RECORDS INVENTORY -

THE CITY OF FREDER'I_CK
Unstructions - Type or print a separate form " Department of ' PAGE_1 OfF__1
for each new or revised record series. Community Development :

4 West 7th Street

Frederick, Maryland 21701

1. Position 2. Division

Director

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 5. Earliest Year/Latest Year

Conimunity development state and local, information. 1997 to_present

,\

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

General information regarding state, DHCD, programs, and local public
and private programs of interest. (reference) :

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
X% Letter Size 0 Microfilm DAlphabetical ‘ x& File Drawer(s)
. O Microfilm Reel(s)
0O Legal Size OComputer Tape O Numerical 1 1 Computer Tape(s)
Number (O Other (specify)
0 Bound Book O Floppy Disk RChronological
) & bookcase
0 Audio Tape 0 Video Tape OGeographical 10. Approximate Annual
‘ ' ’ _ , Accumulation
O Other (specify) ' 3 Other (specify) : O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)

Number {3 Other (specify
(ongoing in both)

11. Filassdbsed Files are used 12. File Becomes Inactive After
ODaily LR} Weekly CMonthly Q Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
4 West 7th Street (If yes, specify agency or Office)
Director's office
Q Yes £ No
15. Access Restrictions [ Yes & No - 16. Audit Requirements

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

17. Is an Index System Used? 18. Recommended Retention Relac. Py ] Mdl«dﬁdf “d
(If yes, explain briefly and describe any hardware/software) . . . Le. A,
O Yes gkNo E i E:W X slued W "
ate itc
19. Name and Title of Preparer 20. Telephone Number 21. Date
Marta Johnston, Secr III 301-228-2842 11/30/99
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RECORDS INVENTORY -

THE CITY OF FREDER{_CK
Unstructions - Type or print a separate form Department of PAGE_1 oOF 1
for each new or revised record series. Community Development : :

4 West 7th Street

Frederick, Maryland 21701

1. Position 2. Division

Rehab Specialist

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 Sertes Title : S. Earliest Year/Latest Year

Operation Rehab individual files. 1979 o present

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

Includes documentation required for each applicant's request for funds.
Closed files are kept for reference and historical use.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
O Letter Size 3 Microfilm ClAlphabetical X@ File Drawer(s)
O Microfilm Reel(s)
&1 Legal Size OComputer Tape [3Numerical 4 O Computer Tape(s)
Number {3 Other (specify)
(O Bound Book O Floppy Disk KR Chronological
0 Audio Tape O Video Tape C3Geographical , 10. Approximate Annual
. . Accumulation
O Other (specify) [} Other (specify) i x&3 File Drawer(s)
] Microfilm Reel(s)
1 1 Computer Tape(s)
Number 3 Other (specify
11. Exisdisedx Files are used 12. File Becomes Inactive After
(current) : ’
{EDaily OWeekly <BoDF Years) 0 Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
4 West 7th Street (If yes, specify agency or Office)
Rehab Specialist's office 0 Yes £ No
15. Access Restrictions [ Yes &£xNo 16. AwdikRequirements Monitoring

(If Yes, cite Law(s) & Regulations(s)
(I None £3xState 3% Federal [J Independent

Marta Johnston, Secr I1I 301-228-2842 11/30/99

17. Is an Index System Used? 18. Recommended Retention Ry #5, - 77 Gejpnd 49
(If yes, explain briefly and describe any hardware/software) . Y o+
. Permanent @oetd P, SV Gnd 44,‘4.{} al
O Yes gkNo

Cudid ﬂ%ﬁaw e Aose Ssea dmad, b
19. Name and Title of Preparer 20. Telephone Number 21. Date

LTy,

18 /o‘b/aﬂ




RECORDS INVENTORY -7

THE CITY OF FREDER{CK
Unstructions - Type or print a separate form Department of v PAGE_1 OF__1
for each new or revised record series. Community Development -

4 West 7th Street

Frederick, Maryland 21701

1. Position 2. Division

Director

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 5. Earliest Year/Latest Year

HUD guidelines, notices, handbooks. 1980 to_present

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

Various HUD policy sfatements, guidance on topics, such as drug free
workplace, affirmative action, accessibility standards, etc.

[7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
35t Letter Size O Microfilm O Alphabetical X, File Drawer(s)
O Microfilm Reel(s)
Q Legal Size QOComputer Tape CJNumerical 1 03 Computer Tape(s)
Number O Other (specify)
(3 Bound Book 1 Floppy Disk gaChronclogical and bookcase
O Audio Tape 0O Video Tape QO Grographical 10. Approximate Annual
A . _ . Accumulation
] Other (specify) £ Other (specify) 3 File Drawer(s)
O Microfilm Reel(s)
3 Computer Tape(s)
Number [ Other (specify
. (ongoing in both)
11 FdgisUsed Files are used 12 File Becomes Inactive After
QODaily OWeekly Z1Monthly O Month(s) [ Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
4 West 7th Street (If yes, specify agency or Office)
0O Yes B No
15. Access Restrictions [ Yes & No 16. Audit Requirements

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

17. Is an [ndex System Used? i 18. Recommended Retention [Rofacrn tenfid yodd |
(If yes, explain briefly and describe any hardware/software) . - : ;
O Yes gxNo
19. Name and Title of Preparer 20. Telephone Number 21. Date
Marta Johnston, Secr III 301-228-2842 11/30/99

kLo A s




RECORDS INVENTORY -

THE CITY OF FREDER{_CK
Unstructions - Type or print a separate form ' Departmcnt of ' : PAGE_1 OF 1
for eack new or revised record series. Community Development . :

4 West 7th Street

Frederick, Maryland 21701

1. Position 2. Division

Director

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 5. Earliest Year/Latest Year

HUD financials 1996 to present

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

Includes letter of credit, bank statements, monthly worksheets, Federal
Cash Transaction Reports, Federal Cash Control Register, Grant Year
Summaries, etc. Up-to-date account of grant activities.

11. File is Used 12. File Becomes Inactive After
BDaily OWeekly OMonthly . O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
4 West 7th Street (If yes, specify agency or Office)
. , .
Director's office xB Yes secr PC 0 No
15. Access Restrictions {3 Yes & No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) and City
O None ([JState £] Federal [3 Independent
17. Is an Index System Used? 18. Recommended Retention 62 ﬁ . P 2 _
(If yes, explain briefly and describe any hardware/software) . 4 feo Sn
.OYes EXNo ) "M‘" 3Y,
2
‘{19. Namne and Title of Preparer 20. Telephone Number £21. Date
Marta Johnston, Secr II1I 301-228-2842 11/30/99

7. Record Series Forma(s) 8. Record Series Filing Sequence 9. Volume
£ Letter Size O Microfilm DAlphabetical 0O File Drawer(s)
- O Microfilm Reel(s)
O Legal Size D Computer Tape O Numernical 1 0 Computer Tape(s)
Number R Other (specify)
O Bound Book O Floppy Disk BChronological binder
O Audio Tape 0 Video Tape DGcographi.cal ' 10. Approximate Annual
» . ' . Accumulation
{3 Other (specify) ' 3 Other (specify) : O File Drawer(s)
0 Microfilm Reel(s)

1  Computer Tape(s)
Number X@® Other (specify
(ongoing-same binder)

/5

7

10/




RECORDS INVENTORY -

THE CITY OF FREDERtI_CK
Unstructions - Type or print a separate form Department of A PAGE_1 oOfF_1
for each new or revised record series. Community Development : :

4 West 7th Street

Frederick, Maryland 21701

1. Position 2. Division

Secretary III

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
kwell as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

Accounting (check reqﬁests , expense reports, purchase :@ 1997 ' topresent
requisitions, etc.)
5. Record Series Description (Briefly describe the types of information/documents/forms found in the series.

Include the purpose or function of the series.)

Blank and completed -copies kept in files; completed copies maintained
for reference and backup purposes. :

. [7- Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
X Letter Size O Microfilm [R@Alphabetical (individual files) & File Drawer(s)
. O Microfilm Recl(s)
O Legal Size QOComputer Tape OJNumerical 1 J Computer Tape(s)
’ Number (3 Other (specify)
0 Bound Book O Floppy Disk RChronological (within file)
0O Audio Tape 0O Video Tape DGeographiéal ’ 10. Approximate Annual
- . ‘ , Accumulation
O3 Other (specify) ’ 0 Other (specify) : 0 File Drawer(s)
0 Microfilm Reel(s)
__ 1 _ O Computer Tape(s)
Number [ Other (specify
o (ongoing-same_drawer) |
11. Bilgisddsed Files are used 12. File Becomes Inactive After
GiDaily OWeekly OMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
4 West 7th Street (If yes, specify agency or Office)
secretary's office Finance
» & Yes purchasing QNo
15. Access Restricions {J Yes & No 16. Audit Requirements '

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

17. Is an Index System Used? 18. Recommended Retention g 2 R y
(If yes, explain briefly and describe any hardware/software) p t Gmd =z 10 & dﬁf,'

O Yes gxkNo 7 M ase ) "

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

Marta Johnston, Secr III 301-228-2842 11/30/99

10/ 1o




RECORDS INVENTORY T

THE CITY OF FREDER'I_CK
nstructions - Type or print a separate form Department of . PAGE_1 ofF _1
for each new or revised record series. Community Development . :

4 West 7th Street

Frederick, Maryland 21701

1. Position 2. Division

Secretary III

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 5. Earliest Year/Latest Year

Personnel —#m M"'M 1997 to present

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

Time proofs and origAinal time sheets for department personnel (director
and secretary). Maintained as backup and reference.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
S Letter Size O Microfilm DAlphabetical O File Drawer(s)
O Microfilm Reel(s)
3 Legal Size DComputer Tape O Numerical 1 O Computer Tape(s)
Number & Other (specify)
O Bound Book O Floppy Disk xBChronological binder
O Audio Tape {3 Video Tape QGeographical 10. Approximate Annual
) ' } . Accumulation
O Other (specify) {7 Other (specify) : O File Drawer(s)
1 Microfilm Reel(s)
01 Computer Tape(s)

Number [ Other (specify
(ongoing~-same binder)

11. File is Used ' 12. File Becomes Inactive After

bi-
CDaily @ Weekly CIMonthly OO Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
4 West 7th Street (If yes, specify agency or Office)
secretary's office
Yes HR aNo
15. Access Restrictions [J Yes & No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
X@ None [JState [J Federal (JIndependent

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

(If yes, explain briefly and describe any hardware/software) - ‘ LAY hen d@’;“ﬂ
Permament v
O Yes EkNo /&Em /

19. Name and Title of Preparer 20. Telephone Number 21. Date
Marta Johnston, Secr III 301-228-2842 11/30/99

Iy Y%




RECORDS INVENTORY -

THE CITY OF FREDER{_C K
Unstructions - Type or print a separate form Department of ' PAGE_1 ofF_ 1
for each new or revised record series. Community Development '

4 West 7th Street

Frederick, Maryland 21701

1. Position 2. Division

Director

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 5. Earliest Year/Latest Year

Personnel ;dmbﬂ'(h) Copits 1997

to pPresent

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

Includes current—budgets—and- personnel information. (refercace—and—

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
%X Letter Size O Microfilm DJAlphabetical 9 File Drawer(s)
. ) Microfilm Reel(s)
C1Legal Size - OComputer Tape ONumerical 1 O Computer Tape(s)
Number (3 Other (specify)
0 Bound Book 0O Floppy Disk [ Chronological
0O Audio Tape 0O Video Tape DGeographical 10. Approximate Annual
) A : Accumulation
3 Other (specify) 0 Other (specify) i &) File Drawer(s)
3 Microfilm Reel(s)
1 1 Computer Tape(s)
Number (O Other (specify
- (ongoing-same drawer)
11. File is Used 12. File Becomes Inactive After )
C1Daily CIWeekly IMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
4 West 7th Street (If yes, specify agency or Office)
Director's desk HR
X Yes . O No
_ Finance
15. Access Restrictions £3l.¥es (J No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
@ None [JState [J Federal [ Independent

17. Is an Index System Used? 18. Recommended Retention 7 AM@,{&G—- W
(If yes, explain briefly and describe any hardware/software) N k N ﬂ' ,8 2 )
3 Yes EXNo - Qs Copde
19. Name and Title of Preparer 20. Telephone Number /Y 21 Date y
Marta Johnston, Secr III 301-228-2842 11/30/99

it
o el

10 /2 Jv-0
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RECORDS INVENTORY T
THE CITY OF FREDER{_CK

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

Department of
Community Development

PAGE 1 oOF_ 1

4 West 7th Street

Frederick, Maryland 21701

1. Position

Secretary III

2. Division

well as retention and disposition purposes.

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

4. Record Series Txtle

Correspondence é%uzbgfamgz

S. Earliest Year/Latest Year

1997 topresent

Include the purpose or function of the series.)

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

letters, etc.).

Copies of all correépondence (outgoing) dictated by director (memoss
Used for reference and followup purposes.

8. Record Series Filing Sequence

7. Record Series Format(s) 9. Volume
TxLetter Size O Microfilm D Alphabetical @ File Drawer(s)
O Microfilm Reel(s)
1 Legal Size OComputer Tape JNumerical 1 0) Computer Tape(s)
Number g3 Other (specify)
O Bound Book 0 Floppy Disk GtChronological binder
O Audio Tape 0 Video Tape c]Gcogrnphiéal 10. Approximate Annual
' : Accumulation
3 Other (specify) 1 Other (specify) O File Drawer(s)
Q Microfilm Reel(s)
1 O Computer Tape(s)
Number g3 Other (specify
binder
11. File is Used 12. File Becomes Inactive After '
$GDaily OWeekly CMonthly O Month(s) O Year(s)

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

4 West 7th Street
secretary's office

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)

O Yes &1 No

15. Access Restrictions [J Yes &) No
(If Yes, cite Law(s) & Regulations(s)

16. Audit Requirements

Independent
@None 0O §creen annualfedﬁestroy Eatenalphavmg no further

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

ed fiscal, legal or operational value. Retain permanently
any material that serves to document the origin

Permanemt development and accomplishments of the department

Transfer periodically to the MD Archives.

18. Recommend

19. Name and Title of Preparer

Marta Johnston, Secr III

20. Telephone Number
301-228-2842

Nl o s

11/30/99
10 /ol sd J




