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FORM HR-RM 1 REQUEST FOR RECORDS RETENTION SCHELJLE N7
(11-1-86) To be Submitted to the Records Management Division }-13

Hall of Records . . PAGE
Commission Hall of Records Commission NO. 3

2. Division or Bureau of Requesting Agency
Clerk and Secretary -

t Requesting Agency

CITY OF CUMBERLAND, City Council

3. Authorization Réquested_ (Check only one of the squares below).

Establish retention schedule for re- Microfilm and destroy originals.
Originals if not microfilmed would be

Dispose of present occumulohon No . ¢ h or 1
odd?:onal poccumulohon is antici- cords for which there is a continuing
ted. Records have ceased to have volue' . accumulation. The records wiill cease to retained for the period of time indicoted.
:)o eorront retention. S "have ‘volue to warrant their retention after :
o w ST e the period of time indicoted.
4 - 5. Descrlptlon of Records 6. Recommendation
) Describe records accurately. Include title, form number, size of documents, of Hall of Records
and Board of Public

ftem " work or activity to which the records relate, inclusive dates, ond quontlty :
No. (cubic or linear feet). Show’ reLommended retenhon period. Works.

1 MIDNUTES OF -‘PROCE ED.LJGS OF "IE CITY COUN CIL

Sizet 12“ x ].3" x 2"

Datess 1374 a-e .

Quantitys 30 volumesd

File Arrengement: Chronological

Index1 Alphabeti.cal by by name or subjact in each volume

The Minutes of the Proceedinrs of the City Council contain a
summary of e2ll business trensacted by the Council relating to the
government of the &itv -of Cumberland. Ordinances, Resolutions, and
. Charter “mendments are noted by title or subject in the lMinutes books
and are carried in full in separate record series (Items 2, 3 and &4
of this schedule.) Orders are also filed separately (Ttem 3.) :

NOISSINW0I SG¥093Y 40 TIVH
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RECOMMENDATION ‘C.‘,TAIN PEM‘LANTNTLY

2 ORDINANCE BOOKS

Size: 12"x 18" x 2

Dates: 1898 L .

Quantity: 9 volumes, 3 file drawers (original)
file Arrangement: Chronological by Ordinance Number
Index: A.lphabetical tab index to name or subject

Since 1898 the QOrdinences enacted by the City Council for the
government of the City of Cumberland have been separately bound for

convenience of reference .

Thres fila dravers contain the original ordinahces, vhich have
been transerited in the Urdinance Books.
RECOMMENDATION: RETATN PERUANENTLY,

’Wiwsion or Bureau Representative
MM@Q@% e, | 6 ~//-&3
7 i %—V Date

Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Records Commission. Public Works,

‘/1,4#‘) 3”43 hn.&w gw/ o Ws%lb/ﬁ&

Archivist Date

Signature
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. | : SCHEDULE
FORM HA FM 1A REQUEST FOR RECORDS RETENTION SChEDULE No. 1:=18
Hall of Records (Continuation Sheet) PAGE
Commission NO.

5. Description of Records 6. Recommendation
Q Describe records accurately. Include title, form number, size of documents, of Hall of Records
m work or activity to which the records relate, inclusive dates, and quantity and Board of Public

No {cubic or linear feet). Show recommended retention period.

Works.
OADERS AND RESOLUTIONS OF THE CITY COUMNCIL

Sizes 12" x 18" x 21
Datest 1910 v=ww

Quantity: 7 voluzes (Orders), 4 file drawers contain original
orders end resolutions
File Arrancementt Chronological

Indext Alphabetical tab indsx to name or subject

3

Orders passed by the City Council are bound separately for con-
venience of reference, The Orders cover principaily routine finan-
ciel epprovaels of payments, salary changes and rates of pay, transfers
of funds, insolvencies allowed, the approval of reports, and the carg

of elleys and streets, Resolutions are not bound ssperately but are
filed separately as original papers.

403U 40 1V
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There aere three file drawers of original orders, and one drawer
of resolutions. '

NOISSINIET SC

RECG{AsNDATIONs RETAIN PERMANENTLY.
L CHARTSR AENDVENTS

’ Sizes 93" x 143® x 2n . -

Datest 1955 wee . ; - )
Quantity: 1 volume . .
File Arrangements Chronological
Indexs Alphabetical tab index to subject

#merdments to the City Charter are bound separately for cone
venience of reference.

RECQRMENDATICHS RITATN PERVANSHTLY,

MINUTES OF Tili PROCEEDINGS OF THE CIVIL SERVICE CQEIISSIQ
Sizes 123" x 43" x 20

Datest 1918 wws

Quantityt &4 volumes

File Arrengementt Chronological

All employees of tho City Govermment are under City Civil Ser-
vice wlth the excoptlon of the City Solicitor and the Health Officer
who are appointed by the Council. The Civil Service Commission is

composed of three membsrs appointed by the lMayor and City Council
for a term of six years, )

The Minutes of Proceedings include the action of the Commission
on the following personnel matterss-

Appeals and Withdrawzals

Pxsminations
Applications Interviews
Appointments Job Classifications
Eligibility

New Positions

(continued)
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F'ORM HR.-RM 1A SCHEDULE

" NP " ReQUEST FOR RECORDS RETENTION SCheDULE

NO: 15,18
Hall of Records (Continuation Sheet) PAGE
Commission . NO. 3
5. Description of Records 6. Recommendation
q~ Describe records accurately. Include title, form number, size of documents, of Hall of Records
tem work or octivity to which the records relate, inclusive dates, and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention peériod. Works.
Probation . Requests for Leave
Promotions Requests for Personnol
Ratings Retirement r‘
Recommendations to the Mayor Salary Changes
and Council Specifications for Positions
Reinstatements Suspensions

RECOMMENDATION: RL-TAIN PERMANENTLY,

6 MINUTES OF THE PROCEEDINGS OF THE EVITTS CREEK HATER CGPANY

Sizes 9% x 145" x 2

Datest 1910 wew. = .
Quantity: 2 volumes

File Arrangementt Chronological

The Evitts Creek VWater Company (formerly the Water Supply
Advisory Committee) is composed of the Mayor; ths Water Commissioner
and a resident of the Commonwealth of Pennsylvania, all of whom are
stockholders, The legal representative is a resident of Pennsylvania. '
as the source of Evitts Creek is located in that state.

4
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The liinutes of the Proceedings cover all business transacted by
. the Company relating to the water supply for the City of Cumberland

end to the issuance of bonds for watsr projects and construction and
operation of the water supply,

RECG44ENDATION: RETAIN PERMANENTLY.

7 HMONTHLY AND ANNJAL REPORTS TO THE -CITY COUNCIL

Sizes Folded papers

Datest 1902 wwa:

Quantityt 12 documsnt files, 2 file drawars, 28 transfiles
File Arrangementt Alphabetically by source of report
Audit: Annual outside audit

Reports are received‘monthly andfor annually from the following
city divisions and agenciesi-

City Auditor

City Clerk

City Comptroller

City Engineer

City Police

. Chief of Police

fity Tax Collector

Commissloner of Flnance and Revenue

Commissioner of Streets and Public Property

Commissioner of Water and Electrie Iight
Commissions (City Council)

. Cumberland Muniecipal. Airport

Communications (other than officlal reports)
Bvitts Creek Vtater Company

Fire Department
Rumane Officer

Incinerator (eontinuad)




FORM

kg

- S~
HR-RM 1A ’

4 o SCHEDULE
4 HA-R REQUEST FOR RECORDS RETENTION SCHEDULE o 1418
Holl of Records ' {Continuation Sheet) PAGE
Commission . . NO. i
5. Description of Records

.?tem

No.

Describe records accurately. Include title, form number, size of documents,
work ot activity to which the records relote, inclusive dotes ond quonhfy
{cubic or linear feet). Show reeommended retention périod.

6. Recommendation
of Hall of Records
and Board of Public
Works.

- CIVIL SERVICE FILES

Meter Inspector
Smoke Abatement
Watchman - Warehouse
Water Operating -~
‘eigh‘l‘master o . .
RECOMMENDATTON§ R‘L»TAIN FOR THREE YEARS OR UNTIL AUDITED WHICHEVER
e : : IS IATLR, THEN DFSTROY, - .

IEGAL FIIE

Sizes Folded papers :

.Datest 1922 wwe - 1

Quantitys 9 document files

File Arrangementz Alphabetical by subject

The I.egal File contains papers under the following subjectss-
Bids
Contracts
_ Deeds of Fasement -
Deeds in Fee Simple -

Releases
Resurfacing Liens
Set-:er and Paving Liens

' Idens are obtained against individual propert.y for the amount
of the assessment for improvements. 7The liens are 11‘sted‘:in the
‘office of the Tax Collector and in the Comptroller's office end are

rocorded in the office of the Clerk of the Circu:.t Coqrt for Alle-
.gany County. - = -

The original liens, with supporting papers, are ‘filed in the City
Clerk's office and havve reference value over a long period of time
in planning improvement projects.

RECQMENDATION: RETAIN PERMANENTLY,

Sizes . legal size
Quantity: 16 file drawers

File Arrangement: 1. Alphabetical by neme under each departznenb

o 2. by subject

Index: S5"x8% card index by name of employee. givmg sumnary of
employment history

All employees of the City Government are under City Civil Servife
except the City Solicitor and the Health Officer, who are appointed
by the Mayor and City Councll for terms of four years by each new

Council, The Civil Service Files are composed of two principal seci
tions, (A) Personnel, and (B) Generalte

A) Personnel - These folders are filad alphabetically under the
departnent or divisian to vhich the employee is assignedte
Airport '

: , Hoalth Dopartment
“onstitution Park Recreation Dopartment

Ek),,i.neex"l.ug° artment Police Department

Fire Depar Street and Sewer Department

General Bmployees

Sewage Treatment Plant

NOIS )b 00 $QU003Y 40 TIvH
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FOMM HA.RM 1A

. SCHEDULE
(8.60) ReQUEST FOR RECORDS RETENTION SCHEDULE NOo. V=18
Hall of Racords (Continuation Sheat) PAGE
Commission NO. 5
5. Description of Records 6. Recommendation
‘?* Describe records accurately, Include title, form number, size of documents, of Hall of Records
em

work or activity to which the records relate, Inclusive dates, and quantity

and Board of Public

No. (cuble or linear feet). Show recommended retention pérlod. Works.
9 (cont.) Each Personnel folder contains all or some of the following
papersie S S , ..
Application . . . .. . Civil Service Established Posi-
Medical History '~ ' o tion Record’ . ’
Llf:t{cﬁ‘ dgamg)nun%gig%gns not ' Record of Fmployment

10

s Position Descriptions: .
gzxgtéai.ogi‘ijs.ciengy .;jajt:fng forms . Cortification of Ober Oaf.h .

SRS : General correspondence
Cigioigmce History and Pay_r.olll. Inter-offico Memoranda .

There is an inactive section of the Personnel File for employeels '

resigned, discharged, furloughed, deceased, pensioned, and not cex
tified. B . : R . N

B) General < This portion of the Civil Service File contains
material under the following headings:- o

Applications Rulings Pending Examinations
Appointments - Hearings Merit Pay Plan
Completed Exams  Examination Notices Job Classifications
Correspondence Examination Results Test Materials :
Reports Meoting folders O0ld Applications
o . ‘ Rules ' T

Materiel filed in the Personnel section of the Civil Service File
is subject to recoomendations A and B below, Al other files are
subject to recommendation C, ‘

ALl material having continuing legal or administrative value to

tho operation of the office should be retained until such value ceases.

Printed and mimeographed material as well as duplicate copies of
papers found in the files are considered nonrecord within the moaning
of the statute governing nanrecord material (Ann. Code of Haryland,
1957 Edition as amended, Art. ¥1, Sec., 179,).and may be destroyed as
soon as no longer needed by the office. .

RECQMENDATIONs ' A) RETAIN PERSONNEL FOLDERS FOR SIX YEARS AFIER K-
. TIREMENT, RESIGNATION, OR TERMINATION OF SERVICE,
THEN DESTROY, ,

B) RETAIN FOLDERS FOR RETIRED POLICE RECEIVING PEN
SIONS FOR THREE YEARS AFTER IAST PENSIQH PAYMENT IS

HMADE TO THE RETIRED EMPLOYEE OR HIS BENEFICIARY,
THEN DESTROY.

c) RETAIN FOR THREE YEARS, THEN IESTROY,

GENERAL FIIE

Size: Legal size

Datest 1950 we=

Quantity: 13 file drawers

File Arrangement: Alphabetically by subject

The General File contains correspondence, reports and p?pers. )
- -. (continued
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FORM HR-RM 1A

SCHEDULE

(8-60) R.QUEST FOR RECORDS RETENTION SCheDULE NO. yr 98
Hall of Records - (Continuation Sheet) PAGE
Commission NO.
5. Description of Records 6. Recommendation
.? Describe records accurately. Include title, form number, size of documents of Hall of Records
tem

No.

work or activity to which the records’ relate, inclusive dates, and quantity
(cubic or linear feet) Show recommended retention périod.

and Board of Public
Works.

10 (cont.) including miscellaneous material, under the following subjects:e

dlasses of recordsi=

Accounts Receivable Fire Hydrants
Paid Heating Costs
Taps and lieters Industrial Water end Sewer
Agreements Insurance
Annexations ’ levies and Appropriations
Developers Haryland
Allegany County Commissioners State Agencies by name
port . Keters
Applications - . Employmont Non-payment shut-offs
Bid Advertisemenis & Bids Ordinances
Received . Petitions
Bidders ’ Plumbing - Remﬂ.ations
Bids ~ Police and Fire Dopertments
Budget Ratss
Charter Amendments Relocations . _ .
City Soliecitor Sevage
College ~ Conmunity Adauctments
Complaints Investigations Streets and Public Property
Dams Taps and Meters
Equipment tHater Departnent

Evitts Creck Weter Company
Efficiency Ratings
Lmployees

Expenses

Pay Scals

Regulations

Retirement

Any of the above records having continuing legal or administrative

value to the oparation of the office should be retained until such
value ceases,

RECOi*MENDATION_: RETAIN FOR THREE YEARS, THEN DESTROY.

GENERAL ACCOUNTING RECORDS

Dates: 1950 wew

Quantity: 2 file drawers, 1 cabinet
Audits Annual outside audit

The General Accounting Records are composed of the following

Receipt Books, Recelpt Stubs, and Roceipt Copies
License coples and license stubs

Cancellsd checks and vouchers

Warrents

Check Books, Dsposit Slips and Bank Statements
lachine Tapes

Paid Bills and Invoices

Any of tho foregoing records deposited in the files of ths Clerk's

co are subject to the recommendation below.

NOISSINIOT SA¥0d3Y 40 TIVH
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(continued)




FORM

HR-RM 1A

SCHEDU

8. 60) . RoQUEST FOR RECORDS RETENTION SChEDULE NOs M= ¢
Hall of RefO"" ~  (Continuation Sheet) PAGE ¢
Commission ~ NO. ?

Q..

No.

5. Description of Records )
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
* "Works.

11 {cont.)

12

13

14

15

RECOMIMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS IATER, THER DESTROY, ..

CENERAL LICENSE BOOKS

Size: 10" x 15%" x 3%

Dates: 1935 www=. -

Quantity: 1 volume

File Arrangement: ' Chronological

Audit: Annual outside audit .

The General Iicense Book is a record of licenses issued by the
city, arranged by license number, giving the date of issue and the

the amount of the license fee and the term of the license
RECOMMENDATION: RETAIN PERMANENTLY.

FPRIVIIEGE LICENSE BOOKS

Size: 10® x 12" x 1"

Dates: 1937 —-—- .

Quantity: 2 volumes

File Arrangement: Chronological
Mdit:s Annual outside audit

The Privilege License Book contains a record of licenses issued
for operation of pinball and vending machines, giving the date of
issue and the name and address of the licensee, the license and tag

rmmbers. the typs of machine for which the license is issued, and ~
ths amount of the license fee collected,

HECQMMENDATION: PETAIN PERMANENTLY.

INSURANCE POLICIES

Size: Folded papers

Dates: 1940 ww-

Quantity: 1 file drawer

File Arrangement: Chronologicel

Insurance Policles are retained while current in an active fils
and are retired to inactive status when they have expired.

RECOMMENDATION: RETAIN EXPIRED POLICIES FOR THREE YEARS AFTER
EXPTRATICN DATE, THEN DESTROY,

REGISTER OF VOIERS

Sizes 11® x 23% x 1% books (old registration)
5% x 8% visible ecards (new registration)

Dates: 1936 w—- )

Quantity: 22 volumes (old); 200 visible card trays;
22 visible type volumes (new)

File Arrangement: Old volume series numerically by ward and pre-
cinet, then alphabetically by name; new card series
alphabetically by name; books for use in precincts ars

still arranged as in the old volume series (continued)

name and address of the licensee, the class or type of license, and .
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. PORM HR.-RM 1A

SCHEDULE
(8-60) . Rf\ EST FOR RECORDS RETENTION SCH JLE NO. M-18
Holl of Records {Continuation Sheet) PAGE
Commission NO. 8
! }

5. Description of Records

Describe records accurately. Include title, form number, size of documents,
m work or activity to which the records relcte inclusive dotes and quantity
o (cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public

Works.

In 1936, the Registers of Voters for the City of Cumberland were
destroyed in the flood. There was a re-registration in that year,
and the Registers give the precinct, ward, and address; post office
end name of the vot.er, sworn and a.ffirmed' the age, color and sex;
the term of residence if naturalized, the date of the naturalization
literacy and whether or not qualified, the date of the registration,
signature of the voter, disqualification, if any; the special, primaj

of remarks for deaths and removals.

Fermanent registration was introduced in 1951, and a visible card
system replaced the volumes for office use. For use at the polls, a
new type multlple-ring binder with sheets giving the same informa-
tiorn 2 the cards and arranged by precinct and ward, then alphabeti-
cally by names of the voters, was prepared., The office cards and
poll sheets carry more information than the old records giving, in
addition to the information shown sbove, the type of living quarters
(house, apartment, floor or room), the term of residence in the pre=-
cinct, city, county and ‘state; in cases of naturalizatioch, the name
the name of the court and, 1f naturalized by virtue of father or
husband,; the name, vhere naturalized, and the con-t a personzl de=
ucﬁieatig? %;Qy }g I vhether or not challen

recording of vot f; t:.sgg ng- o
‘ reverse 'side or the card contains space for nine changes of address.

m«:ccmmmnom A) RETAIN PEFﬁIANLNTLY. o
':;".‘ " " ’B) TRANSFER ONE SET OF THE 1936 REGISTRATION BOOKS
i .| .. TO THE HALL OF RECORDS AND RETAIN THE SECOND SET

P ~ PERMANENTLY IN THE CITY HALL IN CUMBERLAND, -
16 ELECTION FILE T ‘ "

Size£ Llegal size . - '.‘.'-jf‘ o
Dates: 1918 «w-~. :

Quantitys. 2 file drawers, 2 transfiles
File jArrengements Chronological

The Election File contains correspondence, reports and general |

material relating to city elections, under the following subjects:- .

meberland Charter

_ | Continuous Registration

Electlion Supervisors and

Board of Canvassers -
Monthly Reports

Elections and Registration
General Correspondence
Iists of Registered Voters
Nomination Statements

Number of Voters by Wards & Procincts
Elections - " " .. ' Referendum
By dates of elections, " Registration
retnrns

!
Hatzrial having continuing legal or administrative value to the

operation of the office should be retained until such value ceases,
’ after] ch it may be destroyed.
RECOMMEEDATION: RETATN FOR THREE YEARS, THEN DESTROY,

and general electlons in which the voter hasast a vote, and a space'

]
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* "FORM HR-RM 1A : r\/\\_'ussr FOR RECORDS RETENTION SC(\)ULE

(8.-60)
Holl of Records . (Continuation Sheet)
Commission '

SCHEDULE
NOHM-13
PA

NO.

. 5. Description of Records
. Describe records accurately. Include title, form number, size of documents,
.tem work or activity to which the records relate, inclusive dates, and quantity
No (cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public

. |Works.

17 RBECORDS H.H.T.

Sizes 12% x 16" x 3®

Datess 1916-1936

Quantity: 1 volume

Indox: Tab index Lo name and subject

This record was apparently prepared for ready reference by a for
ior Clerk and later discontinued. The volume contains a record of
greements, contracts, releases, rights of way, and orders by the
ty Council. Since it cavers a period of twonty years, this record
recormended foxr permansent releantion. - © ' '

CMENDATION: RETAIN PERMANERTLY,
18  |WATER CONSUMPTION AT LAKE GORDON
Sizes 831" x 81" x 3*

Dates: 19526-1947

Quantity: 2 volumes
File Arrangements Chronological

This is a record of daily water readings, giving daily consump-
tion in gallons for the current date and the reading for the zame
. day in the prior year. Information of the same nature is included
for Lake Koan and Fort Hill Reservoir.

RECOMMENDATICHs RETAJN PERMARSHTLY.
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