, administrative practice requires the borough to revise current retention 
schedules; and 

WHEREAS,	 the Records Management Division has continued to revise the retention schedules 
throughout the year of 1996; and 

WHEREAS,	 in accordance with Resolution 93-133 and KPB Chapter 2.52.040, the various 
Borough Departments have revised its retention schedules; 

NOW, THEREFORE, BE IT RESOLVED BY THE ASSEMBLY OF THE KENAI 
PENINSULA BOROUGH: 

SECTION 1.	 That the attached records retention schedules should be included with the list 
submitted with Resolution 93-133 dated December 7,1993, Resolution 95-002 dated 
January 3, 1995 and Resolution dated May 7, 1996. 

SECTION 2. That this resolution takes effect upon its adoption 

ADOPTED BY THE ASSEMBLY OF THE KENAI PENINSULA BOROUGH THIS 4th DAY 
OF MARCH, 1997. 

ATTEST:
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KPB ECORDS RETENTION SCHT -ULE
 
REVISION REQUEST
 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER: 

YES 
-/ \('b ~ S 4v NO (If no; provide records series number you wish to revise) 

MEDIA:YEARS RETAINED 

--:!(P) PAPER__0_\_ OFFICE __ (A) AUDIO TAPES 

q~ 
__ (V) VIDEO TAPES __ (F) MICROFILMRECORDS CENTER 

~q (M) MICROFICHETOTAL 

SI'.\TUS:
 
_l)_OPENED __ CLOSED (No longer generated within department)
 

RECORD SYSTEM: 

\<"1 ~ S&~I.)\ -\h~":y ~)( 

DESCRIPTION: 

REQUESTED BY: DATE: 

DEPARTMENT: 
1 \I 

DIVISION: 

DEPARTMENT HEAD: DEPARTMENT HEAD SIGNATURE: 

\/~\JJc\~,..{ \l'fi~'II-';; ../2-

BOROUGH ATIORNEY USE ONLY A///1, 
APPROVED FOR LEGAL SUFFICIENCY DATE: 

DENIED 

COMMENTS: BOROUGH ATTORNEY: 

RECORDS MANAGEMENT USE ONLY 

DMSION: DATE ISED: SIGNt'ry~: 

vliJ~~A 
'I 

COMMENTS: 

May 30, 1995G: \HOME\WP51 \RECORDS\ FORMS\RETEN. RPT 



KPB ECORDS RETENTION SCW ULE
 
REVISION REQUEST
 

RECORD SERIES NUMBER: IS REQUEST FOR A NEW RECORD SERIES NUMBER? 

7 
YES 

~s aSS 
NO (If no; provide records series number you wish to revise) 

MEDIA:YEARS RETAINED 

__ (A) AUDIO TAPES ~(P)PAPER0\ OFFICE 

q~ __ (V) VIDEO TAPES __ (F) MICROFILMRECORDS CENTER 

(M) MICROFICHETOTAL9<1 
STe,roS: 

OPENED CLOSED (No longer generated within department) 

RECORD SYSTEM: 

~~~ S~~i \JA' ~ - ,"" ...;.... . \.:.. ' (, ___ r 

RECORD SERIES: 
(), ',
U ~t·~·:' -

'IT \) ~ ~ ,..... "., \ 
\ 

~ '/\( :. :'1\.,',. J..:'t.. ,.J, /)..,lJ.. 

()-\,;, \ ~.
- __ ... ' T. 

('j
\~t' O'I~'<. ' 

I 

DESCRlPTION: 

~l v~
\ 

vr.L\J~ \Ad-aA;\f\.( e.G 

REQUESTED BY: 1{\Jv2.\\jcL., '\D ~'J .} ~\(j.... 

DEPARTMENT: 

'~ ISt-\~O\ '\ '-:. ~,--{ ,c·1t 

DEPARTMENT HEAD: 

~ ck 1\ ~\_~ .~ \J ~\.~~\ ~(,. ~ 

DATE: 
~ -'2,·~~~b 

DIVISION: 

Ci.. (·w '-.1. 'f-,IA 'f CJ 

DEPARTMENT HEAD SIGNATURE: 

~~~,( . , 
. '. ~~'.I . .. 
v 

BOROUGH ATIORNEY USE ONLY IV/ll

-  APPROVED FOR LEGAL SUFFICIENCY DATE: 
, 

-  DENIED 

COMMENTS: BOROUGH ATTORNEY: 

RECORDS MANAGEMENT USE ONLY 

DEPARTMENT 

.L JA.L ';(J__ L-:~ 
.. 

COMMENTS: 

DMSION: DATE ISED: 

j;~,,~ 
I 

SIGNA'l:J!) 

~~'" 
I 

; 

G:\HOME\WP51\RECORDS\FORMS\RETEN.RPT May 3D, 1995 



--

--

KPl _ffiCORDS RETENTION SCIL..JULE 
REVISION REQUEST 

IS REQUEST FOR A NEW RECORD SERIES NUMBER?
 

YES
 

/ NO (If no, provide records series number you wish to revise)
 

YEARS RETAINED
 MEDIA:
 

0\ OFFICE
 __ (A) AUDIO TAPES 

&\j __ (V) VIDEO TAPES
 

~~ TOTAL
 

RECORDS CENTER 

(M) MICROFICHE 

SfATUS:

---.1L- OPENED __ CLOSED (No longer generated within department)
 

RECORD SYSTEM:
 RECORD SERIES: 

J\JA~ ..... ,: i  ~ ~(\.~ ¥-~~ s~u, ..:;; t '. '- '( 

DESCRIPTION: 

~~·tc..\ I./v'. v.....~ ~ l\:U t. ~r!L.. UN') J ..... • ~T • ""- ..... ...
 

~ 

REQUESTED BY: \ ~ . i' . DATE:
i\t-l\" ;\ \-..)~ J.;:"\ c.~~ 

'J-' 
DEPARTMENT: DNISION: ,. 

( .....' \~, \ \', \':::' .~ -'('\[
l~ _..., '. ..~_-...... '..oJ" ' .} • 

DEPARTMENT HEAD: 

\ ~~ \\ l~\J')"J UlJ' ...~vn....--
BOROUGH ATIORNEY USE ONLY 

APPROVED FOR LEGAL SUFFICIENCY DATE: 

DENIED
 

COMMENTS:
 BOROUGH ATTORNEY: 

RECORDS MANAGEMENT USE ONLY 

DATE REVISED: DMSION:DEPARTMENT 

;:;{-:>~~~JA"~I· 
COMMENTS: 

RECORD SERIES NUMBER: 

Y-S05", 

~(P)PAPER
 
(F) MICROFILM 

'i\ \) V·i,~\.l·''. 
~ 

\. v \;·-I ..... J'..I~ .~ 
'. , 

';,.. LC '.:.>- <:)'},.CL.·J y '~~y\-

~ ~ 1la ...Cl ~
 

f; .
 
\.k L C '.},J.. '/, "A l C) 

DEPARTMENT HEAD SIGNATURE: 
\ I ; l"{\~ (\ -, "\.....,' :",.." I'\ ;V'-I~_. ( 

IIJ/If 
I 

SIGN~ 
~~'/7_"~~ 

/ -, 

G:\HOME\WP51\RECORDS\FORMS\RETEN.RPT May 30, 1995 



KPB 'SCORDS RETENTION scm ULE
 
REVISION REQUEST
 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER: 

YES 

---.L NO (Jf no~ provide records series oumber you wish to revise) 
\LSp~q 

MEDIA:YEARS RETAINED 

__ (A) AUDIO TAPES / (P)PAPER01 OFFICE 

't~ __ (V) VIDEO TAPES __ (F)MICROFILMRECORDS CENTER 

t,c, (M) MICROFICHETOTAL 

~s: 
. , 

OPENED __ CLOSED (No longer generated within department) 

RECORD SYSTEM: RECORD SERIES: 0s.t.~).f t\,;;\ IJ,.,IJ-, ~lJ. ti' '.'''-0 J "r 
. \ ' 

i'"" .. t....,~. \' , ~ ., "", ,/P' J,'~ L\L~ bSt}U~~ \ \'~'~'-i \ t:.'i t.,j ~vr\ ~ :0-. l.t i ,-0 ~ I ..J i./ .•;.. . , ~\ 

'I 

DESCRIPTION: 

0Nl..\J\.ll, Vt-. ./'{J),... W-QJ...'N6l
~ ~ 

REQUESTED BY: ..... DATE: 
., 

'\N..~U(\i..~ 'IJ, (\ .)...1'"' .'~~' ..... 'i ,Z.·(~ .~ ~ ., ~." '-' 

.J v 
DIVISION:DEPARTMENT: 

ClL UJ \.l t.-tt.~, ~~W~\ t ~s.~( ,-ar 
DEPARTMENT HEAD SIGNATURE: DEPARTMENT HEAD: 

'''(. \ ~~~~IJC~ Q..t~1 c:-t C'r.:.. M...oc.l..... ; ~,( i;.of''),.,--' , 
I 

BOROUGH ATTORNEY USE ONLY #//1 

-  APPROVED FOR LEGAL SUFFICIENCY DATE: 
I 

DENIED 

COMMENTS: BOROUGH ATIORNEY: 

RECORDS MANAGEMENT USE ONLY 

DATE REVISED: DMSION:DEPARTMENT SIGN~ 

t/lL '/l'r~ ~ ~/...IjJ/~~ 

COMMENTS: 

; 

May 30, 1995G: \HOME\WP51 \ RECORDS \ rORMS\RETEN. RPT 



KPL _~CORDS RETENTION SCIL.. .JULE
 
REVISION REQUEST
 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER: 

__ YES ~ 

~NO (If no, provide records series number you wish to revise) ~ \) ~ 0 
YEARS RETAINED MEDIA: 

DI 
q'-6 

OFFICE 

RECORDS CENTER 

__ (A) AUDIO TAPES 

__ (V) VIDEO TAPES 

-/(P)PAPER 

__ (F) MICROFILM 

~e, TOTAL (M) MICROFICHE 

TUSSTt : 
OPENED __ CLOSED (No longer generated within department) 

RECORD SYSTEM: 

'{-.~ ~ S c.\~~~\ ~,~ r-f \ Jr. 
IJ 

DESCRJPTION: 

REQUESTED BY: DATE: 

DEPARTMENT: 
I 

~0Mv\ 
v 

ti<:) "{,' Jr 
DIVISION: 

I' ,

t..\.. t~ A ;(\~ ,,'(, 

DEPARTMENT HEAD: 

Y\l'·~..\.\)(\ .i, DEPARTMENT HEAD SIGNATURE: 

\) Qd&J.o)\r\~ ~;\! 1,"1\'.;.... I ~""0-<._, "".....d.~ 

BOROUGH ATfORNEY USE ONLY vi11 
APPROVED FOR LEGAL SUFFICIENCY DATE: 

I 

DENIED 

COMMENTS: BOROUGH ATTORNEY: 

RECORDS MANAGEMENT USE ONLY 

DMSION:DEPARTMENT 

vL~~Jfl*1 
COMMENTS: 

May 30, 1995G:\HOME\WP51\RECORDS\FORMS\RETEN.RPT 



KPL _iliCORDS RETENTION SCIL..~ULE 

REVISION REQUEST 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? 

---1-YES 
NO (If no, provide records series number you wish to revise) 

RECORD SERIES NUMBER: 

YEARS RETAINED MEDIA: 

0\ OFFICE __ (A) AUDIO TAPES ~(P)PAPER 
~~ RECORDS CENTER __ (V) VIDEO TAPES __ (F) MICROFll..M 

ct~ TOTAL (M) MICROFICHE 

srOTUS: 
OPENED __ CLOSED (No longer generated within department) 

RECORD SYSTEM: 

~ tJ S~b~l';\ ~\"l \'cx-
DESCRIPTION: 

RECORD SERIES: 

to~,~~-

REQUESTED BY: 

DEPARTMENT: 
I .. 

DATE: 

DIVISION: 
/' . 

i .\ Ct.,k ! (' \,ut c, 
...J 

DEPARTMENT HEAD: DEPARTMENT HEAD SIGNATURE: 
\f\ _ t _\ r\ ' . l\ 
, \N2.,\ \.\ O.L... \1.~'; 'J <~ W~ ~l.~C~· '", \:.~;) ~ 

1 ! . }. 

BOROUGH ATTORNEY USE ONLY AI111 
APPROVED FOR LEGAL SUFFICIENCY 

DENIED 

DATE: 
I 

COMMENTS: BOROUGH ATTORNEY: 

RECORDS MANAGEMENT USE ONLY 

DEPARTMENT 

vi~~A~ '~IJ~' 
COMMENTS: 

DIVISION: DATE REVISED: 

~;,~~ 
SIGNATURE: 

v!~~ 

May 30, 1995G:\HOME\WP51\RECORDS\FORMS\RETEN.RPT 



--

-

KPB 
--

~CORDS RETENTION scm ULE 
REVISION REQUEST 

RECORD SERIES NUMBER: IS REQUEST FOR A NEW RECORD SERIES NUMBER? 

YES 
l(~ D \07NO (If no; Provide records series number you wish to revise) 

MEDIA:
 

0\ OFFICE
 

YEARS RETAINED 

__ (A) AUDIO TAPES --.1.(P) PAPER 

__ (V) VIDEO TAPES __ (F) MICROFILM O~ RECORDS CENTER 

(M) MICROFICHE 

STATUS: 
• <
 

...iL-oPENED __ CLOSED (No longer generated within department)
 

RECORD SYSTEM:
 

~TOTAL 

RECORD SERIES: 
" ~ \ . \' " 

'\ 

".~ -, .\- ........ ,

~~', ' t-'I ~;.. c, i ...::.. -.y(1"'"\ \ 4) Ge-t-fuv\.-fb SJwU\ 

DESCRIPTION: 

(~.i'fil~ \if' '¥= ~(JJJMcLJ 
\) 

DATE:REQUESTED BY: 
~j~.\~~) \J.~I )<:,i)~~ ~ -' 2..1o .ct ~ 

v 
DIVISION:DEPARTMENT: . 

"', . ~


S~\lv)I}" U-\'S l • f \~\("
 Qt.Ll)\,1'-1'-\-'\ -1\1 
DEPARTMENT HEAD: DEPARTMENT HEAD SIGNATURE: 

C\: ,~\\~\\. ~;,). ':J"S.... ~'''\ 'c",,- ...."'-. \t\ .jJ.)4,J..f ~C"k'j~-- , 

BOROUGH ATIORNEY USE ONLY /I//f} 
/

DATE:APPROVED FOR LEGAL SUFFICmNCY 

DENmD 

BOROUGH ATTORNEY: COMMENTS: 

RECORDS MANAGEMENT USE ONLY 

DMSION: DATE REVISED: SIGNA~DEPARTMEN.J. 0£IA 'AA_,I~ ,;'1£ J'ft~p~ 
/ I -, 

COMMENTS: 
I 

; 

Hay 30, 1995G:\HOHE\WP51\RECORDS\FORHS\RETEN.RPT 



-
KPB ~CORDSRETENTIONSCHF-ULE 

REVISION REQUEST 
IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER: 

YES 

~o (If no~ provide records series number you wish to revise) 
KS'!J\aY 

MEDIA:YEARS RETAINED 

__ (A) AUDIO TAPES /' (P)PAPER01 OFFICE 

q~ __ M VIDEO TAPES __ (F) MICROFILMRECORDS CENTER 

(M) MICROFICHE~TOTAL 

STATUS:
 
0 OPENED __ CLOSED (No longer generated within department)
 

RECORD SERIES: RECORD SYSTEM: 
k\ ~ \ ..~.\ ':,,'j ,,-" \ J.., '. " ,\ ,..... k'V-~ b ~ t;.I\,.. Q~\ r" 

?Q~~ - , ....',..,. .' 

DESCRIPTION: 

.\i'N)J'~I)..~ \ ,'t<. ,~j). )\.9"J- OJ;....L cL~\tM\ L'tt-~'f -, 
~ 

REQUESTED BY: DATE: 
'l~t-;-q~S~ ~[J.1.\",I.. ~k.... 

\ 
DIVISION:DEPARTMENT: 

~~~t V-"C\;..~V\ 

DEPARTMENT HEAD: DEPARTMENT HEAD SIGNATURE: 

\trt/\ ~(tL ~ 
~ r, "-"'_"-lr w '" ".., '" ~ 

BOROUGH ATfORNEY USE ONLY AI/If
I 

-  APPROVED FOR LEGAL SUFFICIENCY DATE: 

DENIED 

COMMENTS: BOROUGH ATTORNEY: 

DEPARTM~A../l L~~/;:.·, 
COMMENTS: 

RECORDS~AGEMENTUSEONLY 

DMSION: 
DA~;Z;?;: 

SIGNATURE: 

VIll/4U1 

; 

May 30, 1995G:\HOME\WP51\RtCORDS\fORHS\R~T~N.RPT 



i 

K! 1ECORDS RETENTION SC~ lULE 
REVISION REQUEST 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER: 

___ YES 

NO (If no, provide records series number you wish to revise) fLN 01 
YEARS RETAINED MEDIA: 

__6"",'-_ OFFICE __ (A) AUDIO TAPES ~(P)PAPER 
"""""~~=== RECORDS CENTER __ (V) VIDEO TAPES __ (F) MICROFILM 

ID TOTAL __ (M) MICROFICHE 

STATUS: 
~OPENED __ CLOSED (No longer generated within department) 

RECORD SYSTEM: 

~ -t-
RECORD SERIES: 

REQUESTED BY: DATE: 

6
DEPARTIvIENT: DIVISION: 

BOROUGH ATTO 

DATE:~ APPROVED FOR LEGAL SUFFICIENCY 

DENIED 

COMMENTS: 
BOR~~ 

RECORDS MANAGEMENT USE ONLY 

DEPARTMENT 

liM 
COMMENTS: 

DIVISION: 

May 30, 1995G:\HOME\WP51\RECORDS\FORMS\RETEN.RPT 



KP~ ......ECORDS RETENTION SClr-'ULE
 
REVISION REQUEST
 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER: 

___ YES
 

'k NO (If no, provide records series number you wish to revise)
 -fL 
YEARS RETAINED MEDIA: 

j 
__ (A) AUDIO TAPES _"_ (P) PAPERS- OFFICE 

~- RECORDS CENTER __ (V) VIDEO TAPES (F) MICROFILM 

Ie> TOTAL (M) MICROFICHE 

STATUS:
 
~ OPENED __ CLOSED (No longer generated within department)
 

RECORD SYSTEM: RECORD SERIES:
 

DEPARTMENT: DIVISION: 

/ 

RE: 

~ APPROVED FOR LEGAL SUFFICIENCY DATE: 

DENIED 

COMMENTS: 

RECORDS :MAi~AGEl\'1ENT USE ONLY 

DEPARTMENT 

PLN 
DIVISION: 

/Jj)1J1 
DATE REVISED: 

7/f9~ 
COMMENTS: 

:-lay 30. 1995G:\HOME\WP51\RECORDS\FORMS\i\ETSN.RP;' 



KPr~ECORDSRETENTIONSC~~ULE 

REVISION REQUEST 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER:
 

__ YES
 

b NO (If no, provide records series number you wish to revise) 0 0

YEARS RETA.INED MEDIA: 

n
(A) AUDIO TAPES s= OFFICE -.i..- (P) PAPER 

__ M VIDEO TAPES __ (F) MICROFILM 

.5.deL TOTAL 

Lc:r RECORDS CENTER 

__ (M) MICROFICHE 

STATUS:
 
-..:::I....- OPENED __ CLOSED (No longer generated within department)
 

RECORD SYSTEM: RECORD SERIES:
 

May JG, :995G: \HOME:\WP51 \RECORDS\ fORMS\;l.ETEN. iW, 

0/ 

REQUESTED BY: DATE: 

DEPARThIENT: DIVISION: 

DEPARTMENT HEAD: 

BOROUGH ATIORNEY USE ONL 

~/APPROVEDFOR LEGAL SUFFICIENCY DATE: 

DENIED 

COMMENTS: 

RECORDS MANAGEMENT USE ONLY 

DATE REVISED: DEPARTMENT DIVISION: 

(JLM 7/t/1" 
COMNfENTS: 



KPr~ECORDSRETENTIONSC~~ULE 

REVISION REQUEST 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? 

__ YES 

K NO (If no, provide records series number you wish to revise) 

RECORD SERIES NUMBER: 

YEARS RETAINED l\'lEDIA: 

" :2 OFFICE __ (A) AUDIO TAPES 
I ) 

< 
--=-- (P) PAPER 

¢O RECORDS CENTER __ M VIDEO TAPES (F) MICROFILM 

Q~ TOTAL __ (M) MICROFICHE 

SfATUS: 
~ OPENED __ CLOSED (No longer generated within department) 

RECORD SYSTEM: RECORD SERIES: 

REQUESTED BY/ 

DEPARTMENT: 

DATE: 

DIVISION: 

/ APPROVED FOR LEGAL SUFFICIENCY 

DENIED 

DATE: 

COMMENTS: BOR:6??L
RECORDS MANAGEl\'lENT USE ONLY 

DEPARTMENT 

11# 
COMMENTS: 

DIVISION: 

;4AIJ! 
DATE REVISED: 

7/f/9t 

M.,y 30, !995G:\HOME:\WP51\RE:CORDS\F"ORMS\;l.E:TEN.RPT 



KF 'ECORDS RETENTION scr 
REVISION REQUEST 

ULE 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? 

___ YES 

RECORD SERIES NUMBER: 

NO (If no, provide records series number you wish to revise) PL N 0 ~ 

YEARS RETAINED MEDIA: 
() 

oS" OFFICE __ (A) AUDIO TAPES -r (P) PAPER 

('20 RECORDS CENTER __ M VIDEO TAPES __ (F) MICROFILM 

/0 TOTAL (M) MICROFICHE 

STATUS: 
~ OPENED __ CLOSED (No longer generated within department) 

RECORD SYSTEM: RECORD SERIES: 

REQUESTED BY: DATE: 

DEPARTMENT:
 DIVISION:
 

f 
DEPARTMENT HEAD: 

/?
-/ 

C\ ~ 

,./ APPROVED FOR LEGAL SUFFICIENCY 

DENIED 

COMMENTS: 

DATE: 

RECORDS MANAGEMENT USE ONLY 

DEPARTMENT 

liN 
COMMENTS: 

DIVISION: 

!l-/) !tl 

May 30, 1995G: \HCME\WP51 \RECORDS\f'ORMS\RETEN, RPT 



--
----

i 

KP' 'ECORDS RETENTION SCF YULE
 
REVISION REQUEST
 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER: 

YES 

NO (If no, provide records series number you wish to revise) fLN o? 
MEDIA:YEARS ~TAINED /~{ I '\- I ,Vl F\I (l_",' 

\ I { , ,- '- ( , , \ 

__ (A) AUDIO TAPES (P) PAPER 

19 RECORDS CENTER 

o q OFFICE Ihl ) 

(V) VIDEO TAPES __ (F) MICROFILM 

CJC1. 
~ TOTAL (M) MICROFICHE 

STATUS:
 
--..:L- OPENED __ CLOSED (No longer generated within department)
 

RECORD SYSTEM: RECORD SERIES: 

,S,JMrT-t (Oj~) S L~*~ .:;W PYn~/Y1 J)~~;j ~~ ,v ( II 
DESCRIPTIO~ 

g:.i&rrJ! PJk~d1 ,p~ai 0gJ £e2U 
R~/)OA..--

REQUESTED BY: of ~ ~~JdA 
I DATE: 

6"" - :1/
Ic;.p 

DEPARTMENT: 

-P~/Tl ~A'~ 
DIVISION: 

DEPARTMENT HEAD: ~ DEPARTMENT HEAn<::rr.NATURE: 

<k£r/~/)Lf ~l)J/ot/}-L/ 
-' 

BOROUGH ATTORNE"fUSE ONLY 

~APPROVED FOR LEGAL SUFFICIENCY DATE: 

-  DENIED 
// .~//t 

C/::JM ff BOROUGH ATIO~~__• __/ 

~ 
RECORDS MANAGEMENT USE ONLY 

DEPARTMENT 

ILA/ 
DIVISION: 

!ltJlJ1 
DATE REVISED: 

7/i/ 9~ s;;nU,
'A"fl, ',. ~~A 

ATr~ - '\ ~/ 

COMMENTS: 
/ U 

May 3D, 1995G: \HOME\WP51\RECORDS\ FORMS \ RETEN. RPT 



KP' "ECORDS RETENTION SCF )ULE 
REVISION REQUEST 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? 

___ YES 

'& NO (If no, provide records series number you wish to revise) 

RECORD SERIES NUMBER: 

LAf /0 
YEARS RETAINED 

/ 0 S OFFICE 

l\tlEDIA: 

__ (A) AUDIO TAPES __ (P) PAPER 

RECORDS CENTER 

TOTAL 

__ (V) VIDEO TAPES 

__ (M) MICROFICHE 

__ (F) MICROFILM 

STATUS: 
~ OPENED __ CLOSED (No longer generated within department) 

RECORD SYSTEM: RECORD SERIES: 

REQUESTED BY: d 

/. APPROVED FOR LEGAL SUFFICIENCY 

DEPARTMENT: 

DEPARTMENT HEAD: 

of {;k& 

DENIED 

COMMENT~: IJ 
vl~U ff. 

DIVISION: 

DATE: 

--

RECORDS MANAGEMENT USE ONLY 

DEPARTMENT 

COMMENTS: 

DIVISION: 

;f~tfl 
DATE REVISED: 

7/? 'l6 

May 30, 1995G: \HOME\WP51 \RECORDS\ fORMS \ RE:'~:J. RPT 



--

i 

KP~ ECORDSRETENTIONSCY ULE
 
REVISION REQUEST
 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER:
 

YES
 

'/... NO (If no, provide records series number you wish to revise) fLN II 
YEARS RETAINED MEDIA: r) 

00- OFFICE __ (A) AUDIO TAPES £(P)PAPER
 

3 RECORDS CENTER
 __ (V) VIDEO TAPES __ (F) MICROFILM
 

~ TOTAL
 (M) MICROFICHE 

STATUS:
 
~OPENED __ CLOSED (No longer generated within department)
 

RECORD SYSTEM:
 RECORD SERIES: ~ 

S~l~T :f (OJ ~~A ~; 0 j DAI'Y P/ c;-f/J ~ ~O~'/ 1n~I)YJI. 
D~C~ON' ~ I ~ 
%£:~)11r::~;~~~~
 

REQUESTED BY: ( DATE:

I?~ ~{)Jk, 6 - 2/- C;t:, 
DEPARTMENT: DIVISION: 

? JJ-6 /h/1'l 'A. ~ 
DEPARTMENT HEAD: DEPARTMEN~RE1 _ -L". . 

d(/W-~f~ ~ 

BOROUGH ATTORNEY USE oNLy
 
APPROVED FOR LEGAL SUFFICIENCY
 DATE:~ 

7/§"/7~'DENIED 

COMMENTS: 

BOR~?L 

RECORDS MANAGEMENT USE ONLY 

DEPARTMENT DIVISION: SIGNAT'2D;/th;EDfLN ~ ~A~aA~jJiJ/l} 
./ UCOMMENTS: 

May 30, 1995,;: \HOME\WP51 \RECORDS\ FORMS \ RETEN. RPT 

I 



lIT ~'ECORDS RETENTION SCI' '-'ULE
 
REVISION REQUEST
 

RECORD SERIES NUMBER: 

__ YES 

'/.. NO (If no, provide records series number you wish to revise) 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? 

PL /0 
MEDIA:YEARS RETAINED 

.n 
Q .::>- OFFICE __ (A) AUDIO TAPES ----.L (P) PAPER
 

¢, Q RECORDS CENTER
 __ (V) VIDEO TAPES __ (F) MICROFILM 

(M) MICROFICHE 

STATUS:
 
~ OPENED __ CLOSED (No longer generated within department)
 

RECORD SYSTEM: RECORD SERIES:
 

S G C 

DATE:REQUESTED BY: 

DEPARTMENT: DfYISION: 

BOROUGH ATTO 

-L APPROVED FOR LEGAL SUFFICIENCY 

DENIED 

DATE: 

RECORDS MANAGEMENT USE ONLY 

DEPARTMENT

aN 
COMMENTS: 

DfYISION: 

A1J!l1 

M,y 30, 1995G:\HOME\WP51\RECORDS\FORMS\RETEN.R?T 



-- --

--

--

--

KPf ECORDS RETENTION SCW ULE
,qn!~j REVISION REQUEST . 
IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER: 

~-YES 

PAYZ ,;<l.j

NO (If no, provide records series number you wish to revise)
 

YEARS RETAINED MEDIA: 

1 __ (A) AUDIO TAPES ~(P)PAPER 

6 

OFFICE 

(V) VInEO TAPES (F) MICROFILM 

7 

RECORDS CENTER 

(M) MICROFICHETOTAL 

STATUS:
 
OPENED __ CLOSED (No longer generated within department)
 

RECORD SYSTEM: RECORD SERIES: 

ACCOUNTING DIVISION ADMIN-PAYROLL WORKMAN'S COMP YEARLY AUDIT 

DESCRIPTION: 

FISCAL YEAR END WORKMAN'S COMPENSATION TOTALS FOR YEAR END 

AUDIT. 

REQUESTED BY: DATE: 
ROBIN L. ADAMS 04/22/96 

DEPARTMENT: 

FINANCE 

DEPARTMENT HEAD: 

LAWRENCE A. SEMMENS 

./ APPROVED FOR LEGAL SUFFICIENCY 

DENIED 

COMMENTS: 

DIVISION: 

PAYROLL 

DEP;)R'IMENT HEAD SIGNATURE: 

r/alJarvrJl\i l&

BOROUGH ATIORNEY USE ONLY 

DATE: 
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MEDIA: 

KPI ECORDS RETENTION SCH LTLE 
REVISION REQUEST 

IS REQUEST FOR A NEW RECORD SERIES NUMBER? RECORD SERIES NUMBER: 

YES 
eLK53 

X NO (If no, provide records series number you wish to 
revise) 

YEARS RETAINED 

1 OFFICE (A) AUDIO TAPES X (P) PAPER 

99 RECORDS CENTER (V) VIDEO TAPES (F) MICROFILM 

100 TOTAL (M) MICROFICHE 

STATUS: 
X OPENED CLOSED (No longer generated within department) 

RECORD SYSTEM: RECORD SERIES: 
Agenda Packets (Assembly & Board of Equalization) 

Subject filing system Resolutions & Ordinance Backup 

DESCRIPTION: 

To change the retention of this record series number and to add the Board of Equalization packets to this record series number. 

Staff reports, letters and other materials submitted to the Assembly and Board of Equalization. Documents filed behind the 

the related ordinance or resolution number, or filed in agenda or appeal packets. 

REQUESTED BY: DATE: 

Shirley Olsen, Deputy Clerk April 11, 1996 

DEPARTMENT: DIVISION: 

Clerk's Office Administration 

DEPARTMENT HEAD: DE1LTMENT ~AD SIGNATURE: 

Gaye J. Vaughan, Borough Clerk ~ CV L _/',..A
I -f""( 11 • 1 "
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