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Agency 
City of Frederick 

Division/Unit 
Office of the Mayor/Weinberg Center 

Item No Description Retention 

Contracts 

Finance - city 

Personnel 

Ticket stubs 

Ticket order form - subscription 

Volunteer handbooks and schedules 

Correspondence 

Budgets 

Improvements 

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

Send original to Finance dept; 
retain copy for 1 year, then 
destroy 

Transfer to HR upon termination 
of employee 

Retain for 1 month, then destroy 

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superseded, then destroy 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superseded, then destroy 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 Jubj 

Signature 

Type Name Stewart J. Seal 

Title Executive Director 

Schedule Authorized by State Archivist 

Date OCT 2 2 2DD1 

Signature 
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Item No Description Retention 

•/o Alphabetical filing 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. 

U Capital campaign Retain 3 years, then destroy 

.1 *• Operational records - 501 (c) 3, IRS determination letter, 
ADA, audit reports 

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. 

lb Performance attendance records Retain for 5 years, then destroy 

Organizations/associations Retain for 1 year, then destroy 

75" Grants Retain for life of grant, plus 5 
years and until all audit 
requirements are met, then 
destroy 

Marketing - pledge cards, contracts Retain for life of pledge/contract 
plus 4 years, then destroy 

' 7 Marketing - playbills, newsclippings, development brochure Permanent, 2 copies only. 
Transfer files periodically to the 
Maryland State Archives 

/ / Finance - board - bank statement, accounts, records, deposit 
records, bills 

Retain for 3 years, then destroy 















Screen annually. Destroy material havmg 
further fiscal, legal or operational value. Retain 
permanently any matenal that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 







• 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 MD State Archives 















• Screen annually. Destroy material having n<$̂  
I 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 




