
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. 

Page 1 of 4 

Agency 
Hagerstown 

Division/Unit 
Utilities/Water 

Item No Description 

Engineering drawings for as-built water lines, boundary 
surveys, fire protection details, road construction plans, sewer 
collection system, watershed plans 

Vehicle records/equipment 
-contains but not limited to: insuring and licensing of motor 
vehicles, registration 9copy) invoice, specifications, manual, 
report of delivery 

Accounting reports: variance reports, misc. accounting reports, 
budget worksheets, invoices 

Work cards: employee number, name, new work/maintenance, 
total hours, date, part number, quantity, location 

Payroll reports: time card edit reports 

Edgemont Dam files: permits, application for payments, safety 
improvements progress meetings, drawings 

Retention 

1 Permanent. Transfer 
periodically to the Maryland 
State Archives 

Destroy material having no 
further Administrative or 
Operational value. 

Destroy material having no 
further Administrative or 
Operational value. 

Retain for three (3) years, then 
destroy. 

Destroy material having no 
further Administrative or 
Operational value. 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Approved by Department, Agency or Division Representative 

Date 

Signature 

Type Name GeorgiAnn N. Breichner 

Title C i t y C l e r k 

Schedule Authorized by State Archivist 

Date DEC 3 1999 

Signature 
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Item No Description Retention 

7 Washington County files 
-contains but not limited to: district court suits filed, utility 
installation permits, Washington County planning comm. 

Destroy material having no 
further Legal, Administrative, 
Fiscal or Operational value. 

8 General alpha file 
-contains but not limited to: affirmative action, airport, EPA 
regulations, brochures, C.I. programs, claims, health issues, 
local climatological data, fees and service charge, booster 
stations and tanks 

Destroy material having no 
further Legal, Administrative, 
Fiscal or Operational value. 

9 Project files 
-contains but not limited to: drawings, water construction 
permits, applications, correspondence, drawing review, 
instruction to bidders, bonds, specifications 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

10 Monthly reports 
-contains but not limited to: yearly summary, monthly 
summary by plant; date, operator hours, gallons treated 

Retain for 3 years and until all 
audit requirements have been 
fulfilled, then destroy. 
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Item No Description Retention 

11 Meter record cards for each meter maintained by the city: 
location, make, size, style/model 

Retain for life of equipment, plus 
two (2) years, then destroy 

12 Planning department files 
-contains but not limited to: correspondence, site plans, annual 
reports of the planning commission 

Note: Record copies are located in the Planning Department. 

Destroy material having no 
further Legal, Administrative, 
Fiscal or Operational value. 

13 State of MD files 
-contains but not limited to: certification of plant operations, 
program open space, SHA permit requests, DHMH 
monitoring, MOSH citations, SHA traffic control 

Destroy material having no 
further Legal, Administrative, 
Fiscal or Operational value. 

14 Fire hydrant inspection: hydrant number, location, make, date, 
leaks, results of flushing, date repairs made 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 
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Item No Description Retention 

15 Weekly/monthly reports to the city administrator: water dept 
activities for the week, projects completed, problems corrected, 
handwritten notes; monthly reports: recap of weekly reports, 
various services performed by the dept for the month 

Destroy material having no 
further Legal, Administrative, 
Fiscal or Operational value. 



























Retain for 3 years and until all audit requirements 
have been fulfilled, then destroy. 








