/Foﬁm HRRM 1 : ( ;Q.JEST FOR RECORDS RETENTIONC§ JJLE L ‘lscusouu- ' e

8.60 NO C’ et
Hall of Records , Yo be Submitted to the Records Management Division
Commission Hall of Records Commission i: ';GE !

| I.Requesting Agency - MONTGOMERY COUNTY

2. Division or Bureau of Requesting Agency
DEPARTMENT OF PUBLIC SAFETY

DIVISION OF FIRE PROTECTION
3. Authorization Requested (Check only one of the squares below).

Dispose'o‘f presé}it -aéchmulotion. No.i.. . Establish retention schedule for re-

additional accumulation is antici- cords for which there is a continuing

poted. Records have ceased to have value accumulation. The records will cease to

to ‘warrant .retention. ... ... " have value to warrant their retention after
‘the period of time md:cated

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4, T - 5. Description of Records 6. Recommendation

ltem Describe records cccurately Include title, form number, size of documents, of Hall of Records

N work or activity to which .the records . relote inclusive dotes and quantlty and Board of Public
o- {cubic or linear feet).. Show recommended retention period. Works.

L SUSPICIOUS NAHE FlLE

.- Dates: 1954 -
C . Slze: 3. x 5 cards
'3:_. Form Number. FH-‘S, FN-Z' )
.. _File Arrangement: - Alphabetical by name
-Quant!ty‘ 1 linear foot

These files (FM-l9 for adults, ‘and FM- 21 for juveniles) contaln the
name, address, personal description and occupatlion, and the location
| and date of the flra with which an Individual was connected In
‘ cases In which the Fire Marshal believes that there were suspicious
clrcumstances connected with the flre. There are also remarks on

the card covering the connection between the person ldentlﬂad and
‘the ﬂre. .

APPROVED
HALL OF RECORDS COMMISSION

RECOMMENDATION: asmm rgmuamu;'
2, | ANSPECTION AND COMPLAINY RECORD

. Dates: 1955 —-
- -Slze: W x 6" cards
Form Number: FM-11

*_ Flle Arrangement: By type of bullding, then alphabetical
Quantlty' 6 linear feet

This is & card file of all bui ldings subject to Inspectlon from
which Individual inspection assignments are made monthly. Once
these assignments are determined, the Occupancy Form (FM-3 or FM-5,
‘Ytem 3) Is pulled and retained by the Fire Inspector until his
‘Inspection Is complete. The Fire Code requires at least a yearly

7. Agency, Division or Bureau Representative

QO s St . ¥ T Meesmal O 9{29] 64

Signature Title
ichedule Authorized as Indicated in Col. 6 by Hall of

Date

Disposal Authorized os Indicated in Col. 6 by Board of
Public Works.

?2‘ ;'EE/ h\w < (?NQJ/ c' CAUG 15 1961 > O/aéccl’(l.//%

Archivist Date Secretary

ords Commission.
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. 5. Description of Records
" Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote ‘inclusive dates and quantity
{cubic or linear feet). Show recommended retention period. ,

. 16. Recommendation

of Hall of Records
and Board of Public
Works. -

lnspéétioﬁ of all non-single residence bulldlngs..but due to lack

" of manpower It Is Iimpossible to comply with this requirement. Con-

sequently, certain buildings, such as office bulldings and certain
commercial and industrial “buildings considered to have.a light .
hazardous occupancy use are-inspected less frequently, and the In-

_spection and Complaints Record forms for these bulldlngs are filed

separately by area.;-

RECOHNENDATION' RETAHI FOR THE LIFE OF BUILNNG AND THEN DESTROY

LIGHT AND HODERATE HAZARO OCCUPANCY RECORD

"_-'.Dates- )955 -— e 4‘;.».
"+ Form Nlmber- m_3’ m_s

ﬁf~Flle Arrangement. By fire tax areas, then aJphabetlcal-l

‘ 1y and numerlcally by street
3 Qpantlty.v 16 f!le drawers‘ K

1hls flle, which also sncludes a small number of High Hazard Occu-

pancy. Forms (FH-S). provides a ‘record of all commercial buildings in B

APPROVED
HALL OF RECORDS COMMISSION

Montgomery County, lncluding schools, theaters, restaurants, churcheé. ::f;, ,'v-

and all apartment bulldings with more than four units. Mo single '
reslidencies or small apartments are included. The front of the

form contains all necessary ‘descriptive Information’ about’ the: bullé;f;ff“”"'f

Ing, including its size and type of construction. The reverse side:
contalins space -for !nformation obtained on regularly scheduled in-;“
spectjons of the bullding by the F!re Narshal - There. is room for’

20 individual Inspectlons on each form so: that one form may suffice“

for :seven. to twenty years, depending oh the number of inspections
required annually. - "Any’ correspondence ‘pertaining to the partlcular
bulldlng Is also filed In the foider with’ these forms ..

| RECOMMENDATION: RETAIN WHILE CURRENT AND FOR THREE - 'ITMS_‘D!ER& o
‘ : APRPI'IROVED BY
PUBLIC WORKS

AFTER, AND THEN DESTROY.

)

FIRE REPORTS . » + | BJARD :(F

Dates: I956 -— o SURE -
Form Number: FM-2 ‘ : ' AUG

Quantity: 4 file drawers

15 1961
File Arrangement: By fire department, they monthly -
/é"‘\l/wx 970/{-%

Annual Accumulation: | file drawer

SECRETAég%A

When a Fire Department returns from a call it reports on the fire
to the Central Fire Alarm Board. The latter organization prepares
a Fire Report giving details of the building or vehicle fire, in-
cluding the amount of loss and the cause of the fire. These re-
ports are sent to the Division of Fire Protection and used to pre- .
pare the Monthly Sumnary of Fire Reports (item 6).

RECOMENDAT!ON:_ RETAIN FOR FIVE YEARS (ONE YEAR IN OFFICE, FOUR

YEARS W COUNTY RECORD CENTER) Nl? THEN BESTROY.
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5. Description of Records
- Describe records occurotely Include title, form number, size of documents,
work or activity to which the records relote inclusive dates, and quontlty
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public

- |Works. -

’-. DAILY REPORT FOR FIRE MARSHAL'S OFF!CE

| Is reported, the name of the dispatcher, 'the location and nature of

Dates. 1952 - K
File Arrangement: Chronological
_Qnantlty. -} Cubic Foot

Th!s is. a report prepared by the Central Flre Alarm Board which is .
sent to the Fire Marshal's Office. :It is a dally listing of all
fires responded to. by each Fire Company, giving the time the fire.

the fire, and the companies which_ responded ‘to the fire. - The Fire

Marshal's Office Investigates certain ‘types of fires and notes on °

the report the approximate loss and the cause of the fire.
RECOMMENDATION: RETAIN FCOR FIVE '!EA.RS A.ND THEN DESTROI°

HONTHLY SU)MARY OF FIRE REPORTS . :

FIRE !NVESTIGATION REFERENCE CARD

" pates: - 1956 --',
Form Number: FM-21A . .
File Arrangement° By Flre Department then monthly

The Monthly Summary of Fire Reports ls prepared from the individual.
Fire Reports (item 4) submitted by the lentral Fire Alarm Board and
Is used primarily for a monthly report by the Fire Marshal to .the
County Manager, copies of which are found ‘th the General Corres-
pondence file (Item 9). It contains a summarization, by fire de- .
partments, of the nature.and cause “of fires and the loss ‘to bulld-
ings and thelir contents.. The Monthly Summary is filed together
with- the dally Flre Reports for each department. S

RECWENDATIW' ‘ RETAIN FOR FIVE YEARS (ONE YEAR IN OFFICE AND FOUR
YEARS N COUNTY RECORD CENTER) AND THEN DESTR(N

Dates- lSSh —
Form Number: FM-18, FN-20
Size: 3* x 5" cards

- File Arrangement' Alphabetical

The Fire Code requires that.all fires of a susptcious nature, fires
involving loss of life and fires Involvlng large property loss, be
investigated by the Fire Marshal. This is a card fi

~ APPROVED
HALL OF RECORDS COMMISSION

ot 0 196

tion obtained by the Fire Marshal's staff at the sce
The file contains the name of the building owner, t
date and cause of the fire, and the loss involved.
‘reference when suspicious fires occur in the same neighborhood and
for other special purposes. The Occupant Card (FM-24) is prepariﬁG
and filed separately when the occupant of the building is not the

XOVED BY
PUBLIC WORKS

15 1961

RECONENDATION' RETAIN FOR THIRTY YEARS AND THEN DE?TROY‘ ---------------

A gzygocégqu

SECRET

l




3
.

Assoclation, insurance companies, and. ‘manufacturers dealing with -

Dates. 1950 -:‘ R
‘Quantity: ‘2 file drawers .
Annual -Accumulation: '} Linear foot
flle Arrangement‘ Alphabetlcal

This ls a file of correspondence wlth County departments and
agencies, . the Board of - -Education, - the Mational Fire Protection

different types of fire protection equlpment.(

RECOMMENDATION: RETAIN FOR FIVE YEARS AND THEN DESTROY

ssusm. CORRESPOMDEMCE | . = -~ = ° = .

% F°“7'e“§o’§” S (( QbEST FOR RECORDS RETENTION $o-ax\ ,}LE ’C“"’"“ - 196
".":L;;i':;::’d' . ~ (Continuation Sheet) :;GE 4
4 5. Description of Records "~ .|6. Recommendation
g Descrlbe records accurately. Include title, form number, size of documents, of Hall of Records
l’ work or activity to which the records relote inclusive dotes and quonhty ond Board of Public
NG. (cubic or linear feet). Show recommended retention period. Works.
8. | ANNUAL LICENSE FILE OF mimbous OCCUPAT 1ONS .
Date: :Current | ~:;;f ﬁp“ :
- Slze: 3% x.5%-cards : .
" File Arrangement: A!phabetlcal =3
Quantity: I ‘Linear foot T %)
Annual Accumulatlon't ﬁegliglble o : '&;’
...... -
This file is a record of buslnesses and instttutions havlng a high 53 E%
hazard operation or hazardous storage condlitions on the premises - <
and which require annual.-licensing under-Section '84.5 of the Flre. ol
Prevention Code of Montgomery County. Also included is a list of o= o=
companies . {except the fire departments) which repair or recharge.: a S
fire extingulshers ‘for 'a fee. The Fire Marshal Inspects those ~ o 2
businesses and lnst!tutlons and then lssues a license. for hazardous <
. occupation. ./’ _ ‘ ' )
: . ) ¢ —
i RECOHHENDATION' "RETAIN CARDS WHILE CURRENT OR FOR THREE YEARS, =
o WHICHEVER 1S LATER, AND THEN nssmov -
Y

APPROVICD BY
BCARD CF PUHLIC WORKS

AUG 151961

Mt ek, .

=




