DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M-140

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2
Agency Division/Unit
City of Frederick Office of the Mayor/Weinberg Center
Item No Description Retention
) Contracts Retain for life of contract, plus 4
years, then destroy
3 Finance - city Send original to Finance dept;
retain copy for 1 year, then
destroy
Personnel Transfer to HR upon termination
of employee
Ticket stubs Retain for 1 month, then destroy

<~ | Ticket order form — subscription
(, | Volunteer handbooks and schedules

7 Correspondence

Budgefs

¢

9 | Improvements

Retain for 2 years, then destroy

Retain until updated or
superseded, then destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for 1 year, then destroy

Retain until updated or
superseded, then destroy

Approved by Department, Agency or Division Representative

Date Jul , 2001
Signature
Type Name  Stewart J. Seal

Title Executive Director

Schedule Authorized by State Archivist

Date pcT 22 200

Signature ‘Qmj C. / 9‘7’"




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
' (CONTINUATION SHEET)

Schedule No. M-140

Page 2 of 2

Item No Description

Retention

Jo Alphabetical filing

// Capital campaign

/ 2 Operational records — 501 (c) 3, IRS determination letter,
’ ADA, audit reports

) b Performance attehdance records

)(/ Organizations/associations

15 Grants

/é Marketing — pledge cards, contracts

/7 Marketing — playbills, newsclippings, development brochure

[ 5/ Finance - board — bank statement, accounts, records, deposit
records, bills

Screen annually. Destroy

- | material having no further fiscal,

legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the

department. Transfer

periodically to the Maryland
State Archives.

Retain 3 years, then destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for 5 years, then destroy
Retain for 1 year, then destroy
Retain for life of grant, plus 5
years and until all audit
requirements are met, then

destroy

Retain for life of pledge/contract
plus 4 years, then destroy

Permanent, 2 copies only.
Transfer files periodically to the
Maryland State Archives

Retain for 3 years, then destroy
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RECORDS INVENTORY
THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE ‘ OF 5
for each new or revised record series. . ; > _

Frederick, Maryland 21701

1. Position 2. Division

thw or 0&—:21(’779»15 4-7}2@71:17&\;4 an\( “A—/LL_

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

(If Yes, cite Law(s) & Regulations(s)
2ZNone D State [ Federal {JIndependent

(If yes, explain briefly and describe any hardware/software)

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

Lested Uniiperee 3ol-228- 287 5 /4/07) @/9

4. Record Series Title 5. Earliest Year/Latest Year
v ’al 43 to pRreses=a T
Covrricrs £
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
&nclude the purpose or function of the series.)
3
Conirepers MHegonaress ~ bBernoesw e Weniseeg
Oerree Ano ?Bﬂbﬁﬂﬂ et &z LReHree
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
BLetter Size O Microfilm ,Zﬁphabetical ~extile Drawer(s)
0 Microfilm Reel(s)
z’fegal Size OComputer Tape CONumerical Z 3 Computer Tape(s)
Number [ Other (specify)
0 Bound Book O Floppy Disk OChronological
0O Audio Tape 0O Video Tape OGeographical 10. Approximate Annual
Accumulation
1 Other (specify) 3 Other (specify) =File Drawer(s)
O Microfilm Reel(s)
l O Computer Tape(s)
Number [3J Other (specify
11. File is Used 12. File Becomes Inactive After
,zjﬁaily OWeekly OMonthly 2' O Month(s) .B Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)
AVHIH({:‘!’ZA’DUE' eSS é
wm A Bip 4 C O Yes 2o
15. Access Restrictions [ Yes [3No 16. Audit Requirements

AY
17. Is an [ndex System Used? 18. Recommended Retention (XD s Lrmlesct 4 wmf

O Yes .Z’ﬁo | | 7 N eres éﬁé%&t@i‘:




RECORDS INVENTORY

THE CITY OF FREDERICK
Instructions - Type or print a separate form Department of PAGE _"Z- OF _3
for each new or revised record series. w (=275 =

2o Wi 4 M&f

Frederick, Maryland 21701

1. Position 2. Division

'Dwm%pve@meys A F)Q{Jbb(]?@;i Cl ke HA/L(_
DEFINITION - RECORD SERIES - A group of related reqords 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

19193 to RIS

Frasce —c Ty

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

Dy B e Repoers, FFroper—<oromsy Foecsse Opbees,
Citere Petests

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
_erTetter Size 0O Microfilm _PTAlphabetical _exFile Drawer(s)
O Microfilm Reel(s)
O Legal Size OComputer Tape ONumerical / 5 0O Computer Tape(s)
- Number [ Other (specify)
O Bound Book = Floppy Disk Wronological
D) Audio Tape [J Video Tape D Geographical 10. Approximate Annual
Accumulation
O Other (specify) O Other (specify) /E]’file Drawer(s)

O Microfilm Reel(s)

3 O Computer Tape(s)
Number [ Other (specify

11. File is Used 12. File Becomes Inactive After

QDaily EWeekly Monthly Z O Month(s) _="Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
_ M (If yes specx agency or Office)
Aopiriorpinee %7455 % sk Lt Fpsuce Dy

|:1 Yes O No

Ve i Berg Ceriree-

15. Access Restrictions [ Yes B5No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)
ZNone [JState [ Federal ([ Independent

17. Is an Index System Used? 18. Recommended Retention

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

(If yes, explain briefly and describe any hardware/software) Send 6 F? 99 Fian Restain Copy \
D YeS ZNO > ,‘,..h{ n

YR
0(,!’4?‘7.

3

| 51 V/HJ‘DZZ/E)Z/ S01-228- 2676 ";/ ‘//w 4;1)6'&




RECORDS INVENTORY

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE.S OF_3
for each new or revised record series. ‘,()57 HBeea, Ce‘l—rlaﬁ_,

R L), Aol 7

Frederick, Maryland 21701

»

1. Position 2. Division

Dizerrere L OPeeinoiS + Formocies! C""Y‘ I—Lm
DEFINITION - REBEORD 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

’qqg to 'p,zziieu

pe@é&uua
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series.)

wezdere L Errers o MHeno EM/ﬂLos/ == i @m,l«rws/
“Fad o [WfprHATIEoN

7. Record Series Format(s) - 8. Record Series Filing Sequence 9. Volume
B Tetter Size O Microfilm [ETAlphabetical ) ~ETFile Drawer(s)
) O Microfilm Reel(s)
O Legal Size OComputer Tape ONumerical { 0O Computer Tape(s)
Number [ Other (specify)
0 Bound Book 0 Floppy Disk BChronological
O Audio Tape O Video Tape O Geographical 10. Approximate Annual
Accumulation
0 Other (specify) O Other (specify) L File Drawer(s)
0 Microfilm Reel(s)
O Computer Tape(s)
Number 3 Other (specify
11. File is Used 12. File Becomes Inactive After
ODaily r\Z‘Weekly DOMonthly I O Month(s) B Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. 7 (If yes, specify agency or Office)
i
,4'1;-mms RATIVE %/455 Py Forai . PE =
Wz ot Bevs Cvirer 2 Ves O No
15. Access Restrictions [ Yes ,BF2No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
None ([JState [ Federal {3 Independent

17. Is an Index System Used? 18. Recommended Retention ‘1 Alq Q‘ L ;

(If yes, explain briefly and describe any hardware/software) Sb“ R Arfoys
0O Yes =No -

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

Leste) Unioerse. 30-228. 287 5/ e ”\\%




INSTRUCTIUNS -- TYPE O PRINE A SEPARAIE FORM FOR EACH NEW
ALVISED RECORD SERIZS. FORWARD WITH RECORDS RETENTION
SCHEDULE {0GS $50-1

DEPARTMENTY OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ot

Ciby of Frederick™

h

3. UNIT

DEFINITION . Recorde Serles - A gwub of 1elated recerds normally Mled snd used s s unit for teference o

well 3s retention and dlspos!ton purposes,

4. RECORD SERIES TITLE

Qﬁckeﬂ' 5 Yubs

8. EARLIESY YEAR / LATETEST YEAR

10

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorvaocumenis/otms found in the Series

. Include the putpose of funclion of the Senes)

7. RECORD SERIES FORMAT(S)

O Leller Size g Microlim

O legal Size g Computer lape
O Bound Bock © Floppy Disk

O Audio Tape O Video Tage

0 Ofher (Speciy) QLLLb_E__

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Aiphabetical O Microfilm Reel (s)
O Computer Tape (s}
O Numerical O Other (Specily)
O Chtonolopical Number P‘)OX‘-‘ s
O Geographical 10. ANNUAL ACCUMULATION

O File Diawer (s)

O Microfitm Ree! (s)

O Computet Tape(s)

O Olher (Specify)

a

Other (Specily)

descrbe any hardwate/soliware)

O Yes O No

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daiy 0 Weekly o Monthly O Monih(s) a  Years)

Number
13. CURRENT LOCATION(S) (Bldg Flool Room} 14, 1S EECORO SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
C CC In % Z o Yes B/No
15. ACCESS RESTRICTIONS (If yes, cile law(s) 8 regulalion(s) | 16. AUDIT REQUIREMENTS M MW :‘- )
Covnids +firdle 47'2’

O Yes, 0 No None O State 0 Federal [u] Independenl

17. 1S AN INDEX SYSTEM USED? (if yes, explain brielly and 18. RECOMMENDED RETENTION

Redain L Wp. %\/\I\m\ dvﬂwy

. N
19, NAME ?g%or /@M

21. DATE

20. TELEPHONE NUMBER ?&7/Q

OGS 550.8 Pavisen 193)




INSYRUGIIONS .- TYPE ON PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS REVENTION
SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

Page

or

F ‘Emmcsucv f' l ‘

e —

DIVISION

3. UNIT

DEFINITION - Recotds Setlen - A group of related records normally fled snd used as s unit for reference ae

well as retention and dispesition purposes.

4. RECORD SERIES T|ILE

§. EARLIEST YEAR / LAYETEST YEAR

139% 0.9 42

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/docyments/forms found in the Series

. Inclyde Ihe purpose or funclion of the Seres)

.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Diawer(s)
O Leller Size o Microfilm O Alphabetical D Microfilm Reel (s)
O Compuler Tape (s)
O Legal Size g Compuler Tape O Numerical 0O Other (Specily)
O Bound Book a Floppy Disk O Chionological Number
g Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
a File Drawer (s)
U Olhet (Specty) O Other (Specily) O Microlilm Reel (s)
O Computer Tepe(s)
O Other (Specily) _—
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daty O Weekly 0 Monlhly o Month(s) o Years)
Number
13. CURRENT LOCALION(S) (Bldg., Flool Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes, specily agency ot office)
cQO w m&é AX% . O Yes o No
18. ACCESS RESTRICTIONS (If yes, cite law{s) 8 reguiation(s) 16. AUDIT REQUIREMENTS
a  VYes, O No D None D Slale O Fedelal O independeni

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
descrbe any hardware/sollware}

O Yes O No

18. RECOMMENDED RETENTION

T s

)MQW:(:%’”M

L) a 1/)
19. NAME AND }[{Q%RM

20. TELEPHONE NUMBER

21. DATE

9/97/00

NGS S50.4 (Revised 1193)




INSIRUGIIONS - TYPE OR PN A SEPARATE FORM FOR EACH NEW
REVISED RECORD SEMIES. fORWARD WITH RECORDS RETENTION
SCHEDULE (OGS $50-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7218 WATERLOO ROAD
P.O. BOX 278 - JESSUP, MARYLAND 2078¢

AGENCY RECORDS INVENTORY

Page of

Ciby of Freder

DIVISION

3. UNIT

DEFINITION . Records Serles - A group of related tecerds netmally fled snd ussd as s unit for tefstence as

well a8 retention and dispositen purposes.

4, RECORD SERIES TITLE

Y pbewnionTRanctboctos g N0 A ol

§. EARLIEST YEAR / LATETEST YEAR

19910

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of Information/documents/forms found in the Series. Include the puipose or function of the Senes)

7. RECORD SERIEE FORMAI(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s}
o Lelter Size a Microfilm O Alphabetical O Microfilm Reel (s)
O Compuler Tape (s}
O Legal Size a Computer Tape O Numerical Q Other (Spectly)
O Bound Book O Floppy Disk O Chrenological Number
O Audio Tape 0O Video Tage O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
i icrofi 1 {s)
O Other (Spect! O Other (Specif D Microliim Ree
Qthe (Speciy) ( " O Computer Tape(s)
G Othet (Specify)
Number
11, FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
o Daty D Weekly O Monlhly D Monlh(s) o Yeal(s)
. Number
13. CURRENT LOCATION(S) (Bidg., Floal, Room) 1

Q0. Paliich £t

4. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency of office}

O Yes o No
15. ACCESS RESTRICTIONS {If yes, cile law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS
a Yes, o No O HNone o Slate a Federal O Independent

1. 1S AN INDEX SYSTEM USED? (I yes, explain briefly snd | 18. RECOMMENDED RETENTION
descrive any hardware/sollware) M , vﬂ/nj:/ Az rz),@%&%
~ din fed A
QO Yes o No :z; ]e él ,2?
7))
1. nma?@mr@&é % . 20. TELEPHONE NUMBER 21. DATE

D)2 9/

0GS 5504 {Revised 119Y)




INSTRUCTIONS -- TYPE OH PRINT A SEPARATE FORM FOR EACIHE NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

S

Csby of Freder

DIVISION

e

3. UNIT

DEFINITION - Records Serles - A group of related records normally filed snd uved ss s unlit for reference o9

woll us retention and disposition purposes,

4. RECORD SERIES TITLE

Ml—ﬁ Hevae

5. EARLIEST YEAR / LATETEST YEAR

] 4? jxoéﬁ—’-ﬂ

8. RECORD SERIES DESCRIPTION ( Briefly desciibe the types of information/documents/torms found in the Series. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(E)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
O Lelter Size o Microlilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s}
a Legal Size o Compuler Tape O Numerical O Other (Specily)
O Bound Bock a Floppy Disk O Chronologica! Number
0 Audio Tape O Video Tape O Geopraphical 10. ANNUAL ACCUMULATION
Q File Drawer (s)
0 Othet (Specdy) O Other (Specily) D Microfilm Reel {s)
o Compuler Tape(s)
O Olher (Specify)
Number
11, FILE I§ USED 12. FILE BECOMES INACYIVE AFTER
a Daty 0 Weekly o Monthly o Monlh(s) o Years)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

Q0 W. ﬁa&ldz B

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

o

O Yes O No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O Yes, D No 0 None g Slate O Federa O Independenl

17. 1S AN INDEX SYSTEM USED7 (If yes, explain biiefly and
describe any hatdware/sollware)

o Yes 0 No

19. NAME AND TITLE OF PZPARER

20. TELEPHONE NUMBER

Sereen annually. Destroy mgterial having ng¥
18. RECOMMENDED RETENTIO fj;ther fiscal, legal of operational value. Retamn
permanently any material that serves to
document the origin, development and
accomplishments
periodically to the

of the department. Transfer
MD State Archives

7)/07/m

21. DATE

0GS $50.4 {Ravised 1193)




{NSTRUGTIONS - TYPE O PINNE A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FONWARD WITH RECORDS RETENTION

SCHEOWLE (UGS 5501}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

Page of

| ‘ ‘Emmcencv f' l ‘ DIVISION .

I

UNIT

DEFINIYION - Recorde Serlas « A group of related records normelly filed and uved a9 & unit for referance o

well as retention and dlvpesition purpoees,

4. RECORD SERIES TILE

ﬂwégus

5. EARLIEST YEAR / LATETEST YEAR

1999 102800

8. RECORD SERIES DESCRIPYION ( Biiefly describe lhe lypes o

1 information/documentsfforms found in the Series. Include Ihe puipose or tunclion of the Senes)

7. RECORD SERIES FORMAT(S}

-

8. RECORD SERIES SEQUENCE 9. VOLUME
u/(o:awer(s)
o Lelter Size o Microliim D Alphabeticat ' O Microfilm Reel (s)
O Computer Tape ()
O Llegal Size O Compuler Tape O Numerical O Other (Specily)
O Bound Book 0 Floppy Disk O Chionological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
0O File Orawer (s)
© Other (Specdy) O Other (Specify) O Microfilm Reel {s)
o Compuler Tepe(s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly g Weekly 0 Monlhly O Month(s) O  Year(s)
Numbet
13. CURRENT LOCAIION(S).‘Bldg.,floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specily agency or office)
Lt
15. ACCESS RESTRICTIONS (If yes. cile taw(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes, 0 No D None 0 Slale D Fedeial O Independenl

17. IS AN INDEX SYSTEM USED? (i yes, explain brielly and
descrbe any hardware/soflware)

. RECOMMENDED RETENTION

B\ o doTiny.

20. TELEPHONE NUMBER 21. DAIE ., /
9/) ) 7/ o)

0GS 5504 (Revised 1193




{NSTRUGCTIONS .- TYPE OR PIUNT A SEPARATE FORM FOR EACH NEW
REVISED RECONRD SERIES. ¢ ORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 55%0-1)

ODEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

Cisy of Fredu

—

DIVISION

3. UNIT

DEFINITION - Recorde Sarles - A group of relsted records normally filed snd used s s unit for teferance o

well 39 retention and disposition purposss,

4. RECORD SERIES TVILE

8. EARLIEST YEAR / LATETEST YEAR

1477 1002 aws

¢, RECORD SERIES DESCRIPTION ( Briefly descube the types of information/documents/iorms found in the Series. Include the purpose or funclion of the Serres)

L o v ! b a : T

7. RECORD SERIES FORMAT(S)

O Leller Size o Microlim
O Legal Size o Computer Tape
o Bound Bock o Floppy Disk

a Audio Tape 0 Video Tape

O Othet {Specdy)

8. RECORD SERIES SEQUENCE

Alphabetica!

=]

Numerical

Chionologicat

o]

Geographical

a

Other (Specify)

9. VOLUME
O File Drawei(s)
O Microfilm Reel (s)
0 Computer Tape (s)
0 Other (Specily)
Number

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microfilm Reel {s)
O Computer Tape(s)
O Other {Specify)

Number

11, FILE IS USED

a Daty A Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

a]
Numbet

Month(s) O Yeari(s)

13. CURRENT LOCASION(S) (Bidg., Floot, Room)

Q0 W ZOM/&

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or office)

2

a Yes o No
15. ACCESS RESTRICTIONS (If yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
a Yes, O No O None o Slale 0 Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
descrbe any haidware/sollware}

oYes. a No

18. RECOMMENDED RETENTION

R0 M Gns 1in il W//, Adlew Aealiry.

)
e il 25

20. TELEPHONE NUMBER

A VEEY®

0GS $30.4 {Revised 1193)




INSTRUCTIONS .- TYPE OH PRI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

_ — —
1. D R‘EN“AGENCY f [ J DIVISION 3. UNT
¥y of Fredeiiek™

DEFINITION - Recordn Setles - A group of related recerds normally filed and used as 2 unit for reference a»

well ns retention and disposition purpores,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

QWQ‘WJ aﬂé‘m@ 197 2 102 o

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informationvdocumenisiforms found in the Series. Include the puipose of funclion of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size 0 Microlilm O Alphabetical O Microfilm Reet (s)
O Computer Tape (s}
o Legal Size o Compuler lape O Numerical O Qiher (Specily)
O Gound Book a Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
. QO File Drawer (s)
© Other (Speciy) O Other (Specity) O Microfiim Reel (s)
O Compuler Tape(s)
O Othet (Specity)
Number

1. FILE IS USED

o Daily D Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

O  Monih{s) O Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floot, Room)

Q0 W . P@\Z{.Zé é Ay )

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specify agency or office)

O Yes . 0 No

15. ACCESS RESTRICTIONS (If yes, cile law(s} 8 tegulalion(s)

o Yes, 0 No

16. AUDIT REQUIREMENTS

O None o Slale O Federal 0 Independenl

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and
descrbe any hardware/sollware)

Yes O No

Screen annually. Destroy material having ngt
18. RECOMMENDED RE further fiscal, legal or operational value. Retain
“~  permanently any material that serves to
W document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

l o
I 19. NAME AND TITLE OF PREDARER

20. TELEPHONE NUMBER 21. DATE

[

==

10/

DGS 5504 {Ravised 1793)




INSTRUCIIUNS .. TYPE OR PINIT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FOAWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENTY OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20784 Page of

ENTIAGENCY

g@‘*[‘f f"‘";

— —

3. UNIT

DIVISION

DEFINITION - Recordn Serles - A group of related records nermally filed snd used as s unit for reference o

woll us retention and disposition purpeees,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly descube the iypes of Information/documenis/forms found in the Series. Include the purpose or funclion of the Senes)

7. RECORD SERIEB FORMAI(E) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawet(s)
O Lelter Size o Microliim O Alphabetical O Microfilm Reel (s}
O Computer Tape (s}
Qa Legal Size o Computer Tape O Numerical Q Other (Spectly)
O Bound Book o Floppy Disk O Chronological Number
a Audio Tape o Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer {s)
© Other (Spectly} O Other (Specify) O Microfilm Reel (s)
& O Compulet Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily 0 Weekly 0 Monthly 0  Monlhis) O Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Flcor, Room}

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

.

O VYes 0 No
15, ACCESS RESTRICTIONS (Il yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes, 0 No O None o State O Federal O independent

17. IS AN INDEX SYSTEM USED? (Il yes, explain brieflly and
descibe any hardware/software)

g Yes

18. RECOMMENDED RETENTION

Pataci, 3, Abaw 25Ty

19. NAME AWF Py

20. TELEPHONE NUMBER 21. DATE

Rla) s

t DGS 5504 (Revised 193




INSTRUCTIONS -
RLVISED RECORD SERIES.
SCHEOULE {DGS $50-1)

$YPE O PIINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20754

AGENCY RECORDS INVENTORY

Page of

r————r——

t sy of Freder

DIVISION

]

3. UNIY

DEFINITION - Records Serles - A group of related records normally fled and used s s unit for reference ey

well ss retention and disposition purposes,

4. RECORD SERIES TITLE

P MM’& el [Rpconde

8. EARLIEST YEAR / LATETEST YEAR

}@Oé&?

8. RECORD SERIES DESCRIPTION ( Briefly descnibe the iypes of informatiorvdocumentsflorms found in the Series

. Include the purpose ot funclion of the Senes)

7. RECORD SERIES FORMAT(S)

O Lelles Size o Mictofilm

O Legal Size o Computer Tape
O Bound Book O Floppy Disk

g Audio Tape © Video lape

© Other (Spectly)

8. RECORD SERIES SEQUENCE

O Alphabeticat
g Numerical

o Chronological
D Geographical

o Other (Specify)

9. VOLUME
l a’ﬁe Drawet(s)
/b O Microfilm Reet {s)

O Computer Tape (s}

O Other (Specily)

Number

10. ANNUAL ACCUMULATION
0O File Drawer (s)
0 Microliim Reel (s)

o Compuler Tape(s)
O Other (Specifyy ____

21. DATE

Numbet

14, FILE IS USED 12, FILE BECOMES INACTIVE AFTER

a Daiy n Weekly O Monthly D Monih(s) o Years)

Number
13. CURRENT LOCMION(Sl,(BIdgA,.Hom, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency ot office)
rJ Q010 . Pzak , o Yes o W

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s) 16. AUDIT REOUIREMENIS

O Yes, o No O None o Slale O Fedeial O Independenl
17. IS AM INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION

descrbe any hatdwate/software) ﬁ

. fRelace 25 S, Lew .
o Yes o No
/)

19. NAME (¢ 20. TELEPHONE NUMBER

P9/

0GS 550.4 {Revised 1/93)




WNSTRUGIIONS - TYPE ON PIUNT A SEPARATE FORM FOR EACH NEW
fORWARD WITH RECORDS RETENITION

REVISED RECORD SERIES.
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTQRY

Page of

City of Freder

——— — —

DIVISION

3. UNIT

I

DEFINITION - Records Serles - A gioup of related records nermally fled and used a9 2 unit for reference an

wall 8o retention and disperition purpeses,

4. RECORD SERIES TITLE

@WW

5. EARLIEST YEAR / LATETEST YEAR

Y9200

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/documents/torms found in the Series. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(E)

O Leller Size o Microfiim

O Lega! Size o Computer Tape
0 Bound Book a Floppy Disk

T Audio Tape o Video Tape

Q Other (Specdy)

8. RECORD SERIES SEQUENCE
O Alphabetica!
O Numerical
O Chionologicat
O Geographical

O Other (Specify)

9. VOLUME
O File Diawer(s)
O Microfiim Reet (s}
O Computer Tape (s}
O Other (Specily)
Number

10. ANNUAL ACCUMULATION
0 File Drawer (s)
O Microfilm Reel (s)
0 Compuler Tape(s)
O Olher {Specify)

Number

11. FILE IS USED

o Daily o Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

o
Number

Month(s) O Yeais)

13. CURRENT LOCATIONS) (Bidg., Floor, Room)

QoW [atzeh B

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specily agency or olfice)

O Yes D No
15. ACCESS RESTRICTIONS (If yes, cile law(s} 8 regulalion(s) 16. AUDIT REQUIREMENTS
Q VYes, 0 No O None o State O Federdl O Independent

.

17. 1S AN INDEX SYSTEM USED? (If yes, explain biielly ang
descrbe any hardware/sollware)

o Yes_ o No

18. RECOMMENDED RETENTION

MM\V( %Maﬁ

15. NAMEAND JITLE

20. TELEPHONE NUMBER

21. DATE 7/°27/}"a

NGS 550.4 {Revised 1193)




INSTRUCTIUNS .- TYPE OH PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FONWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION
SCHEDURLE (DGS $50-1)

7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES

P.O. BOX 278 . JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY =

Page ot

ENTIAGENCY OIVISION

| . D‘R‘L" f"‘w; 7 .

|

3. UNIY

DEFINITION - Records Serles - A group of refated records nermally fled snd used ae & unit for reference o9

wall 30 retention and dispesition purposes,

4. RECORD SERIES TITL

Voo

5. EARLIEST YEAR J LATETEST YEAR

199 210_2.pe0

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/lorms found in the Seties

. Include the puipose or function of ihe Senes)

7. RECORD SERIES FORMAT(S)

8. RECGRD SERIES SEQUENCE 9. VOLUME .
u/ l/.” &=File Drawer(s)
ettet Size o Microlim O Alphabetica! O Microfilm Reet {s)
O Computer Tape (s}
o legal Size o Computer Tape o Numerical 0 Other (Specily)
O Bound Bock o Floppy Disk O Chonologicat Number
O Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (3)
O Other (Specdy) O Other (Specily) O Microfilm Reel {s)
0 Computer Tape(s)
O Other (Specify)
i~ Number
14. FILE I6 USED 12. FILE 3 COMES INACTIVE AFTER
a Daily 0 Weekly o Monthly O Month(s) a  Yeal(s)
Numbet
12. CURRENY LOCAFION(S} (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes. specily agency or olffice)
hg ]
I&D"L{]W&( O Yes o No
] 15, ACCESS RESTRICTIONS (i yes. cile lawis) & reguiation(s) 16. AUDIT REQUIREMENTS
O Yes, O No D None 0 Slate D Fedeial O Independenl

. RECOMMENDED RETENTION

N 17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18
: descube any hatdware/sollware)

,

T e f G, s/

Gnd
4%, ,Ag oo /mﬂ)‘f

20. TELEPHONE NUMBER

R

DGS 550.4 {favised 1793)




INSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERMIES. FORWARD WITH RECORDS RETENTION
SCHEDWLE OGS $50-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 - JESSUP, MARYLAND 20784 Page ot

Coby of Freder

OIVISION 3. UNIT

DEFINITION - Records Series - A group of related recerds normally fled snd used a9 o unit for reference as

well 38 retention and dlsposition purpesaes,

4. RECORD SERIES TITLE

GY\@,« )Lgfa’ |‘V\,9

§. EARLIEST YEAR / LATETEST YEAR

10

pladge C ek
Condiase

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of informationvdocuments/iorms found in the Series. Include the purpose or funclion of Ihe Senes)

7. RECORD SERIES FORMAT(E) 8. RECORD SERIES SEQUENCE 9. VOLUME
Qa File Orawet(s)
o Lelter Size o Microlilm C Alphabetical O Microfilm Ree! (s)
O Computer Tape (s}
o legal Size a Compuler Tape 0O Numerical Qa Other (Speciy}
G Bound Book O Floppy Disk @ Chronological Number
Q Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
Q File Orawer (s)
O Other (Specty) O Other (Specily) D Microfilm Reel (s)
a Compuler Tgpe(s)
O Other {Specily)
Numbet
11. FILE 1§ USED 12. FILE BECOMES INACTIVE AFTER
o Daty B Weekly O Monthly O  Monlh(s) 0  Yeai(s)

Numbet

12. CURRENT LOCATIQN(S) (BIdg., Fioat, Room)

Q0. fateih &

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot oflice)

O Yes o No

15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes, 0 No 0O None O Stale O Fedeial O ([ndependent

H 17. IS AM INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hatdware/sollware t
scrbe any ) Y, /}Q&d%/aﬁ'ﬂw/&u‘“
O Yes O No -—
H (// % /
al
1s. NMEW Om %’ 20. TELEPHONE NUMBER 21. DATE
iy ;

@/Q‘?/a«s

DGS S50.4 {fsvised 1¥53)




INSTRUCTIONS -- TYPE OR PRINI A SEPARATE FORM FOR EACH NEW
ALVISED AELCORD SEMES. FORNWARD WITH RECORDS RETENTION
SCHLDULE {(DGS $50-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7215 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

Cisy of Fredui

DIVISION

3. UNIT

DEFINITION - Records Serles - A group of related recerds normally fled and used o9 8 unit for reference as well as retention and disposi¥on purpesse,

4. RECORD SERIES TITLE

N uhiiny

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiorvaocumenisfiorms found in the Series. Include the puipose or funclion of the Seres)

Al
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
D File Diawer(s)
O Lelier Size 0 Microlilm O Alphabetical O Microfilm Reel (s)
© Computer Tape s}
a Legal Size o Computer Tape O Numerical Z g © Other (Specily)
O Bound Book O Fioppy Disk D Chronological Number
a Audio Tape 0 Video Tape O Geographicat 10. ANNUAL ACCUMULATION
0O File Drawer (s)
© Other [Specdy) o Other (Specily) 0 Microlitm Reel (s)
a Computer Tepe(s)
O Other (Specily) _________
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daty 8 Weekly a  Monthly O Monihs) O Yeai(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or oflice)
CQ@ 1‘9 PM& Qg  Yes . 0 No
15. ACCESS RESTRICTIONS (il yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O Yes, O No g None 0 Slate 0 Federal O Independeni
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descube any hatdwaie/sofiware) 02 . ! //
0 No ) 3 .
F PREPARER 20. TELEPHONE NUMBER

N

21. DATE 7>/°Q-7 /01)

0GS 550.4 {Aavisedt 1193}




(NSTRUCTIONS - TYP'E OR PIIKE A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION
SCHEDULE (OGS 550-1}

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page ot

Fm n‘wimwc‘v‘ f' l ;

s

DIVISION 3. UNIY

—

DEFINITION - Records Serles - A group of related records notmally filed and uved se s unit for reference s

wall s retention and dispesition purpesss.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

OW Wd 10

501 (€)

RADA
At SR

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of informatiorvgocumenis/iorms found in the Series. Include the puipose of function of the Senes)

MQ()QM M'

7. RECORD SERIES FORMAT(S) 8, RECORD SERIES SEQUENCE 8. VOLUME
O File Orawer(s)
O Lelle: Size o Microlim O Alphabetica! a Microlilm Reet (s)
_ O Computer Tape (s}
O Legal Size a Computer Tape O Numerical Q Other (Specily)
O Bound Book O Floppy Disk 0 Chronologicat Number
© Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
) O File Drawer (s)
O Qther (Specty) O Other (Specily) O Microfim Reel (s)
0 Computer Tape(s)
O Other (Specify)
Number

11, FILE IS USED

o Daily | Weekly 0 Monlhly

12. FILE BECOMES INACTIVE AFTER

O  Month(s) O Yearl(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floot, Raom)

80 40 - Pt et L

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot office)

0O VYes . 0 No

15. ACCESS RESTRICTIONS (It yes, cile law{s} & reguiation(s)

g Yes, O No

16. AUDIT REQUIREMENTS

O None o Slate O Fedeial D Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
descube any hardwaie/sofiware)

o Yes O No

Screen annually. Destroy material having no{
18. RECOMMENDED RETENHON further fiscal, legal or operational value. Retain
permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

15. NAME AND 1

20. TELEPHONE NUMBER 21. DATE

g v

——————

0GS 5504 {Revised 1/93)




INSTRUGTIUNS - TYPE OR PRINI A SEPARATE FORM FOR EACH NEW
RLVISED RECORD SERIES. FORWARD WITH RECORDS RETENVION
SCHEDULE (0GS $50-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

7275 WATERLQO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 2079¢ Page of

— ——

It. D‘$E¥GE“ f' l ;

DIVISION 3. UNIT

DEFINITION - Records Serles - A group of related tecords normally fisd and used as 8 unit for refetence oo

well a3 retention snd disposition purpoess,

4. RECORD SERIES TITLE

Finance - Boars

5. EARLIEST YEAR / LATETEST YEAR

10

| /6%/(5445') '

bills

6. RECORD SERIES DESCRIPTION { Briefly describe the types of informationvdocumentsfiorms found in the Series. Include Ihe puipose or function of the Seties)

P)

docdls vee. depesid veco rds,

" Pla)

7. RECORD SERIES FORMAT(E} 8. RECORD SERIES SEQUENCE A 9. VOLUME
&/ & File Diawer(s)
elter Size O Microlilm O Alphabetical 9" O Microfiim Reet (s}
Q Compuler Tape (s}
O Legal Size O Computer Tape O Numerical O Other {Specily)
O Bound Book Q Floppy Disk O Chonological Number
G Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
. O File Orawer (s)
O Other (Spectdy) O Other (Specify) O Microlitm Ree! (s)
0 Computer Tspe(s)
r O Other {Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily 0 Weekly © Monthly O  Monih(s) O Year(s)
Numbes
13. CURRENT LOCMION(S)_(Bldq,,'FIoou, Room) 14, IS RECORD SERIES OUPLICATED ELSEWHERE? (If yes, specify agency or office)
wethberg G- o Yes | e fo
15. ACCESS RESTRICTIONS {if yes. cile law(s) & tegulalion(s) 16. AUDIT REQUIREMENTS EOQ»\C[ {3 Soi1l)
a Yes, o No a None o Stale O Federal Aoepenaem
17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION
describe any haidware/soltware) \Lv
, Ry
‘ Rebatm 37 Vhew clasin
a Yes O No
19. NAME AND 20. TELEPHONE NUMBER

0GS 5504 (Revised 1/93)




