DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. /. £ /71

Page 1 of 2
Agency Division/Unit
Hagerstown Purchasing
Item No Description Retention

1 Insurance policies Retain for life of policy, plus
-contains but not limited to: various insurance policies three (3) years, then destroy
covering vehicle, equipment, police department, fire, steam
boilers

2 Material safety data sheets, technical data, correspondence Retain until updated or

superseded, then destroy

3 Bids, quotes, proposals Retain for five (5) years and
-contains but not limited to: bid packages, insurance until all audit requirements have
requirements, name and address, list of vendors receiving bid | been fulfilled, then destroy.
packages, tabulation sheet, brochures, correspondence

4 Purchase orders Retain for five (5) years and
-contains but not limited to: P.O.’s, sales order form, until all audit requirements have
requisition, picking slip, packing slip been fulfilled, then destroy.

5 Insurance - open/closed claims Retain for two (2) years after
-contains but not limited to: open claims against the city, settlement of claim, then
correspondence, check request, handwritten notes, court destroy.
memorandum and order to dismiss

6 Insurance claims against individuals Retain for two (2) years after
-contains but not limited to: correspondence, repair worksheet, | settlement of claim, then
repair invoice, judgement in default entered, certificate of destroy.
service, proof of claim, notice of order of recusal

Date
Signature
Type Nime

Title

Approved by Department, Agency or Division Representative

(M —ro- P :

GeorgiAnn N. Breichner

Date

City Clerk

Schedule Authorized by State Archivist

DEC 3 1999

Signature g\'@w{c- /"I‘aj%"‘




. DEPARTMENT OF GENERAL SERVICES Schedule No. /1%4 ?/
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) Page 2 of 2
Item No Description Retention
7 Insurance Policies — dealing with Environmental issues have a | Permanent, transfer periodically
permanent liability clause. This is per Dept. of the to the Maryland State Archives.

Environment.




NSIRUGIIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOWE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS IMVENJORY
RECOROS MANAGEMENT DIVISION

7275 WATERLOOQ ROAD

PO BOX 275 . JESSUP. MARYLAND 20794 Page o

1. DEPARTMENTIAGENCY

Hirerzsrz o)

2. DIVISION 3. _UNIT

Flrretpps v

DEFINITION - Racords Saries -

A graup of relsted records narmally filed and used as 2 unit (ot refarence as

wall as retention and disposition purposes.

4. RECOROD SERIES TITLE

s Fa0e )ﬂ / o s

§. EARLIEST YEAR / LATETEST YEAR

1 Z5 1575

EIC -

6. RECORD SERIES DESCRIPTION ( Briefly descnte the types of mlormauonld‘émemsuorms l0un$ in the Senies  Incluce the ou.pose of functicn of the Senes)
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7. RECORD SERIES FORMAT(S)
. Bler Size

C Legal Size

g Micreidm

0 Zcmputer Tzge

O @-und Book 0 Fiogpy Qisk

8. RECORD SERIES SEQUENCE 3. VOLUME
O Fie Drawer(s)

0 Microfilm Reel (sr

a/aF?T

a Alpnhateticas
umencal

G Chronolagcal Number

0 Audio Tape O Video Tace O Geograchical 10. ANNUAL ACCUMULATION

Qa File Orawer (g)
a Ctrer (Specify) a Cther {Speciiv) C Microfiim Ree! (s}
a Comecuter Tapals)

QD% D Other (Speciy)

- 2T Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Wesekly 3 Monthly a  Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg Floar, Room)

Memory /. 7/%

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specify agency or office)

a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
L les 3 No G None o Slate 0 Fegeral O Independent

17. IS AN INODEX SYSTEM USED? (f yes. exciain onefly ana

wonee any hargware/software)

‘25

18. RECOMMENDED RETENTION

Fauo For A e 2
/b/@éé /@Q/‘é F e

19. NAME ANO TITLE OF PREPARER

7
20. TELEPHONE Nuussg/ 21. DATE

CiS 550.4 Jessed 1931




SCHEOULE (0GS $550-1)

INSIRUGTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTGORY

Page o

1. DEPARTMENTIAGENCY

fotaerssTmion )

2. DIVISION

/(,7//7//‘39/0 e

DEFINITION - Racords Sarlas - A geoup of related records normally filed

nd used 23 a unit for fefarence as

3. {7 i
)é;/?:é ZS, /’/0/9

wall as retention and disposition purposes.

4. RECORD SERIES TITLE

Miterviel 5/7&2/77 D

§. EARLIEST YEAR / LATETEST YEAR

ST el

6 RECORD SERIES DESCRIPTION ( Briefly descrite the types ol infarmation/documents/forms found in the Seres

Miter i [/ 52/
Tectiniernd. D

Include

D ShH
7? Cﬁr*/“’czfpauz A

ine pu.pose or functien of the Senes!

657—

7. RECORD S 5 FORMAT(S)
Leter Size o]

8. RECORD SERIES SEQUENCE
Alphatetical

9. VOLUME /
ile Drawer(s)

Micreiim a Microfilm Resl {s)
a Computer Tage (s
0 lesal Size 0 Ccmputer Tece G Numencal O Cther (Spetily)
Q Bzund Book O Floppy Disk O Cheonolog:cal Number C 1)% e ,;‘7
O Aucio Tape 0 Video Tace 0 Geograchiczl 10. ANNUAL ACCUMULATION
O File Orawer (<)
a Ctrer (Specify} O Cther (Speciv) O Microfilm Res! (s}
O Comcuter Tage(s)
D Other (Speciy)
e Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly O Weekly 3 Monthly a  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Eloor, Room} : 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
JeEppers 5Lt r—Fr7
/ ’ QO Yes a No
15. ACCESS RESTRICTIONS (if yes. cite law(s} & reguiation(s) 16. AUOIT REQUIREMENTS
U es 3 Wo C None o Slate 0 Fegeral G Independent

17. IS AH INDEX SYSTEM USED? (If yes, axciain ufl“’lv and

wsesce any hargware/software)

v ‘es

e

RECOMMENDED RETENTION X@%z/y MWA) W&Z
o SiE r ez | T e A

/

&

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

Ce3S $50-4 Jenseq 493




INSIRUGTIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOR0DS RETENTION
SCHEQULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7215 WATERLQOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page of

{. OGPARTMENTIAGENCY

2157 Bun/

2. DIVISION

% N /&

3. UNIT

A//'déis//yé

DEFINITION . Records Series - A group of related records normally ﬁled and used as a unit for referenca as

wall as retention and dlsposltion purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

/995 Cier7ens]

Bids, Quores; Prbppsﬁ/ s

6. RECORD SERIES DESCRIPTION { Bnefly descrte the types of intormalion!documems;lorms found in the Seres

Cotzy s, .é//f NS L jeiiT=d
/Mﬁé//zwce mem'e/aT‘

LisT Drs FeEtes i >x0

mu/ﬁﬁ; W shee] [ Brackr
Corv&sppurd ex0c = -7,

Include

T B

4
ihe puipose of

ycncn of the 5:”8

WMed/

Bid.s.
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8. RECORD SERIES SECUENCE

7. RECORD SERIES FORMAT(S)
~ier Size

0 Lezal Size

g Micreilm O Alpnatetict

a Ccmputer Tzce umernical

O Bzund Book a Flogpy Cisk O Chionoleg:cal

9. VOLUME /
e Qrawer(s)

a Microfilm Reel (s)

O Computer Tace {s: :
/ i f o Ctner (Spezily)

Number c% P H;__

QO Auco Tape QO Video Tace T Ceograohical

a Ctrer (Speciy) a Cther (Speciivy

Bid Nb.

10. ANNUAL ACCUMULATION
a File Drawer ()
o Microfilm Res! (s}
O Comcuter Tape!s)
Q Other (Specily)

Number

12. FILE BECOMES INACTIVE AFTER

11. FILE IS USED
Daily O Weekly

3 Monthly o)

" Number

Month{s)

o Year(s)

13. CURRENT LOCATION(S) (Bidg.. Floor Room)

Merit2ri sl /77 i

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. spezily agency or office)

CS 504 Tepseq 14931

a  Yes 0O No

15. ACCZSS RESTRICTIONS (If yes. cile law{s) & requiation(s) 16. AUDIT REQUIREMENTS

L Yes o WNo a None a Slate a Fegertal O Independent
17. IS AN INDEX SYSTEM USED? if yes. exciain cneily and 18. RECOMMENDED RETENTION

wesge any hargware/saitware) ’

- T Retain for{;e‘ars and until all audit requirements
have been fulfilled, then destroy.

19. NAME ANOD TITLE OF PREPARER :

et e et
et reeerrmaned
f——————




(NSJRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WiTH RECORDS RETENTION
SCHEDULE [DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 . JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJCRY

Page : ot

1. DEPARTMENTIAGENCY

2. DIVISION

4///‘///()/6}/%&&

3. UNIT

B rrloizs /o

,/7{/,?46/37%}»()/\/

DEFINITION - Rocords Series - A group of related records normally filed and uud 23 a unit for reference as well as retention and dispasition purposes. !

4. RECORD SERIES TITLE

brrehzse Lrders

5. EARLIEST YEAR / LATETEST YEAR l

prie— 5 r-/o// .

frrcid 12 5///0/

6. RECORO SERIES DESCRIPTION ( Bnefly descrite the lypes of information/documents/forms found in the Senes

CONFPINS, bte7T A7 2ot 1t/ T= 7“ P S e SBES
1=/ 7oK F a/oy//u 2 5 S/7J05 y

Y/

-
Include ihe putpase or {unclien of the Sertes)

7. RECORD SERIES FORMAT(S)
oter Size a Micretilm

QO tegal Size o Ccmputer Tece
Q Beund Book a Floppy Disk
a Auco Tape O Video Tace

0O Ctrer (Specily)

8. RECORD SER!

Alphateticat

Numercal

8]

0

Chronolog:cal

o]

Geographica

QO Cther (Speciiv)

9. VOLUME
D’m(s)

0 Microfilm Reel (51
a Computer Tace js:

SD o Cthet (Spezily)
Number g[/, /— 7.,.

10. ANNUAL ACCUMULATION
O File Drawer (<)
a Microfilm Ree! (s}
a Comguter Tape!s)
0O Other (Specidy)

Number

11. FILE IS USED
Daily G Weekly 2  Monthly

12. FILE BECOMES (NACTIVE AFTER

s]
Number

Month(s) O Yezr(s)

13. CURRENT LOCATION(S) (Bldg Floar, Room)

MEOr/ 5/, A W/DF/‘

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specly agency or office)

a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 reguiation(s) 16. AUDIT REQUIREMENTS
o Yes 3 e a  None a Slate a Fegeral O {ndependent

17. IS AN INDEX SYSTEM USED? (I yes. exciain cneily and
wns0e any hargware/software) ’

‘2§ =T

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

C1S $50-4 Fupsag 1/93)

.

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




(MS[RUCIIONS ~ I'YPE OR PRINT A SEPARATE FQRM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORODS IMVENJGRY
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCUEQULE (OGS 350-1) 1215 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794 Page . oll
1. QEPARTMENT/IAGENC 2. DIVISION 3. uNIT A

£EL 4
/oennmou Records Sertes - urposes.

4. RECORD SERIES TITLE A/S////-Zﬁ& ﬁ ‘5. EARLIEST YTEOARILATETEST YEAR ‘ |
Lol lhziers /fzﬁ/dﬁ/ A ClaTen,

6. RECORD SERIES DESCRIPTION ( Brefly descnte :ne tyces of m{ormauo/:!ocumenls:(orms found 1n the Sertes Includa {he purpose or functicn of the Series;

Conyames, T A2 L pnied 72 SP R
Clp s /?//MT’/% (i —Coriesenbre

Checit. RéguwesT— 4 f77me0 s 5725 —
COU 1T Me ypprzwid iz v Probe~To J/é%ﬂss
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1. VK{FORMAT(S) LR RECOWéRIES SEQUENCE 9. VOLUME /
File Qrawer(s)
Luter Size Q Mecrciilm Q Alpnatetic a ‘crofilm Reel (s ’
/ a Camputer Tace is!
O Legat Size g Ccmputer Tzce umertcal O Ctner (Specily)

Q 82und Book a Floppy Oisk a Chronolog:cal Number 6” v F’-

A group of related records normally filed and used 23 2 unit for refarence as well as retention and disposiion

0 Auwcio Tape G Video Tace O Ceograchicar 10. ANNUAL ACCUMULATION
. - Q File Drawer (s)
o Clrer (Specdy) a Cther {Specjiv} o Mcrofilm Ree (s}
G Comcuter Taoe!s)
D % C / }97/ d O Other (Specty)
e Nymber
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
n/ﬂally/ QO  Weekly g Monthly i a  Month(s) a  Year(s)
Number )
13. CURRENT LOCATION(S) (Bldg., Floor Rocm) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or olfice)

M&Mﬁ/’%&é. 7 / o Yes a No

15. ACCESS RESTRICTIONS (If yes. cite aw(s} % requiation(s) 16. AUDIT REQUIREMEHNTS

L Yes S No Q@ None o Slae O Fegeral Q  Independent

17. 1S AN INDEX SYSTEM USED? (If yes. excan oriefly and | 18. RECOMMENDED RETENTION K@f;ﬂ/l) Va 2/ S

wmte any hargware/soliware) é @W— P F %—A@
C//?/m S Hen’ 4ES577 I

19. NANE AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2

- o

. DATE

063§ $50-4 Tensea 1/931




INSTRUGIIQNS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORDO SERIES FORWARD WITH RECOROS RETENTION
‘SCNEDULE [0GS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72715 WATERLQO ROAQ
PO BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

‘Page of

1. DEPARTMENT/AGENCY

e %,

2. DIVISION 1. UNIT

[ 4
AEFINITION - Recards Serles - A group of related records normaily filed and used 2s a unit for refarance as

Hurzfazzsi oz

wall as retention and dispasition purposes.

4. RECORD SERIES TITLE

&/&//hﬁ

J B 2/00 € .
o7 il

5. EARLIEST YEAR / LATETEST YEAR

P it (18R]

6. RECORD SERIES DESCRIPTION ( Bnefly descrite lrp;ly

Keprir hor X

ces of inf alioq/documemsuorms found In the Senes Include ihe pu-'p?ase or functicn of the Senes)
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8. RECORD SERIES SEQUENCE

9. VOLUME /
File Qrawer(s)

Lacter Size o Mictelm Qa Alpnateticat a Micrafidm Reel (51
/ O Computer Tace is!
0 lesat Size o Ccmputer Tzce = Numencal a Cwer(Spezify} ___
a B-und Book G Floppy Qisk Q Chranolog:cal Numbet é[’/ 7 / :; -
Q Awio Tape @ ‘ideo Tace O Geograchical 10. ANNUAL ACCUMULATION
. Q File Qrawer (<)
O Ctrer (Specily) Q Ciher {Speciiy) O Microfilm Rest (s}
0 Comguter Tapa!s)
*2. é‘ 9//% Q Other (Specy)
o % Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly 0 Wesekly 3 Monthly O Month{s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floos. Room) .

Meptzr 2.2 /%7:

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)

O Yes a No
15. ACCZSS RESTRICTIONS (If yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes a o a None a Siale QO Fegeral G Indzpendent

17. IS AH INDEX SYSTEM USED? (f yes. exc:ain cneily ana

W oge any hargware/saftware)
?-"lo/

‘25

18. RECOMMENDED RETENTION

S

RerZo Fors 2 458

o~ S et perr e/ 5

19. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUMBER

2/_@/77,F%755/(/df57//’57‘1,

21. DATE
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