KPB RECORDS RETENTION SCHEDULE

Is request for a New Record Series Number? Record Seriés Number: - .
__Yes : , CLK-16
X NO {if no, provide record series number you wish to revise) .
Years Retained: Media: : .
[1]C . Office (A) Audio Tapes X  (P)Paper
[5]6 .-Record Center (V) Video Tapes (F).Film
.6 Total - (M) Microfiche (E) Electronic
Department of Record: Record Title:
Clerk’s Office ELECT! ED/APPOINTED DISCLOSURE FORMS

Descnptlon Add condltlon to the record series. descrlptlon

C = notice. of intent to do busineés shall be kept on. file‘ with the borough. clerk until any |
- business_or_contractual relationship in connectlon W|th the notice .is . completed. KPB

2.58. 050‘CN4)

Change years retained as noted above

Requested by:  Colette Thompson, Borough Attomey

DEPARTMENT DIRECT OR/ MANAGER USE ONLY

Date: 63/30/16

/ Approved (Departmental needs are met)
Demed a lnsuﬁ‘ cient Retention DExcesslve Retention

Dlrector/Manager Name

) (Print Name) .-

. Comm,ents.

Denied ' O Insufficient Retention  OIEcessive Retention

Signatur: Date: = 7 - & / b . :
‘ e —————
' B . BOROUGI‘A'ITORNEY USE ONLY '
.~ Approved {Legal needs are met) ~ Borough Attorney:

Co/aﬁa “Th omp son. -

(Pﬂnt Nama})

Comments:

MWW

Signature:

Date: _ — //.;/Q

RECORDS MANAGEMENT USE ONLY.

Resolution Number

Records Management Software Updated

Date Approved by Assembly Revised Retention Schedule Distributed
Comments: Records Manager:
' {Print Name}
Signature: Date:

Approved by Resolution 2015-045
- QOctober 27, 2015



KPB 'REACORDS RETENTION SCHEDULE
* REVISION REQUEST

Is request fora New Record Series Number'? - .| Record Series Number: - A
Yes S - : . CLK-17
X NO (if no, provide record series number you wish to revise) i . - .
 Years Retained: - L Media:
~ C+1  Office S o ) (A)AudioTapes ..~ X _ (P)Paper .
- Record Center S o (V) Video Tapes . (F)Film
1 Total B .o g (M) Microfiche (E) Electronic
Department of Record: v v« | Record Title: :
Clerk’s Office. = - o » License.and Permit Admmlstratlon

Description: Since enactment of KPB Chapters 7.20'and 7.30 regardmg the processing of state
marijuana license applications, need to change record series description to read:
Alcohollic] a and Marijuana Control [Board] Office license applications (liquor and mar||uan
I|cense_), restaurant de5|gnat|on permlts Games of Skl" & Chance permits.

/4/|

- Requested by: Michele Turner, Records ManageU /ﬁate -_06/28/16

— N
DEPARTMENT DIRECT ORIMANAGER USE ONLY.
\/ Approved (pepartmental needs are met) ; Director/Manager Name:
Denred O Insufficfent Retentlon I:lExcessive Retentlon ! :

C= Expiration of permit/ Iicense

' {Print Name)

Comments:

Signature: —7 ; ¥ y . 7/?//5

, ' BOROUGH ATTORNEY USE ONLY
/ - Approved (Legal needs are met) | Borough Attorney: |
Denled O Insufficient Retention  ClExcessive Retention. | Cofetfe Wfﬁ‘*/ ’
o (Print Name)
Comments:
Signature:. W W - Date:  T/—//-1b _
' , RECORDS MANAGEMENT USE ONLY
. Resolution Number : : Records Management Software Updated .
‘Date Approved by Assembly - ' -Revised Retention Schedule Distributed
Comments: S Records Manager:
(Print Name}
Signature: I S - ' Date: -

Approved by Resolution 2015-045 .
October 27, 2015



a _KPB_.RECORDS RETENTION SCHEDULE _

- REVISION REQUEST _
Isrequest fora New Record Serres Number? . Record Series Number:
- Yes : o : PWK-01 thru PWK-13
X . Nous no, provlde record serles number you wish to revise) [ I
Years Retalned: ' \ } Media: '
Office : coe ' {A) Audio Tapes X __ (P)Paper
Record Center - {V) Video Tapes. ___ (F)Film
. Total ' ‘ o - - (M) Microfiche € Electronic
‘Department of Record: Record Title: ‘
Curreitly: Capital Projects - -+ various
_Re-Assign to Purchasirig and Contractmg Dept. ' Co - .

Descrlption

Since enactment of Ordinance 2016-13, incorporating the Capital Projects' Department into the Purchasing
and Contracting Department their records should be handled in the same fashlon

. Relocate Capital Pro;ects record series PWK-01 through PWK-13 under Purchasing and Contractlng
- Department in the retention schedule . /' / &\ .

Requested by: Mlchele Turner, Records Manage VDate 06/29/16 L ‘ L ]

DEPARTMENT DIRECT OR/ MANAGER USE ONLY

/ Approved (Departmental needs are met) ) Dlrector/ Manager Name

Denijed El_lnsul_’ﬁclent Retention  [CIExcessive Retention _ VALQ ”’77”4 ) M—-S_T%‘/ 'fﬁ’

{Print Name)

Comments:
- (LS s
Sgratre: L 0 (NPT Z S S/ i ) 5
_ E BOROUGH ATTORNEY USEONLY -
i Approved (Legal needs are met) ' Borough Attorney:
Denled 0 insufficlent Retention CIExcessive Retention CO /67‘7’6_ 7% 0/”'}? «5"7\/
| - .. : I rint Nama) - -
- Comments:
“Signature: . hM) 7W " Date: 7 // /Q
’ , RECORDS MANAGEMENT USE ONLY '
_Resolution Number . , ) Records Management SOftware Updated
Date Approved by Assembly . Revised Retention Schedule Distributed
Comments: . - Records Manager: '
(Print Name)
' Slgnature R , ‘ l‘D_a.t.e:A_'.

Approved by Resolution 2015-045
October 27, 2015



KPB RECORDS RETENTION SCHEDULE
REVISION REQUEST

Is request for a New Record Series Number?

Record Series Number:

PLN-23

X Yes
NO {If no, provide record series number you wish to revise)
Years Retained: Media: o _ ‘

C  Office E (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: R

Planning Department MAPS & DRAWINGS

Maps, drawings and as-builts.

Description: Current retention schedule does not reference maps and drawings for Planning
Department. Add new record series; description to read:

i

[

C = Reference copies may be disposed after administrative need is met.

3y

i ' ,
Requested by: Michel;rgrner, Records Managh} g/) V7 ‘Date: _07/08/16

' DEPARTMENT DIRECT OR/ MANAGER USE ONLY

X Approved (Departmental needs are met)

Director/Manager Name:

Denied 0O insufficient Retention  CIExcessive Retention Max Best
{Print Name)
Comments:
Signature: ‘77744_[ TP e A — Date: _ gz E ,
BOROUGH ATI'ORNEV USE ONLY :
,/ _Approved (Legal needs are met) Borough Attorney:
Denied 0O mnsuffi cient Retention DlExcessive Retention Calettc - m (!a
i . {Print Name) -
Comments:
Signature: gm %»%_1_/ Date: F—i1- 6
} (/ . RECORDS MANAGEMENT USE ONLY

Resolution Number

Records Management Software Updated

f Date Approved by Assembly Revised Retention Schedule Distributed
Comments: Records Manager:
{Print Namo) -
Signature:

Date:

Approved by Resolution 2015-045
Octaober 27, 2015



