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Description

Retenticn

ANNUAIL REPORTS

These reports provide a summary of all
of the major programs and legislative
changes by fiscal year.

INVENTORY OF AUDIO-VISUAL EQUIPHENT

MAYOR AND COUNCIL BIOGRAPHIES

MAYOR AND COUNCIL MEETINGS (videotape)

NEWS RELEASES
This file contains releases on

. events in the City of Rockville.

NEWSPAPER CLIPPING INDEX

The index lists the titles, dates

and -publication names of all articles
published regarding the City of
Rockville.

ORAL HISTORY OF ROCKVILLE
(audio tapes and transcripts)

PUBLIC SERVICE ANNOUNCEMENTS

PERMANENT*

RETAIN UNTIL
SUPERSEDED.

PERMANENT*

RETAIN IN OFFICE FOR
TWO YEARS THEN ERASE.

RETAIN IN OFFICE FOR
FOUR YEARS THEN
DESTROY.

PERMANENT*

PERMANENT*

RETAIN IN OFFICE
FOR FOUR YEARS
THEN DESTROY.

* Periodically transfer to
Maryland State Archives.
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
{Continuation Sheet)

Schedule No.
M-46

Page 2 of 2

Item

No Description Retention

9. NEWSLETTERS PERMANENT*
Rockville has published newsletters
under three titles: Speaking of
Rockville, City of Rockville newsletter
and Rockville Reports.

10. SLIDES AND PHOTOGRAPHS OF PERMANENT*

: ROCKVILLE SINCE 1880
11. SUBJECT FILES
i This series includes topics such as RETAIN IN OFFICE FOR

Civic Association lists, the Community FOUR YEARS THEN
Profile, media contacts, senior citizens DESTROY.
services and the Sister City program.

12. SURVEYS RETAIN REPORTS

This series contains surveys on citizen
satisfaction to services provided by
the City and the Swim Center telephone
survey.

RESULTING FROM
SURVEYS PERMANENTLY*,
RETAIN ALL OTHER
SURVEY INFORMATION
FOR TWO YEARS THEN
DESTROY.

* Periodically transfer
to Maryland State
Archives.

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




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥I1TH RECORDS RETENTION SCHEDULE
(DGS 350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

12

—

PAGE _l o©F

1. DEFARTMENT /AGENCY

. City of Rockville

2. DIVISICN

City Manager's Office

3. UNIT

Public Information Office

DEF INITICN - RSCORD iRlES-A GROUP OF ARKLATED RECCRDS NORMALLY FI1LID
REFERKNCI AS IELL AD RITINTION AND DiISrog

' 4, RECORD SERIES TITLE

' Annual Reports

AND USXD AS A UNIT FOR
1TION PURFPOIED

3. EARLIEST YEAR/LATEST YEAR
1988 To0 1992

‘tN THE SERIES.

RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THE TYPKS OF INFOMTION/DOCWTS/POM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SEF1ES)

These reports provide a summary of all of the major programs and legislative changes

l
! by fiscal year.

N

RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCS

9. VOLUME

® LETTER SIZE O MICROFILM O ALPHABETICAL G FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL 1 O COMPUTER TAPE(S)
o a x NGMBER 0 orHER(SPECIFY
BOUND BOOK FLOPPY DISK CHRONOLOGICAL, Disk/file holder
o 10 a o
AUDIO TAPE VIDEQ® TAFE GEOGRAPHI CAL 10. ANNUAL ACCUMULAT 1ON
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMBPR O COMPUTER TAPE(S)
O OTHER(SPECIEY]
P 11. pyLe 1S useD 12. piLE BECOMES INACTIVE AFTER
O pAILY O WEEKLY § MCNTHLY O MCNTH(S) ® YEAR(S)
_RUNEER
' 13. CURRENT LOCATION(S) {BLDG.,¥LOCR,RCCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
City Manager's Office (1 vyes, speciry srarncy or orrice)
11} Maryland Avenue, 3rd Floor OYES B NO
Rockville MD
15. ACCESS RESTRICTIONS g yes % NO 16.

{1r yza, ciTx Law(s) & rEaulaTION(S)

AUDIT REQUIREMENTS

8 NOGNE O STATE 0O FEDERAL O INDEPENDENT

17.

CYyEs ® pNO

IS AN INDEX SYSTEM USED? (1» wxsS.E)PLAIN
BEIEFLY AND DESCRIBE ANY MARDBARE/SOFTWARK )

RECCMMENDED RETENT ION )
Permanent. Periodically transfer to
Maryland State Archives. o

1.

B

'I'xs.rqu:AND TITLE OF PREPARER
Carolyn Barnett-Jones

Elections Clerk/Records Managex

20. TELEPHONE NUMEER

(301) 309-3314

RN *
g RO e

21. DATE. ! .,-¢

March 4, 1993

DGS 380-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES : v

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
. REVISED RECORD SERIES. FORWARD 7278 WATERLOO RCAD

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 273 S

PAGE 2 ofF _12

(DGS 5350-1) - JESSUP, MARYLAND 20794 — —

1. DEFARTMENT/AGENCY 2. DIVISICN 3. wNT

City of Rockville City Manager's Office Public Information Office

DEFINITION-RECORD SERIES.? 9MOUP OF RELATED RECORDS NORMALLY FILID AND USXD AS A UNIT FOR
ARFERENCI A$ TELL AS RETINTION AND DISFOSITION PURPRAE]

' 4, RECCRD SERIES TITLE ’ ' ’ 5. EARLIEST YEAR/LATEST YZAR
1983 Tto _1993

Inventory of Audio-Visual Equipment

~

§. RECORD SERIES DESCRIPTION (IIIIPLY DESCRIBE THEK TYPES OF INPORHATION/DOCUHENTS/FORHS FOUND

f ‘IN THE SERIES. . INCLUDEK THE PURPOSE OR FUNCTION OF THK SEHTBS)
| ,
I
\
7. RECORD SERIES FORMAT(S) 8. RECORD SKRIES SEGUENCE 9. VOLUME )
® LETTER SizE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
O MICROF LM REEL(S)
O LEGAL SI1ZE O COMPUTER TAPE 0 NUMERICAL . 1 O COMPUTER TAPE(S)
. NUMBER o orHER(SPECIFY)
O BOUND BOOK O FLOPPY DISK 8 CHRONCLOGICAL .

File folder

10. ANNUAL ACCUMULATION
0 OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S])

1 O MICROFILM REEL(S)

RGIEPE O COMPUTER TAPE(S)
O OTHER(SPECIFY)

0 AUDIO TAPE O VIDEO TAPE 0 GEOGRAPHICAL

' 11 piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
¥ DAILY O ¥EEKLY O MONTHLY 1 O MONTH(S) % YEAR(S)
RORBER !
) . i
! 13. CURRENT LOCATION(S) (EBLDG.,FLOCR,RCCM) 14. 15 RECORD SERIES CUPLICATED ELSEWHERE? ;
City Manager's Office fi1» yes, srECIFY sarNcY Or OFFicE)
111 Maryland Avenue, 3rd Floor OYEsS ® NO

Rockville MD

15, ACCESS RESTRICTIONS Q YES 8 NO 16. AUDIT REQUIREMENTS

{1r yes, ciTx LAw(3) & mamauLaTION(S) .
8 NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1# yS.@PLAIN

18, RECCMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARK )

. Retain until superseded.
CYEs ® No .

@

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Carolyn Barnett-Jones
Elections Clerk/Records Managex (301) 309-3314 March 4, 1993

DG8 380-4 (REVISED 2/87)




INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
I'TH RECORDS RETENTION SCHEDULE

] P.O. BoX
'I!Jncs 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOC ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

278 PAGE _3 _oF _12

1. DEFARTMENT /AGENCY 2. DIVISICN

City of Rockville

City Manager's Office

3. WNIT

Public Information Office

CEFINITION-RECORD SERIES.* IMOUP OF AXLATED RECDROS

REFERENCI AS TELL AS RETINTION AND Dispo

NORMALLY FILID AND USXD AS A UNIT PFOR

1T1ON PURPQaES

: 4. RECCRD SERIES TITLE

' Mayor and Council Biographies

5. EARLIEST YEAR/LATEST YZAR
1991 1o 1993

6. RECORD SERIES DESCRIPTION (III‘PL’I DESCRIBE THE TYPES OF INPOMTION/DOCMTS/NM FOUND

"I’ O NUMERICAL
0O BOUND BOOK O FLOPPY DISK
O AUD1O TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE ’!P1=3)
l
7. RECORD SERIES FORMAT(S) - 8. RECORD SERIES SEQUENCE 9. VOLUME )
® LETTER SI1ZE U MICROFILM . @ ALPHABETICAL O FILE DRAWER(S)
: D MICROFILM REEL(S)
O LEGAL SIZE O COMFUTER TAPE

O CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIPFY)

“'J“‘E'D COMPUTER TAPE(S)
NUMBER ® oTHER(SPECIFY)

File folder
ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S}

& omirp(speciry)folder!

P11 piLE 1S usED 12. FILE BECOMES INACTIVE AFTER
0 pAILY 0 WEEKLY ® MONTHLY 2 O MONTH(S) B YEAR(S)

: 13. CURRENT LOCATION(S) |ELDG.,FLOCR,ROCM) 14. 1S RECORD SERIES CUPLICATZD ELSEWHERE?
City Manager's Office ti1r ves, sreciry srarency on orrccz)

111 Maryland Avenue, 3rd Floor 0O YES B NO

Rockville MD

15. ACCESS RESTRICTIONS Q YES 8 NO 16. AUDIT REQUIREMENTS

(i@ vyms, c1Tx LAW(S] & mEGuLaTION(S)
B NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1w YRS.E)XPLAIN

REIKFLY AND DESCRIEBE ANY MARDEARE/SOPFTWARK )

DYEs 8 NoO

18. RECCMMENDED RETENT ION

Permanent. Periodically transfer to
Maryland State Archives.

18. NAME AND TITLE OF PREPARER 20.

Carolyn Barnett-Jones
Elections Clerk/Records Managef

(301) 309-3314

TELEPHONE NUMEER

21. DATE

March 4, 1993

DGS 330-4 (REVISED 2/87)




INSTRUCTIONS - -TYPE OR PRINT A

DEFARTMENT OF GENERAL SERVICES

i City of Rockville

City Manager's Office

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY

REVISED RECORD SERIES. FORWARD 727% WATERLOO RCAD

¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE 4 oF 12
&GS 350-1) J JESSUP, MARYLAND 20794 = OF 2o

1. DEFARTMENT /AGENCY 2. Dlvisicn 3. INIT

?ublic Information Office

DEFINITICN-RECORD SERIES-

A GROUP OF RKLATED RECCRDS NORMALLY FILID

! 4. RECCRD SERIES TITL=E

AKFERENCI AS YELL AS RETINTION AND _DISPFrOS]TION PURPOIES

‘ Mayor and Council Meetings (videotape)

AND USED AS A UNIT POR

5. EARLIEST YEAR/LATEST YZAR
1991 T0 1993

THE SERIES.

6. RECORD SERIES DESCRIPTICN "RIRPI.T DESCRIBE THE TYPES OF INFOMTION/DOCWTS/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES ]

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM

0 LEGAL S1ZE O COMPUTER TAPE
'I’ O BouND BOOK O FLOPPY DISK
D AuDlO TAPE @ VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL
B CHRONCLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLLME

O FILE DRAWER(S)
O MICROFIIM REEL(S)
C COMPUTER TAPE(S)

2 OTHER(SPECIFY)
VHS Tapes

42
NUMBER

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
O MICROFILM REEL(S)

0 COMPUTER TAPE(S)

S Tepe

| OTHER(SPECIFY)
P11 piLE 1S USED 12. FlLE BECOMES INACTIVE AFTER
' O palLY 0 vEBKLY B MONTHLY 2 O MONTH(S) B YEAR(S)
_RUNEERN
! 13. CURRENT LOCATION(S) {BLDG.,FLOCR,ROCM) 14. 15 RECORD SERIES CUPLICATED ELSEWHERE? ;
City Manager's Office {1 yes, seeciry saency or orFrice)
111 Maryland Avenue, 3rd Floor O YEsS ® NO
Rockville MD 20850
15. ACCESS RESTRICTIONS CYES 8 NO 16. AUDIT REGUIREMENTS
{1 yes, ciTxk LAw{S8) & mEautaTiOoN(s) )

8 NCNE O STATE 0O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1 vRg.@2PLAIN
BEIEFLY AND DESCRIBE ANY MHARDWARE/SOFTWARE )

CyEes ®8 nNo

18. RECCMMENDED RETENT ION

Retain in office for two yeérs then erase

"I'xs.ruut AND TITLE OF PREPARER 20.

Carolyn Barnett-Jones
Elections Clerk/Records Managek

TELEPHONE NUMEER

(301) 309-3314

21. DATE ,:

March 4, 1993

DGS 3580-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . v
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
. REV1SED RECORD SERIES. FORMWARD 7273 WATERLOO RQAD
¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PaGE 5 12
DGS 380-1) J JESSUP, MARYLAND 20794 —~—— OF =<
1. DEFARTMENT /AGENCY 2. DIVISICN ' 3. wIT
. City of Rockville City Manager's Office Public Information Office

CEFINITICON-RECORD SERIES-A MOUP OF AELATED RECORDS Nonufugv FILZID AND USXD AS A UNIT PFOR
ARFERENCI AS IELL AS RETINTION AND DISFOSITION PURPOAESR :
1

! 4. RECSRD SERIES TITLE ' ’ 5. EARLIEST YEAR/LATEST YZAR
) 1990 4o 1993

News Releases

RECORD SERIES DESCRIPTION (lluln.'r DESCRIBE THK TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE sSErF1ES)

| 6.

This file contains releases on events in the City of Rockville.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . VOLUME
O FILE DRAWER(S)

) O MICROFILM REEL(S)
. 0 LZGAL SIZE O COMFUTER TAPE 0 NUMERICAL 4 O COMPUTER TAPE(S)

B LETTER SIZE O MICROFILM 0 ALPHAEETICAL

NUMBER
O BOUND BOOK O FLOPPY DISK ® CHRONOLOGICAL . W OTHER(SPECIFY)
3-ring binders
o o o]
AUDIC TAPE VIDEO TAPE GEOGRAPH1CAL 10. ANNUAL ACCLMULAT ION
C OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
RGIEE O COMPUTER TAFPE(S) J
8 omrrr(specipy) binden
(11. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
0 pailLY 0 vERIQY B MONTHLY Jné!!!l' O MONTH(S) ® YEAR(S)
' 13. CURRENT LOCATION(S) ({ELDG.,FLOCR,ROCM) " | 14. 15 RECORD SERIES DUPLICATEZD ELSEWHERE?
City Manager's Office ti1r ves, seeEcirFy raENcY On oOFrice)
111 Maryland Avenue, 3rd Floor O YeES ® NO

Rockville MD :

18. ACCESS RESTRICTIONS CYEs ®No . 16. AUDIT REQUIREMENTS

{17 vyes, )Tk LAw(3) & mEGuULATION(S)
B NONE O STATE 0O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r yS.DOPLAIN

18. RECCMMENDED RETENTION
BRIKFLY AND DESCRIBE ANY MARDWARE/SOFTWARE )

& YES ] No Retain in office for four years then desfroy

(1) Chronological index (hard copy)
(2) Chronological index (diskette)

' . 19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
' carolyn Barnett-Jones
Elections Clerk/Records Managed (301) 309-3314 March 4, 1993

DGS 380-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

727% WATERLOO RQAD

: ¥1TH RECORDS RETENTION SCHEDULE . P.O. BOX 278 '
PAGE _©6 oF 12
({DGS 350-1) J JESSUP, MARYLAND 20794 —_— —_—
lf DEFARTMENT /AGENCY 2. DIVISICN 3. UNIT

City of Rockville City Manager's Office Public Information Office
- CEFINITICON-RECORD SRIES-“ SROUP OF AEKLATED RECORDS NORMALLY FILID AND USZD AS A UN}!‘? FCcR
REFERENGCZ AS IELL AS RETINTION AND DISPOSI{TICN PURPOSFS

i L -
: 4. RECCRD SERIES TITiE 3. EARLIEST YEAR/LATEST YZAR

1967 1o 1993

' Newspaper Clipping Index

| 6. RECORD SERIES DESCRIPTION (Illl'l-Y DESCRIBE THE TYPES OF INPOMTION/DOCWTS/POM FOUND
‘FHE SERIES. INCLUDK TME PURPOSBE OR FUNCTION OF THE SEMES)

The index lists the title, dates and publication names of all articles published regarding
the City of Rockville. R

|
[

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME _
O LETTER S1ZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
. O MICROFILM REEL(S)
O LEGAL SI1ZE O COMFUTER TAPE 0 MUMERICAL 8 O COMPUTER TAPE(S)
NUMBE
'I’ O BOUND BOOK O FLOPPY DISK ¥ CHRONOLOGICAL ¥ OTHER(SPECIFY)
Scrapbook albums
a] o o
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ANNUAL ACCUMULATION
® OTHER( SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
Scrapbook albums O COMPUTER TAPE(S)
[ ] aruzaﬁfpgc1rv\
31 12 Scrap ook albums
PP PILE 1S5 USED * FILE BECOMES INACTIVE AFTE
® palLy 0 vEDQLY O MONTHLY D MONTH(S) O YEAR(S)
180282) .48
! 13, CURRENT LOCATION(S) (BLDG.,FLOCR,ROCM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE? ;
City Manager's Office t1r ves, seEciry raEncy or oOrricE)
111 Maryland Avenue, 3rd Floor 0 YES ® NO
Rockville MD
18. ACCESS RESTRICTIONS C yES & NO 16. AUDIT REQUIREMENTS
{1r vyes, ci1Tx Law(s) & AxauLATION(S) -

8 NONE O STATE 0O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (i@ yas.R)PLAIN

18. RECCMMENDED RETENTION
BRIRKFLY AND DESCRIBE ANY MARDWARE/SOFTWARK )

Permanent. Periodically transfer to

Maryland State Archives.
G YEs O nNo Not applicable. Y

‘ 19. NAME AND TITLE OF PREPARER

Carolyn Barnett-~Jones
Elections Clerk/Records Managex

20. TELEPHONE NUMEER 21. DATE

(301) 309-3314 March 4, 1993

DGS 380-4 (REVISED 2/87)




INSTRUCTIQNS - -TYPE OR PRINT A

DEFARTMENT OF GENERAL SERVICES

City of Rockville

City Manager's Office

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 727% WATERLOO RCAD

¥ITH RECORDS RETENTION SCHEDULE P.O. BoX 273 pace 7 oF 12
.(DGS 580-1) J JESSUP, MARYLAND 20794 I— —_—

1. DEFARTMENT /AGENCY 2. DIVISICN 3. wNIT

Public Information Office

CEFINITICN-RSCORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY

FI1LXD

_Oral Historv of Rockville (audio tapes and transcripts)

AKFERENCI AS 7TELL AS REXTINTION AND DisPros

4. RECCRD SERIES TIT.E

AND USED AS A UNIT FOR
1TION PURPOJIED

EARL1EST YEAR/LATEST YEAR
TO 1983

5.

6. RECORD SERIES DESCRIPTION (IRI.PLT DESCRIBE THK TYPES OF INPOMTION/DOCWTS/MM FOUND

THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFiES)
Ay
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME ~
8 LETTER SIZE O MICROFILM ® ALPHABETICAL ® FILE DRAWER(S)
O MICROFILM REEL(S)
C LEGAL SI1ZE O COMPUTER TAPE 0 NUMERICAL | 0 cOMPUTER TAPE(S)
NWS!“

O BOUND BOOK O FLOPPY DISK
8 AUDIO TAPE 0O VIDEO TAPE
O COTHER(SPECIFY)

0 CHRONOCLOGICAL

O OTHER(SPECIFY)

0 GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMBEN U COMPUTER TAPE(S)
C_OTHER(SPFCIEY)

111 piLe 1S usED 12. F|LE BECOMES INACTIVE AFTER
0 pailLYy 0 vEEXLY 8 MONTHLY O MoNTH(S) .0 YEAR(S)
NUREEH :
’ ] ]
! 13. CURRENT LOCATION(S) (BLDG.,”LOCR,RCCM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE? ;
City Manager's Office t1® vyes, sereciIFY saoFNcY OR oOFFicz)
111 Maryland Avenue, 3rd Floor O YES ® NO
Rockville MD
15. ACCESS RESTRICTIONS OYEs ® No 16. AUDIT REQUIREMENTS
{1r yes, ciTx LAW(S) & mEGuLATION(S)
@ NoNE O STATE O FEDERAL 0O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? :
(1r ves.@xpLaIN 18. RECCMMENDED RETENTION
BRIKFLY ARKD DESCRIBR ANY HARD-AREI.O"'A“)
: . Permanent. Periodically transfer to
Cyes ® nNo Maryland State Archives.

19. NAME AND TITLE OF PREPARER

Carolyn Barnett-Jones

Elections Clerk/Records Manager

20. TELEPHONE NUMEER

(301) 309-3314

21. DATE

March 4, 1993

DGS 330-4 (REVISED 2/87)




INSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULXE
DGS 380-1) 4

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RCOAD

BoX 273
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

PAGE 8 oF _12

1. DEFARTMENT /AGENCY 2. DIVISICN

City of Rockville

City Manager's Office

3. WNIT

Public Information Office

CEFINIT!CN - RSCORD SERIES-A AROUP OF RELATED RECORDS NORMALLY FILID AND USED AS A UNIT FOR

' 4. RECCRD SERIES TITLZ

" Public Service Announcements

AEFERENCX AS 7ELL AS RETINTION AND DISPOSITION PURPOIES

5. EARLIEST YEAR/LATEST YEAR
1990 TO 1993

6. RECORD SERIES DESCRIPTION (.ll'n‘f DESCRIBK THE TYPES OF INFOMTION/DOCWTS/POM FOUND

! ]
|

INCLUDEK THE PURPOSBE OR FUNCTICN OF TMR)SEMZS)

7. RECORD SERIES FORMAT(S)

D LETTER S1ZE U MICROFILM

. O LEGAL SI1ZE U COMPUTER TAPE O NUMERICAL
0 pouND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

& OTHER(SPECIFY)

3-ring binders

8. RECORD SERIES SEQUENCE 9.
O ALPHABETICAL

8 CHRONOLOGICAL
O GEOGRAPHICAL
C OTHER(SPECIFY)

VOLUME
O FILE DRAWER(S)

O MICROFILM REEL(S)

__4%_‘_0 COMPUTER TAPE(S)
NUMBER 8 oTHER(SPECIFY)

3-ring binders

ANNUAL ACCUMULAT ION

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

Eudizu'ﬂ COMPUTER TAPE(S

10.

0 oTrER(SPECIFY) Linder

P 1l. pyLE 1S USED 12. FILE BECOMES INACTIVE AFTER
Q pAILY 8 WEEKLY O MONTHLY 4 O MCNTH(S) & YEAR{S)
RUREER

;13. CURRENT LOCATION(S) {BELDG.,FLOCR,RCGM)
City Manager's Office

111 Maryland Avenue,
Rockvillie MD

3xd Floor

14. 1S RECORD SERIES CUPLICATED ELSEWHERE? !

t1» yes, sreEcIFY saENCY OR OPFicE)
0 yes ® No

15. ACCSESS RESTRICTIONS C YES € No 16. AUDIT REQUIREMENTS
{ir vyes, ciTx LAW(S) & mAEauLATION(S)
@ NoNE O STATE O FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM USED? :
(17 ves.PLAIN 18. RECCMMENDED RETENT ION

BRIKFLY AND DESCRIBE ANY NARDIARK/IO"IARI)
8 YES O No

Typed and filed in front of binder.

Retain in office for four years then destroy|

19. NAME AND TITLE OF PREPARER

Carolyn Barnett-Jones
Elections Clerk/Records Managex

20.

TELEPHONE NUMEER

(301) 309-3314

21. DATE

March 4, 1993

DG8 330-4 (REVISED 2/87)




INSTRUCTIONS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES i

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REV1SED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

¥1TH RECORDS RETENTION SCHEDULE P.O. BOX 273 P 9 12

DGS 350-1) J JESSUP, MARYLAND 20794 ACE —_OF 2=

1. DEFARTMENT /AGENCY 2. pDIVISICN ' 3. WNIT

City of Rockville City Manager's Office Public Information Office

CEFINITION-RECORD SERIES-* OWOUP OF RELATED RECORDS NORMALLY FILID AND USXD AS A UNIT FOR
ARFERENCI AS TELL AS RETINTION AND DISFOSITION PURFOIES

t 0 . . .
: 4. RECCRD SERIES TITLE 5. EARLIEST YEAR/LATEST YZAR
! Newsletters —m— TO _1223_
]' 6. RECORD SERIES DESCRIPTION (IIIIPI.Y DESCRIBE THE TYPES OF [NFCRMATION/DOCUMENTS/FORMS FOUND
THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

Rockville has published newsletters under three titles: Speaking of Réckville, City
of Rockville Newsletter and Rockville Reports.

|
|

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME )
O LETTER SI1ZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
: O MICROFILM REEL(S)
‘ O LEGAL SIZE O COMPUTER TAPE . O NUMERICAL 1___ O COMPUTER TAFE(S)
UMBE
O BOUND BOOK O FLOPPY DISK B CHRONCLOGICAL .- ?fﬂﬁfﬁggs
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) U OTHER(SPECIFY) O FILE DRAWER(S)

1 O MICROFILM REEL(S)
RUMBPE O COMPUTER TAPE(S)
®_omrr(specipy) folden

' 11 piLE 1S USED 12. F|LE BECOMES INACTIVE AFTER
O palLy O WEEKLY § MONTHLY D MoNTH(S) O YEAR(S)
ROVBER :
; i
' 13. CURRENT LOCATION(S) (aLDG..rLocR ROCM) 14. 15 RECORD SERIES CUPLICATED ELSEWHERE? ;
City Manager's Office t1» ves, sreciry raEncy or crrccz)
111 Maryland Avenue, 3rd Floor 0 YEs s NO

Rockville MD

185. ACCESS RESTRICTIONS C yES 8 NO 16. AUDIT REQUIREMENTS

(1@ yes, ci1Tx Law(3) & maxGuLATION(S)
B B NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1 YRS.DOPLAIN

18. RECCMMENDED RETENT ION
BRIKFLY AND DESCRIBE ANY MARDRARE/SOFTWARK )

] Permanent. Periodically transfer to
R YES O NO Maryland State Archives. '

Listed by subject and chronologically in
3-ring binder.

. ) . . T
< e .

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Carolyn Barnett-Jones
Elections Clerk/Records Managex® (301) 309-3314 March 4, 1993

DGS 380-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

(DGS s80-1)

REVISED RECORD SERIES. FORWARD
‘IITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

 AGENCY RECORDS INVENTORY

7273 WATERLOO RQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE _10 ofF _12

1. DEFARTMENT /AGENCY

City of Rockville

2. DIVISICN

3. NIT

City Manager's Office

Public Information Office

DEFINITICN-RECORD SERIES-* 9MOUP OF RKLATED RECORDS NORMALLY FILXD AND USED AS A UNIT FOR
AKFERENCT AS YEL. AS RETINTION AND DISEOSITION PURFOSES

! 3. RECCRD SERIES TITLE ) ‘ 5. EARLIEST YEAR/LATEST YZAR

slides and Photographs of Rockville since 1880 1880 1o _ 1993

i 6. RECORD SERIES DESCRIPTION (IRIIPLY PESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘ . 4N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF TME sErmEs)
i

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

# OTHER(SPECIFY)
box

LETTER SI1ZE O MICROFILM 0 ALPHABETICAL

LEGAL SIZE U COMPUTER TAPE 0 NUMERICAL

NUMBER

BOUND BOOK U FLOPPY DISK 0 CHRONOLOGICAL

AUDIO TAPE O VIDEO TAPE . 0 GEOGRAPHICAL

10. ANNUAL ACCLMULAT JON

OTHER( SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMBEE O COMPUTER TAPE(S)
O OTHER(SPECIEY])
', piLE 1S useD 12. FILE BECOMES INACTIVE AFTER
O palLY O ¥EEKLY 8 MONTHLY O MONTH(S) C YEAR(S)

RUNEER

14. 1S RECORD SERIES CUPL ICATED ELSEWHERE?

t1r ves, sPpeciry sarncy or orrice)
0OYeES B NO

! 13. CURRENT LOCATION(S) (BELDG.,FLOCR,RCCM)
City Manager's Office '

111 Maryland Avenue,
Rockville MD

15. ACCESS RESTRICTIONS CYES & no
(ir vyes, ci17x Law(s) & mEauLaTION(S)

3rd Floor

16. AUDIT REQUIREMENTS

8 NCNE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1@ yrg.E>PLAIN

18.
B IKFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

RECCMMENDED RETENT ION

Permanent. Periodically transfer to

O Yes ® no Maryland State Archives.

‘I’xs. NAME AND TITLE OF PREPARER

carolyn Barnett-Jones
Elections Clerk/Records Managex

20. TELEPHONE NUMEER 21. DATE

(301) 309-3314 March 4, 1993

DGS 3850-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACY NEW OR

REVISED RECORD SERIJES. FORWARD

|DGS s80-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 11 ofF 12

Q'ITH RECORDS RETENTION SCHEDULE

Il.. DEFARTMENT /[ AGENCY 2. DIVISICN

City of Rockville

City Manager's Office

3. WNIT

Public Information Office

CEFIN!T!CN-RECORD SERIEE')-A GROUP OF REKLATED RECORDS NORMALLY FILZXD

AND USED AS A UNIT FOR

3'5. RECCRD SERIES TITLE

.. Subject Files

AKFERENCT AS TELL A® RETINTION AND DISPOSITION PURPOAES

5. EARLIEST YEAR/LATEST YEAR
1976 o 1993

6. RECORD SERIES DESCRIPTION (.Rlln'f DESCRIBE THE TYPES OF INFOMTION/DOCMTSIPOM FOUND

This series includes topics such as Civic Association lists, the Community Profile,,
media contacts, senior citizen services and the Sister City program.

l, ‘1N THE SERIES.
|
|

INCLUDE THNE PURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)

8 LETTER SIZE U MICROFILM

O LEGAL SI1ZE O COMFUTER TAPE

O BOUND BOOK U FLOPPY DISK

0O AuDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEGUENCE
8 ALPHABETICAL
0 MUMERICAL
D CHRONCLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

" @ FILE DRAWER(S )
O MICROFILM REEL(S)

__,1_!_1_ O COMPUTER TAPE(S)
NuM *™ 0 omrER(sPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
O MICROFILM REEL(S)
KRGHBPER O COMPUTER TAPE(S)

P11 pitE 1S USED
Q pailLy

8 ¥EEKLY O MONTHLY

O _OTHER(SPFCIEY)
FILE BECOMES INACTIVE AFTER

é O MONTH(S) @ YEAR(S)

12.

{ 13. CURRENT LOCATION(S} {BLDG.,FLOCR,ROCM]

14. 15 -RECORD SERIES CUPLICATED ELSEWHERE? ;
City Manager's Office ‘ {1 ves, sereciry saEncY Or OFrFicE)
111 Maryland Avenue, 3rd Floor O YES ® NO
Rockville MD
15. ACCESS RESTRICTIONS C YES ® NO 16.

{iFr vyes, ci1Tx LAW(S) & AmauLAaTiON(SB)

AUDIT REQUIREMENTS

@ NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P YRS.E)PLAIN

BRIKFLY AND DESCRIBE ANY HARDEARE/SOFTWARK )

QvyEs 8 nNo

18. RECCMMENDED RETENT ION

Retain in office for four years then destroy.

18. NAME AND TITLE OF PREPARER

carolyn Barnett-Jones
Elections Clerk/Records Managex

20.

TELEPHONE NUMEER

(301) 309-3314

21. DATE

March 4, 1993 -

DGS 350-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
Yo

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOQX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 12 ofF 12

1. DEFARTMENT /AGENCY

City of Rockville

2. DIVISICN

City Manager's Office

3. WNIT

Public Information Office

DEFINITICN-RSCORD SERIES-

A arour or

AXLATED RECCRDS NORMALLY FILXID

i
: 4. RECCRD SERIES TITLE

sSurvevys

REFERENCI AS TELL AS RETINTION AND Dismog

AND USXD AS A UNIT FOR -
1TION PURPOIES

5. EARLIEST YEAR/LATEST YEAR
1987 To 1993

6. RECORD SERIES DESCRIPTION (IIIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCWTS/'OM FOUND
INCLUDK THE PURPOSE OR FUNCTION OF THK SEFIES)

THE SERIES.

This series contains surveys on citizen satisfaction to services provided by the City
and the Swim Center telephone survey.

\

{(1r ves,

CITE LAW(S) & amauLATION(S)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME ~
® LETTER SIZE O MICROFILM O ALPHABETICAL O FILE DRAVER(S)
O MICROFILM REEL(S)
O LEGAL SI1ZE O COMFUTER TAPE 0 NUMERICAL ] C COMPUTER TAPE(S)
O BOUND BOOK O FLOPPY DISK 0 CHRONOLOGICAL NMEER o onEr(sPEciFY)
File folder
O AuDiO T. a a]
APE VIDEO TAPE GEOGRAPH | CAL 10. ANNUAL ACCLMULAT ION
0 OTHER(SPECIFY) U OTHER(SPECIFY) O FILE DRAWER(S)
. O MICROFILM REEL(S)
RGISER U COMPUTER TAPE(S)
O orvFR(SPECIFY)
P11 piLe 1S useD 12. FILE BECOMES INACTIVE AFTER
Q palLY C DAY 8 MONTHLY O MONTH(S) C YEAR(S)
_RUNEER
! 13. CURRENT LOCATION(S} (BLDG.,FLOCR,ROCM) 14. 1S RECORD SERIES DUPL ICATZD ELSEWHERE? ;
City Manager's Office t1» ves, sepeciry soEncy om orricx)
111 Margland Avenue, 3rd Floor D YES B.NO
Rockvil
15. ACCESS RESTRICTIONS C YES 8 NO 16.

AUDIT REQUIREMENTS

B NONE O STATE O FEDERAL 0O INDEPENDENT

17.

QyeEs ® nNO

IS AN INDEX SYSTEM USED? (1P vRS.ROPLAIN
BRIKFLY AND DESCRIBE ANY MRD.AR‘/“"‘A“)

18.
Retain reports

Maryland State

destroy.

RECCMMENDED RETENT ION

permanently. Periodically transfersto

survey 1nformatlon for two years then

resulting from surveys

te

Archives. Retain all other

‘I' 19. NAME AND TITLE OF PREPARER
carolyn Barnett-Jones

Elections Clerk/Records Managex

20. TELEPHONE NUMEER

(301) 309-3314

21. DATE

March 4, 1993

DGS 3350-4 (REVISED 2/87)




