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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

ScheduleANo.

M-43

Page 1 of 3

Agency

CTTY OF RQCKVILLE

Division/Unit

PUBLIC WORKS - Administration

Item
No

Description

Retention

CITY CONTRACTS

This file contains contracts for City
projects relating to paving, sidewalks,
water, sanitary sewers, storm drains,
storm water management -and traffic
signals. The file folders contain some
or all of the following:

- bid tabulations and documents
- Correspondence

- contracts

- permits

- extensions ,

- invoices

- specifications

CORRESPONDENCE AND SUBJECT FILES
The documents listed below are included
in this series:

- correspondence
- city maintenance files
- bids

- = capital improvement projects (C.I.P.)

- reports
- requisitions

- subject files on a range of topics

including the State Highway Admin.,
‘subdivisions, PEPCO, Cable TV,
'Washington Suburban Sanitary
Commission, Washington Gas and
traffic and transportation.

RETAIN IN OFFICE FOR
TEN YEARS AFTER
COMPLETION OF PROJECT
THEN DESTROY.

RETAIN MARYLAND STATE
HIGHWAY ADMINISTRATION
"AND WSSC FILES

PERMANENTLY*.

RETAIN ALL C.I.P. FILES
FOR TEN YEARS IN OFFICE
THEN DESTROY.

RETAIN ALL OTHER FILES
IN THIS CATEGORY FOR

" THREE YEARS THEN
DESTROY.

Title

Approved by Department, Agency,

Type Name AV Bogoéﬂkz

Q\

ENGIN EELING _ SuFEX VISR

Schedule Authorize

Signature

1b¥9§§tate

or Division Representative. Archivist.
Date /\//7/?3 Date

DGS 550-1 (Rev.

10/92)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule'No.

Page 2 of 3

Item
No

Description

Retention

FILTRATION PLANT FILES

This series includes water operating
and chemical reports, water charts
and filtration plant correspondence.

PERMITS

Developer Permits

These permits specify the standards
that developers must satisfy during
construction.

Utility Company Permits

These files contain correspondence and
copies of permits issued to utility
companies such as C&P Telephone,
Maryland Natural Gas and Pepco, allowing
the utility companies to perform
construction operations in City
rights-of~-way.

RETAIN FOR TEN YEARS IN
OFFICE THEN DESTROY.

RETAIN DEVELOPER PERMITS
IN OFFICE FOR 13 YEARS
AFTER COMPLETION OF
PROJECT IF PERMIT WAS
ISSUED UPON POSTING OF
BOND. IF BONDS  WERE
NOT POSTED, RETAIN PERMITS
IN OFFICE FOR FOUR YEARS
FOLLOWING COMPLETION OF
PROJECT . THEN DESTROY.

RETAIN IN OFFICE FOR FOUR
YEARS FOLLOWING PROJECT
COMPLETION THEN DESTROY.

DGS 550-1A (Rev. 10/92)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

- RECORDS RETENTION AND DISPOSAL SCHEDULE

({Continuation Sheet)

Schedule No.

Page 3 of 3

Item
No

Description

Retention

RECORDED PLATS .

Plats are the charts of land
that identify subdivision
boundaries and/or right-of-way
and easements.

GENERAL FILES

" Street Files

Contain information on every.
street within the City including
working drawings, memoranda and
work sheets and copies of recorded
easements. -

Storm Water Management
Contains working review drawings,

memoranda and easements.

Working File for Projects
Contains worksheets, memos and other

completed forms used by employees in
the department.

Subject File
Contains daily work sheets, budget

estimates, contract documents and
specifications and worksheets.

TRACINGS

This series contains the
following classes of unbound
tracings:

- consultant plans

- contract drawings

- paving

- sanitary sewer

- storm drain

- topographic maps

- traffic and lighting plans

PUBLICWORKS - Engineering -

PERMANENT *

PERMANENT*

PERMANENT*

RETAIN IN OFFICE FOR
FOUR YEARS AFTER
COMPLETION OF PROJECT.
THEN DESTROY.

RETAIN IN OFFICE

FOR TEN YEARS
FOLLOWING COMPLETION
OF PROJECT. THEN DESTROY.

'PERMANENT*

* MICROFILM AND
PERIODICAILLY TRANSFER TO
STATE ARCHIVES.

DGS 550-1A (Rev. 10/92)




HSIRUCTIGNS . «TYPR OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEY OR RECORDS MANAGEMENT DIVIBION AGENCY RECORDS INVENTURY
=Vl RECORD SERIES. FOREWARD 7278 WATERLOO ROAD
1t CORDE RETENTION SCHEDULE P.O. QX 278 1 7
PAGE or
Bo-t) JESSLPF, MARYLAND 20734
! . DEPARTMENT /AGENCY 2. DIVISION 3. UNIT
City of Rockville Department of Public Works Administration
JEFINITION-RECORD SERIES-A GNOVP OF RELATED RKCOADS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DINFOEITICN PURPORER :
(. RECORD SXRIES TITLE ) ' ' : 5. EARLIEST YEAR/LATEST YRAR
City Contracts ']"‘970 bt —1992

}., MECORD SERIES DESCRIPTION (-uurw DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORME FOUND
IN PR SKRIKS, . INCLUBR TMX PURPOBE OR FUNCTION OF TNK SEMIES)

This series contains contracts for City projects relating to paving, sidewalks, water,
sanitary sewer, storm drains, traffic signals and storm water management. The folders
may contain all or some of the following: bid documents, bid tabulations, correspondence,
contracts, permits, extensions, requests for payment and specifications.

!, RECOMD SERIES FORMAT(S) 3. RECORD SERIKS BSEGMINCE s, VOLUME
[ ] SIZE O MICROFILM 0 ALPHAMETICAL @ FILE DRAWER(S)

0 MICROFILM RELL(S)
[ S1ZE 0O COMPUTER TAFE # NUMERICAL 9y O COMPUTER TAFE(S)
O BOUND BOOK 0O FLOPPY DI 0 CHRONGLOGICAL <" © omxR(sPECIFY)
U AUDIO TAPE 0O VIDEO TAPE O GEOGRAPMICAL

10, ANNUAL ACCUMULAT ION
Q oTHER(SPECIFY) O oTMER|{SPECIFY) 8 FILE DRAWER(S)
: 1 G MICROFILM REEL(S)
RURNER O COMMUTER TAPE(S )
D omrriemrciry)

l‘l

FILE 1S usep 12. piLE BECOMES INACTIVE AFTER
W pAILY 0 DAy O MONTHLY bl D MOTHIS) M YsAR(®)

!3. GURRENT LOCATION|S) (MLDG.,FLOOR,ROOM) 14. I8 RECOND BERIES DUPL |CATED ELSEWMEREY
Rockville City Hall, Public Works Admin. trr v, sPEciry ssENCY OR OPFICE)
Second floor O vyes B no

{5, ACCESS8 REKSTRICTIONS Ovyes & nNo 16. ALDIT REQUIREMENTS

(tr ves, ciTe LAW(S) & nEauLavion(s)
B NONE O STATE O FECERAL O INDEPENDENT

7. I8 AN INDEX SYSTEM USED? (1p YRS DPLAIN

BRIKFLY AND DENCRIBE ANY HARDWARK/SOFTWARE)| 0" TRCOMMENDED RETENT ION

B YES O NO The index system consists Retain in office for ten years after completion
of 3" x 5" cards arranged alphabetically by of project then destroy.

.aject name.

. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMRER 21. DATE
David Boboltz (301) 309-3220
Engineering Supervisor January 7, 1993

DGS 880-4



LSIEWCTIGHS - - TYPE OR PRINT A
EPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENKRAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

=V RECORD SERILS. FORRARD 7278 WATEMLOO ROAD
it CORDS RETENTION SCHEDULE P.O. KX 278
pagx _2 _or _7
OGS BB0-1) JESSLF, MARYLAND 20784 — ———
!+ DEPARTMENT/AGENCY 2, DIVISICN 3. UNIT
City of Rockville Department of Public Works Administration

EFINITION -RECORD SERIES-A OMOUP OF RELATED RKCORDS NORMALLY FILED AND VERD AS A UNIT FOR
REFERENCE AS RELL AS RETENTION AND DISFOSITION PURPOSRS. :

‘. RECORD SERIES TITLE

Correspondence and Subject Files

5. EARLIEST YEAR/LATEST YRAR
JQ?S ™ 1002

j. RECORD S=RIES DESCRIPTION (IlllPLY DESCRIBE THE TYPKS OF lNPOIﬂATION/M:WTI/NM FOUND

N PR SKRIKS,

This series includes correspondence and subject files on the capital improvement program,
city maintenance, complaints, construction, permit information reports, requisitions, the
State Highway Administration, subdivisions, traffic and transportation, the Washington
Suburban Sanitary Commission, PEPCO and other utility companies.

INCLUDE THX FURFOSE OR FUNCTION OF THE SRMIES )

« RECORD SERIES FORMAT(S)

o SIZR O MICROFILM

a ‘:umzz 0 CoMPUTER TAPFK
O BOUND BOOK O rLOPPY DIGK

U AUDIO TAPE 0O VIDEO TAPE
0 oTHER(SPRCIFY)

8. RECORD SERIKS SEQUENCE
B ALPHAMETICAL
0 NMUMERICAL
O CHRONGLOGICAL
O GEOGRAPHICAL
D OTMER(SPECIFY)

9. VOLLME

€ FILE DRAWER(S)
O MICROFItM REEL(S)
0 coMPUTER TAPE(S)

3
“W'i." U OTHXR(SPECIFY)

10, ANNUAL ACCUMULAT {ON N

R FILE DRAVER(S)
0.5 O MICROFILM REEL{S)

ROSNER O COMMUTER TAPE(S )

FILE 18 USED

@ pAlLY 2 wvEEdaY O MONTHLY

12. wiLE BECOMES INACTIVE AFTER

] o
NUREEY: MONTH( 8 ) YRAR( ™}

'3. CURRENT LOCATION(S) (ML.DG.,FLOOR,ROOM)
Rockville City Hall, Second Floor and Gude
Drive location of Public Works

L orrpiesrciry) Y

14. IR RECOND SERIES DUPL ICATED ELSEWHERE?

'.'IP Y8, BPECIPFY ,GENCY OR OPFCCI)
Ovyxs B nNo

'35, ACCESS REBTRICTICONS Dyes B NO
{tr vyes, crTe Law({s) & nzauravion|s)

1¢. ALDIT REQUIREMENTS

B NONE D STATE O FEDERAL 0O INDEPENDENT

7. 18 AN INDEX SYSTEM UESED? (1r ves,.@>:PLAIN
SRIEFLY AND DESGRIBE ANY HARDWARK/SOFTWARE )

Oyes & nNo

18, RECOMMENDED RETENT ION

Retain SHA and WSSC files permanently. Retail
Capital Improvement Program files for 10 years
in office then destroy. Retain &ll other files
in this category for three years then destroy.

. NAME AND TITLE OF PREPARER 0.

David Boboltz
Engineering Supervisor

TELEPHONE NUMRER 21. DATE

(301) 309-3220

January 7, 1993

DG 80«4 (PEVIOREN™N 2/8% 9%




HSTRUCTIGNS - - TYPE OR PRINT A
EPARATE FORM FOR EACH NEW OR

=Vl RECORD SERIES. FORWARD
1 CORDS RETENT ION SCHEDULE
.DGS BBO-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGRMENT DIVISBION

AGENCY RECORDS INVENTORY

7271 WATERLOC RQAD
P.O. QX 273
JESSUPF, MARYLAND 20734

Pacx 3 or 7/

{. DEFARTMENT/AGENCY

Ccity of ROckville

2. DIVISIOGN

Department of Public Works

3. WNIT

_Administration

EFINITION -RECORD ER!ES-A AroyPr OF RELATED RECORDS NORMALLY FiLED

REFEACNCE AS RELL AS RETENTION AN -8 -t ]

{. RECORD SXRIES TITLE

Filtration Plant Files

AND USED AS A UNIT FOR
LTION PURPORKS, :

5. EARLIEST YEAR/LATEST YRAR
1980 g 1992

3. MECORD SERIES DESCRIPTION (.II‘PLV DESCRIBE THE TYPES OF !NPOMTIO"/M:WT'/NM FOUND
INCLUDE TMX PFURPOBE OR PUNCTION OF THEK SRITIES )

The filtration plant file contains material on. such subjects as water operating and chemical
reports, water charts, water filtration, plant correspondence and electro-rustproofing

contracts.

THE SKRIKS.

', KRECORD SERIES FORMAT(S)

] SIZE D MICROFILM

Q ﬂ"mn 0 COMPUTER TAPX
O BOUND BOOK 0O rLompY DlISsK

0 AUDIO TAPE O VIDEO TAFK
O oTHER(SPECIFY)

$. FECORD SERIES SEQUENCE
R ALPHANETICAL
O NUMERICAL
0 CHRANGLOGICAL,
O GEOGRAPHICAL
O OTMER(SPECIFY)

$. VOLUME

8 FILE DRAVER(S)
O MIiCROP1LM PxKl (&)
O coMPUTER TAFE (%)

1
““'E.' U OTHXR(SPECIFY)

10, ANNUAL ACCUMULAT lON
D FILE DRAWER(S)
D MICROFILM REEL{S)
RURNEKX O COMMUTER TAPE(S)

l‘l

FILE 1S usED 2. riLg BECOMES
O DAILY O WEEKLY B MONTHLY 10
SIEREY,

‘3. GURRENT LOCATION(S) {MLDG.,F.OOR,ROOM)
Rockville City Hall, Public Works Admin.

Second floor

O MoNTH(S)

INACTIVE AFTER
8 YEAR(S)

.0 omen(ameciryy 1

14. I8 RECOND SERIES DUPL |CATED ELSEWHERE?
tr® vcu, seEciry soENCY OR OFFiCE)

18, ACCESS RESTRICTICONS

0O Y=s
(tr ves, ciTe Law(s) & nEcuLayion|s)

2 NO

16. AUDIT REQUIREMENTS

B NONE D STATE © FEDERAL 0O INDEPENDENT

7. 18 AN INDEX BYSTEM USED? {1p vas.E0:PLALIN

BRIKFLY AND DEXCRIBE ANY HMARDEARK/SQFTWARE )

Qyes & nNo

19,

Retain in office for ten years then destroy.

RECOMMENDED RETENT ION

#. NAME AND TITLE OF pREPARER
David Bcboltz
Engineering Supervisor

(301) 309-3220

TELEPHONE NUMRER

21. DATR

January 7, 1993

PGS 380 - o wm

———e——a— 0+ - - —



LSTRUCTIGNS: - TYPE OR PRINT A
EPARATE FORM FOR EACH NEW OR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVIBION

AGENCY RECORDS INVENTORY

Vi RECORD SERIES. FORUARD 7271 VWATERLOO RQOAD
b | CORDE RETENTION SC-EDULE P.O. BOX 2738
pacE _4 or _7
DGS 380-1) JEBSUPF, MARYLAND 20794 —
' DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
City of'Rockville Department of Public Works Administration

EFINITION -RECORD SERIES.A OMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PSR
ARPERENCE AS W -

0

i. RECORD SXRIES TITLE

Permit File

ELL A® RETENTION ANG DIJPOSITION PURRORES,

5. CARLIEST YEAR/LATEST YRAR
1980 To _1992

i, MECORD =SRIES mﬂ"’flm (-llll'hv DEECRIBE TRE TYPES OfF lnromnon/mcqunm FOUND

IN 'THE SERIKS,

The permit file may contain performance bonds or written agreements that are executed in
lieu of bonds and the permits that are issued for construction.

J

INCLUDR THX PFURPOBE OR FUNCTION OF THE SHFTES )

e RECORD SERIES FORMAT(S)

o mk SIZR O MIGROFILMK '
. S1Zx O COMPUTER TAPK

O BOUND BOOK O FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAPE
Q oTHER(SPERCIFY)

8. RECORD SERIKS BSEQUENCE
0 ALPHAMETICAL

0 MMERICAL

0 CHRONGLOGICAL
O GEOGRAPHICAL
B oTHER(EPECIFY)

Alphabetical within year. 0.5

9., YOLUMK

B FILE DRAVER(S)
1 D MICROFILM REEL(S)
0 COMPUTER TAPL(S)
RBEEN o orrxR(sPECiFY)

~

ANNUAL ACCUMULAT ION

D FILE DRAWER(S) Ny,
.5 O MICROFILM REEL(S) Y
RUMNER © COMPUTER TAPE(S)

‘e plLe 18 usen

@ pAILY Q vy

U MONTHLY

12. piLE BECOMES INACTIVE AFTER

13 D MONTH(S) ¥ YEAR(®)

'3, GURRENT LOCATION(S) (ALDG.,FLOOR,ROOM)
Rockville City Hall, Public Works Admin.

Second Floor

O orrricmecipy)

14. 18 RECOND SERIES DUPL |CATED ELSEWHEFRE?

t1» vyxu, seECiPY scENCY OR OPFICE)
Ovyes ®no

-5, ACCKSS REETRICTICNS

0 ves
{tr vyes, ciTe Law({s) & rEauLaYion(s)

R NO

16. ALDIT REGUIREMENTS

B NONK O STATE © FEDERAL DO INDEPENDENT

7., I8 AN INDEX SYSTEM USED? (1p vesS,E:-PLAIN
BRIKFLY AND DEKECRIBE ANY MARDWARK/SONFTWARE )

Oyes A& No

18, RECOMMENDED RETENT ION

Retain developer permits in office for 13 years
after completion of project if permit was issued
upon posting of bond. If bonds were not posted,
retain permits in office for four years followin
completion of project. Retain untility company

permits for four years after completion of proj
Than 3

9. NAMFE AND TITLE OF pPREPARER
David Boboltz
Engineering Supervisor

20.

-{;(‘301) 309-3220

TELEPMONE NUMEER

TTICIT \—.I.V_x'l

21. DATE

January 7, 1993

DOS B80-4 [{REVISED 2/8

r— - ——4

——
amalinte.

e -~

. . _< . - ———



LSTRUSTIGNS: +TYPE OR PRINT A
EPARATE FORM FOR EACH NAW OR

DEFARTMENT OF GENKRAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

=Vi RECORD SERIES. FORYARD 7278 WATERLOO ROAD
1 ORDE RETENT IOGN SCHEDULE P.O. BQGX a78
pagx _5 or _7
DGS lo-t) JESSUF, MARYLAND 20734 — S—
. DEPARTMENT /AGENCY 3. DIVISIGN 3. WNIT
City of Rockville Department of Public Works Engineering

'+ RECORD SERIES TITLE

Recorded Plats

EF INLT1ON -RECORD SERIES.A GMOUP OF RELATED RKCORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION ANGD DISFOBITION PURPORES. :

5. EARLIEST YEAR/LATEST YRAR
0. TO 1992

IN THE SKRILS.

. easements.

'. NECORD S=RIES DESCRIPTION (IRS‘PLV DESCRIBE THE TYPrxgf OF INPOHIATIONIMCWT'/NM PFOUND

Plats are charts that identify parcels of land, subdivisions, rights-of-way and/or

INCLUBE THMX FURPOBE OR FUNCTION OF THK SRFIES )

'y RECORD SERIES FORMAT(S )

a SIZE O MICROFILM

a Enmzz D coMPUTER TAPE
® BOUND BOOK O rFLoRpPY DISK

U AUDIO TAPE 0O VIDE0O TAPE
8 OTHER(|SPECIFY)

Lile drawer

0 NMUMERICAL

8. RECORD SERIKE SEQUIENCK
N ALPHARETICAL

§ CHRONGLOG ! CAL,
U GEOGRAPHICAL,
D omMER|SPECIFY)

$. VOLLME

O FILE DRAWER(S)
¢ O MICROFILM REEL(S)
C COMPUTER TAPL(S)
RGN OTHXR|SPECIFY)

10, ANNUAL ACCUMULAT ION

O PILE DRAWER(S)
0 MICROFILM REEL(S)
RURNER O COMPUTER TAPE(S)

' Lk 18 usED

® palILY O WEEKLY U MONTHLY

D onwreiasrciryy !
12. riLE BECOMES INACTIVE AFTER
O MONTH{S U YEAR
KUHRRY. (8) (%)

3. GURRENT LOCATION{S) {MLDG.,NLOOR,ROCM)

Rockville City Hall, Public Works Engin. Div
Second floor

14. IR RECOND SERIES DUPL [CATED ELSEWHERE?

tr® vyou, seeciPY 2gENCY OR OFFICE)

Oyrs O
NO Montgomery County Courthouse

5, ACCESS REETRICTIONS Dyesg B NO
(tr vyus, crTe LAw(s) & nEauLayvion|s)

1¢. ALDIT REQUIREMENTS

B NONKE DO STATE O FEDERAL 0O INDEPPNDENT

7. I8 AN INDEX SYSTEM USED? (1r YRS.E:PLAIN
SRIKFLY AND DEKECRIBE ANY HARDWARK/BOFTWARE )

Oyes O nNo
A 600 scale map divided into sections
ted by letters "A" through "O" is the
dex.

1%, RECOMMENDED FETENT ION

Retain permanently. Duplicates will be destroyed
after the original has been recorded at the
Montgomery County Courthouse.

9. NAME AND TITLE OF PREPARER

David Boboltz
Engineering Supervisor

(301) 309-3220

TELEPYMONE NUMEER

21. DATR

January 7, 1993

DO 580-4 (REVISED 2/87)

——— - ——4
- ~ il




R om Each v on | mmcorms maracem bivision | AGENCY RECORDS INVENTURY
=VISED RECORD SERIES. FORUARD 7278 YATERLOO ROAD
T CORDE FRETENTION SCHEDULE P.O. BQX A7s

PAGE _6 __oOF i

0.1} JEBSLEF, MARYLAND 207354

!» DEPARTMENT /AGENCY . PIVISIGN 3. UNIT

Ccity of Rockville Department of Publig Works Engineering
EFINITION-RECORD SERIES.A OMOVP OF RELATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REPFERENCE AS WELL AS RETENTION AND DIFPROBITION PURPORESR

{. RECORD SXRIES TITLE = ) 5. EARLIEST YEAR/LATEST YRAR

General Files —inida-. TO 1000
5. RECORD SERIES DESCRIFTION (™%!EFLY DESCRIEE THE TYPKS OF INFORMATION/DOCUMEKNTS/FORME FOUND

IN PR SKRIKS, . INCLUDE THX FURPOBE OR FUNCTION OF THE SNFIES)

The general file is divided into four segments: (1) street file, (2) storm water management,
(3) working files for projects and (4) subject files. The street file contains working
drawings, memos andrwork sheets on every street in the City limits. The storm water management
files contain review drawings, memos and easements. The working files include work sheets,
memos and other forms used by employees in the office and in the field. The subject file
contains daily work sheets, budget estimates, contracts, specifications, information from

the State Highway Administration and easements.

. RECORD SERIKS FOMT(S) 8. RECORD SERIKS BEQUENCE 9. VOLUME

o SIZE O MICROFILM R ALPHARETICAL ® FILE DRAWER(S)

. 0 MICROFILM REEL(S)
51ZKk O COMPUTER TAPK 0 NUMERICAL 15 8 coMMUTER TAPE(S)

O BOUND BOOK O FLOPPY DISK 0 CHRONGLOGICAL "*" © oTHkR{gPECIFY)

O AUDIO TAPE 0O VIDEO TAFE O GEOGRAPHICAL

10, ANNUAL ACCUMULAT ION

O oTHER(SFECIFY) D OTMER(SPECIFY) O FILE DRAYER(S)

2 D MICROFILM REEL(S)
- RUREER O COMMJTER TAPE(S)
D orirR(esrcipFy )

FILE 1S USED 12. riLE BECOMES INAGCTIVE AFTER
® pAILY 0 wxRaY O MONTHLY TR O MONTH(S) U YEAR(®)

'3. CURRENT LOCATION(S) (MLDG.,FLOOR,ROOM) 14. 1% RECOND SERIES DUPL |CATED ELSEWHERE?
Rockville City Hall, Public Works ti® v, sPECIPY ASENCY OR OFFICE)
Second floor Ovyxs &8 nNO

(5, ACCESS RKSTRICTIONS Dyes 8 NoO 1¢. ALDIT REQUIRIMENTS

(tr ys, ciTe LAW(S) & nzouLAvion(s)
B NONE DO STATE O FEDERAL 0O INDEPENDENT

7. 1S AN INDEX BYSTEM USED?T (1p¢ vesS.EPFPLAIN

BRIKFLY AND DESCRIBE ANY MARDWARK/SQFTWARE ) 18, RECOMMENDED RETENTION

) Retain street files and storm water manageméht
TYes @ No ' files permanently. Retain working files for
projects in office for four years following
completion of project and retain subject files
’ for ten years following project completion.

Then d:estroy.

9. NAME AND TITLE OF PREPARER 20. TELEPMONE NUMEER 21. DATRE
David Boboltz
Engineering Supervisor (301) 309-3220 January 7, 1993

DGS 8504 (REVISED 2/8%) I JJ




LSTRWCTIGNS: - TYPE OR PRINT A
FEPARATE FORM FOR EACH NEY OR

=VISED RECORD SERIES. FORMARD

DEFARTMENT OF GENERAL SLERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

AGENCY RECORDS INVENTORY

ft CORDE RETENTICN SCHEDULE P.O, QX 273 7 7
: PAGE or
Bo-1) JESSUF, MARYLAND 20794 S—
1, DEFARTMENT /AGENCY 2. PIVISIGN ) 3. UNIT
City of 'Rockville Department of Public Works Engineering
EFINITION -RECORD SERIES.A SMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
ITION PURFORKS. .

AEFERENCE A8 WELL AS RETENTION AND DIigreg

(. RECORD SERIES TITLE

Original Tracings

5. EARLIEST YEAR/LATEST YRAR

1942 Yo 1992

}. MECORD =ERIES DESCRIPTION ‘IRICPLY DEBCRIBE THE TYPKRS OF lNPOMTION/MCU‘NTI/NM FOUND

IN PR SKRIKS. INCLUDR THX PURPOSE OR FUNCTION OF THE SHMIES)

This series includes the following classess of unbound tracings: consultant plans, contract
drawings, paving, sanitary sewer, storm drain, topographic maps and traffic and lighting

plans.

'+ RECORD SERIES FORMAT(S)

U LETTER SIZE O MICROFILM
Q ‘u. S1ZE O COMPUTER TAFE
O BOUND BOOK O FLOPPY DISK

0 AUDIO TAPE 0O VIDEO TAPE
0 oTHER(SFRCIFY)

24 0o bLXans tracings

8. RECORD SERIEE SEGUENCE
0 ALPHAMETICAL
O NUMERICAL
0 CHRONGLOGICAL
O GEOGRAPHICAL
O OTHER(EPECIFY)

9. VOLUME
0 FILE DRAWER(S)
0 MICROPILM MLl (s)

0 cOMPUTER TAFL(S)
“ﬁé“ U OTHXR({SPECIFY)

10, ANNUAL AGCUMULAT ION \4
O FILE DRAWER(S) /
D MICROFILM REEL({S)
RUBEPR O COMMUTER TAPE(S )
~Donmrrieeeciryy 1

‘'« g 18 usED

9 pAILY 0 wEELY

U MONTHLY NUNERY

3. CURRENT LOCATION(S) {MLDG.,FLOOR,ROCM)
Rockville City Hall, Public Works Dept.

Second floor

12. wiLE BECOMES INACTIVE AFTER
D MoNTH(S)

U YEAR(S)

14. 1% RECOMD SERIES DUPL |CATED ELSEWMERE?

ti1® vyos, seEciPy saENcY OR OPPRICE)
Ovyxs O nNo

i3, ACCESS REXSTRICTIONS

0 vis
(tr vyus, ciTe LAW(S) & nzouLATiOon(s)

2 No

1¢. AUDIT REQUIREMENTS

D STATE O FEDERAL 0O INDEPENDENT

7. I8 AN INDEX SYSTEM USED? (1p vES.E)PLAIN
SRIKFLY AND DESCRIBE ANY MARDWARK/SQFTWARE )

QCyes O No

The index is a 600 scale map divided into
‘ctions by letters "A"™ through "O"

18, RECOMMENDED RETENTION

Retain original tracings permanently. Destroy
all duplicates after completion of the project.

. NAME AND TITLE OF PREPARKR
David Boboltz
Engineering Supervisor

20. TELEPMONE NUMEER

(301) 309-3220

11. DATE

January 7, 1993
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