
DEPARTMENT OF GENERAL SERVICES 
Records Management Division 

Supersedes M-14 Dated June 4, 1962 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE 
M-41 

PACE 
NO. i of 4 

CITY OF ROCKVILLE CITY CLERK'S OFFICE 

I Item 
No. Description Retention 

1. 

2. 

3. 

AGENDAS: MAYOR AND COUNCIL MEETINGS r 

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

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 

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

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 

CHARTER AND CHARTER AMENDMENTS 

PERMANENT* 

PERMANENT* 

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

PERMANENT* 

* Periodically transfer 
to State Archives. 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

SCHEDULE 
NO. M-41 
PAGE 
NO. 2 of 4 

Descr ip t ion Retenti on 

5. 

6. 

9. 

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 
B A C K G R O U N D A N D 
REFERENCE. DESTROY WHEN NO 
LONGER NEEDED. 
RETAINNONriKSRMANENT 4 YRS.Itf 
CITY CLERK'S OFFICE 
THEN DESTROY. ITEMS OF 
HISTORICAL VALUE SHOULD 
BE RETAINED 
PERMANENTLY.* 

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

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

PERMANENT* 

PERMANENT* 

* Periodically transfer 
to State Archives. 



D G S - b 5 0 - l A RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

Descr ipt ion 

SCHEDULE 
NO M-41 
PACE 
H 0 - 3 of 4 

Retent ion 

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. 

ZONING 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. 



D G S-b5p - l A RECORDS RETENTION ANO DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

PAGE 
NO. 4 of 4 

Item 

# . Descr ip t ion Retent ion 

CITY CLERK'S OFFICE - ELECTIONS 

19. BALLOTS 
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) 

RETAIN SIX (6) 
MONTHS FROM DATE 
OF ELECTION IN 
CITY CLERK'S OFFICE 
THEN DESTROY. 

20. 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. 

PERMANENT* 

21. 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. 

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

I I 
I 
r 

1 
1 
1 

(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. 

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

( 

! 
i 

1 
i 

(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. 

RETAIN FOR 2 
ELECTION CYCLES IN 
CITY CLERK'S 
OFFICE. DESTROY 
WHEN NO LONGER NEEDED. 

• 22. 

• 
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 FOR SIX 
(6) MONTHS. DESTROY 
ONLY AFTER NEW LISTS 
ARE CREATED. 

i 
* Periodically transfer 

to State Archives. 



NSTRUCTIQNS..TYPE OH PRINT A 
5PARATK FORM FOR EACH NSW OR 
EVISCD RECORD SCRIES. FORWARD 
tTH RECORDS RETENTION SCHEDULE 
OG^^BO-1 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

J E S S V r , MARYLAND 20714 

AGENCY RECORDS INVENTORY 
NSTRUCTIQNS..TYPE OH PRINT A 
5PARATK FORM FOR EACH NSW OR 
EVISCD RECORD SCRIES. FORWARD 
tTH RECORDS RETENTION SCHEDULE 
OG^^BO-1 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

J E S S V r , MARYLAND 20714 P A O C l o r 22 

. DEPARTMENT/AQCNCY 
City of Rockville 

2. DIVISION 
City Clerk's Office 

2. UNIT 

£T1N IT ION-RECORD S C R I E S 0 , l 0 V * ° r **LATKD RECORDS NORMALLY PlLEO AMD VIED AS A UNIT F O N 
REFERENCE A* VKtO. A* RETENTION AMO D t t K I I T I O N P U R P O S E S 

. RCOORO SERIES TITLE 
AGENDAS FOR MAYOR AND COUNCIL MEETINGS 

I. EARLIEST YEAR/LATEST W A R 
1,9.85.. To 1992 

RECORD SCRIES DESCRIPTION (*" l * ' ' l - T » « S C R I B E THE TYPES OP" INFORMATION/DOCUMENT*/FORM* FOUNO 
•IK TK* SCRIKS. INCLUDE TH* PURPOSE OR FUNCTION OP THE S S P 7 E S ) 

Agendas are lists of specific actions and issues scheduled to be undertaken at the 
meetings of the Mayor and Council. T n e agendas are sorted by year and each year is kept 
in a letter-size folder. Presently they occupy less than 1.0 cubic ft. of shelf space 
in the City Clerk's Office. 

. RECORD SERIES FORMAT(S) 
|!*9LETTER SIZE 0 MICROFILM 

SIZE Q COMPUTER TAPS 
BOOK O FLOPPY DISK 

,3 AUDIO TAPE 0 VIDEO TAPE 
|a OTHER(SPEC I FY) 

^fe*- SI 
BOUND BC 

I. RECORD SERIES SEQUENCE 
0 ALPHABETICAL 
a NUMERICAL 
(©CHRONOLOGICAL 
• CCOCSMPHICAL 
D OTHERI SPEC IFY) 

I. VOLUME 
0 FILE DRAWER(S) 
• MICROFILM REEL(S) 

^ 8 O COMPUTER TAPE(B) 
NUM.ER Q n ( f i p K c j ^ 

"FOLDERS 
10. ANNUAL ACCUMULATION 

D FILE DRAWER(S) 
0 MICROFILM REEL{S) 

RTJBHnr 0 COMPUTER TAPE{S) 
• # O T H r » ( « » » « M P V l F O L D E R 3 

FILE IS USED 
Q DAILY 49 WEEKLY D MONTHLY 

12. r!LE BECOMES INACTIVE AFTER 
JBSBUBl a MONTH(S) & YEAR( S J 

CURRENT LOCATION!S) (BLDC..FLOOR.ROOM} 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
111 Maryland Avenue R o n V v i l l P Mn PDRRn 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I IP T B S . SPECIFY AOEKCY OR OFFICE} 
• YES <§> NO 

S . ACCESS RESTRICTIONS • YES © NO 
( I P Y E S , CITE LAV(S) A HEOULATIONIS) 

10. AUDIT REQUIREMENTS 

• NONE • STATE D FEDERAL O INDEPENDENT 

7 . I S AN INDEX SYSTEM USKDt [ I F YES.EXPLAIN 
SKlKFUY AND D H C R I I I ANY HARDWARE/ SOFTWARE ) 

Q YES # NO 

IS. RECOMMENDED RETENTION Z 
i i t - / ' 

Permanent. Periodically transfer to 
State Archives. ! 

t 

>. NAME AND TITLE OF PREPARER 
Carolyn Barnett-Jones 
Election/Records Mgmt. Clerkl 

20. TELEPHONE NUMBER 

(301) 309-3314 

2 I. DATE 
June 11, 1992 

DOS BBO-4 (REVISED 2/875 



NSTRUCTICN^. .TYPE O R P R I N T A 
£PARATK FORM FOR E A C H N E W O R 
Z V I S C D RECORD SERIES. FORWARD 
*ITM RECORDS RETENTION SCHEDULE 
D G ^ ^ O - 1 

PEPARTMCNT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JE88UP, MARYLAND 207*4 

AGENCY RECORDS INVENTORY 

PAGE 2 OF 22 

3 

. DEPARTMENT/AGENCY 

City of'Rockville 

1. DIVISION 

City Clerk's Office 
1. UNIT 

3 

-EFINITION'RECORD SERIES-* O P « L A T * D R E C O R D S N O R M A L L Y FILED A N D USES A S A U N I T F O R 
R E F E R E N C E A * n u AS R E T E N T I O N A N O p t t f o t I T I W » U » M t e t 

3 

'.. RECORD S E R I E S TITLE 
ANNEXATIONS 

1 . EARLIEST YEAR/LATEST YEAR 
1955 T O 1992 

3 

RECORD S E R I E S DESCRIPTION ( » " ' « F t T DESCRIBE T K S T Y P E S ep I N P O R M A T I O N / B O C U M K N T S / P O R M S P O U N D 
•IN f > * SCRIES. I N C L U D E TH3C P U R P O S E O R F U N C T I O N O P THE S S P / 7 E S ) 

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. 

3 

. RECORD S E R I E S FORMAT(S] 

0 LETTER S I Z E 0 MICROFILM 

S I Z E O COMPUTER TAPE 

Q BOUND BOOK Q FLOPPY DISK 
0 A U D I O TAPE • VIDEO T A P E 
a OTHER( SPECIFY) 

1 . RECORD SERIES SEQUENCE 

0 ALPHABETICAL 

NUMERICAL 

0 CHRONOLOGICAL 

B GEOGRAPHICAL 

• OTHER(SPEC I FY) 

*. VOLUME 
1 FILE DRAWER(S) 

MICROFILM RECL(S) 
COMPUTER TAPE(S) 
OTHERtSPECIFY) 

3 record storage boxes 

3 

. RECORD S E R I E S FORMAT(S] 

0 LETTER S I Z E 0 MICROFILM 

S I Z E O COMPUTER TAPE 

Q BOUND BOOK Q FLOPPY DISK 
0 A U D I O TAPE • VIDEO T A P E 
a OTHER( SPECIFY) 

1 . RECORD SERIES SEQUENCE 

0 ALPHABETICAL 

NUMERICAL 

0 CHRONOLOGICAL 

B GEOGRAPHICAL 

• OTHER(SPEC I FY) 
10. ANNUAL ACCUMULATION 

0 PILE DRAWERtS) 
Approx. 4 0 MICROFILM REEL(S) 

IT0HIET 0 COMPUTER T A P E ( S ) 
. <B' O T H P P / « P » r i r v » Folder 3 

1 4 PILE IS USED 
0 D A I L Y 0 WEEKLY $ MONTHLY 

FILE BECOfcCS INACTIVE AFTER 
a n l f l ^ . n MCNTH(S) ® Y E A R I B ) 

1 
3. CURRENT LOCATION(S) (BLDC. ,FLOOR,ROOM) 

City Clerk's Office ' 
Rockville City Hall - 3rd Floor 
1 1 1 M a r y l a n d A v p n i l P R o c k v i l l e MD 20850 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
J:.IP Y E S , S P E C I P Y A O E K C Y O R O F F I C E ) 
& D 1 4 0 Planning Department 

1 

3 . A C C E S S RESTRICTIONS • Y E S <& N O 
( I P Y E S , C I T E L A W ( S ) ft R E O U L A T i O N ( S ) 

10. A U D I T REQUIREMENTS 

9 NONE • STATE 0 FEDERAL D INDEPENDENT 

7 . IS A N INDEX SYSTEM USED? ( I f YKI.KXPLAtN 
SRIWWUY AND OKICnilI A N Y K A H O « A R K . / S O F T W A R E ) 

a Y E S ® N O • 
U . RECOMMENDED RETENTION 

Permanent. Periodically transfer.to/rt 
i * ft State Archives. j 

I . ., 

». NAME A N D TITLE OP PREPARER 
Carolyn Barnett-Jones 
Election/Records Mgmt. Clerk 

20. T E L E P H O N E NUMBER 

301/309-3314 

2 I. DATE 
June 11, 1992 

D O S B B O - 4 (REVISED 2 / 8 7 ) . 



PABATE FORM FOR EACH NEW OR 
|V1SEX> RECORD SERIES. FORWARD 
TH RECORD* RETENTION SCHEDULE 
txss 110-1 ) 

5TRUCTIQNS..TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 2 0 7 1 4 

AGENCY RECORDS INVENTORY 

PAGE 3 OF 2 2 

r/ AGENCY 
City of Rockville 

2. DIVISION 

City Clerk's Office 
3. UNIT 

•-FlNITlCN-RECORO SERIES• A OROUP OF RELATED RECORDS NORMALLY F i L I S AND VIED AS A U N J T PCR 
n%wxnKXCx A S n a A S R E T E N T I O N A N O O I I F O I I T I P * R t l R P O S J S 

RECORD SXRIES TITLE 
BRIEFING MATERIALS FOR MAYOR AND COUNCIL AGENDA ITEMS 

I. EARLIEST YEAR/LATEST YEAR 
i q p g T O 1992 

RECORD SERIES DESCRIPTION { " , , c n - T " S C R I B E THE TYPES Op INPORMATI ON/DOCUM»TS/PORKS FOUND 
•IN T*« SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES J 

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. 

RECORD SERIES FORMAT(8] 
'7 LETTER SIZE 0 MICROFILM 
LEGAL SIZE D COMPUTER TAPS 
BOUHO BOOK Q FLOPPY DISK 
AUDTO TAPE • VIDEO TAPE 
OTHER ( S P E C inr) 

I. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
D NUMERICAL 
$ CHRONOLOGICAL 
• GEOGRAPHICAL 
D OTHER(SPECIFY) 

1. VOLUME ̂ 3 0 inch 

2.5 
n u m s v p ; 

LE DRAWER(S) 
a MICROFILM REEL(S) 
C COMPUTER TAP«[S) 
C OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
(Si) FILE DRAWER(S ) 
• MICROFILM REEL(S) 

h O f l l r * ° COMPUTER TAPE(S) 
• • r r rmrw( w n r v i 

FILE I S USED 
O DAILY (g) WEEKLY C MONTHLY 

' 1' FILE BECOMES INACTIVE AFTER 
_ , 2 __ ° MCNTH{S) ($YEAR(S) 

CURRENT LOCATJCN(S) ( BLDC.,FLOOR.ROOM] 
City Clerk's Office 
Rockville City Hall - 3rd Floor 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I IP T C S ^ E P E C I P Y AOEKCY O R O r F I C S ) 
0 Y E S (gp NO 

. ACCESS RESTRICTIONS • YES (^NO 
I I P Y E S , C I T E LA»(s) h R S O U L A T 1 O H ( S ) 

It. AUDIT REQUIREMENTS 

® NONE D STATE D FEDERAL D INDEPENDENT 

. IS AN INDEX SYSTEM USED? ( I f yes, E>:PLA I N 
SRlKFUY A N D D E S C R I B E A M Y H A R D V A R K / S O P T W A R E ) 

O YES NO 

It. RECOMMENDED RETENTION 
Retain for 2 years in City Clerk's Office 
then destroy. 

7 ~ N s £ AND TITLE OF PREPARER 
Carolyn Barnett-jones 
Election/Records Mgmt. Clerk 

2 0 . TELEPHONE NUMBER 

(301) 309-3314 

2 I. DATE " • > 
June 11, 1992 

DOS B S O - 4 [REVISED 2 / B 7 ) 



STRUCT IONS••TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 27S 

JES8UP, MARYLAND 207*4 

AGENCY RECORDS INVENTORY PAP AT K FORM FOR EACH NEW OR 
^ISZO RECORD SCRIES. FORWARD 
TH RECORDS RETENTION SCHEDULE 
SS 110-t ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 27S 

JES8UP, MARYLAND 207*4 

AGENCY RECORDS INVENTORY PAP AT K FORM FOR EACH NEW OR 
^ISZO RECORD SCRIES. FORWARD 
TH RECORDS RETENTION SCHEDULE 
SS 110-t ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 27S 

JES8UP, MARYLAND 207*4 PAOC 4 Or 22, 

DCS^^VENT / ACCNCY 
City of Rockville 

2. DIVISION 
City Clerk's Office 

1. UNIT 

1 
FINtTlON-RECORD SERIES A O R O V P O P R E L A T E D R E C O R D S N O R M A L L Y F I L E S A N D U 8 E 3 A S A U N I T F C R 

R E F E R E N C E A S W E L L A* R E T E N T I O N A N 6 O I ; T t O N P U R P O S E * 

RECORD S E R I E S TITLE 

CHARTER AND CHARTER AMENDMENTS 
I. EARLIEST YEAR/LATEST YEAR 

1956 TO 1990 

« C O f 8 3 S E R I E S DESCRIPTION ( " " ' • r t T BSSCRIBE THE TYPES INFORMATI ON / DOCUMKNTS / FORMS POUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION Of THE S S P I S S J 

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

RECORD S E R I E S FORMAT(&} 

LETTER S I Z E B MICROFILM 

|$.*ttAL S I Z E B COMPUTER T A P E 
BOUjjO B O O K B FLOPPY D I S K 
A U D W T A P E n VIDEO T A P E 

OTHER(SPEC I FY) 

I. RECORD SERIES SEQUENCE 

• ALPHABETICAL 

^ N U M E R I C A L 

B CHRONOLOGICAL 

B GEOGRAPHICAL 

D OTHER(SPEC I FY) 

t . VOLUME 
0 / 

30 inch. 
^F1LE DhAWER( S J 
O MICROFILM RECL(8) 
C COMPUTER TAPE[S) 
<5PCTKER(SPEC1FY1 

2 record storage box|es 
10. ANNUAL ACCUMULATION 

B FILE DRAWER(8) 
0 MICROFILM REEL(S) 

P g S ? l W O COMPUTER TAPE(S) 
Folderfe 

FILE IS USED 
O DAILY O WEEKLY O MONTHLY 

12. rILE BECOMES INACTIVE AFTER 
10 

ffuffinr 
O MONTH{S) ® Y E A R { S ; 

CURRENT LOCATJONIS) { SLDC. ,FLOOR,RCCM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
111 M a r y l a n d A v e n u e R o c k v H l o vtn ?npsn 

14. IS RECORD SCRIES DUPLICATED ELSEWHERET 
t l P YEW. SPECIFY A 9 E K C Y OR OFFICE) 
Q Yt» / WNO 

ACCESS RESTRICTIONS C YES (JE^NO 
( I F Y E S , CITE LAW(s) Bl REOULATI ON ( » ) 

1*. AUDIT REQUIREMENTS 

G NONE Q STATE O FEDERAL B INDEPENDENT 

IS AN INDEX SYSTEM USED? [if YES.EXPLAIN 
SRiKFLY A N D O K I C R I I I ANY K A R D S A R E / S O F T W A R E ) 

O YES NO 

I•. RECOMMENDED RETENTION 

Permanent. Periodically transfer to 
State Archives. 

_L 
A N D T I T L E OF PREPARER 

Carolyn Barnett-Jones 
Election/Records Mgmt. Clerk} 

20. TELEPHONE NUMBER 

(301) 309-3314 

2 I. DATE• •' » " 
June 11, 1992 

DOS 5 8 0-4 (REVISED 2/87) 



STRUCT ICJNS. •TYPC OR PRINT A 
PAPATE FORM FOR EACH NEW OR 
VISES RECORD SERIES. FORWARD 
TH RECORDS RETENTION SCHEDULE 
xss i i e - i ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JES8UP. MARYLAND 20714 

AGENCY RECORDS INVENTORY 

PA o r OF 22 

/AGENCY 
City of Rockville 

2. DIVISION 
City Clerk's Office 

UNI T 

UrINITION•RECORD SERIES• A OROVP OP RELATED RECORDS NORMALLY PILES AND UBED AI A UNIT PCR 
REFERENCE AS WELL A l RETENTION AXQ n t W-Q» 1T ! C*t X l M f l l r t • 

RECORD SERIES TITLE 
CONTRACTS 

>. EARLIEST YEAR/LATEST YEAR 
1922 t q 1992 

RECOfgJ SERIES DESCRIPTION (•"IERT'Y " S C R I B E T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

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

RECORD SERIES FORMAT(3] 
LETTER SIZE O MICROFILM 

$LSOAL SIZE n COMPUTER TAPE 
BO^fS BOOK O FLOPPY DISK 
AUDIO TAPE • VIDEO TAPE 

P OTHER(SPEC IFY) 

• . RECORD SERIES SEQUENCE 
O ALPHABETICAL 
(^NUMERICAL 
D CHRONOLOGICAL 
• GEOGRAPHICAL 
D OTHER(SPEC I FY) 

VOLUME 

2.5 
NUMBER-

30 inch 
JSV F1 LE' DPASER(S) 
O MICROFILM RCCL(S) 
D COMPUTER TAPt(S) 
C OTHXR(SPEClFY) 

10. ANNUAL ACCUMULATION 
0 FILE DRAWER(S } 

2 Q 0 MICROFILM REEL(S) 
TOHIST ° COMPUTER TAPE(S) 

n f r r v r B ( c » ^ i > v i Folder 
FILE IS USED 
® D A I L Y O WEEKLY D MONTHLY 

, l * FlLE BECOMES INACTIVE AFTER all contractual 3 n , . aC\ obligations D MONTH(S) ®YEAR(S) have been mjt 

CURRENT LOCATIONIS) (BLOC-.,FLOOR,ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET 
tip Y E E — S P E C I F Y A S B N C Y O R O F F I C E ) 
0 YES Q # N O 

ACCESS RESTRICTIONS • YES ($) NO 
( I F Y E S , C I T E L A W ( S ) A R E O U L A T 1 O N ( » ) 

I«. AUDIT REQUIREMENTS 

9 NONE • STATE D FEDERAL D INDEPENDENT 

• IS AN INDEX SYSTEM USED? (IF Y E B , E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

4^YES «"J NO Computerized Clerk's Index 
contains summary of contract information and 
contract numbers. Retrieval is based on 
keyword search 

t». RECOMMENDED RETENTION 
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 City Clerk's Office for 3 years 
for background and reference. 

I^ R AND TITLE OP PREPARER 
Carolyn Barnett-Jones 
Election/Records Mgmt. Clerk 

20. TELEPHONE NUMBER 

(301) 309-3314 

2 1 . DATE , •'•» •' 
June 11, 1992 

DOS 880-4 (REVISED 2/87) 



•'ST.'ftJCTMQNS. -TYPE O R PRINT A 
.PAPATE FORM FOR E A C H N E W O R 
VISED RECORD SERIES. FORWARD 
T H RECORDS RETENTION SCHErXJLE 
xss no-i) 

7A0E.NCT 

City of Rockville 

DEPARTMENT OF CCNERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 

PAGE 6 OF 22 

2. DIVISION 

City Clerk's Office 
>. UNIT 

-FINIT ION-RECORD SERIES A OROVP OF RKJ-A.TED RECORD* NORMALLY FU-XD AND USED AS A VXIT FOR 
REFERENCE AS WELL AS RKTENT I Q*4 AXQ O I 1 T f C*l PUf»»Q«r« 

RECORD S E R I E S TITLE 
CORRESPONDENCE AND SUBJECT FILES 

I. EARLIEST YEAR/LATEST YEAR 
1975 T O 1992 

RECORD SERIES DESCRIPTION {•" , ,CrUT SESCRI BE THE TYPES Op iNFORMAT I ON / DOCUMENTS / PORKS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE S E R I E S ) 

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 
pertinent information. 

RECORD S E R I E S FORMAT(S J 

$ L E T T E R S I Z E Q MICROFILM 

LEGAL S I Z E O COMPUTER T A P E 

$ S O U S 3 B O O K 0 FLOPPY D I S K 

IUDTC T A P E • VIDEO T A P S 

P OTHER(SPECIFY) 

RECORD SERIES SEQUENCE 

ALPHABETICAL 

O NUMERICAL 

(^CHRONOLOGICAL 

• GEOGRAPHICAL 

D OTHER(SPECIFY) 

VOLUME 30 inch 
10 F1LE DRAWER( S ) 

• MICROFILM RECL(S) 
C COMPUTER TAPE16) 

OTHJCR(SPSCIFY) 
'6 record storage boxes 

10. ANNUAL ACCUMULATION 
2 FILE D R A W E R I S ) 
0 MICROFILM R E E L ( S ) 

TOBSET Q COMPUTER T A P E ( S ) 

FILE IS USED 
( ® D A I L Y C WEEKLY C MONTHLY 

FILE BECC+**.S INACTIVE R 
Y E A R ( S ) 

CURRENT LOCATION[S) (BLOC.,FLOOR,ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
t l P Y E S . EFECJFY ASENCY OR OFFICE} 
0 Y E S (w N O 

. A C C E S S RESTRICTIONS • Y E S X N O 
(IP Y E S , C I T E L A W ( » ) & R E S U L A T t ON I t ) 

1«. AUDIT REQUIREMENTS 

$ N O N X 0 STATE • FEDERAL D INDEPENDENT 

. IS A N INDEX SYSTEM USED? [ 1 f yxu >E>J»LA IN 
SRlKFUY A N D D E S C R I B E A N Y K A B D I A B K / S O F T W A R E ) 

a Y E S N O 

11. RECOMMENDED W T E N T 1 ON''" vT'f ̂ . . ' 1 ' 

Retain 4 years in CiSty Clark's Office 
then destroy. Items |̂ f historical value 
should be retained permanently. > 

f ' 
A 

i ; 

— e b b s 

• N R V A N D TITLE O F PREPARER 
Carolyn Barnett-jones 
Election/Records Mgmt. Clerk 

2 0 . TELEPHONE NUMBER 

(301) 309-3314 

2 t . CATS 
June 11, 1992 

D O S 890-4 (REVISED 2 / S7) 

http://7A0E.NCT


STRUCT IONS.• TYPE OR PRINT A 
3 ABATE FORM FOR EACH NEW OR 
JI SCO RECORD SERIES. FORWARD 
rH RECORDS RETENTION SCHEDULE 
SS BIO•1) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUp, MARYLAND 20724 

AGENCY RECORDS INVENTORY 

PAGE OF 22 

'/AGENCY 
City of Rockville 

2. DIVISION 

City Clerk's Office 
UNIT 

PINITl ON-RECORD SERIES A OROVP OP RELATES RECORDB NORMALLY PILES AND (.'BED AS A UNIT POR 
REFERENCE AS WELL AW RETENTION AND .. P t t ^ C I l T I ON Pt/RPOBEB 

RECORD S E R I E S TITLE 

DEEDS, COVENANTS, ETC. 
I . EARLIEST YEAR/LATEST YEAR 

iq?2 T O 1993 

M Q O F S I S E R I E S DESCRIPTION ( B" , , R L- T » « S C R I B E T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M * P O U N D 
•IN T H E S C R I E S . I N C L U D E T H E P U R P O B E O R F U N C T I O N O F T H E E S P I E S ) 

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. 

RECORD S E R I E S FORMAT(S] 

LETTER S I Z E C MICROFILM 

LEGAL S I Z E O COMPUTER T A P E 

BOOK O FLOPPY D I S K 

A U D T O T A P E • VIDEO T A P S 

OTHER(SPEC IFY) 

AUDIO 

B. RECORD SERIES SEQUENCE 

0 ALPHABETICAL 

(£) NUMERICAL 

0 CHRONOLOGICAL 

O GEOGRAPHICAL 

• OTHER(SPEC IFY) 

I . VOLUME 

2.5 
N U M B E R ' 

_ .30 inch 
© " P I L E DRAWER(8) 
Q MICROFILM RCEL(S) 
C COMPUTER TAPEIS) 
O OTHER(SPEC I F Y ] 

10. ANNUAL ACCUMULATION 
0 FILE DRAWER(S) 

2 g 0 MICROFILM R E E L ( S ] 
fTUSnm* O COMPUTER TAPE ( S ) 

• (8 O T M F « > ( C — . - I F ^ V ) Folders 
FILE IS USED 

O DAILY O WEEKLY MONTHLY 
12 FILE BECOMES INACTIVE AFTER 

m j l C ^ r D MONTH(S) (^YEAR(S) 

CURRENT LOCATIONI S ) ( BLOC.,FLOOR.ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
. I P YES, SPECIFY ASEKCY OR OFFICE) 

. A C C E S S RESTRICTIONS • Y E S O N O 
(IF Y E S , CITE LAW(S] A REOULATION(S) 

1 *• AUDIT REQUIREMENTS 

<P NONE • STATE 0 FEDERAL O INDEPENDENT 

. IS A N INDEX SYSTEM USRDT ( t f YSB.EXPLAIN 
BRIEFLY AND DESCRIBE A N Y HARDWARE/SOFTWARE ) 

0 Y E S fl N O Computerized Clerk's Index 
contains summary of legal documents and 
land use records. Retrieval is based on 
keyword search. 

IB. RECOMMENDED RETENTION 
Permanent. Periodically transfer'to 
State Archives. 

. N^KE A N D TITLE OF PREPARER 
Carolyn Barnett-Jones 
Election/Records Mgmt. Clerk 

20. TELEPHONE NUMBER 

(301) 309-3314 

2 I. DATE 
June 11, 1992 

D O S HSO-4 (REVISED 2/«7) 



STRUCT 1CJNS. .TYPE OR PRINT A 
PAFATE FORM FOR EACH NEW OR 
[VISED RECORD SERIES. FORWARD 
TH RECORDS RETENTION SCHEDULE 
[XSS lBO'1 ) 

/AGENCY 
City of Rockville 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20714 
2. DIVISION 

City Clerk's Office 

AGENCY RECORDS INVENTORY 

PAGE OF 22 

I . UNIT 

tFINITION•RECORD SERIES A OROVP OF RELATED RECORD* NORMALLY PI L I S AMD VIED AS A UNIT FOR 
Mf t lUCHCI AS WELL AW RETENTION *XQ D H W 5 I I T I W PtJ»FOtE» • 

RECORD SERIES TITLE 
FINANCIAL DISCLOSURES 

I. EARLIEST YEAR/LATEST YEAR 
1980 T O 1992 

j f B C O R D s - R l Z f DESCRIPTION (•"lKrt-'y DESCRISB THE TYPES OF INPORMATI ON/DOCUMENTS/FORKS FOUND 
•IN THE SERIES, INCLUDE THE PURPOSE OR FUNCTION OF THK SSPHEBJ 

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 
to the Historic District Commission. 

RECORD SERIES FORMAT(8] 
LETTER SIZE ° MICROFILM 

$ LEGAL SIZE D COMPUTER TAPE 
3 ^ ^ > BOOK O FLOPPY DISK 

p AUDIO TAPE D VIDEO TAPS 
b OTHER(SPEC I FY) 

I. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 
fl> CHRONOLOGICAL 
Q GEOGRAPHICAL 
• OTHER(SPEC IFY) 

VOLUME 
° FILE DRAWER(8) 
O MICROFILM REEL(S) 

1 2 _ O C O M P U T E R TAP«[S) 
K U S 3 I i*®OTKER(SPEC!FY) 

Folders 
10. ANNUAL ACCUMULATION 

Q FILE DRAWER)S) 
X 0 MICROFILM REEL(S) 

KWriW a CCJMPUTER TAPE(S) 
. ̂ ^ | ^ l > v ) Folder 

FILE IS USED 
O DAILY ° WEEKLY ® MONTHLY 

12. FILE BBCC+SIS INACTIVE AFTER 
m i r r r ° v a m ^ ) ® T E A R ( b ) 

CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
111 Maryland Aven.US R o c k v i "M P Mn 9 ("IPSO 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I IP Y E S _ SPECIFY AOENCY OR OFFICE) 
0 YES CcVNO 

. ACCESS RESTRICTIONS • YES (W NO 
I IP Y E S , CITE LA » ( S ) A REOULATION I * ) 

It. AUDIT REQUIREMENTS 

0 NONE • STATE O FEDERAL D INDEPENDENT 

IS AN INDEX SYSTEM USED? (ip YES » EXPl—A IN 
SRlKFLY AND DESCRIBE ANY MAROSARC./ SOFTWARE ) 

YES NO 

i T ^ u « 

I*. RECOMMENDED RETENTION 

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. TELEPHONE NUMBER 

(301) 309-3314 

21. DATE 
June 11, 1992 

DOS HSO-4 (REVISED 2/07) 



NSTRUCT1QNS.-TYPE OR PRINT A 
EPAPATE FORM FOR EACH NEW OR 
EV18CD RECORD SERIES. FORWARD 
ITH^ECORDS RETENTION SCHEDULE 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 

PAGE 9 OF 22 

. DEPARTMENT/AGENCY 
City of Rockville 

2, DIVISION 
City Clerk's Office 

1. UNIT 

EF IN IT 1 ON'RECORD SERIES-* U t t O V W ° r "KLATEO RECORDS NORMALLY PILED A N D U I I B AS A UNIT PON 
REFERENCE AS WELL AS RBTSNTION AND. 01WPOB 1T1 O N PtlRPOBE* 

. RECORD SERIES TITLE 
MINUTES OF CITY BOARDS AND COMMISSIONS 

I. EARLIEST YEAR/LATEST YEAR 
1957 1992 

. RECORD SERIES DESCRIPTION (••,BM-Y DESCRIBE THE TYPES Op 1NPORMAT1 ON/DOCUMENTS/FORMS POONO 
•IN TfVOI SERIES, INCLUDE THE PURPOSE O R FUNCTION OF T H E S S P T E S J 

This series provides a summary of the official proceedings of the various boards and 
commissions in the City. 

. RECORD SERIES FORMAT(8} 
£) LETTER SIZE 0 MICROFILM 
3 ^ ^ 0 . SIZE 0 COMPUTER TAPE 
3 BOUND BOOK 0 FLOPPY DISK 
3 AUDIO TAPE • VIDEO TAPE 
3 OTHER(SPECIFY] 

B. RECORD SERIES SEQUENCE 
@ALPHABETICAL 
0 NUMERICAL 

<E CHRONOLOGICAL 
O GEOGRAPHICAL 
0 OTHER(SPECIFY) 

1. VOLUME 
0 FILE DRAWER;S) 
0 MICROFILM RECL(S) 
B COMPUTER TAPE(S) 

N U M B E R D oTHKR(SPEC I FY] 

. RECORD SERIES FORMAT(8} 
£) LETTER SIZE 0 MICROFILM 
3 ^ ^ 0 . SIZE 0 COMPUTER TAPE 
3 BOUND BOOK 0 FLOPPY DISK 
3 AUDIO TAPE • VIDEO TAPE 
3 OTHER(SPECIFY] 

B. RECORD SERIES SEQUENCE 
@ALPHABETICAL 
0 NUMERICAL 

<E CHRONOLOGICAL 
O GEOGRAPHICAL 
0 OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
Q FILE DRAWER(8) 
0 MICROFILM REEL(S) 

KTJBTOT O COMPUTER TAPE(S) 
• OTWFSf B F F r i F V 1 

1 ' FILE IS USED 
0 DAILY ® WEEKLY • MONTHLY 

j t * FILE BECOMES INACTIVE AFTER 
5 D MONTH(S) <£>YEAR(*) 

t 3. CURRENT LOCATION(S) (BLOC. .FLOOR.ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
111 Maryland Avenue Rockville MD 20850 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I P Y E S . SPECIFY ASENCY O R OFFICE) 
0 YES GEPNO 

t 

S. ACCESS RESTRICTIONS • YES ® N O 
I IF Y E S , CITE LAW(s) *> REOULAT1ON(S} 

1•. AUDIT REQUIREMENTS 

^ N O N E U STATE O FEDERAL O INDEPENDENT 

7 . IS AN INDEX SYSTEM USED? [ IF YES.EXPLAIN 
BRIEFLY AND DESCR1 SB ANY HARDWARE/SOFTWARE) 

0 YES ® NO • 
. , . - ... 

IB. RECOMMENDED RETENTION ' ^ 
Permanent. Periodically transfer to ; 
State Archives. i 

, ; 

». NAME AND TITLE OP PREPARER 
Carolyn.Barnett-Jones 
Electi 0n?ReC° r d s M ^ t - Clerk 

20. TELEPHONE NUMBER 
301/309-3314 

21. DATE , 
June 11, 1992 

DOS 880 -4 (REVISED 2/871 



ISTRUCTICJNS. -TYPE O R PRINT A 
PABATE FORM FOR E A C H N E W O R 
V I S E D RECORD SERIES. FORWARD 
T H R E CORDS RETENTION SCHEDULE 
XSS BIO • I J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7Z7I WATERLOO ROAD 
P . O . BOX 271 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 
ISTRUCTICJNS. -TYPE O R PRINT A 
PABATE FORM FOR E A C H N E W O R 
V I S E D RECORD SERIES. FORWARD 
T H R E CORDS RETENTION SCHEDULE 
XSS BIO • I J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7Z7I WATERLOO ROAD 
P . O . BOX 271 

JESSUP, MARYLAND 20714 PAGE 10 OF 22 

D f i^^TVENT/AGENCY 

City of Rockville 

2. DIVISION 

City Clerk's Office 
2 . U N I T 

-FIN IT ION-RECORD SERIES-* A * * O W * °F **LATED RECORDS NORMALLY FlLXD AND USED AS A UNIT FOR 
REFERENCE AS I K U AS RETENTION A N 0 . O t t K 9 f I T t W PURPOSES 

RECORD S E R I E S TITLE 

MINUTES OF THE CORPORATION OF ROCKVILLE 

1. EARLIEST YEAR/LATEST YEAR 
1865 1888 

j B S c O R O S E R I E S DESCRIPTION (•",Eri-'r » S » C R I S S THE TYPES Op tNPORMAT 1 ON/DOCUMENTS/PORMS FOUND 
•IN T H E SERIES, INCLUDE THE PURPOSE OR FUNCTION OF THE S E R I E S ) 

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. 

RECORD S E R I E S FORMAT(SJ 

LETTER S I Z E ° MICROFILM 

LEGAL S I Z E ° COMPUTER T A P S 

S Q ^ ^ B O O K ° FLOPPY D I S K 

A U D I O T A P E O V I D E O T A P S 

OTHER(SPECIFY) 

1 . RECORD SERIES SEQUENCE 

O ALPHABETICAL 

n NUMERICAL 

CHRONOLOGICAL 

O GEOGRAPHICAL 

D OTHER(SPEC I FY) 

I . VOLUME 
Q FILE DRAWER(S) 
0 MICROFILM REEL(S) 
O COMPUTER TAPE[S) 

OTHXR(SPECI FY) 
Bound Books 

10. ANNUAL ACCUMULATION 
0 FILE DRAWER(S) 

j w A 0 MICROFILM REEL( S ] 
HTJBIET ° COMPUTER TAPE(S) 

: • crrurnt c — - n F V ) 

FILE IS USED 
O D A I L Y D WEEKLY D MONTHLY 

12, FILE BECOMES INACTIVE AFTER 
^ H f ° * C m H ( 3 ) ° Y E A R T . ) 

CURRENT LOCATJCN(S) (ELDC.,FLOOR.ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
l l P Y E S ^ SPECIFY AOSNCY OR OFFICE) 
0 YES (®NO 

. A C C E S S RESTRICTIONS 0 Y E S N O 
( I P Y E S , CITE L A S { S ] A REOULATION I * ) 

1«. AUDIT REQUIREMENTS 

0 NONE D STATE 0 FEDERAL H INDEPENDENT 

. IS AN INDEX SYSTEM USKD? ( I r YES,EXPLAIN 
B R I E F L Y AND D I I C R I I I ANY H A R D W A R E . / SOFTWARE ) 

0 Y E S ® N O 

I*. RECOMMENDED RETENTION 
Permanent. - . . 

« 

. Nf lK A N D TITLE OF PREPARER 
Carolyn Barnett-jones 
Election/Records Mgmt. Clerk 

2 0 . TELEPHONE NUMBER 

(301) 309-3314 

2 1 . DATE " •"* , ' 
June 11, 1992 | 

D O S 530-4 (REVISED 2 / 8 7 ) 



^STRUCT IONS..TYPE OR PRINT A 
PAP ATE FORM FOR EACH NEW OR 

k v i S X D RECORD SERIES. FORWARD 
tTH RECORDS RETENTION SCHEDULE 
b o s i » o - i ) 

DEFARTKENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 272 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 

r/AGENCY 
City of Rockville 

2. DIVISION 
City Clerk's Office 

I. UNIT 

t r l N l T l O N .RECORD SERIES A GROUP OF RE LA TWO RECORDS NORMALLY PILED AND USED AS A UNIT PGR 
REFERENCE AS WELL AS RETENTION AND D I I ^ l 

RECORD S E R I E S TITLE 

MINUTES OF THE MAYOR AND COUNCIL 

IT TON FURFOSEW 
I . EARLIEST YEAR/LATEST YEAR 

1888 Present 

m c O F D DESCRIPTION ("IKrI-T " S C R I B E THE TYPES Op IN FORMAT I ON / DOCUMENTS / FORMS POUND 
•IN THE SERIES. INCLUDE THE rURPOSC OR FUNCTION OF THE S E R I E S ) 

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. 

RECORD SERIES FORMAT(S} 
3 LETTER SIZE O MICROFILM 
3 LEOAL SIZE ° COMPUTER TAPE 

BOOK D FLOPPY DISK 
TAPE D VIDEO TAPE 

\K OTHER(SPECIFY) 

Minutes from 1950 through 
1980 are on microfiche. 

AUD^O 

I . RECORD SERIES SEQUENCE 
Q ALPHABETICAL 
• NUMERICAL 
p( CHRONOLOGICAL 
Q GEOGRAPHICAL 
D OTHERlSPECIFY) 

I . VOLUME 
O FILE DRAWER(S) 
a MICROFILM REEL(S] 

5 3 C COMPUTER TAPtlS) 
R U S S i T ® OTHER( SPEC I FY) 

Bound Books 
1 0 . ANNUAL ACCUMULATION 

Q FILE DRAWER!S) 
2 0 MICROFILM REEL(S] 

LUUir* X COMPUTER TAPE(S) 
• irvi Bound DTUEStSSETJ Book 

FILE IS USED 
O DAILY ' WEEKLY D MONTHLY 

12 FILE BECOMES INACTIVE AFTER 
B^gn, ° MONTH(S) <gjYEAR! 

CURRENT LOCATlONlS) (BLDG.,FLOOR,ROOM) 
City Clerk's Office 
Rockville City Hall 
"111 M a r y l a n d Avenno 

- 3rd Floor 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I I P Y E S ^ S F E C 1 F Y A « E N C Y O R O F F I C E ) 
0 YES m NO 

, ACCESS RESTRICTIONS C YES (£/'NO 
( t F Y E S , CITE L A « { S ) * REOULATION ( S ) 

1*. AUDIT REQUIREMENTS 

9 NONE D STATE O FEDERAL E INDEPENDENT 

IS A N I N D E X SYSTEM USED? (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

^ Y E S C N O Computerized Clerk's Index 
contains summary of Minutes content and 
may be retrieved by date or keyword search. 

IB. RECOMMENDED RETENTION 
Permanent. Periodically transfer to 
State Archives. \ ' 

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

2 0 . TELEPHONE NUMBER 

(301) 309-3314 

2 I . DATE 
June 11, 1992 

DOS 880 -4 (REVISED 2/ 8 7 ) 



«3£i2."TYPS O R PRINT A 
PABATE FORM FOR EAC H N E W O R 
V I S E D RECORD SERIES. FORWARD 
T H R E C O RDS RETENTION SCHEDULE 
|3GS I I O - I ] 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 2071* 

AGENCY RECORDS INVENTORY 

/AGENCY 

Citv of Rockville 

2. DIVISION 

City Clerk's Office 
UNIT 

tPlNtTlCN-RECORO SERIES-A O R O V P O r RELATED RECORD* NORMALLY FILED AND I'IKS AS A UNIT FCR 
REFERENCE AS WELL AW RETENTION ANO. D t S»OS IT I OH » t f »PO«E« • _ 

RECORD S E R I E S TITLE 
OATHS OF OFFICE 

I. EARLIEST YEAR/LATEST YEAR 
1984 T O 1989 

J a ; c O R D j _ R ] t s DESCRIPTION (" , ,ntl'1-T BESCRIBE THE TYPES O r iNPCRMAT I ON / DOCUMENTS / FOR**S POUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE S E R I E S ) 

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

RECORD S E R I E S FORMAT(S] 

L E T T E R S I Z E O MICROFILM 

LEGAL S I Z E O COMPUTER T A P E 

S O ^ p BOOK ° FLOPPY D I S K 

A U D I O T A P E O V I D E O T A P E 

OTHER(SSPECIFY) 

I. RECORD SERIES SEQUENCE 

D ALPHABETICAL 

D NUMERICAL 

4&/CHRONOLOGIGAL 

• GEOGRAPHICAL 

D OTHER(SPEC I FY) 

I . VOLUME 
D FILE DRAWER(S) 
D MICROFILM REEL(8 J 

3 C COMPUTER TAFX(S) 
CTKXR( SPEC I FY) 
Folders 

1 0 . ANNUAL ACCUMULATION 
D FILE DRAWER(S} 
0 MICROFILM REEL(S) 

RTflWlT 0 COMPUTER TAPE(S) 
•. • emFH(<;«»rirvl 

FILE IS USED 
O D A I L Y D WEEKLY D MONTHLY 

12, FILE BECOt*S INACTIVE AFTER 
nrnr^r ^ MONTH(S) a YEAR(.) 

CURRENT LOCATlON(S) (BLDC. ,FLOOR.ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
I IF YEW^ SPECIFY AOENCY OR OFFICE) 
0 Y E S 0 $ N O 

ACCESS RESTRICTIONS • YES (J^NO 
(IP YES, CITE LAS(S) A RSOULATtON(*) 

! ( . AUDIT REQUIREMENTS 

0 NONE D STATE C FEDERAL D INDEPENDENT 

IS A N INDEX SYSTEM USED? ( | F T B S , E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) IS. RECOMMENDED RETENTION 

° Y E S N O 
Retain permanently,.. Periodical!^ ̂ transfer 
to State Archives. , i'A,^ \ 

AND TITLE OF PREPARER 
Carolyn Barnett-jones 
Election/Records Mgmt ClerW 

20. TELEPHONE NUMBER 

(301) 309-3314 

2 t. DATE 

June 11, 1992 „ 

D O S BB0-4 {REVISED 2 / S 7 ) 



STRUCT t Qf^S * - TYPE OR PRINT A 
PAPATE FORM FOR EA C H N E W O R 
/ISCO RECORD SCRIES. FORWARD 
T H R E C O R D S RETENTION SCHEDULE 
GS 110 • I ) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 2Q714 

AGENCY RECORDS INVENTORY 

PAGE OF 13 O F 22 

r/AGENCY 

City of Rockville 

X. DIVISION 

City Clerk's Office 
UNI T 

IN IT ION "RECORD SCRIES • A O R O V P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E * •_ 

RECORD S E R I E S TITLE 

ORDINANCES AND RESOLUTIONS 
EARLIEST YEAR/LATEST YEAR 

1926 T O 1992 

RECORD S E R I E S DESCRIPTION (""""'tY » « C R t B E THE TYPES Op INFORMATI ON/DOCUMENTS / FORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SBP/IES) 

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

RECORD S E R I E S FORMAT(3] 

LETTER S I Z E O MICROFILM 

LEGAL S I Z E O COMPUTER T A P S 

B O | ^ ^ B O O K B FLOPPY D I S K 

A U D I O T A P E • VIDEO T A P E 

OTHER(SPEC I F Y J 

Ordinances adopted between 
1963 and 1990 are on microficjhe 

B. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

<£D NUMERICAL 

CHRONOLOGICAL 

• GEOGRAPHICAL 

0 OTHER(SPECI FY) 

I. VOLUME 

27 
NUMBER; 

° FILE DRAWER (8) 
C MICROFILM RXEL(S) 
C COMPUTER TAPEIS) 
$>OTHXft{SPEClFY) 

Bound Books 
1 0 . ANNUAL ACCUMULATION 

D FILE DRAWER(S) 
2 D MICROFILM R£EL(S] 

ETjBinnr °^ COMPUTER T A P E ( S ) 
i Bound Book' 

FILE IS USED 
O D A I L Y <&) WEEKLY 0 MONTHLY 

12. FILE BECOMES INACTIVE AFTER 
m 3

2
j

0
f f r • MONTH(S) <&YEARtS] 

CURRENT LOCATION(S) ( BLDO. .FLOOR, ROOM J 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
111 Ma - r y l an r i Avpnnp P n p k v i n o MP 90R^n 

14 . IS RECORD SCRIES DUPLICATED ELSEWHERET 
I IP Y E S . SPECIFY AOENCY OR OFFICE) 
0 YES QjpNO 

ACCESS RESTRICTIONS • YES $ NO 
( IP Y E S , CITE LAW(S) * REOULATION(BJ 

If. AUDIT REQUIREMENTS 

9 NONE U STATE O FEDERAL D INDEPENDENT 

IS A N INDEX SYSTEM USED? [ IF YES.EXPLAIN 
BRIEFLY AND B I t C R I BE ANY HARDWARE/SOFTWARE) 

)^ Y E S LJ N O Computerized Clerk' s Index 
contains abstracts of ordinances which 
may be retrieved by ordinance number, 
date or keyword search. 

!». RECOMMENDED RETENTION 
Permanent. Periodically transfer to 
State Archives. «• ' ~~ -

A N D TITLE OF PREPARER 
Carolyn Barnett-jones 
Election/Records Mgmt. Clerk] 

20. TELEPHONE NUMBER 

(301) 309-3314 

2 I. DATE 
June 11, 1992 

D O S BSO-4 [REVISED 2/87) 



PALATE FORM FOR EACH N E W OR 
VISED RECORD SERIES. FORWARD 
TH RECORDS RETENTION SCHEDULE 
bOS If0 -t J 

STRUCT IONS..TYPE OR PRINT A DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 

PAGE 1 4 OF 2 2 

'/AGENCY 

City of Rockville 

2. DIVISION 

City Clerk's Office 
I. UNIT 

INITION-RECORO SERIES-* 9ttOXjr °r "ELATED RECORD* NORMALLY FILED AND (.'BED AS A UN! T FBR 
REFERENCE AW WELL AW RETENTION ANQ_ D t t T I ftfcl »tf»P»Q«g» • 

RECORD SERIES TITLE 
PETITIONS 

1. EARLIEST YEAR/LATEST YEAR 
1976 TO 1984 

RECORD SSRIES DESCRIPTION (P"|K,*;-T DESCRIES THE TYPES Op tNPORMATI ON / DOCUMENTS/PC RMS POUND 
•IN THE SERIES, INCLUDE THE PURPOSE OR FUNCTION OF THE S S R T E S ) 

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

RECORD SERIES FORMAT(3] 
0LETTER SIZE O MICROFILM 
LEGAL SIZE ° COMPUTER TAPE 
SC^fe BOOK D FLOPPY DISK 
AUDIO TAPE O VIDEO TAPS 
OTHER(SPEC IFY J 

I. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 
JCHRONOLOGICAL 

n GEOGRAPHICAL 
D OTHERISPEC I FY) 

I. VOLUME 
O FILE DRAWER(S) 
D MICROFILM REEL(S) 

2 C COMPUTER TAPt(S) 
K U = ^ ® C T H X R ( S P E C t F Y ) 

Folders 
10. ANNUAL ACCUMULATION 

O FILE DRAWERIS) 
0 MICROFILM R E E L { S ) 

RTJHUT O COMPUTER T A P E ( S ) 

FILE IS USED 
O DAILY O WEEKLY D MONTHLY 

12, FILE BECOMES INACTIVE AFTER 
P ^ S ^ • MONTH(S) <g-YEARt*) 

CURRENT LOCATlON(S) (ELDC.,FLOOR,ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 

14. IS RECORD SERIES DUPLICATED EL5EWHERET 
l l P YES . SPECIFY ASENCY OR OFFICE) 
0 YES (JUNO 

. A C C E S S RESTRICTIONS C Y E S ® * N O 
(IP Y E S , C I T E L A S ( S ) A R E O U L A T 1 O N I * ) 

11. AUDIT REQUIREMENTS 

$J)NONX. D STATE 0 FEDERAL 0 INDEPENDENT 

. IS A N INDEX SYSTEM USED? (IF Y S S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

a Y E S ( $ ) N O 

I». RECOMMENDED RETENTION 
Retain in City Clerk's Office for 5 years 
.then destroy. ...... -•• *'T 

1
 > \ 

. N ^ R A N D TITLE OF PREPARER 
Carolyn Barnett-Jones 
Election/Records Mgmt. Clerk 

2 0 . TELEPHONE NUMBER 

(301) 309-3314 

2 1 . DATE i 

June-11-, 199^?-*r-'-"—• * 

DOS BSO-4 (REVISED 2/»7) 



STRUCT IONS•-TYPE OR PRINT A 
PAPATE FORM FOR EACH NEW OR 
[VISCO RECCRO SERIES. FORWARD 
TH RECORDS RETENTION SCHEDULE 
H*S 110 • 1 ) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20724 

AGENCY RECORDS INVENTORY 

PAGE 15 OF 22 

r/AGENCY 
City of Rockville 

2. DIVISION 
City Clerk's Office 

1. UNIT 

-FlNlTlON'RECORD SERIES* A OROVP OF US LA TWO RECORDS NORMALLY FILED AND L'IKS AS A UNIT PSR 
REFERENCE AS WELL AS RETENT I ON AND DISPOSITION ' U M B t r t • 

RECORD SERIES TITLE 
PROCLAMATIONS 

EARLIEST YEAR/LATEST YEAR 
i <\™ T° 1QQ2 

RECORD SERIES DESCRIPTION (•",Krt'r DSSCRIBS TKS TYPJCS Op IN FORMAT I ON / DOCUMENTS/FORKS FOUND 
•IN THE SERIES, INCLUDE T H E PURPOSE OR FUNCTION OF T H E S E R I E S ] 

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

RECORD SERIES FORMAT(3J 

^LETTER SIZE Q MICROFILM 
LEGAL SIZE O COMPUTER TAPE 
B O ^ ^ BOOK ° FLOPPY DISK 
AUDIO TAPE O VIDEO TAPS 
OTHER(SPECIFY) 

I. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
• NUMERICAL 
(^CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER[SPEC I FY) 

I. VOLUME 

!ET 

Q FILE DRAWER(8) 
C MICROFILM REZL(S) 
C COMPUTER TAPEIS) 

10. ANNUAL ACCUMULATION 
0 FILE P«AWER(3) 
0 MICROFILM RSEL(S) 

RTBTIET ° COMPUTER TAPE(S) 

FILE IS USED 
° DAILY Q WEEKLY MONTHLY 

1 2 . FILE BECOMES INACTIVE AFTER 
° MONTHfS] YEAR (S] 

CURRENT LOCATIONIS) (BLDC.,FLOOR,ROOM } 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
111 Mai~yl aprl Avp.rmp. R n r V v i l l s Mn ">CiRc>n 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I IP Y E S ^ S P E C I F Y AOENCY OR OFFICE) 
0 YES fflJNO 

ACCESS RESTRICTIONS • YES <$t NO 
( I F Y E S , CITE LAW(S) * REOULATION(S} 

I•• AUDIT REQUIREMENTS 

(& NONE • STATE • FEDERAL D INDEPENDENT 

IS AN INDEX SYSTEM USED? ( IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE\ 

a YES NO 

IB. RECOMMENDED RETENTION 
Permanent. Periodically transfer to 
State Archives. 

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

2 0. TELEPHONE NUMBER 

(301) 309-3314 

2 I. DATE 
June 11, u\992 • 

DOS BSO-4 (REVISED 2/87) 



STRUCT I QMS•-TYPE OR PRINT A 
PABATE FORM FOR EACH NEW OR 
fVlSED RECORD SERIES. FORWARD 
TH RECORDS RETENTION SCHEDULE 
|xss n o • i) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 2 0 7 * 4 

AGENCY RECORDS INVENTORY 

T/AGENCY 

City of Rockville 
2. DIVISION 

City Clerk's Office 
pFINITION-RECORD SERIES A CROUP OF RELATED RECORDS NORMALLY PI LTD AND USED AS A UNIT FOR 

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPO«e« • 

RECORD S E R I E S TITLE 
PUBLIC HEARING FILES (Miscellaneous) 

EARLIEST YEAR/LATEST YEAR 
1957 Y Q 1992 

RECOfaS S E R I E S DESCRIPTION (•" , I C ' ' , - T DESCRIBE THE TYPES O f tNPORUATION/DOCUMKNTS/FORftrS FOUND 
•IN THE SERIES, INCLUDE THE PURPOSE OR FUNCTION OF THE S E R I E S ) 

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

RECORD S E R I E S FORMAT(9] 

LETTER S I Z E O MICROFILM 

V LEGAL S I Z E ° COMPUTER TAPS 

BO^^p B O O K • FLOPPY D I S K 

A U D I O T A P E B V I D E O T A P S 

OTHER(SPEC IFY) 

«. RECORD SERIES SEQUENCE 

0 ALPHABETICAL 

^ N U M E R I C A L 

^ C H R O N O L O G I C A L 

• GEOGRAPHICAL 

D OTHER(SPEC!FY) 

1. VOLUME 
.30 inch 

6 F1LE/DRAWER(S) 
O MICROFILM REEL(S) 
C COMPUTER TAPS(S) 
,C OTHXR( SPEC I FY) 

' 10 record storage boxes 
1 0 , ANNUAL ACCUMULATION 

O FILE DRAWER!S) 
Q MICROFILM RE£L(S] 

frontr ° COMPUTER TAPE(SJ 
: • P T H H H W f i r v ) 

FILE IS USED 
O DAILY WEEKLY D MONTHLY 

1 2 . FILE BECOMES INACTIVE AFTER 
P MONTH(S) &YEAR(S; 

CURRENT LOCATICN(S) (BLOC.,FLOOR.ROOM} 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
111 M a r y l a n d A v e n u p Roc-Vvi 11 P Mn 9 0 P 5 n 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlP TC*^, S P E C I F Y A O E N C Y O R O F F I C E ) 
0 YES @J NO 

ACCESS RESTRICTIONS • YES (Jf NO 
( I P Y E S , CITE LA » ( S ) A REOULAT t ON It) 

1*. AUDIT REQUIREMENTS 

<§?NONX D STATE D FEDERAL D INDEPENDENT 

IS AN INDEX SYSTEM USED? (IF YXS,EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

O YES NO 

IS. RECOMMENDED RETENTION 
Permanent. Periodically transfer to 
State Archives. ' * 

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

2 0 . TELEPHONE NUMBER 

(301) 309-3314 

2 1 . DATE 

June 11,: 1-992 '* >'' 

D O S SFLO-4 (REVISED 2 /B7) 



STRUCT IONS•.TYPG O B PRINT A 
IPAPATK FORM FOR EA C H N E W O R 
IviSES RECORD SERIES. FORWARD 
T H R E C O R D S RETENTION SCHEDULE 
has 110 • ! J 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7X71 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 207*4 

AGENCY RECORDS INVENTORY 

IN IT ION .RECORD SERIES-* ° P RECORD. NORMALLY FILED 
REFERENCE A* ( C U . AS RETENTION AMO OtS»Oa 

AMD 1 'IES AS A UNIT FOR 
ITION ' U M O I M 

RECORD S E R I E S TITLE 

RECORDS MANAGEMENT POLICIES 
I . EARLIEST YEAR/LATEST YEAR 

1962 T O 1992 

RECOfiO SERIES DESCRIPTION (•"lB;n-T » « S C R I B E TKS TYPES Op INFORMATION/DOCUMENTS/FORM* POCNO 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERTES) 

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

RECORD S E R I E S FORUAT(8] 

j L E T T E R S I Z E O MICROFILM 

LEGAL S I Z E N COMPUTER TAPE 

B O ^ ^ B O O K • FLOPPY D I S K 

A U D I O T A P E • VIDEO T A P E 

OTHER(SPECIFY) 

I. RECORD SERIES SEQUENCE 

0 ALPHABETICAL 

<8> NUMERICAL 

0 CHRONOLOGICAL 

• GEOGRAPHICAL 

D OTHER}SPEC I FY) 

VOLUME 

N U M R K W 

0 FILE DRAWER(S} 
° MICROFILM REEL(S) 
C COMPUTER TAPEIS) 
C OTMCR(SPEClFYj 

10. ANNUAL ACCUMULATION 
0 FILE DRAWER1S} 
0 MICROFILM REEL(S) 

J70BTTT D COMPUTER TAPE(S) 
: P n r u m i c w r i r v l 

FILE IS USED 
O DAILY ° WEEKLY 0 MONTHLY 

I t . FILE BECOMES INACTIVE AFTER 
• MONTH(S) O YEAR(S ] 

CURRENT LOCATION(S) { ELDG. ,FLOOR,ROOM} 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
111 M a y y l a p f j Rypn.np Ror-Vvi 1 1 P Mn ? n p s n 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
t l P YES. SPECIFY AOEKCY OR OFFICE) 
0 T X S ® N O 

A C C E S S RESTRICTIONS • Y E S (§)NO 
I IF Y E S , CITE LAW(s) ft REOULATJONISJ 

It. AUDIT REQUIREMENTS 

P NONE D STATE O FEDERAL O INDEPENDENT 

IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE] IB. RECOMMENDED RETENTION 

Q YES N O 
R e t a i n permanently 'inrYJ£ty''*cXeE^1 s S f f i c e . 
Periodically update * f i i e s ' a ^ destroy 
schedules only when superseded. . J 

A N D TITLE OF PREPARER 
Carolyn Barnett-Jones 
Election/Records Mgmt. Clerk) 

20, TELEPHONE 

(301) 309 

NUMBER 

-3314 

1 

2 I . DATE ^ HAtfi*- ^ 

June 11, 1992 
D O S B 5 0-4 (REVISED 2 /B7) 



4STRUCTIQNS- -TYPE OR PRINT A 
: PARATE FORM FOR E A C H N E W O R 
V I S E S RECORD SERIES. FORWARD 
i T H J ^ K O R D * RETENTION SCHEDULE 
M S V ' l ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 207»4 

AGENCY RECORDS INVENTORY 

PAGE 18 OF 22 

\ 
I 

I 

i 
f 
i 
I 
I 
i 

| 
i 
I 

I 

! 

I 

. DEPARTMENT/AQENCY 
City of Rockville 

2. DIVISION 
City Clerk's Office 

I. UNIT 

\ 
I 

I 

i 
f 
i 
I 
I 
i 

| 
i 
I 

I 

! 

I 

-FIN IT ION "RECORD SERIES-* a m O V P ° r RELATED RKCOP.es NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE A* flU, AS RETENTION ANO_PISPOS1T1ON PURPOSES 

\ 
I 

I 

i 
f 
i 
I 
I 
i 

| 
i 
I 

I 

! 

I 

. RECORD SERIES TITLE 

ZONING APPLICATIONS 
1. EARLIEST YEAR/LATEST YEAR 

T O 1992 

\ 
I 

I 

i 
f 
i 
I 
I 
i 

| 
i 
I 

I 

! 

I 

RECORD S E R I E S DESCRIPTION ( 1 * ' ' U T DESCRIBE TKE TYPES Op tNPORMAT1 ON/DOCUMENTSf FORMS POUND 
•IN THE « R I E * . INCLUDE TKE PURPOSE OR FUNCTION OP THE ESPIES J 

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

\ 
I 

I 

i 
f 
i 
I 
I 
i 

| 
i 
I 

I 

! 

I 

. RECORD SERIES FORMAT(S] 

3 LETTER S I Z E 0 MICROFILM 

3 L S ^ L S I Z E ° COMPUTER TAPE 

3 BOUND BOOK D FLOPPY D I S K 

3 A U D I O TAPE 0 VIDEO T A P E 
3 OTHER(SPEC IFY) 

T . RECORD SERIES SEQUENCE 

0 ALPHABETICAL 

<5£ NUMERICAL 

0 CHRONOLOGICAL 

E GEOGRAPHICAL 

D O T H E R l S P E C t F Y ) 

1. VOLUME 
0 PILE DRAWEft(S) 
0 MICROFILM RE«L(S) 
O COMPUTER TAPE(S) 

N U M " " W 0 OTMCR(SPECIFY) 

10. ANNUAL ACCUMULATION 
0 PILE DRAWER(S) 
0 MICROFILM RCEL{S] 

ETJBBTir ° COMPUTER TAPE(S) 
D oTwrnlBpri - i rv i 

\ 
I 

I 

i 
f 
i 
I 
I 
i 

| 
i 
I 

I 

! 

I 

1 ' FILE IS USED 
0 D A I L Y 0 WEEKLY ® MONTHLY 

1 1 * FILE BECOMES INACTIVE AFTER 
- J J l — - ° MONTH(B) 0 YEAR I*} 

3 . CURRENT LOCATION(S) (BLOC.,FLOOR.ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
111 Marvland Avenue Rockville MD 20850 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
t I P YES , SPECIFY AOENCY OR OFFICE} 
• Y E S 0 N O 

S. A C C E S S RESTRICTIONS • Y E S 0 NO 
( I P YES , CITE LAW(S] & REOULATION{*} 

1«. A U D I T REQUIREMENTS ( ' 1 * 1 ' / \ 

& NONE • STATE JO FEDERAL ° INDEPENDENT 
i v » 

7, IS AN INDEX SYSTEM USED? [ IP YES.EXPLA IN 
BRIEFLY AND DKSCR 1 BE ANY HARDWARE./SOFTWARE ) 

0 Y E 8 <fj) NO • 
IS. RECOMMENDED RE-^ENTION } ) 

Permanent. Periodically transfer to ; 
State Archives 1. , / - l " .." * 

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

2 0 . TELEPHONE NUMBER 

301/309-3314 

2 1 . DATE 

June 11, 1992 

DOS BBO-4 (REVISED 2 /87) 1 

http://RKCOP.es


•FfOcT IONS. .TYPE OR PRINT A 
vPATK FORM FOR EACH NEW OR 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY 

SED RECORD SERIES. FORWARD 
i RECORDS RETENTION SCHEDULE 
i 1 1 ^ 1 ) 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20714 PAGE _19_ OF 22 

iCF^TMENT/AGENCY 
;ity of Rockville 

2. DIVISION 
City Clerk's Office 

1. UNIT 

IN IT ION-RECORD SERIES-* ° R * V * ° r " l - A T E D RECOUPS NORMALLY FILED AMD UBED AS A UNIT FOR 
REFERENCE AS W U AS RETENTION AND 01 S »OS 1T 1 ON PURPOSES 

RECORD SERIES TITLE 
BALLOTS 

1. EARLIEST YEAR/LATEST YEAR 
199],. TO 199^ 

^ c O R O S - R i z s BKSCHJpTlON {•" ,Ert-Y DESCRIBE THE TYPES Op INFORMAT1 ON/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES J 

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. 

RECORD SERIES FORMAT( S] 
LETTER SIZE 0 MICROFILM 
LEGAL SIZE O COMPUTER TAPE 
SO^^BOOK D FLOPPY DISK 

>. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 
D CHRONOLOGICAL 

1. VOLUME 
0 FILE DRAWER(S) 
O MICROFILM RECL(S) 

3 C COMPUTER TAPE(S) 
" . ' • f f i » s i * * c , " i 

AUDIO TAPE 0 VIDEO TAPE 
'OTHER(SPECIFY] 

The ballots are stored in 3 

• GEOGRAPHICAL 
(J$ OTHER (SPECIFY) 

No specific order. 

10. ANNUAL ACCUMULATION 
Q FILE DRAWER(S) 
0 MICROFILM REEL(S) 

PEJBTET 0 COMPUTER TAPE(S) 
• OTWFB/C-Fl -IFV* 3.5" x 8.5" x 15" boxes. 

10. ANNUAL ACCUMULATION 
Q FILE DRAWER(S) 
0 MICROFILM REEL(S) 

PEJBTET 0 COMPUTER TAPE(S) 
• OTWFB/C-Fl -IFV* 

' FILE IS USED 
O DAILY D WEEKLY D MONTHLY 

' * ' FILE BECOMES INACTIVE AFTER 
^ 6 ^ . <JDMONTH(S) •YEARISI 

. CURRENT LOCATJON(S) (BLOCFLOOR.ROOM} 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
i l l M a r y l a n d Avenup Ror-Vvi 1 "1« Mn ?ns^n 

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE? 
t l P YES . SPECIFY AOENCY OR OFFICE) 
0 YES Q?NO 

i 

. ACCESS RESTRICTIONS ® YES O NO 
( I F Y E S , CITE LAV(S) REOULATION(B] 
Section 8-7 of the Rockville City Code 

11. AUDIT REQUIREMENTS 

(f NONE D STATE O' FEDERAL D INDEPENDENT 

. IS AN INDEX SYSTEM USED? [ 1 F YES ..EXPLA IN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

a YES ^ NO 

I«. RECOMMENDED RETENTION 
Retain in City Clerk's Office for six 
months from the date of election then 
destroy. . _.. ,. . 

. NAME AND TITLE OF PREPARER 
Carolyn Barnett-jones 
Election/Records Mgmt. Clerl 

20. TELEPHONE NUMBER 

? (301) 309-3314 

* 

2 1 . DATE 1 
1 

June if, 1992 i 
DOS BflO-4 (REVISED 2/B7) * ' 1 



TWUCTIQNS..TYPE OR PRINT A 
ABATE FORM FOR EA C H N E W O R 
1SXD RECORD SERIES. FORWARD 
[H R E C ORDS RETENTION SCHEDULE 

ii_a-i) 

/ A O E N C Y 

City of Rockville 

INITJON-RECORO SERIES 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 

2. DIVISION 

City Clerk's Office 
3. UNIT 

Elections 
A OROUP OF RELATED RECORDS NORMALLY FILED AND USED A l A UNIT FOR 
R E F E R E N C E A W W E L L A W R E T E N T I O N A N D Q l t P Q l 

RECORD S E R I E S TITLE 

CAMPAIGN FUND REPORTS (CFRs) 

T I O N P U R P O S E * 

EARLIEST YEAR/LATEST YEAR 
1980 T O 1992 

i 

RECORD S E R I E S DESCRIPTION (•L"B:RT-T TKE TYPES O F INPCRMATI ON / DOCUMENTS / FORMS FOUND 
•IN T H E S E R I E S . INCLUDE TKE PURPOSE O R FUNCTION O P THE SSPnES) 

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. 

RECORD S C R I E S FORMAT(S J 

i LETTER S I Z E ° MICROFILM 

LEGAL S I Z E D COMPUTER T A P E 

B O ^ ^ BO O K D FLOPPY D I S K 

A U D I O T A P E ° VIDEO T A P E 

CTHER(SPEC I FY) 

1. RECORD SERIES SEQUENCE 

® ALPHABETICAL 

O NUMERICAL 

(8 CHRONOLOGICAL 

• GEOGRAPHICAL 

D OTHER(SPEC I FY) 

1. VOLUME 
1- FILE DRAWER(8 ) 
0 MICROFILM REEL(S) 
C COMPUTER TAPE(E) 
C OTHER[ SPEC I FY) 
1 records, storage box 

10. ANNUAL ACCUMULATION 
D FILE DRAWER(8) 
0 MICROFILM REZL(S] 

LimiF* • COMPUTER TAPE(S) 

FILE IS USED 
O D A I L Y C WEEKLY MONTHLY 

12. FILE BECC+CS INACTIVE AFTER 
• MCNTH(S) & Y E A R [ S ) 

CURRENT LOCATION(S) (ELDC.,FLOOR,ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 

14. IS RECORD SERIES DUPLICATED EL5EWHERET 
I I P Y E S S P E C I F Y A O E N C Y O R O F F I C E ) 
0 Y E S <X N O 

. A C C E S S RESTRICTIONS • Y E S ^ N O 
I IP Y E S , C I T E L A S ( s ) * R E O U L A T I O N { S ) 

11. AUDIT REQUIREMENTS 

NONE D STATE D FEDERAL D INDEPENDENT 

. IS A N INDEX SYSTEM USED? (IF r s s . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

a Y E S $ N O 

!». RECOMMENDED RETENTION 

Permanent. Periodically transfer to 
State Archives. ' * i^»v , •> 

>. NAME A N D TITLE OF PREPARER 
Carolyn Barnett-jones 
Election/Records Mgmt. Clerk 

2 0 . TELEPHONE NUMBER 

(301) 309-3314 

2 1 . DATE ': 
f 

June -ll#SVI>9W2<. 
9- ... . 

D O S BSO-4 (REVISED 2 / 8 7 ) 



TRUCTIQTSS--TYPE OR PRINT A 
APATE FORM FOR EACH NEW OR 
1SED RECORD SERIES. FORWARD 
H RECORDS RETENTION SCHEDULE 
* B^p^t ) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 
TRUCTIQTSS--TYPE OR PRINT A 
APATE FORM FOR EACH NEW OR 
1SED RECORD SERIES. FORWARD 
H RECORDS RETENTION SCHEDULE 
* B^p^t ) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20714 PAGE 21 OF 22 

DEPARTMENT/AGENCY 
City of Rockville 

2. DIVISION 
City Clerk's Office 

1. UNIT 
Elections 

'IN IT ION "RECORD SERIES-* a n W J f ° F W T « - * " " T O R E C O R D S N O R M A L L Y FI LIS A N D U S E S A S A U N I T F O R 
R E F E R E N C E A S I I U A S R E T E N T I O N A N D O 1 S P O B I T 1 O N P U R P O S E * 

RECORD SERIES TITLE 
ELECTION RESULTS 

I. EARLIEST YEAR/LATEST YEAR 
±22$ *"> 1 9 8 9 

RECORD 5ERIES DESCRIPTION (""L,;RI-T B S S C R I S E T K S T Y P E S Op I N F O R M A T I O N / D O C U N K N T S / P O R M S P O V N D 
•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ] 

Election results are recorded in three formats: (1) computer print-outs, (2) Board 
certification of the results and (3) a chart of the election results. 

RECORD SERIES FORMAT(S] 
LETTER SIZE C MICROFILM 

SIZE O COMPUTER TAPE 
BOOK a FLOPPY DISK 

AUDIO TAPE O VIDEO TAPE 
p OTHER (SPEC I FY) 

See Record Series description! 

I. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
• NUMERICAL 
$ CHRONOLOGICAL 
• GEOGRAPHICAL 
• OTHER(SPEC I FY) 

1. VOLUME 

1 
HUMMER: 

<2F FILE DRAWER(S) 
C MICROFILM REXL(S) 
C COMPUTER TAPE(B) 
C OTHER (SPEC I FY) 

10. ANNUAL ACCUMULATION 
o FILE DRAWER;S) 
0 MICROFILM REEL(S] 

ITDBTET ° COMPUTER TAPE(S) 

FILE IS USED 
O DAILY C WEEKLY D MONTHLY 

12. FILE BECOMES INACTIVE AFTER 
p T j t D C T 1 . D MONTH{ 3) $ Y E A R { S ] 

CURRENT LOCATION(S) (KLDG.,FLOOR,ROOM) 
City Clerk's Office 
Rockville City Hall 
i l l M a r y l a i f i d Avenue 

- 3rd Floor 
14. IS RECORD SERIES DUPLICATED ELSEWHERET 

llP Y E S . S P E C I F Y A O E N C Y O R O F F I C E ) 
0 YES ® NO 

. ACCESS RESTRICTIONS • YES @f NO 
(IP YES, CITE LAW(S) * REOULATION(*) 

11. AUDIT REQUIREMENTS 

9 NONE D STATE D FEDERAL D INDEPENDENT 

IS AN INDEX SYSTEM USED? (IF Y E S , E X P L A I N 
SRIEFLY A N D DESCRIES A N Y H A R D S A R E / S O F T W A R E ) 

O YES NO 

atter two elect} 20. TELEPHONE NUMBER 

(301) 309-3314 

U . RECOMMENDED PXTENfcfON^1$V 
Computer print-outs sloulcP^Be retained in the 
City Clerk's Office for 7 years then transfered 
to the State Archives !for permanent retention. 
Board Certification of^Results should be » 
retained in City Clerk ĵs Office for 10 years -
then transferred to State Arcl\ivea'ipermanently. Charts of Election resu^1ywjB^^be.«des-troyed 
------ - - - - : i W NAME AND TITLE OF PREPARER 

Carolyn Barnett-jones 
Election/Records Mgmt. Clerkj 

ion cycles. 
2I. DATE 

June 11, 1992 

DOS 8S0-4 (REVISED 2/fl7) 



STRUCT I O N S .-TYPE OR PRINT A 
* ABATE FORM FOR EA C H N E W O R 
/1SED RECORD SERIES. FORWARD 
TH R E C O R D S RETENTION SCHEDULE 
S S Ubft.- 1 ) 

' / A G E N C Y 

City of Rockville 
F I N ITION-RECORD SERIES-

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20714 

2. DIVISION 

City Clerk's Office 

AGENCY RECORDS INVENTORY 

UNIT 
Elections 

A OltOUP O F R E L A T E S R E C O R D S N O R M A L L Y P I L E D A M 3 U S E D A S A U N I T PSR 

R E F E R E N C E A S W E L L A S R E T E N T I O N A N Q _ D t I T T O N P U R P O S E S 

RECORD SERIES TITLE 
VOTER REGISTRATION LISTS 

I. EARLIEST YEAR/LATEST YEAR 

, , ,ERtEFLY DESCRIBE TKE TYPES Op INPORMATI ON/DOCUMENTS/FORMS FOUND 
RECORD S E R I E S DESCRIPTION ( 1 

'IN THE SERIES. INCLUDE TKE PURPOSE OR FUNCTION OP THE SEPTIES) 
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. 

RECORD S E R I E S FORMAT(S J 

P L E T T E R S I Z E O MICROFILM 

S I Z E D COMPUTER T A P E 

B O O K ° FLOPPY D I S K 

P A U D I O T A P E Q VIDEO T A P E 

$ OTHER(SPECIFY) 

3 1 
BOSMD 

11" x 15" computer print-outs 

l . RECORD SERIES SEQUENCE 
ALPHABETICAL 

• NUMERICAL 

0 CHRONOLOGICAL 

• GEOGRAPHICAL 
• OTHERISPEC IFY) 

I . VOLUME 

0.5 
N U M B E R " 

<*F 1LE DRAWER (S) 
Q MICROFILM REEL(S) 
D COMPUTER TAPE I E ) 
O OTMCRISPECIFY) 

10. ANNUAL ACCUMULATION 
D FILE DRAWER(S) 
0 MICROFILM R E E L ( S ) 

JTORIET O COMPUTER TAPE(S) 

FILE IS USED 
O D A I L Y O WEEKLY MONTHLY 

12. FILE BECOMES INACTIVE AFTER 
• MONTH(S) < # Y E A R [ S ) 1 

1. CURRENT LOCATIONIS) (BLOC.,FLOOR,ROOM) 
City Clerk's Office 
Rockville City Hall - 3rd Floor 
111 M a r y l a n d Avenue B n r k v i H o Mn ?n«Sn 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
t l P YES, SPECIFY AOENCY OR OFFICE) 
• Y E S ® N O 

I . A C C E S S R E S T R I C T I O N S • Y E S N O 
( I P Y E S , C I T E L A W ( S ) A R E O U L A T I O N I S ) 

K . AUDIT REQUIREMENTS 

9 NONE O STATE O FEDERAL O INDEPENDENT 

7 . IS A N I N D E X SYSTEM USED? [If Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y K A R D S A R E / S O F T W A R E ) 

a Y E S N O 

IS. RECOMMENDED RETENTION 
Retain the first 2 lists produced for 6 months 
after the election. Retain the final' ii'sting 
until superseded with another list in "next 
election cycle. 

NAME A N D TITLE OF PREPARER 
Carolyn Barnett-jones 
Election/Records Mgmt. Clerkj 

2 0 . TELEPHONE NUMBER 

(301) 309-3314 

2 I. DATE 

June 11, 1992 

D O S B S 0 - 4 ( R E V I S E D 2 / 8 7 ) 


