
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. 
Page 1 of 1 

Agency 
Town of Princess Anne 

Division/Unit 
Public Works 

Item 
No. 

Description Retention 

1 

2 

Records of Public Works 

Special Trash Collection Records 

Landfill Tipping Fee Receipts 

Retain for 18 months, then 
destroy. 

Retain for one year after receipt, 
then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 

Date 

Signature 

Januarv 16. 2015 

9^ 
Typed Name Tracv Granqier 

Title Public Works Director 

Schedule Authorized by State Archivist 

Date '2>"\'i^rf 

Signature lut. 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVEWTORY 

P A G E _ I _ OF 

1. Department/Ajency 

'low o f "Pr. nofg flftftd 
DEFINITION - RECORD SERIES: A group of related records nonnally filed and used as a un t for reference as well as retention and disposition purposes, 
t. RKOTd Series Title S Eattesi Year/Latest Year 

6. Record S«ne» Oesciipten (Briefly desOTbe the types of informatron/documenta/ronra found in tt>B series. Indude Iht purpoee or function of the series.) 

7. Recon) S«ies Formate) Lislall 

^ t l e r S 

D Legal Size 

DAudbTape 

Q Beunil Book 

0 Other {specByL 

DMicmflra 

3Com[HjterTapc 

0 Floppy Disk 

D Video Tape 

8. Record Series Sequence 

D Alphal>elicel 

0 Nomerical 

^^g^hronologlcal 

a Qaogrwhlcal 

D Other (•pecifyl 

File Drawerfs) 

D Microfilm RaeHa) 

0 ConvHiler Tape(s) 

a Other (specify) 

10. Annual Accumulation 

a File Orawerts) 

^ 3 MiecolilmReeKs) 

n Computer TBpe{s) 

^ . t ^ (specify) vj^tyf-j^lol^ 
11. File IS Used 

D Daily D Monthly 0 Annually 

12. File Becoines Inactive After 

0 Montlifs) X Year(s) 

13. CunenlLocstion(s) (Bids.Floor, Room) 14. Is RecOTd Series DufMicated Elsewhere? (If yes, specify agency or ofHce.) 

Yee X . No 

15. AooaesRestrictione(lfYas,citeUw(s)&ReguMion(e) 

0 Yes a None 0 State 0 Federal >Elndependent 

17. I« an Index System used? If yes, explain twiefty and descritM requi 

D Yes 

18. Recommended Reterrtion 

^ . o 

19. Name and Title of Preparer 20. Telephone Hum 

ID ^ / ^ » 3 

DOS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS IVIANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS IVIANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGF OF "2 

1. Department/Agency 2. Divwon 3. Unit 

i 

DEFINITION - RECORD SERIES: A group of related records normaHy filed and used as a un t for reference as well a$ retention and disposition purposes. 
4. Record Series Trtle 6 EattMl Year/Latest Year 

6. Record Series Description (Briefly describe tt»e types of infomwttortfdocumenta/fonns kiu^cl^the series. Indude ttw purpc»e or function cf the series.) 

7. Record Swias FonTal(e) List all 

D Legal Size 

OAudbTape 

D Bound Beck 

DOiner{specilyl. 

OMicrafim 

3 Computer Tape 

D Floppy Disk 

n Video Tape 

8. Record Saries Sequence 

D Alphabetical 

0 Numerical 

Chronological 

0 Geographical 

0 Olher (jpecify) 

7< 

J{ FlleDtaiverls) 

D Microfilm RaeK') 

0 C»mBgterTape(s) 

0 Other (speclty) 

10. Annual Accumulatton 

n File Drawerts) 

: MicroTilm ReeKe) 

n Computer Tape(s) 

) ^ other (specify) 4»t^ ld l 
11. File is Used 

0 Daily aweeltly Monthly D Annually 

12. File Becnmes Inactive After 

DCM°I*><(<) " Year(a) 
tiber ^ 

13. CurrenI Location(s) (BIdg.. Floor. Rocm) U. Is Record Series Duplicated ElsewneiG? (If yes, specify agency or otllce.) 

D Yes <̂jf Mo 

D Yes ^ N o 

16. Audit Requirements 

0 None D State D Federal ^ ( independent 

17. It an Index System used? Kyas, explain briefly and daccritwrequirementt 

D Yes ^ N o 

18. Recommended Retention 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

DOS SSO-1 (Rev. 1/93) 


