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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M-152

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 7
Agency Division/Unit
City of Frederick Human Resources
Item No Description Retention
1 EEO Report Retain EEO-1: Racial & Ethnic
related permanently, transfer
periodically to MD State
Archives; Retain wage and age
related for 3 years, then destroy;
Retain EEO-4 for 4 years, then
destroy
2 OSHA Reports Transfer to Safety Department
3 Employee Files, Active/Terminated Retain 3 years after employee
terminates, then destroy
4 Retirement History — plans, salary information, actuarial Retain for 10 years, then destroy
5 Health, Life Insurance, Disability Retain for 3 yeafs after mployee
termination or 4 years after
termination of plan, then destroy
6 Desk files (various) — flexible spending records, supplemental | Retain until updated or
savings superseded, then destroy
7 Reports — New Hires/Terminated Retain for 1 year, then destroy
8 Exit Interviews Transfer to personnel file
9 Appeals files — compensation appeals only Retain 3 years after resolution,
then destroy
10 Retirement plan valuations Retain 3 years after termination
or 1 year after plan termination,
then destroy

Approved by Department, Agency or Division Representative

Date
Signature
Type Nam

Title
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S. Jeanne Rockenbaugh

Date

Director of Human Resources

Schedule Authorized by State Archivist

JAN 08 2002

Signaturéimg C. V4 %ﬁ!‘[
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RECORDS RETENTION AND DISPOSAL SCHEDULE
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Schedule No. M-152
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Item No

Description

Retention

11

12

13

14

15

16

Aetna Supplemental — account activity reports

HMO Files — contract, rates agreements

FSA files — billings, monthly reports

Basic life insurance — bills, reconciliations

Retirement Plan

Human Resources subject files — confidential files,
advertising, job line, occupational health, telephone system,
tracking software, web page, temp services, staff meetings,
forms

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

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

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

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

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

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-152

(CONTINUATION SHEET) Page 3 of 7
Item No Description Retention
17 Recruitment Files — 1999 job announcements, advertisements | Retain for 2 years, then destroy
placed, applications and resumes received, selected candidates

18 Employee Payroll Files Retain 3 years and until all audit
requirements have been met,
then destroy

19 Wage Employee Statements — W-2s Retain 3 years and until all audit
requirements have been met,
then destroy

20 Payroll Timesheets/Edits and Payroll Reports (by pay period) | Retain 3 years and until all audit

: requirements have been met,

then destroy

21 Payroll Employee Information and Pay History Retain 3 years and until all audit
requirements have been met,
then destroy

22 Training files — software vendors, templates, facility guides Retain until updated and
superseded, then destroy

23 Employee assistance program — vendor information, contracts | Retain for life of vendor contract
plus 4 years, then destroy

24 Employee Relations dispute files Notify Legal Dept; if general

dispute, retain until final
resolutions or 1 year after
Maryland L/A plus 1 year, then
destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. M-152
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Item No

Description

Retention

25

26

27

28

29

30

31

32

Employee Potential and Actual Cases

Policy revisions

Tuition assistance

Affirmative action plan

Task team and Committee Meeting minutes
Budgets, copies

Subject files

HR Safety:
Industrial Hygiene Monitoring Results — Hazard Control

Notify Legal Dept; for Title VII
and ADA cases, retain until final
disposition of charge or action,
then destroy; for OSHA related
deaths, retain L/A for 10 years
or within 3 years of date when
cause of death was discovered,
whichever is shorter, then
destroy; if accidental personal
injury, retain L/A for 2 years; if
claim is files, retain until case is
satisfied, then destroy; If general
grievances, retain until final
resolution or 1 year after MD
L/A, plus 1 year.

Retain all versions/revisions for
most recent 10 years, then
destroy

Retain for 3 years, then destroy

Retain until updated or
superseded, then destroy

Retain for 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.

Retain for 40 years, then destroy




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

Schedule No. M-152
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Item

No. Description

Retention

33 DOT Driver Qualification Files

34 Drug/Alcohol Test Results

35 Hazard control

36 Safety Motivation programs

37 Budget

38 Correspondence

39 City procedures

40 Alphabetic filing

Retain while active plus 3 years,
then destroy

Retain 5 years and until all audit
requirements have been met,
then destroy

Retain for 40 years, then destroy
Retain for 10 years, then destroy
Retain 3 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.

Retain until updated or
superseded, 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-152

(CONTINUATION SHEET) Page 6 of 7
Item Description Retention
No.

41 Accident/Incident reports Retain 5 years following the
year to which they relate, then
destroy

42 Government regulations Retain until updated or
superseded, then destroy

43 Workers’ Comp — check copies, first report of injury, Retain for 5 years, then destroy

notification of claim letters, benefits response to employee,
employee’s statements

44 CDL Licensed Drivers Retain while active plus 3 years,
then destroy

45 Developing projects Retain until developed, then to
Programs, Policies, Procedures
or Guidelines. Update manual
as needed.

46 Safety Training Retain for 3 years after
employee termination, then
destroy

47 Health, CPR — training, tests Retain until updated or
superseded, then destroy

48 Hazard materials information Retain MSDS for 40 years after
discontinued use of specific
chemical, then destroy

49 Catalogs Retain until updated or
superseded, then destroy

50 Innoculations Retain for 30 years, then destroy
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Item

No. Description

Retention

51 Record keeping

Statistical reports — retain for 3
years after resolution of
incident then destroy; OSHA
logs — Retain in HR for 5 years
following the year to which
they relate, then destroy;
meeting minutes — retain for 4
years, then destroy; Workers’
Comp checks received — retain
for 5 years, then destroy;
manifests (medical) — retain for
30 years, then destroy;
investigations — retain for 10
years, then destroy




RECORDS INVENTORY -
THE CITY OF FREDERICK

linstructions - Type or print a separate form o Department of PAGE___ OF ~ _ ¢
for each new or revised record series. /L. /Q :

Frederick, Maryland 21701

1. Position 2. Division N IQ

HR AEST .

DEFINITION - RECORD SERIES - A group of relate/dizfowdrmally filed and used as a unit for reference as
well as retention and disposition purposes. h s

4. Record Series Title >U/ W Earliest Year/Latest Year :
EEo—REPIHRG—
L5 HA—PEopPTS——="FB—DAN < e \ 1994 w0 1997

och  meD VR mETS (N0 longer ne
6. Record Series Description (Briefly describe the types of inform tlon/documents/forms found in the series. :
Include the purpose or function of the series.) i

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
O Letter Size 0 Microfilm JAlphabetical O File Drawer(s)
0 Microfilm Reel(s)
O Legal Size D Computer Tape CINumerical 0 Computer Tape(s)
Number ([ Other (specify)
O Bound Book {J Floppy Disk OChronological
O Audio Tape O Video Tape DGeographical 10. Approximate Annual
Accumulation i
{Olher (specify) 0 Other (specify) A [ File Drawer(s)
0 Microfilm Reel(s):
LETTée S/ZE BO )( [0 Computer Tape(s):
Number J Other (specify
11. File is Used 12. File Becomes Inactive After
CDaily OWeekly OMonthly \IEﬁﬂ CrNLETE o Month(s) O Year(s)
DIESS USED 28 RESTARCH
13. Current Location(s) ~ (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or Office)
= HELF 0 Yes \Z{o

15. Access Restrictions {'_’j/ Yes [J No 16. Audit Requirements |
(If Yes, cite Law(s) & Regulations(s) ‘

Cl on) y= DEW/)Q’C— O None [3JState [ Federal D’I’ﬁependent:

17. Is an Index System Used? 18. Recommended Rgtention . i
(If yesoexplain briefly and describe any hardware/software) /0 . é '

& ONo 5y 0414 Syl o e,

19. Name and Title of Preparer 20. Telephone Number : 91. Date ‘

o) Wesew srel Bol wad 1851 ) -r 7 =T




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACI NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1}

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 2079

AGENCY RECORDS INVENTORY

4 Page ot

1. DEPARTMENTIAGENCY

g!u % %d&dfw/&

2. DIvisioN

/C\‘/

3. UNIT

MR W‘w/'

DEFINI!ION Rocovdn Serlos - A group of related records normally filed and used ss ¢ unit for reference as

well a9 retention and dispenition putpeses, \

4, RECORD SERIES THTLE

K< EO6 W

§. EARLIEST YEAR / LATETEST YEAR

l/q 9410

8. RECORD SERIES DESCRIPTION ( Briefly describe the typee of information/documenis/lorms found in the Series

PR

. Include the putpose or funclion of the Series) %\;W[
Y% %
o

[1

e
o

7. RECORD SERIES FORMAT (S}

O Yes o

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer{s)
Ofdet Size o Microfitm O Alphabetical O Microfilm Reel (s)
O Compuier Tape {s)
O Llepga! Size 0 Compuler lape O Numerica! D Other (Specity)
a Bound Book a Floppy Disk O Chronological Number
0 Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
a File Orawer (s)
i ictofi ! (s)
© Olher {Spect O Other (Specil D Microfilm Reel
! (Specty) ( 4 O Compuler Tepe(s)
O Other (Specily)
Number
11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly O  Monlh(s) ] Year(é)
Number
13. CURREN1 LOCAIION(S).(BMg,,'Flom, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or office)
L/ ]u \ \Q @ O Yes o
15. ACCESS RESTRICTIONS (Il yes, cile law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS
o Yes, o No a  None D/{le mdelal O Independent
. LA nt g*b«%wﬂbt
17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION f@\
descibe any hardwarelsofiware) /3
w“'\ cEO0~I ey

Relaw —a epf\tf
ot E,E?oa H /

({LJV{E A ¢~*“~ k) y

13, NAME AWOF P8

20. TELEPHONE NUMBER

21. DAT,

B¢ —/&/3/

DGS 530.4 (Revised 19])




REVISED RECORD SERIES.
SCHEDULE {OGS 550-1}

INSTRUCIIONS - TYPE OR PRINT A SEPARATE FORM T OR EACH NEW
FORWARD WITH RECORDS RETENTION

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

AGENCY RECORDS INVENTORY

Page o]}

1.

o Lty

DEPARTMENT/AGE

o Yt dh

2. DIViISION

fe

———

a “““d\) R Laceadid

DEFINITION - Records Serios - A group of related tecords normslly fled snd used as a unit for reference ss

well ae retention and disposition purpores,

4,

RECORD SERIES TITLE

(a5 A Ko

5. EARLIEST YEAR / LATETEST YEAR

10

7 Ak

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/gocuments/lorms found in the Series. Include Ihe putpose of function of the Senes)

7. RECORD SERIES FORMAT (S}

RECORD SERIES SEQUENCE 8. VOLUME
O File Drawet(s)
a Leler Size o Microlilm O Alphabelical O Microlilm Reel (s)
O Computer Tape (s)
O Legal Size O Compuler Tape O Numerical O Other (Specify)
O Bound Book o Floppy Disk D Chionological Numbet
a Audio Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
U Olher (Spectly) O Olher (Specily) O Microlilm Ree! (s)
O Computer Tape(s}
O Other (Specify)
Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daiy D Weekly O Monthly O Months) O  Years)
Number
"13. CURREN1T LOCAlION(S)v(BIdgqiFIool, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency ot office)
- O Yes o No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 regulalion(s) 16, AUDIT REQUIREMENTS
0 Yes, 0 No O None O Slale O Federal O Independenl
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descrbe any hardware/sofiware) \‘f {4&/
N ]
m)\u% /war L
O Yes o No /L
19. NAME AWOFW 20. TELEPHONE NUMBER 21. DAIE

9oy, - /0/3// )

UGS 5504 {Revised 1193)




~ «

INSTRUGTIONS - TYPE OR PIUNT A SEPARATE FORM £ OR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS $50-1)

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

AGENCY RECORDS INVENTORY

Page of

Coby of Freders

DIVISION

3. UNIT

]

DEFINITION . Records Serlan - A group of related records normally fled snd used o9 & unit for reference o

well a» retention and disposition purpeses,

Db bttt r s L | i

4. RECORD SERIES TITLE

EED

§. EARLIEST YEAR ! LATETEST YEAR

414 0 17

- End

€. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorvaocuments/forms found in the Series. Include the puipose or tunction of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE /'/!.' VOLUME /
N ="~ O File Diawer(s)
O Lelter Size o Microfim O Alphabetica! O Microfilm Reet (s}
O Comoputer Tape (s
o legal Size o Computer Tape O Numerical O Other (Spectly)
O Bound Book o Floppy Disk O Chionological Number
O Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
. Microfitm Reel (s)
o Ot ] O Other (Specil o
Other (Speciy) ( " O Compulet Yape(s)
O Other (Specily)
Numbet
11. FILE I USED 12. FILE BECOMES INACTIVE AFTER
o Daily | Weekly 0  Monthly 0 Month(s) O Year(s)

Number

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

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specily agency or office}

15. NAME AZ TILE Ol-'E ZKPARER

o Yes O No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & teguiation(s) 16, AUDIT REQUIREMENTS
O Yes, 0 No 0 None o State O Federal C independent
17. IS AN INDEX SYSTEM USED? (il yes, explain brielly and 18. RECOMMENDED RETENTION
descibe any hardwarel/soliware)
O Yes S No d
20. TELEPHONE NUMBER 21. DATE

Yoy, - (/1)

11GS 550.4 {Revised 1193)




RECORDS INVENTORY
THE CITY OF FREDERICK

nstructions - Type or print a separate form Department of PAGE OF
for each new or revised record series. HU manl RESoURCES
101 N, CouRT STREEGT

Frederick, Maryland 21701

1. Position 2. Division

Human Reeouress ASST.

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
Cwelude s Rati vefd )

TERMITED EMPLOYES FILES, /Qé\/{w/ﬁ rim ' hafe? 1989 10 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.)

Employee Notice, Uassfication Changes Employee Release Nofrae,
t\loh.ce of Cl/\cu\qe of Acdress Pé’ujrol/\ Memos, R&‘Hren\e,n-[— -I-VI‘PO\"MOLhor)
Verification of Emplogment; (rectct” tinion Deduetdn chu.esfl-s

Emplogee Farsonne| File

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
l!], Letter Size [ Microfilm ﬂ]phabetica] [Bfi]e Drawer(s)
1 Microfilm Reel(s)
O Legal Size OComputer Tape CNumerical 15 O Computer Tape(s)
Number 3 Other (specify)
3 Bound Book O Floppy Disk OChronological
O Audio Tape [ Video Tape OGeographical ’ 10. Approximate Annual
Accumulation
3 Other (specify) O Other (specify) mFile Drawer(s)
O Microfilm Reel(s)
15 0O Computer Tape(s)
Number [ Other (specify
11. File is Used 12. File Becomes Inactive After
ODaily W Weekly DOMonthly 10 0O Month(s) @ Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
: (If yes, specify agency or Office)
(LlTy LLA(_[_) FIRST FLOOR R FPERIOMMEL FLLES Al400
M Yes O No
15. Access Restrictions [ Yes [ No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
O None [ State [ Federal M/Independent

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

(If yes, explain briefly and describe any hardware/software) ‘2 Mﬂu
T Yes 0 No ALSRA - LAST NAME VY /790 z : ’
Wo.-a_u, 2 s Hhen,

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

JEaainE NAKRAMOTD ¥’
HuMan R ASST ot-694 - (885 1H-03 ~-99




4 {
RECORDS INVENTORY % b Nw
THE CITY OF FREDERICK v ,O)"N LM)

Unstructions - Type or print a separate form Department of PAGE l OF 2
for each new or revised record series. H 12/¢12107 ?55 0ORCES ‘

Frederick, Maryland 21701

1. Posidon 2. Division

iJompR RESIWVRCE HS515TAVT

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

. Record Series Title 5. Earliest Year/Latest Year

QOTIVE EmPLOYEE PERSIDNEL FILES Fib7 o Ppesaor]

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

PeRsopniEe FILES

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
E{Lener Size 3 Microfilm ﬁAlphabetical B’ée Drawer(s)
O Microfiim Reel(s)
O Legal Size OComputer Tape CNumerical O Computer Tape(s)
Number O Other (specify)
01 Bound Book O Floppy Disk O Chronological
O Audio Tape 0O Video Tape Geographical 10. Approximate Annual
Accumulation
[ Other (specify) O Other (specify) m’fi]e Drawer(s)
3 Microfilm Reel(s)
3 O Computer Tape(s)
Number [ Other (specify
11. File 1s Used 12. File Becomes Inactive After
%any Weekly CMonthly "J/ A O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Oy HAL L (If yes, specify agency or Office)
AT FLOO( 0 Yes 1 No
ya
15. Access Restrictions [ Yes [J No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
O None [ State [ Federal Mndcpendent

17. 1s an Index System Used? 18. Recommended Retention
(If ;es, explain briefly and describe any hardware/software)

es O No ﬂLth
19. Name and Title of Preparer 20. Telephone Number 21. Date
Jouee Kpsewsreel o) b Y -189/ ) 1-17-99
HR BLLIETAVT : ,




RECORDS INVENTORY -
THE CITY OF FREDERICK

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

Department of

Aman) RESOORCES

Frederick, Maryland 21701

PAGE _ol OF _P

2. Division

1. Position

AR ASST.

well as retention and disposition purposes.

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

4. Record Series Title
RETIREGES

5. Earliest Year/Latest Year

27‘*‘0 10 prenm .

Include the purpose or function of the series.)

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

PERSHINVEL FILEDS

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
a/l.encr Size O Microfilm %habetical B File Drawer(s)
3 Microfilm Reel(s)
O Legatl Size QOComputer Tape O Numerical 3 2 Computer Tape(s)
Number 3 Other (specify)
O Bound Book O Floppy Disk OChronological
O Audio Tape O Video Tape O Geographical 10. Approximate Annual
Accumulation
O Other (specify) D Other (specify) ile Drawer(s)
O Microfilm Reel(s)
3 0 Computer Tape(s)
Number {3 Other (specify
11. File is Used 12. File Becomes Inactive After
[E'Qly OWeekly CIMonthly K)/lq' O Month(s) O Year(s)

(Bldg., Floor, Room)
I&T RoOR

13. Current Location(s)

Ciry HALL

14. Is Record Series Duplicated Elsewhere?
(If yes, specify a)gency or Office)
PAYROLL
B/Yes PBENEFIT FILES

15. Access Restrictions [3Yes [J No
(If Yes, cite Law(s) & Regulations(s)

CowF1bewTi8

O P O No
16. Audit Requirements

O None [JState [J Federal [ Independent

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

@ Yes O No 4/ pH#

18. Recommended Retention

19. Name and Title of Preparer
c/mdce Resemwsreel.
HR  #5515THUT

20. Telephone Number
(301) 694 -187/

21. Date {
)/-17-99




RECORDS INVENTORY -

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE <2 OF E
for each new or revised record series. #0/7’)/) /L) /? E 500k GE_ \5’

Frederick, Maryland 21701

1. Position . 2. Division

R ASSISTAUT

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

RETIREMEWT #1570y 1940 PREELT]

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

geriREMETT VT FERTS

e, Dby ands + = Qaicamsl

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
ﬁLetter Size O Microfilm EA/lphabetical [} File@rawer(s))
3 Microfilm Reel(s)
3 Legal Size OComputer Tape Numerical c;z‘ T Computer Tape(s)
/ Number [3J Other (specify)
0 Bound Book O Floppy Disk Chronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
O Other (specify) [ Other (specify) O File Drawer(s)
[ Microfilm Reel(s)
QJ [ Computer Tape(s)
Number [ Other (specify
11. File is Used 12. File Becomes Inactive After
ODaily [:]Weekly CMonthly 0O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Cry MALL 75T FLR. ~awhewrLy 0 (If yes, specify agency or Office)
REORY [TTNELT OFFICE 0 Yes HNo
15. Access Restrictions {3/ Yes [J No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)
Cp WE | bgW/;}(/ CJNone [JState [ Federal [ Independent

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

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

EZ’% N P e, Pt 10 )
es ONo NHRpolasChL.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Joyece Frsewsreel (801) oo 1€9/ V7=t 9~P9

HOMHBR RESQORCE ASS18T99U7




RECORDS INVENTORY -

THE CITY OF FREDERICK
nstructions - Type or print a separate form o Department of PAGE 6 OF i
for each new or revised record series. /—/0”7)9-/() )? 5'50();9 0 E\S- '

Frederick, Maryland 21701 : :

1. Position 2. Division

AR AEEISTRAT |

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 -

MHEALTH, LIFE FAS 1 DISABILITY w52 's 0

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

GOPIES pf ACTIVE, Wizocd RETIREES, 00BRA ETC.

K Gl e oo o ancut g e

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
E(etter Size 3 Microfilm Alphabetical E’ﬁlc Drawer(s)
0 Microfilm Reel(s)
O Legal Size O Computer Tape ONumerical 0 Computer Tape(s)
Number (3 Other (specify)
3 Bound Book O Floppy Disk OChronological
O Audio Tape O Video Tape O Geographical 10. Approximate Annual
Accumulation
O Other (specify) O Other (specify) ile Drawer(s)
O Microfilm Reel(s).
4—— 0 Computer Tape(s)i
Number 3 Other (specify
11. File is Used 12. File Becomes Inactive After i
E&ily O Weekly OMonthly I’\)/H O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
/5T FLR ary ALl (If yes, specify agency or Office) ‘/
Q Yes No
15. Access Restrictions Y Yes [ No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) ”
Qo E1 DEVT1AL 03 None [JState [ Federal Independent
17. Is an Index System Used? 18. Recommended Retention /&IIM 3 y ;

(If yes, explain briefly and describe any hardware/software) Ope aa&%@ @z ‘
D’%Zs)&j No ' AN Y 2
Y ort 1) Jotrmnalsrot-] 9l0n ) Fion ot
19. Name and Title of Preparer 20. Telephone Number : 21. Date !
Q/O%C'—e /4-765@,0.57&@[_ (30)) 64(/"/87/ A //’/‘7-?7 f
MR ASEIETHUT .

B




RECORDS INVENTORY
THE CITY OF FREDERICK

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

Department of

NP N RESIVECES

Frederick, Maryland 21701

P o z
PAGE e OF @

1. Position 2. Division

HR PBES/187THI7

well as retention and disposition purposes.

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

4. Record Series Title

DESK Fices (varipos)

5. Earliest Year/Latest Year

to i

Include the purpose or function of the series.)

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

FLEXIRLE SPEWD I WE RECORDS

SOPRLEMEANTAL. SV INGS
AR DO PSRBTl b

AR

7. Record Series Format(s)

wzﬁ_elter Size BKIphabelical

O Microfilm

8. Record Series Filing Sequence

9. Volume i

>File Drawer(s)

0 Microfilm Reel(s)

03 Legal Size OComputer Tape CINumerical / 03 Computer Tape(s)
Number 3 Other (specify)
J Bound Book O Floppy Disk OChronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
O Other (specify) 03 Other (specify) File Drawer(s)
J Microfilm Reel(s)
/ 3 Computer Tape(s);
Number (3J Other (specify
11. File is Used 12. File Becomes Inactive After :
Zféily CiWeekly CIMonthly ﬁ/ /A O Month(s) O Year(s) :

13. Current Location(s)

VESK

(Bldg., Floor, Room)

15T AR QM HALL

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)
Q(No

O Yes

15. Access Restrictions

COWF I DEITI AL

Mes O No

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

16. Audit Requirements

0O None [ State [ Federal

Ej’ﬁependent

17. Is an Index System Used?

S ONo 547

g%esfexplain briefly and describe any hardware/software)

18. Recommended Retention WM - s!
Al

19. Name and Title of Preparer

/AR K65/57570T

Cogee Fosewsree

20. Telephone Number o 21. Date

(Bp)) L4 185/

Jr-t 7 -2F

]
¥

'




HSTHUCTIONS - TYPE OR PRINT A SEPARATE FORM TOR EACH NEW
RLVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20792

AGENCY RECORDS INVENTORY

Page of

1. DEPARIMENTIAGENCY

Yo 61, o Yocdemek

2.

—

DIVISION

MR

3. UNIT

v

DEFINITION - Recorde Setles - A group of related tecords normally filed snd used ss o unit for referance 2o

woll a8 retention snd dispositien purpores,

4. RECORD SERIES TITLE

Pogets e

AN

§. EARLIEST YEAR / LATETEST YEAR

[

10

8. RECORD SERIES OEECRIPTION ( Buielly describe the lypes of information/agocumentsiiorms found in the Series. tnclude the puipose or funclion of the Series)

se (Wbl

7. RECORD SERIES FORMAIT(S)

P W

8. RECORD SERIES SEQUENCE 8. VOLUME
O File Drawer(s)
o leller Size O Microlilm O Alphabelical O Microlilm Reet (s)
O Computer Tape (s)
o Legal Size o Computer Tape O Numerical O Olher (Specify)
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape o Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Other (Speciy) O Other (Specify) O Microfilm Reel (s)
O Computer Tape(s)
O Other {Specify)
Number
11. FILE 1§ USED 12. FILE BECOMES INACTIVE AFTER
a Daiy 0 Weekly O  Monthly O Month(s} [a] Yeal(é)
Numbet
13. CURRENT LOCAIION[S)'(Bldg,,'Flool. Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office}
- O Yes O No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
o Yes, O No 0 None D Slate O Federal O Indepengent
17. 1S AN INDEX SYSTEM USED? (if yes, explan brielly and 18. RECOMMENDED RETENTION
describe any hardware/sollware) “ ' ﬁ&v N
3 Y V4%
| Rt 1Y/, 2 fion 1
a Yes D No
19 20. TELEPHONE NUMBER

21. DATE

G g - 10/3/sD

0GS 550-4 {Revises 1/93)




MSTRUCTIONS - TYPE OR PRING A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 350-1} 7275 WATERLOO ROAD

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

;./Pz:‘(wmemmcmcv 2. DIVISION 3. UNJ] N ‘ . |
) },/ ?,ng,wﬁ ,b‘\ @ . J JEW

EHNHION Records Serles - A group of talated records normally filed and used as s unit for reference ss well 89 retention and dlsposition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR | LATETEST YEAR
W g,“ﬂ/‘/wm 10

8. RECORD SERIES DESCRIPVION ( Briefly descibe the types of information/gocumentisfiorms found in the Series. Include the purpose or function of the Senes)

T. RECORD SERIES FORMAT(E) 8, RECORD SERIES SEQUENCE 9. VOLUME
QO File Orawer(s)
O Lelter Size O Microlilm O Aiphabetical o Microfilm Reel (s}
O Computer Tape (s)
0 legal Size o Computer Tape O Numerical O Other (Specily)
0 Bound Book o Floppy Disk O Chionological Number
0 Audio Tape O Video Tape DO Geographical 10. ANNUAL ACCUMULATION
. O File ODrawer (s)
0 Ottrer (Specty) O Other (Specily) Q Microfilm Reel (s)

O Computer Tape(s)
O Other (Specify)

Number
11, FILE 1§ USED 12. FILE BECOMES INACTIVE AFTER
o Qaily U‘ Weekly O Monthly O  Monlh(s) Q Yeal(é)
Number
13. CURRENT LOCANION(S) (Bidg., Fioot, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)

o Yes 0 No

15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s)

-

6. AUDIT REQUIREMENTS

0 Yes, 0D No D None 0 Slale O Fedetat D Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descitbe any hardwarelsoflware)

o . 7 L) [2er0snned o?i&

1. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Joe 40/3)1-0

DGS 550.4 (Revised 1/93)




RECORDS INVENTORY

THE CITY OF FREDERICK
instructions - Type or print a separate form o Department of PAGE _Lﬁ_ OF 1__1
for each new or revised record series. H v B /Q 6:600)@ E <

Frederick, Maryland 21701

1. Position 2. Division

HA PESKBIAT

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

VAR O S—on 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.)

T B Peco. fute

2. EXIF JWTERV) EOS
3. WEW #/RE 7 '~
4, Term nated R}PM;};

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
M[;etter Size 3 Microfilm DAlphabetical mﬁe Drawer(s)
3 Microfilm Reel(s)
0 Legal Size CIComputer Tape O)Numerical / 0 Computer Tape(s)
Number 3 Other (specify) -~
3 Bound Book O Floppy Disk COChronological .
O Audio Tape {3 Video Tape CGeographical 10. Approximate Annual '
Accumulation
O Other (specify) 3 Other (specify) ite Drawer(s)
O Microfilm Recl(s)i.
___l 0O Computer Tape(s)
Number J Other (specify
11. File 1s Used 12. File Becomes Inactive After
@Baily OWeekly OMonthly WA 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)
/ST FLR
ary ALl O Yes No .
15. Access Restrictions E’?és 0O No 16. Audit Requirements !
(If Yes, cite Law(s) & Regulations(s) G/ .
COF1 DENTIAL O None [JState (3 Federal Independent
17. Is an Index System Used? 18. Recommended Retention }4
(If yes, explain briefly and describe any hardware/software) !
m/\)(’es 1 No
CHROWAI&E 1AL
19. Name and Title of Preparer 20. Telephone Number : 21. Date
Jo -
60@ 7?0584)@'8@L (30/) bGY-189) . )1~17~-99

MR ALE 16TV T Doy, - lola Juo




RECORDS INVENTORY .
THE CITY OF FREDERICK

linstructions - Type or print a separate form Depgmment of PAGE_/ OF
for each new or revised record series. H um M__—{&QLLKE’S

Frederick, Maryland 21701

1. Positon 2. Division
() Drnp /?;M ;me, -

[DEFINITION - RECORD SERIJES - 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

fppeals Files /999 1

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

e e L e s oot

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

ErCetter Size O Microfilm zﬁhabeu’cal z@mwer(s)

/ 3 Microfilm Reel(s)

O Legal Size DComputer Tape CJNumerical O Computer Tape(s)
Number [3J Other (specify)

O Bound Book 3 Floppy Disk OChronological
O Audio Tape 0O Video Tape CGeographical 10. Approximate Annual
’ Accumulation
3 Other (specify) 3 Other (specify) {3 File Drawer(s)
M_/c\_, 0 Microfilm Reel(s)
_____ O Computer Tape(s)
Number (3 Other (specify
11.FileisUsed a< needed 12. File Becomes Inactive After
ODaily OWeekly CMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
27 (If yes, specify agency or Office)
O Yes & No
15. Access Restrictions & Yes {3 No 16. Audit Requirements ﬂayr&(l 07!—’7 %
(If Yes, cite Law(s) & Regulations(s) /IWM
p/\/‘/‘}’”‘l /491— O None [ State [J Federal (3 Independent
17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) : e
0O Yes O No ;y M'%M
19. Name and Title of Preparer 20. Telephone Number 2L/Date / D
3, —(o/?
LN /@a/ : /
Rveheadny ™ 30( bay-1892 7

rrp + Lot I 16-75

v




RECORDS INVENTORY
THE CITY OF FREDERICK

Unstructions - Type or print a separaie form ADepartment of
for each new or revised record series. Z%M&é/ﬁ/ Z i ,2 SQuklces

Frederick, Maryland 21701 -

PAGE OF __

1. Position 2. Division

Comp v Bewo fepriin -
IDEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
well as retention and disposition purposes.

K. Record Series Title Q w‘ - ,Z@M“I/‘ﬂ P 5. Earliest Year/Latest Year

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

Porottlospempbfortomms /998 o Covandr

;L/W(/do/w

|

e ey

7. Record Senies Format(s) 8. Record Series Filing Sequence 9. Volume ,
B’Qer Size 0 Microfilm Qmmelical G’Fﬁ: Drawer(s)
) 4 l 0 Microfilm Reel(s)
0 Legal Size OComputer Tape ONumerical £ Computer Tape(s)
- Number [ Other (specify)
©/Found Book (] Floppy Disk OChronological
O Audio Tape O Video Tape Geographical 10. Approximate Annual
Accumulation
1 Other (specify) {3 Other (specify) O File Drawer(s)
0 Microfilm Reel(s)
O Computer "ll'apc(s)
Number [ Other (specify
11.Fileis Used a-» heedesd 12. File Becomes Inactive After ¥
O Daily OWeekly OMonthly 1 / 0O Month(s) O Year(s)
13. Current Location(s) ~ (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or Office)

W’N7 ‘e, vin Fanauwse
| P

O No
15. Access Restrictions @ Yes [ No 16. Audit Requirements el
(If Yes, cite Law(s) & Regulations(s) '
O None [JState [ Federal B’ﬁciepéndent

17. Is an Index System Used? 18. Recommended Retention m 3Y Lo ~&
(If yes; explain briefly and describe any hardware/software) - i d
B’%es 0 No (st e rors T/ 0’%

]

1% Name and Title of Preparer - 20. Telephone Number 21. Date ‘
%W A oederd g 9k(, 19/2/8D

!

i
i

¥

(4

gy o+ frmft P CTCTIIE T L5




RECORDS INVENTORY
THE CITY OF FREDERICK

epartment of PAGE OF

Unstructions - Type or print a separate form D SRR ) S
. . i p [
for each new or revised record series. Lﬁ é'ﬂ ar [i ’Q SAul 12 Y ,

Fredenck, Maryland 21701

1. Position 2. Division

Compe v Bews fmin

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

well as retention and disposition purposes.
K. Record Series Title 5. Earliest Year/Latest Year

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

oasunt ety ‘fepsts

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
D/Qer Size O Microfilm CJAlphabetical ile Drawer(s)
: ] 0O Microfilm Reel(s)
D Legal Size OComputer Tape O)Numerical 0O Computer Tape(s)
Number 3 Other (specify)
01 Bound Book {3 Floppy Disk @Qmogical :
O Audio Tape O Video Tape QGeographical 10. Approximate Annual
Accumulation !
O Other (specify) 0 Other (specify) 0O 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 OWeekly %thly /L[ A 0O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or Office)

. ores : O No
P ,
15. Access Restrictions §2'Yes [ No 16. Audit Requirements Al .

(If Yes, cite Law(s) & Regulations(s) ‘.
JAN "tnry W/ 0 None 3 State [ Federal ndep‘endent

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

20 Telephone Nufhber |

6@%

MW'M‘Z (298 to @MMM/’

(If yes, explaip briefly and describe any hardware/software) Wa: ! ga
O Yes Q’ﬁo % 6L ﬁ“" 2! 006

;éine and Title of
/

eparer 21. Date . g
alesihs - 67%
B ot Lo 5 2 ?/Qf/ /Z/:’;/? ,a"f;ffi%%“




Jﬁ&m@ Wty e éizzf;;,{,} tcdlforrn¥ 2y

o0 OWAVQ)MMV/ZX /7” %ﬁéﬁm, “/W, W%Md’&/ &
/&{b M/ W//wz'e .




RECORDS INVENTORY ] :
THE CITY OF FREDERICK s

epartment of

Unstructions - Type or print a separate form D .
: ; ) :
for each new or revised record series. ZSé; 4'@ drr ﬂ 'Q SQueklces :
. i

PAGE OF

Frederick, Maryland 21701 .

1. Position

C’aW v Ben /é{rm\m '

2. Division

ell 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

Fs5A F’lll/'f,S

5. Earliest Year/Latest Year

/94? to MWV

Include the purpose or function of the series.)

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

[Belliry

Slewlste s terdiny (oconn =
S hon 2ty pps=

7. Record Series Format(s)

3. Record Series Filing Sequence

9. Volume

9’4 Drawci‘(s)

Q’@Size O Microfilm Wcal
0 Microfilm Recl(s)
O Legal Size O Computer Tape CINumerical < , 0O Computer Tapc(s)
Number 3 Other (specify)
Dfao/und Book 3 Floppy Disk {OChronological !
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation :
0 Other (specify) 3 Other (specify) O File Drawer(s)
0O Microfiim Reel(s)
O Computer Tape(s)
Number {3 Other (specify
11. File is Used 12. File Becomes Inactive After
I Daily D Weekly E‘Mﬁy / Z}é — 0 Month(s) &ar(s)

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

o # 117

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

by <
ot

=

-
15. Access Restrictions 3-°¥es O No

ines cite Law(s) & Regulations(s)

sl rance ONo |
16. Audit Requirements

Y
) None [J State E/F/deral D)népcndem

Screen annually. Destroy materfal having no

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

18. Recc further fiscal, legal or operational value. Retain
permanently any material that serves to document
the origin, development and accomplishments of
" the department. Transfer periedically to the MD

O Yes O No
eparer

19, Name and Title of
A’ v Dotestds
ﬂ W -

e

20. Telephone Number
201 by —FG 2

Archives. ? /&4 -/9/3 /M
Jl-16-55 |




RECORDS INVENTORY
THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE____ OF _____
for each new or revised record series. &é( 44 drr [ ] é Soulces ) :

Frederick, Maryland 21701

1. Position 2. Division

7 N :
C 0?7% — &ru /M/I’Ll/n . i‘
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

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

&Z/eo&nﬂ ﬁéé/+/ww/¢0v

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

G’@Size £ Microfilm gﬂ?ph{wtical {le Drawer(s)
i / ) Microfiim Reel(s)

0 Legal Size OComputer Tape ONumerical O Computer Tape(s)
Number (3 Other (specify)

e pm——

0 Bound Book 0O Floppy Disk OChronological
0 Audio Tape [ Video Tape O)Geographical 10. Approximate Annual
| Accumulation :
[ Other (specify) O Other (specify) ile Drawer(s)
0O Microfilm Reel(s)
C / ) Computer Tape(s)
Number [ Other (specify
11. File is Used 12. File Becomes Inactive After N
¢
i
ODaily ~ OWeekly m 0 Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or Office) ~
[E’@ ONo .

15. Access Restrictions D/Y,es O No 16. Audit Requiremcnw

(If Yes, cite Law(s) & Regulations(s) g m/
ﬂMuA—éL ,&,}Q\__ 0 None [ State [ Federal ndependent
17. Is an Ifdex System Used? 18. Recommended Retcnnon
(If yes, explain briefly and describe any hardware/software) Rz end we o all Clee

O Yes D’Ng MW \.é&a@c &e,cw m@//,%

19, Name and Title of Pyeparer . 20. Telephone Number v 21. Date

, e oy //o/a/é—b

Wd/ &mx«:« ‘14,% /978 0 _Cectrgns

by o Pomgts 20 LTI Jl-1e-55"




RECORDS INVENTORY
THE CITY OF FREDERICK

Unsiructions - Type or print a separate form Dcpanment of PAGE___ OF _.__

for each new or revised record series. z% !ﬂ arr f i '2 SQuklceS ] ’

Frederick, Maryland 21701 T

1. Position 2. Division

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 Ycar

%WE&W P H7E 0 _cannr

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

B’@izc O Microfilm Bf—ﬂ@tical \E’m)rawcr(s)
: [ ) Microfilm Reel(s)

7 Legal Size OComputer Tap§ O Numerical O Computer Tape(s)
Number [ Other (specify)

O Bound Book O Floppy Disk O Chronological
01 Audio Tape O Video Tape D Geographical 10. Approximate Annual
Accumulation ]
7 Other (specify) 1 Other (specify) B’@xw&;‘(s)
< ’ 0 Microfilm Reel(s)
) Computer Tape(s)
Number 3 Other (spec:ify
11. File is Used 12. File Becomes Inactive After
ODaily OWeekly m [ O Month(s) M
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)
ores 0 No
15. Access Restrictions [ Yes [ No 16. Audit Requirements — P 7 {

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

W‘ O None [ State [J Federal ndependent
ax4A( . W Screen annuaily. Destroy matenal

17. Is an Infex System Used? U 18. Recomm having no further fiscal, legal or
(If yes, explain brféfly and describe any hardware/software) operational value, Retain-pcemanently-
O Yes OAo apy-material-thatserves-to-document-the—
origin,-develspmentand

,1 Nam:w’of ;gi;z/yzéz/(/ZO. ;eleph;ne Ij:mb/e;q mewmdq%
/ D01 674 47 (=/C-5 S
[ gy + fant 42 L 1o

i




RECORDS INVENTORY N

THE CITY OF FREDERICK
. - 2 2
Unstructions - Type or print a separate form epartment o PAGE /_OF /[
for each new or revised record series. ] )
Frederick, Maryland 21701 )M)Q
e
1. Position 2. Division [/ 7

?OL\/ (O\\ Co@r&u’djg(

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

/&‘i-wé—fm][) lo \ee. %\fro \ Y'/f \Q{; [ D o 74@5@5

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

Hara’co,o/v o [~ f:m /Ofyﬂﬁ In Fc;rmoj'fo‘/\

Inhcxases, ﬁddf?5ﬁa/md O/AM?ZS
EPlled For Audtors ikud

7. Record Series Format(s) 8. Record Series Filing Sequence "9, Volume
O Letter Size O Microfiim %—\lphabetical tofile Drawer(s)
J Microfilm Reel(s)
O Legal Size DO Computer Tape ONumerical 6/ 3 Computer Tape(s)
Number [J Other (specify)
0O Bound Book O Floppy Disk O Chronological
O Audio Tape {J Video Tape O Geographical ' 10. Approximate Annual
Accumnulation
¢ Other (specify) {3 Other (specify) file Drawer(s)

3 Microfilm Reel(s)

mb_y_g‘é 5‘07-@;% fb‘fp r Q 0O Computer Tapc(S)

Number (J Other (specify

Tract #5’7%“ o s—le.Mei Tl

(If yes, explain briefly and describe any hardware/software) .Hg—l'o = [ ) QA/V\ =24 j,zx_
&es e Jost A = i

19, Name and Title of Preparer 20. Telephone Number 21. Date 7/ oY }/3
/4

wne Momard 20) %@74_/4/S_f /O/QQ/ ?7

11. File is Used 12. File Becomes Inactive After
(whnenemeloyee
J=Daily COWeekly CiMonthly N S O Month(s) O Year(s)
P
13. Current Location(s)  (Bldg., Floor, Room) 28,, 2 nnel 14. Is Record Series Duplicated Elsewhere?
Ees (If yes, specify agency or Office) cfﬂi’

C -\-:/ {—&au Pu) Qpsennel ﬁwﬁe’ ,(-\For'm o VS D"P\Q C(
‘E’( r5\’§ \oo(%\ﬂ‘ou C{PC,Q ‘&@@W(Fk’i (D B35 %0 QOM,Q,u r'3,§L
15. Access Restrictions &Yes O No 16. Audit Requirements

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

: - = O None [JState [ Federal ndependent

Sn Some \Lu'rérp«j'fm
17. Is an Index System Used? 18. Recommended Retention

%\Tl(bl\ Crod rdﬁ?)(‘




RECORDS INVENTORY ]
THE CITY OF FREDERICK

Ll yd
Unsiructions - Type or print a separate form epartment o PAGE / OF __/
for each new or revised record series. )

Frederick, Maryland 21701 e

1. Posidon moﬂ/ 2. Division i

IDEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
iwell as retention and disposition purposes. :
K. Record Senes Title 5. Earliest Year/Latest Year

“Toerarnated mehgw “”fes /9700 (777

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

Hocidd ! Tin Fremehon
TraclV @zﬁp % o

J/hO/&@deQS "?25“ pj ecl

PO Ty R i
po tled ?5;— bﬂrod +-or— 5&4»0,0(@
7. Record Series Formai(s) 8. Record Series Filing Sequence 9. Volurde
(3 Lener Size O Microfilm A lphabetical ® File Drawer(s)
O Microfiim Reel(s)
0O Legal Size DComputer Tape ONumerical 6/ wa"ugComputcr Tape(s)
b Number £ Other (specify)
O Bound Book O Floppy Disk OChronological [ @ 74("(—020/‘ 6@5
0O Audio Tape {1 Video Tape CGeographical ) 10. Approximate Annual
Accurnulation
‘thhcr (specify) O3 Other (specify) O File Drawer(s)

03 Microfilm Reel(s)

y fw\_@% O Computer Tape(s)
' P}fﬁr Number [ Other (specify

&Yes O No QP/?Q” Of'OdQI' @Z:{eit'rﬁ O-nd ol

. \A,M
19, Name and Title of Preparer 20. Telephone Number 21. Date

e, oS eplyBT%

11. File is Used 12. File Becomes Inactive After
O Daily Weekly OMonthly O Month(s) O Year(s)
13. Current Locanon(s) (Bldg Floor, Room) 14. Is Record Series Duplicated Elsewhere?
[:5"' ﬁ%( a,\quol( O D (If yes, specify a %y or Office) Some. J«;\rcd_ed
SONNE le f
lwwd’CA‘k(\-bJ\ e gYe: Qo B 5‘\,@\;/‘ SD“P ce
% CD QA&:\.\D[
15. Access Restrictions MYes 3 No 16. Audit quuu'ements
(If Yes, cite Law(s) & Regulations(s) -
@n =L "’J !'\‘ , Jq:’ o O None [ State [ Federal Q’ﬁiepcndem
17. Is an Index System Used? 18. Recommended Retention . 2 y
(If yes, explain briefly and describe any hardware/sofrware)

%\]{ro W\ Corods mﬁ?)r




RECORDS INVENTORY - '
THE CITY OF FREDERICK

PR yi £
nstructions - Type or print a separate form epartment o PAGE /_OF _L_
for each new or revised record series. { )

Frederick, Maryland 21701 L

1. Positon ) 2. Division
Ry roll Coortinddor

IDEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refcrcnce as
well as retcnnon and disposition purposes.

4. Record S 'I)'b 5. Earliest Year/Latest Y;ar
%«wﬂé -5 (955./99%

6. Record Scrxes Description (Briefly describe the types of information/documents/forms found in the senes.
I[nclude the purpose or function of the series.\

3
E’fﬂ@s 323/ ; B of W2 ww

W—fo 0//490/2%«0 ﬁa)& Tedocal-Dda Us

7. Record Series Format(s) 8. Record Series Filing Sequence 5. Volume C:j
O Letter Size O Microfilm TJAlphabetical 0O File Drawer!s)
3 Microfilm Reel(s)
O Legal Size ngomputcr Tape O Numerical _ /O B Computer Tape(s)
Number & Other (specify)
O Bound Book 0 Floppy Disk ¢Chronoiogical Povea
0O Audio Tape O Video Tape O Geographical 10. Approximate Annual
Accumulation
O Other (specify) 3 Other (specify) 0 File Drawer(s)

0 Microfitm Reel(s)
_L {FComputer Tape(s)

Number  §&F Other (specify

11. File 1s Used 12. File Becomes Inactive After

O Daily OWeekly & Monthly 0O Month(s) O Year(s)
(or 3

13, Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
T{OOF‘ C ~k/ l \,A.u/bb (If yes, specify agency or Office)

‘-
v
!

O Yes gﬁﬂo

15. Access Restrictions §4 Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)
" /None p State ¥ Federal $rIndependent

17. Is an Index System Used? 18 Recommended Retention Mm %,4\ 3y
(If yes, explain briefly and describe any hardware/software) : ) (‘ M )
Yes N 5 4
BYes ONo Alpha i Dpar v[/m,w Baen) a9, e’&‘m Cleabmy

ene. Momard S0)—(AY—I1HS /O/D’)(a/ ?7

19. Name and Title of Preparer 20. Telephone Number 21. Date ﬁ‘/‘g{’ 1D, ’

Y5/

@:f\]l(b W\ Coods adoc



RECORDS INVENTORY -
THE CITY OF FREDERICK

S yi :
Unstructions - Type or print a separate form epartment o PAGE __L OF _L.
or each new or revised record series. /4 :

4
i

Frederick, Maryland 21701 B

1. Posidon 2. Division
?q\/ ol\ Coorck vmija(

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

4. Record Sene_)ﬂe 5. Earliest Year/Latest Year
g 7: me Shoets o its and
;é: roll &@\*5 (Bq %.\( @,ﬁod\ IQQOIO /9(79

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

, 1" Loots & T3 u /e
o/y Ou,/f‘o Sa;/ﬁ

ally Fﬂ(l)’ Bmmhly r'7 O Month(s) & Yeat(s)

NS

7QM/m// gfﬁ?? //%@Lﬁ

13. Current Locanon(s) (Bldg
’6+ OOF \L‘r' f ) 1\(2/4,{/(‘2 (If yes, specify agency or Office)

Ny HOCD“’ C\) t'w y "
om0 o el \/a,wH’ 0 ves il

Floor, Room) E .7(, 14. Is Record Series Duplicated Elsewhere?

15. Access Restrictions jél Yes (3 No 16. Audit Requirements A

(If Yes, Wﬁ& Regulauon@a j '
M J/M % f(j A .Cé@t }a/ O None [JState [ Federal @ﬂndcpendent
17. Is an Index System Used? 18. Recommended Retention ﬂbﬂ Iz

19. Name and Title of Preparer 20. Telephone Number 21 Dzu;a A

Sedene. Momard o) AY—-IHS G/ CD/é?(o/ 77

(If yes, explain bri%and describe any hardw are/software) éﬁ'Fé % " ﬁ z
3 Yes O No OL\[@’/ uodw' wlﬂo"" j W%:fb'

Y ;o ANC
By wccl — Pilld B Aud 7‘2:/5 _iz/;%//e
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
Leter Size O Microfil OJAlphabetical O3 File Drawer(s)
" e P CQO 0 Microfilm Reei(s)
07 Legal Size O Computer Tape CINumerical &/\(@5 O Computer Tape(s)
Number ~2Z'Other (specify)
3 Bound Book 0 Floppy Disk ﬂChrOﬂOlOgical Vga /'d.lr_(D
OJ Audio Tape O Video Tape O Geographical 10. Approximaté Annual
Accumulation
O Other (specify) O Other (specify) ’ O File Drawer(s)
Cc' q QCD 51//1 . [ Microfilm Reel(s)
__9_%_11_ H 5; (&(ﬁ 0O Computer Tape(s)
B:\.A( Nurr.xbcr N3 Other (speciiy
el % |
11. File is Used 12. File Becomes Inactive After

A<
&>
)

§?

pcmjl =\ Crod (‘cﬁa(




e

RECORDS INVENTORY [(W
THE CITY OF FREDERICK
Unstructions - Type or print a separate form - epartment of PAGE Z OF l -

for each new or revised record series. . /

s

Frederick, Maryland 21701 .

1. Positon 2. Division

Ryrolt Cooinaor

i

IDEFINTTION - 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 Senes Title Earliest Year/Latest Year

mga’ | 5@% :;1_ Jmcﬁ?om(ofgé:go‘%? n%m ﬁ?

6. Record Series Descnpuon@neﬂy describe the types of information/do&ments/forins found in the series.
[nclude the purpose or function of the series.)

Co eczed Pocad

aond 5\"’?3 Ingviry

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
O Lener Size 3 Microfilm Alphabetical File Drawer(s)
?{ /g}O/' Microfilm Reel(s)
0 Legal Size OComputer Tape wumcﬁcal \ 0 Computer Tape(s)
Number ,@ Other (specify)
O Bound Book O Floppy Disk pChronoiogical .
O Audio Tape 0O Video Tape OGeographical 10. Approximate Annual -
Accumulation :
& Other (specify) O Other (specify) MM-”LA'D File Drawcr(s)

M ~n D 5& O Microfilm Reel(s)
f- Y424 =, Q0O Computer Tapc(s)
As

ya) Number O Other (specify

U@Qd% Wm Cox ch:}to\(\, F EM’F(Q?QQ

(If Yes, cite Law(s) & Regulations(s
fqﬁ 400 M O None {3 State (3 Federal pﬂndependent

11. File is Used 12. File Becomes Inactive After
PDaily DO Weekly O Monthly O Month(s) O Ycar(sj)
13. Current Locanon(s) (B Floor, Room) 14. Is Record Series Duplicated Elsewhere? _/5
/5’1’ MQ;(’ {'fll M\Lfé;o (If yes, Cfemfy agerﬁ or O% s | ol
& Yes T P, Pd/ ONo -
¢ ot
15. Access Restrictions g Yes [ No 16. Audit Requirements !

(If yes, explain bneﬂy and describe any hardware/sofrware) M As ? tdrg et 4 Y

; 4 =) > fortq
19. Name and Title of Preparer 20. Telephode Number . 1o

ene. Momard 30)/(967(—/—/4/51

17.1s an Index System Used? 18. Recommended Retention R 42% HY Kw

/\DC'LHUZ) W\ Crods mﬂ?:r




INSTRUGTIUNS - TYPE O PRI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENITION

SCHEDULE (OGS $30-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

12715 WATERLOO ROAD

P.O. BOX 275 . JESSUP, MARYLAND 20794 Page _ of
] ENUAGENCY DIVISION 3. UNIT ,
t‘ "‘“‘ inp/t?z@ "A‘ o, ¥
m}%ﬁ

DEFINI!ION Records Serlse - A group of related records notmally fled snd used a9 a unit for reference 8o

well an retention and dlspesition purposes,

4. RECORD SERIES TlT\f f /

§. EARLIEST YEAR / LATETEST YEAR

1997 108 g0

8. RECORD SERIES DESCRIPTION { Briefly describe the types of Informaliorvdocumenis/forms found in the Series

. Include Ihe putpose or funclion of 1he Series)

7. RECOROD SERIES FQRMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME

/ mawe«(s)

o~ Lelter Size o Microlim O Alphabetical O Microfilm Reel (s)
O Computer Tape (s}

o legal Sige o Computer Tape o Numerical Q Other (Specily)

O Bound Book o Floppy Disk o Chionologicat Number

g Avdio Tape 0 Video Tage O Geographical 10. ANNUAL ACCUMULATION
0O File Drawer (s)

O Othet {Specdy) O Other {Specily) O Microtilm Reel (s)
O Compulet Tepe(s)
O Other (Specify)

Number
11. FILE 16 USED 12, FILE BECOMES INACTIVE AFTER
a Daily 0 Weekly O Monthly Yeai(s)

o Month(s) Q
Number '

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency ot olfice)

L .
W ' '094 fll - a Yes G(
15. ACCESS RESTRICTIONS (Il yes. cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes, 0 No o None o Slate O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (Il yes, explam buielly and
describe any hacdware/soliware)

O Yes O No

18. RECOMMENDED REIENTION

il pdalsd m«cﬂm/

1. HAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER . DAIE

plog — P/ )r

NGS 504 (Rewsed 119Y)




NSTAUGTIONS - TYPE ON PRINE A SEPARATE FORM f OR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENIORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS $50-1) 7215 WATERLQO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20794 Page of

—

1. DEBARIMERTIAGENCY ‘ - DIVISION Lot ol wie
o8y of Freders | g Relael

Y [« (&:rf*»%ﬁ

DEFINITION - Recotds Serles - A group of related records nermally flled and used se a unit for teference ss well as rotention and dleposition purpones,

4, RECORD SERIES THILE ' 5. EARLIEST YEAR J LATETEST YEAR
WWM% Ww /99 S 10, 2sr0

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of Informaliorvdocuments/forms found in the Series. Include the purpose or (unction of the Series)

Ww@i% )

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLU'ME
’bqét-&‘/ O File Drawer(s)
D7 Lelter Size a Microlilm O Aiphabelical 4 0 Microlitm Reel (s)
0 Comouter Tape (s)
O legal Size O Computer Tape O Numerical O Other (Specily)
O Bound Book a Floppy Disk O Chionological Number
a Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
0 Fite Dcawer (s)
O Other (Specdy) D Other (Specily) O Microfilm Reel (s)
0 Compuler Tape(s)
O Othet {Specify)
Number
11. FILE 18 USED 12. FILE BECOMES INACTIVE AFTER
a Daily D Weekly o Monlhly O  Month(s) O Yeas)
Number ’
13. CURRENT LOCATION(S) {Bidg., Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specily agency or oltice)
‘ R y ' - 0 Yes . o
15, ACCESS RESTRICTIONS (Il yes, cile law(s) & reguialion(s) 16. AUDIT REQUIREMENTS
o Yes, 0O No '@” None O Slate O Fedesal O independent
17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION S—-
descube any hacdwarelsollware) : 4% ARG p ) Wa.@/.: /O&.«d
_ Qtn
O Yes o No »/ )
‘Y J W/
19. NAME ANDAIITLE OF ARER 20. TELEPHONE NUMBER 21. DATE 4
' You (D510

NGS $50.4 {Newsed 103}




{HS{RUCTIONS - TYI'E ON PIltIL A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION
SCIEDULE (OGS $50-1]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

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

1. o‘ &mmczuc‘vf f' l ‘

DIVISION

1w ¢ bl sepes el alest,
: . . L‘l \-’(.,( (1t ,:;:l 2

{/

DENNIHON Recotds Serles « A group of telsted 1ecords normally filed snd used s 2 unit Tor reference oo

well a0 retention and dlsposition purposes,

4. RECOROD SERIES TITLE

Epphigpe, (Qekiia Qo Jibeo

S. EARLIEST YEAR / LATETEST YEAR

/ Q77 10 r;?th)

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of Informatiorvdocumenis/iorms found in the Series

. Include the puipose ot function of the Series)

7. RECORD SERIES FQRMAIT(S)

8, RECORD SERIES SEQUENCE 8. VOLUME
Va o~File Diawet(s)
U/é“e{ Size o Microfilm O Alphabetical 0 Microlilm Reel (s)
O Computer Tape (s}
O Llegal Size o Computer lape O Numerical O Other (Specily) ___
O Bound Book D Floppy Disk O Chionological Number
a Audio Tage O Videa Tape O Geographical 10. ANNUAL ACCUMULATION
a File Drawer (s)
O Other (Specty) O Other (Specily) Q Microliim Reel (s)
o Computet Tspe(s)
O Other (Specily) ___
Number
11. FILE I8 USED 12. FILE BECOMES INACTIVE AFTER
a Daty 0 Weekly o Monthly

0 Monith(s) O Year(s)

Number

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

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency of office)

- a  Yes éN/o
15. ACCESS RESTRICTIONS {if yes, cile law{s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No a  None O Slate O Federal @ Independenl

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

UYesv O No

18. RECOMMENDED RETENTION
KeeGad zﬁmﬁl \Y Goneil Zasfos
7 a?/,zz«.,

//lé@dv‘ﬂcf b ) V-

NAME AND TITLE O EPARER

/ Al d/’ojo_;a "

20. TELEPHONE NUMBER

=jﬁ3fm

"G oy - /@/3/M

NGS 4504 {Nansed 1703)

N
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(NSTRUCTIONS .. TYPE ON PIINS A SEPARATE FORM FOR EACH NEW
ALVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION

SCHEDULE (DGS $%0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERL OO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
%
. D wenmcsncv' f' I ‘ DIVISION LIRS e RS

|
«J 'AQ,!_"‘J-‘N{}

DEFINITION . Records Serlen - A group of related records netmally filed snd used ss o unit for refetonce se

woll e retention and dieporition purposes.

4. RECORD SERIES TITLE

i Alnlind Gkt Caceg

5. EARLIEST YEAR | LATETEST YEAR

1990 108000

17
L ‘

o

8. RECORD SERIES DESCRIPVION ( Briefly describe the types of Informatiorvocuments/iorms found in the Series

. Include the puipose or funclion of the Senes)

1. RECORD/SERIEB FORMAT({S) 8. RECORD SERIES SEQUENCE 8. jI/OLUME
y O File Orawer(s)
O/ Lelter Size o Microlim D Alphabetical (/I"’QM O Microfilm Reel {s)
O Computer Tape (s)
g Legal Size o Computer Tape a Numerical Q Other {Specty)
o Bound Book O Floppy Disk O Chronologicat Number
O Audio Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
O Other (Specty) O Other (Specily) O Microfitm Reel (s)
a Computer Tape(s)
+ 0 Other {Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily P Weekly o Monihly O  Month(s) O Yeals)
Number
13. CURRENT LOCMION(S)‘(Bldg,,‘FIooI. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)
- O Yes o No
15. ACCESS RESTRICTIONS (I yes, cile law(s) 8 tegulation(s) 16. AUDIT REQUIREMENTS
O Yes, o No o None o Slate O Federal O Independent
47. 1S AN INDEX SYSTEM USED? (If yes, explamn briefly and 18. RECOMMENDED RETENTION - L ,
describe any hacdware/soliware) -~ X‘e 9 f W . ) R .
g Yes O No ﬁ‘? AJ Ul %J')IQSDA' CWQM A_Qzaem .«MrﬁwHﬁ ‘
Sforudin, o/ Chln g ) a,% T O3
20. TELEPHONE NUMBER 21. DATE m“‘ [
7 /Q& 48/ 3/ pe))

N6GS 550.4 {Revsed 113}
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[NSTRUCTIONS -- TYPE OR PINT A SEPARATE FORM FOR EACIH! NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RE1ENTION
SCHEDWLE (OGS §%0-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7215 WATERLOO ROAD

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

10&3 ENUAGEN;’ f' l ‘

DIVISION

Lot Brwaleen Rt dis v

Qf’ 7JZWMﬁ6

DEI’INI!ION Records Seiles < A group of related records normally flled and ueed se 2 unit for refersnce oo

well a8 retention and dleposiion purposes,

4, RECORD SERlES IHLV W

8. EARLIEST YEAR / LATETEST YEAR

194 10 2 =0

)Wz@

8. RECORD SERIES DESCRIPIION { Briefly describe the \ypes of informatiorvdocuments/forms found in Lhe Series

,ﬂo«é/cv | 994 and 1997

. Include the purpose or funclion of the Senes)

O Other (Specdy)

Jwam

<
1. RECO D{ERIEB FQRMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ a File Drawer(s)
Q7 Lelter Size a Microfim O Alphabetical / c: Mictolilm Reel {s)
o Computer Tape (s)
O Legal Size a Computer Tape O Numerical O Other (Speciy)
© Bound Book Q Floppy Disk G Chronologicat Number 02 %4&,&
a Audio Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION

O File Drawer (s)
O Microfitm Reel {s)
o Computet Tepe(s)
O Other (Specify)

o]

Other {Specily)

descrbe any hatdware/soltware)

oYes. 8 No

Numbet

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily 0 Weekly 0 Monthly O Monih(s) 0 Yeas)

Numbet '
13. CURRENT LOCATION(S] _(B|dg...Floot. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or oflice)
QS v g , A ) ]
) St b o Yes Law0 olat N &Ko Vplto
] v

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

O Yes, o No O None o Slate O Federal O Indepengenl
17. IS AN INDEX SYSTEM USED? (Il yes, explain brielly and 18. RECOMMENDED RETENTION

M‘m W M’Q’“"M/M"LM

19. NAME AND JITLE OF WRER

[

dLW}-
20. TELEPHONE NUMBER 21. DATE .
/2y — 5 =

0G5 5504 {Nevsed 1193}




INSTRUCIIONS - FYP'E ON PIUNI A SEPARATE FORM FOR EACI NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENVION
SCHEDWLE (OGS $50-1

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION )
7215 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794 Page o
1._DECARIMENTIAGENCY f' ' - DIVISION ) (@/Wﬁéwam Rl alaes,

Csty of Fredevs ol Jurar

( ° . ul(w»&%

DEFINITION - Recotds Serles - A group of related records noimally Rled snd ueed se 2 unit for reference se well as retention snd dispesition pusposss.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

0. RECORD SERIES DESCRIPTION ( Biiefly describe the types of informatiorvaccumentis/iorms found in the Series. Include the puipose or function of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 8. VOLUME
[/ ? d(e();et(s)
o~ Lelter Size o Microlilm D Alphabetical O Microfilm Reel {s)
O Comoputer Tape (st
g Legal Size g Computer Tape O Numerical O Other (Specily),
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Gttt (Specdy) o Other (Specily) O Microfiim Reel (s)
0 Computer Tgpe(s)
0 Olher {Specily)
Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
a Daiy 0 Weekly G Monthly D  Month(s) Q  Yeas)
Numbet
13. CURRENT LOCATION(S) .(Bldg_,‘Floot_ Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency of office)
T O Yes ) b{
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & reguiatian(s) 16. AUDIT REQUIREMENTS
a Yes, 0 No 0 None o Slate O Fedesal O independeni

17. 1S AN INDEX SYSTEM USED? (If yes, explamn briefly and 18. RECOMMENDED RETENTION
describe any hardware/soltware)

| Rota Y1 Then a%v
o Yes g No
19. NAME AND, HJLE §F P%M 20. TELEPHONE NUMBER 21. DATE /O/ /
o5 Plog =00/ o

NGS 550.4 (Rewsed 1193)




INSTRUGIIONS .- TYP'E OR PIIKE A SEPARATE FQRM FOR EACH NEW OEPARTMENY OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SOEDWLE (OGS $50-1f 72715 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page ol

1.0 ENTIAGENCY DIVISION R [ 1 UNT g e oo

. ECO e pRe L a i g

E&A f' ‘ @ vapa L) Relaiun,
‘ ' d ‘ . d-MTram ﬁ'(o

DEFINI"ON Records Setles - A greup of related records noimally filed snd used s 3 unit for referance ae well ae retention and dispesition purpores,

) 5. EARLIEST YEAR / LATETEST YEAR
@OLTM‘ Qéa”“ 19903 1o

8. RECORD SERIES DESCRIPTION { Briefly describe lhe lypes of informatiorvdocumenis/forms found in the Series

4. RECORD SERIES NILE \

. Include the puipose or lunction of the Senes)

7. RECORD SERIEB FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
e Y O File Drawer(s)
o-{etter Size O Microfim O Alphabetical { O Microfilm Reet (s)
O Compuler Tape (s}
a legal Size g Computer lape 0 Numerical QO Other (Speciy)
O Bound Book o Floppy Disk 0 Chronolegical Number
a Audio Tape 0 Video Tage O Geogiaphical 10. ANNUAL ACCUMULATION
o File Orawer (s)
O Other (Specdy) O Other (Specily) O Microfilm Reel (s)

o Computer Vape(s)
O Other {Specify)

Number

11. FILE IS USED

-
»

. FILE BECOMES INACTIVE AFTER

g Daiy P Weekly o Monthly a  Monlh(s) O Year(s)
Numbet )

-

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 4. IS RECORD SERIES OUPLICATED ELSEWHERE? (Il yes. specily agency of office}

' . ?
W - O Yes . o No

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

O Yes, 0O No O None o Slate O Fedesal O Indepencent

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

descibe any‘hatdwavelsoﬂware) WM Ww_ﬂ[« M Wﬁét/
O Yes - 0 No wp Zz 5 ,

1s. NMWLE %M 20. TELEPHONE NUMBER 2. wue
/ZO/&/ -0

oy

06GS 5504 (Rewsed 1793}




INSTRUCTIONS - TYDPE OIt PIINE A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. FORWARD WITH RECORDS RETENUION

SCHEDLE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORODS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

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

Ciby of Freders

DIVISION

3. UNIT g,‘ﬁ f’é”'“ R el
: . . e YT o

|

DEFINITION - Records Serles - A group of relsied records notmally Mled and used a3 a unlt for reference o

v

well a3 rotention and dlsposi¥en purpores.

4. RECORD SERIES TITLE

\/{ M}@J\ L\ WW@W&

S. EARLIEST YEAR / LATETEST YEAR

'qqy‘(o@d-o-o

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiorvdocumenis/forms found in the Series

. Include the puipase or function of the Senes}

7. RECORD SERIES FORMAI(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
& /;f/// . O File Drawer(s)
@~/ Leller Size o Microliim O Alphabeticat - O Miciolitm Reet (s)
O Computer Tape (s}
a Llegal Size o Computer Tape a Numerical 0 Other (Specily)
O Bound Book o Floppy Disk O Chionologica! Number
g Audo Tape O Video Tage O Geographical 10. ANNUAL ACCUMULATION
a File Drawer (s}
U Othet (Specty) O Other (Specily) O Microfiim Reel {s)
O Computer Tape(s)
O Other (Specify)
Number
11. FILE |5 USED 12. FILE BECOMES INACTIVE AFTER
o Daty | Weekly D Monthly O Month(s) - 0O  Yeat(s)
Numbet ) :
13. CURRENT LOCATION(S) (Bldg.. Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency ot office)
v 4 wt o "
o AL 0 e Ba v s Ad .8 No
15. ACCESS RESTRICTIONS (i yes, cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
O Yes, o No O None o Slate a Federal D Independenl
97. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and 18, RECOMMENDED RETENTION
descrbe any hadware/soliware) !
) .,,~‘ , \/ \_‘Xd qéﬁ —p—
. 2 ) /0
o Yes o No pb“-‘i&/vwév)“/ i V/“V‘Cf
20. TELEPHONE NUMBER

Pl 10/)s

NGS 550.4 (Revted 193)




INSTRUGTIONS - TYP'E OR PIINE A SEPARATE FORM T OR EACH NEW
REVISED RECOND SERIES. FONWARD WITH RECORDS RETENTION
SOEBUE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

1. oty ammcsucv’ f l - DIVISION 1. UNIT t;,'“‘u\-)"/'lf“'/""" WA
' ‘ ° ) . Q\‘*‘ L[V’L [¢TRY

/
e 0y

DEFINITION - Recorde Sarlea - A group of related records normally Rled and used ss o unit for reletencs 2

well s retention and dlsposition purposes,

4. RECQRO S‘ERlES UILE

Oued 3 ) 0vpise

S. EARLIEST YEAR / LATETEST YEAR

1992 10 Qs0 (

§. RECORD SERIES DESCRIPTION ( Briefly desciibe the lypes of Informatiorvdecumentsilotms found in the Series

. Include the putpose ot funclion of the Seanes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
D File Diawet(s)
O Llelter Size o Microfilm O Alphabetical D Microlilm Reel (s)
a Comouter Tape (s)
a Llegal Size o Computer Tape O Numerical O Other (Specily)
O Bound Book o Floppy Disk O Chronological Number
a Audio Tape O Video Tage O Geogiaphical 10. ANNUAL ACCUMULATION
0 File Drawer (s)
o Ot of O Other (Specily) O Microliim Reel (s)
Other (Specty) ! O Compuler Tape(s)
O Other (Specify)
Number
11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
a Dady 0 Weekly O Monthly 0  Monih(s) o Yea(s)
Numbet
13. CURRENT LOCATION(S) _(Bldq,,_Floot. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency ot ollice)
’@f “PZ/' - O Yes o No
15, ACCESS RESTRICTIONS (If yes. cile law{s] & regulalion(s) 16. AUDIT REQUIREMENTS
O Yes, 0 No QO None o Slale O Federal O Independent
17. IS AN INDEX SYSTEM USED? ({If yes, explain brielly and 18. RECOMMENDOED RETENTION
descibe any hardware/soliware) ' g B %
| Rt LY Mo At "7
o Yes 0 No
20. TELEPHONE NUMBER 21. DATE

jbé/w*‘/?’/")

NGS 3504 {Nensed 197)




(HSTRUGIIONS -- TYI'E ON PLldt A SEPARATE FORM FOR EACH NEW
REVISED RECORND SEMIES. FONWARD WITH RECORDS RETENIION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7219 WATERLOO ROAD

P.0. BOX 27% - JESSUP. MARYLAND 20784 Page of

EENY of Frado

DIVISION

N tanendy

3, UNIT gw‘p&gy&}[ﬂ /Q)\Q( ('\“/.1} Ao

—ee)

o

DEFINITION - Recorde Satles - A group of related records normally filed snd used a9 & unit for relerence 2

well g0 retention snd dispositen putpores,

4. RECORD SERIES TITLE

Sadagok koo

5. EARLIEST YEAR / LATETEST YEAR

'4.9710 7 s

8. RECORD SERIES DESCRIPIION { Briefly describe the types of Informatiorvdocumenis/iorms found in the Series. Include the puipose or tunclion of the Senies)

NAMEWE QF ARER

T. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Diawer(s)
O Lelter Size o Microliim © Alphabetical ’ O Microfilm Reet (5)
O Computer Tape (s)
g legal Size o Computer lape Qo Numerical O Other {Spectly)
o Bound Book C Floppy Disk O Chionological Number
O Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
Q File Orawer (s)
O Other {Specdy) O Other (Specily) O Microliim Reel (s)
0 Computer Tepe(s)
O Other {Specily)
Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly a Monthly 0  Monlh(s} O Year(s)
Numbet
13. CURRENT LOCATION(S) ,(Blqu,‘Floot, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or oflice}
- O Yes O No
15. ACCESS RESTRICTIONS (If yes. cile law(s) 8 reguiation(s) 16. AUDIT REQUIREMENTS
O Yes, o No o None o Slate Q Federat O (Independent
. L Screen annually., Destroy matermal
17. 1S AN {NDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENHON.. ‘ having no further fiscal, legal or
describe any hardwarelsoliware) operational value, Retain permanently
o Yes o No any .materlal that serves to document the
origin, development and
accomplishments of the department.
19. 20, TELEPHOME NUMBER -~

L. Ve

954, «‘l@/a‘/ -

NGS 5304 {Rewsed 1193}




RECORDS INVENTORY
THE CITY OF FREDERICK

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

Department of PAGE__\ OF

N
O\ \ Q_Q\u\¥

Frederick, Maryland 21701

1. Position 2. Division
Ao e saurees
Coaeatnodor

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

Nusnan E:QSO_\EQ}QSE ceNereTT SU»\D:\QC}T Ties Q8 o114

6. Record Series Description (Briefly describe the types of 1nformat10n/documents/forms found in the series.
Include the purpose or function of the series.)

vv*vv'

ConTidentt a,t« ‘%\ \\Q - Q%\“Cf‘\\og—g hotnas p_‘Q& ?\\QY\Q, S
e - (u
ConSt ée(\ vo . P—-(mc_‘{u MCQ.
M\)Qe VST
W
Soo ‘“‘L \ NeaA My :T:f Q%Qw ey
\
@Q.CL\-QO» Oted > %\m&% NNy ‘\QGS
W BoewsS
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
W@er Size 1 Microfilm Iphabetical A’ﬁe Drawer(s)
1 Microfilm Reel(s)
1Legal Size 1Computer Tape 1Numerical \ 1 Computer Tape(s)
Number 1 Other (specify)
1 Bound Book 1 Floppy Disk 1Chronological
1 Audio Tape 1 Video Tape 1Geographical 10. Approximate Annual
Accumulation
1 Other (specify) 1 Other (specify) #File Drawer(s)
1 Microfilm Reel(s)
{ 1 Computer Tape(s)
Number 1 Other (specify

11. File is Used

vIDaily 1Weekly IMonthly

12. File Becomes Inactive After

1 Month(s) 1 Year(s)

13 Current Location(s)

WNa\
(‘é‘\* oot
?\oom =\

(Bldg., Floor, Room)

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

“TNo

1Yes

15. Access Restrictions 1Yes 1No
(If Yes, cite Law(s) & Regulations(s)

16. Audit Requirements

1None 1State 1Federal 1Independent

17. Is an Index System Used?

18. Recommended Retention W W@ﬁﬂg M?

(If yes, explain briefly and describe any hardware/software) o 3\ 3 (& <
1Yes \l/gp PO Bl
‘AWJ ~”m0
19. Name and Tltl Preparer 20. Telephone Number 21. Date mk .ﬁ:tM
e o L e vt
LeeS bor&m&@r 2oL e w111 b Vet opeota Yinde

aowwpﬁ«/lw.ze{

P9 e

Lttt Qecideetly s Lba M e tides



RECORDS INVENTORY
THE CITY OF FREDERICK

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

Frederick, Maryland 21701

1. Position 2. Division

Nucan \esosusces
Qoo eAdnector

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

AR Qecsuitwent Tiles Mo Wlaa

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

A Ta'o )\\\(\oui\czme,(\\-%) AdveccoRRsetnenke Y \Owce & N
an\?cc&icv\s v Resumes Recetved, Seleche Qondideles

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

\thter Size 1 Microfilm 1Alphabetical Vl’ﬁ; Drawer(s)
1 Microfilm Reel(s)
1 Legal Size 1Computer Tape vl‘(u‘merical Q\ 1 Computer Tape(s)

Number 1 Other (specify)
1 Bound Book 1 Floppy Disk 1Chronological

1 Audio Tape 1 Video Tape 1Geographical 10. Approximate Annual
Accumulation
1 Other (specify) 1 Other (specify) lee Drawer(s)
1 Microfilm Reel(s)
9\, 1 Computer Tape(s)
Number 1 Other (specify

11. File is Used 12. File Becomes Inactive After

ﬂ&lily 1Weekly 1Monthly 1 Month(s) ﬂ{ ear(s)

13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Qikﬁ@v a\ (If yes, specify agency or Office)

e \oal

Reotm W\ 1Yes Ko

15. Access Restrictions 1Yes 1No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)

1None 1State 1Federal 1Independent

17. Is an Index System Used? 18. Recommended Retention .
drn 2

f yes, explain briefly and describe any hardware/software
Yes 1No \o¥us SnaetSuile g - \word ¥ro % @/w
B \hetut bea Scogeat N ot \p Seces N(SPen Fen &
19. Name and Titlg of Preparer 20. Telephone Number 21, Date /
Lochace e Yo 0/ %/ 62

Nutran Qesousces Qosditaler  \-RO\-€AW~-\KTA \\‘\\GQC\C'(




RECORDS INVENTORY
THE CITY OF FREDERICK

Instructions - Type or print a separate form Department of PAGE_\ OF_ \

for each new or revised record series. \"\
O\ W AL

Frederick, Maryland 21701

1. Position 2. Division
\‘\\)..ﬁ\osl\ Q\Qecmes

Cooecdr \\afmc

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

VR Qecouiktnenk ©i\es \\\o\o\% 0 ‘&\\ng

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

\AQR Job Anteunce wenls, Rpplicalton © Restmes Qoo
%Q\QQ\QQX QQ@\&AQSQ&‘ F(\\&Qv\‘\ge‘u\m\?& Q\O&Q&

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
Vlﬁter Size 1 Microfilm 1Alphabetical Ae Drawer(s)
1 Microfilm Reel(s)
1 Legal Size 1Computer Tape Mnerical 6_2 1 Computer Tape(s)
Number 1 Other (specify)
1 Bound Book 1 Floppy Disk 1Chronological
1 Audio Tape 1Video Tape 1Geographical 10. Approximate Annual
Accumulation
1 Other (specify) ' 1 Other (specify) ile Drawer(s)
1 Microfilm Reel(s)
a 1 Computer Tape(s)
Number 1 Other (specify
11. File is Used 12. File Becomes Inactive After

1Daily 1Weekly 1Monthly NN Q_C%LQR\T\% 1 Month(s) Véar(s)

13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
CAM “Ck\-\ (If yes, specify agency or Office)
e Tloot
RQQ N =x \\f‘( 1Yes ﬂﬁ
15. Access Restrictions 1Yes 1No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
1None 1State 1Federal 1Independent

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

If yes, explain briefly and descrit;s any hardware/software()\A R

es INo M\aMuS Swae S\u.‘\\o, AT ~\Word \to A Yeax .
‘sc\gb@“\\\%QQQ\\\«\\ (wgert es§ \QgQQQ‘\Xf\ < *3

A\ Rec tu e 3/
19. Name and Title of Preparer 20. Telephone Number 21. Date q / oL ¢[d .
. \eg =R\ (i
\%%‘\\\S&\‘\&s\}\\"@s\@m Loolinaler whelag




RECORDS INVENTORY
THE CITY OF FREDERICK

Department of PAGE OF

\instructions - Type or print a separate form :
Vor each new or revised record series. ZQ 4'41_( drr ( i VQ Saulces

Frederick, Maryland 21701 T

1. Position 2. Division

Ciﬂhya« ¢ Ben /44{,%244 :

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

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

/WMWW% endlo~ _
%WW/@ a/n?%u

WW

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
D/Le/ner Size O Microfilm @dp{abetical Tle Drawei(s)
4 / 0 Microfiim Reel(s)

O Legal Size OComputer Tape ONumerical 0 Computer Tape(s)
Number 3 Other (specify)

i

O Bound Book J Floppy Disk JChronological
0 Audio Tape 0O Video Tape DGeographical 10. Approximate Annual
Accumulation
O Other (specify) 0 Other (specify) O File Drawer(s)
0 Microfilm Reel(s)
O Computer Tape(s)
Number 3 Other (specify
11. File 1s Used 12. File Becomes Inactive After g 2vn-C-
O Daily OWeekly My \ﬁii’_ 3 Month(s) Q/Ycﬁff’(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? !

(If yes, specify agency or Office) .
ﬂn\, /17 a At~ e o Joc .
D){{s O No

15. Access Restrictions [ Yes M : 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)

@/NGne 0 State [ Federal (J Independent

17. Is an Index System Used? 18. Reco Screen annually. Destroy material
(If yes, explain briefly and describe any hardware/software) having no further fiscal, legal or
0O Yes [go 674 operational value. Retain-permarnently—
y.mm:;auhawervenmummt-th&_
19 Name and Txtle of Preparer 4 20. Telephone Number wgm—development‘ﬂm'— .
{ dotesd accomplishnients of the department,

A/W &W %01 LSY —FF — //’/4'77 Q\’Ju\

Jt77? O File. (295 0 Crrvient

to\.';@
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INSIRUCTIUNS -- TYPE OR PINI A SEPARATE FORM FOR EACH NEW
REVISED RL.GCORD SEMIES. FONWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 278 . JESSUP, MARYLAND 20784

Page ot

iy of Freder

DIVISION Z ﬁ
an) gg@m'm

r

DEFINITION - Recorda Sesles - A group of 1elated records nermally fled snd used as o unit for reference as

well s retention and dieposition purpesss.

4. RECORD SERIES Zj Z

§. EARLIEST YEAR / LATETEST YEAR

10

s g of “rpen

.

ppolsgit' P

T linh M e te Bl
Ftent

6. RECORD GERIES DESCRIPTION { Briefly describe the lypes of information/documents/forms found in the Series. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(E)

RECORD SERIES SEQUENCE 9. VOLUME
Q File Orawer(s)
O leltet Size a Microlim Q Alphabeticat 0 Microfilm Reet (s)
D Computer Tape (81
o Legal Size o Computer Tape O Numerical Q Other (Specily)
O Bound Book O Floppy Disk D Chionological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
o Of D Other (Speci a Microlitm Reel (s)
Ottt {Specty) (Speciy) D Compulet Tape(s)
O Other (Specify)
Numbet
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Datdy 8 Weekly O Monthly O Month(s) O Yeais)
Number
1. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes, specily agency or ollice)
- a Yes o No
18, ACCESS RESTRICTIONS {if yes, cite taw(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O Yes, O No O None D Slate Q Federal O Independenl
12. IS AN INDEX SYSTEM USED? (il yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/sollware) , e
< g
I‘Z));z//é" c s e ns
O Yes O No / =N J
N
19. NAME Wor W 20. TELEPHONE NUMBER

21. DATE

9o ~loln) w2

0GS 550.4 (Revisert 1193)




INSIRUGTIUNS - TYPE OR PIUNT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENINION

SCHEDULE (OGS 550-1)

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

AGENCY RECORDS INVENTORY

Page of

1. D RIMENTIAGENCY
| “‘ ‘f

Freder:

DIVISION : }@

e —

3. UNIT -

DEFINITION - Records Serles - A group of related tecordy nermally fled snd used ss a unit for reference ss

weil a0 retention and dispesition purposes,

4,

RECORD SER!ES HILE

0 pusbrcil. Nepgione

H@mmd&dab

e WooniTony Recacbl

S. EARLIEST YEAR / LATETEST YEAR

10

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/decuments/iorms found in the Series

. Include Ihe putpose ot funclion of the Sanes)

7. RECORD SERIES FORMAT(E)

O Lelles Size o Microlilm

O Legal Size o Computer 1ape
O Bound Book O Floppy Disk

a Audio Tape O Video Tape

O Other (Specly)

6. RECORD SERIES SEQUENCE
O Aiphabelical

a Numerical

Chronological

a

Geographical

a

Other (Specify)

9. VOLUME
O File Drawer(s)
O Microfilm Reel (s)
O Compuler Tape (s)
QO Other {Specily)
Number

10. ANNUAL ACCUMULATION
O File Orawer (s)
O Microfilm Reel {s)
a Computes Tape(s)
0 Other {Specily)

NAME Az TITLE OF PARER

Number
11. FILE I16 USED 12. FILE BECOMES INACTIVE AFTER
g Daiy P Weekly 0 Monlhly D Month(s) O Year(s)
Numbet
13. CURRENT LOCAIION(S)'(BIdgA,‘Flom, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency of office)
- a Yes o No
15. ACCESS RESTRICTIONS (I yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes, O No 0 None o Slale O Federal O  Independent
17. 1S AN INDEX SYSTEM USED? ({If yes, explain briefly and 18. RECOMMENDED RETENTION
descibe any hardwarelsofiware) M . - —
: Aea 7@2 V Len W""?
O Yes o No . vy
18. 20. TELEPHONE NUMBER 21. DATE

oy - )012)s0

NGS $50.4 {Rlevised 1193)




INSTRUCTIONS -
REVISED RECORD SERIES.
SCHEDULE (OGS $50-1)

TYPE OR PRING A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20794 Page o

AGENCY RECORDS INVENTORY

lél‘x NTAGENCY f' l ‘

—

ol Sy

|

3. UNIT

=

OEFINITION - Records Serien -

A group of related recards notmally flled and used a3 & unit for refetence s

well o8 retention ll!d dispesition puiposes,

4. RECORD SERIES TITLE

Dor

8. EARLIEST YEAR / LATETEST YEAR

"(‘3 10

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/documenis/torms found in the Series

. Include the puipose or funclion of the Senes)

7. RECORD SERIES FORMAI(S)

8, RECORD SERIES SEQUENCE 8. VOLUME
O File Drawer(s)
O Lefter Size o Microlim O Alphabelical O Microfilm Reel (s}
. O Comoputer Tape {s)
O legal Size o Computer Tape O Numerical O Olhet (Specify)
C Bound Book O Floppy Disk O Chionological Number
T Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
0O File Drawer (s)
O Other [Specdy) © Other (Specity) D Microlilm Reel (s)
O Computet Tape(s)
O Other {Specify)
Number
11. FILE 18 USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0 Weekly O Monihly O  Month(s) 0 Yeai(s)

Number

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

-

4, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specify agency ot office)

0 VYes . b No

15. ACCESS RESTRICTIONS (I yes, cite law(s) & regulation(s)

o Yes, 0 No

-

-
<N

. AUDIT REQUIREMENTS

o HNone O Slate O Federd O Indepencent

7. 1S AN INDEX SYSTEM USED? (if yes, explain biielly ang
describe any hardware/sollware)

o Yes__ o No

18. RECOMMENDED RETENTION
ﬁ’ U'm M‘M f{}lju_/_) ?’ '7/
pluodbsdbry

20. TELEPHONE NUMBER . DME

G los-lols, |

NGS $30.4 Ravised 1193)




(NSTRUCTIONS - TYIE Oft RIING A SEPARATE FORM £ OR EACH NEW
RLVISED RECORD SEMIES. FORWARD WITH RECORDS RETENHION
SCHEDULE (DGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20754

AGENCY RECORDS INVENTORY

Page (o]

to‘a a%mcsuc‘v* f' l ;

DIVISION : ) Q

: U%E

——reee )

]

DEFINITION - Records Sarles - A group of related racords normally filed snd ueed ss s unit for reference o

well 98 retention and dispesition purposes,

ERIES TITLE

" @Mﬁ T dbeatd Tead fourd)

§. EARLIEST YEAR | LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Informationvaecumenisflorms found in the Series. Include the puipose of function of the Series)

7. RECORD SERIES FORMAT(E)

a Lelter Size a Microlitm G Alphabetical
T Legal Size a Computer Tape O Numerical
O Bound Book O Floppy Disk D Chronological
a Audio Tape 0 Video Tape

O Geographical

O Other {Specily)

O Other (Specily)

8. RECORD SERIES SEQUENCE

9. VOLUME
O File Drawet(s)
O Mictolilm Reet (s)
O Computer Tape ($)
a Other (Specily)
Number

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microfilm Reel (s)

o Computer Tape(s)
O Other {Specify) ___.

Number

11. FILE IS USED

o Daily A Weekly O Monthly

Number

12. FILE BECOMES INACTIVE AFTER

0 Monih(s) a Yeat(s)

13. CURRENT LOCATION(S) (Bidg., Floot, Raom)

O Yes

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specily agency ot office)

o No

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

g Yes, 0O No o

None

.

16. AUDIT REQUIREMENTS

a Slate O Ffedeial O Independent

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

O Yes O No

18. RECOMMENDED RETENTION

ﬁgw sy and
e @Lw aned |

it @adl WWW
j&wm&ﬁ%‘

20. TELEPHONE NUMBER

21, DATE

g /9% o) o

06GS 530.4 {Revised 1193)




RECORDS INVENTORY -

THE CITY OF FREDERICK

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

Department of
vuman Resources

VOV N Covrd &b

Frederick, Maryland 21701

1. Position

S Mﬁuﬂy Asst.

2. Division

well as retention and disposition purposes.

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

4. Record Series Title
Harare cont oy

5. Earliest Year/Latest Year

A o N

Include the purpose or function of the series.)

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

ANerts

Thapecticrs | Surueys, Test (@suts , ISA(Ten S‘NQ“*?S Analysis), Hazard

To Keephard oy ot ’\Dc‘ft'i'L cnd @A X Hozavdous Covrrol everts

(2ol [gnaea. )

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
\gl.ener Size O Microfilm %‘\lphabeticnl File Drawer(s)
0O Microfilm Reel(s)
O Legal Size DO Computer Tape ONumerical ‘ 0 Computer Tape(s)
Number {3 Other (specify)
O Bound Book O Floppy Disk O Chronological
O3 Audio Tape 0 Video Tape _ DGeographical 10. Approximate Annual
Accumulation
[ Other (specify) 3 Other (specify) mile Drawer(s)
3 Microfilm Reel(s)
O Computer Tape(s)
Number [ Other (specify
11. File 1s Used 12. File Becomes Inactive After
WPaily O Weekly CMonthly NA 0O Month(s) [ Year(s)

13. Current Location(s)

Ci
A oca

(Bldg., Floor, Room)

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

42 ronokion
. (W
~ S;O.,@L‘r‘/zs D‘?@" . Y Yes 0 No
15. Access Restrictions [ Yes No 16. Audit Requirements

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

ONone [ State [ Federal (X Independent

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

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

K Yes 0O No Alphayoetical ‘fa'-s € M&w 'L'ZD yl et 27

19. Name and Title of Preparer

Stphamie Ridna ds
>o.borue A<sh.

20. Telephone Number

21. Date

lz

2\ -9 -. @9z @\ \ )é Bﬁb? >




Sy MOY uerio —~ rograms

RECORDS INVENTORY ;
THE CITY OF FREDERICK

rlnstmclion.\' - Type or print a separate form Department of PAGE_& OF t 3
for each new or revised record series. R thm ey
DL N Covw 8%

Frederick, Maryland 21701

1. Position 2. Division
SCLQ&“\‘Z ‘5&("334’ ‘

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

87w Q99

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

-I.nccr\-\'\"h& CS§ \

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
KLcncr Size 0O Microfilm %lphabetical &File Drawer(s)
D Microfilm Reel(s)
O Legal Size DO Computer Tape ONumerical \ O Computer Tape(s)
Number [ Other (specify)
0O Bound Book O Floppy Disk OChronological
O Audio Tape O Video Tape O Geographical 10. Approximate Annual
Accumulation
O Other (specify) O Other (specify) §’File Drawer(s)
O Microfiim Reel(s)
\ O Computer Tape(s)
Number (3 Other (specify
11. File is Used 12. File Becomes Inactive After
O)Daily O Weekly OMonthly NIA O Month(s) O Year(s)
WA o m‘_cb.etb
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Ci Yool (If yes, specify agency or Office)

A5 Tooe

. ég_ww, . 0 Yes WNO

15. Access Restrictions [ Yes M\No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)
O None [ State [ Federal R/lndcpendent

17. Is an Index System Used? 18. Recommended Retention g efce ! -
(If yes, explain briefly and describe any hardware/software) / Cemn

O Yes No /O }// véf(&ﬂ dl«aj/—";‘a——-

19. Name and Title of Prep\arer 20. Telephone Number 21. Date /0,3) 04)
‘ \_ /'

S&.@c.:%ug Aast




RECORDS INVENTORY S
THE CITY OF FREDERICK

Vnstructions - Type or print a separate form Department of PAGE ﬂ OF Y
for each new or revised record series. \'\'\NT\CL(\ (\)-LSQT cas ) ’
iDL N CoveN B2

Frederick, Maryland 21701

1. Posidon 2. Division

50&*&»5 Aswh

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

l4. Record Seres Title ( &&0 4 Rdm\ﬂ3

:%Qé'c’xdr - 97 v 9.,

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

S. Earliest Year/Latest Year

?Suc\%u\— ?.ch\)es*\ Oftice ’\1&6&0@‘\«10"’\5, Sa,\cuzuy Cﬂaas;ﬁcc"h\c
C(f’\*/b Ouonod (P(opaﬂcé\)qxoe , '

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

MLcncr Size O Microtilm Mphabetical E’File Drawer(s)
\ 0 Microfilm Reel(s)

3 Legal Size OComputer Tape T Numerical 3 Computer Tape(s)
Number [J Other (specify)

el

3 Bound Book (3 Floppy Disk CJChronological
O Audio Tape 01 Video Tape JGeographical 10. Approximate Annual
. Accumularion
) Other (specify) {1 Other (specify) QyFilc Drawer(s)
O Microfiim Reei(s)
l 0O Computer Tape(s)
Number (3 Other (specify
11. File is Used 12. File Becomes Inactive After
WDaily QI Weekly O Monthly Nl p O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Cy F\T“"\\ (If yes, specify agency or Office)
A T mor Finane e
Sa Qetx Depk. WZYes 1P, srphiacs, ONo
15. Access Restrictions I Yes %\Jo 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) '

ONone 0O State [0 Federal cﬁﬁdependent

17. Is an Index System Used? 18. Recommended Retention ;g T <
(If yes, explain briefly and describe any hardware/software)

0 Yes fgNo 5/,% azmﬁ;

19. Name and Ti(le_ofPrepa.rer M 20. Telephone Number 21. Date
Stphowis RIGAES  Qol-war-eqe 01
afciy ASSY. _Dlar 01/




RECORDS INVENTORY -
THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE 5§ OF _\®
for eack new or revised record series. H’\J‘N'\CLH LSOOI s
L N ook S
Frederick, Maryland 21701
1. Positon 2. Division

30&-:&*»8 Aswi

IDEFINTTION - 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

(oecespondance s w_99

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

Carrespmiw-cg, R Senrk | Loemasl sc..d—‘\fe.c.t'sv-etl
Faces %g&v,..\a.ua,va.@ ’ MDSH ’D'\rg:*cr-gd

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
Qéen:r Size 0 Microfilm %habetical g@ile Drawer(s)
Microfilm Reel(s)
O Legal Size OComputer Tape S Numerical & Computer Tape(s)
Number [3J Other (specify)
0 Bound Book 1 Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Approximate Annual
Accumulation
O Other (specify) 0 Other (specify) C’(Pile Drawer(s)
[ Microfilm Reei(s)
| O Computer Tape(s)
Number [J Other (specify
11. File is Used 12. File Becomes Inactive After
ReDaily CIWeekly CMonthly ot 2 A O Month(s) O Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
++“,\J (If yes, specify agency or Ofﬁce)
S .
A’s\— o\ » ky‘:i" ~Eo i'-.@. A e
- Salas Depd . s =X
15. Access Restrictions [3J Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) .
fJNone [ State [J Federal Mdependent
Screen annually. Destroy material having no turther

17. Is an Index System Used? 18. Recommt fiscal, Iegallorhoperauonal Zalue Retain permanently
(If yes, explain briefly and describe any hardware/software) any material that serves to document the origin,
’ Re\’ + eu development and accomplishments of the department

O Yes QNO Transfer periodically to the MD Archives.

19. Name and Title of PreparTe'r2 :\0 Telephone Number :
5*‘—@“—94\"@ ieNQerel g x\a]aq,‘z' » SRR Y -
Sa- @m% Deph. | ﬁ’/oé llo/ﬁ/rb '




RECORDS INVENTORY

THE CITY OF FREDERICK

/,

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

Department of
~ Resorcos /
L N et 2/

Frederick, Maryland 21701

PAGE_ @ OF 1%

1. Positon

So}dmg Awsh

2. Pivision

FEFL\'ITION RECORD SERIES - A group of reldted records normally filed and used as a unit for reference as
vell as retention and disposition purposes.

K. Record Series Title

Torens (Mo

5. Earliest Year/Latest Year

A5 w99

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

Include the purpose or function of the series

D)

N ccidint [Tncidnd Rleort
Med - Servees
Lvolockiorn  (Roes
M oSy Form | Re

el (Le_ws} ?,M% M‘a Mo‘\ St i
{On a-e

esr kecza-\ Cpwion Ry [Nafe

N g\;v&ar\ ce Rostza  Auvth .

Fax Cowaa,

=4

Tz b , Lo Sord
i:o:?:

ST E W wr r\qm—w e Yo D v kevs Come . 45 s
7. Record Seri€s F ormat(s) 8. Record Series Filing Sequence 9. Volume
WKLener Size 3 Microfilm 3¢ iphabetical PFile Drawer(s)
3 Microfilm Reel(s)
3 Legal Size O Computer Tape T Numerical O Computer Tape(s)

Number {3 Other (specify)

O Bound Book O Floppy Disk OChronological
O Audio Tape {3 Video Tape O}Geographical 10. Approximate Annual
Accumulation
D Other (specify) O Other (specify) File Drawer(s)
O Microfiim Reel(s)
0 Computer Tape(s)
Number [3J Other (specify
11. File 1s Used 12. File Becomes Inactive After
Naily I Wetkly OMonthly N ' A O Month(s) O Year(s)

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

Ao
Faedinick | WO 2070\

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

NS Swpttms,

'Q.Yes 3 No

15. Access Restrictio O Yes NNo
(If Yes, cite Law(s] & Regulations(s)

16. Audit Requirements

O None [ State O Federal Ql}xfépendent

17. Is an Index System|Used?
(If yes,

O Yes No

plain brigfly and describe any hardware/software)

18. Recommended Retention

19. Name and Title af Preparer

Su,@ e Witk &\Q
> Q‘@uﬁ.ﬁ AssY.

20. Telephone Number

21. Date
\7)”5”‘)

K\ a2
G loy, —fp)»/ oo

]



RECORDS INVENTORY -
THE CITY OF FREDERICK

Unstructions - Type or print a separate form ) Department of PAGE _] oF__I¥
for each new or revised record series. \‘*\er‘: W ANe) Kl iy '
At N ooy B2

Frederick, Maryland 21701

1. Positon 2. Division

5@9@%1.«5 Awwi.

[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

Sty Procedures a5 w_99

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

E,\,g;, ?‘ﬁ%ﬂd@"‘”? or . 5 Lo 'Pei'r‘\"\' Sa&ﬁ,x(pfb%m’ Em"é/"\ﬁ-&.r
DsvficoXion, SeeateXionrs | Kot on|nece e kpose

imcé& cedn A

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
;XL_ener Size 3 Microfilm £ Iphabetical 488 File Drawer(s)
3 Microfilm Reei(s)
3 Legal Size OComputer Tape TNumerical O Computer Tape(s)
Number 3 Other (specify)
O Bound Book O Floppy Disk {OChronological
J Audio Tape O Video Tape Geographical 10. Approximate Annual
: Accurnulation
3 Other (specify) C Other (specify) ) %’iﬂc Drawer(s)
O Microfiim Reei(s)
O Computer Tape(s)
Number (3 Other (specify
11. File is Used 12. File Becomes Inactive After .
§Daily O Weekly OMonthly ol ' A O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

"F\'A\\ (If yes, specify agency or Office)
4‘:: ISF\Q.Q@_ Salo Sapgetreoad N
Saba o2 ®* B-Yes O No

15. Access Restrictions J Yes \.E_No - 16. Audit Requirements

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

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

(If yes, explain briefly and describe any hardware/sofrware) M Zer, W l,yoda,&ao %)
Q Yes wo : 42«,@2(: oo « E{Z! ',"ﬂwwwvé,
19. Name and Title of Preparer 20. Telephone Number 21. Date

'@ Ridhards . oaz i

Sadeiy¢ Azl » _ Ploy - k'D /9o

ofel

s

Ararake prretcidly o - QA/:‘JA—VVJO 1




RECORDS INVENTORY
THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE _Z_ OF _\ E
y’or each new or revised record series. \'\'\)ﬂ’\o.ﬁ hvey KNy ‘

Wil N Cenvok 52

Frederick, Maryland 21701

1. Posidon 2. Division

30.&%.}«»6 A

[DEFINTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
hwell as retention and disposition purposes.
l4. Record Series Title ' 5. Earliest Year/Latest Year

Roph it Yoy a5 . 99

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

TR Nessle e Buathin Drenhofion, | Troestitgetions | MO
Fire 312e0s cne. Task. S\&Ch 5“-‘@7 Covnciv o MD

3&@-«:\’\.6 T\ps C %\‘M %Lo,ma.p) TN, Newss ':E\CQ
Shovs odao .

7. Record Series Format(s) 8. Record Senes Filing Sequence 9. Volume
?‘tencr Size 1 Microfilm Siphabetical W File Drawer(s)
3 Microfilm Reel(s)
O Legal Size OComputer Tape INumerical l O Computer Tape(s)
Number O Other (specify)
3 Bound Book 1 Floppy Disk {OChronological
T Audio Tape O Video Tape S Geographical 10. Approximate Annual
Accumulation
O Other (specify) {3 Other (specify) tgﬁTile Drawer(s)
[ Microfilm Reel(s)
\ 3 Computer Tape(s)
Number {5 Other (specify
11. File is Used 12. File Becomes Inactive After
\gbaily O Weekly DOMonthly 1 O Month(s) O Year(s)
[
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
A ‘\'&”-\\ (If yes, specify agency or Office)
sy , Unlo . sunafuaes
L (e CY-3 . "5‘ O
. 4 ) dr ,
15. Access Restrictions [J Yes No 16. Audit Requirements

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

C]No'ne [ State O Federal &L/l-ndependem

Screen annually. Destroy material having no turther

17. Is an Index System Used? 18. Recommended R fiscal, legz}l or operational value. Retain perlpanently
(If yes, explain briefly and describe any hardware/software) ﬁﬁ\; rew material that serves to document the origin
O] Yes ﬁ NO development and accomplishments of the department

\ . Transfer periodically to the MD Archives.

19. \Jame and Title of Pregarer 70 Telephone Number

S‘?»Q&M AN | X9y q,/uéz}/qo%/o«oj




RECORDS INVENTORY -

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE_q __OF i
for each new or revised record series. ) i s

AL N Cout.k e

Frederick, Maryland 21701

1. Posigon 2. Division

f_‘aagc\-drhg Ay

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

K. Record Series Title ! 5. Earliest Year/Latest Year

Aeet dnnte IIﬁgdem@M‘% , Av A9

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

Yo card \Q(,P‘vumqé N Aceidads ‘.chidwﬁk@gf&@.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
O Lener Size 3 -Microfilm TiAlphabetical Milc Drawer(s)
' v O Microfilm Reel(s)
O Legal Size D Computer Tape . TNumerical 5 0O Computer Tape(s)
Number [3J Other (specify)
O Bound Book O Floppy Disk Mhronological
O Audio Tape O Video Tape JGeographical 10. Approximate Annual
' Accumulation
%)rher (specify) 2 Other (specify) ﬁ File Drawer(s)

O Microfilm Reel(s)

v Qﬁ\ S\&. QQ\W . l\ ) Computer Tape(s)

Number (O Other (specify

11. File is Used 12. File Becomes Inactive After
NDaily  DWeekly OMonthly NI» O Month(s) OO Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
CL W\ (If yes, specify agency or Office)

3—'5*' Floow oA L,ged (-
Qo Castr e st IYes

3 No

15. Access Restrictions [ Yes \Ej,@o 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) .
JNone ([JState [ Federal b‘l’ndependent

17. Is an Index System Used? 18. Recommended Retention ,2 /5,
(If yes, explain briefly and describe any hardware/software) 37 W @{‘""" /‘N
O Yes D§No Ll ey P2
M‘TCA@) /u.ﬁ@l}_) Wion. Jealne

|

19. Name and Title of Preparer 20. Telephone Number 21 Date
%ﬂ,g \e\wu&a Y“\a9L 17 \0\
- / —o/2)m

]




RECORDS INVENTORY -
THE CITY OF FREDERICK

nstructions - Type or print a separate form Department of PAGE _Q) oOF \B
[ar each new or revised record series. H'\)mr\ ('ELSQT Cas ’ ’
oV S A 7 5

Frederick, Maryland 21701

1. Posigon 2. Divistion

Dok A

IDEFINTTION - 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

Cﬂb\) A VIR Qe%\&)t ‘;Q‘(\a@ to %ﬂ

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

Include the purpose or function of the series.)

AS| Sterdards., OSHE SXendord-

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

%ncr Size O Microfilm Mlphabetical &File Drawer(s)
3 Microfilm Reel(s)
{3 Legal Size {OComputer Tape TINumerical 3 Computer Tape(s)
Number O Other (specify)

J Bound Book O Floppy Disk O Chronological
0 Audio Tape {3 Video Tape OGeographical 10. Approximate Annual
} Accumulation
O Other (specify) 3 Other (specify) \glﬁle Drawer(s)
{3 Microfiim Reel(s)
! O Computer Tape(s)
Number [ Other (specify
11. File is Used 12. File Becomes Inactive After
saily O Weekly CMonthly N ‘ Be O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Q\ﬁ\gﬁ\\ (If yes, specify agency or Office)
e S\oot.
A IS \a O Yes O No
Safediy ’
15. Access Resmictions [J Yes S No 16. Audit Requirements

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

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) ’

] 1
O Yes @No U2l W@@ o< Ao
19. Name and Title of Preparer 20. Telephone Number 21. Date

Sﬂ@s\.am Rickardn x\94z \ \' |.7

ClNo'ne {3 State O Federal Wndependent

e/

%,r {A\*@@\w ‘ _ : T )ol —0! 370—0 .




RECORDS INVENTORY ;
THE CITY OF FREDERICK

< -
By

Unstructions - Type or print a separate form Department of PAGE_\\ _ofF_\B
or each new or revised record series. ’ \'\'\)ﬂ"o.ﬁ Y'ZLSQT cos
LN Covak S

Frederick, Maryland 21701

1. Posidon 2. Division

SQ&QQMK A

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

twell as retention and disposition purposes.

4. Record Series Title . ' 5. Earliest Year/Latest Year
COL Licuned Driveas "

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

COL Flagguics Smeden (aar ol e,mp\mg,@ oL Brivers)

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

me_ncr Size ) Microfilm %élphabetical ) ’QFile Drawer(s)
O Microfiim Reel(s)

3 Legal Size {OComputer Tape ZINumerical 0 Computer Tape(s)
Number [J Other (specify)

O Bound Book O Floppy Disk {Chronological
O AudioTape O Video Tape ©Geographical 10. Approximate Annual
, Accumulation
3 Other (specify) 2 Other (specify) \qilc Drawer(s)
| I Microfiim Reel(s)
O Computer Tape(s)
Number (3 Other (specify
11. File is Used 12. File Becomes Inactive After
OiDaily Weekly OMonthly M‘ i O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Seres Duplicated Elsewhere?
ta \ (If yes, specify agency or Office)
3—5' oo ay an
- Sodee iy Dt e °
15. Access Restnctions [ Yes Mo 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s) )
I None [OJState ([ Federal \@'Independent

17. Is an Index Systern Used? 18. Recommended Retention Ib Ql

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

O Yes (Yo W Jples BY, Ao M
19. Name and Title of Preparer 20. Telephone Number 21. Date

Sufmtg?‘wds X\a92 \\1\7’ﬁ°,

So..(‘-um/ Asst. Gl 1D 0




RECORDS INVENTORY -
THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE _{2. oF _\%®
or each new or revised record series. H’\J‘N‘C&I" Q-LSD‘f cas
L N Covirk B2

Frederick, Maryland 21701

1. Positon 2. Division

f;;o.;ld-bg Assr

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as
hwell as retention and disposition purposes.
K. Record Sernies Title ’ 5. Earliest Year/Latest Year

Prugical Ty lests /‘q R, A9

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

Respnakerty | Pomoncry TrTetz of enploeas

7. Record Series Format(s) 8. Record Series Fil'ﬂg Sequence 9. Volume

O4eter Size O Microfilm :j)@habetical C\File Drawer(s)
3 Microfiim Reel(s)

{1 Legal Size OComputer Tape TiNumeric: ‘ ] 3 Computer Tape(s)
Number 3 Other (specify)

3 Bound Book O Floppy Disk QO Chropblogical
O Audio Tape O Video Tape T1G¢bgraphical 10. Approximate Annual
Accumulation
O Other (specify) Other (specify) h’Fi]e Drawer(s)
3 Microfilm Reel(s)
\ 3 Computer Tape(s)
Number (3 Other (specify
11. File is Used 12. File Becomes Inactve After
O Daily Weekly Monthly D’ [ O Month(s) E] Year(s)
13. Current Location(s)  (Bldg. /Floor, Room) 14. Is Record Series Duplicated Elsewhere?
'\*’b\\ (If yes, specify agency or Office)
PO \agl ows.
¢Yes O No
Sa ced O
15. Access Restrictions [ Yes mo 16. Audit Requirements

(If Yes, cite Law(s) & Reglations(s) .
O None (] State [J Federal Wﬁdependem

17. Is an Index System Used'.z 18. Recommended Retention
(If yes, exgl in briefly and describe any hardware/software) T : P
O Yes [ No 7 :

19. Name and Title of Prgparer 20. Telephone Number 21. Date
Strephanit ?i

[&'a¥= g Mo
S&QQ&K Asax . X192 . ;{Q’/ob/bﬂ




RECORDS INVENTORY -
THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE _\3 OF S%
for each new or revised record series. ) o CosT
it N Cevek B

Frederick, Maryland 21701

1. Positon 2. Division

50_?1_}-‘\.«6 Aswi

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

vell as retention and disposition purposes.
4. Record Series Title 7 5. Earliest Year/Latest Year

e A a9 ,_99

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

Q«“\MG‘GWQMK C}@Wx@k'\uﬁﬁ e Lok Dok G Q\T’t \ . &W
?/va_weam. vy Fleex 50@&»6\ Wader Pk Sof's

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
Lener Size {0 Microfilm Alphabetical ile Drawer(s)
& gqrﬁcroﬁlm Reel(s)
3 Legal Size OComputer Tape TiNumerical J Computer Tape(s)
Number (3 Other (specify)
O Bound Book O Floppy Disk OChronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
3 Other (specify) 2 Other (specify) W—'ilc Drawer(s)
0 Microfilm Reel(s)
O Computer Tape(s)
Number (3 Other (specify
11. File is Used 12. File Becomes Inactive After
béaily O Weekly CiMonthly N LB_— 0 Month(s) O3 Year(s)
13. Current Locauon(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

\\x (If yes, specify agency or Office)
“-\cu*'z— vlo &x\kmﬁ

{Yes O No
5@&-&*\& Qe e\ - ha '
15. Access Restrictions  [J Yes ?\N_o 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)

ClIi*IoAne [ State [J Federal h‘h‘ld,ependem

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

(If yes, explaig briefly and describe any hardware/software) M Md/ LA ZT
0O Yes 0O\
ﬂw;n&»«» LYol 11t soneetyd

19. Name and Title c%reparer 20. ‘Telephone Number 21. Date
Stephante <) = X199 w17 jas
Qe N , e
e w Ao /A&cua Pescatiess 9/ /’013/1")

o«.W




RECORDS INVENTORY -
THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of
for each new or revised record series. \'\'U‘“"O-f\ ST ok

PAGE IS oF _\®

T SR L I o

Frederick, Maryland 21701

30._\\—‘-;-\»\..5 Ay

1. Posigon 2. Division

well as retention and disposition purposes.

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

4. Record Series Title !

&Wlﬁ \ 2k r\CS

5. Earliest Year/Latest Year

A o N

Include the purpose or function of the seres.)

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

\val n'\«\eag Vocovd (Mru-dance, Livwakuve | Guido\s cuass

@icncr Size O Microfilm .#A\lphabctical

3 Legal Size OComputer Tape TiNumerical

{3 Bound Book 3 Floppy Disk D Chronological
3 Audio Tape O Video Tape T)Geographical
3 Other (specify) 0 Other (specify)

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

File Drawer(s)
0O Microfilm Reel(s)

! 03 Computer Tape(s)

Number [3J Other (specify)

10. Approximate Annual

Accumulation
“sFile Drawer(s)
\ 3 Microfiim Reel(s)

3 Computer Tape(s)
Number (3 Other (specify

11. File is Used

mmly OWeekly OMonthly

12. File Becomes Inactive After

_“)_'L O Month(s) O Year(s)

13. Current Location(s)  (Bldg., Floor, Room)
(-t \
Q,‘&
&?&M W?‘(

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

O Yes yNo

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

16. Audit Requirements

ONone ([IState [ Federal Mndependem

17. Is an Iindex System Used?
(If yes, explain briefly and describe any hardwdre/software)
O Yes MNO

18. Recommended Retention M

?)/%MWW

Svepheunis Qudharda.

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

| A | (7
go@e—k\z{%ﬁ?\ _ K\ - @’abﬁjo/'m/@
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RECORDS INVENTORY -

THE CITY OF FREDERICK
[Instructions - Type or print a separate form Department of PAGE _\ OF__ {9
for each new or revised record series. \'\’UN'CL(\ LS C ks
it N Convak B
Frederick, Maryland 21701
1. Posidon 2. Division

f’_)owb-:, hg Ao

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 ‘7 A/MM@ — 5. Earliest Year/Latest Year

Nealkh PR, > Tasds S © 99

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

Mm%&q‘ﬁsﬁ, CPR(wanwols eve.) y ! | .

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

&guer Size O Microfiim %lphabetical Nilc Drawer(s)
‘ \ 3 Microfilm Reel(s)

3 Legal Size O Computer Tape TNumerical 3 Computer Tape(s)
Number 3 Other (specify)
O Bound Book (3 Floppy Disk O Chronological
O Audio Tape 0 Video Tape TOGeographical 10. Approximate Annual
Accurnulation
O Other (specify) {3 Other (specify) KFile Drawer(s)
\ O Microfilm Reel(s)
O Computer Tape(s)
Number {3 Other (specify
11. File is Used ‘ 12. File Becomes Inactive After
O Daily O Weekly Ys(Monthly N! A 0 Month(s) [ Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Cu -\‘\\1’.\ \ (If yes, specify agency or Office)
1St oo
3 Yes o
Safetuy Dept. 5N
15. Access Restrictions [J Yes MNo 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s) .
O None [JState [ Federal ﬂg({dependent
17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) -
O Yes 8o W,opdﬂzg(, s /a«/anau(e.,z
19. Name and Title of Preparer 20. Telephone Number 21. Date

5‘*‘&?\(\0,(\\4, Q—&C,Mr&@ ,
Saltkyg PNk, %\CP\G,'?, )/Q(,, 7:73/%)




RECORDS INVENTORY -

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Deparment of PAGE _\7_ofF _\%
for each new or revised record series. ‘i'\’\J‘ﬂ"O._ﬁ (lLSCS‘f casr
LN ook B
Frederick, Maryland 21701
1. Posidon 2. Division

30‘913“"5 Aswr

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

4. Record Series Title ! 5. Earliest Year/Latest Year
\*\QzarA Modeiag :S o , 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.)

U micaQ List | MSOS, \—’(c,q_cv& Qormrcovm ¢ o om %m\MG b
on SObsmw %\aﬁm\s

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

@ncr Size O Microfilm ?@phabetical /z File Drawer(s)
3 Microfilm Reel(s)

{3 Legal Size O Computer Tape INumerical 0 Computer Tape(s)
' Number [J Other (specify)

O Bound-Book O Floppy Disk O Chronological
3 Audio Tape 0O Video Tape TGeographical 10. Approximate Annual
. Accumulation
O} Other (spegify) {1 Other (specify) File Drawer(s)
‘ 3 Microfilm Reei(s)
0 Computer Tape(s)
Number {3 Other (specify
11. File is Used 12. File Becomes Inactive After
CIDaily W Weekly CMonthly MZ & O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Qk\- -\—&c\,\\ (If yes, specify agency or Office)
o2, \ (ﬁ,l U w

O Yes 0O No
15. Access Restrictions 16. Audit Requirements

(If Yes, cite Law(s) & Regulanons(s) . .
J None [JState [OJ Federal ;q Independent

17.1s an Index System Used? 18. Recommended Retention

M . . ) , . [}
élf ‘3‘255’ e%plau:) briefly and describe any hardware/software) MM" mspDs5 %‘V 40 Y M M peue o

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

Sv‘c{e\(\&.w C)(\Qxaé)ﬁ a
Solaghesl e e,

wie, Ao apsodss, Chopuead , LRon dading




RECORDS INVENTORY -

THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE _\3 oF _ %
\for each new or revised record series. . \'\'\J\"(‘O.ﬁ ol S5 O '

Wt N ook 8

Frederick, Maryland 21701

1. Posidon 2. Division

5&.&;&*\,6 + S

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

well as retention and disposition purposes.
1. Record Series Title : 5. Earliest Year/Latest Year

C’M\Oa‘-‘is' | A% ﬁi

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

-J\ppau.\ M(A_J, ’%o.s\-s ¢p \"\‘?'0 iﬁ\wc;r)nby\,’ t—\r-ﬁ‘»QQ )\J\anua\g
Montoys l(_PfDme\’\O‘r\a-Q) SQPC\"X Q-EQ'@', {(‘a\f\mco MQV\G\Q .

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

[ Lener Size O Microfilm Alphabetical . ile Drawer(s)
K ‘D\g Vb a Licroﬁlm Reei(s)
O Legal Size O Computer Tape TiNumencal ’\ 3 Computer Tape(s)
Number [3 Other (specify)
M-ch'rd' Book O Floppy Disk OChronological
O Audio Tape O3 Video Tape TGeographical 10. Approximate Annual
. Accurmulation
O Other (specify) {2 Other (specify) wilc Drawer(s)
3 Microfilm Reel(s)
D O Computer Tape(s)
Number (I Other (specity
11. File is Used 12. File Becomes Inactive After
OIDaily }deekly CMonthly N[ 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)

E::;QMK (;{ D‘\“ O Yes k’No

15. Access Restictions f_‘_] Yes ?LNO 16. Audit Requirements
s(s)

(If Yes, cite Law(s) & Regulations(s v
{1 None ([JState [J Federal Mndependent

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) - ) %M@L a-é/
O Yes M\No %ﬁf(’/ W
%Mﬂﬂ:ﬁ/‘/f
19. Name and Title of Preéafer 20. Telephone Number A 21. Date

S-\'C—P\wam'\c. \C,\\-jetfé..%. | ‘7&\013 > \\) 17)89

5&@&% A=sy. :, Qb -




RECORDS INVENTORY -
THE CITY OF FREDERICK

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

Department of
N~ Resorens

PAGE _{4 oF _\%

WAL N ook BB

Frederick, Maryland 21701

1. Posidon

S_)Q,Q‘-Q,WK A

2. Division

well as retention and disposition purposes.

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

4. Record Series Title . W /Jaynm;
(O Y

5. Earliest Year/Latest Year

A4 w99

Include the purnose or function of the series.)

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

eo~ ce-c

7. Record Series Format(s)

&'\Lencr Size O Microfilm {RAlphabetical
O Legal Size O Computer Tape ZiNumerical

{3 Bound Book O Floppy Disk O Chronological
0 Audio Tape O Video Tape TJGeographical

0O Other (specify) 2 Other (specify)

8. Record Series Filing Sequence

9. Volume

EFHC Drawer(s)

O Microfilm Reel(s)

‘ O Computer Tape(s)
Number 3 Other (specify)

10. Approximate Annual
Accurnulation
MYFile Drawer(s)
3 Microfilm Reel(s)
7 Computer Tape(s)

Number {5 Other (specify

11. File is Used

12. File Becomes Inactive After

Nl A 03 Month(s) O Year(s)

QODaily PHeekly Monthly
13. Current Location(s)  (Bldg., Floor, Room)
Ci oA\

AR Toon. |

Safoty Ot

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

vNo

HR
0 Yes

15. Access Restrictions [ Yes &’f_uo
(If Yes, cite Law(s) & Regulations(s)

16. Audit Requirements

DNo.ne [ State {3 Federal Mndependent

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

O3 Yes VNO

18. Recommended Retention /Z/—»(?‘a- X

19. Name and Title of Preparer

GQ@‘\Q’M \<A\C\'\-QL .’Aﬁa

S aletigPsst

20. Telephone Number

X\AK[ 2L i

21. Date

172199
/
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RECORDS INVENTORY -
THE CITY OF FREDERICK . ‘
Unstructions - Type or print a separate form Department of | PAGE 3 ofF _{Y
for each new or revised record series. H’M("s \'if.SQ‘{' CRAS

L N Coros 8

Frederick, Maryland 21701

1. Positon 2. Division

30‘;1(_%\,6 A

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

well as retention and disposition purposes.
1. Record Senes Title ’ 5. Earliest Year/Latest Year

Record Weepiaxg f A5 _w_q9

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

shohisica . Repock (ueting miootes) uworkers comp
/CL\/u_JLS MQL!U-Q(D mr\\gcs\—s L Osw R oo LOOCS M

o y
W‘ "%LW) Wﬂaﬂv

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
ML:ncr Size T Microfilm %lphabcticzl &Fi]c Drawer(s)
1 Microfilm Reel(s)
O Legal Size O Computer Tape TNumerical O Computer Tape(s)
Number [ Other (specify)
0 Bound Book 3 Floppy Disk QO Chronological
O Audio Tape g Video Tape ~Geographical 10. Approximate Annual
Accumulation
1 Other (specify) 2 Other (specify) &/File Drawer(s)
O Microfiim Reel(s)
0O Computer Tape(s)
Number 5 Other (specify
11. File is Used 12. File Becomes Inactive After
%Daily OWeekly OMonthly N}k {0 Month(s) O Year(s)
13. Cunen;l_‘ocatxon(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
i a9 (If ves, specify aoency or, Ofﬁce)
Saleric Dop e e o
15. Access Restnictions (3 Yes Y(No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
O None [JState [0 Federal \g# Independent

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) T . . e
Yes , \ . '
k\gﬁwc& o WO <
19. Name and Title of Preparer 20. Telephone Number 21. Date q)’a&

Sephanie Kidnagrdn

|0

Tane B zoeeuaz Wil
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