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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

M-l1o4

CENTRAL SERVICES

Item | Description Retention -
No.
1. General Correspondence Screen annually and destroy the material
' that is no longer needed for current
Original incoming letters, copies of outgoing | business. = Retain permanently any
letters, memoranda, studies, reports, directives, | material that serves to document the
policies, and other materials related to the Jorigin, development, and
administration of the agency. accomplishments of the office. Transfer
periodically to the Maryland State
Archives. '
2. Vendor Files
This series is filed by vendor, copies of all | Retain old vendor records for three
outgoing correspondence, contracts and leases | years, then destroy. Current vendor
for each of the vendors in the Market House. | records active as long as vendor remains.
3. Purchasing Orders
This series contains the -departmental | Retain in office for three years or until
requisitions, price procurement document and | audited, then destroy.
resulting purchase order.
4, Request for Quotations/Invitations to Bid
This series contains the bid specifications, | Retain in office for five years after
drawings, advertisement, agenda bid | contract completion or until audit
tabulations, notice to proceed and letter of | requirements have been met, then
contract award. destroy.
5. Work Orders
This series contains original copies of all work | Retain for one year, then destroy.
orders requeste% various departments.
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Date /
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Schedule Approved by State Archivist
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Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY

for each new or revised record series. Records Management Program —
. PAGE_[ oF_ ¥
1. Department : 2. Division : 3. Unit

Céu A Qf@u«-@; ?&@a& A4 ¢ |

DEFINITION - RECORD SERIES - A group of related records normaily filed and used as a unit for reference as well as retention and

dispaosition purposes.
4. Record Series Title » 5. Earliest Year/Latest Year
?‘%%Mé (aneeg 99y __to CURREIT
6. Record Series Description (Briefly describe the typel of information/documents/forms found in the series. Include the purpose or function
of the series.

TG SEUEY Cow Tauns —UE V%%TM@-M«_— LN T 007 .gfmag
Revoungne 7 Docrsnd-7 @nd RGu 23 Yorcutee evp

7. Record Series Format(s) 8. Record Series Sequence - 9. Volume
@ Letter Size O Micro Film @ Alphabetical » ' umber
O Legal Size a Computer Tape .
O Bound Book O Floppy Disk . O Numerical «File Drawer(s) )
- O Audio Tape 0O Video Tape ‘ ’ O Microfilm Reel(s)
0 Other (Specify) : a Chronological O Computer Tape(s)
s B : a Other (Specify),
0 Geographical
Q Other (Specify) 10. Annual Accumulation
Number
oFle Drawer(s) 3
0O Microfilm Reel(s)
3 Computer Tape(s)__
Q Other (Specify),
11. File is Used _ . 12. File Becomes Inactive After
Q Daily O Weekly Oiéli_thly 3 a Month(s) W Year(s)
. : Number ) :
13. Current Location(s) (Bldg. Floor, Room) . 14. Is Record Series Duplicated Elsewhere?
CoTL SUWILES - 3D puavn (If yes, specify office)
Wawdnpug, MD, @No O VYes
15. Access Restrictions O Yes # No I6. Audit Requirements
(If yes, cite law(s) & regulations) ’ :
ONone 0OState 0O Federal # Independent
17. Is an index system used? (If yes explain briefly and 18. Recommended Retention '
describe ardware/softw. -
v ay ardwarsoftvare) LETAW (v QBGce Bl THEE
NCARS 4 theo DEfneq

19. Name and Title of Preparer g&.&ﬂ«q k) aﬂf‘)zn/{ §ous | D \Q,CL 70 ;Q C&J pY i S‘gwhag(

20. Telephone Number Yo~ W ?””‘)q\( (g e s —ilfﬁafei—;---G/i,g/:q J CRREp——
f—
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Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program
PAGE_Z _oF__Y
1. Department 2. Division 3. Unit
CDQOIM«_, <§«ILUIL6 Rtrdcu&égu)g

disposition purposes.

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and

4. Record Series Title

\Zéouq,-( T Qx.or/nuws / Ivo;m 7eon( 7[,; /g/_D

S. Earliest Year/Latest Year

1991 to _Curre”

of the series.

-’\Msséw.és Cow74ws e TBip

6. Record Series Description (Briefly descnbe the types of information/documents/forms found in the series. Include the purpose or function

Fpect T c4 2ws, Dninss, /MY N TITFEUEy,
PODEDE ot BID T4 7 0nS Yoz <& =y p,wc,é@ o
LE7zel- gp (puzzse? @W)

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
B Letter Size O Micro Film a Alphabetical Number
0 Legal Size O Computer Tape :
©Bound Book O Floppy Disk ® Numerical afile Drawer(s) >
O Audio Tape 0O Video Tape O Microfilm Reel(s)
® Other (Specify) O Chronological Q Computer Tape(s)
v c 20w wEs ' Q Other (Specify)
O Geographical
O Other (Specify) 10. Annual Accumulation
Number
D‘Fﬁe Drawer(s) 3
O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
11, File is Used 12. File Becomes Inactive After
a Daily Q Weekly 4.@& é’ 0 Month(s) @ Year(s)
Number
13. Current tion(s) g. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
b‘? &v gat/i L,5" (If yes, specify office)
: gP;D (ZwadL, AWH@ ue, MO ONo @ Yes
15. Access Restrictions Q Yes @ No 16. Audit Requirements
(If yes, cite law(s) & reguiations) , :
: ONone ®State ® Federal QO Independent
17. Is an index system used? (If yes explain briefly and 18. Recommended Retentlon
describe any hardware/software.) ) | ,J OHT) LE /Ec& g 644'%5 |
uvz'e qur B&d 7“‘/‘“6 '
RBOC  MET, -1«46" Déstno Y

19. Name and Title of Preparer 5&?

A/M{@A/ L e 2ol (Zarizt Condis

- 263

20. Telephnne Number

.

| 21. Date

(¥

/87
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Instructions - Prepare a sei)arate form | - CITY OF ANNAPOLIS | RECORDS INVENTORY

for each new or revised record series. Records Management Program .
S | PAGE__ 3 oF__ Y

1. Department | 2. Division | 3. Unit

Céww,émiug Ge.u- Gou. Bepes

DEFINITION - RECORD SERIES - A group of related récords normally filed and used as a unit for reference as well as retention and
disposition purposes.

4. Record Series Title : - | ' . { 5. Earliest Year/Latest Year .
Werk QR CZ/M 1975 to _CutnB7
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpase or funcnon
of the series, ,‘;D Ll G L
COV7H T,

(& CF 4 wANMC oD GG RERUETED E\T
e varcous D M7 Ge 7S |

7. Record Series Format(s) { 8. Record Series Sequence 9. Volume

B Letter Sze O Micro Film O Alphabetical Number
0 Legal Size 0 Computer Tape : .

0 Bound Book 0O Floppy Disk. O Numerical wfile Drawer(s) A_"—T

0 Audio Tape 0O Video Tape » O Microfilm Reel(s)_

] Other (Specify) _______ 0 Chronological QG Computer Tape(s)

T CLEPdor € TSR L &, , ‘ O Other (Specify)
Wowe ohpe €& TLMS O Geographical

8 Other (Specify) ZQIZA/Z 10. Annual Accumulation
' Number
B’ﬁle Drawer(s) k_‘T_

O Microfilm Reel(s)_____
2 Computer Tape(s)
Q Other (Specify)_
11. File is Used ' 12. File Becomes Inactive After
0 Daily O Weekly @ Monthly | O Month(s) @ Year(s)
. ' : Number 3
13. Current Location(s) (Bidg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
G SEWI K 7 D egwert (If yes, specify office)
95 MAWST, s MDD @No O Yes
1S. Access Restrictions ~ O Yes 8 No 16. Audit Requirements

(If yes, cite law(s) & regulations)
@ None 0OState 0O Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention
describe any hardware/software.) | /Z E70/ / }/@M M

OYes ®No

T 05)(7/2»7 .

19. Name and Title of Preparer ﬁﬂﬂv W{ f’()u 77/2& Zon, %//m réﬁb{w

20. Telephone Number /0 - 26 LL 2% 21.Date 7/78/5 4
7 7
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. Instructidns - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY'

PAGE__Y__oF__¥

1. Department

C GJZYL&L/géM €4

2. Division

MM’/KU gouué

3. Unit

disposition purposes.

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and

4. Record Series Title

V&R s, (oersiopais Lok

5. Earliest Year/Latest Year

[/9G)  to CLURLS’T

of the series.

“THS

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

4g«u'es Cow 74,:»{,/?\[ V& PoR,
COMTRICTS ArS)  (B44ES ooeE Lyl ELH of 74€ G ysdord

COp & oF b COLRESP)GCE,

O Daily

" )¢ e MW@‘/ ygufg‘ ng,_g% &W% T e MHUE
uflC ASs@cemcon 1 ¢  Adse” CONTAATD (w3 Zulf L&,
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
& Letter Size O Micro Film O Alphabetical Number
O Legal Size G Computer Tape \
O Bound Book O Floppy Disk 0 Numerical Véile Drawer(s) /3’
0 Audio Tape O Video Tape 0O Microfilm Reel(s)
@ Other (Specify) & Chronological 0 Computer Tape(s)
' O Other (Specify)
0 Geographical
0 Other (Specify) 10. Annual Accumulation
iy Number
/File Drawer(s) /5
O Microfilm Reel(s)
O Computer Tape(s)
0 Other (Specify)
11. File is Used 12. File Becomes Inactive After
0 Weekly O Monthly . 5 a Month(s) A& Year(s)

Number

4 =Yy 11

13. Current Location(s) (Bldg. Floor, Room)
SAOEEE T Fne

14. Is Record Series Duplicated Elsewhere?

(If yes, cite law(s) & regulations)

(If yes, specify office)
Q3 MAW 7. fartyous, pab aNo  OYes
7
15. Access Restrictions O Yes G No 16. Audit Requirements

®@None OState 0O Federal O Independent

describe !?S' hardware/software.)
OYes #&No

17. Is an index system used? (If yes explain briefly and

18. Recommended Retention - 2¢& 7/0;(1//,:? YyEHS
Arren (C&€77:wé g Ngu) YSPol .
JLEEP bz y Aok RELODS

ALTDG Al Lowvs A¢ e UGrDon. REmaus.

.19, Name and Title of Preparer éﬂg W{K& o //2‘ @6/7% e 'é,éf ,

20. Telephone Number /4 - 2467 ‘/[ 729¢Y

I\FORMS\RECORDS\INV.

21. Date ?[/9//{




