e

o AEe AR TEY A S S T T T e e e L -

DEPARTMENT OF GENERAL SERYICES

Records Monagemant Division
Supersedes M-14 Dated June 4, 1962
RECORDS HEITE"'HON AND DiSPGSAL SCHEDULE
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NO. 1 of 4

CITY OF ROCKVILLE

CITY CLERK’S OFFICE

AGENCY

The file folders may contain some or all
of the following papers: .

BRIEFING MATERIALS FOR MAYOR AND
COUNCIL AGENDA ITEMS include some or
all of the items listed below:

CHARTER AND CHARTER AMENDMENTS

Agency, or Diviaion Representative

Ol VISION
ltem
No Description Retention
1. AGENDAS: MAYOR AND COUNCIL MEETINGS r PERMANENT*
2. ANNEXATIONS PERMANENT*

Annexation Petition
Correspondence
Maryland Nat. Capital Park and
Planning Commission recommendations
Notice of Hearing advertisements
Planning Commission recommendations
Plats, maps
Resolution of Mayor & Council Denial or Approval
Transcripts of Hearings

Agenda for next scheduled Mayor

and Council meeting
Board and Commission minutes
Correspondence
Draft minutes of previous meetings
Staff reports and recommendations
Proposed ordinances and resolutions
Weekly progress report from City Manager
Other pertinent information

to State Archives.
tc&lo Approved by Deportment, Sio-d'._io_hehod:-.d by l
171981 % /
MG 37N c. 4074”/

RETAIN IN CITY CLERK'S
OFFICE FOR 2 YEARS.
THEREAFTER DESTROY.

H

PERMANENT*

»

* Periodically transfer

tAYr ™
Uislaa Lty o]
Date -Signatyre Ite Date

State Archiviet
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DGS-550-1A

RECORDS RETENYION AND DISPOSAL SCHEDULE

SCHEDULE
(CONTINUATION SHEET) MO v_a1
PAGE
NO. 2 of 4
®
No* Description Retention

!5.

10.

CONTRACTS, AGREEMENTS AND LEASES
This file is arranged by contract number.

CORRESPONDENCE AND SUBJECT FILES

This file contains correspondence from city,
county and state officials as well as from
private citizens, corporations and firms and
"Reading Files" which are identified by the
author are included in this grouping.

DEEDS, COVENANTS, EASEMENTS, RIGHT-OF-WAY
AGREEMENTS AND OTHER LAND USE INSTRUMENTS

FINANCIAL DISCLOSURE

This file contains statements of financial
interest filed by all elected officials;
applicants to the Board of Appeals, the
Planning Commission, and the Historic
District Commission as required by
Chapter 16 of the Rockville City Code.

MINUTES OF CITY BOARDS AND COMMISSIONS

MINUTES OF CORPORATION OF ROCKVILLE, 1865-1888
Rockville was incorporated in 1860 and governed
by three commissioners until 1888 when the
City’'s 400 citizens elected the first mayor and
council. ’

RECORD ON MICROFICHE
FOR OFFICE USE AND
RETAIN ALL SOURCE
DOCUMENTS UNTIL

ALL CONTRACTUAL
OBLIGATIONS, FINAL
PAYMENTS AND AUDIT
REQUIREMENTS ARE

MET. THESE DOCUMENTS
MAY BE RETAINED IN THE
CITY CLERK’'S OFFICE
FOR 3 YEARS FOR
BACKGROUND AND
REFERENCE. DESTROY WHEN NO
LONGER NEEDED,

RETAIN NON-:RERMANENT 4 YRS.IN
CITY CLERK'S OFFICE
THEN DESTRQY. ITEMS OF
HISTORICAL VALUE SHOULD
BE RETAINED
PERMANENTLY . *

PERMANENT. REGORD
COPIES ARE KEPT WITH
THE CLERK OF THE
CIRCUIT COURT.

RETAIN 4 YEARS IN
CITY CLERK'S OFFICE.
THEREAFTER DESTROY.

PERMANENT#*

P L i

o el
ot 0 .

-

PERMANENT* 717" '75.7 [v"

-t

-r 3ot

PP g

* Periodically transfer
to State Archives.




DGS=-550~1A

RECORDS RETENTION AND DISPOSAL SCHEDULE

({CONTINUATION SHEET)

SCHEDULE
NO. M-41

PAGE
NO. 3 55 4

ftem

11.

12.

13.

14,

16.

18.

Description

Retention

MINUTES OF THE MAYOR AND COUNCIL, 1888 - PRESENT
The Minutes are a summary of the official
proceedings of the Mayor and Council acting

in an administrative and legislative capacity
for the City of Rockville since the first
officials were elected in 1888.

OATHS OF OFFICE
These are sworn declarations of persons elected
to the office of the mayor or the council.

ORDINANCES AND RESOLUTIONS

OF THE MAYOR AND COUNCIL

Ordinances and Resolutions are bound in books
of 400 pages each.

PETITIONS

The petitions contained in this folder
include such issues as abolishing drug abuse;
securing pay telephones for certain locations;
traffic and pedestrian safety; opposition

to low income housing, etc.

PROCLAMATIONS

Proclamations dating from 1954 through 1977
are in the archives. Certain proclamations
are issued annually (ex: Girl Scout Week,
National Flag Week and Jaycee Week).

PUBLIC HEARING FILES (Miscellaneous)

These files include proposed changes to

the City Code, permit parking applications,
carnival use permits, special assessments
and documents from hearings on urban renewal.

RECORDS MANAGEMENT POLICIES

Listings of records with descriptions and a
legally authorized schedule for their
disposal and/or retention.

Z20NING APPLICATIONS
The file folders may contain any of the
items listed below:

Map Amendments

Text Amendments

Planned Residential Unit Applications
Residential Townhouse Applications .
Street Closing and Abandonment Applications

PERMANENT*

PERMANENT*

PERMANENT*

RETAIN IN CITY
CLERK'S OFFICE
FOR FIVE YEARS
THEN DESTROY.

PERMANENT*

PERMANENT=*

RETAIN PERMANENTLY
IN CITY CLERK'S OFFICE.

PERMANENT*

* Periodically transfer
to State Archives.




'DpS;-;‘Sp—lA RECORDS RETENTYION AND DISPOSAL SCHEDULE scu:ﬂ:%l
{CONTINUATION SHEET) No. T

PAGE
NO. 4 of 4

jtem

Description Retention
CITY CLERK'S OFFICE - ELECTIONS
19. BALLOTS

20.

21.

22.

Voted ballots (including absentee ballots),
which result in official voting tallies must
remain secured in the City Clerk'’s Office for
7 days after an election until election
results, are certified.

(Refer: Chapter 8 of the Rockville City Code)

CAMPAIGN FUND REPORTS

Campaign Fund Reports (CFRs) contain statements
of contributions received and expenditures

made by candidates for elective office and
political organizations supporting candidates
or backing particular views.

ELECTION RESULTS
Election results are recorded in the
three (3) formats described below:

(1) Computer print-outs

The print-outs are developed from computer
tabulations. The print-out is signed by all
of the Board members who were present at the
Counting Center on election night. Print-outs
for the 1989, 1987, 1985 and 1984 elections
are bound in a single data binder.

(2) Board Certification of Results

The Board of Supervisors certifies the
election results by signing a document
containing the names of all of the election
winners.

(3) Chart of Election Results

For easier distribution, the election clerk
usually prepares an 8.5" x 11" or 8.5" x 14"
chart containing the total ballots, broken down
by candidate and/or issue.

VOTER REGISTRATION LISTS

Lists used for elections are produced by the
City and the County. The lists used during the
election and from which polling cards are
produced, and lists used to verify registration
status of candidates and election judges, are the
only ones requiring a retention schedule.

RETAIN SIX (6)
MONTHS FROM DATE

OF ELECTION IN
CITY CLERK'S OFFICE
THEN DESTROY.

PERMANENT#*

PERMANENT. RETAIN FOR
7 YEARS IN CITY
CLERK'S OFFICE THEN
PERIODICALLY TRANSFER
TO STATE ARCHIVES.

PERMANENT. RETAIN FOR
10 YEARS IN CITY
CLERK'S OFFICE THEN
TRANSFER TO STATE
ARCHIVES.

RETAIN FOR 2
ELECTION CYCLES IN
CITY CLERK'S

OFFICE. DESTROY

WHEN NO LONGER NEEDED.

RETAIN FOR SIX

(6) MONTHS. DESTROY
ONLY ‘AFTER NEW LISTS
ARE CREATED.

* .
* Periodically trarsfer
to State Archives.




LSIRWCTIGNS . - TYPE OR PRINT A DEFARTMENT OF GENKRAL SERVICES
EPARATE FORM FOR RACH NAW COR RECORDS MANAGEMENT DIVISION AGENCY RECGRDS INVENTORY
EZVISED RECCRO SERIES. FORYARD 7273 VATEML OC ROAD
‘ITH RECORDE RETENTION SOXDULE P.O, X 273 1 5
0-1) JESEUP, MARYLAND 20734 PAGE ___oFr 22,
+» DEFARTMENT /AGENCY 2, DIVISIGN 3, UNIT
City of Rockville City Clerk's Office

ZFINITION -RECORD ﬁRlEs-A GROUP OF RELATED REKCOARDS NORMALLY #11L5D
AEFERENCE AS WELL AS RETENTION ANG Dlgrog

. . .

. RECORS SXRIEKS TITLE
AGENDAS FOR MAYOR AND COUNCIL MEETINGS

AND USED AS A UNIT FOR
LIIQN PURFPOSES

5. EARLIKST YEZAR/LATESAT YRAR

1985 ™ 1992

Agendas are lists of specific actions and issues scheduled to

in a letter-size folder. Presently they occupy less than 1.0 ¢
in the City Clerk's Office.

!, MECORD SERIES DESCRIPTION ("%!EF-Y DESCRIZK THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND
N PE SERIKS, . INCLUBE THX PURPOBE OR FUNCTION OF THK SRFIES)

meetings of the Mayor and Council. The agendas are sorted by year and each year is kept

be undertaken at the

ubic ft. of shelf space

Cyes ®
111 Marviand Avepue Rockville MD 20850 No

"« RECORD SKRIES FORMAT(S) 3. RECORD SERIES SEYUENCE y. VoL
DILETTER SI1ZE O MICROFIIM 0 ALPHARETICAL Q FILE DRAWER(S)
O MICROFILM RXEL(S)
Q S1ZX O COMPUTER TAFE 8 MMERICAL 8 O COMPUTER TAML(S)
1T T3.8
a BOOK O PLOPPY DISK @D cHRONGLOG | CAL, - o-g'g!‘g)g‘g""”’
J AUDIO TAPE O VIDEO TAPR O GEOGRAPHICAL 10, ANNUAL ACCLMMULAT 1o
Q OTHER(SPRCIFY) D oTER(EPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMMUTER TAPE(S )
~1wy y FOLDERS
‘« wiLE 18 usED 12. wiLE BECOMES INACTIVE AFTER
Q palLY ® vinay T MONTHLY 3 J MONTH( S ® voar(s
soew___ MOTHE) (#)
3. amezmrg?éfc;e { BLDG. , FLLOOR , ROCM ) 14. I8 RECOMD SERIES DUPL [CAYED ELSEWMEFRE?
. . trr vosu 3
Rockville City Hall - 3rd Floor My SPECIFY #SENCY OR OFFICE]

5. ACCESS RESTRICTIONS Dvis @ no
(1w ves, crve LAw(s) & nEauLavion]s)

16. ALDIT REQUIREMENTS

@ Nonxk D sTATE O FECERAL 0O INDEPENDENT

7. 18 AN INDEX BYSTEM USED? (1r vES.E:PLAIN

' ) Permanent.
Svyes & no

NRIKFLY AND DESCRIBE ANY MARDWARK/BQFTWAARE ) 18, FRECOMMENDED FETENTION, Lo

State Archives.

o = e vt

P »
oo

3 L N
Periodically transfer to

P
-

-

. e
MR T PR

2. NAME AND TITLE OF pPREPARER 20. TELXPHONE NUMRER
Carolyn Barnett~Jones
Election/Records Mgmt. Clerk (301) 309-3314

[ o N ]

21. DATE
June 11, 1992

J OO 580-4 (REVISED 2/87)




HSIBUCTIGNS. - TYPE OR PRINT A
EPARATE FORM FOR EACH NE¥W OR
TVISED RECORD SERIES. FORWARD
‘ITH_RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 ¥YATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. QX A7 2 22
0-1) JESSUP, MARYLAND 20734 PAGE _o__OF 22
+ DEFARTMENT / AGENCY R, DIVISIQN 3., UNIT

City of'Rockville

City Clerk's Office

EZFINITION -RECORD ﬁRlE’-A GrOUP OF RELATED RECORDS NOMMALLY FILED AND USED AS A UNIT PFOR

AEFERENCE AS WELL AU RETRNTION ANU DIJrogiTION PURPOEER

. .

'« RECORD SKRIES TITLE
ANNEXATIONS

5. EARLIEST YEAR/LATEST YRAR
1955 wg 1992
e

{1, MECORD S=RIES DESCRIPTION (.‘l‘PLY DEBCRIBE THE TYPKS OF INPONTION/MCWTO/NM PFOUND

IX T SKERIES,

Annexation files contain the actual petition requesting that certain property be annexed
to the City of Rockville and may contain correspondence, recommendations from the
Maryland National Capital Park and Planning Commission, plats, maps, hearing transcripts,
resolutions by the Mayor and Council and other pertinent information.

INCLUDE THX PURPOSE OR FUNCTION OF THE IIH‘III)

', RECOMD SERIES FORMAT(S)

O tXTTER SIZE O MICROFILM

® S1ZK O COMPUTER TAPK
U BOUND BOOK O PLOPPY DISK
U AUDIO TAPE O VIDEO TAPK

O oTHER( SPKCIFY)

8. FECORD SERIES SEQUENCE s. voLLME
O ALPHARETICAL
® r»ericaL
C CHRONGLOGICAL
O GEOGRAPHICAL
D OTHER(SPECIFY)

1 FILE DRAWER(S)
MICROFILM RXEL(S)
COMPUTER TAFE(S)
OTHER|{SPECIFY)

' 3 _record storage boxes

10. ANNUAL ACCUMULAT ION

8 FILE DRAWER{S)
Approx. 4 © MICROFILM REEL(S)
RURSER

O COMMUTER TAPE(S)

Y

' riLk 18 usen

O DAILY o wEKLY & nonTrLY

Folders
12. piLE BECOMES INACTIVE AFTER

ﬁn‘ O MONTH(S) ® Ysar(s)

3. CURRENT LOCATION(S) (M.DG.,FLOOR, ROOM)
City Clerk's Office

Rockville City Hall -~ 3rd Floor
—111 Maryland Avenue Rockville MD 20850

14. IS RECOND SERIES DUPL |CATED ELSEWHERK?
ti® vz, seEcirY sqENCY OR OFFICE)

{

(@ YE8 DO NO planning Department

S, ACCESS RESTRICTIONS ovyss Ewno
(1w ve8, cITE LAW(S) & rEauLATiON(S)

16, ALDIT REQUIREMENTS

@ NoNK D STATE O FECERAL O INDEPENDENT

7., I8 AN INDEX SYSTEM USED? (1r vS.EPLAIN
BRIKFLY AND DESCRIBE ANY MARDWARK/SOFTWARE )

Ovyes & No

A
RECOMMENDED RETENT ION
. I -

' »
Permanent. Periodic{'ally transfer, tp!g&:
State Archives. i !
P

18,

;.

“—

! . ¥
€., Y.
e ?‘ M_‘__..’".
=

9. NAWME AND TITLE OF pPREPARER

Carolyn Barnett-Jones
Election/Records Mgmt. Clerk

TELEPHMONE NLMERER

301/309-3314

T

21. DATR
June 11, 1992

DO8 5850-4 (REVISED 2/87)




(STRUCTIGNS . - TYPE OR PRINT A
[PARATE FORM FOR EACH NEW OR
'VISED RECORD SERIES. FORWARD
T™ RECORDS RETINTION SCHEDULE
DGS 530-1)

DEFARTMENT OF CGENKRAL SZRVYICES
RECORDS MANAGEMENT DIVISION
7273 WYATEMLOC RQAD
P.O. X 273
JESEP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Pacx 3 _or _22

JAGENSY

City of Rockville

2. DIVISICN
City Clerk's Office

3. UNIT

RECORD SXRIKS TITLX

BRIEFING MATERIALS FOR MAYOR AND COUNCIL AGENDA ITEMS

a ] J
¥ INIT | ON -RECORD ﬂRIES-A ROUP OF RMELATED RECORDS NORAMALLY FILXD AND USBED AS A UNIT FCR
REFXRENCE AS WELL AS RETENTION AN DISrRogITION PURPOSESR

5. EARLIEST YZAR/LATEAT YRAR
1989 To _1992

1X ¥ SKRIKS.

MECORD SSRIES DESCRIPTION ("7 /EFLY DEECRIAR THE TYPXS OF INFPORMATION/DOCUMENTS/FORME POUND

INCLUBE THX PURPOBE GR FUNCTION OF THE SRFIKS)
These materials are distributed to the Mayor, Council and Department Heads weekly and contain

the agenda of the next scheduled meeting, Board and Commission minutes, correspondence,
draft minutes of previous Mayor and Council meetings, the City Manager's Weekly Progress

Report and other pertinent data. They are filed in chronological order and occupy 5.0 cubic
feet of shelf space in the City Clerk's Office.

FECORD SERIES FORMAT(S)

J LXTTER SIZE O MICROFILM

| LEGAL S1ZX 0O COMPUTER TAPT
: BOOK O rLOPPY DISK

X :! TAPE O VIDEO TAPR

| OTHER( SPECIFY)

3. RECORD SKRIKS SESLENCE
0 ALPHAMETICAL
0 NUMERICAL
& cmencLocican
U GEOGRAPH!CAL

0 oTMER(SPECIFY)

Y. VOLLME /30 inch.

FILE DRATER(S ]

Q MICROFILM PXXL(S)

= C coMmUTER TAFL(S)
. Q OTHXR{SPECIFY]

2.5

U

10, ANNUAL ACCUMULATION

® riLx prawer(s)
C MICROFILM REEL(S)
ROUBER O COMMITER TAPE(S )

{tr vyes, ciTe LAw(s) & mEguLaTion|s)

O onwoiceecirvy
FILE 1S USED 12. riiLx BECOMES INACTIVE AFTER
C paILY ® wxoay O MONTHLY 2 D moeiTH(8) ® vran(s)
. %’im;??%?f('ﬂ { mLDG, , FLOGR , ROGM ) 14. IS RECORD SZRIES DUPL [CATED ELSEWHERS?
y Clerx's 1ce ti® vos, sPECIPY sBENCY OR OPFicE)
Rockville City Hall - 3rd Floor g yrs NO
111 _Marviand Avenyge Rockville MD 20850
» ACCESS RESTRICTICNS 0 y=s @)NO 18. ALDIT REQUIREMENTS

@m O STATE O FEDERAL 0O INCEPENDENT

Gﬁs@nc

+ IS AN INCEX SYSTEM USEDT (1r vES.E:PLAIN
BEIEFLY AND DEXCAIBE ANY MARDYARK/SOPFTWARE )

18,
Retain for

then destroy.

RECONMENDED FETENT ION

2 years in City Clerk's Office

+

N

. ' AND TITLE OF pPREPARER

Carolyn Barnett-~-Jones
Election/Records Mgmt. Clerk

20. TELEPMCNE NUMRER

(301) 309-3314

21. DATE """
June 11, 1992

DO 530-4 [REVISED 2/87)

~———

o — ———————

e




STRUSTIGNS. - TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

V1SED RECCRD SERIES. FORXARD
TH RECORDS RETENTION SCHEDULE
G5 B330-1)

DEFARTHMENT OF CENKRAL StRVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 YATEML.OCO RQAD
P.O. BGX 273
JEBERP, MARYLAND 207934

PAGE or _ 22

JAGENCY

City of Rockville

2, BIVISIEN
City Clerk's Office

3. WNIT

a nx
r INITION -RECORD SaRIEs-A 9MOVF OF RELATED RXCOADS

NOMMALLY #1LXD

RECORD SXRIES TITLE

REFERENCE AS WELL AS RETENTION ANG Digrmog

AND USKS AS A UNIT FTR
171N PURPOSES

$. EAMLIEST YEAR/LATEST YRAR
1956 g 1990

CHARTER AND CHARTER AMENDMENTS

"IN

amendments.

FECORD “=RIES DESCRIPT 108 (--ttruv DEBCRIEE THE TYPKS OF INFORMATION/DOCUMKNTS/FORME FOUND
INCLUSE THX PURPOBE OR FUNCTION OF THE BRMIES)

THE SKRILS,

Charter Amendment files contain changes adopted by the Mayor and Council or the proposed

RECORD SERIES FORMAT(S)
LETTER SiZ5 © MICROFILM
JdxcaL S1ZX O COMPUTER TAPT
BOOK O FLoRPY DISK

TAPE 0O VIDZO TAPR

3. RECORD SZRIKS SEOUINCE
O ALPHARETICAL
@ rericaL
C CHRONGLOG | CAL,

3. VYOLLWE 30 inch.

0. Q 1 r.z/nmw:a( 5)
Q MICROFILM RXEL{S)
C coMPuTER TAFL(S)

® oTHXR(SPRCIFY)
) 2 record storage box

U XOGRAPHICAL

Rockville MD 20250

10. ANNUAL ACSUMULAT ION

OTHER(| SPEC (FY) D onER(SPECIFY) O FILE DRAYER(S)

0 MICROFILM RRXL({S)
APREWE O coMmUTIR TAPS (S )
. [ Folderns

* FILE 1S uLSED 12, riLx BECOMES INACTIVE AFTER

C pAILY C wxDaY O MONTHLY 10 D movmH(s YEAR|S
e ) @ ’

. cx.x_mmt 3 LOC.Ak' 'rxcgf(_s) { m.DG. , FLOCR, ROCH ) 14. 15 RECORD SZRIES DUPL [CATED ELSEWVHERS?
City Clerk's Office tte ves, seECiPY sgENCY OR OPFICE)
Rockville City Hall -~ 3rd Floor C vyes N
111 Marvland Avenye

. ACCESS RESTRICTICONS C yas @NO
{tr yes, ciTe LAwW(S) & rzauLaTion|s)

16, ALDIT REQUIRIMENTS

@ NoNX D STATE O FEDERAL O INDEPENDENT

IS AN INDEX SYSTEM USED?T (1r yRS.E:PLAIN
PRIKFIL.Y AND DXSCRIBDE ANY HARE!AR!/IQFT'AR!)

GY;:s @Nc

18, RRECOMMENDED RXTENT ION

Permanent. Periodically transfer to
State Archives. -

—:'m TITLE OF PREPARRR

Carolyn Barnett-Jones
Election/Records Mgmt. ClerK

aec.

TELEPHCNE NUMEER

(301) 309-3314

21, DATR' ",
June 11, 1992

D08 3350-4 (REVISED 2/87)




STRWGTIGNS . - TYPE OR PRINT A
PARATE FORM FOR EACH NE¥W OR
VISID RECORD SERIES. FORWARD
T RECORDS RETENTION SCHEDULE
G5 330-1)

7373
P.C.

DEFARTMAENT OF GENKRAL SERViCES
RECORDS MANAGRMENT DIVISION
WATEM. OO RQAD

BSX 273

JESSLP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Pacx _5 _or _ 22

2., DIVISICN

:x‘I'THENT/AezncY

City of Rockville

City Clerk's Office

3. WUNIT

a P mx RDB NORMALLY
¥ INITION-RECORD S=RIES.A OFOVP OF RELATXD REKCORD LLY ®11KD
REFERENCE AS WELL AS RETENTION AND ﬂ[!“lm

AND UERED AS A UNIT FTH

RECORD SXRIES TITLE )
CONTRACTS

5. RARLIEST YEZAR/LATEST YRAR
1922 wg 1992

JX ' SERICS.

MECORD SSRIKS DESCRIPTION ("7!EFLY DEEGRIAK THE TYPKS OF INFORMATION/DOCUMENTS/FORME FOUND

INCLUBE THX PURPOBE GR FUNCTICN OF THE SRITIES )

The contract file contains agreements, contracts and leases arranged in numerical order.

| RECORD SKRIES FORMAT(S)

! OTHER(SPECIFY)

3. RECORD SERIKS SEOUINCE

O oTMER|SPECIFY)

3. VOLLMK

30 inch
i LXTTER SiZE O MIcROFILM 0 ALPHARETICAL ® riLe/oravEn(s)
C MICROFILM PXLL(S)
QLraaL 512X 0 COMPUTER TAPX (Drasericar 2.5 O coMPUTER TAFE(E)
: BOOK O FLOPPY Dl © CHRONGLOGICAL RONEN o orxr(sPeciFY)
L O TAPE 0O VIDEO TAFPEK O GEOGRAPMICAL

0. ANNUAL ACCLMULAT ION

B FILY DRAYER(S)
20 Q MICROFILM REZL(S)

RUKEEX © COMMUTER TAPR(S)

=.....,,,,!Folder

:

@st J No Computerized Clerk's Index
contains summary of contract information and
contract numbers. Retrieval is based on
keyword search

Record on microfiche for office use and retain
all source documents until all ébﬁtractu?l
obligations, final payments and audit
requirements are met. These documents may be
retained in City Clerk's Office for 3 years
for background and reference.

o AND TITLE OF PREPARER
Carolyn Barnett-Jones
Election/Records Mgmt. Clerk

2¢.

TELEPHMONE NUMEER

(301) 309-3314

.
b

BATR .
June 11, 1992

it '.7

DOB 530-4 [REVISED 2/87)

e —————— " “——r >

FILE 1S UsSED 12. piLx BEcoMes INACTIVE AFTER all contractual
3 o obligations
D oay o vEoay O MONTHLY weti(s) @ yrar(s)Rave been met.
210174 3 4.0 i
i . CJRRENT LOCATION(S] {BLDG.,FLOQR,ROCH) 14. 15 RECORMD SERIES DUPL ICATID ELSENMERS? ‘
City Clerk's Office
: _ {t» yxu, sPeciPY sgENcY OR OFFICE)
Rockville City Hall - 3xrd Floor 0 vyes NO
111 Marvland Avenye Rockyille MD 20850
. ACCESS RESTRICTIONS O vss @No 1s. ALDIT REQUIREIMENTS
(tr yes, cr1Te Law(s) & mEcuLaTiON(S)
@ Nonx D STATE O FEDERAL O INDEPENDENT
(+ 18 AN INDEX BYSTEM USED? (1r yRS.RPLAIN OMMEND TENT
BRIKFLY AND DEXCARIBE ANY MARDRARK/ SOFTWARK ) 18. F=c ED R ToN




STRWETIGNS - -TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR
VISED RECCRO SERIKS. FORWARD
|TH RECORDS RETENTION SCHEDULE
G 380-1)

PEFARTMENT OF CENKRAL StRViceS
RECORDS MANAGEMENT DIVISBION
7273 NATERLOC RQAD
P.C. X 273
JESELP, MARYLAND 20734

AGENCY RECORDS INVENTORY

PAGE 6 or .22

/ AGENSY

City of Rockville

2. DIVISICN

City Clerk's Office

3. UNIT

. RECORD SERIES TITLE

CORRESPONDENCE AND SUBJECT FILES

¥ INITICN -RECORD ERI"'A AnOUP OF RKLATEKD RECORDS NORMALLY FILED AND USED AS A UNIT PCR
REFERENCE AS WELL AS RETENTION ANL Diymog

I1TICN PURPOREY

3. EARLIEST YEAR/LATIST YRAR
1975 g 1992

pertinent information.

TN TR STRIKS,

recc ==RIES .SCRIPT 108 ('I!IFLY DESCRIRE TRE TYPxS OF RNPOHIATION/DOCM"/NM FOUND
INCLUBK THX PURPOSE OR FUNCTION OF THE SRFIES )

Correspondence and subject files may include letters from city, county and state officials,
private citizens, corporations and firms in addition to reports, petitions and other

RECORD SERIES FORMAT(S |
{LKTTER S1ZE O MicRoFILM
F LEGAL B1Z2X 0 COMPUTER TAPT
{ BOOK 0 FLORPY DIsK
TAPE O VIDEO TAPE

| OTHER( SPKCIFY)

3. FECORD SKRIES SEQLENCE
@wtxm
0 RRMERICAL
@amoclm
O cxocRAPHICAL

D oTER(SPERCIFY)

3. VoL 30 inch
10 FlL!/DMI‘:R(S)
0O MICRSFILM PXEL(S)
C CcoMPUTER TAFL(S)

OTHXR{SPECIFY)

"6 record storage boxes

10, ANNUAL ACCUMULAT ION

2 FILE DRAWER(S)
8 MICROFILM REEL(S)
RUNEEX O COMMUTER TAPE(S )

FILE 1S usED

DALY C wxoaY

12.
O NONTHLY 4

D onroceeciwy)

FILE BECOMEX INACTIVE
FUTEEY o m(s) A@mu)

- CURRENT LOCATICN(S) (MLDG.,FLOOR,ROOM)

cITe LAw{s] & mgouLarion(s)

SRR Loc 3 14. 1% RECOMD SZRIES DU [CATZD ELSEWMERS?
ity Clerk’'s Office ttP vos, sPECiPY sQENCY OR OFFick)
Rockville City Hall - 3rd Floor 0 yrs NO
111 Marvland Avenyge Rockyille MDD 20850

. ACCESS RESTRICTIONS 0 vy=s xNQ 18. ALDIT REQUIRDMENTS

{i1r vus,

@NGN: O STATE O FEDERAL O INDEPENDENT

QY:ZS@NO

IS AN INCEX SYSTEM USEDT (10 vRS.E)PLAIN
BRIEXLY AND DEECRIBE ANY MRQIARK/IOH'ARZ)

1.

should be

RECOMMENDED RETENT IGN <" -

\,4-“ 4 e

Retain 4 years in Cﬁty Clbrk s Office
then destroy. Items

of historical value
retained pkrmanently.

A
!
§ g
B om cAuaita THE

AAA W e
(" \_ R Ve s

-—‘AND TITLE OF pPREPARER

Carolyn Barnett-Jones
Election/Records Mgmt. Cleri

20. TELEPHONE NUMRENM

(301) 309-3314

By potw o ESIAIE T~

21. CATE

June 11, 1992

DOS 530-4 [REVISED 2/87)



http://7A0E.NCT

STRWSTIGNS. - TYPE OR PRINT A
PARATE FORM FOR RACH NEW CR

DEFARTMENT OF GENKRAL SERVICES
RECORDS MANAGEMENT DIVIBION

AGENCY RECORDS INVENTORY

City of Rockville

/1STD RECORD SERIES. FOREARD 7275 WATERLOO ROAD

TH RECORDS RETENTIGN SCMEDULE P.O. BAX 273 0o
GS 330-1) JESEUP, MARYLAND 20734 PAGE _J__or
o:‘m/m:m 2. BIVISIeN 3. WNIT

City Clerk's Office

ooy o REIA D RECORDSE NOMMALLY »
FINITION -RECORD S=RIES-A r ™ lrxo

AND USEDE AS A UNIT FCR

RECORS SXRIES TITLE
DEEDS, COVENANTS, ETC.

REFERENCE AS RELL AS RETENTION ANG DIFrCSITION PURPOSES

5. EAMLIKST YZAR/LATEST YRAR
. 2002 TO 1202

IN T SKRIKS.

» TR (-]
MECORD ==RIES DESCRIPTION ("7 !EFLY DESCRIRK THR TYRKXS COF INFORUATION/DOCUMENTS/FORMS FOUND

This file contains land use documents including right-of-way agreements, easements, deeds
and covenants. Record copies are filed with the Clerk of the Circuit Court.

INCLUBR THI PFPURPOBE OR FUNCTION OF THEK SRMIES)

RECORD SERIES FORMAT(S)
LETTIR SiZh O MIcCROFiLM
- LEGAL Si1ZK 0O COMPUTER TAPY @MICAL
BOOK O rFLoPPY DIsK

AJDIO TAPE 0O VIDEO TAPR

3. RECORD SERIKS SEQUENCE .

8 ALPHAMETICAL

0 CHRONGLOGICAL,
U GEOGRAPHICAL

voLum 30 inch

®/riLE DRAYER(S)

. O MICROFILN fxLl{s)

2. C COMPUTER TAPL(S)
“"""‘_' T OTHKR(SPECiFY)

10, ANNUAL ACSUMULATION
OTHER( SPKC[FY) O oTHER(EPECIFY) B FILE DRAYER(S)
O MICROFILM REEL(S)
RUSEEX © COMMUTIR TAPE(S)
. -m!v'LFOlderEl
FILE 1S usen 12. piLX BECOMES INACTIVE AFTER
O pAlLY C WEEKLY ® ronrrey 10 O MoNTH(S8) @?T-AR(')

. CURRENT LOCATION(S) {ELDG.,FLOCOR, ROCOM)
City Clerk's Office

Rockville City Hall - 3rd Floor
111 Marviand Avepye Rockville MD 20880

14. IS RECOND SERIES DUPL |CATED ELSEVHERRY

,I® YES, EPECIPY 2QENCY OR OFFICE)
vyrs O
NO Clerk of the Circuit Court

+ ACCXSS RESTRICTIONS DO vyzs 2 Nno
(1P yes, ciTe LAw(S) & mzouLavion(s)

1¢. ADIT REQUIREMENTS

@ Nonx D STATE O FECERAL O INDEPENDENT

IS AN INDEX SYSBTEM USED? {1pr vS.R:PLAIN
BRIKFLY AKD DEKSCRIBE ANY HARDRARK/ SQFTWARK )

Qyes O No Computerized Clerk's Index

18, RECOMMENDED RETENT ION

Permanent. Periodically transfer-to

State Archives. N
contains summary of legal documents and
land use records. Retrieval is based on -
keyword search.

.—’ AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21, DATE e
Carolyn Barnett-Jones
June 11, 1992

Election/Records Mgmt. Clerk (301) 309-3314 ’

DGS 550-4 [REVISXD 2/87)

——————

——r——




STRUCTIGNS . - TYPE OR PRINT A
PARATE FORM FOR EACH NE¥ OR

DEFARTMENT OF CENKRAL SZRVICES
RECORDS MANAGRMENT DIVISION

AGENCY RECORDS INVENTORY

W1S5ED RECORD SERIES. FORYARD
T™H RECORDS RETENTION SCHEDULE
VGE 8B0-1)

7273
P.O.

VYATERLOO RQAD
X 273
JESERP, MARYLAND 20794

PAGx _8 or _22

2. DIVIBICN

p‘unn JAGENCY

City of Rockville

City Clerk's Office

3. WNIT

SP nx
X INUT 1 O - RECORD SZRIES-A aroy® op LATED REKCOARDS NOMMALLY FlLEKD
REFCRENCK AS WELL AS RETENTION AND DIFROFITION PURRGRRY

AND UVEED AS A UNI!T FCR

RECORC SXRIEZS TITLX
FINANCIAL DISCLOSURES

5. RARLIEST YZAR/LATEST YEAR
1980 o 1992

IN P SERIKS.

to the Historic District Commission.

RECORD SSRIES DESCRIPTICN (unt:ruv DESCRISE THE TYPXS OF INFORMAT!OM/DOCUMENTS/FORMS FOUNZ

This series contains the statements of financial interest filed by all elected officials,
applicants to the Board of Appeals, applicants to the Planning Commission and applicants

INCLUBE THX PURPOBE OR FUNCTION OF TKEK unm:s)

.

KXCORD SERIES FORMAT(S) 3. RECORD SERIKS BTMENCE 3. VOLLME
| LXTTER 5125 O MICROFILM 0 ALPHAMETICAL 8 FILE DRAYER(S)
2 O MICROFILM RXEL(S)
LEGAL 21ZX 0 COMPUTER TAPX O NUMERICAL 12 £ commuTER TAFX(S)
EUNI!'
) a‘ BOOK O FLOPPY DISK & crmencrosican ) ®g’(;"ffi2‘r§”"°‘"’
© AUDIC TAPE 0O VIDEO TAPX U GECGRAPHICAL
10, ANNUAL ACSUMULAT ION
! CTHER( SPECIFY) O oER(EPECIFY) 8 FILE DRAWER(S)
1 © MICROFILM REEL(S)
: ROSEEX 5. COMMUTIR TAPE(S )
. @2:::!!3(52::!"} Foldert
FILE 1S usED 12. yiLE BECOMES INACTIVE AFTER
O pAILY 0 wEpaY (4 raerrrey FU!'II!‘ O meNTH(S) X year(s)

c» CURRENT LOCATICN(S) (ELDG.,FLOOR, ROCM)
City Clerk's Office

Rockville City Hall - 3rd Floor
111 Marviand Avenye Rockville MD 20850

1d. IS r}:com ExRIES DUPL ICATID ELSEWVERR?
{1 yeu_  seEciPY sqENcY OR OFFICE)

ﬂm@m

1+ ACTESS RESTRICTICNS Dvzs ®no
(1r yes, crve Law({s) & meauLavionis)

16, AUDIT REQUIREMENTS

@ NonX O STATE O FEDERAL 0O INCEPENOENT

v I8 AN INCEX SYSTEM USED? {(1rF veS.D:PLAIN
BRIKFLY AND DEXCRIBE ANY MARDYARK/SOFTWARE )

QY:ZS@NO

18. RECOMMENDED PETENT ION

-

Retain in City Clerk's Office for .
4 years. Transfer to records storage
site for 3 years then destroy.

AND TITLE OF pREPARER
Carolyn Barnett-Jones
Election/Records Mgmt. Clerk

20.

TELEPHMONE NLUMEER

(301) 309-3314

21, DATE

June 11, 1992

DGS 5%0-4 (REVISXD 2/87)




USTRWCTIGNS: -TYPE OR PRINT A
EPARATE FORM FOR EACH NEW COR
rVIigED RECORD SERIEKS.

DEFARTMENT OF GENKRAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

City of' Rockville

City Clerk's Office

FORWARD 7278 YATERLODO ROAD
‘1 CORDE RETENTIOGN SCHEDULE P.O. BQX 273 P 9 orp 22
0e1) JESEUP, MARYLAND 28734 AT
» DEPARTMENT / AGENCY 2, DIVISIGN 3. WNIT

. RECORD SXRIES TITLK
MINUTES OF CITY BOARDS AND COMMISSIONS

=FINITION -RECORD KR!ES-‘ AROUP OF RELATED RECOADES NORMALLY FILED AND UVEED AS A UMNIT FOR
REFERENCE AS WELL AS RETENTION ANL DIFPOEITION PURPORESR.

5. EARLIEST YEAR/LATEST YEAR
1957  wg 1992

IN R SKRIKS,

commissions in the City.

‘. MECORD S=RIES DESCRIPTION (.ll‘PLT DEBCRIBR THR TYPKS OF INPOMTION[MCM?I/NM FoUND

INCLUDE THMX PURPOBE OR FUNCTION OF THE .‘ml.)

This series provides a summary of the official proceedings of the various boards and

. RECORD SKRIES FORMAT(S)
@umn SI1ZE O RICROFILM

a ‘n. K128 O COMPUTER TAPE
9 BOUND BOOK O rLORPY DISK
J AUDIO TAPE O VIDEO TAPE

Q oTHER(SPECIFY)

3. RECORD BERIKS BEQUENCE ’.
& ALPHAMETICAL
O NMMERICAL
® crmonoLoGIcAL
O GEOGRAPHICGAL
D OTHER(SPECIFY)

YOLILME

O FILE DRAVER(S |
O MICROFILM PCL(S)
C COMPUTER TAPL(S)

RoaeN o OTHKR{SPEC|FY)

10, ANNUAL ACCUMULAT ION

C FILE DRAWER(S)
8 MICROFILM REEL(S)

RUNNER U COMMUTER TAPE(S)

D onwryicees v
'« piLE 1S usED 12. piLZ BECOMES INACTIVE AFTER
O palLY ® ooy O MONTHLY 2 O MoNTH{8 ® vean(s
Y ) b

3. CURRENT LOCATION{S&) {BL.DG.,FLOOR,ROCH}
CitK Clerk's Office
Rockville City Hall - 3rxd Floor
111 Maryland Avenue Rockville MD 20850

14. 15 RECOND SERIES DUPL ICATED ELSEWMERK?

tt® vyow, sPECiPY 28ENCY OR OFFICE)
C yrs @No

5., ACCESS REEBTRICTIONS D ys @NO
{tr vyes, ciTe tAw(s) & nEauLATiON|S}

16. ADIT REQUIREMENTS

@m D STATE 0O FEDERAL O INDEPENDENT

7. I8 AN INDEX SYSTEM USED? (1r veS.R:PLAIN
BRIKFLY AND DENSCRIBE ANY MARDWARK/ BOFTWARE )

oyes & Ne

] P TR S, . m

RECOMMENDED RETENT ION L T
Permanent. Periodically transfer to
State Archives.

18,

-

iy -
! ¢
) :

IR A L R
5w

e NI PR N me ¢ W) THT

8. NAME AND TITLE OF PREPARER
Carolyn Barnett-Jones
Election?Regords Mgmt. Clerk

20.

TELEPHONE NUMRER
301/309-3314

21. DATR ,

June 11, 1992

L OGS 550-4 (REVISED 2/87)




ISTRWGTIGNS . -TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

V16ED RECORD SERILS. FOREARD
™ RECORDS RETINTION SCHEDULE
bGS BB0-1)

DPEFARTMENT OF GENKRAL SERViIces

RECORDS MANRAGEMENT DIVIBION AGENCY RECORDS INVENTURY

727% YATERLOC MRQAD
P.O. BaX 173
JESSUP, MARYLAND 20734 PAox 10 _or 22

DFNT/AGENCY

City of Rockville

2, DIVIBSICON 3. WNIT
City Clerk's Office

A O cP mx R !
F INIT]ON -RECORD S=RIES- nour op LATED RECORDE NORMALLY FILED AND USES ASf A UNIT FoRr

RECORS SXRIXKS TITLX

REFERENCE AS WELL AS RETENTION ANG DigrogiTIoN PURROERS

3. EARLIKST YEAR/LATEST YRAR

1865 g 1888
MINUTES OF THE CORPORATION OF ROCKVILLE

NECORS S=RIES DE‘cRIPTlc*!(IIlIPLY DEBCRIBE THE TYPES OF INFPORMATION/DOCUMKNTS/FORMS FOUND
IN =T SKRILS,

INCLUBE THMX PFURPOBE OR FUNCTION OF THE SIH“SI')

This series contains the minutes of Rockville during the period when it was governed by
three commissioners. The minutes are contained in two bound books.

RECOMD SERIES FORMAT(S)
LXTTER SI1Z5 O MICROFILM
LEGAL B1ZX O CCWMPUTER TAPFE

4 BOOK O FLOPPY Disk
AUDIO TAPE O VIDEO TAPE
CTHER( 8PKC I FY)

3. RECORD SERIXS SEQUINCE 3. VOLLMK

O ALPHAMETICAL S FILE DRAWER(S)
O MICROFILM PXEL(S)
E coMrUTER TAFL(S)
UMK

CHRENGLOG | CAL CTHXR|SPECIFY)
® cel ) @ Bound Books

0 NERICAL

O cxoeRAPH
= tea £0. ANNUAL ACCUMULAT ION

B FILE DRAYER(S)

‘N/an O MICROFILM RREL(S)
r.-uénrc COMMUTIR TAPE(S )

D oTMER(ZPECIFY)

f onwo cmeciwy)

{t1r ves, ci1Te LAW(S) & mEouLAaTion(s)

* FI(LE 1S usED 12. piLg BECOMES INACTIVE AFTER
C palLY O wEEMLY U MONTHLY O wmoNTH(S) U YEAR(®)
10174 7 4.0 '
. %xnéazm'l Lc}z{c;ATx?(p) { BLDG. , FLOOR , ROGM ) 14. 1S RECOMD SERIES DUPL ICATED ELSEWMERS?
Ly ; erx’s Office ti® vyxw, seprciPY sgENCY OR OFFICE)

Rockville City Hall - 3rd Floor O vyrs @NO

111 Marvland Avenye Rockyille MR 20880
. ACSESS RESTRICTIONS ovss @no 16. ALDIT REQUIREMENTS

@ Nenxk D STATE O FEDERAL O INCEPENDGENT

Syes @ ne

IS AN INDEX BYSTEM USED? (1r vYRS$.8:2L AN ONNEND TENT
BRIKFLY AND DEXCRINE ANY MARDWARK/SONFTWARK ) 18, F=c D Ton

Permanent. N

.—&AND TITLE OF PREPARER

Carolyn Barnett-Jones

Election/Records Mgmt. Clerk

20, TELEPHMONE NUMEER 21. DATE h

(301) 309-3314 June 11, 1992

DOS 530-4 {REVISED 2/87)

e




STRUSTIGNS . -TYPE OR PRINT A
EPARATE FORM FOR EACH NEW COR
FVISED RECORD SERIES. FORYARD
1TH RECORDS RETINTION SCHEDULE
DGS 530-1)

DEFARTMENT OF GENKRAL SzRVICES
RECORDS MANAGEMRENT DIVISION
7273 YATEML.OC RQAD
P.O. BOX 27%

AGENCY RECORDS INVENTORY

PAGE 11 or 22

JESELP, MARYLAND 20734

2, PIVisicN

3. UNIT

. D.'BENT/AGENCY
City of Rockville City Clerk's Office

¥ N1 T1ON « RECORD [E5.A ONOUP OF RXLATED RECOADS NORMALLY FILED AND URED AS A UNIT PSR
REPERAKNCT AS WELL AN RETENTION ANG DIFROSITION PURROECS :

. RECORS STRIES TITLE 3. EARLIEST YEZAR/LATEAT YRAR

MINUTES OF THE MAYOR AND COUNCIL 1888  wo Present

. WECORD =SRIKS DESCRIPTIoN ("N!EFLY DEBCRIAK THE TYRXS OF INFORMATION/DOCUMENTS/FORME FOUND
IN THE SERIES, INCLUDE THX PURPOBE GR FUNCTION OF THE BRFIES)
This series provides a summary of the official proceedings of the Mayor and Council acting

in an administrative and a legislative capacity. The Minutes are bound in books of
400 pages each.

. RECOMD SERIES FORMAT(S) 8. RICORD SERIKS SESNCE

VOLLME

0 FiLE DRAYER(S)
8 MICROFILM PXEL(S)
53__ € coMpuTER TAPL(S)

RGAEN @) orren( sPec 1Y)
: Bound Books

,'
D IXTTIR SIZE O MICROFiIM O ALPHAMETICAL

F LEGQAL S1ZX O COMPUTER TAPE
3 O TAPE O VIDEO TAPE
X orHER| SPXC FY)

0 MAERICAL

BOOK O rLOPPY DisK X crmanciocicaL

U GXOGRAPTICAL

10, ANNUAL ACCUMULAT ION

8 FILE DRAWYER(S)

Q MICROFILM REEL(S)
. 2
Minutes from }950 ?hrough RUSNEX © COMMUTER TAPE(S ) .
1980 are on microfiche. ) n(cme~)wv) Bound Book

O omER(sPECIFY)

* PILE IS USED 2. FILR BECOMES INACTIVE AFTER
O pAILY wIEQY T MONTHLY 10 O MeTH(S8 YEAR|S
b e %im;r?ﬁ”zo?f“) (H.DG..FLOOR.N) 4. IS R'ECQE SRRIES DUML ICATED ELSEVHERR? [
s ice
tr® yxs, spECIPY &

Rockville City Hall - 3rd Floor O vrs @NO \PY ssExcY om orrick]

111 Marvland Avenue Rockyille MD 20850
i, ACCESS RESTRICTIONS O vss @NO 16, ALDIT REQUIREMENTS

{tr Yes, ciTe LAW(S) & mEauLaTiON(S)
@ NoNx D STATE © FECERAL O INDEPENDENT

‘. IS AN INDEX SYSTEM USEDR? [1r vRS.E:PLAIN

BRIKFLY AND DEXICRIBR ANY KARBIAR‘/IQ"'AR’) 1.

FECOMMENDED RETENT ION

) ) Permanent. Periodically transfer to
éb?!s £ N& Computerized Clerk's Index ¥ tr .

. . State Archives. T e w
contains summary of Minutes content and AR
may be retrieved by date or keyword search.

. AND TITLE OF PREPARER 20. TELEPMONE NUMBER 21. CATE

Carolyn Barnett-Jones

Election/Records Mgmt. Clerk (301) 309-3314 June 11, 1992

-

OGS 530-4 (REVISED 2/87)




ISTRUSTIGNS . - TYPE OR PRINT A
IPARATE FORM FOR EACH NEW OR

VISXD RECCRD SERIES. FORYARD
[TH RECORDS RETINTION SCHEDULE
GS 530-1)

PEFARTMENT OF CENKRAL SERVicrs
RECORDS MANAGRMENT DIVIBION
72738 YATERLOO RQAD
P.O. BGX 273
JESEF, MARYLAND 20734

AGENCY RECORDS INVENTORY

PAGx 12 or 22

A ‘DGN'!/AGENC‘Y

City of Rockville

2. DIVISION
City Clerk's Office

3. WUNIT

o -] n
¥ INITICN -RECORD mlEB-A RrOUP OF RELATED RKCORDS NORMALLY SILKD

AND UEED AN

. RECORD SXRIEKS TITLE
OATHS OF OFFICE

REFERENCE AS WELL AS RETENTION AND DIFragiTiIoN PURPOSESY

A UNIT FCh

3. FARLIKST YZAR/LATEST YRAR
1984 wo 1989

IN THE SERIKS.,

| XECORD SSRIES CRSCRIPTION (Int:er DESCRIBE THE TYPXS OF INFORMATION/DOCUMENTS/FORMSE POUND

INCLUBE THX PURPOBE OR FUNCTION OF THE SEFIES )

These are sworn declarations of persons elected to the office of the Mayor and the Council.

| RECORD SERIES FORMAT(S]
LETTER 175 O MICROFILM

0 LEGAL SIZX O COMPUTER TAFL
h BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPX

D OTHER(SPKCIFY)

LR

3. RECORD SKRIKS SEQUENCE ).
O ALPHARETICAL
0 NuMERICAL
B cmencLosican
U GEOGRAPTICAL
D OTMER(SPECIFY)

VOLLME

O PFILE DRATER(S ]

3 O MiCROFILM PXEL({S)
C coM™UTER TAFL

T T3, 8 T (%)

& crrxr(sPscirY)
Folders

10, ANNUAL ACCUMULAT ION

B FILE pRAYER(S)
0 MICROFILM RERL({S)

RUNEEX © COM™UTIR TAPLE(S§)

J onmy(ceeciwyy
‘ FILE 19 USED 12. riLS BECOMES INACTIVE AFTER
O pAalLY 0 wEpayY O MONTHLY RO O MCNTH(S) U YEAR(®)

) . CJRRENT LOCATION(S) {ELDG,,FLOCR, ROCM)
City Clerk's Office

Rockville City Hall - 3rd Floor
111 Marviand Avenue Rockyille MD 20850

14. 1S RECORD SZRIES DUPLICATID ELSEYMERR?

fi® vyou,_ srEciPY sgENCY OR OFFICE])
C vzs (Pno

» ACCESS REKSTRICTICNS D vxs @No
{tr Yes, ci1Te LAW(Ss) & nEzauLaTion(s)

1¢. ALDIT REQUIRTMENTS

@ nex D sTATE © FECERAL 0O INDERPENDENT

. 18§ AN INDEX SYSTEM USEDT (1r vES .E>PLAIN
PRIEFLY AND DESCRIBE ANY MARDWARK/ SOFTWAARE )

2 yes & ne

x'.

.

to State Archivés. B

v

RECOMMENDED PXTRENT ION
Retain permanently.. Berlodic%Aijfransﬁer

M
' :
[

tm TITLE OF PREPARER

Carolyn Barnett-Jones
Election/Records Mgmt. Clerk

a0.

TELEPHCNE NUMBER

(301) 309-3314

i
- . a j» ‘-\
21, DA‘TR| NS _‘-.;,; 1\. .ﬂ?,,.r«"\ N '.‘....?

Jihe 11, 1992 .

DGB 5350-4 [REVISED 2/87)




STRUSTIGNS. -TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

VISLD RECCRO SERILS. FORWARD

DEFARTMENT OF CENERAL SiRVICES
RECORDS MANAGEMANT DIVISION

AGENCY RECORDS INVENTORY

7273

TH RECORDS RETINTION SCHEDULE
G5 330-1)

P.Q.

YATEML.OC ROAD
BX 173
JESSL, MARYLAND 20734

PAacx _13 or 22

2. DIVISIGN

n:‘mn JAGENCY

City of Rockville

City Clerk's Office

3. WNIT

r INIT1ON -RECORD mlﬂs-A AROUP CF RELATED RKCORDS NOMMALLY PlLXD

. . )

RECORD SXRIES TITLE
ORDINANCES AND RESOLUTIONS

REFEAENCE AS WKLL AW RETENTION ANG DifrogiTIoN PURNOSRES

AND USED AS A UNIT PFTR

5. EARLIXST YZAR/LATEST YRAR
1926 oo 1992

IR T SKRILS,

MECORD SSRIES DESCRIPTION ("7!EFLY DESCRIEE THE TYPXS OF INFORMATION/DOCUMENTS/FORME FOUND

These city regulations are bound in books of 400 pages each.

INCLUBE TMX PURPOBE OR FUNCTION OF THNE SRITIES |

FECORD SERIES FORMAT(S)

LXTTIR SIZs O MicROFILM

Ordinances adopted between

8. RECORD SKRIKS SEQUENCE
0 ALPHARETICAL

\ O MICRSFILM pxCl(S)

LEGAL BIZX O COMPUTER TAPK & mamnicaL 27__ € COMPUTER TAPL(S)
“WIKR
. BOooK O rLOPPY DIBK ® amenoLocicaL @ otrxR(sPEciFY)
Bound Books

AUDIO TAPE 0O VIDEO TAPK U GROGRAPHICAL
A 10, ANNUAL ACSUMULATION
(OTHIR({ S#KC [FY) O oTMER(SPECIFY)

3. VYOLLME

L FILE DRAYER(E)

O PILE DRAYER(S)
2 Q MICROFILM RREL(S)

1963 and 1990 are on microfidhe.

RAER © COMMUTER TAPE(S)

e 1 Bound Boo
FiLE 1S usen © 12. yiLz BECOMES INACTIVE AFTER
C pAILY WEEDLY O MONTHLY 20 O moNTH(S ) YEAR( S
- ) @ vean(s)

. CJRRENT LOCATION(S) (ELDG.,FLOCR,ROCH)
City Clerk's Office

Rockville City Hall - 3rd Floor
111 Maryland Avenue Rockvills MD 208850

14. 1S RECORD SZRIES CAPL |CATZID ELSEYHERSY

tt® vyes, speciry saENCY OR OPFICE)
Um@m

. ACSESS RISTRICTIONS Cyss @no.
(tw yes, ci1Te LAw(s) & nEguLATiOn(s)

1¢. AUDIT REQUIREMENTS

@ Nonx O STATE © FEDERAL 0O INDCEPENDENT

» 18 AN INDEX BYSTEM USED? (1 ves,.B:-PLAIN

Carolyn Barnett-Jones

Election/Records Mgmt. Clerk (301)

BEIXFLY AND DESCRIBR ANY HARDWARK/SOFTWARE ) 18, FRECONMENDED PETENTION
. . Permanent. Periodically transfer to
x y2s U Ne Computerized Clerk's Index State Archives. P :
contains abstracts of ordinances which A ;0 : t'-
may be retrieved by ordinance number,
date or keyword search.
jtm TITLE OF PREPARER 20. TELEPMONE NUMERER 21. DATE

309-3314

[P,

June 11, 1992

DO8 530-4 (REVISED 2/87)

Lo,
2]

. e —r———

LA
PO ¢




STRUCTIGNS. - TYPE OR PRINT A
LPARATE FORM FOR KACH NEY OR

DEFARTMENT OF GENKRAL SEZRVICES
RECORDS MANAGEMENT DIVIBION

AGENCY RECORDS INVENTORY

City of Rockville

City Clerk's Office

'VISED RECCRO SERIES. FORWARD 72175 WATERLOO ROAD

TH RECORDS RETENTION SCHEDULE P.O. BGX 278 14 9

>GS 530-1) JESEUP, MARYLAND 20734 PAGE or
nqllrnnunvAccncv 1. DIVISIEN 1. WwuT

(-]
X INIT 1O -RECORD IES'A GROUP OF RELATED RKCOADS NOMMALLY FiLEKD
REFERENCE AS WELL AS RETENTION ANL Digrog

RECORD SXRIEE8 TITLE
PETITIONS

ITION PURPOSESR

AND UVEED AS A UNIT PCR

3. EARLIEST YEAR/LATEST YRAR
1976 g 1984

<K SKRIKS,

MECORD “=RIES DESCRIPTION (.""LY DESCRIBE THE TYPKS OF ‘N'Om’lon,mCMf./nm roOUNS
INCLUEE TMX PURPOBE GR FUNCTION OF THEK .'ml'l

This file includes petitions on abolishing drug abuse, securing pay telephones for
certain locations and pedestrian safety.

RECORD SERIES FORMAT(S)

DIXTTER S1ZE O MicROFILM

L LEGAL S1ZX O COMPUTER TAPT
a' BOOK O rLoPpY plisk

I ALDIO TAPE O VIDEQ TAFPRE

| OTHER({SPECIFY)

8. RECORD SERIKS SEQLENCE
O ALPHAMETICAL
0 NuMERICAL
@ omencLosicay
O GEOGRAPHICAL

D oTMER(SPECIFY)

3. VoLLWK

O PILE DRATER(S)
O MICROFILM RXEL(S)
E coMmTER TAPEL(SE)

X otrxr({sPEciFY)

2
EU’!II'
’ Folders

10. ANNUAL ACCUMULAT ION

O FILE DRAYER(S)
8 MICROFILM REEL{S)
RUSEEX © COMMUTER TAPE(S )

Qo corciwyy

{tr vyes, crTe LAW(s) & mgauLaTionis)

* FILE 1S usED '2. riLE BECOMES INACTIVE AFTER
O pAlLY 8 wxmaY O MONTHLY S O poNTH(8 ' YEAR| %
i 1 ) Eveans)
. %,iﬂet-?ﬁkﬂo?f(ﬂ (=L.DG. , FLOOR, ROCHM ) 14, 15 RECOMD SZRIES DUPL ICATID ELSEWHERXY
¥ ¢ s 1ce ti® yocu, seprciry saency or orrice)
Rockville City Hall - 3rd Floor G yes NO
111 Marviand Avenue Rockyille MD 20880
. ACCESS RESTRICTIONS C y=s @m 18. ALDIT REQUIRDMENTS

@Noux D STATE O FEDERAL 0O INDEPENDENT

QY‘!8®NO

+ IS AN INDCEX SYSTEM USED? (1r vRS.EXPLAIN
BRIKFLY AND DEECRIBE ANY MRDIAR‘/IQ"’A“)

18,

RECCMMENDED FRETENT ION

Retain in City Clerk's Office for 5 years
.then destroy.

e
BT 3

Ay _
IR T v ;

§

¥
§
{

. )

.—tm TITLE OF PREPARER 2¢. TIELEPFONE NUMEER 21, DATE j&
Carolyn Barnett-Jones .. ity (eiASe 4
Election/Records Mgmt. Clerk (301) 309-3314 June-11, 1993-Y e 21

DGS 5350-4 {REVISED 2/87)

|
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[P ee———————




STRUCTIGNS: - TYPR OR PRINT A
PARATE FORM FOR KACH NE¥ OR

V1SED RECCRO SERIES. FORWARD
T™ RECORDS RETENTION SCHEDULE
IG5 380-1)

DEFARTMENT OF GENRRAL SzRVICES
RECORDS MANAGAMENT DIVIBION
7273 VATEMLOO RQAD
P.C. BX 273
JESELUPF, MARYLAND 20734

AGENCY RECORDS INVENTORY

pagx 15 or 22

D%ﬂﬂ)ﬁ’ J AGENCY

City of Rockville

2, DIVISICN
City Clerk's Office

3. WNIT

¥ INITIGN-RECORD SaRIES-A OMOVP OF RELATED RXCORDS

.

RECORS SERIKS TITLE
PROCLAMATIONS

NOMMALLY FILED AND USES AS A UNIT FeR
REFERENCE AS WELL AS RETENTION AND DIFrog!TIoN PURFORESR

3. EARLIEST YEAR/LATEST YRAR
2304, T 1992

.IN TR SKRIKS,

RECORD ==RIES DESCRIPTICON ‘.lllPLT DESCRIBE THRE TYPXS OF 'N’OMTlQNIWCmTI/NM FoUND
INCLUBE THX PURPOBE SR PUNCTION OF TNK I‘m"l

Proclamations are official formal pronouncements highlighting certain events or achievements.
Certain proclamations are issued annually. )

RECORD SERIES FORMAT(S]

(LXTTER Si1ZE O MIcROFILM

LEGAL SIZE 0O COMPUTER TAPK
BOCK O rFLORPY DISK

AUDIO TAPE O VIDEO TAPX

| OTHER(SPKCIFY)

3. RECORD SERIKS SEAMNCE
0 ALPHARETICAL
0 NMERICAL
B crmancLosicar
U GEOGRAPHIGAL

0 omER(ErECIFY)

3. VOLLWK

O FILE DRAYER(S)
C MICROFILM fxgi(s)

2
C COMPUTER TAPL(S)
NomMacX
N @ emepisreci)

10, ANNUAL ACCUMULAT ION
O FILE DRAYER(S)
O MICROFILM REZL(S)
RUSYEX O COMPUTIR TAPE(S)

o lace=.d 185 1A oA

City Clerk's Office

111

Rockville City Hall - 3rxd Floor
Marvlapnd Avenye Rockyille MND 20850

tr® vycs

FILE 1S USED 12, yiLx BECOMES INACTIVE AFTER
C pAILY o wEEaLY & oy 2 O MONTH(S YEAR(S
USEEY. paiaiied (%)
. CURRENT LOCATICN(S) (2.DG.,FLOOR,ROCH ) 14. IS RECOMD SERIES CUPL [CATED ELSEYHESS?

SPEC\PY SGENCY CR OFFICE)
O yrs NO

. ACCESS REKBTRICTIONS

Q vzs
(tr yxs, ciTe tAw(s) & nxouLaTionis)

& no 1s.

@& nenx

ADIT REQUIREMENTS

D STATE ©C FEDERAL 0O INDEPENDENT

QY.ES @NO

IS AN INDEX SYSTEM USED? {1r vyRS.DOPLAIN
BRIKFLY AND DEECRIBE ANY KARBIARK/IOF‘I"AR!)

Permanent.
State Archives.

18, RECOMMENDED RETENT ION

Periodically transfer to

.

. AND TITLE OF PREPAFRER
Carolyn Barnett-Jones

Election/Records Mgmt. Clerk

290. TELEPMONE NLMERER

(301) 309-3314

21, CATE

June 11, 1992 - R

DG8 550-4 (REVISXD 2/87)

. e ey




L STRUCTIGNS . -TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

[VISXH RECCORD SERIES. FORWARD
TH RECORDS RETENTION SOXDULE
bGS 3B0-1)

DEFARTMENT OF CENKRAL SZRVICES
RECORDS MANRAGEMENT DIVISICON
727% YATEMLOC RGAD
P.O. BQX 273
JEBSRP, MARYLAND 207934

AGENCY RECORDS INVENTORY

Pacs 16 _or 22

2. DIVISICSN

DGFE‘H/AGENCY

City of Rockville

City Clerk's Office

3. WNIT

FINIT IO -RECORD IES-A AnoUP OF RXLATED REXCOADS NOMMALLY FILED AND USED AS A UNIT PCR
REFERKNCE AS WKLL AS RETENTION ANL TIgrRogiTION PURPOSES

. )

RECCORD SXRIES TITLX
PUBLIC HEARING FILES (Miscellaneous)

5. EARLIKST YZAR/LATEST YRAR
1957 wo 1992

IX TR STRIKS,

urban renewal.

P Ce ==RIES CESCRIPTION ‘III‘PLY DESCRIBRE THRE TYexg OF lNPONTION/MCmTI/NM FOUND

INCLUBSE THX PURPOBSE OR FUNCTION OF TNK SRFIES )

Public Hearing files may include proposed changes to the City Code, permit parking
applications, carnival use permits, special assessments and documents from hearings on

 LXTTER SIZR O MICROFILM

. ALUDIO TAPE 0O VIDEO TAPE
! OTHER(SPECIFY)

O ALPHAMETICAL

U GXOGRAPHICAL

O oTHER(SPECIFY)

RECORD SERIES FORMAT(S] 3. RECORD SKRIKS SEOXNCE Y. VOLUMK

30 inch
6 FILE/DRAYER(S)

" 8 MICROFILM RXEL(S)
{LEGAL 81Z% O COMPUTER TAFX 3 rasaricaL & CoMmUTER TAVE(S)
BOOK O rLOPPY DISK QO crmeNoLOG 1 CAL, € CTHXR({SPECIFY)

10 record storage boxes

10, ANNUAL ACCLMULAT ION

O FILE DRAYER(S)
O MICROFILM REZL{S)

RUSEEK & COMSUTEIR TAPE(S)

0 onrplicees)wy)

Rockville MD 20850

PILE 1S usED 12. riLx BECOMES INACTIVE AFTER
O DAILY ® ooy C MONTHLY le!o!!' O moNTH(8) & yean(s)
‘. ﬁmehrﬁrg?f(fc)e { mLDG, , FLOOR, ROCH } 14. 15 RECONMD SZRIES CUPL ICATED ELSEVMERS?
Rockville City Hall - 3rd Floor élg’@ ;;!m'* rsExcy om orrice]
111 Maryvland Avenue

. ACCKSS8 RESTRICTIONS O vss @NO
{tr yes, ciTe LAw(s) & mEauLAaTions)

18. ALDIT REQUIRIMENTS

@m O STATE O FEDERAL 0O INDEPENDENT

. I8 AN INDEX SYSTIEM USED?T (1» yxE.E):PLAIN
BRIKFLY AND DESCRIBE ANY HARDIAR!/IQH‘IARI)

Q yrs @Nc

18. RECCHMENDED RXTENT ION
Permanent. Periodically transfer to
State Archives.

o

Y

T&AND TITLE OF PREPARER 2¢.

Carolyn Barnett-Jones
Election/Records Mgmt. Clerk

(301) 309-3314

TELEPMONE NUMERER 21, DATR

June 11/ 1692 & .

.

PGS 5850-4 (REVISED 2/87)

— e o

e+ e e ra———————




STRWCTIGNS . - TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

VISED RECCORD SERIES. FOREARD
TH RECORDS RETENTION SCHEDULE
380-1)

DEFARTMENT OF CENERAL STRVICES
RECORDS MANAGEMENT DIVISION
7273 YATEMLOC RCAD
P.C. XX 273
JESESLP, MARYLAND 207934

AGENCY RECORDS INVENTORY

PAGK 17 or 22

D:‘nm/mmcy

City of Rockville

2, PIVISION 3. LNIT
City Clerk's Office

A O (-} ¢
INITICN -RECORD S=RIES- ROUP OF RELATED RECORDE NORMALLY FILKD AND UEED AS A UNIT PFON

.

RECORD SXRIXS TITLE

RECORDS MANAGEMENT POLICIES

AKFCRENCE AS WEKLL AS RETENTION ANG DigrogiTION PURPOSEYX

5. EARLIEST YEAR/LATEST YRAR
1962 yo 1992

MECORD “=RIES DESCRIPTION (.ll‘FLY:tIRI'C:H;Il THRE TYPxg Of INPOHIAT!ON/DOCW?I/POM PFOUND
IN THE .

This series includes listings of record types with their descriptions and the approved
retention and disposal schedules.

INCLUSE TMX PURPOBE OR FUNCTICN OF THEK SKFIES )

RECORD SERIES FORMAT(S)
JLETTER SI1ZE O MIcROFILM
LEGAL S1ZK O COMPUTER TAPX
a:' BOCK O rFLOPPY DIsK
ALDIO TAPE O VIDEO TAPR
OTHER( SPKC [ FY)

8. RECORD SERIKS SEQUNCE 9. YOLWMK

O FILE DRAYER(S)

O MICROFILM MXEL(S)

C COMPUTER TAPL(S)
""""_" T CTHXR{SPECIFY)

10, ANNUAL ACCIMULAT ION

O rILE DRAWER(S)
O MICROFILM REEL(S)
RUSSER © COMPUTIR TAPS(S)

O OTMER(SPECITFY)

Jonenicees)wy)

{tr yes, crTx LAw(S) & nxouLaTiON|S)

* FILE 1S usED 12. piLg BECOMES INACTIVEK AFTER
O pAILY 0 WY U NONTHLY O mMoNTH(S C YRAR(S®
s PXTHE) i
. %xlﬂ L?(c;xrxoc?f(;) | BLDG. , FLOOR , ROCM } 14. IS RECOMD SZRIES DUPL ICATED ELSEWMERS?
y L.erk’s ice ttr vyos, spEciry sgency or orrice)
Rockville City Hall - 3rd Floor 0 yrs &9No
111 Marvliand Avenue Rockville MDD 20850
. ACSKSS RESTRICTIONS Cyzs ®no 16. ALDIT REQUIREMENTS

P NoNx O STATE O FECERAL O INDEPENDENT

DY;:s é’) No

IS AN INDEX SYSTEM USED? {17 vus,E:PLAIN
BRIKFLY AND DEXCARIRE ANY MARDWARK/ BOFTWARE )

18, RECCMMENDED JUTRENT ION

Retain permangn@&y'infcﬁgyfdl§ﬁk"écvffice.
Periodically ppdaéé-fiiésfaka“déstr y
schedules only when superseded. . 4

Il

-—&AND TITLE OF PREPARER

Carolyn Barnett-Jones
Election/Records Mgmt. Clerk

!
k)
9
2t. DA.TR ‘J-ﬁ?’ggm,ﬁy‘s"‘-?ﬂ N

A w oaLT eI

June 11, 1992 ..

20. TIELEPHONE NLMEER

(301) 309-3314

DOS 530-4 (REVISED 2/87)




LSTRUCTIGNS «TYPE OR PRINT A
CPAPATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

City of Rockville

CY 150D RECORD SERIKES. FORWARD 7273 YATERLCO RQAD

L TH CRDS RETENT ION SOHEDULE P.O. BCGX 273 pAcE 18 opF 22
OGS 1) JESSLP, MARYLAND 20794 _—— —
. DEFARTMENT /| AGENCY 2, DIVISIGN 3. WNIT

City Clerk's Office

. RECORD SERIKS TITLE
ZONING APPLICATIONS

¥ INITION -RECORD SERIES.-A GMOVP OF RELATED RXCONADS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE A€ WELL AS RETENTION ANG DIgrogiTION PURPOEES

5. EARLIEST YEAR/LATEST YRAR

1957 o 1992 _

IN THE SKRIKS,

. FECORD “SRIES DESCRIPTION (Ill'PLV DEBCRIBE THE TYPES Of lNPOMTIONIMCWTI/P@M FOUND

This series includes map amendments, text amendments, planned residential unit applications,
residential townhouse applications and street closing and abandonment applications.

INCLUBE THME PFURPOSE OR FUNCTION OF THE lImll)

J IETTER SIZE O MICROFILM

3 B1ZK 0O COMPUTER TAFE
J BOUND BOOK 0O FLOPPY DISK
J AUDIO TAPE 0O VIDZO TAFR

3 OTHER(| SPKCIFY)

.+ RECORD SKRIES FORMAT(S] 8. RECORD SERIKS BEQUENCK ’. VLUK
0 ALPHABETICAL
& rasericaL

O CHRONOLOGICAL
O GEOGRAPHICAL
O oTHER(SPECIFY)

O FILE DRAWER(S)
2 MICROFILM RELL(S)
O COMPUTER TAPL(S)

“i'“‘_" U OTHXR(SPECIFY)

10, ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
O MICROFILM REEL{S)

RUNEER O COMMJTER TAPE(S)

Domwpiepeciwyy 1
'+ piLE 18 usED 1. piLE BECOMES INACTIVE AFTER
O palLY 0 wEELY @mrm-n.? Eﬁl!‘ O MoNTH(S) @ YEAR(S®)

3. CURRENT LOCATION(S) (2L.DG.,FLOOR,ROOM)
City Clerk's Office

Rockville City Hall - 3rxrd Floor
111 Marvland Avenue Rockville MD 20850

14. 1% RECOMD SERIES BUPL ICATEXD ELSEWHERE?

ti1® vxs, SPECIPY 2GENCY OR OFFICE)
Ovyes Pno

5. ACCESS RESTRICTIONS Cyss O nNo
{tr vyes, cite taw(s) & nzouLaTion{s)

- ‘- -
4

16. AUDIT REQUIREMENTS L i-, ) -

@ nonx D srATE "iu FEDERAL 0O INDEPENDENT

7, I8 AN INDEX SYSTEM USED? (1r vas.D:PLAIN
BRIKFLY AND DESCRIBE ANY MARDWARK/SOFTWARE )

0ves ® nNo

) 3 ?
% 3

RECOMMENDED RICTENT 1ON g,
Permanent. Periodically transfer to

v d e e

State Archives, ,

18,

8. NAME AND TITLE OF PREBPARER
Carolyn Barnett-Jones
Election/Records Mgmt. Clerk

TELEPHONE NUMERER
301/309-3314

21. DATR

June 11, 1992

PGS s580-4 {REVISED 2/87)



http://RKCOP.es

[SUCTIGNS . «TYPE OR PRINT A
\FATE FORM FOR EACH NEW OR

H RECORDS RATENTION SO-EXDULE

DEFARTMENT OF CENKRAL SzRYICEs
RECORDS MANAGEMENT DIVISBION
SID RECCRD SERIES. FORYARD 7273 WATEM.OC RQAD

P.O, BCX 273
JESSLP, MARYLAND 20754

AGENCY RECORDS INVENTORY

PAGE 12 or _22

5 380-1)
;;‘N/Am 2. DIVISIEN

ity of Rockville

City Clerk's Office

3. WNIT

Flections

A G oF nx D RECGADS NORMALLY K BV [ T Fon
INIT1CN ~RECORD SSRIES- ROUP OFf RELATK 1LED AMD UBED AS A UN!
REXPERENCE AS WELL AS RETENTION ANG DIigmogiTION PURPOSER

. . )

RECORD SXRIEKS TITLE

BALLOTS

3. EARLIEST YZAR/LATEST YRAR
1991 To _1991

YN ¥ SKRIKS,

TYP [}
ECORD S=RILS DESCRIPTION (TN !EFLY PEECRIRE THE TYPXSE OF INPORUATION/DOCUMENTS/FORME FOUND

INCLUBE THX PFPURPOBE GR FUNCTION OF THK SRTIES )

Voted ballots which result in official voting tallies must remain secured in the
City Clerk's Office for 7 days after an election--when the results are to be certified.

LEKTTER SIZE O MICROFIIM
LEGAL S1ZX 0O COWMPUTER TAPT
BOCK O FLORPY DISK
AUDIO TAPE O VIDEO TAFK

‘CTHER( SPKCIFY)

The ballots are stored in 3

O ALPHARETICAL

O NUMERICAL

C CHRONCLOGICAL,
U GEOGRAPHICAL

® oner(sreciry)

No specific order.

K=CORD SERIES FORMAT(S) 8. RECORD SERIKS SELSUENCE 3. VoLLME

0 FILE DRAYER(S)
O MICRSFILM RXKL(S)
C coMPUTER TAPEL(S)

3
“""“_' ® §ILXR(SPECIFY)

{0, ANNUAL ACCUMULAT ION

8 FILE DRAYER(S)
O MICROFILM REEL(S)

3.5" x 8.5" x 15" boxes.

RUDSEX © COMPUTIR TAPE(S)

LD onpolcmeciwy)

FILE 1S USED 1. piLE BECOMES INACTIVE AFTER
C pAlLY O wWERXLY O NONTHLY WEEZ!‘ @marrms) U YRAR(S)

. CURRENT LOCATION(S) (ELDG.,FLOCR,ROCH)
City Clerk's Office

Rockville City Hall - 3rd Floor
111 Marvlapnd Avepue Rockyille Mp 20850

14. IS RECOMD BERIES CUPL ICAYTED ELSEWHERS?

t!? YCS SPECIFY ,QGENCY OR OPP(C!)
O ves @No

. ACCEZ2S8 RXBTRICTIONS @ YE$ O NO
{17 yes, ciTE LAw(S) & nEguLaTiON]S)
Section 8-7 of the Rockville City Code

16. ALDIT REQUIREIMENTS

O NoNK D STATE © FEDERAL O INDEPENDENT

I$ AN INDEX SYSTEM USED?T {1p YXSEPLAIN
BRIKFLY AND DEXCRIBE ANY HMARDYARK/SQFTWARE )

C y=s ®N°

18, RECOMMENDED PETENT ION

Retain in City Clerk's Office for six
months from the date of election then

destroy. e g -
. s o
o"
« NAME AND TITLE OF pRzpPARKR 2¢. TELEPHMONE NUMERR 21. DATK : )
Carolyn Barnett-Jones 1
Election/Records Mgmt. Clerk (301) 309-3314 June lf, 1992

DG% 550-4 (REVISID 2/87)

T
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[TRYCTIGNS . - TYPE OR PRINT A
ARATE FORM FOR EACH NE¥ OR

{STD RECCRD SERIES. FORRARD
M RECORDS RATINTION SOEDULE

DEFARTMENT OF GENKRAL SERVICES
RECORDS MANAGRMENT DIVISION
7273 YATEMLOO RQAD
P.C. BGX 273

AGENCY RECORDS INVENTORY

20 22
s 580-1) JESEUP, MARYLAND 20734 PAGK or
aﬂiﬂ'ﬁl\m 2. DIVISIAN 3. LNIT
City of Rockville City Clerk's Office Elections

.

RECORD SERIKS TITLE

CAMPAIGN FUND REPORTS (CFRS)

[ OF RELATED RECUADS NORMALLY & J | ]
FINITICGN -RECORD SaR1Es-A OmWOV" ©F ILED AND VEED AS A UNIT FT
REFERENCE AS WELL AS RETENTION ANO TIFrROSITION PURFORENR

5. EARLIEST YZAR/LATEST YRAR
1980 yg 1992

TN PR SERILS,

MECORD S=RIES DESCRIPTION (Z"/EFLY DEECRIAR THE TYPXS OF INFORUATION/DOCUMENTS/FORME FOUND

INCLUBE THMX PURPOBE OR FUNCTION OF THEK SRIIES )

CFRs contain statements of contributions received and expenditures made by candidates for
elective office and political organizations supporting candidates. Documents that may be
found in this series include campaign fund report summary sheets, appointment of treasurer
forms, certificates of candidacy, nomination petitions and other pertinent documents.

LXTTER SIZn O MICROFILM

LEGAL S1ZX 0 COMPUTER TAFT
oK O rrompy DisK

AUDIO TAPE 0O VIDEO TAFK

CTHER( SPKCIFY)

RECORD SERIES FORMAT(S) 3. RECORD SERIKS SEQUENCE s.
& ALPrAmTICAL

O NUMERICAL

& cmencLocical
O GEOGRAPHICAL

O oTHER({SPECIFY)

VOLLMK

1 FILE DRAWER(S)
C MICRSFILM RXLL({S)
£ covmruTER TAFL(S)
© T OTHER(SPECIFY]
1 records storage box

10. ANNUAL ACCUMULAT ION

O PILE DRAYER(S)
0 MICROFILM REIL(S)

RUSEER © COMMUTIR TAPE(S )

O onsolceec)ry)

FILK 1S uSED 12. piLx BECOMES INACTIVE AFTER
© pAILY o wEDaY & mewmey FU;IH' O moTH(8) & Yrar(s)

. CURRENT LOCATION(S) (ELDG.,FLOQR,ROCH}
City Clerk's Office

Rockville City Hall - 3rd Floor
111 Marviand Avenye Rockvyille MNP 20850

14. IS RECORD BERIES DUPL ICATED ELSEWHERS?

'.'IP YT S EPEC\PY ,QENCY OR OPF(C!)
Q yrs &NO

. ACCESS RESTRICTIONS D vxs @No
{tr Yo, ciTe LAY(S) & mEouLATiON(S)

1. ADIT REQUIRIMENTS

, @®Novk D STATE © FEcERAL D I|NDEPENDENT

+ IS AN INDEX SYSTEM USED? (1@ vRS.E:PLALIN
BRIEFLY AND DESCRIBR ANY HARDWARK/ SOPFTWARE )

Q yes & N&

@

18. RECOMMENDED RETENT ION

Permanent. Periodiéélly t§%p§ﬁe§ to
State Archives. ™

N
H

* QJ‘\ ;%
:’ St

. NAME AND TITLE OF PREPARER 20.
Carolyn Barnett-Jones
Election/Records Mgmt. ClerK

(301) 309-3314

TELEPHONE NUMEBER 21, BATR -

June ébﬁﬁ&992

DG 5350-4 [REVISED 2/87)

Py~ +4

——Ba o e
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-
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-

1 . «TYPE OR PRINT A
ARATE FORM FOR EACH NEW OR
ISTD RECCRD SERIES. FORYARD
M RECORDS RETENTION SCOHEDULE
X5 BRe.t)

DEFARTMENT OF CENERAL SiRYICZS
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
P.O. BQX 273
JESSLP, MARYLAND 20734

AGENCY RECORDS INVENTORY

PAGE 21 or 22

D&F. | AGENCY

City of Rockville

2. PIVISICN
City Clerk's Office

3. LNIT

Elections

FINITION-RECORD SaRIKS-

A GROUP Cf RELATED RECORDS

NORMALLY

RECORD SXRIES TITLX
ELECTION RESULTS

REFEREKNCE AS WELL AS RETENTION ANG Tigrog

LARS $-

AND USED AN A UNIT FTR
1TION PURROSES

5. EARLIEST YEAR/LATEST YRAR
1934 ‘ro _1989

FECORD = RIKS DESCRIPTION ("‘

Election results are recorded in three formats:
certification of the results and (3) a chart of the election results.

BERIEPFLY DESCRIBE THE TYPES OF INPOMTION/MCWT'/!’OM FOUNMD

FHE STRIKS,
(1)

INCLUBE THX PURPOBE OGR FUNCTION OF THE SRFTIES )

computer print-outs,

(2) Board

LETTEIR SiZa O MicmOFiLM

Ponrenr|sexciry)

FECORD STRIES FORMAT(S)

Lx B1ZX 0O COWMPUTER TAPK
BOOK O rLoPpPY DISK

AUDIO TAPE O VIDEO TAFR

See Record Series description

3. RECORD SKRIKS SESUENCS
0 ALPHARETICAL

0 NMMERICAL

& crmencLocicaL

U GROGRAPHICAL

D oTHER(SPKCIFY)

3., VOLLMKE

& riLe DRAYER(S)
O MicroritM RrXLL(S)
C COMPUTER TAPL(S)

1
""’""‘_" T OTHXR({SPECIFY)

0, ANNUAL ACCUMULAT [ON

O piLE DRAYER(S)
Q MICROFILM REEL(S)
FUNIER O COMMUTER TAPE(S)

FILE 1S USED

C pAalLY E wxa.yY

12.
U MONTHLY

EvkE

FILE BECOMES INACTIVE AFTER
O MeNTH(S)

0 onwg/ceeeciwv)

@YW(I]

. QIRRENT LOCATICN(S)] (=L.DG.,FLOCOR,ROCM)

City Clerk's Office

14, 15 RECOMD SERIES DUPL ICATED ELSEWMERS?

- X {t® vyos, sPpECtPY 2qENCY OR OFFICE)
Rockville City Hall - 3rd Floor S yes @ no
11] Marviand Avenye Rockville MDD 20880

,» ACCESS REXSTRICTICNS 0 vy=s Q NO 18. ADIT REQUIREMENTS

(1w yes, ciTe LAW(S) & mEguLATION(S)

@ NoNX D STATE D FEDRRAL T INDEPENDENT

D o

Syes @ ne

@

1§ AN INDEX BYSTEM USED? (1r vxs,.E:PLAIN
BRIKFLY AND DESCRIBE ANY HMARDWARK/ BOPTWARE )

15. RECONMENDED m-r:rétfg:;;ﬁ

Computer print-outs shoul

...-W{

e retained in the

City Clerk's Office fdr 7 years then transfered
to the State Archives !for perpanent retention.
Board Certification of{ Results should be

b

retained in City Clerkys Office for 10 years -
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STRUCTIGNS . - TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

Y 15ED RECORD SARILS. FORYARD
TH RECORDS RETENT ION SCHEIDULE

DEFARTHMENT OF CENKRAL StRVYICES
RECORDS MANAGEMENT DIVIBION
7273 YATEML.OO ROAD
P.O. BX 273

AGENCY RECORDS INVENTORY

22 22
GS Lt -1 ) JESSP, MARYLAND 20734 PAGR _—_or =
DE.Q;GNY/AEWY 2., DIVISIEN 3. WNIT
City of Rockville City Clerxk's 0Office Elections

FINITION-RRCORD SaRIES-

A GROUP OF RELATED RECOADS NORMALLY FILED AND UEED AS A UNIT FTn
REFERENCE AS WELL AS RETENTION ANGD DIFrRegiTION PURPOSLY

RECORD SXRIES TITLE
VOTER REGISTRATION LISTS

5. EARLIEST YEAR/LATEST YRAR
1989 To _199]

IN THE SKRIKS,

BRIEFLY DESBCRIRE THE TYPES CF INFORMATION/DOCUMENTS /FORME FOUND
FECORD =ERIES DascRIPTION ("7 !EF / /

INCLUBE THX PFURPOBE OR FUNCTION OF THEK SRIIES )

The voter registration lists are in computer print-out form and serve as a reference source
for checking the registration status of candidates, treasurers, election judges and
citizens with questions regarding their registration status. The lists are produced

twice within six months before the election and once after the election.

. RECOMD SERIES FORMAT(S)
] IXTTXR SIZ5 O MICROFILM
A X1ZX © COMPUTER TAFT

O rLoPPY DISK

0 NAUMERICAL
Bl POOK
D AUDIO TAPE O VIDEO TAPE

{ onn( sexcirY)

11" x 15" computer print-out

oT

& ALrramrTicAL

C CHRONGLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY)

8. FECORD SERIKS SELENCE 3. VOLLMK

& riexe DRAVER(S )
O MICROFILM PXEL{S)
C coMruUTER TAPL(S)

0.5
“”""_“ C OTHXR({SPECIFY)

10, ANNUAL ACCULMULAT ION

O FILE DRAWER(S)
O MICROFILM REEL(E)

RUREEX 5 COMMUTER TAPE(S)

0 onen/caecirv)

"t PILE 1S usSED 12, yiLE BECOMES INACTIVE AFTER
C pAILY S wxoaY @& rormy Hﬂﬂl!!!' 0 MonTH(8) & vrar(s)

3. CURRENT LOCATION(S) (2L.DG.,FLOOR,ROOM)
City Clerk's Office

14. IS RECOMD SERIES DUPL ICATED ELSEVMERS?

{tr vy, ci1TE LAW({S) & mEcuLATiON{X)

X X ti® vycu, spEcirY sgENCY OR OFFICE)
Rockville City Hall - 3rd Floor C vyrs NO
111 Marviand Avenue Rockyille MND 20880
. ]
5, ACSESS RESTRICTIONS Cvzs ®no 16. ALDIT REGUIRSMENTS

@ Nonx D STATE O FECERAL O INCEPENDENT

7. I8 AN INDEX SYSTEM USED?T (1r vYES . E)PLAIN
BRIKFLY AND DESCRIBE ANY HARDIARK/IOH!ARI)

UY;:B @ NG

3 Bl
*

A\

18, RECCHMENDED RXTENT ION

Retain the first 2 lists produced for 6 months
after the election. Retain the findl' listing
until superseded with another list in ‘hext
election cycle.

.
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