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Agency 
Washington County 

Division/Unit 
Fire and Rescue 

Item No Description Retention 

Local emergency planning committee minutes: quarterly 
minutes, newsletters 

Contingency plans for various businesses, state parks to handle 
disasters relating to : warning dissemination plan, emergency 
telephone lists 

Hazardous material files 
-contains but not limited to: site plans, locations of hazardous 
material in Washington County 

911 Tapes 

Emergency management statistics for EMS, ambulance, yearly 
reports, shows: company, day calls, night calls, number of calls 

Daily 911 Calls report: handwritten operator data, computer 
generated daily reports 

Quarterly reimbursements: Activities results list, 
correspondence, statements of work, lists program activity by 
quarter, quarterly reimbursement expenses claimed for 
personnel and administration expenses 

Permanent. Transfer 
periodically to the MD State 
Archives 

Retain until updated or 
superseded, then destroy 

Retain for forty (40) years, then 
destroy. 

Retain three (3) months, then 
reuse 

Retain for 3 years, then destroy 

Retain for one (1) year, then 
destroy 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

Approved by Department, Agency or Division Representative 

D a t e June 21, 1999 

Signature L . \ ^ \ w ^ . 

Type Name Joni L. Bittner 

Xitle County Clerk 

Schedule Authorized by State Archivist 

Date JUL 2 0 1999 

Signature 
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Item No Description Retention 

8 General files 
-contains but not limited to: disaster plans, correspondence, 
invoices, agreements, annual reports, central alarm, FCC 
license, emergency management billing, engineering studies, 
grant projects, drawings, hazardous material plan 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

9 Capital improvement files - P.O., requisitions, invoice, 
comparison pricing, price quotations 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

10 Fire Co. boundary agreements 
-contains but not limited to: correspondence, boundary 
agreements, agreement with various fire companies for 
responding to alarms throughout the county 

Retain until updated or 
superseded, then destroy 
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Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 
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Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 



20. TELEPHONE NUMBER 


