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CITY OF ANNAPOLIS 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. 

PUBLIC W O R K S 
Division: 
ADMINISTRATION 

Item 
No. 

Description Retention 

1. | General Correspondence 

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

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. 

2. | Grants 

Correspondence, agreements, etc. related to 
grants. 

Retain for life of the grant, plus three 
years and audit requirements, if any, 
met. 

Capital Improvement Projects 

Correspondence, plans, specifications, etc. Retain for two years after completion, 
then destroy. 

Port Wardens 

Minutes and findings. Permanent. Transfer periodically to the 
Maryland State Archives. 
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5. Building Board of Appeals 

Minutes and findings. 
Permanent. Transfer periodically to the 
Maryland State Archives. 

6. Environmental Commission 

Minutes. Permanent. Transfer periodically to the 
Maryland State Archives. 

7. Storm Water Management 

Correspondence, plans, specifications. Retain for two years, then destroy. 

8. Fuel Report 

Correspondence, computer print-out, forms. Retain for two years after audit, then 
destroy 

9. Time Cards/Leave Slips 

Time cards punched by time clock for hourly 
employees and leave slips. 

Retain for two years, then destroy. 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 



CITY OF ANNAPOLIS 
Records Management Program 


