DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M-155

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2
Agency Division/Unit
City of Frederick Legal Services/Facilities

Item No

Description

Retention

/

Correspondence

Parks, Streets and Sanitation

Leases - Copies

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.

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.

Screen annually. Destroy
material having no further fiscal,
legal or operational value.

Approved by Department, Agency or Division Representative

Date
Signature
Type Name

Title

June 21, 2001 -

Ronald G. Tobin

Facilities Administrator

Schedule Authorized by State Archivist

Date 0CT 22 2001

Signatureﬁ"‘"‘j €. / 7‘1%’";




RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

Schedule No. M-155

(CONTINUATION SHEET) Page 2 of 2
Item No Description Retention
Building Files Screen annually. Destroy

L//

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.




WNSTRUCTIONS -- TYI'E OR DKL A SEPARATE FORM FOR EACIE NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FONWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1)

7275 WATERLOO ROAD
£.0. BOX 275 - JESSUP, MARYLAND 20784

_ Page ol
egn suiicsuc‘y‘ f' l .‘ DIVISION . . :vﬂ)m

DEFINITION - Records Setles - A group of ralsted racords normslly filed snd used sa & unit for reference o

4. RECORD SERIES TILE

well as retention snd diepesition purposee.

§. EARLIESY YEAR / LATETEST YEAR

%Ww 10

8. RECORD SERIES DESCRIPVION ( Brielly describe the types of information/documents/iorms found in the Series. Include the purpose or tunclion of the Sertes) F
4 - 4 .
Al Lo

7. RECORD SERIES FORMAT(E) 8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawet(s)
O Mictofilm Reel (s)
O Compule: Tape (s}
O Other (Specily)

O Letter Size o Microfim O Aiphabetica!

O Legal Size o Computer lape O Numerical

O Bound Book O Floppy Disk © Chionological Number

O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION “

O File Diawer (s)
O Other (Specily) g g::::;:' R'::le ((:))
O Other (Specily)

O Other (Specly)

Number

n". flLE IS USED 2. FILE BECOMES INACTIVE AFTER

-

o Daty 0 Weekly 0 Monthly O Monlhis) O Yesrs)
Number
13. CURRENT LOCATION(S) (Bidg ., Fioot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({I/ yes. specily agency or office)
- o Yes . @ No
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulalion{s) 16. AUDIT REQUIREMENTS ’
O Yes, O No 0 None o Slale O Federa! O Independent :
= Screen annually. Destroy material having no tunhe:' _—
i . in permanent
17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly snd | 18. RECOMMENDED RETENTION fiscal, legal or operational :"'"" e .
be hatdwate/soliwaie) any material that serves to. ocumen gl
describe any development and accomplishments of the department
: Transfer periodically to the MD Archives.
O Yes g No
15, NAME AND TITLE OF PREPARER 20. TELEPHOME NUMBER T | ot oATE o
D)ol o

0GS $50.4 (Rewsed 103




INSTRUGTIONS -- JYI'E OR PiNt A SEPARAYE FORM FOR EACH NEW
-REVISED RECORD SERIES. FORWARL WITH RECORDS RETVENIION
SCHEDULE (DGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20754

——

1 D‘$E;GE’“ f' l -

i DIVISION

Page ot

DEFINITION - Records Satles - A group of related recorde normally fited snd used ss s unit for referencs as

weil 88 tstention and dlsporition puiposes,

4. RECORD SERIES TITLE

Uk, Scits ok denitaz,

§. EARLIEST YEAR / LATETEST YEAR

25 w35

|
|

7. RECORD SERIES FORMAT(S)
o’dﬂu Size

O Lega! Size

0 Microlim

a Compuytet Tape
O Bound Book Q Fioppy Disk
O Audio Tape O Video ape

0O Other (Specdy)

8. RECORD SERIES SEQUENCE
O Alphabelical
O Numerical

O Chronological

O Geographical

O Other {Specify)

0. RECORD SERIES DESCRIPYION { Brieflly descrde lhe types of informatiorvdocumenis/iorms found in the Series. Include the purpose of tunclion of the Serres)
. ' 5. VOLUME /

File Drawer(s)
. O Microfilm Reel (s)
. ,D © Computer Tape (s)

Q Other (Specdy)
Number
10. ANNUAL ACCUMULATION

. File Drawer (s)
Microfim Reel {s)
. Computer Tape(s)

: ) ) Other (Specify)

Number

1. FILE I8 USED

a Dsiy D Weekly o Monhy

12. FILE BECOMES INACTIVE AFTER

Number

Meonihis)

0  Yeai(s)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(il yes. speciy agency of oflice)

»

o Yes 0 No
15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
c Yes 0 No O None o State O Federal D independent

|
|
|

19. NAME AND gLE OF PR ER

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED REYENTION
descibe any hatdware/sofiware) '
o Yes a No :
20. YELEPHONE NUMBER

Screen annually. Destroy mateiial 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 Archives.

e/w/w—*

21. DAIE

DGS 530.4 {Rewyen 193}




INSIRUCTIONS -
REVISED RECORD SEMIES.
SCHEDULE {DGS 530-1}

L

,¢".¥"‘“‘°‘“‘.’f fulcn

TYPE OR PRINT A SEPARATE FORM FOR EACIE NEW
FOAWARD WITH RECORDS RETENTION

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 2079¢

DIVISION

Page of

1.
|
Il

DEFINITION - Recorda Satles - A group of related rec

orde normally flled snd used ss & unit for tefetence an

wail as retention and dispeosition purposes,

I, 4. RECORD SERIES TIILE %& '
aeece) —Cuspines

§. EARLIEST YEAR / LATETEST YEAR

52 101999

8. RECORD SERIES DESCRIPTION ( Briefly descride he types of inlormatiorvaocumenis/iorms found in the Series

.

Coface

. include Ihe purpose ot funclion of the Senes)

6 B 0 -
7. RECORD SERIES FORMAI(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. / File Drawer(s)
Letler Size a Microliim O Alphabetical a Microfilm Reel (s)
/ O Computer Tape (sl
Legal Size o Compuler Tape O Numerical O Other (Spectly)
O Bound Book O Fioppy Disk " O Chonological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
O Other (Specty) O Other (Specily) O Microlilm Reel (s)
O Computer Tape(s)
O Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER ‘
o Daly B Weekly O Monthly D Month(s) o Year(s)
Numbet
13. CURRENT LOCA"ON(S)_(BM._.FR)OI. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or oflice)
- o Yes 0 No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O Yes, 0 No 0 None D Siste O Federal O Independent
97. 1S AN INDEX SYSTEM USED? (If yes, explam briefly and 18. RECOMMENDED RETENTION
describe any hardware/sollware) ] % .
o Yes @ No *,.,,3;‘“ ‘F!“ al Mplue. "
19.

NAME ANZ TITLE OFQKZ:ARER

20. TELEPHONE NUMBER

21. DATE 6} /(Q 4 /u«d

0GS 550.4 {Newsed 193}




- L tntrameemro=s

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACIH NEW
REVISED NECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS $50-1;

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7215 WATERLOOQ ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20754

EH A Frdwid™ L1t

AGENCY RECORDS INVENTORY

Page ol

3.0\»«\;’[ o

l DEFINITION - Records Sarles - A group of related recerds normally fled end vied as s unit for relerence os

4. RECORD SER!ES TILE

well as retention end dispesition purpeses.

§. EARLIEST YEAR / LATETEST YEAR

16?5—01‘0: | 970" >

8. RECORD SERIES DESCRIPTION { Briefly cescide the lypes of informationvdocumentsiforms found in the Series

Y, a1 = ey

T
ot fits = Copns

. Include the puipose of tunction of the Senes)

7. RECORD SERIES FORMAI(S)

0. RECORD SERIES SEQUENCE 9. VOLUME
' File Drawer(s)
O Letter Size o Microlim O Alphabetica! } O Microfim Reel (s)
D Computer Tape (s}
O Legal Size o Computer Tape Q Numericat O Other (Specily)
O Bound Book © Fioppy Oisk @ Civonological Number
ideo Tape O Geographical 10. ANNUAL ACCUMULATION
O Audio Tape O Vi s e0g!ap S Fie Diawer (5
O Other (Specify O Microfiim Ree! (s)
© Othet {Speci) ( ) O Compuler Tepe(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
g Daiy n Weekly 0 Monthly O  Monih(s) o Yeals)
Number
13. CURRENT LOCATION(S) _lBldg..Fioot. Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (it yes, specily agency or office) ’
I . O Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
a No O None o Stale O Federal O Independent
Screen annually. Destroy material having no turther
T fiscal, legal or operational value. Retain permanently
7. 1S AN INDEX SYSTEM USED? {f yes, explam briefly and 18. RECOMMENDED RETENIION any material that serves to document the origin,
descibe any hardware/soliwate) development and accomplishments of the department
) Transfer periodically to the MD Archives.
O Yes O No
20, TELEPHONE NUMBER 21. DATE

15. RAME AWOF P

7 ey

0GS 550.4 {Revaed 1193)




