
RECORDS INVENTORY 
THE CITY OF FREDERICK 

instructions • Type or print a separate form 
for each new or revised record series. 

D E F I N I T I O N - R E C O R D S E R I E S - A g r o u p of related records normal ly filed a n d used as a uni t for reference as 
well as retent ion and disposi t ion purposes . 
ft. Record Series Tit le 

6. Record Series Descr ipt ion (Briefly descr ibe the types of information/documents/forms found in the series. 
Include the purpose or function o f the series.) 

Department of 
Communi ty D e v e l o p m e n t 

4 Wes t 7 t h S t r e e t 

Frederick, Maryland 21701 

PAGE 1 OF 1 

1. Posit ion 

D i r e c t o r 

2. Division 

C o m m u n i t y d e v e l o p m e n t s t a t e a n d l o c a l ^ i n f o r m a t i o n . 

5. Earliest Year/Latest Year 

1 9 9 7 to p r e s e n t 

G e n e r a l i n f o r m a t i o n r e g a r d i n g s t a t e , D H C D , p r o g r a m s , a n d l o c a l p u b l i c 
a n d p r i v a t e p r o g r a m s of i n t e r e s t . ( r e f e r e n c e ) 

[7. Record Series Format(s) 

jGtLetter Size O Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

•Alphabetical 

•Numerical 

raChronological 

•Geographical 

• Other (specify) 

9. V o l u m e 

x63 File Drawees) 
• Microfilm Reel(s) 

1 • Computer Tape(s) 
Number • Other (specify) 

& b o o k c a s e 
10. Approx imate Annual 

Accumula t ion 
• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 
Number • Other (specify 

( o n g o i n g i n b o t h ) 

ll.£il*>sxLberi F i l e s a r e u s e d 

• D a i l y j&Weekly DMonthly 

12. File B e c o m e s Inact ive After 

• Month(s) • Year(s) 

13. Current Locat ion(s) (B ldg . , F loor , R o o m ) 
4 W e s t 7 t h S t r e e t 
D i r e c t o r ' s o f f i c e 

14. Is Record Ser ies Dupl ica ted Elsewhere? 
(If yes, specify agency or Office) 

• Yes S N o 

15. Access Restr ic t ions • Y e s ED N o 
(If Yes, cite Law(s) & Regula t ion ' s ) 

16. Audi t Requ i remen t s 

x(3 None • State • Federal • Independent 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

• Y e s B c N o 

18. Recommended Retention ^ • /jsZLtZ 

E e r m a n e f t t n p d n t r H i n f p r r r o i v n r i 

19. N a m e and Title o f Preparer 20. Telephone Number 

3 0 1 - 2 2 8 - 2 8 4 2 

2 1 . Date 

1 1 / 3 0 / 9 9 . M a r t a J o h n s t o n , S e e r I I I 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

instructions - Type or print a separate form 

for each new or revised record series. 

D E F I N I T I O N - R E C O R D S E R I E S - A group of related records normal ly filed and used as a uni t for reference as 
well as re ten t ion a n d disposi t ion purposes . 

|4. R e c o r d Ser ies T i t l e 

O p e r a t i o n R e h a b i n d i v i d u a l f i l e s . 

6. R e c o r d Ser ies Desc r ip t ion (Briefly describe the types of informat ion/documents / forms found in the series. 
Include the p u r p o s e or function o f the series.') 

Department of 
Communi ty D e v e l o p m e n t 

4 Wes t 7 t h S t r e e t 

Frederick, Maryland 21701 

PAGE 1 OF 1 

1. Posi t ion 

R e h a b S p e c i a l i s t 

2. Divis ion 

5. Earliest Year/Latest Year 

1979 to p r e s e n t 

I n c l u d e s d o c u m e n t a t i o n r e q u i r e d f o r e a c h a p p l i c a n t ' s r e q u e s t f o r f u n d s . 
C l o s e d f i l e s a r e k e p t f o r r e f e r e n c e a n d h i s t o r i c a l u s e . 

[7. Reco rd Ser ies Fo rma t ( s ) 

• Letter Size D Microfilm 

£1 Legal Size • C o m p u t e r Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

•Alphabetical 

•Numerical 

xSChronological 

•Geographical 

• Other (specify) 

9. Vo lume 

xgg File Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Number • Other (specify) 

10. Approx imate A n n u a l 
Accumula t ion 

X S J File Drawees) 
• Microfilm Reel(s) 

1 • Computer Tape(s) 
Number • Other (specify 

l l .Ei lKis&bedx F i l e s a r e u s e d 

x3Dairi r r e n t C]Weekly xBMMuHIy" Y e a r s ' 

12. File B e c o m e s Inact ive After 

• Month(s) • Year(s) 

13. Current Loca t ion ( s ) (B ldg . , Floor , Room) 

4 W e s t 7 t h S t r e e t 

R e h a b S p e c i a l i s t ' s o f f i c e 

14. Is Record Ser ies Dupl ica ted Elsewhere? 
(If yes , specify agency or Office) 

• Yes S No 

15. Access Res t r i c t ions • Y e s a N o 
(If Yes, cite Law(s) & Regulations^) 

16. At td ikRequi rements M o n i t o r i n g 

• None j Q State Federal • Independent 

17. Is an Index System Used? 18. Recommended Retention ft^gjffa^ j^jdj^ &/t 

19. N a m e a n d Ti t le o f Preparer 20. Telephone Number 

3 0 1 - 2 2 8 - 2 8 4 2 

JUL**, Jbytatf 
><»r ' 71 D a t e _< . 2 1 . Date 

1 1 / 3 0 / 9 9 M a r t a J o h n s t o n , S e e r I I I 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

'Instructions - Type or print a separate form 

for each new or revised record series. 

1. Posi t ion 

D i r e c t o r 

D E F I N I T I O N - R E C O R D S E R I E S - A g r o u p of related records normal ly filed a n d u s e d as a uni t for reference as 
well as re tent ion and disposi t ion purposes . 
n. Record Series Ti t le 

HUD g u i d e l i n e s , n o t i c e s , h a n d b o o k s . 

6. Record Ser ies Descr ip t ion (Briefly descr ibe the types of informat ion/documents / forms found in the series. 
Include the pu rpose or function o f the series.') 

Department of 
Communi ty D e v e l o p m e n t 

4 Wes t 7 t h S t r e e t 

Frederick, Maryland 21701 

PAGE 1 OF 1 

2. Division 

5 . Earliest Year/Latest Year 

1 9 8 0 to p r e s e n t 

V a r i o u s HUD p o l i c y s t a t e m e n t s , g u i d a n c e on t o p i c s , s u c h a s d r u g f r e e 
w o r k p l a c e , a f f i r m a t i v e a c t i o n , a c c e s s i b i l i t y s t a n d a r d s , e t c . 

[7. Record Series F o r m a t s ) 

j£J Letter Size • Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

Record Series Filing Sequence 

•Alphabetical 

•Numerical 

Chronological 

•Geographical 

• Other (specify) 

9. V o l u m e 

X j File Drawees) 
• Microfilm Reel(s) 

1 • Computer Tape(s) 
Number • Other (specify) 

a n d b o o k c a s e 

10. Approx imate Annual 
Accumula t ion 

• File Drawees) 
• Microfilm Reei(s) 
• Computer Tape(s) 

Number • Other (specify 
( o n g o i n g i n b o t h ) 

F i l e s a r e u s e d 

•Daily DWeekly QMonthly 

12. File B e c o m e s Inac t ive After 

• Month(s) • Year(s) 

13. Current Loca t ion(s ) (B ldg . , F loor , R o o m ) 

4 W e s t 7 t h S t r e e t 

14. Is Record Ser ies Dupl ica ted Elsewhere? 
(If yes , specify agency or Office) 

• Yes 13 No 

15. Access Rest r ic t ions • Y e s ED N o 
(If Yes, cite Law(s) & Regula t ion ' s ) 

16. Audi t Req u i r emen t s 

H None • State • Federal • Independent 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

• Yes JScNo 

18. Recommended Retention {^to^S^ j^J^ j ^ ^ i ^ ^ -

Fe-rmaiieitL - u p d a t e d i n f o r e c e i v e d 
pmrt n i i t r l - i t p H m a l - p r i a l q p i j - ^ h P r i . 

19. N a m e a n d Ti t le o f Preparer 20. Telephone Number 

3 0 1 - 2 2 8 - 2 8 4 2 

2 1 . Date 

1 1 / 3 0 / 9 9 . M a r t a J o h n s t o n , S e e r I I I 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

instructions - Type or print a separate form 
for each new or revised record series. 

Department of 
C o m m u n i t y D e v e l o p m e n t 

4 W e s t 7 t h S t r e e t 

Frederick, Maryland 21701 

PAGE 1 O F 1 

1. Posi t ion 

D i r e c t o r 

2. Division 

D E F I N I T I O N - R E C O R D S E R I E S - A g r o u p of related records normal ly filed a n d used as a uni t for reference as 
well as retent ion and disposi t ion p u r p o s e s . 
W. Record Series Tit le 

HUD f i n a n c i a l s 

5. Earliest Year/Latest Year 

199 6 to p r e s e n t 

kj. Record Series Descr ip t ion (Brief ly descr ibe the types of information/documents/forms found in the series. 
Inc lude the purpose or function o f the series.) 

I n c l u d e s l e t t e r of c r e d i t , b a n k s t a t e m e n t s , m o n t h l y w o r k s h e e t s , F e d e r a l 
C a s h T r a n s a c t i o n R e p o r t s , F e d e r a l C a s h C o n t r o l R e g i s t e r , G r a n t Y e a r 
S u m m a r i e s , e t c . U p - t o - d a t e a c c o u n t o f g r a n t a c t i v i t i e s . 

[7. Record Series Format(s) 

3D Letter Size • Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

•Alphabetical 

•Numerical 

CSChronological 

•Geographical 

• Other (specify) 

9. V o l u m e 

• File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

Number ^gj Other (specify) 
b i n d e r 

10. Approx ima te Annual 
Accumula t ion 

• File Drawees) 
• Microfilm Reel(s) 

1 • Computer Tape(s) 
Number X23 Other (specify 

( o n g o i n g - s a m e b i n d e r 

11. File is Used 

x3Daily •Weekly •Monthly 

12. File B e c o m e s Inact ive After 

• Month(s) • Year(s) 

13. Current Locat ion(s) (Bldg . , F loor , R o o m ) 

4 W e s t 7 t h S t r e e t 

D i r e c t o r ' s o f f i c e 

14. Is Record Ser ies Dupl ica ted Elsewhere? 
(If yes, specify agency or Office) 

xED Yes s e e r PC • No 

15. Access Restr ict ions • Y e s 0 N o 
(If Yes, cite Law(s) & Regula t ion ' s ) 

16. Audi t Requ i remen t s 
a n d C i t y 

• None • State £] Federal • Independent 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

• Y e s {3JNO 

18. Recommended Retention fyijiu*, fh<} 
Pe.L'iitunenfe 

19. N a m e and Title o f Preparer 20. Telephone Number 

3 0 1 - 2 2 8 - 2 8 4 2 

2 1 . Date 

1 1 / 3 0 / 9 9 M a r t a J o h n s t o n , S e e r I I I 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

instructions - Type or print a separate form 

for each new or revised record series. 

D E F I N I T I O N - R E C O R D S E R I E S - A g r o u p of related records normal ly filed a n d used as a uni t for reference as 
well as retent ion and disposi t ion purposes . 
vi. Record Series Tit le 

6. Record Series Descr ipt ion (Briefly describe the types of information/documents/ forms found in the series. 
Include the purpose or function o f the series.) 

Department of 
Communi ty D e v e l o p m e n t 

4 Wes t 7 t h S t r e e t 

Frederick, Maryland 21701 

PAGE 1 OF 1 

1. Posit ion 2. Divis ion 

S e c r e t a r y I I I 

5. Earl iest Year/Latest Year 

A c c o u n t i n g ( c h e c k r e q u e s t s , e x p e n s e r e p o r t s , p u r c h a s e . 1997 t o p r e s e n t 
r e q u i s i t i o n s , e t c . ) 

B l a n k a n d c o m p l e t e d c o p i e s k e p t i n f i l e s ; c o m p l e t e d c o p i e s m a i n t a i n e d 
f o r r e f e r e n c e a n d b a c k u p p u r p o s e s . 

[7. Record Series Format(s) 

XlcLetterSize O Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 9. V o l u m e 

[^Alphabetical ( i n d i v i d u a l f i l e s ) 

•Numerical 1 

raChronological ( w i t h i n f i l e ) 

•Geographical 

• Other (specify) 

53 File Drawer(s) 
• Microfilm Reel(s) 

1 • Computer Tape(s) 
Number • Other (specify) 

ll.x'Jl&j&isbei F i l e s a r e u s e d 

q p a i l y DWeekly DMonthly 

10. Approx imate Annual 
Accumula t ion 

• File Drawerfs) 
• Microfilm Reel(s) 

1 • Computer Tape(s) 
Number • Other (specify 

( o n q o i n q - s a m e d r a w e r ) 
12. File B e c o m e s Inac t ive After 

• Month(s) • Year(s) 

13. Current Locat ion(s) (B ldg . , F loor , R o o m ) 
4 W e s t 7 t h S t r e e t 

s e c r e t a r y ' s o f f i c e 

14. Is Record Ser ies Dupl ica ted Elsewhere? 
(If yes, specify agency or Office) 

F i n a n c e 
0 Yes P u r c h a s i n g O N 0 

15. Access Restr ict ions • Y e s ED N o 
(If Yes, cite Law(s) & Regula t ion ' s ) 

16. Audi t Requ i r emen t s 

(3 None • State • Federal • Independent 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

• Y e s J3cNo 

19. N a m e and Title o f Preparer 20. Telephone Number 

3 0 1 - 2 2 8 - 2 8 4 2 

18. Recommended Retention jQg^y^ ^> Y 
• P p r m a n p n t &^^u^XJL auil i 

2 1 . Da te 

1 1 / 3 0 / 9 9 . M a r t a J o h n s t o n , S e e r I I I 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

instructions - Type or print a separate form 

for each new or revised record series. 

Department of 
Communi ty D e v e l o p m e n t 

4 Wes t 7 t h S t r e e t 

Frederick, Maryland 21701 

PAGE 1 OF 1 

1. Posi t ion 2. Division 

S e c r e t a r y I I I 

D E F I N I T I O N - R E C O R D S E R I E S - A g r o u p of related records normal ly filed a n d used as a uni t for reference as 
well as retent ion and d ispos i t ion purposes . 
(4. Record Series Tit le 

P e r s o n n e l - ^ / t ^ ftyLc^d& 

5 . Earliest Year/Latest Yea r 

199 7 to p r e s e n t 

6. Record Series Descr ip t ion (Brief ly descr ibe the types of informat ion/documents / forms found in the series. 
Include the pu rpose or funct ion o f the series.') 

T i m e p r o o f s a n d o r i g i n a l t i m e s h e e t s f o r d e p a r t m e n t p e r s o n n e l ( d i r e c t o r 
a n d s e c r e t a r y ) . M a i n t a i n e d a s b a c k u p a n d r e f e r e n c e . 

[7. Record Series Format (s ) 

jg^Letter Size • Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

•Alphabetical 

•Numerical 

xjgj Chronological 

•Geographical 

• Other (specify) 

9. V o l u m e 

• File Drawer(s) 
• Microfilm Reel(s) 

1 • Computer Tape(s) 
Number SI Other (specify) 

b i n d e r 

10. Approx ima te Annual 
Accumula t ion 

• File Drawees) 
O Microfilm Reel(s) 
• Computer Tape(s) 

Number • Other (specify 
( o n g o i n g - s a m e b i n d e r ) 

11 . File is U s e d 

• D a i l y 
b i -

GJWeekly •Monthly 

12. File B e c o m e s Inact ive After 

• Month(s) • Year(s) 

13. Current Loca t ion(s ) (BIdg . , F loor , R o o m ) 
4 W e s t 7 t h S t r e e t 
s e c r e t a r y ' s o f f i c e 

14. Is Record Ser ies Dup l i ca ted Elsewhere? 
(If yes , specify agency or Office) 

H Yes HR • No 

15. Access Restr ic t ions • Y e s 63 N o 
(If Yes, cite Law(s) & Regulations^) 

16. Audi t Req u i r emen t s 

xgg None • State • Federal • Independent 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

• Yes EfcNo 

18. Recommended Retention 

19. N a m e and Ti t le o f P repare r 

M a r t a J o h n s t o n , S e e r I I I 

20. Telephone Number 

3 0 1 - 2 2 8 - 2 8 4 2 

21 . Date 

1 1 / 3 0 / 9 9 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

instructions - Type or print a separate form 

for each new or revised record series. 

D E F I N I T I O N - R E C O R D S E R I E S - A group of related records no rma l ly filed and used as a uni t for reference as 
well as re tent ion a n d disposi t ion purposes . 

W. R e c o r d Ser ies Ti t le 

P e r s o n n e l a n d b t rdgc 1 

6. R e c o r d Ser ies Desc r ip t ion (Briefly describe the types of informat ion/documents / forms found in the series. 
Include the p u r p o s e or function o f the series.) 

Department of 
Communi ty D e v e l o p m e n t 

4 Wes t 7 t h S t r e e t 

Frederick, Mary land 21701 

PAGE 1 OF 1 

1. Pos i t ion 

D i r e c t o r 

2. Divis ion 

5. Earliest Year /Lates t Yea r 

1997 t 0 p r e s e n t 

I n c l u d e s Gurrent b u d g e t o a n d - p e r s o n n e l i n f o r m a t i o n . ( r ° f p n n o p - n n r l • 
ba&kup p u i p o t i e y ) ' 

[7. R e c o r d Ser ies Fo rma t ( s ) 

^ L e t t e r Size • Microfilm 

• Legal Size • C o m p u t e r Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

•Alphabetical 

•Numerical 

H Chronological 

•Geographical 

• Other (specify) 

9. V o l u m e 

fi File Drawees) 
• Microfilm Rcel(s) 

1 • Computer Tape(s) 
Number • Other (specify) 

10. Approx ima te A n n u a l 
Accumula t ion 

J3 File Drawees) 
• Microfilm Reelfs) 

1 • Computer Tape(s) 
Number • Other (specify 

[ o n g o i n g - s a m e d r a w e r ) 
11 . Fi le is U s e d 

•Daily •Weekly pMonthly 

12. Fi le B e c o m e s Inact ive After 

• Month(s) • Year(s) 

13. Current Loca t ion(s ) (B ldg . , Floor , Room) 
4 W e s t 7 t h S t r e e t 
D i r e c t o r ' s d e s k 

14. Is Reco rd Ser ies Dupl ica ted Elsewhere? 
( I f yes , specify agency or Office) 

S t Yes 
HR 

F i n a n c e 
• No 

15. Access Res t r ic t ions £ J j Y e s • N o 
(If Yes, cite Law(s) & Regula t ion ' s ) 

16. A u d i t Requi rements 

0 None • State • Federal • Independent 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

• Yes E3cNo 

19. N a m e a n d Ti t le o f P repa re r 20. Telephone N u m b e r 

3 0 1 - 2 2 8 - 2 8 4 2 

18. Recommended Retention -f^a^O^A* *M-«J^. 

mber t v 21 Date 2 1 . Date 

1 1 / 3 0 / 9 9 , M a r t a J o h n s t o n , S e e r I I I 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

t-

Unstruclions - Type or print a separate form 
for each new or revised record series. 

Department of 
C o m m u n i t y D e v e l o p m e n t 

4 W e s t 7 t h S t r e e t 

Frederick, Maryland 21701 

PAGE 1 OF 1 

1. Posi t ion 

S e c r e t a r y I I I 

2. Divis ion 

D E F I N I T I O N - R E C O R D S E R I E S - A g roup of related records normal ly filed a n d used as a uni t for reference as 
wel l as re tent ion and disposi t ion pu rposes . 
|4. Record Series Tit le 

C o r r e s p o n d e n c e ^ B u z t g o i r t g ^ 

5. Earl iest Year/Latest Year 

1 9 9 7 to p r e s e n t 

6. Record Series Descr ip t ion (Brief ly descr ibe the types of informat ion/documents / forms found in the series. 
Include the purpose or function o f the series.) 

C o p i e s o f a l l c o r r e s p o n d e n c e ( o u t g o i n g ) d i c t a t e d b y d i r e c t o r ( m e m o s ? 
l e t t e r s , e t c . ) . U s e d f o r r e f e r e n c e a n d f o l l o w u p p u r p o s e s . 

|7. Record Series Format (s ) 

jGcLetterSize O Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

•Alphabetical 

•Numerical 

QChronological 

•Geographical 

• Other (specify) 

9. V o l u m e 

• File Drawees) 
• Microfilm Reel(s) 

1 • Computer Tape(s) 
Number ^ Other (specify) 

b i n d e r 

10. Approx ima te Annual 
Accumula t ion 

• File Drawees) 
• Microfilm Reel(s) 

1 • Computer Tape(s) 
Number Other (specify 

b i n d e r 
1 1 . File is U s e d 12. File B e c o m e s Inact ive After 

j&Daily • W e e k l y d M o n t h l y n Month(s) • Year(s) 

13 . Current Locat ion(s) (B ldg . , F loor , R o o m ) 14. Is Record Ser ies Dup l i ca ted Elsewhere? 

4 W e s t 7 t h S t r e e t (If yes, specify agency o r Office) 

s e c r e t a r y ' s o f f i c e 
• Yes H No 

15. Access Restr ic t ions • Y e s £ • N o 
(If Yes, cite Law(s) & Regula t ion ' s ) 

16. Audi t Requ i remen t s 

13 N o n e • State CI Federal • I n d e p e n d e n t ! 
Screen annually. Destroy material having no further 

17. Is an Index Sys tem Used? 
(If y e s , explain briefly and descr ibe any hardware/software) 

• Y e s { & N 0 

"Yg Recommended " s c a ' ' l e6*l o r operational value. Retain permanently 
any material that serves to document the origin 

•ftAUiWfffel l t development and accomplishments of the department 
Transfer periodically to the M D Archives. 

19. N a m e and Tit le o f Preparer 20. Telephone Number 

3 0 1 - 2 2 8 - 2 8 4 2 1 1 / 3 0 / 9 9 M a r t a J o h n s t o n , S e e r I I I 


