DEPARTMENT OF GENERAL SERVICES Schedule No. A 7o
RECORDS MANAGEMENT DIVISION -
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1| of 2
Agency Division/Unit
Hagerstown Admin/Public Information
Item No Description ~ Retention

| Press Releases: various city press releases; brochures Retain for one (1) year, then

destroy

2 General files Screen annually. Destroy
-contains but not limited to: book sales, annual staff reports, material having no further
grants, civil war data, city awards breakfast, police department | administrative, fiscal, legal or
public information, drawings, fundraiser information, bid operational value. Retain
specifications permanently any material that

serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

3 City held festivals Screen annually. Destroy
-contains but not limited to: Augustober fest, Blue fest; material having no further
mailings, tent rentals, material bids, correspondence, check administrative, fiscal, legal or
copies, handwritten notes, email inquiries, rental agreements, | operational value. Retain
funding permanently any material that

, serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

4 Mailings: correspondence, fliers, registration forms, brochures | Retain until updated or

superseded, then destroy
Approved by Department, Agency or Division Representat}ve Schedule Authorized by State Archivist

/=R -

Date / 7 Date IDEC 3 1999 )
Signature wa K. Fovccetloer Signature cC. Wr )
Type Name GeorgiAnn N. Breichner

Title City Clerk




DEPARTMENT OF GENERAL SERVICES Schedule No. A7, 72>
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) Page 2 of 2
Item No Description Retention
5 Check requests: copies of check requests, invoices Retain for three (3) years and

until all audit requirements have
been met, then destroy.-




(NSIRUGTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (DGS 550-1)

. DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20784

AGENCY RECORDS INVENJORY

‘Page of

1. DEPARTMENTIAGENCY

2. DIVISIpN

K22,

3. UNIT

MZ/ @4’/’2’%&/ D)l

DEFINITION - Records Series - A group of related records normally filed and used a3 a unit for refarenca as

wall as retention and dispasition purposes.

4. RECORD SERIES TITLE 70//2%5 /déﬁégj

S. EARLIEST YEAR | LATETEST YEAR

/yé,ﬁ TOM@T

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of information/documents/forms found in the Senes  Include ihe pu.'p/ose or functicn of the Sernes)

VIR ores é"/'f/ 72 e L jemsas 3 55044‘//?6 >

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME® '/
. Fide Orawer(s)
Q Lester Size a Mictcilm Q Alpnateticat a Mwcroldm Reet {si
. O Computer Tace |s!
O \egat Size Q Zcmputer Tzce G/ﬂm/ / Q Cther (Specity)
0 Beund Book G Floppy Qisk g Chronolog:cal Number //‘i// ; 7’,
O Awio Tape a Video Tace O Geograohical 10. ANNUAL ACCUMULATION
O File Orawer (<)
»G'Cfef/(Specdy) a Clher {Speciivy G Microfilm Ree! (s}
O Comguter Tape!s)
P?/Zi O Other {Specily)
el Number
11. FILE IS USED ‘ 12. FILE BECOMES INACTIVE AFTER
Dariy o Weskly a  Monthly 0 Month(s) O Yezr(s)

Number

13. CURRENT LOCATION(S), (Bldg.. Floor, Rg :
Ch bef&/ -»Xa./;f/;/\

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency or office)

o Yes g No
15, ACCESS RESTRICTIONS (If yes. cite law(s! 2 reguiation(s) 16. AUDIT REQUIREMENTS
G rles S WNo O None a Slate O Feogera O Independent

17. IS 2N INDEX SYSTEM USED? (if yes. exciam crieily and
= onte any hargwaressoftware) )

2 ‘2

18, EECOMMENDED Rs.mmorf g@?//() 7%}* //%/7

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

4

21,

DATE

C135 S804 Yepsed 1/93)




INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECOROS MANAGEMENT DIVISION
SCHEOULE (OGS 5504 7275 WATEALOO ROAD '

PO BOX 275 - JESSUP. MARYLAND 20794 Page : of
1. DEPARTMENT/IAGENCY 2. DIVISION 3. uNIT

tger =T orom L w0 Bl b

AEFINITION - Records Serles - A group of related records normally filed and used as a unit for reference as waell as retention and disposition purposes.

4, RECORD SERIES TITLE / 5. EARLIEST YEAR / LATETEST YEAR
GenwerzL /// £ ) FE3 10 CLt /75077

6. RECORD SERIES DESCRIPTION { Brefly descnte the types of information/documentsiforms found in the Series  Include the pu-p?)se or functicn-of the Seres)

CONSISTE O, b7 227 A niTed To: Borkmfes;
itz = ﬁ’,c/o?épm/?‘“ Gy ol s - Cn L
Wr—dntne &ty proonds 5@2,2//’%5/“
p///&‘ﬁ@é//’ ;Oy/ /%/’I/W/D/CD /mw/%
Frrdd Az)se—~ //%/////f—%/cﬁ/ /wﬁ%ﬁa&%

7. RECORO SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME '

/ i File Drawer(s)
A ~ier Size Q Micrefilm a Alpnaceticat Microfdm Reel (s}
a Lezal Size a Ccmpuler Tzce S Numerical z

oo

Computer Tace is:
Cther (Specily)

o]

O Bzund Book T Floppy Disk T Chronolog:cal Number a/, /é/w
O Audo Tape o Video Taca 3 Ceographical 10. ANNUAL ACCUMULATION

a

) L. o File Orawer (g)
m wmy Cther (Speciiv Microfilm Res! (s}

o
0 Comcuter Tapels)
O Other (Specily)

o, Number
11. FILE IS USED . " "1 12. FILE BECOMES INACTIVE AFTER
C Daly O Weskly 3 Monthly i a  Month(s) O Yezr(s)
Number ’
13. CURRENT LOCATION(S) (Bldg., Floor, Roomy} : 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
o Yes a No

15. ACCESS RESTRICTIONS (if yes. cite law(s) & reguiation{s}” 16. AUOIT REQUIREMENTS

U Yes S No G None a Slate 0 Fegerai O Independent

17. IS AN INDEX SYSTEM USED? (Il yes, exciain cneily ang 18. RECOMMENDED RETENTION

sy T - |use Grewer=/ ol Y22y I

L a8 Mo

0

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

I

C635 35804 Tenseq 193]




INSTRUGIIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEQULE (OGS 550-1) ’

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7275 WATERLOO ROAD

AGENCY RECORDS IMVENJCORY

PO BOX 275 - JESSUP. MARYLAND 20794 ‘Page of
1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT
/7’%%'@/ o= 4% 0»4_%//0 ﬂ/é/f&/f// s oc )

DEFINITION - Records Series - A group of related records normally filed and used a3 a unit for reference as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE G/ 7Ly %}i

f&sT

S. EARLIEST YEAR / LATETEST YEAR

/%To Y24 75,&7_-

”

e

Blue

éDr‘

6. RECORD SERIES DESCRIPTION ( Brefly descnbe the lypes of information/documents/forms found in the Series

CohBIS]S o, L7 ABF L ree)Fad oy 7y Db~
657_:
Mm ///Vf\-s /ew’/f’e/ﬂfz%s - pprerErz il

rR=prrrectn 2 -~ Aheac k.
}7%%2/ L7 H’e/gp AV es

)Q exT7L- %f@exﬂfﬁg 7 F:Z//Z?J//@ﬁ

Include ihe pu.pose or functicn of the Senes)

- B NG

Jes ~

s

7. RECORD SERIES FORMAT(S)
Latter Size

O Lezal Size

a Micteiim
a Cempuler Tzce
C Brund Book O Floppy Cisk

Q Audo Tape O Video Tace

8. RECORD SERIES SEQUENCE

Mm

-
(%]

Numencal
G Chronolog:cat

O Ceogtaohicat

9. VOLUME
m!(s)

a Microfdm Reel (s)
a0 Computer Tace s

Z a Cther (Specily) __

e ig!

Number OM F

10. ANNUAL ACCUMULATION

Q File Drawer (s}
Q Ctrer (Specify) a Cther (Speciiv; G Microlilm Reel (s}
O Comcuter Tagels)
B : Qa Other (Specidy)
=veand] .
ol Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daily o Weekly a Monthly o Month(s) o Year(s)
Number
13. CURPEH};CATION(S) (Bldg Floor, Room : 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or olfice)
,e :{,/, DDy~ _
K o Yes g No
- 15, ACCESS RESTRICTIONS (If yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes o wo O None o Slate o Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (Il yes, excian criefly ang

wmente any hargware/software)

‘a5 Mo

0

18. RECOMMENDED RETENTION

USE Geserzl e /{67[’ L

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C635 S804 Yepseq 1/93)




INSIRUGTIONS -- TYPE QR 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

AGENCY RECORDS INVENJORY

7275 WATERLOOQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 ‘Page . of

1. DEPARTMENT/AGENCY

Yoty e

2. DIVISION

o2l

3. UNIT

ol e

OEFINITION . Records Series - A graup of related records normally filed and used as 1 unit for referenca as well as retention and disposition purposes.

4. RECORD SERIES TITLE

/W/f”////ajé

5. EARLIEST YEAR | LATETEST YEAR

/9751 ﬁ&//ﬁ%

6. RECORD SERIES DESCRIPTION { Bueﬂy descrite the lypes of information/documents/forms found in the Senes

Include ihe pu.pose or functicn of the Senes;

(pr 7Es /9/7 (e Lyers - 6@7/@7" ,97“’,0 Y

Brz Aé//%

P -
L e
7. RECORD SERIES FORMAT(S) 8. RECOROD SERIES SEQUENCE 9. VOLUME
@ File Orawer(s) .
~ter Size G Micreidm G Alphateticas a Microlilm Reel (51

' Q Computer Tace s

O Legal Size QO Computer Tzee ‘W’ J a Ctner {Specily}
0 Bzund Book Q Floppy Disk a Chronolog:cal Number d,:‘ ;;E?I

G Audo Tape o Video Tage O Geograohica 10. ANNUAL ACCUMULATION
O File Drawer ()
a—evre«/(s';;cﬂy) ,f . 5 a Cther (Specivy a Microfim Ree! (s}
O Comguter Tapels)
Wf’& O Other (Specify)
o Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daly a  Weekly a  Monthly g Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
o Yes . o No
15, ACCESS RESTRICTIONS (If yes. cite law{s} % requiation(s) 16. AUDIT REQUIREMENTS

U Yes o WMo

G None a Slate 0 Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? (if yes. exciain cnefly and
et any hargware/software) '

‘as

Ho

8]

18. RECOMMENDED Rsnsnnowlfp%’g/ ////]/794 L/W
or- 51/;0@,’:5&%& ey, @5@

19. NANE AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21,

DATE

C638 $50-4 Tensed 1931




SCHEQULE (OGS 550-1) \

INSTRUGTIKONS - 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 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENIORY

Page of

1. DEPARTMENT/AGENCY

IS iooe’

2. DIVISJON

N p >

3. UNIT

Lo fotoriTre |

DEFINITION - Records Sarles - A group of related records normally filed and used as a unit for roference as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE

Cheo)K /&7//‘&573‘

5. EARLIEST YEAR / LATETEST YEAR

/B L7 E07

" 6. RECORD SERIES DESCRIPTION { Briefly descnte the lypes of information/documentsiforms found in the Senes  Include ihe ou:p/cse ot funchicn of the Senes;

Coples 2= bk o 74/&57’5 % JANNVPAES 5

7. RECORD SERIES FORMAT(S)

wler Size a Merehlm

O Legal Size a Ccmpuler “zce

8. RECORD SERIES SEQUENCE
a Alpnateticat

I~ merncal

9. VOLUME
O Fie Drawer(s)
O Microfdm Reel (51 C

O Compulter Tace s}
! &-CTher (Specty) é[éfs

wmence any hargware/software)

DS

o

f]

G B-ound Book Q Floppy Disk a Chionolog:cal Number G”/ F‘— 7!
Q Auwcio Tape a Video Tace T Geograghical 10. ANNUAL ACCUMULATION ‘
QO File Orawer (<)
Bvefev((Specxly) 5 T Clher {Spectiv) O Mucrofilm Rest (s}
O Comguter Tape(s)
M za O Other {Specily)
Bl Number
11. FILE IS USED 12. FiLE BECOMES INACTIVE AFTER
a Daily O Weskly 3 Monthly o Month(s) a  Year(s)
Number
13. CURRENT L CA?(S) (Bldg., Flooy, Room . 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
7 / ” ) 0 Yes g No
15. ACCZSS RESTRICTIONS (If yes. cite law(s) % reguiation(s) 16. AUDIT REQUIREMENTS
¢ Yes 3 WNo a None a State O Fegeral O Independent
17. IS AN INDEX SYSTEM USED? (If yes. axciam onefly and 18. RECOMMENDED RETENTION Mﬁ/ ) 7%7,\

WOFTL /7)) Vinds

J e,

. gmﬁfg _

e

19. NAME AND TITLE OF PREPARER

o= o

20. TELEPHONE NUMBER

21. DATE

068 S804 Tmpsea 493




