DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-146

Page 1 of 4

Agency Division/Unit
City of Frederick Engineering
Item No Description Retention

/

Books, specs, reports

Appraisals - for condemnations or easements

Alphabetical files — state correspondence files (DOE), county
master water destruction study, county water and sewer map
amendments, water and sewer applications — state pathway
project

Commissions, 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.

Minor projects ~ retain for 5
years after project is complete,
then destroy; major projects —
retain for 20 years after project
is completed, 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

Approved by Department, Agency or Division Representative

Date

Signature &. )‘M y

Type Name

Title

7/23)200)

Date

N

W. Jeff Holtzinger

Director of Engineering

Schedule Authorized by State Archivist

NOV 0 6 2001

Signature )Qmié‘_;ﬁgg;@a '




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. M-146

Page 2 of 4

Item No

Description

Retention

Agreements — copies

Purchasing/finance/budget

Chronological files

Personnel files

Bridge files

Retain for life of agreement,
plus 5 years, then destroy

Retain for 2 years, 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.

Transfer to HR upon termination
of employee

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.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. M-146

Page 3 of 4

Item No

Description

Retention

10

11

12

13

14

15

Subdivision/development files

Project files — city -city contracts, request (RFP), bid info,
specs, proposals not accepted, copy of proposal,
correspondence

Effluent flow reports, copies

Water and sewer operating reports, copies
Drafting Unit:

Deeds

Drawings and plans

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.

Retain for 1 year, then destroy

Retain for 1 year, then destroy

Retain until no longer needed for
reference, then destroy.

Retain until finalized, then
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.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No. M-146
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ltem No Description

Retention

16 Maps

Survey Unit:

17 Surveys - field notes, deeds, final calculations, plats

18 Indexes

19 Request for information

20 Procedures manuals

"} Retain maps prepared by the

Engineering office permanently.
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 Maryland
State Archives.

Retain until updated or
superseded, then destroy

Retain 3 years,' then destroy

Retain until updated or
superseded, then destroy




RECORDS INVENTORY
THE CITY OF FREDERICK

nstructions - Type or print a separate form

Department of

Director of Engineering

for each new or revised record series. ’
ENGINEERING ?’}‘jﬁ, wg‘}’
Frederick, Maryland 21701 (‘3\@’
1. Position 2. Division

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

Books / Specs Reports

5. Earliest Year/Latest Year

1947 o 1993

Include the purpose or function of the series.)

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

Misc. reports, studies,

specifications

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
) , _ ‘X boxes
G} Letter Size O Microfilm QGAlphabetical  File Drawer(s)
7 Q Microfilm Reel(s)
O Legai Size QOComputer Tape O Numerical O Computer Tape(s)
Number (3 Other (specify)
O Bound Book 3 Floppy Disk X1 Chronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
3 Other (specify) 3 Other (specify) (J File Drawer(s)
3 Microfilm Reel(s)
n / a g Computer Tape(s)
Number (J Other (specify
11. File is Used 12. File Becomes Inactive After
varies
ODaily CIWeekly CIMonthly O Month(s) O Year(s)

13. Current Location(s)  (Bldg., Floor, Room)
Attic -~ 7 boxes

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

J Yes X3 No

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

16. Audit Requirements

X None Screen annually. Destroy material having now,
further fiscal, legal or operational value. Retain

17. Is an [ndex System Used?
(If yes, explain briefly and describe any hardware/software) -
&t Yes O No
List kept .nanually by date

18. Recomme nermanently any material that serves to
document the origin, development and
] accomplishments of the department. Transfer
periodically to the MD State Archives

19. Name and Title of Preparer

Janice Dorcus
Admin. Asst.

20. Telephone Number

301-694-1405

11-29-
?/2119\2—19/'1/~l|




RECORDS INVENTORY
THE CITY OF FREDERICK .

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

Department of

PAGE OF

ENGINFERTNG

Frederick, Maryland 21701

1. Position

Director of ENgineeringt

2. Division

well as retention and disposition purposes.

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

1. Record Series Title

Genpeal Files

5. Earliest Year/Latest Year

o

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

Indlude the purpose or function of the series.)

lphabetica
M Brass, 7&««@ (D&

and—misceddtrrewsr files

Co naleo™ Rocvee srapd
Bmandmesty

Aotk . olady — Pethity Lo -

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
X bo
XJ Letter Size O Microfilm SAlphabetical & File D}ége?(s)
. 10 3 Microfilm Reel(s)
[ Legal Size OComputer Tape OO Numerical I Computer Tape(s)
Number (J Other (specify)
O Bound Book  Floppy Disk CIChronalogical
O Audio Tape I Video Tape OGeographical 10. Approximate Annual
v Accumulation
3 Other (specify) J Other (specify) X] File Drawer(s)
1 O Microfilm Reel(s)
_ @ Computer Tape(s)
Number (3 Other (specify
11. File is Used ) 12. File Becomes [nactive After
varlies
ODaily O Weekly OMonthly 0O Month(s) I Year(s)

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

3 drawers
7 boxes

Eng Dept.
Attic

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

O Yes & No

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

16. Audit Requirements

& None (JState (3 Federal (1 Independent

17. Is an [ndex System Used?
(If yes, expiain briefly and describe any hardware/sot’tware)

@Yes C]No

Janice Dorcus
Admin. Assistant

19. Name and T:tle of lgxcpdgr ; € ep ofie Number

301-694-1405

permanently any matenial that serves to
waLmane document the origin, development and

periodically to the MD State Archives

11-29-99
7)/2'7 -~ /01‘1/0-'0

WO alie ¥ Rtew g Tt

Screen annually. Destroy material having not
18. Recommended Re further fiscal, legal or operational value. Retain

accomplishments of the department. Transfer




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECOND SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. 80X 275 - JESSUP, MARYLAND 20764 Page ot

1053* EiIAGENCY f' l ‘*kmwsuotyL

W’V . ——

3. UNIT

Al

DEFINITION - Records Serien - A group of related records normally fled and used 9 » unit for reference se

well 8s retention snd dlisperition purpeses,

4. RECORD S‘ERIES TILE

oo cho

§. EARLIEST YEAR / LATETEST YEAR

10

0. RECORD SERIES DESCRIPTION { Briefly descnbe the lypes of Informationvdocuments/forms found in the Series

A{“"w Conilemmntiur 0 € ALrand®

. Include ihe putpose or funclion of the Seres)

1. Ryb/SER'ES FORMAT (B}
Letter Size o Microlim

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

O Audio Tape O Video Tape

0 Other (Specdy)

8. RECORD SERIES SEQUENCE 9. VOLUME v/
ile Drawet(s)
O Alphabetical a Microfilm Reel (s)
O Computer Tape {s)
O Numerical o Other (Specify)
O Chronological Number
0 File Drawer (s)
O Other (Specily) O Microfilm Ree! (s)

O Compulet Tape(s)
O Other {Specify)

21. DAJE

/29 ¥1ly/s0

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER l
O Datly | Weekly O Monthly 0 Month(s) 0 Yeal(s) r
* Numbert .
13. CURREN? LOCAIION(S]_(BIdg,'FIooI. Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? .(if yes. specily agency or office)
- O Yes M
15, ACCESS RESTRICTIONS (Il yes, cile law(s} 8 tegulation(s) 16. AUDIT REQUIREMENTS
O Yes g No None a Slate O Federal O independeni
17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION 7 A -
descibe any haidware/sofiware) , . 4 o ¥
. Miwee gnpesro -~ 87 Rfto gy %) Dens .
o Yes a No 1 [ a Ly M
oy pfid = Jo - Hen et
P ™ ) i
15, NAME /@%E W 20. TELEPHONE NUMBER

NGS 5504 (Navised 1793)




INSTRUCTIONS .. TYPE OR PIUINE A SEPARATE FORM FOR EACH NEW
REVISED NECOND SEMIES. fORWARD WITH RECORDS RETENTION
SCHEDULE {DGS $50-1)

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

Coby of Frede

DIVISION

3. UNIT

—

DEFINITION - Records Setles - A group of relsted 1ecords normally Ried and used ss o unit for reference s

well 89 retention and dlvporition purpesss,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

1990

6. RECORD SERIES DESCRIPIION ( Briefly describe the Iypes of informatiorvgocuments/forms found in the Series. Include the puipose or tunction of the Seres)

7. RECORD SERIES FORMAT(S}

Ofdl Size

8. RECORD SERIES SEQUENCE

8. VOLUME

) D’{Dlawer(s)

Numbet

o Microlim O Alphabetical O Microfitm Reet (s}
Q Compuler Tape (s}
U Legal Size o Compuler Tape iN}zﬂc/al ( O Other (Specily)
O Bound Book o Floppy Disk Chronological Number ‘é"%
O Audio Tape 0O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
a File Orawer (s)
O O of O Other (Specil O Microfilm Reel ()
Ottet (Specis) (Specit) O Compuler Tapel(s)
0 Other (Specily)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy 0 Weekly O Monthly O  Monlh(s} a  Year(s)

13. CURRENTY LOCATION(S) (Bldg., Floo!, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specily agency ot office)

.

O Yes 0 No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O Yes, O No 0 None O Slate O Federal O Independent

17. 1S AN INDEX SYSTEM USED? ({If yes, explan brielly and
descibe any hardware/soliware)

a Yes : a No

18. RECOMMEMDED RETENTION

M;;t/.ﬂmmg

Pat
10, NAME 7@%} O%M

20. TELEPHONE NUMBER

21. DAIE .

G/29 t 19/y)

NGS 550.4 |Nevised 1793)




INSTRUGTIONS - TYPPE OH Pitd] A SEPARATE FORM FOR EAGIH NEW
REVISED RECORD SERIES. FONWARD WITH RECORDS RETENTION
SCHEDULE (DGS 5501}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

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

Ciby of Fredev

— ———

3. UNIT

DIVISION

L

DEFINITION . Records Serles - A group of related records nermeily fled snd used s s unit for reference s

well as retention and dispesiton purposes.

4. RECORD SERIES TITLE .

Cuede, Compeso

10

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe the types of informationvdocumentsitorms found in the Series. Include the putpose of funclion of the Senes)

7. RECORD SERIES FORMAT(E)

8. RECORD SERIES SEQUENCE $. VOLUME
/ O File Diawet(s)

/ Leller Size a Microfiim 0O Alphabetical O Microfilm Reel (s)
/ O Computer Tape (s}
Legal Size o Computer Tape © Numerical Q Other (Specily)

O Bound Book O Fioppy Disk O Chionologicat Number
O Audio Tape O Video Tage O Geographical 10. ANNUAL ACCUMULATION
a File Drawer (s)
O Other (Specty) O Other {Specily) O Microfilm Reel (s) ‘
O Compulet Tape(s)
O Other {Specily)
Numbet
11, FILE |16 USED 12. FILE BECOMES INACTIVE AFTER
G Daily B Weekly o Monthly O Month(s) a

Yeat(s)
Number

12. CURRENT LOCATION(S) (Bldg., Floot, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency ot oflice)

ﬂ/Yes l O No

F)
15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 tegulalion(s)

o Yes, a No

16. AUDIT REQUIREMENTS

D/None

o State 0 Federal © independen!

,&7;1141 & y .

17. IS AN INDEX SYSTEM USED? (Il yes, explain brielly and

describe any hardware/soliware)

O Yes D No

18. RECOMMENDED RETENTION 7/4“/_,’ g,uée:o‘ma Ty ,( cgnl /&u/

|

20. TELEPHONE NUMBER

C /0 v 10/e] W “

OGS 5504 {Ravised 1193)




RECORDS INVENTORY -
THE CITY OF FREDERICK

-
nstructions - Type or print a separate form Department of PAGE OF
for each new or revised record sertes.
ENGINEERING
Frederick, Maryland 21701
1. Position 2. Division

Director of Engineering

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

Agreements (Public Works, SWM, Etc.) ’ébf%r 1970

to Presen

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

Agreements with developers / owners

RQcdds Jucatsued - urelidy

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
) . , X boxes
X3 Letter Size O Microfilm JAlphabetical 87 File Drawer(s)
3 O Microfilm Reel(s)
3 Legal Size OComputer Tape QONumerical 3 Computer Tape(s)
Number (O Other (specify)
{J Bound Book O Floppy Disk ®Chronological
3 Audio Tape O Video Tape O Geographical 10. Ap'proximate Annual
: : Accumulation
O Other (specify) 3 Other (specify) X File Drawer(s)
1 /2 O Microfilm Reel(s)
3 Computer Tape(s)
Number (3 Other (specify
11. File is Used ' 12. File Becomes Inactive After
K Daily OWeekly CIMonthly 0 Month(s) QO Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office) ﬂ“ .,,
Eng. .Dept. 1 drawer . Permits & Code Mgmt. % T
Attic 2 boxes @ Yes ) ‘ 1 No
15. Access Restrictions (1 Yes & No 16. Audit Requirements '

(If Yes, cite Law(s) & Regulations(s)

(If yes, explain briefly and describe any hardware/software) /
& Yes OO No pe@maneﬁt mﬂﬁ?
List kept manuallv by date
19. Name and Title of Preparer 20. Telephone Number 21. Date
Janice Dorcus 301-694-1405 11-29-99

Admin. Asst. Plo9 o /o kt/m,)

&’
3

' None ([JState ([ Federal ([J Independent 7
17. Is an Index System Used? 18. Recommended Retention ? Y




RECORDS INVENTORY -
THE CITY OF FREDERICK

Instructions - Type or print a separate form Department of PAGE OF

for each new or revised record series.

ENGINEFRTNG

Frederick, Maryland 21701

1. Position 2. Division

Directer of Engineering -

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

iwell as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

Purchasing / Finance / Budget 1995 topresent

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

Requisitions, check requests, budget infor

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
. . X bozxes
¥ Letter Size a Microfilm JAlphabetical & File Drawer(s)
2 Q Microfilm Reel(s)
] Legal Size QComputer Tape O Numerical O Computer Tape(s)
Number (O Qther (specify)
J Bound Book O Floppy Disk RChronological
O Audio Tape O Video Tape C1Geographical 10. Approximate Annual
Accumulation
[ Other (specify) {J Other (specify) X1 File Drawer(s)
1/4 3 Microfilm Reel(s)
O Computer Tape(s)
Number (J Other (specify
11. File is Used 12. File Becomes [nactive After
Daily OWeekly RMonthly O Month(s) O Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)
Eng? Dept. 1 drawer Finance
Attic 1 box ® Yes Purchasing =~ OWNo
15. Access Restrictions (3 Yes g] No’ 16. Audit Requirements

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

17. Is an [ndex System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) WW 2 \ ‘ m M
0 Yes ®No ' s
19. Name and Title of Preparer 20. Telephone Number 21. Date

Janice Dorcus 301-694-1405 11-29-9

Admin. Assistant /2 v /074;/0-0




RECORDS INVENTORY ;
THE CITY OF FREDERICK

" " Dilrector of=Engiheering

L
Unstructions - Type or print a separate form Department of PAGE OF
for each new or revised record series.
ENGINEERING
Frederick, Maryland 21701
1. Position 2. Division

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

Chronological files

3. Earliest Year/Latest Year
1951 to 1956
1986 topresent

Include the purpose or function of the series.)

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

Chron copy of all daily correspondence, etc,

(7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
CklLetter Size O Microfilm OAlphabetical % Fll?e%\eyesr(s)
6 O Microfilm Reel(s)
7 Legal Size QO Computer Tabe COJNumerical O Computer Tape(s)
Number (3 Other (specify)
{1 Bound Book d Floppy Disk R Chronological
C1 Audio Tape O Video Tape CGeographical 10. Approximate Annual
Accumulation
O Other (specify) O Other (specify) ® File Drawer(s)

1 /2  Microfilm Reel(s)

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

11.FileisUsed aries

ODaily O Weekly CIMonthly

12. File Becomes [nactive After

O Month(s) QO Year(s)

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

Eng. Dept. 1 drawer
Attic 5 boxes

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

3 Yes X No

15. Access Restrictions ([0 Yes X No
(If Yes, cite Law(s) & Regulations(s)

16. Audit Requirements

&l None (3 State  Screenannually. Destroy material having no#
further fiscal, legal or operational value. Retain

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

I Yes ¥ No

18. Recommended Retentio permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

Admin. Assistant

19. Name and Title of Preparer 20. Telephone Number
Janice Dorcus 301-694-1405 11-29-99

3/99 y-io /‘t/u-o

|




RECORDS INVENTORY -
THE CITY OF FREDERICK

L
Unstructions - Type or print a separate form » Department of PAGE OF
for each new or revised record sertes.
ENGINEERTNG
Frederick, Maryland 21701
1. Position 2. Division

~Dirgctor of ¢Engineering

IDEFINITION - 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 Files to

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

Engineering employee files current and former

7. Record Series Forruat(s) 8. Record Series Filing Sequence 9. Volume
X boxes
G} Letter Size a Microfilm X Alphabetical 2 3 File Drawer(s)
3 Microfilm Reel(s)
O Legal Size QComputer Tape CINumerical O Computer Tape(s)
Number (O Other (specify)
J Bound Book O Floppy Disk OChronological
O Audio Tape 1 Video Tape T Geographical 10. Approximate Annual
Accumulation
3 Other (specify) g Other (specify) K File Drawer(s)
1/4 O Microfilm Reel(s)
I Computer Tape(s)
Number (O Other (specify
11. File is Used 12. File Becomes [nactive After
" ODaily CIWeekly COMonthly O Month(s) 1 Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

Eng Dept. 1 drawer (If yes, specify agency or Office)

Attic 1 drawer .
& Yes Human Res. O No

15. Access Restrictions (3 Yes (J No _ 16. Audit Requirements

(If Yes, cite Law(s) & Regulations{s) .
& None [ State (3 Federal (J Independent

17. Is an [ndex System Used? . ' 18. Recommended Retention m -E/)?M
' &2

(If yes, explain briefly and describe any hardware/software)

O Yes X No éﬁ?‘*ﬂe -
Lenrrvvad e, AR
19. Name and Title of Preparer 20. Telephone Number  / [. Date

Janice Dorcus 301-694-1405 11-29-99

Admin. Assistant ?/.27 N /D /Lt/a-z)




RECORDS INVENTORY
THE CITY OF FREDERICK

Instructions - Type or print a separate form Department of PAGE OF

for each new or revised record series.

ENGINEERTNG

Frederick, Maryland 21701

1. Position 2. Division

Birector  of Engineering

IDEFINITION - 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

Bridge Files 1974 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.)

Bridge reports and inspections

7. Record Series Format(s) 8. Record Senes Filing Sequence 9. Volume
o ) . X boxes
&3 Letter Size a Microfiim OAlphabetical K] File Drawer(s)
a Microfilm Reel(s)
O Legal Size QComputer Tape “iNumerical by bridge number 3 O Computer Tape(s)
Number (O Other (specify)
O Bound Book O Floppy Disk QOChronological
1 Audio Tape O Video Tape CJGeographical 10. Approximate Annual
Accumulation
3 Other (specify) : 3 Other (specify) (3 File Drawer(s)
T Microfilm Reel(s)
O Computer Tape(s)
Number (O Other (specify
11. File is Used 12. File Becomes lnactive After
Yearly
[Daily OO Weekly gOMonthly O Month(s) QO Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?
Efig. Dept 1 drawer (If yes, specify agency or Office)
Attic’ 2 boxes
O Yes a Neo
15. Access Restrictions (3 Yes XNo 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)

Fad | t

O None g ea annually‘_I Destr‘gS/n matena‘ V:Le]réd;&

13, Recomn further fiscal, legal or operational value. Retain
permanently any material that serves to

P« document the origin, development and

17. Is an [ndex System Used?
(If yes, explain briefly and describe any hardware/sot‘tware)

® Yes F'No - accomplishments of
. the d
Manual Iis t by br 1(‘] Ge_ nlimber period?callyrtlgntheolleCSt:tiaAmrti?w&esTrmSfer
19. Name and Title of Preparer ~ 20. Telephone Number
Janice Dorcus 301-694-1405 . 11-29-99
Admin. Assistant ?/Q,f) v_,/@/%/w

I




RECORDS INVENTORY ;
THE CITY OF FREDERICK

Instructions - Type or print a separate form Department of PAGE OF

for each new or revised record series.

Engineering
g 3

Frederick, Maryland 21701

1. Position 2. Division

‘Director of Engineering

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

ell as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

Subdivision / Development Files 1967 topresent

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

Include the purpose or function of the series.)
.
QTeToms Walew M

Files of developments and subdivisions

Cotneo., ﬁlééﬂ A Btrtordtasons “@ﬁé}
L : L AL A A7 t,dj_a"

8. Record Series Filing §equence 9. Volume

Series Forma (s) ‘

7. Recor
iy , . / ¥ rRBXES
&g Letter Size g Microfilm XXalphabetical gp X File Drawer(s)
e 3 Microfilm Reel(s)
QO Legal Size OComputer Tape INumerical 3 Computer Tape(s)
Number (3 Other (specify)
O Bound Book O Floppy Disk OChronological
3 Audio Tape O Video Tape COGeographical 10. Approximate Annual
Accumulation
O Other (specify) 3 Other (specify) X File Drawer(s)
3 0 Microfilm Reel(s)
@ Computer Tape(s)
Number [J Other (specify
11. File is Used ] 12. File Becomes Inactive After
Varies
O Daily O Weekly COMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Eng. Dept. 6 drawers (If yes, specify agency or Office)
Attic 2 boxes & 14 drawers
O Yes 1 No
15, Access Restrictions {J Yes Gt No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)

FNone " Screen annually. Destroy 1 m'é‘t'éﬁ?l‘i']fam;lg noy,

further fiscal, legal ti ai
17. Is an Index System Used? 18. Recommende: permanently an yg?rln:t:izle?haflslgrlv‘:’shtl: Retain
(If yes, explain briefly and describe any hardware/software) document the origin, development and
Gt Yes O No ‘ ' accomplishments of the department. Transfer
Manual alphabetical list periodically to the MD State Archives
19. Name and Title of Preparer 20. Telephone Number
Janice Dorcus '
Administrative Asst. 301-694-1405 11-2 /P '
G/09 i/t fise)




{NSTRUCTIONS .. TYPE O PRINT A SEPARATE FORM T OR EACI NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENHION
SCHEDULE (OGS $50-1}

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

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

|

|10 4&nmcmcv f' l ‘

DIVISION 3. UNIT

DEFINITION - Recorde Serlen - A group of related tecords normally filed snd uved ss ¢ unlt for refatence o

well as retention snd disposition purposes,

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

1487100 8e0

8. RECORD SERIES DESCRIPTION { Briefly describe the types of informalion/documenis/iorms found in the Series

. Inclyde lhe purpose of funclion of the Senes)

7. RECORD SERIES FORMAT(E)

D(Nel Size

o Microliim

8. RECORD SERIES SEQUENCE

9. VOLUME 6/

' File Orawer(s)
O Microfilm Reet (s)
0 Computer Tape (s}

O Alphabetical

O Legal Size 0 Computer Tape 0 Numerical a Other {Spectly)

O Bound ook O Floppy Disk © Chronological Number /bo—\[

a Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (S)

O Othet (Speciy) O Other (Specily) O Microfilm Reel (s)
O Computer Tape(s)
G Other (Specify)

Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily P Weekly O Monthly 0 Month(s) C  Yeais)
Numbert

13. CURRENT LOCATION(S) (Bldg.. Floor, Room}) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot office)
(H}JPQ,L - o Yes o N
)
v
15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS
O Yes, 0 No O None 0 State D Federsl O Independent r}
18. RECOMMENDED RETENTION

O Yes o

7. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hatdware/soliware)

i \\f,ﬁmm

20.

TELEPHONE NUMBER 21. DATE

7/:1-7 w—/a/lg / od

|

NGS 550.4 (Revised 1193)




{NSTRUGTIUNS - TYP'E OR PRINT A SEPARATE FORM T OR EAGIH NEW
REVISED RECORD SERIES. ORWARD WITH RECORDS RETENIION
SCHEDULE {0GS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72715 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

Page o!

E58Y o Fredu

DIVISION

3. UNIT

DEFINITION - Records Sarles - A group of related tecords normally fled and uved o8 s unit for reference 2

well 20 retention and dispesition puiposes,

4. RECORD SERIES TITLE

st At Dpsadinty Ko, 110t

§. EARLIEST YEAR / LATETEST YEAR

1947 1

8. RECQRD SERIES DESCRIPTION ( Briefly describe the lypes of informationvdocuments/iorms found in the Series. Include the puipose or function of the Series)

T. RECORD SERIES FORMAT(E)

8. RECORD SERIES SEQUENCE

. vo;ume L‘M)
l O File Orawer(s)

elter Size o Microliim a Alphabetical a Microfilm Reel (s)
O Computer Tape (s)
O Legal Size a Computer Tape O Numerical \/ 2 O Olher (Specily)
O Bound Book O Fioppy Disk O Chronological Number W
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specdy) O Other {Specity) O Microfiim Reel {s)
O Compuler Tape(s)
Q Olher {Specify)
Numbert
11, FILE I8 USED 12. FILE BECOMES INACTIVE AFTER
a Daily P Weekly O Monlhly D  Month(s) o Yeals)

Numbet

13. CURRENT LOCATION(S} (Bldg.. Floar, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency ot office)

0O Yes O No
15. ACCESS RESTRICTIONS {if yes, cile law(s} & regulalion(s) 16. AUDIT REQUIREMENTS
a Yes, g No O None O Slate G Federal O independent

wwmu‘l

97. 1S AN INDEX SYSTEM USED7 (If yes, explain brielly and

descibe any hatdware/sollware)

oYes' o No

18. RECOMMENDED RETENTION

Al ’}//%"M‘?

19. NAME AND LITLE OF P

RER
Q

20. TELEPHONE NUMBER

21. DATE

|
3/ v Johteo “

DGS 5504 {Revised 1193)




SOEDUE (OGS $50-1)

{NSTRUCTIONS - TYPE ON PIINT A SEPARATE FORM FOR EACIH NEW
FEVISED RECOND SEMIES. fONWARD WITH RECORDS RETENIION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLQO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

Csby of Freder

DIVISION ' \

3. UNIT

WM‘ﬁ Oeps.

DEFINITION - Records Sarles < A group of related recards normally fled and uved ae & unit for referance ss

well a8 retention snd dleposition purposss,

4. RECORD SERIES TITLE

do, Cipecs

5. EARLIEST YEAR / LATETEST YEAR

1260°5 10 Slg-v0

€. RECORD SERIES DESCRIPVION ( Briefly describe the types of informatiorvdocuments/forms tound in the Series. Include Ihe puipese or function of the Sanes)

7. RECORD SERIES FORMAT(E)

8. RECORD SERIES SEQUENCE 9. VOLUME /
l g' Q”File Orawer(s)
O Leller Size O Microlim O Alphabetical O Microfilm Ree! (s)
/~ o Comouter Tape (3)
8”Legat Size O Computer Tape 8" Numerical Q Other (Specily)
O Bound Bock o Floppy Disk O Chionological Number
a Auvdo Tape 0 Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
0 File Orawer (s)
. Microfiim Reel (s)
o on O Other (Specily) o
Otber (Speciy) ( ! o Compulet Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daty B Weekly a Monthly O Monih(s) 0 Years)

Numbet

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

ﬂ/ Yes

m,«;%: w-/ {a;in//,

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (it yes. specily agency or office)

O No

a Yes . 0 No

o

15, ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s)

16. AUDIT REQUIREMENTS

O None O Slate

0 Federal O independent

descibe any hardware/soltware)

o Yes

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

18. RECOMMENDED RETENTION

%_

Val !
19. NAME AMM

20,

TELEPHONE NUMBER

21. DATE

Gl < 10 o .

06GS 0.4 Navsed 1193)




S eriies smiemms = e o

NSTRUCTIONS - TYPE OH PRINT A SEPARATE FORM 7 OR EACH NEW
REVISED RECORD SERIES. fORWARD WITH RECORDS RETENHION
SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERV
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

P.0. BOX 278 . JESSUP, MARYLAND 20794

ICES AGENCY RECORDS INVENTORY

Page Of

1. n‘*ei:csuc‘v’ f' l -‘ &wsm%%&é &:4\ é_

3. uNit ,
{

Cheshionly “Unt

DEFINITION - Records Seiles - A group of related records normally filed snd uved 89 s unit for reference an

well as retention snd dlnpenlu’on/puvpo-u.

4. RECORD SERIES TITLE

bga/ww%/@» W, m‘ﬁf 4W$54“£

v
5. EARLIEST YEAR / LATETEST YEAR

1230 méd—@-o

7

0. RECORD SERIES DESCRIPIION { Briefly descnibe the lypes of tnformationvdocumenis/iorms found in the Series. Inclyde the puipo:

or tunction of the Senes)

Vi
7. RECORD SERIES FORMAT(5) 8. RECORD SERIES SEQUENCE §. VOLUME
O File Orawer(s)
0 Lelter Size o Microfim g Aiphabetical O Microfilm Reel (s)
a/ Q Computer Tape (s}
o Legal Size o Compuler Tape Numerical QO Other (Specty)
O Bound Book O Floppy Disk O Chronolegical Number
O Audio Tape O Video Tage O Geoglaphical 10. ANNUAL ACCUMULATION
’ " 7 O File Orawer (8)
o-frer (Specty) O Other (Specily) M O Microfim Reel (s)
L QJQ&-&{/‘Q o Compuler Tape(s)
. 1] +
:2){”‘ ﬂﬁ?,@‘ O Other (Specify)
Number
/
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Daiy | Weekly o Monthly O  Month(s) O Yeals)
. Number
/ . .
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) /14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or office)
... ’ N v
- / Q VYes a="No
15, ACCESS RESTRICTIONS (I! yes, cile law(s) 8 tegulalion(s]/ 16, AUDIT REQUIREMENTS
/
O Yes, 0 No / O None o State a Federal O Independenl
o/
17. 1S AN INDEX SYSTEM USED? (il yes, explain briefly ;nd 18. RECOMMENDED RETENTION .
descrbe any hardware/software) e —_ . /’ .
W‘ Z&M Len &égl A / A
O Yes a No - - /V .
s Lt/yhéfvy( a étn P ,QL LARQAYNO
[ v ]
19. NAME AND_TITLE OF PRERARER 20. TELEPHONE NUMBER 1. DATE o
/5% M /29 v 10/¢)ud

06GS 550.4 (Rewsed 1793)




{NSTRUCTIONS .- TYPE O PIINT A SEPARATE FORM 7 OR EACIH NEW DEPARTMENT OF GENERAL SERVICES
RLVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDWRLE {DGS $50-1) 7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

l1053* eumcsnc‘v* f' l ‘ 0|WSI°Z€7LW/W“ﬁ

ﬂ

3. UNIT

Qecllery Dese?-

DEFINITION - Recotds Serles - A group of related records normally filed and used as s unit for reference

a8 well as retention and disposition purposes,

4. RECORD SERIES TITLE \

@W?@ and Fjﬂwol/‘.#’m

5. EARLIEST YEAR/ LATETEST YEAR

/YQ/ 10 s

8. RECORD SERIES DESCRIPTION { Brielly describe the lypes of Information/documenis/forms lound in the Seties

. Incluge the putpose or funclion of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
' ?I/Q, O”File Orawer(s)
O Letter Size o Microlim O Aiphabetical O Microfilm Reel (s)
_ . 2 5,&,0 o Computer Tape (s)
a Legal Size ‘ a Compuler Tape : B~Numerical Q Other (Specily)
‘ ;//ﬂ/llﬂo\- A 0w Calriand [
O Bound Book D Floppy Disk O Chionological Number ] o800 Am‘,.._.m 24 .,
O Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
P . O File Drawer (s)
©-Ofher (Specty) © Other {Specily) O Microfilm Reel (s)
S%0 O Computer Tape(s)
.eci..-ﬂ‘//; s O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily g Weekly a  Monlhly O Month(s) O Yeais)
. Number
13. CURRENT LOCATION(S) (8ldg., Floar, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)
- 0 Yes A

15. ACCESS RESTRICTIONS (il yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

o Yes, ‘ o No o None o Slale o

At
.

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
descrbe any hardware/sollware)

19. NAME AZHILE OF BREPARER 20. TELEPHONE NUMBER "~~~

Screen annually Destroy‘?natenal hiving do\
18. RECOMMEND. fyrther fiscal, legal or operational value. Retain
- pernanently any material that serves to
. o MM p document the origin, development and
o Yes o No accomplishments of the department. Transfer
' periodically to the MD State Archives

Federal o Independenl

s&n\odb

21, DATE

Plg 7 s lole fod

06GS 5504 {Rawsed 193}




INSTRUCTIUNS -- TYPE OR PIINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED NECORD SEMIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1) ‘ 7275 WATERLOO ROAD
PO. BOX 275 - JESSUP, MARYLAND 20794 Page or

ae:*&micm“ f' I ; DIVISION . | 3. UNIT Oj/’{’z‘é

DEFINITION - Recorde Sarles - A group of related records normally filed snd uved sa o unit for reafetence as

well s tatention and disposition putposes,

4. RECORD S.ERISS NILE 5. EARLIEST YEAR / LATETEST YEAR

WW 1€ 102 s

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/gocyments/forms found in the Series

. Include lhe putpose or tunclion of the Senes)

|
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9.' VOLUME
O File Drawer(s)
O Lelter Size a Microfim O Alphabetical ' "’”a“"” £ 5 Microlim Reel (s)
M»\, Q_LW% O Computer Tape (s}
O Legal Size o Compuler Tape O Numerical \iw ) d« a Other ({Specily)
0 Bound Book o Fioppy Disk O Chionological Number
a Audo Tape . O Video Tape Q Geographical 10. ANNUAL ACCUMULATION
. O File Drawer (s)
o Other (Specty) O Other (Specily) O Microtilm Reel (s)
' o Computer Tape(s)
Q Other (Specify) N
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Dady 2 Weekly a Monthly 0O Monih(s) 0 Yeal(s)
. Numbet
13. CURRENT LOCATION(S) (Bidg., Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?T (I yes. specily agency of ollice)
- O Yes : aN
15. ACCESS RESTRICTIONS (I yes, cite law(s) 8 regulation(s} 16, AUDIT REQUIREMENTS
O VYes, O No D None o Slate O Federal o Independent
17. 1S AN INDEX SYSTEM USED? (i yes, explam briefly and 18. RECOMMENDED RETENTION
descrbe any hardware/sollware) L : - P 4 ‘
‘ 7 M@d&a& b W#ﬁﬁ ) LA
g Yes G No
dm%
19. NAME AND FP 20. 1ELEPHONE NUMBER 21. DATE P
/ : Plor w10 /y fao

06GS 550.8 {Revised 193)




A

- - — — — — — — 7/ 1

(NSTRUCTIONS - TYI'E OH PRIE A SEPARATE FORM FOR EACH NEW
FOAWAND WITH RECORDS RETENTION

REVISED RECOND SERIES.
SOEDNE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

1215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20784

Page ot

1. DERAR
®

ENTIAGENCY '

T

3. UNIT

DEFINITION - Records Satlen « A group of calaled tecotds notmally fled snd uned a0 2 unit for reference as

well 98 retenNen and dleposition purpores,

4, RECORD SERIES TIILE

5. EARLIEST YEAR / LATETEST YEAR

(G0 o200

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypet of information/documents/iorms lound in [he Series. Include Ihe puipose or funclion of the Series)

L etcl Nelea

L inst. O atodidone

j%3

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

8. YOLUME
) L é~File Diawer(s)

C Leltet Size a Microlilm O Alphabeticat O Microhim Reel {s)
Q Computer Taoe (s
p/@ize a Computer Tape O Numerical OZ Z O Other (Specily)
O Bound Bock Q Floppy Disk O Chionological Number
- i : 10. ANNUAL ACCUMULATION
o hical
O Audio Tape O Video Tage Geop:aphical A S Fie Drawer (s
- 0 Microfiim Reel (s)
O Other [Specily) t/Oﬁr (Specily) D Compuler Tape(s)
Q Qthet (Specify) __
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Dady Cl Weekly a Monthly O Month(s) G Yeass)
‘ Number
13. CURRENT LQCATIQN(S] (Bldg., Floar, Raom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency o office)
- /b '#" o Yes d{—
teerr ey YT
15, ACCESS RESTRICTIONS (Il yes, cite law(s) & reguialicn(s) 16. AUDIT REQUIREMENTS
O Yes a No O None DS(( O Federal C Independent
’ Screen annually. Destroy material having nof
17. 1S AN INDEX SYSTEM USED? (If yes, explain brielly and 18.

desciibe any hardware/soltware)

o Yes__ : 8 No

RECOMMENDED 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

1. NAME AND TITLE OF PREDARER

20.

JELEPHONE NUMBER Y N L 7.3 3

| %/2 ‘9"7/70/9/a<)

06GS 5504 {Rmnsed 193]




INSTRUCTIUNS -- TYP'E OR MuNI A SEPARATE FORM FOR EAGH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECOND SERIES. FONWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS §50-1) : 7275 WATERLOO ROAD
P.O. BOX 273 - JESSUP, MARYLAND 20794 Page o

e%R‘E{GENC‘Yf f' l ; DIVISION . | 3. UNIT /

DEFINITION - Records Setles - A group of related records nermally filed and used a9 a unit for reference e

well 20 retention and dlsposition purposes,

4. RECORD SERIES-TITLE 5. EARLIEST YEAR / LATETEST YEAR
d@%w 10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorvdocuments/lorms found in the Series. Include the puipose or funclion of Ihe Series)

7. RECORD SERIES FORMAT(E) 8. RECORD SERIES SEQUENCE 9. VOLUME
0 File Drawer(s)

a Lelter Size . Qo Microfim O Alphabetical— &a O Microfilm Reel (s)
V/ a Computer Tape (s)
umerical

O Legal Size O Computer lape e ‘ 4 T Other (Specily)
O Bound Bock , a Floppy Qisk O Chronlogical Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
. Qa File Orawer (3)
© Other {Speciy) O Other {Specily) U Microtiim Reel {s)
’ o Compuler Tape(s)
a Qther (Specify) —
Numbert
41, FILE 15 USED : 12. FILE BECOMES INACTIVE AFTER
o Daiy 8 Weekly o Monthy O  Month(s) O  Year(s)
. Numbet
13. CURRENT LOCMION(S)_(BIdg.,.Flool, Raom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or olfice)
- o Yes 8" No

15. ACCESS RESTRICTIONS {If yes, cile law{s) & regulalion(s) 16. AUDIT REOQIREMENTS

o Yes o No u/

None O Slate O Federal O Independenl

17. (S AN INDEX SYSTEM USED? (Il yes, explan brielly and 18. RECOMMENDED RETENTION

sty R W%ﬂ dea/& MJ«/@A{M@( J
AP @% |

19. NAME TPE OF PREPABER _ 20. TELEPHONE NUMBER | 21. par
, : 73[2-7 Y/O/(,//d@

NGS $50.4 {Revsed 183)

g Yes C No

|



a  Yes

descibe any hatdware/sollware)

O No

INSTRUCTIUNS .. TYPE ON PNt A SEPARATE FORM FOR RACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED NECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS $50-1) 7275 WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20794 Page ot
—
1. DWR ENTIAGENCY : . - DIVISION 3. UNIT
Cos¥y of Fredevs .
DEFINITION - Records Serles - A group ‘of related tecords normally filed snd used su a unit for referance ss well a0 retention and dlspesiton purpoeas,
4, RECORD SERIES TITLE — 5. EARLIEST YEAR /| LATETEST YEAR
) i / {
R/LMO ‘/ﬁw Q/VV}/M/MM/V»« [ 999 02 o>
8. RECORD SERIES DESCRIPTION ( Brieflly describe the types of Information/documenis/forms found in the Series. Include the purpase or funclion of the Senes)
OA\WWOO /%M
7. RECORD SERIES FORMAT (S} 8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Orawer(s}
O Leltet Size o Microlim O Alphabetical 3 O Microfitm Reel (s)
, O Compuler Tape {s)
a Legal Size o Compuler Tape G Numerical.— éfrnolé‘:? a Other (Specily)
O Bound Book o Floppy Disk B~ Chronological Nuymber
Q Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
Q0 File Orawer (s)
O Other {Specty) O Other (Specity) O Microfilm Reel (s)
0 Compuler Tape(s)
. ‘ a Other (Specify)
@MW’
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Datly 0 Weekly a Monthly a  Monlh(s) 0 Yeal(s)
. Numbet
13. CURRENT LOCATION(S) .(B!dg,,floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency of office)
" o Yes 0 No
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes, 0 No o None 0 Slate 0@ O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION ‘,(.:

Adics 3 )1 T Cladins,

P

20, TELEPHONE NUMBER

21. DATE

7/27 ¥ / /z,» o/

0GS 550.4 (Rewsed 1193)




RECORDS INVENTORY -
THE CITY OF FREDERICK

nstructions - Type or print a separate form Departument of PAGE OF
for each new or revised record series.
ENGINEERING
Frederick, Marylaad 21701
1. Position 2. Division

B e

Director of- Engrneerlng

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

4. Record Series Title é! ﬁ% 4 ) , / CLI’-& 5. Earliest Year/Latest Year
1957

ity Contracts

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

to Present

Intlude the purpose or function of the series.)

Contract files of consulting and construction services for

the Cit Corrag
; [rw) L o aocplin ‘
M Capye] proprocd

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
xBoxes
(R Letter Size O Microfilm OAlphabetical X File Drawer(s)
57 O Microfilm Reel(s)
‘g Legal Size JComputer Tape ®Numerical ( example . O Cormputer Tape(s)
99_Aa , B, C, D Number (O Other (specify)
d Bound Book J Floppy Disk OChronological
O Audio Tape 1 Video Tape OGeographical 10. Approximate Annual
Accumulation
O Other (specify) O Other (specify) 3 File Drawer(s)

2 O Microfilm Reel(s)

@ Computer Tape(s)
Number  (J Other (specify

11. File is Used varies 12. File Becomes Inactive After
1Daily O Weekly O Monthly : O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Eng. Dept. 9 drawers (If yes, specify agency or Office) . Cp“ﬂa._
Attic 48 boxes Permits & Code Mgmt. has same file )
sequence aftérYesconstruction ONe has pegun
no
15. Access Restrictions (3 Yes Xd No 16. Audit chuircmen“f;ﬂ ly. Destroy matenzlx\v\:{:’l;“%\emn
(If Yes, cite Law(s) & Regulations(s) Screen an? legal of operationa
fiscal, 1€g ) rves to
I None further terial that s¢
anently any ma ent and
perman t the origin, developm T,ansfer f
17, Is an Index System Used? 18, Recomm document ¢ %6 ne de . Y.
(If yes, explain briefly and descnbe any hardware/software) accomplis to the MD State Ard“"e
B‘.Vf:s ONo . A . ) R Penomca“y , —r~ WH‘? P)
Manual” l;st_k3§t_5i»COntLaciJ%Pa;;and—aamse;_______—______—————
19. Name and Title of Preparer 20. Telephone Number 21. Date
Janice Dorcus 301-694-1405 11-29 99
Admin. Assistant q/&7 o 10/ by /(’*O







INSTRUCIIUNS .- TYPE O PIINT A SEPARATE FORM TOR EACIE NEW
REVISED MECORD SERIES. FORWARD WITH RECORDS RETENTION
SCIEOWME (DGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72715 WATERLQO ROAD

AGENCY RECORDS INVENTQRY

P.O. BOX 275 - JESSUP, MARYLAND 20794
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I1. n‘n chsrg* f' l ;

DIVISION

3. UNIY

OEFINITION - Records Sesles - A group of related 1ec

ords normally flled snd ueed s » unit for reference ae

welt 5s retention snd disposition purposes.

4. RECORD SERIES MITLE/.)

/
//7W/[ﬁom,: 48

5. EARLIEST YEAR / LATELEST YEAR
it

10

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Informatiorvdocumenisilorms found in the Series. Include the puipose of funclion of the Sarnes)

7. RECORD SERIES FORMAT(S)

ummu oéipaﬂm

21. DATE

Y

8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Qrawer(s)
,:y@ Size O Microfilm D Aiphabetical O Microliim Reel (s)
O Computer Tape s}
a Legal Size a Computer Tape a Numerical Qa Other (Speciy)
O Bound Book Q Fioppy Disk O Chionological Number
O Audio Tape O Video Tape 0 Geogtaphical 10. ANNUAL ACCUMULATION
Q File Orawer (s)
O Cihet (Speciy) O Other (Specily) O Microtiim Reel (s)
O Computer Tape(s)
\&lo { k . o Qtihet (Specify)
LI , )
h Number
1. FILE I8 USED 12. FILE BECOMES INACTIVE AFTER
o Daty D Weekly o  Monthly O  Month(s) Q  Yeals)
. Nuymbet
13. CURRENT LOCATIONIS) (Bidg.. Floar, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)
- O Yes o-Ng
15. ACCESS RESTRICTIONS (I yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes, O No © None o Slate O Federal O Independent
17. IS AN INDEX SYSTEM USED7 (Il yes, explain brielly and 18. R pl_ﬂMENDED- RETENTION
describe any hardware/soliware) . 5 E P
O Yes o Neo /
19. 20. TELEPHONE NUMBER

|

NGS 530.4 {Nevised 1193}




