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Agency 
Hagerstown 

Division/Unit 
Utilities/Lights 

Item No Description Retention 

Transformer CDs: transformer number, make, style, location, 
date installed 

Electric meter cards: meter inventory cards - meter, purchase 
date, type 

Pole cards listing location of electrical poles 

Correspondence/general files 
-contains but not limited to: correspondence, safety reports, 
testing work order forms, drawings, substation reports, CDL 
operators, CIP files, newspaper articles, cable legislation, anti­
trust settlements, newsletters 

Finance records 
-contains but not limited to: petty cash reports, retail sales tax, 
billing and project summary, warrants, overtime reports, 
Potomac Edison bills 

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

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

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

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. 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

Approved by Department, Agency or Division Representative 

Date 

Signature 

Type Name GeorgiAnn N. Breichner 

T i t | e City Clerk 

Schedule Authorized by State Archivist 

1PEC 3 WW 
Date 

Signature 
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Item No Description Retention 

6 MD Public service comm.: various reports, comments, staff 
recommendations, investigations 

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

7 Weekly hour analysis - computer generated: payroll hours 
report, lists - sick, vacation, holiday 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

8 Correspondence files: correspondence sent by the department, 
log sheets in front of each book 

Retain for two (2) years, then 
destroy. 

9 Purchase order logs, purchase order copies Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

10 Personnel folders 
-contains but not limited to: attendance record, certificates, 
absentee report, correspondence, request for leave, medical 
invoices 

Retain for three (3) years after 
termination, then destroy. 

11 Administrative files 
-contains but not limited to: purchase contract data, 
correspondence, purchase list by vendor, power outages, staff 
notes, staff meeting minutes, procedures, drawings, bid lists, 
insurance carrier, scrap sales, city safety committee 

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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RECORDS RETENTION AND DISPOSAL SCHEDULE 
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Item No Description Retention 

12 Annual reports from various government agencies, DOE, 
public service commission, hazardous waste reports, asbestos, 
chemical inventory records, EPA reports, PCB inspection logs, 
PCB storage area 

Retain until updated or 
superseded, then destroy. 

13 Personnel job descriptions/open job notices, testing forms, 
retirement information, performance evaluations, union 
grievances 

Retain for three (3) years after 
termination of employee, then 
destroy. 

14 City department files 
-contains but not limited to: board of utilities meeting minutes, 
files containing information re: city departments, 
correspondence, weekly status reports, planning commission 
minutes, drawings 

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. 

15 Electric meter cut-in cards: owner, location, 
installation/repairs, installed by, inspector name 

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

16 • Weekly/monthly street light reports: street lights replaced, new 
installations, project activity, after hours callouts 

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

17 Substation plant files 
-contains but not limited to: drawings, maintenance books, 
invoices, reference material, specifications, standards 

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. 

18 Computer printouts: meter listing by address, meter demand 
history 

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



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. /rf.3 
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Item No Description Retention 

19 Service 
-contains but not limited to: service agreements, drawings, 
handwritten notes, inspection tickets, work authorization 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

20 Lines 
-contains but not limited to: drawings, photos, P.O. (copies), 
transformer tests reports, inventory reports, handwritten notes 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

21 Drawings/plats 
-contains but not limited to: substation drawings, easements, 
parking garage, lines, tax maps, customer service prints, 
facilities, lighting 

Retain until updated or 
superseded, then destroy 











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





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





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























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



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






