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CITY OF ANNAPOLIS
RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

1.

2.

3.

FIRE DEPARTMENT

Description

General Correspondence

Original incoming letters, copies of outgoing
letters, memoranda, studies, reports, directives,
policies, and other materials related to the
administration of the agency.

Personnel Files

Personnel records for current employees.
Includes: injury reports, disciplinary action,
commendation, promotions, awards, leave
records, etc.

Budgets

Operating, Capital Improvement and Program
budgets and related materials.

Schedule No.
/

Division:
ADMINISTRATION

Retention

Screen annually and destroy the
material that is no longer needed for
current business. Retain permanently
any material that serves to document
the origin, development, and
accomplishments of the office. Transfer
periodically to the Maryland State
Archives.

Retain for three years after termination
date, then destroy.

Retain for one year, then destroy.

9J?<
Date

3IIO/00
Date

APR 2 7

Schedule Approved by State Archivist Date
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CITY OF ANNAPOLIS
RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

4.

5.

6.

7.

8.

FIRE DEPARTMENT

Description

Hose Records

Inventory of fire hose for each station in the
City.

Incident Reports

Fire Department Form 2 8A- to record
incidents that need to be documented and
reviewed by others; to resolve the issue to take
further action necessary.

E. S. Garnett Firemen's Welfare Fund

Savings Pass Book, for deposit only, not
withdrawals. Reconciliation of bank statement
fund established for the Professional
Firefighters Local 1926, to be used by them at
their discretion. Donations from the public.

Petty Cash Fund

Receipts for Petty Cash slips. Items
reimbursed for small purchases.

Directive Records

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.

Schedule No.

Division:
ADMINISTRATION

Retention

Retain for the life of the hose, then
destroy.

Retain for three years, then destroy.

Retain until the passbook is completed,
audited, then destroy.

Retain for one year or until audited,
then destroy.

Maintain until superceded, then destroy.



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

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 Per So* *Ji $\\es C fia 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
poftheseries. pecOr ii , ^ e W e * ? Coupled j'»b

7. Record Series Format(s)

o'Letter Size • Micro Film
• Legal Size • Computer Tape
• Bound Book • Floppy Disk
• Audio Tape • Video Tape
• Other (Specify)

8. Record Series Sequence

0 Alphabetical

• Numerical

• Chronological

• Geographical

a Other (Specify)

9. Volume

a'FHe Drawees)
• Microfilm Reel(s)_
• Computer Tape(s)_
• Other (Specify)

Number

10. Annual Accumulation

a File Drawer(s)
a Microfilm Reel(s)_
O Computer Tape(s)
DJ Other (SpeciM

11. File is Used

• Daily • Weekly • Monthly Vf>r

12. File Becomes Inactive After

D Month(s)
Number

D^ear(s)

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office) /
Q No Q'Yes '

15. Access Restrictions fc/Yes
(If yes, cite law(s) & regulations)

• No 16. Audit Requirements

•'None • State • Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
Q Yes B-No

18. Recommended Retention

19. Name and Title of Preparer Q
20. Telephone Number *//£> - o?6 ?- 19 ?S 21. Date

F:\DATA\FORMSUNV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

r [re.

2. Division 3. Unit

rt

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 e W o M * i \ ( CU<Y?N* 5. Earliest Year/Latest Year
to I

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

7. Record Series Format(s)

H Letter Size O Micro Film
• Legal Size • Computer Tape
a Bound Book a Floppy Disk
• Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

•'Alphabetical

D Numerical

D Chronological

Q Geographical

• Other (Specify)

9. Volume

Number

Drawer(s)_B'File
• Microfilm Reel(s)_
Q Computer Tape(s)_
O Other (Specify)

10. Annual Accumulation

Number
• File Drawees)
• Microfilm Reel(s)_
• Computer Tape(s)_
t/other (Specify)

11. File is Used

CjKDaily • Weekly "H • Monthly

12. File Becomes Inactive After

Q Month(s)
Number

Year(s)

13. Current Location(s) (BIdg. Floor, Room)
F M 4 4

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
• No IS/tfes PeCJotA/^l. j>p l .

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

• No 16. Audit Requirements

a*None • State • Federal • Independent

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

18. Recommended Retention 1/

19. Name and Title of Preparer r J| ?. ±itP

20. Telephone Number 21. Date 1 j 30\ %
F:\DATA\FORMSUNV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

Fire

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

<V 9fc to fV
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

oftheseries.

-VrourW

J).) k <*W»~J, ac.4u*(

"ic-

7. Record Series Format(s)

o Letter Size
a Legal Size
a Bound Book
a Audio Tape • Video Tape
• Other (Specify)

• Micro Film
• Computer Tape
• Floppy Disk

8. Record Series Sequence

Q Alphabetical

Q Numerical

•^Chronological

• Geographical

a Other (Specify)

9. Volume

File Drawer(s)_

Number

/

• Microfilm Reel(s)_
• Computer Tape(s).

)ther (Specify)

10. Annual Accumulation

Number
D File Drawer(s)
a Microfilm Reel(s)_
• Computer Tape(s)(

Brother (Specify).

11. File is Used

^Daily • Weekly • Monthly

12. File Becomes Inactive After

D Month(s)
Number

ear(s)

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(IL^es, specify office)

a Yes

15. Access Restrictions •'Yes
(If yes, cite law(s) & regulations)

• No 16. Audit Requirements

• State • Federal • Independent

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

18. Recommended Retention

19. Name and Title of Preparer , j,, fye
20. telephone Number 21. Date

F:\DATAVFORMSUNV.WPD



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

1. Department

CITY OF ANNAPOLIS
Records Management Program

2. Division

A<$ivri/w3rraTi»v

RECORDS INVENTORY

PAGE OF

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 Tit.e Q ^ : X * p r « * « « • + 6 " % ^ 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

oftheseries. g ^ p f ^ P r f*( ftuJJ JwfUwU* - W f 4>r for&Sltte 6*8 t « t y Jhcprdfa^
S<*cJ,6S; Jfirt. QfpO«*W> CcuskucW <*- fehoi*4fflw *£-W^*5 ^ M//«5*" j fapUfttff- Wo**;
Pro$ra»»X, €TTC -

7. Record Series Format(s)

•better Size a Micro Film
Q Legal Size a Computer Tape
ofiound Book Brloppy Disk
a Audio Tape a Video Tape
a Other (Specify

8. Record Series Se

n Alphabetical

• Numerical

a Chronological

G Geographical

aether (Specify)

quence

^ /

11. File is Used

a Daily a Weekly a Monthly W™«^>$

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

15. Access Restrictions a Yes Cmo
(If yes, cite law(s) & regulations)

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

9. Volume

Number

O File Drawer(s1
G Microfilm Reelfs>
a Computer Tape(s)
Bother rSpecifv^ 4 o ^ P ^

10. Annual Accumulation

Number
Q File Drawees)
• Microfilm ReelCst
a Computer Tape(s)
^Other rSpecifv^ $o\cff>r>

12. File Becomes Inactive After

' DMonth(s) tyYear(s)
Number

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office) '
DNo m-Ves Q p ^ n t $firo\ebt * ^/"»**€,

16. Audit Requirements

QiVone • State • Federal a Independent

18. Recommended Retention

19. Name and Title of Preparer Ecdioa.£ R SWUfcfr, ^V-

20. Telephone Number <-f Li) - O C 2 - *7 <? 7 vT 21. Date 7/6///£
F:\DATA\FORMS\1NV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

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
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. a buflgjr 9f|eM p<X2<$faeW ©•» SttCCl'ncH/ dteftwiMS +he Apf*^***^ TtfSSitu

7. Record Series Format(s)

D"Lefcetter Size a Micro Film
a Legal Size • Computer Tape
• Bound Book OTloppy Disk
a Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

• Alphabetical

n Numerical

• Chronological

• Geographical

0/Other(Specify) fl

9. Volume

O File Drawer(s)_

Number

• Microfilm Reel(s)_
• Computer Tape(s).
Bother (Specify)

10. Annual Accumulation

• File Drawer(s)___
a Microfilm Reel(s)_
• Computer Tape(s).
pfOther (Specify)

Number

11. File is Used

a Daily Q Weekly • Monthly

12. File Becomes Inactive After

' • Month(s)
Number

Q"Tear(s)

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office) ^>
DNo cfYes rj

15. Access Restrictions • Yes CTNo
(If yes, cite law(s) & regulations)

16. Audit Requirements

QtNone O State a Federal • Independent

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

18. Recommended Retention

19. Name and Title of Preparer H $\prLotJf

20. Telephone Number 21. Date
F:VDATA\FORMS\INV.WPD



\ .

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

CITY OF ANNAPOLIS
rds Management Program -?

RECORDS INVENTORY

PAGE. OF

1. Department 2. Division
\

3. Unit

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

4. Record Series Title
\

5. Earliest Year/Latest Year

to /? 7C
6. Record Series Description (Briefly describe the types of information/documents/forms foundxin the series. Include the purpose or function

of the series. J^4JL £l^4<JtfU*f rf^^ & A i L &

7. Record Series Format(s)

O-Cetter Size a Micro Him
a Legal Size Q Computer Tape
a Bound Book • Floppy Disk
a Audio Tape • Video Tape
D Other (Specify) .

8. Record Series Sequence

a Alphabetical

a Numerical

^^Chronological

• Geographical

• Other (Specify)

9. Volume

• File Drawer(s)_

Number

Q Microfilm Reel(s).
• Computer Tape(s).
J3Other (Specify),

10. Annual Accumulation

Number
a File Drawees)
a Microfilm Reel(s).
a Computer Tape(i

-a-Other (Specif]

11. File is Used

• Daily "vO^Weekly Q Monthly

12. File Becomes Inactive After

3^> cTMonth(s)
Number

D Year(s)

13. CurrentLocation(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office) ^drflUlXZtu-*\,
• No g'Ves ^ ^

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

16. Audit Requirements

CWone a State Q Federal • Independent

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

18. Recommended Retention

19. Name and Title of Preparer ff
20. Telephone Number 21. Date

F:\DATA\fORMS\lNV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

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

- S.
5. Earliest Year/Latest Year

1 /<?? **> to /?

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

7. Record Series Format(s)

a Letter Size a Micro Film
a Legal Size a Computer Tape
• Bound Book • Floppy Disk
D Audio Tape a Video Tape
B-Other (Specify).

8. Record Series Sequence

G Alphabetical

• Numerical

•^^Chronological

• Geographical

a Other (Specify)

9. Volume

D File Drawer(s)_

Number

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

tiier (Specif^ /

10. Annual Accumulation

Number
n File Drawer(s)
• Microfilm Reel(s)
D Computer Tape(s
OUther (Specify) J

11. File is Used

D Daily • Weekly Monthly

12. File Becomes Inactive After

JbcfjJt^cUZ a Month(s)
Number

a-Year(s)

13. Current Location(s) (BIdg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)

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

a No 16. Audit Requirements

a None • State QTederal a Independent

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

18. Recommended Retention £ ^ Y 7 / Z .

19. Name and Title of Preparer

20. Telephone Number
F:\DATA\FORMS\INV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

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
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. ^ • __ . , j ^ ^ ^ ^ ^ t ^

7. Record Series Format(s)

a Letter Size • Micro Film
• Legal Size a Computer Tape
'Suound Book a Floppy Disk
a Audio Tape a Video Tape
a Other (Specify)

8. Record Series Sequence

n Alphabetical

O Numerical

frtfhronological

O Geographical

• Other (Specify)

9. Volume

• File Drawer(s)_
• Microfilm Reel(s)_
O Computer Tape(s).
B-Other (Specify). - /

10. Annual Accumulation

Number
O File Drawees)
D Microfilm Reel(s)
• Computer Tapefs)
efbther (Specify)_^

11. File is Used

a Daily tHVeekly Q Monthly

12. File Becomes Inactive After

a Month(s)
Number

O-¥ear(s)

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

4 &
14. Is Record Series Duplicated Elsewhere?

(If yes, specify office)
O N O

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

O-No 16. Audit Requirements

• None • State a Federal B^ndependent

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

18. Recommended Retention

19. Name and Title of Preparer

20. Telephone Number 4/0'JL&3-7 ? 7S~ 21. Date
F:VDATA\FORMSUNV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

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
to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
oftheseries- O^^^uC & j ^ ^ ^ ^ y ^ ^ ^ ^ of ^

7. Record Series Format(s)

• Letter Size a Micro Film
a Legal Size • Computer Tape
a Bound Book a Floppy Disk
• Audio Tape a Video Tape
•O-Cfther (Specify) lf^

8. Record Series Sequence

O Alphabetical

• Numerical

a Chronological

O Geographical

BtJther (Specify)

9. Volume

Number

O Microfilm Reel(s)_
a Computer Tape(s)_
• Other (Specify)

10. Annual Accumulation

CFile Drawerfs^
Number

O Microfilm Reel(s)_
• Computer Tape(s)_
a Other (Specify)

11. File is Used

a Daily /it CKWeeklyCWeekl Monthly

12. File Becomes Inactive After

GO P'Month(s)
Number

D Year(s)

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

J
14. Is Record Series Duplicated Elsewhere?

(Ifyes, specify office)
fi 0 Yes

IS. Access Restrictions • Yes
(If yes, cite law(s) & regulations)

rNo 16. Audit Requirements

(/None • State D Federal • Independent

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

18. Recommended Retention

19. Name and Title of Preparer

20. Telephone Number £& 3~ ~7<? 75*
F:\DATA\FORMSUNV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

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
to

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

7. Record Series Format(s)

a Letter Size • Micro Film
• Legal Size O Computer Tape
•'Bound Book • Floppy Disk
a Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

• Alphabetical

B-rfumerical

• Chronological

• Geographical

• Other (Specify)

9. Volume

D File Drawer(s)_

Number

a Microfilm Reel(s)_
a Computer Tape(s).
BOther (Specify).

10. Annual Accumulation

Number
O File Drawees)
a Microfilm Reel(s)_
a Computer Tape(s).
iCTOther (Specify).

11. File is Used

a Daily O^Veekly '"- D Monthly

12. File Becomes Inactive After

l&u*^ .aiVIonth(s)
Number

• Year(s)

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)

i n Yes

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

16. Audit Requirements

QTNone a State • Federal a Independent

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

18. Recommended Retention

19. Name and Title of Preparer

20. Telephone Number
F:\DATA\fORMS\lNV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

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

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

jejt flea&<ed5 3-

7. Record Series Format(s)

IP Letter Size • Micro Film
• Legal Size VO^Computer Tape
• Bound Book 0 floppy Disk
a Audio Tape a Video Tape
• Other (Specify) '

8. Record Series Sequence

• Alphabetical

{^Numerical Q^UtJ thj

• Chronological

• Geographical

tfOtherj(Specify)

9. Volume

tfTile

Number

File Drawer(s)_ I
n Microfilm Reel(s)_
D Computer Tape(s)_
D Other (Specify)

10. Annual Accumulation

Ie Drawer(s)_
Number

a Microfilm Reel(s)_
a Computer Tape(s)_
D Other (Specify)

11. File is Used

p^aily • Weekly Q Monthly

12. File Becomes Inactive After

9 ( W / ^ , a Month(s)
Number

• Year(s)

13. Current Location(s) (Bide, Floor, Room)
Ems %0/n oWi

14. Is Record Series Duplicated Elsewhere?
(If ̂ es, specify office)

fo a Yes

IS. Access Restrictions tares
(If yes, cite law(s) & regulations)

a No 16. Audit Requirements

a State • Federal a Independent

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

18. Recommended Retention

19. Name and Title of Preparer 0/H'U
20. Telephone Number 7$ 7% 21. Date

F:\DATA\FORMS\INV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF f

1. Department 2. Division 3. Unit

/I£>/H. OFF me-

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
WC to 9

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 a-*-/'

7. Record Series Format(s)

vP^etterSize a Micro Film
a Legal Size O Computer Tape
a Bound Book tEKFioppy D i ^
a Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

Q Alphabetical

p"NumericaI

• Chronological

Q Geographical

• Other (Specify)

9. Volume

P-FileDiDrawer(s)_

Number

/

• Microfilm Reel(s)_
n Computer Tape(s)_
a Other (Specify)

10. Annual Accumulation

File Drawer(s)_
o Microfilm Reel(s)_
Q Computer Tape(s)_
a Other (Specify)

Number

11. File is Used

s)2^Daily a Weekly • Monthly

12. File Becomes Inactive After

Number
a Month(s) a Year(s)

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)

J3-NO a Yes

15. Access Restrictions a Yes
(If yes, cite Iaw(s) & regulations)

16. Audit Requirements

iP None a State • Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
a Yes »P-No

18. Recommended Retention

19. Name and Title of Preparer^^Tf rf. &/? U TCstf L & V
20. Telephone Number *//£>*-% I" 3.-79 7 & 21. Date

F:\DArA\FORMSUNV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE I 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

199Z to 4
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series.

/

7. Record Series Format(s)

i P e t t e r Size
• Legal Size

a Micro Film
• Computer Tape

a Bound Book a Floppy Disk
a Audio Tape ' a Video Tape
a Other (Specify)

8. Record Series Sequence

a Alphabetical

O Numerical

^'Chronological

Q Geographical

Q Other (Specify)

9. Volume

a File Drawees)
a Microfilm Reei(s).
O Computer Tape(s

yfa'Other (Specify).

Number

10. Annual Accumulation

D File Drawer(s)
G Microfilm Reel(s)_
• Computer Tape(s)

Number

11. File is Used

a Daily n Weekly, Monthly

12. File Becomes Inactive After

Q Month(s)
Number

l0"Year(s)

13. Current Location(s) (Blda Qoor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
B̂TNo a Yes

IS. Access Restrictions a Yes
(If yes, cite law(s) & regulations)

16. Audit Requirements

a State a Federal • Independent

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

18. Recommended Retention

19. Name and Title of Preparer /\j^y{f. J/^HG^ fT'

20. Telephone Number - 3.(c2i'7ei7S/ 21. Date
f \DA TAVFORMSUNV W P D



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

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
/ <? 7 ? to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purppse or function
of the series. U ^ Z Z ^> ^ ^

7. Record Series Format(s)

ETletterSize
n Legal Size
• Bound Book
Q Audio Tape

a Micro Film
• Computer Tape
Q Floppy Disk
a Video Tape

a Other (Specify).

8. Record Series Sequence

•Alphabetical

• Numerical

• Chronological

• Geographical

• Other (Specify)

9. Volume

Number

a-flle Drawer(s)___^_
• Microfilm Reel(s)_
• Computer Tape(s)_
a Other (Specify)

10. Annual Accumulation

ETFile Drawer(s)_Ji_
Number

O Microfilm Reel(s)_
• Computer Tape(s)_
• Other (Specify)

11. File is Used

d DDaily a Weekly a Monthly

12. File Becomes Inactive After

C*O OMonth(s)
Number

a Year(s)

13. Current Location(s) (BIdg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
iTNo • Yes

15. Access Restrictions • Yes
(If yes, cite Iaw(s) & regulations)

D Nu 16. Audit Requirements

•CfNone a State a Federal • Independent

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

18. Recommended Retention

19. Name and Title of Preparer ^ . Q.
20. Telephone Number £//&- 7 J>

F:\DATA\fORMS\lNV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE / OF

1. Department 2. Division 3. Unit

r<

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

9 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.

"EM T

7. Record Series Format(s)

Letter Size a Micro Film
• Legal Size ^Computer Tape
• Bound Book • Floppy Disk
D Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

• Alphabetical

^Numerical

• Chronological

D Geographical

• Other (Specify)

9. Volume

AtFile Drawer(s)_

Number

y
O Microfilm Reel(s)
KComputer Tape(s)
U Other (Specify)

10. Annual Accumulation

• File Drawees)
• Microfilm Reel(s)_
• Computer Tape(s)_
O Other (Specify)

Number

11. File is Used

D Weekly " D Monthly

12. File Becomes Inactive After

D Month(s)
Number

D Year(s)

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

f
14. Is Record Series Duplicated Elsewhere?

(If yes, specify office)
J ^ a Yes

IS. Access Restrictions • Yes
(If yes, cite law(s) & regulations)

16. Audit Requirements

a State • Federal a Independent

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

18. Recommended Retention

19. Name and Title of Preparer

20. Telephone Number *//& ' - ^ 73" 21. Date X ~
F:\DATAVFORMSUNV.WPD



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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE

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 Y
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. ^ fepoijfr ^ ^U Qj^JZiA^0^^ 9- AJ&O'-

7. Record Series Fonnat(s)

a Letter Size a Micro Film
a Legal Size ^Computer Tape
D Bound Book a Floppy Disk
• Audio Tape a Video Tape
a Other (Specify)

8. Record Series Sequence

• Alphabetical

p^Jumerical

Q Chronological

• Geographical

a Other (Specify)

9. Volume

• File Drawer(s)_

Number

a Microfilm Reel(s)
.^Computer Tapefe)
a Other (Specify)

10. Annual Accumulation

Number
a File Drawees)
O Microfilm Reel(s)

^Computer TapeVŝ
n Other (Specify)

11. File is Used

J(DaiIy a Weekly • Monthly

12. File Becomes Inactive After

• Month(s)
Number

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

M-0

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office) P
a No -cfYes

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

16. Audit Requirements

p(None D State n Federal D Independent

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

18. Recommended Retention

19. Name and Title of Preparer ZCT 6-
20. Telephone Number 4 / &'£,(&!> - 21. Date

F:\DATAVFORMS\INV.WPD


