DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. /™ X7 %

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 1
Agency Division/Unit
Washington County Construction
Item No Deseription Retention
1 Field office files Retain for life of project, then

system, agreements, change orders - Copies

2 Daily reminder books: date book listing hours worked by date, | Retain for life of project plus
personal notes, notes pertaining to construction projects five (5) years, then destroy

3 Lietz Books: bound books containing handwritten notes Retain for life of project plus
pertaining to SD contracts, shows angles, degrees, averages, five (5) years, then destroy.

-contains but not limited to: accident reports, alarm status destroy.

horizontal angles, describes steps that are completed by project

Approved by Department, Agency or Division Representative

Date June 21, 1999

Signature j.:,\, \v . Q)\\xrv\m

Type Name Joni. L. Bittner

Title County Clerk

Schedule Authorized by State Archivist
Date ELUL 2 0 1999

Signature%"’“( c. / ;47’“ .




INSTRUCTIONS --
REVISED RECORD SERIES
SCHEOQULE {DGS 550-1)

€.

r

FYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20734

AGENCY RECORDS INVENJORY

Page / : of

1. DEPARTMENTIAGENCY

Wigsit. Co,

2. OIVISION

3. UNIT

Lo ST T Ton >

DEFINITION - Records Serles -

A group of related records normally filod and used a3 a unit for refarence as

wall as retention snd disposition purposes.

4. RECORD SERIES TITLE F?e_/(ﬁ ﬂFF{‘,‘e F/&S
/7[),’",\/60_“)7‘1 }STéd O /’—7/&0/"’?6’ \

§. EARLIEST YEAR / LATETEST YEAR

fe]

6. RECORD SERIES DESCRIPTION ( Briefly descrbe tre’ tyges of infarmation/documents/forms found in the Senes

CorTas 205 bu7 AMoT AiniTad To = S=<
T T Behed.

Include the purpose or functicn of the Seres!

O Ctrer (Specify)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE
G Lwier Size 0 Micreiilm Q Alpnatehca
o] Le;él Size Q Computer Tzce o] Numeqcar _
O 8sund Book a Floppy Qisk G Chronalegical
a Auwdo Tape 0 Video Tace O Geographical

9.- VOLUME
Q File Drawer(s)
0 Mictohlm Res! {351
O Computer Ta:e s
O Cther (Specily
Number

a Cther (Spectiv)

10. ANNUAL ACCUMULATION
D File Drawer ()
O Mcrofilm Res! (s}
O Comcuter Tape!s)
a QOther (Speciy)

/e Kooy

e Nurmber
11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER
Q Daly O Weskly a  Monthly ) 0 Month(s) O Year(s)
Number
13. CURRENT LOCATION(S) (B'dg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

14) } 7 ° "
15. ACCESS RESTRIC(ONS (If yes. cite law(s} 3 requiation{s} 16. AUDIT REQUIREMENTS
L fes a No a  None g State O Fegeral O Independent

«isnte any haraware/software)

‘as

17. IS AN INDEX SYSTEM USED? (If yes. expiain cnefly and 18.

s Brenieyal. fole Ketedhon

RECOMMENDED RETENTION

19. NANE AND TI%E OF PREPARER

20. TELEPHONE NUMBER

21. DATE

€68 204 Turseq 11931 /
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CONSTRUCTION
BOX #9

» 13 ’
Field Office Files For=8Pd=i—28

Accident Reports

Alarm Status System

Vericom Telemetry Equipment
Agreements

Agreement (Property Owner/Hetzer)
Covern—-Avenue "O" Release Form
Concrete Soils Lab. Information
Change Orders (1-10)

Change Orders C & P Cable Location
Change Order -Goverp-Avenue—io"
Complaints

Concrete Test Reports

conference Notes

Confirmation Telephone Conversation
Connection Permit

Correspondence In/Out

Construction Trailer Information
Cut Sheets

D.0.E. Sediment Erosion Inspection
Proposed Pump Station

Employee Vacation & Education Request
Employee Assigned Equipment
Engineering Agreement

Fax Machine Forms & Information
Field Work Orders

Field Office Trailer

Field Investigation Report

Grinder Pump Information

Grinder Pump Inspection Reports
Hydrostatic Test Reports

Service Lateral Borings

Lease Field Office

Menmorandumns

Manhole Vacuum Test Machine
Monthly Progress Reports

Monthly Working Files

National Park Service Extension
Notice to Proceed

Nuclear Density Guage




S

CONSTRUCTION
BOX #10

o
Field Office Files Por—SPd=i—S—(ConliE)i

MBE Requirements from Hetzer

Original Forms

Original Resumes

Original Service Location Sheets

Paid Estimates

Paper Copier Proposals

Pernits

Pre~-Construction Meeting

Plan of Operation

Property Owners Release

Proctor Results

Project Schedules

Progress Charts
Sharpsburg—Pump—Statien Site Acquisition
sSharpshurg=pampsStation Progress Chart
Reference Sheets

&K Punp Station Agreements

Service Customer Listings
Subcontractors

Swartz Proposed Service

Telephone Hardware Proposal

Trailer Rent Agreement - C. W. Hetzer
Transmittals PSC & Hetzer
Transmittals In/Out

Insurance & Credit Union Fornms

Weekly Mileage Reports 1990

Water Standards

Equipment

VIDED Tipss

Field Office Files Por—SPé¢—it—Seier— e

Bid Tabulation

Budget

Complaints

Correspondence Out

Lease Agreement
Memorandums

Original Forms

Original Rasunes

Permits

Proctor Curve

Public Information Meetzng
In-House Transmittals
Transnittals In

Trans. Stor. & Use of Explosive Materials
Weekly Time Cards

Weekly Mileage Charts
Sewer Service Site Sheets
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SCHEDULE (OGS 550-1)

TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JE3SUP. MARYLAND 20794

FORWARD WITH RECORDS RETENTION

AGENCY RECORDS INVENJORY

Page _é_ o __

1. DEPARTM ENTIAGENCY

Wwias i O,

2. DIVISION

3. UNIT

LOMSTETIOA

DEFINITION - Records Serles

- A group of related records normally filad and used as a unit for reference as

well as retentfon and disposiion purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

w/7ZZ

D) 4 //eM/ﬂéf&%{j

(é .

6. RECORD SERIES DESCRIPTION { Briefly descrite the’ lypes of information/documentstforms found in the Series

Incluce

B = 7 Yersoxl

L5/ /z)//z) o T Cpor2S] ) /‘M&//p/cﬁ

ihe purpose or funclien ¢f the Senes)

DT BoeK LISTing - - pers Mpr/{ea/

4/5/&5 -

/eé

Yoy Y

Number

7. RECORD SERIES ’. MAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- a File Drawer(s)
O Lwter Size o Micteiim Qa Alpnateticz a Microlim Resl (st
Wmet Tace {s!
O Legal Size- a Computer Tzce 2 Numencal - t ther (Spezity)
Q’@ Q Floppy Cisk a Chronolegical Number &[/‘, / /,.
O Auwdio Tage O Video Tace T Geograohicat 10. ANNUAL ACCUMULATION
O File Drawer (5)
Q Cther {Specify) a Cther (Speciiv) O Microfilm Reel (s}
0 Comguter Tape(s)
T— a Other (Speciy)
e Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly a Monthly O Month(s) g Year(s)

13. CURRENT LOCATIO

S) (Bldg., Floor, Reom)

vor77

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. speaify .agency or olﬁc_e)

W // / e ) /, g " Yes a No
15. ACCESS RESTRICTIONS {If yes. cite lawis} & teaunauon(s) 16. AUDIT REQUIREMENTS
o fes a No o None a Slaie O Feqeral G Independent
|
17.

‘es

IS AN INDEX SYSTEM USED? (f yes. exoiain cnefly ang
wente any hargware/software) '

18. RECOMMENDED RE:ENTION

Pl oVeEET Fres

DasTr® By

Retmin fsr Ll e o/~
S yeuRs, Ffen’

20. TELEPHONE NUMBER

21.

DATE

C63S $50.4 Fepsed 1/93)

19. NAMNE AND TITLE OF PREPAiiR

W,
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{NSTRUCTIONS - TYPE OR PRINT A SEPARAIE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDWULE (OGS 550-1) 7275 WATERLOO ROAD 3
Page <.

PO. BOX 275 - JESSUP. MARYLAND 20794 Lo

1. DEPARTMENTIAGENCY 2. DIVISION i ) 3. UNIT

st Cp. | eI T 0

DEFINITION - Rocords Serles - A group of related records normally filed and used as 3 unit for roferance as wall as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

ez Spoks - ZER

6. RECORD SERIES DESCRIPTION ( 8riefly cescrite lhe/lypes of information/documents/forms found in the Series Incluce ihe purpose or functicn ¢f the Senes)

"

_f Pirsot OD/L s é"p/&]é?/)o//’of < /,l;w WO 7T 7k
NPJes PerT w vy s sD Cord]rzl]s .
/PRI 2 ol %/ﬁf_/@, DeschR)ézs 67{%05

THeT =< C@%f/&f#&& é/ 2 =2

O Lesal Size a Ccemputer Tece umencal : ther (Spe::fy)m-
D/!m Q Floppy Cisk a Cheonalog:cat Number CL( g F?:_-

O Auwdio Tape O Video Tace O Geograohical 10. ANNUAL ACCUMULATION

. O File Orawer (s)
0 Ctrer (Specily) Q Ciher (Speciiv G Microlilm Ree! (s)
- ) 0 Comcuter Tace(s)

%/@’; De- 7 e O Other {Spazify)

o . Number
11, FILE IS USED ' ’ ' 12. FILE BECOMES INACTIVE AFTER
o QDaly O Weskly a  Monthly ) 0  Month(s) o Year(s)
Number

13. CURRENT LOCATION(S), (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)

Y ny"k /@ﬁp/(’( | a  Yes a No
W)l PINs OorT

15. ACCESS RESTRICTIONS (if yes. cile law(s) & reguiation(s) 16. AUDIT REQUIREMEXTS

o fes o No a None a Slate QO Fegeral g Indepencent

17. 1S AN INDEX SYSTEM USED? (If yes. excigin cneily and 18. RECOMMENODED RETENTION
w=ate any hargware/software) ’

‘as

a
‘_;

19. NAME AND TITLE PREPARER 20. TELEPHONE NUMBER 21. DATE

C6S $50.4 Tmpsed 193) /

%,







