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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

M-107

Division:
FIRE DEPARTMENT ADMINISTRATION
Item | Description Retention
No.
1. General Correspondence Screen annually and destroy the
‘ material that is no longer needed for
Original incoming letters, copies of outgoing | current business. Retain permanently
letters, memoranda, studies, reports, directives, | any material that serves to document
policies, and other materials related to the | the origin, development, and
' administration of the agency. accomplishments of the office. Transfer
periodically to the Maryland State
Archives.
2. Personnel Files
Personnel records for current employees. | Retain for three years after termination
Includes: injury reports, disciplinary action, | date, then destroy.
commendation, promotions, awards, leave
records, etc.
3.

Budgets

Operating, Capital Improvement and Program
budgets and related materials.

Retain for one year, then destroy.

 hhonl) € Rl Y

FM 29, Qooo

Department Director Date
Plonbe 3liofoo
City Glerk Date

c. ,4"7‘*"/ APR 27 o30f
Schedule Approved by State Archivist Date
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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

™M-167

Orders published weekly. Items of interest to
the employees of the department, notices of
training, action taken by the City Council that
pertains to Fire Department, special details,
changes in department operations.

Division:
FIRE DEPARTMENT ADMINISTRATION
Item | Description Retention

No. ' '

4. Hose Records
Inventory of fire hose for each station in the | Retain for the life of the hose, then
City. destroy. '

5. Incident Reports
Fire Department Form 28A- to record | Retain for three years, then destroy.
incidents that need to be documented and
reviewed by others; to resolve the issue to take
further action necessary.

6. E. S. Garnett Firemen’s Welfare Fund
Savings Pass Book, for deposit . only, not | Retain until the passbook is completed,
withdrawals. Reconciliation of bank statement | audited, then destroy.
fund established for the Professional .
Firefighters Local 1926, to be used by them at
their discretion. Donations from the public.

7. Petty Cash Fund
Receipts for Petty Cash slips. Items | Retain for one year or until audited,
reimbursed for small purchases. then destroy.

8. Directive Records

Maintain until superceded, then destroy.
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Instrictions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

. RECORDS INVENTORY

~ PAGE OF
1. ﬁepartment 2. Division 3. Unit
F-'re AN A m iu.'s‘l‘ra‘\cw Five Chrof

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

purposes.

4. Record Series Title Personnd ) les ( Pasten ployess)

5. Earliest Year/Latest Year
to

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

of the series.

Pepsom.e\ record Sor PQS'\'QWPIO\)GPS‘ v Twedudey | tompleted Job Apolru:{'i\v) Payrol| .

(‘eCole, IVSUronee benolrd \'u-ﬁcrw.‘h‘m, v ju ") Peeow“’sj Aisci p\w any at:hon, (om mwa{fw;)

Prometitwg Owerd ote. .
7. Record Series Format(s) 8. Record Series Sequence 9. Volume

G/Letter Size O Micro Film E(Alphabetical Number

O Legal Size 0O Computer Tape ‘/

O Bound Book O Floppy Disk 0O Numerical orFile Drawer(s)

0O Audio Tape

O Video Tape

O Microfilm Reel(s),

O Other (Specify) O Chronological 0 Computer Tape(s)
B Other (Specify)
O Geographical
a Other (Specify) 10. Annual Accumulation
- Number.
O File Drawer(s) .
O Microfilm Reel(s)
[Cy:omputer Tape(s)
Other (Specify)____\y-erteh
11. File is Used 12. File Becomes Inactive After
Twdelivie
O Daily O Weekly O Monthly % otler O Month(s) e Year(s)
Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?

Fire Ddmivi stratren
Chiet’s otlire

O&{tee

(If yes, specify office) ’
0O No E’?es Persomp ( &5“ -

15. Access Restrictions Nf{s'
(If yes, cite law(s) & regulations)

8 No

16. Audit Requirements

G’Qe O State O Federal O Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)

O Yes i)

e

18. Recommended Retention /57 V= }/E"A o<

AFTER TERM WA T70

19. Name and Title of Preparer EcQwarQ p. gh@r Lod\’ , T, F—| re CA iﬁﬁ‘

20. Telephone Number

HD-29-7%975

21.Date 7 /70 /96

————————————
ADATA\FORMSAUNV.WPD
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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
3. Unit

1. Department

(:;r\c

2. Division

A&M;uis+r¢'¥fon

F:.‘re Chip-p

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

purposes.

4. Record Series Title Pe X

'Q;ie';

( CM'W‘?)"LF ewph}\ipoi\\’]

5. Earliest Year/Latest Year

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

of the series.

Per'SOnne\ rewords Por currert em p’O\;PPS Wv&»ﬁum Cowep, (ot d D'Pro.(C&C‘ﬁ\

Reyel Ascods , Mwuue/hwf—uw "WMW MMW

Cesvmarnond iogins. ) rewion~?, Cunardy fﬁ{.
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
Aetter Size 0 Micro Film I/Alphabetical Number
O Legal Size O Computer Tape ; ;
O Bound Book O Floppy Disk O 'Numerical l{File Drawer(s) =2
O Audio Tape O Video Tape 0O Microfilm Reel(s)
O Other (Specify) O Chronological O Computer Tape(s)
O Other (Specify)
O Geographical
0 Other (Specify) 10. Annual Accumulation
Number
O File Drawer(s)
O Microfilm Reel(s)
0 Computer Tape(s), :
o Other (Specify)___\/a Me)
11. File is Used 12. File Becomes Inactive After
)/ . vdelinite
aily O Weekly = 0O Monthly 0 Month(s) Year(s)
- Number

13. Current Location(s) (Bldg. Floor, Room)

14. Is Record Series Duplicated Elsewhere?

Fire minstration xe (If yes, specify office) -
Chiett 0{dice 0 No es ecsonnel Dept
15. Access Restrictions es O No " 16. Audit Requirements

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

O Federal

Eﬁ)ne 0O State

O Independent

17. Is an index system used? (If yes explain briefly and
describe agy hardware/software.)
O Yes No

18. Recommended Retention %7 | }//@_ ,4;75? /KM/

K?FW‘M"VI”W_‘%
fHd'(—SWWW—an—Hm i

19. Name and Title of Preparer

Edward © S\(\&Loﬁk, *

*-\ro Ch: p‘r

Hio- 9L 11975

20. Telephone Number

21. Date 7130/7@

T YT T T H Yy
ADATA\FORMSAINV.WPD

xron
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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
I:.'ne . Acﬁm'wis'h‘d'{oﬂ Fiee ckz'e“{\“

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

4. Record Series Title ) Currat 1 5. Earliest Year/Latest Year
| Operatiuy Budyet ( | ) ¥ aL  to Y48

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
of theseries. Operading Budst Silo juel u&ﬂf ; m{“e(s Qrom vanoue divisims, actual bads,
Yroudder requests | ede- _ ‘

7. Record Series Format(s) 8. Record Series Sequence ' 9. Volume
l!(Letter Size O Micro Film O Alphabetical ' Number
0 Legal Size Q0 Computer Tape _
O Bound Book O Floppy Disk 0O Numerical @ File Drawer(s) J
O Audio Tape O Video Tape / a Microfilm Reel(s),
O Other (Specify) » hronological mputer Tape(s)
ther (Specity)_ Lol
O Geographical
.0 Other (Specify) 10. Annual Accumulation
Number
O File Drawer(s)
: " OMicrofimReel(s)_________
?omputer Tape(s)
Other (Spec-fy)M
11. File is Used 12. File Becomes Inactive After
Daily O Weekly .= OMonthly \ © Month(s) Erﬁar(s)
S Number .
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Fire Adwmi wistection — Iffes, specify office) -
C}\ie“:‘s O jee . No OYes
15. Access Restrictions U?es O No 16. Audit Requirements

(If yes, cite law(s) & regulations)
wNone O State O Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention
describe any hardware/software.)
a Yes [ , year

19. Name and Title of Preparer E&m.b % S\\pr\.ock , Je, \j,,e Ch r'rﬁ\i‘

20. Telephone Number 1[0 .33 75~ 21. Date '7/30/96

S ——————————
ADATA\FORMS\NV. WPD
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1. Department 2. Division

Fn’ re

Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program
PAGE OF
3. Unit

A& M’cﬂfs"'f‘t"iu\

F,‘ re Chl’C‘P '

purposes.

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

4. Record Series Title anri,a( '—Im Proueme»_»“' G“i)ﬂef{/

5. Earliest Year/Latest Year
to

Pf'osron.c, ete -

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

of the series Qﬁ.c’\(u.o ma‘*?rfa( aud J—us464ta'('"°° Lorms Lon \a'ﬁ'&de avd coﬂ'ywm@r:’umf
Suchgs; Dire a_ppa‘rdu:) Ccus*rud\'m o l‘enow'l-

fov o&bU'Jd)hs or bur\ﬂlksf J Mplmn:f’ Noew

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
B’fetter Size O Micro Film O Alphabetical Number
O Legal Size a puter Tape
o#Hound Book Floppy Disk O Numerical O File Drawer(s)
O Audio Tape O Video Tape O Microfilm Reel(s)
O Other (Specify) : O Chronological :}omputer Tape(s)
) Other (Specify)
0O Geographical .
@Other (Specify) _ & ﬁ\iéﬁ‘\\{ 10. Annual Accumulation
Number
Q File Drawer(s) :
0 Microfilm Reel(s)
?{fomputer Tape(s)
Other (Specify)__Solde
11. File is Used 12. File Becomes Inactive After
Q Daily OWeekly " O Monthly wanes , | O Month(s) Dér(s)
Number

13. Current Location(s) (Bldg. Floor, Room)

14. Is Record Series Duplicated Elsewhere?

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

‘ro Qdw iwisTrations - (If yes, specify office :
Chiol® ONM-I'CSB ) ONo @Yes ovtrel gm‘c‘br ) r/uoue,
15. Access Restrictions O Yes :/No 16. Audit Requirements

E’@e O State O Federal DIndependént

17. Is an index system used? (If yes explain briefly and
describe ;n)rhardware/software.)
N

18. Recommended Retention

O Yes o ! v oor
19. Name and Title of Preparer E&wa,g p S })PV‘ Lmk} T ‘ :
20. Telephone Number Yo -6 3-'7 575 21. Date 7ﬁ// j A

—————————
\DATA\FORMSAINV. . WPD
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Instructions - Prepare a separate form
_for each new or revised record series.

_CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

Flire

2. Division

AOQ mramg $+I‘~ H)'F

3. Unit

Frre Ch :'e-¥

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

purposes.

4. Record Series Title p{’o ; Qu &9&,{,
: Qra m ) S

5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of information/documents/forms found.in the series. Include the purpose or function
of theseries. o buflga:- syelem pre Qicsted ov Succinctly delinng +he &epor‘md’& ™SS0 w0
Shlewert. Tome et are usd H0 cost ok awd Meagure prosam gonls 3. eteafyesare ,

7. Record Series Format(s)A 8. Record Series Sequence 9. Volume
oAetter Size O Micro Film O Alphabetical Number
O Legal Size O Computer Tape
O Bound Book oppy Disk O Numerical O File Drawer(s)
O Audio Tape O Video Tape O Microfilm Reel(s)
Q Other (Specify) O Chronological O Computer Tape(s),
‘ ©Gther (Specify)___Solden
O Geographical
mer (Specify) ] ?f*o oo 10. Annual Accumulation
O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
X Other (Specify) ol Jlon
11, File is Used 12. File Becomes Inactive After
i , - wtan '
O Daily O Weekly . O Monthly res O Month(s) 2Year(s)
- Number

13. Current Location(s) (Bldg. Floor, Room)
Fire A i strabias
chied’s odlye

14. Is Record Series Duplicated Elsewhere?

(If yes, specify office)
a No Yes r’ Vivee

15. Access Restrictions O Yes aNo
(If yes, cite law(s) & regulations)

16. Audit Requirements

None O State . O Federal O Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)

18. Recommended Retention

a Yes o ) \/f.’ G
19. Name and Title of Preparer ECP ward 1 Sl\ evloch -
20. Telephone Number LHo- XY 1175 21. Date

T T T YT S TN YT —
ADATA\FORMS\INV.WPD




AL Ll ,},’_‘.A~.\.’L:'.x,"'.,_'..lv.\-:m_‘m.;.1»-‘;‘.‘..:.ua.';;"-\~l‘_h‘_\{,;.',I:_..'fg’ DTt EAIRN tieea XA L ebara it
R The - B e R WL 3

T I Ut P SUURUII P SUUNEEr OSSO O VDRSS TR

’ o . “3’:\‘ . o
trmmgjg_ng - Prepare a separate form s, - CITYOF ANNAPOLIS .. | RECORDS INVENTORY
for each new or revised record series. “»Records Management Program % -
: . - : B PAGE OF -
Npa :
~ . .
1. Department 2. Division 3. Unit
. ) , s ’.‘.‘\_ ,
@/M&é ' ' il

DEFINITION - RECORD SERIES - A group of related records normally filed aﬁd .'ul{i as a unit for reference as well as retention and disposition
purposes. \

kY

4. Record Series Title . Ty 5. Earliest Year/Latest Year
;}Mw@f W N | 2273 0 127

6. Record Series Description (Briefly describe the types of informétion/docume‘nts/forms founﬂ&.ip the series. Include the purp'ose or function

of theseries. - 7005 (g4 Bipent” 2 DIV IEH = Lo Aucenl . Pycclde s

'——

7. Record Series Format(s) 8. Record Series Sequence _ 9, Volume
D_-L{tter Size O Micro Film a Alphabetical Number ,
O Legal Size O Computer Tape - : ~
a Bound Book O Floppy Disk O Numerical 0 File Drawer(s)
O Audio Tape O Video Tape ' a Microfilm Reel(s)
D Other (Specify) : eﬁronological O Computer Tape(s)

GOther (Specify’)z.‘fl%*
a Geographical ‘ A -

O Other (Specify) 10. Annual Accumulation
: Number
Q File Drawer(s) :
O Microfilm Reel(s)
0O Computer Tape(;
~& Other (Specif
11. File is Used - ‘ ' o . 12. File Becomes Inactive After -
Q Daily A \D'{eékly ) O Monthly - z Q o'Month(s) O Year(s)
Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere? :
f.&. ﬁvc : : (If yes, specify office) =<1+7 L, Aenorenil_.
el Wealtd eceles : oNo  &Ves W‘a’ .
15. Access Restrictions O Yes rNo ' 16. Audit Requirements
(If yes, cite law(s) & regulations) : : ‘
Dleo/ne O State 0O Federal O Independent
17. Is an index system used? (If yes explain briefly and 18. Reéommended Retention
describe any hardware/software.)
O Yes GNo : o S¢ noxTho

19. Name and Title of Preparer % Q.Corps |, W Zs
20. Telephone Number oy/d,aéi, ]7. 75

———————
ADATA\FORMS\NV.WPD

.21. Datef/g 7¢

(O




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
.

AL opires ¢lsa2esa

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

S. Earliest Year/Latest Year

L. S ﬁW?MU L4722 o 477

6. Record Series Descrlptlon (Briefly describe the types of i |nformatlon/documdts/forms found in the series. Include the purpose or function

of the series. ,jﬂJM O—K‘z‘d Mﬂcu

MW Feerndd —eddibliodat>
Zzaj Woﬁauquza 25 e ol

{Bey tu o tHei, WMM@ Lobtie

4. Record Series Tltle

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O Letter Size a Micro Film O Alphabetical - Number
O Legal Size 0 Computer Tape ' _
O Bound Book O Floppy Disk O Numerical O File Drawer(s)
O Audio Tape O Video Tape O Microfilm Reel(s)_____

2Other (Specify) E{Zhronological a Computer Tape(s)
 Banl Bl ther Specity) LAl folr
0 Geographical

a Other (Specify) : 10. Annual Accumulation

Number

O File Drawer(s)
0 Microfilm Reel(s)

0 Computer Tape(s '
ther (Specify) =

11. File is Used 12. File Becomes Inactive After
" O Daily D Weekly e Dﬁmthly O Month(s) OYear(s)
- Number
13. Current Location(s) (Bldg. Floor, Room) 14, Is Record Series Duplicated Elsewhere?
- _ _ (If yes, specify office)

Bl e, szg@) ONo @Yes MWM
15. Access Restrictions es 0O No ’ 16. Audit Requirements

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

O None O State ederal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention W??L lgffgg‘@OK

describe ?:% hardware/software.) /s C’OMQ E 72:'27/ ALl TEZ?, 7;‘/5/1/

Q Yes o

Dy 5 s LESTRoY

19. Name and Title of Preparer %Q L, & 3 2 ; z 2 ‘:M : >

20. Telephone Number < /o) {%‘2. 77 7S 21. Date 2/6/76

e ——————————
ADATAVFORMSAINV. WPD




Instructions - Prepare a séparate form CITY OF ANNAPOLIS - | RECORDS INVENTORY

for each new or revised record series. Records Management Program
PAGE OF

1. Department ' v 2. Division 3. Unit

~

DEFINITION - RECORD SERIES - A group of related records 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

%@ M.ﬁ“““& L2213 to /9%

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

of the series. ( ) /y 7& M__’:‘ _;_“,_ _ M W—L»U
21"‘) el 1 C - olnllart) > -

= [

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O Letter Size O Micro Film a Alphabetical Number
O Legal Size =~ O Computer Tape : -
@ Bound Book O Floppy Disk 0 Numerical O File Drawer(s)
O Audio Tape 0O Video Tape O Microfilm Reel(s)
a Other (Specify) » thronological O Computer Tape(s)

©Other (Specify) LSvel’ - /

3 Geographical

0 Other (Specify) 10. Annual Accumulation

Number

a File Drawer(s)
O Microfilm Reel(s)
Q Computer Tape(

s)
erOther (Specify) e 2~

11. File is Used . 12. File Becomes Inactive After
a Daily GWeekly O Monthly O Month(s) B-Year(s)
Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
244/ . (If yes, specify office) .
2y . ONo &Yes M .
15. Access Restfictions O Yes o-No 16. Audit Requirements

(If yes, cite law(s) & regulations)
O None O State O Federal E’(ndependent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention
describe any hardware/software.)
O Yes ONo

19. Name and Title of Preparer %M & Corn0 , WW W
20. Telephone Number 4/0;563 .79 75— 21. Date g/él/f‘é

s e————— S ———
ADATAFORMSUNV.WPD




Instructions - Prepare a separate form CITY OF ANNAPOLIS 1 RECORDS INVENTORY

for each new or revised record series. Records Management Program
PAGE OF

1. Department 2. Division 3. Unit

- .

DEFINITION - RECORD SERIES - A group of related records 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
(o oresle) /223 o LTI

6. Record Series Description (Briefly describe the types of informatign/documents/forms found in the series. Include the purpose or function
ofesenes  Bawueld. ¥ M Lo e ezt 7 g¢244?a4'.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O Letter Size 0O Micro Film O Alphabetical Number
0 Legal Size O Computer Tape
O Bound Book O Floppy Disk O Numerical = File Drawer(s)___ &2~
O Audio Tape O Video Tape ' a Microfilm Reel(s)
G-Other (Specify) _M O Chronological G Computer Tape(s)
O Other (Spécify)

Q Geographical

erOther (Specify) %‘ 10. Annual Accumulation
“Hasxe
Number

afTile Drawer(s)_L____

O Microfilm Reel(s)
O Computer Tape(s)

Q Other (Specify)
11.'File is Used : 12. File Becomes Inactive After
O Daily 4z eekly - - O Monthly &0 oMonth(s) a Year(s)
T Number :
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify office)

o)
%Ué_‘g m/@ Cal, P ) No O Yes
o

15. Access Restrictions ~O Yes 16. Audit Requirements
(If yes, cite law(s) & regulations) /
, None O State 0O Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention

describe any hardware/software.) _ . 3 )/EA/F 5

Y No
o | Go— W

<2

19. Name and Title of Preparer %

20. Telephone Number %/226 9, 7f 75’

b e—————
ADATAFORMSUNV.WPD

21. Date i?/?/fé




1. Department 2. Division

anng - Prepare a 'Separate form CITY OF ANNAPOLIS RECORDS INV ENTORY
for each new or revised record series. Records Management Program
’ ' . PAGE OF
3. Unit ‘

purposes. :

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

4. Record Series Title

5. Earliest Year/Latest Year
L8220 to

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

oﬁheseriu.W/&::‘a:zé: 2> Lo/

L d}@m& UL g
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O Letter Size O Micro Film O Alphabetical Number
Q Legal Size a0 Computer Tape
"@Bound Book O Floppy Disk &umerical Q File Drawer(s)
O Audio Tape O Video Tape O Microfilm Reel(s)
O Other (Specify) O Chronological 0 Computer Tape(s)
2 Other (Specify)_<andls) - ¥
0 Geographical .
Q Other (Specify) 10. Annual Accumuiation
Number
Q File Drawer(s)
Q Microfilm Reel(s)______
a Computer Tape(s)
@ Other (Specify)
11. File is Used 12. File Becomes Inactive After
0 Daily D’(?Veekly T o Monthly Yrees &@Month(s) O Year(s)

Number

&yt

13. Current Location(s) (Bldg. Floor, Room) /4—&

14. Is Record Series Duplicated Elsewhere?

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

1 N W 220 (If yes, specify office)
§‘ o O Yes
15. Access Restrictions O Yes aNo '16. Audit Requirements

@None O State O Federal O Independent

17. Is an index system used? (If yes explain brfeﬂy and
describe any hardware/software.)
O Yes o

Y

18. Recommended Retention /{//4 / /I/ 7%//{/ U/l/ 774_
SUFERSEIE=D, THE EsTR

A

19, Name and Title of Preparer

e
e

20. Telephone Number ; / /. 20 3~ 7975

Wi @ Lormo, @etrmonslaTiic, Gidd:

21. Date 8/6’/9/”

e —————————
\DATA\FORMSANV.WPD




Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE __/ 0F7

1. Department -

FI1RE

2. Division

E S

3. Umt

purposes.

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

4. Record Series Title

LM Butisee.

=% Qe 75

5. Earliest Year/Latest’ Year

/‘[‘r?‘/ to / /é’

e freds 2
&%e 15 prRe 7/(;6/(71'95’/

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

/%Q/ameaf T s,
/M%/ Tm/s/ﬂﬂ/ec/&—- %

a 0/1--//7 ~6/I/7Zf//- /77eo/z,4é f,ékﬂ],/%m,

/A e/w,ef s AR

E/’}'] P catlon(s)él:lég Floor, Room) -

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
\D"[:etter Size 0 Micro Film D Alphabetical Number
O Legal Size Computer Tape : ) 1:/
O Bound Book & Floppy Disk mﬂmerical (/{uu +- ) 41 File Drawer(s), Z
O Audio Tape O Video Tape : a Microfilm Reel(s)
O Other (Specify) 3O Chronological O Computer Tape(s)
: 0O Other (Specify)
O Geographical
¥ Other Spec,fy) 10. Annual Accumulation
MONTHLY
Number
tﬂ’ﬁe Drawer(s) 5
C Microfilm Reel(s)
8 Computer Tape(s)
O Other (Specify)
11. File is Used 12. File Beéomes Inactive After
lao, . 4 ’
P’ﬁaily O Weekly -~ O Monthly _‘ﬂ//éu/r%&. O Month(s) 0 Year(s)
T ' Number
13. Current 14. Is Record Series Duplicated Elsewhere?

(If yes, specify office)
LD’%)” O Yes

TR R BVE. F//?e, ;577):7’0,\; 2 Flosg,
15. Access Restnctlons

a No
(If yes, cite law(s) & reg 7?1

Med eal Oou kA

16. Audit Requirements

(&' None O State

O Federal O Independent

17. Is an index system used? (If yes explain b|4efly and
describe any hardware/software.)
a Yes m

18. Recommended Retention

Tredefinli e |

19. Name and Title of Preparer C"Hf D‘/ /:_ // //-,/L‘ 714 //e.

20. Telephone Number ///[’ }?é- 3-79 75

21. Date j’-/;\) ‘f 7’é‘

h————————————
ADATAWORMSAUNV.WPD




‘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

FIRE EMS ADM. DFFee.

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

4. Record Series Title S. Earliest Year/Latest Year

EMS Lod SHeers 1986w _[99L

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

| [ 07 ef ENs 74@5/0/&}5@ /L‘—/a/)xemﬁ'ﬁw Z/;» f:o,/ a/?// é}/ 4/4// |

7. Record Series Format(s) ' 8. Record Series Séquence 9. Volume
‘E’atter Size Q Micro Film O Alphabetical Number
a Legal Size 0 Computer Tape .
0 Bound Book (FFloppy Disk(Rmd’) p’ﬂmerical D/Fﬁrawer(s) /
O Audio Tape 0 Video Tape O Microfilm Reel(s)
0 Other (Specify) O Chronological - 0 Computer Tape(s)
0 Other (Specify)
0 Geographical
Q Other (Specify) 10. Annual Accumulation
umbe
WF/ile Drawer(s) /
O Microfilm Reel(s)
a Computer Tape(s)
Q Other (Specify)
11. File is Used 12. File Becomes Inactive After
’é" . /— .
ngly O Weekly =~ O Monthly TM/@ Q Month(s) O Year(s)
o Number ‘
13. Current Location(s) (B‘ldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
£ms ” DOm. OFFree. (If yes, specify office)
THYLOR AVE.. FiRe. STATIoN - Aend. Floog| ANe O Yes
15. Access Restrictions 0O Yes \,E!’Pfo 16. Audit Requirements

(If yes, cite law(s) & regulations) .
o \¥'None O State O Federal 0O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention / W 7’/’%5 /(/

describe any hardware/software.) 72

O Yes \No _z_’m;élg_;ém | [2:—5@

19. Name and Title of Preparer d/fpf .DA'ZC. FF-. a/? U7eHLEey
20. Telephone Number ’7//‘ o - ? b3 797 % 21. Date ‘/2-/"\7 - (-

e ————
ADATAWWORMSUNV.WPD




|

1. Department. 2. Division

FIRE

LS

Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY

for each new or revised record series. Records Management Program

‘ paGE__[ oF__[
3. Unit

SO, 0/4/4 <

purposes.

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

.4' Record Series Title ms //4 //l(.ﬂ Mf”(pf/&.s ZM@L/ZT >

5. Earliest Yaear/Latest Year

to zzié |

of the series.

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

Fiknme i Uo't Nageotie Zovew 7‘”’6/ Al 7’?%7.

7. Record Series Format(s)

@ Micro Film

O Computer Tape
a Bound Book O Floppy Disk

O Audio Tape ' 0O Video Tape

a Other (Specify)

etter Size
O Legal Size

0 Alphabetical

O Numerical

B&'onological

O Geographical

0 Other (Specify)

8. Record Series Sequence

9.  Volume

O File Drawer(s)
0 Microfilm Reel(s)_
O Computer Tape(s

Other (Specify) AddTe-Bogk”

Ay

* | 10. Annual Accumuliation

a File Drawer(s)

G Microfilm Reei(s)
O Computer Tape(s)

V2 Other (Specity) A2Fe-Bedl—

11. File is Used

@ly

a Weekly: )

12. File Becomes Inactive After

Q Month(s) ear(s)

Number

3 Daily
"13. Current Locatlon(s) (Bl oor, Room)
EmS = &< .

14. Is Record Series Duplicated Elsewhere? =

(If yes, specify office)
.Z’g:)e O Yes

M/? %. Re StrTlon - ’3; .

15. Access Restrictions O Yes 2 No
(If yes, cite law(s) & regulations)

16. Audit Requirements

pz’ﬂle O State O Federal O Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)

QO Yes @ No

18. Recommended Retention

/e&é

19. Name and Title of Preparer ( ? g I’?l- We

. (it fd/ez

20. Telephone Number

21 Date

F_/2-9 b

410— 2 3—7975/

“\DA TAVWORMSUNV. WPD




Instructions - Prepare a separate forin

for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

. RECORDS INVENTORY

PAGE OF

1. Department

=

2. Division

.
.

CLrte pedlialion

3. ﬁnit

purposes.

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

4. Record Series Title

Lo AN -

5. Earliest Year/Latést Year

(973 to /P9

L4

of the series. Z , loe dbw

.gﬁfn%xu&i,eazzv

XK szt o-ed™
o Lrllew

,W/ﬂ_
/W"Q"

25 0Tl W‘R

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

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
@Letter Size O Micro Film | G-Alphabetical Number
O Legal Size 0 Computer Tape '
O Bound Book O Floppy Disk O Numerical @File Drawer(s)___ 2.
O Audio Tape O Video Tape : O Microfilm Reel(s)
0 Other (Specify) a Chronological 0 Computer Tape(s)
Q Other (Specify)
O Geographical
0 Other (Specify) 10. Annual Accumulation
Number
2File Drawer(s)
O Microfilm Reel(s)
QO Computer Tape(s)
Q Other (Specify)
11. File is Used 12. File Becomes Inactive After
ﬂ/Daily O Weekly - O Monthly CZQ Q0 Month(s) Q Year(s)

Number

13. Current Location(s) (Bldg. Floor, Room)

14. Is Record Series Duplicated Elsewhere?
‘(al’f%w, specify office)
o O Yes

7 We‘,e;,(a@
15. Access Restrictions O Yes
(If yes, cite law(s) & regulations)

16. Audit Requirements

‘fNone OState O Federal O Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)

0Yes @No

<

18. Recommended Retention

"_0

go o

20. Telephone Number £/ - A6 3. 75 7 5

.~

21. Date 9@/39

19.Name and Tleof Proparer Yo 2, | @, Comn, PutrmintilieTooiy Gtz Wnilae,

—————
ADATAWFORMS\INV.WPD .




' Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE_/ OF 2~

1. Department

—

+re

2, Division

DaTa Process g

3. Unit

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

purposes.

4. Record Series Title

Hose.. Records

5. arhest Year/Latest Y/ea
to

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

of the series.

L variiony o ¥ WHoke tose -/az_ each ST e 1

Nhe Ty

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
, X Letter Size Q Micro Film a Alphabetical Number
O Legal Size X Computer Tape
O Bound Book O Floppy Disk JXNumerical XCFile Drawer(s) 7
O Audio Tape O Video Tape 3 Microfilm Reel(s)
0 Other (Specify) O Chronological X Computer Tape(s)
3 Other (Specify)
0O Geographical
O Other (Specify) 10. Annual Accumulation
Number
a File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
3 Other (Specify)
11. File is Used 12. File Becomes Inactive After
%Daily O Weekly ?“ O Monthly O Month(s) Q Year(s)

Number

13. Current Location(s) (Bldg. Floor, Room)

"W

14. Is Record Series Duplicated Elsewhere? =

- - (If yes, specify office)
/7% / Dz' )(No a Yes
- 15. Access Restrictions O Yes %No | 16. Audit Requirements

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

XNone 0O State 0O Federal O Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)

O Yes XNO

18. Recommended Retention

4// o/ /Q/o;.&

19. Name and Title of Preparer /<oéw g E'ysra L/M/WW/

Yo -Ae3-79 75

20. Telephone Number

2.0ate &¥-27-7¢

e —————
\DATAVORMS\INV.WPD




Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program .
PAGE_ 2 OF__ 2.
1. Department 2. Division 3. Unit "
+.Re ‘ | DaTa ?20¢:z§$\/0é>

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

4 Record Series Title -— _— 5. Earliest Year/Latest Y
° Fire TweddedT Repor® [BE T e

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

of the series. ?{A@ QQpOINS‘ '0-0{1_ A,LL QJVL@%QA)LL€> b Qow- medtucials
R.ZSP&N&‘Z [96[ t:lll‘e‘f- Qazng Wa//mz/;//

7. Record Series Format(s) | 8. Record Series Sequence 9. Volume
a Letter Size Q Micro Film O Alphabetical Number
O Legal Size - %omputcr Tape .
0O Bound Book O Floppy Disk ﬁ(Numerical 0 File Drawer(s)
O Audio Tape O Video Tape O Microfilm Reei(s)__________
D Other (Specify) O Chronological : XComputer Tape(s)___2
' a Other (Specify),
0 Geographical
0 Other (Specify) 10. Annual Accumulation
: umber
a File Drawer(s)

O Microfilm Reel(s)

}(Computer Tape(s) 2

a Other (Specify)

11. File is Used 12. File Becomes Inactive After

KDaily 0O Weekly B = Monthly l O Month(s) KYear(s)

- Number _ : .

13. Current Locatlon(s) (Bldg. Floor, Roo - 14, Is Record Series Duplicated Elsewhere? m
ANIVL vndel e Cheadipednions (If yes, specify office) S/. 7.'e e Honshal’s

PO fox RNe M.ijieesiile (ND. ONo  &Yes P ce
15. Access Restrictions O Yes ,ﬁ@o ‘ 16. Audit Requirements

(If yes, cite law(s) & regulations) % | q 4
one 0 State 0O Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention
describe any hardware/software.) R <
O Yes XNo TwOEFIN /€

19. Name and Title of Preparer %le,/ 45 C‘/Slaﬂ, LH&WWM

20. Telephone Number 14‘[ o- a(p‘,} 9 77 5 21. Date Z -x7- Q@

e TP Y T T I T T ——
1 \DATAVFORMS\INV . WPD




