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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE |

Schedule No.

FIRE DEPARTMENT

Wy-\0'
Division:

FIRE MARSHAL'S OFFICE

Item | Description Retention
No.
1 General Correspondence
Origina incoming letters, copies of outgoing | Retain for three years, .then destroy.
letters, memoranda, studies, reports, directives, .
policies, and other materials related to the
administration of the agency.
2. Background Files - Employees
Background records for personnel including | Retain for five years after termination,
credit checks, licensing information, motor | then destroy.
vehicle checks, crimina history, military
history, and personal history statements.
3. Background Files - Firefighter
Applications
Background records of firefighter applications | Retain for five years after termination,
including credit checks, licensing information, | then destroy.
motor vehicle checks, criminal history,
military history, and persona history.
4, Burning Permit

Any open flame used to burn any material
within city limits must be given aburning
permit.

Retain for one year, after permit
expiration, then destroy.

WPM»

Department Director

F‘ﬂ“““a a.?, éle‘g_c)

Plrmse A (1000
City Clerk / Date '
c, /‘?""7‘" APR 27 2000
Schedule Approved by State Archivist

Date
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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

FIRE DEPARTMENT

M-109

FIRE MARSHAL'S OFFICE -

Retention

Item | Description
No.
5. | Background Files - Volunteer Personnel
Background records of volunteer personnel, | Retain for five years after termination,
including credit checks, licensing information, | then destroy.
motor vehicle checks, crimina history and
military history.
6. Investigation Files
Investigation files, including police and fire | Retain for 25 years, then destroy.
reports, witness statements, photos,
investigation reports and any other documents
pertinent to the investigation.
7. Complaints
All complaints - about any subject - tenant | Retain for 10 years, then destroy.
about property owner - owner about atenant - | -
public about anything.
8. Street Fire

Locations of inspectable buildings by street
address any and al information except plans.

Retain as individua file for the life of
the building, then destroy.




‘|ngtructions - Prepare a Separate form - CITY OF ANNAPOLIS RECORDS| NVENTCRY
for each new or revised record series. Records Management Program .
' PAGE OF
1. Department - 2. Division 3. Unit
Xz Si=e (0 VESTs ATTON
weoe -

X Mazsdac <cerotd
DEFINTTION - RECORD SERIES- A group of related records normally filed and used asa unit for reference aswell as retention and disposition
purposes. - :

4. Record Series Title ac. CTE>A00 O-V> ¥ &> 5. Earligst Year/L atest Yea
COTREST € Prol 65 4928 1o _L75

6. Reoord Series Destription (Briefly describe the types of information/documentsfforms found in the series. Indude the purpose or fundtion
ofthesiries ~Ba cir CROLTD Ceto DD T (weadi |2rsowuec (DO,
CRED T (UGS, MREwDI0E WOFORAATION, MOTOR VeErlic oo Cilecirs
Ciennine ey, ».u;_;-c;sra( KSTDR Ao Aaseusc ~isTomy ’
TCATEMM e TS : ' .

7. Record Series Format(s) | 8. Record Series Sequence ' "1 9. Volume
tELetter Size * ¢ Micro Film ~Alphabetical ' Number
a Legal Size » Computer Tape ' .
O Bound Book < Floppy Disk Q Numerical : A"TFile Drawer (s) /
* Audio Tape  Video Tape * Microfilm Reel(s)
D Other (Specify)__ + Chronological a Computer Tape(s)
~» Other (Specify)
a Geographical .
Q Other (Specify)__ 10. Annual Accumulation
g&ile Drawer (9) (
~* Microfilm Reel(s)
» Computer Tape(s)
a Other (Specify)
11. FileisUsed 12. File Becomes I nactive After
: ' Fiad 1T
D Daily «Wekly %.  AMonthly PEDER e TE L onth(y A Year(s)
- - Number '
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Tte ReBDoumzTeS ' (If yes, specify office)
1oV Tl A T oD jBINO aYes
15. Access Restrictions | th\/es a No 16. Audit Requirements
(Ifyes, cite law(s) & regulations) : :
ﬂ(None » State  « Federal « Independent
17. Is an index system used? (If yes explain briefly and 18. Recommended Retention %‘77@
describe any hardwar e/software.) /
aYes JNo e _ 57/5'-4@ ///E/;TE"/?
- RING AT

19. Name and Title of Prqoarermo—mw . L.imgc_qeo% LADUEDTI A TT O )
20. Telephone Number &1 ¢> . 730 -5 19TIS 21.Date -8 -G

“F \DATA\FORM S\INV.WPD




Instiuctions - Prepare a separate form CITY OF ANNAPOLIS RECCRDS | NVENTCRY
for each new or revised record series. Records Management Program
' PAGE CF
1. Department 2. Division 3. Unit
;_\ﬁ—&' L ize Ao O &S TG B DAd
pALTZ o A DeemTy o*-:'

purposes.

DEFINITION - RECORD SERIES- A group of related records normaly filed and usad as a unit for reference aswdl as retention and digposdition

4. Record Series Title ¢ DA Cic oo G D e
Past ermt Prou e

5. Earliest Year/Latest Y ear
247tr to /9%l

6. Record Series Description (Bne‘ly describe the types of information/documents/forms found in the series. Include the purpgose or function
oftheseries. "Ry ¢ s tarzoorr D Ceto P e

L2607 CH &S, Rllend BimdC. (MIFDRMATLEN, (Lothe Uer Lo cifeceD,
CTT A (2t H"ﬁ?‘bﬂ‘-?’ Mot T ey l-((.‘.s—i‘b;z_(?, AUD ﬂyz'“;ouﬁ-t- ﬁ/t":?‘bﬂ"—?

A ST Crn Proty > \ASC LUSDAE,

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
18X etter Size G Micro Film ) Z"Alphabetical Number
* Legal Size  a Computer Tape '
O Bound Book  « Floppy Disk * Numerical ¥ile Drawees) ___ t
e Audio Tape + Video Tape * Microfilm Reel(s)_,
a Other (Specify) D Chronological D Computer Tape(s)_,
' » Other (Specify)
O Geographical
" D Other (Specify) 10. Annual Accumulation
I Number
BcFile Drawer(s)
D Microfilm Reel(s)_,
» Computer Tape(s) .
a Other (Specify)
11. FileisUsed 12. File Becomes Inactive After
- JAOTV-F A itz
a Daily * Weekly =- ~Monthly . o Month(s) &Y ear(s)

Number

13. Current Location(s) (Bldg. Floor, Room)
Cize derDaonmrens
(DU TION

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
JNo D Yes

I'S. Access Restrictions kYos DNo

(Ifyes, cite law(s) & regulations)

16. Audit Requirements

ATNone °State O Federal e« Independent

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

18. Recommended Retention
2 e B e e T .
Dﬁ:":gﬁf@/ ,

19. Name and Title of Preparer =7, 1z » 7leys 7z /J&,D'_)Ue-e_.;., , | CUV & TXGA i~2>(T

20. Telephone Number  A/& ~ 71> "5."w *2 X

21.Date Qo -G ¢

F\DATA\FORMSINV.WPD




Ingtrfuctions - Prepare a separate form CITY OF ANNAPOLIS RECORDS | NVENTCRY
for each new or revised record series. - Records Management Program
PACGE OF
1. Department’ ' 2. Division - 3. Unit
X ze ‘ Flze _ {QQC‘ET‘EGAT‘!D-F)
he A2 YN .
_ MERSLL D Seer70M

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

4. Record SeriesTitle ‘@cxrl&o gV ) 5. Earliest Year/Latest Year
e Rdrer APPricaraT™ 995 to /2%¢
6. Reoord Series Description (Briefly describe the types of infor mation/documentsfforms found inthe series. Indude the purpose or function
of the series,  -fcr™t,2e,,u” I|"e-eo "C"> oF -fitZePifc«* Vlrt:"Wrn ° Tt jOd<-U £, OC—
(Reon Lléciss | bAterDS CRvATILer, MoToR Utd it CHEGas,
CX24ra s O ,_x.a_-,-a,% .;u..l.l.\...\mm.f e rbru.l AT P&—E%Mg /—[usmaa.,
STA T2ZNeDT
7. Record Series Format(s) ' 8. Record Series Sequence 9. Volume
ML etter Size e Micro Film ."Alphabetical Number
Q Legal Sze O Computer Tape _ .
D Bound Book D Floppy Disk « Numerical fe’File Drawees) (
* Audio Tape + Video Tape _ n Microfilm Reel(s)._.
Q Other (Specify) a Chronological . » Computer Tape(s)_.
a Other (Specify)
» Geographical
« Other (Spexify) 10. Annual Accumulation
Number
G-File Drawer () U-
* Microfilm Reel(s) .
D Computer Tape(s)_,
n Other (Specify)
11. Fifeis Used 12. File Becomes I nactive After
- DAt TE
a Daily » Weskly = - -;!kMontth o + Month(s) K ear(s)
: : N Number :
13. Current Location(s) (Bldg. Floor, Room) 14. 1s Record Series Duplicated Elsewhere?
(R HedAD Quan TER (Ifyes, specify office)
) O0ESTLGATLO ANo  DYes
15. Access Restrictions bOtes * No 16. Audit Requirements
(If yes, cite law(s) & regulations) '
ﬁb(one + State  » Federal O Independent
17. Isan index system used? (If yes explain briefly and 18. Recommended Retention 5}//6-/4/:-7—55’ /‘///?/H/
describe any hardwar e/software.) LA D oorTe B ERED A7 =] Vi
aYes o
e HaZe % b
_ : Cf — iz m—detersT T 17597?07

19. Nameand Title of Preparer ~~T7rHC> a4 Maa% /R0ESTL6p 1o ~/

20. TdephoneNumber A7 0 - Z&-7971S 21.Date D-/~FUlo

—
F:\DATA\FORM S\INV.WPD
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* - | lnstr'uctions - 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
f e Hamsaac. OO ESTUA T 0D
(Ve Dee T )

purposss

DEFINTTION - RECORD SERIES- A group of rdated records normally filed and used asa unit for reference aswel as retention and digpostion

4. Record Series Title  &Ack RoUT L= -

VO Taert. FidZumgome

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
0 fthese”%::j%xm‘?' ez VoLowTRErZ— ﬁpwe«_’
CleDr a_,.[e.uc-)' bl 22D 10 G (LR unAT O~ MOTH R Ve e Cilec e |
(;‘?Z_\u.x\ub-c_. L\fb‘-bru,‘ VW TRy Afr '5:1;.:2.7 .

a Other (Specify)

7. Record Series Format(s)

8. Record Series Sequence

iEL etter Size D Micro Film ~Alphabetical
G Legal Size « Computer Tape

* Bound Book e« Floppy Disk * Numerical’
a Audio Tape ' a Video Tape :

a Chronological

» Geographical

» Other (Specify)

9. Volume

. Number

J&File Drawees)__ 7
e Microfilm Reel(s)
o Computer Tape(s)
¢ Other (Specify)

10. Annual Accumulation

Number.

b{ﬁle Drawer (9)
D Microfilm Reel(s) .,
a Computer Tape(s) .
a Other (Specify)

1 11. Fileis Used
h PP Ty 72 my bar 4
a DaJIy OWeek|y * - /\|\/|0nth|y tv3v
- Number

12. File Becomes I nactive After

a Month(s)

.béear(s)

e I—[

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

AT QUARTETLS
fOVES T btz a0

kNo

14. I's Record Series Duplicated Elsewhere?
{If yes, specify office)
D Yes

15. Access Restrictions

(If yes, cite law(s) & reg\JIations)

'F’?’e S

* No

fa*None ¢ State
v

16. Audit Requirements

e Federal a Independent

- describe
* Yes $o

17. Isan index system used? (Ifyes explain briefly and
y har dwar e/software.)

TR T
/S ACCEF T /IN/O
T HEN 0&37‘&709/

18. Recommended Retention /C:}J/E }/E'AFS

AF7ER VoL UNTES
F:F'\Oj/?AMS

19. Name and Title of Preparer

sy (4 I'{C}u_u—c._;_,

df.-«\-lue'bf"(_aﬂ- ™

20. Telephone Number

Hro Zta"s-’r?':

21. Date %e-' <2 (.

N —— e
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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 Départment ‘ 2. Division 3. Unit
S:._ _ ;‘“z_e [OVESTILATIOD
- MAZ suAC- ©errmo

DEFINITION - RECORD SERIES- A group of related regords normaly filed and used asa unit for reference aswdl asretention and digpostion
purposs

4. Record SeriesTitle 5. Earliest Year/Latest Year
JROVEST AT oD X e LT8O 0_/00C
6. Record Series Detription (Briefly describe the types of infor mation/documentsforms found in the series. Indude the purpose or function
oftheseries,. | o O Ta6"~00-C,", I"CUo~7>COC- ~"UvC -»JIRKZC- 2(—1"0;?.‘?'5_1

VMTROEDD ST T2arerr T p»to'cz;':_ ICVEBTU L AT O ICepe gz T AN
At Ol TR LU ety Q-rum».ac-,—u‘:‘ T Tle tuuf.—";ﬁb&ﬁo'\)

7..Record Series Format(s) 8. Record Series Sequence 9. Volume
JALetter Size  aMicro Film « Alphabetical Number
D Legal Size G Computer Tape 4
a Bound Book a Floppy Disk * Numerical KFile Drawees)
M Audio Tape O Video Tape Q Microfilm Redl(s)
O Other (Specify) E ket % : AN Chronological n Computer Tape(s)
D Other (Specify) L&
Q Geographical - : CROEAER OO
« Other (Specify) | 10. Annual Accumulation
Number
&'File Drawer (s) /
+ Microfilm Reel(s) .
D Computer Tape(s)_.
e Other (Specify)
11. FileisUsed 12. File Becomes | nactive After
- [ LS Coe e Ty :
Faily AWeekly "A-  /AMonthly D Month(s) M Year(s)
- Numberm :
13. Current Location(s) (Bldg. Floor, Room) 14. IsRecord Series Duplicated Elsewhere?
e | CADCLARLTTIES {[If yes, specify office)
(REDTIOANCRD ~— FARALe Mo aves
15. Access Restrictions  [f¢¥es DNo 16. Audit Requirements

(If yes, cite law(s) & regulations)
EXNone D State D Federal -« Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention 25 }/E;q/fp_g
describe any hardwar e/software.) -
DYes “No his -

19. Name and Title of Preparer™ 4 Ao TRy MQM“-‘-—_Z LA T e AT

20. TelephoneNumber Af7¢>  ZAoSI4ANS . - | 21. Date "% ~=1 (o

F:\DATA\FORM SUNV.WPD
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Ingtrugtions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program
PAGE OF
1. Department 2. Divison - 3. Unit
plek PLEIEPRES H /
L £ Fi R ELNSPEAN.

f{LfcV fe+J Vr OAJ/:ZUU

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

pur poses.

4. Record Series Title COMPC@ON'T F?C/E/

5. Earlies] Year/Latest Yeag

Ly g=X2? to

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

of e sies ft \J* Ctr+pUR 1 7S - ft Barer™ Aw

VY SulrEey - V‘WNV‘Q—W

. (’ﬁef’ vl — OWASEL I‘Fé’oc(y-y—W-— FPeck o.fo, RBraS
My (NGe
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
etter Size a Micro Film + Alphabetical Number
[ e Size e Computer Tape
* Bound Book  « Floppy Disk a Numerical * File Drawer(s) _2—
aAudio Tape  a Video Tape * Microfilm Reel(s)_.
» Other (Specify) » Chronological n Computer Tape(s)_.
a Other (Specify)
» Geographical
a Other Speg,fy) A> O 10. Annual Accumulatlon
Y Sy T4 P
wﬁe Drawer (s) P
D Microfilm Reel(s)_.
. D Computer Tape(s) .
D Other (Specify)___,

11. FileisUsed 12. File Becomes I nactive After Ot /0 (<IMO CO/O

a Daily « Weekly = - ua@nmy a Month(s) « Year(s)

: - Number
13. Current Location(s) (Bldg. Floor, Room) 14. 1sRecord Series Duplicated Elsewhere?
e Ifye$> specify office

FolesrOR. FiLE- Koon, o Ty
15. Access Restrictions  a Yes Vﬂﬁo 16. Audit Requirements

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

' None « State a Federal < Independent

17. Isan index system used? (If yes explain briefly and
describe anv*hardwar e/software.)
a Yes, #¥No

18. Recommended Retention ‘p"ﬁ(—e&-—t—s—\/ e

19. Name and Title of Preparer - QM ISHXSI<E> (L £.£, 5[{@ /&f-wﬂl..q - CHEL

12637/%70 oy Aﬁzﬁ’ c’aMFZAM/T/.g 7=
, Sory

20/TelephoneNumber  / (L«o)éég D P Lot 9 Eﬁg-{ng

e ——
F:\DArA\FORMS\INV.WPD
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Instructions - Prepare a separate form
for’each new or revised record series.

CITY OF ANNAPOLIS |
Recor ds Management Program

RECORDS INVENTORY

' PAGE OF
1. Department 2. Division 3. Unit
o I Q
FIRE fRe MARSHAL PLEVENTLON

pur poses.

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

4. Record Series Title 6“—&‘\”0/\3'6 Peﬂf/ﬂ/?/‘r’

5. Earliest Year/Latést Year
[2785~ o228

‘oftheseries. ™ ,\L\j Q p(E"O  £-UU*\
. . . ) v} )

PitstiUtffiL, U) (¥fA) C’.g(}v

BN ING PeELury i

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

N CLSED Vo Surp AN

o

Lt (rR PrsT 26 vk

* Weekly 7" -

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
- : :
itfletter Size  n Micro Film /0 Alphabetical Number
G Legal Size G Computer Tape
a Bdéund Book a Floppy Disk G Numerical File Drawer(s)_, )
a AudioTape a Video Tape * Microfilm Reel(s)._.
e Other (Specify) e Chronological a Computer Tape(s)_.
' D Other (Specify)___.
G Geographical
G Other (Specify) 10. Annual Accumulation  } © ©
Number
D FileDrawees)
0 Microfilm Reel(s) '
. " Computer Tape(s)
Q Other (Specify)
11 FileisUsed Ofll AN AS NERD BAS &’ 12. File Becomes Inactive After 2
’ o
a Daily a Monthly e Month(s) D Year(9)

Number

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

Fokrsy DC £/8 &, foor

14. 1s Record Series Duplicated Elsewhere?

(If yes, specify-office) ¢ ] L Eo
No- Sk — P
anNo :ﬁ‘_(m

7o

15. Access Redtrictions  » Yes
(If yes, cite law(s) & regulations)

16. Audit Requirements

\ja*Name - State G Federal G Independent

17. Isan index system used? (If yes explain briefly and
describe anytlar dwar e/softwar e.)

18. Recommended Retention  [€@-&—D-etRRFeer)

aYes‘}/_ko e o ) g |
| | [ VAR AT A7 EXARATI 4
19. Name and Title of Preparer (St 66, LEE. ﬁ//L'S/eﬁWﬁCio& CHe EL

20. Telephone Number | ¢&¢ (©) Z63-72ZI&WI1< HQz,eé{ S¥6
F:\DATA\FORM SIINV.WPD ;

", Date 05?/_3/’/ 4
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Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS

RECORDS INVENTORY"

Records Management Program

PAGE OF
1. Department 2. Division . 3. Unit o
FCRE. FRIE MALSHALS PLEVENTON,

DEFINITION - RECORD SERIES- A group of related records normally filed and usad as a unit for reference aswell as retention and disposition
pur poses.

_4. Record Series Title 5\*—116«@" ﬁtoc/l&, .

5. Earliest Year/Latest Year

/9672 b /290

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

Coftesaies A N £ gy ftfch _I%sfegmae‘gwlboe}gﬂg @j SYREEYT—
ADDRESS ~ Ay A80 ALL TNFoRMATON Ercery FERNS >

D et ivions off TnDerwave.E ok TNANTVE> S

7. Record Series Format(s) 8. Record Series Sequence

9. Volume C? f:foC-E/

« Letter Size ~ a Micro Film (*Alphabetical C R 5{?0('}6 Number
y?‘T_egaI Size a Computer Tape P ' :
a Bound Book a Floppy Disk “Numerical : o File Drawees) ié

a AudioTape G Video Tape a Microfilm Reel(s)

Q Computer Tape(s)
» Other (Specify*

» Other (Specify) e Chronological

» Geographical

10. Annual Accumulation

a Other (Specify)

Number
* File.Drawees) |
e Microfilm Reel(s)
e Computer Tape(s)
Q Other (Specify)

o
12. File Becomes Inactive After PoSSIEU\  U) HEa)
-émamw
. L J

n Month(s) o Year () "s?

Number

14. 1s Record Series Duplicated Elsewhere? =
" (I specify office) g

No * Yes

g —- -

| - 16. Audit Requirements

t.a'Nwne O State < Federal < Independent
TN O CE(S

17. Is an index system used? (If yes explain briefly and
describe an”har dwar e/software.)
a Yes_./No

19. Name and Title of Preparer 6_{&0%_@_&666/[(3 ﬁ,'tv-g-ﬂtmﬂc‘{fféfc. '

20. Telephone Number /J1,16) 7-<0J-2995~ | fa O> 2i& 8-tFPk MI*

Se————
F:\DATA\fORM SMNV.WPD -

F 21. Date o@/‘?é 3




