DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
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Agency Division/Unit

Town of Princess Anne Public Works

Item Description Retention
No.

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 d/—‘7 M-

V4 /4
Typed Name Tracy Grangier

Title Public Works Director

Date
January 16, 2015

Signature

Schedule Authorized by State Archivist

I-18-19

U




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
410-799-1930

AGENCY RECORDS INVENTORY

PAGE_____’__ OF _L

1. Department/Agency

/rwnog)rl N ¢SS \04\0(,

2. Division

%\-C\UO kS

3. Unit

4

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a un

t for reference as well as retention and disposition purposes.

4_Record Series Title

Solrd Waste

5. Earfiest Year/Latest Year

o 2013

6. Record Series {

iption (Briefly the types of infe

Landfil Tippiiig Fee. Kacaipts

found in the series. Inciude the purpose or funclion of the seres.)

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
X File Drawer(s)
0 Microfilm Reel{s)
Xpﬁer Size 0 Microfim 0 Aiphabetical l
0 Comouter Tape(s)
D Legal Size 1 Computer Tape 0 Numerical Number
§ Other (specify),
0 Audio Tape 1 Fioppy Disk XChronologk:aI
{1 Bound Book {} Video Tape . 0 Geographical 10. Annual Accumutation
1 Fite Orawer(s)
Dother (specify) B Other (specify)
l 7 Microfilm Reeks)
N Computer Tape(s)
Number
e File $5 ol v~

11.  File is Used

D Deity %‘/eek!y

0 Monthly 0 Annually

12.  File Becomes Inactive After

.___,._ 0 Monthis) XYear(s)

13. Currenl Location(s) (Bidg.. Floor, Room)

Tl s-Floor- T b Room

Number
14. I1s Record Series Dupiicated Elsewhere? (If yes, specify agency or office.)

)(No

8 VYes

15.  Accees Restrictions (If Yas, cite Law(s) & Regulation(s)

)00

0 Yes

16.  Audit Requirements

0 None 0 State 0 Federal Independent

17, Is an Index System usad? if yes, explain briefly and describe requirements

>(No

D Yes

18.  Recommended Retention

| )/Qa,r—'

19. Nome and Titie of Preparer

BWMQ
Ewn N\w\argir

20. Telephone Number

o6 -1918

21. Date

o haborz

DGS 5504 (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 MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE L OF L‘_

1. Department/Agency 2. Division

Town of Panezes e

3. Unit

:?wblic \Uor Ks .

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

I d Waste

5 Earfies! Year/Latest Year

o 20>

ocia Trach Collection

6. Record Series Description {Briefly describe the types of informationidocuments/forms fougd in the series, include the purpose or function of the series.)

Cord

7. Record Series Format{s) List all

Xgﬂer Size O Microfim D Aiphabetical
0 Legat Size 1 Computer Tape 0 Numerical
0 Audio Tape 0 Floppy Disk % Chrorological
0 Bound Book 0 Video Tape .. 0 Geographical
0 Other (specity) 0 Other (specify)

8. Record Series Sequance 9. Volumc
X File Drawer(s)

0 Microfilm Reeks)

' § Computer Tape(s)
Number

D Other (specity),

10. Annual Accumulation
0 File Draweris)

] Microfilm Reei(s}

N Comptiter Tape(s)
Number

1. File is Used

D Deily 0 Weekly Mmﬂ'ﬂy 0 Annually

X Other (specify) % % H‘ e (
12.  File Becomes Inactive After
‘ Z Monthis) 0 Year(s)
Number

13. Currenl Location(s)  (Bidg., Floor, Rourn)

14. Is Record Series Dupiicated Elsewhere? (If yes, specfy agency or office.)

I Yes XNO

louor\ Yol lsr Floor, £ \cRcom

Accese Restrictions (If Yes, cite Lew(s) & Regulation{s)

D Yes Xm

16. Audit Roquirements

0 None 0 State 0 Federal

>(lnﬂepcndent

17. Is an Index System usad? i yes, axplain briefly and describe requiraments

D Yes XNO

18.  Recommended Retention

):;"f 8 hteen Months

19. Name and Title of Preparer,

“Brenda_Bernton

Towon N\ﬁu\a@er

20. Telsphuns Number

o465 -8 18

21, Date

0124 (20 1%

DGS §50-4 {Rev. 1/93)




