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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

Mm-19

Division:
PUBLIC WORKS ADMINISTRATION
Item | Description Retention
No.
1. General Correspondence Screen annually and destroy the

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

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 | Retain for life of the grant, plus three
grants. years and audit requirements, if any,
met.
3. Capital Improvement Projects
Correspondenée, plans, specifications, etc. Retain for two years after completion,
then destroy.
4. Port Wardens
Minutes and findings. Permanent. Transfer periodically to the
' Maryland State Archives.
er/ pd M 2(-0p
Department Director Date
3 (000
City Cl rk Date
ﬂn«l ,/;“'%ﬂ‘/ PR 27 iz APR 27 o
Schedule Approved by State Archivist " Date
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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

M- g

Division:
PUBLIC WORKS ADMINISTRATION
Item | Description Retention
No.
5. Building Board of Appeals .
Permanent. Transfer periodically to the
Minutes and findings. 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.




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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

pUBLIc k’muzs"

27 Division

ADM.

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

Gevepse (DRLESPopDdance

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.

CORNESPORdecE  SENT ApD NScE ived

7. Record Series Format(s)

tter Size O Micro Film
gal Size O Computer Tape
0 Bound Book O Floppy Disk
D Audio Tape 0O Video Tape
D Other (Specify)

Malphabetical

O Numerical

G Chronological

O Geagraphical

T Other (Specify)

8. Record Series Sequence

9. Volume
Number
K File Drawer(s) 5—
O Microfilm Reel(s)__
0 Computer Tape(s)
) Other (Specify)_STORASE
fod = 20
10. Annual Accumuiation
Number
JXFile Drawer(s) {
G0 Microfilm Reel(s)
a Computer Tape(s)
C Other (Specify)

11. File is Used

)!{)aily

O Weekly 0O Monthly

12. File Becomes Inactive After

R

Number -

DO Month(s)

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

M ppl /BSHT StorAce

‘ MYear(s)
14. Is Record Series Duplicated Elsewhere? '

(If ves, specifyv office) : -
ONo XYes RAPER FHIE _J’ﬂ Sevlen.

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

K\Io

-16. Audit Requirements

)(None O State O Federal O Independent

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

C Yes )(No

18. Recommended Retention

3.

19. Name and Title of Preparer J) . SH IT‘bt‘

20. Telephone Number

7

£ WPDATA*FORMS\WRECORDS.

s _T-00-9C /47




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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE _ OF

1. Department

Yrsuc

Wores

L Division

ADM.

3. Unit

disposition purposes.

DEFINITION - RECORD SERIES - A group of related records normally filed and used as

a unit for reference as well as retention and

4. Record Series Title

cHbiiece Leave SLIPS

S. Earliest Year/Latest Year
i ZANMR

[99 L

of the series.

EMPLYEE Sismed (save SCUPS

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

Number

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O Letter Size O Micro Film Parphabetical Number
O Legal Size O Computer Tape < 7VL
0O Bound Book O Floppy Disk O Numerical Nile Drawer(s) R
0 Audio Tape O Video Tape . O Microfilm Reel(s)
D(O_%erggyify) Q Chronological O Computer Tape(s)
K172 O Other (Specify)
O Geographical
O Other (Specify) 10. Annual Accumulation
Z -,4? ’/é/ Number
Filé Drawer(s)
U Microfilm Reel(s)
0O Computer Tape(s)
0 Other (Specify)
11. File is Used ) 12. File Becomes Inactive After
G Daily ﬁ\weekly O Monthly ] . Month(s) X{ Year(s)

Taen AED in Pearsoma Fic

AR

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

14. Is Record Series Duplicated Elsewhere?
(If yes, specify ofTice)
No C Yes

15. Access Restrictions |}(fes
(If ves, cite law(s) & regulations)

O No

16. Audit Requirements

M‘Vone 0 State O Federal O Independent

describe any hardware/software.)
O Yes W\Jo

17. Is an index svstem used? (If ves explain briefly and

18. Recommended Retention

VI

19. Name and Title of Preparer ;) . SH lT

2t} Telephone Number

-1 "WPDATAFORMSRECORDS.

£ .
21. Date ?.9_7—74{ -1-97
e




]

2_. Division

pu Guc WMULS

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

' PAGE OF
1. Department 3. Unit

AOH .

disposition purposes.

DEFINITION - RECORD SERIES - A group of related records normally filed and used as

a unit for reference as weil as retention and

4. Record Series Title

GILANTS

S. Earliest Year/Latest Year
to

of the series.

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

CORRESPOMDEAKS , ALLECHMENTS, GTC. REATED T2 GRANTS

7. Record Series Format(s)

}Letter Size  © Micro Film ¢ Alphabetical
O Legal Size O Computer Tape
G Bound Book T Floppy Disk O Numerical

O Audio Tape 0O Video Tape

O Other (Specify) G Chronological

O Geographical

0 Other (Specify)

8. Record Series Sequence

9. Volume

Number

)
)('File Drawer(s) /7\
O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)_

10. Annual Accumulation

Number

O File Drawer(s)

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

11. File is Used

O Daily » XWeekl_v‘ G Monthly

12. File Becomes Inactive After AUD [T_'

0 Month(s) O Year(s)

Number

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

ol

14. Is Record Series Duplicated Elsewhere?
(If ves, specify otTice)

G No }ch Wﬁlztlmé} Fis ol- &’MA’WA

1724,

15. Access Restrictions O Yes
(If ves. cite law(s) & regulations)

XNO

16. Audit Requirements
o |
C None KState XFederal Q Independent

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

O Yes N‘Jo

18. Recommended Retention

3 YRS AFTER AUDIT

D SPuTH

19. Name and Title of Preparer

20. Telephone Number

~3

| 21. Date %ﬁl 7"94/&'7'7‘

- WPDATAFORMSWRECCRDS,




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

CITY OF ANNAPOLIS

Records Management Program -

RECORDS INVENTORY

PAGE OF

1. Departiment

ﬁ)Bu'c Waw

2. Division

ADH.

3. Unit

disposition purposes.

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refereuce as well as reteation and

4. Record Series Title

CAPHAL IHF/&DVGMENT Drsreas

S. Earliest Year/Latest Year
to

of the series.

CORAESPNDEACE

fLams, SPecs, 6TC .

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)

Bgll.:tter Size O Micro Film
_ gal Size O Computer Tape
- 0 Bound Book O Floppy Disk

O Audio Tape O Video Tape

O Other (Specify)

8. Record Series Sequence
O Alphabetical
Mumerical
G Chronological

" O Geographical

O Other (Specify)

9. Volume
Number
{
%}' ile Drawer(s) 4"/2,

O Microfilm Reei(s)

O Computer Tape(s)

¥ Other (s%)i:y) SwmikAec
-34

- 10. Annual Accumulation

Number

~ )File Drawer(s)
0 Microfilm Reel(s)
3 Computer Tape(s)
a Other (Specify)

11. File is Used

KDaily

O Weekly

. O Monthly

2

Number

O Month(s)

12. File Becomes Inactive After

KYear(s)

AFTER. GoHASTION

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

R 20 BSMT StolAce Aot - e

14. Is Record Seties Duplicated Elsewhere?
(If yes, specify otfi

)

yYes ~ ALT/AL - /QM'- dor iz

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

Moo

16. Audit Requirements

ﬁ&one OState O Federal O Independent

describe any hardware/software.)
C Yes KNO

17. Is an index system used? (If ves expiain bricfly and

18. Recommended Retention

9 WS APTER. COMPENIN

[
19. Name and Title of Preparer D

SV

20. Telephone Number

HAWPDATAFORMS\RECORDS.

21. Date 7 "2»7-’74/& ‘7’?




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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

/@@uc

2. Division

Mos

Am.

3. Unit

disposition purposes.

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

4. Record Series Title

Porr Watdens

S. Earliest Year/Latest Year
_ | Q& ' to
(991

of the series.

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

Co RUesPomderee, ks, APILICATIONS

7. Record Series Format(s)

tter Size O Micro Film KAIphahetical
O Legal Size D Computer Tape
0 Bound Book C Floppy Disk O Numerical

O Audio Tape Q Video Tape .

Q Other (Specify) g Chronological

O Geographical

O Other (Specify)

8. Record Series Sequence

9. Volume
Number
ile Drawer(s) 4—

O Microfilm Reel(s)

O Computer Tape(s) '

) Other (Specify)_ SYDRAGS
V-2

10. Annual Accumulation
» Number
p(F ile Drawer(s) l

O Microfilm Reel(s)
O Computer Tape(s)
G Other (Specify)

11. File is Used

0 Weekly

KMonthly

O Daily

12. File Becomes Inactive After

KYear(s)

] 0 Month(s)
Number

13. Current Locagion(s) (Bldg. Floor. Room)

R Sol/RuT Soracs Adcs

14. Is Record Series Duplicated Elsewhere?
(Iffes, specify office)
No O Yes

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

o

16. Audit Requirements

ﬂ‘\lone O State O Federal O Independent

17. Is an index system used? (If ves explain bricfly and
descrihe any hardware/software.)
O Yes %0

18. Recommended Retention

R/

D SMTTE

19. Name and Title of Preparer

20. Telephone Number

i1 *WPDATAFORMS\RECORDS.

2. Date 4-O7 v?{,/é -7-97




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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

focte ots

2. Division

Lom.

3. Unit

disposition purposes.

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

4. Record Series Title

5. Earliest Year/Latest Year

cuviriniental Conpission - "

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

of the series.
| Cornestondoncs, | s

7. Record Series Format(s)

tter Size O Micro Film D!Alphabetical
O Legal Size O Computer Tape
T Bound Book O Floppy Disk O Numerical

O Audio Tape Q Video Tape

O Other (Specify) KCh ronological

O Geographical

O Other (Specify)

8. Record Series Sequence

9. Volume
Number
)q:le Drawer(s) (
O Microfilm Reel(s)__

G Computer Tape(s)

HQther (szgz_.i%ﬂﬁﬁéé_

10. Annual Accumulation

}/ Number

)(File Drawer(s) 2

O Microfilm Reel(s)
0 Computer Tape(s)
O Other (Specify)

11. File is Used

0 Daily O Weekly

P(Qlonthly

' . 0 Month(s)

12.F ile Becomes Inactive After

,KYear(s)

Number

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

14. Is Record Series Duplicated Elsewhere?

(If ves, specify office)
No C Yes

RM 201 /b Srorats AReA-

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

16. Audit Requirements

None C State 0 Federal O Independent

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

O Yes No

" 18. Recommended Retention

/8

19. Name and Title of Preparer D XM l7ﬁ—

20, Telephone Number

- WPDATAFORMSRECQORDS.

n.pae 9-)7 v?%/c-qm




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

Pssuc. hoons

Aom.

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

5. Earliest Year/Latest Year

SOAMWATEL. MANAGGM = 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.

Colteshomencs, Plaws, Sfecs

7. Record Series Format(s) 8. Record_Series Sequence 9. Volume
tter Size O Micro Film %{lphahetical Number
0 Legal Size O Computer Tape _ _
C Bound Book O Floppy Disk G Numerical O File Drawer(s)
O Audio Tape O Video Tape O Microfilm Reei(s)
(K Other (Specify) O Chronological O Computer Tape(s)
Other (Specify)__ ST L2AGS
O Geographical B‘D)/r P =
O Other (Specify) 10. Annual Accumuiation
' Number
pXEile Drawer(s) i
O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)
11. File is Used 12. File Becomes Inactivé After
O Daily a Weekly_ KMomhly 0 Month(s) %Year(s)

Number

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

M 701/557# Sonse ALch-

14. Is Record Series Duplicated Elsewhere?

If ves, specify office)
. No O Yes

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

16. Audit Requirements

K‘done O State O Federal O Independent

17. Is an index system used? (If ves expiain briefly and
describe any hardware/software.)
O Yes No

18. Recommendeq Retention

2 YL

. 19. Name and Title of Prepabrer D . (SM lTH:

20}, Telephone Number .

(1 “WPDATAFORMS\RECORDS.

2.pae P~ -9 él; <1-99
, ——=




R

1. Department

Fobuc 1/‘10&1’—5

A -

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

disposition purposes.

DEFINITION - RECORD SERIES - A group of related records normalily filed and used as s unit for reference as well as retention and

4. Record Series Title

S. Earliest Year/Latest Year

CALVERT 2 NongwesT ST. t

of the series.

GenerAt

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

Cp rRESPop DENCT

7. Record Series Format(s)

tter Size O Micro Film O Alphabetical
0 Legal Size O Computer Tape
0O Bound Book QO Floppy Disk G Numerical

O Audio Tape O Video Tape
© O Other (Specify)

KCh ronological

O Geographical

O Other (Specify)

8. Record Series Sequence

9. Volume
Number

O File Drawer(s)
O Microfilm Reel(s)
" G Computer Tape(s)

(X Other (s%yz_’&aﬂ_é_vf_

10. Annual Accumulation —ALALCG

Number

a File Drawer(s)

0 Microfilm Reei(s) -
0 Computer Tape(s)
O Other (Specify)

11. File is Used

O Daily 0O Weekly O Monthiy

12. File Becomes Inactive After

( O Month(s)
Number

Kyear(s)

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

BMT SrolAss ALeA-

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

No O Yes

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

W

16. Audit Requirements

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

&Vone 0 State O Federal O Independent

18. Recommended Retention

2L

19. Name and Title of Preparer

D _SHITE

20. Telephone Number

11 WPDATAFORMS\RECORDS.

21. Date ,7/ 2-’?4/6 -7-77
13




-

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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department '

ﬁ/@uc, 1/\/" ks

2. Division

Aon.

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

LAND ELLL

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. :

Generar  Collessfonpence

7. Record Series Format(s)

Letter Size O Micro Film O Alphabetical
O Legal Size O Computer Tape '
O Bound Book O Floppy Disk a Numerical
QO Audio Tape Q Video Tape

O Other (Specify)

O Geographical

O Other (Specify)

8. Record Series Sequence.

@mnological

9. Volume
Number

a File Drawer(s)

O Microfilm Reei(s)

;1( Computer Tape(s)__

X Other (Specify)_. ST0/2A6=
box -)

10. Annual Accumulation _ /Uﬂ/uc;

Number

a File Drawer(s)

0 Microfilm Reel(s)
0.Computer Tape(s)
O Other (Specify)

11. File is Used

- O Daily a Weekly 0 Monthly

12. File Becomes Inactive After

1

Number

0 Month(s)

XYgar(s)

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

BT Solasc Adlea

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

1 15. Access Restrictions

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

v

16. Audit Requirements

mﬁ‘lone O State O Federal O Independent

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

18. Recommended. Retention

3

[ 19. Name and Title of Preparer D . S’"i ITéL

20 Telephone Number

'+ ' WPDATAFORMSRECORDS. -

21. Date 7’ 9‘7 \—7(,/’4-_7-47 |
| /




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

Reuc Wores - Aom

DEFINITION - RECORD SERIES - A group of related records normally filed and used as

disposition purposes,

a unit for reference as well as retention and

4. Record Series Title

Bloe. oan o Aetcas

5. Earliest Year/Latest Year
1990

—/991L

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

of the series.

COLLES om DEhcE , iEmamss, T

7. Record Series Format(s) 8. Record Series Sequence
étter Size O Micro Film D Alphabetical
O Legal Size 0 Computer Tape
C Bound Book O Floppy Disk y\Nume_rical
O Audio Tape Q Video Tape
0 Other (Specify) O Chronological

0 Geographical

O Other (Specify)

9. Volume
Number

a File Drawer(s)

O Microfim Reel(s)

O Computer Tape(s)

%pthe_r (Specify)__STORAG=
o -1

10. Annual Accumulation

Number
D&File Drawer(s) }{L'
C Microfilm Reei(s)
O Computer Tape(s)
0 Other (Specify)

11. File is Used 12. File Becomes Inactive After
O Daily O Weekly O Monthly O Month(s) X Year(s)
' Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?

éSM T S TDW Aﬂ{?/}‘ g:s. specify otfice)

0 Yes -

15. Access Restrictions G Yes wo 16. Audit Requirements

(lf ves, cite law(s) & regulations)

mone O State O Federal O Independent

-17. Is an index system used? (If ves explain brietly and 18. Recommended Retention

describe any hardware/software.)
G Yes Wo

3 YL

19. N‘ame and Title of Preparer i > . SH )Tk’L

20. Tclcp'hnne Number

¢ WPDATAWORMS.RECORDS.

| 21. Date ‘?' )7'9‘//‘ ~7—79|




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

deuC- WoMCS

AoH.

3. Unit

dispasition purposes.

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

4. Record Series Title

Cuvel

evorT

5. Earliest Year/Latest Year
1989 to

[75L

of the series.

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

Co W/ONDENCG, CoMpPuver. Prnr-ouT, [FoeMs

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
N.etfer Size O Micro Film a Alphabetical ' Number
O Legal Size O Computer Tape %
0 Bound Book O Floppy Disk 0 Numerical gFﬂe Drawer(s)
O Audio Tape 0O Video Tap O Microfilm Reel(s)
QO Other (Specify) » P Chronological O Computer Tape(s)
R(Other (Specify) STCLASC
O Geographical box -3
O Other (Specify) 10. Annual Accumulation
Number
O File Drawer(s)
O Microfilm Reel(s)___
C Computer Tape(s)
0 Other (Specify)
11. File is Used 12. File Becomes Inactive After
O Daily 0 Weekly O Monthly [ O Month(s) MYear(s)

Number

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

M 201/ psMT Stotpse AfeA

14. Is Record Series Dupiicated Elsewhere?
(If ves, specify otTice)
D(No O Yes

15. Access Restrictions 3 Yes
(If yes, cite law(s) & regulations)

y@

16. Audit Requirements

G None .ﬁ(&ate QO Federal O Independent

17. Is an index system used? (If ves explain bricfly and
describe any hardware/software.)
O Yes M‘Ic

18. Recommended Retention

2L YR AL AT

19. Name and Title‘of Preparer D . g H l TH_

20. Telephone Number

1 IWPDATA'FORMS\RECORDS.

21.Date  7- &7-9(/4-7_77
{




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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

Pusuc Wores

2. Division

Ao

3. Unit

dispaesition purposes.

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

4. Record Series Title

5. Earliest Year/Latest Year

Wdﬂsri#m WWW to

of the series.

6o RAESPoN Do

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)

tter Size O Micro Film a Alphabetical
O Legal Size a Computer Tape
O Bound Book O Floppy Disk O Numerical

O Audio Tape O Video Tape

O Other (Specify) KC hronological

0 Geographical

C Other (Specify)

8. Record Series Sequence

9. Volume
Number

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

J Other (Spﬁ%&

10. Annual Accumuiation

Number

O File Drawer(s)

O Microfilm Reel(s)
a Computer Tape(s)
0 Other (Specify)

11. File is Used

0 Daily 0 Weekly 0 Monthly

12. File Becomes Inactive After

|

Number

C Month(s)

KYear(s)

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

(ASHT STPNbsE

14. Is Record Series Duplicated Elsewhere?
(If yes, specifv otfice)
No O Yes

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

W

16. Audit Requirements

wone O State O Federal O Independent

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

Q Yes W;\Vo

18. Recommended Retention

3

™ .
19. Name and Title of Prcpal.'er ‘_D . é M IT’UL

20. Telephone Number

1 WPDATAFURMS\RECORDS.

21. Date 9‘93‘? L/l‘ -7-11
7




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

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

Dituc Works

2. Division

A0

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as

disposition purpases.

a unit for reference as well as retention and

4. Record Series Title

TMG GALDS

test Year

S. Earliest Yea
BEE

(1294

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

vuenwer LY YIME Clock /;m

of the series.

TIME GARDS
iéa)w/ SHFLYees

7. Record Series Format(s)

O Letter Size O Micro Film

O Legal Size C Computer Tape
0 Bound Book O Floppy Disk

O Audie Tape G Video Tape

[ Other (Specify)

)(Alphabetical

O Numerical

0 Chronological

O Geographical

a Other (Specify)

8. Record Series Sequence

9. Volume
Number

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

MOther (Specify)__STOPAGE
- q

10. Annual Accumulation

Number

Q File Drawer(s)

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

® Other %Z-m_m

11. File is Used

O Daily W\Weekly_ O Monthly

12. File Becomes Inactive After

8 Month(s) p(Year(s)

Number

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

N 2ol /bsMT Sorate Aiea-

14. Is Record Series Duplicated Eisewhere?
(If yes, specify oftfice)

DS'\NO O Yes

1 15. Access Restrictions es QO No

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

16. Audit Requirements

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

O Yes %‘Jn

%\Ione O State O Federal O Independent

18. Recommended Retention

2. YR

. A LN 4\ }
19. Name and Title of Preparer D . SP{ )T&

20). Telephone Number

-

21. Date

i WPDATAFORMS\RECORDS.

7-> 7",0/(./6‘-7~7ﬂ
J4




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.

Ipueuc_ Wones ;40}4 -

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

S. Earliest Yéar/Lamt Year

e ¢ covst. Co M(;Sl’oxvﬂz;/ui ”

4. Record Series Title

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

of the series.
Gencta  CORRES O ersiG
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
Letter Sze O Micro Film Nlphahetical Number
gal Size 0 Computer Tape | .
O Bound Book T Floppy Disk | ‘0 Numerical O File Drawer(s)
O Audio Tape O Video Tape ’ O Microfilm Reel(s)__
T Other (Specify) O Chronological _ 0 Computer Tape(s)___
' KOther (Spec%x
0 Geographical :
O Other (Specify) 10. Annual Accumulation
: }/ Number
JFile Drawer(s)
C Microfilm Reel(s)
G Computer Tape(s)
O Other (Specify)
11. File is Used ' o 12. File Becomes Inactive After
O Daily )QVeekly G Monthly [ O Month(s) X¥ear(s)
) ' Number ' -
13. Current Location(s) (Bldg. Floor. Room) 14. Is Record Series Duplicated Elsewhere?
D - (If ves, specify office)
BT SYDIAGE AloA- e,
15. Access Restrictions O Yes W 16. Audit Requirements

(If ves, cite law(s) & regulations)
K\Ione O State O Federal O Independent

17. Is an index system used? (If ves explain briefly and 18. Recommended Retention
describe any hardwarelsottware.)

‘T Yes wo ; Yﬂ'

19. Name and Title of Preparer . SH l TbL

~N3

20. Telephone Number _ . | 21. Date 7"97 -9b/ﬂ -7-92
g won,\iwam\uconos. &&,rewz) 0 {on h (W\” l .




