
""" 'I 
, KPB RECORDS RETENTION SCHEDULE . 

' : ·,~ t ·,,;:" :c-- ,•,-.-' : ')o.;~~ , 0 --·· '·"•' • •>. _.._ • · ·· · .- REVISION:.REQUEST' ". " ~ •• • : -.,..~. ' ·- ~ - .... : ... • ,. ·-· , <; • v·-; ,.._ <'·' - , ... ···-

Is .request for a New Record Series Number? Record Seri~s Number: ·: ' 

Yes CLK-16 
X No (If no, provide record series number you wish to revise) 

Years Retained: .. Media: .. 

[l]C · . Office (A) Audio Tapes X (P) Paper 
[5]6 " Record Center (V) Video f.apes . ' {F) Film 

. 6 Total· {M) Microfiche (E) Electronic 

Department of Record: Record Title: 

Clerk's Office· ELECTED/ APPOINTED DISCLOSURE FORMS 
. ' . . 

Add condition to the record,series description: .. Description: .. 
.. .. 

C =- notice of intent to do business shall be keQt on. file· with the borough. clerk until an~ . " 

·business or ·contractu a I relationshiQ in connection"· with the notice . is . comQieted. 
2.58.050(C)(4). 

Change years retained as noted above. " . 
Requested by: Colette Thompson,- Borough Attorney :·. . Date: . -· 03/30/16 .. 

.. 
DEPARTMENT DIRECTOR/MANAGER USE ON'LV · · .· 

/. " Approved (Departmental needs are inet) . . Director/Manager Name: 
Denied o Insufficient Retention DEX'cessive Retention .. 

.. 
(Print Name) 

.. 
Comments: 

I ~ A -... 
Signatur .. '- .. / /..,._ 7S IL~ ,t," ~ '/ Pate: 7-.B-/b r· ' 

"V BOROUGI\ATTORNEY USE ONLY "" .. 

/ Approved (Legal needs are met) : Borough Attorney: 
"" 

Denied 0 Insufficient Retention OExcessive Retention ~/elk __ -rh OJM.-/J SOJIG 
-" • " /[Print Name) 

Comments: 

~~ 

Signature: ~/ "Y'V'+-" 7~ Date: -::;_ -U-IC, 
'" v .. _RECORDS MANAGEMENT USE ONLY. . 

' 
Resolutiol'! Number - t • Records Management Softwa~e Updated 
Date Approved by Assembly· 

Comments: 

Signature: 

Approved by Resolution 2015-045 
" October 27, 2015 

•" 
Revised Retention Schedule Distributed 

Records Manager: .. 

(Print Nama) 

Date: 

' 

, . 
... 

.KPB 

.. 



KPB 'RECORDS. RETENTION SCHEDUL.E 
~. . . . ., .. , ... , ... · .. _,.,. .... __ 

'REVISION REQUEST 
Is request for a New Record Series Number? · Record Series Number: 

Yes CLK-17 
X No (If no, provide record series number you wish to_revise) .. 

Years Retained: .. Media: 
C+l ·office (A) Audio Tapes ·x (P) Paper 

. . 

Record Center (V) Video Tapes .. · . (F) Film 
1.' Total '· (M) Microfiche (E) Electronic ., 

Department of Record: •• :·· ! 
., 

' Record Title: 

Clerk's Office: .. ' License.and Permit Administration 

Description: Since enactment of KPB·Chapters 7.2~land 7.30 regarding the processing of state 
marijuana license applica.tions, need to change record series description to read: 
Alcohol[ic] and Marijuana Contrpi'(Bo.ard] Office licen.se,applicat_ion~:(liquor and·mariiuana 
license~; restaurant designation permi~s; G~mes of Skill_ & Chance permits .. . . 

C =Expiration of permit/license. 
.. , . ' '.- ' 

··lt( ,H\ .. ' ,. 

· Requested by: Mich~leTurner, Records Mahagel ' ~IV· Jf>ate: 06/28/16 

DEPARTMENT DIRECTOR/MANAGER USE ONLY;. 
0 Approved (Departmental needs are met) ' Director/Mar1~ger Name:. 

Denied 0 Insufficient Retention OExc~s5ive Retention I .. 
(Print Name) 

Comments: 

" - . •· . ,· , 
Signature: .L './...L 6_ V'·- .t ~- -~~ r Date: . 7/P/1/:, · 

v .. 
BOROUGH AlTORNEY USE ONLY 

V' . Approved (Legal needs are met) Borough Attorney: 
~sc>J Denied 

-~ ' .. 
6/e-fh:_ . 0 Insufficient Retention OExcesslve Retention. . . 

IPrintNameJ 

Comments: 
'· 

.. 

sigriatu re :, . 61~ ~\LL.I A . , .·. Date: 7--ll-'1 (, 
v . RECORDS MANAGEMENT USE ONLY .. 

. Resolution Number Records Management Software Updated 
· Date Approved by Assembly 

Comments: 

Signature: 

Approved by Resolution 2015-045 . 
October 27, 2015 

.. 

.:· 

· Revised Retention Schedule Distributed 

Records Manager: 

(Print Name) 

Date: -

.. • 

' 



. 

-
.. ... -· .. _ KPB. RECQRQS RETENTION SCHEDULE ... .-,, . . ~. - -: : ~- . .. _ .. 

>. REVISION REQ_UES.r . . 

Is request for a New R~corcl Series Number? Record-Series Number: 
Yes 

PWK-o1 thru PWK-13 : 
X No (If no, p~vlde record serles·numb.er you wish to revise) ' -

.. 
Years Retained: ,. Media: 

Office ·(A) Audio Tapes X (P) Paper 
Record Center {V) Video Tapes (F) Film 
Total (M) Microfiche € Electronic 

Department of Record: Record Title: 
Currently: Capital Projects various 

. :Re..-Assfgn·to.Purchaslr.ig and Contracting; D~pt. .. 
Description: '• 

Since enactmentof Ordinance 2016-13, incorporating the Capit'al Projects Department irit~ the Purchasing 
and Contracting Department, their records should be handled In the same. fashion. 

•' 

.. 

Relocate Capital Pr~jects record series PWK-01 through PWK-13 under Purchasing and Contracting 
Department in the retention schedule. (!,/ IJl\ 

-
.. 

.. 

Requested by:: Michele TL!rner, Records Manage~- IJI ~/_Date: 0'6/29/16·,· --
·- .. . .. . .. 

. . . . DEPARTMENT DII~_ECTOR/MANAGI:It USE ONLY 
,/ Approved (Departmental needs are met) 

.. ·. 
orreci:or/IVian~ger Name: · · ·, ·. 

Denied· --o ·Insufficient Retention DExcessive Retention VALE' N'!l "! /)- . S'U..S -m-l ~ 
. . .... .. (Print Name) .. 

Comments: 
.. 

n·; /JJ )52_ ~- ..... ,...-._ .. ,.... 
--.·\ ·(/. (~f?,Y ~ /-' ) 

.. 

~'!?'} '~:. Signature: Date: -·- •.. -

.• 
-~ORO~GH ATTORNEY USE 9N.LY 

/ Approved (Legal needs ~re met). _Bor9ugh Attorney: . · _ ~ · 
Denied D Insufficient Retention DExcesshie Retention . · -Co /_e:re.. ~- 0 y?~t~amel . ·· -

.. 

Comments: 

........ A .. 
/A-?-_,/1'\.,.) 7\• ]/AA, ~- ---- . . 

-7: 1/-'t ~ .. Signature: V"i>fP' . v~ Date: .. 
... ~ .. .. -· . . . . . .... -- . 

-RECORDS MANAG.EMENT USE ONLY 
.. 

. . ·~ 

Records Management Software Updated · 
'. 
Resolution Number 
Date Approved by Asse!llbly 

Comments: 

Signature: 
,. ......... .. ' 

Approved by. Resolution 2015-045 
October 27, 2015 

..... 

.. R~vised Retention Schedule Distributed 

Records Manager: 

[Print Name) 

-
' . 

Date: 
.. ... .. . .. 



KPB RECORDS RETENTION SCHEDULE 
•·.···· ... , .... , .... , .. 

··c•:- .-- .... " · REV,S_ION REQUEST ._,... .. ;>:-·-.,_ ... -."!. ',. •• .. •' ., .-

Is request for a New Record Series Number? Record Series Number: 
X· Yes _ .. 

PLN-23 
No (If no, provide record series number you wish to revise) 

Years Retained: Media: 
c Office (A) Audio Tapes X (P) Paper 

Perm Record Center -.*PERMANENT** (V) Video Tapes {F) Film 
Perm Total .. (M) Microfiche : (E) Electronic 

Department of Record: Record Title: 

Planning Department MAPS & DRAWINGS 

Description: Current retention-schedule does not reference maps· and drawings for Planning 

Department. Add new record series; description to read: 

MaQs, drawings and as-builts. 
. . 

C = Reference COQies rna~ be diSQOSed after administrative need is met. 
-. ,, -· ------ - .. 

~-,\ . f 

d!Jl 
- .. -

. .. . .. )' 

'"----
Requested by: Michele Turner, Records Manag\t I V' / Date: 07/08/16 

\ DEPARTMENT DIRECTOR/MANAGER USE ONLY 

X Approved (Departmental needs are met) Director/Manager Name: 
Denied 0 Insufficient Retention 0 Excessive Retention Max Best 

(Print Name) 

Comments: 

-

~..--v-.4-~~~ 
-

Signature: Date: 7-8- 2'o/cG1 ' 
-' 

y .. v BOROUGH ATIORNEY USE ONLY 
v _Approved (legal needs are met) Borough.Attorney: . rJ 

Denied 0 Insufficient Retention· OExcessive Retention 6/-elfL· ~s~ 
.. .. • (Print Name) : 

Comments: 

-Signature: /~~A .d~ .. -Date: 2 Il-L& 
_. (/ RECORDS MANAGEMENT USE.ONLY 

Resolution Number Records Management Software Updated 
Date Approved by Assembly 

Comments: 

Signature: 

Approved by Resolution 2015-045 
October27,2015 

Revised Retention Schedule Distributed 

Records Manager: 
., 

(Print Name) · 

Date: 

.. 

-

-

-


