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"ﬁsam WRRM 1 l{ UEST FOR RECORDS RETENTION SCC )ULE
4 (8.60)
Hol : To be Submitted to the Records Mcnagement Dlvmon NoO.
. all of Records

. Commission : Hall of Records Commission :‘;GE 1

1. Requesting Agency _ MONTGOMERY COUNTY 2. Division or Bureau of Requesting Agency

@ rurciasing orFice '

3. Authorization Requested (Check only one of the squares below)

Cc . .
and destroy originals.

Microfilm
. Originals if not microfilmed would be

. B ‘
- E Establish - retention schedule -for re-
retained for the period of time indicated

" cords for which there is a continuing

Dispose of present accumulation. No -
accumulation. The records will .cease to

additional accumulation is antici-

pated. Records have ceased to have value .
to warrant retenhon Dt ‘have value to warrant their retention after
Ca the period of time indicated.
4 | ' - 5. Description of Records . \|6. -Recommendation
Item | - Descrlbe records accurately. Include title, form number, size of documents of Hall of Records
N . ~work or octivity to-which the records relote inclusive dotes and quonhty and Board of Public
o. (cublc or linear feet). Show recommended retention period. -|Works.
V.. | SEALED aws S S R S
Dates. !958 _,_‘ *
- Quantity: 11.€lle drawers e '
L flle drawars

. Annual ‘Accumulation:
“Flle Arrangementz A!phabetlcal by commodlty

Tha Montgomery County Charter and Purchasiug Ordlnance requlre< that
formal written bids be secured prior to the purchase of any commodi-| -~ -
This flle con=

ty or service expected to cost in.excess of $1,000. -~
e

talns sealed blds submitted to the County Purchasing 0ffice.
successful bids are kept In a separate drawer under the title 'Agreeq
Submitted with each bid is the Invitation to Bid form, The |

._ ‘ments.'

' Instruction to Bidders, a description of commoditles or services to

‘be rendéred,‘ together with quotations. A ‘tabulatlon of bids is also
Sealed bids on bulldings

kept In the successful vendor's folder.
~are kept In the safs at tbe Instruction of tha County Manager.

RECOHHENDATION: RETMN ALL FILES FOR FOUR YEARS (WO YEARS IN OF-
FICE, RETIRE TO COUNTY RECORDS CENTER FOR THO YEARS), THEN DESTROY

APPROVED
HALL OF Recomps COMMISSIQN

.OPEN_END CONTRACTS

Dates: 1859 -- '
Quantity: 2 file drawers
Annual Accumulation: | flle drawer

Alphabetical by vendor

File Arrangement:

T included i{n this fiie are contracts for automotive parts, library
books, police uniforms, &and &!1 other commodities for which the

7. Agency, Division or Bureau Representative :
</ W acal. 4,(,% A % /9 l/
% Date

92 i L Care
Signature Title
Schedule Authorized as Indicated in Col. 6 by Hall of i Disposal Authorized as Indicated in Col. 6 by Board of
‘cords Commission . o _ Public Works.
”d\,h ‘ g ‘ SEP 1 8 196 / / ,/
y : {4:
; 7’ Date Archivist - 3 Daote Secretary

~




&4, CORRESPDNDENCE

M e R UEST FOR RECORDS RETENTION sCh.ouLE ~ | ‘&P&.203 " -
H‘g‘q;;::::"" (Continuation Sheet) ' PAGE _ ]
: ' .| wNo. 2
' 5. Description of Records 6. Recommendation
' q’ ' Describe records accurately. Include title, form number, size of documents, of Hall of Records
tem work or. activity to which the records relote inclusive dotes, ond quonhty and Board of Public
. No, (cubic or linear feet). Show recommended retention period. Works.
- 2. | OPEN END CONTRACTS (Continued)
‘| County finds it advantageous to secure a ‘contract provldlng & ﬂxed _ o=
| unit price for a definite period (usually a year). The invitation o
-to-Bld, instruction to Bidders description of commodities, etc. - X
are part of this file.. The. performance bonds of the successful ~ =
bldder are kept ln the safe pendlng cpmpletton of the contract. . o=
w o
RECOMENBATION- RETMH THREE YEARS (TWO YEARS »w OFFICE RETIRE T9 > <
- COUNTY w.r.coaos CENTER FGB ONE YEAR) NID THEN DESTROY e : a
) . l' <_ SV S ey Lo ' .o m
3. ROAD comns T 2 §
_Dates: o5 Lo R TR TA N =
L. flle drawers T - ©
oo <C

Quant!ty'
- Annual . Accmulatlon' 1 file drawer
By road project number

F I !e Arrangement'

The Purchas!ng Offx ce advertlses and awards road contracts (after

recommendations by the Department of Public Works) and issues Pur-
‘chase Orders to authorize expenditure of funds on .the, projects. .

Pubnc Norks and unaccepted bids, ‘
A) RE‘!’MH ACCEPTED ANDIVIDUAL ROAD PROJECT CON-

- INOFFICE, RETIRE 1’0 COUNTY RECORDS CEHTER FOR ONE YEAR). THEN
DESTROY

VEAR), THEN DESTROY

- Dates:‘ 1959 = ’

Quantity: & file drawers .
2 file drawers -

. Annual Accumulatlow
: Fuie Arrangement- Alphabetical

- in- '.'.,.. ’
“cluded in each project file is a copy "of the contract, the pink copy
of the Purchase Order," copies of Partial Payment foms lnltiated by
RECOMMENDATON: [
"TRACT FILE ‘FOR THREE 'YEARS AFTER PROJECT §S COMPLEYED '(TW0 YEARS .

e B) RETA!N UNSUCCESSFUL BID FILES FOR THREE ’IEARS
(WO YEARS IN' OFFICE, RET IRE TO COUNTY RECORDS CENTER FOR GNE

cluding informal quotations on commodities, duplicate hwoices,
statements, and memoranda to and from County agencé

RECOMMENDATION: RETAIN THREE YEARS (TWO YEARS IN
COUNTY RECORDS CENTER FOR ONE YEAR), THEN DESTRO

This flle consists prtmrlw of correspondence with vendors, In-
Al O]

FACEeRASTIRE TP.

SEP

% e VJ:{%EY "~

oD 13Y
BLIC WORKS

19 1961
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FoR s ey 1 . n(:\ussr FOR RECORDS RETENTION sc(..:uus SR s‘"‘?”“c 20‘2

Hall of Records : (Continuation Sheet) : PAGE
Commission } ) . NO. 3
4 5. Description of Records . 6. Recommendation
: Describe reccrds accurately. Include title, form number, size of documents of Hall of Records
Qem 1 .. work or activity to which the records relote inclusive dotes and quontlty - |and Board of Public
"No. (cubic or linear feet). Show recommended retention period. . - IWorks.

" 5. | PURCHASE REQUISITIONS

. Dates: - 1959 — . '
,Quant!ty. 6 flle drawers ;
~Annual Accumulation: 3 file dravers
File Arrangement: By Cou\ty department, then numerlcaily
by Requislt!on number . : ‘ "

The Purchase Requlsltlon ‘Is a two-part. pre-nwnbered form which Is .
prepared by -County-agencles to request the Purchasing Office to se-A
cure goods or services. of .a specified nature.. The agency. retains. .
‘the yellow copy and forwards the pink copy to Purchasing. Bids are
solicited and the Purchase Order prepared from information on the .|
Requisition. The Purchase Order number is placed on the Requisition "
which is thea-filed. The: ‘yellow copy, retained by the Agency, is .| -
non-record within the meaning of ‘the statute governing non-record .
material (Annotated Code of Maryland, 1957 Edition, Article 41, .
Sec. 179). and may be destrayed by the agency when It has no further
value.

 APPROVED
HALL OF RECORDS COMMISSION

RECOMMENDAT!ON* RETAIN “THREE YEARS (WO YEARS IN OFF lCE RETIRE TO
COUNTY RECORDS CEthER FOR OﬂE YEAR), THEN DESTRO\’ -

- ‘-".-.’Dates- i9;9---.. ‘ ' o
,-';.Quantlty 4 flle. drawers S
.. Annual Accumulation: 2 flle drawers L
'-FHe Arrangement. . Alphabetical by vendor C

The Purchase Order is a four-part pre-numbered form which, when
executed by the Purchasing Assistant, Is the County's authorlzatlon
to a vendor to.deliver speclﬂe’d..mmdlties or perform certain
services. Once vendor and price is determined, the following steps
are taken: a) The Purchase Order is prepared and sent to the De- .
partment of Finance for fund encumbrance;

b) - The Department of Finance encumbers ‘the appropnate
"account in the amount of the Purchase Order and retains the green
copy . (Thls copy is ﬂled numerically until paad and audited,
Schedule

C€) The three copies remamlng are returned to Purchas- '
ing where tl\ex are signed and .the original sent to the vendor.

: The yellow copy Is returned to the requesting de- .
partment. When the comodities or services are received, the de-
partment signs the yellow copy and forwards it for YO the i -
Department of Finance. The yellow copy Is retained |by Fikahtd wbdv VED Y
the supporting Invoice for six years, (see Schedule Bd):,[\ﬂ'higpis} 'BLIC .AVORKS
. the offnclal copy for record purposes. ‘ S

. e) The pink copy Is retained by Purchaging at the tﬂ::e
the Purchase Order is returned from Finance after
is used for lnfqmatlonal purposes ponly. It Is con
. L]

19 1961
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e ' Cuesr FOR RECORDS RETENTION SCQULE NO.

Holl of Records : - ' (Continuation Sheet) PAGE .
Commission NO. . ‘i _<

'- SCHEDE.L:ET'C 208 B

L

5. Description of Records
Describe reccrds accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dates and quantlty
(cubic or linear feet). Show recommended retention period.

- [Works.

6. Recommendation
of Hall of Records’
and Board of Publlc

PURCHASE ORDER (Cont i nued)

¢

record wlthln the meansng of the statute governlng non-record ma-
terial (Annotated Code of Maryland, 1957 Edition, Article 41, Sec.

. 179) .and may be. destroyed after lt ceases to have legal or admln- : .
;lstratlvevalue. P S e oo

NEUSPAPER PROOF S

Dates* 1958 --_.." LT e e
4 ,Quantsty. 2 file drawers T A
-~ Annual Accumulation: - file drawer o '

. FI le Arrangemerxt . Monthly,” then by: newspaper

Thls file conta‘ins bills rendered by newspapers for ltems tnserted“

pursuant to law by the several agencies of Montgomery County.  Ex-
amples are: MNotice of Hearing, bid soHcltauons, and recruttment
‘notices. A copy of the item inserted is attached to the invoice as_

aroof of publicatnon. P A ' ,

CDUNTY RECORDS CENTER FOR ONE YEAR), THEN DSSTRO\'

aecomumnou RETAIN THREE YEARS (TW0 VEARS iK orrc;s au-:*nae To | "

. APPROVED -
HALL OF RECORDS COMMISSION

T - : AP
‘ : BUARD (F

IV iED BY

'SEP |19 1961 :
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