Page 1 of 2

CITY OF ANNAPOLIS Schedule No.
RECORDS RETENTION AND DISPOSAL SCHEDULE ' l }
Division:
FIRE DEPARTMENT TRAINING
Item | Description Retention
No.
1. General Correspondence
Original 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. Individual Training Files and Reports
Career Current
All outside training (MFRI - NFA - etc.) taken Retain for one year after termination,
by city personnel to include in-service training. | then destroy.
3. Individual Outside Training Files and
Reports: Volunteer
Retain for one year after termination
All outside training (MFRI - NFA - etc.) taken | date, then destroy.
by volunteer personnel.
4. Company Training Report
Company in-service tréining. Retain for two years, then destroy.
5. Physical Ability Test Records
Record of the applicants and statistics of test | Retain for one year after date of test,
to include the scores. then destroy.
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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

M- 1A

Division:
FIRE DEPARTMENT TRAINING
Item | Description Retention
No. '
6. Safety Records
Records to include risk management, unsafe | Retain as per OSHA / MOSH
condition, and safety officer’s reports, requirements -
minutes from the Safety Committee, Fitness
and Wellness Committee and other related
materials. '
7. Accident and Injury Review Board
Records
Retain for three years, then destroy.
Written reports of all accidents and injuries
to fire personnel and equipment.
8. Turnout Inspection Forms

Monthly inspection records of turnout gear
and its serviceability.

Retain for two years after completion,
then destroy.




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

PAGE | OF [

1. Department 4 2. Division 3. Unit

Fore | TTRANING

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
SV IDVAL TRAINING FILeR -CAREER. lueons 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.

ALL OUTSIDE TeALmg (MFRT. NFA~cr.) TA Kaw R
QLT PERSONNR. — T© i NCLUDE [N SERVICE TRAINING

DO CUM ETED
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
~Z@er Size O Micro Film Eﬂphabétical : Number
O Legal Size O Computer Tape :
O Bound Book 0O Floppy Disk O Numerical . @File Drawer(s)__} -2~ 3
O Audio Tape O Video Tape ' O Microfilm Reel(s)__
0 Other (Specify) O Chronological ’ 0 Computer Tape(s)_
a Other (Specify)
O Geographical :
O Other (Specify) 10. Annual Accumulation
Number
& File Drawer(s)
0O Microfilm Reel(s)
0 Computer Tape(s)
O Other (Specify),
11. File is Used ' | 12. File Becomes Inactive After
,cyﬂily OWeekly © O Monthly ~ OMonth(s) 0 Year(s)
- Number
13. Current Location(s) (Bldg. Floor, Room) , 14. Is Record Series Duplicated Elsewhere?
- (If yes, specify office)
TEAIO)IVG 6*(4»@6 @fNo O Yes
15. Access Restrictions = 3-Yes O No 16. Audit Requirements

(If yes, cite law(s) & regulations)
£'None OState O Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention / }/EZ;? AF/&:/Y)

describ. hardware/software.)
I;SY:S e;ilfz’o araware/so are. /W /t:/"?AA //\/A //OA/
OF EpFZ OyEE

19. Name and Title of Preparer m% ﬂf 7‘32&/ \,@_ ,(/évrauqu,
20. Telephone Number 7?77 - .)‘f 21. Date 7/97/£l

Rms—————te
ADATA\FORMSUNV. 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
— . r——— ' ]
172 [ A0 106

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/IDJAC S/NE ~ VOLUL), 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. i

ALL ©OUIDE TRAINIRG CL\PQ‘I- NFA —Eﬁc.\ TAKew By VOL.
PepsopeT .

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
@ Tetter Size O Micro Film phabetical Number -
O Legal Size 0 Computer Tape '
O Bound Book 0O Floppy Disk O Numerical S-File Drawer(s)
O Audio Tape 0O Video Tape 0 Microfilm Reel(s)
0 Other (Specify) O Chronological 0 Computer Tape(s)
0 Other (Specify)
O Geographical
G-Ofther (Specify) 10. Annual Accumulation
By ComPRicy THEN Number
AL PYARETIOAL <szl"‘ll{Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
11. File is Used 12. File Becomes Inactive After
yﬁly O Weekly - O Monthly [ a’m:th(é) O Year(s)
Number -
13. Current Location(s) (Bldg. Floor, Room) . 14. Is Record Series Duplicated Elsewhere?
: (If yes, specify office)
TRAIVING 6@@(’.5 @No O Yes
15. Access Restrictions < Yes O No 16. Audit Requirements

(If yes, cite law(s) & regulations) »
Me O State 0O Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention / E /4 /572%

describe anytiardware/software.) - , P
{Nv::( /,UAEL/)-@TE’ /5717/14///4//0/\/

O Yes

19. Name and Title of Preparer Wﬂs /}7 m \\L}Z Z/g’U}’E)_),qU}"

20. Telephone Number Z’? 77— 2 C/ ’ 21. Date Z/;?/;Q

———————
ADATAVFORMS\NV. 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 3. Unit

— ——
+ireE [ RAIVING

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

2. ‘ Division

4. Record Series Title 5. Earliest Year/Latest Year

CIJ‘MOAUuL LRAID ,L)G. MGEL to

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

of the series.
COMPARY b -SgRUICE TRAINILS,
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
Q«Le/tter Size O Micro Film B@beﬁcal o Number
O Legal Size 0O Computer Tape
O Bound Book O Floppy Disk O Numerical E’F’iﬁmeer(s)
O Audio Tape D Video Tape a Microfilm Reel(s)
0 Other (Specify) O Chronological 0 Computer Tape(s)
. a Other (Specify)
0 Geographical
Q@ Other (Specify) 10. Annual Accumulation
PAL ' Number
ALPHARST CA B’ﬁe Drawer(s)
0O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
11. File is Used 12. File Becomes Inactive After
0 Daily OWeekly © .2 'Monthly O Month(s) O Year(s)

Number

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

YN T
TTRAINING QQQQCLC Qa"oeow/%m ol

15. Access Restrictions O Yes O No 16. Audit Requirements
(If yes, cite law(s) & regulations)

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

ﬁ’@ O State O Federal 0O Independent

18. Recommended Retention Z }/A? S 77—/5{/

D = Foriir _Dg77:70)/

19. Name and Title of Preparer /,(/M/qs Y778 72%,?9 /é
2777~ 24

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

L EY TERAAT
21. Date ‘7/1 §/¢é

20. Telephone Number
“ADATAF ORMSUNV . WPD




Instructions - Prepare a separate form

Fles

’ [ LAILING

CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program
PAGE___( oF__ [
1. Department 2. Division 3. Unit

purposes.

DEFINITION - RECORD SERIES - A group of related records normally ﬁled and used as a unit for reference as well as retentlon and dlSpOSItIOI'l

4. Record Series Tit|

hbksv Em PLoy e TTRA o/u«';"CLE

5. Earliest Year/Latest Year
to

of the series.

TRBRAIDIOE O

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

\0 Vet EmPLOY ers —.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
D@r Size O Micro Film 2-Alphabetical umbe
O Legal Size O Computer Tape
O Bound Book O Floppy Disk 0 Numerical erFile Drawer(s)
D Audio Tape O Video Tape Q Microfilm Reel(s),
0 Other (Specify) 0 Chronological 0O Computer Tape(s)
0O Other (Specify)
O Geographical
Q Other (Specify) 10. Annual Accumulation
i Number
= File Drawer(s)
O Microfilm Reel(s),
0 Computer Tape(s)
0 Other (Specify)
11. File is Used 12. File Becomes Inactive After
B’ﬁy ’ O Weekly © O Monthly O Month(s) Q Year(s)

Number

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

Free Cuiels o

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
'ﬂ’( O Yes

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

O No

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.)
O Yes -oNo

18. Recommended Retention

PV7. Y ORVES s

/! VR AFTERT
ErMFLOYEE
TERM N AT 700 )

19. Name and Title of Preparer 7—#577/){6 7 572/29 ~/ £ - ,//b?)7z—‘1»0&.)/\'

20. Telephone Number

29772— Y

21. Date 7/2L;:/gé

T YT T T T
\DATAWFORMSANV.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 C

1. Department A 2. Division 3. Unit
J— .
Frec /LA,

purposes.

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

4. Record Series Title

5. Earliest Year/Latest Yeax/
—f-Ubl\”DUAL. TRA[ LD (DG ?—EJﬁb&,B , to ___

6. Record Series Descrlptlon (Briefly describe the types of mformatlo
of the series.

n/documents/forms found in the series. Include the pyrpose or function

Letter Size O Micro Film Alphabetical

’Eétofabs"--/\'u— 1D sSeErvV/IcE TRAIDIOS,. )
7. Record Series Format(s) ' 4 8. Record Series Sequence 5. Volume

Number
O Legal Size O Computer Tape :
O Bound Book O Floppy Disk "\D Numerical _D’F‘l{ Drawer(s)
O Audio Tape 0O Video Tape \ O Microfilm Reel(s)
O Other (Specify) O\Chronological O Computer Tape(s)
O Other (Specify)
O Geographic
O Other 10. Annual Accumulation
i N Number

D’Fﬁe Drawer(s)

\ S
/ \\ O Computer Tape(s)_____
. \ Q Other (Specify)

O Microfilm Reel(s)

11. File is Used

Mily /'G’Weekly b Q Monthly

12. File\B\ecomes Inactive After

Number

, AN
(T \\ EVonth(s) 0 Year(s)

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

) (If yes, specify offjce)
TRAIN )G, O&Qc.é - Pe o Coopy ot ‘& 2~ /NO -

14, Is Record SePies Duplicated Elsewhere?

15. Access Restrictions U{es O No
(If yes, cite law(s) & regulations)

16. Audit Requlrements \

erNone O State O Federal O Independent

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

describe any hardware/software.)
O Yes o '

18. Recommended Retention 2 }/E?]/?S /f/E/\/

\

19. Name and Title of Prepare% MW{ \/2—- — A/k?/'?UlQ'UV‘L

21. Date 7/&9/;’6

b e——————
ADATA\FORMSUNV.WPD

20. Telephone Number 22 7 7 - 2 (/




