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FILING 

To maintain an orderly and efficient system for storing records of a Service Center, the following files are to be set up 
in a four-drawer file cabinet. These files are to be maintained daily and purged yearly. The purged files are then moved 
to a storage area and maintained in the same order. Dispose of according to P&P #1904, Guidelines for Retention of 
Files and Records. 
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You might need to add additional files for your Service Center or delete others. For Example a Lawn Service Center 
would not need Pest Prevention or Termite Files. 


	Policy Owner:

