DEPARTMENT OF GENERAL SERVICES Schedule No. M-156
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2
Agency Division/Unit
City of Frederick Legal Services — Legislative Clerk
Item No Description Retention
/ Leases Retain for life of lease, plus 4
years, then destroy.
2 Committees/Commissions , Permanent. Transfer
periodically to the Maryland
State Archives.
3 Resolutions- Permanent. Transfer
periodically to the Maryland
State Archives.
4/ Mayor/Board of Alderman action files 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.

{ Mayor and Board of Aldermen Public Meeting Minutes Permanent. Transfer
periodically to the Maryland
State Archives.

Approved by Department, Agency or Division Representative Schedule Authorized by State Archivist

1 |
Date June 21, 2001 Date 0CT 22 2001

= 3 |
Signature £ Z 1 Rl 2 st Sk C. etk
g s v (4

Typeﬁame Barbara A. Dunbar

Title Legislative Clerk




RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M-156

(CONTINUATION SHEET) Page 2 of 2
Item No Description Retention
é Agreements/Contracts Screen annually. Destroy

/0

//

Special ordinance

Ordinance

Deeds

Streets and Sanitation Committees

General correspondence

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.

Permanent. Transfer periodically
to the Maryland State Archives.

Permanent. Transfer periodically
to the Maryland State Archives.

Permanent. 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.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.




INSTRUCTIONS - TYPE OR PIINT A SEPARATE FORM FOR EACI NEW
REVISED RECORD SERIES. fORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20754 Page of

Ciby of Freder

DIVISION

.
s

. : | %Léjzj; 45, ap

DEFINITION - Rocords Serles - A group of related records nermally filed snd used o9 a unit for reference as well as retention and disposi¥on purperes.

4. RECORD SERIES TITLE

_C Ly

8. EARLIEST YEAR 7 LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiornvdocuments/lorms found in the Series. Include the purpose or funclion of the Sertes)

7. RECORD SERIES FORMAT(S)

o-Leller Size O Microfim

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

G Audio Tape ] Vidéo Tage

© Qther (Specdy)

' —
ezt

8. RECORD SERIES SEQUENCE A 9. VOLUME

} E’ﬁe Drawer(s)

O Alphabetical O Microfilm Reel (s)
O Computer Tape (s}
O Numerical 0 Oilber (Specily)
O Chronologicat Number
O Geographical 10. ANNUAL ACCUMULATION
O File Dtawer (s)
O Other (Specify) O Microlilm Reel (s)

0 Compuler Tape(s)
O Othet {Specily)

descibe any hardware/soflware)

O Yes o No

Number

11. FILE I6 USED 12. FILE BECOMES INACTIVE AFTER

o Daty B Weekly o Monthly O Month(s) O Yeal(s)

Number
13. CURRENT LOCMION(S).(B!dg.,‘Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency or office)
- O Yes @ No

15. ACCESS RESTRICTIONS (i yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS

Qg Yes, 0 No O None D Slale O Federal O Independenl
17. IS AN INDEX SYSTEM USED? (if yes. explain brielly and 18.

RECOMMENDED RETENTION /&/M Ao fe 41 L ane
plee 1y ) Lhen dltctioy .

Py
1. NW!LE REPARE

20. TELEPHONE NUMBER 21. DATE

s fiw

DGS 550.4 (Nevised 115)




D

INSTRUCTIONS - TYPE O PIMNT A SEPARATE FORM FOR EACHE NEW

DEPARTMENTY OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERMIES. FONWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD

P.O. BOX 278 - JESSUP, MARYLAND 20794 Page of

———

—_— )

1._DERA &ENNAGENCYJ f' I ‘ DIVISION . | 3 ;‘%¢?ﬂﬂ S ’ ‘

DEFINITION - Records Setles - A group of related tecerds normally fled snd used s a unit for reference 2o
4, RECOROD SERIES IHLE

[ 4
well 28 retentien and dispesiton purposes,

5. EARI.IEST YEAR I LATETEST YEAR
| G 10 2w

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalionvdocumenis/iorms found in the Series

Aieets N Avriati
WAl es

T Cobe , -
i (gt A Oprlen '+ CGenda, /Muinats, W)Q/ﬂw)

. Include the puipose of function of the Seres)

7. RECORD SERIES FORMAT(S) B. RECORD SERIES SEQUENCE 8. VOLUME w/
2 File Drawer(s)
O Lelles Size a Microfilm O Alphabetical O Miciofiim Reet (s}
o C&mpulm Tape (s}
O Llegal Size o Computer Tape O Numerical @~COther (Spectly) ‘a“'_ﬂtn
—— 224 A Conru
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape o Video Tape T Geographical 10. ANNUAL ACCUMULATION
) a File Drawer (s)
© Other (Specty) O Other (Specily) O Microfilm Reel {s)
a Compuler Tape(s)
O Other (Specily)
Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly a  Weekly O Monthly — D Month(s) o Yeals)
Number
17. CURREN! LOCATION(S) (Bldq Flool Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency or ollice)
%..e/‘ O Lo to, .. v : .
@/H:.‘:‘r, o Yes . 0
15. ACCESS RESTRICTIONS {If yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
a Yes, 0 No D None 0 State O Federal O [Independent
17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION
descibe any hardwarelsoliware) 7 Yy ‘ ) WW% vZ, Z‘Qg
O Yes O No
N d Axate Gecheres:
19. NAME Z@ﬁk O%YM 20. TELEPHONE NUMBER 1. DATE / «
? Qé/ 80

OGS 5504 (Revsed 1193)




REVISED RECOND SERIES.
SCHEDULE {0GS 550-1)

NSTRUCTIONS -- TYPE OR PINNE A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENIION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20784 Page of
1. DERBARIMENT/AGENCY ’ [ J DIVISION 3. UNIT L
3 G~
ICs Ld" veders . 2 ‘Wﬂ )
: AlRdn A 0o,
DEFINITION - Records Setles - A group of related tecords normally flled snd used 80 a unit for reference as well se retention and dispositon purpenss,

4,

RECORD SERIES TIILE

§. EARLIEST YEAR /| LATETEST YEAR

1455

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/gocumentsiiorms found in the Series. !nclude the purpose of funclion of the Sertes)

RECORD SERIES FORMAT(S)

Q Letler Size 0 Microlilm
QO Legal Size o Computer Tape
O Bound Book a Floppy Disk

© Audio Tage Qa Videa Tage

© Other (Speciy)

8. RECORD SERIES SEQUENCE 9. VOLUME
?2/3 @ File Drawer(s)
O Alphabetical . o Microfilm Reel (s)
O Computer Tape (s)
o Numerical O Other (Specily)
D Chronological Number
O Geographical 10. ANNUAL ACCUMULATION
o File Drawer (s)
O Other (Specily) O Microfilm Reel (s)

o Computer Tape(s)
0 Other {Specify)

Numbet

. FILE IS USED

G Daiy 0 Weekly O Monthy

12. FILE BECOMES INACTIVE AFTER

D Monlh{s) O Yeas(s)
Numbet

\,
l

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

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or olfice)

O Yes 0 Neo

ACCESS RESTRICTIONS {I( yes, cile law(s) & regulation(s)

g VYes, o No

»

16. AUDIT REQUIREMENTS

o None o Slate O Federal O Independent

IS AN INDEX SYSTEM USED? (Il yes, explain briefly and
descibe any hardware/soltware)

oYesv O No

18. RECOMMENDED RETENTION

Prmnand - Torinfin frrsscilly Do
‘MY Lt Aeehaso

9.
p

18.
1.
l ‘

NAME ANzIILE OF ARER

20. TELEPHONE NUMBER

H'WE?}/\O&/}—D

OGS 550.4 (Revisen 1193}




INSTRUGTIONS .. FYPE OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENIION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20754

AGENCY RECORDS INVENTORY

Page e

l1n ‘inécsncv f' l ‘ &wsnon

—

3. UNIT o o {:—_

DEFINITION - Records Serles - A group of refated records notmally filed and uved ee & unit for refsrence o

well as retention and dispesition purpeses,

4. RECORD SERIES TITLE

Pt

5. EARLIEST YEAR | LATETEST YEAR
1
) Q7ﬂ\j TOQM

8. RECORD SERIES DESCRIPTION ( Briefly describe the iypes of informationvdocuments/lorms found in the Series

. Inclyde the purpose of funclion of the Sernes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Drawet(s)
O Leltet Size o Microliim Q Alphabetica! O Mictofilm Reel (s}
O Compuler Tape (s)
O Llegal Size O Compuler Tape O Numerical Q Other (Specily)
Cuigiy et
O Bound Book © Floppy Disk O Chionological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUM‘ULATION
F o File Drawer (s)
" O Other (Specil T Microlilm Reel (s}
© Other {Specis) (Specit) O Compuler Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12, FILE BECOMES INACYIVE AFTER
a Daily a Weekly a Monthly O Month(s) a  Years)
Number :
1. CURRENI LOCA"ON(S) lBldg Floon, Room) o 14, 1S RECORD SERIES DUPLICATED ELSEWHERET ({if yes. specily agency or office)
Z,a; O Yes O No
= I&,\D’vw}b
15, ACCESS RESTRICTIONS (i yes, cile law(s) 8 tegulation(s) 16. AUDIT REQUIREMENTS
o Yes, 0 No O None O Slale O Federal O Independen!
. Screen annually. Destroy material having no turther
o fiscal, legal or operational value. Retain permanently
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION any material that serves to document the origin
describe any hardware/sofiware) development and accomplishments of the department
‘Transfer periodically to the MD Archives.
l o Yes o No
19. NAME WOF@M 20. TELEPHONE NUMBER 21. DATE J
/ O Lwd

1GS S50.4 {Ravised 1193}




RECORDS INVENTORY -

L THE CITY OF FREDERICK

i
Unstructions - Type or print a separate form Department of PAGE ]_ OF T_.
for each new or revised record series. Legal Services : ‘

101 N. Court St.

Frederick, Maryland 21701

1. Position 2. Division l 4
Legislative Clerk 7‘L -
% 2ge0. Cle b
[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

Mayor & Board of Aldermen Public Meeting Minutes 1974 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.)

minutes of public meetings where official voting is done.
to keep official records for reference and for historical purposes

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
O Letter Size O Microfilm OAlphabetical O File Drawer(s)
0 Microfilm Reel(s)
{7 Legal Size OComputer Tape CINumerical 1 O Computer Tape(s)
Number &3 Other (specify)
X¥KBound Book OJ Floppy Disk P Chronological
O Audio Tape 0O Video Tape {CIGeographical 10. Approximate Annual
Accumulation
O Other (specify) O Other (specify) 3 File Drawer(s)
O Microfilm Reel(s)
1 0 Computer Tape(s)
Number Other (specify
’ 00k/2 yrs.
11. File is Used 12. File Becomes Inactive After
QO Daily PgWeekly OMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
City Hall, 2nd floor, room 210 (If yes, specify agency or Office)
i i 1 ; Directors
Legislative Clerk's Office ‘ & Yes M?xor 0 No
- Aldermen
15. Access Restrictions [ Yes ¥XNo 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
X3 None [3JState ([J Federal (3 Independent

17. Is an Index Systemn Used? 18. Recommended Retention ' *
(If yes, explain briefly and describe any hardware/software) E%rm anent » 7 é&%’
O Yes X3 No B Moo, md Laler Crclientg -

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

Barbara A. Dunbar ,
Legislative Clerk 301-694-2575 Oct. 20, 1999




e es oo oo e o e

{NSTRUCTIUNS - TYPE OH PIINI A SEPARATE FORM fOR EACIE NEW
REVISED RECORD SERiZ3. FORWARD WITH RECORDS RETENTION
SCHEDULE {0GS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72715 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

Fe‘a Ei@cepm‘Y’ f' l ;

————

DIVISION

—_——

T % 9 ?ﬂe_p;&;‘ M@r

DEFINITION - Recorde Serles - A group of related records notmally Mled snd used o9 s unit for reference as

p 2, 2458 ¢ &jq

well 30 retention and dispesiion purpoees,

4. RECORD SERIES TITLE @W/WM

5. EARLIEST YEAR ! LATETEST YEAR
/ 75 3 10 L2 L0

8. RECORD SERIES DESCRIPYION { Briefly describe the types of infor

mal{'orvdocumenlsllorms found in the Series. Include the purpose or tunclion of the Senes)

7. RECORD SERIES FORMAT(S)

17. IS AM INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETEN
describe any hatdware/sollware) :
o Yes__ o No
20. TELEPHONE NUMBER

19. RAME AND BILE OF PRZRER

8. RECORD SERIES SEQUENCE 9. VOLUME d/
& File Drawer(s)
Letter Size o Microlilm O Alphabetical O Microfilm Reel (s)
O Compuler Tape (s
O Legal Size a Computer Tape O Numerical Q Other (Speciy)
O Bound Book O Floppy Disk D Chronological Number
idea Tape C Geographical 10. ANNUAL ACCUMULATION
a Audio Tape O Video Tap eograph o Fie Orawer (5)
. Microfilm Reel (s)
O Other (Specif o
© Qther [Spect) (Specit) o Compulet Tepe(s)
ﬁ/_,' - %Mﬂ[ O Other (Specify)
Number
11. FILE I8 USED 12. FILE BECOMES INACTIVE AFTER
o Daily p Weekly 0 Monthly D Monih(s) 0 Year(s)
’ Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, iS RECORK SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or oflice)
- O Yes __. D No
15. ACCESS RESTRICTIONS {If yes. cile law{s) 8 regulation(s) 16. ALUDIT REQUIREMENTS
O Yes, 0 No O None o State 0 Federal O Independent

Screen annually. Destroy material having no Turther

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. t

1. DATE"

9104 /5

OGS 550.4 (Ravised 1197}




NSTRUCTIONS -- TYPE O PIIINT A SEPARATE FORM FOR EACH NEW
PEVISED RECORD SERIES. FOAWARU 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 20794 Page of

,tﬂ mmcenc‘v’ f' l o &wsmu

%“éﬁ Lo

Clo M

———i
/

DEFINITION - Recorde Serles - A group of related tecords nermally filad snd used as u unit for reference o

well a8 retention and disposition purpoeas,

T

4. RECORD SERIES TITLE . ’
K ecal &MM Ande

§. EARLIEST YEAR / LATETEST YEAR

1998 10_2 g0

%ﬂ&ﬁ”ﬁ/%

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypeg of informationvdocuments/iorms found in the Series. Include Ihe purpose or funclion of the Senes)

7. RECORD SERIES FORMAI(S)
eltes Size

o Microfilm

o Legal Size o Computer Tape
O Bound Bock g Floppy Disk

a Audio Tape O Video Tape

O Other {Spectly)

ok - ot

8. RECORD SERIES SEQUENCE 8. VOLUME

V3

File Drawer(s)

O Alphabeticat O Microfiim Reel {s)
O Computer Tape (s}

O Numerical Q Qthet (Specily)

O Chronological Number

O Geographical 10. ANNUAL ACCUMULATION

O File Drawer (s)
O Microlilm Reel {s)
0 Compulet Tape(s)

o

Other (Specify)

O Other (Specify) —_—

|

describe any hardware/sollware)

o Yes o No

Number
11. FILE IS UEED 12. FILE BECOMES INACTIVE AFTER
a Daty g Weekly O Monlhly O Monih(s) O Year(s)
Numbert
13. CURRENT LOCMION(S).(Btdg,,'FIom_ Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency ot office)
T O Yes 0 No
15. ACCESS RESTRICTIONS {If yes. cile law(s) 8 tegulation(s) 16. AUDIT REQUIREMENTS
ﬁ O Yes, 0O No O None o Slate D Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18.

RECOMMENDED RETENTION %MM %/LW
Recoricatly 9 My Td A2 Oeopniso

19. NAME Angguszor %

20. TELEPHONE NUMBER 21. DATE

PI2 fi>

0GS 580.4 {Revised 103)




NSTRUGCTIONS .- TYPE OR PIINT A SEPARATE FORM T OR EACI! 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

PO. BOX 275 - JESSUP, MARYLAND 20794 Page of

I1. o‘nimsuc‘v‘ f' ' ;

DIVISION 3. UNIT - .

DEFINITION - Recoeds Satles - A group of talated tecords nosmelly flisd snd uved a9 3 unit for teference o

%J-ﬂ: ﬂﬂt)nha

v
woll a9 retention and disposition puipoves.

4. RECORD SERIES TITLE ,

‘/,MM/&@

5. EARLIEST YEAR/ LATETEST YEAR
/45‘7 10 oF Atve )

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documenis/forms found in the Series. Include Ihe purpose or function of the Seres)

o Daily D Weekly O Monthly

7. RECORD SERIES FORMAI (S} 8. RECORD SERIES SEQUENCE 9. VOLUME
6,2 Oﬂ Drawet(s)
Letlter Size a Miceolilm G Alphabetical o Miciofilm Reel (s}
_ D Compuler Tape (s)
o Legal Size o Computer Tape O Numerical Q Otlher (Speciy)
O Bound Book o Filoppy Disk O Chionological Number
O Audio Tape © Video Tage G Geographical 10. ANNUAL ACCUMULATION
) O File Orawer (s)
O Othet (Specty) O Other {Specify) O Miciofitm Reel {s)
O Computer Tape(s)
M’ - %-(d O Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

D Monlh{s) o Year(s)
Number

1. CURRENT LOCATION(S) (Bidg., Floor, Room}

-
~

. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency or office)

a  Yes . 9 Neo

15. ACCESS RESTRICTIONS (if yes, cile faw(s) & regulation{s}

O Yes, 0 No

.

16. AUDIT REQUIREMENTS

O None g Slate a Federal O Independent

17. 1S AN INDEX SYSTEM USED7 (If yes, explain briefly and
desciibe any hatdware/soliware)

O Yes O No

18. RECOMMENDED RETENTION Q/(/,VW} - ‘7/’*%@%&& }/Qmwéé(—a
I o md e Becheves

pa)
19. NAME ANW P?@M

20.

TELEPHONE NUMBER

21. DATE ?/@/M

NGS 550.4 {Rewsed 1/93)




DEFINITION - Records Serles - A group of related records normslly filsd and used as o unlt for reference ae well as retenticn snd disposition purposes,

INSTRUCTIONS -- TYPE OR PRINI A SEPARATE FORM FOR EACIE NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE {0GS 550-1) 7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page or
1. DEGARIMENT/IAGENCY ’ - DIVISION 3. UNIT I'4
i —
ICe¥y veders - 0pal
: % A dé ,
=

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
Oleslo 1722w

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informaliorvdocumenisiiormg found in the Series. Include 1he purpose or funclion of the Senes)

%u Dovpecty [t/ bt

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ' 9. VOLUME
2 &—Fiie Drawer(s)
O Lelter Size o Microlilm O Alphabetical O Microfiim Reel (s}
0 Compuler Tape (s)
O legal Size o Compuler Tape O Numerical O Other (Speciy)
0 Bound Book o Floppy Disk O Chwonclogical Number
1 O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
I ' 0O File Drawer (s)
O Other (Speciy) O Other (Specify) o Microlitm Reel (s)
O Computer Tape(s)
O QOther (Specify)
Number
11. FILE I§ USED 12. FILE BECOMES INACTIVE AFTER
o Dady P Weekly Q  Monthly O Month(s) O Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency or office)
I O Yes . D No

15. ACCESS RESTRICTIONS (if yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS

O VYes, a No a None o State O Fedesal O Independent

17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and | 8. RECOMMENDED RETENTION /0 , %ﬂm«%ﬂo W
descibe any hardware/software) J/(/)%Wdﬁ .
| 9 Lhe i - Nk Qreloreo
O Yes O No

o _
19. NAME AWOF W 20. TELEPHONE NUMBER 21. DATE 7 / /

|

0GS 5504 {Ravised 1193}




REVISED RECORD SEMMES.
SCHEDULE (OGS 550-1)

INSTRUCTIONS -- TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL

7215 WATERLOO ROAD

RECORDS MANAGEMENT DIVISION

P.O. BOX 275 - JESSUP, MARYLAND 20794

SERVICES AGENCY RECORDS INVENTORY

Page of

NTIAGE

1. DEQARIME
| ‘4‘

of Fredevs

DIVISION

—

3. UNIY

|

DEFINITION - Recotds Serles - A group of related tecords notmally fied and uved a9 s unit for reference as

woll ap relention and disposition purpoess.

4. RECORD SERIES TITLE

It S shlatin iz

§. EARLIEST YEAR / LATETEST YEAR

1994 v0sdiv0>

o gl&yg/m
P Nenalt
e

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenis/lorms found in the Series. Include the puipose or function of the Series)

7. RECORD SERIES FORMAI(S)
O Leltet Size a Microliim

a Legal Size

8. RECORD SERIES SEQUENCE

a Alphabelical

9. VOLUME /

[ File Drawer{s)
O Microfiim Ree! (s)
O Computer Tape (s}

o Computer Tape O Numerical Q Othet {Specily)
O Bound Book O Floppy Disk O Chonological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
a File Drawer (s)
0 Other {Spectly) D Other (Specify) O Microfilm Reel {s)
O Computer Tape(s)
O Other (Specily)
Number
12. FILE BECOMES INACTIVE AFTER
o Daly D Weekly o Monlhy O Monthisy O  Yeas)

Number

13. CURRENT LOCA!ION(S)_(B{%Q.,‘FIOOL Room)
: A

e
e

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

(i yes. specily agency ot office)

0O Yes g No
15. ACCESS RESTRICTIONS {if yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
g Yes, g No o HNone o Slate 0 Federal O Independent

17. IS AN {NDEX SYSTEM USED? (Il yes, explain briefly and
descibe any hatdware/soltware)

a Yes O No

18. RECOMMENDED RETENTION

I 11. FILE IS USED

15. NAME AND !%E OF PREPARER

20. TELEPHONE NUMBER

Screen annually. Destroy material having no turther
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.

21. DATE

Do,/ s

—— s pped
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REVISED RECORD SERIES.
SCHEDWRE (OGS $50-1)

NSTRUCIIUNS - TYPE O PIUNI A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

727% WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of

iCsby of Freder

DIVISION 3. UNIT

DEFINITION - Recotds Setles - A group of related records normally filed snd used ss o unit for reference e

well as retention and disperition purpesas.

4, RECORD SERIES TITLE
W &"V’J/ﬁo .

10

§. EARLIEST YEAR J LATETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsitorms found in the Series. Include Ihe purpose or funclion of the Senes)

1. Ryw SERIES FORMAT(5)
Lelter Size

8. RECORD SERIES SEQUENCE

9. VOLUME

NAME AZ TIILE OF PARER

y(( a-Fie Orawer(s)
o Microfilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s
Q legal Size o Compuler Tape a Numerical O Other (Spectly)
o Bound Book o Floppy Disk © Chionological Number
Qg Audio Tape @ Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other {Spectly) Q Other (Specity) D Microtim Reel (s)
O Compuler Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy 0 Weekly O Monthly O  Monlh(s) o Years)
: Number
13. CURRENT LOCMION(S).(BIdg,,_Flom, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specily agency or office)
. O Yes . 0 No
15. ACCESS RESTRICTIONS (il yes. cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O VYes, O No O None D State O Federal C Independen!
a2 Screen anfiually. Destroy material having no turtiwr —
17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RE'[ENHO} fiscal, lega_ll or operational value. Retain pe'm_lancmly Y
any material that serves to document the origin,
describe any hardware/sollware) i development and accomplishments of the department
: . Transfer periodically to the MD Archives.
O Yes o No
1. 20. TELEPHONE NUMBER 21. DATE

7o) o

NGS 530.4 (Ravised 1193}




RECORDS INVENTORY
THE CITY OF FREDERICK

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

Department of

Legal Services

101 N. Court St.
Frederick, Maryland 21701

PAGE1 OF _&

1. Position

2. Division

‘0ffice of Legal Services

(well as retention and disposition purposes.

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

4. Record Series Title

General Issues

5. Earliest Year/Latest Year

1991 to 1999

Include the purpose or function of the series.)

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

Land aoguisiliois [Qalea)

Series includes files on specific projects (ex. Balies Lane closure) and coorespondance

7. Record Series Format(s)

8. Record Series Filing Sequence

9. Volume

X Letter Size O Microfilm xAlphabetical x File Drawer(s)
O Microfilm Reel(s)
xLegal Size O Computer Tape O Numerical _8 O Computer Tape(s)
Number  xOther (specify)
x Bound Book [ Floppy Disk DO Chronological Banker’s boxes (5)
O Audio Tape [ Video Tape OGeographical 10. Approximate Annual
Accumulation
3 Other (specify) O Other (specify) x File Drawer(s)
O Microfilm Reel(s)
_1 0O Computer Tape(s)
Number O Other (specify
11. File is Used 12. File Becomes Inactive After
ODaily O Weekly COMonthly XLess Project completed

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

Attic-3rd floor
City Attoreny’s Office 2nd floor

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

X Yes, Mayors Office or specific departments

15. Access Restrictions xNo
(If Yes, cite Law(s) & Regulations(s)

16. Audit Requirements

x None [ State [ Federal [ Independent

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

—_—

e

8. Re Screen annually.” Desiroy material having no further
ear fiscal, Iegz}l or operational value. Retain permanently
J any material that serves to document the origin,
development and accomplishments of the department
Transfer periodically to the MD Archives.

19. Name and Title of Preparer

Mark Anders

20. Telephone Number

301/694-1410

YN Lirzo

| ﬁ‘/@lg//xo




