DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M-136

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3
Agency Division/Unit
City of Frederick Permits and Codes Management
Item No ' Description Retention
| Office Administration:

/ Alphabetical files

A | Plumbing permits

3 Electrical permits

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 50 years, then
destroy

Retain for 50 years, then
destroy

Approved by Department Agency r Division Representative
Date / o/ /

Signature W/L/ Wﬂf
Type Name J ﬂ

Title

Schedule Authorized by State Archivist

Date  yoy g5 2001

= St fo )




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-136

(CONTINUATION SHEET) Page 2 of 3
Item No Description Retention
, Residential Permit Records (Building, Plumbing, Electrical, Retain permanently all
4/ Fire) — applications and plans approved, certificates issued, records, including the
' fees collected, reports of inspections and notices of orders database to track
issued information. Transfer

periodically to the MD

State. Axrchiwss.

_/)/ Commercial Permit Records (Building, Plumbing, Electrical, Same as Item 4.

Fire) —application and plans approved, certificates issued, fees
collected, spec books, reports of inspections and notices of
orders issued

Electrical and plumbing licenses

Construction management;

Contract files — proposal/bonds/insurance/other related forms
and specs for City-owned construction projects

Development files — copy of PWA/Surety posted for project,
copy of Grading Permit issued, any other document and/or
correspondence related to public/site improvements to that

‘ project

Retain 3 years and until all audit
requirements have been met,
then destroy

Retain for life of contract or
grant plus 4 years and until all
audit requirements have been
met, 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.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-136

(CONTINUATION SHEET) Page 3 of 3
item No Description Retention
Inspector’s daily reports/city-owned contracts — daily reports Retain 5 years after completion
7 that document daily site activities, inspections performed and of contract and until all audit
testmg of compieted work and/or maternais; mciudes requirements have been met,
measurement {for payment) of daily work quantities and then destroy

e

//

/&

/2
2
/15~
/6

monthly payment estimates, etc.

Construction mspector’s daily site visit reports

Public Works agreements/sureties (original documents)

Chronological files

¢ Payroii, coptes

- Purchase orders, copies

 Personnel, copies

Municipal infractions

Complaint and investigation files

7

Retamn 5 years after construction

project completion and untif aff
audit requurements have been
met, then destroy

| Retain originals until formal

- release by mayor and board, then
move copies to Development
files

Screen armuaily. Desiroy

material having no further fiscat,

' Iegal or operational value.
Ratain permancntly any materiat
that serves to document the

 origin, development and
accomplishroents of the
department. Transfer

| perfodicafly to the Marytand

| State Accluves.

[ Retain for 3 years, then destroy
| Retain 3 years, then destroy

Retain until terminated, then
' send fies to HR

Retain for 1 year after paid or
| settled, then destroy

Retain adjudicated cases for 10
years atter cfosed, ther destroy.

| Retain all other cases for § vears
‘ after close, then destroy.

1.




RECORDS INVENTORY
THE CITY OF FREDERICK

Instructions - Type or print a separate form Department of
for each new or revised record series. Pe Y‘ITI its & Code Mana gemen t

a. 7th Street, Suite 200

Frederick, Maryland 21701

1. Position 2. Division

Administrative Assistant Office Administration

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

Alphabetical Files 80's

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.)

An alphabetical filing system is used for information (correspondence/
documents) received from other departments, companies, organizations.
Additionally there are alphabetical files kept on our own department's
functions, personnel, payroll, etc.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume

YX Letter Size O Microfilm XX Alphabetical X K)(File Drawer(s)
0 Microfilm Reel(s)
3 Legal Size CO)Computer Tape O Numerical 6-8 0O Computer Tape(s)

Number O Other (specify)
O Bound Book O Floppy Disk OChronological

{3 Audio Tape O3 Video Tape D Geographical 10. Approximate Annual
. Accumulation
0 Other (specify) O Other (specify) XX)File Drawer(s)
5 O Microfilm Reel(s)

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

11. File is Used 12. File Becomes Inactive After

XXDaily OWeekly OMonthly When no longer  XXXMonth(s) XX Year(s)
needed

13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or Office)

O Yes XENo

15. Access Restrictions {J Yes [ No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s) Screen annually. Destroy matenal having noy/
X¥XNone further fiscal, legal or operational value. Retain

permanently any matenial that serves to

- Room 206, 4 W. 7th Street

17. Is an Index System Used? 18. Recommenc document the origin, development and
(If yes, explain briefly and describe any hardware/software) accomplishments of the department. Transfer
O Yes X&XNo + periodically to the MD State Archives

19. Name and Title of Preparer 20. Telephone Number \ 21. Date
Linda Dutrow Ext. 3802 11/29/99
10/2) 0>




RECORDS INVENTORY -
THE CITY OF FREDERICK ‘

nstructions - Type or print a separate form Department_of pAGE_11 ofF 12

for each new or revised record series. 7&( mii> 4 COc"C, Mam*'»
W Tth O+ / Diz 200

Frederick, Maryland 21701

1. Position 2. Division
“Pliembin 9 ITn= P
[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

/TD’Lcmbinﬁ /Pcrm'cjr‘é to

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

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
. A '
o Letter Size O Microfilm Alphabetical by Lontree for rzéi]c Drawer(s)
‘-}' O Microfilm Reel(s)
3 Legal Size OComputer Tape CNumerical i 1 Computer Tape(s)
Number [ Other (specify)
O Bound Book O Floppy Disk JChronological
O Audio Tape O Video Tape QGeographical 10. Approximate Annual

. Accumul;u)
O Other (specify) O Other (specify) File Drawer(s)
3 Microfilm Reel(s)

2— 03 Computer Tape(s)
Number (3 Other (specify

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

eDaily OWeekly OMonthly completion O Month(s) O Year(s)

13. Current Location(s)  (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?
4 W, 7th S+ / Sée. 200 (If yes, specify agency or Office)
' o HTE permi? y
. o

“Ploom * 21t} o peggram O
15. Access Restrictions 3 Yes {J No . 16. Audit Requirements

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

Zﬁ‘lone (J State [ Federal [ Independent

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

. (If yes, explain briefly an.d describe any hardware/software) Q Z ‘ /\0"— J'ZJ yJ ,aa") @aﬁ.ﬁ

O Yes O No

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

Lo A el 0/




RECORDS INVENTORY

THE CITY OF FREDERICK 1
Unstructions - Type or print a separate form Department of PAGE _10 oF_12
for each new or revised record series. /P i { M 4
g_‘“‘jL—Cﬂ‘l‘—gm_u. ™ 2t/ St 7200
Frederick, Maryland 21701
1. Position 2. Division

E lectrical Trop.

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

Y .y
E ,cc}ri c a,l t’er it to

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

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
E/ Letter Size 0O Microfilm OAlphabetical ﬁi]e Drawer(s)
3 Microfilm Reel(s)
E{ Legal Size OComputer Tape mmeﬁcal by Ferm] $ O Computer Tape(s)
Number (3 Other (specify)
0O Bound Book O Floppy Disk OChronological
O Audio Tape 0O Video Tape OGeographical 10. Approximate Annual
. Accumul';ti)n
O Other (specify) O Other (specify) File Drawer(s)
) Microfilm Reel(s)
O Computer Tape(s)
Number  Other (specify
11. File is Used 12. File Becomes Inactive After
project
cgéany O Weekly CiMonthly _Cgmf_k‘hd\ O3 Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
4 W, TSk / She. Z00 iy sy aeny or O
A 4 TE ermi
KOOJ‘\:« 2[2/ € 5+orajc MYes f’("ﬂf C No
15. Access Restrictions [J Yes [ No » 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) '
E{None O State  [J Federal ([ Independent
17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) , ; ﬂ(lZth?
O Yes O No %n— s0Y J /%;u ,
19. Name and Title of Preparer 20. Telephone Number 21. Date
Reiott A Winterotein [0/_2/”_0

Termits Coordivadter




{NSTRUGIIONS . TYPE OR PRINI A SEPARATE FORM FOR EACIT NEW
RLVISED PECOND SERIES. TORWARD WITH RECORDS RETENTION
SCHEOULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLQO ROAD

AGENCY RECOROS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20784 Page of

o‘ &Emuxcsm f' I d

DIVISION 3 uNIT

DEFINITION - Recorde Series - A group of related records normally filed snd veed as o unit for refsrence o

wall ss retention and dispesiton purposes.

4. RECORD SERIES II'ILE

onleih Phmh oot

5. EARLIEST YEAR I LATETEST YEAR

10

[ S S Y

W,

8. RECORD SERIES DESCRIPYION ( Biiefly describe the lypes of Information/documentsiiorms found in the Series

Gppplecalio Pl C@a/wwf )
@&Z&r fé(é /@é)ﬁ )
ilze &of ddlesd oot

. Include the puipose or funclion of the Senes)

.
o g2 fol oA Lo ﬂm@(,

éw iy Eloc

7. RECORD SERIES FORMAT(E)

6. RECORD SERIES SEQUENCE 8. VOLUME
O File Diawet(s)
B’@ize o Microtiim O Alphabelical O Microfilm Reel (s)
O Compuler Tepe [s)
mm: a Computer lape vﬂ@ical G Other (Specidy)
O Tound Dock © Floppy Disk O Chionological Number
O Audio Tape o Video Tape O Geogaphical 10. ANNUAL ACCUMULATION
. O File Orawer (s)
O Other {Speciy) O Other (Specily) O Microtim Reel ()
O Computet Tape(s)
O Other (Specily)
A
Numbert
11, FILE 18 USED 12. FILE BECOMES INACTIVE AFTER
a{ay P Weekly o Monlhly D Monihs) ©  Years)

Number

13. CURRENT LOCATION(S) ey, Fioat, Room)

(e J0 &

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specify agency ot office)

a  Yes

-

a No
4/(.9! 7 Z /{bd’
15. ACCESS RESTRICTIONS (u yes. cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
O Yes, o No Q  None o Stale 0O Federal Q Independenl

17. 1S AM INDEX SYSTEM USED? {If yes, explain briefly and
. descibe any hacdwarelsoliware)

O Yes O No

18. RECOMMENDED RETENTIO

o :
P

13. HAME AND !EE OF PR ER

20. TELEPHONE NUMBER 2. DATE// /

NGS 550-4 (Revised 1193)




NSTBUGHIONS - TYPPE O PRINE A SEPARATE FORM FOR EACH NEW
REVISED RECORD SEMIES. TONWARD WITH RECORDS RETENHION
SCHLDULE {DGS $50-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION . i
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20784 Page of

1. DE&A zumxcen&% f' i ‘ & iy D

e ———————————

DIVISION

%;r::’n

byt (o e

DEFINITION - Records Serles -

A group of related racords nosmally fled snd used ss s unit for referonce s

wall as retention end dlsposi¥on puiposes,

4. RECORD SERIES TITLE

W

Reocndl [eesctd

S. EARLIEST YEAR / LATETEST YEAR

10

Gpphincls

Agowed ¢

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of inlormatiorvdocumentsfioims lound in the Series.
t
o lO,Q%O/qu( M&Vo/@ E’Jd 6; J

€ loe, Fovre ) CeTifee 4
opptedhosn | ALOAYS b mofaecesss

include the puipose ot funclion of the Senes)

5 /(/Q'Q«a«.eéjf;

w»ywéw

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Diawer(s)
o-eller Size a Microliim O Alphabetical a Microlitm Ree! (s} :
O Computer Tape (s} i
q/l/edal Size a Computer Tape O Numerical a Other (Specily) ;
i
O Bound Book a Floppy Disk O Chronologicat Number .
a Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULATION !
. Q File Drawer (s)
O Otirer {Specty) Q Other (Specily) Q Microfilm Reel (s)
O Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o~ Bty 0 Weekly O Monihly O Monhs) O Yearls)

Numbet

13. CURRENT LOCAIION(S) (Bidg., Floor, Room) ﬁu m

Y 0. 74

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (i yes, specily agency or ollice)

O Yes

o No

15. ACCESS RESTRICTIONS (If yes, cile law(s} 8 regulalion(s)

O Yes, a No

.

16. AUDIT REQUIREMENTS

o None o State 0 fedesal O independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
descibe any haidware/soliware)

a Yes O No

18. RECOMMENDED RETENTION

“/4@ #M%& o rped Ahan SO

m( "(.)4

t
DA ¢« Ao

Pal

%@J 1>

20. TELEPHONE NUMBER 21. DATE

1042,/ 4<>

DGS 550.0 {Navised 193}




RECORDS INVENTORY

THE CITY OF FREDERICK
Instructions - Type or print a separate form Department of PAGE_9 OF_]2
for each new or revised record series. 8 A Ma
5 153 Th SF, f D ZOO
Frederick, Maryland 21701
1. Position 2. Division

/I)cfm its Sec r¢+‘6w)‘
(Susan D PcJ‘\ -
[DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.
wh b 4’ Equgl, 5. Earliest Year/Latest Year

4. Record Series Title (

E \e,c;"f'i ca,' ? ‘ L b“ \ﬂ &Ed»cr Car\Al q non:(
Irrtscju cn\

bicenses

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

to

Application, Copies ot jurizdictionad ficen‘:tél
. . ,‘ % .
Certi £ cates of 4n§t&faf‘ce; honcz“ Con Finteedien
ce+i Ficates.
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
gﬁener Size O Microfilm lﬂ{\lphabetical uz/File Drawer(s)
O Microfilm Reel(s)
O Legal Size OComputer Tape O Numerical j—— O Computer Tape(s)
Number [ Other (specify)
0 Bound Book 3 Floppy Disk OChronological each
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
. Accumulation
O Other (specify) {3 Other (specify) {3 File Drawer(s)
3 Microfilm Reel(s)
O Computer Tape(s)
Number 3 Other (specify
11. File is Used 12. File Becomes Inactive After
ODaily O Weekly OMonthly Z/ 0 Month(s) B/Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
4 k} r] th 5{. Swite L00 (If yes, specify agency or Office)

)

2o

O Yes

15. Access Restrictions (3 Yes [ No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s) [26\1 S Federal 03 Independent
one 0 State O Federa ndependen

Kristi A Winterotcin

Fer cnite Lcorci:iam,s

17. Is an Index System Used? 18. Recommended Retention Retzes 3y ol
(If yes, explain briefly and describe any hardware/software) . Lt cle cews
Yes No : ~ ~ :
= /%M«MM Have aned, ﬂ&« d‘:&
19. Name and Title of Preparer 20. Telephone Number 21. Date

i0l9/ro

<\




RECORDS INVENTORY
THE CITY OF FREDERICK

Department of PAGE_Z__ OF _l¢
Perm1ts & Code Management

4 W. 7th Street, Suite 200

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

Frederick, Maryland 21701

1. Position 2. Division

Administrative Assistant Construction Management

[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

Contract Files 30's 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.) -

Original Contract documents which includes Proposa1/Bonds/Insurance/other
related forms and specifications for City-owned construction, projects overseern

by our department thru- cpnstruct1on life. O, . :,gm:aaL~#£dQ‘ Q/Aizzz:bﬂj
Lscal w #"‘ do,
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
WO eteer Size 0O Microfilm OAlphabetical YX File Drawer(s)
: 3 Microfilm Reel(s)
O Legal Size OComputer Tape CONumerical 6 0O Computer Tape(s)
Number [ Other (specify)
0 Bound Book O Floppy Disk XX hronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
“ Accumulation
O Other (specify) {3 Other (specify) X File Drawer(s)
3 Microfilm Reel(s)
By Year/Alphabetical 2-4 & Computer Tape(s)
Number 0 Other (specify
11. File is Used 12. File Become§ Inactive After i
Construction completion and final
XA Daily O Weekly CMonthly payment to KX Month(s) XX XYear(s)
Contractor :

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office) 1) Project
Room 206 Mgr and/or Inspector and
KXYes Engg Dept O No

13. Current Location(s)  (Bldg., Floor, Room)
-Original contract .documents to include
correspondence[related permits, etc.

-Closed. Files .kept in storage room.

15. Access Restrictions [3J Yes EXNo 16. Audit Requirements

~ (If Yes, cite Law(s) & Regulations(s) Where applicable

O None [RXState XX)Federal )XJXndependent

18. Recommended Retention

b e e

21. Date

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

O Yes 'Xd No

19. Name and Title of Preparer

Linda Dutrow

20. Telephone Number

Ext. 3802

pandf

114&2!8}{)




RECORDS INVENTORY
THE CITY OF FREDERICK

Department of paGE_4 orF_12

Permits & Code Management

4 W. 7th Street. Suite 200

Frederick, Maryland 21701

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

1. Position 2. Division

Administrative Assistant Construction

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

Development Files

5. Earliest Year/Latest Year
1980's , 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.)

For each PWA/Surety project, a development file is created which includes

1) Copy of PWA/Surety posted for project

2) Copy of Grading Permit issued

3) Any other document and/or correspondence re]ated to public/site.Impvmts to
that project

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume

X@)File Drawer(s)
O Microfilm Reel(s)

3 Computer Tape(s)
3 Other (specify)

XXLetter Size O Microfilm XRAlphabetical

Current 8
Number

Storage 12

10. Approximate Annual
Accumulation
XgbXile Drawer(s)
0 Microfilm Reel(s)
0 Computer Tape(s)
O Other (specify

CINumerical

O Legal Size OComputer Tape

O Chronological

[ Bound Book O Floppy Disk

O Audio Tape O Video Tape 0 Geographical

O Other (specify)

O Other (specify)
1-2

Number

11. File is Used 12. File Becomes Inactive After

Construction of [ Month(s) O Year(s)
P.Impvmts completed (months to years
13. Current Location(s)  (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?

-Room 206 (Admin Asst Office) Current Files (If yes, specify agency or Office)
-Storage Room (Dead/Closed Files) YYes

16. Audit Requirements

OMonthly

XXDaily CWeekly

Engineering ONo

15. Access Restrictions [ Yes {¥No

(If Yes, cite Law(s) & Regulations(s) Screen annually. Destroy material having nds

O State further fiscal, legal or operational value. Retain
permanently any material that serves to

18. Recommended Reter document the origin, development and

accomplishments of the department. Transfer

XX None

17. Is an Index System Used?

(If yes, explain briefly and describe any hardware/software)
XXYes ONo Alphabetical for Current

periodically to the MD State Archives

1

19. Name and Title of Preparer

Linda Dutrow

20. Telephone Number

Ext. 3302

21. Date

11/29/99
L@/«Q—/qa»o




RECORDS INVENTORY -

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE_6__oOF 12
for each new or revised record series. Permits & Code Mana gement
4 W. 7th Street. Suite 200
Frederick, Maryland 21701
1. Position 2. Division
Project Inspector Construction Inspection/Contracts”

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

Inspector's Daily Reports/City-owned Contracts ' 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.) -

Daily Reports: Document of daily site activities, inspections performed
and testing of completed work and/or materials. This includes measurement
(for payment) of daily work quantities and monthly pay estimates, etc.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
YA Xetter Size O Microfilm ClAlphabetical X XX File Drawer(s)
i O Microfilm Reel(s)
[ Legal Size OComputer Tape CINumerical 2=3 O Computer Tape(s)
Number (3 Other (specify)
O3 Bound Book O Floppy Disk OChronological
O Audio Tape O Video Tape O Geographical 10. Approximate Annual
Accumulation .
O Other (specify) X S5{Other (specify) X XX File Drawer(s)
Contract # I Microfilm Reel(s)
1-2 O Computer Tape(s)
Number (O Other (specify
11. File is Used 12. File Becomes Inactive After
XAiBbaity CI1Weekly CMonthly Approx 2 yrs [ Month(s) XEXYear(s)
or until Contract completion
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

If yes, specify agency or Office)
Room 218, 4 W. 7th Street, Suite 200 (If yes, specify agency

O Yes X&WNo

15. Access Restrictions (3 Yes XX WNo ~ 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) ’
O None XXState X{@)XFederal ([J Independent

10 /2. 4

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

(If yes, explain briefly and describe any hardware/software) ReLlecon 5 o

O Yes X¥XNo -0~ years after completion of %

Contract gmd.emzd all Gecctet 4’1&““‘:’” o/
1getrl
19. Name and Title of Preparer 20. Telephone Number 21. Date
: Hrep P ynit, Hin
James C. Kaiser Ext. 3803 11/30/99

eak;




RECORDS INVENTORY -

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE _ 5 oF 12
for each new or revised record series. Permi tS & Code Management

4 W. 7th Street, Suite 200

Frederick, Maryland 21701
1. Position 2. Division
Construction Inspectors (5) Construction Inspection/Development

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

to

4. Record Series Title 5. Earliest Year/Latest Year
Construction Inspectors Daily Site Visit Reports 90's 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.) -

‘Daily Reports: Documentation of visits to site, inspections performed
and testing of ‘completed work and/or materials.’

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume

X Xetter Size O Microfiim X K)Alphabetical X XXFile Drawer(s)

. Number [J Other (specify)

L O Microfitm Reel(s)
O Legal Size CIComputer Tape ONumerical 2 per inspct =] Computer Tape(s)

If yes, i Offi
Room 217, 4 W. 7th Street, Suite 200 (If yes, specify agency or Office)

Qa Yes XA Ro

3 Bound Book O Floppy Disk OChronologicat
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
O Other (specify) X&Other (specify) X ¥XFile Drawer(s)
O Microfilm Reel(s)
by Development .5 per inSpcH Computer Tape(s)
Number (3 Other (specify
11. File is Used : 12. File Becomes Inactive After
XA Raily OWeekly [OMonthly construction KX Month(s) XX XYear(s)
completion
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

15. Access Restrictions [3J Yes KXNo ~ 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)

¥¥WNone [ State @O Federal O Independent

17. Is an Index System Used? 18 Recommended Retention
(If yes, explain briefly and describe any hardware/software) ' 5.7 years after constructi on?”f
0 Yes gxXo roject completipnand il &4
91_1 J MA-(.MMLB‘ B NOAss 8842
19. Name and Title of Preparer 20. Telephone Number / 21. Date
James C. Kaiser Ext. 3803 11/30/99

l?)/.llm




RECORDS INVENTORY -

- THE CITY OF FREDERICK .
b
Unstructions - Type or print a separate form D_epartment of PAGE_3 OF_12
for each new or revised record series. Permits & Code Management

4 V. 7th Street, Suite 200

Frederick, Maryland 21701
1. Position 2. Division
Administrative Assistant Construction

[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

Public Works Agreements/Suréties (Original Documents) 80's , 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.)

These are original documents (Public Works Agreements and Sureties) entered
into by developers with the City as guarantee of completion of improvements

identified at which time formal release and/or acceptance (if applicable) into

the City's system is given by the Mayor and Board. Original _surety documents
(Bonds/L0OC's) are returned to owner/developer upon formal release.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
(Q)Letter Size 0 Microfilm X¥Alphabetical O File Drawer(s)
. . O Microfilm Reel(s)
O Legal Size OComputer Tape CINumerical 3 Computer Tape(s)
. Number Xm Other (specify)
O Bound Book 0O Floppy Disk CIChronological locked, fire proof
jle cabinet
3 Audio Tape 0O Video Tape O Geographical T& Approximate Annual
N Accumulation
Q Other (specify) O Other (specify) X8 File Drawer(s)

O Microfilm Reel(s)

1/2 =1 3 Computer Tape(s)
Number (3 Other (specify

lo)al o el

to their site. These.original documents are held thru completion of the impvnits

11. File is Used 12. File Becomes Inactive After
EiDaily O Weekly CIMonthly Release of PWA/ XA Month(s) (X Year(s) S
Surety
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. i i copi
-Room 206, 4 W. 7th Street (Suite 200)  (fYes specify agency orOffice) Copies N
_ ~4ir Development Files &SEndineering
‘ ‘ XA Yes - Department ONo @‘\
15. Access Restrictions [J Yes {¥No ~ 16. Audit Requirements ‘§§
(If Yes, cite Law(s) & Regulations(s)
Y@ None [1State [J Federal (O Independent r&'
17. Is an Index System Used? 18. Recommended Retention  (pj ginals to be /
(If yes, expiain briefly and describe any hardware/software) held until formal release b y M&Bd/ / ,
XXX Yes COINo Alphabetical Listing  Copies—keptpermamenthyy sy, '/n&pvd—dﬁyn““a
19. Name and Title of Preparer 20. Telephone Number 21. Date o %’ S )
Linda Dutrow Ext. 3802 11/29/99  ~ | /et
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INSTRUCTIONS - TYPE OR PIINT A SEPARATE FORM T OR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS REVENTION
SCHEDULE (DGS 550-1) :

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 . JESSUP, MARYLAND 20754 Page of

Ceby of Fredes,

R B
w% & Crecteod

3. UNIT

DEFINITION - Recorde Serien - A group of related tacords noimaelly fled snd ured 89 & unit for refetence oe

wall 29 retention and dlsposition purposes.

4. RECORD SERIES'

L

§. EARLIEST YEAR / LATETEST YEAR

14¢0 %10_Boro

€. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of informationvdocuments/lorms found in the Series. Include the puipose of funclion of Ihe Senes)

19 MMWLE

T. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
o/ ) File Drawet(s)
Lelter Size g Microlim O Aiphabetical 0 Microfilm Reel (s)
) 0 Computer Tape (st
O Legal Size o Computer Tape O Numerical ; ; O Othet (Specdy) _____
O Bound Book a Filoppy Disk o/t{onologscal Number ~ £TTZc
O Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
O File Drawer (s}
O Other {Speciy) O Other (Specily) O Microfilm Reel (s)
. O Compulet Tape(s)
0O Other {Specily)
Number
11. FILE IS USED 12, FILE BECOMES INKACTIVE AFTER
a Daily g Weekly 0 Monthly a  Month(s) C  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floar, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency of office)
T- o Yes o No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) & tegulation(s) 16. AUDIT REQUIREMENTS
g Yes, 0 No O None O State O Federal O Independent
5 Screen annually. Destroy material having not
i by * further fiscal, legal or operational value. Retain
1. IS AN INDEX SYSTEM USED? (I yes, explain bielly and | 18. RECOMMENDED RETENTION | iy any material that serves to
descibe sny hardwarelsallware) document the origin, development and
a ' o No accomplishments of the department. Transfer
e periodically to the MD State Archives
i 20. TELEPHONE NUMBER

. DAIE/D /@/M

NIC RAA 4 Neiend 40T




REVISED RECORD SERIES.
SCHEDULE (OGS 3%0-1)

Y
3

i

NSTRUCIIONS -- TYPE OR Plutdi A SEPARATE FORM FOR EACH NEW

FONWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

I1. os:m e%:cmc‘v* f' ' “&WMW&QW UNIT |

DEFINITION - Recorde Serles - A group of related tecords normally filed snd ueed as g unlt for relerance ss well se retention end dlsposition purposes

4. RECORD SERIES TITLE .
W / W

S. EARLIEST YEAR / LATETEST YEAR

/qqs/loﬂow@

e Po

rind Ol enl Ty
Mime pheeTs

€. RECORD SERIES DESCRIPTION ( Briefly describe lhe lypes of informalionvdocuments/lorms found in the Series. Include the putpose or function of the Senes)

7. RECORD SERIES FORMAT(S)

a. DATE/O/Q/M

8. RECORD SERIES SEQUENCE 9. VOLUME
[/% &-File Drawer(s)
o (ettes Size o Microlim o Alphabetical O Microfitm Reel (s)
D Computer Tape (s)
o Llegal Sze o Compuler Tape O Numerical QO Other (Speciy)
0 Bound Book a Floppy Disk @ Ehronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
Q File Drawer (s)
© Other {Speciy) O Other (Speciy) O Microlilm Reel (s)
O Compuler Tape(s)
O Other {Specify)
Number
11. FILE i§ USED 12. FILE BECOMES INACTIVE AFTER
o Daiy P Weekly a  Monlhly a  Monih(s) O Year(s)
Numbes )
1. CURRENT LOCATION(S) .(aldg.,.FlooL Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency or olfice)
- B/es g No
15. ACCESS RESTRICTIONS (Il yes. cite law(s) 8 regulalion{s) 16. AUDIT REQUIREMENTS
O VYes, D No D None O Slate O Federal D Independent
17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION /; Retain 3 years, then destroy
describe any hatdware/sofiware) .
g Yes O No i
20. TELEPHONE NUMBER

NGS 5504 {Nevised 1193}




INSTRUGTIONS - FYI'E OR PRINI A SEPARATE FORMTOR EACHI NEW | DEPARTMENT OF GENERAL SERVICES NCY R
REVIEED RECOND SENIES. FONWARD WITH RECORDS RETENIION RECORDS MA'.JAGEMENT ;“zsmN AGENC ECOROS' INVENTORY
SCHEDULE (OGS $50-1) ' 7215 WATERLOO ROAD

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

' 1. oig. Emmcsucv f' l ‘ m\nsuon < q, &de‘ 3 uNi

DEFINITION - Recorde Serlen - A group of related records normally fled snd used o9 ¢ unit for referance as well us retention -and dispesition purposes,
4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
W.md //M / &ﬂ% L98%10_L2000

8. RECORD SERIES DESCRIPIION { Biiefly describe the lypes of informationdocuments/iorms found in the Series

M. Dponiecs
%WW‘Q

. Include the purpose or funclion of the Senes)

7. RECORD SERIES FORMAT{5) 8, RECORD SERIES SEQUENCE . 9. VOLUME
/ { @ File Orawer(s)
Lelter Size o Microlitm O Alphabeticat 0 Microfilm Reel (s)
) O Computer Tape () !
g Llegal Size o Computer Tape O Numerical O Other {Speciy)
O Bound Book o Floppy Disk O Chronologicat Number
T Audio Tape O Video Tape O Geographica! 10. ANNUAL ACCUMULATION
) 0 Fie Orawer (s)
© Other (Specdy) O Other (Specily) 0 Microfiim Reel (s)
A - o Computer Yape(s)
0 Olher (Specify) e
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily p Weekly 0 Monlhly — o  Month(s) O Yeal(s)
Numbet
13. CURRENT LOCAIION(S).(Bqu.,‘FIooL Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERET (If yes, specily agency of office)
- o Yes . 0 No
4
15, ACCESS RESTRICTIONS (if yes, cile law(s) § reguialion(s) 16. AUDIT REQUIREMENTS
O Yes, 0 No o None o State O Federal O independenl
17. IS AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTION
descibe any hardwarelsollware) o Retain 3 years, then destroy
o Yes___ o No
18. NAMEWE OF PABER 20. TELEPHONE NUMBER 1. DA‘IE 9

NEC AN 3 Naicas AN




) . A Ww Leisening

INSTRUCTIONS - TYPE OR PIINT A SEPARATE FORM FOR EACIHE NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECONRD SERIES. FOAWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION ‘

SCHEDULE (DGS §50-1] 7275 WATERLOO ROAD .
£.0. BOX 275 - JESSUP, MARYLAND 20784 Page of

e e R R RRBrRBRESBB©ESSSSSBDmDDNm———.
I e e e el |

1. Dw ERT/IAGENCY DIVISION ‘ 3. UNIT
| ‘* f "‘"J Prenets t’&ﬁo‘)%wﬂ

DEFINITION - Recotds Serles - A group of related recorde normally filed snd ueed se & unit for referance ss woll ss retention and disposition purposes,

4. RECORD S.ERIES"I"LE §. EARLIEST YEAR / LATETEST YEAR

//VO"""”"‘“E I_WO/“O 19002 1o Dooe)

6. RECORD SERIES DESCRIPVION { Briefly describe the types of informalion/documents/iorms found in the Series. Inchude the puipose of funclion of the Series)

7. RECORD SERIES FORMAT(S) 8, RECORD SERIES SEQUENCE 8. VOLUME /
,/ ) File Drawer(s)
o ener size a Microfim Alphabetical : O Microlim Reel (s)
0 Computer Tape (sl
O Legal Size o Computer Tape O Numerical 0 Other (Specify}
O Bound Book o Filoppy Disk O Chronological Number
o Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
@ Audo Tape ] ) " oiep D File Diawer (s)
) O Other [Specif O Microfilm Reel (s)
O Otber (Specﬂ,)» ( peci) o Computer Tape(s)
a Other (Specily)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily p Weekly o Monlhly o Month(s) O  Yeais)
Numbet
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (it yes, specily agency or office)

()#’cb S [a] Yes B g No

15. ACCESS RESTRICTIONS (il yes, cite law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS

o Yes, O No O None o Slale 0 Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

descibe any'ha«dnal.elsollwate) @j/% W W ﬂﬂb/ 25,(,,7,) e, %:ég ‘Z) N"/Q

O Yes o No
‘ i

19. NMWE ;@% 20. TELEPHONE NUMBER 2. ome

NrC CAN 4 INaioad AT




- Pormizs £ Code

Mgmt — Zr@t Winkerot<in

INSTRUCTIONS - TYPE OR PIINT A SEPARATE FORM FOR EAGCH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SOEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAQ

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

iCo¥y of Frede. 4*& fenitr Gotoo

3. UNIT

e TS,
—————————————

DEFINITION - Recorda Setles - A group of related racords nermally filed snd used as s unit for reference oo

well s retention and dispositon purposas,

4. RECORD SERIES TITLE

Munici Po«‘ Tnfractions

5. EARLIEST YEAR / LATETEST YEAR

b
199% 1o }omsm-k

Drigingd 4 wp

Corcesporclence ; pacgment

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of Informationvdocumenisflorms found in the Series. Inciude the puipose or funclion of the Senes)

w‘a}c‘l

o oF Infrachion.

L Copi | ;1
inﬁa; Lectitied won

rcoe;qcf‘:

7. RECORD SERIES FORMAT(E)

G Letter Size o Mictolim

O legal Size o Computer lape
O Bound Book o Floppy Disk
a Audio Tape O Video Tape

oBover {Specty) _l/?*_ﬁ&g_é__

8. RECORD SERIES SEQUENCE $. VOLUME

w/File DOrawer(s)

O Alphabelical
v/Numerical ' i

O Chionological

O Computer Tape
@ Othet {Specily)

Number

O Microfilm Reel (s)

Fox

O Geographical

10. ANNUAL ACCUMULATION
¥V File Orawer (s)

O Other (Specily)

0 Other (Specily)

O Microlitm Reel (s)
O Computer Tape(s)

-

Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Datly J Weekly g Monthly -? O Month{s) O Year(s)
. Number
13. CURRENT LOCATION(S) (Bidg., Fioor, Room) 1 ELSEWHERE? (Il yes. specily agency or office)

4, IS RECORD SERIES DUPLISATE?
no+

Yes

<

GDMPlC« j
o N
[99% L 00D re:cOr(JO n 74(11635

‘.

!9. NAME AND TITLE OF PREPARER .
Kristi A Witderotein
mi i C

15. ACCESS RESTRICTIONS (If yes, cite law(s) & tegulalion(s) 16. AUDIT REQUIREMENTS ?
O Yes, D No O None o State O Federal O Independent
. h!ﬁh- :
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION } @} | \/ M /944’4/ pry; W,{
descibe any hatdware/soflware) /
o Yes o/ %o L Aen A5l J‘
20. TELEF'!ONE NUMBER 21. DAIE

Qo /3(40'38 V2

Q-2 -00

DGS S50.4 (Revised 1103)




RECORDS INVENTORY

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department PAGE _12 OF _lg__
for each new or revised record series. M iTS %+
Frederick, Maryland 21701

1. Positiqn 2. Division

gQ. booi m"“"‘mtmc‘r‘— T p C?:\OQ B FORCTE M E~ST

[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. Rﬁ Series Title . 5. Earliest Year/Latest Year
. 7~ 87 7704 /L"(-C N .
a’”fc‘q"”- > —Lrveines to

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

amf/ATiN aOF NO':I:“B, RCCO“OSI FNUESTIQATIOE. Frad/~ys, EUYIOF~CE Py
/N QOOE. ENFORKEMSE~NT CPSES,

—§ mumc_r?ag_, T Fractio— N

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
Aer Size O Microfilm O Alphabetical File Drawer(s)
4/ O Microfilm Reel(s)
O Legal Size CIComputer Tape m\eﬁcal 8 Computer Tape(s)
Number [3J Other (specify)
0 Bound Book O Floppy Disk O Chronological
03 Audio Tape O Video Tape OIGeographical 10. Approximate Annual
. Accumulatio
3 Other (specify) O Other (specify) ile Drawer(s)
O 0 Microfilm Reel(s)
/ 00 0O Computer Tape(s)
Numbcr O Other (specify
11. File is Used 12. File Becomes Inactive After
[ﬁﬁy B{eekly O Monthly CAsE cLosewo O Month(s) [ Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Re *k s (If yes, specify agency or Office)
ooy 0O O Yes m
15. Access Restrictions [J Yes {0 No ~ 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) : -
zﬁne O State [ Feaderal Armer
17. Is an Index System Used? 18. Recommended Re*~ ._‘2
(If yes, explain briefly and describe any hardware/software)
B’%es O No SLEQIALZED udi~Ng bﬁﬂk\oo«sa . ”’ VA
19. Name and Title of Preparer 20. Telephone Number 21. Date
MRC.\\AQL,(\%&R““— LG -3aY V- 30-A9

Lo/{ a/a-o
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