
DEPARTMENT OF GENERAL SERVICES 
R o o r t s MmgNMrt DivUio* 

RECORDS RETEHTH.M AMD DISPOSAL SCHEDULE 

SCHEDULE 
M 0 , M 50 
PACE 
MO. 1 of 3 

MAYOR AND CITY COUNCIL OF OCEAN CITY, MARYLAND 
A 6 C N C V OtVf MOM 

Item 
No. Description Retention 

The General Government category includes those files 
and records pertaining to the elected officials 
(legislative), Administrative (executive). Excluded 
are those specific departments and groupings which 
are more logically listed by themselves. 

TYPE OF RECORD 

1. Transcribed Council Meeting Minutes - Approved Retain permanently, keep 
original paper files for 
5 years, then microfilm. 
After validation of micro
film quality, the film 
becomes record copy and 
the original paper files 
can be destroyed. Silver 
negative film should be 
transferred periodically 
to Maryland State Archives 

2. Council Meetings Agenda packs Same as Item 1. 

3. Work Session Files (Agenda, Synopsis) Same as Item 1. 

4. Executive Sessions (Notes & Record of Attendance) Same as Item 1. 

5. Tape Recordings: 

A. Council Meeting - Transcription Approved 

B. Work Sessions 

C. Executive Sessions 

A. Retain 3 years after 
transcription approval; 
thereafter destroy. 
B. Retain 5 years after 
transcription approval; 
thereafter destroy. 
C. Same as Item 5B. 

6. Ordinances (Signed Originals) Same as Item 1. 

7. Charter Resolutions (Signed Originals) Same as Item 1. 

Sdtadula Approved by Depertnant, 

Agancy, or DivUiwi fteprecwiteliv* 

City Clerk 
Tl«U 

SchooVIa AtdkorltoJiy 
Hall al Rocora't CoauaU 

lUl 1 0 1993 
Data Slot* AroSivUt 

p a - »«s 
Fig. 8 



DGS-550-1A RECORDS RETERT1M AMD DISPOSAL SCHEDULE 
{CONTINUATION SMKBTI 

SCNIOUU 
HO. M 50 
PAGE 
MO. 2 of 3 

Item 
No. Description Retention 

9. 

10 

11 

12 

13 

14 

15 

16 

Resolutions (Signed Originals) 

Elections (List of Candidates & Certification) 

Registration Rolls 

Oaths of Office (Elected & Appointed) 

Mayor and City Council Newsletters 

Financial Disclosures - Annual Submissions as 
required by Chapter 48, Code of Ocean City 

Deeds, Mortgages, Easements•and Other Property 
of interest to Town of Ocean City 

Contracts, Leases and Franchise Agreements in Force 

Contracts, Leases and Franchise Agreements Expired 

Vehicle Titles of Town of Ocean City Owned Vehicles 

Same as Item 1. 

Retain permanently, keep 
original paper files for 
6 years, then microfilm. 
After validation of micro
film quality, the film 
becomes record copy and the 
original paper files can 
be destroyed. Silver 
negative film should be 
transferred periodically 
to Maryland State Archives. 

Following receipt of a 
"new" registration rolls 
list, retain the "old" 
rolls list 2 years follow
ing validation of new list; 
then destroy the old list. 

Same as Item 9. 

Same as Item 1. 

Retain 2 years following 
receipt and then destroy. 

Non-permanent, retain paper 
copies for convenience of 
accessibility; "Working" 
copies of records maintained 
at County Seat (Snow Hill). 

Retain as long as in force 
and subsequently needed 
within City Office; there
after transfer to low access 
storage location. 

File in low access storage 
location. Review expired 
records periodically and 
destroy when no longer needecji 

Retain title copy 3 years 
after vehicle has .been sold 
t-^on destroy. . 

Fig. WV 



DGS-550-1A RECORDS RETERTIOfl AMD OISPOSAL SCHEDULE 
(CONTINUATION I H U T l 

Item 
No. Description 

S C N B U L f ( _ 5 0 

NO. 

PAGE 
wo- 3 of 3 

Retention 

18 General Correspondence Files - Screen Periodically 
Separating Permanent and Non Permanent Records A. Permanent. Retain paper 

documents in office 3 years 
following creation and then 
microfilm. Upon validation 
of microfilm, such film 
becomes the record copy 
and applicable paper docu
ment may be destroyed. 
Silver negative film will 
be transferred periodically 
to the Maryland State 
Archives. 
B. Non Permanent records 
are to be retained 3 years 
and then destroyed. 

Fig. W M . M I 



> NSTRUCT IQNS - - TYPE O R PRINT A 
SEPARATE FORM FOR E A C H N E W O R 
REV I S E D R E C O R D S E R I E S . FORWARD 
WITH R E C O R D S RETENTION SCHEDULE 
(DCS B B O - I ) 

DEPARTMENT O F GENERAL SE R V I C E S 
RECORDS MANAGEMENT DIVISION 

7X7S WATERLOO ROAD 
P.O. B O X 27B 

JESSUP, MARYLAND 207*4 

AGENCY RECORDS INVENTORY 

PACE. / O F /S 

1. DEPARTMENT/AGENCY 

MAYOR & COUNCIL OF O.C. 
2 . DIVISION U N I T 

DEFINITION-RECORD S E R I E S ,A OMUP OP RELATED RECORDS NORMALLY PIUKO AND USED A* A UNIT FOR 
CE AW BELL AW RETENTION AND DISPOSITION > u l t > l l l g l 

4. R E C O R D S E R I E S T I T L E 

GENERAL GOVERNMENT 
B . E A R L I E S T Y E A R / L A T E S T Y E A R 

1892 T O 1993 
0. REC O R D S E R I E S DESCRIPTION ( m l K n * Y DKWCRIBB THE TYPES O P INFORMATION/DOCUMENTS/FORMS FOUND 

•IN T H E SERIES. IMCLUDW THE PURPOSE OR FUNCTION OF THE SERIES) 

Item 1. Transcribed Council Meeting Minutes - Written summary or verbatim record of 
Council Meetings 

7 . R E C O R D S E R I E S F O R M A T ( 8 ) 

O L E T T E R S I Z E O MI C R O F I L M 

» ^ L E O A L S I Z E • C O M P U T E R T A P E 

K B O U N D B O O K • F L O P P Y D I S K 

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

O OTHER(SPECI F Y ) 

•. R E C O R D S E R I E S S E Q U E N C E 

O ALPHABETICAL 

• MJMERICAL 

/ • C H R O N O L O G I C A L 

a GEOGRAPHICAL 

O O T H E R ( S P E C I F Y ) 

*. VOLUME 

NUkhUw 

H FILE D R A W E R ( S ) 
O M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E ( S ) 
• O T H E R ( S P E C I F Y ) 

10. ANNUAL ACCUMULATION 
B FILE D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

RTjmanr ° C O M P U T E R T A P E ( S ) 
• D ornrp(wri»v) 

| 1 1 * FILE IS U S E D 
0 D A I L Y ° W E E K L Y O M O N T H L Y 

f 
; I». C U R R E N T L O C A T I O N ( S ) ( B U M . . F L O O R . R O O M ) 

City Hall, 301 Baltimore Ave. Ocean City 

12. FILE B E C O M E S INACTIVE A F T E R 
" D M O N T H ( S ) 0 Y E A R ( S ) 
HUHBBB 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? 
tlF YES, SPec I FY /.OENCY OR OFFICE) 
O Y E S • N O 

IS. A C C E S S R E S T R I C T I O N S Q Y E S • N O 
(IF YEB, C I T S LAW(s) * RK0ULATI0N( B) 

16. A U D I T R E Q U I R E M E N T S 

• N O N E O S T A T E O FEDERAL • INDEPENDENT 

17. IS A N INDEX S Y S T E M U S E D ? ( I F Y K B . E X P L A I N 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWAII 

• Y E S a N O 

18. R E C O M M E N D E D RETENTION 

Permanent 

1». NAME A N D T I T L E O F P R E P A R E R 

Carol L. Jacobs, City Clerk 

2 0 . T E LEPHONE N U M B E R 

(410) 289-8221 ext. 230 

21 . DATE 

<,7nHj> 
D C S BBO-4 (REVISED 2 / 0 7 ) 

Fig. 7 



IMSTRUCT IQNS - - TYPE O R PRINT A 
SEPARATE FORM F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S RETENTION S C H E D U L E 
(DCS BSO-t) 
I. DEPARTMENT/AGENCY 
MAYOR AND COUNCIL OF O.C. 

DEPARTMENT OF GENERAL. SERVICES 
R E C O R D S MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. B O X 27B 

JESSUP, MARYLAND 20794 

2. DIVISION 

AGENCY RECORDS INVENTORY 

PAGE. OF 

U N I T 

DEFINITION•RECORD SERIES A OROUP OP RKLATKD MCOORDS NORMALLY PI LCD AND UBKD AS A UNIT PON 
AW WKLL AW tWIMNTION AND DISPOSITION •_ 

4. RECORD SERIES TITLE 
GENERAL GOVERNMENT 

B. EARL I E S T Y E A R / L A T E S T YEAR 
1982, T O 1993 

B. RECORD SERIES DESCRIPTION ( 1 l r 1 , T DSSCRIWB TKK TYPKS Of IN FORMAT ION/DOCUMENTS/FORM* POUND 
'IN THE SERIES. INCLUOK TMK PURPOSE OR FUNCTION OP THK •BrrlE*) 

Item 2. Council Meetings Agenda Packs - Agenda, correspondence relative to meeting, memos 
from Department Heads, etc. 

7. .RECORD SERIES FORMAT(S) 
}*» LETTER SIZE • MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 
O BOUND BOOK O FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
O OTHER(SPECIFY) 

». RECORD SERIES SEQUENCE 
Q ALPHAaCTICAL 
E NUMERICAL 
^CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER(SPECI FY) 

B. VOLUME 

RufahkK' 

B FILE DRAWER(S) 
O MICROFILM REEL(S) 
• COMPUTER TAPE(S) 
O OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
H F ILE D R A W E R ( S ) 
O MICROFILM R E E L ( S ) 

Koamr° C O M P U T E R T A P E ( S ) 
D orrmrp(caNrr-irv) 

I II. FILE IS USED 
a D A I L Y O WEEKLY O MONTHLY , 

j 12. CURRENT LOCATION(S) (BLDO. .FLOOR.ROOM) 

City Hall, 301 Baltimore Ave., Ocean City, MD 

1 X * FILE B E C O M E S INACTIVE A F T E R 
' O M O N T H ( S ) • Y E A R ( 8 ) 
B9BBE 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F vc», S P E C I F Y /.ttCNcv oit O F F I C E ) 
D YES £ NO 

IB. ACCESS RESTRICTIONS • YES • NO 
( I P Y K B , C I T K LAW(W) * RKOULATIONC • ) 

IB. AUDIT REQUIREMENTS 

O N O N E O S T A T E • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDf ( |p VKS.KXPLAIN 
B R I E F L Y AND DKSCRIWJB ANY HARDWARWV 

O YES • NO 

18. RECOMMENDED RETENTION 

Permanent 

IB. NAME A N D T I T L E O F P R E P A R E R 

Carol L. Jacobs, City Clerk 

20. TELEPHONE N U M B E R 

410 289-8221 ext. 230 

I 2 1 . D A T E 

D C S 8B0-4 (REVISED 2/87) 

Fig. 7 



IMSTRUCTIQMS- -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 880-1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7X78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20784 

AGENCY RECORDS INVENTORY 

PACE. OF -it 
I. DEPARTMENT/AGENCY 
MAYOR AND COUNCIL OF O.C. 

2. DIVISION UNIT 

DEFINITION-RECORD SERIES A OMOUP O F RE L A T E D RECORDS NORMALLY P I L E D AND U S E D AS A UNIT FOR 
ICE AW WELL A S RETENTION A N D DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 

' GENERAL GOVERNMENT 
8. EARLIEST YEAR/LATEST YEAR 

1QP? T O I Q Q ? 

«. RECORD SERIES DESCRIPTION (•*,,,TRI-V «*•<»«BE T H E TY P E S O P INPORMATION/DOCUMEMTS/PORMS F O U N D 
I N THE SERIES. INCLUDE T H E P U R P O S E OR FUNCTION O F T H E S E R I E S ) 

Item 3. Work Session Files - Agenda, synopsis, correspondence relative to meeting 

7. RECORD SERIES FORMAT(S) • . RECORD SERIES SEQUENCE t. VOLUME 

• 
LETTER SIZE O MICROFILM 
LEGAL SIZE • COMPUTER TAPE 

O ALPHABETICAL 
(1 NUMERICAL 

XH 
• 
• 

NukhkH' Q 

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

• BOUND BOOK D FLOPPY DISK ^CHRONOLOGICAL 

XH 
• 
• 

NukhkH' Q OTHER( SPECIFY) 

a AUDIO TAPE ° VIDEO TAPE Q GEOGRAPHICAL 10. ANNUAL t ACCUMULATION 
a OTHER(SPECIFY) O OTHER(SPECIFY) a 

a 
FILE DRAWER(S) 
MICROFILM REEL(S) 
COMPUTER TAPE(S) 
onrmrn( R P t r r - i m r ) 
COMPUTER TAPE(S) 
onrmrn( R P t r r - i m r ) 

II. FILE IS USED 
° DAILY O MONTHLY | 

; IS. CURRENT LOCATION!S) (BLDG..FLOOR.ROOM) 

• City Hall, 301 Baltimore Ave. O.C. MD 

12. FILE BECOMES INACTIVE AFTER 
O MONTH(S) a YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
tlP Y E S , SPECIFY A O E N C Y OR O F F I C E ) 
• YES O NO 

10. ACCESS RESTRICTIONS O. YES • NO 
(IP YES, CITS LAW(w) * REGULATION!S) 

10. AUDIT REQUIREMENTS 

O NONE O STATE O FEDERAL O INDEPENDENT 

17. IS A N INDEX SYSTEM USED? (IF YEW.EX 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 HARDWARE/ 

a YES O NO 

18. RECOMMENDED RETENTION 

Permanent 

l». NAME AND TITLE OF PREPARER 

Carol L. Jacobs, City Clerk 

20. III. DATE 

(410) 289-8221 ext. ?30 
DCS 880-4 (REVISED 2/07) 

Fig. 7 



INSTRUCT IONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS BBO-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE. V OF IB 

I. DEPARTMENT/AGENCY 
MAYOR AND COUNCIL OF O.C. 

2. DIVISION S. U N I T 

DEFINITION-RECORD SERIES A OROUP OF RELATED COORDS NORMALLY PI LCD AND USED AS A UNIT FOR 
REFERENCE AS WELL AW RETENTION AMP DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
GENERAL GOVERNMENT 

S . E A R L I E S T Y E A R / L A T E S T YEAR 
1972 T O 1993 

«. HKCOHU SERIES DESCRIPTION l*****1-* DESCRIBE THE TYPES O P INFORMATION/DOCUMENTS/FORMS POUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Item 4. Executive Sessions - Notes and record of attendance 

7. RECORD SERIES FORMAT(S) 
^ L E T T E R SIZE • MICROFILM 
° LEGAL SIZE O COMPUTER TAPE 
0 BOUND BOOK O FLOPPY DISK 
• AUDIO TAPE O VIDEO TAPS 
O OTHER(SPECIFY) 

S . RECORD SERIES SEQUENCE 
° ALPHABETICAL 
•H NUMERICAL 

CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER(SPECIFY) 

9. VOLUME 

NUMBER 

B FILE DRAWER(S) 
a MICROFILM REEL(S) 
• COMPUTER TAPE(S) 
O OTHER( SPECI FY) 

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

NTOBtir O COMPUTER TAPE(S) 
D crrMFR(BPgr;irv) 

II. FILE IS USED 
° DAILY O WEEKLY O MONTHLY | 

j 12. CURRENT LOCATION(S) (BLDC. .FLOOR.ROOM) 

. City Hall, 301 Baltimore Ave. Ocean City, MD 

1 1 • FILE BECOMES INACTIVE AFTER 
O MONTH(S) O YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlP YES, SPECIFY AOENCY OR OFFICE) 
• YES D NO 

IS. ACCESS RESTRICTIONS • YES • NO 
(IP YES, CITE LAS(s) * REOVLATI ON ( S) 

I S . AUDIT REQUIREMENTS 

° NONE 0 STATE • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDf (|p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDBAKE/SOFTWARE) 

O YES a NO 

18. RECOMMENDED RETENTION 
Permanent 

19. NAME AND TITLE O F PREPARER 

Carol L. Jacobs, City Clerk 

20. TELEPHONE NUMBER 

(410) 289-8221 ext. 230 

21. DATE 

Fig. 7 
DCS SBO-4 (REVISED 2/87) 



INSTRUCTIONS--TYPE O R PRINT A 
SEPARATE FORM F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DCS BBO-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT D I V I S I O N 

7271 WATERLOO R O A D 
P.O. B O X 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE. S OF fS 

I. D E P A R T M E N T / A G E N C Y 

MAYOR AND COUNCIL OF O.C. 
2. DIVISION U N I T 

DEFINITION •RECORD S E R I E S - * A R E U P ° r "*LAT*D RECORDS NORMALLY PILKD AND USKD AS A UNIT F O R 
REFERENCE AW WELL AW RETENTION AND DISPOSITION P U R P O S E S 

4. RECORD SERIES TITLE 
GENERAL GOVERNMENT 

8. E A R L I E S T Y E A R / L A T E S T YEAR 
i Q7? T O i Qcn 

0. RECORD SERIES DESCRIPTION ( B R , K n- T DESCRIBE THE TYPES O P INFORMATION/DOCUMENTS/FORMS FOUND 
IN fHE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES J 

Item 5. Tape Recordings: A.Council Meetings - Transcription Approved 
B.Work Sessions - Transcription to synopsis complete 
C.Executive Sessions - No transcription on regular basis 

7. RECORD SERIES FORMAT!8) 
° LETTER SIZE O MICROFILM 
a LEGAL SIZE • COMPUTER TAPE 
O BOUND BOOK • FLOPPY DISK 
AUDIO TAPE ° VIDEO TAPE 

O OTHER(SPECIFY) 

SERIES SEQUENCE 
O A L P H A B E T I C A L 

Q NUMERICAL 
^Z^CHRONOLOaiCAL 
• GEOGRAPHICAL 
B OTHER(SPECI FY) 

t. VOLUME 

NUMBER: 

X H FILE D R A W E R ! S ) 
• M I C R O F I L M R E E L ( S ) 
O C O M P U T E R T A P E ( S ) 
° O T H E R ( S P E C I F Y ) 

10. ANNUAL ACCUMULATION 
O FILE D R A W E R ( S ) 
O M I C R O F I L M R E E L ( S ) 

RTjnwir a C O M P U T E R T A P E I S ) 
• O t m y p ( B P F r i r i f ) 

II. FILE IS U S E D 
Q D A I L Y • W E E K L Y 0 M O N T H L Y 

f 
; 12. C U R R E N T L O C A T I O N ( S ) ( B U D O . .FLOOR.ROOM) 

City Hall, 301 Baltimore Ave.. Ocean City,MD 

12. FILE B E C O M E S INACTIVE A F T E R 
a M C N T H ( S ) • Y E A R ( S ) 

14. I S R E C O R D S E R I E S D U P L I C A T E D ELSEWHEREf 
tlP YES, SPECIFY AOENCY OR OFFICE) 
D Y E S • N O 

18. A C C E S S R E S T R I C T I O N S • Y E S • N O 
(IP Y E S , C I T E LAW(a) * REOULATION! S) 

10. A U D I T R E Q U I R E M E N T S 

° N O N E O S T A T E • FEDERAL • INDEPENDENT 

17. IS A N INDEX S Y S T E M U S E D T ( IP YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

o YES a N O 

18. R E C O M M E N D E D R E T E N T I O N 
A. 3 years after transcription approval 
B. 5 years after transcription approval 
C. Same as B 

19. NAME A N D T I T L E O F P R E P A R E R 

Carol L. Jacobs, City Clerk 

20. TELEPHONE N U M B E R 

(410) 289-8221 ext. 230 

21 . D A T E 

D C S 880-4 (REVISED 2/87) 

Fig. 7 



INSTRUCT IONS--TYPE O R PRINT A 
SEPARATE FORM FOR E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DCS 5 8 0 - 1 ) 

DEPARTMENT O F GENERAL SERVICES 
R E C O R D S MANAGEMENT D I V I S I O N 

727S WATERLOO R O A D 
P.O. B O X 2 7 1 

JESSUP, M A R Y L A N D 2 0 7 0 4 

AGENCY RECORDS INVENTORY 

PAGE A OF 1$ 

I. DEPARTMENT/AGENCY 

MAYOR AND COUNCIL OF O.C. 
2 . DIVISION 8. U N I T 

DEFINITION-RECORD SERIES- ' R K L A T W D R E C O R D S N O R M A L L Y P I L C D A N D U S E D A S A U N I T P O N 
AW W E L L A W 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 S 

4. R E C O R D S E R I E S T I T L E 

GENERAL GOVERNMENT 
5 . E A R L I E S T Y E A R / L A T E S T YEAR 

19.20 T O 1993 

S. R E C O R D S E R I E S D E S C R I P T I O N ( ' " a n - r B B W C R 1 B E T H E T Y P E S OF" IN F O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 
'IN T H E SERIES. I N C L U D W T M K P U R P O S E O R F U N C T I O N O P T H E S E P 

Item 6. Ordinances (Signed Originals) - All ordinances enacted by the Mayor and Council, 
some of which may be codified 

7. R E C O R D S E R I E S F O R M A T ( S ) 

° L E T T E R S I Z E O M I C R O F I L M 

V L E O A L S I Z E O C O M P U T E R T A P E 

O B O U N D B O O K • F L O P P Y D I S K 

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

a O T H E R ( S P E C I F Y ) 

• . R E C O R D S E R I E 

n A L P H A B E T I 

B NUMERICAL 

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

Q GEOGRAPHICAL 

• O T H E R (SPEC I F Y J 

9. VOLUME 

NUMBER" 

X> F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E ( S ) 
O OTHER(SPEC1FYJ 

10. ANNUAL A C C U M U L A T I O N 
O FILE D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

KOTCTr D C O M P U T E R T A P E ( S ) 
O cnrwrp(fiPFrirv) 

II, FILE IS U S E D 
Q D A I L Y • W E E K L Y O M O N T H L Y 

FILE B E C O M E S INACTIVE A F T E R 
° M O N T H ( B ) a Y E A R ( S ) 

IS. C U R R E N T L O C A T I O N ( S ) (BLOC..FLOOR.ROOM) 

City Hall, 301 Baltimore Ave. Ocean City 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E V 
tlP YES, SPECIFY /.OfKCY OR OFFICE) 
O Y E S O N O 

IS. A C C E S S R E S T R I C T I O N S • Y E S • N O 
(IP YES, C I T E LAW(s) Si REOULATION( S ) 

IS. A U D I T R E Q U I R E M E N T S 

• N O N E O S T A T E O FEDERAL • INDEPENDENT 

17. IS A N INDEX SYSTEM USEDf (|p 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 

a Y E S a N O 

IS. R E C O M M E N D E D R E T E N T I O N 

Permanent 

1 9 . NAME A N D T I T L E O F P R E P A R E R 

Carol L. Jacobs, City Clerk 

2 0 . T E L EPHONE N U M B E R 

(410) 289-8221 ext. 230 

2 1 . D A T E 

D C S 550-4 (REVISED 2/S7) 

Fig. 7 



INSTRUCTIONS--TYPE O R P R I N T A 
SEPARATE FORM FOR E A C H N E W OR 
R E V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S RETENTION SCHEDULE 
(DOS SSO-I ) 

DEPARTMENT OF GENERAL S E R V I C E S 
R E C O R D S MANAGEMENT D I V I S I O N 

7*78 WATERLOO R O A D 
P.O. B O X 278 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 
INSTRUCTIONS--TYPE O R P R I N T A 
SEPARATE FORM FOR E A C H N E W OR 
R E V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S RETENTION SCHEDULE 
(DOS SSO-I ) 

DEPARTMENT OF GENERAL S E R V I C E S 
R E C O R D S MANAGEMENT D I V I S I O N 

7*78 WATERLOO R O A D 
P.O. B O X 278 

JESSUP. MARYLAND 20794 PA G E 7 OF / £> 

1. DEPARTMENT/AGENCY 

MAYOR AND COUNCIL OF O.C. 
2. DIVISION S. U N I T 

DEFINITION-RECORD S E R I E S - * A R O U P °r B E L A T E D R E C O R D S N O R M A L L Y P I L E D A N D U H D A S A UNIT F O R 
R E F E R E N C E A S W E L L A W R W T K 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 S 

4. R E C O R D S E R I E S T I T L E 

' GENERAL GOVERNMENT 
S. E A R L I E S T Y E A R / L A T E S T YEAR 

1 T O i q q ^ 
*. R E C O H U S E R I E S DESCRIPTION ( M L K R T* V D E S C R I B E T K K 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 T H E SE R I E S . 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 ) 

Item 7. Charter Resolutions ( Signed Originals) - Changes to City Charter enacted by the 
Mayor and Council 

7. R E C O R D S E R I E S FORMAT(S) 

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

^ L E G A L S I Z E B C O M P U T E R T A P E 

a B O U N D B O O K • F L O P P Y D I S K 

0. R E C O R D S E R I E S S E Q U E N C E 

O ALPHABETICAL 

O NUMERICAL 

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

O GEOGRAPHICAL 

Q O T H E R ( S P E C I F Y ) 

9. VOLUME 
R FILE D R A W E R ( S ) 
a M I C R O F I L M R E E L ( S ) 
O C O M P U T E R T A P E ( S ) 

K D B B S " D O T H E R ! S P E C I F Y ) 

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

O O T H E R ( S P E C I F Y ) 

0. R E C O R D S E R I E S S E Q U E N C E 

O ALPHABETICAL 

O NUMERICAL 

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

O GEOGRAPHICAL 

Q O T H E R ( S P E C I F Y ) 
10. ANNUAL A C C U M U L A T I O N 

• F ILE D R A W E R ( S ) 
O M I C R O F I L M R E E L ( S ) 

CTRffiEir D C O M P U T E R T A P E ( S ) 
. Q ( W H C B l R P r n r v l 

j 1 1 ' FILE IS U S E D 
Q D A I L Y • W E E K L Y • M O N T H L Y 

1 2 • FILE B E C O M E S INACTIVE A F T E R 
" D M O N T H ( S ) a Y E A R ( S ) N U M B E R 

I --
; t>. C U R R E N T LOCAT!ON(S) (BLDG. .FLOOR.ROOM) 

• City Hall, 301 Baltimore Ave. Ocean City 

14. IB R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? 
tlP Y E B , S P E C I F Y A O E N C Y O R O F F I C E ) 
D Y E S D NO 

IS. A C C E S S R E S T R I C T I O N S • Y E S • N O 
t I F Y E B , C I T E L A W ( S ) * R B O U L A T I O N ( S ) 

16. A U D I T R E Q U I R E M E N T S 

O N O N E O S T A T E O FEDERAL • INDEPENDENT 

17. IS AN INDEX S Y S T E M USED? ( I F 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 ) 

a Y E S a N O 

18. RE C O M M E N D E D R E T E N T I O N 

Permanent . ; 

19. NAME A N D T I T L E OF PREPARER 

CAROL L. JACOBS, CITY CLERK 

20. TELEPHONE N U M B E R 

(410) 289-8221 ext. 230 

21. D A T E 

D C S B90-4 (REVISED 2/07) 
Fig. 7 



INSTRUCT IONS --TYPE OR P R I N T A 
SEPARATE FORM FOR EACH N E W O R 
R E V I S E D RECORD S E R I E S . FORWARD 
WITH R E C O R D S RETENTION S C H E D U L E 
(DOS BBO-I ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S MANAGEMENT D I V I S I O N 

727S WATERLOO R O A D 
P . O . B O X 27S 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS --TYPE OR P R I N T A 
SEPARATE FORM FOR EACH N E W O R 
R E V I S E D RECORD S E R I E S . FORWARD 
WITH R E C O R D S RETENTION S C H E D U L E 
(DOS BBO-I ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S MANAGEMENT D I V I S I O N 

727S WATERLOO R O A D 
P . O . B O X 27S 

JESSUP. MARYLAND 20794 P A G E 8 OF t$ 

t. DEPARTMENT/AGENCY 

MAYOR AND CIOUNCIL OF O.C. 
2. D I V I S I O N 3. UNIT 

DEFINITION'RECORD S E R I E S - * A N O U P O P >WtLATBD R E C O R D S N O R M A L L Y P I L K D A N D U S K D AS A UNIT F O R 
R E F E R E N C E A S W B L L A S R E T E N T I O N AND D I S P O S I T I O N P U R P O S E S 

4. R E C O R D S E R I E S T I T L E 

GENERAL GOVERNMENT 
B . E A R L I E S T Y E A R / L A T E S T YEAR 

TQfiR TOiqq^ 

• . R E C O R D S E R I E S D E S C R I P T I O N ( M" N R |* Y D E S C R I B E T H E T Y P E S OF* 1 N F O R M A T 1 O N / D O C U M E N T S / F O R M S P O U N D 
•IN T H E 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 SERIES) 

Item 8. Resolutions (Signed Originals) enacted by the Mayor and Council to honor 
individuals, set fees, etc., not changes to City Charter 

7. R E C O R D S E R I E S F O R M A T ( S ) 

O L E T T E R S I Z E O M I C R O F I L M 

y ^ L E O A L S I Z E O C O M P U T E R T A P E 

O B O U N D BOOK O F L O P P Y D I S K 

S. R E C O R D S E R I E S S E Q U E N C E 

D A L PHABETICAL 

D NUMERICAL 

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

O GEOGRAPHICAL 

O O T H E R (SPECIFY) 

9. VOLUME 
H FILE D R A W E R ( S ) 
• MICROFILM REEL(S) 

. . . ° C O M P U T E R T A P E ( S ) 
N U M B E R D O T H E R ( S P E C I F Y ) 

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

O O T H E R ( S P E C I F Y ) 

S. R E C O R D S E R I E S S E Q U E N C E 

D A L PHABETICAL 

D NUMERICAL 

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

O GEOGRAPHICAL 

O O T H E R (SPECIFY) 
10. ANNUAL ACCUMULATION 

O FILE D R A W E R ( S ) 
• M I C R O F I L M REEL(S) 

inmnnr a C O M P U T E R T A P E ( S ) 

1 1 ' FILE IS U S E D 
0 D A I L Y • W E E K L Y • M O N T H L Y 

»*• FILE B E C O M E S INACTIVE AFTER 
' O M O N T H ( S ) D Y E A R ( S ) NUMBER 

{ -
; 11. C U R R E N T L O C A T I O N ! S ) ( BLDO. .FLOOR.ROOM) 

City Hall, 301: Baltimore Ave. O.C., MD 
14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ! 

tlP Y E S , S P E C I F Y AOENCV O R O F F I C E ) 
• Y E S • N O 

I S . A C C E S S R E S T RICTIONS O Y E S O N O 
(IP Y E S , C I T E LAW(s) Si R B O U L A T I O N ( S ) 

IS. A U D I T REQUIREMENTS 

• N O N E O S T A T E O FEDERAL • INDEPENDENT 

17. IS A N INDEX S Y S T E M U S E D T ( I F Y E S . E X P L A I N 
B R I E F L Y AND 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 •. N O 

IS. RECOMMENDED RETENTION 

Permanent 

' 1 8 . NAME AND T I T L E OF" P R E P A R E R 

Carol L. Jacobs, Citv Clerk 

20. TELEPHONE N U M B E R 

(410) 289-8221 ext. 230 

21. DATE 

0,1(1/1* 
. 

D C S SBO-4 (REVISED 2/87) 

Fig. 7 



INSTRUCTIONS--TYPE OR P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WI T H RECORDS RETENTION S C H E D U L E 
(DOS B B O - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO R O A D 
P.O. BOX 27* 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
INSTRUCTIONS--TYPE OR P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WI T H RECORDS RETENTION S C H E D U L E 
(DOS B B O - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO R O A D 
P.O. BOX 27* 

JESSUP, MARYLAND 20794 P A C E 9 OF f 5 

1. DEPARTMENT/AGENCY 

MAYOR AND COUNCIL OF O.C. 
2. D I V I S I O N 3 . U N I T 

DEFINITION-RECORD SERIES-* a,tOU* °r "•""TWO RECORDS NORMALLY FILKO AND UBKO AS A UNIT FON 
REFERENCE AS W B L L AS RETENTION A N D DISPOSITION PURPOSES 

4 . R E C O R D S E R I E S T I T L E 

> GENERAL GOVERNMENT 
B. E A R L I E S T Y E A R / L A T E S T YEAR 

1f)Q0 TO 1Q9? 

«. R E C O R D S E R I E S D E S C R I P T I O N (••,,KFl-r B " C R I B B TKK TVPKS O P INFO RMATIOM/DOCUMENTB/PO RMS FOUND 
•IN fHE SER I E S . INCLUDE TKK PURPOSE OR FUNCTION OF THE SERIES) 

Item 9. Elections (List of Candidates & Certification) 
Identifies those candidates who filed for municipal elections, certified 
results of elections by Election Board, list of residents who voted when available 

! 

7. R E C O R D S E R I E S P O R M A T ( S ) 

B L E T T E R S I Z E O MIC R O F I L M 

^ L E O A L S I Z E • C O M P U T E R T A P E 

O B O U N D BOOK O F L O P P Y D I S K 

0. R E C O R D S E R I E S S E Q U E N C E 

• A L P H A B E T I C A L 

^ N U M E R I C A L 

O GEOGRAPHICAL 

O O T H E R ( S P E C I F Y ) 

9. VOLUME 
a FILE D R A W E R ( S ) 
• MICROFILM R E E L ( S ) 
O C O M P U T E R T A P E ( S ) 

NUMBER D OTKERf S P E C I F Y ) 

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

• OTHERJ SPECI F Y ) 

0. R E C O R D S E R I E S S E Q U E N C E 

• A L P H A B E T I C A L 

^ N U M E R I C A L 

O GEOGRAPHICAL 

O O T H E R ( S P E C I F Y ) 
10. ANNUAL ACCUMULATION 

• FILE D R A W E R ( S ) 
• MICROFILM R E E L ( S ) 

NTjanrr • CO M P U T E R T A P E ( S ) 
. Q errMTB(RPrrMFY) 

10. ANNUAL ACCUMULATION 
• FILE D R A W E R ( S ) 
• MICROFILM R E E L ( S ) 

NTjanrr • CO M P U T E R T A P E ( S ) 
. Q errMTB(RPrrMFY) 

II. FILE IS USED 
a D A I L Y O M O N T H L Y 

I 
{ IS. C U R R E N T L O C A T I O N ( S ) (BLDO..FLOOR.ROOM) 

. City Hall, 301 Baltimore Ave., O.C.MD 21842 

12. FILE BECOMES INACTIVE AFTER 
O M Q N T H ( S ) a Y E A R ( S ) 

14. I S RE C O R D S E R I E S D U P L I C A T E D E L S E W H E R E f 

tlF YEW, S P E C I F Y A O E N C Y OR O F F I C E ) 
• Y E S • N O 

IB. A C C E S S RESTRICTIONS • Y E S • N O 
(IF YEB, CITE LAW(S) * REGULATION!S) 

10. A U D I T REQUIREMENTS 

B N O N E D S T A T E A FEDERAL O INDEPENDENT 

17. IS A N INDEX S Y S T E M U S E D T (IP YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/ 

• Y E S N O 

18. RECOMMENDED RETENTION 

Permanent 

19. NAME AND TITLE OF PREPARER 

Carol L. Jacobs, City Clerk 

2 0 . T E L E P H O N E N U M B E R 

(410) 289-8221 ext. 230 

21 . D A T E 

D C S BBO - 4 (REVISED 2 / 8 7 ) 

Fig. 7 



INSTRUCT I QMS - - TYPE O R PRINT A 
SEPARATE FORM FOR E A C H N E W O R 
REVI S E D RECORD S E R I E S . FORWARD 
WITH R E C O R D S RETENTION S C H E D U L E 
(DCS 880-1 ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S MANAGEMENT DIVISION 

7Z7I WATERLOO ROAD 
P.O. B O X 278 

JESSUP, MARYLAND 20784 

AGENCY RECORDS INVENTORY 

P A C E / 0 OF ify 

I. DEPARTMENT/AGENCY 

MAYOR AND COUNCIL OF O.C. 
2. DIVISION 3. U N I T 

DEFINITION-RECORD SERIES- •ROUP OP RWLATWD RECORDS NORMALLY PI LSD AND USED AS A UNIT PON 
RWNCK AW WELL AW WWTKNTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
' GENERAL GOVERNMENT 

8. E A R L I E S T Y E A R / L A T E S T YEAR 
i q.q? T O m l 

RECORD SERIES DESCRIPTION ( IN THE SERIES. 
TYPES O F INFORMATION/DOCUMENTS/FORMS POUND 
INCLUDE THE PURPOSE OR FUNCTION OF TNE " J 

Item 10. Registration Rolls - List of voters registered to vote in Muncicpal 
Limits of Ocean City, not on County voter list 

7. RECORD SERIES FORMAT(S) 
0 LETTER SIZE O MICROFILM 
° LEGAL SIZE a COMPUTER TAPE 
O BOUND BOOK ° FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 

^OTHERt SPEC I FY } 

Computer Printout 

8. RECORD SERIES SEQUENCE 
^^ALPHABETICAL 
O NUMERICAL 
O CHRONOLOGICAL 
• GEOGRAPHICAL 
• OTHER(SPECIFY) 

9. VOLUME 

N U M B E R " 

a F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E ( S ) 
D OTHERISPECIFY) 

10. ANNUAL A C C U M U L A T I O N 
• FILE D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

inmnr a C O M P U T E R T A P E ( S ) 
• P mrnFi»(fti>Ff I F V ) 

FILE IS U S E D 
a D A I L Y O MONTHLY | 

; II. CURRENT LOCATION(S) (BUM. .FLOOR,ROOM) 

City Hall, 301 Baltimore Ave. O.C, MD 21842 

12. FILE B E C O M E S INACTIVE A F T E R 
• M O N T H ( S ) B Y E A R ( S ) 

14. I S R E C O R D S E R I E S D U P L I C A T E D ELSEWHERET 
tlF YEW, SPECIFY AOENCY OR OFFICE) 
• Y E S O N O 

18. ACCESS RESTRICTIONS • YES O NO 
(IP YES, CITE LAW(S) * REGULATION!s) 

18. A U D I T R E Q U I R E M E N T S 

O N O N E • S T A T E O FEDERAL Q INDEPENDENT 

17. IS AN INDEX SYSTEM USEDf (IP YEW.EXPLAIN 
BRIEFLY AND DESCRIBE) ANY HARDWARE/SOPTWAR. 18. RE C O M M E N D E D R E T E N T I O N 

a Y E S N O Following receipt of new registration roll, 
retain old for 2 years following validation 
of new list and then destroy old list. 

19. NAME A N D T I T L E O F P R E P A R E R 

Carol L. Jacobs, City Clerk 

20. TELEPHONE N U M B E R 

(410) 289-8221 ext. 230 

21. DATE 

D C S 880-4 (REVISED 2/87) 

Fig. 7 



INSTRUCT IQNS - - TYPE O R PRINT A 
SEPARATE FORM FOR E A C H N E W O R 
RE V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S RETENTION S C H E D U L E 
(DCS 8 5 0 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. B O X 27B 

JESSUP. MARYLAND 207B4 

AGENCY RECORDS INVENTORY 

PACE. II O F / fl 

I. DEPARTMENT/AGENCY 

MAYOR AND COUNCIL OF O.C. 
2. DIVISION 3. U N I T 

DEFINITION-RECORD S E R I E S A OROUP 
REFERENCE AW WWLL AW WEIENI 

NORMALLY PI LCD AND UtIO AS A UNIT FOR 
ION AND DISPOSITION PURPOSES 

4. R E C O R D S E R I E S T I T L E 

' GENERAL GOVERNMENT 
E A R L I E S T Y E A R / L A T E S T YEAR 

T O 1993 

R E C O R D S E R I E S DESCRIPTION ( BRIEFLY DESCRIBE THE TYPES 
•IN T H E SERIES. 

O P INFORMATION/DOCUMENTS/FORMS POUND 
THE PURPOSE OR FUNCTION OF THE SERIES) 

Item 11. Oaths of Office (Elected & Appointed) Official signed Oaths of Office for 
Mayor, Council and all appointed officials or appointed board members serving 
the Town of Ocean City 

7. R E C O R D S E R I E S F O R M A T ( S ) 

J ^ L E T T E R S I Z E O MIC R O F I L M 

O LEGAL S I Z E • C O M P U T E R T A P S 

O B O U N D B O O K • F L O P P Y D I S K 

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

O O T H E R ( S P E C I F Y } 

8. RECO R D S E R I E S SEQUENCE 

• ALPHABETICAL 

Q NUMERICAL 

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

O GEOGRAPHICAL 

° OTHER(SPECIFY) 

B. VOLUME 

NUMBER 

• F I L E D R A W E R ( 8 ) 
• M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E ( S ) 
O O T H E R ( S P E C I F Y ) 

10. ANNUAL A C C U M U L A T I O N 
• F I L E D R A W E R ( S ) 
Q M I C R O F I L M R E E L ( S ) 

KOBtnW O C O M P U T E R T A P E ( S ) 
• onrnrp(gPFf irv) 

II, FILE IS U S E D 
Q D A I L Y Q W E E K L Y Q M O N T H L Y 

12. FILE B E C O M E S INACTIVE A F T E R 
• M O N T H ( S ) • Y E A R ( S ) 

; 13. C U R R E N T L O C A T I O N ( S ) (BLDO. .FLOOR.ROOM) 

City Hall, 301 Baltimore Ave. Ocean City, MP 

14. I S R E C O R D S E R I E S D U P L I C A T E D ELSEWHEREf 
tlF YES, SPECIFY AOF.NCV OR OFFICE) 
CI Y E S Q N O 

IB. ACCESS RESTRICTIONS • YES O NO 
(IF YES, CITS LAW(S) * REOULATI ON ( S ) 

16. A U D I T R E Q U I R E M E N T S 

• N O N E O S T A T E • FEDERAL • INDEPENDENT 

17. IS AN INDEX S Y S T E M U S E D T (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

• Y E S a N O 

18. R E C O M M E N D E D R E T E N T I O N 

permanent 

19. NAME A N D T I T L E O F P R E P A R E R 

Carol L. Jacobs, City Clerk 

20. TELEPHONE N U M B E R 

(410) 289-8221 ext. 230 

21 . D A T E 

D C S 850-4 (REVISED 2/87) 

Fig. 7 



INSTRUCT IONS--TYPE OR PRINT A 
SEPARATE FORM FOR E A C H N E W OR 
R E V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DCS 880-1 ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S MANAGEMENT DIVISION 

7278 WATERLOO R O A D 
P.O. B O X 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE / 3- OF 18 

1. DEPARTMENT/AGENCY 

MAYOR & COUNCIL OF O.C. 
2 . DIVISION S. U N I T 

DEFINITION'RECORD S E R I E S ' * 0 M 0 U M ° R "WLATWD RECORDS NORMALLY Fl LCD AND UBKD AW A UNIT FOR 
REFERENCE AS WELL AS RETENTION A N D DISPOSITION PURPOSES 

4. R E C O R D S E R I E S T I T L E 
i GENERAL GOVERNMENT 

8 . E A R L I E S T Y E A R / L A T E S T YEAR 
1983 T O 1993 

8. R E C O R D S E R I E S D E S C R I P T I O N J * " , K F 1 " V °«SCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND 
•IN T H E SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Item 12.-Mayor and City Council Newsletters - an annual newsletter mailed to all property 
owners and registered voters in Ocean City outlining projects city is involved in 
or services that city provides. Contains information of interest to property 
owners and registered voters. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

a L E T T E R S I Z E O M I C R O F I L M 

O LEGAL S I Z E O C O M P U T E R T A P E 

0 B O U N D BOOK ° F L O P P Y D I S K 

8. R E C O R D S E R I E S S E Q U E N C E 

O ALPHABETICAL 

• NUMERICAL 

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

O GEOGRAPHICAL 

O O T H E R ( S P E C I F Y ) 

9. VOLUME 
• F I L E D R A W E R ( S ) 
O M I C R O F I L M R E E L ( S ) 
D C O M P U T E R T A P E ( S ) 

NUMBER Q O T H E R ! S P E C 1 F Y ) 

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

OTHER( S P E C I F Y ) 

Newsoaper 

8. R E C O R D S E R I E S S E Q U E N C E 

O ALPHABETICAL 

• NUMERICAL 

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

O GEOGRAPHICAL 

O O T H E R ( S P E C I F Y ) 
10. ANNUAL ACCUMULATION 

O FILE D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

KTrannr • C O M P U T E R T A P E ( S ) 
• OTWFBHSlwr-iirvl 

1 1 * FILE IS U S E D 
O D A I L Y • W E E K L Y • M O N T H L Y 

FILE B E C O M E S INACTIVE A F T E R 
" D M C N T H ( S ) O Y E A R ( S ) NUMBER 

f 
' 1 8. C U R R E N T L O C A T I O N ! S ) (BLDO..FLOOR.ROOM) 

City Hall, 301 Baltimore Ave. O.C. MD 21842 

14. I S R E C O R D S E R I E S D U P L I C A T E D ELSEWHEREf 
(IP YES. SPECIFY AOKNCY OR OFFICE) 
a Y E S • N O 

18. A C C E S S R E S T R I C T I O N S • Y E S • N O 
(IP YEB , CITE LAW(s) * REdULAT 1 ON ( S) 

16. A U D I T R E Q U I R E M E N T S 

O N O N E ° S T A T E • FEDERAL ° INDEPENDENT 

17. IS A N INDEX S Y S T E M U S E D ? (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

O Y E S • N O 

k 

18. R E C O M M E N D E D RETENTION 

Permanent 

19. NAME A N D T I T L E OF P R E P A R E R 

Carol L. Jacobs, Citv Clerk 

2 0 . TELEPHONE N U M B E R 

(410) 289-8221 ext. 230 

2 1 . D A T E 

D C S 980-4 (REVISED 2 / 8 7 ) 

Fig. 7 



INSTRUCT IONS--TYPE O R P R I N T A 

SEPARATE FORM FOR E A C H N E W O R 
R E V I S E D RECORD S E R I E S . FORWARD 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DCS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RE C O R D S MANAGEMENT D I V I S I O N 

7X71 WATERLOO R O A D 
P.O. B O X 27B 

JESSUP, M A R Y L A N D 20794 

AGENCY RECORDS INVENTORY 

PAGE. /3 OF Ifl 

1. DEPARTMENT/AGENCY 

MAYOR &.. COUNCIL OF O.C. 
2. DIVISION S. U N I T 

DEFINITION-RECORD S E R I E S - * O R E U P O F RELATED RECORDS NORMA LI. Y PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AW RETENTION AND DISPOSITION PURPOSES 

4. R E C O R D S E R I E S T I T L E 

GENERAL GOVERNMENT 
B . E A R L I E S T Y E A R / L A T E S T YEAR 

19.9? T O 1993 
• . R E C O R D S E R I E S D E S C R I P T I O N (•"••W DESCRIBE TKK TYPES Or INFORMATtON/DOCUMBNTB/FORMS FOUND 
Item 13 > N '**E S E R , E S * INCLUDE TKK PURPOSE OR FUNCTION OF THE SERIES) 
Financial Disclosures - Annual Submissions from Mayor, Council, City Attorney, City Clerk 
Department Heads, Division Heads, Members of Board of Zoning Appeals, Members of 
Planning & Zoning Commission, Members of Board of Adjustments and Appeals and the City 
Manager, as required by Chapter 48, Code of Ocean City 

7. R E C O R D S E R I E S F O R M A T ( S ) 

O L E T T E R S I Z E O M I C R O F I L M 

^ L E Q A L S I Z E • C O M P U T E R T A P E 

O B O U N D B O O K O F L O P P Y D I S K 

•. R E C O R D S E R I E S S E Q U E N C E 

Q A L P H A B E T I C A L 

• NUMERICAL 

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

O GEOGRAPHICAL 

• O T H E R ( S P E C I F Y ) 

B. VOLUME 
B FILE D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E ( S ) 

R 0 H B B " • O T H E R ( S P E C I F Y ) 

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

O O T H E R ( S P E C I F Y ) 

•. R E C O R D S E R I E S S E Q U E N C E 

Q A L P H A B E T I C A L 

• NUMERICAL 

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

O GEOGRAPHICAL 

• O T H E R ( S P E C I F Y ) 
10. ANNUAL ACCUMULATION 

O FILE D R A W E R ( S ) 
a MICROFILM R E E L ( S ) 

RQStlT ° C O M P U T E R T A P E ( S ) 
- • m w w f i p r r i r v l 

FILE IS U S E D 
° D A I L Y • W E E K L Y O M O N T H L Y 

1 1 • FILE B E C O M E S INACTIVE A F T E R 
' a M O N T H ( S ) O Y E A R ( S ) 
N U M B E R 

1 
• IB. C U R R E N T L O C A T I O N ( S ) (BLDO. .FLOOR.ROOM) 

City Hall, 301 Baltimore Ave. Ocean City 

14. 16 R E C O R D S E R I E S D U P L I C A T E D ELSEWHERET 
tlP YEB, SPECIFY AOENCY OR OFFICE) 
• Y E S • N O 

IB. A C C E S S R E S T R I C T I O N S • Y E S • N O 
(IF YEB. CITS LAW(S) * REaULATION( B) 

16. A U D I T R E Q U I R E M E N T S 

O N O N E O S T A T E O FEDERAL • INDEPENDENT 

17. IS A N INDEX S Y S T E M U S E D ? (|p YEW.EXPLAIN 
BRIEFLY AND DESCRIBE A N Y HARDWARE/SOFTWARE) 

O Y E S O N O 

k 

IS. R E C O M M E N D E D RETENTION 

Retain 2 years following receipt and then 
destroy 

" 19. NAME A N D T I T L E OF P R E P A R E R 

Carol L. Jacobs, Citv Clerk 

20. TELEPHONE N U M B E R 

(410) 289-8221 ext. 230 

21. D A T E 

D C S BBO-4 (REVISED Z/S7) 

Fig. 7 



INSTRUCT IONS--TYPE O H P B I M T A 

SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 9B0-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 207B4 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS--TYPE O H P B I M T A 

SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 9B0-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 207B4 PAGE W OF (% 

1. DEPARTMENT/AGENCY 
MAYOR AND COUNCIL OF O.C. 

2. DIVISION S. UNIT 

DEFINITION-RECORD SERIES-* a j * e u P O W MCLATWD RWeORDW NORMALLY F1 L C D A N D UIKO A S A UNIT F O R 
REFERENCE A S S B L L A S RKTKNTION AND DISPOSITION P U R P O S E * 

4. RECORD SERIES TITLE 
' GENERAL GOVERNMENT 

8. EARLIEST YEAR/LATEST YEAR 
19,70 TO 1QQT 

«. RECORD SERIES DESCRIPTION { • " " n , U V B*»CRIBB THE T V P B S O P IN FORMAT I ON/DOCUMENTS/FORM* P O U N D 
•IN THE SERIES. INCLUDE T K K P U R P O S E OR FUNCTION O F T H E S E R I E S ) 

Item. 14 Deeds, Mortgages, Easements and Other Property of Interest to Town of 
Ocean City 

V 

7. RECORD SERIES FORMAT(S) 
O LETTER SIZE O MICROFILM 
ÔC LEGAL SIZE • COMPUTER TAPE 
O BOUND BOOK a FLOPPY DISK 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
GEOGRAPHICAL 

• OTHER(SPECIFY) 

B. VOLUME 
• FILE DRAWER(S) 
a MICROFILM REEL(S) 
0 COMPUTER TAPE(S) 

NUMBER D c/THEpjSPECIFY) 
D AUDIO TAPE ° VIDEO TAPE 
O OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
GEOGRAPHICAL 

• OTHER(SPECIFY) 
10. ANNUAL ACCUMULATION 

• FILE DRAWER(S) 
• MICROFILM REEL(S) 

NUMBER ° COMPUTER TAPE(S) 
. O CnPHPOlCPP« - I P Y l 

| 1 1 * FILE IS USED 
O DAILY • WEEKLY • MONTHLY 

FILE BECOMES INACTIVE AFTER 
' O MONTH(S) • YEAR(S) 
N U M B E R I 

• 12. CURRENT LOCATION(S) (BLDG. .FLOOR,ROOM) 

City Hall, 301 Baltimore,Ave., Ocean City 

14. IS RECORD SERIES DUPLICATED ELSEWHEREf 
tlF Y E S , S P E C I F Y A O K N C Y OR O F F I C E ) 
O YES O NO 

IB. ACCESS RESTRICTIONS • YES • NO 
(IP Y E S , C I T S L A W ( S ) * RSaULATION(s) 

16. AUDIT REQUIREMENTS 

• NONE D STATE • FEDERAL D INDEPENDENT 

17. IS A N INDEX SYSTEM USEDf ( IF YKS.EXPLAIN 
BRIEFLY AND DESCRIBE A N Y HARDWARE/SOFTWARE) 

Q YES • NO 

18. RECOMMCNDED RETENTION 

Non-permanent, retain paper copies for * 
convenience of accessibility; "Vtorking 
Copies of records maintained at County 
Seat (Snow Hill) 

^ IB. NAME AND TITLE OF PREPARER 

Carol L. Jacobs, City Clerk 

20. TELEPHONE NUMBER 

(410) 289-8221 ext. 230 

21. DATE 

OGS 550-4 (REVISED 2/87) 
Fig. 7 



INSTRUCT IONS--TYPE O R PRINT A 
SEPARATE FORM F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S RETENTION S C H E D U L E 
(DCS BBO-t ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S MANAGEMENT DIVISION 

7Z7B WATERLOO ROAD 
P.O. B O X 27B 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE. fST O F f<? 

I. DEPARTMENT/AGENCY 
MAYOR AND CITY COUNCIL OF O.C 

2. DIVISION U N I T 

DEFINITION •RECORD SERIES A O R O U P O P R E L A T E D R K O O R O W N O R M A L L Y F I L K D A N D U S E D A S A U N I T F O R 
R E N C E A S W E L L A W 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 S 

4. RECORD SERIES TITLE 
GENERAL GOVERNMENT 

B. EARL I E S T Y E A R / L A T E S T YEAR 
TO 

0. RECORD SERIES DESCRIPTION (MI,NRI*T D E 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 T H E 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 ) 

Item 15. Contracts, Leases and Franchise Agreements in Force 

7. RECORD SERIES FORMAT(S) 0. RECORD SERIES SEQUENCE 9. VOLUME 
• 

£ 
LETTER SIZE D MICROFILM 
LEGAL SIZE • COMPUTER TAPE 

TO ALPHABETICAL 
O NUMERICAL 

• 
• 
• 

HUMMER Q 

FILE DRAWER(8) 
MICROFILM REEL(S) 
COMPUTER TAPE(S) 

a BOUND BOOK • FLOPPY DISK • CHRONOLOOICAL 

• 
• 
• 

HUMMER Q OTHER(SPEC1 FY) 

a AUDIO TAPE • VIDEO TAPE • GEOGRAPHICAL 10. ANNUAL t ICCUMULATION 
a OTHER(SPECIFY) O OTHER(SPECIFY) O 

D 
FILE DRAWER(S) 
MICROFILM REEL(S) 

tw R̂KCir ̂  COMPUTER TAPE(S) 
cnrMFR(sPfrciFYl . a 
COMPUTER TAPE(S) 
cnrMFR(sPfrciFYl 

II. FILE IS U S E D 
O D A I L Y a WEEKLY O MONTHLY 

»* • PI LB BECOMES INACTIVE A F T E R 
a MONTH(S) • YEAR(S) 

CURRENT LOCATICN(S) (BLDG. .FLOOR 14. IS RECORD SERIES DUPLICATED ELSEWHEREV 
tlP Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
O YES • NO 

IB. ACCESS RESTRICTIONS • YES • NO 
( I P Y E S , C I T E L A W ( S ) * R S O U L A T I O N ( B ) 

If. AUDIT REQUIREMENTS 

O NONE 0 STATE O FEDERAL ° INDEPENDENT 

17. IS A N INDEX S Y S T E M U S E D ? ( I P 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 ) 

a Y E S a N O 

10. RECOMMENDED RETENTION 

Retain as long as in force and subsequently 
needed within City Office/ thereafter 
transfer to low access storage location. 

19. NAME A N D T I T L E O F P R E P A R E R 

Carol L. Jacobs, City Clerk 

20. TELEPHONE NUMBER 

(410) 289-8221 ext.. 230 

21. DATE 

0/(7(13 

DCS 580-4 (REVISED 2/07) 
Fig. 7 



INSTRUCT IONS--TYPE O R P R I N T A 

SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION'SCHEDULE 

1 (DOS SBO-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS--TYPE O R P R I N T A 

SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION'SCHEDULE 

1 (DOS SBO-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 20794 PAGE, lb OF ih 

1. DEPARTMENT/AGENCY 

MAYOR AND COUNCIL OF O.C. 
2. DIVISION S. UNIT 

DEFINITION-RECORD SERIES-* m O V P ° r latLATBD RECORDS NORMALLY PI LCD AND USED A* A UNIT FOR 
REFERENCE AW WBLL AW RETENTION AND DISPOSITION P U R P O S E S 

4. RECORD SERIES TITLE 

GENERAL GOVERNMENT 
B. EARLIEST YEAR/LATEST YEAR 

TO 

• . RECORD SERIES DESCRIPTION ("",*FL-T O B W C R I B S TKK T Y P E S O P I N P O R M A T I O N / D O C U M K N T S / P O R M S P O U N D 
'IN THE SERIES. I N C L U D E TKK P U R P O S E O R F U N C T I O N O F T N K S E R I E S ) 

Item: 16 Contracts, Leases and Franchise Agreements Expired 

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME 
• LETTER SIZE • MICROFILM 
>S LEGAL SIZE • COMPUTER TAPE 
O BOUND BOOK • FLOPPY DISK 

XB ALPHABETICAL 
a NUMERICAL 
D CHRONOLOGICAL 

N U M B E R 

O FILE DRAWER(S) 
O MICROFILM REEL(S) 
• COMPUTER TAPE(S) 
O OTHER(SPECIFY) 

° AUDIO TAPE • VIDEO TAPE • GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
O OTHER(SPECIFY) O OTHER(SPECIFY) • FILE DRAWER(S) 

O MICROFILM REEL(S) 
ROswflKSrtr D COMPUTER TAPE(S) 

D onmrR(KPrciFY) 
D COMPUTER TAPE(S) 
D onmrR(KPrciFY) 

It. FILE IS USED 
O DAILY O WEEKLY • MONTHLY 

1* • FILE BECOMES INACTIVE AFTER 
a MONTH(S) • YEAR(S) 

•12. CURRENT LOCATION(S) (BLDO. .FLOOR.ROOM) 

City Hall, 301 Baltimore Ave., Ocean City 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlP Y E S , S P E C I F Y A O K N C V O R O F F I C E ) 
a YES • NO 

IB. ACCESS RESTRICTIONS • YES • NO 
( I P Y E S . C I T E L A W ( S ) * R E G U L A T I O N ! s) 

10. AUDIT REQUIREMENTS 

O NONE O STATE • FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDf (IF YEW.EXPLAIN 
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 

Q YES O NO 

18. RECOMMENDED RETENTION 

File in low access storage location. Review 
expired records periodically and destroy 
when no longer needed. 

19. NAME AND TITLE OF PREPARER 

Carol L. Jacobs, City Clerk 

20. TELEPHONE NUMBER 

(410) 289-8221 ext. 230 

21. DATE 

<>tn/92> 

DCS B80-4 (REVISED 2/87) 
Fig. 7 



> NSTRUCT I QMS - - TYPE O R PRINT A 
SEPARATE FORM F O R E A C H N E W O R 
RE V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DCS 580-1 ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S MANAGEMENT DIVISION 

7X78 WATERLOO R O A D 
P.O. B O X 278 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE / 7 OF / & 

I. DEPARTMENT/AGENCY 

MAYOR & COUNCIL OF O.C. 
2. DIVISION U N I T 

DEFINITION •RECORD SERIES- O F R K L A T B O R E C O R D S N O R M A L L Y PI L C D A N D U S E D AB A UNIT FOR 
AW W E L L AW 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 B E B 

4. RECORD SERIES TITLE 
GENERAL GOVERNMENT 

8. EA R L I E S T Y E A R / L A T E S T YEAR 
T O 

8. RECORD SERIES DESCRIPTION ( m l K | r L V D E S C R I B E T H E T Y P E S O F INF 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. INCLUDE T H E P U R P O S E O R FUNCTION O F T H E S E R I E S ) 

Item 17. Vehicle Titles of Town of Ocean City Owned Vehicles 

7. RECORD SERIES FORMAT(S) 
O LETTER SIZE ° MICROFILM 

>6< LEGAL SIZE • COMPUTER TAPE 
O BOUND BOOK ° FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
a OTMER(SPECIFY) 

0. RECORD SERIES SEQUENCE 
0 ALPHABETICAL 

XB NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
• OTHER(SPECIFY) 

VOLUME 

fiGBSBIP 

O FILE D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E ( S ) 
O O T H E R ( S P E C I F Y ) 

10. ANNUAL ACCUMULATION 
• FILE D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

N U U B C T O C O M P U T E R T A P E ( S ) 
• O orrME»(fiPrcMPY) 

1 1 ' FILE IS U S E D 
O D A I L Y O WEEKLY • MONTHLY 

f 
• 18. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM) 

--City Hall, 301 Baltimore Ave.. O . C . MP 

'** FILE B E C O M E S INACTIVE A F T E R 
• MONTH(S) O YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF Y E S , S P E C I F Y AOT.NCY O R O F F I C E ) 
a Y E S • N O 

18. A C C E S S R E S T R I C T I O N S • Y E S • N O 
(IF Y E S , C I T E LAW(s) * REOULATI O N ( B ) 

16. A U D I T R E Q U I R E M E N T S 

• N O N E O S T A T E O FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDf (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 

O YES • NO 

16. RECOMMENDED RETENTION 
Retain title copy 3 years after vehicle has 
been sold. 

IB. NAME A N D T I T L E O F P R E P A R E R 

Carol L. Jacobs, City Clerk 

20. TELEPHONE NUMBER 

(410) 289-8221 ext. 230 

21 . D A T E 

D C S 880-4 (REVISED 2/07) 
Fig. 7 



INSTRUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 980-1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7*78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE. < 8 OF {Pi 

I. DEPARTMENT/AGENCY 
MAYOR AND COUNCIL OF O.C. 

2. DIVISION S. UNIT 

DEFINITION-RECORD SERIES-A OJKMJP O P R K L A T W O M C C O R D S N O R M A L L Y P I L E D A N D U S K D A S A UNIT FOR 
AW W K L L AW 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 S 

4. RECORD SERIES TITLE 
GENERAL GOVERNMENT 

EARLIEST YEAR/LATEST YEAR 
TO 

0. RECORD SERIES DESCRIPTION {'mWlmV D E S C R I B E T H E T Y P E S OF" IN 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. INCLUDE T H E P U R P O S E O R FUNCTION O F T H E S E R I E S J 

Item 18. General Correspondence Files - Screen periodically, separating permanent and 
non-permanent records. 

7. RECORD SERIES PORMAT(S) 
O LETTER 8IZE • MICROFILM 
flXLEGAL SIZE • COMPUTER TAPE 
° BOUND BOOK O FLOPPY DISK 
a AUDIO TAPE • VIDEO TAPE 
O OTHER(SPECIFY) 

S. RECORD SERIES SEQUENCE 
>CX ALPHABETICAL 
O NUMERICAL 
O CHRONOLOGICAL 
B GEOGRAPHICAL 
• OTHER(SPECIFY) 

9. VOLUME 

NUMBER: 

• FILE DRAWER(S) 
• MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
O OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
• F I L E D R A W E R ! 3 ) 
• M I C R O F I L M R E E L ( S ) 

RTJimnr ° C O M P U T E R T A P E J S J 
• O nfrmrplKPrnrYl •X-

II. FILE IS USED 
O DAILY ° WEEKLY O MONTHLY | 

• 18. CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM) 

City Hall, 301 Baltimore Ave. O.C, MD 

12. FILE BECOMES INACTIVE AFTER 
O M O N T H ( S ) ° Y E A R ( S ) 

14. IS RECORD SERIES DUPLICATED ELSEWHEREf 
(IP Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
O YES • NO 

18. ACCESS RESTRICTIONS • YES • NO 
(IF YES, CITE LAW(S) * REGULATION! s) 

16. AUDIT REQUIREMENTS 

O NONE B STATE ° FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IP 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 / 

O YES NO 

IS. RECOMMENDED RETENTION 
A.Permanent. Retain paper documents in office 

3 years following creation and then micro
film. Upon validation of microfilm, such 
film becomes the record copy and applicable 
paper documents may be destroyed. 
B. Non permanent-retained 3 years then destrdr 

19. NAME AND TITLE OF PREPARER 

Carol L. Jacobs, City Clerk 

20. TELEPHONE NUMBER 

(410) 289-8221 ext. 230 

21 . D A T E 

0>fi7 /f3 
DCS 880-4 (REVISED 2/07) 

Fig. 7 


